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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.



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 1s 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 1s run by the Buchan Railway Association, an
enthusiastic group of volunteers who have been in existence for over
10 years.



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

The Formartiae Qdulwaj
Old Statioa Read

b&ce
Aberdeea
AR\ OBRA

Tel No: 01QY 676677
fox No: oO1dly 67668%

E-madl QAQU‘ Wt e,s@fomo.rh't\emi(waj -00q. k.



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 TEX'T 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



Task 2 (continued)

Company Name Glea Ythaa Nsﬁltel\_-;
Contact Name Miss Wendy Bacrie
Address Wilsea Laae

Town Ellen

Postcode ABL) IBS

Line of Business

Food and drink

Tel No 01358 824567

Date of Last Visit q Mo.:\} 2008

Company Name Ferqusen , MeNed & Meleod Ltd
Contact Name M Stevie Patkerson
Address N Toaboll drive
Town Aberd een

Postcode ABIl SWw

Line of Business Finance

Tel No 01224 982332

Date of Last Visit \0 Se_pt 2008

Company Name Glen Garioch Motors
Contact Name Mr Ramon Estever
Address Osprey ladustrial Estate
Town Elon™

Postcode ARy 18T

Line of Business Traasport

Tel No OI3S'8 QOC002

Date of Last Visit 1S AuguS? 2008
Company Name Buchan Bakeries
Contact Name M7 Berkie Hall
Address 23-29 Ugqe Aveauve
Town Strichen

Postcode ABu3 SLT

Line of Business

food and brink

Tel No

0NN [{83uSk

Date of Last Visit

22 Augusk 20608




Task 2 (continued)

Company Name McNee Fisheries Ltd
Contact Name Miss Seaga. McNee
Address I4-1b Tat Road
Town Froserburah

Postcode ABy3 3SR

Line of Business

Food and bdrink

Tel No G134 T6l3d
Date of Last Visit It Moy 2008
Company Name Garioch Radio
Contact Name My Bea Santha
Address 61 Dee Street
Town laverurie
Postcode ARS) T

Line of Business Media

Tel No OlyL"] §32523
Date of Last Visit G Ju h:} 2008

Company Name

Dino's Shortbread

Contact Name Mfs Morcella PU?gSvAl
Address Osprey Iaduskfial Estate
Town Ellon™

Postcode ABLl YST

Line of Business Foad and Drink

Tel No 01358 2 yudy

Date of Last Visit ! Jolﬂ 2008

Company Name Buchan Pipelire Sefvices Plc
Contact Name M3 Aasushka Shaakar
Address Dallas Aveave

Town Peterhead

Postcode ABy2 2AN

Line of Business o

Tel No 0\ 372231

Date of Last Visit 14 Sepkt 2602




Task 2 (continued)

Company Name Nottlh Sen. Finaacial Services
Contact Name M/ Brian Keanedy

Address 232 Christopher Street

Town Eleon

Postcode A'QLH 7 8F

Line of Business Firnance

Tel No 01358 8172223

Date of Last Visit |t Ma\j 2008

Company Name Balmedie O\ Services Ltd
Contact Name Mr Joha Ewing

Address 183 East Andersen rive
Town Aberdeea

Postcode ABl1 RQR

Line of Business o\

Tel No 01224 66SESS

Date of Last Visit 12 Sepk 2008




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

Ceakfe and vse
ao (M&ef See

The Formartine Qo.l(waj
bﬂcz ke Strickea via. Elloa

which “Twe formarkine Eal(wo:j s a 38-mile line lLiaking '?3&,?« the
fes h  outskirts of Aberdeen, with the markek kowa o(’ Strichea L-A-\'ke
heart of the Buchar covakryside . The lire, which was fe-opened
valuateers dur-'As 2008, passes throughh  some of Scetlaad's

mask p}ckuresgue scenety, w itk (olesk and caru(m\&, lechs aad
ruers, castles and distilleries.

