Higher Administration and IT Assignment 2025

Candidate B

Spreadsheets — Pivot Table

Candidate evidence 2 (annotated)

Sum of VALUE Column Labels - x INCORRECT HEADINGS
Row Labels - Bike Rack Car Mats Cargo Met Dash Cam First Aid Kit Pet Barrier Roof Rack Sunshade Tow Bar Wheel Locks Grand Total

Qe E200D E30 £400 £300 £100 £275 £1,305
Nov £200 £30 £40 £200 £80 £150 £300 £275 £95 £1,370
Dec E£200 £30 £80 E£160 E600 £50 £275 E190 £1,585
Grand Total £600 £90 £120 £600 £240 £450 £900 £150  £825 £285 £4,260
¥ NORUNNING TOTAL FOR SALES 0
2/4
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Higher Administration and IT

Customer quote — value view

VELOCITY MOTORS

Assignment 2025

CUSTOMER QUOTE

R MAME|hmood dephyr

ACT TELNO 67845 BASIC PRICE| £23,698.00

ITEM PRICE PER ITEM
Metallic Paint £700.00)

Sunrool EG00.00

Heated Seats £500.00
Sports Package £4,000,00)

Extended Warranty E800.00

SUB-TOTAL £6,900.00

DISCOUNT AMOUNT EE29.43

TOTAL AFTER DISCOUNT £6,070.57

VAT £1,214.11

"l.I'ATl LU TOTAL PRICE E 4,284,068

SQA | www.understandingstandards.org.uk

Candidate evidence 2 (annotated)
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Higher Administration and IT

Customer quote — formula view

Assignment 2025

LEUIE I P ]

CUSTOMER MAME| A Mahrmod

CAR MODEL

BASIC PRICE| 236398

Lephyr

OPTIONAL EXTRAS

12 ITEM

13 [".-'Ietalli-: Faint
14 Sunroof

15 Heated Seats

&
7
8 CONTACT TELNO| (07992567845
a3

PRICE PER ITEM
="OFTIONAL EXTRAS'TEL1
="OPFTIONAL EXTRASTE2

Candidate evidence 2 (annotated)

4/8

Formulae is not ‘future proofed®
eg if data were to be sorted

="OPTIONAL EXTRAS'TES <

1& Sports Package

="OPTIONAL EXTRAS'IBG

17 Extended Warramty

="OPTIONAL EXTRAS' RS 3 3

differently it would not worlk
without change.

If a figure is available to use on

| the worksheet, then the cell

18 SUB-TOTAL|=5SUR[D13:017) 3

19 DISCOUNT AMOUNT | =HLOOEUP[DE, NSCOUNTISBS1:515%2, 2 TRUE] *"DE
20 TOTAL AFTER DHSCOUNT | =D18-019

il WAT| =020 20 X

22 VAT|0.2 TOTAL PRICE| -020+021

SQA | www.understandingstandards.org.uk

reference must be inserted -
similar principle to above.
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Higher Administration and IT

Finance quote — value view

Assignment 2025

R Sutherland |Stellar |Drift £18,995.00 £1,000.00 £1, . £16,09550 £0.07

L Murphy Zenith | Nimbus £21,955.00 £1,250.00 " £1B,54550 £0.07|
] Thomzon Ouasar |Hm El!,d:'BE_IIII ETS0.00 £11 398 70 EO.OR

