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 DATE: DECEMBER 2017                                TIME: 1 1/2 HOURS 

INSTRUCTIONS:  Answer question one and any other two questions 
      
 
QUESTION ONE (30 MARKS) 

a) With an example define what a spreadsheet program is.     (2 Marks) 

b) What is the difference between a workbook and worksheet in Ms Excel?  (4 Marks) 

c) Explain two advantages of using spreadsheets.     (2 Marks) 

d) Give two applications of spreadsheet.       (2 Marks) 

e) Explain the steps followed when opening a workbook in MS Excel 2010.  (2 Marks) 

f) Describe the following features of Ms Excel interface:    (5 Marks) 

(i) Formula bar  

(ii)  Name box 

(iii) Row 

(iv)  The ribbon 

(v) Active cell indicator 

g) Explain the difference between ‘sorting’ and ‘filtering’ of data in Ms Excel. (4 Marks) 

h) Distinguish between absolute cell reference and relative cell reference as used in Ms Excel.

           (4 Marks) 
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i) Discuss two types of calculations operators used in Ms Excel.    (4 Marks) 

j) Which font is automatically keyed in when you open a new workbook in MS Excel? 

           (1 Mark) 

QUESTION TWO (20 MARKS)  

a) What is the name given to the intersection of a column and a row on a worksheet?  

           (1 Mark) 

b) Explain three items that can be contained in a cell.      (6 Marks) 

c) Getting data from a cell located in different Ms Excel sheet is called?  (1 Mark) 

d) Describe what is a ‘function’ in Ms Excel.      (2 Marks) 

e) Functions in Ms Excel must begin with.      (1 Mark) 

f) Give four types of functions used in Ms Excel and explain what each function does. 

           (4 Marks) 

g) What function offers you the possibility to view different results depending on the entered 

condition?          (1 Mark) 

h) What would be the value of the function “=SUM(B3:B4)” entered at cell B5. (2 Marks) 

 

 

 

 

 

 

 

i)   Consider the figure below 
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If a user wanted to consolidate data from cell A2 in worksheet Sales, HR and Marketing and 

have the data consolidated in cell A3 of the worksheet consolidation, what would the user 

have to type?           (2 Marks) 

 

QUESTION THREE (20 MARKS) 

a) Explain what is meant by a range in Ms Excel.     (1 Mark) 

b) Explain five formatting that can be applied to a cell.     (10 Marks) 

c) Below are depicted some of the most common error codes found in Ms Excel.  For each error 

code below, provide a description of what each error code means.   (4 Marks) 

(i) ###### 

(ii)  #REF! 

d) Study the figure below. 

What values will get displayed in cells B1 to C1 after typing Jan in cell A1 and then click at 

the bottom right hand corner of cell 1 and dragging it over B1 and C1.  (3 Marks) 

 

 

 

 

 

e) Refer to the figure below 
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If a user wanted to have the sum of the numbers in cells A2 to C2 calculated and displayed in 

the cell D2, what formula would the user have to enter into D2?   (2 Marks) 

QUESTION FOUR (20 MARKS) 

a) Describe what is a chart in Ms Excel.       (2 Marks) 

b) Give three types of charts used in Ms Excel.      (3 Marks) 

 

 

 

 

 

 

 

 

 

 

 

 

c) What chart type can be used to display/show industrial production by country and by year in 

the figure below?         (1 Mark) 

d) What chart object is a horizontal/vertical line extending across the plot area aiding reading 

values?          (1 Mark) 

e) If cells: A1=90 A2=85 A3=80 A4=75 A5=75.  What will be your formula if you are going to 

get the average?         (3 Marks) 

f) If cells: A1=90 A2=85 A3=80 A4=75 A5=75. What will be your formula if you are going to 

get the total?          (3 Marks) 

g) Give the range address for the range of cells in (e) above.     (1 Mark) 

h) What is the maximum number of worksheets that a workbook can have?  (1 Mark) 

i) Explain how a user can save and protect a workbook in Ms Excel.    (3 Marks) 

j) What term describes explanatory text attached to a cell?    (1 Mark) 

k) What is represented by the small, black square in the lower-right corner of an active cell or 

range?           (1 Mark) 


