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F4 Microsoft Excel - Menswear.zls
J@M Edit Wiew Insert Format Tools Data window Help ;Iilﬂ
D2l aRky st o-o- &= A 8li@d v -0,
JAriaI - 10 v|B F o |§§§|§ % , fﬁoi.o‘:::'&'év,
Ad =l =| Shirts

A | B | ¢C b [ E [ F [ & | H | 1 [T
1 Monthly sales
2
3
4 |Shirts | 554 B43 702 Fd3
5 |Trousers R7G 749 823 ai=ry
B |Jeans a09 G611 a09 315
7 |Ties 700 712 724 736
8 |Suits ao0 el 218 =rr
9
10
11
12
13
14
15
16
17
18
[4 4] [#]s5heet1 { Sheetz 7 Sheets 7 |4]
Ready || o e

Open the Samples.xls workbook that is in the My Documents folder.

File — open — select the samples.xls — open
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£4 Microsoft Excel - Menswear.xls
J@ Flle Edit Wiew Insert Formak Tools Data Window Help =121 x|
DEESRY|[s2@F o-~- &= &4 0emw -0.
| et -0 - BIUEEEED %, B8 -D-A-
Al | =| Shirts
A | 8B | ¢ [ o | E [ F [ & | H [ 1 [T
1 Monthly sales
2
3
4 |Shirts | 534 B43 702 G543
5 |Trousers E75 749 523 897
G |Jeans 509 E11 509 815
£ |Ties 700 712 724 736
8 |Suits 800 869 913 977
9
10
11
12
13
14
15
16
17
18
[4 [« [p [#]Sheet1 / sheetz f shests / |4] !
Ready I L
N |
Create a new, hlank workhook.
Click new tool from the standard tool bar > Workbook
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E4 Microsoft Excel - Menswear.xls

J File Edit Yiew Insert Format Tools Data indow Help ;Iilll
DEsEHSRY 4Rt v-o @z s 8ll@dow -3,
| s -u-B 77U E=E=ET %, @S .
ES | = 977
A | B | ¢ [ o | e | F [ & [ H | 1T [~
1 Monthly sales
2
3
4 |Shirts 584 643 702 643
5 |Trousers E75 749 823 897
E |Jeans £09 E11 £00 815
7 |Ties 00 712 724 736
8 |Suits 800 559 a13 gr7l
g
10
11
12
13
14
15
16
17
18
[4 4 [p [ Sheet1 / sheetz £ shests / 4]
Ready I [ VTV A R

Save this workbook (which is currently a Microsoft Excel 2000 file) in a format suitable for
users with a previous version of Excel.

Hote: Do not change the file location.

File — Save as — select from save as type (Microsoft excel 5.0/95 work book)—
click save
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£4 Microsoft Excel - Quarter1.x1s

J File Edit Wew Insert Faormat Tools Data indow Help = |E|5
D2R[(EgRAY $BREY o- &= &4 @Ho -0,
| il -0-BIUSEEEE % %, W9
A2 | =| 271
A | B | [= | o | E | F [ & | H | | [ J ==
1 |Inwv Mo Date Clients Sub Tot TAX Total Terms Salesperson  Delivery Method =
2 2710 02-Jan WIF Car Rentals 280 Ba.20 4332 80D Gillian Cwernight Courier
| 3 | 272| 02-Jan Day Light YWideos 576 2064 ESEE4 300 wilma Twa-Oay Oelivery
| 4 | 273 02-Jan Family Chemist 594 2306 ES2.86 900 wilma Twio-Dlay Delivery
| 5 | 274| 02-Jan Cambridge Business Call 289 4046 32946 900 wilma Same-Dlay Delivery
| & | 276 02-Jan Green's Restaurant 432 E0.48 459243 COD Evelyn Collect
| 7 | 276| 02-Jan ABLC Bottle Store ERG 9212 Fa0.12 300 Ewelyn Same-Dlay Delivery
| & | 277 02-Jan The Happy Pet Shop 478 EE.A2 fd44. 592 BOD Evelyn Two-Olay Delivery
| 9 278 02-Jan Cash Sales 334 4E.7E 28076 COD Gillian Collect
| 10| 273 03-Jan Cambridge Business Coll 275 386 3136 300 Evelyn Same-Day Delivery
| 11 280 03-Jan Cash Sales 230 326 262.2| COD Gillian Collect
| 12 ] 281 03-Jan Fred's Fast Foods 4E7 ER.38 f3z2.38 300 Giillian Two-Olay Deliverny
RER 282 03-Jan Cash Sales 534 T4.7E E0E.TE COD Gillian Collect
| 14 283 03-Jan The Travel Agent 287 4018 32718 900 Frank COwernight Courier
| 15 | 284 03-Jan Cash Sales 34 476 3876/ COD Gillian Collact
| 16 | 286 03-Jan The Print Press EE43 96802 F801.02 BOD Frank Same-0ay Oelivery
| 17 | 286| 03-Jan Cambridge Business Call 2900 406 306|900 Frank Same-Dlay Delivery
| 18 287 03-Jan Cash Sales sy 13818 112518/ C0OD Giillian Collect
HER 288 03-Jan Cash Sales 320 632 433.2| COD Gillian Collact
| 20 | 283| 03-Jan| Green's Festaurant 576 S0.E4 EBEE4 COD wilma Collect
| 21 | 290 03-Jan Ed's Electrical ek 83586 ESZ.56 BOD wilma Two-Day Delivery
| 22 | 291 0B-Jan VIF Car Rentals 284 40,45 329.46 0D Frank Overnight Courier
| 23 | 282 0B-Jan Family Chemist 432 E0.48 452,42 900 Frank Two-Dlay Delivery
24 293| 0B-Jan| The Print Press TEDS 107212 8730.12 g0D Frank Same-Olay Delivery
l4 |4 W]\ sheetl  sheetz £ Sheetd / ||
Ready I o oM

Use Microsoft Excel Help to access information on advanced filters.

Help — Microsoft excel help — type advanced filters — click search
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B4 Microsoft Excel - Book1 =] E3

J File Edit Wiew Insert Format Tools Data Window Help ;lilil
DEEERY I BB - Bz £ 45 Béw 0.

| Aal -0 - B I U= B &%, @5 -d-A-
T

A B C

ZOOM

Repro specialists

| E | F [ & [ H [ 3

=

P P UV P B D
o e e e == S R R P R R R

16

17
[4 |4 p [pifSheetl  shestz £ sheets 4]
Ready | | [ UM | I

Change the user name for this application to Carla Banks.

Tool — Options — select General tab — in user name type Carla Banks
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J File Edit “ew Insert Format Tools Data Window Help

-1

D2RERY | imdaT oo

@ = AR R -3,

| Avial - -l 7 U=

=B % % ,

Al > =| eXpenses

El Expenses.zls

A B C D

expenses|

Insurance
Rent
Supplies
Itilities
Total

o || 00 |~ | O | e 0 R

|44 ¥ [H]:5heet1 ; Sheetz # Sheets | 4]

Ready T [ B TV | A B
Enter the value 521 in cell B3.
Click any other cell when you have finished.
Select BS cell — type 521— click any other cell
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F4 Microsoft Excel - Menswear.xls =] 3

J@ Eile Edit Wwiew Insert Format Tools Data ‘Window Help

=8|

IDE2E ERY {BBRIS v-~ &= £ 483 @Hw -0,
| vl -u-BIUEE=EEF %, @9 A,
Eg | =| 977
A | B | ¢ | o | E | F | 5 | H | 1t |

1 Monthly sales

2

3

4 |Shirts 584 F43 Fo2 F43

5 |Trousers 75 749 523 897

B |Jeans S09 E11 S09 815

7 |Ties 700 712 724 736

8 |Suits 800 [ ate 91E|| 9??_'

9

10

11

12

13

14

15

15

17

18

[4 |4 [»[#]5Sheet1 i sheetz £ sheets / |4] :
Ready | | | MU | s

Click on the location that selects all of the cells in row 4.
Click on the gray area of the row 4
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File Miew Control Help

J File Edit Wiew Insert Format Tools Data Window Help -|5’|5|
DERERY saad o-- (g s 8 @dw -0,
| Avia -u-lBrU|l=EE=EP %, @9 DA
A2 | =| Manth

A [ B | c [ b | E | F | 6 | =

1 Income and Expenditure .
IVIOTTUIT Income Expenditure Profit i 6i EEEEE =

3 |January 27548 23800 3948 4000
4 |February 28000 23600 4400 G000
5 |March 28000 23R00 44010 S000
B |April 28000 23800 4400 4000
7 |May 27495 24850 2646 B0
g |June 28000 24000 4000 3000
9 |Total 167044 143350 23694 33000
10
11
12
13
14
15
16
17
M 4] [pi}Sheet1 / Shestz 7 Sheets 7 |41 |
Ready | | | MU | |

Automatically adjust the height of Row 2 to fit its tallest contents.

Format > Row > Auto fit
Or
Double click on the gray area between Row 2 and Row 3

Note:
Same thing for column
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Ed Microsoft Excel - Expenses.xls I [=]

J@ File Edit Yiew Insert Format Tools Data Window Help -Iﬁllﬂ
D2E8RY | iaad o-- @484 0Béw -0,
| i -w-B7u ESEEEF%, 49 -
B3 | = 218

A | B | ¢ [ b | E [ F | & | H [ T 7
1 EXPENSES
2
3 Insurancel 218!
4 Rent a4
5 Utilities 470
3] Supplies 390
7 Taxes 289
g TOTAL
g
10
11
12
13
14
15
16
17
14| 4]» [M]Sheet1 /Shestz 7 sheets 7 | 4]
Reacly || Y e e

You wish to reverse the last change you have made to this worksheet.

Choose the appropriate command to do this.

Click on the undo tool from the standard tool bar
Or
From menu bar select Edit > undo
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F1 Microsoft Excel M=l

J File Edit Wiew Insert Format Tools Data Window Help

=171 %]

DE2E aR¥Y | imRad

4

ez AN B 0.

| ial

w8 7 O]

B9 %, W%

2. A -,

expenses|

Detail Arnount
Rent 894
Litilities 470
Supplies 330
Taxes 289
Total

o oo | om0 e

[4 ] 4 [» [#i]'Sheet1 {Eheetz 7 Sheetz | 4|

Ready | | | LA |

N

Change the contents of cell B? to the word Cost.

Press Enter when you have finished.

Select cell B2 — type Cost— press Enter
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£ Microsoft Excel - Office Budget.xls M=l k3
J@ File Edit “iew Insert Format Tools Data Window Help _|5|5|
DEHERAY s RS v &= £ 2% [BHwm -7,
| i -u0-BIU EE=EEF %, B8 A
Al ~| =

A [ B [ ¢ b [ E [ F [ 6 [ H [ I [T
1 |Office Budget
2 Jan/June July/Dec
3 |Stationery
4 |Hardware
3 |Software
6 |Cleaning
7 |Telephone
8 |Internet
9 Total
10
11
12
13
14
15
1B
17
£ =)
|44 [» [#["Sales { Marketing {R&D / | 4]
Ready | | [ UM | |

Copy the selected range and paste it into cell A1 in the worksheet entitled Marketing in this

workhook.

