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TVET CURRICULUM DEVELOPMENT, ASSESSMENT AND CERTIFICATION COUNCIL

(TVET CDACC)

Qualification		:	Level 6
Unit of Competency	:	Demonstrate Digital Literacy


ASSESSOR’S GUIDE 
These only serves as a guide to expected responses.

SECTION A (40MARKS) 
 
1. Distinguish between computer software and computer hardware as used in digital literacy.									(4 Marks)
· Computer software are instructions that directs computer hardware what to do and how to do it while Computer hardware this are the physical/tangible components that make up computer system.
2. Information communication technology has become the key aspect in today’s living. Explain two function of ICT.							(4 Marks)
· Data capture: Process of compiling information.
· Data processing: This involves converting, analyzing, computing and producing
all forms of data information.
· Generation of information: Involves organizing information into a useful form.
Storage of information involves retaining information for future use.
· Retrieval of information: Process by which a computer device is used to find and
copy data for future distribution and processing.
3. Describe three types of computer networks. 					(6 Marks)
· LAN (local Area Network): Covers a relatively small geographical area e.g. a
university campus or office building. Examples include Ethernet and Wi-Fi.
WLAN (Wireless Local Area Network): Links two or more devices using wireless
communication within a limited area such as a campus or office building. Some
WLANs exist to extend an existing wired network.
WAN (Wide Area Network): Covers a relatively large geographical area e.g. cities or states.
· PAN (personal area network): covers a small area e.g a room. Connect few devices compared to LAN.
4. [bookmark: _GoBack]Physical cyber security has been a big issue in the 1980s highlight TWO measures of the physical cyber security that are being used today?			(2 Marks)
· Fencing
· Door locking
· Use of access control card
· Use of cctv cameras
· Use of smoke detectors
· Window grills and door grills
5. Information communication technology is fast growing as the day goes by. You have been asked about emerging trends and issues in ICT. Name FOUR emerging trends and issues.										 (4 Marks)
· Artificial Intelligence (AI) and Machine Learning
· Robotic Process Automation (RPA)
· Edge Computing
· Quantum Computing
· Virtual Reality and Augmented Reality
· Blockchain
· Internet of Things (IoT)
· 5G
· Cyber Security
6. Define the term mail merge, listing the THREE files to be created during this process.										(5 Marks)
· A mail merge is a method of taking data from a database, spreadsheet, or other form of structured data, and inserting it into documents such as letters, mailing labels, and name tags

i. Main document
ii. Data source
iii. Merged document
7. Explain Watermark features as used in word processing application;	(3 Marks)
· It is an identifying image, shape, or piece of text that overlays the document. Watermarks are usually very light so that they don't interfere with reading the text.
8. Differentiate between word processor and word processing. 		(4 Marks)
· Word processor: This is a computer program or device that provides for inputs, editing, formatting and output of text often with additional features.
· Word Processing: A computerized method of writing, editing, saving, formatting and printing texts.
9. State THREE measures against theft.						(3 Marks)
· Create backups and store backup media in locations away from the main computer centre
· Putting burglar proof doors and windows in the computer rooms.
· Employing security agents to keep watch over data and information centre and restrict back up sites
· Reinforcing weak access points such as windows and doors with metallic drills and strong padlocks.
· Motivate workers so that they feel a sense of belonging and make them proud and trusted custodians of company resources.
10. Broadly speaking, there are two types of network configuration. Name the two types of network.									(2 Marks)
· Peer-to-peer networks
· Client/server networks
11. Internet is being used by almost every person in the current societies. What is the internet? Outline ONE challenge that internet is causing in the society today.											(3 Marks)
· internet is a collection of networks.
challenge
· It leads to spread of viruses.
· No copyrights rules is meant to protect the property of an organization.
· The cost of the internet service provider is high.


SECTION B (60 MARKS) 
12.  
a. Mr. Linus from an NGO what to procure application software. You have advised him to purchase off the shelf software. Outline SIX advantages of off-the-shelf application software type of software?					(4 Marks)
· The initial cost is lower since the software firm is able to spread the development costs over a large number of customers.
· There is lower risk that the software will fail to meet the basic business needs - you can analyze existing features and performance of the package
· Package is likely to be of high quality since many customer firms have tested the software and helped identify many of its bugs.
· Due to its wide distribution you may be able to gain help from a large number of users especially online.

b. Computer are classified into generations. What are the futures of the five generations of computers?								(10 Marks)
First Generation Computers 
· They used vacuum tubes to control operations.
· Data was stored in punched cards but later on magnetic drums were introduced.
· The computers were very large in size, meaning they consumed a lot of energy and produces a lot of heat thus causing challenges in temperature regulations.
· These computer could only perform one task at a time and they were very expensive to operate.
· This machine used machine language(binary system which consist of 1s and 0s only)

