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GENERAL PROFICIENCY
THIS SECTION IS FOR GENERAL PROF ICIENCY CANDIDATES ONLY.

SECTION IV - 30 marks
PRODUCTIVITY TOOLS

ANSWER ALL QUESTIONS.

15. The following questions relate to Word-Processing:
(a) The first line of your document contains the word “John”. List TWO ways to replace
the word “John” with the word “Mary”. ( 1mark)

(b) You have a document with 10 paragraphs. How would you interchange the: third and

sgventh paragraphs? ' _ ( 2 marks)
(c) What is the difference between centered text and fully justified text? ( 1 mark)
(d) You have a document with 10 paragraphs on one page. What is the most efficient way
to make paragraphs 6 — 10 as page two of your document? ( 1 mark)
(e) For the submission of your document, you are required to use 1.5” as the left margin

and 0.5” as the right margin. How would you set the margins as required? ( 1 mark)

® The heading of‘your document is THE DIGITAL DI VIDE

(1) How would you remove the underline? ( 1 mark)

(i1) List TWO formatting features used beside underlining and bolding.

(1 mark)
(2) In your document, you want the page number to be inserted automatically at the top
right of EACH page of the document. How would you do this? ( 1 mark)

(h) How would you print the content of a page across the length of the paper? (1 mark )

Total 10 marks

GO ON TO THE NEXT PAGE
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16.  The following questions relate tO Spreadsheets:
The number of students attending the local University for the past 5 years is given in the

following spreadsheet:

Programs

and cappHHHHE appears in the cell. Why did this occur

In cell BO, you entered a number
and how would you make the actual number you entered appear in the cell?
(2 marks)

® State the range that contains the name of the various programs offered by the Univer-
(1 mark )

sity.
608 and not 680.

program in 2002 is
(1 mark

©) The number of students who pursued Diploma

How would you change the data?
compute the total numb

(d) You want 10
the period: 7001 — 2005. State the formula'y

er of students who pursued Masters program fo
( 1 mark

ou would use.

f the $B$10 i

0’ was inserted in @ cell. What 1s the purpose ©
(1 mark

©) The formula «-B3/$B%1

the formula?
n the range, B1:C

align the data 1
(1 mar

® For good presemation, you are required 0 right-

How would you do this?
a cell B7. The value in B4 was chan!

The formula “=SUM(B2:B6)” was entered in
ged. Why did this occur? ( 1 ma

(g)
and it was observed that the value in B7 chan
(h) The formula in Cell B7 was copied 10 the range C7 -F7. The values in the range Ci
were checked and found to be correct. Why did this occur? ( 1ma
(1) Explain how you would format all numeric values in the range B7:F7 so thi
thousands are separated by comimas. (1
Total 10 ™M

GO ON TO THE NEXT
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The following questions relate to Database Management:

The Traffic Department is concerned about reckless driving by drivers of public transportation
vehicles using a particular route. On a daily basis, the traffic department would like to store
information on the Registration Number of the Vehicle, the type of Vehicle (Bus, Mini-Bus, and
Hired Car), the driver of the vehicle and the number of tickets issued to the driver. You have
been asked to create a database table named TICKET to store the information.

(@

(b)
©)
(d)

(e)
®

Create the structure of the table TICKET. Your structure should indicate the name, data

type and size for EACH field in your table. ( 3 marks)
State ONE reason for using a form to input data into your table. ( 1 mark)
Give ONE example of a record in the TICKET table. ( 1 mark)
Suppose you now need to store the sex of the driver, what would you do to accomplish
this task, assuming that your table has 10 records already? ( 2 marks)
Write a query to show ALL female drivers of Hired Cars. { 1 mark)
How would you print th¢ data in a table for the date, 24/12/06? ( 2-marks)

Total 10 marks

END OF TEST
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THIS SECTION IS FOR GENERAL PROFICIENCY CANDIDATES ONLY.

SECTION IV - 30 marks
PRODUCTIVITY TOOLS

ANSWER ALL QUESTIONS.

16. The following questions relate to Word-processing:

(b)
(©)

(d)

(e)
(f)

1€:9)

Identify TWO formatting features used in the followin g letterhead of an organization:

PREMIER TRAINING ACADEMY

100 South Road, New Town, Murray Town
Tel: 1-800-235-7645; email: pta @Ilraining.net
( 2 marks)

The text in the body of the letter aligns to both the left and right margins. What
Justification has been applied to the text? ( 1 mark)

How would you interchange the second and fourth paragraphs in a document?
( 2 marks)

Write an efficient way to place ALL texts after the second paragraph on page 2 of the
document. ( 1 mark)
State TWO ways to indent the text in the second paragraph of a document.

( 2 marks)

What is the purpose of the print preview feature of your word processing program?
( 1 mark)

Page 3 of a document was not clearly printed. State an efficient way of reprinting only
page 3 of the document. ( 1 mark)

Total 10 marks

GO ON TO THE NEXT PAGE
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Questions (a) - (h) refer to the following spreadsheet:

T A S - B R I S F
o 2001 | 2002 | 2003 Total | %
2 | Chemistry | 100 | 75 65
3 Biology 40 50 70
4» | Physics 25 15 S
5 .‘ Total
]

The spreadsheet above indicates the number of science graduates from a college during the
period: 2001 - 2003.

