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Question 1

a) When calculating a sum one must know the BODMAS rule. Explain BODMAS.

[5 Marks]
b) What is Micro Soft Excel? What is its function?

[5 Marks]
¢) In Ms Excel how do you write a formula? Give an example.

[5 Marks]

d) The following statements are either true or false. If false state a reason.

i,

1ii.

iv.

The name of the document is found on the menu bar

Ms Word is an example of operating system software

To change font style and font size you click File at the menu bar
The undo or redo buttons are found in the formatting toolbar

To put clip art you use Insert in the menu bar.

[10 Marks]
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1. Name the icons/toolbar indicated above
[10 Marks]
ii.  Write steps to activate the standard toolbars
[5 Marks]

iii.  How will you apply your knowledge on Ms Word and Ms Excel in your studies
and at the work environment?
[10 Marks]

Question 3
1) What is the difference between the following?

a) Close and Exit
b) Delete and Backspace
c) Print and Print Preview
d) Enter and spacebar
e) Page up and page down
[20 Marks]
ii) What are the advantages of using Windows as an operating system?
[5 Marks]



Question 4
a) What is word wrap?

[2 Marks]
b) Name the two kinds of page orientation.

[2 Marks]
c) Explain the 3 windows control buttons.

[6 Marks]

d)
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i.  Write the exact formula to calculate the Total price of the item Rice.

ii.  Write the exact formula to calculate the Total sale of the item Cooking oil.
iit.  Write the exact formula to calculate the Highest value in Quantity values.
iv.  Write the exact formula to calculate the Lowest value in Unit Price values.

v.  Write the exact formula to calculate the Profit/loss for the item Soup.

[15 Marks]
Question 5
a) What is a computer?
[4 Marks]
b) What is the difference between data and information?
[6 Marks]
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c) Software is another component of a computer; explain the two types of software.
Give examples.
[10 Marks]
d) Write the steps of retrieving a document from a floppy diskette.
[5 Marks]



