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INSTRUCTIONS TO CENTRES
Centres should refer to the Administration Guidance for Vocational Qualifications (A850).

Centres are responsible for ensuring that the hardware and software to be used for this examination is in full
working order and is sufficient to enable candidates to meet all the assessment criteria as specified in this Unit.

Errors occurring as a result of faulty or inappropriate hardware or software will not be taken into consideration by
OCR.

Centres must also ensure that hardware and software is set to UK English spelling and UK date format.

The form is supplied by OCR on an examination disk or downloadable from OCR Interchange. Candidates must
be made aware of the file location. Centres must not make any alterations or amendments to recalled text
or templates.

Candidates should use the Save As facility, using the filenames given, and should be encouraged to save
frequently while working through documents.

Centres must ensure that all printing carried out by candidates outside the examination time is supervised by the
invigilator.

All candidates’ work must be sent to OCR, including work candidates have crossed through.

Candidates will need to insert a picture in one of the documents. Centres will need to ensure that candidates
have access to a range of pictures, including clip art.

Recalled text is supplied by OCR on an examination disk or downloadable from OCR Interchange. Centres
must not make any alterations or amendments to recalled text.

Document stored as REPORT: a left margin of 6 cm and a right margin of 1.9 cm has been set — margins of
2.54 cm have been used for top and bottom margins. Arial 11 font has been used for the recalled text.

Document stored as CAP: margins of 2.54 cm have been used for all margins — top, left, right and bottom.
Arial 11 font has been used for recalled text.

Document stored as LETS: margins of 2.54 cm have been used for all margins - top, left, right and bottom.
Arial 11 font has been used for the recalled text.

Pre-stored form stored as LOANS: margins of 2.54 cm have been used for all margins - top, left, right and
bottom. Arial 11 font has been used for the form.

Ensure that Invigilators are aware of the following:

- where candidates are using a typewriter, templates used in this examination must be pre-printed and made
available

- where candidates are using a word processor, Invigilators must know the location of stored templates/recall
material and the file names, as appropriate to this paper

- candidates must be asked to read the front cover of the question paper before the start of the examination
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