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WRITTEN ASSESSMENT 
ASSESSOR’S GUIDE
 SECTION A (20 MARKS)
(These are suggested answers to act as guidelines.)
1. Word processing software allows to text with a minimum of effort
A. Rearrange
B. Retrieve
C. Save
D. Enter

2. Which of the following is not an essential function of a word processing software package?
A. Indexing
B. Saving
C. Editing
D. Formatting

3. What is the name given to that part of a word processing package that is used to automatically insert names, addresses, and other text into designated locations in a series of letters?
A. Mail merge
B. Page layout
C. Block move
D. Word wrap

4. What is the intersection of a column and a row on a worksheet called? 
A. Column 
B. Value 
C. Address 
D. Cell 
5. Which of the following is not a type of Microsoft access database object?
A. Macros
B. Modules
C. Worksheets
D. Table

6. Press _____ to quit MS Access.
A. Tab +F4
B. Esc+ W
C. Ctrl +F4
D. Alt+F4

7. ____ is not a valid data type in MS Access.
A. Auto number
B. Currency
C. Memo
D. Picture
8. Which is not the valid edition of MS PowerPoint?
A. MS PowerPoint 2003
B. MS PowerPoint 2007
C. MS PowerPoint 2010
D. MS PowerPoint 1920
9. The slide that is used to introduce a topic and set the tone for the presentation is called the
A. Title slide
B. Bullet slide
C. Table slide
D. Graph slide

10. Excel documents are stored as files called
A. Workgroups
B. Worktables
C. Worksheets
D. Workforce

SECTION B (40 MARKS)
(These are suggested answers to act as guidelines.)
11. a. What is Microsoft Excel?							       (2 Marks)
Microsoft Excel is an electronic spreadsheet application that enables users to store, organize, calculate and manipulate the data with formulas using a spreadsheet system broken up by rows and columns
b. Difference between COUNT, COUNTA, COUNTIF and COUNTBLANK in Ms-Excel.										       (4 Marks)
· COUNT is used to count cells containing numbers, dates, etc. any value stored as number excluding blanks.
· COUNTA or Count All is used to count any cell value containing numbers, text, logical values, etc. any type of value excluding blanks.
· COUNTBLANK count blank cells or cells with an empty string.
· COUNTIF and COUNTIFS count cells matching a certain criterion.
c. Explain the meaning of the following error messages in MS excel	       (8 marks)
i. #NAME? – Excel does not recognize a function range or name u entered in a formula
ii. #NULL! – The formula refeers to an invalid range 
iii. #N/A – The formula refers to a cell that contains no value
iv. #Ref! – a cell reference in the formula is incorrect
12. a. Define word processing							       (2 Marks)
Word processor is an application software that enables a user to create, save, edit, format, and print text documents.
b. Name the three files used in mail merging				       (3 Marks)
· Primary file (main document)
· Secondary file (source document)
· Merge file
c. Differentiate between the following 				       (4 marks)
i. Save and Save as – Save is a command that saves new changes in an existing document while Save As is a command that allows the user to save a document for the first time.
ii. Undo and Redo – UNDO feature enables the user to cancel the most recent editing action while REDO feature repeats the last action
d. Explain the following terms as used in word processing		       (4 Marks)
i. Word-wrap - Word wrap is a feature in text editors and word processors. It moves the cursor to the next line when reaching the end without requiring you to press Enter key
ii. Thesaurus – it’s a tool that helps the user to find words or phrases with similar meaning or opposite meaning to the one selected
13.        Define Entity, Entity type, and Entity set as used in database	       (6 Marks)
· Entity can be anything, be it a place, class or object which has an independent existence in the real world.
· Entity Type represents a set of entities that have similar attributes.
· Entity Set in the database represents a collection of entities having a particular entity type
b. State two advantages and one disadvantage of DBMS		                   (3 Marks)
Advantages 
· DBMS offers various techniques and powerful functions to efficiently store & retrieve data
· DBMS serves as an efficient handler to balance the needs of multiple applications using the same data
· Provides Uniform administration procedures for data management
· Offers Data Integrity and Security
· DBMS implies integrity constraints to get a high level of protection against prohibited access to data
Disadvantages 
· Hardware and Software cost of a DBMS is quite high which increases the budget of your organization
· Most database management systems are often complex systems, so the training for users to use the DBMS is required
· In some organizations, all data is integrated into a single database which may cause the damage because of electric failure or database can be corrupted on the storage media
c. There are four most basic operations in database which are the backbone for interacting with database. Mention the four database operations	        (4 Mark)
· Create
· Read
· Update
· Delete.
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