ICT REVISION KIT

TOPIC 3
OVERVIEW OF APPLICATION PACKAGES

QUESTION 1

April 2026 Question Two C

Evaluate THREE ways spreadsheet tools could be leveraged for financial forecasting,
risk analysis and performance monitoring. (6 marks)

MASOMO MSINGI ANSWER

1. Financial Forecasting — Spreadsheets enable dynamic, formula-driven forecasting
using built-in functions (e.g., forecast.linear, growth) and what-if analysis, allowing
users to project revenues, expenses, and cash flows while easily updating
assumptions.

2. Risk Analysis — Spreadsheets support sensitivity and scenario analysis through data
tables and Scenario Manager, helping identify key risk variables. With add-ins (e.g.,
@risk), they can also perform Monte Carlo simulation for probabilistic risk
assessment.

3. Performance Monitoring — Interactive dashboards created with PivotTables, charts,
slicers, and conditional formatting allow real-time or periodic tracking of KPIs,
highlighting variances from targets for quick decision-making.

QUESTION 2

December 2025 Question Two D

Using a practical scenario, explain how an accountant or a governance expert might use
VLOOKUP function in an area of operation. (6 marks)

MASOMO MSINGI ANSWER

For an accountant or governance expert, the VLOOKUP (Vertical Lookup) function is a
foundational tool for data integrity. It acts as a bridge between two datasets, allowing you
to pull specific information from a large table based on a unique identifier.

Practical Scenario: Audit & Compliance Testing
Imagine a governance expert is performing a Payroll Compliance Audit. They have two
separate spreadsheets:
1. The Payroll Export: A list of 1,000 employee IDs and the salaries paid this
month.
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2. The Master HR Database: The official list of approved salary levels for every
employee ID.

The goal is to verify that the amount paid matches the amount approved. Instead of
checking 1,000 rows manually, the expert uses VLOOKUP to bring the "Approved
Salary" into the "Payroll Export™ sheet for a side-by-side comparison.
How the Formula Works
The syntax for VLOOKUP is: =VLOOKUP(lookup_value, table_array, col_index_num,
[range_lookup])

In our audit scenario, the formula in the Payroll sheet would look like this:
=VLOOKUP(A2, 'HR Master'!$A$2:$C$1000, 3, FALSE)
o A2 (Lookup Value): The Employee ID in the Payroll sheet.
o 'HR Master'!$A$2:$C$1000 (Table Array): The range in the HR database
where the data lives.
o 3 (Col Index Num): The third column in that range, which contains the
"Approved Salary."
o FALSE (Range Lookup): Tells Excel to find an exact match for the Employee

ID.
Step  Action Why it Matters
Identify a You must use a unique identifier (like Employee ID or
1 . y Invoice Number) to ensure you don't pull data for the wrong
Unique Key
person.
VLOOKUP al looks for the "key" in the lef
) Arrange Data OOKUP always 09 s for the "key" in the leftmost
column of your selection.
3 Execute The formula pulls the approved value into a new column next
Lookup to the actual paid value.
4 Variance The accountant subtracts the "Paid" from the "Approved.”
Analysis Any non-zero result is a red flag for the audit.
QUESTION 3

December 2025 Question Three A and C
(a)  State THREE reasons why a small business requires an accounting software. (3
marks)

(c)  Explain FIVE ways in which pivot tables are used in organisations. (5 marks)
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MASOMO MSINGI ANSWER

(@)

(©)

Reasons why a small business requires an accounting software.

Automation & time savings: Software automates repetitive tasks like
invoicing, payment reminders, and bank reconciliation, freeing up hours spent
on manual entry and calculations, which is more efficient and reduces human
error.

Accuracy & error reduction: By syncing with bank accounts and centralizing
data, it minimizes mistakes in recording transactions, ensuring your financial
records are precise and reliable.

Real-time financial visibility: Get instant dashboards and reports (P&L, cash
flow) to understand your business's financial health, helping you make smarter,
data-driven decisions for growth.

Simplified tax & compliance: It streamlines tax preparation by organizing all
financial data, making it easier to comply with regulations, track expenses, and
be audit-ready.

