
 
 
 
 
These notes are to be read in conjunction with the relevant sections of the Instructions for the 
Conduct of Examination (ICE) for May 2022 (available from the Pearson website).  
 
These notes are provided to enable Centre staff to re-create the data files for use in the 
International GCSE Examination in Information & Communication Technology (ICT) (4IT1).  
 
NOTES:   
 

• The contents of this document or the data files must NOT be discussed with 
candidates before the end of the examination window. 

 
• If it is necessary to reconstruct files using these notes, a printout of the files produced 

MUST be included with the scripts for the examiner. 
 

• Centres should check in the OFFICE 2010, OFFICE 2003 and NON-OFFICE folders for file 
formats which are consistent with the Centre system. 

 
LIST OF FILES:  
 
A copy of each of the following data files must be stored in each candidate’s secure examination 
user area before the examination: 
 

IMAGES folder Folder containing TEN JPG image files named Image 1, Image 2, 
Image 3, Image 4, Image 5, Image 6, Image 7, Image 8, Image 9, 
Image 10 

PARTY INFORMATION Database file 
PARTY Spreadsheet file 
CONTACT Database file 
LETTER. TASK A1, WEB 
PAGES 

Word processed file 

LOGO SKETCH PDF document 
 
The following details are provided to recreate the database, spreadsheet, presentation  and 
word-processed files if Microsoft Office 2003 or later products are not available for candidates.  
 
The IMAGES folder will need to be copied along with the relevant OFFICE or NON-OFFICE folder. 
 
If the files have to be recreated for software versions other than Microsoft Office 2003 or 2010 
then the Centre must submit a printout of the data files used by the candidates. 
 
  



DATABASE FILE: 
Database filename:   PARTY INFORMATION 
File formats available:  ACCDB, MDB and CSV files 
Database tables:  CUSTOMER and PARTY 
 
CUSTOMER table structure: 
 

FIELD NAME DATA TYPE DESCRIPTION COMMENTS 
Customer ID Short Text Unique code for each customer Field size 6 

Set as primary key 
Customer Name Short Text  Field size 50 

 
Email address Short Text  Field size 100 

 
Preferred Contact Method Short Text How the customer wishes to be 

contacted 
Lookup list to include 
Mobile, Email 

 
The content of the table is stored in the NON-OFFICE folder, DATABASE FILES folder as a comma 
separated variable file called CUSTOMER.CSV 
 
PARTY table structure: 
 

FIELD NAME DATA TYPE DESCRIPTION COMMENTS 
Party ID Short Text Unique code for each party Field size 10 

Set as primary key 
Customer ID Short Text Unique code for each customer Field size 6 
Party Date Date/Time Date of the party  
Party Type Short Text The type of party booked Lookup list to include 

Birthday, Wedding, 
Religious Festival, 
Anniversary 

Number Of Guests Number How many guests are attending 
the party 

 

Catering Yes/No If the customer wants the 
company to provide catering  

 

Entertainment Yes/No If the customer wants the 
company to provide 
entertainment 

 

Venue Decoration Yes/No If the customer wants the 
company to decorate the venue 

 

Deposit Paid Currency Amount the customer has paid 
as their deposit 

 

 
The content of the table is stored in the NON-OFFICE folder, DATABASE FILES folder as a comma 
separated variable file called PARTY.CSV 
 
  



The tables should not be linked as shown in this image: 
 

 
 
 
  



DATABASE FILE (FOR USE IN A SEPARATE TASK): 
Database filename:   CONTACT 
File formats available:  ACCDB, MDB and CSV files 
Database tables:  ADDRESS 
 
ADDRESS table structure: 
 

FIELD NAME DATA TYPE DESCRIPTION COMMENTS 
TITLE Short Text  Field size 5 
FNAME Short Text First name Field size 25 
INITIAL Short Text  Field size 1 
LNAME Short Text Last name Field size 25 
ADDR1 Short Text First line of the address Field size 25 
ADDR2 Short Text Second line of the address Field size 25 
PCODE Short Text Post code Field size 10 
PARTYTYPE Short Text Type of party booked Field size 20 
PHONE Short Text Contact telephone number Field size 15 

