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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 are the Secretary of Dingwall Rambling Club.  You use a home

computer for most of your work.

The Club organises walks in and around the Cairngorms and

Highlands.
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Task 1

• Create headed paper using the details below.

• Make use of bold, italics and an appropriate graphic to make the headed paper

more attractive.

• Save the document as HEADowninitials.

• Print one copy of HEADowninitials.

6 marks
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Task 2

Create a database of walks that have been completed.  The information you need is

listed below.

• All fields should be TEXT, except Date of Walk which should be DATE, and

Distance (miles) and Climb (feet) which should be NUMBER.

• Key in the details.

• Sort the database in order of Difficulty and Climb (feet) – lowest first.

• Save the document as WALKowninitials.

• Print one copy of WALKowninitials in list format.

22 marks

Walk Name

Leader First Name

Leader Surname

Route

Difficulty

Distance (miles)

Nearest Town 

Climb (feet)

Date of Walk

Walk Name

Leader First Name

Leader Surname

Route

Difficulty

Distance (miles)

Nearest Town 

Climb (feet)

Date of Walk
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Task 2 (continued)

Walk Name

Leader First Name

Leader Surname

Route

Difficulty

Distance (miles)

Nearest Town 

Climb (feet)

Date of Walk

Walk Name

Leader First Name

Leader Surname

Route

Difficulty

Distance (miles)

Nearest Town 

Climb (feet)

Date of Walk

Walk Name

Leader First Name

Leader Surname

Route

Difficulty

Distance (miles)

Nearest Town 

Climb (feet)

Date of Walk

Walk Name

Leader First Name

Leader Surname

Route

Difficulty

Distance (miles)

Nearest Town 

Climb (feet)

Date of Walk



7

Task 2 (continued)

Walk Name

Leader First Name

Leader Surname

Route

Difficulty

Distance (miles)

Nearest Town 

Climb (feet)

Date of Walk

Walk Name

Leader First Name

Leader Surname

Route

Difficulty

Distance (miles)

Nearest Town 

Climb (feet)

Date of Walk

Walk Name

Leader First Name

Leader Surname

Route

Difficulty

Distance (miles)

Nearest Town 

Climb (feet)

Date of Walk

Walk Name

Leader First Name

Leader Surname

Route

Difficulty

Distance (miles)

Nearest Town 

Climb (feet)

Date of Walk
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Task 3

The Club needs a new Programme.  Andrew Simpson, one of the leaders, has

written a draft for you to key in.

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

• Save the file as PROGowninitials.

• Print one copy of PROGowninitials.

29 marks

.



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

The next weekend away is to be based at Dufftown, Banffshire.  The Club Chairman,

Terry Logan, needs to travel there to check out the local area.  He also plans to meet

with a friend in nearby Elgin.  He intends to stay in Elgin overnight in a 3-star hotel.

• Access www.theaa.co.uk or www.rac.co.uk to find the distance of the journey from

Dingwall to Dufftown and a route map.  Print one copy of the relevant page(s).

• Access www.theaa.co.uk or www.rac.co.uk to find a 3-star hotel in Elgin.  Print

one copy of the relevant page(s). 

6 marks
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Task 5

You require a spreadsheet to show the Membership Fees collected in August.

• Create a spreadsheet.

• Key in the text and data as shown below.  

• Format the cells for CURRENCY, NUMBER and PERCENTAGE as appropriate.

These cells should be formatted as whole numbers.  

• Insert formulae to calculate:

Total membership fees collected for each category

Total membership fees collected for the month

Junior as a % of Total Collected 

• Save the spreadsheet as AUGowninitials.

• Print one copy of AUGowninitials showing figures.

• Print one copy of AUGowninitials showing formulae.

11 marks

6

7

8

9

10

1

A B

34 £5

£15

£5

90

36

Number Fee Total

?

?

?

?

?

C D

2

3

4

5

Membership Fees Collected

August

Junior

Adult

Type of Member

Concession

Total

Junior as a % of Total Collected
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Task 6

We want to have more leaders with basic leadership and first aid skills.  Sebastian

Wainwright, Club President, has given you some information on a proposed Training

Evening.

• Create the notice below.

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

• Add an appropriate graphic to enhance the notice.

• Save the file as NOTICEowninitials.

