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General Marking Guidance  
 
 

• All candidates must receive the same treatment.  Examiners must mark the 
first candidate in exactly the same way as they mark the last. 

• Mark schemes should be applied positively. Candidates must be rewarded for 
what they have shown they can do rather than penalised for omissions.  

• Examiners should mark according to the mark scheme not according to their 
perception of where the grade boundaries may lie.  

• There is no ceiling on achievement. All marks on the mark scheme should be 
used appropriately.  

• All the marks on the mark scheme are designed to be awarded. Examiners 
should always award full marks if deserved, i.e. if the answer matches the 
mark scheme.  Examiners should also be prepared to award zero marks if the 
candidate’s response is not worthy of credit according to the mark scheme. 

• Where some judgement is required, mark schemes will provide the principles 
by which marks will be awarded and exemplification may be limited. 

• When examiners are in doubt regarding the application of the mark scheme 
to a candidate’s response, the team leader must be consulted. 

• Crossed out work should be marked UNLESS the candidate has replaced it 
with an alternative response. 
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Activity 1 – Using word processing software 
 

WP1    
 

 
 

 1 Use of template as given 1  

 
2 17 to 21 May 2010. Allow Day if correct. Must have year. Acceptable UK 

format – do not accept “may”. Allow lower case th or st 1  

 

3 Date at top of page below letterhead but above greeting if present. 
Date above or below address – at least one blank line above and below 
date if similar alignment. Left or right aligned.  1  

 
4 
5 Address entered as given – no errors. Accept Ireland. 

Address entered with one error in spelling or errors in capitalisation 
2 
1  

 

6 Address entered left aligned and between horizontal lines, above 
greeting or below sender’s details if present. Appropriate address 
layout.  1  

 

7 Suitable greeting line. Dear Mr O’Brien or Dear Sir 
Do not accept Dear Mr P O’Brien (allow F/T if consistent with spelling 
in address) 1  

 

8 Suitable subject line – may start with Re. or RE. not Subject or Title. 
Accept if missing apostrophes. With or without colon. Must include 
Celebration Weekend. Appropriate capitalisation and spelling.  1  

 9 Subject line in position below greeting and above letter text – left 1  
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aligned or centred, with suitable line spacing 

 
10 All text copied accurately only from correct data file. Extra text must 

be sensible and spellchecked. 1  

 

11 Correct complimentary close for greeting 
Dear Mr O’Brien – Yours sincerely 
Dear Sir – Yours faithfully 
After body text and above name. Check spelling  1  

 
12 Caitlin Donavon (-) Manager (of) Smarts Leisure (Park) on one or two 

lines – below close. 1  
 13 All text fully justified. 1  

 
14 All text consistent font and size – must have at least some body text 

and one of address, date, greeting, subject and sender’s details 1  

 

15 Fitness for purpose – all of above and including sufficient space for 
Caitlin’s signature between the closure and the name. Subject must 
have correct use of apostrophes. No full stop on subject. Suitable font 
and size and consistent use of commas on address. 1  

    15 
 

  Total for Activity 1: 15 marks   
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Activity 2 – Using database software 
 

DB1    
 

 
 

 
1 
2 Record inserted with no errors 

Record inserted with one field error 
2 
1  

 3 Record for Connor Wilkinson deleted 1  

 

4 All 30 records sorted in order of LName. All 9 fields visible 
(may be 29 or 31 records depending on addition and/or deletion 
carried out) 1  

 
5 Records sorted in ascending order of LName. At least fields LName, 

FName, SchName and DoB  and 6 records visible 1  
    5 

 
 

DB2 Must be the results of a search/query on the STUDENTS table.   
 

 
 

 1 Correct 5 records only – at least LName and SatAct visible 1  
 2 Correct 9 fields only – must be from a search (not all records) 1  
    2 
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DB3 Must be a report produced from database software – no credit for 
any other response. Credit can be awarded for screenshots where 
evidence matches the mark scheme.   

 

 
 

 
1 Suitable title (ignore Task Name, DB3) including fishing and Saturday. 

Sensible capitalisation. No full stop 1  

 
2 Correct 5 records only. 

(allow f/t from DB2 only if not all 30 records shown) 1  
 3 LName, FName, SchName, and DoB fields only (any order) 1  
 4 Records sorted in order of DoB 1  
 5 Sensible customisation for at least one of the field names 1  

 
6 Candidate name, candidate number and centre number in footer area 

at bottom of the page using database software 1  

 
7 Report printed in portrait on one A4 sheet. No truncation and lines 

extend appropriately. (Do not accept a screen shot) 1  
    7 

 
 

