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1.  (a) Creation and correct data entry


(10mks)
 (b) (i)  - Correct VAT obtained


 (4mks)

- 15% of actual cost



(2mks)

      (ii) - Correct sum obtained


- Correct formula used


(2mks)

(c) Correct forms of cells to 2 dec. places

(2mks)

(d)
- Extracting a list of records


(2mks)


- Pasting to sheet 2



(2mks)


- Renaming the sheet a “By choice”  

(2mks)

(e)        - Extract correct records


(2mks)

- Pasting to a sheet 3



(2mks)

(f)
Sorting correctly and saving


(4mks)


(g)
- Creating a column



(2mks)


- Calculating percentage


(2mks)


- Displaying correct results


(2mks)


- Saving




(2mks)

(h) 
Printing all the documents correctly

(4mks)

2. Ways to share information in word

There are many different  ways to share information between office programs. You can make your decision based on how you want the information to appear in the program, whether you want the information updated when it changes, and whom you want to share the information with..

To 







use
Make a copy of information that

Appears in one program and paste it 



copy and paste 

Into another program

Quickly copy or move information



drags – and – drop editing  

between two open files 

Use a file created in another program 


Import and export

Create a jump to inform in one program

 And represent it with coloured and



Hyperlink

 Underline text or  a graphic 

Copy information from another file

And keep the copied information up to


linked objects

Date if the original data changes in the 

Source file 

Copy information from a file created 

In another program so that you can

Easily edit the data in the source



Embedded object

Program without leaving your current 

Document

Make information available in a public


Post to a public folder on 

 Place 







Microsoft exchange server 

Share a file with others so they can 

Rreview and make comments 




 Route a file in e- mail 

Send a file to others 





send a file in e- mail 

Ways to share information in word

There are many different ways to share information

between office programs. You can make your decision

based o how you want the information to appear in the

Program , whether you want the information updated when 

It changes and whom you want to share the information 

With 

To 






use 

Make  a copy of information that 


copy and paste 

appears in one program and 

paste it into another program 


Quickly copy or move information


Drags – and- drop editing  

STRONGER 

Between tow to open files 




Important and export 

Use a file created in another program
hyperlink 

Create a jump to information in one

Program and represent it with coloured

and underlined text or graphics  

Copy information from a file created 



Embedded object 

In another program so that you can 

easily edit the data in the source

Program without  leaving your current 

document 

Make information available in a public 

post to a 

Place 






public folder  on Microsoft exchange server

Share a file with others so that they


Route 

 Can review and make comments 


Send a file to others 




a file in e- mail 





 For more information, use the office 





Assistant or the Help Index to search





For the feature in the use column





Above that you want to know more about 
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