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Questions:  

No.   

a) Read the statement given below and answer the questions that follow: 

               

 

 

 

 

i. State one way of protecting the document against power failure. 

 

ii. Name the computer device that is used to control the power supply when 

using computers. 

 

1. 

  

a) Explain one common threat to the integrity of data held on computer files. 

 

b) Explain one advantage of using a desktop publishing template. 

 

c) A characteristic about computer is its versatility. Explain how versatility 

supports the user in completing the work on time. 

 

2.  

  

a) Describe one way of protecting data from computer virus. 

 

b) Differentiate between a formal and an informal meeting in relation to the 

venue of the meeting. 

 

c) Explain the importance of having a subject heading in a letter. 

 

d) The AIDA principle is used in writing persuasive letters. Discuss how the 

AIDA principle is applied to each paragraph of the letter. 

 

 

3.  

 

Occasionally, the power supply fails and the document you are 

working on will be lost. 


