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General marking principles 
Always apply these general principles. Use them in conjunction with the detailed/specific 
marking instructions, which identify the key features required in candidates’ 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/specific 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 — 10 marks (+/- 2 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 
 
d 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’.  

 
e 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. 

 
f 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. 
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g 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. 

h 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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Specific marking instructions 
 

SPREADSHEET – WAGES – PAY INCREASE 

Evidence Mark Comment 

% Increase 2 Nested IF or IFS function – no truncation 

New Pay Rate Calculation 1  

Total 3  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
Alternate solutions using the IFS function: 
=IFS(C3>=16,4.5%,C3>13,6.5%,C3<=13,8%) 
=IFS(C3<=13,8%,C3>=16,4.5%,C3>13,6.5%) 
 
 
  

POSITION PAY CODE BASIC HOURLY RATE % INCREASE NEW HOURLY RATE
Senior Admin Assistant AD-SSA 14 =IF(C3>=16,4.5%,IF(C3>13,6.5%,8%)) =(C3*D3)+C3

CCTV Operative SE-CO 12 =IF(C4>=16,4.5%,IF(C4>13,6.5%,8%)) =(C4*D4)+C4

Security Officer SE-SO 11.5 =IF(C5>=16,4.5%,IF(C5>13,6.5%,8%)) =(C5*D5)+C5

Admin Assistant AD-AA 13 =IF(C6>=16,4.5%,IF(C6>13,6.5%,8%)) =(C6*D6)+C6

Grounds Operative FA-GO 12.2 =IF(C7>=16,4.5%,IF(C7>13,6.5%,8%)) =(C7*D7)+C7

Maintenance Supervisor FA-MS 14.6 =IF(C8>=16,4.5%,IF(C8>13,6.5%,8%)) =(C8*D8)+C8

Hospitality Supervisor CA-HS 13.5 =IF(C9>=16,4.5%,IF(C9>13,6.5%,8%)) =(C9*D9)+C9

Maintenance Groundskeeper FA-MG 13 =IF(C10>=16,4.5%,IF(C10>13,6.5%,8%)) =(C10*D10)+C10

Hospitality Assistant CA-HA 11.5 =IF(C11>=16,4.5%,IF(C11>13,6.5%,8%)) =(C11*D11)+C11

Chef CA-C 16.2 =IF(C12>=16,4.5%,IF(C12>13,6.5%,8%)) =(C12*D12)+C12

Electrician FA-E 19 =IF(C13>=16,4.5%,IF(C13>13,6.5%,8%)) =(C13*D13)+C13

Security Supervisor SE-S 14.2 =IF(C14>=16,4.5%,IF(C14>13,6.5%,8%)) =(C14*D14)+C14

Catering Supervisor CA-S 14.5 =IF(C15>=16,4.5%,IF(C15>13,6.5%,8%)) =(C15*D15)+C15

Carpark Attendant FA-CA 10 =IF(C16>=16,4.5%,IF(C16>13,6.5%,8%)) =(C16*D16)+C16

Kitchen Assistant CA-KA 10.5 =IF(C17>=16,4.5%,IF(C17>13,6.5%,8%)) =(C17*D17)+C17

Show Manager MGT-SM 23 =IF(C18>=16,4.5%,IF(C18>13,6.5%,8%)) =(C18*D18)+C18

Health and Safety Manager MGT-A 21 =IF(C19>=16,4.5%,IF(C19>13,6.5%,8%)) =(C19*D19)+C19

PAY RATES

POSITION PAY CODE BASIC HOURLY RATE % INCREASE NEW HOURLY RATE
Senior Admin Assistant AD-SSA £14.00 6.50% £14.91

CCTV Operative SE-CO £12.00 8.00% £12.96

Security Officer SE-SO £11.50 8.00% £12.42

Admin Assistant AD-AA £13.00 8.00% £14.04

Grounds Operative FA-GO £12.20 8.00% £13.18

Maintenance Supervisor FA-MS £14.60 6.50% £15.55

Hospitality Supervisor CA-HS £13.50 6.50% £14.38

Maintenance Groundskeeper FA-MG £13.00 8.00% £14.04

Hospitality Assistant CA-HA £11.50 8.00% £12.42

Chef CA-C £16.20 4.50% £16.93

Electrician FA-E £19.00 4.50% £19.86

Security Supervisor SE-S £14.20 6.50% £15.12

Catering Supervisor CA-S £14.50 6.50% £15.44

Carpark Attendant FA-CA £10.00 8.00% £10.80

Kitchen Assistant CA-KA £10.50 8.00% £11.34

Show Manager MGT-SM £23.00 4.50% £24.04

Health and Safety Manager MGT-A £21.00 4.50% £21.95

PAY RATES

1 2 
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SPREADSHEET – WAGES – GROSS PAY 

