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INSTRUCTIONS TO CANDIDATES

Yo have fem miviides o vead Nongd the tnstrsctions |JPH¢@HJ“‘_“5."]:{#|'}:; before startinge e
XTI e,

Ay protiem with the compaier shigld be reported @h invigifator immediately,

Direct any gparetiomix) fo the fmvioifarer anle, vinlg with fedfow srdlenss mu Teaed 1o
izl ificaiion. 2

Write vatr name and index number on rh&yrfmbfe CD provided

Typer voutr mapee and index nomber ax o hddder on each sheet wsed,

Thiv papey consists of FOUR tasks. Perform gny TR fasks,

fach taxk carries 20 marks,

Recd the instruciions of each task carefilly,

Frint om oae side of the paper anly wrd wse a fresh sheet of paper for cacl fask

Haerrted evver vour printed work and the rewritable CD g0 ihe invigilator,

Candidutes should answer the guestions in English.

This paper consists of 9 printed pages.

Candidates should check the question paper to ascertain that all the
pages are printed as indicated and that no guestions are missing.
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SPECIFIC INSTRUCTIONS TO THE CANDIDATE

I Create a folder named KNECEXAM on the desktop to store all the work done in this pAper.

2. Ensure that the folder named KNE

CEXAM and all its contents is humt onto the Rewritable CD
at the end of the examination, '
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TASK 1

The manager at Elimisha Company intends to invite staff members for training on conflict
management. As an [T expert, vou have been requested to write letters to the staff members on behalf
of the manager.

(a) (i) Upen a word processing program and create the following letter as it appears. Save it as
irmvitation in the KNECEXAM folder. {6 marks)

ELIMISHA COMPANY

— NATROBI
KEMY A

Daate: 12™ June, 2016

<= Title=><<Name>>

<= Ppsilion== N apd vy
<= Department=:> '

Dear <<Title>><=Name=>

INVITATION FOR 'tg@mm;

You are invited to attend a two days training on con management in the company s boardroom,

The training will take place on 20" and 21" June ’Q}Iﬁ starting at 9:00am daily.

&
Q;’?}
Be punctual,
Yours faithtully
Chanty

Company Manager

{11} Using mail merge feature create customiscd letters with the data source conlaining the

following details. (6 b5 marks)
Title Name Position = Department
__Dr. William Head ut'gesearuh Bezsearch
Mrs. Johngon Finance Officer Finance
Mr. Anderson Procurement Officer Procurement
| Mr. Hillary Head of Marketing Marketing
(i}  Save the datasource as invitationdara in the KNECEXAM folder (% mark)
{iv)  Save the merged letters as imvitationletter 1o print cut later. (2 marks)
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by ()

Open a word processing program and create the following programme as it appears.

Save it as trainingprogram in the KNECEXAM folder. (4 marks)
9am -11lam 11am-11:30am 11:30am - lpm | Ipm-2pm | 2pm-4pm
Day | | Introductions Causes of Group
E conflicts in the 3 discussion
organisation E
Day 2 | Dealing with 5_ Preventing = Question and
conflicts in an - conflicts % answer
organisation. session.
(i1} Print out the programme later, {1 mark)

2920/1028
November 2018




TASK 2

Figure 1 is an extract from a spreadiheet program showing details of food nems. Use il o answer the

guestion that follows,

(8 Open a spreadsheet program and key in the information as il appears. Save the workbook as
Budger in the KNECEXAM folder,

(7' marks)

ELIMISHA COMPANY TRAINING BUDGET =
QUANTITY [ UNIT PRICE | TOTAL COST
5 ) o
G | 20 -
s I T
— |20 150 ==
_____ 12 IR EED
i sl
20 20
20 A
™~ 120 il =
|-'ig'ur4;'1 o
by () Lising cell references only, determime the total cost amaunt fot sl (1% mark}
(n}  Compute the sl cost for sach of the other items., (1 mark)
(el i) Copy the content of sheet! 1o sheer. & "8 gl l.’_} smiark )
. ' -":.-"t.. i
(i} Rename the sheets to Afvbwdoer and copy m@uvﬂy- (1 mark)

(i Uisirgg cell references only, determing the n:ml'ieﬁjrﬁemﬁ whose total cost 15 more that Ksh750
N

in thi gheel pamed copy.
fed (i) Create an embedded pie chart &(@}' sheet for 1otal cost
(i1} [abel the chart approprately.
Fall Save the changes to print out later:
(1) Mubreelres sheet showing formulas used inslead of values

(Y The chart.
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TASK 3

Figure 2 shows a presentation used during conflict management trasming. Use it 1o answer the
questions that follow.

