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COMPUTER APPLICATIONS TECHNOLOGY P1 (Memo)

(SEPTEMBER 2011)

QUESTION 1

Folder: Health Club; Filename: gq1Answer Sheet

No. ‘ Criteria

‘ Max ‘ v |Mark

Health Club folder

1.1

Move Eating Plan folderv’
to Balance diet folderv’

Create sub-folder called Hockey in Sport code folder v

Compress (zip) file called Exercise Plan v/

Delete the image file called Obese in Exercise folderv’

— | — ] —
o Mw|d

Password 4mev’
added to the file called Diabetesv

1.6

Copy the imagesCAZ image from the folder Exercise to
Disease folderv’

1.7

Rename the file GoodHealth to Lifev’

1.8

Create a Shortcut of a file called Search Enginesv’
Place the Shortcut in Balance Diet1 folderv’

1.9

Change the format of the text file Club to web page (htm or
html) formatv’

1.10

Movev all image file from Health Club folder
to Photos folderv’ (all 3 moved to Photos folder)

Open the g1Answer Sheet.doc file

1.11

1.11.1 | Enter the size of the largest file:
397 _GirlsExercising.png 216 kbv'

1.11.2 | Screenshot pastedv’
with file extensions visiblev’

1.11.3 | Sort files by Date modifiedv’

from the oldest to the newestv’

with Date modified field appearing firstv’
screenshot pastedv’

1.11.4 | Change the attribute of Balance Diet2 folder so that
it is read onlyv” (screenshot as proof pasted in
q1Answer Sheet)

[22]




(SEPTEMBER 2011) COMPUTER APPLICATIONS TECHNOLOGY P1 (Memo)

QUESTION 2 Filename: gq2BMI

No.

| Criteria

| Max | v | Mark

q2BMI Word Processing file

21 Change language of whole document to English (South 1
Africa)v’
2.2 Correct spelling error: measurev’
Correct spelling error: colourv’ 2
2.3 7 Replacements of: Body Mass Indexv
with BMI in italicsv 2
24 Styles:
2.4.1 | Change style of “What is it?” to DocHeading1 v~ 1
2.4.2 | Change style of “BMI-for-age” to DocHeading2 v~ 1
25 Change Normal style font size to 11 ptv’ 1
2.6 Font colour red for the “Table of Contents”v 1
2.7 Comment inserted at “Table of Contents” headingv 2
Text: “Update”™
2.8 Insert automatic table of contents v*
Remove all other stylesv’ 4
Use DocHeading1 as only stylev’
No page numbers displayedv’
2.9 Solid border lines added v
Abovev’
and below the table of contentv’ 4
Text centred between the border linesv’
2.10 | Superscript the “2” to get “kg/m?”v’ 1
211 |2.11.1 | “Categories” on separate page (section break)v’ 1
2.11.2 | “Application” at the top of the page (section break)v’ 1
2.11.3 | Landscape the “Categories” pagev’ 1
2.11.4 | Text (excluding heading “Categories”) in 4 1
columnsv’
2.12 | Any footnote symbol inserted at correct position
(“Allowance™)v’ 2
Text (“RDA”) entered in footnotev”
2.13 | Page Break above “References” - on new pagev’ 1
2.14 | Any hanging indent for reference listv’ 1
2.15 | Star symbol (Webdings 108) +in front of hyperlinkv’ 5
Source changed to hyperlink to the given URLY
[30]
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COMPUTER APPLICATIONS TECHNOLOGY P1 (Memo)

(SEPTEMBER 2011)

QUESTION 3

Filename: q3Poster

No.

| Criteria

| Max | v | Mark

g3Poster.doc

3.1

Orientation changed to landscapev’

1

3.2

Header

Text moved into headerv” “Our bodies ...sizes”

text centred and Font size 10 ptv’

2

3.3

Changed “Body Mass Index” to WordArtv’
Centre and change it to 32 pt font sizev’

3.4

Image moved to below headingv’
Centredv’
2.5 cm highv’

3.5

Convert text to tablev’

3.5.1

16 pt font used in tablev’
Remove unwanted rowsv’
Merge the cell on left columnv’
Change the text directionv’

3.5.2

Centred (vertically and horizontally)v” in cell

3.5.3

Merge the top rowv’
Text centred “BMI Range”v

3.5.4

Heading cells shaded yellowv’

3.5.5

Apply 6 pt before and after paragraph spacingv’

3.5.6

2" Column: 10 cm wide with text left alignedv’
Leader tabs insertedv’

3.5.7

1tand 3™ Columns: neatly sized and content
centredv’

3.5.8

3 pt solid border around outsidev’
Thin solid lines inside the table as indicatedv’
Remove the other inside borders as indicatedv

3.5.9

Table centred horizontally on pagev’

3.6

Centre the document vertically on the pagev’

[26]




(SEPTEMBER 2011) COMPUTER APPLICATIONS TECHNOLOGY P1 (Memo)

QUESTION 4 Filename: q4GYM Database

No.

