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POSSIBLE ANSWERS

QUESTION 1 TOTAL 20 marks

No. | Criteria | Marks | Max. |

glAnswers.doc file

1.1 1.63 MB¥

[EEN

1.2 SAVE or SAVE.wmfv’
2KBvY

1.4.4 CoalFired or CoalFired.docv’

RRR R

145 |1487v

[EEN

1.6 ‘ 7

Mame Size Attributes
=] plug.jpg SKB
= lamp.jpg 6 KB
=] LIVELINESO[1].jpg TKB
=] WIND3[1].jpg 14 KB
|| Drakens~2.jpg 22 KB
|| ankerlig.jpg 24 KB
=] Kendal~2.JPG 26 KB
=] ARMOTO3[1].jpg 27 KB
¢ | |E| Gariep3[1].jpg 33 KB
« | |H|InsideNC,jpg 53 KB
= fast facts.jpg 117 KB

1.6.5 Screenshot pastedv’

1.6.1 Shows 11V .jpg filesv’

1.6.2 Details viewv’

1.6.3 Name, Size, Attributes shownv/, in this orderv’
1.6.4 Sorted by increasing sizev’

PR PP PR PR

P NR N

Electricity folder

1.3 Overflow folder (in Electricity folder) and file (Overflow.doc) 1
deletedv’

[EE

1.4 1.4.1 Word folder created in Office folderv’

1.4.2 All 10 Word files moved to Word folder from Office
folderv’

1.4.3 Build Proramme.doc open password: 123v
Build Proramme.doc modify password: 456v

[EE
IS

15 1.5.1 message.txt createdv’
1.5.2 Annual Report 2008.pps zippedv’
Original file deletedv’ 1

N

Total 20
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QUESTION 2 TOTAL 55 marks
No. | Criteria | Marks | Max. |
Page 1
2.1 2.1.1 Paper size A4v’ 1 4
2.1.2 All 4 margins 2 cmv’ 1
2.1.3 Section break at UNDERSTANDING POLLUTIONY 1
2.1.4 1 page only landscapev’ 1
2.2 2.2.1 Page border around 1° page onlyv’ 1 2
2.2.2 12 pts from edge of page (for all margins)v’ 1
2.3 2.3.1 Border around main heading, margin to marginv’ 1 2
2.3.2 Yellow fillv’ 1
2.4 2.4.1 Text below main heading in 3 columnsv’ 1 2
2.4.2 Column spacing 1 cmv’ 1
2.17 2.17.1 CONTENTS spelling correctedv’ 1 1
2.6 2.6.1 TOC heading in boldv’ 1 5
Heading in uppercasev’ 1
2.6.2 Automatic TOC inserted (3 items in TOC)v 1
Shows only 1 levelv’ 1
No page numbersv’ 1
2.5 2.5.1 Why must consumption heading in Heading 1 stylev’ 1 4
2.5.2 Heading 1 style: 12 ptv’ 1
Heading 1 style: single line spacingv’ 1
2.5.3 Normal style: fully justifiedv’ 1

2.7 2.7.1 (and 2.7.2) Insert correct picture above Producing 2
heading with blank lines above and belowv’

2.7.3 Picture resized to fit across column without pulling it
out of proportionv’

[EE

2.17 2.17.2 CO2 changed to CO,v

2.8 2.8.1 Apply any bulleted stylev’
To the 3 paragraphs (We..., Plan..., Finally...)v’
2.8.2 Bullets at left marginv’

