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Answer ALL questions.

1. (a) A computer system is made up of both hardware and software.
1) Define the term ‘hardware’. ( 2 marks)

(ii) Name THREE pieces of hardware that form part of the computer system.
( 3 marks)

(b) Suggest an input device that could be used to send photographs by e-mail.
( 1 mark)

Total 6 marks

2. There is a distinction between communication devices that may be used in a personal computer
and communication media.

(a) Identify ONE type of communication device used in a personal computer.
( 1 mark)

(b) Name TWO types of electronic communication media. ( 2 marks)

Total 3 marks

3. (a) You have typed a document in Microsoft Word.

Explain how the document may be saved using the toolbar. ( 2 marks)

(b) A number of ‘objects’ are displayed on the desktop of a personal computer, for example,
‘Internet Explorer’ and ‘Recycle Bin’.

Give the correct name for the objects on the desktop. ( 1 mark)
Total 3 marks

4. You are required to compile the financial statements for your office.

(a) Name the application software that you will use to gather the information.
( 1 mark)

(b) You are to present the financial statements in slide form for use with a multimedia
projector.

@) Identify ONE type of software that you may use to display the financial
statements. ( 1 mark)

(i) Name TWO types of graphics that you will use in your presentation for EACH
document. ( 2 marks)

Total 4 marks

GO ON TO THE NEXT PAGE
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5. Table 1 below refers to the selection of appropriate stationery and paper sizes for two documents.

(a)

Copy the table into your answer booklet and complete it by stating the appropriate
stationery and paper size that should be used for EACH of the TWO documents.

TABLE 1

STATIONERY AND PAPER SIZE FOR EACH DOCUMENT

Document Stationery Paper Size

@
(ii)

A short internal communication

A three-page letter to a supplier

(b)

(b)

(c)

( 2 marks)

Name the appropriate size and type of envelope for (a) (ii) above, if the letter is being
sent from your territory to a supplier in New York, USA. ( 1 mark)

Total 3 marks

Explain the term ‘intellectual property’. ( 2 marks)

Identify ONE of the rights that is protected by intellectual property laws.
( 1 mark)

A required text for your class is unavailable in the bookstores but your friend has the
book. You both agree that it would be a good idea to duplicate the relevant chapters
and distribute them to the rest of the class.

Briefly discuss the law that is being breached. ( 4 marks)

Total 7 marks

GO ON TO THE NEXT PAGE
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10.

Marcia has been asked to use a computer to prepare the following letterhead. She has been
instructed to centre the letterhead in the header. The content should be bold and in italics.

Century City Motor
50 Pike Street
Georgetown
Guyana

Phone 592-333-4075 Fax 592 333-3480

Email centurymotor @yin.com

(a) Briefly outline the steps to be taken to prepare the letterhead, after the appropriate
programme has been opened on the computer. ( 4 marks)

(b) On a clean page, copy the letterhead to show how it would appear on the paper.
( 3 marks)

Total 7 marks

Edit and rewrite the following passage, correcting all errors. Circle all corrections made.

“The internet is like a huge vandalized libary. Someone has destroy the catalog and remove
the front matter indexes etc from hundreds of thousands of books and torn and scattered what
remains surfing is the process of shifting through this disorganised mess in the hope of coming
across some usefull fragments of text and images that can be related to other fragments

Adapted from: Cherry Sparks, “Teaching with the Internet”.
Published by Teacher Created Materials — Teacher. net
( 8 marks)

Read the following passage carefully. Insert the punctuation marks which have been omitted,
then copy the corrected passage to your answer booklet.

watch out you are going to fall off that bicycle then aunt mary
will have a fit and ground you for life said mrs brown to her over
zealous grandson Timothy

( 7 marks)
State the short cut keys which have the same definitions as the following terms:
(a) To cut ( 1 mark)
(b) To copy ( 1 mark)

Total 2 marks

END OF TEST
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MAY/JUNE 2005
CARIBBEAN EXAMINATIONS COUNCIL

SECONDARY EDUCATION CERTIFICATE
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
PAPER 02 — General Proficiency

2 hours

( 10 MAY 2005 (a.m.) )

INSTRUCTIONS TO CANDIDATES

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

your documents.
2. Answer ALL questions.
3. Read all instructions carefully before answering each question.
4. In addition to the 2 hours allocated for this examination,

candidates are allowed 20 minutes prior to the official start of
the examination:

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

S. Report any defect in the machine to the Invigilator who will
make the appropriate notation and indicate on the candidate’s
folder any time lost. He/She will also record this information on

the Supervisors’ Irregularity Report.

1. Anadequate amount of stationery will be supplied. Select the appropriate paper for each answer.
2. Begin each answer on a separate sheet.

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

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

5. Uncorrected errors will be heavily penalized.

6.  Any accepted method of display consistently used in letters and/or tabular exercises will be

accepted unless otherwise instructed.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO
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Answer all questions.

Question 1
Time: 25 minutes

Type the reservations request form below, on A4 paper, following all instructions. Use the following
margins: 1.5” (3.81 cm) left; 1” (2.54 cm) right; 1” (2.54 cm) top and bottom.

SPQ,QQ &&PS MCL Iool.cL
S Parodise Kesort Hotel

SThe folloswing eservotions are W&ml-.
Number of rooms
—_

s Day [ Month [ Year re Doy [ Honth [ Year
_'fnmloortaﬁén will il not be rﬁ?/uu'ed aﬁ;: r:.h
Time of errival

a.M./P.M.
Mumber o/[ adulls o .
Noawmber b? ohiddren underio ——————

on errival | /wa well W:

Neme

Address

Detle

(15 marks)

GO ON TO THE NEXT PAGE
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Question 2
Time: 35 minutes

Create Table 1 below, using a spreadsheet programme. Show ALL vertical lines, but show horizontal
lines ONLY where indicated. Use double line spacing throughout the document.

TABLE 1 X
of oy °

[
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DZ;:ZM : s
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CAx Ms,eéa)
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Def.a‘;bim (Plant) 2600
Labowun Phojeclbed -7500
. s
L seS
booo [soon | 8250 | booo | boon|-21750

(25 marks)

GO ON TO THE NEXT PAGE
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Question 3
Time: 20 minutes

Type the following document in double line spacing, using margins of 1.5” (3.81 cm) leftand 1”7 (2.54 cm)
right.
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Question 3 cont’d
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(25 marks)
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Question 4
Time: 25 minutes
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(35 marks)
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(b)
(c)

(®)

®)

.

Answer ALL questions.

What is an operating-system program? ( 1 mark)
List THREE of the most conunon operating systems. ( 3 marks)

Name TWO icons found on the Desktop of the Windows Operating System.
( 2 marks)

Total 6 marks

State ONE purpose for which a scanner is uscd. { 1 mark)

State ONE way to care for a keyboard. { 1 mark)
Total 2 marks

Three of the keys used for moving around within a document are given below. Give

the abbreviation for EACH of thesc keys.

(1) Control keys
(i1) Page up
(iii) Page down ( 3 marks)

State ONE measure that can be used to protect the integrity of computer files.
( ! mark)

Total 4 marks

(GO ON TO THE NEXT PAGE
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4, Copy Table 1 below into your answer booklet and correct all errors and inconsistencies in
style. Highlight your corrections by underlining them.

= -

TABLE 1

BUSINESS EDUCATION

SUBJECT PROFICIENCIES Profiles
ED.P.M. General Only 1. Acuracy
2. Speed

3. Presentation

Office Proceedures General Only a. Knowledge
b. Application

Principles of ACCOUNTS | General & Basic 1. Knowledge
2. Application
3. interprctation
Principles of Business General and Basic 1. Orgunizational Principles
2. Production and Marketing
3. Finance and introduction to
Economics
Typewriting General and Basic 1. Accuracy
2. Speed
3. Persentation
4. Prolessional Attitude
(15 marks)
Total 15 marks
5. Copy Table 2 into your answer booklet. Complete the table by stating the correct paper size

and appropriate paper orientation that should be used for each of the three documents in the table.
TABLE 2

PAPER SIZE AND ORIENTATION FOR EACH DOCUMENT

Document Paper Size | Paper Oricatation

(i) A three-page brochure

(i)  Alease

(i) A short, four-line Memo

( 3 marks)

Total 3 marks

GO ON TO THE NEXT PAGE
01251010/F 2006
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10.

4.
(a) Name TWO electronic communication media. ( 2 marks)
{b) Statc the function of a modem in a computer system. ( 1 mark)

Total 3 marks
List FIVE steps uscd when creating an electronic document folder.

Total S marks
(a) List the sequence of operations for inserting ‘tcxt boxcs’ on a form. ( 3 marks)

(b) Name TWO types of forms that may bc crcated on the computer according to specific
instructions. ( 2 marks)

Total 5 marks
Tlesa completed a research project, but she was penalized because the report contained words
from another person’s work without acknowledgement of the author.
(a) Identify the term used for the act Elesa committed. ( 1 mark)
(b) State TWO methods that Elesa could use to acknowledge the author. ( 2 marks)

Total 3 marks

Betty-Ann was given the following instructions by her boss:

“Please lype this letter, but first confirm the date of thc mecting with John Black by 10:00 a.m.
I will be available for signature at 12:00 noon.”

Betty-Ann willingly complied in all respects.

(a) Identify TWO acceptable work standards Betty-Anndisplayed. ( 2 marks)
(b) Which TWO desirable habits and work attitudes did Betty-Ann demonstrate?

( 2 marks)

Total 4 marks

END OF TEST
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CARIBBEAN EXAMINATIONS COUNCIL

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT

1. Anadequate amount of stationery will be supplied. Select the appropriate paper for each answer.

U ol

SECONDARY EDUCATION CERTIFICATE
EXAMINATION

PAPER 02 - General Proficiency

2 haurs

@9 MAY 2006 (a.m.))

INSTRUCTIONS TO CANDIDATES

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 your
documents.

Answer ALL questions.
Read all instructions carefully before answering each question.

In addition to the 2 hours allocated for this examination,
candidates are allowed 20 minutes prior to the official start of
the examination:

10 minutes — warm-up on the keyboard followed by

10 minutes — reading time.

Report any defect in the machine to the Invigilator who will
make the appropriate notation and indicate on the candidate’s

tEST conk 01251020

MAY/JUNE 2006

folder any time lost. He/She will also record thisinformationon
the Supervisors’ Irregularity Report.

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 penalized.

Any accepted method of display consistently used in letters and/or tabular exercises will be

accepted unless otherwise instructed.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO
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Answer all questions.

-2

Question 1
Time: 30 minutes

Type the letter below on A4 paper, using fully blocked style, following alllinstructiens. Use the following
margins: 1.5 (3.81 cm) left; 17 (2.54 cin) right; 17 (2.54 c¢m) top and bottom. Appropriately place the
address on the envelope provided.

gt -55.,,(579 Ao

Wy Doontion
/L ng

GO ON TO THE NEXT PAGE
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Question 1 cont’d
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Question 1 cont’q

- 4.

Aare Lopng
s o | Tk ks
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Dt tte Nﬂ f /ﬁm:caj

s

Cops.

(26 marks)
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Question 2

.5

Time: 25 minutes

Type the Chairnan’s agenda below on A4 paper, following all instructions. Use the following margins:
1.5”(3.81 cm) left; 17 (2.54 c¢m) right; 1”7 (2.54 ¢m) top and bottom.

MU Masiagtd b
i7. S,:ii&-’:[' Dacve ,0@*‘5)“’”35
oS fmﬁf" 20, St - luwera
cg\}'ouu_ is MHEREARY . ""ﬂ‘_ Lk e
f‘*ﬁqmﬁuﬂ«j eeliong Mo Mol ek will
bo bedd ot Ahe Hecladliong H .Z’_"dn.. 7'832:""“5‘_4
AV ,f.u?.aa&tj} /qwjd«.a.t 2:‘3—/. 20085 alr = 2ps Pt

CerlF  LHAIRMAL 'S ACEWDA  Udsrscore

ADDiTipna L
e Cetl & Orcder e
_3 Ofac.mt.nj Rentarck s 2.,
,6/" 7A_tr‘ Y, 3.
,Q._. /:}Fa.‘iojﬂ.e.s. /,;;p Absmc:e., P
G Hin wleo 97 Aﬂ-pc’.{" ."f-ée_ﬁuj S,
é. Ma..ﬁters fqrf&bﬂj Jfrmn,q MMM&L@ 6-
?ﬂg ;_MMJ_ &.LALi = ek
(L’éj News  Bhancberslos
70 _zﬂ-'»j—,gfﬂ}?— losnean 7
§. New Buoincan 8-
4 (_‘D&fﬂl ‘071 AJG-JLt‘ H-éeaﬁ—rdj 9.
;’Fa-u_ iea.ue- Ll s e e LE for- T
(Qﬁéjﬂ’ 4’6 ffv;hkz act‘.d-cﬁdna_.?m/f{;o j

(19 marks)
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Question 3

_6-

Time: 30 minutes

Type the invoice below on A4 paper, using appropriate spread-sheet software, and following all
instructions. Use the following margins: 1.5” (3.81 cm) left and 1”7 (2.54 cm) right; 1” (2.54 cm) top and

bottom.
9 : /
/VV"’V\AL/

‘9“\/3»&_/ Ny ——
L | Browmd Modurmipie

2 Koo
Mz =y 2

Zaw: (§76) 794~ (23¥ 3
/C
CobB T S, Lo Honwe D —
M 25 Pomrvae £
Q) S
Ok Dureions U, Tt T
659:
(7€ \(eanae Kosa 24.99 43982 $3
X2 q
bo N3 9%
gedar No 208 2q.4994 |1
wo B e
o L—H‘-'SD @1—'10 37.49 .:i[{_‘lb I3G-7(,
3 ’(LT..&*..--SLJ: Muﬂ.*"*"'ml'f: Qqﬁc\-‘“‘ aq_qq_cg q_q.‘i%’S
j TGk St e DR
el 2
| Ros HWY Packes¥ || £0S- 5% 1'1:&93
DTkl .
231 W2
Q H o M—J{r {’Sf
O-t} (25 marks)
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Question 4

.

