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Screen Dump

I have watched
you locate and
opening existing
files

P4

That you have
created at least
one short cut to
a folder

That you have
created at least
one short cut to
a file

PR

Merit

That you have
located and
opened files from
the S drive

P50

That you have
located and
opened files from
a CD-ROM

P2g-30

Create shortcuts
to a directory

PR

Create shortcuts
to a program

P

Deleting files and
folders

Plb4

Copying files and
folders

PiL-i7

Moving files and

P2

2 Centre No
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Locate and open vV
existing files
using operating
system search
facilities

P12~

Create, editand | V \
delete short cuts
to a program

Pal

Create, editand |V
delete short cuts
to a directory

Create, editand |V
delete short cuts
to a file

AO2-Searching and email

‘MERITand
"DISTINCTION

They will use N
bookmarks/
favourites to y i
store useful links | y{(v
and will organise
these into folders

4 Add (o Favorites...
M Add Tab Group to Favarites. .,
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AOQ3- TASK S—A'
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PRESENTATIO
DISTINCTION

Slide transitions | v
and animation
will have been

set and the ,
presentation will ‘ i:‘;
have been AR
checked to

ensure it is
appropriate to
the purpose and
audience.
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Finding information from search engines

Wseh Froogle miore s

Groups  News
[
\'rgcent afbum releases’

ima ges

! Adwanced Search

I F
anquans Teols

" Google Search ¢
Search: 5 the wet ( pages from the UK

Im Feeling Lucky |

Advartising Programmes - Busingss Selutions - About Google - Go to Groogle, com

Make Google Y aur Homepagat

@006 Goeogle

WHAT IT IS SHOWING

The screenshot shows the search engine |
used to find the information. | used the
keywords ‘recent album releases’ and
tyoed in the information onto Google.

Web Roeolta 1 - 46 of about 3,988,000 1
Lyrics For All - Recent Album Reteases]

Find 1acent slbums, released in the past twe menths. Glick on the aflinm to get free iylics 1o

yout favarite songs,

wen dpdafarall comdnewsd/albmsrecenty - Ak - Cashed - Seviier pEs65

- Fecent Releases - Flaygom (UK) . Free Delivary

Fiay.com - Day DVDs, £Ds, Video Games, Eletironics, Booke and Ringionas with free
deliary to UK and Europe. Play.com is the tap sile for dvds, ...

WO piay.c-:-mlplnyz-ﬂ‘.a:|)?'pawmrr3pagmmr.-celmeic:lr.es&nﬂ'ﬁ[‘t 55k

Garhad - Sovlpr hages

EFF; DpapLinks

Recent BFF Press Releases. 2006-11-21 TT230:00-68:00 ... Sarah Mclachian, Bloom Remix
Allssss, This is not & complete list, $a how do youl recagnize other ..

soveve ot eeideephnka/archives 004144 sop - 21 - Saghad - Sanilor pasay

n.corm, Living with War iugic: Nail Y
The sang that has goiten the most attention before tha alhum’s refease is "Lot's ., Track
your recent orders, View or change your orjers it Your Account, ..
A ITITAN. ComLiving Wae-Mail Tl dp/BEIDFIRIBG - 1648 - Tanhid - B

o1

[HEZen CoMm s rar Gatn
The guestion on everyene’s ming upan tha aflam’s eeléase was, "Was it wedh the ..
pratantisusness, unike Sting's most recent recording, A
¥ igtdp/BODONGFT 55 - 1361
cnpa L

with

This screenshot shows the websites that
were found using the key search on
Google. A large number of websites were
found, and not ail were necessarily
needed. Therefore next time | could use a
more advanced search.

. A
Ve

Babyshamblas - Shatter's Natien

sharatter and quaiity, mere >

[l ourprice: £8.95 Deliverad f In stock,
iisually dispatched within 24 hours.
RARP: S4-594 You gave: LF.09 (dams)

\ ETTE

It's time for the music to outshine any future news stor
Co. release their second full length album, Quintessent
fragile, and often even raucous, they have written an e

Available New & Esed from £6,%8 Hihas s

Delivered

AP - B
RGNS Wil £ Am {Black Eved Pashboard

R

Idfewifd - Bcottish

| got i
i “You.save: Peas} - Songs About  Confessional - The Fiction: The Best of p '%:")
E51.470 Girls Shads OF Poison 1597 - zoa? £ 4 -~ 5
- £8.95 Defivered Trees £8.9% Delivered e SPFRE A
o e e n
! News B Used from £8.35 befivered Mewr & Used fram £ ?’ !_ v
£7.94 (ihst's tish New & Ured from £7.58 i e R
. i aelvr s i, TRt s nan o .
f Cin?drens ! R T
: t:’:;z‘l‘?:f . [ | Play Reconimends
i Compllation H i
Codnlry |
P Creaners
i Dance | ;
| Fallc | !
1} Gospel ‘
i Hitj Hapfiap
[ hie k P
L dawy P Yaripus - Control: Steve Earfe - The Holloways - So Tiest
i Metal | Original Soundtrack  Washington $quare  This Is Greab fritain Sus
I New Age i £9.49 Delivered Sarenade (Deluxe (2CD)

The screenshot shows the website which |
opened up from my search criteria. The
website was www.play.com. If was the first
website in the fist and included data that |
had searched for.

#Number 4
:Paslo Nutini- These Streels
{(Picture taken from weww.play.corm)

The screenshot shows the use of an album
taken from www.play.com that | will use on
my newsletter. | have taken the picture and
saved it into my documents so i can
access and use it in my work.

