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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.



DINGWALL
RAMBLING
CLUB

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.



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.

D(nﬁwa(( Ra,mblw'\j Club
Wyv{s Avenue
Dinj wa ((

Ivis  91R

Tel No: 01343700500
E-maul: enzm'm-es@drc. or\j.uk

6 marks



Task 2

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

* All fields should be TEX'T, 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 Glenevnie
Leader First Name Chvristine
Leader Surname Hovy

Route I n\;erness
Difficulty Easy

Distance (miles) q '

Nearest Town Forres

Climb (feet) 383

Date of Walk 13’/'2/03
Walk Name Aillnack Canyon
Leader First Name Bradley I
Leader Surname Higq V\SI

Route IV\::ZV\ ness
Difficulty Strenuous
Distance (miles) 12

Nearest Town Tommtoul
Climb (feet) 1552

Date of Walk P (0/7/09




Task 2 (continued)

Walk Name Dava Way
Leader First Name Pippa. l
Leader Surname W;lls on

Route Tnverness
Difficulty Moderate
Distance (miles) I

Nearest Town Forres

Climb (feet) 17%2

Date of Walk 35/’/07
Walk Name loch Affric
Leader First Name Cinvistine
Leader Surname Hoy

Route Thverness
Difficulty Modecote
Distance (miles) 1

Nearest Town Tomich

Climb (feet) 107

Date of Walk ,‘l(p/l-(/o‘?
Walk Name Ben Rinnes

Leader First Name

Andy

Leader Surname Hoo(c'; e

Route Ins/einess
Difficulty Modevrate
Distance (miles) G

Nearest Town Dy ff town

Climb (feet) 1732

Date of Walk 22/a/09

Walk Name Brown (Cow Hll

Leader First Name

j&SOV\

Leader Surname Kenny
Route _T,v\ve,rn’e,.SS
Difficulty Modevate
Distance (miles) I

Nearest Town Cock bri dq e
Climb (feet) 1716 <
Date of Walk 29/3/09

6




Task 2 (continued)

Walk Name Ben Macdui
Leader First Name Chhristine
Leader Surname Hoy

Route IJA(/‘CV‘V\QSS
Difficulty Strenuous
Distance (miles) 10

Nearest Town Aviemore
Climb (feet) 3018

Date of Walk 30/8/09

Walk Name Loch Muick
Leader First Name Andrew
Leader Surname Stqmpson
Route In VeiI‘V\QSS
Difficulty Moderate
Distance (miles) 9

Nearest Town Rollater
Climb (feet) 1899

Date of Walk 3 /5/0?

Walk Name Ellon to Maud
Leader First Name Brad ley
Leader Surname Higq 1;«\5[

Route T nizr\ness
Difficulty Moderate
Distance (miles) i

Nearest Town Maud

Climb (feet) 534

Date of Walk 3o0/u]o%
Walk Name Stac Pollacdh

Leader First Name

Ahdv

Leader Surname H ooL{qg

Route Stmﬁr\ pe fHer
Difficulty Mod ercate
Distance (miles) 3

Nearest Town u No.)oaof
Climb (feet) 2020

Date of Walk ,28/“7/03

7




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
Undorhv~® ol
Dnvijwai( Qom\b“nj Club e W‘;‘ﬁs
Projmmmu j'uly v December Qoto and. bold a\:
¥ Sundou{ 25 july 2010 - Struie {gt;{q'/:q‘_«‘

Ratug > Moderate (5 wiles)
Leader: Chvistine HOY
Rovte ©  Evanton — bus leaves Communify Centre ol 8 am

This s an old V\ejulow walk , one of our most Po,ou(cur", whuch
tadces n Some loveb{ views so remember to take your comera -

) e /‘ ’Ao
*Sundat( 29 Augu:rt 200 — Baewnn Alligmn, Tlorridon

lQeLhy'ﬂ: Strenuous (é mL(es)
Londer: Gerawt Thomas

Qou,te_’, rsti‘ﬁikpe%?f - bws leases GOmmuvlt"r eemtre ek Tam

) anks.
A c\‘\al(cnjli«j waolk to the summit of one of the ’rOV;:;;dOVl S:]‘“J":‘t
X o rwdlon unros.
Tt s PNbabLL( Hhe easleff ascent ko the Tor C? e o
wlctaw)( Posd’céh to the west OF_ L p
' mvu(sl'.'o.MA view of Hhe

ocw,més o
n jooo\ u/eo.ﬁmer' Pnovlo(es a

SuUnno Una(tkj moun’(whs 1

| Baﬂ i_v\c(ov“c?o‘f\
A tember 200 — Tomintoul to ‘
A SUV\OIQ—‘/ 2 CSQ’/O Q‘O“ﬁ the SP@/,slde Wwf
8



