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Task 1 — Evidence Document

This mark scheme includes the screenshots of the printed evidence that candidates should have
included and screen shots from the Evidence Document.

Task 2 — Document

You work for a company called Tawara Yacht Brokers who buy and sell luxury boats. You are going
to perform some clerical tasks for this company.

No Steps Mark
1 Using a suitable software package, open the file J226SUPER.RTF [2]
Set the:
e page size to A4
e orientation to landscape
e top and bottom margins to 1.5 centimetres
¢ left and right margins to 2 centimetres.
— page size A4 and page orientation landscape (1 mark)
— top and bottom margins set to 1.5cm, left and right margins set to 2
centimetres (1 mark)
2 Save the document in your work area with the file name BROKER. Make [11
sure it is saved in the format of the software you are using.
— File saved as BROKER in the format of the software (1 mark)
3 Place in the header: [2]

the automated file name and path right aligned.

Place in the footer:

automated page numbers left aligned
your name, Centre number and candidate number right aligned.

Make sure that:

all the alignments match the page margins
no other text is included in the header and footer area
headers and footers are displayed on all pages.

header: automated file name and path right aligned (1 mark)
footer: footer automated page numbers left aligned and name, Centre
number and candidate number right aligned (1 mark)
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Subheading style:
TYB-Subheading style created, centre aligned (1 mark)
sans-serif, 16pt, bold and all capitals (1 mark)
12 point spacing after (1 mark)

Place in your Evidence Document screenshot(s) to show all the settings for
the TYB-Subheading style.
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No Steps Mark
4 Create the following paragraph styles: [3]
House style specifications
T o)
o - 2 £ 18 |5
> |8 & g g |8 _|% -
] w L E c 7] 0Ll 0L
£ [gE| § 2 e |85/8%
L |2el = 15 S5 |oe|ae
TYB-title san- 36 | right bold, italic single 0 0
serif
TYB-subtitle san- 18 | left underline single 0 0
serif
TYB- san- 16 | centre all capitals, single 0 12
subheading serif bold
TYB-body serif 12 | justified | none single 12
TYB-table serif 12 | left none single 0

5 At the start of the document enter the title:

Tawara Yacht Brokers

correct insertion of title (1 mark)

(1]

6 Apply the TYB-Title style to this text

correct title style applied (1 mark)

(1]

7 Below the title, add the subtitle

Draft report by: and add your name.

correct insertion of subtitle (1 mark)

(1]

8 Apply the TYB-Subtitle style to this text.

correct subtitle style applied(1 mark)

(1]

9 Apply the TYB-Body text style to the rest of the document.

correct body style applied to all text (1 mark)

[1]
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No

Steps

Mark

10

Change the page layout so that all the text after the first paragraph is
displayed in two columns of equal width with a 2 centimetre space between
them.

— section break in correct place (1 mark)
— two columns of equal width with 2 cm space between (1 mark)

(2]

11

Identify the 6 subheadings in the document and apply the TYB-Subheading
style to each one.

— TYB-Subheading style applied to all subheadings (1 mark)

(1]

12

Using the data in the table J226SALES.CSV create an appropriate chart to
compare the sales of yachts for the years 2015, 2014 and 2013.

— appropriate chart created correctly (1 mark)

(1]

13

Label the chart with the title Comparison of Superyacht Sales
Include appropriate labels and a legend.

— chart title correct and legend and axis labels displayed (1 mark)

(1]

14

Insert the chart on page 1 after the paragraph ending ...over the past three
years.

Make sure that:

e the chart fits within the column width

o all data labels are displayed in full.

— chart in correct position, within margins, data fully visible (1 mark)

(1]

15

Explain why you have chosen this type of graph or chart. Compare it with
at least one other chart type.

— explanation of chart choice (1 mark)
— comparison with another chart type (1 mark)

[2]

16

Open the file J2260RDERS.CSV and insert the contents as a table within
the column width after the text ...yachts on their order books:

— table inserted correctly, fits within column width, no changes to data (1 mark)

(1]

17

Insert a new row at the end of the table.
Enter the following order into this row:

Length in Number of
metres Yachts

China 900 26

— data entered correctly (1 mark)

[1]
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No Steps Mark
18 Sort the data in the table so that the Length in metres column is displayed 1

in descending order.

— Length column sorted into descending order maintaining integrity (1 mark)

19 Format the first row of the table to be: [2]
e bold and italic
e centre aligned over the three columns
e shaded with a light grey background (20—-40%).
— Top row merged, centred (1 mark)
— Top row bold, italic, light grey shading applied (1 mark)
20 Make sure that: [1]
o the TYB-Table style is applied to rows 2 to 12
e textin each cell does not wrap
o all gridlines are displayed when printed.
— TYB-Table style applied rows 2-12, data is displayed on one line and
gridlines are printed (1 mark)
21 Import the image J226YACHT.jpg and place this below the subheading [1]
CHARTERS.
— Image inserted in correct position (1 mark)
22 Reflect the image so the yacht points to the left. [1
— Image reflected so the yacht faces the left (1 mark)
23 Resize the image so that: [2]

e itis 6 centimetres wide

o the aspect ratio maintained.

