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Section A

Answer any 6 questions. Each carry 2 marks.

1. What is the purpose of the Find arul Replace tool in docunent editing?

2. What are tlle basic functions of text selection in documerlt editing?

3. Explairr how Lrgical fun.rtions work irr a spreodsheet Provide an example of a

S' I I'rr' ror

4 What ate Logic:rl functions in Excell

5. What steps shoulcl be followed to sa\e a prcsentation? What formats 'an it be

saved in?

6. How do you add speaker notes to a slide, and why might this feature be useful?

7. Wlrat is Googlc \\rorksPace'l

8. lVhat steps would you take to access GooSle Drive from your Google accourlt?

Section B

Answer any 4t questions. Each carry 6 marks'

9. You arc creatiog a presentation for a workshop' and you want to inclrrde an in

teractive table that usem can engage with dudng the present&tion Describe how

you would crcatively insert ancl lbrl at the table to make it both informativc and

dngaliing.

10. You've been askerl to cre!.te e vjsually stundng presenta'tion with smoolh tran-

sitions ?r.nLI anirrl2r.tions. How would you use Tlansitions and Slide Timings tcr

enhance tLe flow alrd pace of the prcselrtation, eDsuring that it captivates the

audience without overwhelming theln?

11. You nrc taskecl with delivcring a pre$entation that conta'rns a lot of numbers and

.]ata. llow rvould you enhance thc text formittting (e g, using bold, italics, color)

io hightight key frgures a .1 statistics without overwhelmi g the audicnce?

12. Descdbe the process ofcreating a Google acc.mlrt and nanagirg its settings What

steps nrnrld you takc to ensure the account is secure?



13. Describe how you can create a new folder in Google Drive and organize files efi-
ciently within that folder.

14. Explain how Google Calendax notifications work. How can you customise them to
fit your needs for better time managemcnt?

Section C

Answer any I quesl,ions. Each carry l4 marks.

15. Develop a comprehensive project that utilizes Mail Merge in Microsoft Word.

16. (a) Create a step-by-step guide for entedng and formatting data in Excel.

(b) Explain how you would use sorting and filtering to analyse sales data.