Time: 35 minutes

Type the programime below on A4 paper, following all instructions. Use the following margins: 1.5”
(3.81 cm) left; 17 (2.54 cm) right; 1” (2.54 cm) top and bottom.

LT a7

N\ et D 3

GO ON TO THE NEXT PAGE
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Question 4 cont’d

-8-
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END OF TEST
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1.

.

Answer ALL questions.

Figure 1 below shows four input devices, A to D.

Figure 1. Input Devices

(a) Identify the FOUR input devices labelled A to D in Figure 1. ( 4 marks)
(b) In terms of evolving technology, which of the four devices is the most recent?

( 1 mark)

(© Name TWO input devices, other than those shown in Figure 1. ( 2 marks)

Total 7 marks

State TWO ways of caring for computer peripherals and the computer working environment.

Total 2 marks

(@) Name TWO ways of protecting the integrity of files. ( 2 marks)

® Name THREE of the special keys used to move around within documents.
( 3 marks)

Total 5 marks
As the editor of a local magazine, you are required to typeset and layout the next publication,
which is in colour and includes many photographs.

(a) Name THREE pieces of electronic equipment that may be used for the task outlined

above. ( 3 marks)
(b) Identify TWO pieces of application software that are necessary for the collection and
compilation of the magazine. ( 2 marks)

© Give ONE reason for your choice of EACH application software in (b) above.
( 2 marks)

Total 7 marks

GO ON TO THE NEXT PAGE
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o (a) Copy Table 1 into your answer booklet. Complete the table, stating the correct paper
size and appropriate paper orientation that shouid be used for EACH of the three
documents.

TABLE 1
STATIONERY AND PAPER SIZE FOR EACH DOCUMENT
Document Paper Size Paper Orientation
(i) A three-fold newsletter
(1i) A short notice
(1ii)  An invoice
( 3 marks)
(b) Write the meaning of the following manuscript signs.
1 E—
ap o~
(iii) Hyp ( 3 marks)
Total 6 marks
6. Many of the new computers are being manufactured without a floppy disk drive. Name
TWO other storage devices, that may be used instead of a floppy disk.
Total 2 marks
7. Joan was asked to use a computer to prepare the following document. She was instructed to use
oblique headings and to centre the document between vertical and horizontal margins.
DATE OF
DATE FIRST NAME LAST NAME BIRTH
05-16-02 Yvonne Thomas 09-20-62
06-13-01 Joy Metz 10-14-60
07-01-04 Debbic Tirown 02-02-61
01-01-01 June Chase 05-06-72
(a) ‘Which application software can be used to format oblique headings? ( 1 mark)
(h) On a clean page. copy the above document to show what Joan’s document should

look like. ( 4 marks)

Total 3 marks

GO ON TO THE NEXT PAGE
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B
8. Edit and rewrite the following extract, correcting all errors. Circle all corrections made.
EXPRESSIVE ARTS
Visaul Arts General Only A, drawing May/june only
Syllabus aand b B. Imagilative
Composision
C.  Graphic
Design

D. Printmaking
E. 3-Dimensional
Design
F. Surface
Decoration
(Textiles)
Ceramics
Fibre Arts
Leather Kraft
Decorative Craft
Theori

e Ealal--ty

Total 10 marks

9. Carefully read the following statement. Insert the punctuation marks which have been omitted
then copy the corrected statement to your answer booklet.

Hi how are you today

Total 3 marks
10. Define the following terms:
(a) Format and edit
(b) Proofread
{c) Insert
Total 3 marks

END OF TEST
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MAY/JUNE 2007
CARIBBEAN EXAMINATIONS COUNCIL

SECONDARY EDUCATION CERTIFICATE
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
PAPER 02 - General Proficiency

2 hours

COS MAY 2007 (a.m.))

INSTRUCTIONS TO CANDIDATES

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 your

documents.
2 Answer ALL guestions.
3. Read all instructions earefully before answering each question.
4. In addition to the 2 hours allocated for this examination,

_ candidates are allowed 20 minutes prior to the official start of
the examination:

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

5. Any defect in the machine should be reported to the Invigitator
who will make the appropriate notation and indicate on the
candidate’s folder any time lost. He/she will also record this
information on the Supervisors’ Irregularity Report.

1. Anadequate amounl of stationery will be supplied. Select the appropriate paper for each answer.
2. Begin cach answer on a separate sheet.

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

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

5. Uncorrected errors will be penalized.

=

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

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.

Copyright © 2006 Caribbean Examinations Council®,
All rights reserved.
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Answer all questions,

Question 1
Time: 15 minutes

Type the following memo on A4 paper following all instructions. Use the following margins:
L.5" (3.8t cm) left, 1~ (2.54 ¢cm) right, 17 (2.54 ¢cm) top and bottom.

{O'r{]a_a—rL. i, Mb‘”f Melar O o
Clar Alschioot M&ﬁa
Y6 b come & e
p‘“‘j‘%M m_m)dd ’WW}WW
R S R S ,@x«:jé/

b, g o copfoinds topoce ~ao
ety A /m«f’é% @{\/,ﬁe{wgd&
2R M@ - o€ o /.ﬁo’é”“’ ’ g

Ao fros Ao 4-//0",”. %W >
%M‘@, ,ZZ.,a M) R . Wi a%

Alocatonc. fopurlops iz ol T A

i S Mhﬂﬂc% : _

A ad by Coternd crsl 76/4{/;:4’

il Hacen :Z: M—;%:&:oé)?%
b Gl i

‘ o A ‘.”{‘fg;’
%.cx'%ﬂ%%fzw B Hepgonto et

GO ON TO THE NEXT PAGE
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Question 1 cont’d

Total 21 marks

GO ON TO THE NEXT PAGE
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Question 2 (a)

4-

Time: 20 minutes

Type the following spreadsheet on A4 paper following all instructions. Use the foliowing margins:
1.5” (3.81 cm) left. 1”7 (2.54 cm) right, 1 ” (2.54 cm) top and bottom.

o pprriens oty ot

ParFe. e LeEC— /ﬂmd y\-«{ Loirivas ondicateds

—ZGL‘ L;ﬂ_ﬂ/trcc

D - L __-_\__-_‘—|--_
DsCoeenN7 pruce ] SELC;C.‘ZFQV

i fﬂ ﬁ
Agave 2300 240

Bl .5V 360
belet | ¢

ekl 35D 275

oshobione | 26| 275
Tl 30 | 250

H\.(w»:-/{\ Cf‘@ ‘375/
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Question 2 (b)

Time: 30 minutes

Type the following two-page letter en A4 paper following all instructions. Use blocked style with the
following margins: 1.5” (3.81 cm) left, 1” (2.54 cm) right, 1 ” (2.54 c¢m) top and bottom.

bne Gorrel Aokl  asl st an
-G, l e LplEArad
Blowm/s " @dLan7 tdoreDd g
S.f,:},o =z —zr" % sl Qgg . }.én?’f e ’
Ta2(§6) 9279~3¢77, 178~ 165%
[Fop. (g16) 927 - 300/

//74-:“-5@"—" o ;-&.fféﬁ = Ce -

) ey ALy, g presde et
Priganinn S law 00 Q0 " il .
pz,,t—w/flﬁ/nz"j/ Apal 1%

) ‘,fg-—ﬁfe_,
20071y ﬁ(ﬁ‘»u DD R % & ico P
Hatioolr I Ty
\G%_ﬁ% o .c,io.«u: (MM:ML
e, Lppotndl] B Forlofl e s -
it lcents e (Bo. e fﬁ?”“'ﬁ“"' B
Tlars i, St ety Ave  affpred o

Y brade mnke e
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01251020/F 2007


Darre
Stamp


mPASTPAPERS.COM

Question 2 (b) cont’d

-6-

M*W“‘wﬁ ,aﬂm~7a R %AQ sl o

e, .@urf- c'_o.(?x — Ao T
e I "I?”?‘" t‘:«ffe Talle..

e ——e

L:I'N Mﬁﬁs ‘fc‘-T H&A&: ~

/0,;, wlio sihiiee (1o flyaro o PR liadnbihors
ol il avalinat as s
”V”“T’ P ety st e e o ey

Total 27 marks

(11251020/F 2807 GO ON TO THE NEXT PAGE


Darre
Stamp


mPASTPAPERS.COM

_ 7.
Question 3

Time: 30 minutes

Type the following table in double line spacing on A4 paper using margins of 1” (2.54 cm) left.
17 (2.54 c¢m) right. Print all gridlines and use an appropriate font size.

o in otk capse
(o2 e W /%"“"&76“"“&{:3? C@«M“

— Nddieds _ _ TRephere  Dajfmerreis
. : 0% Wik P2 977-0115 Arehany
/Lawﬁn-'j lbplesmo i<opsnd & o cuagTod
'305.4»“‘-2« 16 Barel- kg'j 77)- 4567 Coboi s
%”’5“”& ;m Uooss awb-owos EREET

Monlona St BT @NJAW r 745 Gt

1<« Y-
K. Goonr 19 (etlusin Kool 700 —a4:5T Blosfuiels
=t : 1
‘Cw q727-3%£7 m@aﬂj

99§ - 23246 QIM

bt YL B G ~oq87  Memesfuas
A Lo /0’5 Drwa 98- 6S I /,{,aaﬁ:éojo
Floan A VS

e |
1Cinpato (2. N
/}..aa_y&‘?&&ﬂuﬂ, 56 Wﬂw%;@-—05‘67 //p.vﬁ« é
K“}&ar/f(!vw 1O
g Eyaos _____r_r____‘________#—————_—__\
L. m-e&-/
C/( aﬁﬂL ¥} LB D) A W
Total 26 marks
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Quecstion 4
Time: 25 minutes

Type the following organizational chart on A4 paper using landscape orientation and following all
instructions. Use the following margins: 1.5” (3.81 cm) left; 1”7 (2.54 cm) right; 1” (2.54 cm) top and

bottom.

04":’\ ORGAL! ZATIONAL CHART

be )
HUN 8 crLecTROWICS

E@I CRUICH 0 -d: 'C.
M“ﬁj"’. Dereclor Should. &
= Lt_ffer' case

Exesutive
ﬂssish\.n-t

MGZE;? St by
Manoqgir (u\:«j¢r

P"mnn& QM&!—-F i Calutn 7
8 ‘(sor ) g 150 ™~

Linda Hatttess a.,.;i toal Tertnny Tous
Technlciang Toc Leai

Tetal 26 marks
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CARIBBEAN EXAMINATIONS COUNCIL

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT

5.

6.

1. An adequate amount of stationery will be supplied. Select the appropriate puper for each answer.

SECONDARY EDUCATION CERTIFICATE
EXAMINATION

PAPER 03/2 - General Proficiency

1
IE hours

(11 JUNE 2007 (.m) )

INSTRUCTIONS TO CANDIDATES
This paper consists of TWO questions.
Answer ALL questions.
Read all instructions carefully before answering each question.

In addition to the Ié hours allocated for this examination,
candidates are allowed 20 minutes prior to the official start of
the examination:

10 minutes ~ warm-up on the keyboard followed by
10 minutes — reading time.

ALL documents should be filed on the storage medium for
printing. The Invigilator will give instructions about
arrangements for printing the documents.

Any defect in the machine should be reported to the Invigilator
who will make the appropriate notation and indicate on the
candidate’s folder any time lost. He/she will also record this
information on the Supervisors’ Irregularity Report.

2. Begin each answer on a scparate sheet.

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

4. Key your candidate number in the upper right hand corner of each sheel of paper.

5. Uncorrected crrors will be heavily penalized.

6. Any accepted method of dispiay consistently, used in letters and/or tabular exercises will be

accepted unless otherwise instructed.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO,

01251032/F 2007
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Answer all questions.
Question 1

Time: 20 minutes

Type the following letter on A4 paper following all inswuctions given. Use the following margins:
1.5” (3.81 cm) left; 17 (2.54 cm) right; 1” (2.54 cm) top and bottom.

Loon d"”"f“g'% ﬁ»ﬁomimqan*&d LA
 Moaolen

iﬁ_c.. i;um COM-M-(LLQ ,Z.uu:. beon ,cu“f‘ruzjed

Ouer “Prr. JFM s . MMW

?gm,umm iamnf Ao o neeo
0,5.0\. ;?mmkgd/@jfpfv &’c&:ﬂf‘é&' Qun

s J b rp e

atiasphins af actouwndabibiy, av-ol

uﬁw?f Ao Josti @ belben nelotior abs

bﬂfa&f—:&f&. L\é&umm'.@. ourf M

9‘ y) 2niﬂh~lﬂ¢j .

Aa sl 9 fonie olociolog) o farwl

HAMA ,wﬂtffu @ reornp Lote. ,%MMML
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Question 1 cont’d

UC-
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IO 2003

#
L0000 0.5 @dmﬂ-? ﬁm:f'%{ bS0,0v0. 00
Breoos E’Aefo(- 688, 00¢ 00
HSE00.00 Chocal FLoboron 55,000.27
30er.et O s 000 07T
a!000.00

’JSDD‘DO &"(-Lm - I

3,000:00 Rowm-yp QQjQLO 3, 5C0-00
[Lbogo, oo

I ooc. :
1109220 Bt Duitras s
~58 §00. gp ORES 71 500 60 71, SOD00
o : ¢

450000 et ot 579 S00.00

._9 _ ,ﬂcv_lq %E‘LQBF Al A(Illéd'um m"/— above eleoro
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owne Gooperditived,
iyt

Total 40 marks
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Question 2 (a)
Time: 30 minutes

Type the following database using the information given below. Print on A4 paper in landscape

orientation, with Times New Roman font, size 12.

