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INSTRUCTIONS TO CANDIDATES

You have ten minutes to read the instructions and the paper hefore siarting the examination.
Any problem with the computer should be reported to the invigilator immediately

Direct any question(s) to the invigilator only. Conversing with fellow students may lead to
disgualifications,

Write vour mame and your index number on the answer booklet and the rewritable CD
provided,

Type your mame and index number as a header on each sheet used

This paper consisis of twe lasks, Perform ALL the mwo tasks.

Each task carries 20 marks.

Read the instructions of each tavk carefully.

Print on one side of the paper only.

Enswre that all your work is inserted in the answer booklet at the end of the examination.
Hend over your answer bookler and the rewritable CD 1o the invigilator at the end of the
Exmimtion.

This paper consists of 7 printed pages.

Candidates 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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TASK 1
[he Customer Services Manager of Cool 1T Support Services would like toosend letters 106
their customers every week. As the départment’s pdmimistration assistant. you have been
reduested o prepare 1he letior.
fa) (1) Open aword processing program and key in the following letter as 11 gppeary.
Save iLas Feedbaokferier in the KNECEXAM [older to print oul laler.

(3 marks}
Cuslomer Service
Conl IT Suppon Services
I~ Box V8% - G100
WAIROR
KEMNYA

o | iy s datiss
<Requesier hames
< Addressss
<< Town=>
Dear SirfMadam
We reemived a suppont request from you on <<date>> that required our atlention. Our
Information and Communicanon Technology stall members reviewed it and 1ok appropriate
measurcs 1o splve your problem. The current status of your request is as follows:
Request Number Summary Descriplion Date Sulvmitted Staius
<+ Request X umber== LS TN ) 10 g M1 g R Sl T T ST
In order to serve you better, kindly confirm the status as reported by our stafl
Your faithfully,

Ken Thomas
CUSTOMER SERVICES MANAGER

290241038, 2031038 3 Turn over
2906031, 2908/ 1038
2909/ 1038, 2912/1038
918/ 1038, 2921/1038
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(i} Lising the details in table 1, create customized letters for cach of the recipients.
L'se o mail merge facility and save the data souree appropriately.

R |-.::In'"-.|;:.

John Mwandie Box K7
Susen Pl Hox 65
Douglas king Box w0
Table 1

Address Town

B eiin

Sarrmoh

Saivasha

__Request™sumber Dale

CIT200 20101

CITA0 120121

CEP2 2001316

024012

[0 2

15012012

Sl
neiwork
inks
Cannet
View
CETai
wiehs

_poges

Could siog
dAcoess
seuiing
aite

(6 miarks|

Summary  Siminy

Resolved

Pending

Pending.
{hr
oificees
lsavi
reqjuesked
for more
i115;::|r|1;i1r~'|1|';

(it} Bave the customized letters as Customerfequests in the KNECEXAM folder
to prant out later,

I90ZI0AE, 2903/ 1038
2906/ 103K, 2908/1031
20091038, 2912/1038
IHRN03B, 292171038

i1 mark)
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Open a word processing program and create the following organization chart as it
appears. Save the work as Organogram. rifin the KNECEXAM folder 1o print oul

later.

Chiel Exccutive

COifficer

(% marks)

Eim!r:m Regional
Manager

Sonthern Regional
MManager

Finance Manager

f

Regional Andit
Manager

Figure 1

29021038, 2903/1038 5
2906/103 B, 2908/103B
29091038, 2912/103B
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TASK 2
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The Finance Manager of Green Gardens Lid has requested you to prepare the worksheet in
Figure 2, Use it to answer the questions that follow,

A B C D ¥
1 | Name Grade No of Days | Amount
2 | Jerome Ninja 2 18
3 | Salma Moije 2 15 B
1 4 | Lowell Nancy 1 24 T
5 | Chris Davis I %
6 | Grace Monic | 3 18
8 | Total Amount |
FS‘ Mean number -
| of days
" ! J
- | Rates | B =
| Grade i Rate/Thay
3 1] 15000 |
- 2 12500 o
3 10000 |
Figure 2 .
a}  Open aspreadsheet program and key in the data as it appears. Save the workbook as
FieldTripExpenditire in the KNECEXAM folder. (4 marks) .
(hj (i) Insert a row above Lowell Naney and enter the following data appropristely,
(2 marks)
| Pamela Moor 3 'If__] :
(i) Insert a row above the first row and type the title “FIELD TRIPS
FINANCIAL SUMMARY™ in cell Al. Merge and centre this title across cells
Al: DI (2 musrks)
icl (i) Using lookup function and cell addresses only, determine the amount for sach
staff, (2 marks)
(i) Using an appropriate function and cell addresses only, determine:
L the total amount; i1 mark)
200271038, 29031038 6
2906/103R8, 2908/103B
2009/1038, 2912/1038
2918/103R, 2921/103R
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(d)

e}
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I the mean number of days, {1 mark)
Format the worksheet as follows: {2 marks)
(1) Outside border — thick black
{11} Inside border — dotted
(iii)  Number - two decimal places

(ivl]  Cell containing the mean number of days — shade grey color

Create a 3-I bar chart in 2 new sheet named Graph showing the amount paid 10 each
staff. Label the chart appropriately. {4 marks)

Suve the changes lo print oul Jater:
(i) the worksheet showing formulae used instead of values:

(1}  thechart. {2 marks)

1902/1038, 2903/1038 7
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