Enhanced security & accessibility: Cloud-based software allows secure,
anywhere access to financial data, with backups that protect against data loss
from theft, fire, or hardware failure, unlike traditional paper systems.

Ways in which pivot tables are used in organisations.

Sales analysis: Sales teams use pivot tables to track performance by product,
region, or salesperson. This helps them identify top-performing areas, analyze
sales trends over specific time periods (e.g., by month or quarter), and reallocate
resources effectively.

Financial reporting: Finance departments leverage pivot tables to summarize
expenses, revenues, and profitability. They can compare actual expenditures
against budgeted amounts, create multi-level financial statements like P&L
(Profit & Loss) statements, and quickly highlight variances without manual
calculations.

Inventory management: Inventory managers utilize pivot tables to track stock
levels, sales velocity, and reorder points. This data analysis helps optimize stock
levels, prevent stockouts or overstock situations, and understand product
movement patterns.

Marketing analytics: Marketing professionals analyze campaign performance,
customer demographics, and conversion rates to assess which channels are most
effective. Pivot tables help in customer segmentation and comparing
performance across different advertising channels to optimize future strategies.
Human resources (HR) analysis: HR departments can analyze employee data,
such as turnover rates, training completion records, and performance ratings.
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This reveals insights into workforce trends and areas for improvement in
recruitment or training programs.

- Creating quick, dynamic reports and dashboards: Beyond specific
departmental uses, pivot tables are a core tool for general data analysis and
reporting. They allow users to quickly generate interactive reports and
dashboards using slicers and timelines for easy filtering, saving significant time
compared to manual reporting.

QUESTION 4

December 2025 Question Four A

List FOUR ways in which you could use “Conditional formatting” spreadsheet feature in
business. (4 marks)

MASOMO MSINGI ANSWER

Monitoring key performance indicators (KPIs): Businesses can use conditional
formatting to track performance metrics, such as sales targets, project deadlines, or
budget utilization. For example, cells in a sales report can be automatically
highlighted in green if they meet the monthly target and red if they fall below it,
providing an instant visual scorecard for managers.

Inventory management alerts: In an inventory list, conditional formatting can be
applied to stock levels to provide immediate visual alerts when items are running
low. Rules can be set to highlight cells in a different color (e.g., yellow for caution,
red for critically low) when inventory falls below a reorder threshold, streamlining
the reordering process and preventing stock outs.

Identifying data entry errors and duplicates: Conditional formatting can
automatically highlight duplicate entries in a customer database, employee records,
or product lists. This helps maintain data integrity and accuracy by allowing users to
quickly spot and correct errors, saving significant time compared to manual checking.
Visualizing trends with data bars and color scales: For large datasets like regional
sales performance or monthly profit/loss reports, data bars and color scales can be
used to create heatmaps and in-cell bar graphs. This visual representation makes it
easier to spot patterns, top performers, or underperforming areas instantly, aiding in
strategic planning and resource allocation.

Tracking project status and deadlines: Project managers can use icon sets (such as
traffic lights or checkmarks) to indicate the status or priority of tasks in a project
management spreadsheet. Overdue tasks can be flagged with a red icon, in-progress
tasks with a yellow icon, and completed tasks with a green checkmark, ensuring that
team members respond promptly to items needing attention.
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QUESTION 4
December 2025 Question Five A, B and C

(@)
(b)
©)

Explain TWO benefits of thesaurus feature in word processing application.

(4 marks)
Describe FIVE ways in which you could use “Presenter View” on a presentation
software. (5 marks)

The Accounting Department of ABC Housing Ltd. intends to set up an accounting
software.

Required:
Examine FIVE stages involved in setting up an accounting software. (5 marks)

MASOMO MSINGI ANSWER

(@)

(b)

Benefits of thesaurus feature in word processing application.

Avoiding repetition: The most direct benefit is the ability to substitute overused
words with alternatives, which prevents monotony and keeps the reader engaged.
Enhancing precision and clarity: The feature helps users find the exact word to
convey a specific meaning or subtle nuance. This precision ensures that the
intended message is communicated effectively and avoids ambiguity.

