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Printout of the e-mail prepared and ready to send to autoresponder

Check send to address: design.h@ucles.org.uk
Check subject line ICTCOREX
Check the body text for I have finished the first task.

Allow only one data entry error in text but none in the address line or subject line

Check for candidate name and today’s date
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Hothouse Design

Hothouse Design (UK) Ltd

1 Hills Road

Cambridge

CB1 2EU

England

<today’s date>

MMM Logistik

Rue D’Entreprise

Marseilles

France

Hothouse Design can help you!

Dear Sir/Madam

Hothouse Design would like to thank you for your recent enquiry about our range

of promotional products.

As you saw from our stand at the trade show, we have many innovative methods of

attracting new customers to your business.  Build a partnership with Hothouse

and watch both your sales and your market share increase.

Vishna Patel, one of our sales representatives will contact you in the next few

days to discuss your company's requirements and offer our specialist services.

As an introductory offer, we will guarantee to increase your sales by 7% in the

first three months, or to provide our services for free during this period.

Yours sincerely

A.Student
Name inserted here

Date inserted here

Company name and address inserted here
Allow one minor text entry error (e.g. Spelling)

Deleted from here,
‘This will drive your company into the 21

st
 century.’

Paragraph moved to here
Moved from 3

rd
 paragraph

Spelling correctedSpelling corrected

Allow any font, alignment or enhancements in this printout.
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Hothouse Design

Hothouse Design (UK) Ltd

1 Hills Road

Cambridge

CB1 2EU

England

<today’s date>

MMM Logistik

Rue D’Entreprise

Marseilles

France

Hothouse Design can help you!

Dear Sir/Madam

Hothouse Design would like to thank you for your recent enquiry about our range of promotional

products.

As you will have seen from our stand at the trade show we have many innovative methods of

attracting new customers to your business.  Build a partnership with Hothouse and watch both your

sales and your market share increase.

Vishna Patel, one of our sales representatives will be contacting you in the next few days to discuss

your company’s requirements and offer our specialist bespoke services.  As an introductory offer

we will guarantee to increase your sales by 7% in the first three months, or to provide our services

for free during this period.

Yours sincerely

A.Student

All body text
12 point
serif font
fully justified

2 blank lines
any size

2 blank lines
any size

This line only
16 point
sans-serif font
centre aligned
bold
italic

1 blank line

1 blank line

www.xtremepapers.net

www.xtremepapers.net


Page 5of 8

Stand Product Brochure Staff Visitors Average Cost

23a Packaging 1.3 5 2341 468.2 3043.3

36b Multimedia 0.82 4 456 114 373.92

23c Web Design 0.3 6 1256 209.3333333 376.8

36d Multimedia 0.82 4 325 81.25 266.5

23b Web Design 0.3 6 964 160.6666667 289.2

114a OHP 0.57 2 352 176 200.64

115b Web Design 0.3 3 31 10.33333333 9.3

114d POS 0.99 4 52 13 51.48

36c Illustration 1.2 2 317 158.5 380.4

36a Multimedia 0.82 4 549 137.25 450.18

114c Interiors 1.45 2 213 106.5 308.85

36e Multimedia 0.82 4 460 115 377.2

47f Illustration 1.2 2 333 166.5 399.6

47e Design 1 7 342 48.85714286 342

115a Web Design 0.3 3 74 24.66666667 22.2

114b OHP 0.57 2 242 121 137.94

221f POS 0.99 3 55 18.33333333 54.45

221g POS 0.99 2 90 45 89.1

Data entry – visitors column
100% accuracy essential

Data entry – last 2 rows
100% accuracy essential
Any order – inserted above or between
other rows is acceptable

Average
Calculated correctly
Replicated

Cost
Calculated correctly
Replicated

Check column widths to ensure no data is hidden
Data includes labels

Check candidate’s name is printed
Position is immaterial
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Stand Product Brochure Staff Visitors Average Cost

