Institute of Certified Management Accountants of Sri Lanka

Incorporated by Parliament Act No.23 of 2009

PILOT PAPER T Accounting

Technologist

CAT 5: Information Technology (IT)

INFORMATION:
1. Time allowed:
Reading- 15 minutes.
Writing — Two and a Half (2.5) hours
2. The total mark allowed for this paper is 100.
3. This paper has 11 pages.

INSTRUCTIONS:
4. This paper consists of two sections.
Section I: 20 Multiple Choice Questions (MCQs)
Section II: 04 Practical Questions
5. Answer all the questions

6. The answers should be in the English language.

*The answer key is given from page 12-17

CMA Sri Lanka Examinations _ Pilot Paper_CAT_5 Page 1 of 17
Copyright Reserved



Section |

Exam Structure
= 20 Multiple Choice Questions (MCQ)

®  Each 02 marks and 40 marks in total.

1) In a MS-Word document, the short-cut key to justify a paragraph is:
a) Ctrl +1 b) Ctrl +J c) Ctrl + E d)Ctrl + T

2) Consider the following features related to setting page layout of an electronic document:
A — Margins
B — Orientation
C - Size

D — Columns

Which of the above features are facilitated in MS-Word:
a) Aand Conly b) A and D only
c¢) A, BandConly d) All above

3) Several icons in the Ribbon of MS Word user interface labelled 1 to 5 are given B

below.

Which of the following represent the function of each icon respectively:
a) Boldface, Italicize, Underline, Strikethrough, Subscript
b) Boldface, Italicize, Underline, Subscript, Strikethrough
c) Boldface, Underline, Italicize, Strikethrough, Subscript

d) Underline, Boldface, Italicize, Strikethrough, Subscript
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4) Consider the following statements related to the difference between ‘Save’ and ‘Save As’ in
MS Word.
A —‘Save’ allows the user to update a file.
B — ‘Save As’ allows the user to save a new file or an existing file to a new location with the
same name or to the same location with a different name.
C — With ‘Save’ the user has an option to protect the document with a password.
Which of the above is/are correct:

a) A only b) B only c) A and B only d) All A,Band C.

5) Which of the following statements related to pdf (Portable Document Format) files
is NOT true:
a) A pdffile can be created from an MS Word document file by using .doc to .pdf converters.
b) A pdf file can be created from an MS Word document file by using the ‘Print’ option in
‘File’.
c) A pdffile is always larger than a document file in (file) size.
d) A pdffile is more protected than a.doc file with compatibility issues. respect to accidental

editing.

6) Consider the following statements related to MS Word:
A - Different types of graphs can be inserted to a document file in MS Word using Insert -
Chart - ...
B — Charts or Graphs created in other applications such as Excel can be inserted to a
document using options such as Copy/Paste.
C — Table in various formats can be created in a document using Insert - Table = ....
D - Tables created in other applications such as Excel can be inserted to a document using
options such as Copy/Paste.
Which of the above statements are valid:
a) A and B only b) B and D only
c) CandD only d) Al A,B,Cand D

7) Consider the following applications widely used in office automation:

A — Accounting

B — Database
C - Graphics
Which of the above is/are facilitated in Excel:
a) A only b) A and B only
c) B and C only d) Al A,Band C
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8) Which of the following method/s can be used to edit the cell contents in a excel
worksheet:
A - by double clicking the cell
B — selecting the cell and pressing the function key F2

C - using the formula bar at the relevant cell

a) A only b) B only c) A and B only d)AllA,Band C
9) What is the outcome of evaluation of the following function if the number in the cell

G12 of a worksheet is 490:

IF(G12>=500,”High” ,IF(G12>=250,"Medium”,”Low”))

a) High b) Medium c) Blank space d) Error Message

Questions 10 and 11 are based on the worksheet segment given below.

