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Instructions:
1. Answer ALL questions in Section A and B and ANY other TWO questions in Section C
2. Tick the most correct alternative in Section A
3. Answers to Questions in Section B and C must be written in the spaces provided on the question paper.
4. Candidates must ensure they submit their work by clicking “finish and submit attempt” button at the end. 



SECTION A: 20 Marks (Each question carries 1 mark)
NB: These are multiple choice questions with four choices, A, B, C, and D and the candidate is supposed to tick the correct answer.
1. Picture is available on the 		tab
a) Home
b) Insert
c) Page layout
d) Page design

2. Which extension is for Ms Publisher
a) .pptx
b) .docx
c) .pub
d) .pb

3. To change page size, you need to go to the 		tab
a) Page tools
b) Page layout
c) Page design
d) Page format

4, Ms Publisher has many precreated files that you can edit
a) True
b) False

5. Using a white text on a black background is considered
a) Contrast
b) Alignment
c) Proximity
d) Dimensional

6. Susan wants her neighborhood babysitting clients to remember her and have quick access to her phone number whenever they are in need of a babysitter. Which publication should she use?
a) brochure
b) business card
c) newsletter 
d) flyer
7. Mary wants to send a professionally prepared communication to potential clients to introduce himself, provide contact information, and describe his web development services
a) Brochure
b) letterhead
c) newsletter
d) flyer

8. Joseph wants to advertise the upcoming blood drive at her school. Which publication should she use?
a) brochure
b) business card
c) newsletter 
d) flyer

9. clad s the communications specialist for his Boy Scout troop.  He wants to send monthly updates to the members of his troop and their parents about recent activities, make announcements about honors some of the members have received, and provide information about upcoming events. Which publication should he use?
a) newsletter
b) business card
c) letterhead
d) flyer

10.At the top of the window, you will see the name of the current publication you have open at the 
a) Quick Access toolbar
b) Title bar
c) Status bar
d) None of the above

11. What is the process of removing a portion of a graphic called?
a) Trimming
b) Purging
c) Cropping
d) Resizing

12. Which software program is a full-featured desktop publishing program that allows you to create professional looking publications?
a) Ms Outlook
b) MsPublisher
c) Ms OneNote
d) Ms Access

13. This is one thing you can't create with MS Publisher (select all applicable)
a) Presentation
b) spreadsheet
c) Document
d) None of the above

14. WordArt is available on the ____________ tab
a) Insert
b) Format
c) ClipArt
d) Graphics

15. The Spelling command in Publisher will indicate possible misspellings by a ___ under the word
a) Green dashed line
b) Blue outline
c) Yellow dotted line
d) Red squiggly line

16. You want an image to go behind the text on your brochure, which command do you use?
a) Align
b) Bring forward
c) Send backward
d) Rotate

17. Does Publisher and Word have similar navigation mechanisms?
a) Yes
b) No

18. The Line Spacing button is located in the paragraph group on the Home tab 
a) True
b) False

19. Microsoft Publisher is a
a) Web Browser
b) Operating System
c) Application Program
d) Word Processor

20. Which Menu item do I use to format my font styles and paragraph settings?
a) File
b) Home
c) Insert
d) View


SECTION B: 30 Marks
The candidate is supposed to attempt all questions in this section. Answers to questions in this section must be written in the spaces provided. Answers must be precise and concise.
The questions are supposed to be structured/short answer questions which carry 2 to 5 marks each, making a total of 30 marks. (Range is 6-15 questions)
1) a) State the limitation of Desktop publishing 				(2 Marks)
2) b)  Define desktop publishing 						(2 Marks)
3) c)  What do you understand by the term Orientation as used in Ms. Desktop Publisher											(2 Marks)
4) d)  Give TWO comparisons and TWO contrasts between desktop publishing and word processing 									(4 marks)
5) Briefly describe any TWO types of publications which can be produced by desktop
6) publishing software								 (4 Marks)
7) Briefly describe any TWO basic styles and special formats used in desktop publishing 											(4 marks)
8) Define the following terms;
9) i). Crop a picture 								(2 Marks)
10) ii). Text wrap 									(2 Marks)
11) iii).Grouping Object								(2 Marks)
12) iv). Text box 									(2 Marks)

13) h) Briefly outline how you can open Ms desktop publisher application for use (2 Marks)
14) i) Distinguish between close application and exit application		(2 marks)


SECTION C:20 Marks
These are long answer questions.
There are a total of three (3) questions, each carrying ten (10) marks. A candidate is supposed to answer any two (2) questions.
QUESTION 1 (10 marks)
a) Highlight FIVE capabilities which make Desktop publishing software superior to word processing software								 (5 Marks)
b) Outline the any FIVE essential considerations for handling text and graphics in DTP documents 									(5 Marks)

QUESTION 2 (20 marks)
a) Briefly explain how you can do the following in desktop publishing	(5Marks)
i) open an existing file 	
ii) Save an existing file
iii) Rename an existing file
iv) Change the template of an existing publication
v) adding and deleting pages in an existing publication
b) Briefly describe any FIVE publication checklist which you must adhere to for a good publication.								(5 Marks)

QUESTION 3 (20 marks)
a. Discuss the difference between Save AS and Save as used in publisher outlining step per step how each is accomplished.				 (2 marks)
b. Discuss the difference between Copy…Paste  and Cut…Paste  as used in publisher outlining step per step how each is accomplished.		 (2 marks)
c. Discuss the difference between Clip Art and Word Art  as used in publisher outlining step per step how each is accomplished.			 (2 marks)

d. Briefly describe ANY FOUR specialist roles in DTP. 		(4 marks)
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