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2.3 Unit R0O02: Using ICT to create business solutions

This unit will enable learners to develop ICT skills that would equip them to operate effectively in a
business environment. This unit complements unit R001. In unit RO01 learners will study the computer
system on which applications software sits and consider the implications of working with data to create
content, while in this unit they will work with ‘office’ applications software to edit and format/create
content to meet specified business purposes.

Learners will use a wide range of applications that are commonly used in the workplace, schools,
and in further and higher education. They will learn how to select the most appropriate software to
complete tasks to meet specified business requirements in a variety of contexts.

They will learn how to use software tools to handle data and communicate information for a range of
business purposes, and how to apply formatting to enhance those documents to suit their purpose
and intended audience. This type of skill is very valuable as it can be transferred from one software
application to another. So if the learner is able to secure these skills through this unit they will be
prepared to use a range of software applications effectively. They will learn to work with a variety of file
types and to integrate/import files of different types into other documents. They will develop techniques
to search for, select and store information in a variety of contexts. They will learn how to select the
tools and techniques to communicate information and solve problems.

On completion of this unit learners will have extended their capability in the use of applications
software.

Learning Outcome 1: Be able to use techniques to search for, store and share information

Learners must be taught how to:

use search engine techniques to find specific information on the internet, i.e. using
o phrase

key words

advanced search pages

quotes

wildcards

o O O O

use and organise bookmarks/favourites

select, capture and store graphics and text in compliance with copyright
o download
o ‘copy and paste’

use non-internet based sources to find information, i.e. local area network, wireless area network, CD-
ROMs

evaluate validity of information, i.e.:
o reliability of source

o age

o bias of information

reference all information copied/sourced, i.e.:
o author/source

year created (if available)

title of webpage/web document

date last updated (if available)

URL

O O O O
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/"« store electronic information’, i.e.:

o meaningful file and folder names
folder structure

backups

password protection
compressing/zipping files

o O O O

* use email to communicate with others in business contexts, i.e.:
o subject line when composing messages

o including multiple recipients, i.e.:
— Carbon Copy (cc)

— Blind Carbon Copy (bcc)

— Groups

attachments

email signatures

auto response messages
folders to store messages.

O O O O

Learners must be taught how to use software to handle data, i.e.:
Creating business spreadsheets:

* Import/open csv files and save in an appropriate file type
* enter title, column headings and row labels

+ enter?/import data, i.e.:
text
numeric
title
columnf/field headings
row labels
formulae involving arithmetic operators?, i.e. +, —, *, /
simple functions?, i.e.:
- SUM
AVERAGE
— MIN
- MAX
- IF
o cell references, i.e. relative, absolute

Editing and manipulating data in spreadsheets:

o O O O 0O 0 O

* insert and delete rows/columns
* change/amend data in cells

* amend formulae

» change data to model outcomes
* search data

+ sort data?

+ create graphs?, i.e.:
o pie chart
o column/bar graph
o line graph
o scatter graph

o body message text when sending, forwarding and replying to messages, appropriateness of body text

Learning Outcome 2: Be able to select and use software to handle data

)

N
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/Printing data from spreadsheets: )
* spreadsheet view
+ formulae view
» selected data

Creating flat file (single table) databases:

» import csv files and save in an appropriate file type
Editing databases:

* enter new records

+ edit records

» delete records

» sort table

+ query data in a single table using®:
o simple criteria, i.e. =
o complex criteria, i.e. <, >, <>, >=.<=, NOT, AND, OR, BETWEEN
o sortdata

Printing databases:
» selected data (queries)

* reports

tabular

columnar

stepped

list

label

grouped

grouped with summaries.

O O O 0o O O ©

Learners must be taught how the purpose and audience for the business activity influences the choice of
software.

Teaching should be delivered in the context of data handling software, i.e. spreadsheets and databases.

Learning Outcome 3: Be able to select and use software to communicate information for a
business purpose

Learners must be taught how to:
* import txt and rtf files and save in an appropriate file type to retain formatting

» use tools and facilities appropriate to the software, i.e.
o enter text, tables, images using the keyboard, mouse or other input device
modify existing documents
design and create new documents
create screen layouts by using existing templates and by creating and positioning text and graphic
frames
graphics, i.e. copy, paste, resize
select appropriate text and graphics
edit using insert, delete, cut, copy and paste functions
import tables, graphic images, and graphs/charts created in other software
integrate files of different types
mail merge, i.e.
— enter merge fields/codes
— merge selected data
o use spelling, grammar and design checkers

N /

o O O

o O O O O O
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(. proof read documents to detect errors not corrected by automated checkers available within the software A
used, i.e. spelling, grammar, design checkers.

Learners must be taught how the purpose and audience influences the choice of document type, and how the
document type influences the choice of software.

Teaching should be delivered in the context of a range of software, i.e. Word Processing, Desktop Publishing,
Presentation, Web page, Graphics, for a range of documents that are typically used in business.

Learning Outcome 4: Be able to use software tools to format information

Learners must be taught how to:

* use headings, subheading and body text

e use widows and orphans

* use white space

* use case, i.e. capitals and lower case and how to use it consistently
* use spacing before and after punctuation, bullets and numbered lists
* use line, paragraph and page breaks and how to use it consistently
» auto date format, i.e. English UK

» use formatting techniques to create impact and enhance the appearance of documents, i.e.:
orientation, i.e. landscape and portrait

margins

inserting page and line breaks

columns

graphics, i.e. positioning, scaling maintaining aspect ratio, cropping
text, i.e. font?, style, size, direction, colour?, emphasis

paragraph, i.e. alignment, indents, line spacing, tabs

bulleted and numbered lists

text wrapping around objects

cells, i.e.:

— text, i.e. font, style, size, alignment,

— number, i.e. decimal places, percentage, currency, date/time
borders and shading?

backgrounds, i.e. images, colours?

transition and animation effects

scaling/fit to page

set print options appropriate to the software?

inserting headers and footers?

O 0O OO0 O O O 0 O O

O O O O O O

* inserting automatic fields, i.e. date and document information.

N /

Links between units and synoptic assessment

1 If learners have already completed unit RO06 they will have covered the content marked with 1.

2 If learners have already completed unit RO03 they will have covered the content marked with 2.
3 If learners have already completed unit R004 they will have covered the content marked with 3.

There is no requirement to teach the units in a particular order but teachers should take note of this
coverage and schedule the programme of learning accordingly.
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Model Assignment

Assessment Material

OCR Level 1/2 Cambridge National Award in ICT

OCR Level 1/2 Cambridge National Certificate in ICT
OCR Level 1/2 Cambridge National Diploma in ICT
Unit RO02: Using ICT to Create Business Solutions

Please note:

This OCR model assignment is to be used to provide evidence for the unit identified above.
Alternatively, centres contextualise the assignment within permitted parameters (see Information for
Teachers). It is the centre’s responsibility to ensure that any modifications made to

this assignment allow learners to show that they can meet all of the learning outcomes and provide
sufficient opportunity for learners to demonstrate achievement across the full range of marks.

INSTRUCTIONS TO TEACHERS

The OCR administrative codes associated with this unit are:
o unit entry code R002
o certification codes Award J800 / Certificate J810 / Diploma J820
The accreditation numbers associated with this unit are:
o unit reference number M/503/6026
o qualification reference(s) Award 600/4774/4
Certificate 600/4776/8
Diploma 600/4778/1
Duration: Approximately 10 hours

ALL OF THIS MATERIAL MAY BE PHOTOCOPIED. Any photocopying will be done under the
terms of the Copyright Designs and Patents Act 1988 solely for the purposes of assessment.
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Page Number(s)

INFORMATION FOR LEARNERS

Scenario for the assignment

This section contains the assignment background which learners will need to
be familiar with in order to complete the tasks.

Your Tasks

This section contains all the tasks learners must complete before work can
be submitted for assessment.

3
4-5

INFORMATION FOR TEACHERS

Guidance on using this assignment

This section provides guidance to centre staff on the preparation and
completion of the assignment.

10
)11- 14
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Model Assignment: Information for Learners

OCR Level 1/2 Cambridge National Award in ICT

Unit RO02 — Using ICT to Create Business Solutions

OCR Level 1/2 Cambridge National Certificate in ICT
OCR Level 1/2 Cambridge National Diploma in ICT

Unit RO02: Using ICT to Create Business Solutions

4
© OCR 2013



OCR Level 1/2 Cambridge Nationals in ICT

Scenario for the Assignment

Setting the scene for assisting a new on-line company.

You have just started work as a trainee for a new on-line company which streams the latest movie
releases to customers. The company is called MStreamIT and is the idea of entrepreneur Adam
Weinberg. MStreamlIT has thousands of movies which can be streamed to any TV, computer,
laptop, tablet, smart phone or games console.

The business will offer three different packages:

o a monthly membership fee of £6.99
o ‘Stream-as-you-go’
) ‘Stream-as-kids-go’ top-up cards.

