1.
(a)
Function 1:
Spell checking / Any valid answer









2


Function 2:
Hyphenation / Any valid answer









2
(b)
Reason for Function 1:
It is not possible to type a Chinese character which is not



2


found in the dictionary.


Reason for Function 2:
Hyphens are not used in Chinese writing.
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2
(a)
Headers and footers are used when you want a certain feature to appear at the top or bottom



 part of all pages in a document.  Suppose you want to have the title of the document 






appearing on the top of all pages of the document, you can type the title in the header and 



then the same title will appear on all pages.  Similarly, page numbers and footnotes can 



be added in the footer and the corresponding page number will appear at the bottom part of 



all pages. / (Any valid answer)















(b)
(i)
Use Thesaurus or Synonym to find words that have the same meaning as beautiful and 




use them for the other places.
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(ii) Use Find and replace to correct all the wrongly spelt words.
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3. Errors occur in formulas in both cells E2 and E9 where absolute addresses should be used 


2

instead of relative addresses.
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The formula in E2 should be “B2-C2-D2-B$8” and the formula in E9 should be “B9*SUM(E$2:E$5)”.
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4.
(a)
No.


















1


Reason:
The number of all the Chinese characters is much more than 101(101.



2

(b)
Advantage:
No need to memorize the coding method, no training required.




2


Disadvantage:
Selection must be done for different characters with same pronunciation.

2





/(Any valid answers)

5.
Advantage 1:
The original character set can be extended.
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Advantage 2:
A character in the original character set, but written in different font or style can







be constructed.
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Disadvantage 1:
The Tsang-jei codes of a new character is constructed by an user.  Those does





not known by others.











2
Disadvantage 2:
When a document containing some new characters is loaded into another





computer, the new characters cannot be read by that computer. / Not portable

2

6.
C1:
#Value!
















2

C2:
7


















2

7.
A6:
7


















2

B6:
6
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8.
(a)
I am aaa student.
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(b) No.


















1
Suggestion:
Replace every “aaaaa” with “a”









2

9. (a)
The Tsang-jei codes for 龜，are 弓難山，the character body is not popular.  


It is not worthy to construct a special code for it.  Thus, 難is used in such situation.


4


【2 marks for the key words are ‘not popular’ or ‘not worthy to construct’.】



【2 mark for correct example】

(b) Included omission














4


【2 marks for ‘Included’ ; 2 marks for ‘omission’】


10.
(a)
(i)
automatic page-break













1



Reason:
An user’s inserted page-break is erasable.
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(ii) Use page setup to increase the page length of the document






2
/ decrease the bottom margin / reduce the font size

(Any ONE)

(b)
(i)
1st way:
Use the Backspace key










1



2nd way:
Use the Delete key











1



3rd way:
Select the block and then use the Delete key







1
(ii) The best way is to select the block and then use the Delete key, for it is the most 


efficient way.














2
(c) Use Search & Replace to change every ‘is’ to ‘IS’.
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(d) Boldface / Italics / Reverse / Underline / Any valid answer
 (Any THREE)




3
(e) Treat the list of his friends’ names and addresses and his document as a Data file


and Main document respectively.  On the Main document, locate a position where 



the name and address should be.  Use Mail merge to retrieve data from Data file to 



paste different name and corresponding address in each document which embedded



in Main document.

Reason:
1.
The chance to commit error is minimized, as Mr. Chan needs only to 




maintain the correctness of the Data file.








1
2. The Data file can be reused many times.








1
3. It saves a lot of his time.











1

11.
(a)
Possible grades:
A, B, C and F












2


Grade A:
mark >= 75














1


Grade B:
mark < 75 and mark >= 60
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Grade C:
mark < 60 and mark >= 40











2


Grade F:
mark < 40
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(b) VLOOKUP(B2, $F$30..$G$33, 2)









4
(c) (i)
advantage :
simpler formulae / easier to edit

(Any ONE)






2
(ii) Any valid example














2
(d) (i)
3















1
(ii) FIND(“a”, B7, 1)












1
(iii) X7
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2





2





2
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6





8





8





7





8





4





4





5





8





22





20
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