Question 1
In a workplace, a knowledge worker is a person who works with and develops knowledge.  Apart from making labor productive, knowledge workers use these raw materials to analyze particular situations and evaluate the cause of action.  
Question 2
Data and information differ in their definition and meaning. While data is raw, unprocessed facts, information means organized structured data presented in a given way or format. 
Question 3
Decision making and problem-solving are interrelated. By definition, problem-solving is a method where an individual or a group makes a positive contribution toward solving a problem while the decision making is the actions taken during the problem-solving process. An organized approach to problem-solving and decision making is critical in addressing any business or work-related problem. While the complexity of the problem defines the problem requiring solutions, it also defines the choices requiring solutions.  
Question 4
Excel is inarguably one of the most important computer programs in business. By organizing client sale list, office social gathering, financial results, forecast and budgeting, excel helps managers to make particular decisions that support business processes.   
Question 5
One “what if-analysis” example that I use in my workplace is when comparing the price of two products. Then I ask the question, "what if product A is hit by 40% competition from other products in the market. What then will be my profit?
Question 6
[bookmark: _GoBack]Although data and information are critical to every business process, too much data may often obscure decision making. Sometimes there is too much decision to make leading to decision failure. One instance I got confused on what decision to make is when I found data on individual engagement level.  The reports indicated that individual was most likely to use their vocation all at once, less likely to use all their vocation and never had dress code violation. As a manager, I wasn't sure what to do with the information. Do I enlarge my company’s fitness space? Do I Ease the dress code?  Should I change paid-time-off policy to encourage less frequent, longer vacations? 
Question 7
Although it may sound as huge amount of data and information, statistics on age, social, economic status, gender, education level, professions, common problems and client's location has helped me built a robust marketing strategy for my products.
Question 8
The three main phases of problem facing model involves.'
i. Problem recognition
ii. Problem statement
iii. Solution
The different analysis step includes; 
1. Data gathering
2. Pre-processing
3. Cleansing 
4. Filtering 
Question 9
An example of quantitating decision-making process is when calculating the number of customers experienced problems with a particular product
. An example of using qualitative decision-making process is used when analyzing customer satisfaction surveys on a certain product.
Question 10
1. The purpose of the spreadsheet
2. Title of the spreadsheet
3. Sources of information
Question 11
How to open a file in an Excel
i. Click the file tab on the Ribbon
ii. Click open in the navigation bar
iii. Select a location from the display list of places, such as Computer and if necessary click the browser button
iv. In the open dialog box, navigate to the drive and folder location for the file, then select name file
v. Click the open button
When creating a new file in the excel you just,
Click on the new button
Question 12
How to save a file in Excel
i. Click the file tab on the Ribbon
ii. Click save on the navigation bar or save as to save a different version of the excel file saved by excel
iii. When saving the file for the first time, the save as button is the best selection as it allows you to name the file. Subsequently, you  click save the file to save the changes made
iv. Enter a file name and choose a location where to save your file in the computer
Question 13
Some of the files type that Excel support includes;
Excel workbook- .xlsx
Excel template – xltx
Excel macro-enabled workbook- xlsm
PDF- pdf
XPS Document- .xps
Excel macro-enabled  workbook – xltm
Open Document Spreadsheet- .ods
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