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	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.
	Type your examination 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 or computer. If a disk has been issued to you, you must write  your examination number and centre number on the disk. If you are working on the network, you must follow the instructions provided by the invigilator.

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

	5.
	This question paper consists of SEVEN questions.

	6.
	Answer ALL the questions.

	7.
	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.

	8.
	Read through  each  question  before  answering  or  solving  the  problem. Do NOT do more than is required by the question.

	9.
	At the end of the examination you must hand in the disk given to you by the invigilator with ALL your answer files saved onto the disk, OR you should make sure that ALL the answer files are saved on the network/computer as explained to you by the invigilator/educator. Make absolutely sure that all files can be read. Do NOT save unnecessary files/folders and do NOT hand in duplicate answer files/folders.

	10.
	The information sheet that has been provided with the question paper MUST BE  COMPLETED  AFTER  THE  THREE-HOUR  EXAMINATION SESSION.
Hand it to the invigilator at the end of the examination.

	11.
	During the examination you may use the help functions of the programs which you are using. You may NOT use any other resource material.

	12.
	Unless instructed otherwise, you must use formulae and/or functions for ALL calculations in questions involving spreadsheets. Use absolute cell references only where necessary to ensure that formulae are correct when you copy them to other cells in a spreadsheet.
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	13.
	If data is derived from a previous question that you could not answer, you should still proceed with the questions that follow.

	14.
	In all questions involving word processing, you should set the language to English (South Africa). The paper size is assumed to be A4 Portrait, unless stated otherwise.

	15.
	Use centimetres as the unit of measurement when answering this question paper.

	16.
	Alternative instructions for candidates using LibreOffice are given in cases where they differ from the instructions for candidates using Microsoft Office.

	17.
	Generally, one mark is allocated per action; therefore a two-mark question would usually require TWO actions, et cetera.

	18.
	The examination folder/data disk that you receive with this question paper will contain the folders and files listed below. Ensure that you have all the files before you begin with this examination.

	· 1DirtyWater_VuilWater	Image file
· 1Water	Word processing file
· 2Pollute_Besoedel	Word processing file
· 2Smoke_Rook	Image file
· 3Bottle_Bottel	Spreadsheet file
· 4Recycle_Herwin	Spreadsheet file
· 5School_Skool	Database file
· 6Facts_Feite	Rich Text file
· 6Noise_Lawaai	HTML file
· 6Plane_Vliegtuig	Image file
· 7Clean_Skoon	Word processing file
· 7Countries_Lande	Spreadsheet file
· 7Data	Database file
· 7Merge_Saamvoeg	Word processing file
· 7Personnel_Personeel	Spreadsheet file
· 7Team_Span	Spreadsheet file
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QUESTION 1:  WORD PROCESSING

Open the 1Water word processing document and insert your examination number in the header.

In September 2010, it was reported in the news that South Africa faced a water pollution crisis. The article is as relevant today as it was in 2010. Adapt the 1Water word processing document to be used in the campaign.

	1.1
	Change the page orientation of the document to portrait.
	(1)

	1.2
	Change the page size of the document to A4.
	(1)

	1.3
	Insert an endnote at the end of the main heading 'South Africa is … crisis' as follows:
· Use the Wingdings symbol as the endnote mark:
Microsoft Office: character code 78 LibreOffice: character code U+F04E
· Use the text 'From the news' as the text for the endnote.
	






(3)

	1.4
	Apply a dropped-cap effect to the first letter of the word 'Johannesburg' in the first paragraph, so that it appears over 4 lines and 0.5 cm/14 pt from the text.
	
(3)

	1.5
	Locate the second paragraph that starts with 'The Environment and ...' and ends with '... animal consumption'. Format this paragraph as follows:
· Set the first line indent to 2 cm.
· Adjust the line spacing as follows:
Microsoft Office: exactly 20 pt LibreOffice: fixed 0.71 cm
	






(3)

	1.6
	Locate   the   '*'  symbol  at  the   end  of   the  fifth   paragraph   and    create a cross reference for the '*' symbol to the picture at the end of the document as follows:
Microsoft Office caption: 'Figure 1: Oil Pollution' LibreOffice reference: 'Illustration 1: Oil Pollution'
	




(3)






1.7 Locate the following three shapes that appear in the document as follows:

[image: ]

Rearrange the shapes so that they appear as in the example below and act as one object.