Click copy from the standard tool bar — select A1 in Marketing worksheet — click

paste from the standard tool bar
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E4 Microsoft Excel N =] ES

J File Edit Yew Insert Format Tools Data Window Help =1

IDS2EESRY sBRS w- &= 445 @@ -0,

| il "0 &l|[B |7 0| =B F %, 88 -d-A-.
Al = =| Payrall

REE
A B C D E =

Payroll Sales Dep. Al

Employee

T.Dodds 234

F.Grouch 322

W Park 250

H.Roach 250

T.Wvhite 300

Lu M N M =S TR N P

—
o

[4 4 ]» M) Sheet1 /Sheetz £ sheets | 4]

Ready || [ TV I R

Clear the contents of cell B3 without deleting the cell.

Select the cell B3 — press the Delete key from the Keyboard
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4 Microsoft Excel - Employee Listing.xIs

J@ File Edit Wiew Insert Format Tools Data Window Help =8|
DEE ERY $B2Ba<T v- &= AL BS0 -0,
| b -u-|BIUSE=EEF %, B -d-A-,
A2 j =| *Team leaders are in bold
A [ B | C | D | =
1 Employee Listing {(2003) I
2 |"Team leaders are in told
3 Production Dept Design Dept Accounts Dept QA Dept HR
| 4 |Gretta Bouche Mark Edelbach Deirdre Gahan Jim Jordan Alain Sibi
| 5 |Anne Campbhell Frances Smith Anya Merton Eugenia Katawa Sara Wagr
| B |Aaron Eder Sharig Siddigui Kay Sigurd Deirdre Gahan MWark Edell
| ¥ |Leno Bernstein Lee Yuk Sin Melanie Cutter Claudia Kelly Lee Yuk S
| 8 |Adam Edwards Silva Garma Lee Siew Shen Cathryn Roberts klaus Siet
| 8 |Enzo Farelli Kim Mam Sim Martin O'Neill Carlos Eduardo Kim Mam ¢
| 10 |Andrew Davidsan YWolf Siegert Cathryn Roberts Anya Merton Karin Edel
| 11 |Aisling Miller Alain Sibille Claudia Kelly Roger Sibille Graharn SE
| 12 |Harry Knowles Karl Wagner Rachel Morton Rachel Marton Frances 5
| 13 |Dominique Seurat Graham Short Carlos Eduardo John Breen Didier Blar
| 14 |John Barry Karin Edelbach Pablo Sierchio Meill Plunkett Josie Tayl
| 16 |Pili Halldare Klaus Siebs Juan Gonzalez helanie Cutter Rose Tibet
| 16 |Maomi Byrme Didier Blanc Jdim Jardan Meil Raberts
| 17 | Stefano Pescina Rodrigo Pereira Meill Plunkett Jayne Maher
=101 ¥, F ] ST Chymgms Blgsl s oy Evmmmin Lefat mun Bl Peamfordd
i4]4|» piSheetl ; Sheetz £ sheets / T4]
Reacy || T

Use the Replace tool to replace all occurrences of the name Jane Harris with Tim Snow.

Edit — select Replace — type Jane Harris in the find what — type Tom Snow in
replace with — click replace all
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J File Edit Yiew Insert Format Tools Data Window Help =
DEeEEeRy s BRI o- (&= A4 @S w -0,
| Avial -0 - Bz EE=EE P %, BE DAL
B2 -] =| g5
A | B | ¢ | o | E [ F | & | H | 1 |2
Student =
1 | Humber Mark
2 5222DDD| BE!
3 455221 E5
4 AEEREE 94
5 71107 37
5] 7 aaa53 E5
7 2323222 b=
a 455221 73
9 AEER354 77
10 EFa1107 A5
11 FE9555(0 B4
12 4595550 74
13 8959950 B4
14 4539922 B2
15 1228911 a7
16 223REET 49
17 4560123 o5 =
14/ 4[» [p1["Sheet1 { sheetz f sheets / | 4] Din
Ready | | I MU | | 1

Automatically sort this list so that the highest mark displays at the top of the list.

Click the sort Descending tool from the standard tool bar
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E4 Microsoft Excel - Office Budget.xls
J@ File Edit Wiew Insert Format Tools Data Window Help _|E’|ﬂ

Q= A4S -6,

DS HESRBY BB I oo

| avia -w- B 77U EE=EEF %, BB DA,
A3 j =| Stationery
A_| B | ¢ | 0o [ E [ F [ & [ H | =

Office Budget
Jan/June July/Dec

Stationery | 2300 2700
Hardware 45 000 12 000
Software 12,000 a.0a0
Cleaning 5 B0O0 5 600
Telephone 1,500 1,500
Internet 2,000 2000

Total 68,800 32,200

PR PO ) U PO P
il e kg = o 02~ 0 e R —

17
[44|» ¥ ] Sales |«]
Ready | | | MU | |

Insert a new worksheet into this workbook.

Right click on the sales worksheet — select insert — ok
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E4 Microsoft Excel - Planting.xls
J File Edit Wiew Insert Format Tools Data Window Help ;Iilﬂ
DRy RS o-- (&= & 44 BH0 -0,
| i -0 - B U SEE=EEHT %, W8 A,
A2 | =
A B C D E | F | & | H | —

1 P 3 - N I—
. Maple Ash Birch

3 |January 200 100 0

4 |February 150 100 0

5 March 100 ]

B |April 100 ]

7 |May 100 100

g |June 100 100

9 |July 100 od

10 |August /4 ) 100 200

11 |September 150 100 200

12 |October 300 100 200

13 |[November 400 100 200

14 |December 100 100 150

15

16

17

44 [p [ p Trees £ Annuals £ |4]

Ready || | | LA | | T
= | Startl IPIanting.HIs @Cantracts.xls I

Move the entire Annuals worksheet into the Contracts workbook, so that it displays after the
other worksheet.

Right click on the Annuals worksheet — select move or copy — from To Book select
Contracts — select move to end from before sheet — ok
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Which one of the following formulas

would be appropriate to calculate the A " B | C | D
monthly surplus for September in this 1 My Budget
worksheet? 2 Sep |Oct Mo
T 3 |Allowance g0 60 g0
. —B5+B11 =il 4 |Part time work 240 250 270
- & |Total income 320 330 350
B
O =SUM(B5:D5)-SUM(B11:D11) 7_|Clothes 4. B 25
8 |[Books 115 35 15
8 | Travel 40 a0 a5
@] =B5-B11 10 |Entertainment 100 180 195
11 |Total expenditure 295 330 290
12
O =AVERAGE(B5:D5)-AVERAGE(B11:D11) 13 |Maonthly Surplus [ |
=B5-B11

If the Enter key was pressed to accept the formula in cell B9, which of the

following would be the result:

A #REF! error message

O 9.3

O A#VALUE! error message

' A#NAME? error message

SUM K EEY =| =mMAXIMUMEZ. BE)
A B | ¢
\-./_-‘-.._,
’://d_i‘f':-' Millimetres per
1 de./ day
2 |Monday 4
3 |Tuesday 4.8
4 |[Myednesday 21
& |Thursday 1.6
B |Friday 8.3
7 |Saturday 7.2
8 [Sunday 4.2
Maximum
9 |Rainfall =MAXIMUM{B2:B8)

0 A#NAME? Error message
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Which formula entered into C3 would calculate the Total Cost of Barrels for
the Oll Deco company and if copied down would automatically calculate
the Total Cost for all the other customers.

=B3*C1 3 j =
. A, . B C
=B3"$C$1 1 Cost per Barrel: |  45.00
=$B$3*3C %1 2 | Customer | Barrels Total Cost
3 |Qil Deco 2,400 1
=$B$3*C1 4 | Midland Oil 4 230
5 | Trexo Oil & 060
B Q1L Co. 7,830
=B3*$CS$1

Which formula entered into B5 will calculate the total cost of a Colonial style

chair (including delivery) and if copied to C5 will perform a similar calculation
for the Metro style chair?

C SUM($3B%2:3B%4)+B8 F4 Microsoft Excel - Furniture Prices.xls
A B C D
1 |Details Colonial Metro Cottage
C =SUM(B2:B4)+$B%8 2 |Chair 138.00 15500 12500
3 |Loase cover 47.00 52.00 38.00
4 | Cushian 25.00 23.00 19.00
o =5UM|(B2:B5)+5B%8 5 |Total incl delivery | 231.00]
]
7
C =SUM(C2:C4)+5C§8 g |Total Delivery Charge 158.00

0 =sum(B2:B4)+$B$8

Excel Exams release 1.1

19 of 82 By Talal

March 2007




ICDL
Excel Exams (v4)

F Microsoft Excel - Sales Plan.zls

J File Edit Wiew Insert Format Tools Data Window Help

=& ]

4

DEESRY saRC o

SR N R T R P I

| il cuslpr U E=E=EHT %, B8 -5-A
Fa ~ =
A | B [ ¢ | b E | F | 6 [ H |
1 Territory Sales Plan
2
3 Summary
4 Territory Last Year Actual
5 United States 937263
B Europe BO5273
fi Africa 392837
8 Minimum] |
9
10
11
12
13
14
15
16
17
[4 |4 [p [w]%Sheet1 Sheetz [ Sheets / | 4] o
Ready [ e

Type a function into cell F8 that will calculate the smallest value in the highlighted range.

Press the Enter key when you have finished.

Type = min (F5:F7) — press Enter
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Which formula would
display 10% in cell C3 if the

cus
ove
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Which formula entered into B10 would
find the total amount of rainfall that fell in
the seven days?

C  =SUMB3:B9
¢ =SUM(B3:B9)
O =(SUM)B3:B9

O SUM=(B3:B9)

o =sum(B3:B9)

F4 Microsoft Excel - The Solar Panel Co.xls

A B I
1 Rainfall Statistics
o L
Z“é’j—' Millimetres per
2 *Vv// day
3 |Monday 4.0
4 |Tuesday 48
5 |Wednesday 21
B |Thursday 1.6
7 |Friday 93
g | Saturday 72
9 |Sunday 4.2
Total
10 |Rainfall
11

tomer order quantity is C3 hd|

r 300, and 0% if not.

=IF(C3>300,10%,0%)
=IF(B3>300,10%,0%) Customer
=IF(B3>300,0%,10%) ' I

=IF(B3<300,10%,0%)

The Solar Panel Co,

|44 [» [¥] Customers ¢ Invoices £ she |4

Special Discount
Rate of 10% for all
order quanities
over 300

Quantity

Order Discount

0% |
10%
0%
0%
10%

aa0

[ [

o =IF (B3>300, 10%, 0%)
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71 Microsoft Excel - Expenses.xls _ O] x

J File Edit Wiew Insert Format Tools Data Window Help

-8 x

DEESRY BRI o~

@ = A8 E S -3,

| avia -u-BrUEEEEHTF %, WS A,
B3 -] =| 218
A _|_B | © | b | E J F | & | H T 1T =
1 |[EXPENSES ]
2
3 | Insurance 218
4 Rent 354
5
[ Utilities 470
7 Supplies 390
[i] Taxes 2a4
9 TOTAL 2261
10
i
12
13
14
15
16
17
10
|44 [ [m]ssheet1 { Sheetz £ Sheets / |«
Ready | | | [ LR | |

Change the display of the numbers in the selected range from no decimal places to one

decimal place.

