
UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS 

Cambridge International Diploma in Office Administration 

Advanced Level 

TEXT PROCESSING 

5241/A

Core Module:  Practical Assessment 

2005

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 6
th

 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 one 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

Newspapers, magazines and web sites are full of alarming warnings 

about devastating computer viruses but what is a virus? 

A virus is a manmade program that affects the way your computer 

behaves.  Some viruses are quite harmless but many are extremely 

damaging and can cause severe disruption to your computers.  You 

should be aware that viruses are often disguised games or images with 

friendly titles. 

What can you do to keep your computer virus free? 

The first thing you should do is to install reliable anti-virus software.  This 

will scan your files regularly for unusual changes in file size as well as 

other warning signs. 

Virus infection can be prevented but worms need to be blocked using 

something called a firewall.  This creates a virtual wall between your 

computer and the Internet.  Certain ‘bricks’ are moved from the wall to 

allow you to access the Internet safely.  Free firewall software can be 

installed for use on individual computers. 

Do scan all incoming email attachments but do not automatically open 

attachments you receive even if they are from trusted sources.

Always be sure to scan floppy disks before you use them.  This is 

particularly important if you are using the disk to carry information 

between computers.
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TASK 2
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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 6
th

 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

Most of us who have been to a beach know that seawater is salty.  

Everyone knows that freshwater in rain, rivers and even ice is not.  Why 

are some of the Earth’s waters salty and others not?  There are two 

clues that give us the answer.

Firstly, freshwater is not entirely free of dissolved salt.  Even rainwater 

has traces of substances dissolved in it that were picked up during its 

passage through the atmosphere.  Much of this material that washes out 

of the atmosphere today is pollution but there are also natural 

substances present. 

As rainwater passes through soil and percolates through rocks, it 

dissolves some of the minerals, a process that is called weathering.  

This is the water we drink but we cannot taste the salt because its 

concentration is too low.  Eventually, this water with its small load of 

dissolved minerals or salts reaches a stream and flows into lakes and 

oceans.  The annual addition of dissolved salts by rivers is only a tiny 

fraction of the total salt in the ocean. 

A second clue to how the sea became salty is the presence of salt lakes 

such as the Great Salt Lake.   This lake is about ten times saltier than 

seawater.  Why is this lake salty while most of the world’s lakes have no 

salt at all? 
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