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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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You have recently been appointed to the position of

Administrative Assistant at LifeStyle, a furniture retailer.

LifeStyle sells to their customers online and through their

store located in Edinburgh.

Your duties are administrative in nature and you report

directly to Helen Carter, Senior Administrative Assistant.

LIFESTYLE
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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 file as LHEADowninitials.

• Print one copy of LHEADowninitials.

6 marks
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Task 2

LifeStyle intends to introduce a new furniture range.

• Key in the information shown below and on pages 6 and 7, following all

instructions.

• Save the file as KALEowninitials.

• Print one copy of KALEowninitials.

22 marks
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Task 2 (continued)
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Task 2 (continued)
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Task 3

Create a database of customer contact details.  The information you need is listed

below.

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

Name – Title, First Name and Surname.  All fields should be TEXT, except Acc
Opened which should be DATE, Credit Limit which should be CURRENCY (whole

number) and Cust No which should be NUMBER.

• Key in the details.

• Sort the database in order of Acc Opened (earliest first) and ascending order of

Credit Limit.

• Save the database as CUSTowninitials.

• Print one copy of CUSTowninitials in list format.

23 marks
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Task 3 (continued)
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Task 3 (continued)



11

Task 3 (continued)
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Task 3 (continued)
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Task 3 (continued)
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Task 3 (continued)
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Task 4

Richard Muldrow, the Store Manager, requires a spreadsheet to show staffing costs as

he is in the process of reviewing yearly overheads.  Helen has asked you to prepare the

spreadsheet.

• 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 Salary Cost

Overall Salary Cost 

• Save the spreadsheet as SALARYowninitials.

• Print one copy of SALARYowninitials showing figures.

• Print one copy of SALARYowninitials showing formulae.

10 marks

6

7

8

9

1

A B

1

2

1

3

£48,500

£31,000

£18,500

£14,000

£16,000

£12,000

10

5

?

?

?

?

?

?

?

C D

2

3

4

5

Annual Store Salary Cost

Position No of Staff Salary Total Salary Cost

Manager

Depute Manager

Admin Assistant

Showroom Staff

Senior Admin Assistant

Warehouse Staff

Overall Salary Cost
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Task 5

You are to accompany Richard Muldrow to the Inspiration Furniture Show, which

will be held in Paris from 21 to 26 June 201l.

• Access www.airfrance.co.uk to find flights from Edinburgh to Paris, Charles de

Gaulle, on 20 June 2011.  Print one copy of the relevant page(s), clearly indicating

the times selected.

• Access www.airfrance.co.uk to find afternoon flights from Paris, Charles de

Gaulle, on 26 June 2011 to Edinburgh.  Print one copy of the relevant page(s),

clearly indicating the times selected.

• Access www.expedia.co.uk to find a 4-star hotel in Paris for the duration of your

stay.  Print one copy of the relevant page(s).

7 marks
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Task 6

You have received an e-mail from Jean-Paul Gautier, organiser of the Inspiration

Furniture Show.

• Access your e-mail facility.

• Open the message BOOKING CONFIRMATION.

• 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 7

Richard would like you to make some changes to the information sheet.

• Recall the information sheet KALEowninitials.

• Make the amendments shown below.

• Save the file as KALE2owninitials.

• Print one copy of KALE2owninitials.

■ Change the margins to 4 cm/1·58".

■ Paragraph one should now read:

13 marks

■ Insert the following text after the section headed Teenage Range:

■ Delete the paragraph headed Decoration.
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Task 7 (continued)

■ Insert the following text after the section headed Adult Range:

■ Justify the document.

■ Insert a page break after the section headed Adult Range.

■ Insert the page numbers in the footer.
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Task 8A

Some changes need to be made to the database.

• Recall the database CUSTowninitials.

• Make the changes detailed below.

• Save the database as CUST2owninitials.

• Print one copy of CUST2owninitials in list format.

1 Susan Anderson is now married.  She is now known as Mrs Susan Jackson.  Her e-mail

address is now susiejackson@yahha.co.uk but all of her details remain unchanged.

2 Kayden Aberg has closed his account.

3 Delete the field for Acc Opened.

4 A new customer has to be added to the database.  Details are given below:

11 marks
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Task 8A (continued)

5 Add a new field for Contact Method to show how customers wish to be contacted.  The

field should be TEXT.  Add the details for the new field from the information in the

table shown below:

6 Sort the database in alphabetical order of Contact Method and Surname.
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Task 8B

• Search the database for any customers who live in Edinburgh with a credit limit of

over £800.

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

2 marks
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Task 9

The management wishes to reward staff for their hard work and commitment.

• Create the information sheet shown below.

• Save the file as INFOowninitials.

• Print one copy of INFOowninitials.

10 marks

Family Fun Day

Saturday 16 July 2011

The management invites you and your family members to an annual “Family Fun

Day” which will be held in the popular Tentsmuir Forest.  Tentsmuir is an open,

mature pine forest next to an extensive stretch of sandy beach in North East Fife.

Food and transport will be provided.  Coaches will leave the staff car park at 10 am

and return at approximately 8 pm. 

There is a children’s play area located close to the car park and we are planning a full

programme of optional entertainment to keep all generations of the family entertained

and amused throughout the day.  Activities planned to date include:

Children’s Sandcastle Competition (3–9 years old)

Children’s Sandcastle Competition (10–16 years old)

Family Nature Trail Quiz (all ages)

Family Beach Sports (volleyball, rounders, football, etc)

Please let Helen Carter know if you and your family members are able to attend for

the purpose of booking transport, purchasing food and refreshments and planning

activities.
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Task 10A

You now need to update the spreadsheet.

