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INSTRUCTIONS TO THE CANDIDATE

1. You have ten minutes to read through the instructions and the paper before starting the
examination. The 10 minutes do not form part of the 2 hours allocated for the examination.
Attempt ALL the five exercises.

Any problem with the computer should be reported to the invigilator immediately.

4. Direct any question(s) to the invigilator only. Conversing with fellow candidates may lead
to disqualification.

Write your name and index number on the cover page and on the CD provided.

Burning of the CD and printing are not part of the allocated time for the examination.

At the end of the examination, ensure that all your printed work is stapled with the cover
 page provided.

8. Hand over your printed work and the CD to the invigilator at the end of the examination.
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This paper consists of 7 printed pages.

The candidate should check the question paper to ascertain that all the
pages are printed as indicated and that no questions are missing.
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SPECIFIC INSTRUCTIONS TO THE CANDIDATE

1.

Create a folder named CDPI21xxxx (add the last four digits of your index number, eg
CDPI210003) on the desktop where you will save all your work.

Ensure that you burn the folder CDPI21xxxx and all its contents on the CD provided.

Use font size 12 and font style Times New Roman for all the exercises unless otherwise
specified. :

Insert your name and index number as a header'on each document.
Read the instructions of each exercise carefully.
Print on one side of the paper only and use a fresh sheet of paper for each document.

Ensure you hand in your work in both soft and hard copy.
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Exercise 1

Prepare a letterhead and key in the following letter as for dispatch today.

2. Using the addresses given below, create a data source and save it as SEN21 in your folder to
print out later.
3. Insert reference number SEN/Cse/6/71.
4. Using mail merge, send original letters to BURUBURU and NAROK addresscs only.
5. Save the form letter as EXERCISE] and the merged document as EXERCISE1A in your
folder to print out later. '
6. Address envelopes. ) 3 ig_,-H-Q,v-L,.qu: use .far-:'&
Su Po_‘r[ ik edvcatron nelwork S‘E‘;ﬂ?— vey QCU'\CL,, Lize,
P O.Lox'3%37~'q"5 (4, Caps, bold $
hatrob Cenkve.
Dear Sie

boldl
ict integration course for tecachers

ICT Integration in Education sets out essential concepts and skills in order to engage in
nedagogically effective use of ICT, The Cov¥Yse ‘HGQ.Y"LPOTQ-, al _JQVQJDPQ_,J
cow/ o enhance {:en.du}-.ﬂ} learning @nd assessment 1n the
ve class voom. we v-e,;wq,s-b that Yo Lnvrol| Yeov teacheve

Lo Ehis verd: important Covyvse.

! El" echnology, when used appropriately, brings many potential benefits to cducation. This

fry course enables teachers to introduce technology into their teaching practice ka way that
benefits learners.

Leaming Outcomes: This course will enable teachers to make use of ICT effectively in the
g classroom. The learning outcomes for this course include the following:

¥ (k) P‘qnns:\g an |CT-enhanad lesson. fedtnday

‘§ “1 (o) uhgw&bqné'l‘v\a the kay concn_g’cx' and banafits
& 0{- U.Sli:xﬂ T Lo Qhkqncﬂ,&&&ma-

Cost: The duration of the course 1s two weeks and will gost KSh.ZO,GOO.(’)()§

(b)

@)

)

Fruen

en C-T;s amount is inclusive of learning materials, diagnostic tests, final cxamination
Ny and certification. E’JQ‘ ook, {..orqu'eﬁ -&o FROLAVIN po&{b{u\.ﬁ,
-f—uébuc_k .{'—mm Youy wStchor, and anw}ﬂ !iomr'
teachavrs envolled for Hwe couvvse.
Youvs -Fm'&:k{,ullg Loid
superlink education nEkmov-K/

Bizeria Chezuvu, onsuthant

e ™Y 2o kq,?‘l Peteyr ot
-“IQ,. ;?_}:S;bo Fow th_c,,_ -—M. M\?QQ&.\AQY qu ; co{i 2,
Petev .Se.ﬁi:r Sd..go\ T-Q-hcln mugﬂl P-0. po
P.0.R P.0.Box Fg-_o0la o
-0.RoX ESis-0o2 A8 -033
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Exercise 2

l. Key in the followfng manuscript in double-line spacing.
Save it as EXERCISE2A in your folder to print out later.

o

Eme

.Disf’laj [
G) — Civ)

m

importance of filing / Centre
—

Filing is the act of storing documents in a safe place and being able to retrieve them

easily when need arises. T 15 A record- K-?.-E-?;nj 53_511”\ fnr‘ an
organization dhat enables &k o be pYganized and
eﬁ-\?te.nt. Dowments that ave well caved for will not
e,q.s.l_,j teay, become dirly or geb lost.

