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Instruction to candidates.

1. Indicate your Name and Index Number at the top right hand corner of each printout.

2. Write your Name and Index Number on the Storage medium provided (optional).

3. Save All your work in My document folder which has been created.

4. Passwords should not be used while saving in any media.

5. Answer All the questions.

6. All questions carry equal marks.

7. Make a printout of the answers on the A4 papers provided.

8. Hand in All the printouts and the storage media.

1.
Tip Top consultants has short listed candidates for an interview for various 
positions in their organization. The following is a standard letter for each of the 
candidates to be interviewed. The information enclosed in <<>> represents details 
about recipients, positions, dates and time of the interview.


(a)
Using a word processor, type the document as it appears and save it as 


LetterMain.






(16 marks)

Tip Top Consultants

Top Human Resources Consultants

P.O. Box 456,






Tel: 0322232514233

Nairobi.



 


Email: Info@tiptop.co.ke
Monday, 11 April 2009.

<<First Name>> <<Second Name>>,

P.O. Box <<Address>>,

<<Town>>.

Dear <<Title>> <<Second name>>,

RE: INVITATION FOR AN INTERVIEW
Following your application for the position of <<Position>>, I am glad to inform you that you have been short listed. You will be required to report for an interview on <<Date>> at <<Time>>. You are required to bring the following documents with you.

· Identity Card

· Original Certificates

· Two passport size photographs

· A reference letter.

We are looking forward to seeing you.

Yours faithfully,

Suku Nzolata

Consulting Partner

(b)
Insert the following as a footer:


Vision: “To be a leader in the provision of quality Human Resource for 
development”

(c)
Create the logo in Figure 1 and position it below the statement ‘Top Human 
Resources Consultants’.

[image: image1.jpg]TIC




Figure 1



(6 marks)

(d)
Table 1 shows details about short listed candidates. create a data source to store 
information in the table and save it as ListFile.



(11 marks)

	Title 
	First Name
	Second Name
	Address 
	Town 
	Position 
	Date 
	Time 

	Miss
	Anyango 
	Wafula
	365675
	Kisumu
	ICT Assistant
	6th Dev
	11:30 am

	S
	Caroline
	Kandai
	3456
	Kajiado
	Accountant
	6th Dec
	12:30 pm

	Mr
	Zachary 
	Esokon
	123
	Lodwar
	ICT Assistant
	7th Dec
	1:30 pm

	Mrs
	Ssuan 
	Chemutai
	721
	Eldoret
	Accountant
	7th Dec
	2:30 pm

	Mr
	Jilo
	Buya
	222
	Mombasa
	Accountant
	8th Dec
	12:30 pm

	Mr 
	Sospeter 
	Kamau 
	912
	Kiambu 
	Accountant
	9th Dec
	12:30 pm


(e)
Using mail Merge feature, merge the files LetterMain and ListFile and save the 
documents as Merged Document.



(5 marks)

(f)
Insert page numbers at the top right hand side in the merged document saved in 
(e) above.



(2 marks)

(g)
Using ListFile as a data source, create a list of addresses to be printed on 
envelopes as shown in Figure 2 and save it as envelopes.

(4 marks)


<<Title>> <<First Name>> <<Second Name>>,


     P.O. Box <<Address>>,


<<Town>>


Figure 2

(h)
Print the following:


(4 marks)


(i) LetterMain;


(ii) ListFile;


(iii) Page 5 of the Merged document;


(iv) Address to be printed on the first envelope.

 QUESTION 2
(a) 
Create a new workbook and name it as form 2 computer Exams



(1 mark)
	Name 
	Class
	Adm 
no.
	CAT 1
	CAT 2
	CAT 3
	Total 
	Average 
	Class 
Position 
	Remark 

	Kimani John 
	E
	7784
	96
	68
	72
	
	
	
	

	Ben Kiprop
	W
	7876
	74
	57
	76
	
	
	
	

	Bernard K
	E
	8012
	82
	53
	71
	
	
	
	

	Henry Sitati
	E
	7340
	79
	81
	73
	
	
	
	

	Kemboi Bett
	W
	7792
	75
	73
	79
	
	
	
	

	Michel Mwai
	E
	7806
	40
	47
	29
	
	
	
	

	Martin J.
	W
	8306
	39
	50
	31
	
	
	
	

	Korir Ben
	W
	8184
	33
	85
	74
	
	
	
	

	Paul W.
	E
	8282
	27
	28
	24
	
	
	
	

	Abiti Ken
	E
	8483
	32
	27
	29
	
	
	
	

	Leonard B
	W
	8047
	37
	27
	26
	
	
	
	


b) 
Enter the following data in sheet  1






(20 marks)

c) 
Rename the sheet as Term one result 






(1 mark)

d) 
Find:


i) 
Totals 










(2 marks)



ii) 
Average 









(2 marks)

e) 
Use the IF function to award remarks as follows 




(3 marks)

· A student whose average is above or equals 65 is given “excellent”
· An average of 55 or above but less than 65 award “average work”
· An average less than 55 award “work below average”     
f) 
i) 
Award position to student basing on the average scored.



(3 marks)

    
ii) 
On the last rows enter formulas to count students from both classes 

(2 marks)

g) 
Sort the students list by class position in ascending order



(2 marks)

h) 
i) 
Copy the entire worksheet onto sheet 2 rename it “lower group”


(2 marks)

    
ii) 
Filter “Lower group” sheet to display students from “E” class and whose average score is below 50.  
























(4 marks)

i) 
Draw a bar graph to display the following information




(3 marks)

· The three cats 

· Names

· Title as “TERM ONE COMPUTER RESULTS”


i) 
Place the legend at the bottom of the graph





(1 mark)


ii) 
Save the chart on a new sheet and name it graphical analysis


(1 mark)

j) 
Print 

i) 
The filtered lower group







(1 mark)


ii) 
The chart









(1 mark)


iii) 
Term one results sheet







(1 mark)
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