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SECTION A [40 MARKS]
Attempt ALL the Questions in this section.
1. As part of UICT’s digital transformation agenda, management wants to replace old desktop computers with newer machines that consume less electricity and generate less heat to reduce operational costs. The procurement team must consider environmental sustainability and long-term energy efficiency.
Which computing concept should guide this decision?
A. Computer generations			B. Green IT practices
C. Software updates			D. Cloud migration
2. he Exams Office is overwhelmed by delays caused by manual processing of student marks. They want evidence showing that automated systems offer significantly better turnaround time when handling large datasets.
Which computer characteristic best supports automation?
A. Versatility	B. Speed		C. Portability		D. Reliability
3. A field research team conducting rural ICT surveys needs computing devices that allow data entry, GPS tracking, and offline work while constantly moving between locations.
Which classification of computers would best support their workflow?
A. Mainframe computers			B. Desktop machines
C. Portable computers (laptops/tablets)	D. Supercomputers
4. Staff in the computer lab repeatedly report shoulder, wrist, and back pain after long sessions preparing modules and examination documents. The health and safety committee is investigating work posture and workstation layout.
Which aspect of computing must be prioritized to address these issues?
A. Data backup	B. Ergonomics		C. Keyboard shortcuts	D. Booting procedures
5. The university is planning a major shift toward digital student services—online registration, e-learning, library access, and mobile payment for tuition. Before implementing the project, administrators want to justify the importance of embracing technology in daily operations.
Which concept best supports the strategic benefits of this transition?
A. Evolution of computers			B. Use of ICT in everyday life
C. Software licensing			D. Input/output device management
6. A computer lab with 80 machines is experiencing slow performance when students run multiple applications at once. The IT department has limited budget and must select the most cost-effective upgrade that guarantees noticeable performance improvement.
Which component should be upgraded first?
A. Keyboard	B. RAM			C. Monitor		D. DVD drive
7. The finance department purchased accounting software, but the system refuses to run until the user accepts the end-user license agreement (EULA) and enters an activation key. The auditors want confirmation that this process is legally required.
Which software concept explains this requirement?
A. Open-source distribution			B. Software licensing
C. Freeware installation			D. Version control

