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Questions 1 to 9 are about this spreadsheet. Formulas are used to
calculate ‘Total Charge‘ and 'Grand Total'.

1 The spreadsheet has

A 9 rows, 5 columns  
B 4 rows, 8 columns
C 8 rows, 5 columns
D 8 rows, 4 columns

2 Which areas received the same number of deliveries?

A 22 and 79
B 455 and 550
C 122 and 550
D 122 and 366

3 The value of the Grand Total is in cell

A C8
B D8 
C D7
D D4

4 The area that has the highest number of deliveries is

A 22
B 79
C 366
D 550

A B C D

1 Area ID Number of Deliveries Charge per Delivery Total Charge

2 455 17 £0.51 £8.67

3 122 22 £0.42 £9.24

4 79 28 £0.55 £15.40

5 366 5 £0.42 £2.10

6 550 22 £0.51 £11.22

7 22 29 £0.42 £12.18

8 Grand Total £58.81



5 The formula in cell D8 is

A =SUM(D2:D8)
B =SUM(B8:C8)
C =SUM(D2:D7)
D =SUM(B7:C7)

6 To enter details of deliveries to a new area, the user should

A increase column width
B increase row height
C insert a column
D insert a row

7 The values in columns C and D are displayed as

A number to 1 decimal place
B number to 2 decimal places
C currency to 1 decimal place 
D currency to 2 decimal places

8 The Total Charge is calculated by multiplying the Number of Deliveries by
the Charge per Delivery. The formula in D5 is

A =SUM(D5*B5)
B =A5*B5
C =SUM(C5+C5)
D =B5*C5

9 To check the layout of the spreadsheet on the page before printing, the
user could use 

A browse 
B print preview
C proof reading
D a spell checker
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Questions 10 to 16 are about this letter.

10 The letter is dated the month of

A April
B May
C June
D July

Youth Development Foundation
Prince Albert Road

Greenwich SE3

Ksteve-ydf@freeweb.co.uk

Date: 21/05/01

Ms Ann Scott
122 Broadway
Bexley
Kent
KT9 7BQ

Dear Ann

Clerical Assistant’s Vacancy

I am delighted to inform you that you were successful in your
last interview on 30 April 2001 for the clerical assistant’s
vacancy. We would like you to take up this post sometime in
June 2001.

Please contact me quickly via e-mail to tell us the date you 
can start work. I look forward to receiving your e-mail soon.

Yours sincerely

K Steve

Kate Steve
Personnel Manager

X

Y

W



11 The text at W is

A fully justified 
B centred
C aligned right
D aligned left

12 To move the text at X to the bottom of the page, the user could use

A crop and resize
B find and replace
C drag and drop
D insert line

13 The format of the text at Y is

A underlined italic
B underlined bold
C bold italic
D regular

14 The letter was sent to

A Kate Steve 
B Prince Albert
C Ms Ann Scott
D The Personnel Manager

15 The writer could check the meaning and accuracy of the letter by

A proof reading
B formatting text 
C using a spell checker
D using a virus checker

16 To change the name Ann to Anne each time it occurs, the writer could use

A a wildcard
B sort criteria 
C find and replace
D a search engine
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Questions 17 to 24 are about this database.

17 The number of fields in the database is 

A 6
B 7
C 8
D 9

18 The data type of the Postcode entries is

A text
B date 
C number
D currency

19 To find only those who scored below 40 in Test 2, the search criterion is

A Test 2 > 40
B Test 2 < 40
C Test 2 = 40
D Test 2 = 41

20 When the database is sorted in descending order of scores in Test 2, the
last entry is

A Phillipa Cole
B Adam Chance
C Romano Silvano
D Scott Fitzgerald

First Name Last Name Address Postcode Test 1 Test 2 Test 3

Jason Stewart 12 Long Row BA1 8PP 22 53 57

Romano Silvano 16 Rose Lane BA2 9LL 69 0 49

Scott Fitzgerald 4 High Street BA4 5XP 27 65 66

Phillipa Cole 12 Main Street BA1 3SF 49 23 81

Lloyd Greenman 7 Mount Close BA4 9TP 53 44 75

Adam Chance 1 The Mount BA1 6DM 72 82 78

Chantal Dubois 9 Ivy Lane BA4 8IJ 59 31 61

Tsion Smith 2 James Street BA1 7YY 45 51 55



21 To help keep this information confidential, the database should be
protected by using

A backup
B scanning 
C copyright 
D a password

22 The database is used to help

A students score high marks 
B the teacher mark the tests  
C correct errors in the marks
D the teacher record the marks

23 To add the students’ phone numbers, the user must add a

A row
B cell
C field
D record

24 To find all the test scores for Silvano, the search criterion is

A Test 2 = 69 
B Test 1 = 43
C Last Name = "Silvano"
D First Name = "Silvano"

25 Hotspots on a web page are

A web browsers
B search engines 
C links to other web pages
D ways to keep data secure

26 Which of these is a potential hazard in a room containing IT equipment? 

A fire regulations
B trailing cables
C safety code 
D exit signs
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Questions 27 to 33 are about this page of a document.

27 To change the text at W so that it is the same style as the rest 
of the text, the user should

A retype the text 
B do a spell check 
C use find and replace
D change the text format 

28 The text at X is formatted as a

A bold list
B sorted list 
C bulleted list
D numbered list 

29 The two paragraphs at V and Y have different

A bullets
B font size
C font style
D line spacing 

The impact of the ‘New Deal’ in Colleges

Our research is to look at the impact of the Governmentís New
Deal on education. We will look at the programme available to
those who take up New Deal places and the achievement rates of
formal qualifications.

We have collected information from:

� The Times Educational Supplement
� The Guardian Newspaper
� The Department for Education and Skills
� Various Learning Councils

From our research we have found that of the 4000 
people who took up New Deal places in 1999 only 50% 
achieved any formal qualifications. However of 3875 
people who took up places in 2000, 60% achieved formal
qualifications. In 2001, 4987 took up places in this area 
and 65% achieved formal qualifications.

4

X

W

V

Y

Z



30 The information at Y could be presented more clearly using a

A table
B paragraph
C questionnaire
D reference number 

31 The page number is shown at

A W
B X
C Y
D Z

32 To find more information about this subject on the internet, people 
could use

A a map
B a CD-ROM
C Yellow Pages
D a search engine

33 Printing the report in portrait means the

A long edge of the paper is at the side
B long edge of the paper is at the top
C image is on the first page
D text is fully justified

34 Lost documents may be recovered using

A an anti-theft device
B a recent backup file
C a spell checker
D a password 

35 Which information source is most suited to rapidly changing information?

A internet
B CD-ROM
C encyclopaedia
D paper-based directory
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Questions 36 to 38 are about this table of examination entries.

36 The lowest number of students for English was in

A 1999
B 1998
C 1997
D 1996

37 The columns of numbers in the table are presented inconsistently due to

A font size
B alignment
C font style
D number format

38 The column headings are presented inconsistently due to

A font 
B font size
C font style
D alignment

Year Mathematics English

2000 29 21

1999 17 18

1998 13 23

1997 9 14

1996 11 17



Questions 39 and 40 are about this chart.

39 From 1999 to 2001 achievement rates

A rose 
B fell
C were below 50%
D stayed the same

40 Which one of the handles shown could be used to increase both the height
and the width of this image?

A W
B X
C Y
D Z

END OF TEST
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