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General marking instructions  
 
This information is provided to help you understand the general principles you must apply 
when marking candidate responses to this assignment. These principles must be read in 
conjunction with the detailed marking instructions, which identify the key features 
required in candidate responses. 
 
a Always use positive marking. This means candidates accumulate marks for the 

demonstration of relevant skills, knowledge and understanding; marks are not 
deducted for errors or omissions. 

 
b If a candidate response does not seem to be covered by either the principles or 

detailed marking instructions, and you are uncertain how to assess it, you must seek 
guidance from your team leader. 

 
c Candidates gain marks for specific skills, knowledge and understanding. Award marks 

for using different functions and features of a variety of IT applications in the 
following areas: 

 
Spreadsheet — 20 marks (+/- 4 marks) 

 using a range of simple, complex and advanced formulae to perform calculations and 
summarise information 

 using a range of simple, complex and advanced functions to manipulate and analyse 
information 

 
Database — 20 marks (+/- 4 marks) 

 searching and sorting information using a range of criteria 

 presenting information  
 
Word processing — 20 marks (+/- 4 marks) 

 layout and presentation of information 

 integration of information from other IT applications 
 
Communication — 10 marks (+/- 2 marks) 

 presenting/disseminating information to different audiences 
 
Layouts 
Marks will be awarded for a wide variety of layouts used in word processing and desktop 
publishing tasks. Candidates will not be penalised for applying a layout to a document that 
is different to one that has been supplied in the detailed Marking Instructions. The over-
riding principle is that a document must be ‘fit-for-purpose’.  
 
Formulae 
It is possible for candidates to use a variety of different formulae to resolve the problem 
and provide the information needed in the spreadsheet. Marks will be awarded where a 
formulae has been used that provides the correct answer, the formulae provided in the 
Marking Instructions is not the only correct answer. 
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Printouts 
Candidates are clearly directed, within the instructions, as to the printing requirements. 
Where a printout for a task is missing, marks will be awarded on any available alternative 
printout. 
 
Keying-in 
Marks will be awarded for every block of text that is accurately keyed in. This will be for 
approximately every 25 words. Flags may be included where appropriate to identify where 
marks are awarded. 
 
Marking codes 
Marking codes may be provided in the marking instructions for markers to use to identify 
what they are awarding marks for, for example F – formula, L – layout, to help with the 
quality assurance of marking. 
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POWERPOINT TASK  7 

Evidence Mark Comment 

Logo on all slides 
 
 
Change slide order 
 
vocal warm-up 
dance warm-up 
 
Motivational quote as last slide 
Handout footer 
Print – 3 slides to page, grayscale 
Print – slide 2 on separate page 
 

1 
 
 
1 
 
1 
1 
 
1 
1 
 
1 

In same position on all 
slides (accept if title slide 
is different) 
 
 
 
 
 
Must stand out 
 
 
Comments deleted and 
grayscale 

Notes:  
 
There is no need for the warm-ups to be under relevant headings – could be one list. 
Ignore headings in this slide. 
 
If more than one warm-up but one is poor, then it can be ignored – only need one. 
 
Need both printouts for the print mark however accept if slide 2 omitted from handout 
view. 
 
Research marks can be given if slide 2 only in the handout. 
 
If Dress rehearsal also on slides – ignore 
Slide 2 accept any print format 
 

 

 

1 1 
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1 

1 

1 

1 

1 P 
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E-mail 3 

Evidence Mark Comment 

Attachment 
 
Subject heading and message 
 
Printout of email - marked urgent 

1 
 
1 
 
1 

 
 
DNA if any keyboarding 
errors including in subject 

Notes:  
 
Greeting can just be Hi/Hello. 
 
Please find attached/here is the… 
 
Close can be just their name. 
 
Ignore line spacing (doesn’t need to be clear lines between sections). 
 