23a Packaging 1.3 5 2341 =E2/D2 =C2*E2

36b Multimedia 0.82 4 456 =E3/D3 =C3*E3

23c Web Design 0.3 6 1256 =E4/D4 =C4*E4

36d Multimedia 0.82 4 325 =E5/D5 =C5*E5

23b Web Design 0.3 6 964 =E6/D6 =C6*E6

114a OHP 0.57 2 352 =E7/D7 =C7*E7

115b Web Design 0.3 3 31 =E8/D8 =C8*E8

114d POS 0.99 4 52 =E9/D9 =C9*E9

36c Illustration 1.2 2 317 =E10/D10 =C10*E10

36a Multimedia 0.82 4 549 =E11/D11 =C11*E11

114c Interiors 1.45 2 213 =E12/D12 =C12*E12

36e Multimedia 0.82 4 460 =E13/D13 =C13*E13

47f Illustration 1.2 2 333 =E14/D14 =C14*E14

47e Design 1 7 342 =E15/D15 =C15*E15

115a Web Design 0.3 3 74 =E16/D16 =C16*E16

114b OHP 0.57 2 242 =E17/D17 =C17*E17

221f POS 0.99 3 55 =E18/D18 =C18*E18

221g POS 0.99 2 90 =E19/D19 =C19*E19

Formulae – for these 2 columns
Formulae must be used and produce correct results
Formulae do not need to include cell referencing or named references
Different formulae/methods may be applied but results must be correct (see previous page)

Check candidate’s name is printed
Position is not important
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Stand Product Brochure Staff Visitors Average Cost

47e Design $1.00 7 342 49 $342.00

47f Illustration $1.20 2 333 167 $399.60

36c Illustration $1.20 2 317 159 $380.40

114c Interiors $1.45 2 213 107 $308.85

36e Multimedia $0.82 4 460 115 $377.20

36d Multimedia $0.82 4 325 81 $266.50

36b Multimedia $0.82 4 456 114 $373.92

36a Multimedia $0.82 4 549 137 $450.18

114b OHP $0.57 2 242 121 $137.94

114a OHP $0.57 2 352 176 $200.64

23a Packaging $1.30 5 2341 468 $3,043.30

221g POS $0.99 2 90 45 $89.10

221f POS $0.99 3 55 18 $54.45

114d POS $0.99 4 52 13 $51.48

23c Web Design $0.30 6 1256 209 $376.80

23b Web Design $0.30 6 964 161 $289.20

115b Web Design $0.30 3 31 10 $9.30

115a Web Design $0.30 3 74 25 $22.20

Alignment - right
Column all right aligned
Include column heading

Alignment - centre
Column all right aligned
Include column heading

Sorting
Into ascending order of ‘Product’
All data must be sorted
Incorrect if heading row is within the sorted data

Formatting
Currency, with $, 2 d.p.
## All elements must be present in both columns ##
## Ignore heading row ##

Formatting
Currency, with $, 2 d.p.
All elements must be present in both columns
Ignore heading row

Formatting - Integer
Ignore heading row

Check candidate’s name is printed
Position is not important
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Stand Product Brochure Staff Visitors Average Cost

221g POS $0.99 2 90 45 $89.10

221f POS $0.99 3 55 18 $54.45

114d POS $0.99 4 52 13 $51.48

Stand Product Brochure Staff Visitors Average Cost

23a Packaging $1.30 5 2341 468 $3,043.30

23c Web Design $0.30 6 1256 209 $376.80

Searching
Product = POS
Must be 3 rows
All details must be shown

Searching
Visitors > 1000
Must be 2 rows
All details must be shown
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Printout of the e-mail prepared and ready to send to autoresponder

Check send to address: design.h@ucles.org.uk
Check subject line ICTCOREX
Check the body text for I have finished the first task.

Allow only one data entry error in text but none in the address line or subject line

Check for candidate name and today’s date
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Hothouse Design

Hothouse Design (UK) Ltd

1 Hills Road

Cambridge

CB1 2EU

England

<today’s date>

Kermah Goaso

Asiedu Keteke We

P.O. Box 69

Accra

Ghana

West Africa

Interiors to take your breath away!

Dear Sir/Madam

Hothouse Design would like to thank you for your recent enquiry about our

interior design service.

As you have seen from our advertising leaflets, we can design a new corporate

image which would improve your company image.  We can produce for you, high

quality interior designs to create an environment to suit your company needs.