Click on increase decimal tool from the formatting tool bar
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£ Microsoft Excel - Northwest.xls =] B3

J Eile Edit W¥iew Insert Format Iou:uls|gata Window Help =
DERERY | §BDBI - @z AHL BB -0.
| avis -0~ BIUSEE=EEF %, @8 -d-A-

F5 | =| =SUM(B5:EA)

A | 8B | ¢ | o | E | | 6 | H [T
1 |Profit Projection
2 Northwest Retail Outlets
3
4 Quarter 1 Quarter 2 |Quarter 3 Quarter 4 Yearly Estimate
5 |lncome 450,000 B35,000 430,000 580,000 2145000
6 |Costs 195,000 320,000 250,000 300,000 1065000
7 |Profit 285000 315,000 | 230000 280,000 1080000
8
)
10
11
12
13
14
15 | |
16
17 .
M In«t [» M Sheetl / sheet? & Shest3 / |« | mlC
Ready | T | | | | |

Apply the Pound (£} currency symbol to the selected numbers,

Format — select cells — select currency from the category — select £ English
(United Kingdom) — ok
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£ Microsoft Excel - Expenses.xls =]k

J File Edit WYiew Insert Format Tools Data MWindow Help

=181 %]

DzR8lY s2RF v &= 8 @H 0 -0,
| sl - BrUlEEEEF %, 48] 0-0-A,
B9 | =| =SUM(B3:B8)
A | B | ¢ [ o | E [ F [ & | H [ 1 T
EXPENSES
Insurance 218
Rent ao4
Utilities 470
Supplies 390
Taxes 289
TOTAL 22611

JRE) (R B ) IR R
Tl =D | = o || 00 = 00T e O R —

17

4 4[> M} Sheet1 /Shestz f Shest 7

Ready

Click on the bold tool from the formatting tool bar

Format the contents of the selected cell bold.

[

[N | s
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E4 Microsoft Excel - Profit Pojections.zls

J@ Eile Edit “ew Insett Format Tools Data window Help

DEzE aRy (st v-o @z atlilBd o -0,
| Avial -u-lpru|lE==EHF %, @8 _-d-A-.
B3 ~ =| Actual
A [ B | ¢ | b [ e [ F | & [ H [ 1 =
1 |Profit Projection
2 | Jan Feb
3 Actual !Fnrecast Actual Forecast
4 |Income 12560 10000 12830 10000
5 |Costs 2350 4000 4580 B000
6 |Profit 10210 6,000 5400 4,000
7
8
9
10
1
12
13
14
15
16
17
|<4 ID< [ [#il Sheet1 ¢ shestz £ sheets / 4]
Ready | | | MU | I
Copy all of the formatting from cell B3 and automatically apply it to cell D3.
Click the format painter tool from the standard tool bar — click on cell D3
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J File Edit “iew Inserk Format Tools Data Window Help

=181

DS ESRY 3BT o=

= A A me o -0,

| il -10-”;1 u|§§§|§%,38;".3|ﬁv&-£v.
B1 | =| Calonial
A B | ¢ | D E | F | 6 | H |—=
1 _|Details Colonial Metro Cottage | ]
| 2 | Chair B01.85 72040 1100.70
| 3 |Loose cover 1082500 131030 2520.80
4 | Cushion 537.80  B4580 1536.50
5 |Total incl delivery 289020 267650 5153.00
B
7
| 8 |Tatal Delivery Charge
EN
| 10 |
| 11|
| 12 |
| 13 |
| 14 |
| 15 |
| 16 |
| 17 |
| 15 |
|44 [» [»i[',Sheet1 / Sheetz £ Sheets / |«
Ready | | [ LM | |

Change the orientation of the text in the selected cells to vertical (90 degrees).

Format — select cells — select Alignment tab — in the orientation area move the red

point up to the first point
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£4 Microsoft Excel [ ] 5

J File Edit Yew Insett Format Tools Data Window Help =& x

DZEERY | {BBRY v-o &= ALHE WHo: -0

| il -w-B I ouU|= B S %, %8 o -d-A-
A1 ~ =

R
A B C O E 3‘
October Hovember  December

Wine B01.95 72040 110070

Beer 109250 131030 252080

Spints o37.80 B45.80  1536.50

Fruit juice 247 .35 297 60 248.50

Minerals 209,20 25910 328.60

Total

0| O ]| O T e | D0 | P |

—
o

|4 [« [#1]Sheet1 {Sheetz £ Sheetd | 4]

Reacly I Cr om0

Select the range of cells A7 to B6.
Launch the Chart Wizard, and choose a Pie Chart.
Click Finish to submit your answer.

Select the range — insert — select chart — select pie in the chart type — click finish
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E4 Microsoft Excel - Sales.xls

J File Edit Miew Insert Format Tools Chart ‘Window Help _|E‘|5||
IDSEEGRAY | $BRT v- &= A3 % @&H0x -0,

| aial -u-BIUSE=E=EEF %, 0% _-d-A-

Chart Area j =

A B | C b | E | F | & [ H | =

1 Chairs Tables —
2 |Jan 100 25

3 |Feh 250 G0

4 |Mar 340 | L |

9 |Apr 123 30 Sales {Jan-May)

B |May 320 100

7

g 400

3 200

10a

17 " 200 - "

12 100 -

13

14 1] T T T T

15 Jan Feh Mar Apr Mlary

]—E; b .
4[4 [» [l 5heet1 { sheetz £ shests / |4]

Ready | | [ UM | [ [

ﬂ 5tall| I@Sales.uls @Canference.xls I

Duplicate the selected chart into cell A1 of the Conference workhook.

Click copy from standard tool bar — select the Conference workbook — click paste
from the standard tool bar
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£ Microsoft Excel - Sales.xls =] E3
J@ File Edit Wiew Insert Format Tools Chart Window Help = |E’|5||
Chart Title  ¥) =]
 Chart [>]
Chart Title = A I = D
Sales (Jan-May)

400

350

300

250

200 .

e @ Chairs

100 - H Tables

50

I} T T T T
Jan Feb Mar Apr May

|44 [#[* sheetl hChartl { Sales Data # sheetz { sheets / |« |» [
Ready | | I [ | i

Change this column chart to a Bar Chart.

Click on the arrow in the chart type tool in the chart tool bar — select bar chart
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E4 Microsoft Excel - Beverages.xls

J File Edit Wiew Insert Format Tools Data Window Help -|5’|£|
DR ERY iR v-c |z sA8l3l e~ -0,
| e -0-BIrUEEEET %, W ..
AT M =|
A B | © || o | E [ F | & [ H | 4 [ E | L
1 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov ||
| 2 |Cabernet Sauvignol E01.86 T2040 110070 28056 70444 140823 1127.11 2254.23 180338 E01.85 T2
| & | Merlot 109250 131030 2520080 EEO.42 G283 108667 24533 168067 126254 1082.50 1
| 4 [Bergundy A3T.E0 E45.20 163660 az2652 BE042 132084 105667 2113.34 19067 B37.80 B4
| & | Finot Maire 24725 29760 24850 27517 22014 44028 a62.22 TO4.44 BE25E 24725 29
| & | Muit St Georges 20150 24050 Gh2.80 BA0.25 44023 28056 T04.44 140889 127.11 201.50 24
| ¥ |ChateauMeufDuF 208.20 265.10 S2EED 470.35 3E0.23 S0056 B24.44 1328.89 104711 205.20 25
| & |Cote duRhone 39576 47616 39760 53035 42023 S60.56 60444 1385.82 110711 269.20 K|
a
E Sauterne A01.54 EO0.2 725 EE0.ZE 1008497 TZE40 110920 1220.85 95588 7510 B0
| 11 [Chabliz E1654 TI633 103228 TTE.I6 112347 24140 1224 87 1113.88 91410 91410 T
| 12 | Sauvignon Elanc 2EX1B) 100148 144515 102651 167256 117796 171482 166942 1279.75 1278.75 100
| 13 | Chenin Elanc 47352 A5E. 2T 20286 E03.06 ardzn ERd.42 95267 SB35 T10.47 T10.87 i)
| 14 |VinduPaysduTarn 123308 1430668 206450 166073 2247495 1682800 244374 222707 182821 18z28.21 143
| 15 | Villages 1473700 171680 247740 186088 269754 201936 293963 26F3.32 219385 219385 17
| 16 | Macon 20273 Q31360 1343498 1005.52 146241 108550 169472 146027 118016 118016 a3
17 | Liebfraumilch 24250 2rh2k 24850 2ZA7.E0 24735 20150 258.10 248.50 24235 22414 21
18 | Total 960473 1117739 1701739 1203574 1457112 1616Y.70) 174012 22249.72 1804974 12299.68 1095
19
| 20
| 21
| 22
| 23
24
[4 4 [» M\ 5heet1 / sheetz £ shests / |4]
Ready |1 [ e e

Increase the measurement of the top page margin from 1 to 2 centimetres.

File — select page setup — select margins tab — type 2 in top box — ok
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ICDL

Excel Exams (v4)

J File Edit Yiew Insert Format Tools Data ‘indow Help

DRy RS | v-o- vz astiil@Bdm -3,
| adia -u-lprul=s==89F %, @95 -
A | =| Inv No
A E | C | o [ E | F | G | [ | | J —

1 _Jiny Mo ilate  Clients Sub Tot TAX Total Terms Salesperson  Delivery Method =
| 2 | 271 02-Jan | YVIF Car Rentals 3E0 53.20 4332 80D Gillian Owernight Courier
| 3 | 272 02-dan| Oay Light Videos A7E a0.64 EGE.E4 20D wilma Two-Day Delivery
| 4 | 273 02-Jan Family Chemist f39 9386 E82.86 900 wilma Two-Day Delivery
| 5 274| 02-Jan Cambridge Business Coll 289 4046 329.46| 300 wilma Same-Day Delivery
| & | 275 02-Jan| Green's Restaurant 432 E0.45 45248 COD Evelyn Collect
- 27E| 02-Jan ABC Bottle Store (1] 9212 TE0.12| 200 Evelyn Same-Day Delivery
| & | 277| 02-Jan The Happy Pet Shop 473 EE.92 f44.92 | 60D Evelyn Twio-Day Delivery
| 9 278 02-Jan| Cash Sales 334 46.76 380,76 COD Gillian Callect
| 10 278| 03-Jan Cambridge Business Call 275 38.8 3135 300 Evelyn Same-Day Delivery
| 11 | 280 03-Jan| Cash Sales 230 325 262.2 COD Gillian Collect
| 12 | 281 03-Jan| Fred's Fast Foods 467 ER.38 A32.38 30D Gillian Two-Day Delivery
| 12 | 282 03-Jan| Cash Sales b4 T4.7E ED2.TE COD Gillian Collect
| 14 | 283 03-Jan| The Travel Agent 287 4013 32718 900 Frank Owernight Courier
| 15 | 284 03-Jan| Cash Sales 34 476 38.76 COD Gillian Collect
| 18 | 288 03-Jan| The Print Press B34 958,02 ¥e01.02 60D Frank Same-Day Delivery
| 17 | 286| 03-Jan Cambridge Business Coll 2900 406 F306| 300 Frank Same-Day Delivery
| 12 | 287 03-Jan| Cash Sales 387 13818 1126.18 COD Gillian Collect
| 19 | 288 03-Jan| Cash Sales a0 53.2 4332 COD Gillian Collect
| 20 | 283 03-Jan Green's Festaurant 576 E0.64 EEE4 COD wilma Collect
| 21| 280 03-Jan| Ed's Electrical f33 G386 ES2.86 BOD wilma Two-Day Delivery
| 22 | 291 06-Jan | ¥IF Car Rentals 284 +0.45 329,45 60D Frank Owernight Courier
| 23 | 292| 06-Jan Family Chemist 432 E.43 492,45 300 Frank Twio-Day Delivery

24 2893 0B-dan| The Print Fress TEGE 107212 873012 BOD Frank Same-Day Delivery
[« 4 [ Sheetl § Sheetz £ Sheets / 4]

Ready

[

MU |

Sk

T

Adjust the page setup so that the entire contents of this worksheet will fit on 1 page wide hy 3

pages tall.

