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Instructions 

Answer question ONE and any other TWO questions 

Q1 (a) Define the following computer terms

(i) BIT

(ii) BYTE

(iii) Output

(iv) Virus

(v) Software (10 marks)

(b) Computers have evolved through many generations over the years. State and 

explain the five generations the computers have evolved through (5 

marks)

(c) State and explain any three classifications of computers based on their 

capacity and size (6 marks)

(d) Explain the main units of the Central processing unit (CPU) giving their 

functions (6 Marks)

(e) Differentiate between RAM and ROM (3 

marks)

Q2 Word Processing

(a) (i) Explain what a font is. (2 marks)

(ii) Name two different fonts. (2 marks)

(b) State the two different page orientations a word processed document can be 

set to.

(2 marks)

(c) Describe how you would carry out the following word processor operations:

(i) Opening an existing document (2 marks)


(ii) Creating a new document (2 marks)

(d) (i) Explain why you might want to change the size of the margins of a 

word processed document such as a letter or report. (2 marks)

(ii) Name two word processing tools which can help proofread a 

document.

(2 marks)

(e) Below are images of three button icons from a word processing program.

For each image describe the purpose of the button.

(i) (2 marks) (ii) (2 marks) (iii) (2 marks)

(Total 20 marks) 

Q2 Spreadsheets

(a) Explain what the following spreadsheet functions do, illustrating your 

answer with an

example of how the function could be used:

(i) SUM

(ii) AVERAGE

(iii) COUNT (9 marks)

(b) The image below shows a partially completed spreadsheet that will be used 

for

creating invoices.

An individual Item Total is calculated by multiplying Price and Quantity.

The Items Total figure is calculated by adding up all the individual Item Total 

figures.

The Tax (10%) figure is calculated as 10% of the Items Total figure.

The Invoice Total is calculated by adding the Items Total and the Tax (10%) 

figure together. 




INVOICE



product code
item
price
quantity
item total


1234
spreadsheets-All you need to know
12. 93
2
25. 86


2345
word processing the answer 
13. 1
3
39. 3


3456
Databases-harness the power 
20
5
100





item total
165. 16





tax (10%)
16. 516





invoice total
181. 676


(i) State a formula that correctly calculates the Item Total figure in E7. (2 marks)

(ii) State what the most efficient formula is to calculate the Items Total figure in 

E12.

(2 marks)

(iii) State a formula that correctly calculates the Tax (10%) figure in E13. (2 

marks)

(iv) State a formula that correctly calculates the Invoice Total figure in E14.

(2 marks)

(c) Suggest a change to the formatting of the spreadsheet in order to improve the

presentation of the spreadsheet. (1 mark)

(d) Suggest a suitable folder name and file name for saving the spreadsheet. 

(2 marks)

(Total 20 marks)

Q4 Database

(a) Explain what the following database terms mean.

(i) Record (sometimes called row) (2 marks)

(ii) Field (sometimes called column) (2 marks)

(iii) Table (2 marks)

(b) Give an example of what a business might use a database for. (2 marks)

(c) State the most appropriate data type for storing each of the items of data 

listed below.

(i) +44 (0)20 8329 2930 (1 mark) (ii) 21 July 1969 (1 mark) (iii) 3.1415 (1 mark)

(d) Below is a screenshot of part of a database. Refer to it when answering the 

questions below the database.

(i) Explain what the problem with this design is. (2 marks)

(ii) Describe what changes you would make to improve the design of this 

database.

I'D  student
Forename 
surname
age

1
Chris
Smith 
42

2
Fazia 
Bibi 
31

3
Gemma
James
20

4
James
Brown
7

5
James 
Nkonde
58

6
Kamran 
Khan
64

7
Les 
Jones
14

(2 marks)

(e) For queries on the data shown above:

(i) How many records would be displayed if a criterion of >50 was set for the age

field? 


(ii) What criteria would you use to display records of people aged from 20 to 45

years inclusive? (2 marks)

(iii) What criteria would you use to display records of people that are younger 

than21 years or with the Forename James? (2 marks)

(Total 20 marks)

Q5 Electronic Mail

(a) Explain what the following e-mail terms mean.

(i) Junk mail (also known as spam) (2 marks)

(ii) Zip (2 marks)

(iii) Cc (also known as Carbon Copy) (2 marks)

(iv) Reply to All (2 marks)

(b) Describe two precautions you should take when using e-mail and explain 

why each

precaution is necessary. (4 marks)

(c) Reply and Forward are two very useful e-mail commands.

(i) Explain one similarity between Reply and Forward. (2 marks)

(ii) Explain one difference between Reply and Forward. (2 marks)

(c) Name two internet software and internet browsers (4 marks)

(Total 20 marks)