Centre Number: . ..
Candidate Number:



Task 2: Select and use tools and facifities to downioad files/information
Web Addresses and Albums on Sale

Website/ Address Album Name Date
Released

www.mtv.co.uk Bossy Kelis 11-09-06 £8.99
OO OO A
www.hmv.co.uk B-Day Beyonce 04-09-06 £7.99
www.hmv.co.uk Crazy ltch Radio Basement Jaxx 04-09-06 £8.99
www.hmv.co.uk Back to Basics Christina Aguilera 14-08-06 £8.99
www.hmy.co.uk Sam's Town Killers 02-01-06 £8.99
www.hmy.co.uk Ta-Dah Scissor Sisters 18-09-06 £8.99
www.hmv.co.uk Pictures Sex/Love Sound Justin Timberlake 11-09-06 £8.99
www.hmv.co.uk Empire Kasabian 28-08-06 £8.99
www.hmv.co.uk Eyes Open Snow Patrol 01-05-06 £8.99
www.hmv.co.uk Revelations Audio Slaves v 04-09-06 £8.99
T U e 00 a T A S R
www . woolworths.co,uk The Truth About Love Lemar 11-09-06 £8.97
wivw, woolworths.co.uk Pictures Sex/Love Sounds Justin Timbertake 11-09-06 £9.97
www.woolworths.co.uk Coming Home Lionel Ritchie 11-08-06 £9.97 |
www.woolworths.co.uk Kelis Was Here Kelis 11-09-06 £997
www.woolworths.co.uk Costello Music 1 The Fratellis 11-09-06 £7.97
www.woolworths.co.uk Charlie Landsborough Charlie Landsborough 11-09-06 £9.47
www.woolworths.co.uk Dance Mania 04-09-06 £11.97
www.woolworths.co.uk Now That's What 1 Call Music 24-07-08 £12.97
_ 64
www.woolworths.co.uk Ibiza Annual 2006 Ibiza Annual 2006 28-07-06 £11.97
vaw.wooiworths.co.uk Undiscovered o James Morrison 31-07-06 £7.97
_TTOTOTO_ _ _ _ —a— T T A A T R N
www.virginmegastores.co.uk | Undiscovered James Morrison 31-07-06 £7.99
www.virginmegastores co.uk | Respect M.E Missy Elliot 04-09-06 £8.99
www virginmegastores.co.uk | Razor Light Razor Light 17-07-06 £9.99
www virginmegastores.co.uk | Eyes Open Snow Patrol 01-05-06 £9.99
www virginmeqastores.co.uk | inside In/inside Out The Kooks 23-01-06 £9.99
www virginmegastores.co.uk | Trouble Ray Lamontagne 19-06-06 £7.99
www.virginmegastores.co.uk | Black Holes And Revelations Muse 13-07-06 £9.99
www.virginmegastores.co.uk | St. Elsewhere Gnarls Barkley 24-04-06 £9.99
_OaOO s T
www.play.com Chasing Pavements Adele (Single Track) 25/02/2008 £0.65
www.play.com The Pigeon Detectives Wait For Me (MP3 £6.99
Album)
Wwww.nlay.com Basshunter Now You're Gone £0.65
www.play.com Kylie Minogue Fever £5.95

The results of my results are valid because they have all been update recently, and also they are popular sites,

therefore they are recent and are constantly checked and updated. Also, big site too tend to be more refiable and
most of the prices and information will be reasonable and true. ‘
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Albums and Singles

Kelis- Kelis was here
Released 11/09/2006

Reviewed-Aug 2006

Price- £8.99

The wait is over! Kelis returns with her new album 'Kelis Was Here', the hotly
anticipated follow-up to het multi-platinum seiling ‘Tasty'. The 17-track set
features an all-star line up including Will.LAm, Max Martin & Dr Luke, Scott
Storch, Smoke and Cee Lo Green from the chart-topping Gnarls Barkley. And
just in case you were in any doubt, Kelis is here to remind you who calls the
shofts.
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Beyonce- B Day

Released 04/09/2006

Reviewed- July 2006

Price- £8.99

'B'Day' is a celebration and a milestone. Soulfully deep, emotionally
expansive, musically far reaching and filled with banging beats, muscular
rhythms and lyrics that are grown, smart and just flat out sexy, 'B'Day' is the
sound of an artist raising the bar. 'B'Day' was brought to fruition by Beyonce,
who co-wrote and co-produced the albums 11 songs, with the help of an all-
star team which includes Swizz Beatz, Rich Harrison, The Neptune's, Sean
Garrett, Star Gate, Jay- Z, Solange Knowles, Angela Beyince, Makeeba and
Rodney Jerkins.

'Deja Vu' is the bass heavy and high hat return of American R&B superstar,
Beyonce Knowles. The first single to be taken from her forthcoming second
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solo album, 'B Day', 'Deja VU' is a New Orleans-inspired funk workout from
the sometime-Destiny's Child singer, featuring familiar cohort rapper Jay-Z
(who's come out of retirement especially),with production duties courtesy of
Rodney Jerkins, working his best Rich Harrison impersonation with his use of
808 instruments and sound systems. |

Warming up the bench is the equally smouldering 'Ring the Alarm', produced
by Swizz Beatz. Accented by an attention grabbing siren, 'Ring the Alarm’ hits
hard. Another song that lays it bare is "Sugar Mama, produced by Rich
Harrison, the auteur behind 'Crazy in Love'. Funky and feverish, 'Sugar Mama'
steams up the room. That same sexual energy motivates 'Green Light',
produced by The Neptune's and bristling with a southern fried, nasty girf heat.
Keeping the passion on a low simmer is 'Upgrade’, produced by new jack
Cameron Wallace of Music World Productions and featuring Jay-Z. With a
sample of Betty Wright's 'Girls Cant Do What the Guys Do, 'Upgrade’ leans
back with an old soul, deeply musical vibe. '

Rihanna- A Girl like Me
Released- 24/04/2006

Reviewed- April 2006

Price- £7.99

If nothing else, it has been an eventful and eye opening year for Barbados
born songstress Rihanna. In addition to recording one of the most popular
singles of 2005, the hypnotic 'Pon De Replay' (which bass bumped out of
more car windows while igniting a slew of barbeques last summer), she won
over the masses with her charming Bajan persona. But Rihanna is ready to do
it all again with her sophomore release 'A Girl like me'.