Following the design stages, Hothouse employs specialist teams of skilled

craftsmen to turn our ideas into your reality.  Rupal Singh, one of our top

designers will contact you in the next few days to discuss your company's

requirements.  After the initial meeting Rupal and her team will draft and

cost a number of design concepts.  Within three weeks you will be invited to

discuss these.

If you decide that one of these designs meets your needs, we would be in a

position to start work at your convenience, and the project management team

will liaise with you to ensure that work will fit around your business needs.

Yours sincerely

A. Student Name inserted here

Date inserted here

Company name and address inserted here
Allow one minor text entry error (e.g. Spelling)

Deleted from here,
‘However, if you decided that Hothouse cannot offer the design service you require, we
would make no charge for the initial consultation..’

Paragraph moved to here
Moved from 4

th
 paragraph Spelling correctedSpelling corrected

Allow any font, alignment or enhancements in this printout.
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Hothouse Design
Hothouse Design (UK) Ltd
1 Hills Road
Cambridge
CB1 2EU
England

<today’s date>

Kermah Goaso
Asiedu Keteke We
P.O. Box 69
Accra
Ghana
West Africa

Dear Sir/Madam

Hothouse Design would like to thank you for your recent enquiry about our bespoke
interior design service.

As you will have seen from our advertising leaflets, we can design and implement a
new corporate image, which would enhance your company image.  We can produce for
you, high quality interior designs to create an environment to suit your company needs.

Following the design stages Hothouse employs specialist teams of skilled craftsmen to
turn our vision into your reality.  Rupal Singh, one of our top designers will be
contacting you in the next few days to discuss your company's requirements.  After the
initial meeting Rupal and her team will draft and cost a number of design concepts.
Within three weeks you will be invited to discuss these.

If you decide that one of these designs fulfils your needs, we would be in a position to
commence work at your convenience and the project management team will liaise with
you to ensure that work will fit around your business needs.

Yours sincerely

A. Student

2 blank lines
any size

This line only
24 point
serif font
centre aligned
bold
underscore

1 blank line1 blank line

1 blank line

1 blank line

All body text
12 point
sans-serif font
fully justified

2 blank lines
any size
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Customer Product Overhead Rate Days Cost Total

O'Keefe Consultation 200 160 5.5 800 1080

O'Keefe Design 450 200 4 800 1250

O'Keefe Construction 1200 120 6 720 1920

O'Keefe Lighting 550 155 4 620 1170

O'Keefe Fittings 100 2300 1 2300 2400

O'Keefe Aesthetics 25 250 2 500 525

Khalifa Consultation 200 160 3 480 680

Khalifa Lighting 550 155 4 620 1170

Tan Consultation 200 170 2 340 540

Tan Design 450 200 4 800 1250

Tan Aesthetics 25 600 2 1200 1225

Kuznetzov Consultation 200 160 4 640 840

Kuznetzov Design 450 220 2 440 890

Kuznetzov Lighting 600 160 7 1120 1720

Kuznetzov Fittings 75 1750 1 1750 1825

Kuznetzov Aesthetics 25 400 1 400 425

D'Cruz Consultation 200 160 3 480 680

Hussein Consultation 200 160 1 160 360

Data entry – rate column
100% accuracy essential

Data entry – last 2 rows
100% accuracy essential
Any order – inserted above or between
other rows is acceptable

Cost
Calculated correctly
Replicated

Total
Calculated correctly
Replicated

Check column widths to ensure no data is hidden
Data includes labels

Check candidate’s name is printed
Position is immaterial
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Customer Product Overhead Rate Days Cost Total

