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	QUESTION 1

	

	Number

Allocation of marks

Comments

Total

1.1

Move( all files containing Kruger ( from Other to Kruger( (4 files)

If copied -1 mark
3

1.2

All 2001 files deleted (3) ((
2

1.3

One subfolder Finance( in the Other( subfolder.

2
1.4

Delete the folder called Garden Route(
1
1.5

Password Xyz( added to file Master(
2

1.6

Create the file Question1 ( and paste screenshot ( of directory structure (

[image: image1.png]= O
= () National Parks
2 Addo
12 Kruger
= (2 Other
& Finance.




3

1.7

Thunder.bmp read-only (
1
1.8

File Lavender( changed from text file to Rich Text Format(
2

1.9

Shortcut to Kruger folder created (
Shortcut stored in q1data folder (
2
1.10
10 spreadsheet files ( copied from Addo subfolder to Finance subfolder (
If moved -1 mark
2
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	QUESTION 2

	Number

Allocation of marks

Comments

Total

2.1

Move web address from top(
Insert as footer(
Subscript(
3

2.2

Entire document font Arial Narrow( 14( font colour black (
3

2.3

Main heading:  WordArt( 

                         44 font size(
                         Filled with image(
3

2.4

Remove hyperlink from words ‘Wild Card’(
1

2.5

New table style called ‘Wild’ created
Comic Sans 12 pt(
Fill colour:  light green(
Show all borders with line weight 2¼ pt(
Alignment:  centred horizontally + vertically(
4

2.6

Convert first table to text separated with tabs( 

1

2.7

Hide lines of second table but show gridlines(
1

2.8

Apply new table style to third table((
2

2.9

Left tab 2 cm(
Left tab without leader 7 cm(
Right tab with leader 16 cm(
3

2.10

Footnote to heading ‘Wild Card”(
Reference symbol §(
Reads:  ‘Visit the Sanparks website for more information’(
3

2.11

Insert date in format yyyy-MMMM-dd(
Right-hand side of header(
Updates automatically(
3

2.12

Data of last paragraph to 2 columns(
Line between(
Spacing between columns 2 cm(
Alignment:  justified(
4
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	QUESTION 3

	Number

Allocation of marks

Comments

Total

3.1

Border around main heading(
Font colour:  white(
Background: black(
3
3.2

Page break inserted in correct place(
1
3.3

Drop cap – 3 lines(
1
3.4

Automatic table of contents inserted ( 

History not shown – style removed (
2
3.5
Comment added to main heading(
Visit the website www.krugernationalpark.co.za(
2
3.6
Hierarchy chart added(
Chart uses right hanging format(
Names added correctly(
3
3.7
Automatic outline numbering(
Level 1(
Level 2(
Level 3(
3
3.8
Tear off slip:  Symbol of scissors(
Checkbox form field( inserted(
Drop-down form field( inserted(   

Names added correctly( 
6
3.9
Three oval shapes inserted(
Correct text( inserted correctly(
Group 3 shapes together(
4
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	QUESTION 4


	Number

	Allocation of marks

	Comments

	Total

	
	4.1
	Insert row at beginning of spreadsheet(
Row height:  30 pt(
		2
	
	4.2

	Merge cells A − F(
Insert heading ‘BOOKED TOURS AND TOUR GUIDES’( using font Arial 18 pt(
Thick border around the title(
		4

	
	4.3

	=C3*(D3(
	adjust for 4.11
	2

	
	4.4
	=IF( (C3>12(,E3*10%(,’’zero’’()
	adjust for 4.11
	4
	
	4.5
	Conditional formatting in column D 

>4000( in yellow(
<3000(in thin diagonal crosshatch pattern(
		4
	
	4.6
	Date & Time in the centre of the footer(
		1
	
	4.7
	Rename Sheet1 to Tourbookings(
		1
	
	4.8

	Columns D − F( to currency in South African R(
		2

	
	4.9
	=ROUND(AVERAGE(E3:E23),0)
      (              (              (     
		3
	
	4.10
	Sort table descending ( according to column E (
		2
	
	4.11
	Insert column to left of column A(  

Number from 1 − 21(   

		2

	
	4.12
	Cells C3:G23 unlocked ( 

Sheet protected ( 

Password blank (
		3

	

