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INSTRUCTIONS TO CANDIDATES

Write vour mame and index awmiber in the spoces provided above

Sigm and write the date of examinaiion in the spaces provided above,

You frave tem mimites to read the instructions and guestions before starting the examination.
Aty prodifem with the computer shawld be reporied o the invigilator immediately

Direct any questionfs) to the invigifator ond)

Comversing with feflow stucemis mey lead to disgualificasion

Write vour mame and index number on the Rewritable CD

Tvpe your name ax o header on each sheet of paper wsed

Thix paper consisis of FOUR rasks. Perform ANY TWE of the four faxks

Each task carries 20 markx

Read the instructiony af each favk carefully

Print on one side of the paper(s) ondy and wse o fresh sheet of paper for each fask,

Hand over vour prinded work and the Rewritable CD jo the invicilator ai the end of the examination
Condidates showld answer the guestions in English

This paper consist of 10 printfed pages

Candidates should check the questions paper to ascertain that all the
puages are printed as indicated and that no questions are missing.
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SPECIFIC INSTRUCTIONS TO CANDIDATE

Crente a Tolder named KNECEXAM on the desktop 1o storc ill the work dong on this paps

hat the KNECEXAM folder and all its content is burnt onto ihe Rewritable CI at the end

ETIsAEm

il the examination
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[a) (t) Cpen o word processing program and key in the following text as it appears, Save the
document as Werocessor in the KNECEXAM folder to pring oul lates {5 Marks)

WORD PFROCESS

A display and the ability to save documents on
wiord memary cards or CD ROMs. Other models have
processor introduced innovations such as spell-checking
i% 4 programs, increased fomatiing options, and dot-
computera matrix prinding.
pplication
used for Wiwrd prowvessing implies the presence of texi
produsction manipalation functions that extend beyvond a basic
ol shility to enter and change text, such ag automatic
' printable gencration of:
material. 2 batch mailings:;
2 indices of keywords;

Some B ables of contents;

Wordprooessars = tables of Neures ;

usually Teatwre a = cross-referencing;

momochrome B {ooinole numbering;

i} Insert a ]'liL":lll'l." af a l..'u1|'rl|:ll.:-|.l."l' before the F‘qllﬂgr.‘l]‘lh ".-1il.|'|illg with ".I-'I-"rr.l'.-.l'l,'.lrr.!-:'.'-'.\.-..l.'.lls';
implies,..” {1 mark}

(it Apply square wreapr sivle (o the picture inserted in (i) (1 mark)

{ivi  Format the heading to;

l. Tont type: Cenmic vavs ALy,

1. fomt of siee: 1o {1 mark)
(v Set the ling spacing height in the document 1o 1.5, {1 mark}
ivi)  Save the changes in the document to print out fater {1 mark)

(B) Christing, the company secretary, writes memos to the stafT very often. She has requested vou to
prepire a memao templote to be used within the college.

[rpen & word processing program and create the document template as o appears i Figure 1. Save

the document assmemotemplale in the KNECEXAM folder to print out lager. (3 marks)
SPORTLINKS
[ATE |.lr:ur|.-':;.l'r.'?:'|:l.'|
[ : [ Mamies]
I R OM [Mames)
HE [Subject]
i z [ Namaes)
I'ype memo text here] J?_____,.-"d_r . .
|'|EI|_-.|-1_I | I":-I X | R
G 1o nov2em
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(ch [he chairperson of sportlinks distributors intends 1o send letters 1o committes members informing
them of his intended visit to their cities, He has requested vou 1o use the mailmerge facility to
prepare the leiers,

(i} Cpen & word processing program and create a data source with the following
iformation and save it as comiaciadaron the KNECEXAM folder (2 marks)
Title T__')_:'_J_lgl_i_y | Company | Address | City Country | Product

Ml oy YICEory 23451 | MNairobi Kenva . Camping
| Mekae spors centre and
s venture
PR IO Py , gear
Mls Ickia Valley Ryr4z [Modona | Tanzania . Camping
i | et sporis centre gear
Mr lames Worldwide K5 . Kampala | Uganda | Outdoor
Andaku | sports centre [ cooking
i gl

{ii) Type the letter as 1L appears below and save it as megingdoc in the KNECEXAMfolder.

SI:’ORTLINK DISTRlBUTOR

P.0 BOX 67453-00200
NAIROB|

Diear,

<l L itlet—leIMani
Lompany

<= Address=
Cily

=L UmErY

| kindly inform you that we will be coming toyour ¢ity << city>> next month and we would
hike to show vou our new <=<Product ==,

Y ours faithiully,

BT TR
Chairmaan,
[k} Merge the data spurce created e (1) 1o the maimdee document created in (1) {2 marks)

(v Save the merged document ag feffer in the KNECEXAM folder, to print out later, the

following:
I main doc:
| letter, 2 = T, { | mark)
; p—
WY £
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TASK 2

Figure? shows s Spreadsheetextract of the daily sales of Superior Stationery Limited. Use it to answer the
questions that follow

