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Questions 1 to 6 are about this document.

1 The paragraphs at R and S are formatted with inconsistent
A fonts
B alignment  
C font sizes
D indentation

2 The word 'create' at S should be 'created'.  This error could be found automatically with
software by
A using a grammar checker 
B using a spell checker
C using print preview
D changing the font 
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3 The image at Q has been inserted
A with text wrap
B using right tabs 
C using centre tabs
D with right alignment

4 The paragraphs at R and S are formatted with
A left whole paragraph indents 
B first line indents 
C hanging indents
D right alignment

5 The way to position the text as shown between the lines at P and T is to use
A centre tabs 
B two columns
C two left tabs
D right alignment

6 The way to position the information about times as shown in the lines of text at V is to
use 
A 3 left tabs
B 3 right tabs 
C right alignment
D centre alignment

Please go on to the next page
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Questions 7 to 12 are about this spreadsheet. Formulas are used to calculate values in
columns G and H and rows 11, 12 and 13.

7 If the formula in cell G11 was changed to =MAX(G5:G8) the value in cell G11 would
change to
A £26,539,865
B £23,962,500
C £21,139,184
D £21,648,268

8 % Export is Sold for Export divided by Monthly Total multiplied by 100.  The formula
in cell D13 is 
A =D11/D12*100
B =D12/D11*100
C =D11/(D12*100)
D =SUM(D11:D12)*100

9 A formula to calculate the average % Export from April to July would be
A =SUM(B4:E13)/4
B =SUM(H4:H10)/7
C =AVERAGE(B13:E13)
D =AVERAGE(B12:E12) 
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10 Income is the total of Sales in April, May, June and July multiplied by Item Price.
The formula in cell G9 is
A =(B9:E9)*F9
B =SUM(B9:E9)*F9
C =SUM(B9:E9*F9)
D =SUM(B9+E9)*F9

11 Average Monthly Sales is the average of the sales for the four months for each 
product.  A suitable formula in cell H6 would be
A =AVERAGE(B6:E6)
B =AVERAGE(B6:F6)
C =AVERAGE(B6:G6) 
D =AVERAGE(B6:H6)

12 The cell ranges required to produce the chart below are

A A4:A10, B4:B10 and C4:C10
B A4:A10, C4:C10 and D4:D10
C A4:A10, C4:C10 and E4:E10
D A4:A10, D4:D10 and E4:E10
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Questions 13 to 18 are about this database.

13 The only way to check that the data has been entered accurately into the database is to
A use a grammar checker
B use a spell checker
C use print preview
D proof read

14 The search criterion to find the records for those contracts that finished on or before
30 November 2002 is
A FinishDate <30/11/2002 
B FinishDate =30/11/2002 
C FinishDate >=30/11/2002
D FinishDate <=30/11/2002

15 ContractID is the only field suitable as a primary key because the data in that field
A includes letter and numbers
B is present for each record 
C is unique
D is text

16 To list the contracts in order of price with the highest value first, and showing the 
customers in A to Z order for each price, the user should sort
A descending on Customer and then ascending on Price 
B descending on Price and then ascending on Customer 
C ascending on Price and then descending on Customer 
D ascending on Customer and then ascending on Price 
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17 The search criteria to find the contracts that are priced at £150 and those at £400 are
A Price =150 AND Price =400
B Price =150 OR Price =400
C Price ="150 AND 400"
D Price ="150 OR 400"

18 The wildcard search *4? on the ContractID field would find the record for customer 
A Binks 
B Recall Agency
C Shire Cheese
D Noah's Grooming

Please go on to the next page
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Questions 19 to 23 are about this web page.

19 The production 'Queen of the Opera' takes place in
A June 
B August
C October
D December

20 By clicking on the arrow at P the user can
A add to favourites 
B move across the web page 
C access a website not yet visited
D move to web pages already accessed

21 To access this page easily during a future session on the internet the user should
A bookmark it 
B print the web page 
C save a copy of the page
D write down the address of the website
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22 By clicking on the link at Q the user can
A move to web pages previously accessed
B add this web page to favourites
C view additional information
D send an email

23 The symbol in the text at R means that this web page
A is confidential
B may be reproduced freely
C may only be accessed by Albion Players   
D may be reproduced only if permission is given by Albion Players

Please go on to the next page
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Questions 24 to 28 are about this document.

24 The font style of the text at P is
A italic underlined 
B underlined 
C italic
D bold 

25 The title and the column headings in the table at Q are made to stand out by
A putting a border round the text  
B using a different font style
C using a different alignment 
D using shading in the cells 
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26 The information in the table at Q is vertically aligned 
A top
B left
C right 
D centre

27 To adjust the table so that the column heading 'Serious Injury Risk' appears on one line
only the user should
A insert a new row 
B increase the height of the row
C increase the width of the column
D remove the shading from the row

28 To format the last line of information in the table at Q so that it is presented in the
same way as the rows above, the user should
A split the cell into 4 rows 
B split the cell into 4 columns
C adjust the height of the cell
D merge the cell with the cells above 

Please go on to the next page
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Questions 29 to 34 are about this chart.

29 The item on the chart that is unnecessary is the 
A legend 
B chart title
C x-axis labels
D y-axis labels

30 The bank cash balance
A was highest in May
B reached £600 in February 
C varied between £200 and £400
D was higher in January than in February

31 The item missing from the chart is the
A gridlines
B x-axis title 
C y-axis title
D x-axis labels

32 If the trend shown between January and March continues, the Bank Cash Balance in April
will be 
A higher than March
B the same as March
C lower than October
D higher than October 
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33 The purpose of this chart is to 
A collect data on the monthly bank cash balances 
B explain why the monthly bank cash balance changes 
C calculate the total bank cash balance for the period
D show the changes in the bank cash balance over the months

34 The file containing this chart was saved as cashbalance2003.xls.  To find this file again
when the exact location is unknown the user should 
A use find and replace 
B password protect the file
C use directory search tools
D make frequent backups of the file  

Please go on to the next page
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Questions 35 to 40 are general questions.

35 To increase the size of the image and maintain the same horizontal and vertical 
proportions, the user should select one of the handles marked

A P or R
B P or T 
C T or R
D Q or S

36 Every instance of a word in a document can be changed automatically with software by
using
A mail merge
B find and replace 
C delete and insert
D a grammar checker

37 To enable a user to recover previous versions of a document file, the user should
A save the file frequently with different filenames
B save the file frequently with the same filename
C password protect the file
D keep a log of changes

38 To take a photograph of its staff to insert onto its website, a company should use a 
A database package 
B clipart CD-ROM 
C digital camera
D printer

39 Mail merge is a software facility that allows a user to 
A send emails 
B merge cells in a table of information 
C copy and paste information from one file to another 
D personalise letters using database records of customer names and addresses 
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40 The file named costs.xls is stored in the products sub-directory that is within the 
production sub-directory.  Which diagram shows this structure?

End of Test
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