{a) Chpen a presentation program iand create the shides as shown in Figure 2. Save the presentation

s conflict management in the KNECEXAM folder, (13 marks)
| Stide | Slide Content
No
| CONFLICT MANAGEMENT
By James Richards
20™ and 21" June, 2016
2 Introduction
L Workplace conflicts: This is a state of discord cavsed by the actual or
perceived opposition of needs, values and Interosts between pecple working together -~
3 Canses of conflicts in an organisation - |
| N | AE N
I, Confliets in rales 7 e )
|2 | Passive agpressive behaviour .ll » "p::#_ll‘-u [ .::'I
3 [ Toomuch pressure | '
5. | Stress
4 Dealing with conflicts in an urgumsnt@ o -
L. Tdentity the cause of the confhied @ _
2. Ensure all employees unde ‘h‘lpd their Lrgets gy - i
3. Have good LI]]'I'[HI-UHILJHI&ILIHHLJH in the organisation. ({fmﬁ Jﬁ_(.‘
__ 4. Solve the conflict, < s g
5 Hummnr:r
I is important lor manngers 0 understand 1he employees, through this most of the conflicts _L
- experenced i orennisations will b reduced. =t
6 Question and Answer scssion ‘
T ~ The End o J

Figure 2

(B} Apply each of the followi ng toall the shides:

i Slude transition; digso]ves
[ii} Fisoster: “stalT training ™, (2 misirks)

teh (i) insent a slide between slide 4 and shide 5. 1 k) 3
(i} Figure 3 shows the conflict prevention eyele. Croale the Meune inslide 5, 3 mirks}
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Talk to the

cmployes
coneemey

Figure 3

{al} Save the changes 1o print out later, the presentation with phree slides per g,

21028
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Conflict prevention eyele

Identify the
problemn

Investigate
the problem
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TASK 4

Ponyesha Hospital would like to use a database to manage its records, As an IT expert vou have been

given the task.

{a) Open a database program and create a new database mamed penvesha in the KNECEXAM

folder. i1 mark)
{b} () Create the following tables in the database created in (). {4 marks)
Docterlaia
Field Name Diata Type Specification
Dociorlld N | Text o Primary key
[PoctorName | Text
| WardIl} Number
PatientData o o o .
Field Namae Ihata Type Specification
PatientID Fext Primary key
PadientMName Texl =
| PatiemtGiender Text | Use lookup wizard L
WenrdDaia S o
Field Name Data Type | Specification
WardlD ¥ MNumber Primary key
RoomMumber MNumber pE— — E
Visitation
| Field Name Data Tyvpe A\ Va1
4 S & ot IR
| Visitation Date Dyate/ Time e
DoctoriDd Texi X o
Patientl) Text Q;_Qf_
[11] {reate sppropriale n;l:ﬂi:_m:sm@*lw::n the ebles, (3 marks)

{c) (e

C'reate a form for each Luh@%

()} Enter the followmg dati 1n respective tables:

pve the forms as Docior, Patient, Waord and Fisitation,
(2 marks)

(6 marks) e

Duoelorsiata — ==

Doctorll) DoctorName WardlD
(D003 Dr.Joy 103

Dro0s Dr. Allan Jaos ]
D00 Dr. Zack 107

Paticnillain &

Patientld Patient™Name PatientGender
P90 John David M

P78 | Mana Hillary F

PT45 Bilhah Almond F =l
Pr27 Peter James M

PT14 - | Alice Michael F |
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WardDiata

WardlD RoomNumber ]
105 |
106 4
o7 9
Visitation
| Visitation Date DoctorlD PatientiD
12/03/2016 D)3 PT45
11/03/2016 D05 PT27
D2/03/2016 D06 PT14
03/03/2016 D006 PT78
06/03/2016 D05 e
(b} Create a column report to display Patient]D, PatientName, VisitationDate for all patients who
have an appointment with Dr, Zack. Save the report as appointment, (3 marks)
~ {c)  Print the appointment report. (1 mark)
™M % .\_"'_-‘I " r 1
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