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NOTES REGARDING OCR DATAFILE FOR LEVEL 2 TEXT PROCESSING (BUSINESS PROFESSIONAL) MAILMERGE – SAMPLE PAPER
The datafiles are provided in ‘.CSV’ format.  CSV indicates a Comma Separated Value File. This file format separates the individual data fields with only a comma ‘,’ separating them.  The first row contains the field titles with the data on the following rows.

To load a datafile
Open the relevant datafile with the required software eg Microsoft Word

If a Convert File box appears, select Text Only.

The database file will now be loaded into a document.

Select the Save As option and save the datafile using a relevant file name, which you will need to communicate to candidates in the examination room.  This datafile must be saved so that each candidate will have access to an identical datafile which has not been used and cannot be accessed or modified by any other candidate.

You may convert this datafile to any word processing and/or database/spreadsheet software or integrated package to suit the software used by the candidate(s).  You must ensure that all data is displayed in full.  You must not amend the content of the datafile.

Datafile records must be kept in the order shown, with a separate field for each column of information.  










