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candidate number and centre number

No marks to be awarded for any printout not containing the candidate name,

Slide 3

Candidate name & numbers
Candidate name & numbers

Corporate house style

* Whatisa corporate house style?

* Consistent colour scheme/ logo/trade mark / symbol / branding / set of
rules / specifications
[1]

* Whyisitused?
*  Way of recognising the company / branding / ensure consistency of
company documents
(1]

* Howis it created?

* Stylesapplied to all documents /website/interface with public/ style
guides/template documents
(1]

* Whereisit seen?

* letter heads/ business cards /advertising/ websites/company
vehicles/intranet/predefined in software

(1]

Slide 4

Candidate name & numbers

Verification

* Whatis the feature?

* Checking data entry/Checkingintegrity of transmitted data

* Checkingthatdatahas been entered accurately [1]

* Whyis it used?

* Ensuredatais enteredaccurately/reductionin data
entry/transmission errors [1]

* How is it performed?

* doubleentry/ visual compare of entry and original doc [1]

* What data might be verified on a web form?

+ Password/ email address [1]
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Slide 5

Candidate name & numbers

Evaluate internet sources

¢« Howdo you recognise a secure website?

¢ Padlock/ https [1]
¢ Which part of a URL would show a site belongs to university?
* .ac.edu [1]

* What sort of organisation hasa URL that ends .gov.au

+ government [1]
¢ Why may information in a wiki be untrue?

* Notvalidated / anyone can enter data [1]

[4]

Slide 6

Candidate name & numbers

Manipulating images

* Whatis the feature?
* Changing an image to match a specified purpose [1]
¢« Whyis it used?

* To give impact to audience / To fit available space / reduce file size
fortransfer / enhance or touch up image [1]

* Whatimage format would be most suitable for a webpage?
*+ .jpg/ -gif / .png 1]
* What problems could be caused by manipulatinganimage?

« Ethical / moral / loss of quality / distortion / pixelation /skewing /
increased file size / incompatible formats / loss of layers / bitmap
versus vector [1]

[4]
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Slide 8

+ What
* Symb

* Tickb
langu

* Descr

Slide 9

* Whati

Candidate name & numbers

Special characters

is the feature?
ol/mathematical / accents / language characters/

characters not available on keyboard [1]
* Whyare they used?

oxes / formulae / accented characters/ writing in foreign
age [1]

+ How would you add a special character to a document?

iption of method of selection (eg. Insert then symbol) [1]

* Where would you include a special character?
* Datacapture form / mathematical paper/ Japanese text [1]

Candidate name & numbers

Superscript and subscript

s superscript?

* Superscript moves character above baseline [1]

* Give an example ofits use

* Superscript for indices / mathematical documents [1]

* Whatis subscript?

* Subscript below baseline [1]

* Give an example ofits use

* Subscript for chemical formulae / scientific documents [1]
© UCLES 2010
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Slide 10
Candidate name & numbers
Auto text used in word processing
Whatis auto text?
Commonly used text / phrases / file name / path auto numbering
[1]
Whyis it used?
Save time repeatedly typing [1]
Give an example of its use?
Header / Footer / Salutation / etc [1]
Describe how you would insert auto text
Insert & AutoText / Tools & Templates & Add-ins [1]
[4]
Slide 12
Candidate name & numbers
Hyperlinks
.
§ What is a hyperlink? i
'+ Link to slide / document / website [1] i
Why is it used? i
Move to different media / location / different slide / move
to slide out of sequence / menu [1] i
How do you recognise a hyperlink? ;
Underscore, different colour, changes when cursor moved
| overit [1] |
[3]
© UCLES 2010
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Slide 13

Candidate name & numbers

Audio and video files in presentations

* Why are these files used in presentations?
« To give impact to audience / enhance presentation / show
actual video of a situation or place / narrate [1]
* Give an example of a file type would be for audio
« .mp3/ .wav/ flac / .0gg / .aac / .aiff /.wma /.au [1]
*« Why is this file type used?
« Discussion on size / quality [1]
Presentation created 1 mark
Text on slides
Black font 1 mark
Sans-serif font 1 mark
Consistent within slide 1 mark
Slide master
Candidate name & no’s top right 1 mark
Black Serif font 1 mark
Not overlapping 1 mark
© UCLES 2010
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P|anning time for projects / Header 100% correct 1 mark
Fits to single page 1 mark
Row 2 deleted 1 mark Fully visible 1 mark
6 correct dates 6 marks
Row 1 & Column A - Bold 1 mark