DB4 Must be the results of a search/query on the STUDENTS table 
For first 3 marks must have at least LName and DoB fields   

 

 
 

 

1 
2 
3 

5 records (correct answer) 
4 records (boys born after 1 April) 
10 records (students born on or after 1 April) 
1 (boy born on 1 April) 
14 records (boys only – 15 if Connor was not deleted) 
8 records (students born after 1 April) 
2 records (students born on 1 April) 

3 
2 
2 
2 
1 
1 
1  

 4 LName, FName, DoB and SchName only in any order 1  
 5 LName, FName, DoB and SchName fields only in correct order 1  
    5 
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DB5 Must be the results of a search/query on the STUDENTS and 
APARTMENTS tables. Must have at least ApartName and one field 
from STUDENTS table for any marks. Do NOT award mark for 
secondary sort unless primary sort on SchName is present   

 

 
 

 

1 
 

2 

Correct 7 records 
5 records SNO for SunAct 
3 records SNO for SatAct 

2 
1 
1  

 
3 Primary sort in ascending order on SchName field. Must be at least 2 

schools. 1  

 

4 Secondary sort in ascending order on LName field. Must be at least 2 
records from the same school to award the mark. 
Do not award mark unless mark awarded for primary sort (mpt 3) 1  

 
5 SchName, ApartName, FName, LName, DoB, SatAct, SunAct fields 

only in correct order 1  
    5 

 
 

DB6 Must be a report produced from database software – no credit for 
any other response. Credit can be awarded for screenshots where 
evidence matches the mark scheme.   

 

 
 

 
1 Suitable title including snowboarding 

Sensible capitalisation. No full stop. 1  

 
2 Correct 7 records only (allow follow through from DB5 only if 

ApartName and one field from STUDENTS table present) 1  

 
3 Fields FName, LName, DoB, SchName and ApartName only in this 

order 1  
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 4 Suitable customisation of all 5 field names 1  
 5 Landscape orientation on one A4 sheet 1  

 

6 Fit for purpose including sensible distribution of fields and layout. Lines 
must extend to end of records and labels. 
Must have correct 7 records for mark 1  

    6 
 

  Total for Activity 2: 30 marks   
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Activity 3 – Using presentation software 
 

MM1 Looking at slide 3   
 

 
 

 
1 Sensible title including Friday or “today”/”tonight” or weekend. 

Consistent  capitalisation. Correct spelling and grammar. 1  

 

2 Text copied as given (spelling and capitals). Does not include sub-
headings unless Friday is not in title. (Ignore capitalisation of “D” of 
down). 1  

 
3 Suitable graphic inserted on slide. Can be one of Anders, Caitlin, 

Restaurant, Party 1  

 
4 Correct logo inserted – consistent is size and location with logo on 

slides 1 and 2 1  
    4 

 
 

MM2 Looking at slide 4   
 

 
 

 
1 Sensible title including Saturday/Tomorrow. Allow same appropriate 

title as slide 3 (i.e. weekend). Allow follow through grammar. 1  

 
2 Text copied as given (spelling and capitals). Does not include sub-

headings except if Saturday/Tomorrow does not appear in title 1  

 
3 Activities consistently indented – do not accept centring of all text on 

slide. 1  

 
4 Suitable graphic inserted – position, size and proportions suitable. One 

of canoes, karting, trampoline, party, quadbikes, archery 1  
    4 
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MM3 Looking at Slide 5   
 

 
 

 1 Suitable title including Sunday. Allow follow through. 1  

 
2 Text copied as given (spelling and capitals). Does not include sub-

headings except if Sunday is not in title 1  
 3 Activities rearranged in correct order of time 1  

 
4 Suitable graphic (archery, canoes, karting, quadbikes, trampoline, 

restaurant) inserted – position, size and proportions suitable.  1  
    4 

 
 

MM4 Looking at slides printed   
 

 
 

 1 Slides printed two to a page showing borders. 1  
 2 Consistency of font and style on slides 3, 4 and 5 1  
    2 

 
  Total for Activity 3: 14 marks   
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Activity 4 – Using spreadsheet software 
 

SP1    

 
 
 1 Title entered as given in cell A1 1  
 2 Title bold and enlarged 1  
 3 Column headings bold and underlined 1  
    3 

 
 

SP2    

 
 

 
1 Students entered in cell D3 and Total: entered in cell A11 

Ignore formatting 1  

 

2 
3 =B4+C4 in cell D4 

=SUM(B4:C4) or =SUM(B4+C4) or other formula which works using cell 
references in cell D4 

2 
 

1  
 4 Formula replicated down for all schools 1  

 

