PC Driving Test Practice – Microsoft Excel


Please do not close any spreadsheets if not asked to, as open spreadsheets are required for computer marking.

Please ensure that all dialog boxes are closed and no cells are selected as these may cause an error during computer marking.
1. Open the spreadsheet expenses.xls from the directory path c:\pcdrv\excel\
Enter the text Expenses in cell A1 and save.

2. Open the spreadsheet marks.xls from the directory path c:\pcdrv\excel\
3. Enter the text Scores in cell A1 and save.

4. Open the spreadsheet gateway.xls from the directory path c:\pcdrv\excel\
Enter the text Report in cell A2 and save.
5. Set the text alignment of cell G4 to centred.

6. Add any solid line border to the bottom only of cell G4.

7. Modify, if necessary, the formula in cell G17 so that it contains only relative references.

8. Return to the marks.xls spreadsheet and move the contents of cell A8 to A2.

9. Use the replace command to change all occurrences of 77 to 80.

10. Change the text orientation in cell A10 to 0o (zero).

11. Use the on-line help function to look for Pivot Table – Autoformatting. Use copy and paste, or key in, the first paragraph, up to and including the text menu of the Pivot Table in cell A15. Do not include the title text.

12. Delete column E.

13. Add the footer Jurong Secondary School to the left section of the spreadsheet.

14. Print the spreadsheet to file. When prompted to, enter the directory path c:\pcdrv\ and the filename school.prn.

15. Using the Window menu, select the gateway.xls spreadsheet. Save as revenue.xls in the directory path c:\pcdrv\
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17. Widen column A so that the text in cell A3 is visible.

18. Copy the contents of cell B3 to cell H3.

19. Use a sum function in cell F6 to calculate the sum of cell range C6 to E6.

20. Replicate the formula in cell C13 through the cell range D13 to E13.

21. Use an Average function in cell C11 to average the cell range C6 to C9.

22. Change the format of the cell range C6:E9 to currency, $ English (United States).

Accept all other default settings.

23. Insert 2 new rows in-between of row 5 and row 6.

24. Add the header Monthly Expenses to the centre section of the spreadsheet.

25. Format cell A3 to Arial, 16 point and Bold.

26. Open the spreadsheet united.xls from the directory path c:\pcdrv\excel\
Import the image star.bmp from the directory path c:\pcdrv\images\ and place it to the top left corner within cell A1.

27. Re-size the image of the handshake, to the following dimensions

Width:
6cm
(2.36”)

Height:
3.5cm
(1.38”)

28. Place the top left corner of the handshake image within cell H5.

29. Change the title of the pie chart, from Pie 5 to Breakdown of Expenses.

30. Change the chart type of the chart entitled United Gateway Consultancy Revenue to be a bar column chart. Use the default chart.

31. Delete the chart entitled Others.

32. Create a Bar Chart using the data range G7:G9. Use the default bar chart.

33. Format the chart area of the chart entitled United Gateway Consultancy Revenue so that it is any colour other than black or white.

34. Set the print area to cell range A2:G18.

35. Resize the pie chart so that the bottom right hand corner is in cell C29.

36. Change the page orientation of the spreadsheet to landscape.
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