TCampbell  |Strates |Helix £10,998.00  £500.00 £9,388.20 £0.08

S Marks Zenith |Storm £16,298.00 £1,000.00 £13,668.20 £0.08

BCrawford |Quasar Ventura | £17,658.00 £1,000.00 £14,928.20 £0.08 £14928.28
W Singh Stellar  [Spectra £11,298.00  £500.00 E9,668.20 ED.OE  FO668.28
G Huntly Zenith  |Nimbaus £24,998.00) £1,500.00 E20,998.20 E0.O7 E20998.27
P Duncan Quasar | Nova £20,988.00 £1,250.00 ) £17.63920) £0.07, E17639.27
F Reid JAero  |Voyager | £31,993.00) £1,750.00 { £a708370, 200000 £0.07, £27.043.77
SFraser  |Zenith |Nimbus £23,598.00 £1,500.00 £19,738.20 £0.07 £19,738.27
HShh'p ABTO Maverics EZ9 402,00 E1.750.00 E24 71180 Eﬂ.ﬂ?ﬂf E24.711.87
C Jack Stellar  Spectra £12,498.00  E750.00| £1,24980 £10,498.20 £0.08 £10498.28
AMcDonald |Quasar |Nova | £18,998.00] £1,000.00] £1,89980 £16,098.20 £0.07 £16.098.27
D sherwood Stellr [Drif | £17,49800] £1,00000] €174980 £14,74820  £0.08 1474828
E Murray Stellar  |Raven £15458.00  £800.00 £1,54980 £13,148.20 £0.08 £13,148.28
M Muir Zenith  [2-65 £32,495.00 £1,750.00| £3,24950 fzugs;l;r]l_ ________ £0.07| £27495.57
HWilks Stratos |Ranger EZD,. 220,00 EL1.750.00 E302200 E2544B.00 E0.07 E25448.07
KGallacher  [Stellar |Drift £15,998.00  EBOO.00 £1,59980 £13,598.20 £0.08 E£13.598.28
W Meclaren |(Zenith |Nimbus | £21998.00 £1,250.00 £2,199.80 £18,54820 £0.07 £18548.27
NGabeaith |Nexus |Crulser £29,298.00 £1,750.00 £2,92980 £24,61820 £0.07 E£24518.27
VMatthews |Stellar |Spectra £21.458.00 £1.250.00 £2,14980 £18,09820 £0.07 £18,098.27
S Irvine Stratos |Helix £9,988.00  £500.00 £99BB0  £8,48920 £0.08 £848028
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Candidate evidence 2 (annotated)

x

Candidate did not omit the
make/model column on the
value view so no print mark

is awarded.
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Finance quote — formula view

Higher Administration and IT

Assignment 2025 Candidate evidence 2 (annotated)