8. A student's personal computer becomes extremely slow after installing many heavy applications, making assignments difficult to complete on time. The technician finds that although the storage space is adequate, the system struggles during multitasking.
Which factor is most directly affected?
A. RAM capacity	B. Wi-Fi signal		C. Hard disk ports	D. Keyboard responsiveness
9. A medium-sized enterprise wants to automate payroll, invoicing, employee attendance, and monthly financial reporting. The IT consultant must recommend software that directly supports these business transactions.
Which software category is appropriate?
A. System software		B. Application software		C. Utility software	D. Firmware
10. A development team at UICT is creating a new student records system. They begin by collecting requirements, then design the interface, develop the code, test for bugs, deploy the system, and finally plan for maintenance.
Which structured methodology are they applying?
A. System Development Life Cycle (SDLC)		B. Cloud-first strategy
C. File management lifecycle			D. Disaster recovery planning
11. A newly hired administrator struggles to use the university portal because she cannot interpret icons, menus, and navigation tools on the desktop interface. Training must begin from the most essential computer interaction skill.
Which area should her training focus on?
A. Command-line systems				B. Graphical User Interface (GUI)
C. Database design					D. Network configuration
12. During a high-profile stakeholder presentation, the lecturer needs to swiftly switch between PowerPoint slides, spreadsheets, and a web browser without interrupting the flow of discussion.
Which keyboard shortcut will provide seamless navigation?
A. Ctrl + V		B. Alt + Tab		C. Shift + F1		D. Ctrl + Alt + Delete
13. A student complains that her computer frequently develops errors and corrupts files after she turns it off by unplugging it instead of shutting it down properly.
Which risk does this behavior create?
A. System overheating			B. Hardware and data corruption
C. Faster startup time			D. Reduced battery usage
14. The graphics design class needs to zoom into detailed sections of digital images during demonstrations. Students must learn which built-in Windows feature simplifies enlarging on-screen content.
Which option should they use?
A. Task manager	B. Magnifier/Zoom tools	  C. Disk cleanup	D. Control Panel
15. A user wants to improve productivity by removing clutter from her desktop, reorganizing icons, and customizing display settings so she can focus on essential applications only.
Which action best supports this?
A. Increasing the screen brightness		B. Adjusting desktop icons and settings
C. Installing random apps			D. Disabling the operating system
16. The Academic Registrar wants to safeguard sensitive student data stored on computers in an open office environment. Different staff members have different responsibilities, and not all require full access to all files.
Which security measure should be enforced?
A. Full administrator privileges for everyone		B. Assigning access rights
C. Removing passwords for convenience		D. Installing games to distract intruders
17. A research team is preparing for a national survey. To protect their data from accidental loss, theft, or cyberattacks, they must ensure that all data is stored in more than one location.
Which practice best supports this?
A. System formatting				B. Secure and regular data backups
C. Increasing screen resolution			D. Using bright wallpapers
18. Several student computers start malfunctioning after downloading “free full versions” of paid applications from unknown websites. The ICT security unit must investigate the likely cause.
Which mistake was made?
A. Using the recycle bin too often			B. Ignoring safe download guidelines
C. Updating Windows				D. Renaming folders
19. A staff member believes antivirus software does not need regular updates because “once installed, it's permanently effective.” The cybersecurity officer must correct this misconception.
What must be highlighted?
A. Antivirus requires consistent updates to detect new threats
B. Antivirus decreases system speed
C. Antivirus works offline only
D. Antivirus removes all files
20. A lecturer uses a shared computer in the lab to enter confidential student marks. To protect this information, she must take strategic actions before leaving the workstation.
Which action is most appropriate?
A. Leaving her account logged in			B. Using strong passwords and logging out
C. Disabling antivirus software			D. Saving passwords in a visible notebook
21. A digital research project accumulates thousands of files—photos, spreadsheets, interview recordings, and documents. The team wants a structured and retrievable system to avoid data loss or confusion.
Which strategy should they adopt?
A. Saving files randomly on the desktop		B. Creating folders and organized subfolders
C. Naming all files “final version”			D. Storing everything in the recycle bin
22. A student accidentally deletes the final version of his coursework a day before submission. The technician advises checking a common Windows feature before attempting complex recovery tools.
Which option should he check?
A. Control Panel		B. Recycle Bin		C. Task Manager	D. BIOS
23. The quality assurance team wants to verify which documents were most recently edited in a shared project folder. They need a sorting method that reveals the sequence of edits.
Which option is most useful?
A. Sort by file size				B. Sort by date modified			
C. Sort by file extension			D. Sort by author name
24. A group must send a huge collection of multimedia files to an external partner via email, but the files exceed email size limits.
Which action enables successful sending?
A. Increasing the computer volume		B. Compressing the files into a ZIP folder
C. Changing the wallpaper			D. Adding more antivirus
25. While renaming a file, a user accidentally removes the extension (e.g., .docx). The file becomes unreadable and cannot be opened.
What is the most likely cause?
A. The document exceeded storage capacity    B. The file extension was changed or removed
C. The folder was moved			    D. The laptop battery was low
26. A user wants to transfer a collection of large videos from Drive C to an external hard drive without duplicating them.
Which option performs this correctly?
A. Delete			B. Move command	C. Copy command	D. System restore
27. A manager wants to permanently remove unnecessary files from her computer to free up space and avoid clutter. She wants a method that bypasses the option of restoring items later.
Which action should she take?
A. Restore files		B. Empty the recycle bin	 C. Rename files	D. Modify system time
28. A school wants a network that enables all computers within a single building to share printers, files, and applications while providing centralized management.
Which network type should be installed?
A. WAN			B. LAN			 C. MAN		D. VPN
29. Staff want access to internal policies, payroll, and administrative documents that are only available within the university's internal network.
Which network are they accessing?
A. Internet			B. Intranet		C. Extranet		D. Mobile network
30. A distributed team needs to collaborate on real-time documents, store files online, and access their work from any location, including off-campus.
Which computing model supports this?
A. Local backup		B. Cloud computing	C. Standalone computing   D. BIOS configuration
31. During a digital literacy workshop, students confuse the Web and the Internet. The facilitator must clarify their relationship.
Which explanation is correct?
A. The Internet is a service that runs on the Web		
B. The Web is one service provided through the Internet
C. They are identical technologies
D. Both operate offline
32. A project team wants to coordinate activities using shared calendars, messaging platforms, and collaborative documents.
Which computing concept enables this teamwork?
A. File deletion		B. Group working	C. Disk formatting	D. RAM expansion
33. A cybersecurity student is researching malware trends and needs access to authoritative sources, academic journals, and updated reports.
Which digital tool will provide the most accurate results?
A. Notepad			B. Web browser		C. Recycle Bin		D. Disk Management
34. Before citing online resources in a research proposal, a student must verify that the information is valid, scholarly, and from reputable authors.
Which strategy ensures credibility?
A. Following online gossip pages
B. Evaluating domain extensions, publication dates, and author credentials
C. Downloading all search results
D. Using only social media links
35. You receive an email from an unknown sender claiming your “bank account will be closed unless you confirm your details.” The email contains suspicious links.
What is the safest response?		
A. Provide personal details				B. Delete the email and report it as phishing
C. Forward it to friends				D. Click the link to check
36. A student receives hundreds of emails weekly and wants to categorize them for easier revision, such as “Assignments,” “Lecturers,” “Finance,” and “Projects.”
Which email feature enables this?
A. Spam filter	  B. Labels or folders	 	C. Drafts		 D. CC and BCC
37. An instructor wants to trace discussions about a group project without losing earlier messages in the conversation thread.
Which email feature supports this?
A. Autoreply	  B. Email threading		C. Trash bin		 D. Print preview
38. A student must prepare a professional 30-page proposal with consistent formatting for headings, subheadings, paragraphs, and captions. Changing each heading manually would be inefficient.
Which word processing tool should he use?
A. Bullets and numbering	B. Styles		C. Header and footer	 D. Spell checker
39. The project supervisor requests that all instances of “UICT 2024” be replaced with “Digital Literacy Skills 2024” across a long document. The student wants to automate the task to avoid missing any occurrence.
Which tool will achieve this quickly?
A. Replace tool		B. Clipboard		C. Section breaks	D. Text wrapping
40. A lecturer wants the student submissions to look neat and professional. Many submissions have paragraphs squeezed together. She advises students to adjust spacing for readability.
Which formatting action is required?
A. Adding paragraph spacing above and below	B. Changing the font to decorative styles
C. Reducing zoom level				D. Inserting page borders