Dropping from the harmonic heavens to the groovalistic dance floor, Rihanna
has returned with another single that will have listeners begging the D.J. to
play it one more time. Produced by Jason Rotem, the sizzling 'S.0.S." is
bringing the summer heat early this year. With its hypnotic beat and enticing
melody, 'S.0.S." utilizes the electro-funk of Soft Cell's '80s classic Tainted
Love' to create a soulful anthem of young love.

Focusing on progressing as an artist, Rihanna has recorded a compelling

track of heartbreak called "‘Unfaithful'. Penned by her iabel-mate Ne-Yo and
Stargate, the song documents the tragic decay of a relationship when another

Task 2 Centre Number: __.. . w.hdidate Number;



person starts cheating. Perhaps the most surprising frack is the rock meets
island vibe of 'Kisses Don't Lie'. Evan Rogers and Carl Sturken, the principles
of her production company, SRP, used a mixture of Caribbean elements,
electric guitar and a mesmerizing bassline. With 'A Girl like Me', the beautiful
singer proves that her breakthrough was no fluke. After selling 1 million copies
worldwide of her debut 'Music of the Sun’, once again, the summer belongs to
Rihanna.

Cassie- Cassie

Released- 14/08/2006

Reviewed- August 2006

Price- £8.99

This is a very suprising debut album. If you thought 'Me & U 'was as good as it
got for Cassie try understanding the sheer quality of her debut from Ryan
Lesiie's Next Selection through Diddy's Bad Boy Records Empire. A signature
sound is a phrase that springs to mind, but more importantly it is the close knit
relationship between R-Les and Cassie which makes this album a
masterpiece. Tracks such as 'Me & U', 'Long Way 2 Go', and 'Just One Night'
stand out as the strongest on the album.

Missy Elliot- Respect M.E

Released- 04/09/2006

She's had six hit albums continually upping the ante with every release and is
regarded as one of hip-hop’s worldwide superstars. Having sold over ten
million albums worldwide and been an inspiration to musicians of all genres.
Missy now releases this greatest hits package that collects her finest

- moments from and already amazing career.
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Justin Timberlake- FutureSex/LoveSounds
Released- 11/09/2006
Price- £8.99

No review for album- other album pictures available.

The Killers- Sam’s Town

Price- £8.99

Released- 02/10/206

No Review for the The Killer's album.
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Task 3F- Evidence fo show sending email fo two other candidates

To start | opened up an
internet page and
fogged on fo
hitp:/ftogin.embe.org.uk
. | then logged on and
selected compose from
the left hand side tool
bar.

[ then selected address

[Send] | Save Draft | { Expand | [ Speliing | | Address Book | { Cancel | hook from the top of the
Tor | mail box. This will allow
Subject: | | me to select the people
ce: [ | _ f want to send the
Bec: | . | messages fo.
: ip aér;ph VI iFaa;;t . - V “ \‘S:msj vg “% (@ . &= -
| [ S Saleeton T In the Ce column |

selected the box s0 a

green arrow appeared
0 to the contact | wanted
O to send it to
i
bl v
| Add Contact. Groups Find People Import/Export Edit | then selected save
[AlIABCODEFOHIIKLMNOPQRSTUY W XY 2 [Gthers] SelectIOﬂ and bathO
Select / Clear Al | Save Selection | [ Back To Composs | compose in order to
save the contact and

take me back to the
messaging window.
This screenshot shows
, the email message that
Ta: | f' [ will be sending to the

[Send ]| Save Draf |{ Expand | { Seeling | [ Address Beek | [ Concel |

subject: selected contact.
oo [fgé ' org. uker
[Paragzaph vé!Fam w;S:ze M '% & ==

i1
s
i
2
Wi
El 3

Ly 2B o B I U EEE S G

Hello,

Just a short message to congratulate vou on how well you participated in the meeting
this afterncon, wel done.

S \fi}nﬁ’&\‘ a2 DO Vag

 finally selected send in
order to send the
message to the contact.

) E

Centre Number: _._ . . Candidate Number- "~ .
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Screenshots of Formatting Spreadsheet ceils

Format Cells

wmber || Algrment | Font, & Border | Patterns I Protection |-

Category: T
General £15.80 what the table
Mumber oo . o .
;A ) Decimal places: ‘2 _3! EOOkEd i;ke

coountng — .

