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Instructions to Candidates

1. This project is part of your assessment for Administration.

The solution to the project must be your own work.  You are allowed to look at books

and at work you have done before.  You may ask your teacher questions, however your

teacher is not permitted to help you with the project, but may provide you with

clarification. 

2. You must not take any of the project work or material out of school.  Before you begin

work on your project, please check that the project is at the level—Foundation, General

or Credit—that you wish to undertake.

3. You should complete the tasks in the order presented in the paper.

4. The project should take approximately 15 hours.

5. Your name, school and task number must be entered on each item submitted.

6. Follow all instructions regarding the tasks carefully (eg with regard to stapling sheets

together).  Place all items for marking inside form Ex5 (External Assessment Flyleaf)

in order of task number.

Declaration

Prior to submitting your project to SQA for marking, you will be asked to sign a

Declaration that the Project is your own work.

You are advised that if it is established that the work of another candidate, whether in part

or in whole, has been submitted as your own, SQA may cancel an award in this subject or

in all your subjects.
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THE FORMARTINE RAILWAY

You are a volunteer for The Formartine Railway, which operates

between Dyce and Strichen. Your duties are administrative in nature

and your office is based at Dyce Station.

The railway, which operates at weekends and also during the week

over the summer months, is very popular with tourists, corporate

customers and locals.

The railway is run by the Buchan Railway Association, an

enthusiastic group of volunteers who have been in existence for over

10 years.
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Task 1

• Create the letterhead shown below.

• Make use of bold, italics and an appropriate graphic to make the letterhead more

attractive.

• Save the document as LHEADowninitials.

• Print one copy of LHEADowninitials.

6 marks
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Task 2

Create a database of contact details for corporate customers.  The information you

need is listed below.

• Use separate fields for each of the details given, with 3 fields used for Contact

Name – Title, First Name and Surname.  All fields should be TEXT except Date of
Last Visit which should be DATE.

• Key in the details.

• Sort the database in order of Line of Business and Company Name.

• Save the database as CORPowninitials.

• Print one copy of CORPowninitials in list format.

20 marks
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Task 2 (continued)
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Task 2 (continued)
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Task 2 (continued)
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Task 3

The Railway needs to have a new information leaflet.  Thomas Awdry, one of the

volunteers, has written a draft for you to key in.

• Key in the information shown below, following all instructions.

• Save the document as INFOowninitials.

• Print one copy of INFOowninitials.

24 marks



Task 3 (continued)
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Task 4

Henry Meldrew, the Railway Chairman, is going to London for a weekend

conference.  He does not like flying so would prefer to travel by train and would like

you to find out sleeper times.  Henry would like to travel to London overnight on

Friday and will return home overnight on Sunday.  He will also need a 3-star hotel

for Saturday night.

• Access www.firstgroup.com/scotrail to find sleeper times from Aberdeen to

London and back.  Print one copy of the relevant page(s), clearly indicating the

times selected.

• Access www.theaa.com or www.rac.co.uk to find a 3-star hotel in London for

Saturday night.  Print one copy of the relevant page(s). 

6 marks
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Task 5

You require a spreadsheet to show the projected income for July.

• Create a spreadsheet.

• Key in the text and data as shown below.  Increase the size of the main heading.

• Format the cells for CURRENCY and NUMBER as appropriate.  These cells

should be formatted as whole numbers.  

• Insert formulae to calculate:

Total number of passengers

Total income for each category

Total income for the month

• Save the spreadsheet as JULYowninitials.

• Print one copy of JULYowninitials showing figures.

• Print one copy of JULYowninitials showing formulae.

11 marks

Category

Adult – single

Child/OAP – single 45 £4 ?

80 £9 ?

?

?

£1,540

£2,220

?

£13

£5

880

330

?

Adult – return

Child/OAP – return

Refreshments

Memorabilia

Total

Number of

Passengers Fare Total

PROJECTED INCOME FOR JULY
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Task 6

We want to attract more volunteers.  James Stephenson, Membership Secretary, has

given you some information on a proposed Recruitment Day.

• Create the notice below.

• Make use of different fonts, sizes and any other suitable text format.

