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Task

A

Files carsales.csv and servicecentres.csv imported to suitable software

LA

[ open [f Design " New

gestorchos  Icds edos  pel
4 TR X

Tables imported
1 mark

SEIl Edit Relationships

_'ﬁ Insert  Tools ‘Window Help

.". b

Obijects

TablejCuery:

Related Table/Query:

Link joins Code to location
1 mark

IServi:ecsntres v 'ICarssa\es w2

Code

;I Location

I~ Enforce Referential Integrity
I~ Cascads Update Related Fields
™ Cascade Delete Related Records

Cancel

Join Type.

Create New

Y
Code set as key field (no
duplicates)

1 mark

Link is one to many
1 mark

Relationship Type: One-To-Many

Tables Create query by using wizard

A B all fields
Leries

EnEDEEo

Forms
Repotts
Pages
Macros

Modules

Groups

Gl

Farvorites

o —

Query is made to access all

fields for merge

Flect month : Select Query

= selectmonth
& viNreal

Town ~
BranchAddres
Telephone |
Managerhiame
ManagerSurn ¥

1 mark

N

Check two key sort order in
correct order (1), both
ascending order (2x1) First
town/location then name2

3 marks

Field: + [RegDate Location Namel Name2 Title Address1 © g
Table: |Carssales v Carssales v2 Carssales vZ Carssdles v2 Carssales v2 Carssales v2 Carssales vi = Query is made to select
Sort: ‘Ascending ‘Ascending . .
son - — E between certain dates ie for
riteria: Between #31/05/2002% And =01/07/2002%
e etve: B one month
2 2 marks
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crop v X

File Edit \Wiew Insert Formak  Tools  Table  Window  Help

DEEE @RY | iaRY | v-o- QHEORE H B T 5 -3,
4 Normal +8pt, ~ TmesMewRoman - 8 ~ B 7 U ==
Final Showing Markap ~ ~ Show~ | & @ &« £p ~ (@3~ & & |
@ o 510 E | msert word Field+ | 0 [ 7 Mo » MR R 3k,
B omE e T ©

g 1 9

H B4 5 T

Ta sark the list, click the sppropriate column heading. To narrow down the recipients displayved by a
specific criteria, such as by city, click the armow next bo the column heading. Use the check boxes or
buttons ko add or remove redipients from the mail merge,

List of recipients:

x| Addressi

19 Town Skreet &13/2002 Tina

South I 28 Town Strest  ¥SD... 6192002 RA Mohamed
- «Branc & Ridgeway FMM...  6(10/2002 RA Tina
WMM b 4 Chevin Road  YaM.., &/12(2002 WE Mohamed

& «Telep

< IO

i Customer Details

i «Titlen «MNameln «llameZn

o whddressly < 0 |

. «Towny selectall | Cearal | Refresh |

i Car first registered on «RegDatesis now Find... | i | validate |
-

.

- Shows results of sort criteria
N «Next Record» «Next Rec _ town then surname.
3 (marks shown above)
N 2

‘f’ @ e Mexk: Arrange vour [Ebels

- ¥ < Previous: Starting document

=o | |

Page 1 Sec 1 11 At 34cm Ln S Cal 14 REC TRE EXT OVR English (U.S L3

pcument4 - Microsoft Word

File Edit Wiew Insert Format  Tools Table ‘Window Help

DeEa gy 2R oo QHEOB=EH BT 5 -3,

xﬂ Mormal + G pt, » TmesMewRoman -~ & -« B 7 U
Final Showing Markup = Show = & & & - Xp » (- 2 EH ,
[0 B msertword Field~ | 0 [2] T M o4 r MR B Ty 2% 0 0.

[c] BE: [ S IR B T SR BRI - Ll R o1 8 AOE 1E 41 -2

South India Motor Company
- «Branchdddressy
= %e;;h;;:;irs tmames Merge document set up with
- 30030, 0000 ~ required fields, including
8 Customer Details date or print date field
™ «Titlen «MNamelyn «IameZn 10 marks — one for each field
- whddressls 9 9 5
; «Townm (-1 for inconsistent spacing)
” Car first registered on «RegDatenis now due for test.
-
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Edit ‘Miew Insert Format

BB 1o0%

Table  Window
Clos= | K2 .

