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General marking principles  
Always apply these general principles. Use them in conjunction with the detailed/specific 

marking instructions, which identify the key features required in candidates’ responses.  

  

a Always use positive marking. This means candidates accumulate marks for the 

demonstration of relevant skills, knowledge and understanding; marks are not 

deducted for errors or omissions.  

  

b If a candidate response does not seem to be covered by either the principles or 

detailed/specific marking instructions, and you are uncertain how to assess it, you 

must seek guidance from your team leader.  

  

c Candidates gain marks for specific skills, knowledge and understanding. Award marks 

for using different functions and features of a variety of IT applications in the 

following areas:  

  

Spreadsheet — 20 marks (+/- 4 marks)  

• using a range of simple, complex and advanced formulae to perform calculations 

and summarise information  

• using a range of simple, complex and advanced functions to manipulate and 

analyse information  

  

Database — 20 marks (+/- 4 marks)  

• searching and sorting information using a range of criteria  

• presenting information   

  

Word processing — 20 marks (+/- 4 marks)  

• layout and presentation of information  

• integration of information from other IT applications  

  

Communication — 10 marks (+/- 2 marks)  

• presenting/disseminating information to different audiences  

  

d Layouts  

  Marks will be awarded for a wide variety of layouts used in word processing and 

desktop publishing tasks. Candidates will not be penalised for applying a layout to a 

document that is different to one that has been supplied in the detailed Marking 

Instructions. The over-riding principle is that a document must be ‘fit-for-purpose’.   

  

e Formulae  

  It is possible for candidates to use a variety of different formulae to resolve the 

problem and provide the information needed in the spreadsheet. Marks will be 

awarded where a formulae has been used that provides the correct answer, the 

formulae provided in the Marking Instructions is not the only correct answer.  

  

f Printouts  

  Candidates are clearly directed, within the instructions, as to the printing 

requirements. Where a printout for a task is missing, marks will be awarded on any 

available alternative printout.  
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g  Keying-in  

  Marks will be awarded for every block of text that is accurately keyed in. This will 

be for approximately every 25 words. Flags may be included where appropriate to 

identify where marks are awarded.  

h  Marking codes  

  Marking codes may be provided in the marking instructions for markers to use to 

identify what they are awarding marks for, to help with the quality assurance of 

marking. 
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Specific marking instructions  
  

TASK 1(a) - PRESENTATION    

Evidence  Marks Comments  

Keyboarding in notes area 

Bullet points 

1 

1 

Accurate and in notes section 

Can be awarded if not in notes 

section 

Apply a suitable design template  1 Do not award (DNA) if obscured 

by text/graphics 

Create title slide: event and date 

Logos inserted 

1 

1 

All correct – Thursday not needed 

 

Insert sample itinerary  1  

Landmarks in: 

Barcelona 

Lisbon 

Venice 

2 Must have all 3 landmarks 
correct to gain both marks.  
Max 1 mark DNA for keyboarding 

errors. 

Print  1 2 slides per page and notes view 

for ‘Special Offers and Group 

Bookings’ slide  

  9   

 

Notes view 

 

 

 

 

 

 

 

 

 

 

 

 
Notes 

Bullets 
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2 slides per page view 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Design Temp 

Research 

Insert itinerary Logos 

Details 
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TASK 1(b) – E-MAIL    

Evidence  Marks Comments  

Evidence of sending  1 Date and/or time stamp 

Attachment – Launch Event 

PowerPoint  

1 Accept shared document  

Content: subject heading, message 

and close  

1 DNA if spelling errors or if 

message is not meaningful  

  3   
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TASK 2 – DATABASE REPORT    

Evidence  Marks  Comments  

Cabin type – suite 1   

Area – not southern Europe 1   

Title and Logo  1 DNA if inconsistent capitalisation or 

spelling errors 

Must include ‘early booking’ somewhere 

in the title  

Sort by Cruise Name  1   

New field headings: 

Discounted Cost per Person/Monthly 

Payment  

1 Consistent capitalisation and correct 

spelling  

Discounted cost calculation  2 All or nothing  

Monthly payment calculation 2 All or nothing  

Formatting  1 Currency with 2 decimal places  

Presentation/correct fields  1 DNA if any data is truncated  

  11   
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Title and Logo 

Presentation/fields 

New fields 

Calculation Calculation 

£ & 2dp 

Sort Query - Cabin Suite Query – Not Southern 

Europe 
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TASK 3 – SPREADSHEET – ATTENDEE INFORMATION  

Evidence  Marks Comments  

No of guests attending per type 2 Countif - all or nothing  

Total costs of guests attending per type 2 Sumif - all or nothing  

  4   

Note: Accept named ranges as shown below 
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TASK 4 – WORD PROCESSING - PROGRAMME - FRONT COVER 

