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Cambridge Career Award in Office Administration
Advanced Level

TEXT PROCESSING 5241/A

Core Module:  Practical Assessment
2003

1 hour 45 minutes

Additional Materials: Letterheaded A4 paper

Memo paper

Plain A4 paper

Carbon paper – typists
Printed form – typists

READ THESE INSTRUCTIONS FIRST

Do not use staples, paper clips, highlighters, glue or correction fluid.

Read the Guidelines to Candidates carefully before attempting any of the tasks.
Type or write your Centre number, candidate number and name at the top of each separate piece of
paper used.
You must attempt all tasks.
All printouts must be submitted at the end of the assessment.
If you use more than one sheet of paper, fasten the sheets together.

This document consists of 10 printed pages.
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GUIDELINES TO CANDIDATES

Time Allowed: 1¾ hours

Please read the following instructions carefully.

1 You must read, and listen to, all instructions carefully.

2 You must use a typewriter or a word processor to complete this assessment. If you are using a
typewriter, you may use the memory facility available on it, but this must be cleared before you
start typing.

3 Task 1 – Speed Test: this will be a 5 minute copy typing test – the speed will be calculated up
to and including the 6th error which you make. You will be given one minute to scan the text
immediately before keying begins. You must be ready for immediate keyboard input when the
test begins. You may make corrections within the time allowed for the speed test. Printing of the
Speed Test must be carried out immediately when the test finishes.

4 You will be given 10 minutes’ reading time for Tasks 2 – 5 and you may make notes and/or
highlight any detail during this time, before keying of these tasks begins.

5 Your tutor will tell you what stationery is available for you to use. If you are using a word
processor, your tutor may provide you with templates for letters and memos.

6 Calculators, calendars, English and mother-tongue dictionaries, thesauruses, spell-checkers
and manufacturers’ manuals may be used.

7 If you are using a word processor, save each document as a separate file. You must carry out
all printing yourself. Your tutor will tell you the exact printing details.

8 Correct any typographical, spelling and punctuation errors and any errors of agreement which
may appear in any task. Errors will NOT be indicated in any way.

9 Task 5: word processor operators should produce the table; users of typewriters should
complete the printed form.

10 Number second and subsequent pages of any document.

11 Insert today’s date on letters and memos.

12 Where you are required to produce extra copies, these may be in the form of photocopies, extra
printouts or carbon copies. Your tutor will advise you as to which of these you should use.

13 Please insert your name, Centre number and task number at the top right-hand corner of each
piece of work.

14 Assemble your completed work in task order.
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TASK 1

The most important consideration when creating a seawater aquarium is

the water.  One of the keys to success for marine aquarium lovers lies in

the quality of the water.  For most, recreating seawater from

commercially bought salt is the easiest and safest solution.

Sodium chloride is the greatest proportion of dissolved salts.  Their

concentration is the accepted way of defining the salinity of seawater.

This may be expressed in grams per litre of salts in solution.  This value

is measured using a conductivity meter, an instrument rarely used by

amateur aquarists because it is expensive to buy.  The measurement

most aquarists use is that of density.

Seawater differs from fresh water by having a richer composition of

elements, as well as a more homogenous profile.

Aquarists should have basic knowledge of the conditions that govern the

aquarium and its inhabitants.

Pure water is a neutral solution.  It ionises slightly and releases an equal

number of hydrogen and hydroxide ions.

The water in an aquarium must be absolutely clear so as to allow

optimum high penetration.  One of the ways in which transparency is

achieved is by means of filtration.  There are three main types:

mechanical, chemical and biological.
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CAMBRIDGE INTERNATIONAL EXAMINATIONS

Cambridge Career Award in Office Administration
Advanced Level

TEXT PROCESSING 5241/B

Core Module:  Practical Assessment
2003

1 hour 45 minutes

Additional Materials: Letterheaded A4 paper

Memo paper

Plain A4 paper

Carbon paper – typists
Printed form - typists

READ THESE INSTRUCTIONS FIRST

Do not use staples, paper clips, highlighters, glue or correction fluid.

Read the Guidelines to Candidates carefully before attempting any of the tasks.
Type or write your Centre number, candidate number and name at the top of each separate piece of
paper used.
You must attempt all tasks.
All printouts must be submitted at the end of the assessment.
If you use more than one sheet of paper, fasten the sheets together.

This document consists of 10 printed pages.
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GUIDELINES TO CANDIDATES

Time Allowed: 1¾ hours

Please read the following instructions carefully.

1 You must read, and listen to, all instructions carefully.

2 You must use a typewriter or a word processor to complete this assessment. If you are using a
typewriter, you may use the memory facility available on it, but this must be cleared before you
start typing.

3 Task 1 – Speed Test: this will be a 5 minute copy typing test – the speed will be calculated up
to and including the 6th error which you make. You will be given one minute to scan the text
immediately before keying begins. You must be ready for immediate keyboard input when the
test begins. You may make corrections within the time allowed for the speed test. Printing of the
Speed Test must be carried out immediately when the test finishes.

4 You will be given 10 minutes’ reading time for Tasks 2 – 5 and you may make notes and/or
highlight any detail during this time, before keying of these tasks begins.

5 Your tutor will tell you what stationery is available for you to use. If you are using a word
processor, your tutor may provide you with templates for letters and memos.

6 Calculators, calendars, English and mother-tongue dictionaries, thesauruses, spell-checkers
and manufacturers’ manuals may be used.

7 If you are using a word processor, save each document as a separate file. You must carry out
all printing yourself. Your tutor will tell you the exact printing details.

8 Correct any typographical, spelling and punctuation errors and any errors of agreement which
may appear in any task. Errors will NOT be indicated in any way.

9 Task 5: word processor operators should produce the table; users of typewriters should
complete the printed form.

10 Number second and subsequent pages of any document.

11 Insert today’s date on letters and memos.

12 Where you are required to produce extra copies, these may be in the form of photocopies, extra
printouts or carbon copies. Your tutor will advise you as to which of these you should use.

13 Please insert your name, Centre number and task number at the top right-hand corner of each
piece of work.

14 Assemble your completed work in task order.
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TASK 1

Information technology is the term commonly used to cover the range of

computer and telecommunications technologies involved in the transfer

and processing of information.

A computer system consists of hardware and software.  Hardware is the

name given to all the devices that make up the computer system.  It is

the equipment you can touch and handle.  There are output and input

devices.  Output devices are those that enable you to get the information

out of the computer such as printers.  Input devices enable you to put

the information into the computer.  These include disk drives and

keyboards.  Software is the name given to the programs, each made up

of a series of instructions, that tell the computer what to do, allowing the

hardware to do a useful job.

There has always been a need for accurate information that is also

current and reliable.  Information technology enables us to produce

accurate data very quickly.

The cost and size of computers have decreased so powerful,

inexpensive desktop computers have replaced the more bulky

mainframes that were once used.  Some of these were large enough to

fill a whole room.

Today, almost all businesses in countries throughout the world rely on

information technology.
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