Tools Help

4

crop

ocument4 {Preview) - Microsoft Word EE'@

File

Check for added records.

One is seen here, and one is
seen in task B

Merged records. Only these
six records printed. All
required fields in view

2 marks

Merged records set up and

L i S e B b B8 AR e 1 02 1 d3 04 118 1 3B | 7 128 1190 120
= South ndia Motor Commpany South India Motor Campany
: Kenmpe Gowrda Business Park Kerpe Gowda Business Park
g MrHaz MrHafez
5 B0-4%342 BO-456342
_ XXZ 0,000 XX 0,0000
- Customer Details Customer Ditails
™ MrKnsh Akbdar Mx Michael Seng
Z 8 Castle Hill 3 Buook House
: Bangalors Bangalore
~ Car fiest reistored on 6/2/2002Es novr due fo test Cax first registered on £/12/20024s nowr due fortest.
= South ndia Motor Company South India Mator Camy
a Falley Drive Open PlainPatk 2 marks
5 Mr Singh Br Shanma
- 49712332 3
: XXZ 0,000
o Custormer Detals
2 DM Tina Patidar T ITOETET AT
: 19 Towm Strest 28 Towm Strest
o Mate Raipur
B Car fiest reistored on 6/3/20012is o due fo test Ca first registered on £/19/20021s nowr due fortest.

S Scuth India Motor Company South India Motor Comparyy
X Open PhinPark Parklands
= Mr Shame r Amer
- TT-17ES 41-678921
H XXZ 0,000 K0, 0000
- Customer Details Customer Ditails
0 Mrs Tina Patidar MrMchamed Radwan
i 8 Ridgeway 4 Chevin Road
- Faipur Velloze
Y Car fiest registored on 6/10/2002is now due fortest Cax first registered on £/12/20024s nowr due fortest.

i South India Motor Commpary Sonth India Motor Campary

2 x
: EXZ 0,000
3 Custepner Details Customer Details
o Car first registered an is now dus fortest. Car first registersd an is now due for test.

Page 1 Sec 1 11 At 3.7em Lne Col 1 English (L5 [E5 4

labelfarm. rtf - 1M

Nen paper 4 ma.. .

printed as labels
1 mark

B Fle Edt View Insert Query Tools Window Help * -8 X
X - B ! oSmE oA . N Fa R g
~
VI ~
RegDate . .
Lacation Merge criteria entered
Namsl Extract second two
Mamez
Title characters
Address1 1 mark
Tawn
Branchaddres Select on FM
Telephone 1 mark
Managerhlame .
ManagerSurm. Select before specified date -
&1/ __—\ lmark
Field: [wIN WIN Recall: Midi[VIN, 2,20 TCoCation Marne 1 Mamez2 Title: Addresst
Table: [all Fields =Tzl Ficlds all Figlds all fields all Figlds all fields all figlds
Sork;
Show:
Criteria: "F" _k#0110112004#
or:
< >
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T8 recall. doc - Microsoft Word

- File Edit \Wew Insert Formatk Tools  Table ‘Window Help fill in - X

NSEY SR_RY R oo @EOE=H B o

A4 Mormal + TimesMewRoman « 12 ~ B 7 U E = 2. iZ i =

Final Showing Markup = Show= | & &% B « X » g - B .
=@ F‘] D Insert Word Field — ‘:,)()E?E,: H 41 P M a (P % 95 R‘d ‘:?;; .
[i] Pz [ - o RS R RS AR PR R R O RY:.

|

e

ER I S -

A

; South India Motor Company
1 BranchAdicess»

: 00 3003 0000

Customer details

amely «ame2s

Merge document set up with
«Towny required fields, including

1] I date or print date field

i Dear Titley @fame2y 11 marks — one for each

correct field (-1 for spacing

errors or missing fields)

2 The manufacturers have called in some cars for a check. Tour car with VI « VI is
E mcluded in the recall. Please make an appomntment for this check by telephoning
onex. We can make a loan car available to you

Fill-in field for “steering”