O'Keefe Consultation 200 160 5.5 =D2*E2 =C2+F2

O'Keefe Design 450 200 4 =D3*E3 =C3+F3

O'Keefe Construction 1200 120 6 =D4*E4 =C4+F4

O'Keefe Lighting 550 155 4 =D5*E5 =C5+F5

O'Keefe Fittings 100 2300 1 =D6*E6 =C6+F6

O'Keefe Aesthetics 25 250 2 =D7*E7 =C7+F7

Khalifa Consultation 200 160 3 =D8*E8 =C8+F8

Khalifa Lighting 550 155 4 =D9*E9 =C9+F9

Tan Consultation 200 170 2 =D10*E10 =C10+F10

Tan Design 450 200 4 =D11*E11 =C11+F11

Tan Aesthetics 25 600 2 =D12*E12 =C12+F12

Kuznetzov Consultation 200 160 4 =D13*E13 =C13+F13

Kuznetzov Design 450 220 2 =D14*E14 =C14+F14

Kuznetzov Lighting 600 160 7 =D15*E15 =C15+F15

Kuznetzov Fittings 75 1750 1 =D16*E16 =C16+F16

Kuznetzov Aesthetics 25 400 1 =D17*E17 =C17+F17

D'Cruz Consultation 200 160 3 =D18*E18 =C18+F18

Hussein Consultation 200 160 1 =D19*E19 =C19+F19

Formulae – for these 2 columns
Formulae must be used and produce correct results
Formulae do not need to include cell referencing or named references
Different formulae/methods may be applied but results must be correct (see previous page)

Check candidate’s name is printed
Position is immaterial
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Customer Product Overhead Rate Days Cost Total

O'Keefe Aesthetics $25.00 $250.00 2.0 $500.00 $525.00

Tan Aesthetics $25.00 $600.00 2.0 $1,200.00 $1,225.00

Kuznetzov Aesthetics $25.00 $400.00 1.0 $400.00 $425.00

O'Keefe Construction $1,200.00 $120.00 6.0 $720.00 $1,920.00

O'Keefe Consultation $200.00 $160.00 5.5 $880.00 $1,080.00

Khalifa Consultation $200.00 $160.00 3.0 $480.00 $680.00

Tan Consultation $200.00 $170.00 2.0 $340.00 $540.00

Kuznetzov Consultation $200.00 $160.00 4.0 $640.00 $840.00

D'Cruz Consultation $200.00 $160.00 3.0 $480.00 $680.00

Hussein Consultation $200.00 $160.00 1.0 $160.00 $360.00

O'Keefe Design $450.00 $200.00 4.0 $800.00 $1,250.00

Tan Design $450.00 $200.00 4.0 $800.00 $1,250.00

Kuznetzov Design $450.00 $220.00 2.0 $440.00 $890.00

O'Keefe Fittings $100.00 $2,300.00 1.0 $2,300.00 $2,400.00

Kuznetzov Fittings $75.00 $1,750.00 1.0 $1,750.00 $1,825.00

O'Keefe Lighting $550.00 $155.00 4.0 $620.00 $1,170.00

Khalifa Lighting $550.00 $155.00 4.0 $620.00 $1,170.00

Kuznetzov Lighting $600.00 $160.00 7.0 $1,120.00 $1,720.00

Alignment - right
Column all right aligned

Alignment - centre
Top row all centre aligned

Sorting
Into ascending order of ‘Product’
All data must be sorted
Incorrect if heading row is within the sorted data

Formatting
Currency, with $, 2 d.p.
## All elements must be present in both columns ##

Formatting - Currency, with $, 2 d.p.
## Overhead, rate, cost & total columns ##
## All elements must be present in both columns ##
## I h di ##

Formatting – 1dp
Ignore alignment

Formatting
Currency, with $, 2 d.p.
## All elements must be present in both columns ##

Formatting - Currency, with $, 2 d.p.
All elements must be present in both columns
Ignore heading row

Check candidate’s name is printed
Position is immaterial

www.xtremepapers.net

www.xtremepapers.net


Page 8 of 8

Customer Product Overhead Rate Days Cost Total

O'Keefe Design $450.00 $200.00 4.0 $800.00 $1,250.00

Tan Design $450.00 $200.00 4.0 $800.00 $1,250.00

Kuznetzov Design $450.00 $220.00 2.0 $440.00 $890.00

Customer Product Overhead Rate Days Cost Total

O'Keefe Construction $1,200.00 $120.00 6.0 $720.00 $1,920.00

O'Keefe Fittings $100.00 $2,300.00 1.0 $2,300.00 $2,400.00

Searching
Product = Design
Must be 3 rows
All details must be shown

Searching
Total > 1900
Must be 2 rows
All details must be shown
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Printout of the e-mail prepared and ready to send to autoresponder

Check send to address: design.h@ucles.org.uk
Check subject line ICTCOREX
Check the body text for I have finished the first task.

