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1. (a)  A computer system cannot function without users. List TWO other essential   components of a computer system.						( 2mks)

SOFTWARE AND HARDWARE

(b) Briefly describe EACH of the components listed at 1 (a) above.		(4mks)

SOFTWARE – PROGRAMS INSTALLED ON THE COMPUTER TO ALL THE HARDWARE AND OTHER SOFTWARE TO FUNCTION.

HARDWARE - THE PHYSICAL COMPONTS OF THE COMPUTE SYSTEM.

2. State TWO of the task required to set up and maintain an electronic filing system.
          		(2mks)
1. DECIDE WHAT INFORMATION YOU WANT TO ORGANIZE ELECTRONICALLY.

2. CREATE ONE MAIN ELECTRONIC FOLDER THAT WILL HOLD ALL OTHERS RELATED TO THE SET OF INFORMATION YOU WISH TO ORGANIZE

3. DEPENDING ON THE AMOUNT OF INFORMATION THAT YOU WISH TO ORGANIZE, YOU MAY ALSO NEED TO CREATE SUBFOLDERS WITHIN THE MAIN FOLDER

4. WITHIN THE FOLDERS, IT IS BEST TO INCLUDE DATES ON ALL DOCUMENTS, AND ARRANGE THEM CHRONOLOGICALLY. 

5. BE SURE TO CONTINUE BACKING UP YOUR FILES TO A DISK, PREFERABLY EVERY THREE TO FOUR WEEKS.

6. AS YOUR ELECTRONIC FILING SYSTEM GROWS, YOU WILL NEED TO KEEP IT CURRENT BY MOVING DOCUMENTS TO A DISK THAT ARE NO LONGER ACCESSED REGULARLY.

(b) File extensions are used to identify different types of files. In you answer booklet, copy and complete the table below, insert the missing file types of extensions.

	File Type
	Extension

	Document
	.DOC

	PHOTOGRAPHS
	.jpeg

	Picture
	.BMP

	SYSTEM FILES
	.exe


											
TOTAL (8mks)

3. Formatting documents has become increasingly simpler with the advancement of technology. However, there are certain basic formatting features which are required to produce acceptable business documents. List THREE of these features.
(3mks)
1. LINE SPACING
2. ALIGNMENT
3. NUMBERING AND BULLETINGS
 
4. In the past, sending correspondence was limited to the postal services.

(a) List THREE modes of transmitting documents electronically.		(3mks)

1. E-MAIL
2. FAX
3.   

(b) Describe the steps required to perform a mail merge				(2mks)

5. In the day-to-day activities of a business, the secretary is expected to produce legal, technical and literary documents. List TWO examples of EACH of these documents.
LEGAL -  WILL, HIRE PURCHASE AGREEMENT
TECHNICAL -  BILL OF QUANTITY AND SPECIFICATIONS
LITERARY – POEM AND PLAY																			(6mks)
6. Rewrite the following document in your answer booklet, correct ALL error. Circle all the correction that you make.

March 15, 2012

The Manager
Pearl Business Systems
1Parkway
Barbados 

Dear Sir/Madam

Please be advise that computers purchased from your company on March 3, 2012 are defective the systems are shutting down in fifteen minutes of use and are taking two hours to reboot.

After several visits your techniques the problem still persists. A decision was theirfore taken by management to return the systems to you for a full refund as per our contract. 

Thank you.


Yours Faithfully

Rhonda Short
General Manager
													(10mks)

7. Define the term plagiarism. 											THIS OCCOURS WHEN SOMEONE USES ANOTHER PERSON’S OWN INTEELCTUAL CREATIVITY WITHOUT GIVING PROPER AKNOWLEDGMENT																			(2mks)

(a) State TWO procedures that should be followed to avoid plagiarism. 			(2mks)

To avoid plagiarism, you must give credit whenever you use
· ANOTHER PERSON’S IDEA, OPINION, OR THEORY;
· ANY FACTS, STATISTICS, GRAPHS, DRAWINGS—ANY PIECES OF INFORMATION—THAT ARE NOT COMMON KNOWLEDGE;
· QUOTATIONS OF ANOTHER PERSON’S ACTUAL SPOKEN OR WRITTEN WORJULK,/                                  DS; OR; 
· PARAPHRASE OF ANOTHER PERSON’S SPOKEN OR WRITTEN WORDS.


8. State an appropriate software that can be used to create business forms.					MICROSOFT OFFICE EXCEL							(1mks)

(b) Forms are important to the smooth operation of an office. Identify TWO types of forms used in an office.
APPLICATION AND FINANCIAL FORM						(2mks)

9. Identify the shortcut keys on the keyboard that are used to ‘cut and paste’ within a document.	CTRL X AND CTRL V								(2mks)

10. The Carpen family consists of the following members: Sista, James and their two children, Jane and John. John and his wife Margaret have two children, Mark and Mark. Jane has one son, Todd.

Copy the diagram below in your answer booklet and complete it to show the Carpen family tree. 


(5 mks)
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