Adam has employed a small team to help the business whilst it is starting up but has big ideas for
the company and would like it to become a household name.

#
‘The Animated Movie Event’ exhibition will be taking place in London." Adam feels this will be a
good platform to showcase the company and encourage more cus.tg)mers to sign up to one of the
MStreamIT packages.

The contact details for MStreamIT are: f ’

Adam Weinberq, Director, MStreaml|T, 5 The Barn, Westwood Way, Coventry CV7 70V

o
Telephone: 01632 960044
Office contact hours: 8.30 — 5.30 Monday to Saturday
Staff emails: director@progress-media.co.uk

manager@progress-media.co.uk
sales@progress-media.co.uk
technicalhelp@progress-media.co.uk

Before Adam set up the business, he did some research and already has a list of customers. More
customers are registering all the.time.

Adam has given you.the follo.wing electronic files which you will need to complete your tasks:

. adverttext
. customers
. kidsmovies
. letter

. ;eport.

You will need to decide when and how to use these files appropriately to complete your tasks. You
should familiarise yourself with the data contained in them to help you.

As you work through the tasks you can make your own choices when formatting your documents.
However, the formatting should be suitable for the target audience and used consistently.

Unit RO02 — Using ICT to Create Business Solutions 5
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You have been given six tasks to do. To do the tasks successfully you will need to:

o produce solutions that address the requirements of the tasks, ensuring that the solution is
suitable for the target audience

extract data from a range of sources and present it in a user-friendly format

clearly record and display your findings

transfer data between applications

produce integrated solutions incorporating a range of:

- software applications

- software features

- automated actions

- formatting techniques.

You should ensure that all your files and folders have meaningful names and that you use:

appropriate version control where necessary. q \

V4

You will need to refer to the marking criteria grid when completing this assignment.

When completing task 4 appropriate use of wizards is permitted.

Read through all of the tasks carefully, so that you know what you will
need to do to complete this assignment. e

)

6 Unit RO02 — Using ICT to Create Business Solutions
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Task 1 — Company image

Parts of Learning Outcomes 1, 3 and 4

MStreamIT needs to adopt a professional approach when communicating electronically with its
customers. All customer enquiries must receive a response within 24 hours, even if the person
who has been emailed is not at work that day.

A.  Adam would like you to set up your email system using tools and features of email software
to help portray a professional and efficient company image.

B.  Produce an information document which explains to all employees the importance of email
etiquette and the tools and features of email software they will need to use.

o

Task 2 — Promotional material

Learning Outcomes 3 and 4 and part of Learning Outcome 1 (.

MStreamIT needs you to help promote the company in order to in(;rease customers.

A.  Adam has bought some advertising space (6 cm.wide:by 12 cm high) in a magazine. He
needs to make the best use of this space to encourage people to visit the exhibition stand.
He can only afford to advertise in one edition...

o Create a suitable advert. Adam has provided some text for the advert which he would
like you to use.

B. Adam is also planning to promote. the‘'special ‘Stream-as-kids-go’ top-up card at the
exhibition. A parent or guardian must register their details and that of the child/children to
ensure that the top-up card can only be used to buy movies with the correct certificate rating.
An adult can top up the cards from as little as £5.00 up to £50.00. With over 50 suitable
movies available for.instant viewing, these cards make a great present.

5 o
o Use the internet'to source suitable images for a publicity solution for the ‘Stream-as-
kids-go’ top-up card. Record the copyright details of these images so that Adam can
request permission to use them.

o \Produce an item of publicity that Adam can use to help launch the ‘Stream-as-kids-go’
top-up card as well as to promote the company.

Unit RO02 — Using ICT to Create Business Solutions 7
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Task 3 — Calculating predictions

Learning Outcome 2 and part of Learning Outcome 4

A.  Adam has provided some data from the first quarter (three months). This shows details of
the range of movies which MStreamIT currently has available for the ‘Stream-as-kids-go’
package and the number of purchases of each movie. Adam has set a target revenue of at
least £7,500 per quarter from streaming these movies.

Develop a solution to record:

the categories and details of movies that have been streamed
o movies rated certificate PG

o the total purchases for each movie

o the five most popular movies &
) the total purchases for each category in the first quartJ

o the average number of purchases for each category. inlhe first quarter, rounded to the
nearest whole number

. whether or not Adam has achieved his targ%%venue.
A

B. Market research has suggested that if you decrease your price by 10% this should lead to an
increase in sales of 10%. Analyse.ifiit would be worth Adam considering offering a 10%

discount. h
\ 4
@ N >
i,
v
%,
A
>
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Task 4 — Membership data

Learning Outcome 2 and parts of Learning Outcomes 3 and 4
When completing this task appropriate use of wizards is permitted.

The sales team MStreamIT has asked you to update some customer records. The details that
need to be updated are as follows:

o Kudwick Bosko has moved abroad and has asked to cancel his monthly membership.

. Rebecca Jackson has moved to: 29 Chester Road, Fleetwood, Blackpool, FY7 9PP.

o Miss Phoebe Jacques, has just registered for the monthly subscription option. . She lives at 9
Blackberry Close, Yate, South Gloucestershire, BS37 8YA. The certificate age block she
has selected is ‘PG'. »

A.  Amend the customers data so that all records are up to date.

B.  Miss Jacques needs to be sent her new membership details..Create an address label so
that the registration documents and membership details'can be sent to her.

& 4
C. Adam would like to send some publicity information‘to all ‘Stream-as-you-go’ members who
registered before April 2012.

Provide a list of contact details of customers Who!hould receive this information, in
alphabetical order of last name. Provide evidence of how you produced your outcome.

D. Adam would like to send a mail shotto all customers to inform them of the special offer if
they introduce a friend or relative.

Use the draft letter Adam has given you to prepare a mail shot to be sent to all customers.
/‘

N

Task 5 — Business solbtions

R
Learning Outcomes 3 and 4

Adam has drafted some text called report which he must send to all staff; this includes updates
from the technical and sales team, the latest promotional offer as well as an analysis of ‘Stream-

as-kids-go’.

Use the draft text provided combined with data you have created (from Tasks 3 and 4) to produce
a report in an appropriate format for Adam to send.

Unit RO02 — Using ICT to Create Business Solutions 9
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Task 6 — Security

Part of Learning Outcome 1

A. Adam is concerned about losing company data. Take appropriate measures to make sure
that the files you created are protected from accidental loss.

B. Make sure that all the files are stored in a logical filing structure so that they can be found
easily by any member of MStreamIT staff who has access to your files.

Q
N
~\ )
h
@
RQ
s,
2
¢ P,
-
. N
, e
10 Unit RO02 — Using ICT to Create Business Solutions

© OCR 2013



Information for Teachers

OCR Level 1/2 Cambridge National Award in ICT

OCR Level 1/2 Cambridge National Certificate in ICT
OCR Level 1/2 Cambridge National Diploma in ICT

Unit RO02: Using ICT to Create Business Solutions
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Guidance on using this assignment

1 General guidance

1.1 OCR assignments are available to download free of charge from our website:
WWW.0cr.org.uk

1.2 OCR assignments are intended to be used for summative assessment of learners. The
OCR specification gives more information on the arrangements for assessing internally
assessed units.

1.3 This assignment has been designed to meet the full assessment requirements-of the
unit. Learners will need to take part in a planned learning programme that covers the
underpinning knowledge, understanding and skills of the unit. e .

2 Before carrying out the assignment

.
2.1 Learners should be provided with a copy of the Information for Learners section of this
assignment.

. . Y 4 .
2.2 Learners will not need to carry out any preparations prior to-uindertaking the
assessment tasks, such as collating resources to use in the assessment.

2.3 We have estimated that it will take approximately 10 GLH hours to complete all tasks.
These timings are for guidance only but should'be used by the teacher to give learners
an indication of how long to spend on each task. Centres can decide how the time can
be allocated between each part or individual task..Centres are also permitted to spread
the tasks across several sessions and therqo$e it is permissible for evidence to be
produced over several sessions.

2.4 Learners will need access to email facilities or equivalent to complete task 1.
Learners are instructed to.ise some of the common tools and email features.

N

2.5 Learners will need access t9 an internet search engine or equivalent to complete
task 2. 4

N

2.6 Itis not appropriate for learners to use wizards to complete tasks unless it is
specifically stat\ed that they can do so.

2.7 Learnerswill need to have access to five files which contain data to be used to
complete the task. Centres should load these into an area on the network that learners
are able to access during the assessment. You must make sure every learner is
given clear instructions about where the files are.

2.8 We'have estimated that it will take approximately 10 hours to complete these tasks.

y This is the recommended time but centres can decide how the time can be allocated
between each individual task in the assessment. Centres are also permitted to spread
the overall assessment time across several sessions and therefore it is permissible for
evidence to be produced over several sessions.

