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Assessment Details

Duration: 60 minutes Total Marks: 100

» Microsoft Word
 Microsoft Excel

» Microsoft PowerPoint
+ Microsoft Access

Topics Covered:

Instructions to Students:

1. Read all questions carefully before attempting.

2. Show all working out - marks are awarded for method.

3. Calculator use is permitted except where stated otherwise.

4. Write your answers in the spaces provided.

5. If you need more space, use the additional pages at the end.

6. Time management is crucial - allocate approximately 1 minute per mark.
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Section A: Multiple Choice [20 marks]

Question 1 [2 marks]

What is the primary function of the "Find and Replace" feature in Microsoft Word?

A) To format text B) To insert images
C) To replace text D) To create a table
Question 2 [2 marks]

Which spreadsheet software function is used to calculate the sum of a range of cells?

A) SUM B) AVERAGE

C) COUNT D) MAX
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Section B: Short Answer Questions [40 marks]

Question 3 [8 marks]

Describe the steps to create a pivot table in Microsoft Excel to analyze a dataset.

Question 4 [8 marks]

Explain the importance of using transitions and animations in a PowerPoint presentation.
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Section C: Project-Based Task [40 marks]

Task 1 [30 marks]

Create a 5-slide presentation that demonstrates the features and benefits of using Microsoft Office Suite
in a business setting.
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Microsoft Word Advanced Features

Microsoft Word offers a range of advanced features that can enhance your document creation experience. One such feature is the
ability to create and manage styles. Styles allow you to apply consistent formatting throughout your document, making it easier to
maintain a professional look and feel. To create a style, simply select the text you want to format, go to the Home tab, and click on the
Styles group. From here, you can select from a range of pre-defined styles or create your own custom style.

Example: Creating a Custom Style

To create a custom style, follow these steps: Select the text you want to format, go to the Home tab, and click on the Styles group.
Click on the "Create a Style" button and enter a name for your style. You can then customize the style by selecting the desired font,
size, color, and other formatting options.

Case Study: Using Styles in a Business Report

A marketing firm used Microsoft Word to create a business report for a client. They created a custom style for headings, body text,
and captions, which helped to maintain consistency throughout the report. The firm also used the "Quick Styles" feature to apply
formatting to tables and charts, making it easier to create a professional-looking report.

Microsoft Excel Data Analysis

Microsoft Excel is a powerful tool for data analysis, offering a range of features and functions to help you extract insights from your
data. One such feature is the pivot table, which allows you to summarize and analyze large datasets. To create a pivot table, select
the data range you want to analyze, go to the Insert tab, and click on the PivotTable button. From here, you can customize the pivot
table by selecting the fields you want to include and the type of analysis you want to perform.

Example: Creating a Pivot Table

To create a pivot table, follow these steps: Select the data range you want to analyze, go to the Insert tab, and click on the PivotTable
button. Select the fields you want to include in the pivot table and choose the type of analysis you want to perform. You can then
customize the pivot table by applying filters, sorting, and grouping data.

Case Study: Using Pivot Tables in Sales Analysis

A sales team used Microsoft Excel to analyze sales data and identify trends. They created a pivot table to summarize sales by region,
product, and time period. The team was able to use the pivot table to identify areas of high sales growth and adjust their marketing
strategy accordingly.

oint Presentation Design

Microsoft PowerPoint is a popular tool for creating presentations, offering a range of features and functions to help you create
engaging and effective slides. One such feature is the ability to add transitions and animations to your slides. To add a transition,
select the slide you want to animate, go to the Transitions tab, and choose from a range of pre-defined transitions. You can then
customize the transition by adjusting the duration and timing.

Example: Adding Transitions and Animations

To add a transition, follow these steps: Select the slide you want to animate, go to the Transitions tab, and choose from a range of
pre-defined transitions. You can then customize the transition by adjusting the duration and timing. You can also add animations to
individual elements on the slide, such as text or images.



Case Study: Creating an Engaging Presentation

A marketing team used Microsoft PowerPoint to create a presentation for a product launch. They added transitions and animations
to the slides to make the presentation more engaging and interactive. The team also used the "Designer” tool to create a consistent
look and feel throughout the presentation.