(1) {1} Upen a spreadsheetprogram and key in the data in sheet | as it appears Savethe workbook as
Stailtd in the KNECEXAM folder, (2% marks)
B H g i DAY o | N e e
Il {trems QuantityBuying  [Total [Selling  ()ua mtity [Total  [New Remarks|

Price per post  |[Price per fold sales  prices
ftesm im ftem in
) Ksh K.sh | |
B PVC Spring 45 o | 120 | 138
Files . | o | |
3| Hardcover 330 48 | G2 2
. obebooks ] . .
[ 4 Cliphoards |5 Ti | B3 20
S Reams of 375 | 550 [ 580 [ 166
| Photocopy
fapers | | ; | | |
B 200pz 154 28 W | 140
I Exercise Book . |
N Geometrical 126 185 225 1M
| Scts V- | |
8| Totals | | I [
0] 06 |
Figure 2
i | Insert a row above Row 1. ¥ mark)
1L merge the cells Al:zll, (% mark)

i1, [mserl the title SUPERIOR STATIONERY LIMITED and centre it in the row created

in 1. (% mark)
v Formal the tagle to;
L Font ¢ o Semms My
i Blze - I {1 mark]
by i) Uising a function and cell references only, calculate the toval cost for each item, (2% mark)
{iil Set the font colour for fofad cost column to grey, (%% mark)
() (1) Using a formula and cell references only, caleulate the total sales for each of the guantities
sold. {2} mark)
i) Apply the text wrap feature on the ranpe A2:A7. (| mark)
(i) Apply the Ksh currency format te all the cells showing amounts. (1 mark)
idj (il Insert an embedded 30 ofusfered eolunm chan showing Tewald saler and Total coxt, {1 mark)
(i} Copy the chart created in (i) to sheet 2 as and rename it as dutfychart. {4 mark)

(&} suppose the price of the ftems in the company went up by 6%:

Turn daver

i} Use the absolute cell referencing and the value in cell B10 to determine the new prices of
gach item. {2 marks)
(il Format the new prices to two decimal plages (%5 mark)
ey .. 1" B de
i TR & i
[ Py
= 1 K I-.“I'll.lI i
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| e |||.||'|:|E._':'|'|'||_ mit recormmends that whien Lhe '\-|.|'-\.'.|‘. |;|”'\. I!l\,,'l- LLI: '-"l.:' a remark of reonder b ass e
It the stock exceeds 400, a remark of excess is assigned otherwise o remark of ideal is assigned

{11 Copy the gontent in Sheet | Lo Sheet 5, (%4 mark)

{1} L) singe an appropriste. function, determine the remark for each item 1
(i1  Fengme sheet 3 as sfockposiiion, sk
| Primtout later

.. Sheet |
1] I Ve

{ | mark]

11 e e le LETA ety
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TARK 3

Mavok hospital is a recently established mission hospital offering consultation and pharmaceutical services.
Ihe hospital administration has requested you to assist in developing & database to store their records

{a) {pen & database program and create a database named sovok and save it in the KNECEXAM folder
(% mark)
ihy Create the following tables Tor the database created in (a) and include an appropriate primary key
{or each table. (% marks)
Doctors Deata
Field Name | Data Type | Field Size
| DoctorlD | Teaxt |5
| DoctorMName | Text 25
___[_':'u_q_;.q_lr_'hE'u:,L_!:_tI ity | lext 50
Patient Data .
| Field Name | Data Type Field Sope |
PatientlD | [exi 13
| PatientName | Text 25
I_J-:__nl;ﬂ..y. humhu | Integer N
PatientCiender lext 10 |
Drug Data
Field Name Data Type Field Size Fropertics
L Text 15 =
Text el —
i"il.‘k:l‘"]'!u:‘_ Text 3 i N -
Price Text |0 Default Value="ksh™
?u .mT|i i Mumber ! Inh:|:'_r7'r
Paticnt Visitation - ] —
Field Name | Data Type __Iilr]d Size | Properties
_"._|_~.|_L_35:._t_:|1l'.u1n_ | Dale =
Patientl} | Text 15 =
PatieniM ame | Texi 15 Lise the lookup wizard to zet the data
| | from patient details table
[}octorl Fext |5 Use the lookup wizard to get the data
— from doctor details ble
Dirugl B Text |5 N -
Cost | Text [ Defoult Value = ksh” —
[ MextVisitation Drate -
[c] (i) Create appropriate relationships among the ables. {2 marks)
i}  For each of the tables, create a dota entry form named DoctorData, PatientData, Drugleta and
PatieneVisitarion respectively. (2 mrarks)
(iii)  Using the forms created in (i), enter the following data into the respective tables. (4 marks)
Duoctors Details .
| Doctarlld | DhpetorMame Daoctor Specialty
| GNT/O23 | De. Marvin Giynecologist
HF"T'! 4] L__ | Dr, Bora Physician
[ Dr. Huri Dentist —
PST """!- Dr. Paul Surgeon 1 g
1020/1028 7 i, i oVer]] 1