12 Unit RO02 — Using ICT to Create Business Solutions
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3 When completing the assignment and producing evidence

3.1

3.2

3.3

3.4

3.5

Each learner must produce individual and authentic evidence for each task within the
assignment.

Centre staff may give support and guidance to learners. This support and guidance
should focus on checking that learners understand what is expected of them and giving
general feedback that enables the learner to take the initiative in making
improvements, rather than detailing what amendments should be made. It is not
acceptable for teachers/deliverers to provide answers, to work through answers in
detail or to detail specifically what amendments should be made.

Learners may use information from any relevant source to help them with producing

evidence for the tasks. \

Learners must be guided on the use of information from other sources to\ensurg that
confidentiality is maintained at all times.

We have specified what evidence the learner is expected to produce..Usually, the type
of evidence provided may be modified, with the exception of certain types of evidence
listed below under ‘Permitted changes'. It is important to note that it is possible to
generate the evidence in a variety of formats. Centres must advise learners as to the
most appropriate format of evidence. The nature of thissassessment means that
learners are free to use the format that they feel is most-appropriate for the purpose
and target audience for each individual task. )

4 Presentation of work for marking and moderation

4.1

4.2

Centres wishing to produce digital evidence in the form of an e-portfolio should refer to
the appendix in the specification omguidan& for the production of electronic
assessment.

Centres may wish to discourage learners from excessive use of plastic wallets for
presentation of their evidence as this may hinder the assessment process. Instead
centres may wish to encourage-learners to present their work so that it is easily
accessible, e.g. spiral.bound, stapled booklet, treasury tag.

ol
5 Scope of permitted-model'assignment modification

The model assignment is, self-contained in its present form. The set of tasks form a coherent
whole addressing all the learning outcomes and allowing access to the full range of marks.

You must not change the following:

the learning outcomes

N\
. the marking criteria
) the requirements for supervision and authentication as described in the specification
(Section 4 The centre assessed units).
Unit RO02 — Using ICT to Create Business Solutions 13
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Permitted changes:

The model assignment can be modified in terms of the areas described below but centres
must be sure that learners still have the opportunity to cover all of the learning outcomes and
to access the full range of marks:

o the learner’s assignment, which can be contextualised or amended to suit local needs.
Some changes will have a direct effect on the data files we provide for the assessment
and you must make sure any permitted changes to the scenario are carried through to
the data files:

- the name, address and telephone number of MStreamIT stated in the scenario
and in the data files ‘adverttext’, ‘kidsmovies’ letter’ and ‘report’
B,
- the following name in the scenario and all tasks: The manager, Adam-Weinberg
A &
o the format the evidence takes, guidance is given in the section Evidence summary.

V4

OCR has ensured that in the language used and the tasks and scenario.provided we have
avoided discrimination, bias and stereotyping and support equality-and diversity. In the
development of qualifications and assessments we use the guidance given in the Ofqual
publication Fair access by design, notably this includes: '$

o using language and layout in assessment materials that does not present barriers to
learners

o using stimulus and source materials in assesgnent materials (where appropriate) that
do not present barriers to learners, .. B

If centres wish to modify the model assignment we strongly advise that staff responsible for
modifying the model assignment and the quality assurance of it refer to the publication Fair
access by design. “

If modifications are made‘ts the model assignment, whether to just the scenario or to
both the scenario and individual tasks, it is up to the centre to ensure that all learning
outcomes can still beimet and that learners can access the full range of marks.

v

N
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6 Specific guidance on the task
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When completing this assignment it may be possible to generate evidence for completing a

task in a variety of formats. This list provides examples of the format that can be used, it is

not exhaustive. In some cases the task or assignment will require a specific format for the
outcome and this will be clearly marked with an asterisk in the table.

Task number

What learners need to produce

Format of evidence (this list is not

(evidence) exhaustive)
Task 1 e Evidence of using tools and e Electronic evidence e.g. sent
email features of email software emails
to create a professional e Electronic file or printout of email
company image. etiquette/understanding email
e An information document on the software
use of email etiquette and the e Printouts « b
tools and features of email e Screenshots
software
Task 2 e Advert e Electronic evidence
e Internet Search results e Printouts
¢ Relevant information on o Screerghots
copyright e Written information
e Aitem of publicity aimed at the
target audience ) |
Task 3 e Movies rated certificate PG e Electronic data file(s)
e Total purchases for each movie. | e Oral explanation
e The 5 most popular mgyies ) e Printouts
e Total purchases for.each e Screenshots
category : e Written information
e Average number.of purchases
for the first quarter q
o Achlevgg t@rget galcu ations
e Analysis of offering a 10%
discoun
Task 4 e Amended customer data e An address label
o (Address label e Electronic file(s)
e . A'mailing list of ‘Stream-as-you- | e Printouts
go’ members before April 2012. | ¢ Reports
¢ Evidence of how you produced e Screenshots
the outcome
N\ e A mail shot to members offering
ya - free streams if they introduce a
friend
Task 5 e Areport e Electronic file(s)
e Printouts
Task 6 e Electronic file

Safeguards against accidental
loss.

A filing structure with stored files

Electronic filing structure itself
Printout
Screenshots

Unit RO02 — Using ICT to Create Business Solutions
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Exemplar Portfolio

Emma Harris

OCR Level 1/2 Cambridge National Award in [ICT]
OCR Level 1/2 Cambridge National Certificate in [ICT]
OCR Level 1/2 Cambridge National Diploma in [ICT]
Unit [RO02]: [Using ICT to create business solutions]

This is not a complete exemplar portfolio.

What is included in this pack is a selection of evidence

to show possible approaches for specific content areas

and to exemplify the process of awarding mark bands at
different levels.

This should not be shared with candidates; this is for
teacher guidance only.
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Candidate Emma Harris

Task 1

Within the main directory for The Little Theatre Company, | created 8 folders and named each
folder and the files with suitable names, so that the files would be easily located.

-

The Little Theatre Cormpany
Marne

Webpage
User Guides

Sales

Documents library

User Guides
Reports

Orignal Files Name

Memberships (Bl] Intemnet_searching

Lego (] Email
Advertising

ﬁ'.: Unit_2_sample_scenario_v2.5_web_

Nebpage

Advertising Sales
Mame

Narmne Name

ppimages
images || seatsales

mig
[ & NewProductions EIJ discount letter @J predictions

2 | MewProductions

Zipped evidence.

The Little Theatre Company 31/10,/2012 11:54 File fol
Open :

Open in new window

Share with k
Restore previous versions

) Morton 360 r

Send to b || 1, Compressed (zipped) folder

|| The Little Theatre Company

Emailed to the Manager and copied my teacher, attaching the zip file.



T manager@progress-media.couk & x

Cc Teacher
Beos

Subject: | The Little Theatre Company completed Tasks
Insert: ] Attachments 53 Office docs & Photos

el Save files on SkyDrive | |l Send files as attachments

The Little The...
Done X

&E El | Tahoma - 0 -+ B I

=

Dear Mr Brown

Frorn Bing

MR

I attach all tasks which you requested. I hope these are ok.

Many thanks
Emma

CR Level 1/2 Cambridge Nationals in [ICT]
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Task 2

| used publisher to make two user guides. One leaflet gives helpful tips on using email and the
other how to search on the web. | choose to do these separate as | had a lot of information to
include and thought it would be easier to read if they were separate documents. | made a company
logo and included this in each document.

Email housekeeping Hints and Tips

+ Creowe different folders to store all A profesional ond helpful opproodh i i
your emails e.g. Manoger, mem- must be odopted when anewering all Emu'l User Gu'de
berz email enguiris.

4+ OneE you hovwe onswered onemail
maove it from your inbox to o folder

4+ Do not &l anyone your posword
and chonge fie possword regulor-
by

4+ Set osewre posword which hos ot
leost § darocers, upper ond bw-
er cose ond onfoins o nember or
onofer chorocier.

