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ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT

SECONDARY EDUCATION CERTIFICATE
EXAMINATION

Paper 02 — General Proficiency

2 hours 20 minutes

( 04 MAY 2012 (a.m.))

READ THE FOLLOWING INSTRUCTIONS CAREFULLY.

1.

An adequate amount of stationery will be supplied. Select the appropriate paper for each answer.

This examination consists of FOUR tasks which you should
file on the storage medium for printing. The Invigilator will
give you instructions about arrangements for printing your
documents.

Answer ALL questions.
Read all instructions carefully before answering each question.

The first 20 minutes of the 2 hours 20 minutes allocated for this
examination should be used as follows:

10 minutes  — warm-up on the keyboard followed by
10 minutes  — reading time.

Any defect in the machine should be reported to the Invigilator
who will make the appropriate notation and indicate on your
folder any time lost. The Invigilator will also record this
information on the Supervisors’ Irregularity Report.

Begin each answer on a separate sheet.

Print on one side of the paper only, unless otherwise instructed.

Key your candidate number in the upper right-hand corner of each sheet of paper.

Uncorrected errors will be penalised.

Any accepted method of display consistently used in letters and/or tabular exercises will be

credited unless otherwise instructed.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.

Copyright © 2010 Caribbean Examinations Council
All rights reserved.
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Answer ALL questions,
Question 1
Time: 30 minutes
(a) Create a suitable letterhead for the following company and insert an appropriate logo.

Island Property Inc, Prospect, St Peter, Barbados, Telephone (246) 402 4566,
Fax (246) 402 3978, E-mail: IPN@propsurf.com.

(b) On the letterhead created, type the following letter in blocked style to:
Miss Charmaine McClean, 2 Belvedare Crescent, Castries, St Lucia.

(c) Mark the letter CONFIDENTIAL. The reference is RO31/MS/(your initials).

(d) Save as “letter” and print.
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Question 1 cont’d
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Question 1 cont’d
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Question 2

Time: 24 minutes

Type the following information in a spreadsheet, following all instructions.

(a)
(b)
(c)

Use landscape orientation.

Create a pie chart to show the commission from commercial sales. Insert the pie chart on the

same page as the spreadsheet in (a) (i) above.

Save the document as “spreadsheet” and print.
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Question 3

(a)
(®)
(c)

Time: 18 minutes
Display the following form using equal left and right margins of 1 (2.54 cm).
Type FormR1/1/10 as a footer at the left margin and June 2012 at the right margin.

Save as “form” and print.

T3 (and Pro perty Ma-no-a'em ent Serulcas —Cops

Resbo*rq.‘tt'w\. form — spaced caps
sko;i.—tf'\"\ Rertal _. intial caps

| Tome - 31 P&wius‘t 2012, bt

depost of &.....Ttothe address below:
insert ad
Masce (in dresg)

A %;u& Nnames a{? aull oc_c_u_Pa_,.,d‘s Q,F the wnct™

Surnome  |Chnshian pame Title

Prge

(Mefes { iss|Master)

/

|
\ \ \

*The -(-,-\}‘Qt name stated spd.. be head of
o Lamily. Qta.hc{s& thiz <enfence)

Rddreas of head- o-p.PM\l'i | —

TQ.\Q‘P\’\O:\Q No
"T‘ljpe_ o,? ?e_‘\: [é d03
cact

0 sther @Iea.se gpeci{33>--————-

B

Please complefe this form and refisn ot with ygur]

emest Seruices

\’Q’+ﬂ MMQ_S
Garrison. Road,
, Bar bados

ouSe, o\

R
Tuwn

codle
wridge

lslad Pro

Be\s

Qddress”

01251020/F 2012

Total 19 marks

GO ON TO THE NEXT PAGE



Question 4
Time: 36 minutes

Type the following newsletter using the instructions below.

(a) Use equal left and right margins of 17’ (2.54 cm) and equal top and bottom margins of 0.5
(1.27 cm).

(b) Type the body of the newsletter in Times New Roman, font size 12.
(c) Use dropped caps, dropped two lines, where indicated.

(d) Type shoulder headings in 14 pt. and bold.

(e) Insert a vertical line between the two columns.

(H Insert a page border to the edge of the paper.

(g) The newsletter should fit on one page.

(h) Save as “news” and print.
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Question 4 cont’d

1S LAND PRoPERTYE
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Editor: Hortensia Russell

Why Choose us?

Island Property is the fastest growing property
management company in the Caribbean. We do
not just specialize in short and long-term rental but
we have some of the most exclusive property for sale
throughout the region. We know where finance is
available, and how you can get the best interest
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Quality Staff

D’{f new Pn?uﬁe.t‘. on

Our professional team of
support staff includes m-sg,rt an
real estate agents, property rake
~"""managers, administrative SupPrer
5 and maintenance staff. We Bhat™
want to ensure that our ,hm
o clients get the optimum
j returns on their avestments while, at the same time,
receive excellent customer service.
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Volume 1, Number 1 July 2012

New on -l'{ﬂ-E— :L\.GM l A G

Featured properties are available for immediate
occupation. ﬁ-v-rm-\aez ande r\s?cch;bh.

without ololigation . Ws

Chateau D’Predine
Exclusive residence for the high-en
investor, panoramic views, nearby golf
ourse and secluded beach, Aruba.

e Sherbourne Gardens
5-bedroom villa, Italian-designed kitchen,
dramatic seaview, Antigua.

e Pitons Heights
Charming property situated on elevated lot
with a stunning view of the marina. The
beach is within walking distance, St Lucia.

Look out for mmzproperties ef-ntercstin our next ,t_‘a
issue. J
A Lntzrat\g

How to contact us:
Jennifer Woodhouse
Tel: (246) §)5 3972 §34
Fax: (246) 534 7829
E-mail: IPN@propsurf.com
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Total 30 marks
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IF YOU FINISH BEFORE TIME IS CALLED, CHECK YOUR WORK ON THIS TEST.
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