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PREPARATORY EXAMINATION
SEPTEMBER 2009
COMPUTER APPLICATIONS TECHNOLOGY
PAPER 1
GRADE 12
TIME:
3 HOURS
TOTAL:  200
INSTRUCTIONS:

1. This paper consists of 11 pages and an appendix.  Ensure that your paper is complete.

2. It is important to note that you will NOT be permitted to leave the examination room before the end of the examination period
3. Save your work regularly.
4. Read through each question before answering or solving the problem. Do NOT do more than is required by the question.
5. Note that no printing is expected.

6. All work will be marked electronically. Ensure that you save correctly
7. 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.

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

9. Formulae and/or functions must be used for ALL calculations in questions involving spreadsheets, unless specified otherwise – in other words, don’t calculate answers manually and type them
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NOTE: The data disk/folder that you receive with this quesion paper will contain the folder and files below. 
Scenario:
The library of Limpopo High has now entered the age of technology. The main part of the administration and procedures has already been computerized. There are however still some flaws. The CAT learners must help with the planning, as well as the processing and implementation of certain aspects of the administration of the library.
Question 1
(16)
The librarian of Limpopo High has created the following folder structure on the hard drive of her computer. She needs help in organizing the files and folders.
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1. Create a new folder named Book Lists in the LibraryData-folder. The new folder should be on the same level as the Advertisements_Reviews- and Processing-folders. 
(2)
2. Move all the files that have to do with book lists (boek/book in the file name), to the Book List folder. Sort the files form large to small. Now make a screen shot of the file folder that will show a copy of only the Name, Size and Type columns. Place the screen shot in the allowed space in the document vr1Antwoorde_q1Answers 
(4)
3. Change the attributes of the file Boeke_books_2009.mdb  to read-only
(1)
4. The librarian has forgotten where she saved a certain  spreadsheet. It should be somewhere in the LibraryData-folder or in one of the sub folders. The only thing she remembers is that the name of the book, 'Shalako', is somewhere in the spreadsheet 

Help her find the file and key in the name of the file in the space allowed in the document vr1Antwoorde_q1Answers (in the REKORDEksamendata-folder) 
(2)
5. Supply a password namely ‘EX’ (without the inverted commas) to the Expenses-spreadsheet in the Finances-folder.
(2)
6. The file Resensies1 in the Advertisements_Reviews-folder has been saved as a text file. Open it in MS-Word and save it in Rich Text Format with the same name(Resensies1).
(2)
7. Create a shortcut to vr1Antwoorde_Q1Answers  and place the shortcut in the Finances-folder.
(3) 
8. Delete the file Fondse  from the Finances-folder
(1)


[16]
Question 2
[51]
A spreadsheet has been compiled to administrate the purchasing and replacing of the books. The librarian needs some help with this.
Open the sheet books in the spreadsheet q2Book Particulars.xls 

1. Improve the reading of the spreadsheet as follows:

1.1. Merge and bold the cells A1:D1
(1)
1.2. Wrap the headings in row 3, centre horizontally and vertically, abbreviate the words correctly

(3)
1.3. Ensure that the sheet fits onto 27 landscape papers. Adapt column widths
(2)
1.4. All amounts should be Currency .
(1)
1.5. The heading row 3 must repeat on top of every page (all 27 pages) 
(1)
2. Rename the sheets
2.1. Sheet 1
=
Inflation
(1)
2.2. Sheet 2
=
Book Statistics
(1)
3. Insert a new column Type  BETWEEN  the title and price columns
3.1. Insert a formula in the Type column (Column E) to display Fiction if the shelfnumber consists of only 3 characters and Non-Fiction if the shelf number is longer than 3 characters


(5)
4. The accession number of a book is compiled of the 2 digits that display the year of purchase followed by a / and then followed by a four digit number displaying the numerical order in which the books are purchased in a specific year. The accession number of the second book purchased in 2005 will thus be 05/0002. This results in each book having a unique number
4.1. Insert a formula in column G to calculate the Purchase Year. Use the first two digits of the accession number (Column A) added to 2000 to display the years 2000 - 2008 in this column.

(3)
5. A discount of 7.5% is supplied to school libraries by the book dealers
5.1. Determine in column H the price of every book after the discount that appears in cell H1, is deducted.

(3)
6. VAT of 14 % must now be added to the price of each book.

6.1. Insert a formula in column I to determine the purchase price after the discount and the  VAT appearing in cell H2, have been taken into account.

