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ECDL SAMPLE TEST FOR MODULE AM4

The following is a sample test for ECDL Module AM4, Spreadsheets – Advanced Level. As with the certification test, the sample test contains 20 question items. The test duration for the sample test is 60 minutes which is the same duration as the certification test.

ECDL advanced level sample tests give an indication about the scope and approach adopted within ECDL advanced level tests. All test items within ECDL advanced level tests are based on ECDL advanced Syllabus Version 1.0.  For further information about the coverage of Skill Sets and Knowledge Areas in ECDL advanced level tests please refer to ECDL/ICDL advanced level Syllabus Version 1.0 on http://www.ecdl.com
Answer Guide

The number of marks available for each question in the following sample test is indicated in brackets beside the question. All 20 questions have 5 marks available.

Pass Mark
A pass mark of 75% is required for ECDL AM4.

Naming Conventions

The following naming and reference conventions have been adopted within the ECDL applications tests (Modules AM3 and AM4). References to file names, file extensions, folders, directories, URL’s (Uniform Resource Locators), hyperlinks, image links, Web pages, e-mail messages, field identification names etc., together with textual insertions are presented in bold italic 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 Testers are required to make these conventions known to candidates in advance of the test.

Macros

In some Advanced Level tests macros are included in the work files. Candidates need to be notified about this in advance of the test in order that the macros are enabled when they open work file documents. All workfiles provided by the ECDL foundation have been virus checked. Nonetheless Test Centres are advised to check all work files before providing these to candidates as part of an ECDL test.

AM4 Sample Test 
The following sample test for Module AM4, Spreadsheets, Advanced - Level is based on analysing a spreadsheet for a travel agency Rainbow that has branches all over Europe. In the test amongst other things you are asked to change sales data and refresh a pivot table, to alter a chart, to link data and to perform calculations on the data using various functions, before presenting the spreadsheet to your Managing Director.










[100 Marks]
1. Open the file called Rainbow from your Candidate Disk and in the revenue worksheet add a function in cell D2 to round the figure of revenue in cell C2 to no decimal places. Copy the function in cell D2 to the cell range D3:D18 
[5 Marks]
2. On the revenue worksheet add a function in cell E2 to insert today’s date. 
[5 Marks]
3. On the staff worksheet add a function in cell C40 to calculate the total number of staff in the company. [5 Marks]  

4. On the lookup worksheet add a function in cell C4 to input the name of the chief salesperson that deals with the region in cell B4 (West). Copy the function in cell C4 to the cell range C5:C30  [5 Marks]
5. On the lookup worksheet add a function in cell J4 to convert the name in cell G4 to uppercase. Copy the function in cell J4 to the cell range J5:J7  
[5 Marks]
6. On the whatif worksheet add a function in cell E2 to calculate the projected sales for Qtr1 2004 using the conditions on the worksheet (as shown in the grid below). Copy the function in cell E2 to the cell range E3:E82 


	Region of Europe =
	and
	Revenue € 000
	
	Projected Increase (€000) 2004
	%
	

	East
	
	< 
	20
	
	8%
	

	otherwise
	
	
	
	
	No Change
	[5 Marks]


7. On the whatif worksheet freeze column A and row 1 [5 Marks]
8. On the whatif worksheet use a menu or shortcut key command to display all formulas used. Save the Rainbow file. [5 Marks]
9. On the table worksheet create a data table from the cell range C5:D21 that will calculate relevant interest amounts for the interest variables on the first column of the table. [5 Marks]
10. On the charting worksheet delete the data series for 1998 from the chart.  
[5 Marks]
11. On the charting worksheet hide columns D and F [5 Marks]
AM4 Sample Test (Contd.)

12. On the forecast worksheet edit the attached comment in cell B10 to appear as follows Forecasted figures by Robert Jones and Marie Green  [5 Marks]
13. On the forecast worksheet create two named scenarios as follows:


	Scenario name
	Changing cells
	cells
	cell values
	

	Best Case
	B5:B8
	B5
	7300
	

	
	
	B6
	7400
	

	
	
	B7
	7510
	

	
	
	B8
	7620
	

	
	
	
	
	

	Worst Case
	B5:B8
	B5
	6300
	

	
	
	B6
	6600
	

	
	
	B7
	6850
	

	
	
	B8
	6920
	[5 Marks]


14. Using the scenarios created in question 13 on the forecast worksheet create a scenario summary report. Save the Rainbow file. [5 Marks]
15. Remove the password new from the file expansion on your Candidate Disk and save and close the file. [5 Marks]
16. On the pivot worksheet an error was made on data entry in cell C4 The number should be 16 rather than 4. Correct the error and refresh the pivot table to reflect this change. [5 Marks]

17. On the lookup worksheet link the cell range F3:G7 to begin at cell E14 on the pivot worksheet. [5 Marks]
18. Apply a Colourful 2 or Report 2 autoformat to the pivot table report. [5 Marks]
19. On the Rainbow spreadsheet record a macro (accepting default settings) called settings that changes the top margin to 1.5, the orientation to landscape and turns on gridlines for printing purposes. Do not print. [5 Marks]
20. On the filtering worksheet filter the list on the cell range A1:C101 so that only the sales greater than 40 (€000) for the North region of Europe are visible. Save the Rainbow file and close the spreadsheet application. [5 Marks]
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