Evidence  Marks Comments  

Details: 

Blue Horizon Events Presents 

Grand Launch of Ocean Majesty 

Date: 30 April 2026 

Greenock Port 

 

Page border on first page only 

Enhanced and with both logos 

1 

 

 

 

 

 

1 

1 

DNA 1 mark if an item omitted or any 

spelling/caps errors 

 

Day is not required but if present must 

be correct 

 

 

Font size, bold, word art etc 

 

 

 

 

 

 

 

 

 

  

Details 

Page Border 

Logos 
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TASK 4 – WORD PROCESSING - PROGRAMME – EVENTS SCHEDULE 

Evidence  Marks  Comments  

Events Schedule:  

• Inserted in correct position  

• Shade 1st row  

• Convert text to table 

  

1 

1 

1 

  

Must have “Events Schedule” 

 3  

  

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

  

Insert information 

Shade 1st row 

Text to table 
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TASK 4 – WORD PROCESSING - PROGRAMME – WELCOME MESSAGE 

Evidence  Marks Comments  

Welcome Message:  

• Displayed side by side and in 

the correct place  

• Keyboarding  

• Insert photo   

 

 

1 

2 

1 

  

 

 

1 mark per flagged section correct 

 4  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Insert photo 

Info side by side 
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TASK 4 – WORD PROCESSING - PROGRAMME – ITINERARY 

Evidence  Marks  Comments  

Find and replace  1 5 occasions  

Header 1 Ocean Majesty on even pages 

Your Voyage, Your Majesty on odd pages  

Not on first page  

Footnote  1 Check placement and accuracy 

Justify  1 Not the front cover or events schedule 

Draft watermark  1 All pages  

Last page landscape  1   

Page numbers in footer 1 Accept if on front cover, any position 

Presentation  1 Consistent spacing, appropriate page breaks 

  8   

 18  

 

 
 

 

 

 

 

 

 

  

Justify 

Watermark 

Landscape 

Presentation 

Find & Replace 
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TASK 5 – SPREADSHEET - WAGES    

Evidence  Marks  Comments  

Create a pivot table with meaningful headings  1  Accurate and consistent 

Total Wages  1   

% of Overall Total  1   

Formatting  1   

Sort highest percentage first 1   

  5   

 

 

DEPARTMENT TOTAL WAGES % OF OVERALL TOTAL 
Guest Amenities £2,574.00 41.31% 
Catering £1,885.33 30.26% 
Venue Setup £868.75 13.94% 
Security/Support £552.96 8.87% 
Audio/Visual £350.00 5.62% 
Grand Total £6,231.04 100.00% 

 

 

 
 
 
 

Formatting £% 

Sort 
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TASK 6 – SPREADSHEET - EVENT COSTS 

Evidence  Marks  Comments  

Catering price per item 2 Vlookup all or nothing 

Total cost for catering  1   

Individual gift bags cost 

 
Total cost of gift bags 

2 
 

1 

Hlookup all or nothing 

% Discount 

Convert to discount amount 

2 

1 

Nested If – all or nothing 

Sub total  1   

VAT  1   

  11   

Note: Accept named ranges  
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CATERING COSTS 

PRODUCT PRICE PER ITEM 
NUMBER 
REQUIRED TOTAL COST 

Mini Quiche Variety Pack =VLOOKUP(A3,ITEMS!$B$2:$C$31,2,FALSE) 25 =B3*C3 
Italian Meatballs with Marinara =VLOOKUP(A4,ITEMS!$B$2:$C$31,2,FALSE) 50 =B4*C4 
Spinach & Feta Phyllo Triangles =VLOOKUP(A5,ITEMS!$B$2:$C$31,2,FALSE) 15 =B5*C5 
Mini Chicken & Waffles =VLOOKUP(A6,ITEMS!$B$2:$C$31,2,FALSE) 45 =B6*C6 
Shrimp Cocktail Shooters =VLOOKUP(A7,ITEMS!$B$2:$C$31,2,FALSE) 30 =B7*C7 
Grilled Vegetable Skewers =VLOOKUP(A8,ITEMS!$B$2:$C$31,2,FALSE) 35 =B8*C8 
Baked Mac & Cheese Bites =VLOOKUP(A9,ITEMS!$B$2:$C$31,2,FALSE) 25 =B9*C9 
Chocolate Brownie Bites =VLOOKUP(A10,ITEMS!$B$2:$C$31,2,FALSE) 40 =B10*C10 
Mini Eclairs =VLOOKUP(A11,ITEMS!$B$2:$C$31,2,FALSE) 25 =B11*C11 
Assorted Cookies Platter (24) =VLOOKUP(A12,ITEMS!$B$2:$C$31,2,FALSE) 1 =B12*C12 
Sparkling Water (250 ml bottle) =VLOOKUP(A13,ITEMS!$B$2:$C$31,2,FALSE) 40 =B13*C13 
Coffee/Tea Station (per cup) =VLOOKUP(A14,ITEMS!$B$2:$C$31,2,FALSE) 50 =B14*C14 
Total Catering Costs =SUM(D3:D14) 

