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PRACTICAL ASSESSMENT 
Time: 2:15

INSTRUCTIONS TO CANDIDATE
1. Time allocation: 15 minutes for preparation and 2 hours for performing the tasks.

2. You are provided with the following resources to carry out the tasks:
· Computer
· Printer
· Empty Compact disk 
· Stationery
3. Each task should be performed as instructed.


This paper consists of FIVE (5) printed pages 
Candidates should check the question paper to ascertain that all pages are printed as indicated and that no questions are missing 




TASK 1 (2 MARKS)
1. Create a folder named TVET CDACC on the desktop to store all the work done on this paper. 										(3 marks)                                    
TASK 2 (15 MARKS)
2. Open a word processing program and create the following document as it appears. Save the document as MUSHROOM in the TVET CDACC folder.		(6 marks)                                    
AUSTRALIAN ADVENTURE
Day 1, Sydney:
You arrive in Sydney at 7 P.M. in plenty of time to settle in.
Day 2, City Tour:
Lunch, featuring a variety of international dishes is included!
Day 3, Great Barrier Reef:
Snorkel or scuba dive through the fabulous coral gardens.  An expert diver and a marine biologist from Tres Research are on board to answer questions about the unusual marine life.
The Spirit of an Adventurer
A
n adventure is a dare you take personally.  It’s an opportunity that also involves some risk.  Few of us accept such a challenge, although many of us dreamed of adventure during childhood.  What is so different about adults who live out their dreams?
Panel Moderator:  Each of you has done something the average person would never try.  Can you explain why you did it?
Jean:  I am intensely curious.  I love a physical challenge.
Mike:  Curiosity! I am interested in finding out for myself how it really is like.
Susan:  The sense of achievement afterwards is just great in itself!
Format the document as instructed below and save:                                                                                                                                                   
3. Apply the following formats to the heading “AUSTRALIAN ADVENTURE’ (5 marks)          
Capitalization:	Uppercase
Alignment:		Center
Appearance:		Bold
Font:			Arial Black
Size:			18
4. Apply the following formats to the subtopic “THE SPIRIT OF AN ADVENTURER’ 											 (2 mark)
Font			:	Monotype Corsiva
Size			:	18
5. Apply a Drop cap as shown in line 15.  The cap should be dropped 2 lines.	    (1 mark) 
6. Apply bold, italic and underlines as shown in the different parts of the document. 
(1 mark)













TASK 3 (15 MARKS)
7. Enter the details below into a worksheet using a spreadsheet package, and use it to answer the questions that follow. Save the working as KENYA in the TVET CDACC folder.										 (3 marks)								
	Item
	Opening Stock
	Closing Stock
	Sold Items
	Buying Price
	Selling Price

	Sugar (bags)
	250
	130
	 
	2,500
	2,650

	Unga 
	340
	120
	 
	400
	450

	Salt 
	271
	107
	 
	200
	250

	Kimbo 
	300
	210
	 
	1,150
	1,200

	Blue band 
	250
	30
	 
	220
	265

	GRAND TOTAL
	
	
	
	
	



     Perform the following operations on the spreadsheet:
8. Adjust the columns to fit the contents. 				 	(1 mark)	
9. Adjust the heading row to Size 12 and Bold it.  The rest should be size 10. (1 mark)
10. Apply the borders around the table as shown.			   	      (1 mark)	
11. Insert two new columns after the column for Selling Price.  Enter the titles ‘Total’ and ‘Profit’									(1 mark)	
12.  The column for the Totals should be Italic.			 		(1 mark)	
13. Position the contents in the totals column at the center of the cells. 		(1 mark)
14. Compute and fill the column for item sold. 					(2 marks)
15. Calculate the total (total = item sold* buying price) 			(2 marks)
16. Compute for the profit made (profit= buying price –selling price) 	(2 marks)
17. Save the document.

TASK 4 (15 MARKS)
18. Create a new blank power point presentation save it as CLASS in TVET CDACC folder.									 	(2 marks)
19. Using the ‘Title Only’ slide, type “The Power of a Great Idea”. 		(6 marks)
i. Format the title as follows:
ii. Enlarge the font size to 54.
iii. Put a shadow effect on the title.
iv. Format the text color to light green.
v. Move the title to the center of the slide.
20. Insert another slide using the ‘Text and Clipart’ Auto Layout. 		(1 mark)
21. In the Title placeholder, type “Most Convenient”. and add the following text on the Text placeholder using bulleting.							(4 marks)
i. Reliable
ii. Effective
iii. Time Saving.

TASK 5: (3 MARKS)

Burn the content of your TVET CDACC folder on the blank CD provided
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