
(MAIN EXAM) 

FIRST YEAR FIRST SEMESTER FOR THE CERTIFICATE IN PURCHASING AND 

SUPPLIES MANAGEMENT AND CERTIFICATE IN BUSINESS ADMNISTRATION 

 BFC 2106: INFORMATION COMMUNICATION TECHNOLOGY  

a) Explain the following terms as applied in computer systems: 
i. Computer network                         (2 mrks) 

ii.  Software                                        2 mrks) 
iii.  Data                                              (2 mrks) 
iv. Computer hardware                      (2 mrks) 

b) Describe why a word processing application is important to an organization and state any 
TWO-word processing software applications you would recommend for use (3 mrks) 

c) Distinguish the following terms: 
i. System software and application software (2 mrks) 

ii.  Analog computer and digital computers (2 mrks). 
d) Differentiate   the following terminologies as used in word-processing(10mks). 

i. Copy and paste. 
ii.  Header   and footer  
iii.  Save and save as  
iv. Superscript and subscript 
v. Formatting and editing. 

e) Distinguish between Header and Footer and write the steps followed to insert them in a 
word document (4 mks). 

f) Briefly explain the function of the following   combination of the keyboard keys(1mks). 
i. CTRL+V 

ii. CTRL+Z. 

SECTION B: ANSWER ANY TWO QUESTIONS FROM THIS SECTION 

QUESTION TWO(20MKS). 

a) List and explain   any TWO basic features   of any word-processing   program (2 mks). 
b) Joram‘s  computer  recently started carrying out  normal processes  in a very unfamiliar 

manner ,upon  being checked  by a technician ,it was  stated that  it had a  virus. 
i. Define the term computer virus(1mks) 

ii.  List Four ways of recognizing viruses(4mks). 
iii.  Three ways of avoiding viruses(3mks). 

 
 
 
 
 
 



c) Use the worksheet below to answer the questions that follows. 
 
 A B C D E F G H I 

1 NAME QS EXCEL WORD TOTAL AVERAGE MAX MIN RANK 

2 MARY 56 23 57      

3 BENTA 89 45 78      

4 SALOME 52 66 78      

5 JANE 23 45 47      

6 AMIN 46 38 56      

7 KIRWA 44 39 22      

 
Give the function for calculating: 

i. The total score for Mary (2 mks). 
ii.  The average score for Salome (2 mks). 
iii.  The maximum score for Kirwa (2mks). 
iv. The minimum score for Jane(2mks). 
v. The rank for Amina (2mks). 

 
 

QUESTION THREE (20 MRKS) 

a) Describe the FIVE generation of computers in terms of technology used and give an 
example of a computer developed in each generation(10mks).     

b) Highlight the four (4) applications of Mss Excel in business.  
 (4Marks) 

c) list any two types of computer viruses.                                                         (2mks) 
d) Explain the functions which are commonly used in Ms Excel.  (4 Marks). 

 
QUESTION FOUR (20 MKS). 
 

a) List and explain the various criteria used to classify   computers(8mks). 
b) Briefly explain the   following terminologies as used in   spreadsheet   giving 

examples(10mks). 
i. Function 

ii.  Formula 
iii.  Workbook. 
iv. Worksheet. 



v. Cell address. 
c) Differentiate   between warm booting and cold booting(2mks). 

 
QUESTION FIVE (20MKS). 

a) Define   a computer (2mks). 
b) Identify the important characteristics   of a computer (8mks). 
c) Define   computer software and explain the two classification of software giving 

examples for each(6mks). 
d) The   following are some advantages of computer systems. Explain each of them (4mks). 

i. Versatility  
ii.  Accuracy 

 
 