Align the image to the:

o top of the paragraph starting A Tawara Yacht charter...
e left margin within the column.

Make sure the text wraps round the image.

It may look like this:

— Image aligned to top of text and left margin with text wrapped (1 mark)
— Image is resized to 6 cm wide with aspect ratio maintained (1 mark)
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No Steps Mark
24 Spell check and proofread the document. [
Make sure that:
o tables and charts are not split over two columns or pages
o there are no widows or orphans
o there are no blank pages
e the house style specification has been followed and the correct
styles applied as instructed
e spacing between all items is consistent.
Save the document using the same file name and format used in Step 2.
Print the document.
— document complete (e.g. no missing or misplaced paragraphs), margins
consistent, spacing between all items is consistent, top of columns balanced,
no widows/orphans, no split tables/charts, no blank pages (1 mark)
[Total: 32]
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Task 3 — Database

You are now going to prepare some reports for the company. Make sure all currency values display
the € sign and are to 0 decimal places.

No Steps Mark
25 Using a suitable database package, import the file J226YACHTS.csv [4]
Use these field names and data types:
Yacht_ID Text
Yacht_Name Text
Type Text
Length Number Format to 1 decimal place
Builder_ID Text
Price Numeric/Currency
Build_Year Number
Sleeps Number
Crew Number
Set the Yacht_ID field as a primary key.
— allfields and formats correct (1 mark)
— Length field displayed to 1 decimal place (1 mark)
—  Price field displays currency symbol sign and 0 decimal places (1 mark)
— Yacht_ID set as a primary key (1 mark)
26 Create a data entry form to include all fields from Yachts the table. [1]
— form created, all fields included and fully visible (1 mark)
27 Use the form created in Step 26 to enter the following record: [2]
Yacht_ID MO126
Yacht_Name Antalex
Type Motor
Length 26.0
Builder_ID 155FAL
Price 795000
Build_Year 2011
Sleeps 6
Crew 3
Check your data entry for errors. Save the data.
— form used to add new record (1 mark)
— new record entered accurately (1 mark)
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No Steps Mark
28 Evaluate the design of your data entry form. 2]

Evaluation of entry form design (2 marks)

29 Import the file J226BUILDERS.CSV as a new table in your database. [1]
Set the Builder_ID field as a primary key.
Create a one-to-many relationship as a link between the Builder_ID field in the
Builders table and the Builder_ID field in the Yachts table.
— relationship created between the Builder_ID and Builder_ID fields (1mark)
30 [12]

Using fields from both the Yachts and the Builders tables, produce a report
which:

contains a new field called Total_Berths which is calculated at run-time.
This field will calculate the total number of berths by adding Sleeps plus
Crew

shows only the records where Build_Year was after 2010 and Length is 40 or
less

shows only the fields Yacht_ Name, Builder_Name, Type, Length, Price,
Build_Year, Build_Country and Total_Berths in this order with data and labels
displayed in full

sorts the data into ascending order of Type and then descending order of
Length

has a page orientation of landscape

fits on a single page wide

calculates the average Length positioned below the LENGTH column and
formatted to 1 decimal place

has the label Average length to the left of this number

includes the heading Yachts less than 6 years old at the top of the page

has your name, Centre number and candidate number at the top of the report.

Save and print your report.
Place in your Evidence Document screenshot(s) showing the formula used to
calculate the average length.

heading:_Yachts less than 6 years old at the top of the page (1 mark)

new field called Total_Berths created (1 mark)

calculates Sleeps plus Crew (1 mark)

displays only the records where Build_Year was after 2010 (1 mark)

displays only the records where Length is 40 or less (1 mark)

shows only the fields Yacht_Name, Builder_Name, Type, Length, Price,
Build_Year, Build_Country and Total_Berths in this order with data (1 mark)

has landscape orientation, fits on a single page wide, data and labels fully visible (1
mark)

sorts the data into ascending order of Type and then descending order of Length (1
mark)

calculates the average Length and positions this number below the LENGTH
column (2 marks)

formatted to 1 decimal place (1 mark)

label Average length to the left of this number (1 mark)
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31 Using fields from both the Yachts and the Builders tables, produce a report [6]

which:

o selects only those records where the:

—  Builder_Name field contains Yacht

— Build_Country is New Zealand or Australia

o shows only the fields Yacht Name, Builder_Name, Type, Price,
Build_Country and Services in this order

sorts the Price in descending order

has a page orientation of portrait

fits on a single page

includes the heading Oceania Yacht Builders at the top of the report
has your name, Centre number and candidate number at the bottom of the
report.

Save and print your report.