Falolo

e — Mofi
Fiect RNeme - TEFT

Lacr Name - TTENT al Fa

QpRecs | —TEYT 49 -\JS”?( il
ABDeTas o — TeyT O & IQTHJ\
TELEPHOMNE —~ TENT @g:,\d\

SAIAPY — CurrErC
Tax ~ _Cuaaemag 9
“Dosla, D >
10m1 € Rorp, LIS DErs

1, haves PRECCOT
232 -720 gﬁ'UOJCDC‘-OO Tﬂ%‘-_‘:JODO‘DO
& Diane LANE  osyserfmisip Lf?w

Ly -BEERS 7070 < § Reoc0.00 - % 14,000 00

3, SalDAA DukeE  [WBANAIA bR, Ails
unllate

sss-soi € g5 b,oov.oo T, §B,200.00

. HORJe Rk,
@ MarSuall Felp 1090 NBW HORINE ) o

bbb-626b & qdl;llooo.no Tg 0300000
Add >-necends o geth owNn

GO ON TO THE NEXT PAGE
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Question 2 (b)
Time: 20 minutes

Copy and paste the information from the database in (a) into a spreadsheet, save the spreadsheet as
worksheet Number 2. After you have copied the information, add a column for total and a row for total.

The formula is (salary — tax). The answer goes into the total column. Total the salary column and
the tax column. Remember to save and print all work.

GO ON TO THE NEXT PAGE
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Question 2 {(c)

-6-

Time: 20 minutes

Using Microsoft word, create the following document in 1.5 spacing using 1.5” (3.81 cm) left,
1” (2.45 cm) right. Use the letterhead from Question 1.

’dlf" Mﬁm

Sk e, T3 A
Llw Qe Foo o o
{ Q'QAJP [Qoﬁ /{f 3 W
undnm (’T%J ‘2\5}“12"2@ jﬁ Ao

G‘LMAC/'J—’ w'
(P(om %M,ww . fst of the fraeno

4"““?‘50&6@ s Jorm (_,e'um{',q.Q. Ahoin
LBalories avof olevlue foyes 60.‘3;,04 on tHheaw

ﬂfg‘e‘}“ﬂi»ﬂ we u_aw@d..él,s%’o;tu ﬂﬂqx-&-ﬁo“f” o
Asapin> Qo] ,P.ow_,{a,ﬂg-,

k.gﬂ-&u/‘\"ﬂ preadlad, mu,,a-u-g{ andl
() g oo Eﬂaﬁ"ﬁ'

M %W&MW

%M%

fY—lOJL (TP

Total 60 marks
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SECONDARY EDUCATION CERTIFICATE
EXAMINATION
ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
PAPER 01 - General Proficiency
THEORY

1 hour

(06 JUNE 2008 (a.m.))

INSTRUCTIONS TO CANDIDATES

1, ‘This paper consists of TEN questions.
2. Answer ALL questions.,

% Number ench answer correctly in the answer booklet provided,

PO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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2.

Answer ALL questions.

Joan’s supervisor asked her to prepare, from the draft given to her, the annual report for
presentation at the next committee mceting. The report must include tabular and pictorial
representation of the information.

(a) Name THREE softwarc applications that Joan could use to complete the report.
( 3 marks)

(b) Identify TWO types of equipment that could be used by Joan’s supervisor to display
the information. ( 2 marks)

Tetal S marks

Select from the following list, FOUR keys that appcar on a standard keyboard of an IBM
compatible PC.

(a) Pause
(b) Edit
(c) Home
(d) Send
(e) Shift
6 Inscrt

Total 2 marks

Name the steps required to save a NEW document created using a word processing software
programme.
Total S marks

(a) State THREE steps for moving a block of text from page 1 of adocument to the end of

page 3. ( 3 marks)
(b) Identify the steps you would take to delete the text you have just moved in 4 (a).
( 2 marks)
Total 5 marks
GO ON TO THE NEXT PAGE
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5. Table 1 below refers to the selection of appropriate stationery and paper sizes for two documents.

T

(a} Capy Table 1 into your answer booklet and complete it by stating the appropriate
stationery and paper size that should be used for EACH of the TWO documents.

TABLE 1

STATIONERY AND PAPER SIZE FOR EACH DOCUMENT

Document Stationery Paper Size

(i) A two-page letter

(ii) Aninvoice

( 4 marks)

(b) Name the correct size and type of envelope for {a) (i} above, if the letter is being sent
from your territory to London, England. ( 1mark)

Total 5 marks

6. {a) State the ditference between an “operating software” and an ‘application software’.
( 2 marks)
(b) List TWO Lypes of secondary storage devices. ( 2 marks}

Total 4 marks

7. Musiciuns in the Caribbean have been asking for tougher faws to protect their work.
(a) Name the concept that guides these requests, ( 1 mark )
(b Define the term copyright. ( ¥ mark )
Total 2 marks
8. Using the information below, create a letterhead for the given company.

The name of the company is Pike Advertising. The company’s address is Suite #4,

Market Street. Bridgetown, Barbadoes. The telephone number is 011-622-4039 and the

facsimile number is 011-625-5554. You are to centre and bold all information, using alk caps.
Total 10 marks

GO ON TO THE NEXT PAGE
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9. Read the following passage carefully. Rewrite the passage in your booklet correcting all
punctuation and spelling errors. Circle all corrections made.

_4-

Come on lets do it write take the books of the desk polishe the desk
dust the books and then rearange the book in the corect order once
this is done every one will have quik and sasi acces to those books

Total 10 marks

10. State the short cut key which has the same function as EACH of the following terms:
(a) To center ( 1 mark )
(b) To insert page break ( 1 mark )

Total 2 marks

END OF TEST
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CARIBBEAN EXAMINATIONS COUNCIL

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT

1. Anadequate amount of stationery will be supplied. Select the appropriate paper for each answer.

AN A ol

SECONDARY EDUCATION CERTIFICATE
EXAMINATION

PAPER 02 — General Proficiency

2 hours

(06 MAY 2008 (a.m.})

INSTRUCTIONS TO CANDIDATES

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 your
documents.

Answer ALL questions.
Read all instructions carefully before answering each question.

In addition to the 2 hours allocaied for this examination,
candidates are allowed 20 minutes prior to the official start of
the examination:

10 minutes — warm-up on the keyboard followed by
10 minufes — reading time.

Any defect in the machine should be reported to the Invigilator
who will make the appropriate notation and indicate on the
candidate’s folder any time lost. He/she will also record this
information on the Supervisors’ Irregularity Report.

Begin each answer on a separate sheet.

Print on vne 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 letrers and/or tabular exercises will be

accepted unless otherwise instructed.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.

01251020/F 2008
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Answer all questions.
Question 1
Time: 30 minutes

Type the following on A4 paper following all instructions. Use the following margins: 1.5” (3.81 cm)
left, 1”7 (2.54 cm) right, 1”7 (2.54 c¢m) top and bottom. The document should be two pages.

(i.o.o:fz e appro /Jmc.'tﬁ. M%
.j;ww-f"f, d.o.'@.

zaw‘?m e Diﬂr@

O,ae/

Mrs

Dear Sps. Foto

Ailyphora M%
ey A e 7,
’j_’mge.r—‘t "(’;_LAQL ,/é\Lﬂ-"Q—

fo paiell i, o ygestop Tlt fre
/ﬁcyww ﬁ@dpr_{afrﬁw

makig Corl- /mr,a..;[- A e Aot
e o&-idZ‘d-mEmJﬁ‘
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Question 1 cont’d

- 3.

tsrnds anr il pleme ey  nitd  Lc
St o iy i g
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Question 1 cont’d
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Total 27 marks
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SRS

Question 2
Time: 20 minutes

Type the following in 1.5 line spacing using margins of 1.5” (3.81 cm) left, 1”7 (2.54 cm) right. Follow
all instnictions.

o 4 mEL podoerioars
o’ o
£

S N clooloo & Ayt
Buaw@:s‘ ( )M /&M%
Colomect. S8, Dicks kot oo
Viph ool i copuc. At
RLL G0 Yoy thim s i Haip FHome
2e e [rihoalis Luik b o T
Ay Aebpos fsipisn ot G e Sipt

e 2 e, 4 P /é/c,mvé.d_l
C’%\_} A:;au..?__ “t%ht_z ,(u_a.myf’ L % %ﬁ"

Wc,z.- A L Ao
e e Tt e
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Question 2 cont’d
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Question 2 cont’d
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Total 26 marks
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Question 3

Time: 30 minutes

Type the following on legal size paper following all instructions. Use the following margins:
1.5” (3.81 cm) left, 1”7 (2.54 cm) right, 1”7 (2.54 cm) top and bottom.

=
@\AW&M% o Mombomdiip
7O OM_“_)M IN E{'M Pcpbk_
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Question 3 cont’d
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Question 4
Time: 40 minutes

Type the following on A4 paper following all instructions. Use the following margins: .5” (1.27 cm)
left; .57 (1.27 cm) right; .5” (1.27 cm) top and bottom. Print document back and front.
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MAY/JUNE 2008

CARIBBEAN EXAMINATIONS COUNCIL

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT

I S

1. Anadequate amount of stationery will be supplied. Select the appropriate paper for each answer.

SECONDARY EDUCATION CERTIFICATE
EXAMINATION

PAPER 03/2 — General Proficiency

1
13 hours

Cﬂﬁ JUNE 2008 (a.m.))

INSTRUCTIONS TO CANDIDATES
This paper consists of TWOQ questions.
Answer ALL questions.
Read all instructions carefully before answering each question.

In addition to the 11 hours allocated for this examination,
candidates are allowed 20 minutes prior to the official start of
the examination:

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

ALL documents should be filed on the storage medium for
printing. The Invigilator will give instructions about
arrangements for printing the documents.

Any defect in the machine should be reported to the Invigilator
who will make the appropriate notation and indicate on the
candidate’s folder any time lost. He/she will also record this
information on the Supervisors” Irregularity Report.

2. Begin each answer on a separate sheet.

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

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

5. Uncorrected errors will be heavily penalised.

6. Any accepted method of display consistently used in letters and/or tabular exercises will be

accepted unless otherwise instructed.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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Answer all questions.,
Question 1

Time: 30 minutes

Type the letter below, on A4 paper following all instructions. Use the following margins: 1.5 (3.81 cm)
left; 17 (2.54 cm) right; 17 (2.54 em) top and bottom. Create a mail merge using the names at the bottom

of the letter.
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Question 1 cont’d
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Total 40 marks
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Question 2

o fi=

Time: 1hour

You are to prepare a PowerPoint presentation for a company’s annual shareholders’ meeting. The
information for this question is given in the following pages. Use single line spacing throughout the

document.

(a) Prepare the presentation.

(b) Insert an organizational chart into the PowerPoint presentation.

©) Prepare a spreadsheet entering the figures given. Complete the spreadsheet to determine the net
income in dollars and as a percentage of the gross income.

(d) Use the spreadsheet to prepare a column chart showing the moaths and the percentages.

(e) Print the spreadsheet and the column chart.

) Copy and paste the spreadsheet and the column chart into the PowerPoint presentation.

(g} Print the entire PowerPoint presentation.

GO ON TO THE NEXT PAGE
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Question 2 cont’d
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Question 2 cont’d
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SECONDARY EDUCATION CERTIFICATE
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
PAPER 01 - General Proficiency
THEORY

@JUNE 2009 (a.m.)

INSTRUCTIONS TO CANDIDATES

1. This paper consists of TEN questions.
2. Answer ALL questions.
5, Number each answer correctly in the answer booklet provided.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.

Copyright © 2007 Caribbean Examinations Council®.
All rights reserved.
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Answer ALL questions.

A computer system is made up of input and output devices.

(a) Define the term ‘output device’. ( 1 mark)
(b) List THREE output devices. ( 3 marks)
Total 4 marks

There are TWO types of software that allow the computer to work effectively.

(a) List these TWO types of software. ( 2 marks)

(b) State the MAJOR function of EACH of the types of software listed at (a). ( 2 marks)

(c) Give ONE example of EACH type of software. ( 2 marks)
Total 6 marks

In order to set up and maintain an electronic filing system (EFS), certain tasks should be

completed.

(a) What are the tasks involved in setting up and maintaining an EFS? ( 2 marks)

(b) When naming files there are specific file extensions that may be used for the various
file types. State the extension used for EACH of the file types listed below.

(i)  Document ( 1 mark)
(ii)  Photograph ( 1 mark)
(1i1) Files containing codes ( 1 mark)
Total 5 marks

GO ON TO THE NEXT PAGE
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4. (a) List FIVE punctuation marks that are commonly used in document production.
( 5 marks)
(b) Write the manuscript signs for EACH of the following:
(i) Spaced caps
(i)  Stet
(ii1) Delete
(iv) Transpose
(v) Insert
(vi) Indent ( 6 marks)
Total 11 marks
S Sharon Johnson is the Administrative Assistant to the Chairman of the Board. She has been

instructed to prepare the necessary documents to be circulated before a Board Meeting.
List THREE of the documents that may be prepared.