Evidence Mark Comment 

Insert new basic hourly pay rates 2 Must use VLOOKUP – table 

range may start at row 3 

rather than row 2 

Calculate basic pay 1  

Calculate overtime hours 1  

Calculate overtime pay 1  

Calculate gross pay 1 Watch for consequentiality 

Print without comments and pay code 

omitted 

1 Both printouts and on one 

page 

Total 7  

 

 

 
 

EMPLOYEE 

NAME DEPARTMENT

TOTAL HOURS 

WORKED BASIC HOURS

BASIC 

HOURLY RATE BASIC PAY

OVERTIME 

HOURS

OVERTIME 

PAY GROSS PAY
Nicola Moyes Administration 21.0 21.0 £14.91 £313.11 0.0 £0.00 £313.11

Jess Adamson Security 26.0 24.0 £12.96 £311.04 2.0 £38.88 £349.92

Maha Hayat Security 23.5 22.5 £12.42 £279.45 1.0 £18.63 £298.08

Jack Ness Administration 21.0 21.0 £14.04 £294.84 0.0 £0.00 £294.84

Erica Johnson Facilities 25.0 23.5 £13.18 £309.64 1.5 £29.65 £339.28

Willow Wallace Facilities 26.0 24.0 £15.55 £373.18 2.0 £46.65 £419.82

Ella Sung Security 26.0 24.0 £12.96 £311.04 2.0 £38.88 £349.92

Kenny Richards Catering 30.0 24.0 £14.38 £345.06 6.0 £129.40 £474.46

Paul Lorimer Administration 21.0 21.0 £14.04 £294.84 0.0 £0.00 £294.84

Garry Watt Security 31.0 24.0 £12.42 £298.08 7.0 £130.41 £428.49

Simon Watson Facilities 28.0 24.0 £14.04 £336.96 4.0 £84.24 £421.20

Lindsay Gardiner Administration 21.0 21.0 £14.04 £294.84 0.0 £0.00 £294.84

Annabelle Ross Catering 26.5 24.0 £12.42 £298.08 2.5 £46.58 £344.66

Milly Wood Catering 25.5 24.0 £12.42 £298.08 1.5 £27.95 £326.03

Kieran Black Security 27.0 24.0 £12.42 £298.08 3.0 £55.89 £353.97

Colin Hatfield Catering 28.5 28.0 £16.93 £474.01 0.5 £12.70 £486.71

Darcie Collins Catering 25.0 24.0 £12.42 £298.08 1.0 £18.63 £316.71

Benjamin Young Facilities 26.0 24.0 £19.86 £476.52 2.0 £59.57 £536.09

Michael Jordan Catering 31.5 28.5 £16.93 £482.48 3.0 £76.18 £558.66

Jakub Kowalski Catering 31.0 24.0 £12.42 £298.08 7.0 £130.41 £428.49

Lakshmi Kaur Catering 30.0 28.0 £16.93 £474.01 2.0 £50.79 £524.80

Emily Arnott Facilities 28.0 24.0 £14.04 £336.96 4.0 £84.24 £421.20

Louise Holly Security 29.5 28.0 £15.12 £423.44 1.5 £34.03 £457.47

Eric Findlay Catering 28.5 24.5 £12.42 £304.29 4.0 £74.52 £378.81

Allegra Smith Catering 28.0 28.0 £11.34 £317.52 0.0 £0.00 £317.52

Sharon Norris Catering 28.0 24.0 £12.42 £298.08 4.0 £74.52 £372.60

Karl Vickers Management 30.0 30.0 £24.04 £721.05 0.0 £0.00 £721.05

Shelly Grieve Management 30.0 30.0 £21.95 £658.35 0.0 £0.00 £658.35

GROSS PAY 
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EMPLOYEE NAME DEPARTMENT TOTAL HOURS WORKED BASIC HOURS BASIC HOURLY RATE BASIC PAY OVERTIME HOURS OVERTIME PAY GROSS PAY
Nicola Moyes Administration 21 21 =VLOOKUP(A3,'Pay Rates'!$B$2:$E$19,4,FALSE) =E3*F3 =D3-E3 =H3*F3*1.5 =G3+I3