The ‘Ifs’ function is an

2/6 acceptable alternative to
the traditional ‘Nested If’
| A F G H I
!emn- y
1 PURCHASE PRICE DISCOUNT DEPOSIT PAID AMOUNT TO FINANCE INTEREST CHARGED BALANCE TO PAY )
2 | AHobbs 26595 1500 OF oLl O3-E3-F} slF GG T w1 5000, 7 159,612 5000,56.95%, 52«1 5000 5%} Order of the arguments Is
3 RSetherdand 18995 1000 ~0E0L1 *03-E3-F3 SIF 56 3=15000,7 15%,6. 352 5000,5.95%,G3<1 5000,5%) wGi3ehd . . . .
4 L Murphwy 215955 1250 =CH*0L L s-E4-F4 sl ESG e ] SO0, T 150 G =2 5000, 6,055, 5415000, 8%} wladakA nrunlal —in thlE case It
5 J Thomson 13453 T50 sO5"0LL s05-E5-F5 S|FSODSra 1 5000, F 5%, 052 5000, 5.95%, 5515000, 5% wEnhiHS dnEE nn‘t wnrk, a5
6 T Campksll LOPEE SO0 =501 =[H3-Eh-F& wf FRlGE e ] SO0, T 5% 000 5000, 5. 05%, G 1 SOO0.EN) wihaHE —_
7 5 Marks 16258 1000 0701 07-E7-F7 SF 55T >=15000,7 25%,6 7> 5000,5.95%,67<15000,5%) =G7+HT >=15000 comes first so al
8 |1 Munro 15000 800 =081 sOH-EH-FB Sl S{GE a1 H000, 7 159,682 5000, 0,95 %, GB< 1 5000 5%} sEHHE amounts >= will return
9 B Crawdord UPEGE 1000 s[E"0L =[N ES:Fa slFLEe-1 5000, 7 5%, 592 5000, 5. 95%, G0« 15000, 2%) wlylaHE - -
10|V Singh 1129 500 010t ~DI0-E10-F10 w5 101 5000,7. 759,610 25000,6.905%, G101 5000.8%)  ~G104H10 7.25% including those
11 | G Hurlly PR 1500 =011%0.1 =011-E11-F11 slF G112 15000, T IR G1 125000 6.05%. 61 1<1 5000 8% =G11+811 over ﬂﬁ,ﬂﬂﬂ
12 P Duncan 20532 1250 sD1Z"0l s012-E12-F12 slFEG 1 2 == 1 5000, 7 PG 1125000 5. 95% G13<15000.8%) =G1Z+HI2
13 F REaid I3 1750 =013"0.1 =013-E13-F13 PR ] 3o ] SO00, 7 5%, 601 3025000 6058 G131 5000 6% =G13+H13
14 5 Fraser 23588 1500 O14°00  =D14-E14-F14 »IFSHG145=15000,7 25%.614525000,5.055%,G14<15000,8%)  =G14+H14
15 M Shamp 2540 1F4] sO15"0L1 015-E15-F1% slESG ] S 15000, T 20861525000, 5.95% G19< 1500088  =G15%H1%
16 Clack 124528 T=0 s016 0.1 s016-E16-F16 SFEE 1E a1 5000, 7 5% 01625000 5 95% 01515000 %) =LHlbiHIG
17 AMeDanald 13998 1000 0170 -017-E17-F17 iP5 e ] SO0, 7 155,61 T2 5000, 5.058, G 1 7< 1 SO00,B%)  =G1TH17 x i . .
18 D Sherwood 17458 1000 =180 *D18-E18-F18 =P S5 18150007 25%.618>25000,6.95% G18<15000.8%)  =G18+H18 Candidate did not omit the
19 E Murray %453 BOO 019 0l 018-E19-F19 S 19w 1 S000, T 5% 1905000 5 95% G191 % B%) =L19+H19 ma kﬂ!mﬂdﬂl mLum“ on thﬂ
20 M Muir 324595 1750 =000l s020-EH0-F0 slFEOG =1 5000, 7 5%, 50025000, 5. 05%, G201 5000 5%  =GH0«HID . .
21 HOwillis 30220 1750 =OF10u1 *021-E21-F11 SiFSiG2 13=15000,7 25%.62 1525000,6.95%,G21<15000.8%)  =GI1+H21 value view so no print mark
23 K Gallacher 15958 B 03201 =122-E23-F12 PG T e S000, T P9 G I-I5000 6.05%, G121 S0000%)  =GIEHI2 i= awarded,
23 W Mclarem 21958 1250 sOF3"01 sO23-E¥3-F¥3 SFSOnY 3wa 1 5000, 7 5% 0 325000 5.95% 02315000 5% =LHI3«HI13
34 N Galbesich 297298 1750 =QOF&"0.1 =0178-E}4-FF4 s PR e ] SO0, 7 1SN G I S000 605 G141 S0 BN =GF44HTd
15V Metthews 21498 1150 «OF5°0.0 g =DI5-E25-FI5 SFSGT5=15000,7 15,6 15>25000,6.05%,625<15000.8%)  gGI5-H25 .
26 5 Irvine G988 500 0601 s026-E26-F 10 n SIF GG D =a 1 5000, 7 PHE,5 16> 5000, 5.95%, 5261 000,88} Candidate has not
XX x convertedthe%toa
MNote the conversion to currency value

a decimal - accept
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Higher Administration and IT Assignment 2025 Candidate evidence 2 (annotated)