Improving vocabulary: By exposing users to a wide range of alternative words,
the built-in thesaurus aids in expanding one's personal vocabulary and
understanding the different connotations of similar words.

Elevating writing style: Users can upgrade common or basic terms to more
sophisticated, formal, or descriptive language, which improves the overall tone,
eloguence, and professional quality of the document.

Overcoming writer's block: When a writer is stuck trying to find the right word,
browsing synonyms can spark new ideas and associations, helping to reignite
creativity and continue the writing process.

Streamlining the editing process: The integrated nature of the thesaurus within
the application allows users to quickly look up and insert new words without
leaving their document or manually retyping, making the editing and revision
process more efficient.

Ways in which you could use “Presenter View” on a presentation software.

- View private speaker notes: This is the primary use of Presenter View. It
displays your private notes on your screen, visible only to you, while the
audience sees only the current slide. This eliminates the need for physical note
cards and keeps you on track without distracting the audience.
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Preview upcoming slides: The interface typically shows a thumbnail of

the next slide alongside the current one. This allows you to smoothly transition
your speech and prepare for the upcoming content, maintaining a natural flow
and confident delivery.

Monitor presentation time: Presenter View includes a built-in timer and a
clock. This enables you to pace yourself effectively, ensuring you stay within
the allotted time limit and don't rush or overrun.

Engage with audience using inking/drawing tools: You can use tools within
Presenter View to digitally "ink" or draw on the projected slide in real-time
(e.g., highlighting key points with a digital pen or laser pointer). This helps
draw the audience's attention to specific information and makes the presentation
more interactive.

Navigate slides non-linearly: Presenter View often includes a slide navigator
or a grid view of all slides. This lets you jump directly to any specific slide you
need to reference, rather than clicking through them one by one, providing
flexibility if you need to backtrack or skip ahead based on audience questions or
time constraints.

(c)  The stages involved in setting up an accounting software.

Planning and software selection: This initial phase involves assessing your
business's specific needs, defining your goals (e.g., faster monthly close, better
reporting), and selecting the appropriate software that fits those requirements
and budget. A detailed project plan, including a timeline and assigned
responsibilities, is created during this stage.

Data preparation and migration: Before moving to a new system, you must
"cleanse" and prepare your existing financial data (e.g., customer lists, vendor
details, open transactions) to ensure accuracy and consistency. Once cleansed,
this historical data is carefully migrated from the old system to the new one,
often involving multiple test migrations to validate its integrity.

System configuration and design: This is where the software is tailored to
your business processes. It involves setting up the chart of accounts, defining
security roles, configuring workflows (like approvals or invoicing), and
ensuring compliance with relevant accounting standards (e.g., GAAP).
Customizations are made as needed, but standard functionality is often
prioritized to simplify future upgrades.

Testing and user training: The system is thoroughly tested in a "sandbox™ or
staging environment to ensure all configurations work as expected and that
data transfers are accurate. This typically involves user acceptance testing

Desktop/Laptop Access https://desktop.masomomsingi.com Page 73


https://desktop.masomomsingi.com/

ICT REVISION KIT

(UAT) where typical users run through real-world scenarios. Concurrently,
comprehensive training programs are rolled out to all staff, tailored to their
specific roles, to ensure they can use the new system effectively.

- Transition and ongoing support: The final stage is the "go-live" event, where
the business officially switches from the old system to the new software. This
is followed by post-implementation support, where a dedicated team is
available to address issues promptly as users adapt to the new system.
Performance is continually monitored, and ongoing maintenance and
improvements are planned to maximize the software's value over time.

QUESTION 6

December 2025 Question Six A, B and C

(@  List TWO features of a word processing program. (2 marks)

(b)  Using an example in each case, explain how you could use “Duplicate” and
“Extend” features while using a presentation software. (4 marks)

(c) A marketing team in three different time zones is preparing a quarterly report

which is expected in two days’ time.

Required:
Explain THREE ways in which cloud documents and collaboration tools could
assist in ensuring timely delivery of the quartely report. (6 marks)

MASOMO MSINGI ANSWER

@)

(b)

Features of a word processing program.

o Textentry & editing: typing, deleting, inserting, moving, copying, cutting,
and pasting text; word wrap.

