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WORD PROCESSING Il

Imagine you are a computer specialist, explain the effects of various advanced tools and

features of a word processor.
Model Answer

A word processor (like Microsoft Word, Google Docs, or LibreOffice Writer) has advanced
tools and features that go beyond basic typing. These tools improve productivity, enhance
document quality, and make collaboration easier.

Effects of Advanced Tools and Features
(i) Formatting Tools
Allow users to adjust fonts, styles, margins, and layouts.
Effect: Makes documents professional and visually appealing.
(ii) Spell Check and Grammar
Automatically detects spelling and grammatical errors.
Effect: Improves accuracy and clarity of writing.
(iii) Templates
Pre-designed layouts for resumes, reports, and letters.
Effect: Saves time and ensures consistency.
(iv) Mail Merge
Combines a document with a data source to create personalized letters.
Effect: Speeds up bulk communication (e.g., sending exam results to parents).
(v) Track Changes and Comments
Allows multiple users to edit and review documents collaboratively.
Effect: Enhances teamwork and accountability.
(vi) Insert Tables, Charts, and Images

Adds visuals to support text.
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Effect: Improves understanding and presentation of information.

(vii)

Hyperlinks

Links text to websites or other documents.

Effect: Provides quick access to external resources.

(viii)  Macros

Automates repetitive tasks.

Effect: Saves time and reduces errors.

Summary Table

Feature Effect Example

Formatting Professional look Reports, essays
Spell/Grammar | Accuracy Correcting mistakes
Templates Saves time Resume writing

Mail Merge Bulk personalization | Letters to parents

Track Changes | Collaboration Group projects
Tables/Charts | Visual clarity Exam results

Hyperlinks Quick access Linking sources

Macros Automation Repeated formatting
Ugandan Context
(i) Teachers use mail merge to prepare personalized exam reports.
(i) Students insert tables and charts in assignments for clarity.

(iif)
(iv)

Schools encourage track changes for group projects and peer reviews.

Templates help learners prepare professional CVs and application letters.
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2. Gyomat School received a new head teacher last year who has a dream of improving
academic performance and the overall public image of the school. In the head teacher’s first
meeting with all staff members and parents, the following concerns were raised: poorly
typeset examination papers, inaccurate learners’ record, absenteeism among staff members

and mysterious disappearance of school property such as furniture and library books.

One of the parents proposed to the head teacher to use ICT to solve most of these problems.
The head teacher, however, does not know the ICTs the school needs and how to maintain

them in good working conditions all the time.
Task

Prepare a document that will provide guidance to the head teacher on which ISTs to choose

and advise him/her on the measures he/she can take to maintain these ICTs

Model Answer
Recommended ICT Tools
(i) Word Processing Software
Use Microsoft Word or Google Docs to prepare well-typeset examination papers.
Effect: Professional formatting, spell check, and templates improve exam quality.
(ii) Spreadsheet Applications
Use Excel or Google Sheets to manage learners’ records (marks, attendance, fees).
Effect: Accurate calculations, easy updates, and secure storage.
(iii) Biometric Attendance Systems
Fingerprint or card-based systems to monitor staff attendance.
Effect: Reduces absenteeism and ensures accountability.
(iv) Inventory Management Software
Track school property such as furniture and library books.
Effect: Prevents mysterious disappearance of assets.
(v) Library Management Systems
Digital catalogues and barcoding for books.
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Effect: Easy borrowing/return tracking, reduces losses.
Maintenance Measures

(i) Regular Updates: Keep software and antivirus programs updated to prevent
breakdowns and cyber threats.

(ii) Training: Train staff on proper use of ICT tools to reduce misuse and errors.

(iii) Backups: Regularly back up learners’ records and exam papers to external drives or

cloud storage.
(iv) Servicing: Schedule routine servicing of computers, printers, and biometric devices.

(v) Security Measures: Use passwords, restricted access, and CCTV to protect ICT

equipment and data.

Summary Table

Problem ICT Tool Effect

Poorly typeset exams | Word processor Professional papers
Inaccurate records Spreadsheet Accurate learner data
Staff absenteeism Biometric system | Accountability
Property loss Inventory software | Asset tracking
Library book loss Library system Borrowing control

Ugandan Context

Many Ugandan schools are adopting ICT labs and digital record systems to improve

efficiency.
Government initiatives like UCC’s school connectivity projects support ICT adoption.

