
 
    KU PS 
1. GemCo is a company which buys and sells Jewellery.      
 Below is a draft notice that the company is going to send to each employee.    
      
  Draft Copy    
  Notice to all GemCo employees  

 
I would like to take this opportunity to thank all employees for their very hard 
work and diligence over the past year and announce that all employees will be 
given two days  with full pay. 
 
 
Please make arrangements witt your line manager. 
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J. Smith 
GemCo 

   

      
(a) (i) Which word needs to be inserted? ___________________________      
    3  
 (ii) Which word needs to be amended? ___________________________   2  
    1  
 (iii) Which word needs to be deleted? ___________________________   0  
      
(b) All changes have now been made.     
      

  Final Copy    
  Notice to all GemCo employees 

 
I would like to take this opportunity to thank all employees for their hard work 
and diligence over the past year and announce that all employees will be given 
two days holiday with full pay. 
 
 
Please make arrangements with your line manager. 
                    
J. Smith 
GemCo 

   

      
  The appearance of the text has been changed but in what ways?   

Tick ( ) all boxes that apply. 
   

      
  Bold 

 
   

  Italics 
 

 3 
2 

 

  Centre 
 

 1 
0 

 

 Underline     
      

holiday 
h 
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1. (continued)  KU PS 
      
 (c) Before computers were used some notices had to be handwritten.    
      
  Give two advantages of using a word processor rather than handwriting the 

notices. 
   

   
1 

   

   
 

   

   
2 

   
2 

   
 

  1 
0 

      
 (d) The secretary used a dedicated word processor to create the employee notice.    
  What is meant by a dedicated word processor?   
   1  
   0  
     
 (e) The company likes to send out mailshots to regular customers.   
  What is meant by a mailshot?   
   1  
   0  
     
 (f) GemCo has just recently installed a computer network.  All employees have 

access to this network with a username and a password. 
  

     
  Give two advantages of using a network rather than stand alone computers.   
     
  1.    
      
      
      
  2.   2 
     1 
     0 
      
 (g It is important that the data on the network is held securely and backed up 

regularly.  What is a backup? 
  

     
   2  
   1  
   0  
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1. (continued)  KU PS 
      
 (h) The Chairman of GemCo would like a logo for the company.      
      
  Name three tools in a graphics package that could be used to create a logo.    
      
   

1 
   

   
2 

 3 
2 

 

   
3 

 1 
0 

 

      
 (i) Apart from a mouse, what other input device could be used to create a logo?    
     1 
     0 
      
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

     

      



   KU PS  
 Jeff and two of his friends have been assigned a school project to find the total 

amount of money collected for charity over the past three years. 
   2. 

      
 Jeff has entered the data into a general purpose package.     
      
 

 

    

      
 (a) Which type of general purpose package has Jeff used?    
   

 
  1 

0 
      
(b) (i) Name a cell that contains text. ________________     
    3  
 (ii) Name a cell that contains a value ________________   2  
    1  
 (iii) Name a cell that contains a formula ________________   0  
      
(c) What formula would be contained in cell C9?     
    1  
    0  
      
(d) If changes were made to cell B5 name two other cells that would change.   2  
    1  
    0  
      
(e) Suggest another way that the information could be presented.     
    1  
    0  
      
(f) Jeff would like to send the information to his friends electronically but doesn’t 

want to use a fax machine.  Suggest another way of doing this. 
    

    1  
    0  
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    KU PS 
3. Erica is a computing teacher who works in a local secondary school and produces 

teaching guides for her pupils. 
 
She uses a desktop computer and a printer to produce the guides. 

  

     
 (a) Why does she need a printer?   
   

 
  

   
 

 1 
0 

     
 (b) She uses an Integrated Package to produce the teaching materials. 
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Which part of the package would she use to create diagrams? 
 
Tick ( ) one box only. 

  

     
  Word Processor 

 
Spreadsheet 
 
Graphics 
 
Database 
 

  
 
 
 
 
 
1 
0 

     
 (c) Give one advantage of using an Integrated Package instead of separate ones.   
   

 
  

   
 

1 
0 

 

     
 (d) When Erica is making her guides she regularly makes a backup of her work. 

 
Why does she do this? 

  

   
 

  

   
 

  

   
 

 1 
0 

     
     
      
      
      
      
      
      

 

 

 

 



Page 6  
  
 

3. (continued)  KU PS 
      
 (e) Last week Erica wrote a letter to a friend and saved it on her hard drive.  She 

now wants to change the letter, make a hardcopy and send it to her friend.  The 
steps shoe should take are shown below. 

  

     
  

Edit the letter  Save the new version 

   
Run the word 

processing program  Print the letter 

   
  
 Load the letter   

  

     
  Arrange the steps in the correct order.  The second last step is already shown.   
     
   

1 
  

   
2 

  

   
3 

  

   
4  Save the new version 

 3 
2 

   
5 

 1 
0 

     
 (f) When she goes home Erica often uses Teletext and Viewdata systems. 

 
Complete the following table by adding the letters Y for Yes and N for No to 
show if the statements are true or false. 

  

     
  Statement Viewdata Teletext 

A two way system which 
allows information to be sent 
and received. 

  

A one way system which can 
only allow the user to receive 
information. 

  

 

  
 

 
 
2 
1 
0 

      
      
      
      
      
      
      
      
      
      



    KU PS 
4. Delightful Dormobiles is a club for people who like travelling around the UK and 

staying in private camping sites. 
 
They store information about these sites on a computer database. 
 
Here is an example from the database. 
 
Nearest Town : Dundee 
 
Address : Lindsayfield Farm 
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Owners name : Albert Bryce 
 
Number of places : 8 
 
Cost per night : 14.80 
 
Star rating : 4 
 
 

  

    

Dundee

Nether 
Wyndings 

Lindsayfield

Location:

Inversnick 

 
 (a) They used to store the info on cards in a filing cabinet. 

 
Give two advantages of moving the information onto a computerised database. 

  

   
(i) 

 
2 

 

   
(ii) 

1 
0 

 

     
 (b) (i) Give an example of a field which contains text.   
   

 
 1 

0 
     
  (ii) Give an example of a field that contains a graphic.   
   

 
 1 

0 
     
  (iii) Give an example of a field that contains a number.   
   

 
 1 

0 
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4. (continued)  KU PS 
      
 (c) Here is a printout of part of the database.   
     
 Nearest 

Town Address Owners 
Name 

Number 
Of Places 

Cost Per 
Night 

Star 
Rating 

Dorken Lindsayfield Albert 
Bryce 4 14.80 4 

Finken Underhill 
Road 

Brian 
Baggins 2 16.30 5 

Astraglen Grand Road Sheila 
Sugden 3 4.50 2 

Berry 
Close Grand Road Freda 

Block 6 13.56 4 

Finken Back Close Doreen 
Dickens 4 10.85 4 

   

   1  
  How many sites have a four star rating?     __________________ 0  
    

1 
 

 (d) What is the address of the largest site?     ___________________________ 0  
     
 The club members have access to the database and use it to plan their holidays.   
     
 (e) Complete the sentences below to show how they find the answers to these 

queries. 
  

     
  To find all the sites near Finken. 

 
_____________________  on the field  _____________________ 

 2 
1 
0 

     
  To find all three star sites. 

 
_____________________  on the field  _____________________ 

 2 
1 
0 

     
  To find the cheapest site. 

 
_____________________  on the field  _____________________ 

 2 
1 
0 
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