Estimated
Production
dates

Project 1
Project 2
Project 3
Project 4
Project 5
Project 6

Start dates
during
winter
2

P

End

Day Month Year Planning Design Installation date Full start date

28/11/10 28 11 2010 50 24 30 6 18/03/11 28 November 2010 (Autumn)
16/10/10 16 10 2010 32 22 50 10 07/02/11 16 October 2010 (Autumn)
02/11/10 2 11 2010 30 21 45 7 13/02/11 02 November 2010 (Autumn)
30/11/10 30 11 2010 36 28 42 21 06/04/11 30 November 2010 (Autumn)
01/12/10 1 12 2010 45 45 72 14 26/05/11 01 December 2010 (Winter)
02/12/09 2 12 2009 23/07/10 02 December 2009 (Winter)

Row 8 inserted 1 mark Cell J7 23/07/10 1 mark

‘Project 6° 100% correct 1 mark Columns B & J - dd/mm/yy format 1 mark

Global replace —Advertisement to Project Display for column K 1 mark

1 mark
Candidate name & numbers ﬁ In footer 1 mark
© UCLES 2010
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Header 100% correct 1 mark
Formulae and functions used Orientation Landscape 1 mark
Row headings Fully visible 1 mark
Column headings  Fully visible 1 mark
Formulae & labels Fully visible 1 mark
A B C D E F G H | J
1 | Estimated Production
dates Start date | Day Month Year Planning | Design | Creation | Installation | End date
2 | Project 1 40510 =DAY(B2) | =MONTH(B2) | =YEAR(B2) | 50 24 30 6 =B2+F2+G2+H2+I2
3 Project 2 40467 =DAY(B3) | =EMONTH(B3) | =YEAR(B3) | 32 22 50 10 =B3+F3+G3+H3+I3
4 | Project 3 40484 =DAY(B4) | =MONTH(B4) | =YEAR(B4) | 30 21 45 7 =B4+F4+G4+H4+14
5 | Project 4 40512 =DAY(B5) | =MONTH(B5) | =YEAR(B5) | 36 28 42 21 =B5+F5+G5+H5+I5
6 | Project 5 40513 =DAY(B6) | =MONTH(B6) | =YEAR(B6) | 45 45 72 14 =B6+F6+G6+H6+16
7 | Project 6 40149 =DAY(B7) | =MONTH(B7) | =YEAR(B7) 40382
8 —~ |
9 | Start dates during winter Day 8orrect ]tunction 1 mark
. Month orrect function 1 mark
10 | =COUNTIF(M2:M7,"Winter") Year Correct function 1 mark
D e End date Correct calculation 1 mark
Max 4 for different correct method: eg. Replication All 4 formulae 1 mark
COUNTIF 1 mark
Correct range 1 mark
Condition Month (J) 1 mark
Extraction Winter — lookup
or extraction 1 mark
© UCLES 2010
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K

B4))*12+MONTH(J4)-MONTH(B4)
B5

=LOOKUP(MONTH(B5),NXMonth.csv!$A$1:$A$12,NXMonth.csv!$B$1:$B$12)

=(YEAR(J6)-YEAR(B6))*12+MONTH(J6)-MONTH(B6)

=LOOKUP(MONTH(B6),NXMonth.csvI$A$1:3A$12,NXMonth.csv!$B$1:$B$12)

NO R ON -

(
(
(
=(YEAR(J5)- YEAR( 5))*12+MONTH(J5)-MONTH(B5)
(
(

=(YEAR(J7)-YEAR(B7))*12+MONTH(J7)-MONTH(B7)

=LOOKUP(MONTH(B7),NXMonth.csv!$A$1:3A$12,NXMonth.csv!$B$1:$B$12)