“he orec's obuadanak \Jdd.llFe can be QI.'u.psed. from the traia
icluding deer, (oxes, burards, heroas and amuda Arore .

Bk  Welcome Aboard

Vl.Sl‘.cofS caA kake a,{—,(;P on the tmaia to ezpen'eace, the élgl'\ES
and. smells of a geavire [QUOs’ steam locomotwe and
t‘-‘y"“"\iﬂL fe-capture the rostalgia of this era. The krp will be | attractive
to tadwidoals, couples, fomilies or Cofpofake gloups ond., whilst
or board, a L.gkt Saack of 3-course luachh con be eAJoﬂecL

Courkesy of our new cateriag senice.
Bnto.uua
Carriages afe polled by a a. Bedkera: stear locomotive . Skl ia

s ongal casing, tk has beea Lavu\slj restored aofter ‘.QASUIS"\M.S
for mary years in oo Sovbh Lanarkskve Schpja(d,



Task 3 (continued)

bold  Qur Hiskory

sket

le

- . . e -

The onsmo.t roulwo:j lne was closed A 19709 aftef ovef O cem&or:j

of senice carlying passengelS ard. goods between Byce and
the c{s\{.\g ports oF Peterhead and. ‘(’o&e{bu(slz\‘

A 128%, voluateers began the (0A3 aAd kedious task of purd\as'us
e 2% miles oF track wWhich, c‘M.'cc.(eAEal( . has |2 b(;deeg - oAQ
of whidh is the famous Ythar VioduckT The Viaduct needed
urgerk repairs CL.I\d“U«e_ m\lwa\nj was Foréw\a&e to obtair a graak
frorn te  Scottish Regioral Development Fuad (SRBF) The grank
also covered refurbishament of Eloa Stakion , 1 miles of 4rack aad
Y b(.‘dges, The P.}sk pko.se,, bgceto Ellon , opered €o passerge(s oa
3 Juae 200S. Furteer Fund?us was obtamned A Ockober 200) from
both the SRAF aad our local eaterprise Compary, which rewlted

I‘A e feMdlA‘d\S 2' u‘.leg oPQA\'qAS +o POSSQAQQ’- k(Q'OAg an lo A'\JgUSE
2008 .

“The Success o’(, ‘e radw oy (S due oHe erorarous eﬁ‘ore oF ks

loat Y y :
leadics voluateers who have give Mary, many houss o‘ ther biame and,

Money ko the preject . Credik s also due o the SN aard man
local kvadesmen and businesses . I

LA Caupo.x:; Gaferonces ard frivate Furchons

Ous PaPulo._r rac..l.n.h‘e,s are (QSULMLH osed. bj 300'\5 ard ald as
0. veave for wmaporkark occasions. Help s aveulable with e
plaraing ard hosbag of prvate pafties aud Corporate eveaks
Coakact us & discuss yove needs (ytnus .

thre :t\mz lu&(uf:j . 1420 salooa carriaQes Fof\ljou( uubks
or PJ!\Iﬁ-‘:Q (‘w\cho/\ Fol‘ UP to o Peq;lz . Ovur erfs\,\ugkk
Roorr can be used por Lane; SIIUpS . Birihday axrd
onwesary celebratoas can be cakeresl for moke

Someone's ako:j ok bk more spec{a(.
Easure documenl
P&s oA 0A2 page .
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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

11



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.

should be formatted as whole numbers.

* Insert formulae to calculate:

T'otal number of passengers
T'otal income for each category
T'otal income for the month

* Save the spreadsheet as JULYowninitials.
* Print one copy of JULYowninitials showing figures.

* Print one copy of JULYowninitials showing formulae.

These cells

PROJECTED INCOME FOR JULY

Number of

Category Passengers |Fare Total

Adult - single 80 £9 ?
Child/OAP - single 45 £4 ?
Adult — return 880 £13 ?
Child/OAP - return 330 £5 ?
Refreshments £1,540
Memorabilia £2,220
Total ? ?