DNA accept a screenshot – lose print mark. 
If evidence of Urgent in additional print (screenshot) mark can be awarded 
Urgent may be displayed as ! 
DNA heading & message mark if typos 

 
 
 

 
  

Alice the Adminassistant@ntlworld.com 

D 

1 

1 

1 p 

Alice the Adminassistant@ntlworld.com 

D 
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DATABASE TASK – FORM  5 

Evidence Mark Comment 

Form header and logo 
 
Form footer 
 
Print Rachel Sung 
Correct fields 
Presentation 

1 
 
1 
 
1 
1 
1 

DNA if any keyboarding 
errors  
DNA if any keyboarding 
errors 
 
DNA if additional fields 
 

Notes:  
 
Accept form heading that just says show name or members as long as costume 
allocation has not been removed from the sub-form. 
Accept Member’s or Members’ and Costume’s or Costumes’ 
 
Accept if title field is present. 
Accept if the field headings “first name” and “surname” have been removed. 
 
DNA a screenshot of the form – lose print mark. 
 

 

 
 
 
 
 
 
 

1 

1 

1 

fields 

presentation 
 

Costumes not returned by 16 March 2019 may incur a charge. 

1 

1 

5/5 
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WP TASK – PROGRAMME (page 1)  4 

Evidence Mark Comment 

 
Create a front page with show 
details added  
 
Show details enhanced 
 
 
Theatre logo added  
 

 
1 
 
 
1 
 
 
1 
 

 
Name of show/location/date (typos) 
 
 
Enhancement – increased font size, bold, border, 
word art etc 
 
As logo is present no need to also type name of 
company 

Footer 
 
In association with Kingdom 
Music Supplies Ltd 
 

 
 
1 

 

 
 
On first page - DNA if any keyboarding errors  
Ignore full stop 
 

  

1 

1 

1 

1 

4/4 
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WP TASK – PROGRAMME (page 2)  9 

Evidence Mark Comment 

Justify story paragraph  1  
 

Insertion of footnote 
 

1 Accurate and correct placement either beside 
actor or character. DNA if any keyboarding errors. 
Ignore full stop 
 

Convert text to table 
Shade the column headings 

1 
1 
 

 
 
 

Replace ‘show’ with ‘production’ 1 6 occurrences 
“Show” in Good luck messages must not be altered 
 

Key in principal character details 
 

3 
 
 

One mark per each correct section – refer to 
markers on solution 

Sponsored by EK Haulage 
 

1 Centred on all other pages - DNA if any 
keyboarding errors but ignoring full stops 

 

1 

1 

1 

1 

1 

1 

1 

1 

1 
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WP TASK – PROGRAMME (page 3)  2 

Evidence Mark Comment 

Acts - landscape one page  
Info side by side 

1 
1 

 
DNA if any information missing 
 

 
 
 
 
 

  

1 1 
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WP TASK – PROGRAMME (page 4)  4 

Evidence Mark Comment 

Insert good luck messages 
 
Place a border round this page 

1 
 
1 

Last page of programme – accept if heading missing 
 
DNA if border on pages 2 & 3. 
 

Insert ‘draft’ as a watermark 
 

1  

Presentation  
 
 
 

1 Appropriate page breaks 
Appropriate line spacing  
Removal of comments 
“Fulfilling” if typed with hyphen as in paper lose 
the presentation mark 
 

Notes:  
DNA accept an endnote instead of footnote. 
 
Accept that fonts will vary on each page – DNA if different fonts used on P2 where candidates 
have keyed in. 
 
If bubbles missing DNA Insert messages mark 
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1 

1 

1   
W 

draft 

1   
W 

presentation 

4/4 
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SPREADSHEET TASK – PIVOT 4 

Evidence Mark Comment 

Create pivot with appropriate column/row 
headings 
 
Sales Value for each performance/date and 
overall total 
 
Percentage of the overall total for each date 
 
Formatting for £ and % as appropriate 
 

1 
 
 
1 
 
 
1 
 
1 

 
 

Notes:  
 
Accepting rounded to full numbers for both £ and %. 
 

 
  

PERFORMANCE TICKET SALES PERCENTAGE OF TOTAL 

07/03/2019 £1,585·00 27·83% 

08/03/2019 £1,869·00 32·81% 

09/03/2019 £2,242·00 39·36% 

Grand Total £5,696·00 100·00% 

1   
W 

1   
W 

1   
W 

1   
W 

£ % 

4/4 
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SPREADSHEET TASK – MEMBERSHIP DETAILS 7 

Evidence Mark Comment 

 
Membership Fees 
No of Members 
Income from Fees 
Printouts – value and formula view  
(one page, omitting Gender, Age and Category) 

 
2 
2 
2 
1 

 
All correct (Vlookup) 
All correct (Countif) 
All correct (Sumif) 
 

Notes:  
 
Accept if statement for fees if correct and visible. 
Accept vlookup for income from fees. 
 

