OCR¥Y

RECOGNISING ACHIEVEMENT

OXFORD CAMBRIDGE AND RSA EXAMINATIONS

LEVEL 2 TEXT PROCESSING
(BUSINESS PROFESSIONAL) Scheme Code: 06994

Question Paper
MAILMERGE Reference: AUTUMN 09

This question paper may only be taken within these dates:

19 OCTOBER 2009 - 11 DECEMBER 2009 TIME: 1 HOUR 30 MINUTES

INSTRUCTIONS TO CANDIDATES

Please insert your Centre Number, the Scheme Code and the Question Paper Reference on your
Unit Submission Folder.

You must use a word processor and/or database/spreadsheet software or an integrated package to complete
this examination.

Key in your Name, Centre Number and Document Number on every page before saving. These details may be
written on datafiles.

Complete all documents and save using the filenames as instructed.

The letter must be produced on OCR supplied letterhead, either pre-printed or recalled on a word processor.
You must not make any changes to the template headings. Datafiles may be displayed in any format but they
must be produced on plain paper and must display at least three records on a page.

Insert today’s date on the letter unless otherwise instructed.

You must print all your own work, which must be supervised by the Invigilator. No more than two attempts
should be made at printing the merged documents.

Assemble your completed work in the order in which it is presented in this paper and cross through any work
which you do not wish to be marked. Do not staple your printouts. All printouts must be submitted.

INFORMATION FOR CANDIDATES

You will be required to access a previously stored datafile. The filename and location for this datafile will be
given to you. You will be given the location of the recall files and the templates by the Invigilator.

No amendments can be made to the text after the 1 hour 30 minutes allowed for this examination. Printing may
be undertaken outside the 1 hour 30 minutes allowed for this unit, in a period immediately following the
examination, and supervised by the invigilator.

ADDITIONAL INFORMATION

Tests taken outside the specified dates using this question paper will not be accepted. Candidates should sit
this paper only once.

Credit

Successful completion of the live assessment for this unit will award you with 5 credits.

QCA Accreditation Number: Y/501/4229 ' H534 AUT09

This document consists of 7 printed pages and 1 biank page
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DOCUMENT 2

/

Please key in the following standard document to-merge N
with the datafile amended in Document 1. Insert merge

codes where indicated by ®¥and use fill justification: Print
one copy of the standard document and also-print copies to-
g all people who- wish to-go-to-the country of ITALY.

S TITLE FiwpiaLs F sueueme

¥ sTReEeT

#* Toww

* PosicodE

Dear *TI1TLE ¥*SurRnAameE

Thank you fLor your enquity feaording o —\"‘\M~E$\\&\\’Q
puvchase., We wunderstand  Fher yeu afe in'rerested in
‘S?QY\C“Y\S some Fime in FounTRY., We \ewe oo Seleckion

ot Qfoger¥ies <canging kcom agark mends 4o villas.

These o2 Lound gt \ocations artound ¥he LD'uf\‘\‘\'g‘,
ond yvary from beach 4o mounkain (esocrs. There IS
o choite of £ived, Lloering ov Flewi weeks,

An '\mgof\*w\’r Lockor ¥o consider (s which eriod fo
choose. Demand S enormous in e high season.
This means *wokx ¥ wiW\ e more eycgans‘wal but
we do Wave Some weeks Ryee Xaak you may  want

4o consider Emqhasise *nese words)

awafe +ha¥ X—\\Qram odad\rrional e_\r\o,rcj.ﬂ
foc Xne upkeep of “he property This 1S Panad annually,

The enclosed VYrochuce Should  covec a\\
c\ruo.s—‘r‘\or\s. We Yave 519.&\‘ pride
and afe sufe Yhakx Yyou

Please b

qours
in fhis scheme

Wil find o ?co?er*g o suit
N ours Sineerely

Nathan Wreight
Sales m&“&%ﬂ(

Eanc



DOCUMENT 3

Using the selected Document 2 recovdy of the Document 1 datafile;
prepave avlabel sheet, incovporating the fields shown below. Save the
label sheet and print one copy of the sheet showing the merge codes
and one copy showing the merged labels.

fTitLE Fanmens  FsuwanE

 STQLEET
* Towwd
¥ P0sTcoDE
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DOCUMENT 5

/Pleaxse/k@y inthe following standowd document to- merge )
with the datafile created in Document 4. Insert mevge codes
where indicated by *. Print one copy of the standowd,
docwment and also-print copies for all companies that ave
offering move than 5 scholarships at a College:

o /

[NVITATION

The Framvg Geoup '5 Qroud Yo bve gssociaked

wikih e educekion  and Lukure  careers ok
oWy Young Qszos{\e_,

cmihasise Yhese woc@

S \Wa afe now ?\Q&S-ﬁd Ao opwnounce hnoex  we wi )
ofter FNUNRER sanolarami ps] ¥nis  yeac

S¥udents oo Wi\ be (,Qadf\r\() a AQC})M.& N
¥covese ofe  nvixed Yo QR?\\:‘).

The Sdr\o\ufs\r\\?s Wi\ DPe oy“mm)mé o students
wWAXW a ;{\&c-e o

Kupone FLace
wWich s R&v‘( ok *U\\J\\)EV—S\/(\\ L \wer sy,

FWNOME. HFQRCE un  Yoke Froter shdass,

\n nhe %\\‘“Q* A nSYance N K onTac oN
Dil2S 6629R\ S(ov an Q?Q\\co:\ﬁbr\ %bm\.

—~<\he com?\-e%a@A Lorm  musk o2 ceNurned gt
a cogy  of e coburse offer \ekker