— heading: Oceania Yacht Builders at the top of the page (1 mark)

— displays only the records where Builder_Name field contains Yacht (1 mark)

— displays only the records where Build_Country is New Zealand or Australia (1
mark)

— sorts the Price in descending order (1 mark)

— shows only the fields Yacht_Name, Builder_Name, Type, Price, Build_Country and

Services in this order (1 mark)
— has portrait orientation fits a single page with all data and labels fully visible (1
mark)

[Total: 28]
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Task 5 — Mail Merge document

You are required to carry out a mail merge to send letters to customers from the London office.

No Steps Mark
32 Use the file J226LETTER.RTF as the master letter for the mail merge and the [6]
fileJ226CLIENTS.CSV as the data source file.
e In the master letter:
e replace <Date> with a field to display today’s date in the format DD
MMMM YYYY
e insert relevant merge fields from the data source file to replace the text
in chevrons, i.e. <field>
e replace the text Candidate Name with your name
e include your Centre number and candidate number in the footer of the
document.
Proofread and spell check the letter.
Save the master letter
Display the field codes.
Place in your Evidence Document screenshot(s) showing evidence of the
format for the date field.
— date displays in correct format DD MMMM YYYY (i.e. 01 January 2001) (1
mark)
— evidence of date field used (1 mark)
— name replaces Candidate Name, Centre no and candidate no in the footer (1
mark)
— merge fields «Title» «First_ Name» «Last_Name» inserted, replace tags, with
correct spacing (1 mark)
— merge fields «Add_1»,«Add_2»,«Add_3»,«Post_Code» inserted, replace tags
with correct spacing (1 mark)
— merge fields «Title» «Last Name» and «Office» inserted, replace tags with
correct spacing (1 mark)
33 The letter is incomplete. You are required to enter some information [4]
regarding passwords.
e Give one example of a strong password.
e Identify three features which make this a strong password.
e Enter your answers in the spaces provided in the letter.
¢ Print your master document with the merge fields displayed.
— an example of a strong password given, e.g. caseKrOyw3" 1 mark)
— 3 features identified which make this a strong password (3 marks)
34 Merge the letters selecting only those clients from the London office. [1]

Place in your Evidence Document screenshot(s) showing your selection
method.

Merge the letters selecting only those.
— evidence of London selected (1 mark)
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35 Print only the merged letters for the selected clients. [1]
— letters printed to Susan Tyrell, Kratika Gupta and Louis Brooks only (1 mark)
[Total: 12]
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Task 6 — Presentation

You are required to create a short promotional presentation.

No

Steps

Mark

36

Import the file J226PROMOTION.RTF placing the text as 6 slides in your
presentation software.
— 6 slides imported with contents of J226PROMOTION.rtf (1 mark)

[1]

37

The presentation should be based on a master slide that you will design.
Your slides must have a consistent layout and formatting, with the following
features on all slides:

e the company logo which is saved as J226LOGO.jpg

e your name, Centre number and candidate number

e automatic slide numbers.

— logo appears on all slides, same position and size (1 mark)

— name, Centre number and candidate number appears on all slides, same
position and size (1 mark)

— automated slide numbers on all slides, same position and size (1 mark)

[3]

38

Set animation on the bullets so they appear one by one.
Place in your Evidence Document screenshot(s) showing the bullet
animation.

— animation set on bullets to appear one by one (1 mark)

[1]

39

Set the slide show so it loops continuously on-screen.
Place in your Evidence Document screenshot(s) showing the on-screen
looped selection.

— onscreen show set to loop (1 mark)

[1]

40

Spell check the presentation for errors.
Save the presentation.
Print the presentation with 6 slides to the page.

— 2 spelling errors corrected (1 mark)
— handouts printed 6 slides to page (1 mark)

[2]

[Total: 8]
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—C I BROKER doc

Header
1 mark

Automated file name and path right aligned

raft report by: Caru:hdate Name

Subtitle
Data entry 100% accurate, left aligned
TYB-Subtitle style applied - sans-serif, 18pt, underlined, no space after

1 mark
1 mark

Tawara Yacht Br

Title
Data entry 100% accurate, right aligned

yalbed reputation
Char f=am of

TYB-Title style applied - sans-serif, 36pt, bold, italic, no space after

1 mark
1 mark

alam i {heinda ey

Subheadlngs (6)
TYB-Subheading style applied 1 mark

L

NMARKET EEFURT

Iy oo the road o recovery

Columns
Section break correct position
2 columns, 2cm column spacing

1 mark thres years

1 mark

Comparison of Superyacht Sales

ris show that after a torbulent few years the vachting industry
A total of 221 superyachis were sold
— ——— maore than the same penod last

£ The chart below shows how

U as cabm

/Table

China row inserted — data accurate

Data sorted descending on Length in metres

Top row merged, centred

Top row only text bold, italic, light grey shading applied

Text on one line, TYB-Table style applied rows 2-12 (12pt, serif,
@ﬂ aligned, no space after each line) gridlines printed

