Operate a Spreadsheet Application and Integrate Commercial Computing Packages Quiz
18th September 2008

You have three hours to complete this quiz. Please take your time, and take a break when you need it. When you are finished, be sure to leave your work open on your PC. Do Not close it, and Do Not log off or shutdown your PC. It would be a good idea to read through this entire quiz first before beginning it. If you get stuck, try using the built in help rather than “googling” for a solution. If you’re still stuck, move onto the next section. 

1. Create a new folder on your desktop, and call it: September Quiz

2. Start Microsoft Office Excel 2007 (Excel 2007). Save your new blank spreadsheet straight away, in your folder on the desktop. Call it Part-1.xls

3. Create a small address book using the following headings: First Name, Last Name, Address1, City, State, Post Code, and Phone No.

4. Enter the details for at least 3 but not more than 5 people. Use your imagination or real information if you wish.
5. Format the column headings with Bold, and Centred.

6. Save your work, close the current spreadsheet, and start a new blank spreadsheet.

7. Save your new spreadsheet in your folder on the desktop, with the filename of Part-2.xls

8.  Create  a small budget listing with the following headings: Month, Electricity, Water, Phone, Total

9. Use your imagination to enter the utility cost details for the months of January, February and March.

10. Use a formula to total the monthly costs

11. Use a formula to calculate the monthly GST and enter it in a new GST column. Remember GST is the total divided by eleven.

12. Create two simple charts. A bar chart showing the monthly totals, and a pie chart showing the monthly GST totals. Don’t worry about the labels being correct at this stage.
13. Make sure your total columns are displaying the amounts in a money format.
14. Copy everything on sheet 1 onto sheet 2.

15. Save your work

16. Add your name to the spreadsheet header as well as todays date.

17. Print your spreadsheet. Make sure you print the charts as well. Try using Print Preview first before finally printing.

18. Save your work and close Excel.

19. Start Microsoft Office Word 2007 (Word 2007).

20. Save your new blank document in your folder on the desktop, as Part-1.doc

21. Turn your blank document into a simple letter, with places for the details of your address book you created in steps 2 – 5. Arrangement of a simple letter layout will suffice.
22. Use the mail merge wizard to import your address book entries in Part-1.xls. When the wizard is finished, save your work. Close your current document, and start a new blank document.

23. Save your new document in your folder on the desktop, as Part-2.doc

24. Create a linked object, using your Excel Spreadsheet: Part-2.xls

25. Save your work and close the current document.

26. Start a new blank document. Save it in your folder on the desktop as Part-3.doc

27. Create an embedded Microsoft Paint image. Use your artistic skills to draw something from your imagination. (A smiley face or scribble will do!).

28. Create an embedded excel spreadsheet.

29. Enter your name into the embedded spreadsheet.

30. Save your work.

31. Modify the header and footer to contain your name and todays date.

32. Print your document, and save it.

33. Open each of your spreadsheets, and export the sheet data as comma delimited text files (CSV). Save your sheets as Part-1.csv and Part-2.csv.
34. Start Microsoft Paint.

35. Copy the charts you created in Part-2.xls into the paint document.

36. Save the paint document as Part-1-2.jpg into your folder on the desktop. 

37. Print you paint document. 

38. Finished! Make sure all work has been saved, and is open

39. You should have plenty of windows and programs open.

40. Finished early? Have a good afternoon!