(2)


1.8 Insert the picture 1DirtyWater_VuilWater as a watermark with a scale of
650%.	(2)

1.9 Locate the text that starts with 'We will need …' and ends with '… a country made barren by pollution'. Place this text in columns as follows:
· Format the text so that it appears in two columns.
· Add a spacing of 2.1 cm between the columns.
· Justify the selected text.	(4)
1.10 Locate the text that starts with 'Water – Availability ...' and ends with '... 3.89% [17th of 114]' at the end of the document. Follow the instructions in QUESTIONS 1.10.1 to 1.10.3 and adapt the text so that it resembles the table below:

	Water - Availability
	1.25 thousand cubic metres
	[90th of 141]

	Water - Dissolved oxygen concentration
	7.54 ml/litre
	[78th of 141]

	Water - Freshwater pollution
	4.74 tons/cubic km
	[11th of 101]

	Water pollution - wood industry - % of total BOD emissions
	3.89 %
	[17th of 114]



	1.1
	0.1	Use a word processing function to ensure that the located text and the heading 'Water Pollution Table' appear on a new page.
	
(1)

	1.1
	0.2	Convert the located text to a table, as shown above.
	(1)

	1.1
	0.3	Ensure  the  contents  of  the  table  are  set  on  Autofit  to   contents (Microsoft Office)/optimal column width (LibreOffice).
	
(1)

	1.11 The document will be published only if it has less than 500 words.
· Locate the text 'Insert number of words:' at the end of the document.
· Insert a field to display the total number of words in the document.
· Do NOT use the Word Count feature that may appear on the status bar.
	



(1)



	Save and close the 1Water document.
	[26]





QUESTION 2:  WORD PROCESSING

Not everyone is aware of what pollution really means. A document was created to summarise the various aspects of pollution.

Open the 2Pollute_Besoedel word processing document and insert your examination number in the header.

	2.1
	Format the cover page at the beginning of the document as follows:
· Insert your examination number as the author of the document.
· Remove the rest of the options that were not completed from the cover page.
	



(2)

	2.2
	Insert a table of contents below the heading 'Table of Contents' using the default style. Use the following options:
· Show TWO levels of headings.
· Use a solid line leader tab to the page numbers.
	



(3)

	2.3
	Change the style 'Heading 3' as follows:
· Change the name of the style to 'Pollution'.
· Format the font to a small caps/small capitals effect.
· Update all instances of text formatted with the 'Heading 3' style to the 'Pollution' style.
	




(3)

	2.4
	Locate the list on the page after the table of contents starting with the text 'Air and Sound Pollution' and ending with the text 'Soil Pollution'. Define a new multilevel/outline list to resemble the example shown below.



Indent the second level of the list by 1.6 cm.
	

















(4)





2.5 Locate the 'Highest average smoke concentrations' table. Follow the instructions in QUESTIONS 2.5.1 to 2.5.5 to change the table to resemble the example shown below.

	Place
[image: ]
	Highest soiling index detected (S/m3)
	Annual average
	Annual guideline soiling index

	Sunderland Ridge, Centurion (residential and industrial)
	112
	56
	20

	Welkom Municipality (industrial)
	272
	44
	20

	White City, Springs (residential)
	84
	33
	20

	Fordsburg, Johannesburg (industrial/commercial)
	71
	25
	20

	Average
	135
	
	



2.5.1 Align the text direction in row 1, columns 2, 3 and 4 so that it reads
from bottom to top as shown above.	(1)

2.5.2 Set the height of the first row to 4 cm.	(1)

2.5.3 Insert the picture 2Smoke_Rook below the word 'Place' in the first column of the first row as shown above.	(2)

2.5.4 Centre the table horizontally on the page.	(1)

2.5.5 Insert a formula in the last row of column 2 to determine the average/mean of the column 'Highest soiling index detected (S/m3)'.

	

2.6
	Display the answer with no decimal places.

Locate the words 'Back to Top' in the last line of the document.
	