 
 

=VLOOKUP(E4,'Membership Fees'!$A$3:$D$7,4,FALSE) 

=COUNTIF($E$4:$E$33,H5) 

=SUMIF($E$4:$E$33,H5,$F$4:$F$33) 

2   
W 

2   
W 

2   
W 

1   
W 
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DATABASE TASK – AGGREGATE QUERY 6 

Evidence Mark Comment 

Number hired 
Cost of hire 
Grouping by membership type 
Appropriate headings  

2 
2 
1 
1 

 
 
 
Consistent capitalisation 
 

Notes:  
 
See alternative solutions at end. 
 

 
 

Membership 
Types 

Number of 
Costumes  

Cost of 
Costumes 

Adult 35 £342·81 

Child 12 £105·24 

Senior 10 £83·77 

Youth 9 £78·68 

1   
W 

1   
W 

2   
W 

2   
W 

6/6 

Looking for more resources? Visit https://sqa.my/ – Scotland’s #1 Past Paper Archive Page 16



 

 page 17  
 

 

 
 

SPREADSHEET TASK – INCOME/EXPENDITURE  8 

Evidence Mark Comment 

 
Insertion of Sales and Membership Fees 
 
Orchestral set cost: 

 cost per week 

 multiplied by no of weeks 
 
Performance rights 
 
Donation to charity 
Multiplied by profit figure 

 
1 
 
 
2 
1 
 
1 
 
2 
1 

 

 
Watch for consequentiality 
 
 
Nested if  
Cell reference  
 
 
 
Hlookup 
Cell reference (C24) 
 

Notes:  
 
If inserted using a link then fine. 
If not on one page ignore. 
If comments not deleted ignore. 
If named cells used then ok. 
 
Office 365 – =IFS(weeks>8,55,weeks>4,50,weeks>0,45)*weeks. 
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1
   

W
 

1
   

W
 

2
   

W
 

1
   

W
 

2
   

W
 

1
   

W
 

8
/
8
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DATABASE TASK – REPORT 11 

Evidence Mark Comment 

Query –  
>16 March 2019 
between 18-60 
AN*  
 
 
Report header – title and logo  
Late return fee charged 30%  
Field heading  
Total late fee £  
Count of costumes not returned  
Labelling – both totals 
Presentation  
 

 
1 
1 
1 

 
 

1 
2 
1 
1 
1 
1 
1 
 

 
 
 
 
 
 
 
 
 
 
 
 
DNA if additional fields 
Lose if not formatted for £ 

Notes:  
 
Total late fees – if function used then answer is £22·33 as uses the original 3 decimal places. 
However, if pupil adds up then comes to £22·36. Accept both. 
 
If both query and report are present then mark both as stand-alone files and record one with 
the highest mark. Make sure to score out the one that is not being used. 
 
If Title field has been inserted then 2 members’ names will disappear. However, there should 
still be 8 costume descriptions 
 
See end for possible alternatives. 
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1   
W 

1   
W 

2   
W 

1   
W 

1   
W 

1   
W 

1   
W 

1   
W 

1   
W 

AN* 
 
Date 
 
Age 
 
Presentation  1   

W 
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Alternative aggregate query 
 – worth 5 if headings accurate  