Dete gnbol before I did any
et figete rrbers: _ cell formatting.
Scientific ; o !
Text

,20 - Special I —

i - . Custont | ____

22 1002 25-Apr £3.00 €140 N .,

5 1003 Q4ay | £2300 £4.03 [ 6 -

2 1904 J2-May £18.00 £3.38 B Currency formats are used for gengral monelary vakses. Us Accounting e m :

25 1805 20-May £23.00 £4:03 § 1 formats to align decimal points in a column, - %

% 1906 28 day | £2600 TN 1 * v?\[)_f\v

27 1807 05-Jun £38.00 £6.30 {JU(

23 1808 13-dun £8.00 £1.40 - — -

] 1610 - £5.50 £1.34 o . JL ceent J)

8:04/2008

_Explanation

The print
screen on the
teft cell shows

Format Cells

Humber || Afigrment | Font © Border Pattemns ﬂ Protaction |

QBEQDI'}‘! :Sampi& PR e PR -

Gereral - 3BeAEr

Mumnber v

Currency Type:

Accounting y

Date dd-ramen

Time Q.00E+00

Parcentage ==0.08+0

Fraction ERrH i

Scientific =N L]
ddfrrmfyeyy ‘
o

04-May £23.00 A
2‘i 10(}"‘ 124\".@' £18.0¢ £3.15 - Type tha number format code, using one of the existing coides a5 o starting b
25 1085 20-May £23.00 £4 03 11 point. n
26 1006 28-May £28.00 £5.08 -
27 1867 35~dun £36.00 £6.30

ij@ﬂ] igtient | Fort § Border

H
{ Text slignment
Horfzamial:

}‘ Canjar

Yartical:
b

Text contrel

] girep text
7] Sheirk to &t 7
I Merge cetis p(og
Right-to-teft s 3
T0tday ] Texnt directive: 3 " \/\Q//
281y £33 00 EEQE || |Context X (J@?{\‘
R £38 00 7530 |- . S
13-durs €8 05 EED ' : — ,
Z1dun 18,50 73 14 : Lok J| cet ]
25-dun £33 G0 S e :
A Pty A P L

Centre Number: .

AP foemars

—andidate Number: . L
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Customers Who Live in Leeds

1

Initials A J
Surnaine [Chisholm |
Address1 [121a Richmond Court |
Address2 1 7
Address3 §Leeds J'
Postcode Ls12QQ |
Initials K \
Surname Bates }
Address1 21 York Road j
Address2 |r
Address3 |Leeds
Postcode LS18NB T
Initials K J
Surname |Edmonson |
Address1 |44 The Links |
Address2 | |
Address3 Leeds |
Postcode ILS2 4BN %_
Initials B |
Surname !Singh |
Address1 166 The Bronx '
Address2 lGarforth 5
Address3 LLeeds ‘
Postcode LS2 4BN ]
Initials T |
Surname Forest
Address1i 143 Haydon Bridge Road j
Address?2 Garforth |
Address3 Leeds ‘
Postcode LS418RQ

Centre Number: &

Candidate Number:

/106 ~ K%@ﬁ« ye

Page 1of 1



K Bates

21 York Road
Leeds

L.S1 8NB

K Edmonson
44 The Links
Leeds

LS2 4BN

B Singh

66 The Bronx
Garforth
Leeds

1.S2 4BN

1sr

e L

Cenkbre uumber: 77
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A Chisholm

121a Richmond Court
Leeds

LS1 2QQ

T Forest

43 Haydon Bridge Road
Garforth

Leeds

LS41 8RQ
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OCR National Unit 1 Task 6

Downioadable Tunes
1 Coventry Square
COVENTRY
CV13HQ
Tel: 024 76 470033
03/10/2006
A Clarkson
67 Canal Street
Newton Hall
Durham
DH1 2BB
Dear Sir or Madam

Re: Buy One Get One Free

[ am writing to inform you that Downloadable Tunes will be running a ‘Buy One Get One Free’ offer throughout
the month of November. If you download a tune from our website you will be able to choose another absolutely
free. This allows you to not only to save money but alse download more tunes of your choice.

The offer will be running from the 15t-30t» November and full details can be found on our website. New release
albums and singles on the site are also included in the offer. If you are a regular customer then you may
already have been informed about this offer on our website so please pass the enclosed flyer to family and
friends. We look forward to you visiting our website to view our ideas at www.downloadabletunes.com/offers.

If you have any further questions please contact our hotline on 024 76 470033 or visit ‘help’ on our website. |
hope that you have fun downloading and listening to our tunes.

Yours faithfully
IO

|
7

’ “/;5 © e
i/

K., _ ;:
Assistant Manager of Downloadable Tunes L M ;

Enc A’Qy_" D

Name: k OCR Nationals Unit 1 Task & Candidate Number. —entre Number: __



Memo

To Ke oo cvnn”

Cc: Paui e - 3
From: K )
Date: 03/10/2006

Re: Changes

Hi

| am just letting you know that the changes you requested on the spreadsheet and database
are complete.

Thank you.
K.
4 ’)/rq }
[He il
-D

KO

K - - OCR Nationals Unit 1 Task 6 Memo

Candidate No: =7 “entreNo: ©™



reliable easy downloads on our website. What are you waiting for?

The Downloadable Tunes Buy One Get One Free Offer is here. Right now
~ you can download 1 album or single and get another absolutely free. Fast, |

Z To find out more about the autumn promotion visit us at www.downloadabletunes.co.uk

Corrine Bailey Rae has done it again. This
- peaceful album will certainly have its place in
the charts- and maybe on your computer. If
you would like to hear another album as well

as this, why not use the offer whilst you can? 5

Download Price: £2.99

Madonna is still as good as ever with her
breathtaking new album ‘Jump’. if you love
Madonna as much as we do then you would
download her album right now- and choose
another of your choice absolutely free.

