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With the wid of & dingram, differentiate between fundscope und porirair page layouls as used in wond

processing documents. (2 marks)
Explain the term work sheet as used in spreadsheet programs, (2 marks)
Explain the function of rexehox fearure as used in word peocessing programs. (2 marks)
Explain the tcom data validation as applied in spreadsheet programs. {2 marks)

Explain a reason why a database administratoe would use a table template when creating a new
datahuse, {2 marks)

Linnet intends to restrict aceess 1o part of the worksheet she was wodking on. Explain i spreadshect
feature she could apply to achieve her objective. (2 marks)

Explain the function of the Esc &ey of @ computer keyboard (2 marks)

A company with many branches prefers to use video conferencing to bourdroom
conferencing. Outline two reasons for their preference. (2 marks)

5. Figure | shows a section of a tool bar in a word processing application. Use it to answer the question that
follows.

LT
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Iigure |

Identity cach of the tols labeled (1), (i1). (i) and (1v), (4 marks)
6. (a)  Dilferentiate between primary and secondary files as used in a mail merge feature of a word

Processing progeam. (2 marks)

{b)  Lxplain a crcumstance under which o many-to-many lable relationship would be established in a

database program, (2 marks)
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Lable 1 is an extract of g speeadsheer document showing the detals of st ! povroli in a
manulactunng company. Use it to answer the questions that follow.

R R [ [€ PP | SN | -S
P Kilohyte Tank Producers Ltd .
2 i June 2013 payroll |
3 Staff No. Staff Name Basic Salary Housc Gross
______ Allowance | Salary
(4 L7 Joseph O, 15,000.00 L 225000
5 516 Janc K. 25.000.00 5,400.00
6 372 Mary A, 17.000.00 3.250.00
17 819 James L. 1150000 2.100.00
L 526 | Grace). 18.5G4.00 4,300.1%) 1
9 _ —_
i ol :
Table |
Write a tormula that would be used to compute the Grass salary for Joseph. (1 mark)

Suppuse the manager wanted the data in the worksheet amanged from the highest 1o the lowest paid
staft and then alphabetically by StafT Names. Describe a spreadsheet feature be coubd use to achieve

his objective. (3 marks)
An examination database stores details of students who sat for an exam. Fach record has the
following ficlds:

= Student 11> Number

- The student passport sized photo

= Scores for each subjec

- Total Fees Balance
State a suitable data type for cach of the fickls. (2 marks)

State the function of cach of the following folders in an email program:

(f)  inbox: {1 mark}
(1) spam. {1 mark)
Fxplain the function of slide sorter feature as used in presentation programs. (2 marks)

A company which deals with the imponation of second hand motor vehicles has a website with
vanous hyperlinks, Explain the function of this feature on the website. (2 marks)
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19, (a) Gerald intends to print a spreadshect document with no gridlines shown on the print out. Describe
the feature he would use 10 achieve his objective. {2 marks)

(b) Cate intends 1o change Lthe object in figure 2 1o resemble the object in ligure 5.

NS &
Figurc 2 Figure 3

Describe a presentation program feature she would use 10 achieve her abjective. (2 marks)
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