	4.13.1

Insert chart title:  PRICES OF TOURS(  

Y-axis:  PRICE IN RAND(  

2

4.13.2

Change font of x-axis to Arial Narrow 6 pt(  

Names of all the different tours appear on axis(
2
4.13.3

Fill background with texture of choice(
1
4.13.4

Format y-axis to maximum 7000(
1
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	QUESTION 5

	Number

Allocation of marks

Comments

Total

5.1.1
C20 =SUM( (C4:C19) (
2
5.1.2
=IF(C4>$C$20*5%,"Yes","")
   (   (      (                 (    (
5
5.2.1
=LARGE(D4:D10,3)
          (       (      (
3
5.2.2
=SUMIF(D4:D10,">50000")
      (          (            (
OR

=SUMIF(D4:D10,”>50000”,D4:D10)
3
5.2.3
=CONCATENATE(A4,LEFT(B4,3))
                  (           (    (       (
OR

=A4&LEFT(B4,3)
4
5.2.4
· Column chart added (
· Data B4:B10,D4:D10 (
· Heading added (
· Value of each column in the centre shown (
· No legend(
5
5.3.1
=SUM (Budget! D4: D19) – Budget! C20.

= SUM (Budget! D4:D19) – Sum (Budget! C4: C19)
2
5.3.2
=VLOOKUP(7,Budget!A4:D19,4,FALSE)

            (      (      (       (       (       
5
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	QUESTION 6

	Number

Allocation of marks

Comments

Total

6.1.1

Customer Code( set as 
the primary key(
2
6.1.2

Field size of the field Tour ( changed
to 25(
2
6.1.3

Record with customer code 5 has been deleted (
1
6.1.4

Sort table alphabetically according to Tour field ( and then descending according to Departure Date field( 
2
6.1.5
Validation rule added to Days (
<=15 OR <16 (
Suitable error message (
3
6.2.1
Input mask added to the Odometer Reading field

######"km" OR 999999’’km’’
      (       (
2

6.2.2
Default value of Odometer Reading field changed to 100 (
1

6.2.3
Input mask added to the Registration field

LLL000LL  (( OR LLL000’“EC’’
Indexed : Yes (No duplicates) (
Or set as a primary key.
3

6.3.1

Query1 (16 Records)

Days criteria : >12 ( OR >=13

Sorted according to destination (
2
6.3.2

Query2 (7 Records)

Tour criteria : Addo (
Paid criteria : No OR False OR 0 (
Only Customer Code and Departure fields shown (
3
6.3.3

Query3 (2 Records)

Tour criteria : Wild Coast (
Paid criteria : Yes OR True (
New field called Bonus (
containing the formula 

Bonus: [Days]+1((
5



	6.4.1
	Form created (
All fields included from the Tour_Details ( table
		2
	
	6.4.2
	Background colour of the label of the Customer Code field changed from the default (
Font colour of the label of the Customer Code field changed from the default (
		2

	
	6.5
	Report header Tour Summary for Mr Roads added( 

Grouped ( according to Tour (
Date and Time =now()( in header( 
Departure Date field not shown (
Average( and total( days calculated at the end of the report(
Saved as TourSummary(
		10
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	QUESTION 7

	Number

Allocation of marks

Comments

Total

7.1.1

Heading changed to Word Art (
Centred horizontally across the page (
2
7.1.2
Justify the whole document (
1

7.1.3
Table from q7prices.xls( pasted at the end of the document, linked to spreadsheet, updated automatically (
2
7.1.4
Elephant.jpg inserted( behind the table.(
2
7.1.5
- Two columns (
- Line between (
2
7.1.6
- Column break added (
- Table and picture moved (
2
7.2
Table Tour_Details( exported from q6tours.mdb( and saved in a spreadsheet q7tours.xls. (
3

7.3
- Q7best.xls used as data source (
- Only sent to people having a Yes in the Best column (
- Merge fields added after Dear (
- Letters sorted alphabetically (
- Save as q7merge.doc (
5
[19]



	
	
	
	

	
	
	TOTAL:
	200
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