« Formatting: Changing font type, size, color; bold, italics, underline; text
alignment (left, center, right, justify).

« Page layout: Setting margins, orientation, headers, footers, page numbering,
and page breaks.

« Proofing: Built-in spell check, grammar check, thesaurus, and auto-correct.

« Structure: Creating bulleted/numbered lists, tables, indexes, and tables of
contents.

« Graphics & objects: Inserting images, shapes, charts, and wrapping text
around them.

« Templates: Pre-designed layouts for resumes, letters, reports, etc.

Using an example in each case, explain how you could use “Duplicate” and
“Extend” features while using a presentation software.
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(©)

1. Duplicate: This setting mirrors your primary screen exactly onto a second
display. Whatever you see on your laptop is exactly what the audience sees on the
projector.

Example Case: A software developer giving a live coding demonstration.

o How it's used: The developer chooses Duplicate so they can look at their own
laptop screen while typing, knowing the audience sees exactly the same code,
terminal windows, and mouse movements in real-time.

2. Extend: This setting treats the external display as additional workspace,
essentially creating one large desktop across two screens. This allows you to show
different content on each monitor.

Example Case: A guest speaker using Presenter View to stay on track.

o How it's used: The speaker chooses Extend. The projector displays only the
"Slide Show" (the final visual for the audience), while the speaker's laptop
shows Presenter View, which includes their private speaker notes, a timer,
and a preview of the next slide.

Ways in which cloud documents and collaboration tools could assist in
ensuring timely delivery of the quartely report.

» Real-time simultaneous co-editing: Cloud-based platforms such as Google
Workspace or Microsoft 365 allow multiple team members to work on the
same report simultaneously. This eliminates the need to send file attachments
back and forth via email, which often causes delays and confusion over which
document is the most current version. Real-time editing ensures that every
contributor is always working on the "single source of truth".

« Continuous workflow through asynchronous collaboration: In a "follow-
the-sun™ model, team members can work on the report during their respective
business hours without requiring others to be online at the same time.
Collaboration tools like Slack or Loom allow members in one time zone to
leave detailed comments, recorded video updates, or instructions for the next
team in the sequence. This creates a continuous 24-hour production cycle,
significantly accelerating the delivery of the report.

« Centralized project tracking and automated notifications: Tools such
as Asana or Trello, provide a centralized dashboard where tasks,
responsibilities, and deadlines are clearly assigned and visible to all members.
These platforms send automated reminders for approaching deadlines and
notify the team immediately when a task is completed. This transparency
ensures that progress is tracked in real-time, preventing bottlenecks from
going unnoticed across different time zones.
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QUESTION 7

December 2025 Question Seven A and C

(a) Explain how you could eliminate the following types of errors while using a
computerised accounting software:
Q) Transposition errors. (1 mark)

(i)  Reversal errors. (1 mark)
(iti)  Error of duplication. (1 mark)
(iv)  Error of omission. (1 mark)

(v)  Error of original entry. (1 mark)
(c) Identify FIVE limitations of Goal Seek tool in spreadsheet. (5 marks)

MASOMO MSINGI ANSWER
(a) Eliminate the following types of errors while using a computerised accounting
software:
« Transposition errors: Occur when digits are reversed (e.g., entering $520 instead
of $250).

o Prevention: The most effective method is to avoid manual data
entry through automation features, where the software imports figures
directly. For manual entries, the software helps detect this error because the
resulting discrepancy in the trial balance is often divisible by nine.

« Reversal errors: Happen when an entry is debited instead of credited, or vice
versa.

o Prevention: The double-entry system provides a strong check, as the error
may cause the trial balance to be incorrect if only one side is
reversed. Regular bank reconciliations and double-checking entry
categories will highlight these issues.

« Error of duplication: Occurs when the same transaction is recorded more than
once.

o Prevention: Modern software often has built-in features that flag potential
duplicate entries. Comparing records to bank statements during monthly
reconciliations is a key manual check to spot and eliminate these errors.

