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INSTRUCTIONS: 

Answer Question ONE and ANY other two Questions 

 

QUESTION ONE (30 marks) 

a) Explain circumstances under which each of the following would be used in Access.

 (5 marks) 

i. Memo 

ii. OLE object 

b) Distinguish between word wrap and text wrap as used in Microsoft Office word  

 (2 marks) 

c) Differentiate between the slide sorter view and normal view as used in PowerPoint.

 (2 marks) 

d) Describe the procedure you would use to create a word document with three columns.

 (4 marks) 

e) Differentiate the following terms: 

i.  a header and a footer. (2 marks) 

ii. Custom and off shelf applications (2 marks) 

f) Explain three types of functions used in Excel. (2 marks) 

g) Describe three features of Microsoft Office Word. (6 marks) 

h) Explain the use of reports in Access. (5 marks) 

 

QUESTION TWO (15 marks) 

a) Tujenge hardware is looking to implement a computerized system to assist them in their 

daily activities.  



i. Advise the manager on an application to use in keeping records.  

 (2 marks) 

ii. Explain why you would advice the manager to get an off the shelf 

application rather than a custom application. (4 marks) 

b) Explain the term template as used in PowerPoint. (2 marks) 

c) Outline three benefits of electronic spreadsheets as compared to a manual worksheet.

 (3 marks) 

d) Explain the importance of notes as used in PowerPoint (2 marks) 

e) Explain two methods of text alignment  (2 marks) 

 

 

QUESTION THREE (15 marks) 

a) The table below shows details of petroleum products sold by a certain petrol station in 

Nairobi, created in a word processing program. Use it to answer questions that follows: 

Petroleum Product Quantity Sold Price per Litre Total Revenue 

Super 750 90  

Diesel 900 74  

Unleaded Super 1200 88  

Gasoline 1220 64  

i. Write a formula to compute total revenue (4 marks) 

ii. Describe how you would represent this information on a pie chart  

 (3 marks) 

b) Explain two ways in which you can be able to create a database in Microsoft Access

 (2 marks) 

c) Describe the importance of normalization in a database (2 marks) 

d) Describe the procedure followed in inserting a calculated field in Access. (4 marks) 

 

QUESTION FOUR (15 marks) 

a) A secretary at New Group Limited created a spreadsheet in Excel, name two paper sizes 

that she could use to print the letter using a typical office printer (2 marks) 

b) Explain the purpose of checking the current page option in the print dialogue box.

 (2marks) 

c) Describe three types of report views in Access (3 marks) 



d) Define each of the following terms as used in Microsoft Office Word: (3 marks) 

i. Find 

ii. Replace 

iii. Select 

e) Differentiate between word art and smart art as used in Word. (2 marks) 

f) Describe how you can view the records of all employees from Mombasa earning below 

25,000 in a company database. (3 marks) 

QUESTION FIVE (15 marks) 

a) Discuss three font formatting tools used in Microsoft Office Word. (6 marks) 

b) Differentiate between bulleting and numbering as used in PowerPoint. (2 marks) 

c) The figure below shows a part of Microsoft PowerPoint window, use it to answer the 

questions that follow:  

 

  

 

 
i. Name the labeled parts       3 marks 

ii. Differentiate between transition and animation as indicated above  2 marks 
 

d) Explain the concept of mail merging as used in Microsoft Word.  2 marks 
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