• Add a graphic to enhance the notice.

• Save the document as NOTICEowninitials.

• Print one copy of NOTICEowninitials.

9 marks



14

Task 7 – Part A

Some changes need to be made to the database.

• Recall the database CORPowninitials.

• Make the changes detailed below.

• Save the database as CORP2owninitials.

• Print one copy of CORP2owninitials in list format.

1 The contact person for Glen Ythan Distillery has been changed to Mr Johnny Conners.

2 Delete the field for Line of Business.

3 A new customer has to be added to the database.  Details of the new customer are given

below:

Company Name Trotter International Traders

Contact Name Mrs Adele Boycie

Address 10 Mandela Court

Town Keith

Postcode AB55 9XS

Tel No 01542 682461

Date of Last Visit Today’s date

4 Add a new field for Party Size.  The field should be NUMBER.  Add the details for the

new field from the information in the table shown below:

5 Sort the database in order of Date of Last Visit showing the most recent last.

10 marks

Glen Ythan Distillery

Glen Garioch Motors

McNee Fisheries Ltd

Dino’s Shortbread 

North Sea Financial Services

Balmedie Oil Services Ltd

40

16

60

64

14

72

Ferguson, McNeil & McLeod Ltd

Buchan Bakeries 

Garioch Radio

Buchan Pipeline Services plc

Trotter International Traders

12

10

30

48

10

Task 7 – Part B

• Search the database for any customers with a party size of 60 or more.

• Print one copy of any record(s) found showing all fields.

2 marks
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Task 8

You have received an e-mail from Percy De Viers, the Station Supervisor based in

Ellon.

• Access your e-mail facility.

• Open the message INFORMATION LEAFLET.

• Prepare a reply and attach the appropriate file.

• Send the e-mail and attachment.

• Print one copy of the e-mail.

• Print evidence to confirm that the e-mail and attachment have been sent.

6 marks
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Task 9

Percy would like you to make some changes to the Information Leaflet.

• Recall the leaflet INFOowninitials.

• Make the amendments shown below.

• Save the document as INFO2owninitials.

• Print one copy of INFO2owninitials.

■ Insert the following text before the section headed Company Conferences and
Private Functions:

12 marks

■ Insert the following text after the section headed Company Conferences and
Private Functions:
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■ Justify the document.

■ Insert a page break after the section headed Our History.

■ Insert a footer showing the e-mail address and page numbers.

Task 9 (continued)
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Task 10

Henry has asked you to update the electronic diary for Friday 12 June 2009.

• Add the bookings and tasks shown below.

• Print one copy of the diary and TO-DO list in day format.

7 marks
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Task 11

You now need to update the spreadsheet.

• Recall the file JULYowninitials.

• Make the changes shown below.

• Save the spreadsheet as JULY2owninitials.

• Print one copy of JULY2owninitials showing figures. 

• Print one copy of JULY2owninitials showing formulae. 

7 marks

■ It has been suggested that the Railway introduce a new ticket.  Insert a row between

Child/OAP – return and Refreshments and add the following information:

■ The revised numbers for passengers are:

Adult – single 90

Child/OAP – single 30

Adult – return 750

Child/OAP – return 250

Family Saver – return 325

■ The revised sales figures are:  Refreshments – £1,940; Memorabilia – £2,820.

■ Check that all formulae are updated.

■ Insert a formula, 2 rows down from the last line, to calculate the income from the

family saver ticket as a percentage of the total income.

■ Format this cell as a whole number.

■ Label the cell Family Saver as a % of Total Income.
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Task 12

Percy has asked you to create a chart to compare passenger numbers for other railway

operators for 2006 and 2007.

• Open the spreadsheet DATA.

• Create a bar chart.

• Save the chart as PASSowninitials.

• Print one copy of PASSowninitials.

7 marks
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Task 13

James has asked you to prepare a letter which can be sent to people who have shown

an interest in becoming a volunteer.

• Load the file LHEADowninitials.

• Key in the standard letter shown below.

• Save the document as RECowninitials.

• Print on copy of RECowninitials

23 marks
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Task 13 (continued)

[END OF PROJECT]
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