

ANSWER ALL QUESTIONS.

1. An accountant is using Microsoft Excel, in the Windows environment, to create a spreadsheet.
(A)        List the steps that could be used to:
(I) Open the Excel workbook if the icon is not on the desktop. 			(2 mks)
(II) Insert new columns to the left of the existing columns in a spreadsheet.		( 3mks)

2. An Administrative Assistant is required to produce two letters containing simple graphics.
(A) State TWO	software application that could be used to insert the graphics into the documents.										( 2mks)
(B) Identify TWO letter styles that may be used to produce the letters.			( 2mks)
(C) State Two differences between the letter styles identified in part (b) above.		( 2mks)

3. State the meaning of EACH  of the following manuscript sign:
(A)  DS
(B) Stet
(C) U/S											(3mks)

4. One element of a desirable work habit is ‘working without supervision’. List THREE other elements of a desirable work habit.							(3mks)

5. There are several types of professional documents and forms that may be produced using the computer.
(A) Name TWO types of electronic forms that would be relevant to an accounting office.	( 2mks)
(B)  Name TWO types of literary documents that may be produced using the computer.	( 2mks)


6. Marcus was asked to prepare the document below using the computer. His instructions were to:
· Use the horizontal headings
· Left align columns 1 and 2 
· Right align columns 3 and 4
· Show all gridlines 
ACCOUNT
NUMBER 		DATE		DEBIT	 		CREDIT

             6346		Feb, 2, 2011	$323.012.00
        7254		2010-16-06	    			$4,056.00
4692			2009-09-20	$14,925.00		
8812			Dec-25-2010				$65,550.0
1614			Nov-14-2011    $9,267			
   
Reproduce the document above on a new page in your booklet so show what the final document should look like.																			(10 mks)

7. The paragraph below was typed using a word processor.

gobal warning seems to be the hot topic in todays headlines governments are spending huge amounts of money to promote environmental protection practices within their countries since is it established that pollution is one of the major causes of warming.	
	
(A) List THREE techniques that could be used to edit the paragraph.	(3mks)

(B) Rewrite the paragraph, in your answer booklet, correcting all errors.  Circle the corrections that were made.						(7mks)




8. Copy the table below in your answer booklet. Using a line, match EACH document to the MOST appropriate printer that may be used to produce it.

	Document
	Type of Printer

	Research Paper 
	Dot Matrix

	House Plan
	Inkjet

	Hospital Bill
	Plotter

	Invitation
	Laser


											(3mks)


9. For EACH of the file extensions given in the list below, state the type of the file to which it refers. 

(A) .jpg									(1mk)
(B) .txt									( 1mk)
(C) .bmp									( 1mk)

10. In the office environment, paper may be selected based on the type, size or layout. State ONE example of EACH of the following categories of paper:
(a) Type									( 1mk)		
(b) Size										( 1mk)
(c) Layout									( 1mk)
TOTAL   50MKS
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