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Exercise §

1. Keyin the following display attractively on A4 portrait paper.
2. Saveit as EXSA in the CDPI16 folder to print out later.
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COMPUTERIZED DOCUMENT PROCESSING I
November 2016

Time: 2 hours

THE KENYA NATIONAL EXAMINATIONS COUNCIL

BUSINESS EDUCATION SINGLE AND GROUP CERTIFICATE
EXAMINATIONS

CRAFT CERTIFICATE IN SECRETARIAL STUDIES
CRAFT CERTIFICATE IN CLERICAL OPERATIONS
DIPLOMA IN SECRETARIAL STUDIES
(MODULE T

COMPUTERIZED DOCUMENT PROCESSING |
2 hours

INSTRUCTIONS TO THE CANDIDATE

1. You have ten minutes to read through the instructions and the paper before siarting the

examination. The 10 minutes do not form part of the 2 hours allocated for the
examination.

Attempt ALL the five exercises.
Any problem with the computer should be reporied to the invigilator immediately.

Direct any quéstion(s) to the invigilator only. Conversing with fellow candidates may
lead 10 disqualification.

Write your name and index number on the cover page and on the CD provided.
Burning of the CD should be done within the time allocated for the examination.
Printing is not part of the examination time.

At the end of the examination, ensure that all your printed work is stapled with the cover
page provided.

9. Hand over your printed work and the CD to the invigilator at the end of the examination.
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‘This paper consists of 7 printed pages.

The candidate should check the question paper to ascertain that all the
Daves are nrinted as indicated and that ma meostinme
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SPECIFIC INSTRUCTIONS TO THE CANDIDATE

1. Create a folder named CDPI16xxx (add the last three digits of your index number,
e.g. CDPI16003) on the desktop where you will save all your work.

2. Ensure that you burn the folder CDPI16 and all its contents in the CD provided
within the time allocated for the examination.

3. Use font size 12 and font style Times New Roman for all the exercises unless
otherwise specified.

4. Insert your name and index number as a header on cach document.
5. Read the instructions of each exercise carcfully.
6. Ensure that you present your work in both soft and hard copy.

7. Print on one side of the paper(s) only and use a fresh sheet of papex(s) for each
document
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Exercise 1

Prepar a letterhcad and key in the following letter as for dispatch today.

Using the addresses given below, create a data source and save it as EFL16 in the CDPI16
folder to print out later.

Insert reference number LFE/2/15.

Using mail merge, send original letters to MAILI and NAIROBI addresses only.

Save the form letter as EX1 in the CDPI16 folder to print out later.

Save the merged document as EX1A in the CDPI16 folder to print out later.
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Dear Madam
Yetum to work strategy [Cabs dbotel

at| We have received information from your supervisor that you suffered an injury A
work. Weeare-aboutouremployees-and-the contribution they-make in-the achi

stet] o als, We therefore take this opportunity to express our sincere sympathy and

| wish you a quick recoveryff an e ffart to subbort Jou in dasli
wWith the cituation, W2 have some Work Plan e optione
that we Woad ke you to eoms concider.

Modified Work: Under this plan, you will be retained in your current duty station
but your activities will be modified to suit your condition. o wil) Perform
duties ot vequive: (Dless interacrion with cliewts-
Aot () Minimal ivteractions mpvem ent-

Flegi-time’
If you prefer this option, your working day will be different from the other
employees. The number of hours you will be required to work wil be reduced and you

NP/ can choose to report late and leave carly. [RE DEAMENT: Thig Dption

Wl Yequire fuak o Perform duties that are diffr
di‘ﬁevenc'fmdlmv vea of training. (oncequsnthf You
new| RN be acst qried/duties Wt Jour Curvent

"The above options are meant to assist you resume your normal life with minimal
interruption.
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Exercise 2

1. Key in the following manuseript in double-line spacing.
2. Saveit as EX2A in the CDPI16 folder to print out later

ForRESTRY /Sk-ml Caps
A forest is a lacge piece of Land that is covered
g""/ With tvees.
on C'*_’D
Foveckyy is the prackice of blanting and takin
i ing ing
Gare cop tgms and ferests.

W[ [in Kenya today, Less than three per cent of the total land is covered by forests which is
Stet/ way below the required global standards. There are two s
natural and man-made.

Natural Forests: These consist of native trees growing on their own which are found
in areas that receive heavy rainfall. The tree species found in these forests are mainly
take a I time to mature.
il e
cgovies. These
(i) Mangvove fovests. (i
Forests (D Topical yaq

inclade:
) Highland or mourtain
nfovests,

MAN-MADE ForesTs
These are types of forests where trees are planted in areas initially covered
with natural forests or reclaimed land. Man-made forests mainly consist of one type

brsf ofsofiwood dvee Shecies Which matuve T
a timelshor.
Examples of Lvees found in Lhese f.(.,e:?\-\‘_
7] Spoes shvuce and cypress e piney

amony ofiexs.
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Exercise 3

1. Create the following table.
2. Centre the table vertically and horizontally.
3. Saveitas EX3A in the CDPI16 folder to print out later.
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Exercise 4

1. Key in the following Reprography Requisition Form attractively on AS portrait paper.
2. Saveit os EX4A in the CDPT16 folder to print out later.

LongonNoT  PoryTecwnic[Bgtd

Conwre
Reprography Requisition Form
Service \sxuueanl BSocument. | No. of Copies
Phococopyig)
Printing
$mv\'\'\n3

(Tiek a\»,,,o‘,,;‘xt%)/ Iealics

Requesting Department:
SeCtion: .............
Offices/  Name offRequesting <<+ < < move s oo
Signatuve:. . Dovbelt - e

Verification by HOD

Name: ....

Signature: . W ——
Abproved [Not approved*( Finance /bold

Reasons for not approving: - - - . .. .

Signatuve: ............Datel. .. .....s

"Delete appropriately / bold
ll:zu‘.s
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