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	Section
	Question Numbers
	Maximum Score
	Candidate's Score

	A
	1 – 15
	40
	

	B
	16
	15
	

	B
	17
	15
	

	B
	18
	15
	

	B
	19
	15
	

	B
	20
	15
	

	TOTAL
	
	100
	





SECTION A: ANSWER ALL QUESTIONS
1. Define the term scrolling. (1 mark)
Answer:  (1 mark)
________________________________________________________________________________
2. Explain two uses of an Uninterruptible Power Supply (UPS) unit. (2 marks)
i)  (1 mark)
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
3. a) Explain how you can open a document stored on a flash disk. (2 marks)
Answer:  (2 marks)
________________________________________________________________________________
b) List four types of paragraph alignment. (2 marks)
________________________________________________________________________________
	i)
	ii)
	iii)
	iv)

	
	
	
	



4. State FOUR facilities or provisions that ensure proper ventilation in a computer laboratory. (2 marks)
i)  (1 mark)
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
iii)  (1 mark)
________________________________________________________________________________
iv)  (1 mark)
________________________________________________________________________________
5. A company allows employees to work from home and communicate with the office through the Internet. State three requirements, covering hardware, software and/or services, needed to access and use the Internet. (3 marks)
i)  (1 mark)
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
iii)  (1 mark)
________________________________________________________________________________
6. State two purposes of a word processor. (2 marks)
i)  (1 mark)
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
7. State two differences between an electronic spreadsheet and a manual spreadsheet. (2 marks)
	Electronic spreadsheet
	Manual spreadsheet

	
	

	
	



8. Name and state the function of the keyboard keys represented below. (6 marks)
	Symbol
	Name
	Function

	Esc
	
	

	Enter/↵
	
	

	Tab ⇥
	
	



9. Distinguish between the following sets of terms as used in spreadsheets. (3 marks)
i) Filtering and sorting. (1 mark)
________________________________________________________________________________
________________________________________________________________________________
ii) Formula and function. (1 mark)
________________________________________________________________________________
________________________________________________________________________________
iii) Label and value. (1 mark)
________________________________________________________________________________
________________________________________________________________________________
10. A retail company wants to analyse its employees' personal details using Microsoft Excel. The seven employees are: Brian Otieno, Faith Njeri, Lydia Akinyi, Hellen Wambui, Peter Mwangi, Yusuf Ali and Amina Khadija. Their ages are 22, 39, 55, 42, 33, 28 and 31 years respectively. Their salaries are Ksh 24,000; 42,000; 45,000; 28,000; 32,000; 27,000 and 41,000 respectively. Brian is in Production; Peter is in Finance; Hellen and Yusuf are in ICT; and the rest are in Management. Brian, Faith, Yusuf and Hellen are single; Lydia, Peter and Amina are married. Construct a worksheet showing the information using appropriate column headings. (5 marks)
	Name
	Age
	Salary (Ksh)
	Department
	Marital Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