4 Important messages can be The Littie Theatre

Co
flopged ond sent to the top of —
your inbox .
4+ Chedc your Junk inbox ond sweep
4+ Dekte vnwonted emails regulorty
— keeping your inbox ond folders
orgmised
ﬂehm:w:hm lwf.'u’rlmﬂy Thie Livths Thestre
2 Compary
Covantey
CvERG
Phona: 0E08] 570423
E-mail: managar Eprogress media.co.uk
Sending ‘f‘ﬁ <+ Do no crovloe oy spom or joke emoik. Receiving emails
+ Helpful ond meaningful subect 4+ Use our compony signoture in all emoils o "w..,\./
heodings are important so that create a professonal oppeorone. + Be vigilont when open
the redipient knows what the email contains. 4+ When you ore out of the office moke sure ing emoik ond emoil
+ Do not fype emails in copitol Eters o this that a vocotion reply is set. Thi showld be attocment o some
o helpful me=oge which informe when you may hove a vins.

oppears s T you are shoufing ond owoid
text longuoge e.g. 1 = his is not appropri- ore returnng ond if their email & vrgent + Moke sure you hove o vins cheder
ote business Imguage. sugpests another confoct person. an your cor o

+ Emaik: sould be condise, to the paint md + Keep your contoct book up fo dote. g 4 it
ovoid bng senenes. The will stop any o + If on email & importont ;d needs urgent b i

st e hemoder. oftention szlect fe high/low importane and ensure fhat when you reply you
- k e messoge threod.
4+ Keepemails profesional, do not e omy e i3 e g
emoticons or send emails which are offan- + Enzure fhot you enswer oll questions
Tive. that haove been osted.
+ Spell ched emails so fiere ore no speliing,/ cc—should be vsed i @pyng o more fion + Do no remove or aher fe subjed
typing errors & #is would not bok profes- one person heoding.
sionals e "
+ Emaoils con stort Dear Sir/Modam which 5o T b e L + Ched if you ore replying 1o off thot
formal emaoil and will give o good impres- - 1 9 W g e S P
sion of the ompany. You ould also use = oo o
e -
‘Good Morning/Afrernoon’ but do not use e
Hi/ Hiva. me [ ¢ . .
+ End your emoil with Mamy Thanks or Kind S [ = - Forwarding Emails
Regords — do no uss Bye.
+ I you ore indicofing that you are arfoching ki Mm e You b per-
doorments ensure that you do before you missice 1o forword mes-
send - this is 0 ommon mistoke od doss sages md any oftodment.
not bok very professonal “+ Enter text 0 fiat e redipient knows
+ Araded files/pioures must be  wins why ey hove e messoge.
cheded ond mist be work reloed. Alwoys P
chedc fiot you hove oftoded the correc = ol peeperdy: ond o ot Lee
Body of text. Good Subjed heading forward 1o reply ®o 0 cETET.

file before ending.
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Malicious software and Remember: Internet Searching
User Guide

antivirus
+ Maks sura you have a firewall or

+ Virusas are pregroms that con infect your wirus chachar instalied.
filas or computer structurs and con take + Oy go on sites which are sofa.
owar o computar to stenl information. + Mavar give cut your parsonal infor-
+ Trojan Horse - i a term wed for malicious mation &.g. addrass or bank datails.
software. It pratands to ba homkss so + ¥esp any posswords sofe ond nav-
that you allow it to ba downladed into ar tall amyona your password.

your computars.

+ Spywars are pregrams that will monitor
activity on o computer system and report
that information to othars without tha usar’s

consat.

+ Waoms - these  replicats  themsabwes
throughout o computar natwark and par- The Littla Thastna
form malicious tasks. Compary

+ Antivirus - are imtemat ond security pro-

grams fo protect @ computar from mal-

wars
The Littie Theatre Company
Westwood Way Tha Uttha Thestre
Covantry oAty
cveeq
Phong: (E0E1 570422
E-mail: marnger Epmgresy
i o
Internet Seal’chil‘lg Usa “quotation marks™ for specific phroses. Use odvanced search tocls ts halp
Guctas imit the search results to only inclde narow down the results and get more
— thoss that contoin the exoct wording you usaful rasults. Eg.
have specified and in that ordar.
AND the + sign foouses the ssarch engine = Go -{'(J
combing searnch rasults. \ ¥ i FH-
OR - broodens your search to find reloted Mbcaiuas  SarcMep  Ghvembskad  Coog o
or attemative spaliing of words, OF must ba
Tha Imtemat has millions of wabsites in capital kttars.
and wab pages 53 you will nesd o uwa NOT - using the minus sign will fimit your e ]
a search anging to halp you find infor- search. Placs the —directly bafore keywords
matisn quicdy and accurataly. or phrass you want sxchided.
Dor’t wa “Tha® or any common words. if you This narrows down the search and ra-
Usa the seanch boxand typs in o kay- noed to include comman words, surrcund tha duced the ssarch from 171,000 to
word or phrass and press antar other words with quotas, 4,5379—tha Edinburgh play house is
You can type in uppar or lower mss it doas alss tha first antry
Think carsfully about your search ot matar.
tams. To save fime and sffort bockmark the wab- R P T
4 Usa specific words mthar than sitas that you will retum to 5o that you do not
generic stotemants and kesp it hava 1o search for tham agoin.
simplks a.g. ‘heodochs’ rothar
than ‘my haod hurts™ Usa wall known search anginas’. Eg. :f’;m::iw .
A Usa only impartant words. M e et ey L

A {Thack thot you hove spalt the \e &,
i
weard cormacthy. Gi:’q'p n

Mot all wabsitas are refioble. CUHS‘\'

YaHOO!

I made sure that | spell checked my work and used print preview to check it looked professional
and was nicely displayed.

Check Spelling: English (U.K) [ 2 [
Not in dictionary: Microzoft Publisher - u

alows | Ignore Ignore All ]

( J
Change to: [ _change | | changeal | . .
- s [ ]| The spelling chedk is complete.

Add

Suggestions: allows Close ]

] check all stories

E A
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Task 3

| copied and pasted seatsales into a spreadsheet.

Formulas Data

§ cut _ <« OCR - CambridgeMationals_Unit2 »
Calibri = = S ==
b o i E‘ Q| Shi ith Print E il B
5 == rganize ¥ E en - are with = rin -mail ul
# Format Painter = bEL AT == : "
noer £l EL £ 77 Favorites Documents libr:
Al v 5 B Desktop Orignal Files
= o, [:)ownioads Neriis
\ B ¢ | p [ E F | 5| Recent Places
| | | seatsales

|| productions

LLit@;rariﬁ
|| Documents %1 SO 3
[-& Move to My Documents [ draftprod
. Public Documents = gialicticy
Jﬁ Music
| then added some formatting features to the spreadsheet, e.g. widening columns, colour and
setting the text direction.
X |\"Eu~, ."'(g"u'fll..
| Home : Insert Page Layout Formulas Data Revie
B ‘?’ cit Calibri === A | 8 | c D E
; 53 Copy - _ The Little Theatre Company
aste . L U~ = == 1
-+ Format Painter Ticket Sales for Chicago
Clipboard | 1
Al - (* Je | The Little Theatre Company
A B e e e e 1
s stalls 500 20 350
1 |The LittlelTheatre Company .
icket Sales for Chicago s 20 = s
g ticke 4 Upper Circle 150 &8s 105
3
4 |Seat Type Capacity Cost Target Sales Target Income £250,000
5 |stalls 500 20 350 |
6 Circle 200 15 140 Seats sold
7 |Upper Cirt 150 8.5 105 Total Seats per
8| 1 Stalls Circle Upper Circle performance
9 |Targetinc £250,000 | Week1
10 Maonday evening 290 120 97 507
i Seats sold |Tuesday evening 198 97 82 377
12 Stalls Circle Upper Circle e e S 93 64 33 150
13 \Week 1
14 Monday e 290 120 97
15 |Tuesday e 198 97 82
16 Wednesd: 93 64 33
17 'Wednesd: 1R7 124 117




Income from current ticket sales.
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For each week | worked out the total income of all the different types of seats x by their
corresponding price.

Week 4

Monday evening
Tuesday evening
Wednesday afternoon
Wednesday evening
Thursday evening
Friday evening
Saturday afternoon
Saturday evening
Total Seats Per Type
Income

Total income

63
98

15

123

191

219

43

152
=SUM(B53:B50)
=B61*CS
=SUM(B62:D62)

Total overall income
Target Income Met

=B24+B37+B50+B63
=IF(B65>250000,"Yes","No")

15 32
72 9

0 5

65 24

141 96

87 34

28 17

89 54
=SUM(C53:C60) =SUM(D53:D60)

=C61*C6 =D61*C7

The total income did not meet the target income.

55 Total overall income
36 Target Income Met

£196,168.00
No

=SUM(B53:D53)
=SUM(B54:D54)
=SUM(B55:D55)
=SUM(B56:D56)
=SUM(B57:D57)
=SUM(B58:D58)
=SUM(B59:D59)
=SUM(B60:D60)

| also applied some conditional formatting to see which seats met their target seat sales. | used a
key code (Green) so this could be easily identified.

E

Conditional | Format  Cell
Formatting =|as Table = Styles~

—"I Highlight Cells Rules *
[Tg,| Hiohlia

]
E=yT) Top/Bottom Rules  »

E_‘ Data Bars »

E Color Scales g
3=
1= lcon Sets g
H  New Rule...
_‘_‘/l Clear Rules »

j Manage Rules...

= :'r\ : % AutoSum - ,;V [;a
] Fill + 4

Insert Delete Format Sort & Find &

- - » | @Cear~  Fiter~ select~

Editing

—_'}J Greater Than...

Ll

e Less Than... P a

&

ﬂ Between...

—_'I Equal To...

= ] Text that Contains...

ab| -

—‘% A Date Occurring...

=
=1| Duplicate Values...

More Rules...

