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Questions 1 to 6 are about this letter.

1 The cheapest item in the special offers is the
A Cascader 12 water pump 
B Aqua 20 water pump
C 15 x 12 pond liner
D 12 x 9 pond liner 
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2 To move the line of text at R to the bottom of the document, the user should
A drag and drop 
B copy and paste
C find and replace
D delete and insert

3 The way to position the prices as shown in the list at S is to use 
A centre alignment
B right alignment
C a right tab 
D a left tab

4 The font style of the line of text at R is
A bold italic
B bold underlined 
C italic underlined
D bold italic underlined

5 To change every instance of the word 'Moran' to 'Morgan' automatically, using
software, the user should
A drag and drop 
B copy and paste
C find and replace
D delete and insert

6 The image at P can be placed at position Q as well by using
A find and replace
B copy and paste
C cut and paste
D crop
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Questions 7 to 11 are about this spreadsheet. Formulas are used to calculate
values in columns F and H.

7 The data in cell range D3:D10 is presented with inconsistent
A fonts 
B font styles
C currency format
D horizontal alignment

8 Packs Ordered is used to calculate Order Value.  If the value in cell G4
changes, the values that will change automatically are in cells
A E4, H4
B F4, H13
C H4, H13
D F11, H4, H13
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9 Order Value is Discounted Price multiplied by Packs Ordered.  The formula in
cell H10 is
A =F3*G3 
B =F3*G10
C =F10*G10
D =SUM(H3*H10)

10 A suitable formula in cell H13 to calculate the Total Order Value is
A =SUM(H2:H13) 
B =SUM(H3:H13)
C =SUM(H3:H10)
D =SUM(H3+H4+H5+H6+H7+H8+H9)

11 The chart below shows the values for 

A Pack Price
B Card Price
C Discounted Price
D Total Order Value
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Questions 12 to 15 are about this web page. 

12 The text at P is
A the title of a book on tennis
B a different web page
C another website
D a web address

13 The link at R helps the user to
A close this session on the internet
B access new websites
C use a search engine
D send an email
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14 Clicking on the person serving in the image at Q displays another web page.
This area in the image is a
A hotspot
B website
C wildcard
D search engine

15 The internet can be used to find the websites of other tennis coaching
associations by using
A find and replace 
B a search engine
C a CD ROM
D a DVD
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Questions 16 to 21 are about this database.

16 The title of the course code C5617 is
A Tax Returns
B Budget Setting
C Using Spreadsheets
D Stress Management

17 The search criterion to find those courses priced under £200 is
A Price =200
B Price >200
C Price <200
D Price ="under 200"

18 To list the courses with the most expensive course shown first, the user
should sort 
A descending on Course 
B ascending on Course
C descending on Price 
D ascending on Price

19 The Price field is formatted as 
A currency to zero decimal places
B currency to two decimal places
C number to zero decimal places
D number to two decimal places
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20 To remove the details of the course in Derby from the database, the user
should
A add a field 
B add a record
C delete a field 
D delete the record

21 The data type of the Course Code field is 
A currency
B number
C date
D text
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Questions 22 to 26 are about this letter.

22 To reduce the space between the text and the edge of the page at R, the user
should 
A increase the left margin 
B decrease the left margin
C increase the right margin  
D decrease the right margin
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23 The word 'Hous' at P should be 'House'.  This error can be found automatically
with software by using
A print preview 
B proof reading 
C a spell checker
D find and replace

24 To print this letter so that it is tall and narrow, the page layout should be set 
A with narrow margins
B with a footer 
C to landscape
D to portrait

25 If the third line of text is deleted from the numbered list at Q, software will
automatically
A change the alignment of the list 
B change it to a bulleted list 
C delete the whole list
D renumber the list

26 To alter the image at X below to that shown at Y the user should

A cut 
B crop
C size
D position
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Questions 27 to 32 are about this spreadsheet. Formulas are used to calculate
values in columns F and G and rows 9 and 10.

27 The code of the holiday with the most expensive cost per person is
A M345
B J925
C J332
D J186

28 The Number of Nights data in cell D5 should be 8.  To correct this error the
user should
A insert a new cell D5 
B amend the data in cell D5
C enter a formula in cell D5
D format the data in cell D5

29 Cost per Person is Holiday Price divided by Number in Party.  The formula in
cell G3 is
A =C3/F3
B =F3/C3
C =F3/D3
D =G3/F3
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30 The data in cell range D3:D8 is displayed with inconsistent
A horizontal alignment
B number formatting
C font sizes
D font style

31 The formula that finds the lowest Holiday Price in cell F10 is 
A =MIN(F3:F8)
B =MAX(F3:F8)
C =MIN(F3:F10)
D =MAX(F3:F10)

32 To check that all the data has been entered correctly into the spreadsheet,
the user should
A proof read
B use print preview
C use a spell checker
D save the file frequently
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Questions 33 to 36 are about this document.

33 The list at R is presented with inconsistent 
A bullets 
B alignment
C font style 
D line spacing

34 To remove the underline from the text at P the user should change the
A font 
B font size
C alignment
D font style
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35 The amount (€210-€250) at Q should be (€250-€310).  This is an error of
A layout 
B format 
C spelling
D content

36 The line of text at S was entered on page 1 and appears automatically on every
page because it is
A in a paragraph
B in a footer
C in a table
D tabbed
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Questions 37 to 40 are general questions.

37 Making frequent backup files makes sure that, in the event of a virus infection,
A files are always accurate
B physical stress is reduced
C receiving a virus is less likely
D loss of data can be kept to a minimum

38 A potential human physical problem for those who use ICT equipment for long
periods without taking breaks is
A eye strain 
B disk failure 
C taking breaks
D a computer virus

39 The © symbol on a document means that the document is
A copied
B correct
C checked
D copyright

40 The wildcard search criterion that would find the files named Perkins, Pershaw,
Persimmons and Pelmans is
A Pe* 
B P*m*
C P*ks
D Pe*n*
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