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A wholesale stationery company, Useful Things, sells its goods to small independent stationery shops
throughout the UK. They have a Head Office in Barrow with sales teams covering different regions of
the UK.

1 Useful Things have just expanded their business. 

(a) The company is developing a new logo. This logo will be on all company documents. The logo
can be either a bitmap or vector graphic.

Describe bitmap graphics.

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...............................................................................................................................................[4]

(b) The logo will be saved as a different file type to the documents on which it will be used.

Explain why different file types are needed.

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...............................................................................................................................................[4]

(c) Explain why it is important to have the logo on all company documents.

...................................................................................................................................................

...................................................................................................................................................

...............................................................................................................................................[2]
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(d) Templates and wizards can be used to produce the documents.

(i) Explain two advantages of using templates.

Advantage 1 .......................................................................................................................

............................................................................................................................................

............................................................................................................................................

Advantage 2 .......................................................................................................................

............................................................................................................................................

........................................................................................................................................[4]

(ii) Explain two disadvantages of using wizards.

Disadvantage 1...................................................................................................................

............................................................................................................................................

............................................................................................................................................

Disadvantage 2...................................................................................................................

............................................................................................................................................

........................................................................................................................................[4]
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2 (a) The company is considering opening an office in Birmingham.

Describe three characteristics of modelling software that could be used when determining
the financial implications of opening this office.

Characteristic 1 ..........................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

Characteristic 2 ..........................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

Characteristic 3 ..........................................................................................................................

...................................................................................................................................................

...............................................................................................................................................[6]

(b) The sales data for the company is kept in a spreadsheet. 

Explain why a spreadsheet is used rather than a database.

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...............................................................................................................................................[6]
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(c) State the most suitable type of chart that can be used in the following situations:

(i) The company wants to compare the sales figures of each region of the UK over a one-
year period.

............................................................................................................................................

............................................................................................................................................

(ii) The company has collected the sales figures for the ten best selling stationery items.

............................................................................................................................................

........................................................................................................................................[2]
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3 At present the goods supplied by Useful Things can be viewed on the company website.

(a) Explain the advantages of using a website rather than a CD-ROM to show the goods supplied
by Useful Things.

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...............................................................................................................................................[6]

(b) Useful Things intends introducing an on-line ordering facility on the website.

Explain the design considerations which are needed for the user interface.

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...............................................................................................................................................[8]
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4 Following the successful expansion of Useful Things, a corporate event has been planned for all
staff. A presentation has been developed which will be used at this event.

(a) The presentation can be produced on overhead transparencies (OHTs) or as a slideshow
using presentation software.

(i) Describe two advantages of using OHTs for this presentation.

Advantage 1 .......................................................................................................................

............................................................................................................................................

............................................................................................................................................

Advantage 2 .......................................................................................................................

............................................................................................................................................

........................................................................................................................................[4]

(ii) Describe two advantages of using presentation software for this task.

Advantage 1 .......................................................................................................................

............................................................................................................................................

............................................................................................................................................

Advantage 2 .......................................................................................................................

............................................................................................................................................

........................................................................................................................................[4]
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(b) Presentation software will be used at the event. Both manual and automatic transition
methods will be used.

(i) Describe manual and automatic transition methods.

............................................................................................................................................

............................................................................................................................................

............................................................................................................................................

............................................................................................................................................

............................................................................................................................................

............................................................................................................................................

............................................................................................................................................

........................................................................................................................................[4]

(ii) Identify a situation when each method would be suitable.

Manual Transition ...............................................................................................................

............................................................................................................................................

Automatic Transition ...........................................................................................................

........................................................................................................................................[2]

(c) Explain, giving an example, how the following features of presentation software could be used
to enhance the presentation.

Animated Text ............................................................................................................................

...................................................................................................................................................

Example .....................................................................................................................................

...................................................................................................................................................

Sound.........................................................................................................................................

...................................................................................................................................................

Example .....................................................................................................................................

...............................................................................................................................................[6]
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(d) Describe how the use of a master slide template can aid the production of the presentation.

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...............................................................................................................................................[4]

(e) Graphics are to be used in the presentation.

Explain two advantages and two disadvantages of using clip-art as the source for these
graphics.

Advantage 1...............................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

Advantage 2...............................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

Disadvantage 1 ..........................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

Disadvantage 2 ..........................................................................................................................

...................................................................................................................................................

...................................................................................................................................................

...............................................................................................................................................[8]
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5 The sales teams use an on-line route finder when planning their journeys in the UK.

Describe the characteristics of an on-line route finder.

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..................................................................................................................................................

..............................................................................................................................................[8]
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