Proper maintenance ensures sustainability and avoids costly replacements.
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3. Imagine you are a computer specialist, explain the concept of electronic publishing.

Model Answer

Electronic publishing (e-publishing) is the process of creating, distributing, and accessing

publications in digital form rather than on paper. It covers e-books, online journals,

magazines, newspapers, and interactive content that readers can access on computers,

tablets, smartphones, or e-readers.

Meaning of Electronic Publishing

(i) Electronic publishing (also called digital publishing or online publishing) uses
Information and Communication Technology (ICT) to produce and share information
electronically.

(ii) Unlike desktop publishing, which prepares documents for print, e-publishing keeps
the final product in digital form.

(i) Content can include text, images, audio, video, graphics, and interactive features.

Key Features

(i) Digital formats: PDF, EPUB, HTML, multimedia files.

(ii) Accessibility: Available 24/7 globally via the internet.

(iii) Interactivity: Hyperlinks, embedded videos, quizzes, comments.

(iv) Searchability: Full-text search makes information retrieval faster.

(v) Dynamic updates: Content can be revised instantly.

(vi) Analytics: Publishers track reader engagement and optimize content.

Advantages
(i) Instant access: Readers download or stream content immediately.
(ii) Lower costs: No printing, shipping, or storage expenses.

(iii) Wider reach: Global distribution without physical barriers.

(iv) Self-publishing: Authors can publish independently.

(v) Adaptability: Content can be resized, reformatted, or translated easily.
Challenges
(i) Digital divide: Limited access in rural areas without internet.
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(ii) Copyright issues: Piracy and unauthorized sharing.
(iii) Technology dependence: Requires devices and electricity.

(iv) Reader preference: Some still prefer printed books.

Summary Table

Aspect Description Example
Meaning Digital publication of content E-books, online journals
Features Multimedia, interactivity, searchability | Kindle, Google Books

Advantages | Instant access, low cost, global reach Online newspapers

Challenges | Piracy, digital divide, tech reliance Rural Uganda schools

Ugandan Context

(i) Universities and schools increasingly use e-publishing for textbooks and research
papers.

(ii) Government agencies share reports online instead of printing.

(iii) Local authors can self-publish e-books, reaching wider audiences without costly
printing.

(iv) Mobile phones dominate access, with students reading notes via WhatsApp, Google

Drive, or PDF apps.

Imagine you are a computer specialist, explain the meaning and objectives of E-waste

management.
Model Answer

E-waste management means the proper handling, collection, recycling, and disposal of
electronic waste — such as old computers, phones, TVs, and other electronic devices — to

prevent harm to people and the environment.

E-waste refers to discarded electrical or electronic equipment that is no longer useful or has

become obsolete.
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Management involves all the steps taken to ensure these materials are handled safely —

from collection and sorting to recycling and final disposal.

Key Objectives

(i) Reduce pollution: Prevent toxic substances like lead and mercury from contaminating
soil and water.

(ii) Recover valuable materials: Extract metals such as gold, copper, and aluminum for
reuse.

(iii) Promote sustainability: Encourage repair, reuse, and recycling instead of dumping.

(iv) Protect health: Reduce exposure to harmful chemicals released from burning or

improper disposal.

Ugandan Context

In Uganda, proper e-waste management helps schools, offices, and communities:

(i) Keep ICT environments safe and clean.
(ii) Support government recycling initiatives.
(iii) Create green jobs through collection and refurbishment centers.

Imagine you are a computer specialist, describe the different approaches to Managing
Electronic Waste (E-Waste).

Model Answer

E-waste management involves several strategies that help reduce pollution, recover valuable

materials, and promote sustainability.

Main Approaches
(i) Reduce, Reuse, and Recycle
Minimize electronic consumption.
Reuse devices through repair or donation.

Recycle components like metals and plastics.
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(ii) Extended Producer Responsibility (EPR)
Manufacturers take responsibility for collecting and recycling their products after use.
Encourages eco-friendly design and take-back programs.
(iii) Formal Recycling Systems
Licensed recycling centers safely dismantle and process e-waste.
Prevents hazardous exposure and environmental contamination.
(iv) Public Awareness and Education
Schools and communities teach proper disposal methods.
Promotes behavioral change toward sustainable ICT use.
(v) Legislation and Policy Enforcement
Governments set laws for safe collection, transport, and recycling.
Penalties discourage illegal dumping and burning.
(vi) Green Procurement and Design
Organizations buy durable, repairable, and recyclable electronics.

