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Part A (Answer any 6 questions. Each carries 2 marks)

1. List and describe three basic concepts related to IT terminolory. 2

2. What are the steps do you need to follow to insert a table into a documeirt? 2

3. What is document encryPtion? 2

4. What is a password-protected document? 2

b. Describe the purpose of statisticat functions in a spreadsheet. What is one common

statistical function? 2

6. What is the process for adding pictures to slides? How can images enha'nce a

presantation? 2

Z. What are some advantages of using Google Slides over traditional presentation

sofbware?

8. How does collaborative editing work in Google Slides? What benefits does it
provide for teams?

Part B (Answer any 4 questions. Ea.ch carries 6 marks)

g. Describe the process of creating a Google account and managing its settings. What

steps would you take to ensure the account is secure? 6

10. Describe how to select multiple non-contiguous pieces of text in a document. How

does this help in editing text? : 6

11. Assess the importance of proper referencing and citations in academic and profes-

sional documents. How does this practice support credibility and integrity? 6

hnagine,you're working on a project that requires logical analysis. How would you

use Logical F\rnctions (e.g., IF statements) to generate conditional results based

oo ,p""ifi" criteria? Provide an example of a real-world situation where this would

be useful. 6

Imagine you need to frequently update a presentation with new dataor information.

How would you organifir and save your presentation in such a way that makes

it easy to continuously edit, update, and share without losing track of previous

*r*iorr? 6
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15. (a) Explain the beflefits of gd$ Goo5le Drirrc for fih msnagem€mt . 7

(b) Defue ffi**ro"t '@r flT) and d[eeuss its sigdfica.nce in modern .
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