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Answer Guide for ECDL ICDL Core Sample Papers

In the world of computer literacy, the European Computer Driving Licence (ECDL) – also known as the

International Computer Driving Licence (ICDL) – remains one of the most respected and widely recognised

certifications. Whether you’re a student, a working professional, or someone looking to boost their resume, the

ICDL Core modules form the foundation of digital competence. Preparing for the Core exam can be daunting,

especially when you’re juggling work or studies. That’s why a comprehensive answer guide for ECDL ICDL Core

sample papers can make all the difference.

Why an Answer Guide Matters

Sample papers are a staple of exam preparation. They give you a feel for the question format, test your time

management, and expose you to the types of scenarios you’ll encounter on the day. However, simply answering

questions is not enough. A well �structured answer guide helps you:

•  Understand the expected depth and breadth of answers.

•  Identify common pitfalls and how to avoid them.

•  Learn how to structure responses for maximum clarity.

•  Benchmark your knowledge against the official ICDL Core syllabus.

With a reliable answer guide, you can move from guessing to confident, well �reasoned responses.

The ICDL Core Modules: An Overview

The ICDL Core certification is split into two main modules: Core 1 – Working with Documents and Core 2 – 

Working with Spreadsheets. Each module tests practical skills and conceptual understanding.

Core 1 – Working with Documents

This module covers:

•  Creating and formatting documents.

•  Managing pages, headers, footers, and tables.

•  Using templates, styles, and themes.

•  Inserting and manipulating images, charts, and objects.

•  Applying basic security measures.

Core 2 – Working with Spreadsheets

Core 2 focuses on:

•  Entering and formatting data.

•  Using formulas and functions.

•  Creating and managing charts.

•  Applying conditional formatting.

•  Protecting and sharing spreadsheets.



Both modules demand a blend of technical proficiency and problem �solving ability. The answer guide will walk you

through each type of question you might encounter.

Structure of the Answer Guide

Our answer guide is organized to mirror the exam structure. Each section provides:

1.  Sample Question – A realistic prompt you might see.

2.  Key Points to Cover – The essential elements of a correct answer.

3.  Step �by �Step Solution – A detailed walk �through.

4.  Common Mistakes – Pitfalls to avoid.

5.  Tips for Speed and Accuracy – How to finish within the time limit.

Sample Paper 1: Working with Documents

Question 1 – Create a Professional Letter

Prompt:Draft a formal business letter to a client requesting a meeting. The letter should include a header, a

subject line, a body with three key points, a closing, and a signature block. The document must be formatted to a

standard A4 page with 1.5 line spacing.

•  Header with sender’s address and date.

•  Recipient’s name and title.

•  Subject line in bold.

•  Three concise points in the body.

•  Polite closing (e.g., “Yours faithfully”).

•  Signature block with name, position, and contact details.

•  1.5 line spacing and justified alignment.

1.  Open a new Word document.

2.  Insert the header: type the sender’s address, align left, and insert the date below.

3.  Leave a blank line, then type the recipient’s name and title, aligned left.

4.  Insert a line break and type the subject line in bold.

5.  Press Enter twice to start the body. Write three short paragraphs, each addressing a key point.

6.  After the body, press Enter twice and type the closing phrase.

7.  Insert a signature block: name, title, phone number, and email.

8.  Highlight the entire document, go to the Home tab, click Line Spacing and select 1.5.

9.  Check alignment: body and closing should be justified; header and signature left �aligned.

10.  Save the document as “Business Letter.docx”.

•  Forgetting to insert the header or date.

•  Using casual language instead of formal tone.

•  Neglecting line spacing or alignment.

•  Overcomplicating the body with too many details.

•  Use the Styles pane to apply “Heading 1” for the subject line and “Normal” for body text.

•  Keyboard shortcuts: Ctrl+Shift+L for bullet lists, Ctrl+E for center alignment.

•  Preview the document in Print Layout view to spot spacing issues early.

Question 2 – Insert a Table and a Chart

Prompt:Create a table with five columns and six rows listing quarterly sales data. Then insert a bar chart

representing the same data, ensuring that the chart title is “Quarterly Sales Overview”.



•  Table with appropriate headers.

•  Accurate data entry.

•  Chart title and axis labels.

•  Consistent formatting.

