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INSTRUCTIONS TO CANDIDATES
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You have ten minutes to read through the instrucitons and the question paper hefore siarting the
examinarion.

Any problem with the compuier should be reported to the invigilator immediately

Direct any question(s) to the invigilator only, Conversing with fellow studenis may lead o disqualification,
Write your name and index number on the answer booklet and on the rewritable CD provided.

{vpe vour name and index number ax a header on each sheet used.

Ferform ALL the three iasks

Each task carries 20 muarks.

Read the instructions of each rask carefully

Frint on ene side af the paper only and use a fresh sheet af paper for cach task,

This paper consists of 7 printed pages
Turn over
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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" The Sales manager of Faulu Road Services Lid intends 10 invite the salespersons to 4 strategy meeting. As an [T
experl. you have been requested by the manager to create an internal merno,

(a) Open a word processing program and key in the following memo as it appears. Save the work as
Memao.rtf in KNECEXAM folder to print out later. Use appropriate graphics as may be available in
YOUr computer,

—_— -

P.0. BOX 231450 - 98012
NAIROBI

Telephone: TROY87234/2138974532
Email: fauluroad@info.org

When replying. please quote:
Ref No: FRSL/SM/IC/004 Date: Today's date

FROM: SALES MANAGER
Ti: << [itle>> <<[ast Name>><<FirstName>>

SUBJECT: STRATEGIC MEETING

This is to humbly invite Fiou to the above mecting sehéduled for 15™ January 2013 at the Furifuri
Hotel startimg from 2 p.my. The falléwing is the agenda of the meeting:

- Reading and confirmation af the previous minutes
- Matters ansing

- Annual sales report

- Strategies to maintain and improve sales

- AOB

You as the =<Responsibility=> will be required to attend in person without fail,

Be prompt.

Georges Firi

i CC

] 1. CEO

2 Managing Director

(12 marks)

Turn over
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({s}] Create the following data source and sawve 11 as dofa in the KNECEXAM folder.

| Title | LastName | FirstName | Responsibility |

| Mr. | Gedd |Jonnson | Texm Leader —

(M [Char | Vicky ]Lﬁ_pm 4

| Mr. | Yato ) Benson | Senior Sales

Mrs. | Dan  Gladys | Sales Rep
{3 marks)

(c) Lsing the mail merpe feature and the data source created in (b)), create customized memos for all the r i

salespersons. Save the work as merged inthe KNECEXAM folder to print out later, (5 marks) '

:
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TASK 2
(&) (D) Open a spreadsheet program end create the following worksheet as it appears.
 GAME RESERVES )
‘The population and distribution - N
Reserve  Animal Population | Percentage | Comment |
Dadad Rhinos 20 :
Dadad Linns - 200 !
Dadad Elephants 400 N
Dudad Leopards __Too
Malib Rhinos 5 al
Malib Lions (=D 500
| Elephants 2000
Leopards 300 .
: Rhinos 2
Lions S{H)
Elephants 4000 =
_______ Leopards 6000 |
| 1
[3 marks)
. (i) Save the workbook as PapWildlife in the KNECEXAM folder. (1 mark)
(b} (i)  Copy the contents of (1 mark)
{ii) Rename the sheet [ and shedld av Row and Processed respectively. {1 mark)
" c)  Using cell addresses only, determine the following in the Processed sheet:
(1) Tortal population for each Reserve; (3 marks)
{1t} Grand total population; {1 mark)
(iti}  Percentage population of each animal in each reserve in respect to the grand total population.
. ! {3 marks)
{d)  Create a clustered bar chart to represent the population of cach animal in the reserves. Label the chart
appropriately. (4 marks}

&)  Save the changes to print cut later:
(1) the Raw sheet;

(1)  Processed sheet showing the formulae used instead of values;
{1ii]  the chart.

{3 marks)
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The Transport Manager of Nag Tours Company Lid would like (o make a presentation. As the [T expert, you
have been requested 1o create the présentalion for the manager.

{a" Open a presentation program and use the outlines in Table | 1o ereate the presentation. Save i1 as
Report in the KNECEXAM folder. Use appropniate slide layouts.

Eli:-h: . . - l_:'ﬂnt_l:nt )
I TRANSPORT DEPARTMENT |

By Kenoly Fedler
! = Transport Manager

2 |LOCATION

ADM

i

= /@
-
| W\ |

ITEESNNEEPEEEEEEE S,
L]

" TRANSPORT| |
| S DEPARTMENT |

-

I i — . 4 = — - —— = 1
3. INTRODUCTION
o Backeround information
Year it was started n
Why it was started '
. - Vision, Mission and Core values

s The Staff in the department
# Srrategic plan for the next two years -
* The procedures in the depariment

|
)
4 RETURNS FOR THIS FINANCIAL YEAR

Amount
2,000,000
4,000,000
1. 200,000
| ,ﬂwm
32040 000
4 VO (WM
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.

g CONCLUSION
| Thank you and may GOD bless each one of vou | -

— e —— — Remove Watermark Now

Table 1

(14 marks)

(b}  Using the data in slide 4, create a pie chart in slide 5 to represent the returns. {3 marks)

() Apply a slide transition of your choice 1o all the slides. (1 mark)

(d)  Save the changes to print out later the hamdeurs with three slides per page. {2 marks)
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