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Data management software (4249-014) Assignment B 
Introduction – Information for Candidates 

About this document 
This assignment comprises all of the assessment for Data management software (4249-014).  

 

Health and safety 
You are responsible for maintaining the safety of others as well as your own. You are asked to work 
safely at all times. 
 
You will not be allowed to continue with an assignment if you compromise any of the Health and 
Safety requirements.  
 

Time allowance 
The recommended time allowance for this assignment is one hour. 
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Data management software (4249-014) 
Candidate instructions 

You are advised to read all instructions carefully before starting work and to check with your 
assessor, if necessary, to ensure that you have fully understood what is required and complete the 
tasks in the order given. 
 

Time allowance: one hour 
 

Assignment set up:  
 
This assignment is made up of three tasks 
 

• Task A - Manage a database 

• Task B - Search the database and use appropriate backup 

• Task C - Knowledge and understanding required when using Data management software. 
 

 

Scenario 
 
You work as an administrator for a school and you have been asked to enter, edit and maintain 
records in a data management system.  The School requires a backup copy to be done regularly.  
The backup copy should include the wording to identify the date when it was created using the 
format ddmmyy. 
 
Read all of the instructions carefully and complete the tasks in the order given.  
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Task A – Manage a database 
 
1 Start up your computer and log on. 

 

2 Open the data management programme and open the file Science Results provided by your 
assessor, using the password: school  
 

3 Enter a record into the table using the following information: 
 
12785, Stones, Matthew, M, 10/06/1992, Alpha, Triple Science, 21/05/2008, A  
 

4 Find the record containing the exam results for Sophie Hill and amend her exam to Triple 
Science. 
 
Change the date to the correct date for this exam, as shown in other records. 
 

5 Spell check the data and amend any errors. 
 
Preview the table and make any changes to make sure all the data is visible. 
 
Print out the table and label it Printout 1 and ensure that your name is on the printout. (The 
printout may be on more than one page.) 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Continued over … 
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Task B – Search the database and use appropriate backup 
 

 
1 Using filters, or any other method you know, select all the pupils who gained a grade A. 

 
Preview the table and make any changes to make sure all the data is visible. 
 
Print out the table and label it Printout 2. 
 
Ensure that your name is on the printout 
 

2 Search for a query that shows all the pupils in the Alpha class. Preview it to ensure all the 
information is visible and then print the query. 
 
Label it Printout 3 and ensure your name is on the printout. 
 

3 There are some predefined reports already contained in the database. Select the report that 
shows the results of the male pupils and print it.  
 
Label the report Printout 4 and ensure your name is on the printout. 
 
If required ensure all data is saved. 
 

4 Using an appropriate method, backup (copy) your database as per the company guidelines 
outlined at the start of this assessment and name it Science Results Backup ddmmyy. 
Where ddmmyy is today’s date. 
 

5 Close the database. 
 

 
Task C – Knowledge and understanding required when using Data 

management software. 
 
Use the Answer Sheet on the next page to answer the question. 

 
Note: If you would like to answer the questions electronically you should ask your assessor to provide 
you with the file. Save the file with the name Answers. 

 
 
 
 
 
 
Continued over … 
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Start IT Data management software (4249-014)  
Candidate Answer Sheet 
 
Name:      Date: 
 
Answer the following question, you may complete this electronically or by hand. You can choose 
the correct answer by using a tick, or bold for example.  
 
 
 

C1 Which one of the following would generate an error message?  
 

a Entering the word male in a text field set to one character. 
b Entering the number 3 in a text field. 
c Entering the word three in a number field. 

 

Hand this sheet to your Assessor once you have completed it. Don’t forget to put your 
name on it!  

 
Note 

• At the conclusion of this assignment, hand all paperwork and any removable media to the 
test supervisor. 

• Ensure that your name is on any removable media and all documentation. 

• If the assignment is taken over more than one period, all removable media and paperwork 
must be returned to the test supervisor at the end of each sitting. 
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