Maore Highlight Cells Rules

New Formatting Rule

=)

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

- Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:

Cell Value |Z| greater than or equal to |Z| =5087 &
|| preview: AaBbCcYyZz
’ oK ] ’ Cancel ]

—

| applied this conditional formatting to each type of seat, eg. Stall, circle.
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| used the filter tool to filter only evening performances and then sorted by smallest to largest.

4] sotatez
2]l soriztoa

Sart by Caolor 4
1’\
Filter by Color 3
Text Filters 4
Seats sold |E|
Search e y
Sort Smallest to Largest

[ (select Al 2l s g

[ Friday evening o

—[]Monday evening

[ Saturday afternoon

- [v] Saturday evening

[ Thursday evening
-] Tuesday evening

[ ]Wednesday afternoon
- [w] Wednesday evening

[ OK ] [ Cancel

Week 4 — Monday evening had the lowest overall seat sales.

The Little Theatre Company
Ticket Sales for Chicago

Key Week 1
Seats sold - Week 2
63 15 32 110 weeks [

98 72 49 219
123 65 24 212
148 92 108 348
152 89 54 295
166 67 71 304
Tuesday evening 182 166 47 395
184 39 31 254
Wednesday evening 187 134 117 438
187 63 24 274
191 141 96 428
Tuesday evening 198 97 82 377
200 182 114 436
219 87 34 340
Wednesday evening 226 187 66 479
Thursday evening 248 119 104 471

| also worked out the total overall seats sold for the evening performance for each night. Overall a
Tuesday had the lowest nightly sales.

Overall Total
Evening Performance Seats Sold over
4 weeks
Monday Evening 1348 —E1A+EIT+EAD+ES3
Tuesday Evening 1295
Wednesday Evening 1403
Thursday Evening 1765
Friday Evening 2181
Saturday Evening 2433
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Analyse of Trend of Seat Sales — Monday to Thursday evening.

Seats sold
Total Seats per
Stalls Circle Upper Circle performance | removed any
Week1 afternoon
Monday evenl_ng 290 120 97 507 performances as
Tuesday evening 198 97 82 377 .
- well as Friday and
Wednesday evening 187 134 117 438 Saturda
Thursday evening 248 119 104 471 a y
Total Per Seat Type 923 470 400 performances. !
added up the total
Week2 seats per
Monday evening 271 114 92 a77] Performance for
Tuesday evening 182 166 a7 355| €ach week.
Wednesday evening 226 187 66 479
Thursday evening 288 148 82 518
Total Per Seat Type 967 615 287

| then transferred my totals to a new table and used this table to produce a line graph showing the
trend of seat sales.

Week 1 Week 2 Week 3 Week 4
|Monday Evening 507 A77 254 110
Tuesday Evening 377 395 304 219
Wednesday Evening 438 479 274 212
Thursday Evening 471 518 348 428
From the graph/figures you can see
Trend of Seat Sales that a Thursday evening was very
600 popular and generally sold the most
<00 - seats each week, although in week 1
the Monday night sold the most seats.
400 ks In contrast weeks 3 and 4 show that a
200 . ek Monday nlght was also the least
i favourable night. Week 2 was the
200 / Week3 | least most popular week over the 4
100 ——Weeks | weeks.
° Monday Tuesday  Wednesday  Thursday Overall a Thursday night sold the most
evening evening gvening evening seats and therefore the most pOpUIar

night.

| also totalled up the overall number of different types of seats sold e.g. the total number of Stall
seats sold over the 4 weeks. This has shown that the Stall seats are the most popular.

s Total Seats Sold over
Yp 4 weeks
Stalls 3050
Circle 1639
Upper Circle 1122
S| =B9+B16+B23+B30

| have displayed this information in a Pie chart. It is clear to see
that stalls are the most popular type of seat.

Seat Type Sold Over 4 Weeks

u stalls
B Circle

Upper Circle




Percentage discount
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To work out how much discount could be given | worked out the current monthly income when all
seats are sold at their current price.

The Little Theatre Company |Target Income £250,000|
Ticket Sales for Chicago
I &
a Ry
é*\&? @#" o &é-‘? 1@5@? &
& & & <2 ° ¢
stalls 500 20 350 £7,000.00
Circle 200 15 140 £2,100.00
Upper Circle 150 8.5 105 £892.50
Total per night £9,992.50
Total per week £79,940.00
Total per 4 weeks £319,760.00

then tried out different discount numbers to work out what discount should be offered: A 21%

discount can be offered.

Modelling for stall seats only

| worked out the cost of the stall

only.

By changing the cost | found that if
the tickets were £16 for a stall seat
and 500 tickets were sold a profit

would still be made.

The Little Theatre Company |Target|m:Dme £250,000)
Ticket Sales for Chicago
&
_~
& & >
X &
3 & /3 & “h
& & « @ o
stalls 500 20 500 £10,000.00
Circle 200 15 0 £0.00
Upper Circle 150 8.5 0| £0.00
Total per night £10,000.00
Total per week £80,000.00
Total per 4 weeks| £320,000.00
A B C D E F
The Little Theatre Company Target Income £250,000|
Ticket Sales for Chicago
&
R
& £ 3
AN 2
N &c. > &é‘ 6&@? d’é"
4 & < <@ € ¢
stalls 500 16, 500 £8,000.00
Circle 200 15 0 £0.00
Upper Circle 150 8.5 0 £0.00
Total per night £8,000.00
Total per week £64,000.00
Total per 4 weeks| £256,000.00

10
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| encrypted the file with password — Ch1g1cO

‘predictions. xlsx’ is protected.

Passward: |uouu|

I

A Permissions
.1? [‘jil? A password is required to open this workbook,
» 3
Protect
Waorkbook -

11



Task 4
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Search criteria

Website

Image

Copyright

Trustworthy

Google | "Blood Brothers Play”

Willyrussell.com

Cacgle Blood brotheri pliy Rt DR T
1 5 i

N nthm W . 31§ bt o L o

e s g 4 paad b s g

Google | "pygmalion’|

WILLY RUSSELL'S

BL

JPG

May be
subject to
copyright.

This is the
authors own
website. It has
sponsored
links and
comments/
guestbook
section.

Wit O | v | W | Tohets | Samtiog Plaes | Hop  Shaesinttogs | GRA | Pt | Gt

e i|

Google | "alls well that ends well” play

[l Prser Fiol

Ity prroktaction of

ili0n

May be
subject to
copyright

The London
Theatre is a
trustworthy
site. It has lots
of sponsored
links and
advertisement
s. You can
buy tickets on
line and it is
updated each
day.

May be
subject to
copyright

This is the bbc
website and
therefore a
trustworthy
site. The bbc
are
trustworthy.

12




Stored images
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-

Mame Type
images File folder
ppimages File folder
& | NewProductions HTML Document
[:-, MewProductions PagePlus Document

The Little Theatre Company » The Little Theatre Company » Webpage » images

Mame Type Compress
= | allswellthatendswell JPEG image
= Bloodbrothers_Cowver JPEG image
= pygmalion08 JPEG image

Web Page

WILLY RUSSELL'S

b

e Littie Theafre Company, Weshwood Way: COVENTRY, OVF 840

| created a hyperlink for each play to websites which provide

more information about the production.

Telaphone Nommber O8O8T SA0IES

Spelling error. The input word “Westwood" is not found.

http://www.bloodbrothersmusical.com/ Word: Westood [ change_|
: . . Change to:  Westwood [ 1gnere Al | [ changeai |
http:/Swww.online-literature.com/gecrge_bernard_shaw/pygrnalicn, Suggestions: A =
Eastwood e —
B = oo
. ) Westwards
http:/www.william-shakespeare.info/shakespeare- play-alls-well-that-ends-well.htrn I e o i

Check all staries on the current page
Check all stories in my publication
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Task 5

| used the import wizard to import the file into a database.

rpes v 3 . WO, s

What delimiter separates your fields? Select the appropriate delimiter and see how your text s affected in the preview below,
|
Choose the delimiter that separates your fislds:
() Tab (7) Semicolon (@) Comma () Seace @ Other: [
[]First Row Contains Field Names Text Qualifier:  [fnone} B

TITLE [LAST MAME [FIRST NAME [ADDRESS1 [ADDRESS2 [nDDRESSS  [ADDRESSH
73 [foung rthur 14 Wnarfside Street BIRMINGHAM Warwicks| +
Miss [Sanders Bnnecte P Radio House [wan Street WARWICK arwicks
Mrs [ypress Barbara {461 Earlsdon Street [OVENTRY arwicks
Mrs Perez Pnita 21 Bentley Lane FALSALL arwicks
Mr fanengo Blbert @62 Quayside Tower Broad Street BIRMINGHAM Warwicks
pr =1sh ark fi2 Waters Edge Brindley Place BIRMINGHAM Warwicks
Mr Be1l pavid [ Broadway Plaza [Ladywood Middleway BIRMINGHAM Warwicks|
Mrs pe1l Parbara [ Broadway Plaza [Ladywood Middleway BIRMINGHAM Warwicks|
Mrs Patel Rrvind 4B New Street BIRMINGHAM farwicks
pr Magre Fugene B Bennetts Hill BIRMINGHAEM Warwicks
Mr Pustern paryl ff Soho Road BIRMINGHAM Warwicks
pr ing Filliam B5 Ludgate Hill BIRMINGHAM Warwicks
Mr psncroft  [finston fillow Cottage [Summer Row BIRMINGHAM Warwicks
s psncrofr  [fara 1llow Cottage [fummer Row BIRMINGHRM Warwicks| «|
K] o

Advanced. . cancd | [ <pak | [ mem> | [ Emsn |

File imported.

