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INSTRUCTIONS TO CANDIDATE Printed By Technical And Vocational College Date: 21.11.2025 

07:22 AM 

1. This paper consists of TWO sections: A and B. 

2. Answer ALL questions in section A 
Printed By: Technical And Vocational College 

3. DAa ten:  s2w1.1e1r.2Q02u5e0s7t:i2o2nAMTWELVE (12) and any other TWO questions in section B 

4.
 Marks for each question are indicated in the br
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5. Candidates are provided with a separate answer booklet 

6. Do not write on the question paper. 
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This paper consists of FOUR (4) printed pages 

Candidates should check the question paper to ascertain that all 

pages are printed as indicated and that no questions are missing. 
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SECTION A (40 MARKS) 

Answer ALL the questions in this section. 

 

1. The Manager oPfrinJtiepdoByL: huTreacghenidcaal AllndstVaofcfattioonualsCeoclleogme puters in their daily tasks. 
Date: 21.11.2025 07:22 AM 

State FIVE reasons why computers are commonly used in many offices today. 
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(5 Marks) 

(4 Marks) 

i) DateO: p21e.1ra1.t2i0n2g5 S07y:2s2teAmM 

ii) Computer 

iii) Computerization 

iv) Data 

 

Printed By: Technical And Vocational College Date: 21.11.2025 

07:22 AM 

3. Most of the office documents are prepared using Microsoft Word. Identify THREE steps 

of opening a new document in MS Word. (3 Marks) 

4. Computers operate through different elements working together. List FOUR components 

of a computer system. (4 Marks) 

P5r.inteGd Boyo:dButnygposecahrneicanleAcnedsVsoacraytiofnoarl Ceofllfeigceiency. State THREE correct typing techniques 

Date:t2h1a.1t1h.2e0l2p5 i0m7:2p2rAoMve speed and accuracy. (3 Marks) 

6. MS Word contains features that enhance productivity and efficiency. Mention FOUR 

ways on how the main features of MS Word (such as formatting tools, spell check, and 
Printed By Technical And Vocational College 

page layout) support effective keyboarding. 
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(4 Marks) 

7. In an office environment, workers often use application programs to perform different 

P
t
ri
a
n
s
te
k

d
s
B
. 
y
G
: T

e
e
x
ch
a
n
m
ica

p
l  
l
A
e
n
s
d 
o
V
f
oc
s
a
o
tio
ft

n
w
al 

a
C
r
o
e
lle
p
g
a
e
ckages used. (3 Marks) 

8. DTa tye:p2i1n. 1g1 .f2a0s2t5e0r7a:2n2dAMmore accurately requires correct habits. State THREE keyboarding 

techniques that improve typing efficiency in M
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9. A technician emphasizes the importance of ROM in ensuring that the computer starts up 

and functions properly. State THREE advantages of ROM in a computer system. 
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10. Jolly Institute plans to acquire computer hardware to support its ongoing operations. List 

FOUR factors that should be considered when choosing the hardware. (4 Marks) 

P1r1in.teJdaBnyeATsescihsnticaanl tApndreVpocaarteiosnaml Caonllyegde ocuments daily using office software. Identify 
Date: 21.11.2025 07:22 AM 

FOUR document management techniques she can apply to keep her work organized. 

(4 Marks) 
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SECTION B (60 MARKS) 

Answer Question 12 (Compulsory) and Any Other TWO Questions in This Section 

12. Modern officePsriunsteed dBiyf:  tAondimVopcraotiovnealtChoelleqgueality of their documents. At Elimu CollegeD, asttea: 

f2f1 .h1 1a.s2 0a2d5o0p7 :t2e2dAMdesktop publishing (DTP) software to prepare professional materials 

such as brochures, flyers, and newsletters. The management now 

wants to evaluate how DTP software contributes to efficiency and professionalism in the 
Printed By: Technical And Vocational College 

workplace. 
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a) Discuss SIX ways in which the use of DTP software improves the efficiency of 

office operations at Elimu College. 
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b) Outline FOUR challenges staff might face when using DTP software. (8 Marks) 

13. Tech World Institute is training its new students on computer basics. During the lesson, 

the trainer explains that different operating systems are used to manage computer 

hardware and software resources. 

 

a) Explain FOUR types of operating systems that the trainer may mention. 
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(8 Marks) 

Date: 21.11b.)202D5 0is7c:2u2sAsMSIX services provided by operating system. (12 Marks) 

14.  

 

a) Jane, an Office Administrator at Apex EPrnintteedrpBryi: TaecshkneicdaltAondprVeopcaatiroenaal College 

Date: 21.11.2025 07:22 AM 

company newsletter. She is unsure whether to use Word Processor or Desktop 

Publishing (DTP) software for the task. Identify FIVE differences between a 
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b) During a project presentation, ICT stuDdaet en:t2s1a. 1t1.B2 0r2ig5  h0 7t :2F2uAtuMre College are 

reminded not to use images, music, or text from the internet without permission. 

Their lecturer PerxinpteldaiBnys: ThetchrnuilcealsAmnduVsotcbateionoabl Cseolrlevgeed. Explain FIVE 
Date: 21.11.2025 07:22 AM 

reasons why it is important to get copyright permission when using other 

people’s work. (10 Marks) 

P1r5in.teSduBny:rBiTtuecrhinnigcalCAondmVpoacantiyonrael cCeonlletglye adopted a new ICT system that integrates 

D a t e : m2 1o. 1d1e. 2r0n2 5t e0c7 :h2n2  oAlMogies such as cloud storage, automated production machines, and a 

centralized communication platform. The system connects different computer 

components, allowing staff to share files instantly, monitor production digitally, and 

collaborate from different locations. As a result, the company has experienced reduced 

delays, improved decision-making, and higher productivity. 
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a) Discuss THREE benefits Sunrise Manufacturing Company gains from 

integrating ICT with modern technologies. (6 Marks) 

b) ExplaPirninteTdHBRy wTehc ihcnhi cacl  oAnmd pVuoctaetriocnaolmCoplloegneents (hardware and software) 

c o n t rDi ba ut et: e2 1t .o1 1t. h2 0e2 5e f0f7i: c2 2i eAnMc y  of the new system. (6 Marks) 

c) Elaborate FOUR ways how the integration of ICT, computer components, and 

modern technologies has improved productivity in Sunrise Manufacturing 
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Company. (8 Marks) 
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