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JANUARY-APRIL 2026 TRIMESTER

SCHOOL OF COMMUNICATION AND MULTIMEDIA JOURNALISM

EXAMINATION FOR DEGREE PROGRAMME

DAY PROGRAMME

RBFC 7112: DIGITAL SKILLS
DATE: 8TH APRIL 2026





Time : 2 HOURS

GENERAL INSTRUCTIONS:

Students are NOT permitted to write on the examination paper during reading time.

This is a closed book examination. Text book/Reference books/notes are not permitted.

SPECIAL INSTRUCTIONS 
Write your REGISTRATION NO. Clearly on the answer booklet(s). 
Answer Question One and ANY other TWO questions.
Questions in all sections should be answered in answer booklet(s) 
PLEASE start the answer to EACH question on a NEW PAGE.
For the questions, write the number of the question on the answer booklet(s) in the order you answered.
Write on both sides of each leaf and indicate number of each question at the top of each page.

Write the answers in a paragraph form unless stated otherwise. 
Marks allocated to each question are shown at the end of the question. 
All rough work must be done on the answer booklet and crossed through!

Use supplementary pages only when you have exhausted those in this book

Fasten the supplementary pages to the inside back cover of this booklet

Instructions: Attempt question ONE and any other two questions.

QUESTION ONE
Describe the following terminologies

System software




(2 Marks)
Operating system




(2 Marks)
Describe the following features of Canva software application.

Magic Studio





(1 Mark)
Collaboration & Scheduling:



(1 Mark)
Extensive Template Library & Design Tools 
(1 Mark)
Explain how trends in technology have the potential to increase the concern about ethical issues relating to the use of information systems. (3Marks)

Describe the concept of tailor-made software and state a relevant example.










(2 Marks)
Explain how the following input devices function.

MICR

OMR

Barcode Reader




(3 Marks)
Assume   that you are the secretary   of  Nakuru Golf   club.  You 

wish to  write letters   to  325  members of the club  inviting  them to   attend   a 

seminar at  the end of  the financial quarter.

Required 

 Identify  a word processing  feature that   will aid you hasten producing  the letters 








 (2 Marks)
Describe  the three  main   components   of  the feature  

 (3 Marks)
SECTION B (ANSWER ANY TWO QUESTIONS IN THIS SECTION)

QUESTION TWO (15 MARKS)
	Names 
	Mk1
	Mk2
	Mk3
	Total 
	Avg
	Max
	Min
	Grade 

	KK
	78
	61
	63
	
	
	
	
	

	PP
	72
	51 
	62
	
	
	
	
	

	CC
	56
	67
	50
	
	
	
	
	

	KP
	80
	67
	71
	
	
	
	
	

	SC
	62
	69
	71
	
	
	
	
	

	YA
	60
	58
	51
	
	
	
	
	


Given  the above   data,  you are  required    to:  

State  the formulas   of finding   maximum, minimum , average for student initials (SC).  

(2 Marks)
Describe how you would insert a pie chart showing the total marks for each student above to capture  the data provided above
(3 Marks)
iii) Write  the formula   for finding the grade for student initials (KP).    

(2 Marks)
Home Tab in MS Word enables you to perform various types of formatting operations. Describe Four formatting tools you can use from this Tab. (4 Marks)
Your mothers colleague would like to purchase a personal computer and asks for your advice. Recommend any two aspects of the computer system would you advise that the colleague should take into consideration. Explain your advice.

(4 Marks)
QUESTION THREE
Discuss the main types of main memory and their categories. 
(6 Marks)
Describe the concept of collaborative computing and discuss the following types of collaborative computing solutions.

Task collaboration




(2 Marks)
Communication collaboration



(2 Marks)
File collaboration




(2 Marks)
Explain the use of the following functions as used in a word processing application

Thesaurus 





(1 Mark)
Word art





(1 Mark)
Word Count





(1 Mark)
QUESTION FOUR
Explain the purpose of the following used in Microsoft excel

COUNT





(2 Marks)
Pivot Table





(2 Marks)
Describe four facilities which make the internet a good platform for communication and e-commerce.




(4 Marks)
Discuss any four factors you should consider when purchasing computer hardware.







(4 Marks)
Briefly explain the features of the three latest generations/evolution of computers to the current machines.










(3 Marks)
QUESTION FIVE:

Describe the following terminologies

Multiprocessing




(2 Marks)
Multiprogramming




(2 Marks)
Explain the following terms used in presentation software.

Slide Master





(1 Mark)
Slide sorter





(1 Mark)
Slide transition




(1 Mark)
Explain the term virus. 





(2 Marks)
Outline any four symptoms of computers  which would make you suggest that your computer is infected with a virus.



(2 Marks)
There are many advantages of using computer in business operations. Escribe any two disadvantages of using computers in the modern world.

(4 Marks)