Download Price: £2.49

|f|;“ﬂ|$ absolutely free?
EHECHN 1 801

Download Price: £1.99

‘"/ , . Lif Chris is here. New to the charts, but he is taking
| . the nation by storm with his sensational new |
+ album. Be the first to hear ‘Checkin it out' and you -
© won't be able to stop. And why not get another,

K ‘

Flyer Unit 1 Task 6 - ‘ f "(ZZ&@ M‘%r D
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Satksoh

Business Document

JOR Mational Uit § Task &

i7 Canal Steet

Task 8D- Screenshot to show hoase style of Business Documents

Downloadable Tunes
1 Covenlry Square
COVENTRY

GV 3HQ

Tel (24 76 470033
0344042006

What the screenshot is showing
In the newsletter | didn't need to
apply much colour as it wasn't
necessary. | placed the logo that |
made in the top right hand corner,
using turquoise and blue shades,
These are my house colours. The
font used was Ariel Narrow as itis a
simple style text and works with the
style of the letter,

Memo

To: Katie Warren

Ce: Paul Matthews
From: Kaylee Gibson
Date: (3/10/2008
Re: Changes

Hi

i ans just ietting vou know ket the changes vou seoussted on the spresdshest and dalabase
are sompiete

In my memo the consistent style is
evident. | used only the logo and
the same font as the business lefter
to keep it professional. This is an
infernal business document so
there is no need for a company
address. The content is informal
and there is no need for
punctuation.

Wi
s,
et

Centre Number:

Candidate Number:



T Doarinasaila Ties Bur Ore: Get O Free Ofie s e, Fightron |
© you can doseiomt 1 abum or single and get anoher shsdubly ¥, Fast, . o
; releble earsy donroads on curwebsii. Whatam tod uaitig fo? ;

To fnd sutere abaurtde sutemn promoon witus stwwsdownb adablmenconk :

. ., Cowbe Bailky Ree tos dore & agpih, This

L premceful alkean will seraidy hove s phee i |
@ ahwrls- ared mRyke on your computer if ¢
& you would Tke fo hear another abum as wel |
3 astils, uby notusee offer whilstyou @n?

| Douwrioan Piee: £289

sladomne i st as good as e wih her |
¢ heabdaking new abum Jump’. § you bue

| Medora as Mud o3 we o en you woukd
| donricad her akum right now- and choose §
¢ el of yow sholoe sbsohbely bee.

| Douroad Price: £248

: ahaohaly fiee?

AT e

This screenshot shows the flyer that
had to be created to be delivered to
members of the downloadable
tunes website. Again, the colours
used are house colours to keep to
the consistency of the other
business documents. The textis
again Ariel Narrow and looks
professional and simple. Alf of the
business documents look similar
and are therefore recognisable fo
people as Downloadable Tunes.

Centre Number: “andidate Number:



OCR National Unit 1 Task 6

Downloadable Tunes
1 Coventry Square
COVENTRY
CV1 3HQ
Tel: 024 76 470033
03/10/2006
«Initialsy «Surname»
«Address1»
«Address2»
«Address3»
«Postcode»
Dear Sir or Madam

Re: Buy One Get One Free

| am writing to inform you that Downioadable Tunes will be running a ‘Buy One Get One Free' offer throughout
the month of November. If you download a tune from our website you will be able to choose another absolutely
free. This allows you to not only o save money but also download more tunes of your choice.

The offer will be running from the 1530t November and full details can be found on our website. New release
albums and singles on the site are also included in the offer. If you are a regular customer then you may
already have been informed about this offer on our website so please pass the enclosed flyer to family and
friends. We look forward to you visiting our website to view our ideas at www.downloadabletunes.com/offers.

If you have any further questions please contact our hotline on 024 76 470033 or visit ‘help’ on our website. |
hape that you have fun downloading and listening to our tunes.

Yours faithfully . D@ M,QQX
J ot

Ki :
Assistant Manager of Downloadable Tunes

Enc

Name:K .. OCRNationals Unit 1 Task 6 Candidate Number: . “entre Number: .-



Task 6G: Use a Business Database

Screenshots to Show Creating a Mail Merge Master Document

Screenshot!Ewdence

LEODUIT ML D

= Queries
E@ Forn’ra;-

éﬁf@] Pages
B Mactos
T &8 Modules

8 Feports

Office Lirks

~ What it is Showing

Speedh

' Onling Coffaboration

: Relatlonships...

Analyze

Database Uthities

Seawity

Replication
Startup...

" Macro

Activey Controls,..

Groups

| Add-Ins

AutoCorrect Options. ..

159 Favorltes |

Customize. ..

. = Options. .,

The first screenshot is showing the first
initial steps that need to be taking in order
to Mail Merge. The tools option is selected
from the top tool bar of the document. By
moving the cursor down the list office
tools should be apparent. Once the menu
appears to the right of Office Links, the
‘Merge It With Microsoft Office Word’
should be selected.

. address envelopes.

What g6 yous want the wizard ke da?

{ This ,wizar'd' finks your datato 2 Microsoft Word
dociment, so that yos can print forin letbers or

l Cancel

& gnk you daka ko an existing Microseft Word document.

) Create a new document and thieri fink the data to i,

The next screenshot shows the box that
appears automatically when the option in
the previous step has been clicked. There
are two options for the user to take to link
the data to an already existing document,
or create a new document and then link it.
In this case the already existing data is
being used.

