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SECTION A
(Answer ALL questions in this section)

Question 1: 

a) Mary is creating a document in Microsoft word to share with her boss on issues 
affecting the employees. Advice her on five document formatting features she 
can utilize to draw the reader’s attention to various/ key parts of the document.  

 (6 Marks)

b) In a PowerPoint presentation there are special effects that control how objects 
enter or exit the slide. State four types.              (4 Marks)

SECTION B

(Answer any THREE (3) questions in this section)

Question 2:

The Spreadsheet Table below shows the items for sale in a supermarket. 

Use it to asnwer the questions that follows
A B C D E

List of Items in a Supermarket year 2020

2 Item Name Buying Price Selling Price Profits Remarks

3 Rice 100 120 20

4 Flour 130 160 30

5 Sugar 90 115 25

6 Detergent 60 100 40

7 Water 45 50 5

Total

Number of items whose profit is greater than 25
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i. Write a formula or a function to calculate the total buying price (5 Marks)

ii.  Using cell references only, write a formula that would be used to display the 
remarks of sugar as “HIGH” if profits are greater than 25 or “LOW” if less than 
25  (5 Marks)

Question 3:

a) The passage below shows three paragraphs. Outline the steps you would use to 
increase the spacing between the paragraphs (6 Marks)

b) Below are features used in a PowerPoint presentation. Discuss their functions
(4 

Marks)

i. Placeholders

ii. Thumbnail icons

Question 4:

a) When creating a document highlight a scenario where using a find and replace 
feature can be applied (4 Marks)
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b) Diagram below show some database table relationships. Discuss any three 
relationships represented between the tables (6 Marks)

Question 5:

a) Databases such as MS Access are composed of several objects. Discuss any 
three of the objects (6 Marks)

b) Below is an excerpt of MS Publisher 2016. Discuss the labeled tools  (4 Marks)
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Question 6:

Creating an effective PowerPoint presentation can engage and capture the attention of 
your audience more. Discuss the various features you can add to your presentation to 
make it more effective (10 Marks)

THE END
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