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INSTRUCTION TO CANDIDATES

1. This paper consists of Ten questions. 

2. Answer all questions. 

3. Number each answer correctly on your answer   booklet.
4. Write the name of your teacher on your answer booklet.

5. Write your name at the upper left on each piece of paper used.

6. Key your ID # to the upper right on each piece of paper used.

DO NOT TURN OVER THIS PAGE UNTIL YOU ARE TOLD TO DO SO.

1. A computer system is made up input and output devices.

(b) Define the term ‘output devices’.




(2mks)
(c) List THREE output devices.




(3mks)
2. There are TWO types of software that allow the computer to work effectively.

(a) List these TWO types of software.



(2mks)
(b) State the major function of EACH of the types of software listed at (a).  
                         (2mks)

(c) Give ONE example of EACH type of software.

          (1mk)
3.       (a)
      State ONE purpose for which a scanner is used.


(1mk)
(b) State ONE way to care for your keyboard.


(1mk)
(c) State the function of a modem in a computer system.

(1mk)
4. Write the meaning for the following manuscript signs.
(i) 












(1mk)
(ii) -----------








(1mk)
(iii) //NP








(1mk)
5. Read the following passage carefully. Insert the punctuation marks which have    been omitted, then copy the correct passage to your answer booklet. 

[image: image1]
 










(5mks)
6. (a) You have typed a document in Microsoft word.

Explain how the document may be saved using the toolbar.


(2mks)
(b) A number of ‘objects’ are displayed on the desktop of a personal computer, for example, ‘Internet Explorer’.   Give the correct name for these objects. 
(1mk)

(c) Many of the new computers are being manufactured without a floppy disk. Name TWO other storage devices that may be used instead of a floppy disk.


(2mks)
7. State the short cut keys which have the same definitions as the following terms:

(a) To Cut







(1mk)
(b) To Copy







(1mk)
      8.   The Beacon Organization consists of FOUR
 PERSON: A President, a secretary, an Accounts Clerk and an Office Manager. Draw the organization chart for this organization. 








(4mks)
    9.   Three of the keys used for moving around within a document are given below. Give the abbreviation for EACH of these keys. 

            (I)   Control keys







(1mk)

(II)   Page up








(1mk)

(III) Page down







(1mk)
  10.    Complete the table below with the correct data.
	Document
	Paper Size
	Paper Orientation

	(i)    A short notice 
	
	

	(ii)   A Short internal communication
	
	

	(iii)  A two-page letter 
	
	













(3mks)
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Watch out you are going to fall off the bicycle then aunt mary will have a fit and ground you for life said mrs brown to her over zealous grand son timothy  
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