RER]|

2001301

COMPUTERIZED DOCUMENT
PROCESSING 111

November 2022

Time: 3 hours

THE KENYA NATIONAL EXAMINATIONS COUNCIL

BUSINESS EDUCATION SINGLE AND GROUP CERTIFICATE
EXAMINATIONS

DIPLOMA IN SECRETARIAL STUDIES
MODULE I

COMPUTERIZED DOCUMENT PROCESSING 11
3 houfs

INSTRUCTIONS TO THE CANDIDATE

1. You have ten minutes o read through the instructions and the paper before starting the
examination.

Artenynt ALL the five exercises.

Any prablem wirh the computer should be reporied to the invigilator immediarely,

Direct any question(s) to the invigilator only. Corversing 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 ¢nd of the examination, ensure that all vour printed work is sigpled with the cover
page provided

Hand over your printed work and the CD 1o the invigilator af the end of the examination:
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]

]

This paper consists of 10 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 CDPIN22xxxx {add the last four digits af your index number,
ez CDPII220003) on the desktop where vou will save all your work.

2. Ensure that you bum the folder CDPITN22xxxx and all its contents on the CD
provided.

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

4. Imsert your name and index number as a header on each document,
5. Read the instructions of each exercise earefully.
6. Print on one side of the paper only and wse a fresh sheet of paper for sach document,

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

I. Preparc a letterhead using the logo below and key in the following letter as {or dispatch
tesday .

2. Using the addresses piven below, create a data source and save it as WTL22 in vour
folder to print oul later,
3. Insert reference number WTL/LM/2022.

4. Using mail merge, send onginal letters to WUNDANYT and KAITMOS] addresses
only,

». s a diagonal watermark “Wasafiri™",
save the torm letter as EXERCISE and the merged document as EXERCISEILA in
vour folder to print out later.

7. Address envelopes,

Lotovbead:

b ier bours limided
-:b_li*q..i-s::‘{-m 'nuf'l.l; tiﬂ_. tqp‘si
Fo box Gayl- LEY old %

Kinango Contra.
Dear Sir
proposed tour
We have reccived a request fromi vour «ContactPersons asking thal we
prowide information on a pn'n,msnd,‘_}t{;;r.'[;r' by your stafl in (wo weeks" time. We arc

Eﬁf' Rappv L give you guidelines nﬂgg&ided tours both within and outside the countey.

Wasafiri Tours Limited wasestblished in 1984 and has been arganizing exeursions,

lours and safars to several destinations throughout Eaost and Central Afnca. o
ovld bLe "““’PF:& "E You Gave Ul am Opportuniby ko
‘17 ﬂ"'ﬁnni':.,n.- A bouv ek wonuld Qv HOouUY Lo o

ti,{:g_-chqmiinﬂ exparmnca - The fellowing 8 o bri or
’ ur rik.

Some. Of Hﬂ_wlmﬂuk;s for bours andd Safaris

Leocal Tours These are tours made within the borders of our country, The

requirements for local lours are not complex. Each member on the trip s required 1w

n always carry a National [deanty (11 card.
I‘; 3 5 entity | _,_,_.-F)

g ]

C'.['—hi.r- document is.to be produced in all hotels and lodges when one needs 1o hook for
accommodation. bihile our Compan i) Pake 'i'tﬂ-nra:‘hnns
"F“f Membery om Hae -Er'lfl, cacl pevsor i3 'I"l.ﬂj.”“"!.l; +o
persenally £ill o veqittrakion Lovm ak he point

ko 4he Woke), henco. tae nead Lov Yhe 4 card.
NP E'__ﬂr entrv into any of the national parks and game reserves, the [T card 15 Tcu_uir&'i_ma
proof of citizenship as entry charges are lower for logals. The card is also mandatory
f{f_:}{ ifone wishes {o travel via the Railway\Standard]Cranpe (SCR),