File — select page setup— delete number 4 and type 3— ok
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E4 Microsoft Excel - Beverages.xls
J@ File Edit Wiew Insert Format Tools Dats Sdindow  Help -|5|£|
DEeE ERY B v-« @ A&8% s -0.
| asa -0 - BIUISEE=EEF %, @9 ..
A M =|

A E | c | o [ E [ F | & [ H | [ 4 | E | L
1 Jan Fehb Mar Apr May Jun Jul Aug Sep Oct Nouw =
| 2 |CabernetSauvignol  B0185 72040 1100.70) 88066 70444 1402880 112701 226423 180338 e01ss] w2
| 3 | nerlat 103260, 131030 252080 G042 62233 108667 24633 169067 135254 108250 13
| 4 |Bergundy 53780 64580 153550 82552  GE042 132084 105667 211334 169067 B3TS0) 64
| & | Pinet Maire 24725 ZOTE0 24BE0 2TRAV 220014 44028 3B222 70444 BEZGGE| 24736 79
| & | Muit St Georges 20160/ 24050  B5230 FG0.35 44028 88056 TO444 140289 112701 20180) 24
| 7 |ChateauMeufDuF| 20820 26310 32860 47035 36028 20056  E2444 132883 104711 20920 25
| & |Cote duBhane 395.76|  4VB1E 397D 53035 42028 8056 BS444 133383 10711 2Esz0| 31
3
| 10 | Sauterne G0164] 60033 91726 BE0E 100887 TIE40 110980 122085 93383 795.10) 60
| 11 | Chabliz B1E64|  TI633 103226 7YE3E 112387 84140 122487 111388 21410 a1410] 71
| 12 | Sauvignen Blanc 36315 100146 144515 108551 157356 117796 171482 155943 127975 127395 100
| 12 | Chenin Elanc 47953  BBE3T 80286 BO306 BT420 BB442 SB2ET BEE3E TI0AF| 71087 6§
| 14 |WinduPays duTar 123308 1430066 206450 155073 224795 168280 244974 222777 182821| 182821 143
| 15 | ¥illages 1473970, 171680 247740 186088 269754 201936 293969 267332 213385 219385 1T
| 18 | Macon 20273 93136 124298 100952 146241 109550 159478 148027 119016 119016 93
17 | Liebfraumilch 24260  27R22 24850 29760 24735 20160 26940 24860 242368 rnd44 21
12 | Total 950473 11177.33) 1701739 1203674 1467112 15167.70] 1764012 2rr4872) 13049.74) 1223968 1095
13
| 20
| 21
| 22
| 23
24 -
[ |4 [» M\ Sheet1 / sheetz £ Shests / 4] |
Ready I T moml [ [

Insert the file name field into the centre section of the header for this worksheet.

View — select Header and Footer — click custom Header — click in the center
section— click on @l — ok — ok

Excel Exams release 1.1 32 of 82 By Talal March 2007




ICDL
Excel Exams (v4)

E4 Microsoft Excel - Profit Projections.zls
J Eile Edit Yiew Insert Format Inols|gata Window Help _|5’|£|
DEEERY[¢BRS o-- (&> & U 00 -0,
| i -w-BIUEE=EEF %, B3 -d-A-
A2 | =

A | B | © oD | E F | G | H | =
1 |Profit Projection
2 | Jan Feb Mar
3 Actual  Forecast| Actual |Forecast| Actual @ Forecast
4 |Income 12860 10000 125980 10000 13580 10000
5 |Costs Z3A0 4000 4580 B000 5400 4000
6 |Profit 10210 6,000 8400 4,000 8180 6,000
7
3 |Forecast Profit Quarter 1 16,000
gl
10
11
12
13
14
15
16
17
[ [ 4 [» w15t Quarter ¢ Jan-Feb f Sheets /£ | 4|
Ready | | | MU | T ¢

Change the settings for this worksheet so that the gridlines will print.

File — select page setup — select sheet tab — check the gridlines in the print section
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E4 Microsoft Excel - Rainfall.xls
J Eile Edit Wiew Insert Format Tools Chart Window Help _|5’|5||

4

DEzHaRy|(saad o-o @z &8l -0,

| i - B ruUuSEE=EEHI %, 8% A,
Chart Area j =
A B C o | E | F | © | H | I =
|| ] | [~
a3 Temperature Statistics
= 30

L0 o et S R O P

L

DU“IS

ii

| |

,F

. i
|

: &
| | | |
10
11
12 -
13
14 .
N4 i_i [ [ml¥ Fecordings f Sunshine % Temperature ¢ Monthly / |4 | LIJJ
Ready | | [ [ I

Print the selected chart.

File — select print — ok
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F4 Microsoft Excel - Expense Claim.xls
J File Edit Wiew Insert Format Tools Data MWindow Help -|5’|5|
DEeHSRY $BRT v-- @ AL BB -0,
[ HJu-lBruolse==89 %, W% B A
Fort| =l = | =SUM{B3:B5)-B5
A B | ¢ | D | E | F | G =
1 Expenses —
2 Sep 11th Dct 17th [MNov 4th
3 |Meals 35.00 43.00 27.00
4 |Hotel 5500 49.00 54.00
g [Mileage 83.00 108.00 75.00
B |Cash fram Petty cash 100.00 150.00 100.00
¥ |Amount due I BB.EIEI!
g
gl
10
11
12
13
14
15
16
17
18
(4[4 [p [] Sheet1 ; Sheetz 7 Sheets 7 4]
Ready | | | MU | T
Save a copy of this workhook with the new name Accounts.
Note: Do not change the file location.
File— save as —change the name Expense Claim into Accounts—ok
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#1 Microsoft Excel - Menswear.sls

J@ File Edit Wiew Insert Format Tools Data Window Help

=8| x|

DeHaRyY | s2ado--|&s £ 8% @éw -0,
| pia - BIUEEEE PR, B -d-A,
Eg | =|a77
A [ B | ¢ [ b [ E [ F T 6 [ H T 1T [

1 Monthly sales

2

3

4 |Shirts 584 643 702 643

5 |Trousers B75 749 g323 897

B |leans 509 611 509 815

7 |Ties 700 712 724 736

8 |Suits Gl (atate) 915 9??.

g

10

11

12

13

14

15

16

17

15

I4 4 [ [pi[sSheet1 ¢ Sheetz F Sheets / 4]

Ready | | | MU | R
Click on the location that selects all of the cells in column C.
Click on the gray area of the column ¢
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J File Edit Yiew Insert Format Tools Data bindow Help = Y
D2 ESRY {BRI v- &= A 22 @H0: - 0.

| il - 10 =

E 7 U| =B % %, 9% DA

exXpenses

Insurance
Rent
Supplies

I ltilitime

L D T T S R S

—
o

|44 » [ Sheet1 {Sheetz 7 sheets | 4|

Ready [ [ [ UM | ||

Delete row 5 from this worksheet.

Right click on the gray area — select delete
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F Microsoft Excel =] B3

J File Edit ‘Wiew Insert Format Tools Data Window Help

=181

g 2

4

IDeEERY 2RI v

B = A A E S - [

| i -0~ 70|

=B F %, 9

B LB

-

>

Al = =| expenses

&l Expenses.xls =10l x|

A B C o E

expenses|

Ingurance
Rent

Utilities
Total

LOu R Rw R U R S Y

—
[}

[4 [ 4 [ [wi]s5heet1 {Sheetz f Sheeta |4

=

Ready | [ | |

U | A1

Clear the contents of cell B3 without deleting the actual cell.

Select cell B3— press delete from the keyboard
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£4 Microsoft Excel - Quarterly Sales.xls

J@ File Edit Wiew Insert Format Tools Data Window Help ;Iilﬂ
DzRegRy | iaadvo-o @z A8l e -0,
| ia -un- BIUSE=EHF %, 88 DA

CER |

A | 8 [ ¢ [ o [ e [ F [ & [ H | L3

Department Estimates - Marketing
January February March
WeekT 23560 10200 16500
Week? 18900 | 16800 19800
Weekd 20600 | 12000 | 13000
Weelkd 8000 10500 12500
Total 72060 | 49500 | 61800

JEE P PO DU PR P DUIFR DY
e m =G =g e S0 e R —

18
[ [ [ [ sheetl 3 sheetz / 14]

Ready | | | UM |

Change the name of the worksheet from Sheet? to Costs.

Right click on the sheet2 tab — select rename — type Costs
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E4 Microsoft Excel - Sales Department.zls

J File Edit ‘iew Insert Format Tools Data Window Help ;Iilﬂ
DEeE @Ry Bt v (@= s 85 e -0,
| il -u-lBzUu=ES=E=EF %, W% _-d-A-
D4 | =
A e [ ¢ [ o [ E | F [ &6 T
1 |P.C. Megastore
2 |Sales Department
Hourly Hours | Pre-tax
3 Employee Rate | Worked Sala
4 |Cathy Miller 15.45 2:1| !
5 |Roger Tann 30.00 45
B |[Sue Diagio 2560 40
7 |Mel Walker 3250 35
8 |Greg Quinee 20.00 42
9 |Pu Daobbs 21.80 35
10
11
12
13
14
15
16
4[4 [#]'5heet1  sheetz £ shesta / | «|
Ready | T oM

Enter a formula in cell D4 that would calculate the Pre-tax Salary for Cathy Miller.

Press the Enter key when you have finished.

Type = B4*C4 — press Enter
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If the Enter key was pressed to accept the formula in cell E9, which of the
following would be the result:

SUM |>| % o =|=E3+E5+E7+E9
O A #REF! error message A1 B | ¢ | D | E | F
1 Profit Projection
C  A#JALUE! error message 2 Income Costs __Profit
3 |Jan |Actual 128600 23500 10210
4 Forecast 10000 4000 B000
C A #MNAME! error message 5 |Feb Actual 12980 4580 83400
B Forecast 10000 Boo0 4000
¢ ACircular Reference error 7 |Mar Actual 13580 54000 8130
message g Forecast 10000 4000 G000
9 |Actual Profit Q1 =E3+ES+E7+ED
10 |Forecast Profit 01 16000

0 A Circular Reference error message

If row 4 is deleted, which formula

will then be in cell B67 ]
=SUM(B3:B6)
A B | ¢ | D |
O =SUM(B3:B6) 1 My Budget
2 Sep |Oct Mo
3 |Clothes 4000 6500 2500
©  =SUM(B3:BS) 4 |Books 11500 3500 15.00
5 |Travel 4000 5000 55.00
B |Entertainment | 100.00 180.00 1595.00
o piialiantil 7 |Total expenditure [295.00]
8
o - g
=SUM(B3:B7) o

o =sum(B3:B5j)
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Which formula entered into E2 would calculate the total cost (including
delivery) of a Barbados garden suite and, if copied down, would
automatically calculate the total cost for the other two garden suites.

O =SUM{B2:D2)+5B%6
1 =SUM(B3:D3)+$B%6 o
I J 1 £ [y e ‘\apba
2 |Barbados | 99.00 16000 48.00[__357.00]
) _ 3 |Miami f9.00 18000  53.00
O =SUM($B$2:3D$2)+B8 4 |Cote d'Azure 11000 24000 7000
5
Delivery
O =SUM(B2:B4)+$B$6 i Cost =0.00

0 =sum(B2:D2)+$B$6

Drag each X to a cell in this worksheet
that contains an error.