Summary sheet

214
NO OF TOTAL DEALER
MAEKE CARS SOLD DISCOUNT
Mexus 2 £3,250.00
stellar B £6,900.00
Zenith 7] £8,250.00
Quasar 4 £4 000,00
Stratos 3 £2,750.00
Aero 2 £3,500.00
A B C
I MAKE F"ﬂ' OF CARS 50LD TOTAL DEALER DISCOUNT
2 Mexus __=ECIUN'I'IF['E|H|H SALES CO=SUIMIF['CAR SALES CORRECT'ISBS2:58526,02,'CAR SALES CORRECT I3ES2:E26)
3 Stellar =COUNTIF['CAR SALES Cl=SUMIF['CAR SALES CORRECT'ISBS2:5B526,43,'CAR SALES CORRECT ISES2:E2T)
4 Zenith =COUNTIF['CAR SALES Ct=SUMIF({'CAR SALES CORRECT'!5B52:58526,44,'CAR SALES CORRECT'ISES2:EZE)
5 CQuasar =EC|UN'|'IF['E||1|R SALES CI =5UM|F['CAF[ SALES CDFIHEL—I"!5352.‘5!515,.&5_,'1:&“ SALES CDHREET'!SESILEEQF .ﬁwal'd 2 markﬁ fﬂr:
& Stratos =COUMNTIF['CAR SALES Cr=SURIF['CAR SALES CORRECT'ISBS2:5B526,A6, CAR SALES CORRECTISES2:E30)
7 Aerc  =COUNTIF['CAR SALES CL=SUMIF{'CAR SALES CORRECT'!SB52:5B526,A47,'CAR SALES CORRECT ISES:EZL) * SUMIF

x 2]

COUNTIF is truncated

SQA | www.understandingstandards.org.uk 6 of 13



Higher Administration and IT Assignment 2025 Candidate evidence 2 (annotated)

Aggregate query
5/5
JOB TITLE = NUMBER OF STAFF - TOTAL SALARIES PAID - o'
Car Salesperson 11 £386,945.00
Customer Service Representative 5 £110,423.00
Finance Manager 3 £145,615.00
Parts Specialist 2 £79,777.00
Sales Manager 4 £216,010.00
@ service Technician @ 5 £170,748.00

STAFF

- Award one mark each for:
R sTarFiD = Correct field headings
TITLE = Correct table selection

FIRST MAME * Grouping on correct field
SLURMAME = Using count correctly
10 TITLE - =  Summing the ‘Salary’ field
4
Feld: | MO8 TITLE « | STAFF ID CALARY
Table: | STAFF STAFF STAFF
Total: | Group By Count SuET
Sort:

SQA | www.understandingstandards.org.uk 7of 13



Higher Administration and IT Assignment 2025

Search query

Candidate evidence 2 (annotated)

2/5
Extraneous field
MAKE - MODEL - COLOUR + DOORS - FEATURES v PRICE « MILEAGE - FUELTYPE - TRANSMISSION - 3¢
L2 Phoenir  Whie 4 alloy whesls, air condiioning £26,551.00 SMERc  Auiomalic
 Quaser Venhra  Black 4 air condifioning, mefalic paint £330%.00 129%9 Petrl Manual
Stakes Zephyr ey 2 climate conirl, parking sensors, electic sun roof £2545400  15000Ekctic  Auiomatic
Swaks Zmty  Shr Disei. i condtoig OSBON MR Ao
Sras Ranger  Red 5metac pat aircandiinning DOMM0)  3MBIHed Ao
Zendh  Nimbus  Beige 3¢limate conirel, metal pain, isofix £2559600  168%4 Petl Manugl
News Raptor  White Jtruise corfrol, air condiioning £6%900  104B8Ekectic  Aulomali
x
b 4
Missing * before climate n o Is Null not queried
4 i B e o o o L
'::‘EE . . . Like @™ L‘u!cr “climabe™ | Between 24000 And 35000 . ?Jul.'ciestr. .
SQA | www.understandingstandards.org.uk 8 0of 13