(a)
(b)

(©)

(d)

(e)

®

(&)

(h)

How many rows are in the ‘spreadsheet? ( 1mark)

In which range on the spreadsheet are the Biology graduates for the three years
indicated? ( 1 mark)

Indicate the cell and the formula to be inserted in the cell to compute the number of
graduates in 2001. ( 2 marks)

What is an efficient way of computing the number of graduates for 2002 and 20037
( 1mark)

The formula EZ/$ES$5 in Cell F2 was copied to Coll F3. What is the founuta in Cell F3?
( 1 mark )

The value in cell B3 is changed. List TWO cells whose value will be affected, given
that formulae are inserted to compute the totals. ( 2 marks)

The formulae in the range F2:F4 produce decimal values. How can you convert the
values into percentages with 2 decimal points? ( 1 mark)

What is the default alignment for numeric data? ( Tmark)

Total 10 marks
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The following questions relate to Databases:

The owner of a small computer store maintains a stock card for each item in the store. A
sample of the stock card is shown below:

(a)

(b)
()
(d)

(e)

()

Item No A100

Description Mouse Pad

Quantity 200
Price 3.00

Fast Moving | Yes

Design the structure of a database table. Your table structure should include appro-
priate field names, Field Type and Field Size. The data in the Fast Moving field should

only be Yes or No. ( 3 marks)
Give ONE example of another record in the table. ' ( 1 mark)
Which field in the table must have a unique value? ( 1 mark)
State TWO ways to arrange the records in a table in a specific order. ( 2 marks)

List TWO meaningful queries that would be of benefit to the owner of the store.
* ( 2 marks)

The storeowner needs a price list showing the Item No, Description and Price. How
can this report be generated? ( 1 mark)

Total 10 marks

END OF TEST
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GENERAL PROFICIENCY
THIS SECTION IS FOR GENERAL PROFICIENCY CANDIDATES ONLY.

SECTION IV - 3¢ marks
PRODUCTIVITY TOOLS

ANSWER ALL QUESTIONS.

15. The questions which follow the paragraph below relate to Word Processing.

Information Technology has evoluted over the past five decades in responz
to the need for more effishent technikes to manage the significantly
increased volume and sophistikation of the knowledge reservoir of
mankind. It merges the study of Computer Science, Telecommunications
and Office Automation; involves the collection, storage, akkessing,
processing and dissemination of information and impacts on both work
and leisure activities.

(@ What kind of justification is used in this paragraph? ( 1 mark)

®) Use the phrase Technology and Me as a title for this paragraph. What steps would you
take to place it above the paragraph and centre it? ( 2 marks)

© How can you change the paragraph so that the second sentence is in a new paragraph?
( 1 mark)

(d) If you have successfully placed the second sentence into a paragraph of its own, explain
how you would centre-justify that entire paragraph. ( 1 mark)

(e) Describe how you would move the entire second sentence to make it the first sentence.

( 2 marks)
® Some words are misspelled in this paragraph. What feature of word processing would
you use to correct them? (1 mark)

(2 What steps would you take to change the line spacing in your two paragraphs from
single to double spacing? ( 2 marks)

Total 10 marks

GO ON TO THE NEXT PAGE
01529010/F 2008
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The questions which follow the paragaph below relate to Database Management.

You are required to create a database table to store information on the students in a class. You
are required to keep track of the following data for each student: student ID, student last name,
student first name, date of birth, year of entry.

(a) Create a structure for the above table. Your structure should include field names, data
types and field size. ( 3 marks)
(b) Write ONE example of a student record. \ ( 1 mark)
©) Identify the database feature that would arrange the records in DESCENDING order
by year of entry. ( 1 mark)
(d) Explain how ANOTHER field called grade point average (GPA) can be included in
the database table. ( 2 marks)
(e) What criteria you would use to search the table for ALL students who have been
admitted after 2005? ( 1mark)
® Explain how you would generate a report to show ALL students ordered by last
name, according to their year of entry. ( 2 marks)
. Total 10 marks
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16, The questions (a) to (h) relate to the Spreadsheet.

GUYEXPO

EXPORTS: 2005 - 2007

Products 2005 2006 2007 | TOTAL

Rice 30000 50000 40000

Sugar 50000 70000 80000 |
Bauxite 5000 7000 6000

Timber 7000 8000 3000

TOTAL

(@

®

©)

@
@

®

(8

@)

Wite the function that would calculate the TOTAL rice exported during the period

2005 - 2007. ( 2marks)
State how you would centre the text “GUYEXPO across the columns used by the
spreadsheet. ( 2marks)
State the range that would show the TOTAL exports for EACH of the three years.

(1 mark)
State the cell that contains the amount of sugar exported in 2007 ( 1mark)

‘Write the formula to compute the percentage of exports for 2005 that was contributed
by rice. ( 1mark)

The comma (,) format was applied to the numeric data in columns B, C, D and E. What
should happen? ( 1 mark)

It was suggested that the headings for all numeric columns should be aligned to the
right. Give ONE reason for this. ( 1 mark)

Formulag were placed in Column E and Row 9 to compute totals. Suppose the dat in
C7 was changed from 7000 to 8000, state three cells whose data would change
automatically. ( 1mark )

Total 10 marks

GO ON TO THE NEXT PAGE
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