

QUESTION 1
	No.
	Item/Criteria
	Max.
	Mark

	1.1.1
	Image inserted (
Word Art inserted ( Word Art design (
Correct text in text box (
Border added to text box (
Font about 14 pt and bold (
Components grouped (
Inserted two blank lines after logo(

	8

	

	1.1.2
	Page size of whole document A4 (
Orientation Portrait (
	2


	

	1.1.3
	Bullet points paragraph spacing 6 pt after (
All bullet points changed (
Bullet points flush with margin (
	3


	

	1.1.4
	‘delegates’ changed to ‘competitors’ (
Five replacements made


	1


	

	1.1.5
	Heading 2 font changed to Times New Roman(
Italic removed ( and underlined added(
	3


	

	1.1.6
	Comment attached to ‘Hostel Accomodation’ deleted
	1

	

	1.1.7
	Text inserted from text file (
Text converted to table (
Rows 1, 3 & 5: Cells merged ( shading added ( bold font (
Rows 2, 4, 6: Flight numbers italic (
Thicker border around outside of table (
Column widths adjusted to fit text (
	8

	

	
	Total:
	[26]
	


QUESTION 2
	No.
	Item/Criteria
	Max.
	Mark

	2.1.1
	Two blank pages inserted at beginning of document (
	1


	

	2.1.2
	Correct text in Word Art (
Word Art centred horizontally ( and vertically (
Word Art coloured red ( with black outline (
(NB: Afrikaans only–  the translation asks for the WordArt to have “‘n swart raam” – award a mark for a black border around the WordArt instead of a black outline)

	5


	

	2.1.3
	Red ( page border width 3 pt ( added

Applied to first page only (
	3


	

	2.1.4
	‘Table of Contents’ typed correctly (
Formatted as Heading 1 style (
	2


	

	2.1.5
	All 11 instances of Heading 3 selected (
Changed to Heading 1 style (
(If all 11 not changed, award 1 mark)
	2


	

	2.1.6
	Headings at end of document formatted as Heading 2 style (
All four headings formatted (
(If all four not formatted then give 1 mark only)


	2


	

	2.1.7
	Automatic table of contents inserted on page 2 (
Line spacing of table of contents changed to 1.5 (

	2


	

	2.1.8
	Page numbers in footer ( centred (
No page numbers on first page (
	3


	

	2.1.9
	Correct image inserted (
Centred on page (

	2


	

	2.1.10
	Caption added to image (
Text shows Figure 1: Conditions during El Niño (
Caption centred (
Comment: Caption is centred by default
	3


	

	2.1.11
	Footnote added to word ENSO in heading “What about ENSO?” (
Text ENSO = El Niño Southern Oscillation (
(If footnote below the text deduct 1 mark)

(If ‘ñ’ not used, do not penalise)
	2


	

	2.1.12
	Three columns created ( 
Column breaks used to arrange text ( (Do not award marks if Enter key used)

Rest of document in one column (
Comment: If the first line (The Nino 3.4 value …) does  not start on new page, the columns will not display correctly, and therefore the columns breaks cannot be applied.
	3


	

	2.1.13
	Decimal tab at about 4 cm ( 
Right tab at about 14 cm (
Tabs applied correctly to all text (
Heading formatted as bold (

	4


	

	
	Total:
	[34]
	


QUESTION 3
	No.
	Item/Criteria
	Max.
	Mark

	3.1.1
	Cells A2 and A3 merged and centred (
Text centred vertically and horizontally (
	2


	

	3.1.2
	Row 3: Row height 30 (
	1

	

	3.1.3
	Range B3:H3 Text wrapped ( and left aligned (
	2

	

	3.1.4
	Range A1:H15 (Red ( double line border (

	3

	

	3.1.5
	Range A4:A15 (Format left aligned indent 1 (
Hint: Format/Cells/Alignment/Indent …
	2

	

	3.1.6.1
	Range H4:H15( Conditional formatting applied ( red background (
Do not accept red font
	3

	

	3.1.6.2
	Range H4:H15( Conditional formatting applied ( light green background (
Do not accept light green font
	3

	

	3.2.1
	Cell D18: =MAX(B4:B15)
                    (        (
	2


	

	3.2.2
	Cell D19: =AVERAGE(C4:C15)
                           (            (
	2


	

	3.2.3
	Cell D20: =MIN(E4:E15)
                    (        (
	2

	

	3.2.4
	Cell D21: =SUM(F4:F15)
                     (        (
	2

	

	3.2.5
	Cell D22: =COUNTIF(G4:G15,">=1")
                        (             (          (

	3

	

	
	Total:
	[27]

	


QUESTION 4
	No.
	Item/Criteria
	Max.
	Mark

	4.1.1
	Correct data range used: =Graph!$A$1:$A$7 ( ,Graph!$D$1:$E$7 (
X-axis: Arial 10 pt ( slanted ( 
Series1 named The Week(%)

Series2 named Last Year(%) (
X-axis: Scale starts 60 ( increment 10 (
Colour of bars green and yellow ( [Colour]
Graph position correctly, data on spreadsheet still visible  (
	9


	

	4.1.2.1
	Cell E3: =COUNTA(A3:A62)
                     (            (
	2

	

	4.1.2.2
	Cell E4: =B63-'WC Rainfall'!B67
                  (              (
OR: Cell E3: 'WC Rainfall'!B67 - B63
	2

	

	4.1.2.3
	Cell E5: =COUNTBLANK(B3:B62)
                         (                  (
	2

	