= Tours sincerely

a 2 marks
=

- This 15 a fmlm y Ej\‘@;j{"l} chetk and 15 very INpoTTaT

2

E‘ E E E 4

Page 1 Sec 1 1j1 At 122cm Ln 20 Col 37 PEC TRY EXT OVR Engish(Uk  CE

BT 0% - @ | dread

ol Showing Merkup v Show = | #} 9% v+ w3+ | 3 %2 | 3| &

I ‘w‘tw‘z-w-3‘w‘4-w‘s-w-s-w‘7-w‘n-n-Es-w‘ml-w-11“|-12‘|‘-u-|-1‘4‘|-,/_\“|ws-n:‘
South India Motor Company
Open Plain Park
00 XXX 0000

Customer details .
This is the second added

Mr Mohamed Ravi
14 Ferrers Crescent record to be checked for @sk
Rai one (mark already noted in
pur
\&k one)
Dear Mr Ravi
The manufacturers have called in some cars for a check. Your car with VIN
FFM2674091 is included in the recall. Please make an appointment for this check by
telephoning 77-178654. We can make a loan car available to you.
Thank you
Yours sincerely Keyboard input “steering”
on each letter
1 mark
This is a steering cleecKana 15 very mportanT —__
swE=8g i | l\x
Page 1 Sec 4 £y At n Col REC| [TRK| [ExT| [ovR | [English (UK g A
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etters? - Microsoft Word

fill in - X

- File Edit \Wew Insert Formatk Tools  Table ‘Window Help

Dy SRY LV 2R v - GHOEE=H B 9 0w
- 24 Mormal - TmesMewRoman - 12 - B 7 U =
- Final Showing Markup = Show = & &3 & » £p -~ (3~ B EH |

8 F ] : =

-
=

g | ek

5] B | mrsertwerd

South India Moter Company
Open Plain Park
00 303 0000

Custotmner details

Wr Mohamed Ravi

14 Ferrers Crescent

Raipur

Dear Mr Raw

The manufacturers have called in some cars for a check. Your car with VI
FEM2674091 15 included 1n the recall. Please make an appointment for this check by
telephoning ¥7-178654. We can malte a loan car available to you

Thank you

Tours sincerely

This 15 a staeringj check and is very important

Page 1 Sec 4 44 At 12.2em Ln 20 Col 19 PEC TRY EXT OVR Engish(Uk  CE

o maner 4 ma. o Lel

Only four letters merged
All Present and correctly laid out
1 mark

= paper4 source : Database (Access 2000 file format)

B Servicecentres v2 : Table
Field Name

onn
BranchAddress
Telphane
Managerhame
ManagerSurname

Figld Properties

General | Lookup |
Field Size 255
Format
Input Mask
Caption
Default Value
Validation Rule
Validation Text
Required Mo
Alow Zero Length Yes
Indexed ‘es (Mo Duplicates) o—
Unicode Compression lo
IME Mode lo Control
IME Sentence Mode lone |
Smart Tags |

A field name ca

Design view. F& = Switch panes. F1 = Help, CODE field no duplicates
2 marks
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B Microsoft Access
He Edt Vew Insert Fgmat Eemrds

Tools  Window

Help.
443000 v v Ay

¥ |

03/01/2002 F Dewang
31/10/2002 [Code [Town A Kratika
17/01/2002 | GO Goa e
21/04/2004 | KA Kanchipuram Surbhi
30/04/2003 | MA Mahe Kush
0610472002 | MU Mumbai Ankur
10/12/2005 | P4 Htpeee Ankur
13/03/2005 12 Fer | Shashan
12/09/2002 | siddhart!
23/10/2005 CH Yamila
04/06/2004 BA Vikram
25/10/2002 VE Arjeet
17/04/2002 TE Ritu
130/04/2002 MA Siddhart!

B Microsoft Access

! Hle Edt View Insert Query Took Window Help

I=RAN® KW= RN T - NIRRT =R N N L = Eo N =R N

= paper4 source : Database (Access 2000 file format)

E= select any test date : Select Query

B

AEE

Location field controlled by
lookup list

2 marks (one for list box and
one for display of fields)

Extract Month from date
or enable month to be
identified

3 marks

Field: m ~|RegDate

T
Year: Year(fregdate__|Location

T T
[Mame1 |Name2.