Complete, correct place, within the column width, no changes to data

1 mark
1 mark
1 mark
1 mark
1 mark

1 mark /

| New Fachs Orders
_ 150 Length 1o metres | Number af Yachis
% Tealy 10, GEA 74
F 100 B 1013 | Netherlands 3,120 65
§ B 1014 { Turkey 2,120 10
£ o . i Lnated States of Amenca | 2435 bis
United Kingdom 2081 7l
0 i . Tarnwan 1,724 ]
3 LR i 4050 S0-a0m S4#n '_Gﬂﬂlﬂll.'f ]I_I_::? 16
Length (Metres) Chna 00 %
| Undred Arab Emirajes B3] 18
Chart buxury wacht Greecs 412 3
Appropriate chart created with correct data 1 mark sed and has a ] . i
-?i%gitgoe,fgi’cng Eg;gnlgsé:; ’;axgusll?/a\t/;g;: Igisplayed ;I m::t Footer Page numbers left aligned, Name, Centre No & candidate number right

1

1 mark

Mame, Centre Mo, Candsiate msmibsy
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and 15 524 to overtake the LS with sight mor= new builds this year than
the IS, Gresce takes the tenth place thus year, pushing France out of
the lsst. Thes may be as a result of one large French buitlder temporanty
stopping current and future superyacht projects to focus its strategy on
commeercial and naval contracts

BUSINESS REVIEW

Cher compamy had a strong farst quarter and spring has seen a promssing
rush of actmaby mn the superyacht sales market. In smx wesks we sold
frve yachts with a tofal asking prce of over €40 mallion. The vachts
were purchased by buyers from the US, UK and Gemmany,; thess
marksts had proved guister duning the dewnhern prior to 2013, There
was also a surge mn charter bookings for summer 2016 which s up by
15% compared 1o last vear. This 18 largely due w the contimsed
strenath of chartering 1n Europe and an increasingly buoyant market in
the Americas where we have several vaclus o chamer. Growing
mark=ts for charter bookings inchide non-traditsonal marksts such as
Mesica, Braril and Sowh East Asia There are good sipns that the
ECONOME Dptu is starting fo take hold

Thas vear we have had sucoessful representation at several boat shows
mcloding the Miam Yacht & Brokerags Show, the Duban Intermational
Hoar Show, the Palm Beach Intzrmational Boar Show and the Palma
Supervacht Shaw,

SALES

Selling large lomry vachis demands professional expertse and
extensive market knowledge, We are the world lzader in new and used
vachi sales, specializing w the sale and purchase of sy vachis over
24 metres. Char team visits bundreds of vachts every vear and is in
regular contact with thousands of vacht owners. Our advanced
database allows ws to bring buyers and sellers fopether in today's
global market. A summary of our success so far this vear follows

COBROBER doc

The yvear started well when we represented the buyver dunmg the sal= of
the spectacular 50 metre motor yacht Bethany. In March we sold the
405 metre motor vacht Luck be a Lady which was boslt s 2001
Holden Yachting represented the buyer. This yacht had sleek extenon
styling and bright and spacious accommodation for up to 10 gussts 1
five staterooms. The mteriar had benafited from a mumber of refits.

We followed this with the successful sale of focabm, a 33 metre sailing
yvacht engnally bult by US superyacht yvard Palmer Johnson Jocebm
und=ravent a comprehensree refit i 2000 which updated warmaally
every system aboard, imnclading cosmetics, wath new Awlenp on all
surfaces, all new teak dacks and an exhaustres list of uppradss that cost
1 excess of §2 mullon

We also sold Daisy, a §0.55 metre Feadship/Roval Van Lent. She was
built & 1979 as Cooper IT and later renamed Sherman, before being
purchased by her cugrent ewners and recamed Sarrey Spree. When
Suerey Spres was lanched in 1979 she was the second largest
Feadship ever bule. Ower 30 vears later, she sull remamns an
impresaively large vacht with plenty of space and timeless design.

We maore recently sold the 50 metre Jacob of London, which received
an extensive €4 million refit this vear. With accommodation for 14
guests in & foll beam ownes's ststeroom and § funmber guest cabing,
Jacob of London has a proven track record as a highly successful
charter vacht.

Centre Mo, Candidate murmbser
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CNBROKER doc
CHARTERS eageiisal. The market for chanenng larger vachts continmes o grow as
fewrer people are 1pvesting 1 ovwmership and, as a result, more are
A Tawara Yacht charter 15 the wanting to charter. Cromership’s loss is charter's gam
ulitmate holiday experience and
the perfect way 10 explare some CONCLUSION
of the most beautiful and remote
parts of the world Tt is hardly In has been a strong start wo the vear and we are seeing signals acroas
surprising that our chartering the market that the charter busimess wall corhimes to increase thas year
business gocs from sirength 1o Cuostomers want a wide choice of vachts to choose from and we
strenpih. A flest of over B0 provade same of the fnest available on the market today. With a
s A4 L. PoTreTe | Al Jag

sales, we are also seemg positive sagns wathin the
We have represented bath the buver and seller i

. . . - fmdmg buvers and

Correct image inserted in correct position 1 mark i, ety ol Sirengfy m bt b

Image reflected so the boat faces left 1 mark ;T&&f di:I:.E:::r We look forwand to contmucd

