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1> Define the following words:	(6mks)
A> Cell
______________________________________________________________________________________________________________________________________________________________________________
B> Row
______________________________________________________________________________________________________________________________________________________________________________
C> Column
____________________________________________________________________________________________________________________________________________________________________________
D> Range
______________________________________________________________________________________________________________________________________________________________________________
E> Worksheet
______________________________________________________________________________________________________________________________________________________________________________
F> Workgroup 
______________________________________________________________________________________________________________________________________________________________________________


2> State the distinction between:	(6mks) 
A> A label and a value
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
B> A formulae and a function
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
C> A spreadsheet and a word processor
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3> Assess the spreadsheet below and answer accordingly:	(6mks)
Student’s performance table in one subject 

	
	A
	B
	C
	D
	E
	F
	G

	1
	
	Term one
	Term two
	Term three
	Total
	Average 
	Count

	2
	Opener
	67
	57
	97
	
	
	

	3
	Midterm
	87
	36
	59
	
	
	

	4
	End term
	65
	46
	34
	
	
	

	5
	TOTAL
	
	
	
	
	
	

	6
	MIN
	
	
	
	
	
	

	7
	MAX
	
	
	
	
	
	


i) Write a formula that can return a value at cell $D$5 ____________________
ii) Write a formula that can return a value at cell E4 ______________________
iii) Write a formula that can return a value at cell F2 ______________________
iv) What is the possible value at cell:
a) G3	__________________________________________________
b) C5	__________________________________________________
c) B7 ___________________________________________________
4> State two reasons in each,  to back the following Word Processing facts 	(6mks)
i> Why is it necessary to save and protect word processing files with a password?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________
ii> Why are word processors better than type writers in word processing?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________
iii> Why is page formatting necessary with word processing applications?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________
5> True or False?
i> Indentation refers to moving text away from the margin?	______________
ii> Ruler is also use to indent?	______________________________
iii> A4 paper size is bigger than A3?	_____________________________
iv> A template is a preformatted document?	________________________
v> Bullets are used to order numbered lists?	_________________________
vi> [bookmark: _GoBack]There are three types of editing modes?	________________________
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