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SECTION A: (40 MARKS) 
This section is compulsory. 

1. (a) (i)    Open a new MS Word file and type the following texts as it is. 	   (02 marks)Academy award
The Academy Award, informally known as The Oscars®, are a set of awards given annually for excellence of cinematic achievements. The Oscar statuette is officially named the Academy Award of Merit andis one of nine types of Academy Awards. The Academy Awards ceremony is also the oldest award ceremony in the media; its equivalents, the Grammy Awards (for music), Emmy Awards (for television), and Tony Awards (for theatre) are modeled after the Academy. Current special categories Academy Honorary Award: since 1929 Academy Scientific and Technical Award: since 1931 Gordon E. Sawyer Award: since 1981. 











(ii) Correct any spelling errors displayed in the given text.		   (02 marks)
(iii)  Save the document as “W01” In the folder you have created.	     (01 mark)
(iv) Change the layout of the page as given below. >Page size: A4 
      (8.27ʺ x 11.69ʺ)   >Page orientation: Landscape.			   (02 marks)
(v) Change the page margins as follows: >Top: 1.25ʺ >Bottom: 1.25ʺ 
     >Right: 1.25ʺ   >Left: 1.25ʺ  						   (02 marks)
(vi) Format the entire document as given below
     	     >Line spacing: 1.15" >Font: Times New Roman 
  	     >Font size: 14 >Align: Justify.  					   (02 marks)
(vii) Select the heading “Academy award” and format it as given below. 
      	      >Font color: blue >Style: Bold and underline >Align: Center
    	      >Change all the letters to Uppercase.  				   (02 marks)
(viii) Make the first letter of the paragraph larger and fall into three lines
         (Drop cap). 								  (02 marks)



(ix)  Format the heading “Current special categories” with Style: Heading 2. 
   (02 marks)
(x) Create a bulleted list for the last 3 lines of text given under “Current special 
     	      categories” and format it as follows. Academy Honorary Award: 
 	      since 1929 Academy Scientific and Technical Award: 
      since 1931  Gordon E. Sawyer Award: since 198. 		  (02 marks)
(xi) Print your work.							  (01 marks)

(b) The information below is driven from MUFTI Limited from some few selected 
staff. The staff include JACKIE, KENT, PAULINE, UNICE, XAVIER, LEONALD, SONNY, CHRISTINE, PHILIPER and INNOCENT. They earn the following amount as basic salary respectively: 660000, 760000, 870000, 580000, 600000, 610000, 630000, 640000, 650000 and 555000. 
(i) Enter the above information using Microsoft Excel. 			 (02 marks)
(ii) Lunch allowances for all employees is 22% of their basic pay. 	  (01 mark)
(iii) Housing allowances are 62% of lunch allowances. 			(02 marks)
(iv) All employees are paid transport allowances of 59,000.		 (01 mark)
(v) Compute the employees‟ gross pay. 					(02 marks)
(vi) PAYE is 2.5% of basic salary above 650,000 and 1.8% below 650,000. 												(02 marks)
     (vii) Compute the employees‟ net pay. 					(02 marks)
   (viii) Plot a line graph of net pay against basic salary in worksheet 2. 	(04 marks)
    (ix) Insert your full names and registration number to the left and right header 
section of the worksheet.							(02 marks)
    (x) Print your worksheet and graph. 						(01 marks)
   (xi) Save your work in your name and registration number in your folder.
(01 marks)Turn Over


SECTION B: (60 MARKS)
Answer any two questions from this section.

2. You are back at the school where you study from. The School wants to computerize and network their activities and has asked you to prepare a presentation on the advantages of computerizing and networking computers.
Your presentation should consist of:
(a) Use a presentation software to deliver your presentation with the following contents:
Slide 1: A presentation title in word art format and you as the presenter.	
   (03 marks)
Slide 2: An introduction about the subject. 				   (03 marks)
Slide 3: Use bullets to outline the advantages of computerizing and networking computers.									  (03 marks)
Slide 4: Outline the disadvantages of computerizing and networking computers.									   (03 marks)	
(b) Use relevant images and colors to enhance your presentation.		   (03 marks)
(c) Add a header and a footer as your name and personal number respectively.	
   (02 marks)
(d) A different slide layout for each slide in each presentation. 		   (04 marks)
(e) A different slide design for each slide. 					   (03 marks)
(f) Action buttons to advance the slides back and forward (no timing), and action buttons to link the first slide to the second slide. 				   (03 marks)
(g) Save your work as computerization in your folder.			     (01 mark)
(h) Print all your slides in land scape format on one page in handout form. 
(02 [bookmark: _GoBack] marks)





3. (a) Design a Business Card using MS Publisher for your company, be creative and 
      unique, using the following details: 					   (06 marks)
· Your Name 
· Your Title (Optional) 
· Address 
· Phone Number(s) 
· E-mail Address 
· Logo 
(b) Adjust the Orientation to portrait. 					 (03 marks)
(c) Insert a logo of your choice on your card. 				(04 marks)
(d)  Insert a Clip art behind the text. 						(03 marks)
(e) Apply word art to your company name.					 (03 marks)
(f) Apply font color, font styles to your design.				(03 marks)
(g) Make eight identical cards per page in your publication. 		(04 marks)
(h)  Save your business card as business card in your folder. 		(02 marks)
(i) Print your work. 								(02 marks)

5. (a) Open a Database package that you are familiar with and create a database file “STAFFREC”	 data base.							  (02 marks)
(b) Create a table within this database and use the following structure and Save the table as STAFF.								(02 marks)Turn Over

	NUMBER
	SURNAME
	DOB
	SEX
	DEPARTMENT 
	SALARY

	330
	CHITEWO
	09/03/83
	M
	Administration
	$330,450

	A020
	MYAMBO
	18/04/80
	F
	Accounting
	$245,000

	A105
	KUCHOCHA
	07/03/80
	F
	Accounting
	$600,000

	A145
	MAITERA
	18/04/80
	M
	Administration
	$550,000

	D105
	MUGOCHI
	10/10/83
	M
	Dispatch
	$611,000

	F001
	TONJE
	25/12/85
	M
	Factory
	$550,000

	F120
	NKUHLANDE
	02/01/75
	M
	Factory
	$845,000

	M1103
	KATERERE
	31/12/84
	F
	Marketing
	$490,850

	M145
	MOYO
	20/10/83
	F
	Marketing
	$320,000

	P125
	MANYORE
	12/12/86
	M
	Purchasing
	$490,850



(c) Capture the given information with appropriate data types and primary key. 												   	   (06 marks)
(d) Generate a form to return the records of the following fields: NUMBER, 
      SURNAME, DPB, DEPARTMENT and SALARY inserting the footer as 
      your name.									   (03 marks)
(e) In the form,
(i) Insert any clip art or picture from the library to appear as a logo.
   (02 marks)
(ii) Include the title as BLESSED SACRAMENT KIMANYA with font 
      size 22.  (02 marks)
(iii) Indicate the date and time it has been created. 			 (02 marks)
(f) Use a query to filter out student(s):
(i) from marketing department. Save it as Marketing.		(03 marks)
(ii) With the salary above 400,000. Save it as Salary.			(03 marks)
(g) Generate a report from the table. Save it as student’s report.		(03 marks)
(h) Add your name and personal number as a footer on your report. 	(01 mark)
(i) Print your work. 								(01 mark)END
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