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SECTION A
1. What is a word processor?
2. State the purpose of word processor.
3. Name four functions performed by a word processor.
4. What is a document draft?
5. State four advantages and two disadvantages of using a word processor over the typewriter.
6. What is document formatting?
7. Explain the difference between type over and insert mode in word processing.
8. Define the term word wrap.
9. State two examples of word processing programs.
10. What is a toolbar?
11. Explain how you can protect a document from unauthorised opening or altering.
12. What is meant by the terms creating and editing a document?
13. How can you save a document to a different word processor format?
14. Define the tem scrolling.
15. Explain the importance of the status bar.
16. Explain the meaning of the term blocking text?
17. What is the difference between copying and moving text?
18. When is the find and replace command used?
19. What is a wildcard? How can it be used to search for a word that starts with the letter “O” in a document.
20. What is the difference between just searching for a particular word in a document and searching for a word that is whole?
21. Explain the importance of proofreading a document.
22. Give two methods of proofreading a prepared document.
23. Give the two types of dictionaries that are used by a spell checker program. Which one is likely to have non-English words and why?
24. Name any five parts of the Microsoft Word application window.
25. Give any five document formatting.
26. Give any five document formatting feature.
27. What is a thesaurus?
28. Distinguish between the autocomplete and the autocorrect feature in word processing.
29. Hassan has a problem when typing; every time he wishes to type the word Good, he mistakenly types God. What can he do to continue typing without worrying about having to go back to correct the same word over and over again?
30. Explain the use of undo and redo commands.
31. Define a spreadsheet.
32. What is an electronic spreadsheet?
33. State four advantages of an electronic spreadsheet over:
1. Manual spreadsheets.
2. Electronic calculator.
34. Explain three components of a spreadsheet.
35. State five application areas of spreadsheets.
36. What is forecasting? How can a spreadsheet help a person to do this?
37. Give any two methods you can to start MS-Excel.
38. Differentiate between a formula and a function.
39. Write the following formula as absolute =F10+G20.
40. The formula =A1+C2 is initially typed in cell D1. what will it be when copied to cell E1?
41. Differentiate between a worksheet and a workbook.
42. State the effect of pressing each of the following key combinations on the cell pointer:
1. Right arrow key
2. Shift + Tab
3. Ctrl + Home
43. Define each of the following:
1. Cell
2. Row
3. Column
44. Write the equivalent R1C1 reference for G20.
45. What is a template? Explain how can start a spreadsheet template in MS-Excel.
46. State four data types acceptable to spreadsheets and explain each of them.
47. Differentiate between single and multiple cell referencing.
48. What is a range?
49. Differentiate between the following terms:
1. Formula and function.
2. Relative and absolute cell referencing.
3. Relational and arithmetic operators.
4. DATE() and TODAY() function.
50. The formula $A1 + B$1 was entered cell C1. How would the formula be, if copied to F2?
51. How does MS-Excel determine that an entry is a text or a formula?
52. How do you clear (erase) the contents of a cell?
53. How can you insert rows in a MS-Excel worksheet.
54. Differentiate between copying and moving data in a worksheet.
55. What is the autoformat feature?
56. Explain the term filter. How is a filter different from a hide command?
57. What is a relational database management system?
58. Define the following terms: table, records and field as used in databases.
59. State six major objects used to manipulate data in MS-Access.
60. Explain how you can start and exit MS-Access.
61. In MS-Access, what do the following terms refer to: query, macro, module.
62. Differentiate between a primary key and an index.
63. What is normalization in reference to tables?
64. Describe various data types used in MS-Access.
65. Explain how you would set a validation rule when designing tables.
66. What are field properties?
67. What is the difference between a field name and a caption?
68. Define the following terms:
-Form
-Bound control.
-unbound control
69. Differentiate between tabular and columnar form layout.
70. Explain how you would create a form without using a form wizard.
71. Why would one prefer to use a form for data input rather than entering directly into a table?
72. Explain how you would move from one record to another in a form.
SECTION B
1. Define the term computer?
2. State different physical parts that make up a computer.
3. Differentiate the following types of computers:
A) Supercomputer and mainframe;
B) Minicomputer and a PC.
