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MARKS: 200
TIME: 3 hours

This question paper consists of 19 pages (including 1 page as an appendix)
INSTRUCTIONS AND INFORMATION

	1. Owing to the nature of this three-hour examination it is important to note that you will NOT be permitted to leave the examination room before the end of the examination period.

2. Insert your full name and the question number in the header of EVERY document that you create or save.

3. The invigilator will give you a disk containing all the files needed for the examination or you will be told where the files can be found on the network.  If a disk has been issued to you, you must write your name on the label; if you are working on the network, follow the instructions provided by the invigilator/teacher.

4. A copy of the master files will be available from the invigilator.  Should there be any problem with a file/files, you may request another copy from the invigilator.

5. Ensure that you save each document using the file name given in the question paper.  Save your work at regular intervals as a precaution against possible power failures.
6. No marks will be awarded where files are not saved or incorrectly saved and there is NO EVIDENCE of the work done.
7. Read through each question before answering or solving the problem.  Do NOT do more than is required by the question.

8. At the end of the examination you must hand in the disk given to you by the invigilator or make sure that all the files have been saved on the disk or on the network as explained to you by the invigilator/teacher.  Make absolutely sure that all files can be read.  

9. During the examination you may make use of the help functions of the programs that you are using.  You may NOT use any other resource material.

10. Note that if data is derived from a previous question that you cannot answer, you should still proceed with the questions that follow.

11. Formulae and/or functions must be used for ALL calculations in questions involving spreadsheets unless specified otherwise. Absolute cell references must only be used where necessary to ensure that formulae are correct when they are copied to other cells in spreadsheets.

12. In all questions involving word processing, the language should be set to English (South Africa).  The paper size is assumed to be A4 Portrait, unless instructed otherwise.


	
	


NOTE: 

The data disk that you receive with this question paper will contain the following folder, sub-folder and files.  Ensure that you have this folder and ALL these files before you begin the examination.


	SCENARIO:
An essential skill for learners leaving school is the ability to speak with confidence in front of a variety of audiences. Excellent Academy has recently started a Young Speakers Club at the school.
The Young Speakers Club is involved in a variety of activities and have also organised a provincial competition and inter provincial competition.
As a member of the Young Speakers Club you are requested to help them edit a variety of documents and files using a word processor, spreadsheet and database.




QUESTION 1
	1.1
	Open the file q1Information.

Type your full name and the question number in the header of the document.  

The Young Speakers Club of the Excellent Academy is hosting an Inter-Provincial competition during the September holidays. An information document needs to be sent to all the team leaders. The document has not been formatted correctly and needs to be completed.




	
	1.1.1
	Make use of WordArt/TextArt, a text box and the image, q1Logo (which can be found in the Exam Data folder), to create the following logo at the top of the document. All the components of the logo should be grouped and the logo should be as the example below.
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Insert two blank lines after the logo.
	(8)



	
	1.1.2
	Change the page size of the whole document to A4 and the orientation to Portrait.


	(2)


	 
	1.1.3
	Change the paragraph spacing of all the bullet points under the headings ‘Meals’ and ‘Hostel Accommodation’ to 6 pt after. Ensure that all bullets are aligned with the left margin.


	(3)



	
	1.1.4
	Change all occurrences of the word ‘delegates’ to ‘competitors’.
	(1)



	
	1.1.5
	All headings in the document are formatted with the Heading 2 style. Modify this style as follows:

· Font: Change from Arial to Times New Roman.
· Font: 14 pt bold and underlined (instead of 14 pt bold and italic).

	(3)



	
	1.1.6
	A comment has been inserted after the heading ‘Hostel Accommodation’. Remove this comment.


	 (1)



	
	1.1.7
	Insert the text from the text file q1Flights after the paragraph which starts with ‘Flight reservations have been made …’.

Convert the text into a table which should be formatted as in the example below:

Johannesburg to Cape Town

1T101

07:10

09:20

Durban to Cape Town

1T643

06:30

08:30

Port Elizabeth to Cape Town

MN752

09:50

11:05

	(8)



	
	

	Save and close the document q1Information.
	
