Administration External Exams
Allocation of Marks


	DATABASES
	Int 1 
	Int 2 
	Higher
	Additional notes

	Creation of fields 
	1
	n/a
	n/a
	

	Accuracy of field names
	1
	1
	n/a
	2 max per task

	Insert record/s accuracy per record
	2 max
	2 max
	2 max
	

	Delete record/s
	1
	1
	1
	

	Insert field
	1
	1
	n/a
	2 max per task

	Format field - other than text
	1
	1
	n/a
	2 max per task

	Sorting ascending and descending
	1
	1 or 2
	1
	

	Print
	1
	1 or 2
	1
	database/search/ selected fields/order of fields

	SEARCH/QUERY

	Search 
	1
	1
	1
	Per criteria

	Aggregate functions/calculated fields
	n/a
	n/a


	2
	

	Formatting of created fields
	
	
	1
	Currency, whole number

	Appropriate field name
	
	
	1
	2 max per task

	Print
	1
	1 or 2
	1
	database/search/ selected fields/order of fields

	FORMS 

	Create/print form
	n/a


	1
	1
	Specific record

	Insert form footer
	
	1
	1
	

	Insert page footer
	
	1
	1
	

	Insert form header
	
	n/a
	1
	

	Insert page header
	
	
	1
	Text accurate and in the correct place

	Insert logo
	
	
	1
	

	Correct selection of fields
	
	
	1
	

	Specified order
	
	
	1
	

	Field appearance
	
	
	1
	eg font size


	DATABASES
	Int 1 
	Int 2 
	Higher
	Additional notes

	REPORTS

	Create/print report
	
	1
	1
	Presentation/layout/ visible etc

	Correct selection of fields
	
	1
	1
	

	Insert appropriate title
	
	1
	1 or 2
	

	Insert report header/footer
	
	1
	1
	

	Insert page header/footer
	
	1
	1
	

	Insert logo
	
	n/a
	1
	

	Grouping
	
	
	1
	

	Sort within grouping
	
	
	1
	

	Combine/edit field headings
	
	
	1
	

	Calculations within reports
	
	
	2
	

	Formatting of fields
	
	
	1
	Currency, decimal places

	LABELS 

	Correct selection of fields
	
	
	2
	Mark includes layout 

	Sort 
	
	
	1
	

	Header/footer
	
	
	1
	


	SPREADSHEETS
	Int 1
	Int 2
	Higher
	Additional Notes

	Create SS- input data in single worksheet
	1 per row
	n/a
	n/a
	

	Insert/delete column/s
	1
	1
	1
	

	Insert/delete rows
	1
	1
	1
	

	Input data in column/row
	1 or 2
	1 or 2
	1 or 2
	Per column or per row

	Hide/unhide row/s or column/s
	1
	1
	1
	Usually subsumed in print mark

	Formatting – bold/italics/font size/wrapping
	1
	1
	n/a
	Per instruction

	Formatting Number – date/currency/decimal points/%age
	1
	1
	1
	At Higher usually subsumed in print mark

	Formatting cells – merge/orientation/border/shading
	n/a
	1
	1
	Int 2 per format

	Sort data on one column
	1
	1
	1
	

	Sort data on 2 columns
	n/a
	2
	2
	All or nothing

	Linking/naming cell - multiple worksheet
	
	1 or 2
	n/a
	Higher, subsumed within formulae mark


	SPREADSHEETS
	Int 1
	Int 2
	Higher
	Additional Notes

	FORMULAE AND FUNCTIONS

	Formula – +, -, *, / 
	1
	1 

per combined
	1 

per combined
	Higher – subsumed within complex formula mark 

	Functions – Sum, Average
	1
	1
	1
	Int 2 must use function and range

	Functions – Min, Max, Count
	n/a
	1
	1
	

	Functions – IF
	
	1 or 2
	1 or 2
	

	Function – complex IF
	
	n/a
	3
	

	Functions – 

V/H lookup

SumIf

CountIf
	
	
	2
	

	Functions – 

Round

Roundup

Rounddown
	
	
	1
	As part of other formula

	Complex arithmetic formula
	
	2
	2
	

	Replication
	1
	1
	1
	2 max per task

	Absolute cell/range referencing
	n/a
	1
	1
	Higher, sometimes subsumed within complex formula