T
| Title:

Month: Month{[regc
Table: [all fields all fields | T 12l fields ‘al\ fields
Sort:
e ‘ i T Extract Year from
da <ow(-(365°5)-30)) date or enable year
& ~— to be identified

Filter and Sort

1 mark

Select only cars coming up to three
years old

2 marks (one for calculation back
three years, one to refine to include
short date to the future)

Filter Records | Sort Records I

Field: Compatison: Zompare ko |
IM':'”th IE':""al to j I 1 KSelect target
land  ~| | I mark

I =

=l ~

=l

[

LefLef Le

Ll Lef Ll LeflLe

=l [

Clear All |

(04 I Cancel |

© UCLES 2006

9713/04/SP08



8

belsh - Microsoft Word EE|@
¥ help  wix

Table

B <

File  Edit Format  Tools Window  Help

DezEdn &RV

Wiew  Insert

& B M 150w

<4 Mormal +Bpt, - TmesMewRoman - & ~ B 7 U % = |iE = &= =T =

Final Showing Markup = Show= & &% & - X3 - (g~ & B | — k

@ : -

L:.-;g, 1 I B R I A - (R R [E R SR B - L I I TR T o -

Seuth India Moter Company
Maduranthakam Taluk

Time for a retest

3 Mr Bansal
" 45-46d4646
» IO 0, 0000
t Customer Details
# Mr Dewang Anand
- 8 Milford Road
Kanchipuram

Car first registered o 1/3/200213 now due for test

Time for aretest

Customer Details
Iufr Mfajid Wainani

Teni

Car ﬁrst//
Correctly merge records with text to

This 15 a first test

i Eadem
i Mr Eart
= §3-222333
) IO 0, 0000
i Customer Details
r Vinet Mo twani
: 73 Derby Road
M Goa

Car first registered ot 1/9/20031s now due for test,

differentiate between first and
subsequent test
1 mark (if first test and subsequent

Customer Details tests correctly identified)

Mr Jamal Patel
17 Granwille Close
Bangalore

o

Car first re g1sTeTed of 717200
ol

Page 1 Sec 1 111 At 21cm Lo 1 ol 1 English {LL.K [E5 4

&l Document? - Microsoft Word EE|@
Tyr orhelp = X

File Edit Wiew Insert Format Tools  Table ‘Window  Help i
Deda &Y B o- CHOE=H BT 5w -3,
M Mormal +8pt, - TimesMNewRoman - & - B 7 U - == [ - Picture.

n

cdon- BBD B 30 @

Final Showing Matkup

Time for a retest

Mr ehlanagerSurnamen
#Telephones
{30, 0000
Customer Details
«Titler «lamelyn sName2y»
whddressln
«Towns
Car first registered on gRegDatenis now due for test.

«Mext Records Time for a retest South India Motor Company

=N E1[E] 3 | misert word Fisid » ‘;.?EE Blu <1 P MR %l

e Eu [ R BRI SR B oht Merge Fields| 1! * 7 * 0 B 18 0 a0 0 gL 0 12 13 2| @ Mail Merge - X
| il Arrange your labels

i If you have nat already done so,

lay aut your label using the first
label on the sheet.

To add recipient information to
wour label, click a location in the
first label, and then dlick one of the
items belaw,

ﬁ Address block. ..

«Mext Recerds Time

If then else field inserted to
differentiate between first and
subsequent test

Customer Details 1 mark

«Titlen «Mamels «
whddressln

«Townn

and make any individual changes.

Replicate labels

*fou can copy the layout of the Firs

wblext RecordaTame label to the other labels on the

;, «BranchAddressy page by clicking the button below,
: M ehlanagerSurnamen Update all labels
= #Telephones
. 300, 0000
w :
R Customer Details Customer Details
«Titlen «lamely «Mame2y «Titlen «Mamels el |
; S ; : Step 4 of 6
whddressln whddressln 'y
W «Towns «Towny o g Next: Preview your labels
= Car first registered on gRegDatenis now due for test. ¥ @ Previous: Select recipients
= EE = LJ _’J
Page 1 Sec 1 i At Z2lem  Lnl o Cal 1 English (U5 O3
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K Microsoft Access
i fle Edt Vew Insert Tools Window Help
WA NN