]
External Tours: |lhen \;“\.;_{..L& Lrips outtida. the
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Lourtry, Hae t—qg‘mr'-a.mqﬁ‘:s are more .s-hw'nann*g
ond 'hﬂ:l..'i q'l,i.H—g_.,r - -;*_guﬁl;-_-z Lo r_:::u.,-ql;u::!.'.
oMo ﬂ.g e .Srﬂ-q--.e:'-n.nl '!‘Qq,-'wmmuéc.z:' kil on
ooy oukside Lhe courbrd tncluae ) a Yellow
Tever ceviificedrn i l'_ﬂ-'.i:l'-'l‘l.:& Haode ©n2 hat \ugg,.
:mn.l'.u\-ﬂkﬂl.._é ﬁ%ﬂ.ﬁnii'cl Mae digaasa; Ju o valid
PAsSport|dily @ viso 18502d by ke ambasiy of He,
Coundr4d Brne withel to Vitik aadc waode v
TRPV éﬁl"lrh.ﬁ Yoo Eﬂ"l'lﬁa l}_t E*-“"'&

Visitors who are nationals of the East Africa Community memher states are nimt

ID""'{:/ required to carry any visa, [ the East African Passpon or the Temporary Pass valid
for three months is mandatory. While the rules keep changing. we intorm our elients
long before the tours commence,
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Lrips ootsida Ma muw euv clie-ks Ove
-Enr.uumgn_ql o v ﬂ.nt& v ¥ rodoD ek, CUTYRn
CEL PR LA tn raosh coontriad: Tha mest accapghs bia
turranciel Wnclihdel budk ore wor Linatke d o,

NP/ dee 1 dollar dnd W british pound. (Ritacka
please find ouv detaded brochur® om variooc
Jochinedkions Gnd el <havoes.

151..11'.!. I#nl’ck{.uﬂ‘j._ W ASATIRL Toups L""'"*""-_lrf-h {LnlJ
celashive famlyo, Toup Mana gV
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]
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Exercise 2

Key in the following manuscript in double=line spacing.
Save it as EXERCISE2A in your folder to print out later,

[

Organizational Stbru cturefears Lold Ewatve

ﬁ. structure 1% a pattern of formal relationships that exist among groups and

individuals in an erganization. Every orpanization, regardless of the size. has a
structure,

1n Lq%n_ ovyg an;lml:iunsj-tiua 5‘|:M.d.hff_ 5
"

deooame d :ﬁ:ftl‘"”'l "j‘ ﬂ\"ﬂlﬂflﬂfﬁﬁﬂ.[. charbe
Clarts.

A formal structure in an orpanization depicis the various positions with clearly

ﬂnt:l! defined functions L_ relationships. attewrks 1o j.l.-n?_. ordar
and uni

m“ﬂ_m% t tha adtons and fforks of Porle

N mfl@vee. . #&
qu tru e alue uld, raf[jnt fho j-ulﬁzwinﬁ

h huf'ﬁ.nrll-;‘h.m ;™ ﬂh‘jggﬁva—g and Planc,

Importance of @ Good Structure

A pood organizational structure reguires a bot of time and cffort to degign and

put in place, This will in tum facilitate proper administraton ﬂﬂ:nk—l'ﬂ-ﬁ-‘&-

"'-::;5‘-! by making management ¢ffective and providing a r'mml.': wiork in which

work can be performed. Besides, it allows optimum use of available resources. avouds
. 19} wastage 0F materials Elﬂd@upli.tﬂ.ﬁﬂﬂ of work.

e A gqood strudbure. enla e

" [ cameinizabion 5 & tnable o
31*..{‘.“[7-: : fi&l._b Pea Pla. ok the vigluk tina. In
.a,_,._-,ﬂ_j_Li:LtﬂJ N - :}H...as a‘l"b.-'r\'h and cl:-'ﬂ'ﬂﬂ"'ﬂ EEI‘Cﬁ.Hﬁﬁ
H-wtt:-_o,!« division of weork and dolegatisn of
i ﬁ ..::'.I‘-‘E-"tﬂ__'ﬂ"ﬂ. c.l-..qvxﬂ-:-_; broughit aboub
TR SRt
are ﬁj}lgﬂﬂ_i bl s thak PecFle

Jolbs H’"""_'j Can perform.
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HF/ Een: are various types of structures to choose from and different organizalions can
adopt any of them based on their functions, Three of them are discussed below,

LINE AND MILITARY ORGANIZATION i is the oldest form of organizational
structure and lines of authority are straight or vertical. The organization is divided
into several departments, cach led by a head of department, The departments exist for
control and direction where individuals at the same level perform similar duties,

-
——

grrpassed to the Jumior Staft working
under them. The principles of sealar and unity of command are strictly followed in
this tvpe of structure,