Aligned top of text and to left margin, text wrapped 1 mark T

Resized to 6cm wide, aspect ratio maintained 1 mark

vachis, which are
Ther= 15 s0 much
fl—ability, competi

Page layout

TYB-Body text applied to all text, serif, 12pt, single line,

fully justified, 12pt space after 1 mark
Document complete/paras intact, margins consistent,

spacing between all items consistent, top of columns balanced,

no widows/orphans, no split tables/charts, no blank pages 1 mark

3 Centre Mo, Candidale number
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Page 16

Calculated field
Title Heading 100% accurate

1 mark

Correct, 100% accurate 1 mark Sleeps + Crew 1 mark

YaChtS |ESS tha n 6 yea rs Old Name, Centre number, Candidate numb
Yacht_Name Builder_Name Type Length Price  Build_Year Build_Country Total_Berths
Melina C Maiora (Fipa Italiana Yachts) Motor 40.0 €7,900,000 2011 Italy 24
Supreme 123 Benetti SpA Motor 40.0 €17,900,000 2012 Italy 17
Westport 130 Westport Yachts Motor 39.6 €16,366,186 2012 United States 17
Sea D Proteksan Turquoise Yachts Motor 394 €9,900,000 2012 Turkey 9
Twilight RMK Marine Motor 38.1 €15,900,000 2013 Turkey 14
Shooting Star Danish Yachts Motor 38.0 €14,500,000 2011 Denmark 15
Atlantide Philip & Sons Motor 37.0 €5,000,000 2012 United Kingdom 8
Crystal Moonen Shipyards Motor 36.9 €14,950,000 2011 Netherlands 19
Far Far Away Inace Yachts Motor 36.6 €10,621,460 2012 Brazil 17
Doubleshot Tecnomar Motor 36.5 €7,200,000 2011 Italy 7
Longo Mai Pisa SuperYachts Motor 34.8 €850,000 2013 Italy 12
Fortrus Inace Yachts Motor 34.2 €9,750,000 2011 Brazil 12
Samara B Sunseeker Motor 34.0 €6,950,000 2012 United Kingdom
Seven Js Lazzara Yachts Motor 33.5 €5,900,000 2011 United States
Marbella Kha Shing Enterprises Motor 33.0 €2,395,000 2012 Taiwan
The Lady J Heesen Yachts Motor 32.2 €949,000 2011 Netherlands
Cassiopeia Holland Jachtbouw Motor 32.0 €4,900,000 2011 Netherlands 12
Quiet Place Broward Marine Motor 30.5 €1,890,000 2011 United States 8
Bamboleo Hargrave Custom Yachts Motor 29.3 €3,495,000 2013 United States 14
Dancing Milly Il Tricon Marine Motor 28.0 €3,500,000 2012 China 10
Juna Ferretti Yachts Motor 27.0 €3,200,000 2012 Italy 3
Aurora Nordhavn (Pacific Asian Enterprises) Motor 26.4 €6,750,000 2013 United States 17

Display Search

Length field displays 1dp 1 mark Build_Year >2010 1 mark

Price displays currency symbol, Odp 1 mark Length is 40 or less 1 mark

(35 records)
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Yacht_Name Builder_Name Type Length Price  Build_Year Build_Country Total_Berths
Caryali Nordhavn (Pacific Asian Enterprises) Motor 26.3 €6,590,000 2013 United States 2
Antalex Falcon Yachts Motor 26.0 €795,000 2011 Italy 9
Chills Azimut Grande Motor 25.9 €1,950,000 2012 Italy 10
Motivation Burger Boat Company Motor 25.0 €3,450,000 2012 United States 15
Piacere Ferretti Yachts Motor 24.6 €795,000 2012 Italy
Troutopia Lazzara Yachts Motor 24.4 €2,795,000 2012 United States
Olakala Ferretti Yachts Motor 24.1 €2,200,000 2011 Italy
Sunrise Azimut Grande Motor 24.0 €875,000 2012 Italy 10
Mirabella | Concorde Yachts Sail 40.0 €1,000,000 2013 Thailand 14
Twilight Moon RMK Marine Sail 38.1 €14,900,000 2013 Turkey 14
Fantastica Nautor Swan Sail 30.3 €4,600,000 2012 Finland 13
Kim Wally Yachts Sail 28.6 €4,900,000 2014 Italy
Black Shark of St Peter Royal Huisman Shipyard Sail 24.7 €439,000 2012 Netherlands
Average length 32.0

Record added (ignore Total_Berths) 1 mark

Sorted ascending on Type then descending on Length 1 mark Calculated average under Length column. 1 mark

Specified fields, correct order 1 mark Formatted to 1dp 1 mark

Landscape, one page wide, all fully visible 1 mark Label to left, 100% accurate 1 mark
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Title
Correct, 100% accurate 1 mark