RegDate Date/Time
Location Text
Hame 1 Text
HName2 Text
Title Text
Address1 Text

Field Propert

General | Lookup |

Field Size 255
Format

Input Mask
Caption
Default Value
Validation Rule
validaton Text Afield nar
Required No
Allow Zero Length Yes
Indexed es {No Duplicates)
Unicode Ce No

IME Mode No Control
IME Sentence Mode o

Nene | > g
Smart Tags ] VIN field no duplicates
2 marks

Design view. F5 = Switch panes. F1=Help.
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Filter and Sort

Filter Records | Sort Records I
) ) Select any recall criterion
Field: Compatison: Compare ko 9 s

[ Recal | [Equalto ] fmm
I.ﬁ.nd -] IRegDate -] IGreater than v | |n1-01-z001
[and =] [RegDate 7| |Less than | [n1-01-2003] (™ Selectdue range
frrs 1| 1| =1 e
| - | [
I = ) [ =

Clear all | K, I Cancel |

LefLef e

2 Letters7 - Microsoft Word
- Fle Edit view [Insert Format Tools Table Mindow Help

e Sy =2ad -~ af0O=E .5511100%
4[ MNormal + Left: - TimesMewRoman - 12 - B F O E,
Final Showing Markup - Show= & & SF - @' fﬂ Align LBFtL
@ = d= |5 [
[i]

i

South India Motor Comp any
Manduri House
00 3303 0000

Illustrates selection

Customer details
Mr Siddharth Bansal
65 Meadow Vale
Teni

Dear Mr Bansal

The manufacturers have called in some cars for a checke. Your car with VI
VIITEB21693 iz included in the recall. Please make an appointment for this check by
telephoning 45-474747. We can make a loan car available to you.

Thank you

Tours sincerely

This 15 a steering check and is very important.

C R

Page 1 Sec 1 1js At 29m lni ol 1 REC TRY ExT Oun Englsh(Uk G
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B Selact operation.doc - Microsoft Word

i fle Edit View Insert Fomat Tools Table WordMagicTools Window Help AdobePDF  Acrobat Comments Type a question for help 71 %
0 05 0 @ ) ch (3 NemelNewttearaspen | L) 4 a s F 0 o @ 3 O R =[] G 0% - @) dinead
i 44 nNormal +35pt » TmesNewRoman - 36 ~| B 1 H\:F‘%%L = \Dvay_j.é.!

mmEl

: Final Showing Markup = Show ~ | 3 9} v ~ W} ~ | 3 27 -IQI%!

e South India Motor Company

: Select Operation required

(Press control and click on desired operation below)

flex/[f1:\cie'a_as syllabes

s revision\specimen papersipaper

s 4worked copy\select for a test.doc|
z CTRL + lick to follow link

- Check for Test due and print labels

Menu select options as hyperlink to
the merge document. Link can be
: Issue a recall letter seen

2 marks

Il Select operation.doc - Microsoft Word

B i Fle Edit View Insert Format Tools Table WordMagic Tools Window Help Adobe PDF  Acrobat Comments Type a question for help [+ X
P05 b @ | 3 NormalNewMagespep | Y | 4 -0 B S|
i A4 Normal +36pt - TmesNewRoman « 35 ~| B I U \g’j\g =

mEsl

: Final Showing Markup -ghwv\@)'!,}év&v\)_:ﬁ_z-lgﬂy

EI 3"‘2"'1"‘g"‘l"l'l"l‘l"'ﬂ‘l 5 1 [ 1 7 1 8 1 k] 1 cOE sl SRR D) SRRt e U R AR | RS R e R Z‘
: Select Operation required

: (Press control and click on desired operation below)

: Check for Test due and print labels

” e g peperpeper 1

A\warked copy'any recall.doc

. CTRL + click to follow link

: Issue a recall letter

zj elE]=w < i

foren- s [aosieoss- S\ NCIOE Ao BRI G- LA ===ad)

I:\de\a_as syllabes revision\specimen papers\paper +\worked copy\any recal.doc

4 start < BT Yahoo! Mall - ree... @ worked copy I sP4_vo.doc-Micoso... I select operation.doc ... | [J Documentl - Microsof...

