Part A Mark | Max | Mark
la | Evidence of accessing web browser 1
1b | Evidence of suitable search criteria used to find “flower sleeves” 1 4
1c | Evidence of appropriate web page selected 1
1d | Evidence of saving appropriate web page (html or similar) 1
2a | Evidence of email created and addressed to organiser@flowers.eu 1
b Evidence of web page attached to email (allow follow through from 1d — so may not be a 1
web page) (not evidence document) 4
Suitable text and subject line — as specified (ignore SPAG)
2c . . 2
Subject line only or body text only — 1 mark only
Part B
3a | File “Flowers” opened 1
3b | Delete row containing “Tulips” data 1
3c | Effective formula entered to calculate the Stock Value e.g. =C2*D2 1
3d | Effective formula to calculate Total Stock Value eg =sum(E2:E15) 1 8
3e | Formulain 3c replicated 1
3f | Formatting: All data fully displayed (mark on main PO NOT formula PO) 1
3g | All correct data formatted to currency(£) and 2dp 1
3h | Printout/s showing all formulas (in a spreadsheet) 1
4a | File “Orders” opened 1
4b | Correct table located 1
4c | Record for Pearl Smith changed to “Fresh” flowers 1
4d | Price for Jenny Trotter’s order changed to £20 1 8
4e | Record for Stephen Allen deleted 1
Af | Table sorted into ascending order of price 2
4g | Printout of table with all data fully displayed on one page 1
54 Appropriate software selected eg word processing, desktop publishing, presentation 1
software etc
5b | All text supplied inserted 1
5c | Appropriate image only selected from file (forget-me-not) 1
5d | Image inserted into poster in a suitable place 1
5e | Logoinserted in appropriate place — not obscuring text 1
5f | Logo appropriately resized, fully visible and in proportion 1 11
5g | Correct email address inserted 1
sh Poster free from spelling errors, eg, arrangments to arrangements, avalable to available, 1
charety to charity
Formatting clear, suitable and fit for purpose throughout
5i | Formatting mainly clear and fit for purpose — 2 marks only 3
Some evidence of formatting used to suit purpose — 1 mark only
Folder/s created to store work — 1 mark
6 | Appropriate files stored in correct folder/s — 1 mark 3 3
Appropriate file names — 1 mark
7 .jpeg 1 1
8 | Email, Facebook or any suitable 1 1
Total Marks 40
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