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Do not open this test paper until you are told to do so by the supervisor. 
In the boxes on the Return Sheet, write your centre number, registration number, 
surname and initials.  The paper reference is shown above.   
Task C must be completed.  If necessary, it may be carried out after the end of the test. 
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Task A (total 26 marks)  
Task B (total 23 marks)  
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test. 

   

 
Advice to Candidates 

   

  
 

 

 Turn Over  
 

Try to complete All the tasks 
Instructions to Centres 
This paper must not be photocopied 

     

 
 
 
W850/H603/57570 
Printer’s Log No. 

M32747A 

 

 

First published in 2007. © Qualifications and Curriculum Authority 2007. 
Reproduction, storage, adaptation or translation, in any form or by any 
means, of this publication is prohibited without prior written permission of 
the publisher, unless within the terms of licences issued by the Copyright 
Licensing Agency.  Printed in Great Britain. 
The Qualifications and Curriculum Authority is an exempt charity under 
Schedule 2 of the Charities Act 1993. 
Qualifications and Curriculum Authority, 83 Piccadilly, London W1J 8QA. 
www.qca.org.uk 
Ref:ICT-L3-Q4-P5-v7.1-URN:683



2 Key skills ⏐ICT ⏐ Level 3 ⏐ June ⏐ URN:683

Task A

A spreadsheet of classes is required.

1 A spreadsheet is required.

a Open a spreadsheet application and create a new spreadsheet. Import
the data file KClasses into the spreadsheet starting at cell A1. (If the
software you are using does not allow import, then open the data file.)
The data is comma delimited and text is enclosed in quotes (").

b Format the cell B3 and cell range E7:G27 as currency to zero decimal
places.

c Save the spreadsheet (in normal spreadsheet format i.e. NOT as a .txt
file), using the characters S1- followed by your initials as the filename,
for example S1-FJB.

3 marks

You may complete Task A or Task B in any order
Task C must be completed at the end of the test

Try to complete ALL the tasks
ENTER YOUR NAME ON EVERY PAGE, PREFERABLY AS A FOOTER

Pages without a name will not be marked

KlasCook Ltd is a specialist cookery school.  You will use spreadsheet and word
processing software to:

� import a data file into a spreadsheet and perform calculations on the data

� use data files to create a mail merged letter
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2 Calculations need to be carried out.

a Materials Cost is Materials Charge multiplied by Number in Class.  Enter
a formula in cell F7 to give the Materials Cost for the first Class Code.

b Income is Number in Class multiplied by Days multiplied by the Charge
per Day value in cell B3.  Enter a formula in cell G7 for the first Class
Code.

c In cell H7 enter a formula to display 'CANCEL' if the Number in Class is
less than the Minimum Class Size value in cell B4 AND Days is greater
than or equal to 2, otherwise to display 'RUN'. 

d Replicate the formulas in cells F7, G7 and H7 to display the results for all
other class codes.

e Place your name, today's date and the title Printout-1 in a footer and
print the spreadsheet in landscape form.  Make sure all information is
fully displayed.

f Save the spreadsheet using the characters S2- followed by your initials
as the filename, for example S2-FJB.

15 marks

3 A formula printout is required.

a Amend the title in the footer to Printout-2 and print only cell range
F6:H27 showing all formulas, sheet row numbers, sheet column letters and
gridlines.  Make sure all information is fully displayed.

b Save the spreadsheet using the characters S3- followed by your initials
as the filename, for example S3-FJB.

c Close this spreadsheet.

5 marks

4 Selected information is required. 

a Open spreadsheet S2-.  

b Use a filter or other automatic procedure to display only the class codes
that start with the letters 'CC'.

c Amend the title in the footer to Printout-3 and print the spreadsheet
in landscape form showing sheet row numbers, sheet column letters and
gridlines.  Make sure all information is fully displayed. 

d Save the spreadsheet using the characters S4- followed by your initials
as the filename, for example S4-FJB.

3 marks
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Task B

A newsletter for KlasCook students is required.

5 A newsletter is required.

a Use a word processing application to insert or open the data file KInfo. 

b Set the page to A4, in landscape form with top, bottom, left and right
margins set to 2 cm. 

c Select all of the text and format it as 12 point Times Roman or similar
font and set as fully justified.

d Display the newsletter in three equal width columns with column spaces of
1.5 cm and with column separator lines between the columns as shown
above.

e Use a word search technique to find all occurrences of the text KC and
replace it with KlasCook.

f Save the newsletter (in normal word processing format ie NOT as a .txt
file) using the characters W1- followed by your initials as the filename,
for example W1-FJB.

8 marks
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6 The newsletter requires additional formatting.

a Insert the image file KCook into the newsletter and position it in the first
column as shown.

b Resize the image to 4 cm high ensuring that it maintains its height to
width ratio.

c The six lines of text between 'Festive Classes for December' and 'New
Programme for a New Year' need to be positioned as shown above.  Set
the following tabs for these lines:

� left tab at 0.5 cm
� centre tab at 3.5 cm
� decimal tab at 6.5 cm.

d Ensure that the newsletter fits on a single A4 page in landscape form.
Place your name, today's date and the title Printout-4 in a footer and
print the newsletter.

e Save the newsletter using the characters W2- followed by your initials as
the filename, for example W2-FJB.

5 marks
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7 The newsletter is required as a mail merge document, to be sent to the first
three students only.

a The data file KMail is to be used as the data source for the mail merge.
This is a comma delimited file with a header row, which some software can
use directly as a data source. (Where it cannot be used directly, use word
processing software to import or open the file and save it as a mail merge
source.) 

b Turn the newsletter into a merge document and select the data file KMail
as the source for the merge.

c In the newsletter replace the words FIRSTNAME, LASTNAME,
ADDRESS1, ADDRESS2, POSTCODE and DATEOFENQUIRY wherever
they appear, with the appropriate merge fields.

d Ensure that the newsletter fits on a single A4 page in landscape form.

e Amend the title in the footer to Printout-5.

f Save this document using the characters W3- followed by your initials as
the filename, for example W3-FJB.

g Print a copy of the unmerged newsletter in landscape form, showing the
merge fields. (If your software will not do this, produce a screen print of
the unmerged letter with your name, today's date and the title Printout-5
in a footer.)  

6 marks

8 Printed copies of the merged document are required.

a Amend the title in the footer to Printout-6.

b Merge the newsletter with the source file KMail. 

c Save the merged document using the characters W4- followed by your
initials as the filename, for example W4-FJB.  

d Print the first three newsletters (pages) of the merged document only.  

4 marks
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Task C

The following task must be completed. If you have not completed this task within
the time allowed, it must be completed at the end of the test.

9 A printed list of the filenames you produced during the test is required.

a Produce a list of all the files created during the test.  This must be in the
form of a screen dump (print screen) showing the filenames with your
name, today's date and the title Printout-7 as a footer.

1 mark

Important note

Collect together all your printouts. They should include:

Printout-1 Spreadsheet with formatting and results
Printout-2 Formula printout showing cell range F6:H27
Printout-3 Spreadsheet showing the results of the filter
Printout-4 The formatted newsletter
Printout-5 The unmerged newsletter showing the merge fields
Printout-6 The first three merged newsletters
Printout-7 A screen dump of the filenames created

Check that your name is printed on every page. If it is not, write it there. Now
attach all the pages in order to the cover sheet and hand them to the supervisor.

End of test
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