Title First Name Surname Number of Costumes Total Cost 

Miss Arya Robertson 3 £28·00 

Miss Deborah Kirk 3 £25·34 

Miss Fiona Erskine 3 £25·34 

Miss Gail Hodgkinson 2 £16·15 

Miss Kathryn Smith 3 £25·34 

Miss Mia Foster 3 £28·00 

Miss Mo Russell 3 £25·34 

Miss Sarila Dodds 3 £25·34 

Miss Vivienne Saddler 1 £7·75 

Mr Jamie Fray 1 £15·00 

Mr Kyle Sung 1 £19·99 

Mr Lionel Smith 2 £23·75 

Mr Micky Donovan 1 £9·00 

Mr Omar Yousef 3 £28·00 

Mr Steven Burgess 1 £7·75 

Mr Tim Donnelly 1 £8·00 

Mrs Cara Gray 1 £9·23 

Mrs Freya Stark 2 £30·00 

Mrs Jerry Neil 3 £25·34 

Mrs Martyna Urbaniak 3 £25·34 

Mrs Phoebe Cain 1 £12·70 

Mrs Rachel Sung 3 £25·34 

Mrs Simone Swan 2 £16·11 

Ms Alexa Kavanagh 3 £25·34 

Ms Emma Dawson 4 £38·04 

Ms Louise Allan 3 £25·34 

Ms Louise Logan 3 £25·34 

Ms Melissa Hopkirk 1 £8·15 

Ms Myrcella Little 1 £9·99 

Ms Rowenna Ross 2 £16·15 

 

  

Alternative aggregate query 
 – worth 5 if headings accurate 

Category Total Cost Number of Costumes 

Adult £368·15 38 

Senior £83·77 10 

Youth £158·58 18 

Candidate has grouped on 
member rather than type of 
membership. 

Candidate has grouped on 
category rather than type of 
membership. 
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First Name Surname Contact Number Description Late Fee 

Kyle Sung 07106896878 Morning suit £6·00 

Fiona Erskine 07391692455 Flapper dress £2·77 

Sarila Dodds 07106554542 Maid's dress £3·00 

Emma Dawson 07400784632 Hobo £1·84 

Deborah Kirk 07377886476 Hobo £1·84 

Deborah Kirk 07377886476 Maid's dress £3·00 

Freya Stark 07401774209 Evening dress £5·40 

Martyna Urbaniak 07403318934 Hobo £1·84 

Martyna Urbaniak 07403318934 Maid's dress £3·00 

Martyna Urbaniak 07403318934 Flapper dress £2·77 

Louise Logan 07396553780 Flapper dress £2·77 

Phoebe Cain 07783765567 Day dress £3·81 

Simone Swan 07489114011 Hobo £1·84 

(13 records) 
 
Date  
Age  
AN*  
 

First 
Name 

Surname Contact 
Number 

Description Late Fee 

Kyle Sung 07106896878 Morning suit £6·00 

Fiona Erskine 07391692455 Flapper dress £2·77 

Sarila Dodds 07106554542 Maid's dress £3·00 

Emma Dawson 07400784632 Hobo £1·84 

Deborah Kirk 07377886476 Hobo £1·84 

Deborah Kirk 07377886476 Maid's dress £3·00 

Micky Donovan 07391689234 Pinstripe suit £2·70 

Freya Stark 07401774209 Evening dress £5·40 

Martyna Urbaniak 07403318934 Hobo £1·84 

Martyna Urbaniak 07403318934 Maid's dress £3·00 

Martyna Urbaniak 07403318934 Flapper dress £2·77 

Louise Logan 07396553780 Flapper dress £2·77 

Phoebe Cain 07783765567 Day dress £3·81 

Simone Swan 07489114011 Hobo £1·84 

Simone Swan 07489114011 Maid's dress £3·00 

Steven Burgess 07795400928 Red jumpsuit £2·33 

(16 records) 
 
Date  (>=16/3/2019) 
Age  
AN*  
 

Looking for more resources? Visit https://sqa.my/ – Scotland’s #1 Past Paper Archive Page 22



 

 page 23  
 

First Name Surname Contact Number Description Late Fee 

Omar Yousef 07375172867 Billy's red dungarees £3·00 

Simone Swan 07489114011 Hobo £1·84 

Emma Dawson 07400784632 Hobo £1·84 

Martyna Urbaniak 07403318934 Hobo £1·84 

Deborah Kirk 07377886476 Hobo £1·84 

Kathryn Smith 07342090823 Hobo £1·84 

Omar Yousef 07375172867 Orphan rags £2·40 

Arya Robertson 07394826354 Orphan rags £2·40 

Gail Hodgkinson 07340562329 Orphan rags £2·40 

Arya Robertson 07394826354 Billy's blue tracksuit £3·00 

Jerry Neil 07107251765 Maid's dress £3·00 

Sarila Dodds 07106554542 Maid's dress £3·00 

Deborah Kirk 07377886476 Maid's dress £3·00 

Martyna Urbaniak 07403318934 Maid's dress £3·00 

Kathryn Smith 07342090823 Maid's dress £3·00 

Kyle Sung 07106896878 Morning suit £6·00 

Jerry Neil 07107251765 Flapper dress £2·77 

Louise Logan 07396553780 Flapper dress £2·77 

Fiona Erskine 07391692455 Flapper dress £2·77 

Martyna Urbaniak 07403318934 Flapper dress £2·77 

Freya Stark 07401774209 Evening dress £5·40 

Phoebe Cain 07783765567 Day dress £3·81 

(22 records) 
 
