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This test paper 
A return sheet 
Access to a computer, software and a printer 
Access to the data files to support the scenario ‘Events’: Events, Prices and 
Staff 
You may use a bilingual dictionary 

 
 
 

 

 

 

 
Instructions to Candidates 

   

  
 

 

  
 

 

 

Do not open this test paper until you are told to do so by the supervisor. 
In the boxes on the Return Sheet, write your centre number, registration number, 
surname and initials.  The paper reference is shown above.   
Task D must be completed.  If necessary, it may be carried out after the end of 
the test. 
Check that your name appears on EVERY printed page. 
At the end of the test, hand the test paper, your printouts (attached to your 
Return Sheet) and all notes to the supervisor. 

 

 

 

 Information for Candidates    

    

    

 

This test consists of 4 tasks. 
Task A (total 23 marks) consists of Questions 1 – 3 
Task B (total 10 marks) consists of Questions 4 
Task C (total 16 marks) consists of Question 5 - 6 
Task D (total 1 mark) consists of Question 7 
You may commence with Task A, Task B or Task C, Task D must be completed at the end 
of the test. 

   

 
Advice to Candidates 

   

  
 

 

 

Try to complete All the tasks 
 

 W850/H603/57570 
Printer’s Log No. 

M23150A  

First published in 2005 
©Qualifications and Curriculum Authority 2005. 
Reproduction, storage, adaptation or translation, in any form or by any means, of this publication is 
prohibited without prior written permission of the publisher, unless within the terms of licenses 
issued by the Copyright Licensing Agency. 
Printed in Great Britain. 
The Qualifications and Curriculum Authority is an exempt charity under Schedule 2 of the Charities 
Act 1993. 
Qualifications and Curriculum Authority, 83 Piccadilly, London W1J 8QA. www.qca.org.uk 
Ref: ICT-L4-3-P36 

 



_________________________________________________________________

Try to complete ALL the tasks
ENTER YOUR NAME ON EVERY PAGE, PREFERABLY AS A FOOTER

Pages without a name will not be marked
_________________________________________________________________

Task A

A spreadsheet is required to produce a report and a chart of services and expected 
revenues.

1 A spreadsheet is required.
a Open a spreadsheet application and create a new spreadsheet. Import the data

file Events into the spreadsheet starting at the cell A1. (If the software you are
using does not allow import, then open the data file.) The data is comma delimited
and text is enclosed in quotes (").

b Name the worksheet Events.
c Create a new worksheet named Prices.
d Import the data file Prices into the worksheet Prices starting at the cell A1. (If

the software you are using does not allow import, then open the data file in a new
spreadsheet, copy and paste the data as required then close the new 
spreadsheet.) The data is comma delimited and text is enclosed in quotes (").

e Set the format for the values in the range E2:H2 as currency with zero decimal
places.
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A Hotel Events Manager needs to analyse future business and staff wages to estimate 
revenues and costs. You are required to use spreadsheet software to: 
• import data files to analyse revenues from services provided 
• produce reports including charts 
• prepare a table of staff wages  
• perform "what-if" analyses on proposed wage increases. 
 



2 A worksheet is required to analyse services and expected revenue.
a Create a new worksheet named Services.
b Enter the following data into the Services worksheet. 

c In cell B2 enter a formula that uses the content in cell A2 and the data from the
Events worksheet to return the number of times that a PA System is required.

d Modify this formula to make it suitable for replication over the range B2:E4 to
calculate the requirements for the other services.

e Replicate the formula in cell B2 over the cell range B2:E4.
f Insert a new row between rows 2 and 3 and add the heading Expected Revenue in

cell A3.

g Set the format for the values in the cell range B3:E3 as currency to zero decimal
places.

h For each service Expected Revenue is the number of times the service is required
multiplied by the price of the service.  In cell B3 enter a formula to calculate the
revenue for PA System.  Replicate the formula across the cell range B3:E3.

i Save the spreadsheet (in normal spreadsheet format ie NOT as a .txt file) using
the characters S1- followed by your initials as a filename, for example S1-FJB.

j Place your name, today's date, the page number and number of pages and the title
Printout-1 in a footer and print the Services worksheet, in landscape form 
showing all formulas, sheet row numbers, sheet column letters and gridlines. Make
sure all information is fully displayed.

k Save the spreadsheet using the characters S2- followed by your initials as a 
filename, for example S2-FJB.

9 Marks
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3 A chart of services used and expected revenues is required.
a Open (revert to) the spreadsheet S1-.
b In the Services worksheet using only the values in the range B1:E3, create a 

combination bar chart similar to the one illustrated below. (Note the values are 
not the same). Position the chart below the data on the worksheet Services.

c Provide a secondary y-axis with the range £0 to £12,000 for plotting the 
revenues from services and label this axis Revenue.

d Set the range of the y-axis to be 0 to 18 with an increment of 3 and label this 
axis Quantity.

e Label the x-axis Service.
f Give the chart the title Services Required and Expected Revenues.
g Provide a suitable legend showing correct axis names and position it at the top of 

the chart.
h Modify the format of the chart so that all information is clearly displayed on the

printout.

i Place your name, today's date, the page number and number of pages and the title
Printout-2 in a footer and print the Services worksheet in portrait form, including
the chart. Make sure all information is fully displayed.

j Save the spreadsheet using the characters S3- followed by your initials as a 
filename, for example S3-FJB.