© UCLES 2010
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1 | Full start date
2 | =TEXT(B2," dd mmmmmmmm yyyy")&" ("&LOOKUP(D2,NXMonth.csvI$A$1:$A$12,NXMonth.csvI$B$1:3B$12)&")"
3 | =TEXT(B3," dd mmmmmmmm yyyy")&" ("&LOOKUP(D3,NXMonth.csv!$A$1:$A$12,NXMonth.csv!$B$1:$B$12)&")"
4 | =TEXT(B4," dd mmmmmmmm yyyy")&" ("&LOOKUP(D4,NXMonth.csv!$A$1:3A$12,NXMonth.csvI$B$1:3B$12)&")"
S | =TEXT(B5," dd mmmmmmmm yyyy")&" ("&LOOKUP(D5,NXMonth.csvI$A$1:$3A$12,NXMonth.csvI$B$1:$B$12)&")"
6 | =TEXT(B6," dd mmmmmmmm yyyy")&" ("&LOOKUP(D6,NXMonth.csv!$A$1:$A$12,NXMonth.csv!$B$1:$B$12)&")"
7 | =TEXT(B7," dd mmmmmmmm yyyy")&" ("&LOOKUP(D7,NXMonth.csv!$A$1:3A$12,NXMonth.csvI$B$1:$B$12)&")"
8 [
9 Full start date
1 Text Correct function 1 mark
Reference Correct cell 1 mark
Space Included after date 1 mark
Day portion Correct format 1 mark
Months Month portion  Correct format 1 mark
Subtract both year functions 1 mark Year portion Correct format 1 mark
Correct brackets Year only 1 mark Concatenate or & 1 mark
Multiply by 12 1 mark “(“ 1 mark
Add End month 1 mark Lookup Function used 1 mark
Subtract Start month 1 mark Reference Correct cell 1 mark
Range External 1 mark
Concatenate or & 1 mark
“) 1 mark
L M
Months
=(YEAR(J2)- YEAR B2))*12+MONTH(J2)-MONTH(B2) | =LOOKUP(MONTH(B2),NXMonth.csv!$A$1:5A$12,NXMonth.csv!$B$1:$B$12)
=(YEAR(J3)-YEAR(B3))*12+MONTH(J3)-MONTH(B3) | =LOOKUP(MONTH(B3),NXMonth.csv!$A$1:5A$12,NXMonth.csv!$B$1:$B$12)
=(YEAR(J4)-YEAR =LOOKUP(MONTH(B4),NXMonth.csv!$A$1:3A$12,NXMonth.csv!$B$1:$B$12)
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Analysis of projected number of days for each
stage of the Olympic projects

Project 5
L
2 Project4
£
2 _
o Project3
(S
2
2 Project?2
a

Project 1

Name, centre number & candidate number

_ |

0 50 100

Days from start of project N

150

200

B Planning
Design
B Creation

B [nstallation

Correct values
Chart type
Appropriate (Stacked bar)

Category Axis
Project 1 etc

Meaningful & appropriate axis label
Value Axis
Meaningful & appropriate axis label
Chart Title
Meaningful & appropriate chart title
Title of appropriate size
Name & numbers on chart
Legend or series labels
Visible, correct and appropriate

2 marks

2 marks

1 mark
1 mark

1 mark
1 mark
1 mark

1 mark

1 mark
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Evidence document

Insert Hyperlink

Link, ta:

Exjsting File ar
Wweb Page

Place in This
Diacurnent

Create MNew
Docurnent

E-mail Address

Text ko display: | Generic Features

| ScreenTip. ..

Select a place in this document:

Slide preview:

[=)- Slide Titles
. Hothouse Desian

. Corporate house skyle

. Error checking and accuracy
. Manipulating images

. Features used in document p
. Special characters

. Superscript and subscripk

. Auko-text

[ e B T L -0

£ | >

10, Features used in presentati v

_— 1

Gener IC feqiures

« Corporate houss styles
* [Error chacking and accuracy

Correct text

Internal - to correct slide

(8].4

] [ Cancel

1 mark

1 mark

Insert Hyperlink

Link, ta:

Exjsting File ar
Wweb Page

Place in This
Dacument

Create Mew
Docurnent

E-mail Address

Text ko display: |Manipulating images

| ScreenTip. ..

Select a place in this document:

Slide preview:

[=)- Slide Titles

. Hothouse Desian
. eneric Features
. Corporate house skyle

. Error checking and accuracy
. Manipulating images

E I .