Ffundhicnal organzation

o it shradiome T o |jobs ove sfedafied
'ﬂ"llj i—--lhl__:;r.. velatad Jt:lu? ::—-" iﬂnﬂl\' t= njl\'i:‘wli- 'I—L-.n
e e e R e
ot irhs |taadi S b laho,
::ilz be L‘*“ﬂiﬁt._.;mﬁw Eﬂitmj te a Wigl
SRS A e [ 25 0y
N0 duwflicabioe ";{-‘t-:id. be

Commiftee Organizafion

For a committee to beyeifective, the appointing body should ensure that there
i5 a well-defined autherity and scope. There must be proper selection of the leader as
well as the committee members who should not be oo many or oo few, | A committce
consists of an appointed body of persons with delegoted functions and 15 accountable
to the appointing authority, Various committees are appointed based on the power
they exercize. There are those that have the power to bind the appointing body and
thase that do not have. Committecs are also classified according to their functions or

duration.

(use Sholder bucdings)
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Exercise 3

Create the following table.
Centre the table both vertically and horizonally,
Save it as EXERCISE3A in vour folder to print out later,

Tand Inskybute of c_um!:wl:er sty

dies (TE0EL

Admissions and Income from Various Campuses — 2018 o 2021

ADMisS lon S

—~

PACKAGES Yeanr i —
2018 2609 2020) Zo ]
1= . ——
MNumber Numbser MNumber MNumber
Wi nA owe |eto 2o L5 104 2276
Email Essentials{ 2,022 043 2ol g 26819
MS Word 4.234 1194 354 3384
n":/ —PA S frese s +0 4% 37464 595 e
Power Point 3056 129 £7%7 2734
Emﬁ 5 T _._;.;q_._-— o, S e
3‘.4%3' "1~ To3R oSS
4{( 274 L e

ADMISSIONS [N SELECTED PACKAGES ACROSS CAMPLUSES - 2021

| CAmpug | PACKAGE ] Semeéster
éﬂu f \ 1** Semester | 1M !iurn-_-a.lrrl _"-“'
\ ] Number Ne. [ a5
nff' P Bum yoals T L Hbs s
L Rovsamby | Mg v 801 1832 hooo
e f Westhands Ssentaln\ Gmail | V300 1,177 688
Buiya ExXcel 302 453 TSZ
Kiambu Town | Power Poimt \oo| 3hS 113
INCemeE FRom SELECTED CAMPUSES
NEan | CAMPUS
Wetkiande | Rt samby | Kiambu Town
%Sh Looo) Ksh(000) Ksh (po=)
20\ 8 1,887 876 188
(2021 111 |/'—7“_'7ﬁ5 2 002
cozo 1982 1013 1992
2019 | 2,001 ) 899 |
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Exercise 4
|

Create a Personal Loan Check-off Application Form attractively using the information
given below.

2. Bave it as EXERCISE4A in vour folder o print out later

: He o le or Tawi
Deve E[iil :-[- qu:.;: pmn Box 35";?&2 G,F.‘E.nt i+ The
form has a HJ:& * personal loan check—off "‘ff’*kﬂh‘;‘h
.m;n/ form ¢ It has eight parks, (1-¢). Al Hue headings
Sheuld be 1w mihal ':vﬁl’-‘_.hulc-ll-'nl and ll'ﬂ.fnl:.rj.e:‘-
Ffw'u]t. .EI?MEE fw ‘—F"”;':j tine e -.;-..fpvma.hm': e all
Hee Cight Pavls Bf Hue fovm
J{Jnrfi Is iﬂndt:’ &frllt;ﬂ{r-i Jﬁq;l_{ and has
Fhe ﬁl!umﬂuj l;ifqvmq-hih: Syrname, crhay Names | D .
n“""""“; Nationg 'lfﬁ, Fid, th, Dj- L;r‘l'lu-_,ﬂllnnh:n Maridal
status mobile Nuw ber, poshal address, code and tewn-
Pﬂfl'ﬂ has a hﬁ‘ld*hj,bqﬁu details Tlax are: aetount

Bt ber ]‘.‘i"'ﬂhLLll,ﬂ{EDHn-I: Nnumber, Gttount Name And
-‘-Lh'h. Ertﬂd'

= In port 3 1tk heaclmq is Eh_ﬂnjmn;lr c]i’.ﬁinhi
|'h-!:1 vk hac iﬂ‘ﬁ -fuh-'lflﬁ'qglmﬂ; nﬂml‘j[ﬂ'} Current