29 2.9.1 Insert any AutoShape at end of 3" columnv’
2.9.2 Add text (without using a separate text box)v’
Without any typing errors (Source: City Power)v’
2.9.3 Centre text in AutoShapev’
2.9.4 Apply a thick borderv’
2.9.5 Add a shadow effectv’
Shadow red (semitransparent or not)v’
2.9.6 Hyperlink whole AutoShapev
Hyperlink to www.citypower.co.zav’
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Page 2
2.10 5 pt character spacing to UNDERSTANDING headingv’ 1 1
2.11 2.11.1 Level 1: number at 0 cm; text at 0.8 cmv’ 1 5
2.11.2 Level 2: number at 0.8 cm; text at 2 cmv’ 1
2.11.3 Level 3: number at 2 cm; text at 2.5 cmv’ 1
2.11.4 Numbering applied to correct headingsv’ 1
Paragraphs indented under heading textv’ 1
2.12 2.12.1 Insert pair of scissors symbol at left marginv’ 1 3
2.12.2 Dashed tab leader usedv’ 1
At right marginv’ 1
2.13 2.13.1 Request heading right alignedv’ 1 2
2.13.2 Bookmark added to heading, named slipv’ 1
2.14 2.14.1 Table row heights exactly 1 cmv 1 6
2.14.2 Address area merged (3 cells into 1)v’ 1
2.14.3 Address heading’s text direction changedv’ 1
2.14.4 Name and Address centred horizontally & verticallyv’ 1
2.14.5 Outside border 3 pt thicknessv’ 1
Outside border redv’ 1
2.15 Last paragraph font Times New Romanv’ 1 1
2.17 2.17.3 being not deletedv’ 1 1
2.16 Filename (g2Brochure), as AutoText, inserted in footerv’ 1 1
Total 55
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QUESTION 3 TOTAL 55 marks

No. Criteria Marks | Max.

3.1 Appliances sheet 9

3.1.1 Appliances tab bluev’

3.1.2 Sort appliances in ascending alphabetic orderv’

3.1.3 Rating conditional formatting >= 1v/
Rating conditional formatting yellow cell shadingv’

3.1.4 Comment =IF(B2<1,"Low",IF(B2>2,"High","Medium"))
OR IF(B2<1,"Low",IF(B2<=2,"Medium","High"))
OR IF(B2>2,"High",IF(B2<1,"Low","Medium"))
OR IF(B2>2,"High",IF(B2>=1,"Medium","Low"))

v v v v v

U R R

3.2 Appliances sheet 7
3.2.1 B32: =COUNTIFv(B2:B29v',">1.5"V)
3.2.2 B33: =AVERAGEV'(B2:B29)

3.2.3 B34: =SMALLV(B2:B29v/, 2V)

wWwPkFk W

3.3 Peak demand sheet/chart 10
3.3.1 Changed to any line chartv’
3.3.2 Line colour redv’
3.3.3 Chart title Peak demand 2007v"; Yellow backgroundv’
3.3.4 X axis changed to Week (labels Wk 1 to Wk 52)v'
7 pt font sizev’
3.3.5 Y axis title MWV'; Scale starts at 27000v
3.3.6 Delete legendv’; Remove chart area borderv’

NNRRNR R

3.5 Invoice/Sheet3 sheet heading 4
3.5.1 Insert row above headings rowv’
3.5.2 Merge and centre Al to G1v
3.5.3 Invoice keyed inv’

3.5.4 Any border around merged cellv’

N

3.4 Invoice/Sheet3 sheet 22

3.4.1 Renamed Invoicev’ 1
3.4.2 Total hours heading wrapped to 2 linesv’ 1
3.4.3 Col D =B3v'+C3/60v 2
2 decimal places (without using ROUND/function)v’ 1
3.4.4 Col E =LOOKUPVY (A3, Appliances!v$A$2:$3B$29v") 5
v for absolute cell reference
or =VLOOKUP(A3,Appliances!$A$2:$B$29,2,FALSE)
3.4.5 Col F =ROUNDV (D3*E3v, 2v) 3
3.4.10 Hide column Hv 1
3.4.6 H1 named Cost (see cell address box)v’ 1
3.4.7 Col G (including G11 & G12) formatted as currencyv’ 1
3.4.8 G12/Total =SUM¥'(G3:G11v') must use sum/func 2
3.4.9 G13/Overuse =IFv(G12>15v,G12*5%v',0v) 4
3.6 Print area set to Al to G13v 1 1
(go to Print Preview, return to sheet, see dashed line around
print area)
3.7 New sheet insertedv’ 1 2
New sheet at end/right of other sheetsv’ 1
Total 55
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QUESTION 4 TOTAL 45 marks
No. | Criteria Marks | Max.
4.1 |4.1.1 (and 4.1.4) Import data into Appliances table; (36 items)v’ 1 3
4.1.2 Field names correct (Category, Appliance, Device, Rating)v’ 1
4.1.3 AutoNumber primary key addedv’ 1
4.2 | Rating field 9
4.2.1 Fixed formatv’; 3 decimal placesv’ 2
4.2.2 Input maskv'0.999v 2
4.2.3 Data validation >0v" andv’ <=5v 3
4.2.4 Appropriate validation text messagev’ 1
4.2.5 Requiredv 1

