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INSTRUCTIONS TO CANDIDATES:

· The paper is made up of Five (5) equally weighted questions.

· Attempt any three questions in this paper.

· Each candidate is provided with a new formatted 3.5” diskette of high density or a new blank compact disk.

· Each candidate must produce a hard copy for each of the work to accompany the diskette or compact disc.

· There is no added time for printing and writing CD or saving and printing after the stipulated time.

· [bookmark: _GoBack]Software help wizards must not be used. (
Turn Over 
)

QUESTION ONE: WORD PROCESSING

Using a word processor application, load the file “classic business.doc” and use it to do the following.

(i) You are required to create a letter head for the file and make it appear as in file letterhead.pdf								(02 marks)

(ii) Insert the file logo.jpeg at the top left corner of the document		(02 marks)

(iii) Format the font as follows;
a. “CLASSIC”        (Font style: Engravers MT size: 36 ) 	(02 marks)

b. “EMBROIDERY AND SCREENPRINTING” ( Font style: Engravers MT, size: 16)							 (02 marks)

c. “Quality At Its Best” ( Font style: Times New Roman , italics, size: 16, left align) 								(02 marks)

d. Contact, Email Address, Date, Ref, and Location      (Font style: Times New Roman, size: 12, right align) 				(02 marks)

e. The large underline should have a weight of 4  the small underline          
(02 marks)

(iv) Format the body font style to Bell MT					(01 mark)

(v) Add a drop cap to two lines on the second paragraph in the text	(02 marks)

(vi) Insert a water mark as your name						(01 mark)

(vii) Save the work as your name						(01 marks)

(viii) Print a  copy of the work                                               			 (01 mark)








QUESTION TWO: COMPUTER PRESENTATION

You are required, using presentation software to use the data from the file applications.doc to create FIVE slides presentation in parts (I)-(V) the first slide being the title slide and each slide having a different title.

(i) Create a MASTER Slide with 						(04 marks)

a.  Add image 2.png at the top left corner of every slide and use uniform and appropriate background Colour.					(02 marks)

b. The Date and time as the Left footer of the Slide [Tahoma, Italics, Font 14]              										(02 marks)

c.  The rest of the text (body) should be [Arial Black, Regular, and Font 28]
 (02 marks)

d. Using minimal graphical effects to make the presentation entertaining.
(02 marks)
(ii) Run automatically. 								(01 mark)

(iii) All slides should have hyperlinks to the proceeding slides. 		(02 marks)

(iv) Add your name as a footer and “Microsoft office” as Header on handouts [comic sans, Italics, Font 14]. 							(02 marks)

(v) Save your work as ”ICT CLASS”					 (02 marks)

(vi) Print your work 								(01 mark)


QUESTION THREE: SPREADSHEET

(i) Load file called PRODUCT CATALOGUE.xls. Rename this file to bear your name. 											(02 marks)

(ii) Format the price to pounds (£)							(01 mark)

(iii) The store is presently offering an 8% discount on all products over the price of £3000 and 4% discount on all products below the price of £3000. Insert the data in cell F14 and F15 and use the VLOOKUP function to calculate the new price in column E. 	
(04 marks)

(iv) Find the new selling price for the quantities bought for each product.	 (02 marks)

(v) Add a row above the table and insert a suitable title. 			(02 marks)

(vi) In column F calculate the total amount paid for each item. 			(02 marks)

(vii) Use the SUMIF function to calculate the total amount in cellF11 on items where the buyer bought more than one of the item.					 (02 marks)

(viii) Insert a line graph on sheet2 for selling price against product name with a suitable title. 											(03 marks)

(ix) Print a copy of the work. 							(02 marks)


QUESTION FOUR: DATABASE

(i) Create a blank database called:  WORK ALLOCATION and add the two tables, employees’ table.xls and ministry table.xls choosing primary keys appropriately. 												(06 marks)

(ii) Create a relationship between the two tables. 				(02 marks)

(iii) Create a FORM for the Employee Table and save it as Employees Form for all fields. 											(02 marks)

(iv) Query female employees in the Ministry of Education. Save the query as FEduc.												 (02 marks)

(v) Query police officers and the ministries they work for. The query should have all fields available. Save it as POLICE. 						(02 marks)

(vi) Produce a report of queried work in (v) above with salaries in descending order. Save it as POLICE REPORT.							(02 marks)

(vii) Add your name and index number as footer to the report in (vi) above. 	(02 marks)

(viii) Print a copy of the work. 							(02 marks)





QUESTION FIVE: ELECTRONIC PUBLICATION

You want to invite your friends for your Graduation party which will be organized at Nican Resort next month.									(06 marks)

(a) Load a Desktop Publication application of your choice and and use it to create an invitation card and save  it as graduation. 					(02 marks)

(b) Adjust the page layout to landscape orientation and setup such that there are two cards in an A4 paper layout. 									(03 marks)

(c) Apply appropriate background and font colours. 				(03 marks)

(d) Insert the graphic cap.jpeg from the support file to enhance the value of the card. 													(02 marks)

(e) Apply appropriate design art or color for the boarder of your invitation card.
											 (02 marks)

(f)  Print your work. 									(02 marks)
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