	4.1.2.4
	Cell E6: =VLOOKUP("Paarl",'WC Rainfall'!A3:B66,2)
                      (             (                        (             (
OR:  =VLOOKUP(‘WCRainfall!A47’,'WC Rainfall'!A3:B66,2)


	4

	

	4.1.3.1
	Cell C3: =B3-$B$67
                     (       (
Copied correctly to other cells in column(
	3

	

	4.1.3.2
	Cell D4: 

=CONCATENATE(A4, " received ",B4, " mm of rain in ", B1)
Marks as follows:

=CONCATENATE (
A4, B4, B1 ( 
Text with space (
Correct order (
Correctly copied to other cells (
Also accept

=A4 & “ received “ & B4 & “ mm of rain in “ & B1

(B1 can also be typed in… “June 2009”)
	5


	

	4.1.4.1
	Sheet Rivers:
Sorted alphabetically by River (
Sorted descending order by Dam name (
All data sorted (not only River and Dam name) (
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	3

	

	4.1.5.1
	Cell E2: =D2-B2 (
Formatted as Number with 0 decimal places (
OR: Cell E2: =Round(D2-B2,0) 
	2

	

	
	
	
	

	
	Total:
	[32]


	


QUESTION 5
	No.
	Item/Criteria
	Max.
	Mark

	5.1
	

	5.1.1
	Table called Scoring created (
StudentNo: Autonumber ( set as primary key (
Surname: Text [15] ( input mask  >??????????????? ((

Uppercase > 1 mark


15 optional letters ??... 1 mark

Name: Text [15] ( Caption added (
FeesPaid: Yes/No ( Description added ( 
CellNumber: Text ( [10] (
Score: Number ( Integer (
	14

	

	5.1.2
	Two records added
StudentNo

Surname

Name

Cell Number
FeesPaid

Score

Autonumber

Saunders

Jason

082 211 2526

Yes

7200

Autonumber

Jackson

Seriah

072 256 5854

No

8500

Subtract 1 mark per error (to max of 2)

	2
	

	5.2
	

	5.2.1
	[image: image2.png]& OtherProvinces : Select Query.
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	4

	

	5.2.2
	[image: image3.png]Delegates
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	6

	

	5.2.3
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	3


	

	5.2.4
	Form created called InputForm (
Displays all fields from Delegates table(
Label Delegate Information added to Form Header (
Displayed prominently: (
(Accept any of: Larger font, Bold, Border, Shaded background)
	4

	

	5.2.5
	Report called Gender created (
Grouped according to Gender (
Correct fields   ((Name, Surname, Province)
Correct order (as above) (
Sort according to Province – ascending (
Statistics/Functions
In group footer: ( 
=Count (([Gender]) ( 

In report footer: (
=Count(*) ( (* also any other field name i.e. Name)
Appropriate headings (

	3

1

1

6


	

	5.2.6
	Query EducatorInfo exported to spreadsheet (
Spreadsheet saved as EducatorInfo (
Do not allow Copy and Paste


	2


	

	
	Total:
	[46]
	


QUESTION 6
	No.
	Item/Criteria
	Max.
	Mark

	6.1
	

	6.1.1
	Address right aligned (
	1

	

	6.1.2
	Text “Result of ...” centred (
Displayed prominently (
(Accept any of: Font size about 14/16 pt, Bold)
	2

	

	6.1.2
	Blank line inserted below address (
Date inserted ( which updates automatically (
(Should show the date on which work is marked)
	3

	

	6.2
	

	6.2.1
	Table copied from spreadsheet (
Pasted in correct place in document q6ResultsLetter (
	2

	

	6.2.2
	Table centred (
Border applied thick line outside thin line inside (
	2

	

	6.2.3
	Graph pasted in correct place (
Graph linked to spreadsheet ( 


(Right-click and look for Update link)
Graph centred on page (
	3


	

	6.3
	

	6.3.1

	Correct fields (Name and Surname) inserted (
Surnames sorted alphabetically (ascending) (
Inserted correct place: (after “Attention..”) (
	3

	

	6.3.2
	Merge carried out (4 letters) (
Saved as q6ResultsLettersMerged (

	2


	

	
	Total:
	[18]


	


QUESTION 7
	No.
	Item/Criteria
	Max.
	Mark

	7.1
	Folders Dangers and Pictures created (
Folders Jpeg and Gif created (subfolder of Pictures) (
	2

	

	7.2
	Files starting “Dangers” moved to Dangers folder (4 files) (
Other files moved to Pictures folder (11 files) (
	2

	

	7.3
	File Dangers of Lightning
Author property John Smith (
Read-only attribute set (
[Remember: If data is written to CD, the attribute will change to Read Only.]
	2


	

	7.4
	File Dangers of Lightning

Changed to Rich Text Format (
	1


	

	7.5
	Shortcut to Danger of Lightning (
Created in Question 7 folder (
	2

	

	7.6
	Steenbras Dam-Lower.bmp deleted (
	1

	

	7.7
	*.jpg files moved to Jpeg folder ( (8 files moved)
*.gif files copied to Gif folder ( (2 files copied, must still be in original location)
	2

	

	7.8.1
	Accept (831 or 876 KB) if size was taken before deletion of .bmp  Or 434 KB or 476 KB After the .bmp file was deleted(
(Second figure might vary depending on level of fragmentation of HDD)


	1

	

	7.8.2
	Files sorted by type (
Order of columns displayed: Name, Type, Date Modified, Size (
All files displayed (
Screen dump pasted into q7Answers document (
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	4

	

	
	Total:
	[17]
	

	
	TOTAL:
	200
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