A
I

Wk thes faatuns i
T Crnging animags w3 manch s e e puno :IJ
W e st
+ Tl Bmct o F T ol g [ recuc T ik
for I [ SOPCE O TOSCH 1 ITagE ]
E i it

l [ Cancel

f., Features used in document p " o (g [duaseg [ nitie tunes 1
7. Special characters . Dacssreares lngem { unbetin m
8. Superscript and subscripk
9, Auto-text
10, Features used in presentati v
£ | »
Correct text 1 mark
Internal - to correct slide 1 mark
© UCLES 2010
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Insert Hyperlink

Link. to: Text ko display: |Features used in document production | ScreenTip. ..
Select a place in this document: Slide preview:
Existing File ar | | = Slide Titles ~ ~
Web Page 1. Hothouse Design | o
2. Generic features
3. Carparate house style * Specialcharacters
Place in This 4, Error checking and accuracy ::::_r::t e e
Document 5. Manipulating images i
6. Features used in document p
ﬂ 7. Special characters
Create Mew 8. Superscript and subscript
Dacument 9, Auto-text
10. Features used in presentati hd
Q < | »
E-mail Address
M (a4 l [ Cancel
Correct text 1 mark
Internal - to correct slide 1 mark

Edit Hyperlink

Link, kot Text ko display: |Features used in presentation authoring | ScreenTip. ..

Select a place in this document: Slide presiew:
Existing File ar Mext Slide ~
Web Page Previous Slide | T
[=J- Slide Titles
1. Hothouse Design
Place in This 2. Generic Features « Hyperiinks
Docurment 3, Corporate house style + Madiafiles
4, Error checking and accuracy
| &, Manipulating images —
Create Mew f, Features used in document p
Drocurnent 7. Special characters
8, Superscripk and subscript (%
< |

el
E-mail Address
M oK l[ Cancel ]

Correct text 1 mark
Internal - to correct slide 1 mark

© UCLES 2010
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Edit Hyperlink

Link. to: Text ko display: |Hu:uthu:uuse website | ScreenTip. ..

st 'I Look in: |[E| Movember 2010 V|
E':-'f-'EIEEIF'alugjeel:lr |5 worked - Bookmark. ..

Current | W] ~410_Now_9713_02_MS_v1

Folder | Wl g10_tow_o713_02_F_v1
Place in This _! ~$Presentation_worked_v1
Docurnenkt Browsed ~AYRLI044, Emp

Pages f| ~MYRLI645, mp

= ] 2010_Nav_9713_02_M5_v1
Create New Recert ] 2010_Mav_9713_02_QP _v1

Drocument Files ‘gﬂ JZMOTES
Est] Presentation_worked_v1 b

Q Address: |http:,|',l'www.hnthuuse-design.cu.uk,l' L | Remnove Link,
E-mail Address
[ (0].4 l [ Cancel ]

Correct text 1 mark
Web page 1 mark
Correct URL 1 mark

Address |23 DACIE19713 & leveliMovember 20104Compress

File and Folder Tasks A
l-_;g Move the selected items EJI I_j . Z..Z = FIIeS (bOth) leped 2 marks
D Copy the selected items L oOpen
ublish the selected items Hew
e E:l ‘tJILeh\':f':ab et ; pp Print
’_‘j E-mail the selected items Open with 3
¥ Delets the selected items Refresh Thumbnail
Other Places Cut @ Desktop (create shortout)
Copy 1 Mail Recipient
Movember 2010
E My Documents Create Shortout @ Iy Documents
|5) Shared Documents EEIEte Wl _wk My Documents
ig My Computer ename., 5 314 Floppy {A:)
‘:J My Network Places Properties \9 Audio C0(E:)
S Memory Stick (G:)
Nakailc %
mber 2010VCompress
Marmne Size | Twpe Dake Modified
@NXths_wurkﬂd 13KE Microsoft Office Excel Worksheet 17)09/2005 23:59
IIﬂF‘rEsentatiu:un_l.-uu:urleuau:l B0 KE Microsoft Office PowerPoint Presentation 16/09/2005 20:46
F| Myjobs_worked 71 KE Compressed (zipped) Folder 18/09/2005 20:39
‘l
File type 1 mark
File size 1 mark
Date & time 1 mark
Step 30

Reasons for compression:
o Reduce transmission time for files
e  For e-mail attachments / file transfer using network / internet

o Server space / reduce storage space for files
2 from Max [2]
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