EQ My Documents

[y Fecent
Tocumants

My Documents

"

My Computer |

[3Child Care

{ T ubesign Technclogy

LhiDn

o) (ot

E| My Data Sowrces
23y Documents
@My Music

iMy Pictures

Iy Presentation
[CyScience Caurse work
Syvear §

Cyvear 10

Then, OK must be selected. Once
selected, the users Documents will
appear automatically in a separate
dialogue box. The document being used
must now be found by the user.

m@& 1&; 8}&
*f

In this screenshot, the document has
been found and highlighted by clicking the
left mouse button. Once highlighted the
user must click OK.

Centre Number:

Candidate Number: ...

g



JCR Mationad Unit 1 Task §

Jear Sitf Madem

e: Buy one gef one free

The document that was on the screen 10
begin with will now appear. It is not
apparent to look at but a link has been
made between the document selected
and the document on the screen. In the
screenshot the small icon 'Insert Merge
Fields’ is being highlighted. The user
needs to click this with the left mouse
buiton.

Insesi:

Insert:

'addrass Fleids

Surname:

addresst
Addrass?
Address3
Postcode
Age

l

ge Field

(B Databasé Flelds

SV |

[ Match Fields.. |- ¢

Next, the box will appear on the screen.
The user needs fo click on the wanted
information, and select OK. This means
that the information wil then be inserted
onto the word document, visible fo the
user,

This screenshot shows the headings that
were on the previous screenshot, on the
document. However, they don't give the
user any real information. The next step it
to select the << ABC >> icon.

A Clarkson

87 Cengt Strest
Newton Hal
Durham

DMt 2BR

Dear Sir or Madam
Re: Buy One Get One Free

b am writing to inform vou that Downde

This screenshot shows what the
<<ABC>> icon looks like, located in the
top tool bar. Once the icon has been
selected, the information will change from
<<|nitials>>, to, A Clarkson. The
document has now been successfully mail
merged.

Centre Number:

indidate Number




www_downloadabletunes.co.uk

i

Issue 1

Who we are and how we work— find out and get to know us!

Downloadable Tunes is a growing company that

allows users to download tunes of their choice for low
prices. 1t Is a quick and easy process. You decide the
format you would like to use for your tunes. If you are
a member you will receive e-mail messages from the
site owner allowing you to find out when new tunes
are added to the website and new offers that are
available. Vouchers from newsletters will have a code
on them ,which can then be typed into the site to be
able to access the special offer. If a tune being
downloaded fails or there is an error with the song
then you can contact us on diowner@tunes.com.
There are terms and conditions which will appear
when downloading tunes which you must

thoroughly read and agree fo.

Special Buy 1 Get 1Free
Offer Inside.......... P2

History— from then ‘il now

Downloadable Tunes began when owner, Paul Chester,
started downloading tunes from the world wide web for
a hobby.

Finding it hard to find genuine sites he could rely on and
trust, he came up with the idea to create his own— how
hard could it be?

Making the site was easy, however, there was the prob-
lem of managing the income and getting the

resources, This was when he asked friends to work for
him at the weekends, helping him to look after the web-
site and tracking all of the payments. The technology
improved and new ways o promote the website were
tested.

This was successful and after setting up as a business

e g e e

Users must be over 16 or have permission to make a
payment for the tunes downloaded. We fry our best to
keep our customers happy and you can tell us how this
can be achieved. All you have fo do is contact us at the
address— dtowner@tunes.com, and tell us what we can
change to make you happy. Over the past year the

number of users at Downioadable Tunes has increased
by up to 300%. 1t is great to see that people choose our
site and this goes to show just how well we are doing.
Enjoy the newsletter and have fun using the special

offers. Any new tunes added to the site will not be in-
cluded in the offer, but i is stated clearly which ones
can and cannot be used. Happy reading and thank you.

Visit us at www.downloadabietunes.co.uk

Also inside this issue
P2 Album Releases

P3 Music Reviews ﬂ m}f&{f
P3 Top 5 downloads vt

P4 Meet the staff

was now ready to move onto higher grounds, and
brought his own Downloadable Tunes business

The Downloadable Tunes
company as it is today.

over 22 million downloadable songs were sold. Paul
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November Offer!

Our November special offer gives you the chance to
download a fune of your choice and get another for free.
Here are just a few rules that you must be aware of:

. 2 tracks can be downloaded and the cheapest
track will be downloaded for free.

. 2 albums can be downloaded and the cheapest
album will be downloaded free.

single will be downloaded for free.

. A single track and album can be downloaded to-
gether and the single track will be free.

attempt are made to try and break the rules.
Have fun downloading tunes!
Visit our website for more details.

Autumn Releases 2006!

Brand new album for Autumn.

Girls Aloud~ Delivered

An upbeat album with tracks that will get you singing
and dancing all night long. No need to go out on Hallow-

gen when you have this. Including the hit single
‘something kind of coooh’

Killer Deal...

* 2 singles can be downloaded and the cheapest .

Download your
tunes and get 1

The rules must be followed accordingly and you will not free at

be allowed to break these rules. We will be carefully
monitoring how you use the offer and make sure that no

www.downloadabletunes.co.uk

Buy One Get One Free— Essential

All tunes you download will go towards our chart
downioads and contribute to making the site more
popular.

We aim to make sure that all your needs are met and
that you enjoy browsing and using the site. You can
contribute to the site by sending in requests and ideas
via our forum link. It will help very much if you send us
your views as we enjoy listening to and using them.

Visit us at www.downloadabletunes.co.uk
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The top 5 downloads...