The first % putiton 110

The second X put it on Apr

The second put it on pares

4 Microsoft Excel - Fruit Totals.xls

J File Edit “iew Insert Format Tools Dats Wi

07 - =| =5UM(B5:DE)

A | B | c | b

Totals {(Jan-Mar)

Jan Feb Apr

FPares 10 5 10

Bananas 5 0 10

Qranges 15 15 4

Total 30 20 25

~ | s b —=

Quarterly Total 10l
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£4 Microsoft Excel - Rainfall.xls

J@ Eile Edit W%iew Insert Format Tools Data window Help ;Iilﬂ
DEeEERY 2R v- @@= 6E @sow -0,
| i cu-BrU EE=EE P %, WS A
A2 d =| Millimetres per day
A | B | ¢ [ b [ E [ F [ G [ H | S

1 |Rainfall Statistics b
Z |Millimetres per day

3 January

4 Week1 WeekZ Week3 Weekd

5 |Monday 4 5.8 23 5.6

6 |Tuesday 4.8 2.3 19

7 |"Wednesday 6.5 10.1 3

8 |Thursday 1.6 0 3.2

9 |Friday 93 25 ]

10 |Saturday 7.2 0 24 4.2

11 |Sunday 4.2 1.2 28 1.1

12

13 February

14 Week1  Week?  Week3 Weekd

156 |Monday 4 58 23 6

16 | Tuesday 4.8 2.3 19

17 'Wednesday 6.5 10.1 5

[« »[#[ Sheet1 / sheetz £ Sheets / |4]

Ready |1 T mM [y

Print just the range A2:E11 selected in this worksheet.

NHote: This is a simulation - you do not need to have a printer attached to your computer.

File — print — in print what section — select Selection
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J@ File Edit WYiew Insert Format Tools Data wwindow Help

=15

DE2E SRY ixRI - @z, 45 dHom -0,
| tial -z E=E=EEHF %, @8 -d-A-.
Ga = =
Al B[ c | D[] E | F | G s

1 Territory Sales Plan

2

3 Summary

4 Territory Last Year Actual

& nited States 957263

B Europe BOEZ273

7 Africa 392357

8 Total |

3 Average

10 Minimum

11 Maximum

12

13

14

15

16

17

144w [¥]:Sheet1 f Sheetz f Sheets / ||

Reatly I O moml

Type a formula into cell G& which uses an appropriate function to calculate the total of the

highlighted range.

Type =sum (f5:f7) —press enter from the keyboard
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Which formula entered into C12 would A1 B | C | D0 |
calculate the number of recorded rainfall |7 Rainfall Statistics
readings taken over the 3 weeks? 2 |Urits per day
3 Week1 Week? Week3
_ . 4 |Mon 4 0.8 2.3
O =NUMBER(B4:D10) £ Tue 45 57
B [WWed F.5
O =COUNT(B4:B10}+(C4:C10)+(D4:D10) i Thu e i
g |Fri 9.3 258
9 |Sat 7.2 0.2 2.4
O =COUNT{B4:D10) 10| Sun 472 1.2 26
11
Recorded
© =NUM(B4:D10) 12 |readings: 16

0 =count (B4:D10)

Which formula would
display 7% in cell D8 if the
customers order value is
over 10,000 and would
display 0% if not.
=|F(D7=10,000,7%,0%)
=|F(D&=10000,7%,0%)

=|F(D7=10000,7%,0%)

=IF(D7<10000,7%,0%)

El Microsoft Excel - The Solar Panel Co.xls
J Fil= Edit Yiew Insett Faormat Tools Data ‘Window Help —[&]2

D8 |

=]
A g C D E -

1 »

e Apex B tie Orcle i ()

3 |Order Quantity Price Suhb Total

4 115" 30" panels 150 34.65 5,182 .50

59" x 12" panels 100 12.45 124500 | |
6 20" x 20" panels 200 30.00 & ,000.00

7 Order Value 12,427 50

[i] Discount Ratel % |

9 Amount Due -
[4 4 [» [H]% Customers ) Invoices & Shee | 1 | | Ll_r
i T T

o =if (D7>10000, 7%, 0%)
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£ Microsoft Excel - Sales Plan.xls
J@ File Edit Wiew Insett Format Tools Data indow  Help -|ﬁ||£|
D2EERY $B2AS o-~ &= 4 @S0 -0,
| Adial -0+ BIUSE=EEI %, B8 A
F& =] =| 537263

A | B [ ¢ [ D[] E ] F [ 6 | H [ 3
1 Territory Sales Plan
2
3 Summary
4 Territory Last Year Actual
a United States 987263
6 Europe BOE273
i Africa 392337
] Total
9 Average
10 Minimum
11 Maximum
12
13
14
15
16
17 -
[ |4 [»[#]\5Sheet1 / sheetz f Shests / 1] LIJJ
Ready i T O I

Change the formatting for the selected cells so they display with commas separating the
thousands (e.q. 10,000).

Click the comma style from the formatting tool bar
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J@ File Edit WYiew Insert Format Tools Data window Help ;Iilﬁ”
CE2R&ERY s BaF o (@2 £ 8503w -0,
| aia -w-|B U EE=EEF %, B8 -d-AN
B3 ﬂ = | 214 Font Color (Red) |

A | B [ ¢© [ b [ E [ F | 6 [ H [ 1T =
1 |[EXPENSES
2
3 | Insurance 218
4 Rent 094
5
G Utilities 470
7 Supplies 390
[1] Taxes 289
9 TOTAL 2,261
10
11
12
13
14
15
16
17
18
144w [¥]:Sheet1 /Sheetz / Sheetd / ||
Ready || | [ LR | | _ | =

Add a border around the selected range.

Note: Do not change the default line style.

Click the arrow in the borders tool from formatting tool bar — select out side

borders
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E4 Microsoft Excel - Sales.zls

J File Edit W¥iew Insert Format Tools Chart Window Help - |E|£||
Chart Title x| =
w i_hart [X]
Chiart Title v‘ﬂv|ﬁ|ﬁlﬁ|%§

400

350 4

300 -

250 -

200 4 .

g E Chairs

100 W Tables

50 4

0 T T T
Jan Feb Mar Apr May

44 [M]" shest1 % Chartl § Sales Data £ sheetz £ sheets / |l I
Ready |1 R

Change the white background colour of the chart to yellowl] .

Click the arrow in the chart tool bar — select the chart area — click on the format

Chart area tool — select the yellow color — ok
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E4 Microsoft Excel - Buildings.zls
J File Edit Y“iew Insert Format Tools Data Window Help -|5’|5|
DEeE SRy {BRI v- &= A 84 G -2,
| e -w0-BIUSEEEBEF %, WS .
A5 . =
A [ B | ¢ [ o | E | F | G [ H [ 1 T
1 |[EXPENSES
2
3 | Insurance 218.00
4 Rent 88400
5 |
5 Utilities 470.00
7 Supplies 390.00
g Taxes 289.00
9 TOTAL| 2261.00
10
11
12
13
14
15
16
17
M| 4] [¥]\Expenses {Sales 7 Clierts 7 | 4]
Ready | | | UM | |

Add a page footer with the text Confidential that will print at the bottom left of all the pages in
this worksheet.

View — Header and footer — click on the custom footer — type Confidential

Excel Exams release 1.1 49 of 82 By Talal

March 2007




ICDL
Excel Exams (v4)

J File Edit W¥iew Insert Format Tools [ata Window Help _|E|i||
DzEaly st o-o @z 482 @M -3,
| aial - - BIUEE=EE P %, W% -5-A-,
A j =|Insurance

A | 8 [ ¢ | o | E [ F | & | H [ T =
1 |[EXPENSES
2
3 | Insurancel 218
4 Rent 594
] Lhilities 470
3] Supplies 3=0
7 Taxes 289
g TOTAL
g
10
11
12
13
14
15
16
17
4 4]» b}, Sheet1 { Shestz  Shests / [ 4]
Ready 0 I T V.

Print this worksheet,

Note: This is a simulation - you do not need to have a printer attached to your computer.

File— print — ok
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E4 Microsoft Excel !E[E
|E] File Edit View Insert Format Tnols Dats Window Help =2l
DERSRY (4 RBI o~ (&= A HU WS -0.
| sl -0~ |B 7 U B9 %, ®%8 -2-A-.

G| -

4

Al - =

10/ x|
A B & ] E j
October Hovemnmber December

Yine B01.85 720400 1100.70

Beer 109250 1310300 252088

Spirits 537 80 BA5 80 153650

Fruit Juice 247 .35 297 60 248.50

Minerals 20920 259.10 328.60

Total

Lol wn et i S =S R )

—
o

[4 [ 4] » [#] Sheet1 /Sheetz 7 sheets | 4]

Feady |

MU | .

Use click-and-drag to select the range A4:C6
If necessary you can try again by repeating the click and drag action.

Select cell A4 and drag to cell C6
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Dragging the fill handle up
to cell B3 will fill B3 with:

ICDL

Excel Exams (v4)

Ed Microsoft Excel - Book1 IS [=] E3
[ Fle Edit Wiew Insert Format Tools =18 %]

el gy st @ 2

©  Envelopes aidl =10 | B I U | = =E = | 4
B5 j =| Pens
=
O Pens 1 A B | g | L |:|
2 Pencils
3 Stamps
(] Paper 4 Faper
5 IF'ens .l
G Erwelopes
_llr -
O Stamps [ 4[4 ¥ ¥ Sheet1 /shestz £1|14] | LlJ_‘
O pens
Which TWO of the following would calculate
the amount left to spend for March? ry B | C | D |
1 Personal Budget
O =D8-D12 2 &-‘ Jan Feh har
3 |Expenses
4 |Rent 400 400 400
©  =D12.D8 5 |Bills 85 60 49
B |Food 120 120 120
7 |Travel 0 32 230
O =SUM(D4:D7)-SUM(D10:D11) 8 (Total G 512 =59
9 |Income
o =(D10:D11)-(D4:D7) 10 | Salary 18200 1820 1,820
11 |Bonus 53 &0 202
12 [Total 1873 1880 2022
O =SUM(D10:D11)-SUM(D4:D7) 13|10 Spend! | |
o =DI12-D8
0 =sum(D10:D11)-sum(D4:D7)
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£ Microsoft Excel - Expenses.xls =]

J@ File Edit Wiew Insett Format Tools Data Window Help _|E|5|
DEE(SRY BRI -~ &= 482 @How -0,
| b ru-[BrulE=s=ET %, B8 1-D A,
Al j =|E}{penses
A | B c | o | E | F | & | H [ I =
EXPENSES
Insurance 218
Rent gd4
Utilities 470
Supplies 330
Taxes 289
TOTAL 2261

PR (PR RN DU PR R D
i e e o o Lo L Bt

17
M4 [p Ot 1 Q2 £ Qtra / [«] LIJJ
Ready [ [Sum=4522 [ wNom[ [ 4

Cut the selected range and paste it into cell A1 on the worksheet entitled Qtr 3 in this
workbook.