Oceania Yacht Builders

Yacht_Name Builder_Name Type Price  Build_Country Services

Kokomo Alloy Yachts Sail €39,750,000 New Zealand New Building Refit
Zefira Fitzroy Yachts Sail €29,500,000 New Zealand New Building

Red Dragon Alloy Yachts Sail €28,000,000 New Zealand New Building Refit
Mondango Alloy Yachts Sail €25,000,000 New Zealand New Building Refit
Islander Australian Yacht Builders Motor €12,850,000 Australia New Building
Ganesha | Fitzroy Yachts Sail €12,450,000 New Zealand New Building

Bliss Yachting Developments Sail €11,900,000 New Zealand Naval Architecture New Building
Como Alloy Yachts Motor €10,950,000 New Zealand New Building Refit
Paraiso Alloy Yachts Sail €8,995,000 New Zealand New Building Refit
Aime Sea Alloy Yachts Sail €3,250,000 New Zealand New Building Refit

Name, Centre number, Candidate number

Sort descending on Price 1 mark
Specified fields, correct order 1 mark
Portrait, fits one page, all fields present and fully visible 1 mark

Search

Builder_ Name contains Yacht 1 mark
Build_Country of New Zealand or Australia 1 mark
(10 records)
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Mail Merge Master Document

Tawara Yacht Brokers

16 Eaton Place
LOMDOM
WC1B 460
Tel: 020 7946 0156

Email: enquiries@tawarayacht.org.uk

Date field
20 March 2015 Date displays in correct format dd MMMM yyyy (ie 26 April 2016) 1 mark

elitles aFirst Mame» «Last Name»
wAdd 1

efdd 2

eAdd 3»

«FPost Codes

Dear aTitler «Last Mame»

We recently experiencedac
records containin '
information is so
computerand d
Was compromis
passwords and

in our eDffices office and, as a result,

Fields:

«Title» «First Name» «Last Name» correct position & space 1 mark
«Add_1»,«Add_2»,«Add_3»,«Post_Code» new lines, correct position & space 1 mark
Fields «Title» «Last Name», «Office» correct position & space 1 mark

When you next access the secure area of ourwebsite you will be asked to create a new
password. Passwords provide the firstline of defence against unauthorised access and in
an effort to help safeguard your information we offer the following guidance on selecting a
strong password.

An example of a strong password is: caseKrwa

1 example of a strong password eg \
— caseKrOyw3* 1 mark

Three features which make this password strong a & et e wihien ek i

1 mixed upper and lower case example a strong password eg,
2 atleast1 numberand 1 symbaol — mixed upper and lower case
3 atleast & characters long — atleast 1 number

— atleast 1 symbol

— atleast 8 characters long

— random characters

— not family names, dobs etc.

1 per point. ianore spellina. 3 marksj

We value the trust of our customers and apologise
have caused you. We are taking every possible ste
occurring in the future,

Yours sincerely

Name replaces Candidate Name
Joe Bloggs Centre no & candidate no in the footer 1 mark

Computer Services

Centre Number, candidate number

© Cambridge International Examinations 2016



www.dynamicpapers.com

Page 20

Mark Scheme

Syllabus

Paper

Cambridge IGCSE — May/June 2016

0417

22

Merge Results

Tawara Yacht Brokers
fELwlyn Flas
[[= 5 Ev 2
WO D

Tl RN TR
Bl ot o i ek ]

0 WhamE XTTH

:li-llhﬂl
Ty
[T
itk

[hba il Tyl

e iy wanwh Ty Bk G LR L el G
Leh i ] Py ram cp ey

T mﬁl-l.‘l-iﬂll’ﬂl Ly A el e g P bk aloa
by e e kil By, Wi rendi b el g iy sk Bl ma ok eide e wi
sy rrrpreraid A n sl oty bach e Saen sbel e mee e @ comrw
ol 0 B e i ! Ea TG B W i B

AR PR S PR e L s b e sl e pidE i e arE
sl o wre b i B b e il T ol oo ot | et
it balmig sl st e o d el e o Fe e bl g ks on s by 8
EEr BT

s meephs ol § g peerenin GORHTyw3®

There Fealoars who b S e (s jasimnd § b e as

1 ey s o b
7 B I
1 fimand B % nardee iy

' Amink te RN 0120 CE e B IR RN B3 bR Y FOOne el Tl TR
Wb il e PO Dl g iy e Ll ey D ol P L] o el