Allow only one data entry error in text but none in the address line or subject line

Check for candidate name and today’s date
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Hothouse Design

Hothouse Design (UK) Ltd

1 Hills Road

Cambridge

CB1 2EU

England

<Today’s date>

S. S. Apapa

Bangose Road

P.O. Box 300

Agege

Lagos

Nigeria

Website Design to promote your business!

Dear Sir/Madam

Hothouse Design would like to thank you for your interest in our website

design service.

As you have seen from our stand at the trade show and from our corporate

website, we have many exciting ideas which will help you attract new

customers.

At Hothouse we will enable you to open up new, truly global markets.  By

choosing our design and web hosting package, you will be able to focus on

managing the rapid business growth that our expertise is likely to lead to.

Ivan Kaznitsovitch, one of our sales representatives will contact you in the

next few days to discuss your company's requirements and offer our specialist

web design services.  If you invest your future with us, we will guarantee

you a web presence within 7 days, and a tailor-made website with full e-

commerce facilities, including secure ordering within 28 days.

Yours sincerely

A. Student

Date inserted here

Company name and address inserted here
Allow one minor text entry error (e.g. Spelling)

Deleted from here,
‘Invest in the future with us at Hothouse Design.’

Paragraph moved to here
 Moved from 4

th
 paragraph

Spelling correctedSpelling corrected

Allow any font, alignment or enhancements in this printout.
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Hothouse Design

Hothouse Design (UK) Ltd

1 Hills Road

Cambridge

CB1 2EU

England

<Today’s date>

S. S. Apapa

Bangose Road

P.O. Box 300

Agege

Lagos

Nigeria

Website Design to stimulate your business!

Dear Sir/Madam

Hothouse Design would like to thank you for the interest you showed in our website design service.

As you have seen from our stand at the trade show and from our corporate website we have many exciting ideas

which will help you attract new customers.

At Hothouse we will enable you to open up new, truly global markets.  With our expertise and support, offering a

full design and web hosting package, you can focus on managing the rapid business growth that this is likely to

lead to.

Ivan Kaznitsovitch, one of our sales representatives will be contacting you in the next few days to discuss your

company's requirements and offer our specialist web design services.  If you invest your future with us we will

guarantee you a web presence within 7 days, and a tailor made website with full e-commerce facilities including

secure ordering within 28 days.

Yours sincerely

A. Student

3 blank lines
any size

This line only
14 point
sans-serif font
centre aligned
bold
underscore
italic

1 blank line

All body text
10 point
serif font
fully justified

3 blank lines
any size

1 blank line

1 blank line1 blank line
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Customer Language Overhead Rate Days Cost Total

Brown C++ 50 140 4 560 660

Brown Flash Animation 35 99 1 99 184

Kandakuri C++ 50 140 6.75 910 1010

Kandakuri HTML 21 110 1 110 181

Kandakuri Javascript 25 130 3 390 465

D'Silva C++ 50 140 5 700 800

D'Silva HTML 21 110 2 220 291

D'Silva Flash Animation 35 99 7 693 778

D'Silva VB 30 95 3 285 365

D'Silva Javascript 25 130 1 130 205

Salim C++ 50 140 2 280 380

Salim HTML 21 110 4 440 511

Salim C++ 50 140 2 280 380

Salim Flash Animation 35 99 3 297 382

Salim VB 30 95 3 285 365

Salim Javascript 25 130 2 260 335

Kuroki Flash Animation 35 99 2 198 283

Kuroki Javascript 25 130 6 780 855

Data entry – days
column
100% accuracy essential

Data entry – last 2 rows
100% accuracy essential
Any order – inserted above or between
other rows is acceptable

Cost
Calculated correctly
Replicated

Total
Calculated correctly
Replicated

Check column widths to ensure no data is hidden
Data includes labels

Check candidate’s name is printed
Position is immaterial
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Customer Language Overhead Rate Days Cost Total