Reduces future waste generation.

Ugandan Context

In Uganda, these approaches are applied through:

(i) National Environment Management Authority (NEMA) regulations on ICT waste.
(ii) School ICT clubs promoting repair and reuse.
(iii) Private recyclers collecting old computers and phones for safe processing.

Imagine you are a computer specialist, identify the stakeholders and their roles in e-waste

management.

Model Answer

Key stakeholders and their roles in e-waste management
Here are the key stakeholders in e-waste management and their specific roles:
(i) Government

Formulate policies and enforce recycling laws.
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Provide collection centers and regulate disposal practices.
Support awareness campaigns and fund recycling initiatives.
(ii) Businesses
Design eco-friendly, durable, and recyclable products.
Run take-back programs for old electronics.
Partner with recyclers to ensure safe disposal.
(iii) Communities
Practice safe disposal and avoid burning e-waste.
Organize local recycling drives.
Encourage collective responsibility for ICT sustainability.
(iv) Schools
Educate learners about ICT sustainability.
Integrate e-waste topics into curriculum.
Lead awareness campaigns and model safe disposal practices.
(v) Individuals
Reduce consumption, reuse devices, and recycle responsibly.
Donate old electronics instead of dumping.
Adopt sustainable ICT habits at home and work.
Ugandan Context
In Uganda, these stakeholders collaborate through:
(i) NEMA regulations guiding safe disposal.
(ii) Private recyclers collecting ICT waste.
(iii) Schools and universities teaching ICT sustainability.

(iv) Community groups organizing awareness campaigns.

Imagine you are a computer specialist, explain the meaning of software and functions of its

categories.

Model Answer
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Software is a set of instructions, programs, or applications that tell a computer how to

perform specific tasks. Unlike hardware (the physical parts of a computer), software is

intangible—it exists as code and data that guide the machine’s operations.

Major Categories of software and their functions

(i)

(ii)

(i)

(iv)

(v)

System Software

Manages and controls computer hardware.

Examples: Operating systems (Windows, Linux, macQS), utility programs (antivirus,
disk management).

Importance: Provides a platform for other software to run.

Application Software

Designed to perform specific tasks for users.

Examples: Microsoft Word (word processing), Excel (spreadsheets), Photoshop
(graphics).

Importance: Helps users accomplish daily tasks like writing, calculations, or design.
Programming Software

Tools used by developers to create new software.

Examples: Compilers, interpreters, code editors (Visual Studio Code, Eclipse).
Importance: Enables creation of applications and system software.

Utility Software

Supports system maintenance and optimization.

Examples: Antivirus programs, backup tools, file compression software.
Importance: Keeps the computer secure and efficient.

Middleware

Acts as a bridge between different applications or systems.

Examples: Database middleware, message brokers.

Importance: Ensures smooth communication between software components.
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Summary Table

Category Purpose Examples

System Software Controls hardware & runs applications | Windows, Linux
Application Software User tasks & productivity Word, Excel, Photoshop
Programming Software | Develops new software Compilers, VS Code
Utility Software Maintains system health Antivirus, Backup tools
Middleware Connects applications Database middleware

Ugandan Context

(i) Schools: Use application software like MS Word and Excel for teaching ICT.

(ii) Businesses: Rely on utility software for data backup and antivirus protection.
(iii) Government offices: Depend on system software for managing large databases.

(iv) Developers: Use programming software to build apps for local needs.

Imagine you are a computer specialist, explain the procedures of Installing, uninstalling, and

troubleshooting an operating system (OS) and system software
Model Answer

Installing, uninstalling, and troubleshooting an operating system (OS) and system software

are essential ICT skills. Let’s break it down step-by-step, then illustrate with flow charts.

Installing an Operating System / System Software

(i) Prepare installation media (USB/DVD with OS setup files).
(ii) Boot from media via BIOS/UEFI settings.

(iii) Select installation options (language, partition, file system).
(iv) Copy files and configure (drivers, updates).

(v) Finalize setup (create user accounts, set passwords).

Uninstalling System Software

(i) Open Control Panel - Programs = Uninstall.
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(ii) Select software and click Uninstall.
(iii) Follow prompts to remove files.