« Error of omission: Involves failing to record a transaction entirely.

o Prevention: Utilizing software that automatically imports transactions from
bank accounts ensures all activity is captured. Implementing a robust
routine for entering transactions immediately and performing regular
reconciliations prevents items from being overlooked.

« Error of original entry: Occurs when the wrong amount is entered initially, but
the correct double-entry is applied (e.g., entering $20 instead of $200).
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o

Prevention: This error may not unbalance the trial balance. The primary

control is double-checking entries against original source
documents (invoices, receipts). Automated systems can also suggest correct
amounts or flag entries that deviate significantly from typical values.

(c)  Limitations of Goal Seek tool in spreadsheet.

Single output value: It solves for a single specific target value and cannot be

used to find the maximum or minimum possible values (optimization

problems).

No constraints: Goal Seek cannot incorporate constraints or conditions (e.g.,

an input value must be a whole number or cannot exceed a certain limit). The

Solver tool is required for problems with constraints.

Approximation, not exactness: Goal Seek uses an iterative numerical

algorithm that stops when it gets "close enough™ to the target value (by

default, within 0.001 of the goal). It might not always find the mathematically

exact solution unless the precision settings are adjusted.

Potential for incorrect solutions: The tool may fail to find a solution or

provide a misleading result in cases of complex, non-linear, or discontinuous

functions (e.g., functions with local maximums/minimums or multiple possible

answers). The result can depend heavily on the initial starting value provided

by the user.

Input data requirements:

o The "Set cell" must contain a formula that is dependent on the "By
changing cell".

o The "By changing cell" must contain a number (constant), not a formula or
function.

No guarantee of a solution: There is no guarantee a solution exists or that

Goal Seek will find it. If the target is impossible to reach given the model's

logic, it will return a message stating it may not have found a solution.

Results overwrite data: When you accept the solution, Goal Seek overwrites

the value in the changing cell. It is recommended to work on a copy of your

data or use the Undo function if needed.

QUESTION 8

August 2025 Question Two B

Summarise FOUR circumstances that may lead to the use of cropping tool in a word
processing document. (4 marks)

MASOMO MSINGI ANSWER
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Remove unwanted parts of an image: To get rid of distracting elements like an
untidy background, extraneous objects, or people not central to the photo.
Focus on a specific subject: To zoom in on the most important part of an image,
drawing the viewer's attention to it and emphasizing its importance.
Improve the overall composition: To adjust the image's balance and flow by
strategically trimming edges to create a more visually appealing final result.
Change the image's aspect ratio: To make the image fit a different shape or
orientation, such as making a horizontal photo fit into a vertical space or vice versa.
Reduce file size: Large, high-resolution images can make documents difficult to
email. Cropping removes pixels, which can lower the file size and make the
document more manageable.

QUESTION 9
August 2025 Question Six C
With reference to spreadsheet program features, explain the following:

(1)
(i1)
(iii)
(V)
(v)

Automation and macros. (2 marks)
Data validation. (2 marks)

Data organisation. (2 marks)
Formulas and functions. (2 marks)
Data visualisation. (2 marks)

MASOMO MSINGI ANSWER

(i)

(i)

(iii)

Automation and macros Automation in spreadsheets refers to the ability to
perform repetitive tasks automatically, reducing manual effort and potential errors.
Macros are a key component of this, being a sequence of recorded actions or
programmed instructions that can be executed with a single command. Users can
record a series of steps (e.g., formatting, data entry, calculations) and then replay
them whenever needed, or write code (often in VBA for Excel) to create more
complex automated processes.

Data validation: Data validation is a feature used to ensure the accuracy and
consistency of data entered into a spreadsheet. It involves setting rules or criteria for
data input in specific cells or ranges. For example, data validation can restrict
entries to a certain data type (e.g., numbers only), a specific range of values, a list of
predefined options, or a particular date format. This prevents incorrect or invalid
data from being entered, improving data quality.

Data organization: Data organisation refers to the systematic arrangement and
structuring of data within a spreadsheet to enhance readability, analysis, and
management. This includes using rows and columns to categorize information,
sorting data alphabetically or numerically, filtering data to display specific subsets,
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