#Number 5
E Robbie Williams- Rude Box

| #Number 4
fl Paolo Nutini- These Streets

" iNumber 3
Snow Patrol- Eyes Open

{Picture taken from www.hmv.co.uk)

| i (Picture taken from www.play.com)

{Picture taken from www.hmv.co.uk)

R R G

RMGRUGHT #Number 2

s Razor light- Razor fight
(Picture taken from www.hmv.co.uk)

=

#Number 1
'ﬁf*- Pink- 'm Not Dead
7§ (Picture taken from www.hmy.co.uk)

All of these songs are available to download
from the site. The top 5 for next month will be
in the next newsletter. Make sure vou check it
out and download your favourite tunes!

Music Reviews...

Chack out the music reviewt
Gwen Stefani- To Be Confirmed

Photograph taken from www.hmv.co.uk

Despite Gwen recently giving birth to her first child, she &P
has also been busy preparing material for her forthcoming ______
second album. |

"This is definitely another dance record but the sound has
evolved a lot over the last two years as I've gone in and e
out of the studio. It's more melodic and very modern.” she >
said recently. B

This time around Pharrell Williams, Nellie Hooper and
Tony Kanal retum producing/co-writing new songs while
first time collaborators Akon and Tim Rice-Oxley (of
Keane) join the fray. Song titles include 'Wind It Up),
'Orange County Girl', 'Fluorescent' and 'Candy fand’.

[

Definitely an album you want to download, and you wifl
want to play it over and over again.




www.downloadabletunes.co.uk

Find out about the Staff at Downloadable
Tunes and see who does what. Get to
know us a little better!

L Manager of Downloadable Tunes. A very big
responsibility, but a very good job is done. As you can see,
good management makes the company vety successful.

S.Bil - Head technician. She has worked in the com-
pany since the beginning and heips to make the website what
it is today. The greatest at producing graphics and knowing
what young peopie want.

R.K..._ Heis the Head Chef at Downloadable Tunes and
does a very good job at serving up lunch. Without him staff
wouldn't get such a good lunch time as they do with him.

LW. . -e—=Heis the Chief Researcher and he is the one
who finds which tracks should go on the website and what
information should go in. He finds alf of the gossip and helps
to make the newsletter interesting.

LB._ - Shelooks after all of the accounts and checks
that everyone has paid the full amount and without error. She
decides when offers should be promoted.

M.P..... Assistant Editor of Downloadable Tunes newsletter.
Decides and checks what needs changing, improving and

removing.

T.W Head Photographer. Takes our pictures for the
magazine and finds out what pictures we can and can't use.

K.G “hat's me. | am the Editor of the newsletter. |

decide what design, layout and theme the newsletter should
have. | also produce the posters and other things like this.

E
-
e

Photoaraohed by
T

Edited by the
Downloadable
Tunes company.
Taken by digital
camera.

L

* fanager

Below are some of the statistics from the website
so you as a customer can see for yourself how
well the company is doing.

Total Sales of Songs

GEED

Money Iade

pril Hay

Jure July
FMotith

This graph shows the total number of sales from
April to July. It shows how sales have increased.

Age of Customers

0
40
m N
- | [msetesz]
1
o

1 2 3 4 5 8 7 8 9 18 41 12 13
Amount

The graph shows the age of the customers that use
www.downloadable tunes.co.uk As you can see
older people tend to use the website, but | think this
is due to the fact that money is involved.
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Task 7C- Screenshot to show spell checking newsletter
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WHAT IT 1S SHOWING _
Open up the newsletter in order to spell check all .
of the text. This makes sure that there are no
mistakes in the document.

Select the spelling icon from the top fool bar of the
newsletter document. An option box wili open
automatically.

out of the studic. It's more melodic and very moderm.” she
said recenihy.

. This fime around Pharrell Williams, Nellie Hooper and
Tony Kanal refum producingfco-writing new songs while
first ime collaborators and Tirn Rice-Oxley of

e fay. S0ng es nclude Wind £Up'___ &
B Notin dictionary: . : e
‘ p,knn | gros | { IgmreAlI ]
. C.ha.ngve'i:o: :.E'i i E Change i { ChangaAR ]
."Suggesﬁgns: Aﬁnm i [ add ] [ Close }
[ [ =
- e | -
. A ' i e
E:gg B | Check al stories .

The box will open automatically. Select yes in
order to check the whole document.

You will have six options in order to change words
that are classed as incorrect. Make sure you read

them carefully before changing.

Once you have finished changing all of the words
the box will appear. Select ok and your document
will be correct.

Centre Number: | candidate Number: _ .. .
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Task 7- Newsletter
Evidence of layout and spell checker

S

VIDENCE ~ WHAT IT IS SHOWING _ ) _
Sl i This screenshot shows my newsletter. In the following steps I am
going to place page numbers at the bottom of each page. To do this
I selected from the top tool the insert option and selected page
e At e e 2 number. I then chose where it would be on my page and selected

pioes, Riragikand engrpmcems Wudede e Wep out coshmersbopprant wi o ktimiu bin OwA /\u

Srmimuieh B b un St yeus bres. Freuae @00 phimé Ay ot 0 o B conctusaithe
B neiber e wlleotie ;l_.iusu»»qﬂ._so ndirenr dunt @ ive s.orry ané 1 panhetun cn ﬂﬁﬂ%

. e, .!A.ﬁﬂg:jrl.
. Position - W Q\l
.__\m&nﬁ of page (Faoter} . Mu Mﬂ*ﬂrﬂh \ ’
sherdmnkedd - Se=1
hnudosly Mgreent . T Ts, 2
iSpeciall —Ii\i . AR -:.l.isa“,(.., > >,
: [¥18how page number of fitst page
] cancel ]

bbby o
Findngithenl ln ek qenie Sknhe ol mbvon umd

SEN

s

opmeup it ¥t ien & ok hi oun-how

Ty A

& 3t wo 1y, Feucies, o ey he i
kmaf ot he ¥ ol 33
s s b o o e
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s ok dnding ol of e poyminks e deanibey
arpuved ook now weya b pamek e ushait uees
foied,

The Deussiacdabl Tines
conmany sa ik bder.

