HIGHER ADMINISTRATION

Understanding Standards Workshop

2009

PAPER 2 
These tasks are based on 

2006 SQA paper – Cucasa.

	TASK 1



	a
	In order to improve our service I intend to contact some of our customers 

I need you to find those customers who booked a holiday in November 2008 costing more than £1,400.   We want to contact the customers of all the Travel Agents but not Glasgow.  We will contact those customers with surnames between A and M to start with.
Can you find these customers and print showing name of Travel Agent they booked with, the customers’ names and addresses and the type of package.  Sort in order of Travel Agent and then customer surname.


	b
	I also need to know the number of each type of package sold and the total cost of these packages.  Please find this information and print the results of your search.



	c
	The hotels are reducing the price of all holidays which cost more than £1,200 by 10%.  Grouping by package calculate the new prices.
Print a report showing the hotel, type of package, the original cost and the new cost per couple.  Present the information grouped by hotel and within this sort by type of package.

Insert our graphic at the top of the report and ensure the report heading reflects the information shown. 

Insert your name in the page footer. Insert NOVEMBER 2009 as a report footer.




	TASK 2

We need to complete some work on the sales figures now.



	a
	Calculate the sales income for each service using the 2009 prices.  

Print showing formulae.


	b
	For each of the hotels, subtotal the number of services sold and their sales total.  Show the grand total.  Print only the sub-totals and grand total in formulae view omitting columns B and D.


	c
	I would also like the summary sheet to show Average No of Services Sold and Total Income from all Services for each of the hotels.

Insert a column Hotel Service Withdrawal.  It has been decided that if Total Sales from all Services are less than or equal to £2,000 then the services shall be withdrawn.  Insert a formula that will reflect this.

Insert a comment in cell D3 indicating the reason for the service withdrawal.  Print comment within spreadsheet in formulae view.



TASK 3

Carry out the following to complete the newsletter for November.

· Create a front page by inserting our company name and logo.  Display “NOVEMBER – STAFF NEWSLETTER” effectively. 
· Insert a table of contents in double line spacing as the second page.

· Insert the information you found earlier showing number and value of types of packages sold at the correct point.

· Number all pages apart from the 1st one. Insert a footer that shows “created by own name” at the right hand margin.
· In the Market Research paragraph insert a footnote at the end of the first sentence.  The wording for the footnote is 

Initially only the east coast travel agents will be looked at.
· In the table delete the row of information about New England.
· Insert the chart from the Satisfaction file under the heading CUSTOMER SATISFACTION RATINGS – this should be on a separate page and presented landscape.
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