Total 3 marks
6. The Beacon Organization consists of FOUR persons: aPresident, a Secretary, an Accounts Clerk
and an Office Manager. Draw the organizational chart for this organization.
Total 4 marks
7. When preparing financial statements on the computer, there are specific types of software that
may be used to facilitate the process.
(a) State ONE type of software that may be used to do tabulations. ( 1 mark )

(b) State TWO types of financial statements that can be prepared using the software named

at (a). ( 2 marks)

(c) Name TWO types of headings used in advanced tabulations. ( 2 marks)
Total 5 marks

GO ON TO THE NEXT PAGE
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(a) Music piracy is a big issue in the Caribbean. State TWO types of laws that can be

implemented to address the problem. ( 2 marks)
(b) (i) Define the term ‘plagiarism’. ( 2 marks)
(i) State TWO guidelines that can be used to avoid plagiarism. ( 2 marks)

Total 6 marks

The arrow keys are used to navigate within a document on the computer monitor. State
TWO additional keys that may be used to navigate a document. Total 2 marks

A secretary has to check the schedule of meetings on a daily basis. She has decided to
create a shortcut to the file with the schedules on her desktop. List the FOUR steps she
should use to create the shortcut. Total 4 marks
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SECONDARY EDUCATION CERTIFICATE
EXAMINATION

, ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
PAPER 02 — General Proficiency

2 hours

(05 MAY 2009 (am.) )

INSTRUCTIONS TO CANDIDATES

This paper consists of FOUR tasks which you should file on the
storage medium for printing. The invigilator will give you
instructions about arrangements for printing your documents.

p Answer ALL questions.
3. Read all instructions carefully before answering each question.
4, In addition to the 2 hours allocated for this examination,

candidates are allowed 20 minutes prior to the official start of
the examination:

10 minutes — warm-up on the kevboard followed by
10 minutes - reading time.

= Any defect in the machine should be reported to the Invigilator
who will make the appropriate notation and indicate on the
candidate’s folder any time lost. He/she will also record this
information on the Supervisors’ Irregularity Report.

1.  Anadequate amount of stationery will be supplied. Select the appropriate paper for each answer.

2

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.

o o o

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

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.

Copyright © 2007 Caribbean Examinations Council®,
All rights reserved.
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Answer all questions.
Question 1
Time: 25 minutes

Type the following on the paper provided, following all instructions. Use the following margins:
1.5” (3.81 cm) left, 1”7 (2.54 cm) right, 1” (2.54 cm) top and bottom.
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Question 1 cont’d
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Question 1 cont’d

Total 23 marks
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Question 2
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Time: 20 minutes
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Question 2 cont’d
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Question 2 cont’d
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Total 24 marks
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Question 3
Time: 30 minutes

Complete the task below, following all instructions.

:l-ﬁbﬁ-?o‘z)

Total 26 marks

GO ON TO THE NEXT PAGE
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Question 4
Time: 45 minutes

On a full sheet of paper, create the brochure as shown.

GO ON TO THE NEXT PAGE
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Question 4 cont’'d
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CARIBBEAN EXAMINATIONS COUNCIL

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT

1.  Anadequate amount of stationery will be supplied. Select the appropriate paper for each answer.

SECONDARY EDUCATION CERTIFICATE
EXAMINATION

PAPER 03/2 - General Proficiency

I—; hours

G)S JUNE 2009 (a.m.))

INSTRUCTIONS TO CANDIDATES

This paper consists of TWO questions.
Answer ALL questions.
Read all instructions carefully before answering each question.

In addition to the 1-% hours allocated for this examination,
candidates are allowed 20 minutes prior to the official start of
the examination:

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

ALL documents should be filed on the storage medium for
printing. The Invigilator will give instructions about
arrangements for printing the documents.

Any defect in the machine should be reported to the Invigilator
who will make the appropriate notation and indicate on the
candidate’s folder any time lost. He/she will also record this
information on the Supervisors’ Irregularity Report.

2.  Begin each answer on a separate sheet.

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

-
N b kK

Key your candidate number in the upper right-hand comer of each sheet of paper.
Uncorrected errors will be heavily penalised.

Any accepted method of display consistently used in letters and/or tabular exercises will be

accepted unless otherwise instructed.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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Answer all questions.
Question 1 (a)

Time: 20 minutes

Create an address book using the data given below. Save the address book as Secretariat. Print a hard
copy of the Address Book on A4 or letter size paper, using landscape orientation. Use the following
margins: 1.5” (3.81 cm) left; 17 (2.54 cm) right: 1” (2.54 cm) top and bottom.
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Question 1 (b)
Time: 20 minutes

Type the following letter inviting the persons in the Address Book to attend the Homeopathic
Conference. Follow all instructions and print the letter on A4 or letter size paper. Use the following
margins: 1.5 (3.81 cm) left; 17 (2.54 cm) right; 1” (2.54 cm) top and bottom.
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Question 1 (b) cont’d
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Question 1 (¢)

Time: 15 minutes

Create the following form on A4 or letter size paper. Use the following margins: 1.5” (3.81 cm) left;
17 (2.54 cm) right; 1” (2.54 cm) top and bottom.
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Question 1 (d)
Time: 15 minutes

You are required to send a copy of the letter in part (b) to all persons listed in the address book created

in part (a)
1. Open the document.
2 Run the mail merge.
3. Send a copy of the letter to all the invited participants.
4, Print only the letters sent to:
. Dr Angel Welch
. Sir John LaBlanc
- Dr and Mrs Shirley Mendonca

Total 60 marks
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Question 2
Time: 20 minutes

Prepare a PowerPoint Presentation using the following information. Print a hard copy of the
presentation.
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Question 2 cont’d
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1 hour
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INSTRUCTIONS TO CANDIDATES

1. This paper consists of TEN questions.
2. Answer ALL questions.
3. Number each answer correctly in the answer booklet provided.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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Answer ALL questions.

1. An accountant is using Microsoft Excel, in the Windows environment, to create a spreadsheet.

€) List the steps that could be used to

(i) open the Excel workbook if theicon is not on the desktop ( 2 marks)
(i) insert new columnsto the left of existing columnsin a spreadsheet.
( 3 marks)
Total 5 marks
2. An Administrative Assistant is required to produce two letters containing simple graphics.

€) State TWO software applications that could be used to insert the graphics into the
documents. ( 2 marks)

(b) Identify TWO letter styles that may be used to produce the letters. ( 2 marks)

(©) State TWO differences between the letter styles identified in part (b) above.
( 2 marks)

Total 6 marks

3. State the meaning of EACH of the following manuscript signs:
€) DS
(b) Stet
(© u/s
Total 3 marks
4, One element of a desirable work habit is ‘working without supervision’. List THREE other

elements of adesirable work habit.
Total 3 marks

GO ON TO THE NEXT PAGE
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5. There are several types of professional documents and forms that may be produced using the
computer.

(a) Name TWO types of electronic forms that would be relevant to an accounting office.
( 2 marks)

(b) Name TWO types of literary documents that may be produced using the computer.
( 2 marks)

Total 4 marks

6. Marcus was asked to prepare the document below using the computer. His instructions were
to:

- use horizontal headings

- left align columns 1 and 2
- right align columns 3 and 4
- show all gridlines

Q
ACCOUNT ({/Qa
NUMBER DATE Q CREDIT
6346 Feb,2,2011 $323,012.00

7254 2010-16-06 $4,056.00
4692 2009-09-20 $14,925.00
8812 Dec-25-2010 $65,550.0
1614 Nov-14-2011 $9,267

Reproduce the document above on a new page in your answer booklet to show what the final

document should look like.
Total 10 marks

7. The paragraph below was typed using aword processor.

global warning seems to be the hot topic in todays headlines
governments are spending huge amounts of money to promote
environmental protection practices within their countries since is it
established that polution is one of the major causes of global warming.

€) List THREE techniques that could be used to edit the paragraph. ( 3 marks)

(b) Rewrite the paragraph, in your answer booklet, correcting all errors. Circle the
corrections that were made. ( 7 marks)

Total 10 marks
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Copy the table below in your answer booklet. Using a line, match EACH document to the
MOST appropriate printer that may be used to produce it.

Document Type of Printer
Research Paper Dot Matrix
House Plan Inkjet

Hospital Bill Plotter
Invitation ~. Laser

Total 3 marks

For EACH of the file extensions given in the list below, state the type of file to which it refers.

@ Jpg ( 1 mark)
(b)  txt ( 1 mark)
() Jbmp ( 1 mark)

Total 3 marks

In the office environment, paper may be selected based on the type, size or layout. State ONE
example of EACH of the following categories of paper:

@ type ( 1 mark )
(b size ( 1mark )
(o) layout ( 1 mark)
Total 3 marks
END OF TEST
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SECONDARY EDUCATION CERTIFICATE
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
PAPER 02 - General Proficiency

2 hours

(04 MAY 2010 (a.m.) )

INSTRUCTIONS TO CANDIDATES

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 your

documents.
2. Answer ALL questions.
3. Read all instructions carefully before answering each question.
4. In addition to the 2 hours allocated for this examination,

candidates are allowed 20 minutes prior to the official start of
the examination:

10 minutes -  warm-up on the keyboard followed by
10 minutes -  reading time.
5. Any defect in the machine should be reported to the Invigilator

who will make the appropriate notation and indicate on the
candidate’s folder any time lost. He/she will also 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
accepted unless otherwise instructed.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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All documents on this paper should be typed using the following margins: 1.5” (3.81 cm) left,
1" (2.54 cm) right, 1” (2.54 cm) top and bottom.

Question 1
Time: 25 minutes

(@) 0] Type the letter shown below, following all instructions.
(i) Type the letterhead as a header.
(iti)  Save the document as Draft.

(iv)  Print Draft.

GO ON TO THE NEXT PAGE
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Question 1 (a) cont’d

GO ON TO THE NEXT PAGE
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Question 1 cont’d

Time: 15 minutes

(b) 0] Type the document below using a spreadsheet program.
(i) Save the spreadsheet as Sheet1.
(iii)  Print Sheet1.
(iv) Insert Sheetl into the letter after the first paragraph.
v) Save the new document as Final.
(vi) Print Final.
/ DA fjﬁ:ﬁﬁ Tomaun TY Time

ﬂ{m«wlﬂj /0 \/tray S Loy = 4 i3a am.

(ff—u-w M G100 A

Total 27 marks
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Question 2
Time: 20 minutes
(a) Type the invoice below.

(b) Insert an appropriate logo in the invoice head.
(c) Bold all headings.

(d) Bold and centre the column headings.
Gevorea
Mwiﬁ-’ _’;\E;; Foee DE PoT
: Al S TeseT
'ﬁupdv‘"&a éﬁ“ﬁ'ﬁ-ﬁ; & Lucs A

TElePHoNE « (752249370
Dot - Fax: [s) ay - ¢3se

' g ‘
L Ly g&[ﬂiﬂ‘—@ 3 -0n f:-ff:n*ﬂ-ﬂ

Pﬁo - {mlﬂu"‘j 8300 3¢-on
w JetaQ,
Yo 39300
A—-‘Lﬁ.ﬁ.—-e"LH
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Question 3
Time: 30 minutes

Type the manuscript below in double line spacing, following all instructions.
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Question 3 cont’d

GO ON TO THE NEXT PAGE
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Question 3 cont’d

mﬁ th ?%@%

Total 26 marks

GO ON TO THE NEXT PAGE
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Question 4
Time: 30 minutes

Type the flowchart below, following all instructions.

Total 26 marks
END OF TEST
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1% hours
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INSTRUCTIONS TO CANDIDATES

1.  This paper consists of TWO questions.
2. Answer ALL questions.
3. Read all instructions carefully before answering each question.

4. In addition to the 1% hours allocated for this examination,
candidates are allowed 20 minutes prior to the official start of
the examination:

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

5.  ALLdocumentsshould befiled on the storage medium for printing.
The Invigilator will give instructions about arrangements for
printing the documents.

6. Any defect in the machine should be reported to the Invigilator
who will make the appropriate notation and indicate on the
candidate’s folder any time lost. He/she will also 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 heavily penalised.

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

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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Answer all questions.

Question 1
Time: 20 minutes

() 0] Using the data given below and an application of your choice that is suitable for a mail
merge, create a client list.

(i) Use landscape orientation and show all gridlines.

(iii) Use the following margins: 1" (2.54 cm) left; 1” (2.54 cm) right; 1” (2.54 cm) top and
bottom.

(iv) Save the document as Client List 1.

(v) Print Client List 1.

©. Tlooduy's e, Vabari Moody |

E e o
= .mewISmu S‘nm:’wéj#rurrig

. L y 1-00, :’-EJ AE.00
P, e.s0 100 S0.00

4

@ Wire Wouse, Gue, ‘Rowm fonnaeof
213157% ertied ‘

e - PR -

Bond papers Hio150, <o

] EFEDJ "DDJ B00. oD
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Question 1 cont’d

(b)

Time: 20 minutes
0] Edit Client List 1 using the instructions given below.
(i) Save the edited document as Client List 2.

(iii) Print Client List 2.

Guebobddoam  Liotiion. Moume Db' cﬁam{oap«.%
mq’mmﬁm.ﬁ, s ainialag s

C 146 A&m)&h% A@M,Wmﬁng
e K«tj E;i;amafﬂmj Ponbaolay
3. "‘-F--'L‘; ﬂmn, ﬁ%ﬂ'dlgmdﬂﬁ

MMMHQ;

add o e, ™

Total 45 marks
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Question 2
Time: 20 minutes
() 0] Create the following letterhead using the instructions given below.

(i) Use the following margins: 1.5[] (3.81 cm) left; 1[] (2.54 cm) right; 1[] (2.54 cm) top
and bottom.

(iii) Save document as Letterhead.

Do _fath haool 4w M-é«wxm‘—
ﬁmﬁummﬁ’ﬁ%ﬁﬂm”w:f

éﬁ{ff n.ﬂﬂ——u ('l:}hqu# =248 -bS6~"Tbak

R‘-ﬂ”n&gx Fax # 1-249- bsL-TTe2Y
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Question 2 cont’d
Time: 15 minutes

(b) 0] Prepare the following letter to be sent to the clients on the mailing list provided.
(i) Save the document as Org letter.

(iii) Print Org letter on the letterhead created in Question 2 (a).

Fona

. Nk $# 43f
mﬂ%\l{?wl.l oldes
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Question 2 cont’d
Time: 15 minutes

(c) 0] Perform a mail merge using Client List 2 and Org letter.
(i1) Save the file as Letter merge.