	(2)

	
	Add a hyperlink to this text as follows:
	
	

	
	· The hyperlink must allow the user to move to the top of the document.
	
	

	
	· The text 'Top' must display when the user hovers the mouse over hyperlink.
	the
	
(3)



2.7	Change the page numbering of section three in the document to be numbered A, B, et cetera. The page number of the first page of section three must   start
with A.	(2)

Save and close the 2Pollute_Besoedel document.	[24]



QUESTION 3: SPREADSHEET

Worldwide, empty plastic water bottles are a matter of concern because of the problems they cause. The survey data on bottled water consumption is stored in the 3Bottle_Bottel spreadsheet.

Open the 3Bottle_Bottel spreadsheet and work in the Water worksheet. Insert your examination number in the header of the worksheet.

	3.1
	Format row 1 of the worksheet as follows:
	

	
	3.1.1
	Merge and centre the contents of the cells in the range A1:H1.
	(1)

	
	3.1.2
	Set the row height of row 1 to 80 pt/2.8 cm/106 pixels.
	(1)

	3.2
	The code for each country is constructed as follows:
· Extract the second, third and fourth characters from the name of the country in column B.
· Display the country code in uppercase. Example: The country code for Mexico will be 'EXI'.
Insert functions in cell A7 to determine the country code for the United States.
	

	
	
	


(3)

	3.3
	Insert a function in cell D18 to calculate the total water consumption for year 2011.
	

	
	
	(2)

	3.4
	Format the values in column F to display in a percentage format with ONE decimal place.
	

	
	
	(2)

	3.5
	The increase in the volume of bottled water consumed between 2006 and 2011 is displayed in column E. The percentage increase over this period  is displayed in column F.

To calculate a more accurate average percentage increase for all  the countries, one must exclude the highest and lowest percentage increase and then calculate the average of the rest.

Insert functions in cell F19 to determine the more accurate average of all the percentage increases.
	

	
	
	



(4)

	3.6
	Insert a formula in cell H7 to convert the estimated increase for 2016 from millions of gallons in cell G7 to millions of litres.

Use the conversion value in cell G3. Ensure that the formula will still work if copied to the rest of the countries.
	

	
	
	
(3)





	3.7
	Work in the TotGraph_TotGrafiek worksheet and modify the chart/graph to display as follows:
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	Use the following options:
· Display the data series for the water consumption for only the year 2011.
· Add the chart title 'Water Consumption for 2011' above the chart/graph AND show the legend below the chart/graph.
· Format the horizontal axis to display the text at an angle as shown on the chart/graph above.
· Change the scale of the vertical axis to 2000.
· Set the maximum value of the vertical axis to automatic.
· Format the columns using a gradient fill and add a border of your choice.
	









(9)



	Save and close the 3Bottle_Bottel spreadsheet.
	[25]





QUESTION 4: SPREADSHEET

The learners in your school initiated a recycling and awareness effort. The school decides to use this opportunity to run a competition to promote recycling.
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)Open the 4Recycle_Herwin spreadsheet and work in the Mass_Massa worksheet. Insert your examination number in the header of the worksheet.

	4.1
	Insert the current date using a function in cell B3 so that it updates automatically.
	
(1)

	4.2
	Each class could win prizes if they reach certain target levels when collecting glass for recycling. Prizes are awarded as follows:









NOTE:  No prize is awarded if less than 60 kg glass is collected.

Insert a function in cell H7 to determine the type of prize that the class has won.
	













(4)

	4.3
	Insert a function in cell B26 to calculate the total mass of paper collected by all Grade 8 classes.
	
(4)

	4.4
	Add a function to the contents of cell D27 so that it displays the value in
cell D25, rounded to the next highest integer.
	
(3)

	4.5
	The competition's closing date is displayed in cell G3. The school management decided to move the closing date of the competition three months earlier.

The function in cell G29 attempts to display the new closing date for the competition. However, this function is not correct.

Use the current competition closing date displayed in cell G3 to modify the function in cell G29 so that it displays the correct closing date.
	