Higher Administration and IT

Database report

SUITABLE EMPLOYEES FOR ASSISTANT SALES MANGER

FIRET MAME SURMAME

ERIEL

408 TITLE

HEWY SALARY

Assignment 2025

Candidate evidence 2 (annotated)

2/8

t@ Acceptable title but cannot award due to spelling error

o New field heading and currency formatting can

E3.750.00
£4 547 T
EL1ETY
£S5 05010
£ s o
28050
£4.27TT0
£4 27T T
ELITRTY
ELI1RTY
£2 255 84

Alpiarder  Brown browna 15wk velscpnotom coull Dol Manager o L5655 10 h'E Emud.
Ciivia Brzean Browna | Sk, vos Bymolan. e ok Car Samaparion E3 5T T8
e i f et =P ot 9 Candidate has correctly calculated
Ispely Wil milleripul renctymolons. oo vk Gar Samsperson EA.TDR08 z
Ciani St SO WHOCTYPONON 00 LR Swiers LEnager £5 83210 the increase but not the new salary -
Errma Evwarod  atwansafed wiosnymoloes o vk Car Salparson (=R AL -] ufz as all or ﬂnthin:.
e sl Brzean brwneb et valscipmateni 0o un  Financs Masager C4TBO TS
Scphis Bencall benstinSek siccymolorscout Car Salsperson E1700000
i ] Davdn: dary Bl et wencbymalon oo uk Cusinmer Saracd Repiessnis 23550 e . e ] (e SR T O Cif S
ki Fareg farpagmRal b Dy eoes o0 Lk Fams Speeinin E3TD0.00 Fia ki eraleardef welottynstot ctusk  Sarvice Technician
Wk AT Bragad Dok wHoslytaoiar oo Uk Car Salbipaaon £3.700.00 iprmah Misclean  macissnt) Sl veiocByclonuconk  Cor Salsaparion
Ay Kaly iy iy, vilos Bpmatan to.uk Cullomer Secdacs Fapenta 191040 Hpgdan ERgn BREANT e TOnes (0 U Firdnd LA
Esh Cohan henadSedl velccitymoto ook Gaies Liacager ES AT 19 Fyaas L] S T e et G2k Caf Samrigarion
AT Campbsll  campbsinglet wliiymoion ook Car SaMapErsm E3S6T.TD - Rl e e Cusiorae Saricy Repressnis
Harpar ANSETESN  ANGEION2QeLvencRymotecoy  Cusiomer Serece Represents 1910080 Ot Anred  aneanof e veocymoion ook Pans Beeiaksl
Sarvusl Friedmas  Medmanses velocipmotors couk | Servics Tachricien £3,567.70 ﬁ :::-1 st "‘""‘"’“"""““’: ::“ T
sl ST i Ao O SAREGN
Mgah Hearm FermnEdl vl Bymatan so vk Car Samuperion E3.700.00 il A A g i
Zow Brewm brwnzdgEel veochymelors.cosk  Senvios Technician CA 70000 o “: ey nl “: s e
Sceriet Fosier fosiersed veincEyMole. Lo uk Finance Maragar L4 TBOTD
¢ Nogrouping Layout mark lost for x
truncation & missing Candidate has not queried on
‘Dealership Name’ field ‘Car Salesperson’

SQA | www.understandingstandards.org.uk
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Higher Administration and IT Assignment 2025 Candidate evidence 2 (annotated)

Word Processing — letter page 1

Velocity Motors
Grange Avenue
Edinburgh

EHE 2WG

Telephone No: 01315208945

AS/ME ¥ Correct date but reference is the wrong way around
30 April 2025 NE Accept any correct date format

Dear Customer

Ar Velocity Motors, we are very excited to Invite you to an exclusive event dedicated to the future of
driwing — our Special Electric Viehicle (EV) Event.

