[bookmark: _Toc379022964]Introduction
This document contains the ECDL / ICDL Spreadsheets Syllabus 5.0 sample tests.
The sample tests are for use by candidates intending to take the ECDL / ICDL Spreadsheets certification test. The sample test aims to give candidates the opportunity to become comfortable with the style, approach, format and structure adopted within the ECDL / ICDL Spreadsheets tests.
The sample tests must not, under any circumstances, be used in certification testing. The sample tests should ONLY be used in an ECDL / ICDL Accredited Test Centre and are not for wider distribution.
The actual content of the ECDL / ICDL Spreadsheets test used for certification will vary to ensure appropriate syllabus coverage across all tests. For this reason, candidates should be informed that the sample tests will not be an exact reflection of actual certification test content.
The sample tests consists of 32 tasks giving a total of 32 marks.
[bookmark: _GoBack]The ECDL / ICDL Spreadsheets certification test also contains 32 tasks and the entire test represents a total of 32 marks. The candidate has passed the certification test if he/she scores 24 marks out of 32 marks. The pass mark for the module is 75%. The duration of the ECDL / ICDL Speadsheets certification test is 45 minutes.
Naming and Reference Conventions
The following naming and reference conventions have been adopted within the ECDL / ICDL Spreadsheets sample tests. References to file names, file extensions, folders, URLs (Uniform Resource Locators), hyperlinks, image links, web pages, e-mail messages, field identification names etc., together with textual insertions are presented in bold for ease of identification within the test paper. Naming or insertion actions for text or numeric data should be added without any formatting except where a formatting action is requested as part of the question item. Authorised ECDL / ICDL Testers are required to make these conventions known to Candidates in advance of the sample test.
Candidate Drive
An allocated location on a Drive should be provided to Candidates for the sample test in ECDL / ICDL Spreadsheets. Where support files and folders, work files or an answerfile relevant to the specific sample test are required, these are to be provided on the allocated location on the Drive. The allocated location on the Drive is the property of the Test Centre and is the responsibility of the authorised ECDL / ICDL Tester. Candidates may save their work to removable media provided by the Test Centre. All sample test documentation and removable media must be handed up at the end of the sample test.
Print to file
For some Test Centre sites there may be restrictions with printing output workfile documents. In such instances use of a “print-to-file” approach may be appropriate. For further details on this please contact your National Operator.
[bookmark: _Toc415902036][bookmark: _Toc416168460][bookmark: _Toc419726081]
Security Warnings
When opening files during the test, depending on security settings, some security warnings may appear or the files may open in protected mode. The Authorised Tester must advise the Candidate accordingly to allow them to use the files if these warnings occur.


[image: banner]	
                                                 		ECDL / ICDL Spreadsheets – Sample Tests






[image: ]Ref: ECDL / ICDL Spreadsheets - Syllabus - V5.0 - SampleMQTB – MS2013 - V1 - 0
© 2013 ECDL Foundation 
Page 1 of 3


[image: ]Ref: ECDL / ICDL Spreadsheets - Syllabus - V5.0 - SampleMQTB – MS2013 - V1 - 0
© 2013 ECDL Foundation 
Page 3 of 3
	
Sample Test 1
This is a sample test for use by Candidates intending to take the ECDL / ICDL Spreadsheets certification test. The sample test aims to give candidates an opportunity to become comfortable with the style and structure of the certification test.
The sample tests must not, under any circumstances, be used in certification testing.
The following is the sample test for ECDL / ICDL Spreadsheets. This test consists of 32 practical questions with 1 mark available for each question. The total marks available are 32 marks, and the test duration is 45 minutes.

The sample test is based on creating a spreadsheet for improvements to a golf club. In the sample test you are asked to develop a budget for improvements to the club facilities, to carry out various formatting actions, and to make some calculations before presenting the spreadsheet to the club members.
	1.
	
	Open the spreadsheet application and open the file called golfbudget.xlsx from your Candidate Drive. Save the golfbudget.xlsx spreadsheet as extensionbudget.xlsx to your Candidate Drive.
	[1 Mark]

	2.
	
	Zoom the costings worksheet up to 100%.
	[1 Mark]

	3.
	
	On the costings worksheet widen column A as appropriate so that entered data is fully visible.
	[1 Mark]

	4.
	
	Which of the two cells E7 or E8 displays good practise in totalling a cell range? Enter your answer in cell B22.
	[1 Mark]

	5.
	
	Enter 1600 in cell C11 and change the number in cell D8 from 400 to 600.
	[1 Mark]

	6.
	
	Enter a formula in cell B12 to calculate the sum of the cell range B7 : B11.
	[1 Mark]

	7.
	