4. Differentiate between a digital and on analog computer.
5. Give two reasons why smaller computers like laptops tend to be more expensive than desktop computers.
6. Which one of the following is not true about the system unit?
A) It houses the CPU.
B) It houses the monitor.
C) It connects to all peripheral devices using ports.
D) It has the computers power switch.
7. What is a mouse in relation to computing?
A) A small destructive rodent.
B) A round plastic container with a tail.
C) A device that controls a pointer on the screen.
D) A device used for typing.
8. Pick the odd one out in the list below.
A. Mainframe.
B. Microcomputer.
C. Minicomputer.
D. Digital computer
10. Match the following generations of computers with the technology used to develop them.
a. First generation		A. VLIC
b. Second generation	B. Vacuum tubes
c. Third generation		C. Transistors
d. Fourth generation		D. Integrated circuits
11. What were the characteristics of first generation computers?
13. What is booting?
14. Differentiate between cold booting and warm booting.
15. What is the difference between function keys and special PC keys?
16. Explain the various categories of keys found on a standard keyboard.
17. What makes a mouse move a pointer on the screen?
18. Explain the correct procedure for shutting down one
19 describe the following terms:
A). Clicking;		B). Double Clicking;	
C). Drag and drop;	D). Right clicking;
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1. What is a computer system?
2. Differentiate between a computer and a computer system.
3. A scanner used at points of sale terminals in supermarkets is an example of a (          ) scanner.
4. The automated input technique where keying of input data is eliminated is sometimes referred to as (          ).
5. The type of scanner used to grade multiple choice examination is called (          ).
6. Name three factors one would consider when selecting data entry method, and give a reason why each is important.
7. Describe three different optical and two magnetic scanning techniques used for input; give an example of the use of each.
8. Explain how banks use MICR scanners for cheque processing.
9. Describe two situations in which speech recognition devices may be useful as a method of data entry.
10. Optical scanning of the universal product code is now widely used as input method. Give an example of a place where it is used and explain how it is used.
11. Differentiate between soft copy and hard copy.
12. What is the difference between a CRT monitor and a flat-panel display.
13. Give three examples of flat-panel monitors available in the market today.
14. Name four criteria used when selecting a printer.
15. Distinguish between impact and non-impact printers and give two examples of each.
16. State one advantage and one disadvantage of laser and inkjet printers respectively.
17. Give two advantages of sound output devices.
18. Karuri Road Construction Company (KRCC), intends to buy an output device they can use to produce road maps. Which device would one advice the company to buy and why?
19. Distinguish between primary and secondary storage devices.
20. Distinguish between removable and fixed storage.
21. What is a hard disk? How does it differ from the floppy disk?
22. What are the advantages of the hard disk over the floppy disk?
23. Give four examples of optical disks and how they differ from each other in terms of storage capacity and mechanism.
24. What are the advantages of a digital versatile disk over a typical compact disk.
25. Define the term multimedia and list down the components required to make a computer multimedia.
26. Why are CD-ROMs and CD-Rs referred to as WORM?
27. Describe the difference between magnetic and optical storage media.
28. Jets publishers is a company that specializes in production of newspapers. One of the editors wanted to transfer a 50MB document from the hard disk of one computer to another using a removable storage media. Give four examples of the devices he/she could use.
29. Describe three precautions you would take to avoid damaging the hard disk.
30. Define the following terms:
31. 	A). Port	B). Interface cable	C). Power cable
32. What is the function of the power supply unit found in the system unit.
33. Differentiate between parallel and serial interface cables.
34. Give two advantages of a USB interface cable.
35. Draw an illustration of:
	A). Parallel cable	B). USB port
36. What would happen if you bend the pins of a monitor port as you try to connect the monitor interface cable to the system unit?