5 
6 =SUM(D4:D9) in cell D11 

=D4+D5+D6+D7+D8+D9 in cell D11 
=SUM(D4:D10) in cell D11 
=SUM(D4:D9) in cell D10 or D12 

2 
1 
1 
1  

 
7 Printed in formula view, landscape with no truncation with gridlines 

and row and column headers 1  
    7 
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SP3    

 
 

 1 New row inserted between rows 7 & 8 (Drogheda and Raines) 1  
 2 Data entered correctly Maghull Grammar 27 19 1  

 
3 Total students for Maghull shows 46 and total students in cell D12 

shows value 240. Must be data view for mark. 1  
    3 

 

SP4    
 

 
 

 
1 Cost per student: entered in cell D1 and Cost entered in cell E3. 

Ignore formatting 1  
 2 33.5 entered in cell E1. (Accept £33.50 if data view presented) 1  

 

3 
4 =D4*$E$1 (or =D4*E$1) entered in cell E4 

=SUM(D4*$E$1) (or =SUM(D4*E$1)) entered in cell E4 
=D4*E1 entered in cell E4 

2 
1 
1  

 
5 Formula containing absolute cell reference copied down. Do not accept 

copying of formula which does NOT include absolute cell reference 1  
    5 
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SP5 =IF(D4>30,E4*20%,0) is expected answer.  
Criteria MUST be correct for marks 3 and 4 to be awarded.  
Accept correct IF statement entered for any school.  
Must see row and column headers for marks 2, 5, 6, 7 and 8   

 
 

 
1 Discount entered into F3 and Charge entered into G3. Ignore 

formatting 1  
 2 =IF(D4>30 or =IF(D4<=30 entered in F4 1  

 
3 E4*20% (or E4*0.2 or E4*20/100) in correct location relative to correct 

criteria. 1  
 4 0 in correct location relative to correct criteria 1  
 5 =E4-F4 in cell G4. Do not accept =SUM(E4-F4) or similar alternatives 1  
 6 Formulae in columns F and G replicated for all schools 1  
 7 =SUM(G4:G10) entered in cell G12 1  

 

8 Columns A, F and G only printed landscape on one A4 sheet. No 
truncation. 
Must show row and column headers and gridlines 1  

    8 
 

  Total for Activity 4: 26 marks   
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Activity 5 – Using desktop publishing/word processing software 
 

DP1    

 
 

 
1 Suitable picture relating to Activities from the file GRAPHICS 

Allow archery, karting, canoes 1  

 

2 Any one picture in Activities section, size not less than 5 x 3 cm or 
more than 8 x 6 cm as seen depending on orientation, and proportions 
retained 1  

 
3 Only one picture within Activities section on “Page 2”, below title if 

present (ignore logo if in addition to one graphic). In suitable location 1  

 
4 All Activities text from FACTS. Check spelling and punctuation. 

Additional text must make sense. Ignore title. 1  
 5 All text as seen for Activity fully justified 1  

 

6 
7 Image is text-wrapped to be square or tight with text on one side of 

image only. May have text above and/or below image. Sensible text 
arrangement around image. 
Text wraps around picture but text is not arranged sensibly. 

2 
 
 

1  

 
8 All Itinerary details from FACTS 

The whole must make sense and be spell-checked 1  

 

9 One suitable picture from GRAPHICS file (not more than one).  Do not 
allow camping or logos. 
Must be different from Activities section.  1  

 
10 Sensible layout of Itinerary information eg graphic with appropriate 

text 1  
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11 ACTIVITIES and ITINERARY consistent font, style and size.  
Must have more emphasis than other headings 
Check spelling and capitalisation. Must both be present for mark. No 
WordArt. 1  

 
12 Overall consistency of font type, size and styles of sub-headings and 

text across both sections as seen 1  

 

13 Layout including use of white space, plus both Activities and Itinerary 
sections present and would fit on one A4 page without manipulation 
(may be presented as two A5 portrait sheets printed on separate A4 
paper) 1  

 14 Landscape, presented as two A5 portrait pages on one A4 sheet 1  

 
15 Overall fitness for purpose – all of above, all text justified and only one 

graphic per page. May also have one Smarts Leisure Park logo. 1  
    15 

 
  Total for Activity 5: 15 marks   

 
 

 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Further copies of this publication are available from 
Edexcel Publications, Adamsway, Mansfield, Notts, NG18 4FN 
 
Telephone 01623 467467 
Fax 01623 450481 

Email publications@linneydirect.com 

Order Code UG023474 Summer 2010 
 
 
For more information on Edexcel qualifications, please visit www.edexcel.com/quals  
 
 
Edexcel Limited. Registered in England and Wales no.4496750 
Registered Office: One90 High Holborn, London, WC1V 7BH 


