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Hints
• Next year s target is the 2007 figure plus 3  the figure in cell D22. You

should Absolutely address this cell in the formula (press [F4] or type the
$ symbols before each coordinate in the cell address).

• Conditional Formatting
• Select the cell range that you wish to set criteria for, e.g. B3:G14
• Choose Conditional Formatting  from the Format menu.
• Set up the condition required  in this example you are looking for cells

where the value is less than 80% of the average intake (the value in
cell D20).

• Click Format  and specify the formatting required, then click OK to
close the Formatting dialog box.

• Click OK to close the Conditional Formatting dialog box.

• Lookup functions
You should be able to use VLookup, HLookup and perhaps Lookup
(depending on the version of software you are using).
To extract the number of students enrolled in 2006 for NC Office
Administration possible solutions could be:

=LOOKUP(2006,A3:A14,F3:F14)
This means locate the value 2006 in the range of cells A3:A14, and
then return the value in the same row from the range of cells F3:F14

Or
=VLOOKUP(2006,A3:G14,6)
This means locate the value 2006 in column A, and then, from the cell
range A3:G14, go vertically down column 6 (the NC Administration
column) and return the value from column 6 that is in the same row as
2006.
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Spreadsheet – Full Time Statistics
Evidence Marks Comments
Comment added to cell A1 1 Comment must be displayed or

printed to get the mark.
A Lookup function must be used
to extract student numbers.
Either VLookup or Lookup should
be acceptable.

2 Lookup or VLookup could be used for
this. The VLookup function would
follow one of the following formats,
where the year number or cell
address is specified as the Lookup
value.

Average function used 1
Correct cell range identified in
Average function

1 B3:G14

Average figure displayed as a
whole number

1

Conditional formatting used to
highlight cells

1 Any formatting acceptable, e.g.
different font size, cell fill, etc.

Correct formula used to identify
cells to be conditionally formatted

1 =$D$21*80% (cell address should be
whatever cell contains the average
function).

2008 row shows target figures
which have been calculated using
an appropriate formula

1 e.g. =B14+$D$22
No mark if formula not given.
Absolute addressing must be used for
D22.

Worksheet formatted effectively 2 Font size, bold, italic, shading,
borders, etc. could be used.
Maximum of 2 marks.

Print-out of data and of formulas 2
Print-outs displayed legibly on
page(s)

1 No mark if reference not displayed.

Total marks 14 marks
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Hints
• The data to be charted, i.e. course titles and data, are not in adjacent cells.

Be very careful when selecting your data for charting  there should be no
Series 1, Series 2, Series 3!

Spreadsheet – Chart
Evidence Marks Comments
Column chart showing 2005
2007 data

1  2-D or 3-D column chart acceptable.

Legend shows years 1  No mark for Series 1, Series 2, Series 3, etc.
Axes have appropriate labels 1  Both axes should have a label.
Chart has suitable title 1
Title and data series formatted 1  Mark given as long as evidence of formatting

is apparent.
Chart printed 1  Reference should be somewhere on print-

out, e.g. header/footer.
Total marks 6
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Hints
• Watermark  Format, Background, Printed Watermark.
• To remove conditional formatting in Word, set the fill option for the table

cells to No Fill.
• To change the format of a bullet point, choose Bullets and Numbering from

the Format menu.
• To specify a different header and/or footer for page one of a document,

display the Page Setup dialog box and then select the Layout tab. Select
the Different First Page checkbox in the Header and Footer area.

• Border on header of footer area  use the Borders tool on the Formatting
toolbar.

• Table of Contents  Insert, Reference, Index and Tables.

• Section breaks
ú At the end of page 2, Insert, Break, Next Page. This will insert a section

break at the end of page 2 and move the insertion point to the top of
page 3.

ú On page 3, Insert, Break, Next Page. This will insert a section break at
the end of page 2 and move the insertion point to the top of page 4.

ú If you move from page 2 to 3 to 4 and watch the Section indicator (left
edge of Status bar, next to Page
indicator) you will notice the Sec value
changing. Sec 2 should be formatted to
landscape, and the data should be copied onto this page.

ú Eventually, once you have added your table of contents, Sec 2 will be
on page 4 of your document.
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• Styles
To modify a style:
1 Display the Styles and Formatting task

pane  click  at the left of the
Formatting toolbar.

2 Click the drop-down arrow to the right of
the style name and select Modify.

3 Set the formatting options required for the
style.

4 Click OK.

Word Processing – Annual Report
Evidence Marks Comments
Suitable watermark on pages 1 Should say Draft or similar.
Title page containing first 2 lines,
formatted effectively

1

College logo on page 1 1
Styles
- Normal style is Arial, size 12
- Heading 1 style, Arial, size 14
and bold
- Heading 2 style, Arial, size 13
and bold

2

Heading 1 and 2 applied to
appropriate headings

1 No marks if any missed out.

Consistent spacing throughout
report and paragraphs justified

1 Title page may be formatted as you
wish.

Full Time Enrolment data copied
from spreadsheet

1 1996 2007 only.

Conditional formatting removed 1
Table presented landscape on
page 3

2 Document should be in 3 sections,
landscape page in section 2.

Font size for table set to 12 1
Column widths adjusted, etc. 1 Table fits reasonably well on page.
Bullet points added 1 Bullets should be square.
Next Year s Calendar tidied up 2 Calendar should be in 2 columns.
Page numbering, reference and
today s date on all pages except
page 1

2 Must be in footer, with different first
page option selected.

Footer information positioned
correctly

1 Tabs need to be moved to facilitate
this on landscape page.

Footer has a top border 1 This must be present in all sections.
Table of contents on page 2 1
Report printed 1 Reference must be somewhere on

report to get mark  possibly
header/footer.

Total marks 22
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Hint
• Aggregate query  display the Totals row in the Query design Group by

Course Code/Course Title and Count the Student ID.

Database – Aggregate query
Evidence Marks Comments
Query contains Course Code, Course
Title and Student ID (or other field for
calculation purposes)

2

Grouped by Course Code/Course Title  1
Count function used on StudentID field 1  No mark if Sum, Average, etc. used.

Could also have counted a different
field, e.g. a field from student data
table.

Data in descending order on Count field 1
Query result printed 1  Reference must be somewhere in

result, e.g. Query Name, and all data
clearly displayed.

Total marks 6 marks
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Database – Report for Student Welfare Services
Evidence Marks Comments
Report in landscape orientation 1
All student contact details on report 1  All data must be clearly visible.
Mode of attendance, course code and
course title on report

1

Information presented grouped by
mode of attendance

1

Course code and title on one row 1  Under Mode of Attendance.
Student data sorted into ascending
order on surname and then first name

2  2 sort fields  1 mark.
Both in ascending order  1 mark.

College logo in report header 1
All data clearly visible 1  No marks if all data not displayed.
Report has suitable title 1
Page breaks in sensible place 1
Page 1 of report printed 1  Reference must be on print-out.
Total marks 12

Total marks for Set 3 60 marks