	[26]


QUESTION 2 

	2.1
	Open the file q2ElNino.

Type your full name and the question number in the header of the document.
The Young Speakers Club is entering an inter-schools competition. They are required to prepare speeches on factors influencing climate in South Africa and the effects of climate change. They have obtained some information from the Internet (http://www.weathersa.co.za/References/elnino.jsp). You need to make some changes to the document.

	

	
	In all questions where the words ‘El Niño’ have to be typed in, the correct symbol ‘ñ’ should be used. If you are unable to do this, then type ‘n’ instead.


	

	
	2.1.1
	Insert two blank pages at the beginning of the document, before the heading ‘What is El Niño?’.
	(1)



	
	2.1.2
	On the first blank page insert a WordArt heading with the text “Information on El Niño”. Choose any suitable WordArt style. Centre the WordArt both vertically and horizontally on the page. Format the WordArt in red with a black border.
	(5)



	
	2.1.3
	Apply a red box border with a thickness of 3 pt to the first page only.
	(3)



	
	2.1.4
	On the second blank page type in the text ‘Table of Contents’. Format this text with the Heading 1 style. Insert a blank line below the heading.


	(2)



	
	2.1.5
	All the other headings (from the third page onwards) are formatted with the Heading 3 style. Change all these headings to the Heading 1 style.


	(2)



	
	2.1.6
	Immediately under the heading ‘Glossary’ (at the end of the document) you will find the headings ‘Anomaly’, ‘Cumulonimbus’, ‘Index’ and ‘Three-month running mean’. Format these headings with the Heading 2 style.


	(2)



	
	2.1.7
	On the second page of the document insert an automatic table of contents using any style under the heading ‘Table of Contents’. Change the line spacing of the table of contents to 1.5 lines.
	(2)



	
	2.1.8
	Insert page numbers into the footer of the document. The numbers should be centred on the page and should not appear on the first page.


	(3)



	
	2.1.9
	Search for the paragraph that starts with the text ‘During El Niño years, the area of warm water…’. Immediately after this paragraph insert the image q2ENSO2 which is in the Exam Data folder. Center the image on the page.


	(2)



	
	2.1.10
	Add a caption below the image q2ENSO2. After Figure 1 type in the text ‘Conditions during El Niño’ The caption should also be centered on the page.


	(3)



	
	2.1.11
	Apply a footnote to the text ENSO in the heading ‘What about ENSO?’. The footnote should appear at the bottom of the page with and display the following:

ENSO = El Niño Southern Oscillation
	(2)



	
	2.1.12
	Go to the sub-heading Anomaly under Glossary and format the text which follows ‘For example:’ so that it appears in three columns. The text should be arranged as shown below (no borders are required):

Ensure that the rest of the document is in one column as normal.
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	(3)



	
	2.1.13
	The text at the end of the document following ‘This is calculated by getting the mean of three consecutive months' values, for example:’ needs to be formatted so that it is easier to read. 

Set your own tabs so that the text appears as follows. Also note the formatting of the heading.
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	(4)



	
	
	
	

	Save and close the document q2ElNino.
	[34]


QUESTION 3
	 3.1
	Open the file q3TechnicalTalk. 

Type your full name and the question number in the header of the document.  

As a member of the Young Speakers club you have been asked to prepare a presentation called the “Technical Talk”. Your talk will be on the statistics of temperature and rainfall in Cape Town over the past 30 years. Before giving your talk you need to improve the appearance of the spreadsheet and add a few statistics.


	
	3.1.1
	Merge and centre the cells A2 and A3. The word Month should be centred both horizontally and vertically in the merged cell.
	(2)



	
	3.1.2
	Change the row height of row 3 to 30 (40 pixels)
	(1)



	
	3.1.3
	Format the range B3:H3 so that all text is wrapped and left aligned.
	(2)



	
	3.1.4
	Ensure that a border surrounds the range A1:H15. The border is to be coloured red and be a double line. This should replace the thick black border that these cells now have.
	(3)



	
	3.1.5
	Format the months in the range A4:A15 to have a left indent of 1.
	(2)



	
	3.1.6
	Make use of conditional formatting to answer the following question. Format the cells in the range H4:H15 so that:
	

	
	
	3.1.6.1
	If the value in the cell is less than or equal to 30, then a red background for the cell must appear, and
	(3)



	
	
	3.1.6.2
	If a value in the cell is greater than 50 then a light green background for the cell must appear.
	(3)



	.3.2
	Use functions or formulas to answer the following questions:
	

	
	The cells in the range A18:D23 are shaded in blue, and the answers for the following questions must go in the D column.
	

