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1. Study the 5 pictures below showing equipment/software used in different KU| PS

departments.

Match the equipment/software to the departments below.

DEPARTMENT PICTURE

Personnel/Human Resources

Reception

Finance

Mail Room

Reprographics
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2. Below is the organisation chart for Toy Town.
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Amy Taylor
Manager
Clinton Boyd Ray Higgins Niamh McDonnell Bilal Viqar
Human Resources Finance Sales Purchasing
Supervisor Supervisor Supervisor Supervisor
Ross Burns Alex Smith Amy Scott Peter Marsh
Administration Administration Administration Administration
Assistant Assistant Assistant Assistant

(a) State one advantage of displaying an organisation chart in the

reception area.

(b) State the name of the employee to whom Ross Burns reports.

(¢) Alex Smith needs help with a finance problem. Ray Higgins has the

week off. What should Alex do?

Alex should

(d) Which department would arrange staff training?
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2. (continued)

() Choose one task that would be carried out by
Administration Assistant, on a regular basis.

Tick (V) the appropriate box.
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Peter WMarsh,

Tick (V)

Supervise staff within the
Purchasing Department

Update the supplier database

Arrange interviews

Calculate staff wages
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3. The following problems have arisen at Snazzy plc. How could these be
avoided in the future? Use a different solution for each problem.
(a) Visitors were unsure what to do when the fire alarm sounded recently.
Snazzy plc should
1
(b) 'The receptionist did not know which staff were in the building when
the fire alarm sounded.
The receptionist should
1
(¢) Appointments have been double-booked.
Snazzy plc should
1
(d) Visitors have been found in unauthorised areas.
Snazzy plc should
1
4. 'The following statements are either TRUE or FALSE.
Tick (v') the appropriate box.
TRUE FALSE
(a) | A spreadsheet application could be
used to search the Internet.
(b) | A word processor could be used to
prepare a memo.
(¢) | A database could be used to store
employee information. 3
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Pearce plc

|

Study the picture above.

Identify 2 hazards shown in the picture and state what action should be
taken to prevent each of them happening again.

FIRST HAZARD

1
ACTION TO BE TAKEN
Pearce plc should

1
SECOND HAZARD

1
ACTION TO BE TAKEN
Pearce plc should

1
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Munro plc has an open plan office layout. The following problems have
been identified. State a different way of solving each of the problems.

PROBLEM 1
There is nowhere to hold confidential meetings.
SOLUTION 1

Munro plc should

PROBLEM 2
It is noisy and staff often find it difficult to concentrate.
SOLUTION 2

Munro plc should

PROBLEM 3
A member of staff had her handbag stolen.
SOLUTION 3

Munro plc should
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7. Carol James is an Administration Assistant in Grants plc in Inverness. She
has a box of catalogues which must arrive in Leeds tomorrow.
Which 2 of the following methods could be used to solve this problem?
Tick (V') the appropriate boxes.
Tick (V)
Send by e-mail
Send by courier
Send by fax
Send by Special Delivery 2

[Turn over
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8. The following spreadsheet and bar graph have been created by Keith
Carsewell, Sales Assistant with Moffat Mobiles plc.

A

Branch Sales for year ended December 2007

£000s

Elgin

750

Aberdour

450

Oban

600

Moffat

200

N oV v Lo -

TOTAL

SALES (£000s)

(a) Keith wants to calculate the total sales. State the formula that should
be entered in cell B7.

BRANCH SALES FOR YEAR ENDED DECEMBER 2007

800

700

600

500

400

300

200

100

0

Elgin

Keith should enter

(b) Give one advantage of presenting this information in the form of a bar

graph.

[
Aberdour Oban

BRANCH

Moffat

(¢) Name one other way this information could have been presented.
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Paul Nichol owns a small business. He does not have access to the Internet.
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Using paper-based sources of information, how could the following
problems be solved? Use a different solution for each.

(a) A client will be arriving from London this afternoon. Paul needs the
telephone number of a local taxi firm to pick him up from the airport.

Paul should

()

unsure of the train times.