12

11 marks



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

The Formarbae Qa;lvud
Voluxteer Recrurbnaeat L“:j

oA

SUAdnj 0 Moy 2009

p(au 1000 houss wabl 1N00 hoursg

ot Bacz O0ld Stabor Yard

We are always oA the lockouk [or pegple & be part of ous tears

Pesihoas avalable :

Tran dewers aad. Guards

Back.ks Oﬁ‘t‘ce- S(:O-“' ard &gikezfs
CQ&QI;AS ASS;SL'MLS ardh HGSP“:OJ&U Everk Co»wd«k&ka(s

Cone alus oxd C;Ad ovk mole

For Some k Ls a. chaac & meet new p([euls
For others tk 8 o chawee ke leata a. new skl

Eiyoy the stumiag Budion  couatryside at ks besk
Pol Somethhiag back ko “he local CMA‘MU;{.{B

13



Task 7 — Part A

* Make the changes detailed below.

* Recall the database CORPowninitials.

* Save the database as CORP2owninitials.

Some changes need to be made to the database.

* Print one copy of CORP2owninitials in list format.

1

0 marks

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
Contact Name

Trotter International Traders
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:

Glen Ythan Distillery 40 | Ferguson, McNeil & McLeod Ltd 12
Glen Garioch Motors 16 | Buchan Bakeries 10
McNee Fisheries Ltd 60 | Garioch Radio 30
Dino’s Shortbread 64 | Buchan Pipeline Services plc 48
North Sea Financial Services 14 | Trotter International Traders 10
Balmedie Oil Services Ltd 72
5 Sort the database in order of Date of Last Visit showing the most recent last.

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

14



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

15



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.

12 marks

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

Rd‘lwoj GMQQI(.QLCQ Bo.ds

These ctoﬂs 8""3 P&f‘ac"PQ&ES a um'q,ue owcr&i-(—\\j L0 ecpel\'eauz
n'ol‘u\g oA he Fookplc&e o( a (‘ all- srzed Stears lecomabive axd. oo
bQ‘M.Ld"‘C\AQ—SCQLQS &Chf 0", e rol‘lwoﬁ. An ;Ap)(uah‘gj\ Pack '(,g

avaloble froa ary of our statoas of YoM can gek the

o.ypl\&ak\'o/\ (’onu b';j V'aé‘n.ﬁas our newl webste —
Wiww . (‘c(ua.rki/xerd\l. org- uk..

m Insert the following text after the section headed Company Conferences and
Private Functions:

ve  Jo us '
Would Yoo ke Jo’m ‘he Buchaxr ﬁa]lwo.\..ﬁ ASsociaton , qet

[c wolved wdh e (UANAG ard Mmalaberance OF owS Ecinludaﬁ

Or;’usk Suppavk 0OS -through YT Sobscripbion ? “There 18 o
farge of memberships avaidable:

Adul Lo
Cavple Biz-
Faidy ? 18 60
Senor 2 &
Seator COVPle. £9-50
Juatol 'QQ'GD

16



Task 9 (continued)

Plense Iead a cheque or Poshxl order poﬂo.ble. <N “Qucl«ou\_.
Ea:lwa:j Associohon” 4o e Mu‘be{sklp Secrehu\xj, Buchan leuo.:j
Associodion, Elloa Skakwoa, Ellea, AbLI yGW .

m  Justify the document.
m Insert a page break after the section headed Our History.