	
	3.2.1
	Cell D18 - Use a function to display the Highest Recorded Temperature.
	(2)



	
	3.2.2
	Cell D19 - Use a function to display the Average Daily Maximum Temperature.
	(2)



	
	3.2.3
	Cell D20 - Use a function to display the Lowest Recorded Temperature.
	(2)



	
	3.2.4
	Cell D21 - Use a function to add the Average Monthly Rainfall (Column F) for the year. This will give the yearly average rainfall.  
	(2)


	
	3.2.5
	Cell D22 - Use a function to display the Average Number of days with >= 1mm rain (Column G).
	(3)



	Save and close the document q3TechnicalTalk.
	 [27]


QUESTION 4
	 4.1
	Open the file q4DamInformation. 

Type your full name and the question number in the header of the document.
One of the presentations you need to make is a presentation called “Information Evening”. Your talk is based on the information on various dam levels in the country.   To complete your assignment, you do need to correct the spreadsheets, and provide useful information which your audience can understand.


	
	4.1.1
	Work on the worksheet Graphs.
	

	

	
	Create a (clustered) column graph:

· The data to use for your graph is “This Week(%)” and “Last year(%)”.

· The X-Axis is the name of the dam, slanted and in the font Arial 10 pt.

· The Series must be named correctly (see the example).

· The scale of the Y-Axis starts at 60, and increments with units of 10

· The colour of the bars must be Green(This Week(%)),  and Yellow(Last year(%))
· Place the graph so that the data of the spreadsheet is still visible.
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	(9)


	
	4.1.2
	Work on the worksheet Northern Cape
	

	
	· This worksheet contains the different places(stations) where rainfall was reported, and the amount of rain each place received in April 2009

· The blue area is where you are to use functions to answer these questions.
	

	
	
	4.1.2.1
	Cell E3 - use a function to display the Number of stations reporting in the Northern Cape.
	(2)



	
	
	4.1.2.2
	Cell E4 - use a function to display the difference in average of rainfall of the Western Cape compared to the Northern Cape. The Western Cape average is on the sheet WC Rainfall – cell B67. 
	(2)

	
	
	4.1.2.3
	Cell E5 - use a function to display the number of places which did not report their rainfall figures.  (They have a blank next to their name).
	(2)



	
	
	4.1.2.4
	Cell E6 - Use a Vlookup function to display the amount of rain that Paarl received. This information is on sheet WC Rainfall.
	(4)



	
	
	
	
	

	
	4.1.3


	Work on the worksheet WC Rainfall.


	

	
	
	4.1.3.1
	In Row 3 Algeria-bos received 130mm of rain in June 2009.  The Western Cape average (Cell B67) is 82.41mm.

Create a formula in cell C3 to show how much the Algeria-bos average is more than the Western Cape average.  Then copy this formula down for all the other stations in Western Cape (until cell C66).

(Hint: You will need to make use of absolute cell referencing).
	(3)


	
	
	4.1.3.2
	In cell D3 we have a statement, created by using the concatenate function.  Create the concatenate function for the rest of the stations, in the blue column (Column D), using cell D3 as your example.
	(5)



	
	
	
	
	

	
	4.1.4
	Work on the worksheet Rivers
	

	
	
	4.1.4.1
	Sort the information in the range A3:H40 according to the River Name (Ascending) and secondly sorted to the Name of the Dam (Descending).
	(3)



	
	
	
	
	

	
	4.1.5
	Work on the worksheet Dam Data

	

	
	
	4.1.5.1
	The sluice gates on all dams are inspected once every three to six months.  Use a function to calculate the number of days there are between the dates checked.  No decimal places are required.
	(2)



	
	
	
	

	Save and close the document q4DamInformation. 
	 [32]


QUESTION 5
	5.1
	Open the database called q5Contestants.
The Excellent Academy Young Speakers Club has organised an inter-schools competition. To assist with the administration they created a database of competitors.