A B
1 Index No. Total Marks
2 1004 504
3 1007 467
4 1011 611
5 1012 591
6 1015 Absent
7 1017 497
8 1018 529
9 1019 Absent
10 1020 607
11 Total Present

10) In the above worksheet segment, if the formula =COUNT(B2:B10) is entered to Cell
B11 what will be displayed in Cell B11:

a)5 b)6 c)7 d) 8

11) In the above worksheet segment, if the formula =COUNTIF (B2:B10,”>”&500) is
entered to Cell B11 what will be displayed in Cell B11:

a) 4 b) 5 c)6 d)7

CMA Sri Lanka Examinations _ Pilot Paper_CAT_5 Page 4 of 17
Copyright Reserved



Questions 12 to 16 are based on the given sample worksheet which presents the
Quarterly Sales of items P, Q, R and S. Only basic data have been entered and other

values such as Total and Grand Total have been derived using the functions and

formulas in Excel.

A B C D E F
1 Quarterly Sales of Items P, Q, R and S for Year 2023
2 Item Quarter 1 | Quarter 2 | Quarter 3 | Quarter 4 Total
3 P 20,000.00 | 45,000.00 23,000.00 54,000.00 142 000.00
4 a 24,000.00 | 51,000.00 27,000.00 a0,000.00 162.000.00
5 R 12,000.00 | 32,000.00 18,000.00 26,000.00 88,000.00
6 5 33,000.00 | 15,000.00 16,000.00 28,000.00 92,000.00
7 Grand Total | 29,000.00 | 143,000.00 | 84,000.00 | 168,000.00 434,000.00

12) What is the formula that appears in F3:
a) =sum(A3:E3)
c) =sum(B3:E3)

b) =sum(A3:F3)
d) =sum(B3:F3)

13) Which of the following formula/s displays/display the value in F7:
A - =sum(F3:F6)
B - =sum(B3:E6)
C - =sum(B7:E7)
a) A only
¢) Band C only

b) A and B only
d) AllA,Band C

14) Which of the following give the operations carried out in formatting the Title
“Quarterly Sales ...... Year 2023”:
A - Merge cells
B - Incraese Font size
C - Text Boldface
D - Centre text

a) A and B only
c) B and D only

b) A, B and D only
d) Al A, B, Cand D.
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15) The following pie chart shows some statistics given in the worksheet.

mi

mz
3

ma

Which of the following can be used to replace the Legend 1, 2, 3 and 4 shown in the
graph:

a) P,Q,RandS

b) Quarter 1, Quarter 2, Quarter 3 and Quarter 4

) B3, B4, B5 and B6

d) D3, D4, D5 and D6

C

16) The following chart presents an overall picture of data given in the sample

worksheet.
&00,000.00
500,000.00
400,000.00 EP
300,000.00 [ Js]
200,000.00 R
100,000.00 ms
0.00 - m Grand Total
\@iﬁ’ {@}W R.;‘_'Z}ﬁ {@}h .&O g
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What data given in the sample worksheet are not specifically shown in the above
chart:
a) Total of each quarter and grand total of all sales.

b) Total sales of each item

)
¢) Amount of sales of each item in each quarter

d) Comparison of sales of item in each quarter

17) In which of the following it is possible for the user to view all the slides on one

screen:
a) Slide Sorter b) Slide Show
¢) Reading View d) Notes Master
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18) In which of the following a Header/Footer can be inserted to a slide in PowerPoint:

(i) View - Handout Master b) View - Notes Master
c) View—> Title Master d) View - Slide Master

19) In an on-going presentation, what would be displayed if the user presses the key
W:
a) Transition to next slide will take place
b) A completely black screen will be displayed
c) A completely white screen will be displayed

d) The presentation will be paused

20) Consider the following statements related to using animation in an electronic presentation.
A — User can animate anything from texts, bars, pictures, shapes, tables, and charts to
SmartArt graphics and other objects.
B - if animations are used too much, too randomly, or too fast, they can distract the
audience from the presenter’s message
C - Instead of revealing a slide with all the bullet points at once, the presenter could introduce

the effect that displays one line at a time
Which of the above statements are valid:
a) A only b) A and B only

c) B and C only d) AllA,Band C

[20 MCQs x 2 Marks each -Total 40 Marks]
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In MS Word a new file can be created in two ways namely, by selecting a blank document or by

choosing a suitable template among various available templates.