(3)
7. When books get lost, the responsible learner must pay for the book. The initial purchase price will however not be enough to replace the book. Therefore there are inflation related percentages that must be added to the initial purchase price. The percentage addition related to different years is saved in a table on the inflation sheet.
7.1. Use the VLOOKUP function to calculate the amount that should be added to every book in column J. (This should be done on the purchase price)

(7)
8. Insert a function in column K to calculate the replacement value of every book.
(1)
9. Insert formulas in rows 814-816 in the cells marked by a ? to achieve the wanted results.Use the purchase price and inflation adjustment in your calculations

(8)
10. Continue with the Book statistics sheet
10.1. Use a formula as well as the data from column G in the Books sheet to complete column B
(3)
10.2. Create a column chart that will show the book purchases as they are in column A and B. The chart must be saved in the Book statistics sheet and must look like the diagram below: 

(7)
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[51]
Question 3 
(20)
All learners are not automatically library users. Learners who love to read, must first register. Previously they completed printed registration forms. However, you convinced the librarian to rather do registrations electronically. 
Use Form fields and create the following registration form:

(4)
Limpopo High
Library registration form
Surname:
     
Name:
     
Grade:
 FORMDROPDOWN 

Book club:
 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No
Save the form as q3Elektronic.doc
The librarian however is not very happy with this process. She still wants her old printed form. Her form is not functional at all. Improve her form as follows:
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Open the file q3Registration.doc
2. Change the paper size to A5 
(1)
3. Font for the document is Arial 11 (1)
4. Use 

4.1. Line spacing
(1)
4.2. Paragraph spacing
(1)
9(
4.3. Tabs
(3)
4.4. Insertion of symbols
(1)
4.5. Outline numbered bullets
(4)
4.6. Page borders
(2)
4.7. Formatting
(2)
To change the form to look like the example on the right

[20]
Question 4
[24]
The library would like to promote and encourage reading with the learners. That is why the librarian decided to give prizes to the most active readers in the school each term. In order to do that, she has to keep statistics of the learners’ reading habits. You have been asked to help her with that
1. Open the spreadsheet: q4Users.xls
2. Insert a column to the left of column A: Heading = CODE.
(1)

Every user must receive a unique code (in column A), that is compiled in the following manner: Grade, followed by the first 3 characters of the surname, followed by the last 2 characters of the name. 
For example: the code for Jean Christo Annandale will be:
8ANNto

2.1. Insert a function in column A to award a code to all the users
(6)
3. Calculate in C169:D173 the number of users in each grade
(3)
4. Add another column at the end:   Column M = Statistics 2nd term
4.1. Insert a function in column M to display the number of books that each user read in the 2nd term (May to July) 
(1)
5. Calculate in L169:M174 the total number of books that was read in the 2nd term by every grade separately 
(4)
6. Continue working in the Top readers sheet
6.1. Use any method to determine the names, surnames and number of books of the top 3 readers in every grade separately during the 2nd term. Add this data in the appropriate cells 
(3)
6.2. The heading row must display at 45o .
(1)
7. Create a pie chart in the top readers sheet where the number of readers in each grade are displayed as a percentage of the total number of readers.
(2)
7.1. Title of chart:
Percentage users per grade
(1)
7.2. Show the legend at the bottom
(1)
7.3. Display the percentages and values next to the circle
(2)

[24]
Question5
[34]
The librarian has accepted the use of a database for the library. You just have to help her to refine the current database
1. Open the database q5Library.mdb with its table Books
2. Create a relevant input mask for the Accession number-field with the result that the accession number will always be typed in the correct format, ie: Two digits/four digits
(1)
3. The default of the Type-field  should be Fiction
(1)
4. Add a validation rule to the Type-field to ensure that only the following values will be accepted: Fiction and Non-Fiction
A relative error message must be displayed if any other values are typed
(1)
5. Create a form, Book form  that will allow the librarian to add a record (with all the fields) to the  Books-table.
(1)
5.1. Replace the language field with a combo box consisting of the values 1-8 and add a commentary box like in the example below to help the data typist adding a language to a number.
(3)
5.2. Also add the text in the header of the form
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6. Create a query called, Harry Potter, that will display all the Harry Potter-books in the library. The books must be sorted firstly by language and then by frequency of borrowing (from the most to the least) 
6.1. Show the fields: Accession number, Author Title, and Lending
(4)
7. The governing body wants to know which books in black languages are there in the library. Create a query called black languages to list these books. 
(2)
8. The librarian must send reminders to all users with overdue books. Use the table Lending and create a query called Overdue books in which all books that are overdue are displayed: A book is overdue when today’s date doesn’t fall on or before the return date. Create a new field called Overdue  to find these books. Sort the books from the longest overdue to the shortest.
(6)
9. Create a report called Book Report using the Books table 
9.1. Include all the fields
(1)
9.2. Group firstly according to Type and then according to Language
(2)
9.3. Sort according to author and then by title
(2)
9.4. Change the report header to BOOK STOCK
(1)
9.5. Insert functions to determine the following:

9.5.1. At the end of each group:
Number of books
(2)

Number of books borrowed
(2)
9.5.2. At the end of the report:
Total price
(1)


Average price (These amounts must be displayed as rand and cents)
(2)

[34]
Question 6
[9]
The data of the users must also be inputted into the database. In order to do this, a new table must be created
1. Create a table User data in the database q5Library.mdb with the following fields
 (6)
	Field name
	Data type
	Length/format

