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a) Open a new MS Word file and type the following text given below. (04 marks)

The fairy tales we deserve

The Disney that enchants us today are drawn from ancient, worldwide folk tradition.
Some folklorists believe that "Cinderella" in its rnost basic fbrn-r-neglected youngest
child is tested, found worthy, rewarded with mate-dates back to the Old Stone Age,
Cinderella

Folk version of "Cinderella" was related in hundreds of societies. In these stories, the
"test" for the ilnfortunate child is different. Our famiiiar Cinderella is beautiful and has

tiny feet, By contrast, the Japanese Cinderella gets her price by writing a prize-winning
poern.

Other fairytales include:
, Little red riding hocd '

. Three little pigs

. Beauty and the beast

ii. Save your rvork as "fairytales" in a folder created on my desktop. (01 rnark)
iii. Run the speli checker. (01 mark)
iv" Bold and underiine "the fairy tales we deserve", (01 mark)

, v. .Change the line spacing of the paragraph to 1.5. (01 rnark)
vi. Replaoe the word "beautiful" with magnificent" (01 mark)
vii. Apply the style heading I to "Cinderella". (01 mark)
viii" Actd a header to the document and write your name and surname. (01 mark)
ix. Change thsbullets points to a numbered list. (01 mark)
x. Create a table as shown below. ' (OO marks)

January tests

Surname name English German Computer

Xuereh Norber( B5 .t 'l+Z 98

Spiteri Richard 53 15 75

Borg Clive 55 85 82

cgruan0 Michelle 45 45 25

xi. Insert a row between spiteri and Borg add the foliowing data: (O3marks)

Biffa Paola t) 25 48
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Radish

Beetroot

Cinger

Potato

Radish (@ll2=4 marks)

2. Using the Microsoft Excel of your choice; create a worksheet in a landscape format using
the information in the table below; boLJ, wrap, align all heading on top and save it as
Mtaku.ja Restaurant. (3 marks)

a) Insert columns for Gross Salary. pAyE, WAGE, Transport Ailowance, House
Allor,l,ance and Net Salary (2 rnarks)
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b) 
"IJsing 

the appropriate ftlrmula for each colunnn inserted above, catrculate:" i. The Basic Salary (I marks)
ii. PAyE (2 rnarks)
iii. WAGE (2 nnarks)
iri. Transport Allowance (2 marks)
v. House Allowance (2 rnarks)
vi. Net Salary (2 marks)
vii" Gloss salary (2 marks)

Given that:

" PAYE is2}yo of Basic Salary
. W.AGE is 4o/o of lJasic Salary
. I{ousing ailowance is 15% of Basic Salary* Iransport allorvan ce ts lT%o of Basic Salary, Basic salary is working hours' times rate per hour. Gross salary all ascumulations

c) Insert a 3-D column chart of Employees narne against'rransport allowance" (2 marks)d) Save it as 1'ransport allowance (2 rnarks)
e) Frint your works(s) (2 rmarks)

3' T'he following tables shou' books kept in a sertain library. Read the tables carefully and
answer the following questions that fbllow:

Tahle I: Bornowers
:-----.*__r___:__i $*rr*w,er i Bo*owers Narne I Borro*ur a,aaii, --T-Brr*;;r\ ph-;'i', .\umber I I l- 

- """1
,l

Table l;
I Code

I Number
I

I

IL_---__--_
i**141 _

67{)

'Librurv Book

I Title
{

I

I

I

I

I

-Iryleh-"_
BlMaths

Author's
Name Book retwrfied

(Br) or Book
horrowed (Bhl

Borcowed
Number

1230

Date due
Back

S.Mbum Bb 2-8-2Att
_f9&sle

K. Henrv
Bb 1420 6-4-2At1

403 Chemistn Br 642_

462

2-5-201r
539 History J.James Br 2-s-2&il
85{)

ICT V.Kalebo Bb 3200 9-7-2011
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Table 2 (3 marks)
Sort the records in part (a) in ascending order olbortrowers' number (3 marks)
Create a query called "greater than 1200" with field: Code Number, Title, Narne of

Author, Book returned and Date due back, showing borrowers number that are above
i 200(3 marks)

Create a query, showing only Books returned (Br) and Name of author. Save the query as

"Br query" (3 marks)
Create relationship between the tables created above (3 marks)
Create a report of library borrower in (b) above and narne the report as "Borrowers

report" (3 marks)
Create a form using infbrmation in part (a) above and save it as "Books,form" (3 marks)
Save your database as "Library database" (l mark)

vil.

vIt.

ix.

x.
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