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Workbook 3 – Commercial Data Processing

Foundation, General & Credit 

Pass S Grade Computing

CDP Foundation Level

1 List some of the advantages of using a computer-based data processing system in a business.
2 List some of the disadvantages of using a computer based data processing system in a business.

3 What hardware might be needed in a CDP system other than a keyboard, a CPU, a monitor and a hard drive?

4 List the 6 stages in the data processing cycle in order

5 List 4 ways of entering data, in a CDP situation, into a computer without using a keyboard.

a

b

c

d

6 What does OCR stand for?

What is OCR? Describe what hardware is needed and how OCR works.

7 What is a turnaround document?

Give an example of a turnaround document

8 Describe these checks that can be done to data entered to make sure it is correct.

a) Range check

b) Length check

CDP General Level

1 What does MICR stand for?

What is MICR? Describe what hardware is needed and how MICR works.

2 What is a master file used for?

In a payroll department, give 6 fields that would be stored on the master payroll file?

a

b

c

d

e

f

3 What is a transaction file?

Is a transaction file used in Batch processing or Interactive processing?

4 Label the diagram below showing what happens in a batch process.








5 When a transaction file updates a masterfile, list three documents or transactions that could be created.

a

b

c

6 Explain the term Interactive Processing.

7 What is microfische ?

Label this drawing of a microfische reader







8 What does EFT stand for.

Explain what EFT is. 

9 What does POS stand for?

Explain what POS is.

10 What does EFT-POS stand for?

Explain what EFT-POS is.

11 What is a check digit used for?

Give an example of how a check digit is created

How is the check digit used in the checking process?

12 List 3 jobs that have changed because of computerised CDP. For each one explain what the change is.

                   Job                                   Change in job                                                             .

a

b

c

CDP Credit Level

1 What is data Validation ?

2 What is data Verification ?

3 Explain the term Sequential Access to data.

4 Explain the term Random Access to data.

5 What does a company have to do before it holds data on a living person?

What does the company have to do with the data while it is using it?

a

b

c

d

e

6 What is meant by a persons Credit Rating?

Give an example of when a company  would want to know a person’s credit rating.

7 What is Remote Data Entry of data.

Give an example of Remote Data Entry.

8 What do we call the system where three copies of a file are held – the most recent, the one before that and the one before that.

9 sketch a mark sense card.

Why are mark sense cards used for data input?

Give an every day example of a mark sense card.

13 Explain the term Single Entry Multiple Use.

Explain why Single Entry / Multiple Use is used in an office. Give an example of a file of this type that a school would use.
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