Task 3 (continued)

Katdmj : Strenuous [ s wu'/es)
Leader: Steve Willtams
/Qoute? Inverness — BUS (eowes ZomMunL('y @e,vd’we okt Tam

Thu's s a maﬂnifc‘cen(f walk aio~\3 a spur of Hre .S,oeys;de
W":{é@*‘&ktkﬂ it ab (ts highest POl‘n‘:, Corn Daimpla, It s
‘EZ"‘Z@.L? strenuous but the Pcd:t« s well mantoumed aumol
C/lew/\(y marked.-

¥ Su 3l 0k 2010 — Yellow 603 b Gedloch
Rating” Easy (9 wiles)
leader: Avxoh{ Hod:se
Rovke: Tnvevness — bus leaves €ommquFc( Centre of Tam
The route from Yellow Boi wear Dallas follows 300& tracks
3%“"‘\[ with / ascents omdk descents, pusmj close 1o Hhe wind farm
ot Carn Uish.

* §uvw\a/~( 5 December 2010 — Mulben bo Cmf:je((achie

/Qah«/\ﬂ Modevate (15 wiles)
| eader: Savah Webb

Rode : Tnverness — bus |eaes eomwwvxLH( Covbre ot (owm

ow 3000( Eracks with o Feww mw(oky sections. Trere 1S

Mo

o short bt of hord road u/aikcfaﬁ bt the walk offers

excellent views over the sawouno(mﬁ wuwtwfsio(e.

# Notes |
Bookings — Teleghone  Christine Hoy (01249334-5¢7) befween 7

Trs omd T pm ‘prior to Hhe walk ’OV\ the Weohnudcu( Qv -




Task 3 (continued)

The bus will leave Dw‘\ﬁwai( b«/ one of He 1Couocw».\j routes
unless otherwise stated — Inverness, Evanton Strathpeffer.

Uc DOSS — we v\eﬁwe,\' Hot o(oss ove wol allowed on our oufmjs.

C(oHu;\ﬂ~— Be prepaned for V\a;ot'o( ckawjes i the wmﬂ«efr
ardless of the time of yezw( Stout Foof’wmv, winok ek

Wod’UfV‘OO‘f' C(Oﬂ\l‘ ove e;sse,nﬁ(b.i for all walks- L
- Y.WV\ Vj 1 full

dv&d‘? :( Wedk &Mu:\j — Eadn walk [ includes  an oLppvOX distance ,
amck o wmeasure of o(('fﬁc'ufhr, \Eo.sY’, \vmodevate ! aud Strenuous

tre used to describe the level of o(-r‘Ff‘Tcu‘(’Y effort weéuwd.

10



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:

T'otal membership fees collected for each category
T'otal 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.

A B C D

1 [Membership Fees Collected

2

3 [August

4

5 |Type of Member Number Fee Total

6 | Junior 34 L5 ?

7 |Adult 90 £15 ?

8 | Concession 36 L5 ?

9 | Total ?
10 | Junior as a % of T'otal Collected ?

12

11 marks



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 T'raining
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.

9 marks

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

13



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.

U

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

3 Delete the field for Nearest T'own.

12 marks

It has come to light that the Dava Way walk was not completed, this was a data entry
error. Delete the record.

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

Walk Name
Leader Name
Route
Difficulty
Distance (miles)
Climb (feet)
Date of Walk

Liathach

Rex Ohuruogu

Strathpeffer
Strenuous

9

3674

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:

Glenernie 27 | Ailnack Canyon 36
Loch Affric 25 | Ben Rinnes 28
Brown Cow Hill 36 | Ben Macdui 36
Loch Muick 44 | Ellon to Maud 38
Stac Pollaidh 15 | Liathach 25
6 Sort the database in order of Leader Surname and Date of Walk (most recent first).

Task 7 —Part B

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

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

1 mark

14



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.

