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INSTRUCTIONS TO CANDIDATES

· Type your name and index number at the top right hand corner of each printout.

· Write your name and index number on the compact disk.
.

· Answer all  questions.

· All questions carry equal marks.

· All answers must be saved in your compact disk. 

· Hand in all the printout and the compact disk
This paper consists of 4  printed pages. Candidates should check the question paper to ensure that all pages are printed as indicated and no questions are missing.
1. The worksheet below is an extract from a business activity.

	Item Code
	Date 
	Receipt no.
	SUPPLIER
	Cost
	VAT
	Total

	1200
	12/7/90
	2142
	Chemoluk
	1245.00
	
	

	1204
	10/7/90
	2681
	Mara suppliers
	2004.00
	
	

	1205
	11/7/90
	2572
	Kugo industries
	1515.75
	
	

	1201
	12/7/90
	2146
	Patel garage
	1674.25
	
	

	1206
	8/7/90
	2672
	Chemoluk
	1756.20
	
	

	1208
	11/7/90
	2524
	Mara suppliers
	1674.20
	
	

	1207
	10/7/90
	800
	Mara suppliers
	3240.00
	
	

	1209
	9/7/90
	2672
	Inform products
	3658.40
	
	

	1202
	11/7/90
	2572
	Lulusik transporters
	126.00
	
	

	1203
	15/7/90
	2681
	Kugo
	2705.72
	
	


(a) Create a workbook to store the information and save as transactions 1.
                   (10mks)
(b) (i)Work out the VAT given that is 15% of the actual cost. Write the formula used in the space provided.







                     (6mks)
(ii) Calculate the total given that Total =  Sum + Cost Value.

                     (4mks)

(c)  Format the total value to 2 decimal places and save your work as transactions 2.     (2mks)
(d)  Extract a list of all records supplied by “Mara suppliers” and paste them to sheet 2. Rename the sheet as “By Choice”.                                                                               (2mks)
(e) Using auto-filter extract records whose receipt No. was written on 11/7/90 and paste them to a sheet 3.                                                                                                                    (4mks)
(f) Sort the worksheet in descending order of the total column and store it as transaction 3.                       

                                                                                                                                             (6mks)

(g)  Create a column called percentage and calculate the percentage of VAT against the total and display the result in the percentage column. Save your works sheet as transaction 4








                                 (8mks)
(h)  Print transaction 1, transaction2, transaction 3 and transaction 4.

         (4mks)
2.
Type the following passage exactly as it appear into a word processor and save it as Sirname 1.









(20mks)




  Ways to share information in word


There are many different ways to share information between office programs.  You can make your decision based on how you want the information to appear in the program, whether you want the information updated when it changes and when you want to shave the information’s with.

	TO
	USE

	Make copy of information that appears in one Program and paste it into another  program.

Quickly copy or move information between two open files

Use a file created in another program

Create  a jump to information in one program and represent it with coloured and underlined text or a graphic

Copy information from a file created in another program so that you can easily edit the data in the source program without leaving you current document.

Make information  available in a public place

Share a file with others so they can review and make comments.

Send a file to others
	Copy and paste

Drag-and-drop editing

Import and export

Hyperlink

Embedded object

Post to a public folder on Microsoft exchange server

Route a file in e-mail

Send a file in e-mail.


b)  Centre the heading and apply border and shading on it.




(5mks)

c)  Double line space the whole document.






(2mks)

d)  Double indent second paragraph by 1-5’






(5mks)

e)  Set margins as follows


(i)  Left margin 2’








(2 mks)


(ii)  Right margin 2.5’.







( 2 marks)


(iii)  Top margin 2’.








( 2 marks)


(iv)  Bottom margin 2.5’







(2 marks)

f)  Insert document header as LAMU COUNTY JOINTEXAM 


 (5mks)

g)  Insert document footer as STRONGER.





(5mks)

h)  Save the passage as SIRNAMES 2

(i)  Print surname 2 and surname 1
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