SECTION B [40 MARKS]
Attempt ALL the Questions in this section.

Word Processing 	
A. Task 1: File Management
1. Open Microsoft Word.                                                                             			
2. Create a new blank document.                                                                 			
3. Save the document as Word_Activity.docx.                                             			
4. Practice minimizing, maximizing, and restoring the document window.    [1 mark @]	(4 marks) 
B. Task 2: Text Entry and Formatting	
1. Type the text as it appears below:                                                                   
     [image: ]	(2 marks)
2. Select the text and apply the following formatting:
(a) Font: Times New Roman, Size 12                                                           		(2 marks)
(b) Make the first sentence bold and italic.                                                   		(1 mark)
(c) Change the color of the word professional to blue.                                 		(2 marks)
(d) Center-align the paragraph.                                                                      	(1 mark)
3. Below the paragraph, create a numbered list of 4 advantages of word processing.  	(4 marks)
4.  Use Find and Replace to replace the word documents with files.         		(1 mark)
C. Task 3: Page Formatting
1. Change the page orientation to Landscape.                                          		(2 marks)
2. Set the margins to Narrow (0.5”).                                                           		(2 marks)
3. Insert page numbers at the bottom center. 						(1 mark)
4. Insert a header with your name and a footer with today’s date. 			(3 marks)
5. Add a page border of your choice. 			(2 marks)	
D. Task 4: Tables
1. Insert a 3x4 table.      								(2 marks)
[bookmark: _GoBack]2. Enter the following data:     							(2 marks)
	Name
	Age
	Marks

	Sarah
	18
	78

	David
	19
	85

	Anita
	20
	90


3. Merge the top row to create a heading “Student Records”. 				(2 marks)
4. Resize the table columns to fit the text. 						(1 mark)
5. Delete the second row.                           						(1 mark)
E. Task 5: Graphics and Charts
     Insert any picture or image from your computer. 					(1 mark)    
F:Task 6: Saving the final work 
    Save your document using your surname as the file name in a folder you created on the 
    desktop.										(4 marks)									



SECTION C [20 MARKS]
Attempt ONLY ONE Question in this section.
Question 1 
(a) A small business wants to automate its sales tracking. The manager is considering buying 
a computer. Explain why a computer would be important for the business and list three key
functions it will perform.      							(5 marks)
(b) A student notices that their computer sometimes produces incorrect results when 
performing calculations. What characteristic of computers ensures that, under normal 
conditions, errors are minimized, and why might errors still occur? 			(4 marks)
(c) A company wants to upgrade its IT systems from very old computers that use vacuum tubes 
to modern PCs. Using your knowledge of computer generations, explain the advantage 
of modern computers over first-generation computer. 				(4 marks)
(d) An office wants to ensure that its staff work safely with computers and reduce electricity 
costs. Which practices related to computer ergonomics and Green IT would you recommend? 
(4 marks)
(e)  A hospital wants to store patient records digitally and allow doctors to access them 
quickly. Identify three types of computer hardware that are critical for this system and 
explain their roles. 								(3 marks)

Question 2
(a) A hospital needs reliable software to manage patient records securely. 
Which type of software should be prioritized and why?				(4 marks)
(b) A company finds its computers running slowly, affecting employee productivity. 
Identify three factors impacting computer performance and recommend strategic actions
to improve it. 									(4 marks)
(c) A small business is deciding between system software and application software to manage operations. Give an example of each type. 						(5 marks)
(d) A bank wants to secure and speed up customer account processing. 
Which type of memory (RAM or ROM) is more important for speed, and why? 	(4 marks)
(e) A government office wants to digitize documents for easy retrieval and backup. 
Which three input and output devices should be prioritized? 			(3 marks)
END
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Word processing is the act of using a computer to create, edit, format, and print
documents. It allows people to prepare professional reports, letters, tables, and
newsletters.