YOU ARE REQUIRED TO:

1.1 One advantage of selecting a blank document is that “User has freedom to use his/her

own formats”.
Write down two other advantages of selecting a blank document:
1.2  One advantage of selecting an available format is that “No effort is needed to do
formatting”.

Write down two other advantages of selecting an available format:

1 J—

e ment is how businesses organize and direct
workflow, operations, and employees to meet

© company goals. The primary goal of management is
to create an environment that empowers
employees to work efficiently and productively. A
solid organizational structure guides employees and
establishes the tone and focus of their work. 4

——— Whatis Management?

(4] Managers are involved in implementing and evaluating these structures. As a
manager, you may be responsible for doing any of the following tasks:

Create goals and objectives

Create schedules

Develop strategies toincrease performance, productivity, and efficiency

Ensure compliance with company policies and industry regulations

Mentor employees

Monitor budgets, productivity levels, and performance

Resolve customer problems

Train staff
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1.3 A formatted page of a document is given in Figure 1. Five of such formatting are indicated by

labels €9, @, ©. @ and @. Each item indicated by a label may have one or more formatting.

Write down all formatting for the items indicated by each label:

Question 02

[Total 15 Marks]

Two tables containing customer personal data unformatted and formatted are given in figure 2

and figure 3 respectively.

A B C D E F G

1 Customer Personal Data

2 Empld. FirstName Surname  DateofBirth Address1 Address 2 Contact

3 EO001 Rita Maxell 2-0ct-78 33 Rose Avenue Underwood 20301237118

4 EO002 Alan Micheal 11-Nov-75 12/3 Durrent Road Kenwood 20300237216

5 EO003 Kim Wessels 10-Mar-82: 611 Riverside Avenue Marlon 20300548865

6 EO04 Clive Richards 20-Oct-88' 20 Lincon Srtreet Downtown 20317632097

7 EO005 David Richadson 4-Aug-81 12/65 Sunflower Road Riverdale 20300737117

8 EO006 Joan Colins 7-Jan-83 7 Forest Cresent Middleton 20310944721

9 E007 Peter McArther 23-Dec-79' 87 Hill Street Kenmore 20310086553

10 E008 David Peterson 21-Jul-69' 43 Fair Avenue Underwood 20300808486

11 E009 Chris Butterworth 30-Apr-82. 281 Waterway Tredbridge 20300211875

12 E010 Paula Myer 2-8#0-85 99 Penn Avanue Maryland 20330308663

Figure 2. Customer Personal Data (Unformatted)
A B C D E F G
1 Customer Personal Data
2  Empld. | First Name | Surname | Date of Birth Address 1 Address 2 Contact
3 E001 |Rita Maxell 10/2/1978 |33 Rose Avenue Underwood 20301237118
4 E002  |Alan Micheal 11/11/1975 |12/3 Durrent Road Kenwood 20300237216
5 E003  |Kim Wessels 3/10/1982 |61l Riverside Avenue |Marlon 20300548865
] Eo04  |Clive Richards 10/20/1988 |20 Lincon Srtreet Downtown 20317632097
7 EDDS  |David Richadsaon 8/4/1981 |12/65 Sunflower Road |Riverdale 20300737117
3 EO0E  |Joan Colins 1/7/1983 7 Forest Cresent Middleton 20310944721
9 EOO7 |Peter McArther 12/23/1979 |87 Hill Street Kenmore 20310086553
10 EOD8 |David Peterson 7/21/1969 |43 Fair Avenue Underwood 203003808486
11 E009 |Chris Butterworth| 4/30/1982 |281 Waterway Tredbridge 20300211875
12 E010 [Paula Myer 9/2/1985 |99 Penn Avanue Maryland 20330308663
Figure 3. Customer Personal Data (Formatted)
YOU ARE REQUIRED TO:

2.1 Identify and write down the steps involved in formatting each of the following in

order to achieve the formatted table in figure 3 from the unformatted table in figure

Title in Row 1

Data in Column “Emp Id.”
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(v)
(vi)

Question 03

Data in Column “Contact No.”

Borders in the Data Area

[Total 15 Marks]

This question is based on the worksheets shown in Figure 4 and Figure 5.

A B C D E F G
1 Customer Loan Data
2 Empld. Grade Basic SalaiNet Salary Loan Type Amoint Interest Rate
3 EOO1 A-l 210000 300,900.00 H - 2,000,000.00 16%
4 EO002 A-ll 190000 276,000.00 H 4,000,000.00 15%
5 EO003 A-ll 185000 268,000.00 H 1,500,000.00 17%
6 EO004 A-ll 185000 252,500.00 P 1,500,000.00 17%
7 |E005 A-l11 165000 214,600.00 H 1,000,000.00 17%
8 EO006 A-l11 160000 210,800.00 P 1,200,000.00 17%
9 EO007 A-l11 158000 201,400.00 D 1,200,000.00 17%
10 EO008 B-1I 130000 187,000.00 S 1,000,000.00 17%
11 EO00S B-II 126000 175,900.00 H 1,200,000.00 L 17%
12 EO10 C-l 107000 112,700.00 P 900,000.00 17%

Figure 4. Customer Loan Data (Unformatted)

A B C p | E F G
1 Customer Loan Data
2 Empld. | Grade |Basic salarv| Net Salary | Loan Type Amount Interest Rate
3 E001 A-l 210,000.00{ 300,900.00 H 2,000,000.00 16%
4 E002 A-ll 190,000.00| 276,000.00 H 4,000,000.00 16%
5 E003 A-ll 185,000.00| 268,000.00 H 1,500,000.00 16%
6 E004 A-ll 185,000.00| 252,500.00 P 1,500,000.00 17%
7 E005 A-lll 165,000.00| 214,600.00 H 1,000,000.00 16%
8 E006 A-l11 160,000.00| 210,800.00 P 1,200,000.00 17%
9 E007 A-llI 158,000.00| 201,400.00 D 1,200,000.00 14%
10 EOO8 B-11 130,000.00| 187,000.00 S 1,000,000.00 17%
11 EO009 B-11 126,000.00( 175,900.00 H 1,200,000.00 16%
12 EO010 c-1 | 107,000.00 112,700.00| P 900,000.00]  17%

Figure 5. Customer Loan Data (Formatted)
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YOU ARE REQUIRED TO:
3.1 [t is necessary to introduce a new column to display the total interest for the amount.
Write down the steps involved in this activity:
3.2 It is necessary to count the total number of customers who have obtained housing loans.
Write down the steps to achieve this requirement:
3.3 In entering data to a column similar to the Emp. Id in the above table instead of typing each
data value to the relevant cell, there is an easy method to follow.
Explain this method:
3.4 Write down three points (points) used to format the data in the range C3:C12 in figure 4 to
achieve the formatted data in the range C3:C12 in figure 5.
3.5 Itis necessary to check whether the basic salary of each customer is greater than 10% of the
loan amount. Write down a suitable formula for this purpose:
3.6 There is an obvious issue with the data in Column “Loan Type”. Explain this issue:

[Total 15 Marks]

Question 04

YOU ARE REQUIRED TO:

4.1 Explain two strengths and two weaknesses of an electronic (PowerPoint) presentation:

4.2 What are the recommended guidelines in preparing and carrying out a PowerPoint
presentation:

4.3 A sample slide which has been prepared for a presentation is given in figure 6. Identify the

weaknesses of this slide and briefly recommend improvements.