Paul should

Paul wishes to travel from his home in Edinburgh to Perth, but he is

(0)

Paul should

Paul is unsure how to spell “communication”.
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10. Killean High School prepares and produces its own student magazine,

shown below.

illeam

Kidz

JULY-AUG ‘08 ISSUE

(a) Name one piece of software that could be used to prepare this
magazine.

(b) State 2 features of this application which could be used to make the
magazine interesting and appealing to pupils.

(1)

(i1)

(¢) Name one piece of equipment which could be used to produce a copy
of this magazine for each pupil.
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11.

Para plc has a website and e-mail facilities.

& paraplc.com - home page
File Edit View Favorites Tools Help
<« > Q Q £ AV

| A 7
Back Forward Stop Refresh Home Favourites History Search  AutoFill Larger Smaller Print Mail Preferences
Address | http://www.paraplc.com

vIBco | Links”

"6 simplig
Your Iile!|J

privacy policy / terms & conditions / contact us

Give a different solution to each of the following problems.

(a) Very few customers are aware that the firm has a website or e-mail
address.

Para plc should

() Customers complain it is hard to locate information quickly on the
website.

Para plc should

(¢) Customers cannot purchase goods using the website.

Para plc should

[Turn over
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12. Kingston Ltd uses a computer database to store employee information.
Part of the database is shown below.
KINGSTON LTD - EMPLOYEE DATABASE

FIRST NAME | SURNAME | DEPARTMENT |JOB TITLE SALARY

Yvonne Erskine Sales Sales Manager £50,000
Human Resources

Helen Johnstone Human Resources : £15,000
Assistant

Peter Grant Sales Sales Assistant £15,000

Scott Mackintosh | Human Resources Human Resources £60,000
Manager

Amal Osman Finance Finance Manager £45,000

Solve the following problems using a different solution for each.

(a) Scott Mackintosh wishes to find out the names of all employees who
work in the Sales Department.

Scott should

()

(o)

1
All staff have access to the employee database.
Kingston Ltd should

1
Raymond Clark, Administration Assistant, went to a meeting and left
confidential information on his computer screen.
Raymond should

1
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Below i1s a list of terms.
A File management

B Internal mail

C EHIC (European Health Insurance Card)

D Business credit card
E Search engine

F Bar chart

Match one term above with the definition in the table below.

has been completed for you.

Definition

Letter of Term

The way in which information is
stored and organised.

Used to pay for dinner when
entertaining customers.

Information sent/received within
the organisation.

Allows a person to get reduced cost,
sometimes free, medical treatment
while they are in any European
country.
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14. State how the following mail would normally be sent by an organisation.

Use a different method for each.
Document Sent by
2
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15. Keira King, Sales Manager at Neon Signs Ltd, will be attending a Sales
Conference in Manchester.

She wishes to stay in a 3 star hotel in Manchester for one night on
25 June 2008. She has requested a double room with en-suite facilities.

The following hotels are available.

Royal Bridge Hotel **
Manchester Motel *

The Lexington Hotel **%*
The Grand ***

(a) Using the information above, complete the Accommodation Order
Form below.

NEON SIGNS LTD

4
neo stgng Uiy
ACCOMMODATION ORDER FORM

Name Keira King

Department

Accommodation

Date(s)

Special Request(s)

Authorised

[0020/401] Page eighteen




15. (continued)

() Keira must pay for the following. State one method of payment for
each. A different method must be used each time.

(1) 'Train ticket to Manchester
(1) Taxi to hotel

(¢) Keira uses her own money to pay for items when on her business trip.
What is the name of the document she must complete on her return?

Tick (V) the appropriate box.

Tick (V)

Itinerary

Accident Report Form

Expenses Claim Form

T'ravel Booking Form

[0020/401]

[END OF QUESTION PAPER]

Page nineteen

Marks

DO NOT
WRITE IN
THIS
MARGIN

KU| PS




[BLANK PAGE]




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.3
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends false
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams true
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments false
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage false
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile (Color Management Off)
  /AlwaysEmbed [ true
    /3Of9Barcode
    /Goudy
    /Goudy-Bold
    /Goudy-BoldItalic
    /Goudy-Italic
    /Helvetica
    /Helvetica-Bold
    /Helvetica-BoldOblique
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [595.276 841.890]
>> setpagedevice


