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READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

1. This examination consists of FOUR tasks which you should
file on the storage medium for printing. The Invigilator will
give you instructions about arrangements for printing vour
documents.

2, Answer ALL guestions.

fd

Read all instructions carefully before answering each question.

4, The first 20 minutes of the 2 hours 20 minutes allocated for this
examination should be used as follows:

10 minutes - warm-up on the keyboard followed by
10 minutes - reading time,

h

Any defect in the machine should be reported to the Invigilator
who will make the appropriate notation and indicate on your
folder any time lost. The Invigilator wiil alse record this
information on the Supervisors’ Irregularity Report.

An adequate amount of stationery will be supplied. Select the appropriate paper for each answer.
Begin each answer on a separate sheet.

Print on one side of the paper only, unless otherwise instructed.

Key your candidate number in the upper right-hand corner of each sheet of paper.

Uncorrected errors will be penalised.

Any accepted method of display consistently used in letters and/or tabular exercises will be
credited unless otherwise instructed.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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All rights reserved.
01251020/F 2013



Answer AILL questions.

i. Question 1
Time: 35 minutes

(a) Using the information below, create a datafile with the following fields: <Title>, <First Name>,
<Last Name>, <Address 1>, <Address 2>, <Address 3>, <Course>, <Date>, <Fees>,

®) As a header, create a suitable letterhead with an appropriate logo for the following company:
Howells University College, Grenada Avenue, Kingston 10, Jamaica
Telephone: (907) 414 5555 Fax: (907) 414 8977 E-mail: Howells@Jam.org

(c) Using the letterhead created, type the following standard letter in blocked style, using equal left
and right margins of 2.54 cm (1").

(d) Print a copy of the standard letter showing the fields.
(e) Merge the datafile with the standard letter.

2. () Print the letters to Mr Ronaldo Morris and Mrs Silvia Finestre.

3. Mr Ronaldo Morris
5 Margate Gardens
Castries
St Lucia

INST
Marketing

Sign: Tuesday, 30 July 2013

candi

USS5500

I here Mrs Silvia Finestre
the e Bridge Road
Harmony
Antigua
Nursing

Thursday, 1 August 2013

US$5000
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Question 1 cont’d
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1. Question 1 cont’d
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Question 1 cont’d
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Question 2
Time: 20 minutes

(a) Type the following spreadsheet in landscape orientation. Follow all instructions.
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Question 2 cont’d

Time: 15 minutes

(b) Type the following memorandum to The Registrar, Student Affairs. It is from the Dean of
Faculty, Business Studies. Use reference MJC/(your initials) and today’s date.
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Total 26 marks
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Question 3

Time: 20 minutes

Display the following in landscape orientation.
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Question 4

Time: 28 minutes

Complete the task below, following ALL instructions.

(a) Set the margins at narrow or top: 0.5, bottom 0.57, left 0.5” and right 0.57,
(b) Insert a text box.
{c) Create two identical invitations, using the information and layout shown below.
(d) Insert an appropriate graphic in the upper left hand corner under Ministry of Education. The
graphic should have a single line border.

{2} Ensure that both invitations are on the same side of the paper.
H Save the document as invitation.
(g) Print the invitations.

ENT 18
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Total 24 marks
END OF TEST

[F YOU FINISH BEFORE TIME IS CALLED, CHECK YOUR WORK ON THIS TEST.
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