(iv) Restart system to complete removal.

Troubleshooting OS / System Software

(i) Identify problem (slow boot, missing drivers, crashes).
(ii) Check hardware (RAM, disk, cables).

(iii) Run diagnostic tools (Task Manager, Event Viewer).
(iv)  Update drivers/software.

(v) Restore/repair OS using recovery tools.

(vi) Seek expert help if unresolved.

Flow Charts
1. Installation Flow
Start = Insert Installation Media - Boot from Media -
Select Options = Copy Files = Configure Settings = Finish - End
2. 2. Uninstallation Flow
Start = Control Panel = Select Program - Click Uninstall >
Follow Prompts - Restart - End
3. Troubleshooting Flow
Start = Identify Problem = Check Hardware = Run Diagnostics >
Update Drivers/Software - Repair OS - Problem Solved? - Yes - End
J No
Seek Expert Help
Ugandan Context
(i) Schools: ICT teachers guide students through OS installation labs.
(ii) Businesses: SMEs uninstall outdated software to save space.

(iii) Government offices: Troubleshooting ensures service delivery systems run smoothly.

P a ge | 13 Download free primary notes from digitalteachers.co.ug website



9.

Imagine you are a computer specialist, explain the concept of computer security.

Model Answer

Computer Security refers to the protection of computer systems, networks, and data from

theft, damage, unauthorized access, or misuse. It ensures that information remains safe,

reliable, and available to the right people.

Core Concepts of Computer Security

(i) Confidentiality: Keeping data private so only authorized users can access it.

(ii) Integrity: Ensuring information is accurate and not altered by unauthorized people.
(iii) Availability: Making sure systems and data are accessible when needed.

(iv) Authentication: Verifying the identity of users (e.g., passwords, biometrics).

(v) Authorization: Granting users permission to access specific resources.

Types of Threats

(i)

(i)
(iii)
(iv)

(v)

Viruses and Malware: Harmful software that damages files or steals data.

Hackers: Unauthorized users who break into systems.

Phishing: Fake emails or websites tricking users into giving personal information.
Data Theft: Stealing sensitive information like exam records, marking guides before
exams or financial details.

Denial of Service Attacks: Overloading systems to make them unavailable.

Protection Measures

(i)

(ii)
(i)
(iv)
(v)

Antivirus software and firewalls.

Strong passwords and multi-factor authentication.
Regular updates to patch vulnerabilities.

Data backups to prevent loss.

User awareness through training and safe practices.
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10.

Ugandan Context

In Uganda, computer security is vital for:

(i) Schools protecting exam records and student data.
(if) Businesses safeguarding financial transactions and customer information.
(iii) Government offices ensuring secure tax, census, and ICT systems.

Imagine you are a computer specialist, explain how to secure computer systems against
attacks.

Model Answer

To secure computer systems against attacks, organizations and individuals must combine

technical measures, policies, and user awareness.
(i) Strong Authentication
Use strong passwords, PINs, or biometrics.
Enable multi-factor authentication (MFA).
(ii) Regular Software Updates
Keep operating systems and applications patched.
Close vulnerabilities that hackers exploit.
(iii) Firewalls and Antivirus
Block unauthorized access to networks.
Detect and remove malware before it spreads.
(iv) Data Encryption
Protect sensitive files and communications.
Ensure stolen data cannot be read.
(v) Access Control
Limit system access to authorized users.

Assign roles and permissions carefully.
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(vi) Backups
Regularly back up important files.
Restore data in case of ransomware or hardware failure.
(vii)  User Awareness Training
Teach safe browsing, email handling, and phishing detection.
Encourage reporting of suspicious activity.
Defenses Against Common Attacks
(i) Phishing: Verify emails, avoid clicking unknown links.
(ii) Malware: Install antivirus, avoid pirated software.
(iii) Denial of Service: Use intrusion detection systems and load balancers.

(iv) Data Theft: Encrypt files and monitor access logs.

Ugandan Context

(i) Schools: Secure exam records with passwords and backups.

(ii) Businesses: Protect financial transactions with encryption and firewalls.
(iii) Government offices: Use secure servers for tax and census data.

(iv) Individuals: Avoid sharing personal information on unsafe websites.

Vote Dr. Bbosa Science President of Uganda 2031->

Time, t, is now!!!

Thank you

Dr. Bbosa Science
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