9 marks

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

5uhd,u’ 28 Novewmber 2000 — Ren ijj e traverse from Go‘s,:fe

'%“3 Modevale (5 miles)

Leader:  Bradley Htj‘ﬁ..;s

Rote: Evanton — bus leaves lommuncty Centre ot Sam

The Pwl;nw(r ob‘]‘w('n}e of +he wolk 15 Ben Bkmﬂa[e. Time Perm;ﬁcﬁ}
we can vissk Dunvobin Costle. This remarkable bui(a(w:j was last
rebudlt 1w 185 qud apart from ‘E)QWj the !owgesﬁ it s alse the
most VLOV“H\QY‘LY ShchY howme 0w the Bretish mainlend.

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

Tramng — We ave o\%fwﬁ f'w‘v\w\j courses to members who
would Tike fo become wilk leaders. Mope details will be sssued
ot a later dete -

m  Centre the main heading.

m  Add a footer — the website address (left aligned) www.dingwallramblers.org.uk and
the page number (right aligned).

m  Move the paragraph on Walk Grading to become the second paragraph of the
Notes section.

16



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

Meekin 5
First Aud //M\;\l;\j (élpm - 5,%'\)
Comm Ttlee Mee,h;»ﬁ (7ﬂm - q/‘""‘)

Tasks

Book bus for next walk
Phone Oban Youth Hostel

17



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

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

m  Update the figures for this month:

Junior 7
Adult 28
Family 24
Concession 12

m  Change “Junior as a % of Total Collected” to “Family as a % of Total Collected” and
update the formula.

m Increase the size of the main heading.

18



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 T'rip.

* 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

A B
1 |Survey — Annual Walking Trip 2011
2 |Destination Number
3 |Pitlochry 30
4 [Oban 5
5 |Fort William 12
6 |Skye 5
7 | Lake District

19



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

sfet

18 marks

T size
WALKING CAN BE ;:UA/! —— Lntast
\A/alkL;\S 1S ‘Fr\ee’ fun omd caim be &3%&&' Wwf of med'mﬂ new
people . Waib'uﬁ V\qu.(a!‘(&( caun hd’a you keg'o H(’, reduce stress
ond control your w/ujk(’. Tts also the J}? way of
prlor‘l‘v\ﬁ your local awea .

Vou dont have to trave( fo the couvdwfalde o walk — even

v cties Vou'(( find lots of 3000( lolace/s o n,gaik wthin easy readh.
Walku'\ﬁ 15 muhh move conventent gud Hexrble than Somﬂ f-o

the qym amd you tam  even walk on short, evew(a(a.«/ trgps —
a (/ke_q‘o ok po((ufténf‘free. a,(f(;wmh\:'e. bo Hhe can

form of wovement and

Waik\'vxg s the waost natural sdwple ‘

. ’ Waikm,
o excellent w bo exercise. As o nafionn, we are 3

less omd less but Wa,(kwlj can help you b
0 \v;\,or‘ove \,ow/‘ ge,v\em/( hea +h

° 3e,f ot omd s\'d«z/ fut

s contpol yow we,ighk

s lve \ovxﬁerl

20



Task 13 (continued)

l«/aﬂ(t.nﬂ imd'os o meed' He body from mang ([(hesses such as
i heart dusease, sivoke, [ blood pressure, sone hyes of dunbetes

amd. colow cancer,

’fm{ ‘i"\cse, ‘hk?s‘;
o Get wmio He W&“(Mﬁ frome of mund b«/ using stours  mstead
of Idts o~ by walking up escalators.
/ ! 3 P : w\ouﬁ\a( (
. Ew;w{ bt counbs — even Iecsw\eh, strolls 4n e,(jamlen.
Think of a walk as \\\/ow/\ fime" — Hhe o’opowfuniﬁr +o

25 ° . ,
e 861’ away from b all aud enjoy Sowme VaLucub(el cAear—~
\,U&Vks headed Kt;»k;mﬂ time,

8 Prevent dehydration Io‘/ o(wcb\lclv;j a S(a/sr of waker lo‘n-w.nu"es
before you walk omd o coupie_ 0953(@5&63 aSter you frash.

« T¢ you have dmi(dv‘eu/ you could +w7/ Wa/(km'ﬂ them to
school. ﬂ\&( probably need Hhe exercise foo!

[END OF PROYECT]
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