Emre are several benefits of filing records in an organization. Some of them arc

discussed below.

Future Reference Vital documents are kept for future reference and may be used as

evidence in various areas such as: (_['v) Cbn-(;y'a\o(':,& and. a Qma.n'tS.
(VA cownrbt oj- Law 5"\.0\4-(1 tlave be, a ﬁ?utﬂ_
:\ mattev: Gi) anj—‘\rma.f:ton of an event thak mD:
AV taken place in the Past: ( :
WA traadca

'l:"qﬂsa. fon k. &
this "‘“‘.‘;’ L“‘ \n:ve_t\::epzl:g&&. Ane Tha oty

Easy Retrieval A good filing system ensures that less time is spent scarching
for documents. This action enhances customer satisfaction and boosts the

organization’s image.

Safety and Security

mw\&k }'\Ur\g) douvaments are 545—9:_: warded.

reons. Qg corief osf b by unautherized

berils sog T PAALs0 Pritected against
o2 §ive, pests and dut.

G-('e- She wl.OlW hea &iqj 14
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Create the following table.
Centre the table both vertically and horizontally.
Save it as EXERCISE3A in your folder to print out later.

Exercise 3

Smart Kitchen AH’C‘:““ ces /gif’{jf

Sale of Appliances in Various Branches l BOLG{.

~
APPLIANCE \ BRANCH
[—Nairobi Nex Ky Machakos | Embwy
/ Ksh (000) { £sh (p,,) Ksh (000) | Ksh (p00) ¥
Refrigerators 43406 ciols
Micvewaves (987¢ 33,001 8771 422
Water Digaensers 6,621 { S-S 3300| %307
Dish Washers 22,990 28567 3.000 ;
Toastevs 3500 \ (009 28.424 368
Gas Cookers 30,124 56,123 el 10277
Coffee Makers g1 795 73006, | V&3
Tuiceys (A TR 2 Sl -
BleetrigKetor———————038— {98 ————o.p05—1—343
Blendexs 1,016 170 2260 29
Rice Cookers {76 88 2,306 412
“Makers |Sandwich_ 89 32 i90 {700
Deep Freezeve 20 97 235 1406
\ Reasters vo- —e— —+& —
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Exercise 4

Display the following Ballot paper attractively on A4 paper.
Centre the exercise both vertically and horizontally.
Save it as EXERCISE4A in your folder to print out later.

allot faper for Kijiii gg—ﬂedfgn_g__/bo%h‘enﬁe
LOCAL ELECTIONS / bold

Electoral Constituency of Tindahau
[l e /
j ik

Candidate’s Name ?@.{-':j Symbol

1. Harun Victor Nyumba

4 "Dona[o( &ua Movements

. e V"
3. S‘m‘ iEma Dama

4, Divine Kawi Ju Pi‘te‘l’

After voting, fold the ballot paper and place it in the ballot box providcd./ -
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Exercise 5

Display the following MENU attractively on AS portrait paper

1. Display the
2. Save 1t as EXERCISESA in your folder to print out later.
| 5
The Laughing Pathrrot Houcw/ usefont
Mmenu /L4 . 5":3{,9; Algerian
St ille. 14 c49_5
Sandwickhes|bold bold”

Cvab Cage WMelb/bold

Sexved. hot witk lhouse-made pinecaerle
Slaw and f"f*’-&/i{:al{c5

Lobster Roll
Maine lobster served hot on a toasted voll
HOUSE SPECTALTIES

Scafood Crepes
A blend of fresh Seafood Rolled in Herbed Crepes

L-r./

| tried Ca{:ﬁ'sk/bo[&_
Witk mac and cheese and Collardg
Steax - Lo io_s{;e.r,% Cralo “’[ bol &

hged Beef Qib*ﬁj&.lboli
wWith Magked polatvesd lo\'"oc.c.uu[ﬂ.a".“

Fillet Mignon

With mashed potatoes & asparagus

AU are we.loomﬁl.lboicﬂ and i{:alfcs

C,Q,"‘-E‘fe.- Q,Q&A, uy\_g__
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