Jess Adamson Security 26 24 =VLOOKUP(A4,'Pay Rates'!$B$2:$E$19,4,FALSE) =E4*F4 =D4-E4 =H4*F4*1.5 =G4+I4

Maha Hayat Security 23.5 22.5 =VLOOKUP(A5,'Pay Rates'!$B$2:$E$19,4,FALSE) =E5*F5 =D5-E5 =H5*F5*1.5 =G5+I5

Jack Ness Administration 21 21 =VLOOKUP(A6,'Pay Rates'!$B$2:$E$19,4,FALSE) =E6*F6 =D6-E6 =H6*F6*1.5 =G6+I6

Erica Johnson Facilities 25 23.5 =VLOOKUP(A7,'Pay Rates'!$B$2:$E$19,4,FALSE) =E7*F7 =D7-E7 =H7*F7*1.5 =G7+I7

Willow Wallace Facilities 26 24 =VLOOKUP(A8,'Pay Rates'!$B$2:$E$19,4,FALSE) =E8*F8 =D8-E8 =H8*F8*1.5 =G8+I8

Ella Sung Security 26 24 =VLOOKUP(A9,'Pay Rates'!$B$2:$E$19,4,FALSE) =E9*F9 =D9-E9 =H9*F9*1.5 =G9+I9

Kenny Richards Catering 30 24 =VLOOKUP(A10,'Pay Rates'!$B$2:$E$19,4,FALSE) =E10*F10 =D10-E10 =H10*F10*1.5 =G10+I10

Paul Lorimer Administration 21 21 =VLOOKUP(A11,'Pay Rates'!$B$2:$E$19,4,FALSE) =E11*F11 =D11-E11 =H11*F11*1.5 =G11+I11

Garry Watt Security 31 24 =VLOOKUP(A12,'Pay Rates'!$B$2:$E$19,4,FALSE) =E12*F12 =D12-E12 =H12*F12*1.5 =G12+I12

Simon Watson Facilities 28 24 =VLOOKUP(A13,'Pay Rates'!$B$2:$E$19,4,FALSE) =E13*F13 =D13-E13 =H13*F13*1.5 =G13+I13

Lindsay Gardiner Administration 21 21 =VLOOKUP(A14,'Pay Rates'!$B$2:$E$19,4,FALSE) =E14*F14 =D14-E14 =H14*F14*1.5 =G14+I14

Annabelle Ross Catering 26.5 24 =VLOOKUP(A15,'Pay Rates'!$B$2:$E$19,4,FALSE) =E15*F15 =D15-E15 =H15*F15*1.5 =G15+I15

Milly Wood Catering 25.5 24 =VLOOKUP(A16,'Pay Rates'!$B$2:$E$19,4,FALSE) =E16*F16 =D16-E16 =H16*F16*1.5 =G16+I16

Kieran Black Security 27 24 =VLOOKUP(A17,'Pay Rates'!$B$2:$E$19,4,FALSE) =E17*F17 =D17-E17 =H17*F17*1.5 =G17+I17

Colin Hatfield Catering 28.5 28 =VLOOKUP(A18,'Pay Rates'!$B$2:$E$19,4,FALSE) =E18*F18 =D18-E18 =H18*F18*1.5 =G18+I18

Darcie Collins Catering 25 24 =VLOOKUP(A19,'Pay Rates'!$B$2:$E$19,4,FALSE) =E19*F19 =D19-E19 =H19*F19*1.5 =G19+I19

Benjamin Young Facilities 26 24 =VLOOKUP(A20,'Pay Rates'!$B$2:$E$19,4,FALSE) =E20*F20 =D20-E20 =H20*F20*1.5 =G20+I20