	Copy the formula in cell B12 to the cell range C12 : E12 and save.
	[1 Mark]

	8.
	
	Enter a formula in cell F7 with an absolute cell reference (for one cell only), that divides cell E7 by cell E12. Copy the formula in cell F7 to the cell range F8 : F12.
	[1 Mark]

	9.
	
	Format the cell range F7 : F11 as a percentage with 2 decimal places.
	[1 Mark]

	10.
	
	Enter a formula in cell B14 that subtracts cell B12 from cell B3.  Copy the formula in cell B14 to the cell range C14 : E14.
	[1 Mark]

	11.
	
	Enter a formula in cell B15 to calculate the maximum of the cell range B7 : B11.  Copy the formula in cell B15 to the cell range C15 : E15.
	[1 Mark]

	
	
	
	Continued…




	Sample Test 1 (Contd.)

	12.
	
	Enter a formula in cell B16 to calculate the minimum of the cell range B7 : B11.  Copy the formula in cell B16 to the cell range C16 : E16.
	[1 Mark]

	13.
	
	Enter a formula in cell B17 that will calculate the average of the cell range B7 : B11.  Copy the formula in cell B17 to the cell range C17 : E17.
	[1 Mark]

	14.
	
	Enter a formula in cell J9 using the + operator that adds cell B9 and cell B10.
	[1 Mark]

	15.
	
	Enter a formula in cell B20 that displays the text Yes if the number in cell E14 is less than zero and otherwise displays the text No.
	[1 Mark]

	16.
	
	Format the cell range B3 : E17 to € currency with no decimal places.
	[1 Mark]

	17.
	
	Copy the formatting from cell A6 to cell A14 (widen column A again if necessary so the entered data is fully visible).
	[1 Mark]

	18.
	
	Insert a right aligned field in the footer of the costings worksheet that shows the worksheet name.
	[1 Mark]

	19.
	
	On the donations worksheet you want to be able to sort the cell range A2:D135 by Surname only in ascending order. What changes are required for the cell range A2:B135 to allow you to do this? Enter your answer in the shaded cell B141.
	[1 Mark]

	20.
	
	On the donations worksheet freeze row 1 and save.
	[1 Mark]

	21.
	
	On the donations worksheet apply settings so that the titles on row 1 would automatically print at the top of each page. Do not print the worksheet.
	[1 Mark]

	22.
	
	Rename the Sheet 3 worksheet so that it meaningfully relates to the worksheet content.
	[1 Mark]

	23.
	
	Rename the bank loan worksheet as funding and save.
	[1 Mark]

	24.
	
	On the funding worksheet there is a #NAME? error value in cell B8. Why is this error displayed? Enter your answer in the shaded cell B11 of the worksheet.
	[1 Mark]

	25.
	
	On the funding worksheet create a 2-D Clustered Column chart, (accept default column chart) from the cell range A2 : B6.
	[1 Mark]

	26.
	
	On the funding worksheet move the column chart to begin near cell A13.	
	[1 Mark]

	27.
	
	Change the colour of the columns in the chart to a colour of your choice.
	[1 Mark]
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	28.
	
	Add your candidate identification number into the left section of the header of the funding worksheet.
	[1 Mark]

	29.
	
	Print 1 copy of the contents of the funding worksheet to a printer. Save and close the extensionbudget.xlsx spreadsheet.
	[1 Mark]

	30.
	
	Open the file called newmembers.xlsx from your Candidate Drive. Change the top and bottom margins for the new members worksheet to 2.5.
	[1 Mark]

	31.
	
	Enter a function in cell B42 to count the new member names in the cell range B4 : B40. Save and close the newmembers.xlsx spreadsheet.
	[1 Mark]

	32.
	
	Open the file called scoreboard.xlsx from your Candidate Drive.  Save the scoreboard.xlsx spreadsheet to your Candidate Drive in template format as scoreboard.xltx.  Save and close any open spreadsheets and close the spreadsheet application.
	[1 Mark]

	
	
	This is the end of the test.
If you have time, check the work you have done.
	




Sample Test 2
This is a sample test for use by Candidates intending to take the ECDL / ICDL Spreadsheets certification test. The sample test aims to give candidates an opportunity to become comfortable with the style and structure of the certification test.
The sample tests must not, under any circumstances, be used in certification testing.
The following is the sample test for ECDL / ICDL Spreadsheets. This test consists of 32 practical questions with 1 mark available for each question. The total marks available are 32 marks, and the test duration is 45 minutes.

The sample test is based on creating a spreadsheet for The Sports Centre.  In the sample test you are asked to edit a spreadsheet that deals with sales and expenses over the past year, to carry out various formatting actions, to make some calculations and to create a chart.
	1.
	