(3)

	4.6
	Apply conditional formatting to column F to display all the cells above the average total mass with blue shading.
	
(2)


 (
C
o
m
pute
r
 
Ap
p
li
ca
t
i
o
n
s
 
T
e
c
hn
o
l
o
g
y
/
P
1
) (
10
N
SC
) (
NW
/
August
 
201
5
)



Work in the Countries_Lande worksheet.

4.7 Insert a function in cell G9 to determine the value for the most frequently occurring urban population coverage (%) in column E.	(2)

4.8 Air quality description is based on the annual average PM10 ug/m3 reading which is found in column B.

Use an appropriate LOOKUP function in cell C18 to determine the air quality description for China. Use the table in the Air_Lug worksheet to find the correct description for China.

NOTE:  Take note of the orientation of the data in the Air_Lug worksheet.	(4)
4.9 Work in the Filter worksheet. Filter the data in the worksheet to:
· Display the countries with a 'Good' air quality description
AND
· Sort  these  countries  from  largest  to  smallest  by  urban      population coverage (%)	(3)

Save and close the 4Recycle_Herwin spreadsheet.	[26]
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QUESTION 5: DATABASE

There are several learners from different schools and areas already actively involved with the 'Reduce, Reuse, Recycle' campaign.

Open the 5School_Skool database.

5.1 Work in the Helpers_Helpers table.

5.1.1 Change the properties of the following fields:
· Surname_Van  field  to  be  able  to  accept  a  maximum    of 45 characters.
· Helper_Helper field to be able to store photos.	(2)

5.1.2 Insert a field called Avail_Beskik with a suitable data type.

This  field  will  indicate  whether  people  will  be  available  for  the
clean-up programme or not.	(2)

5.1.3 Change the current primary key to a more appropriate field.	(1)

5.1.4 Set a validation rule on the Age_Oud field to ensure that the value of the age entered must be between 10 and 60 (both limits included).

Also add a suitable validation text.	(4)

5.1.5 Insert a suitable input mask in the  Username_Gebruikersnaam field to ensure the user inserts a code (for example A*4 or H*15) as follows:
· The first character must be a capital letter.
· Followed by the '*' character.
· Followed by one or two digits.	(5)

Save and close the Helpers_Helpers table.

5.2 Create a form called frm5_2 based on Participants_Deelnemers table.

5.2.1 Add only the Name_Naam, Surname_Van and CellNo_Selnr fields
to the form.	(1)

5.2.2 Insert your examination number as a label in the form header.	(1)

5.2.3 Change the heading of the form to 'Call List' and ensure that it is centred in the label.	(2)

5.2.4 Add the current date as a field in the form footer.	(2) Save and close the frm5_2 form.



5.3 Create a query called qry5_3 based on the Helpers_Helpers table  as follows:
· Only the Surname_Van, Name_Naam and BirthDate_Geboortedatum
fields are displayed.
· Only helpers born in the year 1993 should be included.	(4) Save and close the qry5_3 query.
5.4 Open the qry5_4 query. The Hours_Ure field indicates the number of hours spent on projects.
· Insert a calculated field called Save_Spaar, which will calculate the amount earned by a volunteer volunteering for projects. The volunteers will earn R2,50 per hour.
· Display the calculated field in currency format (rand).
· Display only the records of Category B volunteers.
· Sort the records in descending order of the Hours_Ure field.	(7) Save and close the qry5_4 query.
5.5 Create a report called rpt5_5 based on the Participants_Deelnemers table as follows:
· Display	only	the	Name_Naam,	Surname_Van,	School_Skool	and
CellNo_Selnr fields.
· Group the records in the report according to the School_Skool field.
· Sort the records according to the Surname_Van field.
· Change the orientation of the report to landscape.
· Format the page heading label for the CellNo_Selnr field to bold.
· Calculate and display how many participants there are per school. Use
the label 'Number_Getal'.	(9)

Save and close the rpt5_5 report.

Save and close the 5School_Skool database.	[40]



	QUESTION 6:  WEB DESIGN (HTML)

You are required to finalise the web page created to provide information on Noise Pollution.

Open the incomplete 6Noise_Lawaai web page in your web browser and also in a text editor.