What is Accounting?

« Accounting is a mechanism of reporting of economic
activities. It is also known as the language of business.
In accounting, matters relating to business operations
are communicated to institutions and individuals who
are interested in the activities. The definition of
accounting according to the American Institute of
Certified Public Accountants is “the art of recording,
classifying and summarizing in a significant manner
and in terms of money transactions and events which
are, in part at least of a financial character, and
interpreting the results thereof”.

Figure 6. A sample slide which has been prepared for a presentation.

[Total 15 Marks]
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ANSWER KEY

Section [
Q. No Answer Q. No Answer

01 B 11 B
02 D 12 C
03 A 13 D
04 C 14 D
05 C 15 A
06 D 16 D
07 D 17 A
08 D 18 D
09 B 19 C
10 C 20 D

Section II

Question 01

a) One advantage of selecting a blank document is that “User has freedom to use
his/her own formats”.
Write down two other advantages of selecting a blank document:

e Can create any (or more than one) format within the same document
e User works in a free (not restricted) environment
e Arich document can be created with many features

b) One advantage of selecting an available format is that “No effort is needed to do
formatting”.
Write down two other advantages of selecting an available format:

e More efficient (Quicker) since the required format is readily available
e Available formats are in common standards
e Easy to complete as not many formatting involved
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c) A formatted page of a document is given in Figure 1. Five of such formatting are
indicated by labels @, @, ©. @ and @. Each item indicated by a label may have
one or more formatting.

Write down all formatting for the items indicated by each label:

1. Select the Title “What is Management?”

Ribbon Tab 2 Home —

Home Ribbon - select the Icon for Boldface | |
Y set Font Size

Select to | Calibri (Bedy)

Select to Centre the |§| Title within the Paragraph

2. Select the Image and left click to select Format Picture and select | Zgs=| from Layout
Options to align the Image

Layout Options X

In Line with Text

m_

With Text Wrapping
SaEaHE T
N — %

O Mowve with text o
Fix positionon @
page

SEE MOre..,

3. Select the word “Management” and perform the following:

e Ribbon Tab - Home -
Home Ribbon = Icon | I for Italics

Icon |?| for Boldface

Icon | U~ | for Underline

4. Select the paragraph and align the paragraph for Justify using the Icon

5. Select the Item List and apply bullets using the := Icon
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Question 2

a) Identify and write down the steps involved in formatting each of the following in
order to achieve the formatted table in figure 3 from the unformatted table in figure
2:

Note: There are several ways to edit the contents of a cell in Excel.

e C(Click the cell that contains the data that you want to edit, and then click anywhere in the
formula bar. This starts Edit mode and positions the cursor in the formula bar at the location
that you clicked.

o C(Click the cell that contains the data that you want to edit, and then press F2.

(i) Title in Row 1

Click the cell that contains the title.

(Note that in the given worksheet, the range of cells Al to G1 have been merged and the Title
has been centered. This is done by selecting the range of cells to be merged and right click
the mouse. In the popup menu select “Format cells” and in the “Format cells” popup menu,
select Text Control - Merge cells > OK)

e Select the title
e To Boldface use ctrl + B or the icon |E|

e To increase Font size |Calibri(Body) 11~

(ii) Column Headings in Row 2

Click the cell A2
e Select the range A2 to G2 o
e ToBoldface use ctrl + Bortheicon | B |

(iii) Data in Column “Emp Id.”

Click the cell A2
e Select the column heading

e To center click the icon |§| orctrl+ E

(iv) Data in Column “Date of Birth”
Click the cell A3

e Select the range A3 to A12 o
e To center data in the column, click the icon | §| or ctrl+ E

(v) Data in Column “Contact No.”