13 Marks
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Task B

An analysis of expected wage costs is required.

4 The hours to be worked are required.
a Create a new worksheet named Staff.
b Import the data file Staff into the worksheet Staff starting at the cell A1. (If

the software you are using does not allow import, then open the data file in a new 
spreadsheet, copy and paste the data as required then close the new 
spreadsheet.) The data is comma delimited and text is enclosed in quotes (").

c Delete the contents of cells E6 and H6. 
d Enter the value 6.3 in cell G8 and amend the values in cells H8 and I8 to 6.5 and 

6.7 respectively.
e Set the format in the cells B1 and B5 as percentage to zero decimal places.
f Set the format in the cells B2, B3 and D8 and cell range E8:I27 as currency to 

2 decimal places.
g Enter the heading Hourly Rate in cells F7, G7 and I7.
h The Staff Required for an event depends on the number of delegates, as shown

on the Prices worksheet.  (For example an event with between 81 and 150 
delegates will require 25 staff.)  In cell C9 enter a formula which will use the cell
range A2:B4 on the Prices worksheet to determine the number of staff required.

i Staff Hours is Duration Hours multiplied by Staff Required multiplied by the
Work Ratio rounded up to a whole number of hours. In cell D9 enter a formula to
calculate the Staff Hours.

j Modify the formulas in cells C9 and D9 for replication if necessary and replicate
them over the cell range C10:D25.

k Save the spreadsheet using the characters S4- followed by your initials as a 
filename, for example S4-FJB.

l Place your name, today's date, the page number and number of pages and the title
Printout-3 in a footer and print only cell range A1:D25 of the Staff worksheet, 
in landscape form showing all formulas, sheet row numbers, sheet column letters
and gridlines. Make sure all information is fully displayed.

m Save the spreadsheet using the characters S5- followed by your initials as a 
filename, for example S5-FJB.

10 Marks
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Task C

An analysis of costs, staff reductions and overhead increases is required.

5 A 'What-If' analysis table of total staff costs for different rates of pay is required.
a Open (revert to) spreadsheet S4-.
b The wage cost is Staff Rate plus Overhead plus Staff Rate multiplied by NI

Rate, all multiplied by Hours. In cell D8, on the Staff worksheet, enter a 
formula that uses the values in the cell range B1:B4 to calculate the wage cost
per hour. 

c Use cell range D8:I25 to create a two variable 'What-If' data table to show the
total cost of staff for each event at each of the hourly rates given.

d Save the spreadsheet using the characters S6- followed by your initials as a 
filename, for example S6-FJB.

e Place your name, today's date, the page number and number of pages and the
title Printout-4 in a footer and print only cell range D7:I25 of the Staff work-
sheet, in landscape form showing all formulas, sheet row numbers, sheet column
letters and gridlines. Make sure all information is fully displayed.

f Save the spreadsheet using the characters S7- followed by your initials as a 
filename, for example S7-FJB.

12 Marks

6 A 'What-If' analysis of staff reductions and overhead increases is required.
a Open (revert to) spreadsheet S6-.
b In cell D27 on the Staff worksheet enter a formula that totals the Staff Hours

required to cover all events. 
c Replicate the formula in cell D27 to cell range E27:I27 to calculate what the 

total cost of staff would be for each hourly rate.
d Set the value in cell B4 on the Prices worksheet to be 29.
e On the Staff worksheet use goal seek or similar techniques to change the value

displayed in cell I27 to be £65,000 by modifying only the value of the Overhead
in cell B3.

f Place your name, today's date, the page number and number of pages and the
title Printout-5 in a footer and print the Staff worksheet in landscape form.
Make sure all information is fully displayed.

g Save the spreadsheet using the characters S8- followed by your initials as a 
filename, for example S8-FJB.

4 Marks
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Task D

The following task must be completed.  If you have not completed this item within the time 
allowed, it must be completed at the end of the test.

7 A printed list of the filenames you produced during the test is required.
a Produce a list of all the files created during the test. This may be in the form of a

screen dump (print screen) of the filenames with your name, today's date and the
title Printout-6 as a footer.

1 Mark

End of test

Important note

Collect together all your printouts.  They should include

Printout-1 Formulas used on the Services worksheet
Printout-2 Totals and chart from Services worksheet
Printout-3 Formulas used on the Staff worksheet
Printout-4 'What If' analysis from the Staff worksheet showing formulas
Printout-5 Staff worksheet
Printout-6 A list of filenames created

Check that your name is printed on every page.  If it is not, write it there.  Now attach all the
pages in order, and this test paper, to the cover sheet and hand them to the supervisor.



BLANK PAGE

8 Key skills ⏐ ICT ⏐ Level 4 ⏐ June 2005



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


