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CIT 1102: MS EXCEL 

 
DATE: SEPTEMBER 2018                                                                                    TIME: 11/2 HOURS 
 
INSTRUCTIONS: Answer question one and any other two questions 
 

QUESTION ONE (30 MARKS) 

a) Identify four examples of spreadsheet application software   (2 marks) 

b) Differentiate between the following       (4 marks) 

i. Cell and range 

ii. Worksheet and workbook  

c) Describe the following tools used in a spreadsheet     (2 marks) 

i. Formula bar  

ii. Worksheet tab  

d) Distinguish between internal and external cell references    (2 marks) 

e) Identify four features of spreadsheet application software   (4 marks) 

f) Write the result of copying        (4 marks) 

i. =B7+$D6 from B3 to G5 

ii. =C4/$D$5 from E5 to H7 

g) Differentiate between a function and a formula     (2 marks) 

h) Briefly describe the purpose of the following as used in Ms Excel  (4 marks) 
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i. =PMT 

ii. =COUNTIF 

iii. =NOW() 

iv. =IF 

i) Differentiate between sorting and filtering techniques   (2 marks) 

j) Explain situations where the following chart types can be applied   (2 marks) 

i. Bar chart 

ii. Line chart  

k) Describe mixed referencing with an aid of an example   (2 marks) 

      QUESTION TWO (20MARKS) 

a) The table below shows details of products sold in Meru spare parts Ltd 

 A B C D E F  

1 PRODUCT 

NAME 

QUANTITY  PRICE TOTAL 

PRICE 

DISCOUNT NET 

PRICE 

STANDARD 

DEVIATION 

2 Engine  25000 30     

3 windscreen 8000 45     

4 Brake pad 600 200     

5 Wipers  300 150     

6 Clutch plate 2000 60     

7 Gear box 3000 72     

8        

 

Use the above table to answer the following questions 

i. Write a formula to calculate the total price of clutch plate   (2 marks) 

ii.Write a formula to calculate the standard deviation of all products quantity (2 marks) 
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iii. Write a formula to count all product price above 5000   (3 marks) 

iv. Discount is charged according to product total price. For goods worth 100000 and 

above discount of 10% of total price is offered, for goods worth between 50000 

and 100000, a discount of 5 percent is offered otherwise discount is offered at 2% 

of total price. Write a formula to calculate discount offered on monitor sales 

 (4 marks) 

v.        Write a formula to calculate net price charged for gear box sales   

(3 marks) 

vi. List down the different file format when using the save as in ms excel you can 

use          (4 marks) 

vii. Explain the procedure of inserting page number on top of the page in ms excel  

(2 marks) 

QUESTION THREE (20 MARKS) 

a) Explain five ms excel functions with examples    (10 marks) 

b) Differentiate between sorting and filtering techniques   (4 marks) 

c) Explain three types of errors found in Ms Excel    (6 marks) 

      QUESTION FOUR (20 MARKS) 

a) Differentiate between the following       (4 marks) 

i. Sum and sumif 

ii. Count and countif 

b) Briefly describe the following components of Ms Excel Window  (4 marks) 

i. Formula bar 

ii. Menu bar  

iii. Name box 

iv. Toolbars  

c) List the steps that can be followed in order to retrieve an existing or saved workbook 

          (3 marks) 

d) What is the purpose of the following commands     (3 marks) 

i. Undo 

ii. Centre and merge 
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iii. Paste 

e) Where do you think spreadsheets can be used today and giving suitable examples 

          (6 marks)  

 

       QUESTION FIVE (20 MARKS) 

a) Explain the procedure of doing the following in Ms Excel   (10 marks) 

i. Inserting a table  

ii. Insert a background picture  

iii. Footer in Ms excel 

iv. Inserting a caption  

v. A watermark in ms excel 

b) Explain four data types found in ms excel     (8 marks) 

c) Explain two types of text orientation found in Ms excel    (2 marks) 

 