• Print one copy of NOTICEowninitials.

Dingwall Rambling Club

Leadership Skills – First Aid Training Evening

on

Thursday 20 May 2010

from 7 pm until 9 pm

at Dingwall Community Centre

It does not take much to be a reliable walk leader!

Basic leadership skills you need:

Map reading

Pre-walk organisation and planning a walk

Basic first aid

Come along and learn from experienced leaders how to:

Recognise a heart attack and apply CPR

Deal with hypothermia and heat exposure

Treat other common injuries such as sprains, fractures and insect bites

9 marks
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Task 7 – Part A

Some changes need to be made to the database.

• Recall the database WALKowninitials.

• Make the changes detailed below.

• Save the database as WALK2owninitials.

• Print one copy of WALK2owninitials in list format.

1 It has come to light that the Dava Way walk was not completed, this was a data entry

error.  Delete the record.

2 The leader for the Ben Rinnes walk was Paul Manning.  Update the record.

3 Delete the field for Nearest Town.

4 A walk was omitted from the list you were given.  Details of the walk are given below:

Walk Name Liathach

Leader Name Rex Ohuruogu

Route Strathpeffer

Difficulty Strenuous

Distance (miles) 9

Climb (feet) 3674

Date of Walk 9 September 2008

5 Add a new field OS Map.  The field should be NUMBER.  Add the details for the new

field from the information in the table shown below:

6 Sort the database in order of Leader Surname and Date of Walk (most recent first).

12 marks

Glenernie

Loch Affric

Brown Cow Hill

Loch Muick

Stac Pollaidh

27

25

36

44

15

Ailnack Canyon

Ben Rinnes

Ben Macdui

Ellon to Maud

Liathach

36

28

36

38

25

Task 7 – Part B

• Search the database for walks which take the Strathpeffer route.

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

1 mark
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Task 8

You have received an e-mail from Andrew Bledsoe, Club Treasurer.

• Access your e-mail facility.

• Open the message FIRST AID TRAINING EVENING.

• 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

You have been asked to make some changes to the Programme.

• Recall the leaflet PROGowninitials.

• Make the amendments shown below.

• Save the file as PROG2owninitials.

• Print one copy of PROG2owninitials.

■ Add another walk.  Ensure that walks are in date order.

9 marks

■ Add the following paragraph to the end of the Notes section:

■ Centre the main heading.

■ Add a footer – the website address (left aligned) www.dingwallramblers.org.uk and

the page number (right aligned).

■ Move the paragraph on Walk Grading to become the second paragraph of the

Notes section.
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Task 10

Terry has asked you to update the electronic diary for Monday 24 May 2010.

• Add the bookings and tasks shown below.

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

7 marks



18

Task 11

You now need to update the spreadsheet with the changes for September.

The Club has introduced a Family membership category.  The cost will be £25.

• Recall the spreadsheet AUGowninitials.

• Make the changes shown below.

• Save the document as SEPTowninitials.

• Print one copy of SEPTowninitials showing figures. 

• Print one copy of SEPTowninitials showing formulae. 

6 marks

■ Insert a row between “Adult” and “Concession” for “Family”.

■ Update the figures for this month:

Junior 7

Adult 28

Family 24

Concession 12

■ Change “Junior as a % of Total Collected” to “Family as a % of Total Collected” and

update the formula.

■ Increase the size of the main heading.
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Task 12

Sebastian has asked you to create a chart showing the results of a survey to find out

where Club members would like to go for the 2011 Annual Walking Trip.

• Key in the information shown below.

• Save the spreadsheet as SURVEYowninitials.

• Print one copy of SURVEYowninitials.

• Create a bar chart.

• Save the chart as CHARTowninitials.

• Print one copy of CHARTowninitials.

8 marks

6

7

1

A B

5

12

5

30

8

Number2

3

4

5

Survey – Annual Walking Trip 2011

Pitlochry

Oban

Fort William

Skye

Lake District

Destination
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Task 13

Terry has asked you to prepare a document which can be included in an Information

Pack to be given to the local newspapers as part of a Health Promotion Campaign.

• Load the file HEADowninitials.

• Key in the information shown below.

• Save the file as TIPSowninitials.

• Print one copy of TIPSowninitials

18 marks
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Task 13 (continued)

[END OF PROJECT]
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