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Information and instructions for candidates

The electronic files listed below are provided for you to use during this examination:

•	 Customers — a database file containing 2 tables (Bookings and Instructors)

•	 Income 2026 — a spreadsheet file containing one worksheet (Quarter 1)

•	 Invoice — a spreadsheet file containing 2 worksheets (Tarn Enterprises and Prices)

•	 Lochwinnoch Watersports — a word‑processing file

•	 Lochwinnoch Watersports Logo — a png file

You must:

•	 complete each question in order

•	 action and delete all comments/notes within files

•	 display your name and question number on each printout

•	 print each spreadsheet or database on one page
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Use this table to make sure you have all the printouts required.	  

Question Lochwinnoch Watersports printouts Marks available Completed (✓)

1 (a) Database table 4

1 (b) Database form 4

1 (c) Database report 7

1 (d) Database table 4

2 (a)

Spreadsheet — Invoice

•	 value view
•	 formula view

15

2 (b)

Spreadsheet — Income 2026

•	 value view with bar chart
•	 formula view

7

3 Word‑processing document — 
Lochwinnoch Watersports 9

[Turn over
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MARKS
Attempt ALL questions

You are the Admin Assistant at Lochwinnoch Watersports, based at Castle Semple Loch in 
Renfrewshire. Lachlan McGregor, the owner, has asked you to complete the following tasks.

 1. (a) The database file Customers contains information about our instructors 
and customer bookings.

Update the Instructors table using the information below and print the 
table showing all fields.

98%

Lachlan

13:01

Today . 13:00

Text Message

L

Our new instructor starts with us 
on 8 June 2026. They have  
provided me with the following 
information. Please update the 
database.

Name – Mr Cole Wylie

Instructor ID – 7

Royal Life Saving Society (RLSS) 
Course Completed – 18 April 2025

Activities – Paddleboarding, 
Aquaropes 

All date formats should be short 
date and the Instructor ID �eld 
should be changed to ID. 

Thanks
Lachlan

4
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MARKS
1. (continued)

(b) The following e‑mail has been received from a customer wishing to make a 
booking. Create a form using all fields from the Bookings table and only the 
Instructor Name from the Instructors table. Insert BOOKING FORM as the 
form header.

Print a copy of Elaine McLeod’s form only.

From:
To:
Cc:
Subject:  New Booking

Lachlan McGregor

Sent: Today 13:32

Respond

Message Developer

Actions Junk E-mail Options Search

Reply ForwardReply
to All

Delete Block
Sender

Sort Mark as
Unread

Mark as 
Spam

A-Z
Move to
Folder

Other
Actions Advanced

Admin Assistant 

Hi 

Mrs Elaine McLeod (elaine.mcleod@castleparkcs.sch.uk) has 
made a booking for 30 students and 5 adults to take part in 
activities on 10 June 2026 at 10 am.

Booking Ref is LWS270 and the lead instructor will be number 6. 
The Health and Safety waiver has not yet been completed.

Regards

Lachlan

(c) Using the following information, create a database report.

Lachlan would like to contact all customers with bookings before the start 
of July 2026 who have not yet completed the Health and Safety waiver.

Search the database for bookings before the start of July 2026 with no 
waiver. Show only Customer Name, E‑mail and Date in that order. Sort in 
order of Date showing the earliest first and in alphabetical order of 
Surname.

Insert a suitable heading and include the logo at the top right‑hand side.

Print a copy of the report.

[Turn over

4

7
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MARKS
	 1.	 (continued)

(d)	 Using the information below print a copy of the updated Bookings table 
showing only Booking Ref, Date, Time and Waiver Completed. Sort in order 
of Waiver Completed, with the completed ones at the top.

Nikita Boyko has contacted us today to cancel his 
booking on 3 August 2026. Delete his record.

The following bookings have still not completed 
their Health and Safety waivers — update the 
bookings table.

•	LWS231
•	LWS254
•	LWS264
•	LWS270

4
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MARKS

	 2.	 (a)	 Open the spreadsheet Invoice and complete the worksheet Tarn 
Enterprises. Follow all instructions, use the information below and the 
Prices worksheet.

•	 Print a copy of the Tarn Enterprises worksheet in value view, portrait 
with gridlines only.

•	 Print a copy in formula view, landscape with gridlines and row and 
column headings.

B I U ab

B I U ab

Customer Name: Tarn Enterprises
20 people are in the group. They have 
chosen the following activities:
Aquapark – 9 people
Aquaropes – 11 people
Kayaking – 4 people
Paddleboarding – 6 people
Wakeboarding – 5 people
Windsurfing – 5 people

The whole group will have the buffet 
lunch and finish with a Ringos session.

Remember – all group bookings receive 
a 2% discount, but if the overall cost is 
greater than £1,000 the discount is 5%.

Insert a footer with the following text:

Invoice to be paid in full on arrival.

(b)	 Open the spreadsheet Income 2026 and complete the worksheet Quarter 1 
following all instructions. Create a bar chart on the worksheet showing the 
income for each week in March.

Use the heading INCOME FOR MARCH 2026

•	 Print a copy of the worksheet Quarter 1 in value view, landscape, with 
gridlines only. Ensure both the chart and the figures are visible.

•	 Print a copy in formula view, landscape with gridlines and row and 
column headings.

[Turn over

15

7
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MARKS

	 3.	 Open the file Lochwinnoch Watersports and use the information below to 
complete it.

Print a copy of the completed file.

Outline 3 features of 
good file management.

Describe 3 ways an 
organisation can ensure the security 

of property/equipment.

Explain 3 consequences of 
poor customer service to 

an organisation.

1.

2.

3.

1.

2.

3.

1.

2.

3.

[END OF QUESTION PAPER]

9
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