All Access Objects @ «|| 2= Mﬂnhﬂﬂlﬂ\
Search.. ‘p TITLE - [LAST_NAME - FIRST_NAM - ADDRESS1 - ADDRESS2 - ADDRESS3 ~| ADDRESS4 - POSTCODE - JOIN_DATE - 1
Tables 2 Mr Young Arthur 114 Wharfside Street BIRMINGHAM Warwickshire B11RF 12/06/2001 Anni
T Membership Mr Zanengo Albert 262 Quayside Tower Broad Street BIRMINGHAM Warwickshire B12HF 03/09/2005 Anm
Dr Welsh Mark 12 Waters Edge Brindley Place BIRMINGHAM Warwickshire B12HL 27/08/2000 Seni
Mr Bell David 7 Broadway Plaza Ladywood Middleway BIRMINGHAM Warwickshire B16 8LP 31/12/1978 Fami
Mrs Bell Barbara 7 Broadway Plaza Ladywood Middleway BIRMINGHAM Warwickshire B16 3LP 31/12/1978 Fami
Mrs Patel Arvind 84B New Street BIRMINGHAM Warwickshire B24BA 29/06/2011 Anmi
Dr Magre Eugene 8 Bennetts Hill BIRMINGHAM Warwickshire B25RS 13/05/2010 Seni
Mr Austern Daryl 6 Soho Road BIRMINGHAM Warwickshire B219LN 14/07/1999 Annt
Dr wing William 35 Ludgate Hill BIRMINGHAM Warwickshire B3 1EH 29/07/2011 Annt
Mr Ashcroft Winston Willow Cottage Summer Row BIRMINGHAM Warwickshire B3 1) 31/08/2011 Anmi
Ms Ashcroft Zara Willow Cottage Summer Row BIRMINGHAM Warwickshire B3 1) 31/08/2011 Annt
Miss Shea Daphne 43 Newhall Street BIRMINGHAM Warwickshire B3 3NY 04/08/2010 Annt
Mr Alls Lee 33 Jiggins Lane BIRMINGHAM Warwickshire B323LD 12/08/1994 Anni
Mr Benedetto Don 16 Hurst Street BIRMINGHAM Warwickshire B54BN 08/05/1920 Seni
Mr Labonte David 58 Coventry Street BIRMINGHAM Warwickshire B5 5NH 03/06/2011 Annt
Mr Nozick Alex 291 Gooch Street BIRMINGHAM Warwickshire B5 7JE 20/06/2004 Annt
Miss Adams Flo 73 Cato Street North BIRMINGHAM Warwickshire B75AP 16/07/1996 Annt
Mr Appleberry  Brian 8 Trinity Street COVENTRY Warwickshire CV11FL 19/02/2011 Lifet

| used the find option to search for Ranjit Patel to remove him.

Ms Bizzaro Linda CV5 6HB

Mr Dunn Edward Find | Replace i cvseHe
Mr Jewell Glen N = i CV5 8BU
Find What: Ranjit E -
Master Rosen Jeff i CV58DS
Mr Findling Karim Cancel i CV5 8DS
Mr patel Ranjit Look In: Current document E 3 VS5 8DT
Dr Patel Kamini : Whole Field [~] i CV5 8DW
Mrs Johnson Brenda : all E i CV58IN
Mr Kunigenas James [T Match Case Search Fields As Formatted i CV63BP
Mr Kurman Jeffrey CV6 5EZ

Microsoft Access

You are about to delete 1 record(s).

L& If you didk Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

Mr Findling Karim 41 Craven Street

E Patel Kamini 58 Craven Street
Ranjit Patel now removed. Mrs Johnson Brenda 64 Holyhead Road

Mr Kunigenas James 85 Radford Road

14
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| searched Edward Dunn so that | could amend his records:

‘. Mr Dunn Edward 102 Beechwood Avenug COVENTRY Warwickshire ~ CV56HB

[ we Dunn Edward  47Crompton Street WARWICK Warwickshire  CV346HG

I made a query for Ashcroft but realised that there are two Ashcrofts’ so | had to redo my query.

Membership
ADDRESS2 |-
ADDRESS3 B

'nbership] ADDRESS4

— POSTCODE

JOIM_DATE

TYFE

REMEWAL_DUE

4]

4]
E

——
Field: | TITLE FIRST_MAME LAST_MAME ADDRES51 ADDRES52 ADDRESS3 ADDRES54 POSTCODE
Table: | Membership Membership hip lip Membership Membership Membership Membership
Sort:
Show:
Criteria: “Ashcroft” |

== O

TITLE - |FIR,ST_NAMI -

LAST MNAME - POSTCODE ~
_E Winston Ashcroft Willow Cottagn Summer Row BIRMINGHAM Warwickshire B3 111
Ms Zara Ashcroft Willow Cottagy Summer Row BIRMINGHAM Warwickshire B3 111
k3
| redid the query.
TITLE - |FIRST_NAMI v|LA5T_NAMEv ADDRES51 -~ | ADDRESS2 - | ADDRESS3 -~ ADDRESS4 - | POSTCODE ~
- E Zara Ashcroft Willow Cottag Summer Row BIRMINGHAM Warwickshire B3 11J
*|

7 What would you like on your mailing label?
» Construct your label on the right by choosing fields from the left. You may also
- type text that you would like to see on every label right onto the prototype.
Available fields: Prototype label:
ADDRESS1 - {TITLE} {FIRST_MAME} {LAST_MAME}
ADORESS P
{ADDRES5Z}
ADDRESS4 ES
( {ADDRESS3}
{ADDRESS4} Ms Zara Ashcroft
{POSTCODE] Willow Cottage
Summer Row
BIRMINGHAM
Warwickshire
Cancel | [ <Back |[ mMext> | [ Finsh B3 1.

15



Backstage pass for current productions.

CR Level 1/2 Cambridge Nationals in [ICT]

Lifetime and Family membership types who joined before

2000. Only showing: first/last names and their full address — alphabetical order of last name.

Using the query wizard | first checked that the type of membership and joined date criteria was
accurate — I ran the query and this showed only Lifetime and Family criteria who joined before

January 2000.
Field: | FIRST_NAME ADDRESS ADDRESS? ADDRESS3 ADDRESS4 POSTCODE JOIN_DATE TIPE RENEWAL DUE
Table: {Membership Membership Membership Membership Membership Membership Membership Membership Membership
Sort:
Show.
Criteria: <#01/01/2000# “Lifetime"
ar “Family”
| then removed these fields and sorted into alphabetical order.
T
Field: | LAST MAME | FIRST_MAME EADDRESSl | ADDRESS2 EADDRESS I ADDRESS4 | POSTCODE JOIN_DATE !T\fPE \ |
Table: | Membershi | b p | bership | Memb p | b p | Membership lembership | Membership | Membership 1
il s cending | | | | | | \
Show: | | | | | | | [l |
Criteria: <#01/01,/2000+ “Lifetime”
an “Family”

I ran the query using the run icon 4"

| copied and pasted the draft letter into a word document.

Warwickshire
Warwickshire
Warwickshire
Warwickshire
Warwickshire
Warwickshire
Warwickshire
Warwickshire
Warwickshire
Warwickshire
Warwickshire
Warwickshire
Warwickshire
Warwickshire

B16 BLP
B16 BLP
CV13GR
CV23NX
CV56HB
CV34 BHG
W51 1SL
CVB2EZ
CVE2EZ
CV8 2EZ
CV12Ds
CV5 8DW
CVB1ND
CVE1IND

5 Membership ] =3 Query1 m

LAST_NAME - | FIRST_NAME = ADDRESS1 = ADDRES52 - ADDRESS3 c ADDRES54 - POSTCODE c

| Barbara 7 Broadway Plaza Ladywood Middleway BIRMINGHAM
Bell David 7 Broadway Plaza Ladywood Middleway BIRMINGHAM

: Bennett Dayle 12 The Butts COVENTRY
Benson Penelope 31 Sewall Highway COVENTRY

: Bizzaro Linda 215 Beechwood Avenue COVENTRY

| |Dunn Edward 47 Crompton Street WARWICK

| |Goodman Craig 132 Lichfield Street WALSALL

|| Johns Harry 16 New Street KENILWORTH

| |Johns Emiline 16 Mew Street KENILWORTH

| |Johns Charles 16 New Street KENILWORTH

| |Kulczyk Stier | Joyce 49 Whitefriars Street COVEMTRY

| |Patel Kamini 58 Craven Street COVENTRY

| |Shearer Rebecca 5 Castle Green KENILWORTH

| |Shearer Douglas 5 Castle Green KENILWORTH

y ? we promised you that you wou i3
e are writing to offer you a discount of 20% on all tickets for t
his offer is only available to members and will apply to all tick
e do hope you will take up this offer and look forward to seein

| then altered the line spacing etc.