Click on the cut tool from the standard tool bar — select the Qtr3 sheet — select cell
Al— click on the paste tool from the standard tool bar
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£4 Microsoft Excel - Student Register.xls

J@ File Edit “iew Insert Format Tools Data Windomw Help ;Iilﬂ
DEHERAY 1 2RT v-- @ Asli @ -0,
| i - BIU EE=EEP %, 9% A,
A3 j = | John Barry
A | B C | D | o
1 Student Register —
2 Class 1 Class 2 Class 3 Class 4 Cla
3 |John Barry Ik<arl Wagner Rachel Morton Roger Sibille Alain Sibill
4 |Harry Knowles Sikva Garma Carlos Eduardo Rachel Marton Didier Blan
5 |Gretta Bouche Frances Smith Fabla Sierchio John Breen Frances 5
B |Anne Campbell Sharig Siddigui Juan Gonzalez Meill Plunkett Graham St
7 |Leo Bemnstein Lee Yuk Sin Jim Jordan Melanie Cutter Karin Edell
8 |Adarn Edwards Kim Mam Sim Deirdre Gahan bdartin O'Meill Sara Wagr
8 |Enzo Farelli Walf Siegert Anya Merton Lee Siew Shen Kim Mam £
10 |Andrew Davidson Alain Sibille Kay Sigurd Kay Sigurd Klaus Sieb
11 |Aisling Miller Graharm Shart Melanie Cutter Juan Gonzalez Lee Yuk S
12 |Aaron Eder Mark Edelbach Lee Siew Shen Jim Jordan Mlark Edelt
13 |Dominigue Seurat Karin Edelbach Martin O'Meill Eugenia Katawa Fietro And
14 |Pili Halldare Klaus Siebs Cathryn Roberts Deirdre Gahan Rodrigo Pe
15 |Maomi Byrne Didier Blanc Claudia Kelly Claudia Kelly
16 | Stefano Pescina Rodrigo Pereira Meill Plunkett Cathryn Roberts
17 |Min Chang Shauna Buchanan Eugenia Katawa Carlos Eduardo
dem Mol Omeime Stikall Momnam b et mon

A0 | Lfmt by Pommm [}
[4 4 [p1* Sheet1 ¢ Sheetz / Sheets /

Ready

[«

[

LR |

Use the Find tool to find the name Kim Brown in this worksheet.

Edit — find — type Kim Brown — click on the find next button
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J@ File Edit Wiew Insert Format Tools Data Window Help

=181x|

JD@E|§@v|%E®’|nvn.

@ = A2 maS - ).

| b - B U E=E=EE9 %, 9% .
R
A | B [ ¢ [ b [ E | F [ &6 [ H =
1 Planting Schedule —
_2 ] 1 Tulips Dahlias Daffodils
.3 |January 0 a 0
_4 |February ] 1] ]
.5 |March 0 500 0
L6 |April 0 300 0
¢ |May 0 o 0
_ G |June 0 a 0
L9 |duly 400 0 300
10 | August 200 0 500
11 |September &O0 a 400
12 |October 400 0 100
_13 |Hovember ] a ]
14 |December 0 a 0
15
1B |
[ «[» [m[" Trees s Annuals / |l
Ready | | [ U | |
i Start | IPIanting.HIs Contracts.xls |

Copy the entire Trees worksheet from this workbook into the Contracts workbook, so that it

displays after Sheet1.

Right click on the Trees worksheet tab — select move or copy — check the create a
copy — from the to book drop down list select the Contracts workbook — select

(move to end) — ok
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4 Microsoft Excel - Net Earnings.xIs
J@ File Edit Wiew Insert Format Tools Data Window Help ;Iilﬂ
DEE Ry | iaad vo- (= A8 0w -0,
| Avia -u-BIU|=E=E=EEHF %, #%8_-d-A-
B1 j =| Frojected Earnings

A B[ ¢ [ E 6 [ H [ 17

1 Projected Earnings —
Gross Distrubuted HNet

2 Earnings Earnings Earnings
3 |Year1 (2 500% Hil Nil
4 |Year2 0 il Nil
5 |Year3 5,000 2,000 3,000
B |Yeard4 20,000 10,000 10,000
¢/ |Yeard 30,000 15,000 15,000
8
=)
10
11
12
13
14
15
16
17 -
|4 |4 [» [ ]t Projected / Earnings 4 Sheets / 4] | L”J
Ready I iy’

Change the alignment of the selected title Projected Earnings, so that it is centred horizontally

over columns B, C and D.

Format — cells — Alignment — from the drop down list of the Horizontal — select

center Across Selection
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If the formula in B7 is copled to cell D7, which formula will display in
the formula bar when D7 is selected?

O =SUM(B3:B5)-B6
O =SUM(C3:C5)-Cé
O =SUM(D3:D5)-B6
O =SUM(D3:D5)-D6

o0 =sum(D3:D5)-D6

E2 Expenses Claim.zls

B7 =SUM(B3: B5)-BB
A . B | © | D

1 Expenses
2 Sep 11th |Oct 17th Moy 4th
3 |Meals 35.00 43.00 27.00
4 |Hotel 55.00 48.00 54.00
5 |Mileage 93.00 108.00 75.00
B |Cash from Petty cash 100.00 150.00 100.00
7 |Amount due I &3.001

Which formula entered into B10 would find the heaviest rainfall in the

seven days?

& | B | ¢
1 Rainfall Statistics
O =MAXIMUM(B3:B9) — .
:Z‘% Millimetres per
| 2 | J'd// day
O =(MAX B3:B9) | 3 |Wofday 4
| 4 |Tuesday 4.5
| 5 |Wednesday 2.1
O =MAXIMUM(B3:B10) | 6 | Thursday 16
| 7 |Friday 9.3
| B |Saturday 72
O =MAX(B3:B9) | 9 |Sunday 42
Maximum
| 10 | Rainfall
11
0 =max(B3:B9)
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£4 Microsoft Excel - Sales Plan.xls

J@ File Edit WYiew Insert Format Tools Data window Help

4

DEE ERY sBAC ©

G-l s s Ao -0,

| ia -u-Bzu E=E=EF %, W% -5-A-
F& M =
A | B [ ¢ [ D[] E | F | & | H [

1 Territory Sales Plan

2

3 Summary

4 Territory Last Year Actual

& United States 987263

B Europe B05Z73

7 Africa 392837

8 Maximum]| |

]

10

11

12

13

14

16

16

17

[« »[#[ Sheet1 / sheetz £ Sheets / |4]

Ready | | [ UM | |

Type a formula into cell F8 using the appropriate function to calculate the greatest value in

the highlighted range.

Press the Enter key when you have finished.

Type = max (F5:F7) — press enter from the keyboard
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If the Enter key was pressed to accept the formula in cell ES,
what would appear in the cell?

SLIM |»| % «/ = =E5-08
@] #REF! A B | ¢ | D | E |
1 Profit Projection
') 6,000 2 Income Costs  Profit
3 |Jan | Actual 1265600 23s0] 10210
4 Forecast | 10000 4000 B000
8] #VALUE! 5 |Feh Actual 12930 4580 ©400
B Forecast | 10000 G000 4000
7 |Mar Actual 13580 s4o00] @180
C #NAME! 8 [Forecast] 10000]  4000/=B8-D8
o #VALUE!
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£ Microsoft Excel - Department Payroll.xls
J File Edit Wiew Insert Format Tools Data Window Help

=18 x|

DS HSRY BB oo

&= A8 e -0,

| i -+ BIUS=E=EE%F %, B8 DA,
3 d =|0.10
A | B8 | € | o | E [ F [ 6 | H [ I T

1 EXPENSES

2 ] % of Total

3 | Insurance 521580 a1o

4 Rent $594.0 0.40

5

b Utilities 54700 (|

7 Supplies $390.0 017

8 Taxes $289.0 .13

9 TOTAL 22610

10

11

12

13

14

15

16

17

10

[4 4 [¥[M]s5heet1 Sheetz £ Sheets / 4]

Ready | T | | UK | T 2
Apply the Percentage style to the selected cells.

Click on the percent style tool from the formatting tool bar
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£ Microsoft Excel - Seasons.=ls

J@ File Edit Yiew Insert Format Tools Chart Window Help

—lm] x|

DEEERY tBRT v-o @z £ 85 B4 wm -0,
| s -uu-BIUSE=FHF %, W8] -d-A-
Chart Area j =
A | B | ¢ | D | E F | 6 | H | —
1 |Temperature Statistics —
2 |Degrees Centiqrade [ u |
3 Spring
4 |Madrid 24
& |Paris 20 30
& |London 14 25
7 |New York 23 AL
5 |Berlin g | Mo
g 10
10 S
j]; Madrid  Paris  London  Mew  Betlin
York
13 | | n
14
15
16
17

13

[4[ 4 [» [W]"Spring ¢ Sheetl (2) £ Sheetz f Sheets /

Ready

Delete the selected chart from this worksheet.

Press Delete from the keyboard
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£ Microsoft Excel - Quarter 1.xls
J File Edit Wiew Insert Format Tools Data Window Help - |E’|5|
Dzdally sb2ed o-o- @z a2 5 mdomn -0,
J.-’-'l.nal Prink Preview | -« ”F I U |§ = | @ % *_.53 +-El_g| . I i -
A d = |nw Mo
A E | C [ o | e || F [ & | H [ I [ J =

1 |Inv No ”Date Clients Sub Tot TAX Total Terms Salesperson  Delivery Method ;
| 2 | 271 02-Jan | VIP Car Rentals 380 R3.2 4332 60D Giillian Ceernight Courier
| 3 272| 02-Jan DayLight Yideos 576 B0.6 B5E.64) 300 wilma Two-Day Delivery
| 4 | 273 02-Jan Family Chemnist 593 k) ES2.06 20D wilma Tuwa-Day Delivery
| & | 274 02-Jan Cambridge Business Colls 289 405 32346 200 wilma Same-Day Delivery
| & | 276 02-Jan Green's Restaurant 43z k] 43243 COD Evelyn Collect
| 7 276 02-Jan ABC Bottle Store 858 92.1 7E0.12| 300 Evelyn Same-Day Delivery
| & | 277 02-Jan The Happy Pet Shop 473 BEA 544.592 BOD Evelyn Tuwa-Day Delivery
| 9 | 278 02-Jan Cash Sales 334 463 38076 COD Giillian Collect
| 10 74| 03-Jan Cambridge Businezs Call 275 385 3135 300 Evelyn Same-Day Delivery
| 11 280 03-Jan Cash Sales 230 225 2622/ C00 Giillian Collect
| 12 281| 03-Jan Fred's Fast Foods 467 £5.4 532.38| 300 Gillian Two-Day Delivery
| 13 282 03-Jan Cash Sales 534 THE EOS.YE COD Giillian Collect
| 14| 283 03-Jan The Travel Agent 287 402 2718 800 Frank Owernight Courier
| 15 | 284 03-Jan| Cash Sales 34 4.3 38YE COD Gillian Collect
| 16 | 288| 03-Jan| The Print Press B343 9580, 7E01.02 BOD Frank Same-Day Delivery
| 17 286 03-Jan Cambridge Business Call 2300 405.0 306|300 Frank Same-Day Delivery
| 18 | 287 03-Jan Cash Sales 987 1282 112515 ©0O0 Giillian Collect
mER 288 03-Jan Cash Sales 280 63.2 4332|000 Giillian Collect
| 20| 283 03-Jan Green's Restaurant 576 30.6 BOEE4| COD | Wilma Collect
| 21 ] 290 03-Jan Ed's Electrical 533 3.4 B#2.86| B0D wilma Two-Oay Delivery
| 22 | 231 08-Jan | VIP Car Rentals 289 405 32946 600 Frank Csernight Courier
| 23 | 292 08-Jan| Family Chemist 432 0.5 432.48| 300 Frank Two-Oay Delivery

24 2a3| 06-Jan| The Print Press 7668 10721 8v3I0LAE E0D Frank Same-Day Delivery -
|4« [p [pi[sheet1 { sheetz £ sheetz / 4] |
Ready | | | LA | [z

Preview the worksheet to see how it will look when printed.