Microsoft Access Database Management

Microsoft Access is a powerful tool for database management, offering a range of features and functions to help you create and
manage databases. One such feature is the ability to create forms and reports. To create a form, select the table you want to use, go
to the Create tab, and click on the Form button. From here, you can customize the form by adding fields, labels, and other controls.

Example: Creating a Form

To create a form, follow these steps: Select the table you want to use, go to the Create tab, and click on the Form button. You can
then customize the form by adding fields, labels, and other controls. You can also use the "Form Wizard" to create a form based on a
template.

Case Study: Using Forms in a Database

A human resources team used Microsoft Access to create a database for employee information. They created a form to collect and
update employee data, which helped to streamline the data entry process and reduce errors.

Collaboration and Sharing

Microsoft Office Suite offers a range of features and functions to help you collaborate and share documents with others. One such
feature is the ability to share documents via OneDrive or SharePoint. To share a document, select the file you want to share, go to the
File tab, and click on the Share button. From here, you can enter the email addresses of the people you want to share the document
with and choose the level of permission you want to grant.

Example: Sharing a Document

To share a document, follow these steps: Select the file you want to share, go to the File tab, and click on the Share button. Enter the
email addresses of the people you want to share the document with and choose the level of permission you want to grant. You can
also use the "Share" feature to share documents with people outside your organization.

Case Study: Collaborating on a Document

A team of writers used Microsoft Word to collaborate on a document. They shared the document via OneDrive and used the "Track
Changes" feature to track revisions and comments. The team was able to work together in real-time, making it easier to meet the
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Security and Backup

Microsoft Office Suite offers a range of features and functions to help you protect and backup your documents. One such feature is
the ability to password-protect documents. To password-protect a document, select the file you want to protect, go to the File tab, and
click on the Protect Document button. From here, you can enter a password and choose the level of protection you want to apply.

Example: Password-Protecting a Document



To password-protect a document, follow these steps: Select the file you want to protect, go to the File tab, and click on the Protect
Document button. Enter a password and choose the level of protection you want to apply. You can also use the "Encrypt" feature to
encrypt the document and protect it from unauthorized access.

Case Study: Protecting Sensitive Information

A financial institution used Microsoft Excel to create a spreadsheet containing sensitive customer information. They password-
protected the spreadsheet and encrypted it to protect it from unauthorized access. The institution was able to ensure the
confidentiality and integrity of the data, reducing the risk of a security breach.

Conclusion

In conclusion, Microsoft Office Suite is a powerful tool for creating, editing, and managing documents. The suite offers a range of
features and functions to help you create professional-looking documents, collaborate with others, and protect your work. By
following the examples and case studies outlined in this guide, you can get the most out of Microsoft Office Suite and improve your
productivity and efficiency.

Example: Creating a Professional-Looking Document

To create a professional-looking document, follow these steps: Choose a template or theme, add your content, and customize the
layout and design. Use the "Designer" tool to create a consistent look and feel throughout the document. You can also use the
"Proofing" tools to check for spelling and grammar errors and improve the overall quality of the document.

Case Study: Creating a Professional-Looking Report

A business used Microsoft Word to create a report for a client. They chose a template and added their content, customizing the
layout and design to create a professional-looking document. The business was able to deliver a high-quality report that met the
client's expectations and helped to build their reputation.
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Instructions to Students:

1. Read all questions carefully before attempting.

2. Show all working out - marks are awarded for method.

3. Calculator use is permitted except where stated otherwise.

4. Write your answers in the spaces provided.

5. If you need more space, use the additional pages at the end.
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Section A: Multiple Choice [20 marks]

Question 1 [2 marks]

What is the primary function of the "Find and Replace" feature in Microsoft Word?

A) To format text B) To insert images
C) To replace text D) To create a table
Question 2 [2 marks]

Which spreadsheet software function is used to calculate the sum of a range of cells?

A) SUM B) AVERAGE

C) COUNT D) MAX
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Section B: Short Answer Questions [40 marks]

Question 3 [8 marks]

Describe the steps to create a pivot table in Microsoft Excel to analyze a dataset.

Question 4 [8 marks]

Explain the importance of using transitions and animations in a PowerPoint presentation.
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Section C: Project-Based Task [40 marks]

Task 1 [30 marks]

Create a 5-slide presentation that demonstrates the features and benefits of using Microsoft Office Suite
in a business setting.
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End of Assessment
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