• Recall the file SALARYowninitials.

• Make the changes shown below.

• Save the spreadsheet as SALARY2owninitials.

• Print one copy of SALARY2owninitials showing figures. 

• Print one copy of SALARY2owninitials showing formulae. 

8 marks

■ A new position is being created.  Insert a row between Depute Manager and Senior
Admin Assistant and add the following information:

Warehouse Manager £22,300

■ The following salaries have changed:

Manager £50,000

Showroom Staff £16,500

Senior Admin Assistant £19,000

■ Below the overall salary cost, insert a formula to calculate the salaries of the

showroom staff as a percentage of the overall salary.

■ Format this cell as a whole number and label appropriately.
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Task 10B

Richard has asked you to create a bar chart to show total salary costs.

• Open the spreadsheet SALARY2owninitials.

• Create the bar chart.

• Save the chart as SALARY3owninitials.

• Print one copy of SALARY3owninitials.

8 marks
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Task 11

Helen has asked you to prepare the following memorandum.

• Save the file as FLUowninitials.

• Print one copy of FLUowninitials.

9 marks
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Task 11 (continued)
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Task 12

Helen has asked you to update the electronic diary for Monday 23 May 2011.

• Add the meetings and task shown below.

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

5 marks
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Task 13

Richard has asked you to prepare the following letter.

• Recall the file LHEADowninitials.

• Key in the letter shown below.

• Save the file as PROJECTowninitials.

10 marks
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Task 13 (continued)

[END OF PROJECT]
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Standard Grade Administration Practical Abilities Project

Instructions to Teachers

Issue and completion of projects

1. Issue a project, at the appropriate level, to each candidate.

2. Instruct the candidates to:

(a) check that the project is at the level they wish to undertake;

(b) enter details of their centre, name, date of birth and candidate number on the front

cover of Form Ex5 (Flyleaf) (issued in February of examination year).

3. Remind candidates that:

(a) the project must be their own work and that they will be required to sign a

Declaration to this effect.  If it is established that the work of another candidate

has been submitted as their own, SQA may cancel an award in this subject or all

their subjects;

(b) no work or materials may be taken out of the centre;

(c) they should do the tasks in the order presented in the paper;

(d) whilst they are permitted to ask teachers questions, the teacher may provide

clarification only.  Teachers must not assist candidates with their projects.

Preparation of materials by the teacher

1. Certain materials for the projects require to be keyed in and stored on disc by the

teacher in advance of the projects being issued to candidates.  These materials are found

on the following pages.

2. The text of these materials should be keyed in exactly as they appear.

The style of the text (font, pitch size, any highlighting, etc) should be entered in the

same style as the house style with which the candidates are familiar.

Further information can be found in Standard Grade Administration—Practical

Abilities Projects, General Guidance to Teachers, issued to all centres in

September 2002.



Task 14

Teachers should check that the website addresses given for Task 14

are still current.

Task 9

Teachers should provide candidates with an e-mail address for use in

Task 9.
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PRACTICAL ABILITIES PROJECT—FOUNDATION

Task 5

Teachers should ensure that candidates have access to an electronic

diary for use in Task 5.
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PRACTICAL ABILITIES PROJECT—GENERAL

Task 6

Teachers should send the following e-mail to each candidate for Task 6.

astudent@school

ateacher@school

Booking Confirmation

Hello

Thank you for your booking.

I can confirm that 2 places have been booked for LifeStyle
representatives at the 2011 Inspiration Furniture Show.

Could you please send us a copy of your letterhead for promotional
purposes.

Thank you

Jean-Paul

BOOKING CONFIRMATION – Message (HTML)

Task 5

Teachers should check that the website addresses given for Task 5 are

still current.

Task 12

Teachers should ensure that candidates have access to an electronic

diary for use in Task 12.
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PRACTICAL ABILITIES PROJECT—CREDIT

Task 5

The following spreadsheet – filename PARTYCOST – should be made available to

candidates. Use cells and shading as shown.  Add no further formatting.

1 OCCASION

A B C D E

DATE

STAFF COSTS

Chefs

Kitchen Staff

Waiting Staff

FOOD COSTS No of Guests Cost per Head

f
f
f f

f

f

f

f

No of Guests Cost per Head

3 course meal

OVERHEADS

Overhead Charge

MISCELLANEOUS

Printing Menus

Total Basic

Hours

Total Overtime

Hours Total Wages Total Cost

Balloons and Streamers

Flowers for Tables

EVENT COST

Wage Rates

Chef

Kitchen Staff

Waiting Staff

Overtime Rate

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33
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PRACTICAL ABILITIES PROJECT—CREDIT (continued)

Task 10A

Key in the following as a word document.

The service when we visited was not only good – it was impeccable.

The service was excellent and friendly.

Service was friendly and efficient and there was no shortage of

willing staff.

(Embolden the words as indicated and key in the list in single line
spacing.)

Save it as COMMENTS and e-mail it to each candidate as an

attachment.  The e-mail should be given the subject heading GOOD

SERVICE.  The e-mail should read –

Please find attached some comments regarding customer service in

restaurants.

Thanks

Steven

Task 13

Teachers should ensure that candidates have access to an electronic

diary for use in Task 13.

[END OF INSTRUCTIONS TO TEACHERS]
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