Michael Jordan Catering 31.5 28.5 =VLOOKUP(A21,'Pay Rates'!$B$2:$E$19,4,FALSE) =E21*F21 =D21-E21 =H21*F21*1.5 =G21+I21

Jakub Kowalski Catering 31 24 =VLOOKUP(A22,'Pay Rates'!$B$2:$E$19,4,FALSE) =E22*F22 =D22-E22 =H22*F22*1.5 =G22+I22

Lakshmi Kaur Catering 30 28 =VLOOKUP(A23,'Pay Rates'!$B$2:$E$19,4,FALSE) =E23*F23 =D23-E23 =H23*F23*1.5 =G23+I23

Emily Arnott Facilities 28 24 =VLOOKUP(A24,'Pay Rates'!$B$2:$E$19,4,FALSE) =E24*F24 =D24-E24 =H24*F24*1.5 =G24+I24

Louise Holly Security 29.5 28 =VLOOKUP(A25,'Pay Rates'!$B$2:$E$19,4,FALSE) =E25*F25 =D25-E25 =H25*F25*1.5 =G25+I25

Eric Findlay Catering 28.5 24.5 =VLOOKUP(A26,'Pay Rates'!$B$2:$E$19,4,FALSE) =E26*F26 =D26-E26 =H26*F26*1.5 =G26+I26

Allegra Smith Catering 28 28 =VLOOKUP(A27,'Pay Rates'!$B$2:$E$19,4,FALSE) =E27*F27 =D27-E27 =H27*F27*1.5 =G27+I27

Sharon Norris Catering 28 24 =VLOOKUP(A28,'Pay Rates'!$B$2:$E$19,4,FALSE) =E28*F28 =D28-E28 =H28*F28*1.5 =G28+I28

Karl Vickers Management 30 30 =VLOOKUP(A29,'Pay Rates'!$B$2:$E$19,4,FALSE) =E29*F29 =D29-E29 =H29*F29*1.5 =G29+I29

Shelly Grieve Management 30 30 =VLOOKUP(A30,'Pay Rates'!$B$2:$E$19,4,FALSE) =E30*F30 =D30-E30 =H30*F30*1.5 =G30+I30

GROSS PAY 

2 1 1 1 1 1 
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SPREADSHEET – WAGES – ANALYSIS 

Evidence Mark Comment 

No of Employees per Department 2 COUNTIF 

Department Totals 2 SUMIF 

Department’s % Share of Total Gross Pay 1 Cell C8 must be locked/named 

Total 5  

Accept named cell ranges. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DEPARTMENT

NO OF 

EMPLOYEES TOTAL GROSS PAY

% OF TOTAL 

GROSS PAY
Administration 4 £1,197.63 10.43%

Catering 11 £4,529.43 39.45%

Facilities 5 £2,137.59 18.62%

Security 6 £2,237.85 19.49%

Management 2 £1,379.40 12.01%

Total 28 £11,481.90

DEPARTMENT ANALYSIS
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DEPARTMENT NO OF EMPLOYEES TOTAL GROSS PAY % OF TOTAL GROSS PAY
Administration =COUNTIF('Gross Pay'!$C$3:$C$30,A3) =SUMIF('Gross Pay'!$C$3:$C$30,A3,'Gross Pay'!$J$3:$J$30) =C3/$C$8

Catering =COUNTIF('Gross Pay'!$C$3:$C$30,A4) =SUMIF('Gross Pay'!$C$3:$C$30,A4,'Gross Pay'!$J$3:$J$30) =C4/$C$8

Facilities =COUNTIF('Gross Pay'!$C$3:$C$30,A5) =SUMIF('Gross Pay'!$C$3:$C$30,A5,'Gross Pay'!$J$3:$J$30) =C5/$C$8

Security =COUNTIF('Gross Pay'!$C$3:$C$30,A6) =SUMIF('Gross Pay'!$C$3:$C$30,A6,'Gross Pay'!$J$3:$J$30) =C6/$C$8

Management =COUNTIF('Gross Pay'!$C$3:$C$30,A7) =SUMIF('Gross Pay'!$C$3:$C$30,A7,'Gross Pay'!$J$3:$J$30) =C7/$C$8

Total =SUM(B3:B7) =SUM(C3:C7)

DEPARTMENT ANALYSIS

1 2 2 
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Word-Processing Task 

 