2
Paragraph

Indents and Spading | Line and Page Breaks

General

Alignment: Left

Outline level: |Body Text n

Special: By:

Indentation
Left: O EI
Right: 0cm EI

Mirror indents

(none) : EI

Spacing
Before: opt lél Line spacing: At:
After: ",J pt E" |Single |z| ‘ E"
Don't add space between paragraphs of the same style

e productions
Just guote ref
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| then created a mail merge document from my membership file.

The Little Theatre Company
‘Westwood Way
COVENTRY
CvgeJa
30 October 2012
Dear

Discount Offer for Valued ? Members

When you joined the theatre gn_? we promised you that you would be entitied to
special offers that are only available to members ]

We are writing to offer you a discount of 20% on all tickets for this season. You will
find details of all the productions in the latest Newsletter that was sent out last week
If you have misplaced your copy contact the membership team who will send you a
replacement.

This offeris only available to members andwill apply to all tickets that you buy in the
next three manths. Just quote reference DM1 when you boak your tickets or bring
thig letter with you when you buy your tickets from the Box Office.

We do hope you will take up this offer and look forward to seeing you at one of this
season's productions

Yours sincerely

Winston Brown
Manager

Company Logo added.

30 October 2012

zAddressBlocks

kGreetingLines

Discount Offer for Valued «TYPE» Members

When you joined the theatre on «JOIN_DATE» we promised you that you would be
entitled to special offers that are only available to members.

We are writing to offer you a discount of 20% on all tickets for this season. You will
find details of all the productions in the latest Newsletter that was sent out last week.
If you have misplaced your copy contact the membership team who will send you a
replacement.

This offeris only available to members and will apply to all tickets that you buy in the
next three months. Just quote reference DM1 when you book your tickets or bring
this letter with you when you buy your tickets from the Box Office.

We do hope you will take up this offer and look forward to seeing you at one of this
season’s productions.

Yours sincerely

Winston Brown

«&%ﬂ [ 4 114 oM
! #73 Find Recipient

Preview
Rasults —:l/ Auto Check for Errors

The Little Theatre Company

The Little Theatre e ey,
Company cvsaJa

30 October 2012

Ms Mary Hemphill
44 Butts Street
W54 2BJ

DearMs Hemphill,
Discount Offer for Valued Annual Members

‘When you joined the theatre on 7/15/2002 we promised you that you would be
entitled to special offers that are only available to members.

‘We are writing to offer you a discount of 20% on all tickets for this season. You will
find details of all the productions in the latest Newsletter that was sent out last week.
If you have misplaced your copy contact the membership team who will send you a
replacement.

This offeris only available to members andwill apply to all tickets that you buy in the
next three months. Just quote reference DM1 when you book your tickets or bring
this letter with you when you buy your tickets from the Box Office.

‘We do hope you will take up this offer and look forward to seeing you at one of this
season's productions.

Yours sincerely
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Task 6

| copied and pasted the draftprod text into a word document to create a report. | completed all the
sections required and added some page numbering and a front cover. | change the text to single
line spacing and put the headings into bold.

The Little Theatre Company

Tha Littke Thastre Productions

Compamy
Chicege Preduction
Tac: for Wix procucton hove. bean cn scie. e iz weake Wa. hove cnolyma e figascna

howe found thof ®w sosol Income fo be 219,745 B Hir o8 not meet the Soret me
Thuncicy wea She mos popdor wvaning] The Bollz wane clac e moe coouor frpe of et

Emma Harris

Tha Groch Balaw oel e st asian o wvaning sasismmonzas sy

, = .:Ef Seat Type Sold Over 4
The Little Theatre E=— Weeks
Company A = a =,

Chicago Productions

Special Promotions

Wia will b hofing pedcamoncar by mvaed foufng Secte comocriarcvar T next moxn.
B e

4 Enclcf S Rolricw
+ sy uer

+ Fazariseser

4 Tewisn g

Fromefon of Swam wvarfs ln clmody underwoy with corem ocvecfing e producton
plocad In prominent poddons frcughout e fown.

Te anccumme MM ASlaR W oM mnsing © lamer o ol mamcan cfedng mam o 20
circur for S Tres Mo moxn T ir e #mr yaor we hove cfiered Mizpremeson and
wn Wil lock o e rumbar of aclezsc me [ shen I o #gnidoon Incwcas In mcs aclea whan
cemzoms fo swviow yeom IF S premeden I mcoemdi ww moy msact B odor e
smsutem

Wa Infand %o cffer bodafoge pomer fo ol cur memsem whe hold (Tedme or Somily

mamsantiz froas ond whe [oined e fectw Sadm Jonusry 2000, The deilewing mamzan
Sty

1= Eatan [7 Scadway Plos [Lafywood  [Emas oA [Weemca ke e 207
Py

1= 2rad 7 Satway Ylma [afywesd Sy anavwarviciaRies Ee 300
sy

foecm fomds 2 tRcmem ovesrer  facmdake Fv: 3mr

Eorace o [T — foveutay fwaemciakec Fvz 3xx

| T TP PP — foowmnmar frarmckkie v ens

|z

e 2 want |47 Cromption T RATIICE  [arwcaRie FV33 B40

przdmas [Cmn 522 azhide m= e [itmes i fAED 35

== Py |38 Mew Tt e (T ey ST

Bra  |ewihes |18 Mow St I WA TH ek FE 20

bt [rade Joe dow T e e A THfarm ik Fua 2

felm  Uoyez 59 aRschham foovmsTaT  fevaewickbies v 208

B et

P [Eamss, B Cowece Tt foowenTar favarmckakos s aow

Bz e e L ey R L ]

- Dcugin: |8 Condc G M O TH arwidnRies FVE IND

Otheer Developments

e o weking T Lacoh Aoy In S nae NS 00 @NSCURSIDE MO ¥ OUNG) SASEIE T
cmanc tha hacTw. W will pmvics eos! Ehocls grEuse hacvily STmcumes Sdo fr sl
chemcen pedommoncer ond thom avening cedommoncer whems mcf acler o Aoiiing
cordcarchly o of Sulr fonpe® Sguwar

Wi hoza izt T (NSt il wTSan S Srpat SuSTanca Snd now-Sm et e

‘han mamcan . TaiT SSOECEE SOm SUr SSTaE SeSm Wil B on hend s mming sam cf
Salr 34 mamen dacu ond 5o Scke. oy bockings. Mambam will ok, howavar, e incar
oy ciilgefion fo buy Scua s oy of S cadommoncer

HNew Productions

Thraa micrs, Bocd Broham, Myemaiion ond All's ¥l Tho® Ende Wiall, o n mehecmct By cur
mem EeEsusan GEmEEny. RAMASESE oW SEing Wil WOR ENI tT RIT S SSvRSTERD
cempaign o e anc of i morrh. Wila Imare o fope o wiclar cucdience one Incomerone &
mrdiandy bocking fomm fo ancowope mier Wi e fo e the Imoges fown Selow In
T zuizilel®y motadsl, hewavar, seminion w1l nesd fo ta codmrad tadom Sa motedcizon
#nziima
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LO1: Be able to use techniques to search for, store and share information

MB1: 1 -6 marks

MB2: 7 - 11 marks

MB3: 12 - 15 marks

Produces a basic system to store electronic files, in
which

o some folders have meaningful names

o some files are saved in an appropriate file type with
meaningful names

o some files are stored logically within the folder
structure.

Demonstrates a limited understanding of the most
common tools and features of email software.

Enters basic search criteria into a search engine to
find appropriate information which partly meets the
specified requirements, and records limited
information on the Copyright holder(s) of the
information found.

[123456]

Produces a sound system to store electronic
information, in which

o most folders have meaningful names

o most files are saved in an appropriate file type
with meaningful names

o most files are stored logically within the folder
structure.

Demonstrates a sound understanding of the most
common tools and features of email and some
understanding of the more advanced features of
email software. Demonstrates some awareness of
email etiquette.

Enters sound search criteria into a search engine
to find appropriate information which largely meets
the specified requirements, and records the
Copyright holder(s) of the information found with
some accuracy but not all the required details.
[7891011]

Produces a well structured, logical system to store electronic
information, in which

o all folders have meaningful names o all files are saved in an
appropriate file type with meaningful names and, where
appropriate, versions of file(s) are clearly identified

o all files are stored logically within the folder structure.

Demonstrates a thorough understanding of the common and
advanced tools and features of email software. Demonstrates a
thorough understanding of email etiquette.