Topruma sucerasbiand s fir neting 1 438 ushesy
suerd? plea 5

This screenshot shows that the page number is on my newsletter.
Each page will now be numbered.

The Downloadable Tunes
company as it is today.

Centre Number: Candidate Number



Phatooraohes By

Edited by the
Downioaciable
Tunes campany.
Taken by digitat
camara.

tg~ Manager of Downloadable Tunes. Avery big
oifity, but & very good job is done. As youl ¢an see, o L
nagement makes the company very suscessiul.

hages M.O

mm_m& are momﬂw of the ﬂm_mwam from the website
sugh- Head technician. She has worked in the com. S0 You as a customer can ssee for yourself how
se the beginning and helps to make the website what ~ well Ihe company is doing.

¢ The grealest af producing graphics and knowing |
ng people want.

TotatSales of Sougs

S P P A S R . T s !

I then spell checked my newsletter to ensure that there were no
mistakes. As you can see this confirms that it has been completed.

Centre Number. ~ Candidate Number. _ o+



Task 7F Screenshot to show layout and logk of newsletter

The newsletter looks professional and has been spell checked. The whole style of the
N newsletter is consistent and all of the text is the same. The offer is in the centre of the first and second
MA page in order to stand out to the reader. Over all the newsletter is very appealing and professional.
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Welcome to Downloadable Tunes

This stide presentation will aliow you to see what kinds of things our
company has to offer!

Hopefdily you will see what working for Downicadable Tunes can
da for you,

— L

«History - from hobby to successful business
+Staff — 8 members of staff in varying positions

Gesto Numbel L]

Staff Information
+ Training

+ Staff members are enfiled to ail Bank Holidays +20 days Annual
Leava

+ Discount

+ Bonusas will be available at Christmas based on company sales and
there may be a chance to eam exira bonuses throughout the year
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Special Offers are important sales boosts
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Welcome to Downloadable Tunes

This slide presentation will allow you fo see what kinds of things our
company has to offerl

Hopefully you will see what working for Downloadable Tunes can
do for you.

Centre Numbet e @ E

Welcome to Downloadable Tunes. This presentation will hopefully aliow you
to see how the company works a litile better and find out what it offers you!
MynameisK = 77 “onand | am the representative from Human
Resources who talks to new employees and helps them to settle in. | am also
Editor of the company magazine. . If there are any questions feel free to ask
throughout the presentation and | hope | can answer them for you.
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«History — from hobby to successful business

«Staff — 8 members of staff in varying positions

Cantre Number, Candidate Number:

Downloadable Tunes began as a hobby. Mr Riley loves listening to music and
he started downloading music from the internet in his spare time for family
and friends. He set up a small website at his home in 2004 and found that
many people were accessing his website for music. As more people began
downloading his music he decided to upgrade the website and add graphics
and offer a job to a person willing to check the website making sure
everything was running smoothly. He set up a business and made sure that
all legal issues were in place by appointing a treasurer. After 2 years, in
2008, the website had made a very large profit. Not knowing what to do with
the company he decided to get some advice. After many discussions, buying
a company building and getting staff Downloadable Tunes became a real
company. It was hard to make Downloadable Tunes like it is today, but with
young willing people like you, you can see why it has been a success. We are
currently employing 8 staff and the company is very successful. The company
hopefully will continue to grow. The owner is available for staff to ask
guestions if they have any problems.
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Staff Information

« Training

- Staff members are entitied to all Bank Holidays +20 days Annual
Leave

» Discount

. Bonuses will be available at Christmas based on company sales and
there may be a chance to earn extra bonuses throughout the year

3 !

Centre Numbe: Candidate Numbs

<>

The company offers a variety of new and fun things to ALL staff. The first
thing we offer is a range of new and helpful computer skills classes. All new
staff will go on a course to learn how to use the world wide web and make
graphical websites. Al staff are entitled, within the time of 1 year, 20 days
holiday. All Bank Holiday are honoured. Lunch will be 1 hour and can be
taken whatever time necessary. Staff will have a site discount depending on
length of service and finally you will NOT be asked to work on Sundays. The
canteen is located to the left as you enter the building. Hot meals and snacks
will be provided.

1



Offices Offices Yechiician Rooms

Exit
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Offices

Entrance

Centra Number

This page shows the layout of the downloadable tunes company building. It
allows you, if new to the building, to find your way around easily. As you can
see there are offices to the top left and right of the building. In the middle is
the reception, cafeteria and ioilets. it is a fairly easy layout. The technicians
room is there if any problems occur. The canteen is located to the left as you
enter the building. Hot meals and snhacks will be provided.



Special Offers are important sales boosts

Total Sales of Songs

100

Ioney Maile
o B & 8 &

Maonthly Sales in £1,000-Special Offer in June

Cenire Numbe.. ..

Special offers are very important to our success. The graph shows how the
sales of do have increased over the past 4 months. It has improved
dramatically and profits get higher when sales or special offers are running.
The second graph shows the ages of customers how use downloadable
tunes. It helps us because it allows us too see what age group to aim it at and
how to set out our website. Downloadable Tunes is now running in their own
premises. We are currently employing around 8 staff and the company is very
successful. The company hopefully will continue to have custom, and the
owner is available for staff to ask questions if they have any problems.
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