(iii) Print the FOUR letters using the criteria given below.

s T T éﬂ.{énm&tja Nows frema
Cliertt L;ﬁf“_‘t— — ﬂm ’I'.:LE CF*mFm-.(jf
Roldreow |

Total 55 marks
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EXAMINATION
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PAPER 02 — General Proficiency

2 hours

(03 MAY 2011 (a.m.))

INSTRUCTIONS TO CANDIDATES

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 your

documents.
2. Answer ALL questions.
3. Read all instructions carefully before answering each question.
4. In addition to the 2 hours allocated for this examination,

candidates are allowed 20 minutes prior to the official start of
the examination:

10 minutes  — warm-up on the keyboard followed by
10 minutes  — reading time.
5. Any defect in the machine should be reported to the Invigilator

who will make the appropriate notation and indicate on the
candidate’s folder any time lost. He/she will also 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
accepted unless otherwise instructed.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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Answer ALL questions.
Question 1
Time: 25 minutes
(a) Produce the main document and the data file, following ALL instructions.

(b) Create the letter in blocked style, using the following margins: 1” (2.54 cm) top and bottom,
1" (2.54 cm) left and right.

(c) Save the main document as letter.
(d) Save the data file as addresses.
(e) On A4 or letter size paper:
1) Print ONE copy of the main document showing the fields.
(ii) Print ONE copy of the data file showing the records.
® Merge the documents and print ALL four letters.

(9) Produce an envelope addressed to Mr Carlos Ramirez.
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Question 1 cont’d
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Question 1 cont’d

- 4-
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Question 2
Time: 35 minutes
(@) 0] Type th_e following document as a spreadsheet in portrait orientation. Follow all
instructions.
(ii)  Add the times for each entry and enter the total in the Aggregate Time column.
(iif)  Sort the data by the Aggregate Time field in ascending order.
(iv)  Save the document as Times.
A s
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Question 2 cont’d

(b) (i) Type the following memo to Carol Flint, Association Secretary, from Basil Graham,
Administrative Officer.

(i) Use the following margins: 1” (2.54 cm) left and right, 1” (2.54 c¢m) top.
(iii) Use the blocked style and justify the right margin.

(iv)  Save the document as memo.
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Question 3

Time: 25 minutes
(i) Create the following table on A4 or letter size paper.
(ii) Use double line spacing.

(iii)  Centre the table vertically and horizontally on the page.
(iv)  Print the final document.
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Question 4
Time: 35 minutes
(a) Type the following flyer with equal left and right margins of 1. 5” (3.81 cm) and a top margin
of 1” (2.54 cm).
v 2 b {»Jc'r‘"; G" E
+ s T fae
CYCLING IN THE CARIBBEAN Y £ S35 s
o ,{_;.‘.a.--"ﬁ- ar %}.— a Phq’fﬂa’*"’ni’k

(Sl e

lir you want to exercise, lose weight, give your cardio-vascular system a thorough workout
cveling is the perfect hobby. Imagine, too, the excitement of exploring different sites, meeting
new people of all agn:sfnd learning about different cultures.

(=5
Skl e -
> WHAT TYPE OF CYCLING? — wLaliciy&
INSERT A Heee

These and other forms of eycling are very popular in the Caribbean — thanks to the varied terrain

and conducive climate, The beauty of the landscape is awe-inspiring. Whether you are eycling
high above the cast eoast of Barbados -

g
. PoAngrBnd: . . . e
overlooking the picturssgque view of the Atlantic Ocean, climbing the steep hill known as the
*Dark Hole’, or exploring the popular Chaguaramas peninsula, you are bound to feel exhilarated.
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Question 4 cont’d
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1 hour
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INSTRUCTIONS TO CANDIDATES

1. This paper consists of TEN questions.
2. Answer ALL questions.
3. Number each answer correctly in the answer booklet provided.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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Answer ALL questions.

1. (a) A computer system cannot function without users. List THREE other essential
components of a computer system. ( 3 marks)
(b) Briefly describe EACH of the components listed at 1(a) above. ( 3 marks)

Total 6 marks

2. (a) State THREE of the tasks required to set up and maintain an electronic filing system.
( 3 marks)
(b) File extensions are used to identify different types of files. In your answer booklet, copy

and complete the table below, inserting the missing file types or extensions. The first
one is completed for you.

File Type Extension
Document .doc
jpeg
Picture
.exe
( 3 marks)
Total 6 marks
3. Formatting documents has become increasingly simpler with the advancement of technology.

However, there are certain basic formatting features which are required to produce acceptable
business documents. List THREE of these features.
Total 3 marks

4. In the past, sending correspondence was limited to the postal services.
(a) List THREE modes of transmitting documents electronically. ( 3 marks)
(b) Describe the steps required to perform a mail merge. ( 2 marks)
Total 5 marks
5. In the day-to-day activities of a business, the secretary is expected to produce legal, technical

and literary documents. List TWO examples of EACH of these documents.

Total 6 marks
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6. Rewrite the following document in your answer booklet, correcting ALL errors. Circle all the

corrections that you make.

March 15, 2011

The Manger

Pearl Business Systems

1 Parkway

Barbados

Dear Sir.madam

Please be advise that computers purchased from your company on 3/3/2011 are defective the
systems are shutting down after fifthteen minutes of use and are taking two hours to reboot.

After several visits from your techniques the problem still persists. A decision was their fore
taken by management to return the systems to you for a full refund as per our contract.

Thank you

Yours Faithfully

Rhonda Short
Generalmanager

Total 10 marks

7. (a) The concept of copyright involves several stakeholders. List TWO of these
stakeholders. ( 2 marks)
(b) State TWO procedures that should be followed to avoid plagiarism. ( 2 marks)

Total 4 marks
8. (a) Identify the productivity tool that is MOST appropriate for creating advanced
tabulations. ( 1 mark)

(b) Forms are important to the smooth operation of an office. Identify TWO types of forms
used in an office. ( 2 marks)

Total 3 marks

9. Identify the shortcut keys on the keyboard that are used to ‘cut and paste’ within a document.

Total 2 marks
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10. The Carpen family consists of the following members: Sita, James and their two children, Jane
and John. John and his wife Margaret have two children, Mary and Mark. Jane has one son,
Todd.

Copy the diagram below in your answer booklet and complete it to show the Carpen family tree.

Sita and James

John and Margaret Jane

[ 1

Total 5 marks
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1% hours
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INSTRUCTIONS TO CANDIDATES
1.  This paper consists of TWO questions.
2.  Answer ALL questions.
3.  Read all instructions carefully before answering each question.

4. In addition to the 1’2 hours allocated for this examination,
candidates are allowed 20 minutes prior to the official start of
the examination:

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

5.  ALL documentsshouldbefiled on thestorage medium for printing.
The Invigilator will give instructions about arrangements for
printing the documents.

6.  Any defect in the machine should be reported to the Invigilator
who will make the appropriate notation and indicate on the
candidate’s folder any time lost. He/she will also record this
information on the Supervisors’ Irregularity Report.

1.  Anadequate amount of stationery will be supplied. Select the appropriate paper for each answer.
2. Begin each answer on a separate sheet.

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

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

5. Uncorrected errors will be heavily penalised.

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

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.

Copyright © 2009 Caribbean Examinations Council.
All rights reserved.
01251032/F 2011


Darre
Stamp


mPASTPADERS.COM

- 2-
Answer all questions.
Question 1
Time: 20 minutes
@ (i)  Create the letterhead below on A4 or letter size paper, following ALL instructions.

Use the following margins: 1.5” (3.81 cm) left; 1” (2.54 cm) top and bottom.
(i) Insert a suitable watermark.
(iii)  Save the document as letterhead.

(iv) Print the document.

I

3y WDaTeR0n DRuvE,

foeut A
horqu? 21y ~ Bob-TO00 r:ﬁ,ﬁauq--‘aea\-‘%m -
AT
iE.ﬂ’Tﬁf{ﬂgN L1 pd
- : -
f T@“__H‘\Zm ﬁfﬁzaw Sloonle e olira
( o < d:' B :
I mz,mn:ﬁ_ E . g - ,,/g: : '_ A
'\\ T
\H'-\.

; ,faa;fﬂ ! |

8 LL e i ean e
ﬁ‘h.i.. tE\,u:!" C.ﬂ'rﬂlr}E/de'.l‘hM'Eﬂ H-'Dru-f\ Y. POy ..c;_b.ma-g I.I
: 3 3 iﬂﬂfnﬂf’{dﬁoﬂ ! |
ﬁmm toulone] o foun nasch ool |

N A Py T -
W;T%::EL.; [ 'b.‘;ﬁ:}‘:s#-‘-hﬁmnc\ ‘-a/‘-af-";‘—“ (15 marks)
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Question 1 cont’d
Time: 20 minutes

(b) (i) Use the letterhead created in 1 (a) to produce a promotional draft.
(i) Insert graphics and Word Art as instructed.
(iii) Remove the watermark.
(iv)  Save the document as promo.

v) Print the document.

(PromeT onal T";ﬂ_ﬁ?@” Cars Bols,
— - T )
=
3*""! ﬂ'ﬂﬂuﬂ.ﬂ s
EMM\IJ

Sall J
M somry s ﬂ_acﬁ-—_____cfiﬁ ¢ /ﬁua?i:
4 AJE‘ ’ eams
Size ﬂ:c})a‘g&& Jmf% F:k:-u'u&, '?.fau

_.—'_'_'-.
AoV
Iy
u-p;:]’S

&m»d.ats QM%:.UF{‘ 1< (S0t
'% 9-1-51 ‘00 pim
’F',, at 10D flm
f_ F_ Sungle ppoca

- —-—'ﬂ—‘_—_’”
}Dﬁv&‘r
Tile wienol A
’ﬁi% 1M%6 wEL*_Tmiﬁ‘Fﬂ‘ﬂ. Raap ﬂ-ml:f;.,uﬂrﬁ
(= - .
wuh@ E’C- E:'ﬂ." : F}m‘ﬁ.;?rr_, TIVE Band
Single “Tickas 4120.00 Pr——
Spacs awi,&m,a WMMg
uuua___‘{w - S
_ T rdoolS eae
mm"{"v&-ﬁ Mm I—!;MEL?D :t’a" 8{'[.“,\_ @'
-———M im g o (25 marks)
(C&Jﬁu..r E"'D-E‘Lf-ﬂ..?-f Da(_"’ wwi-r—c)a i—

Shopp e

Total 40 marks
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Question 2
Time: 20 minutes

©) Create TWO spreadsheets, a chart and the layout of a seating arrangement for a meeting,
following ALL instructions given.

C‘-) CreaZe. g S;;::r-g,..:a,qﬁq-(:&az’ Aaeredh
# st ¥

Colctmn —BrneS ! M'ﬁj ; DESCARL P Tran,
At Cost , ToTAL
ﬁl\)‘s — S V-&ﬂ.up-ﬂ.—r
¢ Enlovéaimment

"r Z}ic.cy— Lﬂﬂ‘;

Seow Em—.l‘";hﬁ

Al losl Vernie = Boeo

N o e
Glecante
ﬁr‘mu./{a_. _.:é, M {7-,1‘,&',&11&.5 ,@f mﬁz{'
= Afatad

Fn;—vf T Cost ’

i
Create o é% chort #p Shao

-f"?fa; r*ffa,d‘q_,f: .5.{;;-5&']' .ﬁ?:’[ .é'..a.c.-{, AZ‘JEM..
(w. G5 dd‘s{ﬁu—{ ! .
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Question 2 cont’d
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Question 2 cont’d

(ili)  Use the productivity tools to create the layout shown below.

GAND  +
FPooDiung

S-E,a_f;;nlj Ao
— VP

Cock TAl L
B#aa,

(27 marks)
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Question 2 cont’d
Time: 30 minutes
(b) The Organizing Committee has to prepare a PowerPoint presentation. The information for the
presentation is given in the following pages.

(i) Prepare the presentation.
Save the PowerPoint presentation as present.

(i)

First stide : (Guwe swiil ttl)

Decorotisns + Cateing

A adlrsrrm P
B tabroctuction: The Brawal Conibbean/
Aoderpolional  fBad &1 an event Haf
i Repmoo ot rmn'g m.p{i““"f..:};ﬁ 5
f}.pw'.h selodorsleps for- Heserviag
Stuolents frsme  Carbdean cownhues
"f;c{afe-,(pias Slecclonts Aoae Aover
6%/(‘6554:&? s A M Sﬁzﬁfﬁﬂr&&_f'as
Lo He tniverselos Lg Kerr edlocce.

The reSalfs Aone _Aa /
Lxceecledd — B~ LxLE ctatisns Oiaol

L JJ{-Q/M M h‘;ﬁ.:ﬁ *?E'M

Mx.'f{'i’ ﬂé:L Lo Mca/o,z’;mx
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Question 2 cont’d
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Question 2 cont’d
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(33 marks)

Total 60 marks
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EXAMINATION
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2 hours 20 minutes

Co4 MAY 2012 (a.m.))

READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

1.

An adequate amount of stationery will be supplied. Select the appropriate paper for each answer.

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 your
documents.

Answer ALL questions.
Read all instructions carefully before answering each question.

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.

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 will also record this
information on the Supervisors’ Irregularity Report.

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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Answer ALL questions.

2.

Question 1
Time: 30 minutes

@) Create a suitable letterhead for the following company and insert an appropriate logo.
Island Property Inc, Prospect, St Peter, Barbados, Telephone (246) 402 4566,
Fax (246) 402 3978, E-mail: IPN@propsurf.com.

(b) On the letterhead created, type the following letter in blocked style to:
Miss Charmaine McClean, 2 Belvedare Crescent, Castries, St Lucia.

(c) Mark the letter CONFIDENTIAL. The reference is RO31/MS/(your initials).

(d) Save as “letter” and print.

mﬂm:j peeple detam  of horma cwrarship but moxt ace
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Question 1 cont’d
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Question 1 cont’d
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Question 2

Time: 24 minutes

Type the following information in a spreadsheet, following all instructions.