Enters effective search criteria into a search engine to find
appropriate information, which fully meets the specified
requirements, and records the Copyright holder(s) of the
information found accurately and thoroughly.

[12 13 14 15]

Commentary
Page references:- 2-5, 11-12 and files.

The candidate has created a well-structured electronic filing system with reasonably meaningful names for files and folders, although this could have been more logical. There is
evidence of a zipped folder and a secure password has been set for the spreadsheet. There is no evidence of more than one version of any file.

The candidate has produced two leaflets using MS Publisher; one for using email and email etiquette and the other on internet searching. The explanations of netiquette reflect
a thorough understanding but the explanations of the tools listed in the specification can only be classed as sound because not all tools have been explained eg groups, bcc and
other explanations lack depth and thoroughness eg email signature.

The candidate used Google to search for images relating to the new productions at The Little Theatre Company. The search criteria are quite basic in that they generally consist
of the name of the production, although some concept of key words is evident in the addition of ‘play’ in the first search. An image search would have been more effective. The
search criteria match MB1 requirements although the candidate has found information that meets the requirements specified in the assignment. The candidate has stored
images and also recorded their source and acknowledged the existence of copyright, which does not fully meet MB1 requirements as there is nothing about the copyright holder.

Although not all criteria have been met, the best fit here is MB2 — there is some evidence overall of an understanding of search criteria and useful information has been found.
Some MB3 criteria are met, albeit not well, and this provides further support to consider MB2 the best fit. However, because of the very poor response to copyright, also the poor
search criteria, 9 marks should be considered the best fit.

9 Marks
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LO2: Be able to select and use software to handle data

MB1: 1 - 6 marks MB2: 7 - 11 marks MB3: 12 - 15 marks
Creates a spreadsheet or database importing data Creates a spreadsheet or database importing data Creates a spreadsheet or database importing data with complete
with some accuracy which meets some of the mostly accurately which meets most of the accuracy which fully meets the specified requirements.
specified requirements. specified requirements.

Edits and manipulates data with complete accuracy and

Edits and manipulates data with some accuracy and Edits and manipulates data mostly accurately and provides wholly relevant information to meet particular purposes.
provides some relevant information to meet particular | provides mostly relevant information to meet
purposes. particular purposes. The choice of data-handling software used is of wholly
appropriate to the audience and purpose.

The choice of data-handling software used is of
The choice of data-handling software used is of sound appropriateness to the audience and
limited appropriateness to the audience and purpose. | purpose.

[12 13 14 15]

[7 8910 11]
[123456]

Commentary
Page References:- 6-11, 13-16, SS and DB

The candidate has created a spreadsheet (Task 3) by copying/pasting the seatsales.txt file. The performance dates have been stored. Functions have been
used to calculate the total income per type of seat per week and then over the 4 weeks. The candidate has used an IF statement to identify if the target seat
sales have been met. The candidate has used the filter tool and sort to identify evening performances with the overall lowest seat sales. To analyse the sales
trend for a Monday to Thursday evenings the candidate extracted the relevant information into a separate worksheet and then calculated the total seats per
performance and then produced a suitably labelled line graph displaying seat sales trends for a Monday — Thursday evening performances. The candidate also
worked out the seat sales for the different type of seats eg circle, and identified that the stalls were the most popular type of seat; this was not requested and
has no relevance to the trend of seat sales. The candidate has explained the findings. The candidate also worked out the % discount that could be given
without falling below the target figure and used trial and error to work out the price if only stall seats were sold. This modelling makes good use of appropriate
formulas to enable data to be changed to predict the outcome. The candidate’s answers are accurate.

The candidate has imported the members.csv file into a database (Task 5) which was the most appropriate data-handling software. The candidate has edited
the file according to the user needs, with no errors, and produced a label. The candidate created a query for members that qualify for backstage passes,
selecting Family and Lifetime members but unfortunately failed to set the ‘joined before’ date for the family members, therefore the results list is incorrect. Had
the unwanted records been more obvious (they all have a join date of exactly 01/01/2000) the candidate’s method of running the query with the search fields
showing would probably have resulted in the error being spotted. The candidate used a query of all members to produce the required mail-shot.

The best fit here is MB3 as the spreadsheet solution is fully accurate, making good use of appropriate methods. The database response includes an incorrect
query which would not provide wholly accurate/relevant information to meet the specified purposes, which means that the highest mark cannot be awarded.

The spreadsheet also included information which was not wholly relevant.
13 Marks
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LO3: Be able to select and use software to communicate information for a business purpose

MB1: 1 -3 marks MB2: 4 - 6 marks MB3: 7 - 9 marks
Creates a limited range of file types, sometimes Creates a range of file types, mostly selecting the | Creates a range of file types, in each case selecting the
selecting the appropriate medium for the type of appropriate medium for the type of communication. | appropriate medium for the type of communication.

communication.

Uses some tools and facilities in each type of software | Uses the tools and facilities in each type of software | Uses the tools and facilities in each type of software effectively

with limited effectiveness to meet some of the with sound effectiveness to meet most of the to meet all of the specified requirements.
specified requirements. specified requirements.

[123] [456] [789]
Commentary

Page references:- All

Throughout the assignment the candidate has produced a web page, two leaflets using DTP, a logo saved as a jpg, a range of word-processed documents, spreadsheet and
database files. It cannot be considered that DTP is the best tool to create a web page and the candidate’s choice of a C fold leaflet to present user guides is not the most
appropriate, providing only narrow columns and limited space.

A large variety of appropriate tools and features have been used within the packages, with a degree of effectiveness although some decisions, eg the erroneous database query,
the format of the leaflets and the choice of a single web page in portrait orientation, cannot be considered wholly effective.

This work is on the borderline between MB2 and MB3 — MB2 requirements are fully met and some tasks meet MB3 requirements, allowing 7 marks to be awarded.

7 Marks
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MB1: 1 -2 marks MB2: 3 - 4 marks MB3: 5 - 6 marks
Includes content, some of which meets the specified Includes content, most of which meets the Includes content that fully meets the specified requirements and
requirements and has limited suitability for the target | specified requirements and is mostly suitable for is wholly suitable for the target audience. Few, if any, errors in
audience. Errors may be intrusive and likely to impact | the target audience. Occasional errors will not spelling, punctuation and grammar.
significantly on the meaning of the content. affect the overall meaning.
[12] [34] [5 6]
Commentary

Page references:- All

The candidate has completed all tasks and included all content which meet the specified requirements and is mostly suitable for the target audience, eg web page includes all
required content and the results from the data handling tasks have been incorporated within the report. However, the user guides are very brief — fuller explanations with more
appropriate examples would have more fully met the specified requirements and been more suitable for the target audience. Although the list of members who qualify for a
backstage pass is inaccurate the candidate should not be penalised again for this — she has included all content that is relevant from her files.

The documents have been spell checked but there are errors in grammar in most of the documents, at least some of which should have been obvious if the candidate had read
them through (eg two ‘do no’s in the email leaflet, singular/plural errors in the internet leaflet and ‘have found that the total income to be’ in the report).

This work is on the borderline between MB2 and MB3 — all MB2 criteria are fully met and some tasks meet MB3 criteria. There is just sufficient to consider MB3 the best fit,

allowing 5 marks to be awarded. .
5 Marks
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LO4: Be able to use software tools to format information

MB1: 1 -6 marks

MB2: 7 - 11 marks

MB3: 12 - 15 marks

Makes basic use of formatting tools, there may be
limited consistency in their use.

The basic application of formatting tools has limited

impact on the overall appearance of the document
and ease with which information can be read.

Requires support to enhance the appearance of the
output.

[123456]

Makes sound use of formatting tools and in most
cases applies them consistently.

The sound application of formatting tools results in
some enhancement of the overall appearance of
the document and improves the ease with which
information can be read.

Works with only occasional support to enhance the
appearance of the output.

[78 910 11]

Makes effective use of formatting tools and applies them
consistently.

The application of formatting tools thoroughly enhances the
overall appearance of the document and means the information
is consistently clear and easy to read.

Works independently to enhance the appearance of the output.

[12 13 14 15]

Commentary

Page references: All

Throughout the assignment the candidate has made good use of a range of formatting techniques as listed in the specification. There are some omissions where the tasks would
have allowed other tools to have been used, eg a date field on the letter. The report was well laid out although the retention of native formatting from the spreadsheet and
database creates inconsistency and detracts somewhat from the overall presentation. The formatting across the documents shows some consistency although this is not

complete.

All tools were used effectively and thoroughly enhance the overall appearance of the documents, including the spreadsheet.

The centre has indicated through the marking grid that the candidate worked independently and this was also evidenced by the individual style, appearance and layout of all

tasks.

The candidate has clearly met MB3 requirements, although improvements in the use of tools and in consistency could have been made. 13 marks can be awarded.

13 Marks

Total marks awarded - 47/60
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