RECOGNISING ACHIEVEMENT

OXFORD CAMBRIDGE AND RSA EXAMINATIONS

LEVEL 2 TEXT PROCESSING

(BUSINESS PROFESSIONAL) Scheme Code: 06994
. i SANMPLE
.
MAILMERGE " Roense PAPER

This guestion paper may be taken within these dates:

SAMPLE PAPER TIME: 1 HOUR 30 MINUTES

INSTRUCTIONS TO CANDIDATES

Please insert your Cenire Number, the Scheme Code and the Question Paper Reference on your
Unit Submission Folder.

You must use a word processor and/or database/spreadsheet software or an integrated package to complete
this examination.

Key in your Name, Centre Number and Document Number on every page before saving. These details may be
writien on datafiles.

Complete all documents.

Letters must be produced on the OCR supplied template. Datafiles may be displayed in any format but they
must be produced on plain paper.

Insert today's date on letters unless otherwise instructed.

You must print all of your own work. No more than two attempts should be made at printing the merged
documents.

Assemble your completed work in the order in which it is presented in this paper and cross through any work
which you do not wish to be marked. Do not staple your printouts. All printouts must be submitted.

INFORMATION FOR CANDIDATES

You will be required fo access a previously stored datafile. The filename and location for this datafile will be
given to you.

No amendments can be made to the text after the 1 hour 30 minutes allowed for this examination. Printing may
be undertaken outside the 1 hour 30 minutes allowed for this examination, in a period immediatety following the
examination, and supervised by the invigilator.

ADDITIONAL INFORMATION
This is a sample paper and must not be used for live assessments.
Credit

Successful achievement of the live assessment for this unit will award you with 5 credits.

QCA Accreditation Number: Y/501/4229

This document consists of 7 printed pages and 0 blank pages
06994 (SAMPLE) © OCR 2008 Registered Company Number: 3484466 [Turn over
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DOCUMENT 2 4

Pleause key invthe following stoandard document to- merge with the datafile
amended in Docwiment 1. Insert merge codes where indicated by * and wse full

Justification. Print one copy of the standard docwment and also-print cobies to-
all clienty who-had a-patic buit

Oy ref KP/!"EZ

e TINITIA L FSURNAME
RETREET
*# Touwan

*PoSTCODE

Dear *TTLE TSURNAME

.
Some kime 0oo we undertook the cons\:ruck:mr\ af o TIoR at gpur home.

You mou be awoare that, 08 O resulk s of \douf recomme,nduttoﬁ; we have
corried ouk work ak o neighbcurmg 1"0\1‘53

Mou aareed ke pass on ouf centqab oiei:mis ko prospective clients. We smddwe
wowld” credit gou with £B0 every bime Someene You recommended agree
For work te be done.

ling locally, we
Your credit now Qmour\ts e £300. As we are sta“ Fma"h 3 WP T J be Ehat
wondered {F you Now wished Lo ?mr_eed with a Furgher jo £ wey
HYou would \me to rePhace, Yo ur dewveway, extend your drive Fo gmi“i erkra -
Po_rkm\g Spoce;or ?‘"etv»\\fe construckion of a P&thw

’.I.’? oW mou\dgﬁo d\‘éﬁuas bh\?; OPPQV’tUH\tB) dD fokt \neSL\:ahﬁ t—C}
ta!ephone us Free en DROC 312 HOBL. We attoch seme literature
For Your inFormakbion.

We' took Forward Ee hearing From you

Yours sincerel Y

Karen Fryce
Customer Licison

Enc



DOCUMENT 3

tncovporaling the fields showw below. Save the label sheet and print one copy

Using the selected recovdy of the Document 1 datufile, preparve o label sheet,
of
the sheet showing the merge codes and one copy showing the merged labels.

*K"ﬁ"n,.& F i MTIALS ASURNAME

*’STRE_E,T’
A Towmn

XPosTCODE

Turn over)



DOCUMENT 4

|

Pleause key inthe following records ay ov datofile suitoble for wse withy Document

5. Sewe and prind one copy.

|
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DOCUMENT 5

Please key invthe following standard document to- merge witihvthe datafile
created in Document 4. Insert merge codesy where indicated by *. Print one
copy of the stondard document and also-print copiey for all companies based inv
Huddersfield wheve the rate per howr iy over 9.50.

PROGRESS EMPLOYMERNT AGENLCY

Tok \NTeRview NoTice

Nome of applicank 4 | ’“ﬁP?NﬁmE

Roce per hour £*pATE
Name of CamPo«n}j *comeANY
Radress ot (.c:emp{x KerepeT

K Town

¥ PoeTCODE

\_eased o lek uou now thatb You have
nec o Fieskt inkerview ob the obove Comp&“ﬂ
The me,mber of skaté Yo u need bEo ask F“"’ML‘S’WMW

*
CONTH CT. ( E_M,Phqg\ge ts sentenc

e T

o

P\msa Eele phone khis office Lo arrange o date ancl

JE——
—

Eime For Che m&;erwemQEt \W&:hat You do
Ehis os C}(W&k:j @e  posgible.

Te Hou Ve e Fuvbher LA @ormatmﬁ P\eovse conkack
Teottk Felbten ak Leeds.