	
	5.1.1
	Create a new table called Scoring.
Add the following fields to the table.

Field Name

Data Type

Field Size

Note

StudentNo

Autonumber

Make this field the primary key

Surname

Text

15

The surname must be displayed in upper case letters even if it was originally entered in lower case.

Name

Text

15

Enter a caption “No nicknames allowed”

CellNumber

Choose an appropriate data type and field size.

FeesPaid

Yes/No

Place “Yes when fees are paid in full” in the field description
Score

Number

Integer


	(14)



	
	5.1.2
	Add the following records to your table.
StudentNo

Surname

Name

CellNumber

FeesPaid

Score

Autonumber

Saunders

Jason

0822112526

Yes

7200

Autonumber

Jackson

Seriah

0722565854

No

8500


	(2)



	
	
	
	

	Save and close the file q5Contestants.


	


	5.2
	Open the database called q5Competition. Refer to the table called Delegates.  

The table contains data about competitors competing in a competition to be hosted by the Excellent Academy during the September holidays. Competitors will be from four provinces – the Western Cape (WC), Eastern Cape (EC), Gauteng Province (GP) and KwaZulu Natal (KZN). Each team will be accompanied by an educator whose details are also recorded in the table.


	
	5.2.1
	Create a query called OtherProvinces that will display the details of all the learners coming to the competition except those from the Western Cape. Display the Surname, Name and Province fields. Sort alphabetically by name.
	(4)



	
	5.2.2
	Learners have the option of staying in the school hostel. Create a query called Hostel to display the Name, Surname and Gender of the learners who require hostel accommodation. Sort alphabetically first by gender and then by surname.
	(6)



	
	5.2.3
	Learner delegates to the conference staying in the hostel are required to pay R1500. Some delegates have not yet paid the full amount. 
Create a query called MoneyOwing with a calculated field called Owed to determine the money owed by each learner delegate. Display the fields Surname, Name, HostelPaid and Owed of only those delegates who have not paid the full amount of R1500. Format the Owed field so that it displays Currency with no decimal places.
	(3)



	
	5.2.4
	Create a form called InputForm which can be used to add a new record or edit the existing records of the delegates. All the fields should be used. Display the text Delegate Information prominently in the form header.
	(4)



	
	5.2.5
	The hostel staff needs to know how many boys and how many girls are attending the competition. 
	

	
	
	· Create a report called Gender which displays the Name, Surname, Gender and Province fields in that order.
	

	
	
	· The records must be grouped according gender.
	

	 
	
	· Sort alphabetically according to Province.
	

	
	
	· The following information must be displayed with suitable labels:
· The number of delegates of each gender (in the group footer)

· The total number of delegates (in the report footer).
	(11)




	
	5.2.6
	One of the conference organisers would like the names and surnames of the educators attending the conference in a spreadsheet.
	

	
	
	· Export the query EducatorInfo to a spreadsheet. Save the spreadsheet as EducatorInfo in your Exam Data folder.
	(2)


	Save and close the files EducatorInfo and q5Competition.
	[46]


QUESTION 6
	

	

	You will need the following files to answer this question:

· q5Competition
· q6ResultsLetter
· q6ResultsData


	6.1
	Open the file q6ResultsLetter
Refer to Appendix A.

Type your full name and the question number in the header of the document.  

A letter is to be sent to the educators who accompanied the teams to the Young Speakers competition.


	

	
	6.1.1
	Right align the address.
	(1)


	
	6.1.2
	Center the two lines starting with ‘Results of Young …’. Format these two lines so that they are displayed prominently as a heading.
	(2)


	
	6.1.3
	Insert a blank line below the address. Now insert the date in any suitable format. The date displayed must be the date on which the letter is printed, i.e. it updates automatically. The date should be right-aligned.
	(3)




	6.2
	Refer to Appendix A.  

Open the file q6ResultsData.


