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INSTRUCTIONS TO LEARNERS
i. Answer all questions.
SECTION A: THEORY (80 MARKS)
1. A student is preparing a research report for the Science Club.
(a) Outline four steps to insert an automatic Table of Contents in a word processor. (4 marks)
i. ____________________________________________________________________________________
ii. ____________________________________________________________________________________
iii. ____________________________________________________________________________________
iv. ____________________________________________________________________________________
(b) Explain the purpose of the following advanced features: (5 marks)
i. Mail Merge: ___________________________________________________________________________________
ii. Track Changes: ________________________________________________________________________________
iii. Hyperlink: ___________________________________________________________________________________
(c) Define the following word processing terms: (4 marks)
i. Character Formatting: _______________________________________________________________________________________________________________________________________________________________________________________________
ii. Page Layout: ________________________________________________________________________________________________________________________________________________________________________________________________
(d) List three editing tools in a word processor used to correct errors. (3 marks)
i. ____________________________________________________________________________________
ii. ____________________________________________________________________________________
iii. ____________________________________________________________________________________



(e) Describe four steps to save a document for the first time. (2 marks)
i. _____________________________________________________________________________________________
ii. ____________________________________________________________________________________________
iii. ____________________________________________________________________________________________
iv. ____________________________________________________________________________________________
2. (a) Name four main components of ICT infrastructure in a modern office. (4 marks)
i. ______________________________________________________________________________________________
ii. ______________________________________________________________________________________________
iii. _____________________________________________________________________________________________
iv. ______________________________________________________________________________________________

(b) Identify three physical strains a person may suffer when using a computer incorrectly. (3 marks)
i. ______________________________________________________________________________________________
ii. ______________________________________________________________________________________________
iii. ______________________________________________________________________________________________
3. You are a computer lab assistant and notice computers are unprotected and poorly managed.
(a) Define an Operating System (OS). (2 marks)
________________________________________________________________________________________________________________________________________________________________________________________________
(b) Identify the operating systems or interfaces described: (4 marks)
i. GUI on iPhones: ______________________________________________________________
ii. Open-source OS for servers: ____________________________________________________
iii. Most common desktop OS: ____________________________________________________
iv. Interface where users type text commands: ________________________________________
(c) Expand the following abbreviations: (3 marks)
i. CPU: _____________________________________________________________________________________
ii. GUI: _____________________________________________________________________________________
iii. OS: _____________________________________________________________________________________
(d) Write four steps to create a new folder called “ICT_Assignment” on the desktop. (4 marks)
i. _________________________________________________________________________________________
ii. _________________________________________________________________________________________
iii. _________________________________________________________________________________________
iv. _________________________________________________________________________________________


(e) Explain two security measures to protect files on a computer. (4 marks)
i. _________________________________________________________________________________________
ii. _________________________________________________________________________________________
(f) List four basic OS manipulations to customize the computer interface. (8 marks)
i. _________________________________________________________________________________________
ii. _________________________________________________________________________________________
iii. _________________________________________________________________________________________
iv. _________________________________________________________________________________________
4. (a) Name three word processing software suitable for preparing reports. (3 marks)
i. _________________________________________________________________________________________
ii. _________________________________________________________________________________________
iii. _________________________________________________________________________________________
(b) Explain two functions of the cursor in a word processor. (2 marks)
i. _________________________________________________________________________________________
ii. _________________________________________________________________________________________
(c) Match the following word processor icons with their functions: (5 marks)
	Icon
	Function

	Undo
	

	Redo
	

	Save
	


5. The village of Tumaini wants to improve communication between a local clinic and hospital.
(a) Identify four ICT devices that can be used in the clinic. For each, state one function. (4 marks)
i. Device: _______________________ Function: _________________________________________________
ii. Device: _______________________ Function: _________________________________________________
iii. Device: _______________________ Function: _________________________________________________
iv. Device: _______________________ Function: _________________________________________________
(b) Explain three ways ICT can solve community problems like slow healthcare delivery. (3 marks)
i. _________________________________________________________________________________________
ii. _________________________________________________________________________________________
iii. _________________________________________________________________________________________
(c) State one advantage and one disadvantage of using smartphones for health communication. (2 marks)
Advantage: ____________________________________________________________________________________
Disadvantage: _________________________________________________________________________________



(d) Define the following terms: (2 marks)
i. Information: ___________________________________________________________________________________
ii. Technology: ___________________________________________________________________________________
6. A school requires a well-formatted environmental report.
(a) Name three features of a good report layout. (3 marks)
i. _____________________________________________________________________________________________
ii. _____________________________________________________________________________________________
iii. _____________________________________________________________________________________________
(b) State two reasons why images are important in a report. (2 marks)
i. _____________________________________________________________________________________________
ii. _____________________________________________________________________________________________
(c) Give two ways of navigating a long document efficiently. (2 marks)
i. _____________________________________________________________________________________________
ii. ____________________________________________________________________________________________
(d) List two word processing formatting tools that help improve readability. (2 marks)
i. _____________________________________________________________________________________________
ii. _____________________________________________________________________________________________
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