@
(b)
©

Use landscape orientation.

Create a pie chart to show the commission from commercial sales. Insert the pie chart on the

same page as the spreadsheet in (a) (i) above.

Save the document as “spreadsheet” and print.

(d)
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Question 3
Time: 18 minutes
@) Display the following form using equal left and right margins of 1” (2.54 cm).
(b) Type FormR1/1/10 as a footer at the left margin and June 2012 at the right margin.

(c) Save as “form” and print.

T land Property Maragemedt Seruiss —cops
Re_ﬂi«njrrq_tfsvx .Fn'l‘M Feh sFﬂ.,ﬂ.!‘ﬂL caps
shodlfarm Rertal . . 4al caps
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| Tume - 3R ﬁu-iu!.t 2011 §
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;‘:%w: Nammis C‘F aull s:-ﬂr_t-l..Pa_,.d; ,.-_-;._i‘, Hhe M.j;# ‘13 g
Swrname r{:hgismﬁn name Mitle SE
]F!ﬁe
I"‘lq’ﬁlrsl o/liss]alaster) " 5 \g
. T ]

— 1
= =
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uSe o
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O cther (please spe::i?gb-—-——

Oddress

Total 19 marks
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Question 4
Time: 36 minutes

Type the following newsletter using the instructions below.

(a) Use equal left and right margins of 1" (2.54 cm) and equal top and bottom margins of 0.5
(2.27 cm).

(b) Type the body of the newsletter in Times New Roman, font size 12.
(c) Use dropped caps, dropped two lines, where indicated.

(d) Type shoulder headings in 14 pt. and bold.

(e) Insert a vertical line between the two columns.

0) Insert a page border to the edge of the paper.

(2) The newsletter should fit on one page.

(h) Save as “news” and print.
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Question 4 cont’d
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IS LAND PRoPEATYE
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————
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Editar: Hortensia Russell

Why Choose us?

sland Propemy s ihe fasiest growing property

management company in the Caribbean. We do
rot pust specialize in short and long-term remal but
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SECONDARY EDUCATION CERTIFICATE
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
Paper 01 — General Proficiency
THEORY

1 hour

(05 JUNE 2012 (a.m.))

READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

1. This paper consists of TEN questions.
2. Answer ALL questions.
3. Number each answer correctly in the answer booklet provided.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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Answer ALL questions.
1. List FOUR components of a computer system that are necessary for the system to work efficiently.
Total 4 marks
2. (a) What term is used to describe ‘a collection of characters of a particular size and shape’?
(1 mark)
(b) Left, centre and right alignments are types of formats used in document preparation.
List THREE other formats that may be used. (3marks)
(c) State TWO types of headings that can be used in a document. (2 marks)
Total 6 marks
3. In a company, it is very important to maintain the integrity of files. State TWO ways in which the
integrity of files can be maintained.
Total 2 marks

4, Copy the following letter into your answer booklet using a semi-blocked style.

19" March, 2010
Regal Stationery, 1 Middle Street, Belize

Dear Sir/Madam

We are hereby submitting a special order for 5 boxes of A4 paper to be used by the
candidates who will be writing the Office Procedures Examination in October 2012.

Thank you for your cooperation.

Yours sincerely, Kim Wong

Total 9 marks

5. List THREE documents that may be prepared in a set of financial statements.

Total 3 marks

GO ON TO THE NEXT PAGE
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6. The administrative assistant of BC Company, with offices in Belize, St Lucia and Saba, is preparing
for the company’s annual general meeting.
(a) State THREE documents that should be prepared for the meeting. (3 marks)

(b) List TWO ways that the documents stated in (a) above may be transmitted electronically.
(2 marks)

Total 5 marks

7. Copy the table below in your answer booklet and complete it to show the appropriate orientation and
paper size for EACH document.

Document Paper size Orientation
(i) Three-fold newsletter
(ii) Party invitation
(iii) Lease agreement

Total 6 marks

8. In keyboarding, columnar work is an example of a simple display, while a flow chart is an example
of an advanced display. List THREE other examples of EACH type of display.
Total 6 marks

9. The teacher reminded the students to avoid plagiarism when preparing their assignments.
@) Describe the concept of ‘plagiarism’. (2 marks)
(b) State TWO guidelines that students should follow to avoid plagiarism. (2 marks)

Total 4 marks

GO ON TO THE NEXT PAGE
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10. The picture below shows a scene from a work environment where computers are being used.

Identify FIVE indicators of a careless working environment.

Total 5 marks

END OF TEST

IF YOU FINISH BEFORE TIME IS CALLED, CHECK YOUR WORK ON THIS TEST.
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MAY/JUNE 2012
CARIBBEAN EXAMINATIONS COUNCIL

SECONDARY EDUCATION CERTIFICATE
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
Paper 032 — General Proficiency

1 hour 50 minutes

(05 JUNE 2012 (a.m.))

READ THE FOLLOWING INSTRUCTIONS CAREFULLY.
1. This paper consists of TWO questions.

2. Answer ALL questions.

3. Read all instructions carefully before answering each question.

4.  The first 20 minutes of the 1 hour 50 minutes allocated for this
examination should be used as follows:

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

5. ALL documents should be filed on the storage medium for printing.
The Invigilator will give instructions about arrangements for
printing the documents.

6. Anydefectin the machine should be reported to the Invigilator who
will make the appropriate notation and indicate on your folder any
time lost. The Invigilator will also 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 heavily 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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Answer ALL questions.

Question 1
Time: 20 minutes

@ Using the information presented at the bottom of the page, a budget speadsheet is to be prepared for
a conference being held in St Vincent.

0] Prepare the spreadsheet using landscape orientation.
(i) Bold and centre all headings.
(iii) Calculate EACH of the following and show in an appropriate cell in the spreadsheet.
(a) Total number of participants
(b) Total airfare and accommodation to be paid by EACH country
(iv) Calculate the TOTAL OVERALL cost for airfare and accommodation and place in cell F13.
(v) Save the spreadsheet as “Budget1”.

(vi) Two additional participants have registered for the conference — one from St Vincent and
one from Belize. The airfare from St Vincent is $300 and from Belize, $625. Insert two
additional rows in the spreadsheet to represent this information.

(vii) Save the updated spreadsheet as “Budget2”.
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(25 marks)
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Time: 20 minutes

(b) (i) Prepare the invoice, as shown below, to fit A5 paper.
[5.87 (14.8 cm) by 8.3” (21.0 cm)].
(ii) Save as “Invoice” and print.
BERNADETTE ATWELL

1 Plaza Place

Bridgetown, Barbados
Phone 295-617-4040

Bill To:

Finance Department
Workshop Consultancies
3 Plaza Place

INVOICE

DATE: September, 2012
Invoice #: 115
FOR: Workshop

TAX ID: 6663665

Bridgetown
DESCRIPTION AMOUNT
85 Lunches @%$10.00 each per day for 4 days 3,400.00
85 Snacks @$5.00 each per day for 4 days 1,700.00
TOTAL $5,100.00
Make all checks payable to Bernadette Atwell.
If you have any questions concerning this invoice
call the number above.
THANK YOU FOR YOU BUSINESS!
(25 marks)

01251032/F 2012
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Question 2
Time: 25 minutes
(a) (i)  Type the following one-page memorandum from the principal to all staff.

(ii) Use Times New Roman font.
(iii) Create a suitable letterhead.

(iv) Save the memorandum as “Marion” and print.
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(25 marks)
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Question 2 cont’d
(b Create a PowerPoint presentation using the instructions given below.
(i)  Bold and centre all headings
(i)  Insert an appropriate background design.

(iii)  Saveas“Handout” and print, with four slides on each page.
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Question 2 cont’d

, - b
%Wl s %

GO ON TO THE NEXT PAGE
01251032/F 2012


Darre
Stamp


mPASTPAPERS.COM

_8-

Question 2 cont’d
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(25 marks)
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MAY/JUNE 2013
CARIBBEAN EXAMINATIONS COUNCIL

CARIBBEAN SECONDARY EDUCATION CERTIFICATE®
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
Paper 02 — General Proficiency

2 hours 20 minutes

(08 MAY 2013 (a.m.) )

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 your

documents.
2. Answer ALL questions.
3. 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.
5. 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 will also 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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Answer ALL questions.

Question 1

(a)

(b)

©

(d)
()
)

P

Time: 35 minutes

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

Using the letterhead created, type the following standard letter in blocked style, using equal left

and right margins of 2.54 cm (1").

Print a copy of the standard letter showing the fields.

Merge the datafile with the standard letter.

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

Mr Ronaldo Morris
5 Margate Gardens
Castries

St Lucia

Marketing
Tuesday, 30 July 2013
US$5500

Mrs Silvia Finestre
Bridge Road
Harmony

Antigua

Nursing

Thursday, 1 August 2013

US$5000

01251020/F 2013
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Question 2
Time: 20 minutes

(a) Type the following spreadsheet in landscape orientation. Follow all instructions.

reoden~
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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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Total 20 marks
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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 0.5, left 0.5 and right 0.5,

(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.

(e) Ensure that both invitations are on the same side of the paper.
(3] Save the document as invitation.

(g) Print the invitations.

faes

Information for the Invitation '5‘-‘\.31:, e 5?110"'3
~T aq.}@aald =+ Centred

The Ministry of Education ‘FT..‘L AP

’ P w T For 18] oD
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@cktaii reception and prize giving ceremony AL cAPS

At -~
VO™

TheRecrealion Centre f

- J
+Avenue-Ofthe Repubhe Ly
October 15, 2013 o
At
7:00 PM

: Bo-> ank aLaq n
RSVP: 223-2011— fﬁn = LW oS
QEVP Dress: Semi-formal
asd

Total 24 marks
END OF TEST

IF YOU FINISH BEFORE TIME IS CALLED, CHECK YOUR WORK ON THIS TEST.
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1 hour
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READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

1. This paper consists of TEN questions.
2. Answer ALL questions.
3. Number each answer correctly in the answer booklet provided.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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Answer ALL questions.

1. Students studying EDPM at Mount Royal Secondary School were asked to copy and complete the
diagram below to show how a simple computer system works. The components of the system are
labelled A, B, C and D.

B
A
A D
A4
C
(@) Identify EACH of the components A, B, C and D. (4 marks)
(b) Describe how a processor (central processing unit) works. (2 marks)
Total 6 marks
2. State THREE techniques that may be used to move and delete files in an electronic filing system.
Total 3 marks
3. Anna is preparing to produce a monthly report for a newsletter.

List TWO features that Anna is likely to use when

@ selecting justification formats (2 marks)
(b) selecting a style for paragraphing (2marks)
(c) viewing the placement of text on a page. (2 marks)

Total 6 marks

4. Loretta was asked to prepare an interoffice memorandum to be disseminated manually and
electronically.

(@) State ONE style that would be appropriate for producing the memorandum. (1 mark)
(b) State TWO ways that the memorandum could be sent electronically. (2 marks)

Total 3 marks

GO ON TO THE NEXT PAGE
01251010/F 2013


Darre
Stamp


mPASTPAPERS.COM
- 3-

The law firm of Dunne and Burke offers free advice and prepares simple legal documents for the

residents of the Mango Vine community.

(@) List THREE types of legal documents that Dunne and Burke may be asked to prepare.
(3 marks)

(b) Mr Matt James, one of the residents of the community, is a musician and has written several
songs but needs advice on how to stop other persons from copying his songs.
Give the term used to describe the law that protects Mr James. (1 mark)

0]

(i) State the TWO rights that are protected by the law described in (b) (i) above.
(2 marks)

Total 6 marks

6. Study EACH set of pictures shown below and answer the questions that follow:

Identify the TWO pictures which show the MOST appropriate attire for working in an
(2 marks)

(®
office.

:

T
EEEE

|
Identify the MOST acceptable work environment. (Imark )

(b)
Total 3 marks
GO ON TO THE NEXT PAGE
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7. The following is an invoice produced by the St Vincent Power Company for the December
billing cycle.
From: St Vincent Power Compay
Company Road
Kingstown

St Vincent and the Grenadines

To: Mrs Margot Henry
2 Patten Place
Kingstown, St Vincent and the Grenadines
Account # 6472189

Payent Due: 21-01-2013

Units Used (kWh) Billing Information Total
2560 $0.30 per kWh 768.00
Previous payment $572.00
Arears $225.00
Current total $768.00
Total payment due $993.00

Thank you.

Produce the document above on a new page in your answer booklet following the instructions listed
below:

- Left align the addresses

- Left align the account number

- Right align due date on same line with account number

- Use horizontal headings

- Centre all column headings

- Place $ sign on all dollar amounts

- Right align all dollar amounts EXCEPT entry on last row
- Centre units used

- Centre all billing information (including TOTAL arrears) in the middle column
- Centre the bottom line

- Correct all spelling errors

- Correct punctuation

Total 15 marks

GO ON TO THE NEXT PAGE
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When using the keyboard, there are special short-cut keys used to perform certain tasks. State
the function that is performed when EACH of the following short cuts is applied.

10.

@
(b)
(©

(@
(b)

-5-

Ctrl X

Ctrl v

Ctrl ~

Define the term ‘orientation’ as it relates to document production.

State the TWO types of orientation.

Give the extensions for the following documents when they are saved.

@

(b)

Files containing codes.

Files containing pictures.

END OF TEST

(1 mark)
(1 mark)
(1 mark)

Total 3 marks

(1 mark)
(2 marks)

Total 3 marks

(1 mark)
(1 mark)

Total 2 marks

IF YOU FINISH BEFORE TIME IS CALLED, CHECK YOUR WORK ON THIS TEST.
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(15 marks)

GO ON TO THE NEXT PAGE
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MAY/JUNE 2014
CARIBBEAN EXAMINATIONS COUNCIL

CARIBBEAN SECONDARY EDUCATION CERTIFICATE®
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
Paper 01 — General Proficiency
THEORY

1 hour

READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

1. This paper consists of TEN questions.
2. Attempt ALL questions.
3. Write your responses in the spaces provided in this booklet.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.