File — select print preview
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E4 Microsoft Excel - Profit Projections.zls
J File Edit ‘Yiew Insert Format Tools Data Window Help -|5’|5|
DEEeRy|smad o &= s @8w 0.
| Avia -w-|B sy EE=EEHT %, WS DA
D9 | =

A [ B [ ¢ [ b | E | F | &6 [ H [ I |73
1 |Profit Projection
2 Jan Feh Mar
3 Actual Forecast| Actual Forecast| Actual Forecast
4 |Income 12660 10000 12980 10000 13580 10000
5 |Costs 2350 4000 4580 G000 5400 4000
G | Profit 10210 6,000 8400 4,000 8180 6,000
7
3 |Forecast Profit Quarter 1 16,000
9 1
10
11
12
13
14 |
15
16
17 -
4« [p [m 15t Quarter § Jan-Feb £ Sheets / |« | HJ_‘
Ready | | | [ [

Print 3 copies of this worksheet.

File — select print — in the number of copies use the arrow to make it 3 — ok
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J@ File Edit Wiew Insert Faormat Tools Data ‘Window Help

=8 x|

DEHESRY iad v

4

R o A N P Nl

| A 0. BIUSSE=ED%, B8 DA,
Bt =l =
A B | ¢ | o | E | F | & | H | =

ZOOM

Repro specialists

PRV P DUV DU D) R PR
e s s e e s e = = s Y R e S RN

17
[4 |4 [#]Sheet1 ; Sheetz # Sheet3 ’

Ready

View the above worksheet at 7% of its full size.

M N | [«

From the zoom tool in the standard toolbar use the drop down list and select 75%

Excel Exams release 1.1

64 of 82

By Talal

March 2007




ICDL
Excel Exams (v4)

J File Edit ‘“iew Insert Format Tools Data Window Help ;lilil
DR ERY | imRT v- &= & 85 4o -0,
| Aial -mvl?f H|§§E|E%,Tﬁ%;°ﬂ|ﬁv&-£-,

Al 2 =| expenses

=10l x|
A B C D E [Z
expenses| =l

Insurance
Rent
Supplies
Lhtilities
Total

00|00 [~ | O T | e | G0 | B

—
=

[4 [« [» [#Sheet1 /Sheetz £ Sheetz |4

Ready |1 T mM

Insert a hlank row ahove row 5.

Select row 5 from the gray area — Insert Rows
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£4 Microsoft Excel - Quarter1.zls

J@ Eile Edit Wiew Insert Format Tools Data window Help

DEH ERY sBRI -

sl A A BB

- 10 =

sy =

= F %, %%

| Adal
1

G | H
| 1 |Terms Rep.
| 2 |EOD Gillian
| 3 |30D wilma
| 4 |90D wilma
| & |00 Wilma
| B |COD Ewelun
| ¥ |s0D Ewelyn
| & |&0D Ewelyn
| 9 |COD Gillian
| 10| 300 Evelyn
| 11 |COD Gillian
| 12 | 300 Gillian
| 13 |COD Gillian
| 14 30D Frank
| 15 |COD Gillian
| 16 |&0D Frank
| 17 | 30D Frank
| 18 |[COD  Gillian
| 19 |COD Gillian
| 20 |COD  Wilma
| 21 |&0D wilma
| &2 |&0D Frank
| &3 | 30D Frank
24 |B0D Frank

= | Delivery Method

Delivery Metho
Cwsernight Caurier

Two-Oay Oelivery

Two-Oay Oelivery

Same-Day Delivery
Collect

Same-Day Delivery
Twio-Day Delivery

Collect

Same-Day Delivery
Collect

Twio-Day Delivery

Collect

Cernight Caurier

Collect

Same-Day Delivery
Same-Day Dielivery
Collect

Collect

Collect

Twio-Day Delivery

Cwsernight Caurier

Two-Oay Oelivery

Same-Day Dielivery

4

K

1
.
l
]
i
]

Delivery Cost
2200
12.00
12.00
35.00

0,00
35.00
12.00

0,00
35.00

0.00
12.00

0,00
2200

0,00
35.00
35.00

0.00

0,00

0,00
12.00
2200
12.00
35.00

[4 [« [» [ Sheet1 / Sheetz £ Sheets

Ready

Automatically adjust the width of Column | so that its widest cell content is fully visible.

Format — column — Auto fit selection
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Dragging the fill handle down to
cell A5 will fill A5 with:

@Eile Edit Wiew Insert Format Tools

B4 Microsoft Excel - Book |_ O]

=18 x]

DEEERY iR B

*»
-

O Week3 wel -0 |BIUEE=E 2
A2 | = Week]
A | B | ¢ | D —

C Week4 1 |Budgst - Sales Department B

2 [|weekl I

3 |Weekd ¥
O \Week5 4

5

(3]

7 w
C  Week?7 14 [ 4[» (bl sheet1 {Sheetz || LIJJ
0 Week?7

Which of the following formulas would =T 5] =]
ca_lculatc the Net Sales for January in 2 1 B | © 0 |
this worksheet? 1 January |February March
2 [Mveekl 12045 13500 29520
3 |WWeek2 16520 16300 19800
C =SUM(B2:B11) 4 |Week3 2350 12444 14560
5 [Weekd 10250 23402 32001
B |Sales 62375 66146 95881
O =Be+BN 7 |weeki 120 231 320
8 [Week2 240 128 126
_ 9 |Week3 45 95 225
S 10 |Weekd 330 124 154
11 |Refunds 735 581 824
o =SUM|(B6:06)-SUM(BE11:D11) 12 |Net Salesl !
EE=]
o0 =B6-Bll1
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4 Microsoft Excel - Planting.xls

J@ File Edit “iew Insert Format Tools Data indow Help 18]
DERER_AY | iBRS v &= &85 IS -0,
| ia - BIUSEE=EEF %, B8
A2 d =

A B C D E | F | &6 | H | 1 =
1 Pl3 o o =
2 Maple Ash Birch
3 |January 200 100 0
4 |February 150 100 0
5 |March 100 0
& |April 100 0
7 |May 100 100
8 [June 100 100
8 (July 100 50
10 | August X 100 200
11 |September 150 100 200
12 |October 300 100 200
153 |November 400 100 200
14 |December 100 100 150
15
16
Gl
4[4[ b Trees & Annoals ]
Ready | | | UM | |
i Start | I Planting.xls @Cantracts.xls I

Move the entire Trees worksheet from this workbook into the Contracts workhook, so that it is
the first worksheet in the workbook.

Right click on the trees worksheet — select move or copy — select Contracts
workbook — ok
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Which one of these combinations is used to indicate that

cell C1 has an absolute reference?

O ECE1
O #CH#
O $C$1
O icH
0 $c$l

Which formula entered into B10 would
find the average amount of sunshine for
March to September?

AVERAGE=B4

=(AVG)B3:B9

=AVERAGE(B3:B9)

o o O 0

=AVG(B3:B9)

0 =average(B3:B9)

[ ¢ |

—

2| ey day

3 |March V 4
4 | April 4.7
5 |May 2.1
B |June 1.6
7 [July 9.3
8 |August 7.2
9 |September 4.2

Average
10 |Hours/day
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F4 Microsoft Excel - Quarter 1.x1s
J@ File Edit Wiew Insert Format Tools Data Window Help
DEE SRY (iR -~ /=2 A8
| avial -w-B U E=E=EH% %,
B1 M =| Date
A B C = E | F | G | | J =

| 1 |inv No |Date Clients Sub Tort TAX Total Terms Salesperson Delivery Method I
| 2 271 || 02-Janj vIF Car Rentals 380 3.2 4332 BOD Gillian Cwernight Caurier
| 3 272 | 02-Janj O ay Light Yideos A7E G208 ERE.E4| 300 wilma Two-Oay Delivery
| 4 273 02-Jan) F amily Chemist 543 a34 ESZ2.86 300 wilma Two-Day Delivery
| 5 274} /02-danj Cambridge Business Colh 284 40.5 32946 800 Wilma Same-Day Delivery
| 6 275 02-dan) Green's Restaurant 43z E05 459248 COO Evelyn Collect
| ¥ 276}/ 02-danl| AEC Baottle Store EAS 421 FRO12 300 Evelyn Same-Day Delivery
| 8 277 02-Jan| The Happy Pet Shop 478 EE.9 54492 600 Evelyn Two-DOay Delivery
1 9 27| 02-Jan| Cazh Sales 334 468 38076 CODO Gillian Collect

| 10 27| 03-Janj Cambridge Business Coll 278 388 3135 900 Evelyn Same-Day Delivery

|11 280 03-dan | Cash Sales 220 325 2622 COD Gillian Collect

|12 281|i03-Janli Fred's Fast Foods 467 E5.4 532.38 200 Gillian Two-Day Delivery

| 13 282 03-Jan| Cazh Sales 534 742 E02.7E COD Gillian Collect

| 14 283 i03-danll The Travel Agent 287 40.2 32718 900 Frank. Owernight Courier

| 15 284 03-dan| Cazh Sales 4 48 2876 COD Gillian Collect

| 16 286 i03-Janll The Frint Press E343 9550 Te0i.0z &0D Frank Same-Day Delivery

| 17 286 )| 03-Janj Cambridge Business Coll 2900 40E.0 FI06| 300 Frank Same-Day Delivery

| 18 287 03-dan| Cazh Sales LR 1382 112518 COD Gillian Collect

| 19 2820 03-Jan| Cash Sales 280 632 4332 COD Gillian Collect

| 20 289) 03-Jan | Green's Restaurant 676 a0E EREE4 COD Wilma Collect

| 21 230}/03-danll Ed’z Electrical 543 434 ESZ2.86 GO0 Wilma Two-Day Oelivery

| 22 291 |/ 0E-dan) vIF Car Fentals 284 40.5 32946 GOO Frank COwernight Courier

| 23 292 | DB-Jan | F amily Chemist 432 E0L5 49245 900 Frank Two-DOay Delivery i
24 293 )| 06-Jan) The Print Press TERS 10721 873012 600 Frank Same-Day Delivery bl
[4 4 [» [ Sheetl ¢ Shestz £ Sheets / ] o
Ready || UM — 4

Change the formatting for the selected column so the dates display in this format: 04-Mar 02

Format — cells — select date — select 04-Mar-02 — ok
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£ Microsoft Excel - Net Earnings.xls

J File Edit Yiew Insert Format Tools Data Window Help -|5|£|
DE2E EgRY | iBBT o-- &= AL BHw -0,
| i -w- B U SE=EEF %, BB DA
B1 j =| Gross Eamnings
A B | ¢ | o | E | F | & | H | I—T
Gross EarnirDistrubuted | Net Earnings I—
Year 1 (2 500 Hil Hil
Year 2 ] Hil il
Year 3 5,000 2000 3000
Year 4 20,000 10,000 10,000
Year s 30,000 15,000 15,000

RN ol N D) ) I )
oM = G =S e = D e LR =

13

[ |4 [pI[t,Sheetl ; Sheetz 7 Sheets /

Ready

Change the formatting so the selected text automatically wraps onto a second line within

the cell.

Format — cells — select Alignment tab — check the wrap text — ok
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E4 Microsoft Excel - Drink Sales.zls
J@ File Edit “iew Insert Format Tools Data Window Help ;lilﬂ
IDERERY sB2RS v-o @&z A HE BH o -0,
| ria -z E=E=EEF %, WS -dA-
51 j =|Octnher

A B | C | ] E | F | & | H |=
1 Octoher November December —
2 |Wine G01.85 72040 1100.70
3 |Beer 1092.50 1310.30 2520.80
4 |Spirits 537 .80 B45.80 1835.50
5 |Fruit Juice 247 35 297 .60 248 50
G | Mixers 201 A0 24040 552 80
7 |Minerals 20920 25810 32860
a3 |Total 289020 3473.70 B287 .90
9
10
11
12
13
14
15
16
17
18
144 [» [#]:Sheet1 /Sheetz f Sheetas / ||
Reacly I O oM

Center align the text in the selected cells horizontally.