@ Real Message Center

Menu select options as hyperlink to
the merge document. Link can be
seen

2 marks
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Task D

User Guide

Introduction 8 marks
Examples of usage 8 marks
Error guide 8 marks

Marks awarded for each section

7-8 A full and clear explanation of the highest quality. Leaves no
areas to be guessed by user

4-6 A clear explanation that may have some gaps in information,
leaving user to fill in for themselves some information

2-3 a very brief explanation that does not cover all aspects of the
solution. May contain errors. User is left to work out much
operation for self

0-1 Minimal and weak explanation with many errors

Example of a User Guide

Introduction

This is a guide to some automated searches that can be produced for the South India Motor
Company. They will serve to produce labels or letters to customers either for motor tests that
are falling due or to send letters to customers to recall cars for inspection or checks at
manufacturers’ request. The user will start from a menu screen which may be loaded, but if
not, requires file select operation.doc to be opened.

This menu option offers two choices at present. One is used to open a document to make
labels for tests due and the other is to produce letters for recalling cars. Press control and
click on the link to the option that you require.

Examples of use
1 Test invitation labels

The file select for a test.doc opens. It is linked to a database file and may prompt you to
allow the file to be opened. If it does, the allow it to open the link. The document opens as a
sheet of labels and can select between first and subsequent tests if you enter selection
criteria. The selection is made by editing the source data list. Click on the edit source data
button on the merge toolbar, and select from the field selection drop down menu the
advanced option.

© UCLES 2006 9713/04/SP08
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Mail Menge Recipients

To sark the lisk, click the appropriate colurn heading, To narrow down Ehe recipients dis
specific criteria, such as by city, click the arrow next to the column heading, Use the che
buttons ko add or remove recipients from the mail merge.

List of recipients:

| v Tite | ¥ Addresst | ¥l ¥.] *| RegDate | *| Ma.. | ¥l v,

M & Milford Road 3

My 3Ralway Co...  YEWID 10/31/2002 10 2002
Mr S3Derby Road  WAMOG  1/17/2002 1 2002
Mr 23 0ak Close  WRMOG  4/6/2002 4 2002
Mr 65 Meadow V... YMNES  9/12/2002 @ 2002
Mr 122 Derby R... W90 10j25/2002 10 2002
Mr 15 Melbourn ... WRMZ7  4/17/2002 4 2002
Mr 100ak Close  YFM77  4/30fz002 4 2002
My 28 Town Street  ¥SDO0  6/19/2002 & 2002

Select the month you require by typing in the selection criterion MONTH equals and the
number of the month.

Filter and Sort E| E|

Filter Records l Sort Records l

Field: Compatison: Zompare ko

|Mu:unth |Equal ko j | 1 J
ot = |
|

L Ll L LefLef Lo

-] | [

=l | [

| = | [
| = | [
I | [

Clear All (a4 | Zancel |

An automatic field selects that if the YEAR is three less than the current one ie 2003, then a
first test notice is inserted in the label. When the criteria are all correct, then merge the labels
to a new document. You can trial the merge first if you wish. Buttons for these merge
operations are found on the merge tool bar.

2 Find cars for recall notices.

The file any recall.doc opens. It is linked to a database file and may prompt you to allow the
file to be opened. If it does, the allow it to open the link. The file opens a prepared merge
document ready to produce letters. You need to select records to be merged. Open the edit
source list by pressing the edit source button on the merge toolbar. From the drop down
menus at the field headings, choose the advanced option and in the first selection make VIN
recall equal to the two letter code for recall. On the next two options, set the regdate first to
be greater than the start date for the recall, and then to be less than the last date for the
recall. When the data selections are made merge the letters to a new document and save or
print as required. The merge to new document button is found on the merge menu toolbar.

© UCLES 2006 9713/04/SP08
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Handling errors

If the menu does not open the file you want, then these are to found at XXX location. Each
can be located and opened on demand.

If, when you open the merge master documents, the merge toolbar does not seem to be
active, then you may need to link the document to its source data file. The source data file is
XXX.mdb and is located in YYY folder. When you locate the database, you also need to
identify the correct query on which the merge is to be based. For the test labels, the query is
named zzz and for the recall list it is called vvv.
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