Click the cell D3
e Select the range D3 to D12
o Left click the mouse and select “Format cells” in the popup menu
e In the “Format cells” popup menu, select number - Date = select date Type = OK
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(vi)Borders in the Data Area

Click the cell A2
e Select the range A2 to G12

o right click the mouse and select “Format cells” in the popup menu
e In the “Format cells” popup menu, select Border - click inside the Border box to get
the required borders and then - OK

Question 3

a)

b)

d)

It is necessary to introduce a new column to display the total interest for the
amount. Write down the steps involved in this activity:

Click the column Id (e.g. A) at which new column needs to be inserted.
e right click the mouse on “Insert” in the popup menu.

It is necessary to count the total number of customers who have obtained housing
loans.
Write down the steps to achieve this requirement:

Click any suitable empty cell in which answer should be displayed.
e Enter the COUNTIF function in the formula =COUNTIF(E3:E12,”H”)
The answer 5 will be displayed in the cell

In entering data to a column similar to the Emp. Id in the above table instead of
typing each data value to the relevant cell, there is an easy method to follow.
Explain this method:

Click the topmost cell of the range of data to be entered. In this case, it is A3
e Type the first data item (e.g. E001) to the cell and press Enter key

. A Move the cursor to this position until the sign + is displayed.

1
2 Emp Id.
3 EOD1

4
e Keep the left button of mouse pressed and drag the cursor to end of the range and
release the button, The range will be filled with the required data.

Write down three points (points) used to format the data in the range C3:C12 in
figure 4 to achieve the formatted data in the range C3:C12 in figure 5.

Please note that in this question there is a typographic error. The word within the brackets
should be “steps” not “points”.
e Select the range C3:C12
e Right click to get popup menu and select “Format cells”
¢ In “Format cells” - Category - Number
o Select Decimal places = 2

CMA Sri Lanka Examinations _ Pilot Paper_CAT_5 Page 15 of 17
Copyright Reserved



o Select ‘ use 1000 separator’
o OK

e) It is necessary to check whether the basic salary of each customer is greater than
10% of the loan amount. Write down a suitable formula for this purpose:
=IF(C3>F3*10%,”Yes”,”No”)

Usually, a separate column is used to determine the result for each individual.

f) There is an obvious issue with the data in Column “Loan Type”. Explain this issue:
There are several loan types in general such as Personal Loan (P), Housing Loan (H), Distress
Loan (D), Vehicle Loan (V) etc. Data of this nature are generally coded to avoid unnecessary
repetition of long words. However, the coding method should be clearly mentioned so

that the user will be able to work conveniently.

Question 4

a) Explain two strengths and two weaknesses of an electronic (PowerPoint)
presentation:

Strengths
e Highly organized has to prepare in advance
e Timing can be planned
e Attractive with available features such as facilities to include Images, Videos,
Animations etc.
e Can be used for a large audience using modern technology
e Can be used for various purposed such as Teaching, Marketing etc.
Any other reasonable answer

Weaknesses

e Needs generally expensive equipment.

e Needs prior training or familiarity

e Needs resources such as uninterrupted electricity

Any other reasonable answer

b) What are the recommended guidelines in preparing and carrying out a
PowerPoint presentation:

Recommended Guidelines
e Prepare the contents to be presented for the given Topic/Title
e Organize the contents in different slides e.g. Title, Subtitles etc.
e Do not overcrowd slides. Number of lines per slide and number of words per lines to
be decided based on the size of the audience
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Font Colors, Font size, Number of slides, amount of animations used to be decided
carefully

Acknowledge all the information duly as necessary

Practice before the event of presentation

c) Identify the weaknesses of this slide and briefly recommend improvements.

Weaknesses and Recommendations

Slide is crowded and contents need to be spread over several slides
Points in contents may be organized in bullets

Font size may be set depending on the size of the audience
Animation may be introduced for bulleted points to appear

*k*k
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