Second Generation 
· They used transistors for internal operations instead of vacuum tube.
· The computer were relative small in size, faster, cheaper, and more reliable compared to first generation. This was due to the transistor technology used.
· They stored data and programs using magnetic core technology instead of the magnetic drums used in first generation computers.
· They used punch cards for input and output operations.
· This machine moved from the binary language to symbolic/assembly language. This language allowed programmers to specify instructions in words.
Third Generation 
· They used Integrated Circuit (IC) technology instead of transistors technology
· Due to the IC the computers were much smaller, cheaper, faster and more flexible in terms of input and output compared to second generation computers.
· These computers used high level programming language which are very much like every day text and mathematical formulas in appearance.
Fourth Generation 
· They used large-scale integrated circuits called Very Large Scale Integration (VLSI).
· Due to VLSI technology the resulting computer were faster, more powerful and much smaller and more reliable than third generation computers.
· This computers were interactive, more user friendly and general purpose computers which could be linked together to form network.
· Fourth generation computer saw development of Graphic User Interfaces (GUI), mouse and handheld devices.
· In term of software, these computers used high level programming language such as C++, Java, and SQL etc.
Fifth Generation 
· They are smarter in terms of processing speed, user friendliness and connectivity to network.
· They have a vast storage mechanism.
· Supports advanced software technology such as distributed operation systems, Artificial Intelligence (AI) and voice –recognition applications. 
· They support robotics, virtual intelligence and parallel processing.                                                                             
c. State and explain any three input devices.				(6 Marks)
· Keyboard- is an electro-mechanical device that produces a special code when a key is pressed.
· Scanner -are used to enter hardcopy data into the machine. Converts hardcopy data into softcopy
· Voice input devices- these devices recognize spoken words and convert them into electrical signals
· Pointing devices- are used to enter data by giving commands and select options.
13.  
a. Having connected all the necessary peripherals to the computer. Outline the procedure of starting computer. 						(5 Marks)
· Switch on the main power supply switch.
· Switch on the UPS.
· Switch on the system unit
· Switch on the monitor
· Let the system unity undergo POST.
b. A computer operating systems is the software that start the basic function of the computer like displaying text, accesses internet and runs application among other essential functions of the computer. Explain FIVE factors to consider when choosing an operating system.							(10 Marks)
· Availability in the market- which is readily available in the market.
· Hardware provision and basic design of the computer- must be supported by the hardware configuration of your computer.
· The application intended for the computer-application/software you want to use in your computer.
· Reliability and security-must be stable to avoid breaking down often
· User friendly – should be appealing and easy to use.
· Cost- should be cost effective.
· Number of users it can support
c. Software are major components of the computer. Outline FIVE factors to consider when selecting software. 							(5 Marks)
· User friendliness
· Security
· User needs
· Reliability
· Compatibility
· Cost
· Documentation
· Authenticity 

14.  
a. In the present life style computer is widely used. Explain FIVE areas where computer is used. 									(10 Marks)
· Business-today the global market is impossible to run the business without the use of computer technology.
· Education- computer are used in teaching and research. 
· Banks- are used in banks for record keeping and maintaining accounts of the customers.
· Entertainment- nowadays computer can be used to watch television programs on the internet.
· Medical fields- computers are used to maintain patient records.
· Government- various departments of the government use computer for their planning, control and law enforcement activities.
b. Computer virus can affect the performance of the computer. Describe THREE control measures against viruses.						(6 Marks)
· Install the latest versions of anti-virus software on the computer
· Restrict the movement of removable storages media such as flush disks.
· Avoid opening mails attachments from unknown sources.
· Write protect disk after using them.
· Avoid pirated software.
· Use an operating system with security features that protects your computer
c. The laws governing ICT in a country and globally is crucial in protecting the rights of citizens of an individual country. Highlight challenges addressed in the Kenyan national ICT policy of 2019    						(4 Marks)
· Unequal investment and access to ICTs in un served and under-served areas within Kenya 
· The under-utilization of ICTs in the provision of government services and the underdevelopment of opportunities for economic growth and job creation
· Cultural and attitudinal resistance to the implementation of ICT-based services and offerings 
· Cybercrime and cyber-security vulnerabilities
· Inadequate policies, legal and institutional frameworks at the national and devolved county levels of government
· A dearth of competent and skilled human capacity due to inadequately and inappropriately equipped universities and tertiary institutions
· An underdeveloped innovation ecosystem that hinders the development and growth of Kenyan corporations and industry 
· Structural and legal inadequacies that hinder the development and evolution of online transactions, such as a National Addressing System (NAS)

15.  
a. Email has become the mode of communication between departments. Your boss does not have personal email address. As an IT technician he asks you to create a Gmail address. Outline the procedure of creating these address.		(6 Marks)
Open the Gmail account creation website. 
· Go to https://www.google.com/gmail/about/# in your computer's web browser
· Click CREATE AN ACCOUNT. It's a red button in the top-right corner of the window. Doing so takes you to the first page in the account creation section.
· Enter your first and last name. Type your first name into the "First name" text box near the top of the page, then enter your last name in the "Last name" box next to it.
· Create a Gmail username. In the "Username" text box, type in the username you want to use for your email address. This is the name which appears before the "@gmail.com" section of the address.
· Enter a password twice. Type your preferred password into the "Password" text box near the bottom of the page, then type the same password into the "Confirm password" box to the right of the first password box.
· Click NEXT. It's a blue button at the bottom of the page.
· Enter account recovery options. While not mandatory, you can add up to two types of account recovery options to your Gmail profile:
· Phone number — Type your phone number into the "Phone number" text box near the top of the page.
· Recovery email address — Type any other email address into the "Recovery email address" text box near the top of the page.
· Add your date of birth. Click the "Month" drop-down box and select the month of your birthday, then type the day and year into the "Day" and "Year" text boxes, respectively.
· Select a gender. Click the "Gender" drop-down box, then select one of the gender options in the resulting drop-down menu.

b. The main input device used is the keyboard. Explain keyboard layout. 	(10 Marks)
· Numeric keys
· Functional keys
· Navigation/arrow keys
· Special keys
· Alphanumeric keys
c. Cell referencing refers to how cell(s) are identified in a worksheet. Differentiate between relative cell referencing and absolute cell referencing. 		(4 Marks)
· Relative is what excel uses as default, this means that when copy or move a formula to a new location in a worksheet excel automatically adjusts the cell references in the copied formula to be consistent with the original formula.
· Absolute when a formula is copied or moved to a new location the formula does not change
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