11. From the worksheet created in Question 10: (3 marks)
a) Write the formula used to calculate the total salaries paid. (1 mark)
________________________________________________________________________________
________________________________________________________________________________
b) Write the formula used to calculate the total ages of the employees. (1 mark)
________________________________________________________________________________
________________________________________________________________________________
c) List two labels used in the worksheet. (1 mark)
________________________________________________________________________________
________________________________________________________________________________
12. Explain any two of the following graphic terms as used in Desktop Publishing: Group, Rotate, Crop and Skewing. (2 marks)
i)  (1 mark)
________________________________________________________________________________
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
________________________________________________________________________________
13. a) Give two methods of data collection. (1 mark)
i)  (1 mark)
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
b) List two main types of errors in data processing. (1 mark)
________________________________________________________________________________
i)  (1 mark)
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
14. Mention one feature of a real-time system. (1 mark)
Answer:  (1 mark)
________________________________________________________________________________
15. Name the two main types of low-level programming languages. (2 marks)
i)  (1 mark)
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
SECTION B: ANSWER QUESTION 16 AND ANY OTHER THREE QUESTIONS
16. a) What is an algorithm? State any three characteristics of a good algorithm. (4 marks)
i) Definition. (1 mark)
________________________________________________________________________________
________________________________________________________________________________
ii) Characteristic 1. (1 mark)
________________________________________________________________________________
iii) Characteristic 2. (1 mark)
________________________________________________________________________________
iv) Characteristic 3. (1 mark)
________________________________________________________________________________
b) State three program control structures. (3 marks)
________________________________________________________________________________
i)  (1 mark)
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
iii)  (1 mark)
________________________________________________________________________________
c) Write a structured algorithm and draw a flowchart that an organisation could use to determine whether an applicant is eligible for a volunteer role. If age is 18 years or above, display “Eligible for Role”; otherwise display “Not Eligible”. (4 marks)
________________________________________________________________________________
Algorithm:  (4 marks)
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Flowchart:  (0 marks)
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
d) State two disadvantages of high-level programming languages. (2 marks)
________________________________________________________________________________
i)  (1 mark)
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
17. a) State three advantages of a word processor over a typewriter. (3 marks)
i)  (1 mark)
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
iii)  (1 mark)
________________________________________________________________________________
b) Distinguish between moving text and copying text. (2 marks)
________________________________________________________________________________
________________________________________________________________________________
c) Distinguish between the AutoComplete and AutoCorrect features in word processing. (2 marks)
________________________________________________________________________________
________________________________________________________________________________
d) Define line spacing and give four line-spacing specifications. (5 marks)
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
e) Mention three situations in which the Save As command is used. (3 marks)
________________________________________________________________________________
i)  (1 mark)
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
iii)  (1 mark)
________________________________________________________________________________
18. a) Using eight bits and two's complement, subtract 9₁₀ from 23₁₀. Give the answer in decimal notation. (3 marks)
Working:  (3 marks)
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
b) Convert 10110110110.1011₂ to: (2 marks)
________________________________________________________________________________
i) Octal. (1 mark)
________________________________________________________________________________
________________________________________________________________________________
ii) Hexadecimal. (1 mark)
________________________________________________________________________________
________________________________________________________________________________
c) Convert 10110110110.1011₂ to decimal. (2 marks)
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
d) Arrange the following from the largest to the smallest: file, nibble, bit, byte. (2 marks)
________________________________________________________________________________
Answer:  (2 marks)
________________________________________________________________________________
e) Perform the following binary arithmetic. (4 marks)
________________________________________________________________________________
	Operation
	Answer

	1011₂ + 0110₂
	

	11010₂ − 01011₂
	

	10101₂ − 00110₂
	

	001101₂ + 010110₂
	



19. a) Outline four stages involved in data collection. (4 marks)
i)  (1 mark)
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
iii)  (1 mark)
________________________________________________________________________________
iv)  (1 mark)
________________________________________________________________________________
b) Using an illustration, describe the four primary stages of the data processing cycle. (6 marks)
________________________________________________________________________________
	Stage
	Description

	
	

	Stage
	Description

	
	

	
	

	
	

	
	



c) Explain the two types of transcription errors. (2 marks)
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
d) List three factors that determine the integrity of data. (3 marks)
________________________________________________________________________________
i)  (1 mark)
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
iii)  (1 mark)
________________________________________________________________________________
20. a) Explain three requirements needed to obtain an Internet connection. (3 marks)
i)  (1 mark)
________________________________________________________________________________
________________________________________________________________________________
ii)  (1 mark)
________________________________________________________________________________
________________________________________________________________________________
iii)  (1 mark)
________________________________________________________________________________
________________________________________________________________________________
b) Define the following terms as used on the Internet. (5 marks)
________________________________________________________________________________
i) Blog  (1 mark)
________________________________________________________________________________
________________________________________________________________________________
ii) Web surfing  (1 mark)
________________________________________________________________________________
________________________________________________________________________________
iii) Web browser  (1 mark)
________________________________________________________________________________
________________________________________________________________________________
iv) Website  (1 mark)
________________________________________________________________________________
________________________________________________________________________________
v) Web portal  (1 mark)
________________________________________________________________________________
________________________________________________________________________________
c) List two advantages and two disadvantages of electronic mail over regular mail. (4 marks)
________________________________________________________________________________
Advantages:  (2 marks)
________________________________________________________________________________
________________________________________________________________________________
Disadvantages:  (2 marks)
________________________________________________________________________________
________________________________________________________________________________
d) Identify the type of institution or organisation commonly associated with each e-mail/domain extension. (3 marks)
________________________________________________________________________________
i) .org  ____________________________________________
ii) .edu  ____________________________________________
iii) .com  ____________________________________________
iv) .net  ____________________________________________
v) .mil  ____________________________________________
vi) .gov  ____________________________________________
kcserevision.com
