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INSTRUCTIONS TO CANDIDATES
You have fen minutes to read through the instructions and the question paper before starting the
examination,
Ary probiem with the computer should be reporited to the invigilotor immediatel).
Write your name and your index number on the answer booklet and the rewritable CD provided
Type vour nante and index number as a header on each shee! wsed
This paper consists of four tasks. Perform ALL the four tasks
Read the ustruction of each rask carefully
Ensure thar all your work is inserted in the answer booklet at the end of the examination.
Hard over your answer booklet and the rewritable CD to the fnvigilator af the end of the examinaiion.

This paper consists of 6 printed pages.

Candidates should check the question paper to ascertain that all the
pages are printed as indicated and that no questions are missing.
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SPECIFIC INSTRUCTIONS TO THE CANDIDATE

I, Create a folder named KNECEXAM on the desktop to store all the work done in this paper.

2. Ensure that the KNECEXAM folder and all its content is bumt onto the Rewritable CD at the
end of the examination,
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TASK 1

{a}  JKL fursiture’s intends to use an electronic invoice to bill its customers. Open a spreadsheet
pragram and key in the details of the c-invoice in sheet] as they appear in Figure 1. Save the

workbook as e-invaice in the KNECEXAM folder. (12 marks)
BILLING
JKL FURNITURES INVOICE
JKLOOON FII.I‘DE.E[IZI
CU20001 con
ATTN: Finance Officer
COMPANY NAME: POR
Suppliers
ADDRESS: <
.5":1,:._\.:: PRIEE‘ | e
Chairs o0 10| 11,000
Tables 5 27.500
Computer desks ) 16,0600
TOTAL
Figure |

(b} Using a formula and cell addresses anly, compute each of the following:

(i) amount for each item (gty * unit pricey; {1 mark)
{ii} rtofal amount; (1 mark)
(e Save the changes to print out later e-mvoice worksheet. (1 mark)
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TASK 2

{a)  COpen a spreadsheet program and key in the mformation in sheet | as it appears in Figure 2.
Save the workbook as Reperr in the KNECEXAM folder. {3% marks)

me .

Salary | Sales Earnings
S 1001 Esther 25 (0 16,000
S1002 John 19500 | 15,000
51003 Peter 22500 [ 45000
S 1004 Kelvin | 35000 | 35040
S1005 Triza 27550 | 25,000
| S 105 Hellen 30,300 27.000

Average

Lowest

Count

Figure 2

(b (1)

(i)
i)

Insert a row above row] and type g)éﬁ-m ‘PENDY A ENTERPRISE MONTHLY

SALES REPORT". @ {1 mark})
Merge and centre the celis(égkﬂ. {1 mark)
Format the inserted text iff row! as follows: (1% marks)

=  Fontsize: 16;
=  Font Style: Bald;
*  Double underline.

(c)  Using a formula and cell addresses only, compute cach of the following:

(i) Commission paid to cach employee: (commission = 109 of Total Sales) (2 marks)
(i} Total carnings for each employee: (Toval earnings = basic salary + eSO |
{1 mark)
(iii)  Average towal earnings in cell F10, {1 mark)
(dy (i) [ise a function and cell addresses to determine the lowest commission paid in cell E12.
(1 mark)
(i) Use the COUNT function 1o determine the aumber of employees in cell D13,
(2 marks)
(e) Save the changes to print out later
FEPOF.
{1 mark)
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TASK 3

(#)  Figuee 3 is a spreadsheet extract showing sales of laptops by Marxies Enterprise for a certain
period. Open a spreadsheet program snd key in the information in Sheet] as it appears in
Figure 3. Save the workbock as laprops in the KNECEXAM folder, {5 marks}

MARXIES ENTERPRISES
Item Name Ouanfity | Unit Price | Total Amount
Hypper 23 65,000
Lanova 20 37,000
Usas 15 45,000
Ecer 30 63,000
Sanny 35 A0, 000
Appol 18 72,000
Grand Total
Figure 3

(b Using a formula and cell addresses only compute each of the following:

(1) the amount for each product; [Quﬂ:@@' = Lnit Price) {1 mark)
(1}  Grand Total for all the pmduuﬁe {1 mark}
ic) (i Copy the content of sh:l:b‘b(?n sheet 2. {1 mark}
(i)  Rename sheet las CGriginal and sheet 2 as duplicare: (1 mark)

{d) In the sheet namaed duplica'l::, pl:rﬂ:lm the following:

(1) Insert a column with the heading TAX after the Unit Price column. (1 mark)
{ii}  Taxis charged on the unit price as follows:
Unit price Tax
less than 50,000 R
more than 50,000 7000
Using the IF function, compute the Tax for each item. {3 marks)
e} Save the changes to print out later each of the following sheets.
i) Original: (1 mark)
{1} duplicate. (1 mark)
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