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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 felfow students may lead o
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 onfy.

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.
E (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
Cool I'T Suppon Services
I~ Box V8% - G100
SNAIROB]
KEMYA

o | iy s datiss
<Requesier hames
o Addressss
<< Town=>
Dear SirfvMadam
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 Sumber Summary Descriplion Date Submiied ST TE]
<< Requesr™ anibpsss < SR AR [ “Rlals
In order to serve yiitl betier, kindly confirm the status as reported by our stafl
Your faithfully,

Ken Thomas
CUSTOMER SERVICES MANALGER
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(i} Lising the details intable 1, create customized letters for each of the TG PIems,
L-se o mai] merge facility and save the data source sppropriately. (6 marks)

Redquesterdame  Address  Town _Requestsumber  Dale | Summary  Stagns
Sleaw :
dobin Mwand e Hox &7 B efii CTT201 2010 T 2012 network Resolved
S e fess
Loanpet
Wiew
Susen Poaul Fox 65 Narmt CITZ0120121 [ROT2Z0TT  cerain Pending "
wirhs
. L !
ol st F"\'I'-I.HII:_'.
fAccEsE {har
S UPE olficers
Douglas King Box @0 Naivasha CIT20020136 15012012 | site have

reqjuesked
for more
information

lable 1
(it} Save the customized letters as (stomer Reguests in the KNFCEXAM folder '
to print out later, {1 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 (% marks)

Chiel Exccutive
Officer

Sonthern Regional Northern Regional
MManager Manager
Kitwe Sub-
Regional Audit Finance Manager [~ Regional
Ma.n:;g.:]’ Mu’lﬂﬂ tr
Mbeli Sub-
Regional
== | Manager
Figure 1
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TASK 2

The Finance Manager of Green Gardens Ltd has requested you to prepare the worksheet in
Figure 2. Use it to answer the questions that follow.

A B C B ¥

1 | Name Grade No of Days | Amount

2 | Jerome Ninja 2 18] N
3 | Salma Moije 2 15

4 | Lowell Nancy 1 24 i
5 | Chris Davis ! %

6 | Grace Monic 3 1%

5

8 | Total Amount |
g Mean number - i
| of davs

- | Rates

.'..r nrﬂq"‘

{a)

(b)

(el

Figure 2 '

Open a spreadsheet program and key in the data as it appears. Save the workbook as
FieldTripExpenditire in the KNECEXAM folder. (4 marks)

(i Insert a row above Lowell Naney and enter the following data approprisely,

(2 marks)

| Pamela Moor

3

5

(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 murks)

(i) Using lookup function and cell addresses only, determine the amount for each

staff,

(2 marks)

(i) Using an appropriate function and cell addresses only, determine:

L. the total amount;
200271038, 29031038
29061038, 1908/103B
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29181038, 2921/103B

i

(1 mark)
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(d) Format the worksheet as follows: {2 marks)
(1) Outside border — thick black
(1) Inside border — dotted
(iii)  Number - two dectmal places

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

(e)  Createa 3-1 bar chart in a new sheet named Graph showing the amount paid 1o each

stafl, Label the chart appropriately. {4 marks)
(D Suve the changes lo print oul Jater:

(i) the worksheet showing formulae used instead of values:

(ii) thechart {2 marks)
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