Click the center tool from the formatting toolbar
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F4 Microsoft Excel - Quarter 1.x1s
J@ File Edit Wiew Insert Format Tools Data Window Help = |5’|£|
DR SRV iBRI -~ &= At @M w -0,
| aid -n-B7ru EE=EEF %, B8 _-0-A-.
A | =| Inv Mo
A E | C = E | F | G | H | | | J =
1 _|inv Mo EDate | Clients Sub Tot | TAX Total Terms Salesperson Delivery Method =
| 2 | 271 02-Jan WIF Car Rentals 380 53.20 4332 BOD Giillian Owernight Courier
| 3 272 02-Jan| Day Light Yideos A7E S0.64 ESE.E4 30D wilma Twio-Day Delivery
| 4 | 273 02-Jan| Family Chemist 599 9386 E82.86 900 wilma Twio-Day Delivery
| 5 | 274 02-Jan| Cambridge Business Coll 289 40.46 329.46 900 wilma Same-Day Delivery
| & | 275 02-Jan Green's Restaurant 432 E04% 43243 COD Evelyn Collect
| 7 276 02-Jan AEC Bottle Store [t az.1z TH0.12 300 Evelyn Same-Day Delivery
| & | 277 02-Jan The Happy Pet Shop 473 EE.A2 544,92 BOD Evelyn Two-Day Delivery
| 9 | 278| 02-Jan Cash Sales 334 46.76 380,76 COD Gillian Collect
| 10 ] 274 03-Jan Cambridge Buziness Colh 275 385 3135900 Evelyn Same-Dlay Delivery
| 11 2800 03-Jan| Cash Sales 230 325 2622 COD0O Giillian Collect
| 12 | 281 03-dan| Fred's Fast Foods 467 B5.38 532.38 300 Giillian Twio-Day Delivery
| 13 | 282 03-Jan Cash Sales 534 T4.76 G08.7E| COD Giillian Collect
| 14 283 03-Jan The Travel Agent 287 4018 32715300 Frank Owernight Courier
| 15 | 284 03-Jan Cash Sales i 4.7E 8.6 COD Giillian Collect
| 16 | 286 03-Jan| The Frint Press E343 95802 Ta01.02 60D Frank Same-Day Delivery
| 17 | 286 03-Jan| Cambridge Business Coll 2900 406 3306 900 Frank Same-Day Delivery
| 18 | 287 03-Jan Cash Sales aay 13818 112518 COD Gillian Collect
| 18 | 288 03-Jan Cash Sales a0 53.2 4322 COD Gillian Collect
| 20 | 288 03-Jan Green's Restaurant 576 &0.64 ERE.E4| COD wilma Collect
|21 | 290 03-Jan| Ed's Electrical 599 9386 ES2.86 E0D wilma Twio-Day Delivery
| 22 | 291 0B-Jan| WIF Car Rentals 289 40.46 32946 E0D Frank Cisernight Courier
| 23 | 282 0E-Jan Family Chemist 432 E04% 43242 800 Frank Two-Day Delivery :
24 293 0B-Jan The Print Pres=s TERE 107212 873012 BOD Frank Same-Dlay Delivery hd
4|« [p [p1 Sheet1 f sheetz £ shests / |4] |
Readly 1 v ] e

Change the page orientation so that this worksheet will print on a page that is wider than it
is tall.

File — page setup — select landscape — ok
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E4 Microsoft Excel - Office Budget.zls

J@ Edit Wiew Insert Format Tools Data Window Help =12 x|
DEzE8RY | FaBS vo- @z A2 @B 0w -T,
| Avia -wn-lBrulE==
A2 | =
A _| B | ¢ [ D [ E [ F | G [ H ] —

Office Budget
lianiJune July/Dec

Stationery 2300 2,700
Hardware 45 000 12,000
Software 12,000 a,000
Cleaning 5 600 5 600
Telephone 1,500 1,200
Internet 2000 2,000

Total 68,800 32,200

—maaa== =
e =5 |22 00 e e Lo | —

17
[4 [« [p [pi[Sheet1 { sheetz f shests / |4]
Ready | | el MU | |

I

Save this workhook as a text file.

Hote: Do not change the file name or location.

File — save as — in the save as type — from the drop down list — choose text (Tab
delimited) — save
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— ST BT _[Of =
J File Edit Yiew Insert Format Tools Data ‘Window Help ;lilﬂ
DEEERY @RI o - &> & HU IS0 -0,
| Aiial -u-BrUulE=E=BE9 %, @8 v .
A2 j =| Cabernet Sauvignon
A | 8 | ¢ | ©o || E || F | & H [ T

1 Jan Feh Mar Apr May Jun Jul Aug T
2 |Cabernet Sawignol B01.85 72040 110070 88065 70444 140883 112711 20F
3 |Merlot 109250 131030 252080 66042 52833 10586.67 84533 16F
4 |Bergundy 53780 B4580 1536500 62552 660420 132084 100667 211
5 |Pinat Moire 24735 29780 248500 2757 2200140 440280 35222 7L
B |Muit S5t Georges 201500 24050 552800 550.35 44028 88056 70444 140

7 |Chateau MNeuf Du R 208200 25910 32860 47035  360.23 2 B00SG) 62444 13

g |Cote du Rhone 39576 47616 397600 53035 42023 06056 G444 13E

9

10 |Sauterne 0154 60033 =725 66036 1008.97 72640 1109.80 122
11 |Chablis 61654 71533 103225 77536 112397 84140 122487 111
12 |Sauvignon Blanc 863.15 1001.46 144515 108551 1573560 1177895 1714.82

13 |Chenin Blanc 47863 48637 BO26860 603.06 674200 65442 95267

14 |Yin du Pays du Tl 1233.058 143066 2084.500 188073 2247.95) 160280 2449.74

15 |Villages 1479700 1716.80 247740 1860.688 269754 2019.36 2939.69

16 |Macon 80273 931.368 1343.98 1009.52 1463.41 109550 1594.73

17 |Liebfraurnilch 24250 27522 24B500 297 B0 24735 20150

15 |Total 9504.73 1117738 17017.39 1203574 14571.12) 15167.70

[« [4 ¥ [+ 5heetl / sheetz £ sheets / | «]

Ready || T

Freeze both the column & and row 1 titles in this worksheet.

Select the cell B2 — window — select freeze pane
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£ Microsoft Excel =l
=& x|

J@ File Edit Wiew Insett Format Tools Data  indow  Help

G| -

4

IDeEERY RS v

&= A A S -0,

| e <10+ B 7O =8 %%, @9

H.A -,

A1 - =

=lol x|
A B C D E E
Delivery per bed 15.00

product King Double Single

base 270.00 250.00 150.00

rmattress 303.00 310.00 200.00

headboard 100.00 90.00 s0.00

Total Incl.Del

e e e = A R AR P

[ 4] [wi]sSheet1 { Sheetz £ Sheets |4

Ready | | | MU |

T

Insert a new column hetween columns A and B in this worksheet.

Select the column B — insert — columns
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#1 Microsoft Excel - Sales Department.zls

J@ File Edit Wiew Insert Format Tools Data window  Help ;Iilﬂ
DEeH SRy 2R o--@= 2 42 mad o -0,
J.f-‘-.rial vmvl?f Q‘EEE‘E%,fdg;ﬂ_ﬂ::::::,&,&,v
D4 [ =

A e [ ¢ [ o [ E [ F [ 6 T
i |P.C. Megastore
2 |Sales Department

Gross Take

3 Employee Salary Tax home pa
4 | Cathy Miller 1524 ?89' !
& |Roger Tann 25E0 1250
B [Sue Diagio 1560 B30
7 |Mel Walker 1530 200
8 [Greg Cluinee 2550 1200
8 |Pu Dobbs 1500 850
10
11
12
13
14
18
16
|44 [» [#]Sheet1 ¢ Sheetz £ Sheet3 / 4] ﬂJJ
Reacly || . el

Enter a formula in cell D4 using cell references that would calculate the Take home pay for

Cathy Miller.

Press the Enter key when you have finished.

Type = B4-C4
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£4 Microsoft Excel - Menswear.zls
J@ Eile Edit Yiew Insert Format Tools Data Window Help ;Iilﬂ
DEEgRy BRI o- @z rt@smw -0,
| ial -w-BzUl=E=E=ET %, W@
A | =| Shirts

A | 8 [ ¢ [ o | E | F [ 6 | H [ 1 [T
1 Monthly sales
2
3
4 |Shirts | 554 B43 702 B3
5 |Trousers B7a 749 23 a9y
G |Jeans s09 B11 s00 a1s
7 |Ties o0 712 724 736
g |Suits aoo gag 918 =
9
10
11
12
13
14
15
15
17
18
[« [« [» [ sheet1 / sheet2 £ sheets / | 4]
Realy I | ) e

Close this workbook without closing the application.

File — close
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£ Microsoft Excel - Furhiture Prices.zls
J@ File Edit Miew Insert Faormat Tools Data ‘Window Help _|E‘|5|

DE2HERY | BEBS v-o- @RE A4 BHw -0,

| aial -0~ B IUSE=EEF %, B8 DA
A2 | =| Chair
A | 8 | ¢ | o [ E [ F | 6 | H [T
Details Colonial Metro Cottage —
Chair | 60185 72040 110070
Loose cover 1092500 131030 252080
Cushion 537.80  B4580 1535.50

Total incl delivery 289020 2K7E.50 0 5155.00

Total Delivery Charge

PR PO RPN P PO U U B
el s ) o e = s s e 2 S o A e

18
[4 4 [» w1 5heet1  Sheetz £ Sheets 7 4]

Ready | | | UM | |

|
=

&

Display the Drawing toolhar in the Microsoft Excel application window.

View — Toolbars — Drawing
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Dragging the fill handle down to cell A6 will fill A6 with which of
these values? _
E4 Microsoft Excel - Book1
e 50 @Eile Edit Miew Insert Format Tools o =l
t
Dl ERY sias B 2
mal  ~0 - BIUS=S=E 2
& - s = = 10
A B | ¢ | B I|Z
1 10 —
8] 70 7 20
3 30
4 2
5 =
100
C = |
_l.f -
4]« [» [pilSheet1 f Sheetz £] <] | |
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£ Microsoft Excel - Sales.xis (O]
I File Edit W¥iew Insert Format Tools Chart Window Help = |5’|£||
Chart Title =] 2 -
Chart Title e -

&0

Th

L1

50 4

4{. E

30 ] E Shoes

20 4 O Boots

10

LR T T T T

Mon Tue Wed Thu Fri

[4]4[® | p1% Sheeti b Chartl § Sales Data £ Sheet? f Sheet3 / |4 [
Ready |l | [ | | o
Change the colour of the columns representing Shoes to red |l .
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J@ Fule Edt view Insert Farmat Took Dats uindow Help

=4 Microsoft Excel =]

=l ]

SHSRY IBBI o (@ AN BB -0,
= *D-E _,03 | s By 51_,

Trousers |
Jeans
Tles

Suits

0| 0 T B0 f

[l 4Ty [bilSheet1 { Sheetz £ sheets | 4]

Use click and drag to select the range A2:D5.

If necessary you can try again by repeating the click and drag action.

Click SUBMIT when you have finished.
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