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Assessment Task: 

How technology improves productivity in a business (Individual activity) (LO2 AS4)

Unscramble the following words to identify the items of technology that are used in a business to improve productivity.

lecl hopne

mopucter
xfa ahcmien

lehepotne

tinprer


poicer

owfstare

ninetret 

a) The __________ encodes the information it ‘reads’ on a document and sends the encoded digital message through the telephone line, where the receiving machine decodes the message and prints it out.









[1 mark]

b) People use __________ for communication by engaging in conference calls and for internal office communication.









[1 mark]

c) A __________ allows you to be out of your office, but still in touch with your business.
[1 mark]

d) Modern __________ have bigger memory than ever before and are used for word processing, accounting, design and many other applications.



[1 mark]

e) __________ used in offices include Microsoft Office, with programs such as Microsoft Word mainly for word processing, Excel for compiling spreadsheets and Powerpoint for presentations.













[1 mark]

f) A __________ is used to make hard copies of documentation sent via e-mail so that these copies can be filed.
                                                                                                          [1 mark]

g) When you have to duplicate documentation, you use a __________.


[1 mark]

h) Many businesses make use of the __________ to research the latest trends in the market and to see how people would respond to the products advertised on their websites.

[1 mark]

Suggested Solutions (LO2 AS4)

	Question number
	Possible marks
	Solution


	1
	8
	a) fax machine

b) telephone

c) cell phone 

d) computers

e) software

f) printer
g) copier

h) Internet