	

	
	6.2.1
	Copy the table of results from the Results worksheet and paste it into the appropriate place in the q6ResultsLetter document. See Appendix A.
	(2)



	
	6.2.2
	Center the table on the page and give it a suitable border as in Appendix A.
	(2)


	
	6.2.3
	Copy the pie chart/graph from the q6ResultsData spreadsheet and paste it into the q6ResultsLetter document as in Appendix A. The graph should be pasted in such a way that it remains linked to the spreadsheet. Center the chart on the page.
	(3)



	
	
	Save q6ResultsData and close the file.

	

	6.3
	Make use of the mail merge facility on your word processor to send a copy of the results to each of the educators. The information needed is in the query EducatorInfo in the q5Competition database.

	

	
	6.3.1
	· The names and surnames (in that order) of the educators should be inserted after the word ‘Attention:”. 
	

	
	
	· The names of the educators should be sorted by surname.
	

	
	
	· Use the mail merge facility to complete the letters.
	(3)



	
	6.3.2
	Carry out the mail merge and save the merged letters in your Exam Data folder as q6ResultsLetterMerged.
	(2)



	Save and close the file q6ResultsData.
	[18]


QUESTION 7
	

	
	
	

	7.1
	Create the file structure shown below
Note that the folder Question 7 has been given to you with some files in it

[image: image5.jpg]Question 7





· Question 7 has 2 subfolders called Dangers and Pictures
· The subfolder Pictures how two subfolders called Jpeg and Other.
	(2)



	7.2
	Move all the files that start with “Danger” to the Dangers folder.
Then move the remaining files to the folder Pictures.
	(2)



	Do the following in the Dangers folder:

	

	7.3
	Change the author of the file called ‘Dangers of Lightning’ to John Smith and then make the file a Read Only file.
	(2)



	7.4
	Change the format of the file ‘Dangers of Lightning’ to Rich Text Format
	(1)


	7.5
	Create a shortcut for the file ‘Dangers of Lightning’ in the Question 7 folder.
	(2)


	Do the following in the folder Pictures:

	

	7.6
	Delete the largest file in the folder Pictures.
	(1)


	7.7
	Move the Jpeg files to the folder Jpeg and copy the Gif files to the folder Gif.
	(2)



	7.8
	Open the file q7Answers. 

Answer the following questions in the q7Answers file.
	

	
	7.8.1
	What is the total space taken up by the folder Question 7 in kB. Enter your answer in the space provided in the q7Answers file.
	(1)



	
	7.8.2
	Make a screen dump of the Pictures folder with its files. Paste the screen dump in the q7Answers file.

· Files should be sorted by type.

· The columns should be displayed in the order: Name, Type, Date Modified and Size.

· Display all files in this folder.

The screen dump below is an example of what your screen dump should look like. (It is not the actual screen dump).
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	(4)



	Save and close the file q7Answers.


	[17]

	Close any other files that may be open.

TOTAL:
	200


APPENDIX A

Excellent Academy

30 Fouth Avenue

Tokai

7974

19 August 2009
Attention: <<Name>> <<Surname>>

Results of Young Speakers Competition

Excellent Academy September 2009

Here are the final results of the competition held on 29 September. 

	
	Prepared Speech
	Unprepared Speech
	Debate
	Total

	Western Cape
	4
	1
	6
	11

	Eastern Cape
	1
	4
	2
	7

	Gauteng
	3
	3
	8
	14

	Kwa-Zulu Natal
	2
	2
	4
	8
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Congratulations to all learners and their team leaders. We are all looking to next year’s competition which will be hosted by the Gauteng Province. We hope to see teams from all nine provinces participating in future.

Conference organisers[image: image8.jpg]
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A folder called:


Exam Data





A sub- folder called:


Question 7





Files called:


q1Flights			(a text file)


q1Information		(a word processing document)


q1Logo			(an image file)


q2ElNino			(a word processing document)


q2ENSO2		(an image file)


q3TechnicalTalk		(a spreadsheet file)


q4DamInformation	(a spreadsheet file)


q5Competition		(a database)


q5Contestants		(a database)


q6Results			(a word processing file)


q6ResultsData		(a spreadsheet file)


q6ResultsLetter		(a word processing file)


q7Answers		(a word processing file)
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