 
The content of the table is stored in the NON-OFFICE folder, DATABASE FILES folder as a comma 
separated variable file called CONTACT.CSV 
 
The tables should not be linked as shown in this image: 
 

 
 
 
 
  



SPREADSHEET FILES 
 
Spreadsheet filename:  PARTY 
File formats available:  XLSX, XLS and CSV files 
 
The spreadsheet contains three worksheets named COSTS, DETAILS and CHART 
 
COSTS worksheet 
 
Worksheet format: 

• Page set up: 
o landscape orientation and fit to 1 page wide by 1 page tall 
o display row & column headings  
o NO gridlines must be displayed 

• All rows set to 14.5 (29 pixels) high 
• Column A set to 20 (227 pixels) wide 
• Columns B, C, D, F and G set to 13 (151 pixels) wide 
• Columns E and H set to 16 (183 pixels) wide 
• Rows 1, 23, 25 and 27 set to bold 
• Font: default font set to Calibri (any sans serif font) size 11 
• All cells set to general format. 

 
When opened by candidates the worksheet should look like this image: 
 

 
 
 
The contents of the worksheet are stored in the NON-OFFICE folder, SPREADSHEET FILES folder 
as a comma separated variable file called COSTS.CSV 
 
  



DETAILS worksheet 
 
Worksheet format:  

• Page setup: 
o landscape orientation and fit to 1 page wide by 1 page tall  
o display row & column headings and gridlines  

• All rows set to 14.5 (29 pixels) high 
• Columns A and B set to 15 (172 pixels) wide  
• Columns C, D and F set to 8 (95 pixels) wide  
• Column E set to 30 (336 pixels) wide 
• Font: default font set to Calibri (any sans serif font) size 11 
• Row 2 set to bold  
• Cell F4 set to % 
• All other cells set to general format.  

 
When opened by candidates the worksheet should look like this image: 
 

 
 
The contents of the worksheet are stored in the NON-OFFICE folder, SPREADSHEET FILES folder 
as a comma separated variable file called DETAILS.CSV 
 
  



CHART worksheet 
 
Worksheet format:  

• Page setup: 
o landscape orientation and fit to 1 page wide by 1 page tall  
o display row & column headings and gridlines  

• All rows set to 14.5 (29 pixels) high 
• Column A set to 16 (183 pixels) wide  
• Column B set to 8 (95 pixels) wide  
• Font: default font set to Calibri (any sans serif font) size 11 
• All cells set to general format 
• The chart is a column chart using the range A2:B6 

 

When opened by candidates the worksheet should look like this image: 
 

 
 

The contents of the worksheet are stored in the NON-OFFICE folder, SPREADSHEET FILES folder 
as a comma separated variable file called CHART.CSV 
 

  



Word processed filename: LETTER 
File formats available:  DOCX, DOC and TXT files 
 
Format of document margins: Top – 4 cm, Bottom – 2.27 cm, Left and Right – 2 cm 
 
Header:   

• Centred to the page 
• All text Verdana 
• The Perfect Party – font size 20, font colour dark blue 
• Address – font size 9, font colour black 

 
Dividing line between the header and main body of the letter – dark blue, whole width of the 
page. 
 
Body of letter: 

• Font – Arial (any sans serif font is acceptable) for all text  
• Use of italics where shown 

 
Dividing line between the main body of the letter and the footer – dark blue, whole width of the 
page. 
 
Footer: 

• Centred to the page 
• All text Verdana, font size 9, font colour black 

 
  



When opened by candidates the letter should look like this image: 
 

 
 
 
  



 
 
Word processed filename: TASK A1 
File formats available:  DOCX, DOC and TXT files 
 
Format of document margins: All margins 2.54 cm 
 
Image: Logo for TASK A1 in NON OFFICE folder 
 
TASK A1 – Open Sans, font size 12, font colour black, bold 
 
 
When opened by candidates the document should look like this image: 
 

 
 
 
  



Word processed filename: WEB PAGES 
File formats available:  DOCX, DOC and TXT files 
 
Format of document margins: All margins 2.54 cm 
 

• All text Arial 
• Font size 13 
• Font colour black 

 
• Home Page and Birthday Page – bold 

 
• Text ‘Information for the table’ italics 

 
When opened by candidates the document should look like this image: 
 

 
 