Copyright © 2012 Caribbean Examinations Council
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Answer ALL questions.

1. Most technological equipment requires input and output devices to function efficiently. The list
below includes both input and output devices.

Touch screen Projector Tablet
Scanner Headphone Cellular phone
Speaker Barcode reader Microphone

From the list above, identify:

(a)

(b)

(©)

(b)

TWO input devices

(2 marks)
TWO output devices
(2 marks)
ONE device that can perform BOTH input and output functions
(1 mark)

Total 5 marks

Define the term ‘application software’.

(1 mark)

List THREE types of application software.

(3 marks)

Total 4 marks

GO ON TO THE NEXT PAGE
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3. List TWO examples of EACH of the following types of documents.
() Legal
(2 marks)
(b) Technical
(2 marks)
Total 4 marks
4. List FOUR elements of desirable work habits.
Total 4 marks
5. Identify TWO documents that should be prepared for a meeting.

Total 2 marks

GO ON TO THE NEXT PAGE
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6. You are preparing for an interview as a proof reader at The National Newspaper Company.
@ List TWO types of errors that are usually found when proof reading.
(2 marks)
(b) Expand EACH of the following abbreviations:
(1 fily (1 mark)
(i) th (2 mark)
(c) State the meaning of EACH of the following manuscript signs:
a (1 mark)
(i) # (1 mark)
Total 6 marks
7. Table 1 shows information which is to be formatted.
TABLE 1
FIRST NAME LAST NAME SCHOOL FEES
1 Kim Spencer St John’s College $2,500.00
2 SHELDON Blair Mark’s ACADEMY | $%$2,150.0000
3 Rosina AMjAd St Johns college &1,660.75
4 vineta Juman $3,100.00 Bart’s Academy

Using the table below rewrite the information, correcting ALL errors. The first row (Row 1) shows
the correct format.

FIRST NAME LAST NAME SCHOOL FEES
1 Kim Spencer St John’s College $2,500.00
2
3
4

01251010/F 2014

Total 10 marks
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In recent years communication technology has been used for both social and business activities.

(@) Identify TWO current communication technologies.

(2 marks)

(b) State TWO advantages of using EACH of the technologies identified in (a) above.

(4 marks)

Total 6 marks

The retention of files is a critical activity in the maintenance of an electronic filing system (EFS).

@ State TWO other activities that are critical for the maintenance of an EFS.

(2 marks)

(b) State TWO examples of EACH of the activities stated in (a) above.

(4 marks)

Total 6 marks

GO ON TO THE NEXT PAGE
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10. The flyer below is advertising “Cassie in Action”, a new movie starring Macy T which was just
released by UG Studios.

DVD just released
“CASSIE IN ACTION”

Starring Macy T
Price $1.00

Brad decided to make some quick cash by making copies of the movie for sale in the mall.

€)) State TWO of Macy T’s rights that are NOT being protected.

(2 marks)

(b) What should UG Studios have done to prevent this from happening?

(1 mark)

Total 3 marks

END OF TEST

IFYOU FINISH BEFORE TIME IS CALLED, CHECK YOUR WORK ON THIS TEST.
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MAY/JUNE 2014
CARIBBEAN EXAMINATIONS COUNCIL

CARIBBEAN SECONDARY EDUCATION CERTIFICATE®
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
Paper 02 — General Proficiency

2 hours 20 minutes

(07 MAY 2014 (am.) )

READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

This examination consists of a speed test (Question 1) and THREE other questions which
you should file on the storage medium for printing later. The Invigilator will give you
instructions about arrangements for printing your documents.

Question 1 is provided as an insert. The invigilator will time Question 1 for TEN minutes.
At the end of ten minutes, the invigilator will tell you to stop and save your work. This
question will be collected. You will continue working on Questions 2, 3 and 4.

Answer ALL questions.
Read all instructions carefully before attempting each question.

The 2 hours 20 minutes allocated should be used as follows:

10 minutes —  warm-up on the computer followed by
10 minutes —  speed test (Question 1)

10 minutes —  reading time

1 hour and 50 minutes —  responding to Questions 2, 3 and 4.

Report any defect in the machine to the Invigilator who will make the appropriate notation
and indicate on your folder any time lost. The Invigilator will also 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 penalized.

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.

Copyright © 2012 Caribbean Examinations Council
All rights reserved.
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Answer ALL questions.
Question 2
Time: 40 minutes
(a) Produce the main document and the data file, following ALL instructions.
(b) Using A4 or letter size paper, create a suitable letterhead with an appropriate logo, using the

information below

5th Annual Regional Forum on Primary Education, Secretariat: 3rd Avenue George Lane,
Bridgetown, Barbados. Telephone: 555-8765; Facsimile 555-8766. Email: info@edufor.org

(c) Using the letterhead, create the letter in semi-blocked style, with the following margins:
17 (2.54 cm) top and bottom; 1.25% (3.175 ¢m) left and right.

(d) Save the main document as letter.

(e) Print ONE copy of the main document showing the fields.

(H Create the data file from the information given on page 5.

(2) Save the data file as datal.

(h) Sort the data file by last name.

(i) Save the sorted data file as data2.

) Print ONE copy of the data files, datal and data2, showing the records.

(k) Merge the documents (letter and data2) and print the FIRST and LAST letters.

Q) Produce and print an envelope addressed to Mrs. Bianca Madison.

GO ON TO THE NEXT PAGE
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Question 2 cont’d
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Question 2 cont’d
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Question 2 cont’d
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Total 32 marks
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Question 3
Time: 30 minutes

(a) Type the document on page 7 in a spreadsheet using landscape orientation. Follow ALL
instructions.

(b) Complete the spreadsheet to show:
@) Balance Owed
(11) Total Fee
(i)  Total Amount Paid
(iv) Average Fee
(v) Average Amount Paid
(c) Centre spreadsheet vertically and horizontally.

(d) Create a column chart with the title “Payments to Date” which shows the total fees and total
payments to date. All axes should be labelled.

(e) Save the document as spreadsheet and print the spreadsheet and chart on separate pages.

GO ON TO THE NEXT PAGE
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Question 3 cont’d
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Total 33 marks
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Question 4 (a)

(1)
(i1)
(iii)

Time: 40 minutes

Create the circular letter in semi-blocked style, using margins of 17 (2.54 ¢cm) all around.

Follow ALL instructions given.

Save as circular and print.
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Question 4 (a) cont’d
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Question 4 (b)

(i)  Create the form below following ALL instructions given.
(ii) Use equal left and right margins of 17 (2.54 cm) on A4 or letter size paper.

(iii) Save as form and print.

ﬂEAlSTWom Torm ﬁmw

NAME, | -
ANResss o
s P CoonTy',
Conher (umbe®. _ (u) () (m)
Rea (sTeamiona:

En.rb.,\ Bt usdt aso0

Fuu COnfUmu. usd 300

L:u‘?a_!q, uUsS$ (a5 %mwﬂmw
—— oM S S -

rOR. oFFicy AL Ot S <—-—bo\d . cilos,

Dee Recewed ; s | PReu
Creque.
CEedn caed

ConFezgnee Numd e,

Total 25 marks
END OF TEST

IF YOU FINISH BEFORE TIME IS CALLED, CHECK YOUR WORK ON THIS TEST.
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MAY/JUNE 2014
CARIBBEAN EXAMINATIONS COUNCIL

CARIBBEAN SECONDARY EDUCATION CERTIFICATE®
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT

Paper 02 — General Proficiency

Insert for Question 1
COPY TEST

Type the following in double line spacing. Use ALL equal margins of 1” (2.54 cm), font: Times New
Roman size 12.

Time: 10 minutes

Living Without a Computer

A computer is an important part of modern life, one we can hardly imagine living without. If I were forced
to live without a computer, however, I would pursue other interests, socialize with friends and family, and

exercise more often.

Without a computer in my home, I would love to play the guitar and without the distraction of social media
sites, [ would have more time to practise. At other times, I could paint portraits of my family and friends.
Painting takes a lot of time and if | had no computer, I would surely have enough time to complete my work.

There would also be more time to follow my other interests if someone came and took away my computer.

Not only that, but I could find much more time to socialize with my friends and family in person if my
computer disappeared. At my house, during dinner, someone is always plugged into some computer device.
As a result, we rarely have conversations with one another. Without the computer to interfere, we might
have time to tell each other about what happened to us that day. In addition, we could more easily find more

time to talk with old friends on the telephone, or maybe, even visit them.

GO ON TO THE NEXT PAGE
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Most importantly, lacking a computer would give me a big increase in the time available for exercise. With
extra time, I could take long walks or go on an enjoyable hike in the hills. Another exercise I could do more
often would be to go swimming or to an aerobics class at the community centre near my home. Having

more exercise would provide big health benefits to me.

Exercising frequently, socializing with friends and family, and pursuing other interests would be the
benefits of having no computer at my home. Just think how much more time I would have if I got rid of

my television, too!

Total 10 marks
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MAY/JUNE 2014
CARIBBEAN EXAMINATIONS COUNCIL

CARIBBEAN SECONDARY EDUCATION CERTIFICATE®
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
Paper 032 — General Proficiency

1 hour 50 minutes

(106 JUNE 2014 (a.m.) )

READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

This examination consists of TWO questions which you should file on the storage medium
for printing later. The Invigilator will give you instructions about arrangements for printing
your documents.

Answer ALL questions.

Read all instructions carefully before attempting each question.

The 1 hour 50 minutes allocated should be used as follows:

10 minutes —  warm-up on the computer followed by
10 minutes —  reading time
1 hour and 30 minutes —  responding to ALL the questions.

Report any defect in the machine to the Invigilator who will make the appropriate notation
and indicate on your folder any time lost. The Invigilator will also 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 heavily penalized.

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.

Copyright © 2012 Caribbean Examinations Council
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Answer ALL questions.

Questions on this paper MUST be completed using the appropriate production tools.
Question 1
Read the information below and produce the required documents.
In October 2013, the gymnasium of Marcus Academy was razed by fire. As part of the final project by
the Drama Department on behalf of the graduating class of 2014, a grand fundraiser is being planned in
the form of adinner and theatrical production of the Agatha Christie play “Murder on the Orient Express”.
Theanticipated expenses are $10,000.00 which include the rental of the venue, furniture rental, insurance,
catering, props and a contingency fee. The contingency fee should be the difference between the total
of the other expenses and the budget of $10,000.00.

Time: 10 minutes

(a) A draft budget has been started, which shows the anticipated expenses.

EXxpenses
Venue Rental $500.00
Furniture Rental $350.00
Catering $5,000.00
Insurance $1,500.00
Props $1,000.00

Contingency Fee
$10,000.00
)] Complete the budget to determine the contingency fee.
(i1) It is hoped that the event makes a profit of $10.00 per ticket. The venue should have
the capacity to seat 500 persons. Based on the anticipated expenses, calculate the cost

of ONE ticket.

Note: Expense per person is the total expenses divided by the estimated humber of guests.

Cost of Ticket
Total Expenses $10,000.00
Estimated number of guests 500

Expense per person
Anticipated profit per ticket $10.00

Ticket cost
(14 marks)

GO ON TO THE NEXT PAGE
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(i)

(i)
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Time: 25 minutes

Prepare a short proposal, for submission to the school board, using block style. The
proposal MUST include:

. An introduction

. The venue to stage the production

. The proposed budget created in 1 (a) (i) inserted and centred
. The date and time of the event

. The estimated number of guests

. The estimated cost per ticket

. A conclusion

All subheadings must be bold and centred.

Prepare a cover letter to accompany the proposal. Correspondence should be sent to
Mr Jerome Khan, Chairman of the Board, Marcus Academy, Westmoreland, Jamaica.

All correspondence must be sent from Mrs Eileen Jones, Head of the Drama Department.

(25 marks)
Time: 15 minutes
Design an appropriate flyer promoting the event. The flyer MUST have:
. A border
. WordArt
. Appropriate clipart
. Date, time, venue of the event
. Cost of the event
(21 marks)

Total 60 marks

GO ON TO THE NEXT PAGE
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Question 2
Time: 40 minutes
The Pop Soda Company is in the process of restructuring. There have been some major changes in the

management of the company, with some divisions being merged and some being phased out completely.
The organization chart below shows the original structure of Pop Soda Company.

ORGANIZATION CHART

CEO

FACTORY MANAGER

OFFICE MANAGER

ADMINISTRATIVE
ASSISTANTS

DISTRIBUTION
SUPERVISOR

SALES
SUPERVISOR

PRODUCTION
SUPERVISOR

ACCOUNTANTS

FACTORY
WORKER

SALES
ASSISTANTS

PAYROLL AND

DRIVERS CASHIERS CLERICALS

J J

(@) The following changes have been implemented:

. A new human resource manager has been hired to oversee both the factory manager and
office manager.

. The sales and distribution units have merged to form the sales unit.

. The payroll unit and the cashiers have been separated.

Create an organization chart that reflects the new structure of the company. (26 marks)

(b) Draft an email from the CEO, (ceo@popsoda.com), to all members of staff advising them of
the changes in the organizational structure, which will be implemented from 1 August 2014.
(14 marks)

Total 40 marks

END OF TEST

IFYOU FINISH BEFORE TIME IS CALLED, CHECK YOUR WORK ON THIS TEST.
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THEORY
1 hour

READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

1. This paper consists of TEN questions.
2. Attempt ALL questions.
3. Write your responses in the spaces provided in this booklet.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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Answer ALL questions.

1. Stephen and Susan Samaroo have recently opened a plant nursery. They wish to use Information
Technology to complete some of their business tasks. Suggest the MOST appropriate type of
software that should be used to perform EACH of the following.

