Excel test 

(based on a test created by Wessie van der Westhuizen at St Georges Grammar School) – 21 marks

1. Create a folder called YourSurnameFirstname.  Save all your files in this folder.

2. Open ExcelAdvancedCodes.xls and immediately save it on your login in your folder as CodesYourSurname.xls.


3. Open ExcelAdvancedAddresses.xls and immediately save it on your login in your folder as AddressesYourSurname.xls


4. Use an appropriate Excel function to automatically enter the correct postal code for each area.  The function must collect data from the CodesYourName.xls spreadsheet.
[5]

5. Use an IF statement or function to enter “Northern Suburbs” for all the addresses in Edgemead, at the same time enter “Southern Suburbs” for all the Pinelands addresses. Disregard all other addresses.
[3]

6. Use an Excel function or feature to automatically distinguish the Pinelands Addresses from the rest by means of a different background colour. Change only the background of column E.
[2]

7. Use a function to calculate the number of Pinelands Addresses. Place the function/answer in cell E36.
[2]

8. Configure the worksheet so that column A will only accept numbers less that 4 digits. If this limit is exceeded, the following error message must be displayed EXACTLY as show. (HINT : Hide the office assistant).
 [3]
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9. By using a combination of functions, enter the customer ID as shown in column H. The Customer ID is a combination of the initial, the first 3 letters of the Surname, and the Last 2 digits of the postal code, e.g. ABar05  (capital letters or small – makes no difference.)
[6] 

10. Use the autofilter function to display only the records where the postal codes start with 77 (e.g. 7745).
[3]

11. Save your work.  

12. Copy your folder to Pupils / Projects / Term Three so it can be marked.

Save Your Work!
[TOTAL : 21 Marks]