	Grouping/subtotals
	
	n/a
	1 or 2
	

	Comments – inserting/deleting
	
	
	1
	

	Print value – with or without gridlines and row or column headings – portrait or landscape
	1
	1
	1
	

	Print formula 
	1
	0
	0
	In a formula printout at all levels gridlines and row and column headings should be shown

	Print SS or extracts on one page
	n/a
	1
	1
	

	Charts

	Chart created from adjacent columns

bar or column, line, pie
	1
	1
	1
	

	Chart created from non adjacent columns

comparative  bar or column, line, pie
	n/a
	1
	1
	

	Correct titles/labels/overall sense
	2
	2
	2
	

	Key/legend/labelled series
	1
	1
	
	

	Print appropriate chart – separate sheet or embedded
	1
	1
	0
	


	WORD PROCESSING
	Int 1 
	Int 2 
	Higher
	Additional notes

	BUSINESS DOCUMENTS

	Memorandum  layout
	2
	2
	2
	One mark awarded at Int 1 and 2 for using template provided

	Letter layout:

Reference and date

Inside address and salutation

Complimentary close
	2

0

0
	1 or 2

1 or 2

1
	1

1

1
	Int 1 level - marks are subsumed within flag

	Layout of other business documents eg reports, minutes, itineraries etc
	2 max
	2 max
	2 max
	

	FORMATTING OF TEXT

	Select and change font
	1
	1
	Higher only

These formatting features would be encompassed within an overall presentation mark

	Change font size
	1
	1
	

	Set and change margins
	1
	1
	

	Text alignment: 

left, right, centre justify
	1
	1
	

	Setting/changing line spacing
	1
	1
	

	Insert text
	1 per - up to15 words
	1 per -up to 20 words
	1 per -up to 25 words
	These are approximate and can vary slightly at each level

	Manuscript corrections per correction

	1
	within flag
	within flag
	

	Use of search/replace function
	1
	1
	1
	

	Bullets and numbering
	1
	1
	1
	

	Insert header/footer
	1
	1
	1, 2, or 3
	At Higher level complex header/footer would be awarded marks accordingly

	Shade text
	n/a
	1
	1
	

	Border text
	
	1
	
	

	Indent paragraphs
	
	1
	1
	


	WORD PROCESSING
	Int 1 
	Int 2 
	Higher
	Additional notes

	ADDITIONAL FEATURES AND INSERTIONS

	Table:

Creation and text

Deletion of text/row/column

Calculation/formula

Sort 
	n/a
	2

1

n/a

1
	2

1

1

1
	

	Table of Contents:

Headings/references

Separate page
	n/a
	n/a
	2

1
	

	Comments – Inserting/Deleting
	n/a
	n/a
	1
	

	Insert page breaks
	
	1
	1
	within print or presentation mark

	Change of page orientation 
	
	n/a
	1
	

	Customise automatic page numbering
	
	1
	0
	Higher – within header/footer mark

	Importing of data from SS or DB or WP
	1 insert

1 place
	1
	1
	Int2/Higher – one per import

	Insert/use graphic
	1
	1
	1
	

	Footnote/Endnote:

Marker inserted at correct point

Text inserted/created/deleted
	n/a


	n/a
	1

1
	

	Mail merge 
	
	1 or 2
	1 or 2
	

	Print document with specific instructions
	1
	1
	1
	


� Manuscript corrections are marked separately at Intermediate 1 level but subsumed in the flagged accuracy allocation at Intermediate 2 and Higher level as follows -





deletion/insertion of words


NP (new paragraph)


uc and lc (changing case)


run on (collapsing paragraph)


stet (as it stands)


close-up


trs (transposition of words)


alphabetical order
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