 

WORD – EXHIBITOR GUIDE 

Evidence Mark Comment 

Page 1   

Enhance event details, border first page only 

and insert logo 

2 For each feature missing do 

not award (DNA) one mark 

Insert correct dates 1 Must include the year 

DNA if brackets present 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1 

2 
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Page 2   

Table of Contents   

On second page, on its own 1  

Double-line spacing 1 For all headings 

All headings present 1 Do not award if page numbers are omitted 

or incorrect  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1 

1 

1 
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Page 3   

Bullet general benefits section  1 Ignore any change to indent 

Accept different bullet style 

Replace ‘pack’ with ‘guide’ 1 4 occurrences 

 

 

 

 

 

 

 

  

1 1 
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Page 4   

Convert text to table 1  

Sort table by Regulation 1  

Make page landscape 1  

Add footnote 1 Accept footnote marker after ‘drink’ in the 

Regulation column or Comments column 

Do not award if marker is not placed directly 

after the letter ‘k’ (eg after full stop) 

Do not award if footnote is keyed incorrectly 

 

 

 

 

 

 

  

1 
1 

1 

1 
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Page 5   

Keyboarding - health and safety points 3 See text for mark flags 

Insert staff images 1  

Footer: Page numbers  1 Not on first page, accept in 

any position but must be 

consistent 

Header:  

 

On even pages: Fife Flower Festival 

On odd pages: A flower can say it better 

 

 

 

1 

Not on first page 

 

Both must be at left-hand 

side 

Insert Draft as a watermark 1 Must be on all pages  

Layout/presentation 1 Watch for lack of bullets at 

keyed-in text, spacing, font 

Total 20  

 

  

1 

1 

1 

1 

1 

1 

1 

1 
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POWERPOINT 

Evidence Marks Comment 

Title slide 1 Event name, date (with year), location and logo  

DNA if any additional information displayed 

Slide design  1 DNA if design template(s) covers text and/or 

graphics 

Insert Fife Facts information 1  

1. Judge name – KATE GOULD 

2. Best garden description 

3. Graphic of best garden 

2 3 items present and correct award 2 marks 

2 items present and correct award 1 mark 

1 item or less 0 marks 

 

KATE GOULD must be in caps 

Garden description must contain no keyboarding 

errors 

Slogan in footer 1 Ignore full stop 

Handout footer 1 DNA ‘today’s date’ or hyphen in place of ‘on’ 

Accept small ‘l’ at ‘Last’ 

Keyboarding in Notes section 1 Accept without full stop 

Printouts (without comments) 1 All slides on one page and slide 6 as note 

Total 9  

 

  

1 

1 

1 

1 
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1 

1 

1 

1 

1 
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QUERY/REPORT 

Evidence Marks Comment 

Not England 1  

Disabled parking or drop-off point 1 If only 3 correct records present then hyphen not used for drop-off 

Date (not null) 1 If Bangor Blooms appears DNA 

UKH Member 1 If Musselburgh appears DNA UKH Member and disabled/drop-off 

Title & Logo 1 Accept any suitable heading  

Group by country 1  

Sort by festival name 1  

New Field Heading 1 DISCOUNTED PRICE – correct and consistent with other field headings 

Discounted Ticket Price Calculation 2 Must be Full Day price - if any part of a record (calculation) is missing 

DNA Presentation mark 

New Field formatted for currency 1  

Presentation 1 Requested fields only – watch for truncation of DATES  

Total 12  

 

 

 

 1 

1 

1 1 1 1 

1 

1 
1 

2 

1 
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PIVOT TABLE – PRODUCT SALES 

Evidence Marks Comment 

Create pivot table with appropriate headings and labels 1 Check capitalisation and spelling 

Ignore extraneous info 

Total Sales for each day and overall total 1  

Daily Running Total for Sales 1  

Formatting as £ 1 Both columns  

Award if only one column has been 

attempted 

Accept Accounting format 

Total 4  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

[END OF MARKING INSTRUCTIONS] 
 

Day Total Sales Daily Running Total

Friday £4,312.79 £4,312.79

Saturday £5,066.35 £9,379.14

Sunday £4,598.50 £13,977.64

Grand Total £13,977.64

1 

1 

1 

1 
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