(a) Design flyers and brochures
(1 mark)
(b) Prepare letters and memos
(1 mark)
(©) Create receipts and invoices
(1 mark)
Total 3 marks
2. Explain TWO main purposes of an electronic database management system.

Total 4 marks

GO ON TO THE NEXT PAGE
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3. In recent years, computers have been used to complete tasks which were previously performed
manually. Explain TWO advantages and TWO disadvantages of this increased computer use.

Total 8 marks

GO ON TO THE NEXT PAGE
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4. The table below shows a list of tasks to be completed. Using the list below, complete the table to
show the MOST appropriate stationery for EACH task.

Forms Letterheads Index cards
Memos Labels Templates
Task Stationery

Preparing a one-page letter advising new clients
of the company’s products

(a)

(b) | Notifying staff of an upcoming meeting

Addressing envelopes for the mass mailing of
correspondence to customers

(©)

Designing a standard layout for the company’s
new website

(d)

Total 4 marks

5. Michael, a student at Carson Community College, was speaking with his professor about plagiarism
and its effects.

(a) Explain what is meant by the term ‘plagiarism’.

(b) Suggest TWO ways in which plagiarism may be avoided.

(2 marks)

Total 4 marks

GO ON TO THE NEXT PAGE
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6. The picture below shows an office layout. Study the picture then answer the questions that follow.

=)
(i

DJ‘Dn 0o D

I

(a) Identify FIVE health and safety issues associated with the use of the computer in this office

by circling them in the picture. (5 marks)

(b) Suggest THREE ways in which the work environment could be made more suitable in the
office.

(3 marks)

Total 8 marks

GO ON TO THE NEXT PAGE
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7. Read the passage below then answer the questions which follow.

The principal shared important (advice/
advise) about the (increment/inclement)
weather. (Its/It’s) important that each of
you (buy/buys) a raincoat umbrella or hat he
stated he also noted that no parents would
be (allowed/aloud) to go on the tour

(a) From the words given in brackets, circle the word which correctly completes EACH sentence.
(5 marks)
(b) Make corrections to the passage by inserting the appropriate punctuation marks.
(5 marks)

Total 10 marks

8. Communication is an important part of the day-to-day operations in a business.

State THREE factors to be considered in selecting the BEST method of communication.

Total 3 marks

GO ON TO THE NEXT PAGE
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9. Outline TWO desirable work habits that should be exhibited by all employees. Highlight the
benefits of EACH habit to organizations.

HADIE 11 ettt ettt bbb bttt b e e bt ettt b et nae s
BENCTIL: ittt bttt ettt b et
HADIE 20 ettt bbb bbb b e et a ettt nas
BENCTIL: ittt ettt et ettt et e
Total 4 marks
10. In the space provided, write what is meant by EACH manuscript sign shown below.
Manuscript

Sign Meaning

°/

Total 2 marks

END OF TEST

IF YOU FINISH BEFORE TIME IS CALLED, CHECK YOUR WORK ON THIS TEST.
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MAY/JUNE 2015
CARIBBEAN EXAMINATIONS COUNCIL

CARIBBEAN SECONDARY EDUCATION CERTIFICATE®
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
Paper 02 — General Proficiency

2 hours 20 minutes

(06 MAY 2015 (a.m.) )

READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

This examination consists of a speed test (Question 1) and THREE other questions which
you should file on the storage medium for printing later. The invigilator will give you
instructions about arrangements for printing your documents.

Question 1 is provided as an insert. The invigilator will time Question 1 for TEN minutes.
At the end of ten minutes, the invigilator will tell you to stop and save your work. This
question will be collected. You will continue working on Questions 2, 3 and 4.

Answer ALL questions.
Read all instructions carefully before attempting each question.

The 2 hours 20 minutes allocated should be used as follows:

10 minutes — warm-up on the computer followed by
10 minutes —  speed test (Question 1)

10 minutes — reading time

1 hour and 50 minutes —  responding to Questions 2, 3 and 4.

Report any defect in the machine to the invigilator who will make the appropriate notation
and indicate on your folder any time lost. The invigilator will also 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 penalized.

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.

Copyright © 2013 Caribbean Examinations Council
All rights reserved.
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Answer ALL questions.

Question 2 (a)
Time: 25 minutes

(1) Produce the document below, following ALL instructions.
(i1) a)  Use A4 or letter size paper to create a suitable letterhead using the information below:
The Legal Aid Bureau, 56 Manley Avenue, Kingston, Jamaica.
b) Create a footer with the following information:
Telephone 876-333-3344, Facsimile 876-333-3345, Email: help@legalaid.org

(i)  Using the letterhead, create the letter in semi-blocked style, with the following margins:
1" (2.54 cm) top and bottom; 1” (2.54 cm) left and right.

(iv) Save the document as job.

%) Print job.

/

Gour oIe b, anof -baf‘/kg/mmp/w,(;@@i@
woliobl. amnids A _oun m.ﬂ/’ﬁ%a hocu e
Aeein nwagnw/ Ao _oonk s sron admmistidio
and Fvanme o, s tiion A Yo dimmeoliatn
)Aaf.wlao/\, wu@é be /4)1, M?%q/

Ao Commenmc e WLl ow W /s /9016.

jf;m’”% (Qda@@ﬁﬁ Ao TMD § 150000
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Question 2 (b)

(1)

(i)

(iii)
(iv)

Time: 30 minutes

Produce the following contract of employment, following ALL instructions. Use the following
margins: 1” (2.54 ¢cm) top and bottom, 1” (2.54 cm) left and right.

Use the table function to create the required columns.
Save the document as contract.

Print contract on legal paper.

CONTRACT OF EMPLOYMENT

THIS CONTRACT OF EMPLOYMENT is made between MR. BASIL WILLIAMS of THE LEGAL AID

BUREAU (hereinafter called ‘the Employer’) of the one part and MR. JOHN BRIGHT of SMITH STREET

GREATER GEORGETOWN (hereinafter called ‘the Employee’) of the other part.

WHEREBY both Employer and the Employee agree to the terms and conditions stated herein.

I EMFLoa,eL’_,bé?ob Fu’wmuz, Oggt&z/w

Tite ,
2 Y, oéaga 7 (o m%@w

ﬂf,a)o)zé;k: 8:000um #o 4:30,

ﬁ&ucamo/
o )

y /agfme,qt—_, /W+M beo
moole duncnp e
Aol oot o
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Total 38 marks
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Question 3
Time: 35 minutes
(a) Type the document below in a spreadsheet, following ALL instructions.

(b) Bold and capitalize all subheadings.

(©) Use formulae to find the totals for each section.
(d) Save the document as Balance Sheet.
(e) Create a pie chart to show total current assets and total current liabilities of the company. Include

a suitable title and labels.
® Save the pie chart as Pie on a separate sheet.

() Print Balance Sheet and Pie.

GO ON TO THE NEXT PAGE
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Question 3 cont’d

Total 29 marks
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Question 4 (a)
Time: 20 minutes

(1) Design a business card for the new employee (Mr Bright) of The Legal Aid Bureau using the
information in Question 2.

(i1) Save as Card.

(iii)  Print 8 to 10 business cards on 1 sheet of A4 or letter size paper.

Gnverdt border anounof Loet
Carngf. |
Fhe foit s Froes A g
@wrfam& plowdo) be (o pt ol
Caps and bole,

T MW%&&M@%
W%A MWW

Contaect nuunmdao .

/,& name. —&&b CQ,anMg/
ol ot~

\lii

Mb&mm
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Question 4 (b)

Reproduce the flyer below, replacing the brackets with the appropriate information.

ARE YOU IN A SITUATION WHERE YOU
THINK YOU MAY NEED LEGAL HELP BUT

CONTACT YOUR COMPANY

(***************)

WE OFFER FREE LEGAL COUNSEL TO ELIGIBLE PERSONS
IN THE FOLLOWING AREAS:

CHILD SUPPORT, EVICTION, DIVORCE

CALL AND ASK FOR

Agent. (**************)

Tel. (*************)

WE ARE ALWAYS WILLING TO LISTEN

Total 23 marks
END OF TEST

IF YOU FINISH BEFORE TIME IS CALLED, CHECK YOUR WORK ON THIS TEST.
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MAY/JUNE 2015
CARIBBEAN EXAMINATIONS COUNCIL

CARIBBEAN SECONDARY EDUCATION CERTIFICATE®
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT

Paper 02 — General Proficiency

Insert for Question 1
COPY TEST

Type the following in double line spacing. Use ALL equal margins of 1” (2.54 cm), font: Times New
Roman size 12.

Time: 10 minutes

A Second Chance

The second chance you’ve been waiting for is FINALLY here! The Caribbean Examinations Council
(CXC) in association with the United States Agency for International Development (USAID) officially
launched The Strengthening Second Chance Education Programme (Second Chance). Second Chance is
an initiative over three years and will primarily target “at-risk” youth 16-35 years old across nine Caribbean

territories.

“At-risk” youth are persons who have experienced poor life outcomes in general. These include, but are not
limited to, school failure; teenage parenthood; economic dependency, drug use; poor school performance;
physical disabilities and unemployment. It is expected that this educational programme will encourage

them to take the first step in securing a better, brighter future.

GO ON TO THE NEXT PAGE
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The goal of Second Chance is to build a sustainable infrastructure that will allow at-risk groups of all
interests and abilities to access programmes that may lead to the development of valuable life skills,
training/retraining for the world of work, portable certification, and a continuing education platform for
future development. The programme will be offered at participating learning institutions (Second Chance
Institutions) and will provide a tangible element in the form of the CXC’s Caribbean Vocational Qualification
Levels 1 and 2, and the Caribbean Certificate of Secondary Level Competence to those who successfully

complete their programmes.

Recent research within the local business community suggests there are opportunities for at-risk youth to be
employed but they must exhibit basic job skills suited for the job for which they are applying, possess social
and communication skills, be professional at all times, have a positive attitude, demonstrate willingness to

learn, have ambition and be time sensitive.

The programme is expected to be offered at Second Chance Institutions (SCIs) in the nine territories at the

start of the next school year, September 2013.

Caribbean Examinations Council
April 2013

Total 10 marks
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MAY/JUNE 2015
CARIBBEAN EXAMINATIONS COUNCIL

CARIBBEAN SECONDARY EDUCATION CERTIFICATE®
EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT
Paper 032 — General Proficiency

1 hour 50 minutes

(05 JUNE 2015 (a.m.) )

READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

This examination consists of TWO questions which you should file on the storage medium
for printing later. The invigilator will give you instructions about arrangements for printing
your documents.

Answer ALL questions.

Read all instructions carefully before attempting each question.

The 1 hour 50 minutes allocated should be used as follows:

10 minutes —  warm-up on the computer followed by
10 minutes —  reading time
1 hour and 30 minutes —  responding to ALL the questions.

Report any defect in the machine to the invigilator who will make the appropriate notation
and indicate on your folder any time lost. The invigilator will also 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 heavily penalized.

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.

Copyright © 2013 Caribbean Examinations Council
All rights reserved.
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Answer ALL questions.
Questions on this paper MUST be completed using the appropriate production tools.

- All documents should be typed on A4 or letter size paper, with a left margin of 1.25” (3.0 cm) and
all remaining margins at 1 (2.54 cm).

- All correspondence must come from Sumaya Arias, Human Resources Director.

Use the information in the passage below to answer the questions on this paper.

PB&J Consulting is a marketing firm which employs more than 500 persons across the Caribbean, and
whose main office is in Sint Maarten. Branch offices are located in Barbados, Suriname, Antigua, Turks &
Caicos and Saint Lucia. Twice yearly, orientation meetings are conducted for employees who join the firm
— in June for those who join between January and June and in December for those who join between July
and December. Although new employees are given an orientation package on their first day, these meetings
give them the opportunity to raise any questions they may have and to meet the senior members of the PB&J
management team.

The first orientation meeting for 2015 will be held on 30 June 2015 at the Pebbles Hotel, Cambridge,
Sint. Maarten. PB&J Consulting will arrange for local and overseas transportation for all new employees
to attend the meeting.

GO ON TO THE NEXT PAGE
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Question 1
Time: 30 minutes

(a) Prepare a Notice of Meeting to be sent to all PB&J Caribbean offices notifying them of the upcoming
orientation meeting, scheduled for 9:00 A.M. (8 marks)

(b) The agenda for the meeting is shown below. Prepare the agenda and save the document as Agenda.

(11 marks)

GO ON TO THE NEXT PAGE
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(c) (1) Prepare the following document and save as Memorandum.

(i1) Print ALL documents that were prepared.
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(19 marks)

Total 38 marks
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Question 2
(a) (1)
(i)
(ii1)

Time: 1 hour

Using the agenda items in Question 1 as a guide, create a PowerPoint presentation for the
orientation meeting.

- Prepare the presentation with 4 to 6 slides including a title slide.
- The slides should contain at least two topics to be discussed under EACH agenda
item.

- All slides are to be in landscape orientation and numbered.

- A suitable and professional background should be used.
Save the presentation as Orientation.

Print the slides using the 3-slides per page option.
(15 marks)

(b) Using a spreadsheet, prepare the table on page 7 following ALL instructions.

(1)
(1)
(iii)

(iv)

™)
(vi)

The table should be done on either A4 or letter size paper, using landscape orientation.
A suitable title should be included.

“June Orientation Meeting” should be entered as a footer on the right side of the page.
This should be in italics.

The table should be centred horizontally and vertically on the page.
Save the worksheet as Orientation Costs.

Print Orientation Costs.
(30 marks)

GO ON TO THE NEXT PAGE
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(©) (1) As one of the participants in the orientation meeting, you have been selected to write the
Vote of Thanks. This should be typed on A4 paper in double-line spacing, fully justified.
The content should include:
- Expression of thanks for the invitation
- A summary of the activity
- Highlighting the most enjoyable aspects

- Two things learned as a participant

(i1) Save the document as Vete and print.
(17 marks)

Total 62 marks

END OF TEST

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