Date  
Age  
AN*  
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 (45 records) 

Date  
Age  
AN*  
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First 
Name 

Surname Contact 
Number 

Description Late Fee 

Kyle Sung 07106896878 Morning suit £6·00 

Sarila Dodds 07106554542 Maid's dress £3·00 

Emma Dawson 07400784632 Hobo £1·84 

Freya Stark 07401774209 Evening dress £5·40 

Martyna Urbaniak 07403318934 Hobo £1·84 

Martyna Urbaniak 07403318934 Maid's dress £3·00 

Martyna Urbaniak 07403318934 Flapper dress £2·77 

Louise Logan 07396553780 Flapper dress £2·77 

Phoebe Cain 07783765567 Day dress £3·81 

Simone Swan 07489114011 Hobo £1·84 

(10 records) 
 
Date  
Age (>18 and <60) 
AN*  
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First Name Surname Contact Number Description Late Fee 

Louise Logan 07396553780 Hobo £1·84 

Louise Logan 07396553780 Maid's dress £3·00 

Alexa Kavanagh 07773611242 Hobo £1·84 

Alexa Kavanagh 07773611242 Maid's dress £3·00 

Rachel Sung 07342775812 Hobo £1·84 

Fiona Erskine 07391692455 Hobo £1·84 

Louise Allan 07396397033 Hobo £1·84 

Sarila Dodds 07106554542 Hobo £1·84 

Rachel Sung 07342775812 Maid's dress £3·00 

Fiona Erskine 07391692455 Maid's dress £3·00 

Emma Dawson 07400784632 Maid's dress £3·00 

Louise Allan 07396397033 Maid's dress £3·00 

Tim Donnelly 07980689348 Laundry uniform £2·40 

Melissa Hopkirk 07394604364 Cook's outfit £2·45 

Myrcella Little 07396432432 Maid's dress £3·00 

Rowenna Ross 07377332286 Orphan rags £2·40 

(16 records) 
 
Date  (<16/3/2019) 
Age  
AN*  
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First 
Name 

Surname Contact 
Number 

Description Late Fee Age 

Louise Logan 07396553780 Hobo £1·84 19 

Louise Logan 07396553780 Maid's dress £3·00 19 

Alexa Kavanagh 07773611242 Hobo £1·84 21 

Alexa Kavanagh 07773611242 Maid's dress £3·00 21 

Simone Swan 07489114011 Hobo £1·84 29 

Rachel Sung 07342775812 Hobo £1·84 57 

Fiona Erskine 07391692455 Hobo £1·84 60 

Emma Dawson 07400784632 Hobo £1·84 49 

Martyna Urbaniak 07403318934 Hobo £1·84 20 

Louise Allan 07396397033 Hobo £1·84 22 

Deborah Kirk 07377886476 Hobo £1·84 18 

Sarila Dodds 07106554542 Hobo £1·84 30 

Simone Swan 07489114011 Maid's dress £3·00 29 

Rachel Sung 07342775812 Maid's dress £3·00 57 

Fiona Erskine 07391692455 Maid's dress £3·00 60 

Sarila Dodds 07106554542 Maid's dress £3·00 30 

Emma Dawson 07400784632 Maid's dress £3·00 49 

Deborah Kirk 07377886476 Maid's dress £3·00 18 

Louise Allan 07396397033 Maid's dress £3·00 22 

Martyna Urbaniak 07403318934 Maid's dress £3·00 20 

Tim Donnelly 07980689348 Laundry uniform £2·40 51 

Kyle Sung 07106896878 Morning suit £6·00 19 

Melissa Hopkirk 07394604364 Cook's outfit £2·45 35 

Myrcella Little 07396432432 Maid's dress £3·00 41 

Rowenna Ross 07377332286 Orphan rags £2·40 37 

(25 records) 
 
Date  (not queried on date) 
Age  
AN*  
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