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Subject: ELECTRONIC DOCUMENTATION PREPARATION & MANAGEMENT
Course: EDPM 101

Date: Monday November 29th 2021      	 Time: 2:30 p.m. – 4:00 p.m.

Paper: 1 & 2
Instructions:
1. Answer ALL questions in BOTH papers.
2. Use your file paper to answer questions in Paper 2 and the answer sheet provided to answer questions in Paper 1.
3. You are advised to take some time to read through the paper and plan your answers.

PAPER 2

1. Computers are now widely used by almost everyone and in almost every industry.

a. Define a computer.							(1 mark)

b. State the FIVE components of a computer system.		(5 marks)

c. List TWO advantages of using a computer.			(2 marks)

d. Explain the difference between input and output.		(2 marks)


2. The manager of a certain business place is interested in buying a printer for his company.

a. List THREE output devices other than a printer.			(3 marks)

b. State the use of each of the devices you have listed in a.		(3 marks)


3. You found an old family photograph in a book, and you would like to send it via email to your cousin living abroad.

a. What input device would you use to start the process?		(2 marks)

b. What output device can your cousin use to get a hard copy of	(2 marks)
the photograph?

4. Software is a vital part of the functioning of a computer.

a. Define software.							(1 mark)

b. Give two examples of software.					(2 marks)


5. List and give a short description of the FOUR categories of computers. (12 marks)

TOTAL: 35 MARKS

PAPER 1

Instructions: Select the MOST APPROPRIATE answer and shade the corresponding answer on your answer sheet.


1. What is a computer?	

1. An analog device that processes typed documents
1. An electronic device that takes in data, processes it, and stores or outputs information
1. An electronic device that uses a mouse as an output device
1. An electronic device that creates output without any input

2. Which of the following is NOT an example of a microcomputer?	

1. Personal Digital Assistant (PDA)
1. Laptop
1. Minicomputer
1. Desktop

3. A smartwatch is a type of microcomputer.	

1. True
1. False 

4. The monitor is an input device.	

1. True
1. False

5. Which of the following is an output device?	

1. Monitor
1. Keyboard
1. Mouse
1. Scanner

6. A device that can store data even after the computer is turned off is known as:	

1. An input device
1. A monitor
1. A storage device
1. Computer RAM

7. How is a hard drive similar to a flash drive?	

1. They are both types of software
1. They are both used as storage devices
1. They cannot be destroyed
1. They are both internal components of a computer

8. Software is:	

A set of instructions that tells the user how to use the computer
A set of instructions that tells the computer/hardware what to do
Any part of the computer system that you can touch
The transfer of data from one computer to another

9. A set of instructions that tells the user how to use the computer is knownas:

1. Data
1. Software
1. Information
1. Procedures


10. When touch typing, you use your index finger for the spacebar.

1. True
1. False

11. Which of the following is NOT a component of a computer system?

1. Procedures
1. Hardware
1. Information
1. People

12. Which of the following is important when typing?

1. Hand position
1. Posture
1. Technique
1. All of the above
1. None of the above

13. Which of the following is an input device?

1. Printer
1. Scanner
1. Monitor
1. Speaker

14. The "Shift" key can be used for:

1. Typing capital or upper case letters
1. Typing lower case letters
1. Adding a space to your text
1. Nothing

15. A hard drive is an example of:

1. Software
1. Hardware
1. Data
1. Information

16. Hardware refers to any part of the computer you can touch.

1. True
1. False

17. Software is a set of instructions that tells the hardware (or computer) what to do.

1. True
1. False

18. Which of the following options shows the four (4) main categories of computers?

1. Mainframe, Desktop, Smartwatch
1. Mainframe, Laptop, Procedures, Hardware
1. Supercomputer, Mainframe, Minicomputer, Microcomputer
1. Hardware, Software, Procedures, Laptop

19. Data is unprocessed, raw facts.

1. True
1. False

20. Information is:

1. Unprocessed Data
1. Processed Data
1. What goes into the computer
1. The same as raw facts

21. Supercomputers are the largest, most powerful computers that exist.

1. True
1. False



22. Microcomputers fall under the most expensive category of computers.

1. True
1. False

23. What does the abbreviation "CPU" mean?

1. Computer Password Unit
1. Central Procedures Unit
1. Common Processing Usage
1. Central Processing Unit

24.  Which of the following is NOT a part of the CPU?
 
1. CMOS Battery 
1. ALU 
1. Control Unit 
1. Memory Unit 

25.  Which part of the CPU performs all the calculations necessary for the computer to operate?  
 
1. The hard drive 
1. The Control Unit 
1. The Arithmetic Logic Unit 
1. The Memory Unit 































TOTAL: 25 MARKS
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