4.3 | Category field 4
4.3.3 Field size: 10v
4.3.1 Uses combo boxv’
4.3.2 Uses value listv’
Value list: “Household”;“Kitchen”;“Outdoor”v’

el

4.4 | Query 7
4.4.1 Show only Category, Appliance, and Devicev’
Do not show Ratingv’
4.4.2 Criteria: Category: “Household”v" orv” “Kitchen”
AND Rating: >=1.5 (same line as Category items)v’
4.4.3 Order by Category, descendingv’ (in this order
Then by Appliance, ascendingv’ in query)

PR RNNPR R

4.5 | Report (Appliances and energy cost) 6
4.5.1 Includes all fields except ID/primary keyv’
4.5.2 Groupv by Categoryv’

4.5.3 Sort by Appliancev’ in ascending orderv’
4.5.4 Title: Appliances and energy costv’

P NN P

4.6 | Report: Category footer 5
4.6.1 In Category footerv’
=avgv/([Rating]v)
4.6.2 Appropriate label usedv’
4.6.3 Footer size made smaller to fit calculationv’

B NR e

4.7 | Report: graphic 3
4.7.1 Insert plug graphicv’

4.7.2 Measures2cmx 2 cmv
4.7.3 Size mode set to Zoomv’

=

4.8 | Report: cost field 8
4.8.1 Cost (c) label addedv
4.8.2 =[Rating]v’ * 44.39v
Label added to Page/Category header and
calculation to Detailv’
4.8.5 Both label and calculation right alignedv’
4.8.3 2 decimal places and Fixed formatv’
4.8.4 Portrait pagev’
All fields fit across page / field widths changedv

N

e e

Total 45
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QUESTION 5 TOTAL 25 marks

No. Criteria Marks | Max.

5.1 Database report exported to rtfv’ 1 1

5.2 g5Staff.xls file 3
5.2.1 E21 column heading: Initialv’
52.2 =left( ,1)v

B2v

PR

5.3 Memo/qg5List of appliances.doc file 12
5.3.1 rtf saved as doc (i.e. there are 2 files now)v’
5.3.2 Track Changes turned onv’
5.3.5 Text centred vertically on the pagev’
5.3.6 Text from g5Text.txt pasted above listv’
5.3.3 0 pt before paragraph spacing for whole document
(check list heading and list particularly)v’
5.3.4 Right tab for list moved from +16.5 cm to 11 cmv’
5.3.7 Date and page number deleted from last linev’
5.3.8 Comment inserted at end of documentv’
Text keyed in without error (Check sender)v’
5.4.5 Graphic lamp.jpg insertedv’
Frame (not rectangle) added to graphicv’
Behind text of listv’

e

PRRRRRRR

54 Merging 9
5.4.1 Use g5Staff.xls as data sourcev’
5.4.2 Merge field inserted: «Initial»v’
Merge field inserted: «Surname», in this orderv’
1 space between initial and surnamev’
Merge field inserted: «Department» on new linev’
5.4.3 Merge field inserted: «<Name» next to Dearv’
5.4.4 Only Human Resources staff receive memov’
Sorted by surnamev’
5.4.5 Merged to g5Letters.docv’

PRRRRRRR

=

Total: | 25

GRAND TOTAL: 200