	Code
	Text
	7

	Surname
	Text
	25

	Name
	Text
	25

	Grade
	“Lookup Wizard” with choices 8-12
	2

	Club
	Yes/No
	


2. Make the Code-field the primary key
(1)
3. Copy/Import the data from the Users sheet in the Users  spreadsheet
(2)

[9]
Question 7
[19]
In an attempt to improve the reading speed of the learners, the librarian has found an article by EYE Read. Help her to improve the looks of this article by formatting it as follows:
Open the file q7EYERead.doc
1. Add page numbers with the format “Page X of Y” in the page footer starting the numbers only on page two.
(3)
2. Use the appropriate function of Word to add a table of contents in any style at the top of page one in your document below the title.
(2)
3. Add the EyeReadLogo (from the file EyeReadLogo.doc) above the table of contents and change the title to WordArt as in the example below:
(2)
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3.1. Use the same colour as the “E” and “R” of the logo in the WordArt 
(1)
4. Modify heading1 as follows:

4.1. Font = light green
(1)
4.2. Shadow effect
(1)
4.3. Space before = 18 and space after = 9
(1)
5. Use the style List Bullet 2 at the 4 lists as shown in the comment boxes
(2)
The list you have to create following the sub heading Reading speed  should look like the example below
Reading speed:

Your reading speed is determined by a number of factors:

· the clarity and size of the letters on the page or computer screen

· the level of complexity of the reading matter

· your prior knowledge of the content of the reading matter

· your state of mind and physical condition

· the purpose of your reading.  

One reads for a variety of purposes such as study, work, entertainment or relaxation, which means that you will experience a range of varying speeds. …

6. Add paragraph borders and a light green shading to the two quotations.
(2)
7. Add a hyperlink at the second EYE Read techniques that links to the document with the same name
(1)
8. Insert a book mark Procedures  to the heading Procedures for optimal reading
(1)
9. Find the paragraph Speed reading in business . Insert a footnote after the words Bill Gates  with the text  In his book: “Business @ the Speed of Thought”
(2)

[19]
Question 8
[27]
The librarian does a lot to encourage learners to read. During each term she issues a leaflet in which the current results of the reading competition, the winners of the term, a discussion of the book of the month as well as the date for the next club meeting is printed. You now have to help her in preparing the leaflet for the second term.

1. Open the file q8Biblioflashes.doc.
2. Refer to the Appendix  to see the desired result of page 1.

3. Make use of any suitable font for the text.
(1)
4. Table of top readers
4.1. Get the data from the spreadsheet Users  and the sheet top readers
(1)
4.2. Formatting of heading row:
Bold, centre horizontally and vertically, with a light colour shading
(4)
4.3. A double line border should surround the table as well as each separate group
(1)
5. Grade winners

5.1. Insert a star auto shape
(1)
5.2. Fill the star shape with any photo (picture) of a book cover (in the folder Advertisements Reviews)
(2)
5.3. Add the table of the total number of books read by each grade from the Users  sheet  as text in the star shape
(1)
5.4. Text (as in appendix) should wrap around the star shape
(1)
6. Information about the book club meeting should appear indented in a border
(4)
7. Insert the data from the document Resensie_Review.doc on the second page like this
(1)
8. The photo of 13 uur by Deon Meyer must be added to the top left
(1)
9. Insert WordArt around the review to separate  it from the table below
(2)
10. Add a table with the 10 most popular books (books that have been borrowed the most) below the review
(2)
10.1. Heading Top 10 books/boeke
10.2. Use the Library database to create this table 
11. Finally the first place winners of each term all receive a certificate 

11.1. Open the file q8Certificate.doc 
11.2. This document serves as a form letter.

11.3. The sheet top readers from the spreadsheet Users.xls serves as data source for the merging.

11.4. Insert the fields Name, Surname, grade and amount of books in the appropriate places. (Delete the place keepers)
(2)
11.5. Only the 1st places receive certificates and these must display in alphabetical order according to surname.
(2)
11.6. The merged fields must be saved to a NEW document as q8Sertificate_merge .doc
(1)

[27]
Biblio-flashes
Competition news
Where do we stand with our competition?

2nd term individual winners:

	Grade
	Position
	Surname
	Name
	Number of books

	8
	1
	DIEDERICKS
	Micke
	71

	8
	2
	RETIEF
	Janita
	62

	8
	3
	BOTHA
	Alecia E
	56

	9
	1
	STRYDOM
	Helise
	64

	9
	2
	McDERMOTT
	Aletta EJ
	56

	9
	3
	DREYER
	Nelda
	54

	10
	1
	NEL
	Bonita
	60

	10
	2
	OLIVIER
	Anuschka J
	58

	10
	3
	AUSTIN
	Monique
	56

	11
	1
	DE VOS
	Rozanne
	32

	11
	2
	KLEYNHANS
	Anna Magrieta
	20

	11
	3
	VENTER
	Annemarie
	19

	12
	1
	BELL
	Michelle
	26

	12
	2
	ENGELBRECHT
	Melanie
	25

	12
	3
	SNYDERS
	Lizelle
	24


Grade winners:
Well done, grade 8!
Grade 9, you are nearly there!
Do you want to improve your reading speed?
Get the article about EYE Read at the counter!!!
Book club meeting:
15 September 2009

Book for discussion:
Deon Meyer
13 uur
Administration
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