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1. Perfect Pizza Factory manufactures pasta for distribution to restaurants in Nairobi.
Assuming that you are now working for the factory and have been given the following

sales data:
A B c D E F G H i
Resiawranis  |July  |Augusl |September |Oclober |Movember | December | Total Product |Average
1 Sales
2
3 |Nankos 34567] 45671]  B9GS0| 67222 56113 96282
4 |Burgees 100000f 97600 82199 105999] 140663 190654
5 |Kenge 96543] 87600 B2199) 105988 140663| 190654
6 [Tika 65000 87600 82199| 105998 140683 190654
T |Appelos 103456| 97645 82297| 105669) 140220{ 175000
8 |Marries 766899) 85400 96709] 101324 140882f 181230
9 |Generals 98000 S7600| B82199] 105989 140663 150654
10 [My Calé 25000 19654 152221 8000) - 5602 200
11 |Shooters BETTT| 75432 B4366| 105999 55678 201345
12
13
14 | Total Monthly
Sales

(a) Enter the data shown above into a spreadsheet and save it as Exam 1.

(10 marks)
(b) The sales for Appetos for October have been entered incorrectly, and should be
115669. Update the information in the spread sheet. {1 mark)
(c)  Move the row containing Tika’s information 1o the beginning of the list above
Nankos. _ (1 mark)
{d) Delete the blank row afler Shooters. (1 n_!ark)
(e} Format all numeric values to 2 decumal places and use comma separators.
(2 marks)
f) Use a formula in Column H2 to calculate the Total Sales for the first restaurant.
(1 mark)
(g)  Copy the formula down the column 1o calculate the Total Sales for ail
restaurants. (1 mark)
(h)  Use a formula 1o calculate the Total Sales for the Month of July. (2 marks)
{i} Copy the formula across the row to calculate the totals for the other months.
{! mark)
) Using an appropriate function, calculate the Average Sales for each restaurant -
in Column 1. (3 marks)
(k) Format Columns H and 1 to currency with 2 decimal places. (1 mark}
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n Given that the July sales were 10% above the sales for June in all restaurants:

(i) enter the label *% increment” in cell A16 and a value 10 in cell B16:
(1 mark)
(ii) insert a column before July and usc absolute cell referencing to calculate
the sales for June; (5 marks)
(i)  save the file as EXAM 2. ' (2 marks)

(m)  Using a formula on cells B17 and B18 respectively, determine:

(1) the number of restaurants whose sales were above 60000 for the month

of November; ' (2 marks)

{ii) the maximum sales for the month of December. {2 marks)
{n) Create a line graph on a new sheet (monthly sales) using the file EXAM 2 in

part (1) above and label the following: (8 marks)

Chart title: Monthly Pasta Sales July-Dec 2005

Y -axis: Total Monthly Sales

X-axis: Month

Legend Position: Right
{0) Print EXAM 1, EXAM 2 and the graph in landscape orientation. (6 marks)

2. (a) Using a word processing package, type the passage below as it appears and save it
as ANASTRESSDOCI1. (27 marks)

A parent who never expressed
appreciation, said, 'Well done' or
"1'm proud of you® can leave

an indelible mark.

With attitude

There is much more to facing stress in life than the right diet and physical exercises.
Indeed, it could be that the attitude on which your life is founded is the most vital part of
the picture.

Take charge of your life

Keeping stress at bay involves treating yourself as someone with a right to life. That will
involve a degree of assertiveness and confrontation. Those very words can conjure up
images of a shoot-out at the OK Corral. It does not have to be that way. There is a world
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of difference between being assertive and being aggressive. Sadly, many who necd to
break out from being always submissive to the expectation and demands of others can

only imagine that the alternative is to be aggressive. While the real altemative is to be
assertive,

You are submissive when:
— you are not willing or not able 1o express your feelings, needs, values and
personal concerns
— you let others invade your personal space and trample on your rights,

You are aggressive when:
- you tend to stomp over other people

- you inflict and impose your views and values on others, cxpressmg your feelings
at their expense.

You are assertive when:
~ you say what you want, without overwhelming or abusing other people
- you are clear about your own position and let other people know

- you can accept that others may have views different from your own and may wish
to negotiate their position accordingly.

Assertiveness involves much more than defending your rights. It equally concerns your
being prepared to expect that your own needs be recognized and met. In particular, two
key statements typify the maturity of character that lies behind being assertive. These are
the conviction that:

(a) I have the right to decide for myself whether or not 1 am responsible for
finding a solution to someone else's problem and they have the same
right when faced with mine.

(b) 1 have the right 1o deal with people without having to make them like me
and they have the same right concerning me.

Few people find that assertiveness comes easily. But the hard work involved in
monitoring your personal style together with some training through a local evening class
or appropriate reading pays dividends. This is because mastering assertiveness leads to:

better and more honest communication

giving others greater dignity and respect

learning to relax and reduce anxiety

getting more of your needs accepted

closer interpersonal relationships

taking responsibility for what happens in your life
feeling better about yourself

protection from being taken advantage of by others.
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(b) (i) Spell check the passage. ' _ (2 marks)

(1) Indent the first line of the paragraph starting with “Keeping stress at bay......."
by 1.2 em (or 0.47"). (2 marks)

(iii) Select the paragraph starting with “Assertiveness involves much more......" and
set the left and the right margins to 2 cm (or 0.79") and fully justify. Save the
changes as A\STRESSDOC?2. (6 marks)

(iv) Insert page numbering at the bottom center of each page. (2 marks)

(¢) (i) Retrieve AASTRESSDOCI and convert all the text from the paragraph starting
with “There is much more.....” into two columns of the same width and height.

(5 marks)

(ii) Change the line spacing for the entire paragraph starting with “There is more to
facing stress...... "to 1.5, (2 marks)
(iii) Save the changes as A:\STRESSDOC3. {1 mark)

(d) Print the documents; A\STRESSDOCI1, AASTRESSDOC2 and A\STRESSDOC3.
(3 marks)
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