ﬂmﬂnjtf and (k) EMH-::JHII irhj.;i-:.ql addvers- Tae
Sub- lju'.q_J.'-ﬂ_q ang w  viitigl -c.ﬁ-f.: awd '-mcltr'-lf:.urad-
_[:’E’fm]s m Sechion @ mclude Dame IHC Em}:luj'lf'_.-
E't“{"““r’ll“f" ? E“"f'lv‘jﬁ'l'-ht,PF ﬂumb-!f,cfﬂ;’nr*mewl:
GIEJ‘lj"I"Hh'-""",j\"ELU Iq'ﬁj.”a{sh-ﬂhd net .Eq'lm:j‘-k.d.' !
f.{lj v Trwis Da{- E.mﬂgdmtn't af Shown below’

TeYins of Employmeat: ( please 4 bermanent [1 Conteack [
.SE;’#:-.'?-.{‘H} Shews pPostal address, code aud town

bulding ,Floor number and cheet;as well as
Offiie ht.’;.'.,,m,_ Number aud emajl -

The fourth part 15 headed detals of veferee.
lnidicaks the .Fpl}._-.....n'“ . "'I'E.fgfﬂr'.f. fvralrer Name 1D
vamber, velatwn ® Spplicant  te le hme number,

uCLurnh'nq Gnei Cra s | address - (w Pﬂn’i’ 5
2331
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l;( - e Llacﬁlfj“ o Lo dh , Confrirena s, hfq.:i
Equ—]?afhﬂe“t andl Mu‘«r.n.i’:jﬂq. -i"lfﬁfma-tm? Ej

g v Hak Hie oabove Named 15 & Ln_rmﬁda fw;IJJn:jeL
Lu:j"fl"'“ - e nml e Salar Jihlli IHJlf.-n."‘nf are

Choect [t also bas e HOD' narat, Sigmafore, date and
Qﬂ-lr:;.q'l Stamp -
Parté o hhAFJ loan Jti‘{lli{?lwg Fiew).
lndicale the falh“':j: '
[ Loan (T Tpup ) Refiramee [1

other delarls 1w tlude (pan amount! kj!qquﬁuh"l' I
mﬂ,ﬂ;; I:mi:m.':ﬂ of tle loan and re f-u-dm;,ﬂ-t, Pﬂiu{L

Pavt T it headed qui‘h.u;tfj o recover loan. hmdicate
Hae fﬂ“l:'u‘u.j state ment: _
i ] ° htﬂ;‘} qive mny EM{?IUH......,..,..-- .
Ivrevo Cable ﬂl.lﬂtﬂ"i:lt'j to Yetoyer ’]:"b*-n MJ q“ﬂ.]'a.rj

it s i ia tvef' manth  over a Y Y
montlt ﬂ“d renait thie Jome 4o Tqmi Dtv{IUFMEaf
Pank fl'l‘I'L.t ::mhtt? "y loan account. b hqe He
a{:t:»'.i.ﬂnwj"j Jﬂﬂa‘l’uﬂf Ib i ber 'I:ll'\d ﬁlﬁh. .

Timz {ﬂ.i* [’ﬁf{' |-5 thncld *f\N 'ﬂﬁ-’rﬂq' e m-lﬂf
Create a toble m.IH.- Foso Eﬂlﬂ-mi and turee vows. | fle
-f-u.;'l: l'.-'BI.MI'iI, h..gl.u'i‘t. M L ':Pj'ﬁﬂmh'. ﬁ'ﬁ'fiﬁt, LF&”EI'I q“J
fmw‘lbdlrﬁh Sales -.':"-fﬁufllitl"l' Tocer e e vowg. befq‘h
I et Secomd cohmtn fnclude Staff Number brga L.
Code aud Sales code 10 H respective vous: Tais
part ends ol *a.”mﬁcljﬂnt ﬂuffrwenl T =

-

¥ Delete G-P,F"‘D]Winfg,h -
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Excreise 5

1.  Keyinthe tollowing display atiractively on A4 portraitl paper,
o Save it as EXERCISESA in your falder 1o prinl aut fater.

PTDduct Innovatioll
Management

“TARGET

NEED

UNIQUE BESNETIT

VALug

belivaey Capture.

l

PRe FITARILITY

—

THIS 18 THE LAST PRINTED PAGE
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