NOTE:
· Question numbers are inserted as comments in the coding as guidelines to show approximately where the answer(s) should be inserted.
· An HTML tag sheet has been attached for reference.

	Your final web page should look like the example below.



[image: ]



	6.1
	Display the text 'Pollution' in the browser tab.
	
	(1)

	6.2
	Change the background colour of the web page to 'light blue'.
	
	(1)

	6.3
	Format the level 1 heading 'Noise Pollution' as follows:
	
	

	
	· Change the font type to 'Wide Latin'.
	
	

	
	· Centre the text.
	
	

	
	· Change the font colour to red.
	
	(3)

	6.4
	Add	a	horizontal	line	with	a	width	of	60%	just	after 'Noise Pollution'.
	the	heading
	
(2)

	6.5
	The image tag <img height="100" width="150"> was    created
	to  display the
	


6Plane_Vliegtuig.jpg picture stored in your data folder. The picture does not display.

Modify the image tag to:
· Display the picture
· Show the text 'Plane' if the picture cannot be displayed	(2)
6.6 Set the cell padding for the table to 30.	(1)

6.7 Add table headings (Noise, Protection) to the first row of the table as shown in
the example on the previous page.	(2)

6.8 Modify the text in the table under the text 'High noise levels can contribute to ...' as follows:
· Ensure that the items appear as a numbered list.
· Edit  the  list  numbers  to  appear  in  lowercase  Roman  numerals,    for example i, ii.	(3)

6.9 Merge the cells of the last row. Ensure that the text 'Beware of the noise!' is
still displayed in this row.	(1)

6.10 Locate the text 'For more information' at the bottom of the web page.

6.10.1 Ensure that a blank line appears before the text.	(1)

6.10.2 An attempt was made to create a hyperlink on the text to the 6Facts_Feite.rtf document in your data folder. The hyperlink does not work.

Correct the HTML code to make the hyperlink work correctly.	(3) Save and close the 6Noise_Lawaai document.	[20]



QUESTION 7: GENERAL

The project leader in your school has approached you to help him to create a form to be used in a survey to determine the level of awareness of land pollution in the community.

Open the 7Clean_Skoon document.

	7.1
	Change the data type of the text form field next to the label current date with the format yyyy-MM-dd or YYYY-MM-DD.
	'Date'
	to
	the
	
(2)

	7.2
	Insert a text form field control next to the 'Surname' label.
	
	
	
	(1)

	7.3
	Change the format of the Name field as follows:
· Accept a maximum of 30 characters.
· Change the default text to 'Adding your name is optional'.
	
	
	
	


(2)



	7.4
	Change the 'Yes' option check box of the label 'Do you know litters?' as follows:
	anyone who
	

	
	· The default value is set to be checked.
· The help text is 'Everyone knows about littering'.
	
	
(2)



7.5 Insert a drop-down form field control next to the last question 'In which of … assist us' to include the following options:
· Dec.
· Jan.
	Mar.	(2)
Save and close the 7Clean_Skoon document.

Open  the  7Team_Span  and  7Personnel_Personeel  spreadsheets  and  the 7Data
database.

7.6 Create a new table in the 7Data database as follows:
· Use the data from the Time_Tyd worksheet in the 7Team_Span
spreadsheet.
· Set a primary key on any field of the table.
· Save the table as TImp.	(3)

7.7 Save the Helpers worksheet in the 7Personnel_Personeel spreadsheet as a
PDF document called 7Helpers in your examination folder.	(2) Save and close the 7Team_Span, 7Personnel_Personeel, 7Data and 7Helpers files.



Open the 7Merge_Saamvoeg document.

7.8 The 7Merge_Saamvoeg mail merge document uses the Students_Studente
table of the database 7Data. This is the incorrect data source file.

7.8.1 The	correct	data	source	is	the	Helpers	worksheet	in	the
7Personnel_Personeel spreadsheet.

Change the data source file as needed.	(2)

7.8.2 Replace the text <<Username_Gebruikersnaam>> with the field
UsernameGebruikersnaam.	(1)

7.8.3 Complete the mail merge and save the file as 7NMerged.	(2) Save and close all the documents.	[19]
TOTAL:	180
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