 

Alternative formula: =XLOOKUP(A3,ITEMS!$B$2:$B$31,ITEMS!$C$2:$C$31,,FALSE)  
 

GIFT BAGS 
TYPE NUMBER REQUIRED TOTAL COST 
VIP 11 =HLOOKUP(F3,'GIFT BAGS'!$B$1:$E$2,2,FALSE)*G3 
Press 11 =HLOOKUP(F4,'GIFT BAGS'!$B$1:$E$2,2,FALSE)*G4 
General Public 12 =HLOOKUP(F5,'GIFT BAGS'!$B$1:$E$2,2,FALSE)*G5 
Photographer 4 =HLOOKUP(F6,'GIFT BAGS'!$B$1:$E$2,2,FALSE)*G6 
Total Gift Bag Costs =SUM(H3:H6) 

 

 Alternative formula: =XLOOKUP(F3,'GIFT BAGS'!$B$1:$E$1,'GIFT BAGS'!$B$2:$E$2,,FALSE)  
 

SUMMARY 
Total Wages  6231.04 
Total Catering Costs =D15 
Total Gift Bag Costs =H7 
Order Amount =SUM(H10:H12) 
Discount Amount =IF(H13>15000,5%,IF(H13<10000,1%,3%))*H13 
Sub Total =H13-H14 
VAT =H15*20% 
Final Cost =H15+H16 

 

 

 

Alternative formula for Discount %: 

 

=IF(H13>15000,5%,IF(H13>=10000,3%,1%)) 

=IFS(H13>15000,5%,H13>=10000,3%,H13<10000,1%) 

=IFS(H13<10000,1%,H13<=15000,3%,H13>15000,5%) 

 

Do not accept: 

 

=IF(H13>=10000,3%,IF(H13>15000,5%,1%) 

=IFS(H13>=10000,3%,H13>15000,5%,H13<10000,1%) 
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TASK 7 – DATABASE – HIGHEST AND LOWEST CABIN COSTS PER CRUISE 

Evidence  Marks Comments  

New field headings  1 Consistent, meaningful and accurate 

Group by Cruise Name  1  

Highest Cost per Person 1 Maximum function 

Lowest Cost per Person 1 Minimum function 

  4   

 

 

CRUISE NAME HIGHEST COST PER PERSON LOWEST COST PER PERSON 

Adriatic Discovery £1,499.00 £1,099.00 

Adriatic Highlights £1,399.00 £699.00 

Adriatic Sea Wonders £1,400.00 £799.00 

Arctic Adventure £1,999.00 £1,299.00 

Baltic Capitals Cruise £1,999.00 £1,299.00 

Baltic Gems £1,899.00 £999.00 

Caribbean Getaway £3,100.00 £1,999.00 

European Highlights £1,799.00 £899.00 

Fjords of Norway £2,399.00 £1,699.00 

Greek Isles Adventure £1,899.00 £1,099.00 

Iberian Peninsula Cruise £1,899.00 £1,299.00 

Ionian Odyssey £2,499.00 £1,499.00 

Italian Coast Explorer £1,299.00 £699.00 

Mediterranean Explorer £1,499.00 £699.00 

Mediterranean Medley £1,099.00 £399.00 

Mediterranean Odyssey £1,400.00 £799.00 

Mediterranean Voyage £1,399.00 £599.00 

Northern Lights Journey £2,399.00 £1,499.00 

Tropical Escape £1,499.00 £699.00 

Viking Shores Expedition £1,999.00 £1,199.00 
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TASK 8 – DATABASE – MR O’DOWD CRUISE ENQUIRY  

Evidence  Marks Comments  

Departure dates – May or June  1   

Duration – 8 nights or less  1   

Balcony cabin type  1   

Canal excursion 1   

Print selected fields  1 Accept in any order  

  5   

 

 

CRUISE NAME 
DEPARTURE 

DATE 

DURATION 

(NIGHTS) 

COST PER 

PERSON 
EXCURSION NAME 

EXCURSION 

COST 

Arctic 

Adventure 

01/06/2026 7 £1,699.00 Helsinki Canal Tour £84.00 

Italian Coast 

Explorer 

14/05/2026 5 £1,099.00 Venice City and 

Canal Tour 

£75.00 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

[END OF MARKING INSTRUCTIONS]  

Cabin  

Type 
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