[image: beam]BEAM INTERNATIONAL TRAINING COLLEGE
FEBRUARY –MAY 2017 SERIES
PRACTICAL EXAM (50MKS)
INSTRUCTION
Please read and understand all the questions before attempting them.
Answer all the questions.
Create a folder and name it BK 009 followed by your full name and use it to save your work.
Do NOT write on this question paper.

TASK 1 (MS WORD)
Type in the following paragraphs and answer the questions below. (10Mks)

 Much as we’d like to, it’s virtually impossible to get every single detail perfect when it comes to software. So please read through this file for explanations of a few last minute details that didn’t make it into the product of the document and could be source of some confusion:

· Enlarge the headings to size 35pt with font centaur, Bold, centre it and double underline.
· Justify all the paragraphs
· Insert your full name as the header
· Insert the name of the college as the footer, also insert the page number.
· Format the entire paragraph under the heading with Eras Bold ITC size 15.
· Copy the paragraph and paste it right below itself.
· On the second paragraph that you have pasted, insert a page break just above it.
· The last paragraph should have a first line indent of 1.5inches.
· Search and replace the word software with Application.
· Change the page margins to 1.2 inch. 




TASK2 (MS POWER POINT)
Open a presentation program and do the following. (14Mks) 
	NO.
	TITLE
	JOB DESCRIPTION
	JOB SPECIFICATION

	1.
	Salesman
	· Sale tactics and promotion
· Customer Demand
· Deliveries and taking orders
	· KCSE C
· Aged 22-30
· Self motivated
· A good driven
· Well groomed
· Sales certificate

	2.
	Butchery Attendant
	· Receiving and storage of meat
· Cleaning and maintenance of butchery equipments in accordance to specification
· Cutting meat 
· Attending to customers across the counter
· Making sales and packaging of product.
	· KCSE holder with minimum c-
· Possess a medical certificate from a recognized medical practitioner.
· Two years experience in a related area
· Good interpersonal

	3.
	Security Guide
	· Maintaining the security of the premise and personnel.
· Advice on security measures to enhance safety.
	· Trained by a Securicor firm 
· Security vetted
· Health and physically fit. 



i. Create a footer “Hospital Board Meeting” in each of the slide (2Mks)
ii. Insert a slide after slide 3 and create the organizational chart as shown in figure 2 (3Mks)







Organizational Structure
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)




a) Apply Cover Left-Down slide transition on slides 1 and 5 (2Mks)
b) Apply the show in reverse animation on all slides. (2Mks)
c) Apply different colors of your choice to all slides. (4Mks)  
d) Save the changes as Board Meeting 2 in the BK 009 folder created on the desktop (1Mk)

TASK 3(MS EXCEL)
The following data was obtained from BEAM PROGRESSIVE SECONDARY SCHOOL, enter it into electronic worksheet and questions that follows (14Mks)
	BEAM PROGRESSIVE SEC. SCHOOL

	FORM 4 SHUJAA

	MARKS AWARDED

	Student Name
	Eng
	Kisw
	Math
	Chem
	Physics
	CRE

	Millicent Sereya
	78
	87
	85
	71
	87
	65

	Paul Munyau
	86
	65
	69
	80
	63
	72

	Polycarp Gpkonde
	87
	63
	74
	96
	45
	88

	Arshley Cheruto
	96
	68
	54
	68
	63
	66

	Mediatrics Lugwa
	78
	66
	63
	64
	36
	84

	Alvins Obiri
	90
	76
	52
	54
	46
	86



a) Orient all the column heading to 15 degrees
b) Format your work by putting a thick line to the outline having blue color and grids having red color 
c) Align all the numbers in the cells to be centered
d) Sort the physics marks column to be in ascending order
e) Calculate the total marks for each students
f) Calculate the mode and median 
g) Using IF command, grade the students marks for all subjects as follows:

80%-100%=”A”
65%-79%=”B”
50%-64%=”C”
40%-49%=”D”
Bellow 40%=”E” 
TASK 4(MS ACCESS)
Use the tables bellow to answer the questions that follows:       (12Mks)
Registration
	Adm
	Name
	Gender
	Age
	Group
	Fees paid
	Religion

	Bk 1
	Jane 
	Female
	32
	5
	16000
	Muslim

	Bk2
	Mary
	Female
	30
	4
	14000
	Christian

	Bk3
	Victor
	Male
	46
	3
	25000
	Hindu

	Bk4
	Mirriam
	Female
	22
	5
	10000
	Pagan

	Bk5
	Lucy
	Female
	26
	6
	6000
	Buddha

	Bk6
	Winnie
	Female
	33
	5
	400
	None

	Bk7
	Domingo
	Male
	27
	7
	6500
	Christian



a) Create a query displaying adm, name, age, fees paid, religion, gender and group.
b) Create a query displaying students who have paid bellow 130and above 15000
c) Create a query displaying students whose names starts with character M
d) Create a query that displays those students who are Muslims
e) Create a query to display adm and names only 
f) Create a query to display only male students
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