Tawara Tacht Brokers

i Egors Macw
e
L L
Tt WTW Ml 1S
i Tl ey ]

i e £
n“—.ﬂ:ﬁ:—
Criraro Cree
[T

mamm
i il @t

“l nnﬂiu‘lﬂnﬂi TR E R T o WS Leedcs ooy orol e e
Frodlig bl il @t

el ] g=mighng 7 g bgack almy

:r-u.wrldul IFIETE e e by m:lln-r-r.u L] 'n-l'q.-:l:l AETE

ekl L P it S il G DT e Mk Ll Wk i e i el
Lam 1 = ey e

Byt P B bl P i R G el v il L i e 10 LR e B
T T L Ll R T
arvmle b e s e e d vk m ow e I-FE-.-—| ke i by
g e

e i arngha g ety R ey 30

Trass i e T Bk ST T e

| RN UID PR (e
| bl e N Pl ]
1 o e g

e w19 R O O AT ROy I b s e e
[ LT L T R I L e T T TR S PR T P

oy = by by

g = e e P

e s

Jicni D gﬂF}I‘.‘ll

Lregel m bg=maas

Corll's Mol lelals e
Loy Humirer cortiemip rareoe
Tawara Yacht Brokers
ih F oty Placs
L
WEIE 480
T 50 S [
Ernadl angirbyplrs=srirs s my b
:‘“’1 Result of merge - 3 letters printed —
) Susan Tyrell, Kratika Gupta and Louis Brooks only 1 mark
Coichm s
B
ane ——
it Ly Do
i |l.:ul'.-+a.p.|mn-d 0 EaEai §EUPT AEEC i oo Loncder oflits and 34 3 msEafl
7l ey W gl Predecirg oo cesora
e ik v nnaaiy Eeel ww deaphy repesl Fey brasch ol o

FTEEE l'-:l-dil spFErE Won i Gk o s cmen el ee eaos rroeemhon
wai rrvygeeewind Js g e il Beileeadh we Sa e ylal Py jarigt imel @ onbirew
L T T R A T

Wil yom BEd BoCEEE e Becess Rl ol Dil e b ol el e 50k B 1 DS L B
saErdad Faoreard proveds e o e o dedirc araahers b s oran wnd n
T 1 B i ] s o Mol w0 1 Dploiads) et £4 i@
LT ]

Bp wnangn of § ANOR [ aas] 4 SRBER0A e 3"

Thamp (@il mful gl o Pk i asd dieg @

] ey’ ew] e v

a o i | rwrne and oy

" B bl B T e B

ra swens Fw i al oo cuwiorren el eaciopew Ege o s oo EEace e ey
Fag g camed poa Py @ ke g gerry pos b gap o e s bpss plaseds bem
aiurwy e e Ll

Tind b b ey

o By
Caomopdae Sanym i

Cams hamke Cookiss nmmas

© Cambridge International Examinations 2016



www.dynamicpapers.com

Page 21 Mark Scheme Syllabus | Paper

Cambridge IGCSE — May/June 2016 0417 22

Presentation

6 slides imported correctly, no blank slides, no overlap of items, no changes 1 mark

Logo appears on all slides - same position and size 1 mark

Name, Centre number and candidate number on all slides — same position and size 1 mark

Automated slide numbers on all slides - same position and size 1 mark
SALES

« specialists in the sale and purchase of luxury
yvachis over 30 metres

* extensive market knowladge
= new and used yachts
v brokersin regular contact with yacht owners

A Premium Yachting Service

experienced, professional discrete

CHARTER CONSTRUCTION
= speclalists in uxury vacations * confract negotiation
+ @ocess to top quality charter vessels around * comprehentive knowledge of designers,
the workd shipyards, angineers and contracton
« expertbrokerstofind the perfectyacht to * monitors and oversees each stage o
el your needs

o woarks closely with the owner, captain,

« pgur agents handle a fleet of over 90 yachis designerand shipyard

— e I p— =]
- -

=

—
YACHT MANAGEMENT CREW
= highly skilled experts + professional recruitment consultants
» knowledge of rapidly changing technical, « gxperienced atfinding skilled crew to operate
sdministrative and regulatory standards youryacht to the highest standards
* helpsto maintain the value of your asset ’ ::a-ndlr:late s screened and personally
interviewad

= frees ownars to enjoy the benefits of owning a « wealth of knowledge to assess candidates and

superyacht rhake recommendations
2 spelling errors corrected - Slide 5 - bennefits; Slide 6 — asess 1 mark
Print handouts 6 slides to page 1 mark
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Evidence Document

Step 1 - EVIDENCE 1 - Paper size screen shot Step 1 - EVIDENCE 2 - Margin screen shot evidence
evidence here: here:
Fage S I | '-r . —

Mapgng | Foper | Layout |

Papuss mpe: | I
. . ‘ m|[& :
B _ | I
Hgghl: | .74 - 8
Page layout
[XZ?:nlgg:au;e ek Tog & p)éttom margins 1.5 cm,
left & right 2 cm 1 mark

Step 2 — EVIDENCE 3 - File saved as BROKER and evidence of file type

File saved as BROKER in the format of the software 1 mark ]

E BEROKER.odt 20/03/2015 12:41 OpenDocurment Text 4133 KB

Step 4 — EVIDENCE 4- TYB-Subheading style definition screen shot here

—

' - = T
'_':1-_.:":-.'-“-'."1-"!'-"" L | o 4 b3

lpenatassr e ' [ TYB-Subheading Style
i 5 s | | TYB-Subheading text style created, centred 1 mark
| FIE 2 W == = 2 Z/® | | Sans-serif, 16pt, bold, all capitals 1 mark
! | 12pt spacing after only 1 mark
! MARKET REPOAT
|
|

ol i, Wi, e, D, S R o, Nye i b Wik, Birad ons Mam i

|

Step 15 — EVIDENCE 5 — Evaluation of chart choice, examples with reasons eg:

— Comparative bar chart most suitable as 3 data series to compare
— Visually easy to compare differences
— Line graph not suitable as not continuously variable data

— Pie chart not suitable as shows data as a percentage of a whole, can’t compare as on one
data series

— Stacked bar chart — cumulative data, not comparative, not direct comparison

1 mark for explaining choice of chart
1 mark for comparison with another chart [2 marks]
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Step 25 - EVIDENCE 6 - Database field structure screen shot here:
_| J2E¥ACHTS
Field Mame Data Type
¥ Yacht ID Taxt
Yacht_Mame Text
Type Taxt DB Structure
All field names as given/correct data types as given 1 mark
Length Number Yacht_ID set as primary ke 1 mark
Builder_IC Text - P yrey
Price Currency
Builo_Year Mumber
Heweps Numbser
Crew Mumbser
Step 27 — EVIDENCE 7 — Form completed with new record screen shot here
| ATANTEIETE
Tawara Yacht Brokers
®|
M Form created, all fields included and fully visible 1 mark
L85FAL Evidence of form used to add new record (ignore data accuracy) 1 mark
T
Step 28 - EVIDENCE 8 Evaluate the design of your data entry form.
Evaluation of form eg:
— Consistent layout or formatting
— Appropriate use of title
— Lack of instructions on filling in form
— No navigation buttons
— Should contain descriptive labels, not just field names
— Inappropriate space for data added
— Unsuitable field lengths for this data
— Appropriate spacing between fields/appropriate use of white space
— Form fills available space/window
— Font size/legibility/colour schemes [2 marks]
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Step 29 - EVIDENCE 9 - Relationship between the two tables screen shot here

SRS R2¥ALHTS Tl {Querys Redated Tabie, Cuery;

7 Radiier 8 ¥ ache D |mmanpms | mamacs =
otz huar Yk Mlarpa T : | Corael .I
A | - Builder 3 |=|Builder_iD -
Tip i I| Lesqm ) hﬁT-nI.-_I
Place - [P ] L
Bl County ::: s Enfforoe Aetarenial [megrity ':Imm
e '.l-un;- Camece Linsate Aelater Fesics
T Camwcs Delete Relnied Seosemie
Helsborghg Type: e T Py
One-to-many Relationship between Builder ID fields 1 mark ]
Step 30 - EVIDENCE 10 — Calculated field for Average Length screen shot here
| | _r
Average Jlength =Avg([Length]) Evidence of Calculated Average 1 mark ]

Step 31 - EVIDENCE 11 —Search criteria for extract screenshot evidence here

{ DATE \@ "dd MMMM yyyy" \* MERGEFORMAT }

OR Mail Merge
Evidence of date field used, correct format 1 mark

Date formais:

Cmegories:
[Olake and Time o el PARIPILE vy
Froehd narv. NI
. Frodlay, 210 Moy 2018
Craatebate e —
| S
LcitTime HIIE5-30

Step 34 - EVIDENCE 12 - Mail merge selection method screen shot here

el Mol Famcipinin . . N _.1.L

Ths is the kst of repioens Fad wll be asedin pour merpes, Uk the oprons bebow o 800 10 0r change: pour st Liss the dheckbones 0 5300 nemose
rescipesnis from e merpe, When our i resdy, oo O

Doy Somsos
T
T Suki ] ek Dufoitihiee | Londen

CoMees FeddersuT.. [V Gugts  Eratks MB 12 Mewpin Stieet  Cobdhesibe Esen Landen CDE SUF
oM Fedders .. [ Brooks Losis MY 31 Wil Quairy Road  Cerrardi Crosi  Bucks Lenden 59 TFG
(

Cluery Opticns Mail Merge
= 5 Evidence of London office selected 1 mark
Eiter Repoers | | SprkRecond

Puich Comparisn; Compane fn;
Oifice =] Equaw (=] Londes :
Daiy —— 1 1 |
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Step 38 - EVIDENCE 13 — Bullet animation screen shot here

I'mwarmn YVackt Hrokers # I'I- S
Click to edit Master title style
& Tk e edit Blaster fea) shylec Presenta_tior!
B — Bullet animation, appear one by one 1 mark
& Thiad kel
= P -
u Pl laew
OR
| AR
| =i | L
.
.._.'
LALFY

* nprn ek i el e o v it e B e
E T P

| rw wall il i M

" LR P WY S S A g e

Step 39 - EVIDENCE 14 — On-screen looped selection

Bl e S
e e L
o e v g M - .
Pt Sk e . 5 Presentation
o 3 e Ll i Slide show set to loop continuously 1 mark
Fome e [ =
d ey o' b s e

e e ammma g

o -

s pwn H™

B = _= ]
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