	Open the spreadsheet application and open the file called games.xlsx from your Candidate Drive. Save the games.xlsx spreadsheet as sportsbudget.xlsx to your Candidate Drive.
	[1 Mark]

	2.
	
	On the budget worksheet apply a font colour of your choice to the contents of cell A1.
	[1 Mark]

	3.
	
	Adjust the height of row 3 as appropriate so that entered data is fully visible.
	[1 Mark]

	4.
	
	Enter 15220 in cell D7 and change the number in cell E7 from 44770 to 44780.
	[1 Mark]

	5.
	
	Enter a formula in cell B13 to calculate the sum of the cell range B5 : B12.
	[1 Mark]

	6.
	
	Copy the formula in cell B13 to the cell range C13 : F13 and save.
	[1 Mark]

	7.
	
	Format the cell range B5 : F13 to no decimal places with a separator for thousands.
	[1 Mark]

	8.
	
	Enter a formula in cell B16 to calculate the maximum sales in the cell range B5 : B12. Copy the formula in cell B16 to the cell range C16 : F16.
	[1 Mark]

	9.
	
	Enter a formula in cell B17 to calculate the minimum sales in the cell range B5 : B12. Copy the formula in cell B17 to the cell range C17 : F17.  
	[1 Mark]

	10.
	
	Enter a formula in cell B18 that will calculate the number of sales values in the cell range B5 : B12. Copy the formula in cell B18 to the cell range C18 : F18.
	[1 Mark]

	11.
	
	Enter a formula in cell G5 with an absolute cell reference (for one cell only), that divides cell F5 by cell F13.  Copy the formula in cell G5 to the cell range G6 : G13.
	[1 Mark]
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	12.
	
	Enter a formula in cell J8 that subtracts cell J6 from cell F13.
	[1 Mark]

	13.
	
	Enter a formula in cell J11 that displays the text in cell L2 if the number in cell F13 is greater than the number in cell J6 and otherwise displays the text in cell L3.
	[1 Mark]

	14.
	
	Enter a formula in cell J14 that multiplies the value in cell F5 by L4.
	[1 Mark]

	15.
	
	Format cell I2 so the date displays the year as well as the day and month and save.
	[1 Mark]

	16.
	
	Change the top and bottom margins for the budget worksheet to 2.
	[1 Mark]

	17.
	
	Add your candidate identification number into the right section of the header of the budget worksheet.
	[1 Mark]

	18.
	
	Adjust the cell range B2 : E2  so that the contents display at a 45 degree angle.
	[1 Mark]

	19.
	
	Delete the text from cell A22.
	[1 Mark]

	20.
	
	Apply a setting (without adjusting the font size or margins) so that the contents of the worksheet would print on 1 page.
	[1 Mark]

	21.
	
	Print 1 copy of the contents of the budget worksheet to a printer. Save the spreadsheet.
	[1 Mark]

	22.
	
	On the footwear worksheet merge and centre the title Footwear in cell A1 across the cell range A1:G1.
	[1 Mark]

	23.
	
	On the footwear worksheet which of the two cells F7 or F8 displays good practice in totalling a cell range? Enter your answer in cell B12.
	[1 Mark]

	24.
	
	Display gridlines for printing purposes and save.  Do not print the worksheet.
	[1 Mark]

	25.
	
	Delete column H titled VAT on the footwear worksheet.
	[1 Mark]

	26.
	
	On the sportswear worksheet, create a pie chart (accept default pie chart) from the data contained within the cell range A2 : B5.
	[1 Mark]

	27.
	
	Add the title Sportswear Sales to the chart.
	[1 Mark]

	28.
	
	On the accessories & gamesfitness worksheet there is an #REF! error value in cell B7. Why does this error message appear? Enter your answer 1, 2, 3 or 4 in the shaded cell B12 of the worksheet from the 4 options displayed in the worksheet.
	[1 Mark]
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	29.
	
	On the department worksheet enter a function in cell E7 to round the content of cell D7 to no decimal places. Copy the function in cell E7 to the cell range E8 : E14 and save.
	[1 Mark]

	30.
	
	On the department worksheet wrap the content of cell B6 in the cell.
	[1 Mark]

	31.
	
	On the sports equipment worksheet resize the line chart so the chart and data would print on one page.  Do not print the worksheet. Save and close the sportsbudget.xlsx spreadsheet.
	[1 Mark]

	32.
	
	Open the file called CustomerList.xlsx from your Candidate Drive.  Save the CustomerList.xlsx spreadsheet as a text file (tab delimited) called customer.txt to your Candidate Drive (Click Yes to dialog box prompt).  Save all open spreadsheets and close the spreadsheet application.
	[1 Mark]

	
	
	This is the end of the test.
If you have time, check the work you have done.
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