Date: 14 Juna 2025 . L. .
o Time spacing Is consistent so accept
Tirme: 11am - Spm

Evenits will take place at our Aberdesn, Dumiries, East Kilbride, Edinbuwrgh and Irverness dealerships.
During this special event, you will gain access to the following exclusive opportunities:

&  Test Drive the Latest EY Modets: Experlence the power, performance and luosry of the newest
electric vehicles on the market.

»  Special Event-Only Offers: Take advantage of special event pricing, finance options and trade-in
bonuses available only to attendees.

*  EV Technology Showcase: Learn about cutting edge technology, charging solutions and the
benefits of switching to an electric vehicle from our kncrwiedi?ble staff.

«  0fA withE‘u‘ experts: Have all your questions answered by industry experts and discover how an
electric vehicle can fit into your lifestyle. x

As a valued customer, we wanted you to be among the first to explore our latest EV lineup and
benefit from these time-limited offers. Whether you're considering your first electric vehicle or
looking to upgrade, this event is the perfect opportunity to find out why so many drivers are making
the switch.

SQA | www.understandingstandards.org.uk
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Higher Administration and IT

Assignment 2025

Word Processing — letter page 2

® Search and replace not fully carried out

Here's a preview of some of our unlﬁe offers which will be available at the event:

MAKE | MODEL | PRICE | DISCOUNTED PRICE
Mexus | Raptor £26,969 | £24,998
Mexus | Cruiser | £31,767 | £30,498
Stratos | Hellx £15.498 | £14.4%
Stratps | Zephyr | £23.608 | £20,0942
Stellar | Raven | £18,319 | £17.750
Stellar | Drift £15,608 | £15.000
Cuasar | Ventura | £37,180 | £36,000
Cluasar | Mova £19,998 | £18,998
Nexus | Phoenix | £26,551 | £25850 3% Discounted price not sorted

Candidate evidence 2 (annotated)

Marks for:
Converting text to table
Inserting in the correct place

- #®  Inconsistent spacing between sections - lose presentation

Please confirm your attendance by completing the attached Confirmation of Atendance Form, telling
us what type of vehicle you are interested in. This will allow ws to tailor your visit and give you a

more bespoke service. Please return the form in the pre-paid envelope provided.
Footnote marker must go before the

Spaces at the event are limited, 50 be sure to reserve your spot.” x full stop
I

We look forward to welcoming you to our dealership and sharing the exciting future of driving with

you.

Yours faithfully 0

Mally Evans

Event Organiser

Encs

T Form mikt be retumed by 23 May 2025

SQA | www.understandingstandards.org.uk
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Higher Administration and IT

Assignment 2025
Word Processing — letter page 3
“.I’EH’ Motors Letterhead on pages 1 &3 )
Grange Avenue
Edinburgh
EHS8 2VG

Telephone No: 013715208945

Form title missing 3

Customer name
Telephone number

E-mail address Ty < |
Dietery reguirements

® Lose Keyboarding

S20

€ Landscape

Inadequate spacing for details to be entered -
professional layout mark not awarded

Prefererred vehicle type Hatchback
____ 1§

Saloon

s

Sports Car

| @ venicle type

Test drive required?Yes [ | No [ ] o. Tick box for test drive

FOA Molly Evans 3 Footers all present but incorrect
I

SQA | www.understandingstandards.org.uk

Candidate evidence 2 (annotated)
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Higher Administration and IT Assignment 2025 Candidate evidence 2 (annotated)

Email

2/3

Mo subjecl] (% Lurmemante

m R

@) EV Promationzpty . i ] Correct attachment

Screen ship is acceptable as evidence

Hi of sending providing date sent is visible

Pleass find attached the completed presentation for the EV event,

Regards 3 Greeting, punctuation and close all
A Student good but missing the subject
Admin Assistant headingl

= Reply * Foresard

SQA | www.understandingstandards.org.uk 13 0of 13
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