Brown C++ 50 140 4 =D2*E2 =C2+F2+50

Brown Flash
Animation

35 99 1 =D3*E3 =C3+F3+50

Kandakuri C++ 50 140 6.75 =D4*E4 =C4+F4+50

Kandakuri HTML 21 110 1 =D5*E5 =C5+F5+50

Kandakuri Javascript 25 130 3 =D6*E6 =C6+F6+50

D'Silva C++ 50 140 5 =D7*E7 =C7+F7+50

D'Silva HTML 21 110 2 =D8*E8 =C8+F8+50

D'Silva Flash
Animation

35 99 7 =D9*E9 =C9+F9+50

D'Silva VB 30 95 3 =D10*E10 =C10+F10+50

D'Silva Javascript 25 130 1 =D11*E11 =C11+F11+50

Salim C++ 50 140 2 =D12*E12 =C12+F12+50

Salim HTML 21 110 4 =D13*E13 =C13+F13+50

Salim C++ 50 140 2 =D14*E14 =C14+F14+50

Salim Flash
Animation

35 99 3 =D15*E15 =C15+F15+50

Salim VB 30 95 3 =D16*E16 =C16+F16+50

Salim Javascript 25 130 2 =D17*E17 =C17+F17+50

Kuroki Flash
Animation

35 99 2 =D18*E18 =C18+F18+50

Kuroki Javascript 25 130 6 =D19*E19 =C19+F19+50

Formulae – for these 2 columns
Formulae must be used and produce correct results
Formulae do not need to include cell referencing or named references
Different formulae/methods may be applied but results must be correct (see previous page)

Check candidate’s name is printed
Position is immaterial
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Customer Language Overhead Rate Days Cost Total

Brown C++ $50 $140 4.00 $560 $660

Kandakuri C++ $50 $140 6.75 $945 $1,045

D'Silva C++ $50 $140 5.00 $700 $800

Salim C++ $50 $140 2.00 $280 $380

Salim C++ $50 $140 2.00 $280 $380

Brown Flash Animation $35 $99 1.00 $99 $184

D'Silva Flash Animation $35 $99 7.00 $693 $778

Salim Flash Animation $35 $99 3.00 $297 $382

Kuroki Flash Animation $35 $99 2.00 $198 $283

Kandakuri HTML $21 $110 1.00 $110 $181

D'Silva HTML $21 $110 2.00 $220 $291

Salim HTML $21 $110 4.00 $440 $511

Kandakuri Javascript $25 $130 3.00 $390 $465

D'Silva Javascript $25 $130 1.00 $130 $205

Salim Javascript $25 $130 2.00 $260 $335

Kuroki Javascript $25 $130 6.00 $780 $855

D'Silva VB $30 $95 3.00 $285 $365

Salim VB $30 $95 3.00 $285 $365

Alignment - right
Column all right aligned

Alignment - centre
Top row all centre aligned

Sorting
Into ascending order of ‘Language’
All data must be sorted
Incorrect if heading row is within the sorted data

Formatting
Currency, with $, 2 d.p.
## All elements must be present in both columns ##

Formatting - Currency, with $, 2 d.p.
## Overhead, rate, cost & total columns ##
## All elements must be present in both columns ##
## I h di ##

Formatting – 2dp
Ignore alignment

Formatting
Currency, with $, 2 d.p.
## All elements must be present in both columns ##

Formatting - Currency, with $, 0 d.p.
All elements must be present in both columns
Ignore heading row

Check candidate’s name is printed
Position is immaterial
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Customer Language Overhead Rate Days Cost Total

Kandakuri Javascript $25 $130 3.00 $390 $465

D'Silva Javascript $25 $130 1.00 $130 $205

Salim Javascript $25 $130 2.00 $260 $335

Kuroki Javascript $25 $130 6.00 $780 $855

Customer Language Overhead Rate Days Cost Total

Brown Flash Animation $35 $99 1.00 $99 $184

Kandakuri HTML $21 $110 1.00 $110 $181

Searching
Language = Javascript
Must be 4 rows
All details must be shown

Searching
Total < 200
Must be 2 rows
All details must be shown

www.xtremepapers.net

www.xtremepapers.net

