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INSTRUCTIONS:  Answer question one and any other two questions 
      
 
QUESTION ONE (30 MARKS) 

a) Define the term Microsoft Publisher as application software.   (2 Marks) 

b) Explain what is an Ms Publisher publication.      (2 Marks) 

c) Describe what is a template in Ms Publisher.      (2 Marks) 

d) Give the default extension for publication files.      (1 Mark) 

e) Give four types of frames used in Ms Publisher.     (4 Marks) 

f) Give five types of publications that a user can create using Ms Publisher.  (5 Marks) 

g) In order for a user to type into a blank publisher page, what does a user need to create first. 

           (1 Mark) 

h) What name is given to the process of combining static information in publication together 

with variable information in a data source to create one merged publication? (1 Mark) 

i) Explain the purpose and common uses of a desktop publishing system.   (4 Marks) 

j) Explain how a user can view and sort a list of all the graphics added to a publication.  

           (3 Marks) 
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k) Explain the importance of a master page.       (5 Marks)

             

QUESTION TWO (20 MARKS)  

a) What name is given to the text that gets displayed instead of an image when the image fails to 

open a website?         (1 Mark) 

b) State three ways of how you can create a new publication.     (3 Marks) 

c) When delivering a publication to a commercial printer or moving it to a new computer, 

explain how a user can ensure that no essential files are left behind.   (3 Marks) 

d) Explain what to do when the text box you have created has too much text.   (3 Marks) 

e) Explain what is the difference between Ms Word and Ms Publisher.  (4 Marks) 

f) Explain how to add a duplicate page in Ms Publisher.     (3 Marks) 

g) Explain how you can divide a Text Box into columns.     (3 Marks) 

 

QUESTION THREE (20 MARKS) 

a) What is the meaning of the term story as used in Ms Publisher?    (2 Marks) 

b) A story is too long to fit in a single text box.  Explain how a user can do a continuation in 

another text box.          (3 Marks) 

c) By use of a diagram draw and describe the screen layout of Ms Publisher.   (15 Marks) 

 

QUESTION FOUR (20 MARKS) 

a) What are boundaries, ruler guides and baseline guides.     (4 Marks) 

b) Explain why grouping of objects is very important in a publication.   (6 Marks) 

c) State areas where Microsoft Publisher is being used/applied in day to day life.  (5 Marks) 
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d) Refer to the figure above. To resize a picture proportionally, which dot would a user drag. 

           (1 Mark) 

e) How can a user get their name, address and phone number to appear automatically in every 

new publication?         (2 Marks) 

f) Give a quick way to change the fonts in a pre-designed publication?  (2 Marks) 


