W
o

ERSIy,
©,

s

TECHNICAL UNIVERSITY OF MOMBASA

SCHOOL OF BUSINESS
DEPARTMENT OF BUSINESS ADMINISTRATION
UNIVERSITY EXAMINATION FOR:
BACHELOR OF BUSINESS AND OFFICE MANAGEMENT
BSC 4403: ADVANCED COMPUTERIZED DOCUMENT PRODUCTION II (60 W.P.M.)
SPECIAL/SUPPLEMENTARY EXAMINATION
SERIES: JULY 2025
TIME: 2 HOURS
DATE: JULY 2025

Instructions to Candidates

You should have the following for this examination

-Answer Booklet, examination pass, and student ID

This paper consists of FOUR questions. Attempt all QUESTIONS (Compulsory).
Do not write on the question paper.

Instructions to Candidates

1. You should have the following for this examination
-Answer Booklet, examination pass, and student ID

2. This paper consists of FOUR questions. Attempt ALL questions.

3. Do not write on the question paper.

4. Read the instructions of each TASK carefully.

5. Create a FOLDER (Your Registration Number) where you will save ALL the
TASKS.

6. Any problem with the computer should be reported to the invigilator
immediately.

7. Insert your registration number as a header in each task.

8. Use font size 12 and font style Times New Roman for all exercises unless
otherwise specified.

9. Print on one side of the paper(s) only and use a fresh sheet of paper(s) for each

document.



Task ONE (20 marks)

{ key in the following letter for dispatch today.
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Dear Sir

M"M&—:‘: / bold € cenre

In reference to your letter, Ref TEL/3/24, dated 2 g% Tune 202K,
we are pleased to furnish you with information concerning our tour packages. We are a
well-known tour company who have been operating in Kenya since 1990. ~

COur Combany 1§ involved in O¥gamaing tours and Lafaris
‘o VO\\'.\‘\.\.S (le.s\iﬁ»ﬁ.o\r\.t

‘ £ W and out of the Country . We
alse offer hotel and Aivbnb Serviced +v a wiide vange of
Clientele . ey
The Kenyan coast is renowned for its beautiful and serene beaches, marine
parks and a rich cultural heritage. We are pleased to introduce to you the various types
of coastal tourism packages for your sampling, Specifically, we wish to introduce to
you the following types of coastal tourism: beach, cultural and ecotourism,
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Clients may also opt for secluded b-éa:h-e.s:v{\ich
are owned by top class beach hotels where they can enjoy themselves

away from prying
eyes.
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Ecotourism is gef; | sites that conserve the
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in/ environment ang improve the w:;rgs onsl?::e {ocal people. Ecotourism Kenyais
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Areas such as turtle breeding site afid coral reefs are not to be disturbed and toqrists
must ensure that ng damage is done {q the environment. Locals aré also trained on how
to carry out policing work and report any activities that do not conform to the laid down

rules. In return, they reap the following benefits: (IDJM 36{' %rhse‘!
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Karissa Maene, Tourisk Ambassador .
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Task TWO (20 marks)

following manuscript in double-line spacing.
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3.

Production Areas
Kenya’s flower industry has continued to attract investors due to its solid infrastructure,

favourable climate, global-positioning and a ﬁroductive work force. It comprises
large, medium and small-scale producers who have attained high management
standards. They have also invested heavily in value addition through adoption of

modern technology in production, precision farming and marketing. The main flower
production areas in Kenya are; Naivasha | Lake, Timau, Kajiado and Kiambu among

others.
These areas are well known for propagation for cut and ornamental flowers as

displayed below:
CUT FLOWERS ORNAMENTAL FLOWERS
QO <es Swiss Cheese Plant
Alstromeria ‘ G :‘ liifln Croj;zn
Chrysanthemum : Dew drogs
Carnations Silky Oak o
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@ing forward, the flower industry should be encouraged to continue benchmarking with

other producer countries. D

Mn gathered will be useful in formulating strategies, to capture the prospects of

expansion in current and emerging markets.
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———3 Task THREE (15 marks)
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1. Create the following table. ;

9. Centre the table both vertically and houzontallyriq
3. Use the SUM function to calculate the totals for
4. Save it as Task 3 in your folder to print out later.
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Africana Group of Hhbele [caps ¢ bold

Tourist Arrivals and Occupancy - September to December 2023

ARRAVALE FRom VAR CoulTRAES /holf
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ables 1 and 2.

December

q’b' October NovV. T
Pakistan 2(83 E—:z.—; | 2981 || 8555
by china | 1377 17,444 (o000 | | (0565
Germany 2\4$  |ligo2a 1,766 3,005 )
Tndia 105 412 g¢so | | 3oo433
WAE. | 298 432 | || 288 656
\ Greece | 1821 1,654 291 | | vws6
Uruguay_ \ 69 Y-y 87 106
“1' @hw 3,978 l3,234 'Jdg58761 \zoo™(
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l November 309 466 <o 501
Seokf|  Degember | 2022 - W 25 | e
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/ Task FOUR (15 mayks)

/7 )/'/‘ )/4
/ i rac iVCly. it 4
y > ', ({l»‘;l)l“), ﬂ“lﬂ(t g '
(f o //l Key in {h(f fnl:(),‘;::aynur folder to print’. ().ul‘ later. ' LT ?n"‘;ﬂbj
2. Gaveitas Tas <:‘f AT Wﬁmé‘mv""“am_;s ong §14¢ R0, bold,
T Quallby ALRSSmgns YOS
2 T
v ‘:O‘J
PN NIV G (

Data Quallty gypjoctives Provoss
Quallty Assurange m)\,d l'::!ﬂec' plan Development

Flold Dt Colloetion and Assoclnted Qualjly
Assuvancy, f va‘\;g‘(cgn ol @éﬁ’m e

-

AN

5l oy ASSTRSMNT
Doduon Verif cagi Sl o on
e, QUi ABLSNERIE

—
Routine Data andl QC/Perlormanee
Bvaluntion Datn
: INPWT

DATA VERIFICATION/VALIDATION

®  Verily monsurement performance
®  Verily moasurement procedures and reporting specifications
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