1.  Place the cursor where you want the table.

2.  Go to Insert !’ Table, choose 5 columns × 6 rows.

3.  Enter headers: “Quarter”, “Product A”, “Product B”, “Product C”, “Total”.

4.  Fill in the data for Q1–Q4, leaving the last row for totals.

5.  Use the Table Design tab to apply a simple style.

6.  Select the data range, then go to Insert !’ Chart !’ Bar Chart.

7.  In the Chart Tools, add a chart title “Quarterly Sales Overview”.

8.  Adjust axis labels if needed.

9.  Move the chart to a separate page for clarity.

•  Inconsistent column widths.

•  Missing or incorrect chart titles.

•  Not using the Table Design for readability.

•  Use Ctrl+T to quickly insert a table.

•  Copy and paste the table design to maintain consistency across documents.

•  Use the Chart Wizard to auto �format data quickly.

Sample Paper 2: Working with Spreadsheets

Question 1 – Calculate Monthly Expenses

Prompt:A household has the following monthly expenses: Rent €800, Utilities €150, Groceries €300,

Transportation €100, Miscellaneous €50. Use Excel to calculate the total monthly expense and create a formula

that can be reused for different months.

•  Clear labeling of expense categories.

•  Use of the SUM function.

•  Formula referencing for easy updates.

•  Formatting cells as currency.

1.  Open a new Excel workbook.

2.  In column A, list the categories: Rent, Utilities, Groceries, Transportation, Miscellaneous.

3.  In column B, enter the corresponding amounts.

4.  In cell B6, type =SUM(B2:B5) to calculate the total.

5.  Format cells B2:B6 as Currency (right �click !’ Format Cells !’ Currency).

6.  Rename the sheet “Monthly Expenses”.

7.  Save the file as “Expenses.xlsx”.

•  Hard �coding values instead of using a formula.

•  Not formatting cells as currency, leading to confusion.

•  Using absolute references where relative references are needed.

•  Use Ctrl+Shift+L to add filters for quick data analysis.

•  Apply AutoSum ("�) button for instant totals.

•  Use Ctrl+T to convert the range into a table for structured references.

Question 2 – Create a Conditional Formatting Rule



Prompt:Highlight all expenses that exceed €200 in red. Apply this rule to the expense list from the previous

question.

•  Identify the correct range.

•  Set a conditional formatting rule with a threshold.

•  Use a clear visual indicator (red fill).

1.  Select cells B2:B5.

2.  Go to Home !’ Conditional Formatting !’ New Rule.

3.  Select “Format only cells that contain”.

4.  Set “Cell Value” > “greater than” > 200.

5.  Click Format, choose a red fill, and click OK.

6.  Confirm the rule and click OK again.

7.  Verify that all cells >€200 are highlighted.

•  Applying the rule to the wrong range.

•  Using a threshold that is too low or too high.

•  Neglecting to test the rule after creation.

•  Use Ctrl+Shift+L to quickly toggle filters and check the rule.

•  Copy the rule to other sheets via Conditional Formatting !’ Manage Rules !’ New Rule !’ Use a formula to 

determine which cells to format.

•  Use Format Painter to apply consistent formatting.

How to Use the Answer Guide Effectively

Having a guide is one thing; applying it strategically is another. Here’s a quick plan to integrate the answer guide

into your study routine:

1.  Simulate Exam Conditions – Time yourself while working through sample questions.

2.  Check Against the Guide – Compare your answers with the step �by �step solutions.

3.  Identify Weaknesses – Note any recurring mistakes and focus on those areas.

4.  Review Key Concepts – Revisit the ICDL Core syllabus to reinforce foundational knowledge.

5.  Repeat and Refine – Practice until you can produce accurate answers without consulting the guide.

Additional Resources
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•  applied mechanics for engineering technology keith m walker
   URL: http://www.atemplatefree.com/applied-mechanics-for-engineering-technology-keith-m-walker.pdf

•  applied mechanics for engineering technology answers
   URL: http://www.atemplatefree.com/applied-mechanics-for-engineering-technology-answers.pdf

•  applied mechanics for engineering technology 8th edition solution manual
   URL: http://www.atemplatefree.com/applied-mechanics-for-engineering-technology-8th-edition-solution-manual.pdf

•  applied mechanics for engineering technology 8th edition
   URL: http://www.atemplatefree.com/applied-mechanics-for-engineering-technology-8th-edition.pdf
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