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MERU UNIVERSITY OF SCIENCE AND TECHNOLOGY 

CIT 1102 MS EXCEL SUPP EXAM 

CERTIFICATE IN IT 

Answer question One and any other Two Questions 

Question One (30 marks) 

a) Differentiate between the following terms; 

i. Formula and Function (4 marks) 

ii.  Task Pane and Status Bar (4 marks) 

iii.  Formula Bar and Menu Bar (4 marks) 

b) List the procedure for entering the SUM function; (5 marks) 

 
Figure 1. 

 
c) Describe how the accounting format and currency symbol was inserted in cell range 

F6:G6 in figure 1. (5 marks) 

d) Highlight how you would apply the Percentage Style to column H values (2 marks) 

e) Describe how you would centre the worksheet title ‘Olive Fruit Company’ and sub title 

‘Sales Forecast’ across column A to column H. (6 marks) 

Question Two (20 marks) 

 

a) Define Wrap text. (4 marks) 
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b) Describe how data in column A5:G5 was right aligned. (6 marks) 

c) Highlight how to create a header or footer. (6 marks) 

d) What is the procedure for writing a function using Insert Function. (4 marks) 

 

Question Three (20 marks) 

a) What is a chart? Describe four types of charts (6 mark) 

b) Describe how to create a pie chart using data in Figure 1, Columns A&H (8 marks) 

c) Differentiate between chart sheet and embedded chart (6 marks) 

 
 
Question Four (20 marks) 

a) Using the figure 2 below, answer the questions that follow. (8 marks) 

 
Figure 2: 

 
 

b) Describe the procedure for calculating the total gross sales in cell F13 (7 marks) 
c) Describe the procedure for wrapping text within a cell: (5 marks) 

 
Question Four (20 marks) 

a) Define the following terms as used in spreadsheets 

i.) Cell 

ii.) Formula 

iii.)  Function 

iv.) Labels.          (2 marks) 

b) List four types of information that can be inserted into a cell.   (2 marks) 

c) State two advantages of presenting data using charts.    (2 marks) 

d) Distinguish between Absolute cell referencing and Relative cell referencing. (2 marks) 

A E D C B I H G F 
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e) Differentiated between sorting and filtering.      (2 marks) 

f) The following is a simple payroll: 

 A B C D E F G H 
1 Name Hours 

Worked 
Hourly 
Rate 

Basic 
Pay 

Gross 
Pay 

Tax 
Deductions 

NSSF 
Contributions 

Allowance 

2 Kelvin 8 200      

3 Morris 12 450      

4 Rose 22 300      

5 Lillian 30 286      

6 Eric 16 220      

  

Required; 

Write formulae using cell names for the following expressions, state where the formula is placed; 

i.) Basic pay = hours worked X hourly rate 

ii.) Allowances are allocated at 10% of the basic pay 

iii.)  Gross pay = basic pay + allowances 

iv.) Tax deductions is calculated at 20% of the gross pay 

v.) Net pay = gross pay – tax deductions.      (10 marks) 

 


