WORD

QUESTION ONE

1. Find and replace the following:


FIND
REPLACE

mgt
Management


opg
Operating


fin
Finance


mkt
Marketing


eng
Engineering


manuf
Manufacturing


edp
Electronic Data Processing

2. Spell-check the document.

3. Double indent the second paragraph.

4. Center, Bold, Underline and convert to uppercase the heading of the text.

5. Copy the first and second paragraph below three times.

6. Insert a page-break at the beginning of the copied paragraphs.

7. Insert headers to read “Electronic Data Processing”.

8. Insert page numbers at the bottom center.

9. Double-space the second paragraph of the first page.

The edp Committee
Because computer systems represent a considerable investment in equipment resources,

they have the potential of contributing significantly to the efficiency with which the 

business is operated. Electronic data processing merits the close attention of all the organizations within the business. His interest and attention must start before the installation of electronic data processing equipment.

When a company plans the acquisition of electronic data processing equipment, it is important to establish an electronic data processing committee composed of top mgt people representing all major opg areas of the fin, mkt, manuf, eng etc. The members of the electronic data processing committee must be decision makers who speak with authority for the division or departments. 

The full and active support of top management is vital for the data processing responsibility to be adequately defined, planned and monitored. The purpose of the electronic data processing committee is to ensure that the applications planned for electronic data processing are realistic in terms of overall cooperate goals, that the scheduling of the installation and many activities for a successful installation are done properly, and that the installation has the understanding and support of key mgt personnel.

The electronic data processing committee will continue to function after the installation of the electronic data processing equipment, by monitoring its use, planning new applications and approving additional equipment resources required by expanding data processing needs. Only such a committee representing all operating units of the company, can effectively monitor the electronic data processing activities, and weigh priorities in relation to the companies, overall needs and goals whether a company is large or small, the electronic data processing committee can be invaluable.

QUESTION TWO

Create numbered bullets for the following:

Computer Awareness -DOS, Windows95

Spreadsheets -Ms-Excel, Quattro-Pro, Lotus 1-2-3

Databases- Dbase3, Dbase4, Ms-Access, Approach

Desktop publishing- PageMaker, Corel Draw

Note: The items after the hyphenations are subsections of the main package.

QUESTION THREE

Use the mail merge feature to create the letters to the people list provided in the table below, such that each individual receives the letter with his/her necessary details. You may use the following field names:



AppDate: for application date



JobTitle: for job title



IntDate: for interview date



IntTime: for interview time



HotelName: for hotel



Name: for name

Letter:

From:

Overseas Employment,

Plot 4A Neptune Street,

Market Plaza,

KAMPALA.

Subject: Your Application dated <AppDate> for the post <JobTitle>

Dear <Name>

You are required to attend the final interview on <IntDate> for the post of  <JobTitle> at <IntTime>. The interview is to be held at Hotel <HotelName>.

Please bring your original passport, a copy of bio data and all testimonials along with one duplicate copy. Also bring 6 passport size photographs.

Thank you.

For Overseas Employment Corporation.

See next page for the data table.

Create the data source using the following table (Remember the field names suggested above.

	Name
	Application date
	Job title
	Interview date
	Interview time
	Hotel

	John MASSA
	12/9/01
	Programmer
	1/12/01
	1100
	Equatoria

	Henry OTIENO
	10/10/01
	Technical writer
	1/12/01
	1500
	Nile

	Rose NYACHWO
	15/9/01
	Database manager
	1/12/01
	1700
	Nile

	James KINTU
	12/9/01
	LAN specialist
	2/11/01
	1100
	Fairway

	Fulton OPOKA
	14/9/01
	Marketing
	2/12/01
	1300
	Sheraton

	Hilary CHOMBO
	19/9/01
	Marketing
	3/11/01
	1430
	Sheraton

	Jackie ONEN
	12/10/01
	Maintenance
	4/12/01
	1600
	Equatoria

	Jane OTTO
	9/9/01
	Programmer
	1/12/01
	1000
	Colline


QUESTION FOUR

1. Create the following table as it is:

	NAME
	MONTH:

	STAFF NO.
	GRADE:
	CC NO.

	NO. OF DAYS PAID:
	

	EARNINGS
	DEDUCTIONS
	

	Basic
	
	I. Tax
	
	

	Education
	
	Pen.Fund
	
	

	Medical
	
	Advance
	
	

	Others
	
	Others
	
	

	TOTAL
	
	TOTAL
	
	

	
	
	
	
	

	SPECIAL REMARKS:


2. Create the following flow chart:



SPREADSHEETS

Open the spreadsheet CGES Mukono District

Select the header row and format it to auto-fit selection.

Set criteria 

· to show instantly the gross pay of employees from the same district working in a particular department or 

· to count the total number of employees from a given district working in a particular department (Hint: make use of the database functions in the spreadsheet).

DATABASES

Open the spreadsheet “Newton Admissions” 
Arrange the list in ascending order using NAME and FACULTY but with FACULTY having the priority.

Add two fields REGN1 and REGN2.

Filter out the female, F, admissions. Enter 01/F/ under REGN1 for all the female admissions.

Similarly, filter out the male, M, admissions and enter 01/M/ under REGN1 for all the male admissions.

Remove the filters.

Place numbers in ascending order under REGN2.

Save and close the file.

Open Access and create a new database with “NT ADMISSIONS” as its name.

Import the spreadsheet “Newtown Admissions” into this database as “tblAdmissions” with no primary key and with the column headings as the fields.

Create another table “tblHal”l with 2 fields:

· HALLNO (AutoNumber)

· HALL (text).

Change to datasheet view and enter the following names for the halls of residence:

- AFRICA

- AMERICA

- ASIA

- AUSTRALIA

- EUROPE

- NON-RESIDENT.

Open “tblAdmissions” in design view and add a new field HALL. The values in this field are to be looked up from “tblHall”. 

29 students, none of them women, are to be non-resident, and all women are to reside in AMERICA.

The rest of the men are to be distributed in the other halls. Fill in the halls for all students as best as you can.

Construct queries to return the following:

- REGNNO
NAME

FACULTY

- REGNNO
NAME

GENDER
HALL.
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UNIT





PAYMENT


TO SUPPLIER


100%IDA





LOCAL


PROJECT


ACCOUNT





PAYMENT
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