Patient’s Details

PatieatlD | PaticntName Fuln:nl-lgu Patient Gender
GTPI01 | James David _71'_‘_ Wl
GTPRA103 P eter ."tlrnnn-:i 36 Ml
GTP Ill'i Joy Frida 23 F
':..u [PA0T Leslie Magut 47 | F

lh'n-r Details o _
lh-u;.[l] I'.'rr|1|.,"mm1. ]I’swhmging Price | Quantity

101372012 | Penicillin F.nhlr. {5 430 200
[ 11342012 | Mouthwash !"Il:\ll]-..': 00 S0
1234/2012 | Amoxil Tabs | Tablets 100|156
1367/2012 | Ventolin | Cannisters | 234 |73 |
1369/2012 | Morphine Tablets 1000 | 346
11352012 | Folic Acid Tablets 400 |98
1 Tahs
L0202 | Masal lJT-::-p*-. | Bodtles oD | 57
I'I m-"{ll ] _I’.Jrau tamol | Fahlets 25 558
i | | [ |
P-l[lml"l- wsitation
ﬂu!t | Patieatin F:llwnl"ﬁmmf ] DoctorlD | Dr uglﬂl Cost | "-:ul"p isitatinn
_01/1172012 | GTP/T03 | Peter Almond | HPR/ATT 10092012 | 965 | 01L/01/2013
I 5 |"'_"[_H"I k! i_'I'I"l_IIE_"'I J-::l'l.- - Ill.|t'|_ _El‘."-.-” |_'”'" I;ﬂ.__’ﬂl.ﬁ IEILW_I_':MH-"“I"
"'| |"'ﬂ"‘|.||'| .{iTI".-'lt.'I lames I!i‘:'-.-id_ HPR/1 1 136712012 H_If:-[_l- ||':| (22013
16/01/2013 GTP 107 | Leslie Magut | {.h 123 | 1013/201 | |1._' I'-'. 022013
i) i) Lreate a query named PFisitationQuery to display: Patientl D, PatiemiName. driggmame and
the Dactoel T, (1 mark)
(i) Create a query named DrugQuery fo display Drugname, cost and uantin (1 mark)
lep  Create a report named drugreport o display, drgname, and price. { 1mark)
(£ Print out later:

(i) Patient VisitationQuery;,
(i} Drugiery:

(it} Patient Report. (¥ miark)
_.':'- o i
i) :I.:E"l o
[ ¥ i T T
II
-'\-\:.- i
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TASK 4
(i} Hudson the marketing manager of Urembo cosmetics intends to use a presentation program during a
workshop, He has requested vou to assist him prepare the presentation slides as shown in Table 1,

)] Lipen a presentation program and create the slides. Use an appropriate slide layout for each
' slide. (9 marks)
slide Slide content

MARKETING WORKSHOP

4 Workshop objectives

Al the end ol the workshop:
@ Provide knowledge and skills needed in marketing
@ Practice effective selling skills
@ Build a plan for vou to make a successful sales call

Types of selling B

Traditonal 1 Persuasive
Deal focus sirategy focus
Inilexible _ | Short and long term
“what you need is” “what do you necd”
Manipulative Motivational
Presentation tools

Mauterialy | l:flrmplull;.;r Presenter

1A

Persuasive selling process

Planning and preparation
Before making a calf |
#  Formulating Smart objective
Preparing a schedule |
Preparing an open guestions list

F
e
»  Preparing the presentation

202EB i <l 14 NQV :;i”':l 'll'llrﬂ oYer




-' Just before the call
. Check meeting time
11, Agenda
.  Samples
Iv. Appearance
v. Contacts name
vi. Ohjectives

| & Evaluation
lable |
[ink Nave the presentation as I'\.'-c.l.l'J:;.'-Cll.ll'.llri' inthe KNECEXAM ftolder |_| II'I-.'II'l\._l
b} Create the following diagram in slide 5 (o show the persuasive selling process, (4 marks)
! Persuasive selling process
| Buymg Sellmg
I F
| | [ _ !
Seck ndvice Examine option | | Woant | | Meed | | Problem |
() Insert the following (o gl shdes:
(i) Foater o “Marketing Workshop';
(it} slide number. (I mark)
(i Ypply the following transition properties to all slides:
(il {ransition Wide:
(L} -i|‘.-:'-\.'-.! gliow, {1 mark)
ey (i) Afler the workshop the managers evaluated his avdience on different skills learnt and the
results are shown in Table 2. Insert the table inslide 8. (2 marks)
Evaluation
Sefling | Planning Prisentation ! Close | Totul
objective | and skills {und
_ | preparation | order £
Ciroup 1 | 45 43 36 472
| Grnup g 4% 42 45 43
[ Group '3 | 40 e 45 3
| Girouip 4 | 42 45 46 41
|
lahie 2
{11l =ave the changes to print out later the hand-outs with the following features;
. 4 shickes per page
. Landscape page onentation {2 marks)
PR
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