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

17



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

Bookirngs
Carioch Rodio - Luach ak €U (12 Koon - 3 par)
McNee Fisheries - Dianer ak Strichea ((,PM - ||‘,~)

TJosks

Rosk magician
chj ouk (isk assessmert

18



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

m 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:

Famj Saver - rekra £as

m The revised numbers for passengers are:

Adult — single 90
Child/OAP - single 30
Adult — return 750
Child/OAP - return 250
Family Saver — return 325

m The revised sales figures are: Refreshments — £1,940; Memorabilia — £2,820.
m  Check that all formulae are updated.

m 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.

m Format this cell as a whole number.

m Label the cell Family Saver as a % of Total Income.

19



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

20



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

Js [eec |
Mobe as postmark
Dear Enthusiast

Thask yev For shonng an interest i becou'ng a_ voluateer!

We ore alw looking (\o( 1akerestecl peopte, who caa Spafe seme
biue, however (e . Vowakeers are Fowui throughout the (z(\(wa:j,
Wor k;ka belnd. ‘the Sceres oa ‘(:(OCh' S'QSAQ(L,'LS' CM““SQ ard

skek Loconokive repails . There are alse bosking clerks, geﬁfégfe atteadants,

bickel uspectors aad. Quards. Liiked oppo(kwlﬁes exist oA the
anqire “ookplo&e as (?(reue;\ ard. dfivers.

You doa't need aa Speénr ¢ sklls o Prcv.'aus m’duo:j Qponeace,,
as full &ading Wl be gien. You will meek new) people wiliitsk

NP gdilung wortwihile sklls ard o real serse of achievenert . [We
need Aew veluakeers whethes b be ever Surdoyy, oace a montie
or Just wherevel Yoo can spare the biae . Whichever sechida you are

uterested. i, Yol be assurd of o warm welcome when Y
becoae 1avolued. .

Cwil GA@KQ:@Q

Resrans ble for the maunkerance ard refurbishument of the man
bridges, Plokforus‘ Crossings  and Fucczs along the Formartiae
Rallwoﬂ lie, Uhis Sechioa 1§ able ko accommodate all trades
and. skills or teach a new one ’tc req’u\'red\.

21



Task 13 (continued)

ska\'—"“L

Track

“This Sechon s respoase fov e mainbenanee aad ustallakioa
o( e bock ard ascocoked egupmert on the m}lwod. Attheugle
Pladsfco.u:j dwud;ks, the werk {3 vaned ard fewaro\c’,\ﬁ_

Retar\ axd. CQLQF:I\S

He.Lp'nS (A e  Souveaiel skop, 'ﬂu,LreF(eskuuk foom or the or-train
buﬂ"zt haoy be -cxad:b whal Yo ase looh'8 faf_ Al of these are
greak opporiumhies to meek aad chak with our visitors aad

moke Aew F(t.llkds oS, Sooaef or (aker,

e\ler:ja«\e oA the rallua:j
needs o cup of teo '

Stokioa Staff

(.)LM ths headixg come the bickel office staff, travellig ticket
'lu‘peclz‘ors ard. platfocar staff. As is oftes said - i is fiest
Iapressions Jd«al'z couak - aud the skahoa skalf are the public
fo.cz of ;tko. m\lwa:j. It s their Jeb to Porkm:j the fc.l(wa:j
as o (‘“dfj ard proFess{vo{j—ro»\ operahion where passergels
I.I\S‘:Mt&j Ful welcoame aad ak home ard—relosced .

We asre ko(d.nks a_ Voluakeer Recfutbniaal N oA Suwla:j 17 M

ak hj(z O\ Slogh.c.)/\ Balﬂ' F(o.u 10 am. You will gek the charce
B meek ow ethosiashie shaff aadl ask “them had You can help. IF
Yoo caandl atterd or Brak dow), do Aeed & wou:j,s(uplj drop 0S
o Line ob-the abore address o eamal Perc\‘j@(‘ornar‘n./\zmlk.or%.dk X

Yours eke

Underliae  all shovlder headirgs

oAl \'}USHE:) “he parag(aphs .

JTomes Skepku SoA
Mesbersh.p Seda‘cuj

[END OF PROJECT]
22
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