| Criteria

| Max | v | Mark

Open the table tbIGYM

4.1 Surname field: Field Size - 50v'
Date of Birth field: Data Type — Date/Timev’
Date of Birth field: Short Datev’, 5
Weight field: 1 Decimal Placev’
Health condition field: Data Type - Memov
4.2 4.2.1 | Gender field addedv
e Between Date of Birth and Weightv
e Data Type: Text AND Field Size: 1v
¢ Validation Rule added: "B” Or “G"v 6
e Default Value: Bv
e Validation Text added: Only the letter B or G
must be enteredv” (any appropriate message)
4.2.2 | Main Goal field addedv
e Lookup Wizard usedv’
e Correct options added to drop down list: v/
o Become fit 3
o Stay fit
o Lose weight
o 1st Team Play
o Tone and firm
4.2.3 | Nrfield added with Field Type: AutoNumberv’
Field appears at the top of the listv’ 3
Set as Primary Keyv
4.3 Enter:
Main Goal datav’ 2
and Gender data v/
(for each member)
4.4 Add field Medical v
e Field Type: Yes/Nov 3
e Change to Yes for all (Asthma and Diabetes) membersv’
4.5 Change the fieldname of Health condition to llinessesv 1
4.6 Add the record: Philander Sollyv’ >
All data captured correctlyv’
4.7 Change the field widths to the best fit the datav’ 1
4.8 Telephone Field
e Input Mask added to correct fieldv’ 2
e Correct Input Mask: 000-000 0000v
4.9 qryGYM query
e Display fields: Surname, Name, Weight, Heightv
e Criteria added to Gender: “B” v/
e Sort Descending according to Weightv’ 4
o Criteria added to Weight: <60 Or >90v" (accept any
alternative answer that is correct)
(5 records)




6 COMPUTER APPLICATIONS TECHNOLOGY P1 (Memo) (SEPTEMBER 2011)
410 | frmGYM form
e Fields displayed: Surname, Name, Date of Birth, >
Weight, llinessesv
e Justified Layout v/
4.10.1 | frmGYM form continue
e Combo Box added to llinesses fieldv’
e Options added to list: Asthma, Diabetes,
Nonev’ 4
¢ Link Control Source to llinesses field in
tablev’
e Background colour changed of llinesses
labelv’
4.11 | rptGYM report
e Fields displayed: Surname, Name, Date of Birth,
Weight, Height, Genderv’ 3
e Grouped: by Genderv’
e Sort by Height in descending orderv’
4.11.1 | rptGYM report continue
e Report Header Title: Health Conditionsv’
e Image Logo Club inserted — below the
headingv’
e Title and Logo centred in Report Headerv’
e Gender footer used for functionv’ 8
o Text Box used for functionv’
o Suitable label: e.g. Totalv’
o Function used: =Count([Surname]) any
relevant field may be usedv" OR =Count(*)
e Report footer
o Label used for examination numberv’
[49]




(SEPTEMBER 2011) COMPUTER APPLICATIONS TECHNOLOGY P1 (Memo) 7
QUESTION 5 Filename: q5GYMTable Spreadsheet
No. | Criteria | Max | v | Mark

Open the worksheet Sheet2

5.1

Import the table from the Database q4GYM to Sheet2v
Rename as Sheet2 to DATAY

Open the worksheet Sheet1

5.2

Insert a row at the top of the worksheetv’

5.3

A1
=Today( )v

54

Column F
=($A$1-C3)/365.25
v v v
If absolute cell reference is usedv’
Filled downv’

5.5

Column E
Format cells as Number withv’
1 decimal placev

5.6

Column G

= D3/(E3*E3) OR =D3/POWER(E3,2)
v v v

2 decimal places visible v/

5.7

Column H
=IF(G3>=25,1,0) OR =IF(G3<25,0,1)
v v v

5.8

Column G

Conditional Formatting to column G
Greater than 30v

Font colour redv’

Format only cells with:
Cell value lz‘ greater than Iz‘ =30

il

Preview: AaBbCcYyZz Format...

[ OK ]I Cancel I

59

Column |
=IF(F3>=40,E3*E3*23,IF(F3>=30,E3*E3*21,E3*E3*20))
v v v v v

Fill down showing one decimal place. v

5.10

Column J
=ROUND(D3-13,1)
v v v

5.11

Column K
=CONCATENATE(LEFT(A3,3),RIGHT(B2,2))
v v v v v

[34]




8 COMPUTER APPLICATIONS TECHNOLOGY P1 (Memo) (SEPTEMBER 2011)
QUESTION 6 Filename: q6TRIAL
No. | Criteria | Max | v | Mark
Open the worksheet Sheet1
6.1 Create a line chartv’ >
Use all the given measurementsv’
6.1.1 Chart Title: FITNESS: P. Xolav’ 1
6.1.2 X-axis Title: Datev’ 1
6.1.3 Y-axis Title: Measurements (cm)v’ 5
Rotate Title Verticalv’
6.1.4 Weight Line: Redv’ 5
4 ptv’
6.1.5 Chart Area Background: Logo Club imagev’
Image: 85% transparentv’ 3
Plot Area: no fillv’
6.1.6 Place a chart as an Object in the worksheetv’ 1
Open the worksheet Chart
6.2 Create Column chart by using Date and Weightv’ 2
Use only 2011 data (9 entries) v/
6.2.1 Save the chart as sheet on its ownv’ 1
6.2.2 Remove the legendv’ 1
6.2.3 Add Data Labels to the columnsv’ 1
6.2.4 Data Labels vertical and 12 ptv’ 1
6.2.5 Y-axis: minor units of 1v/ 1
[19]
QUESTION 7 Filenames: g7Form; q7ProgressCard; Question 7
No. | Criteria | Max | v | Mark

Open the document g7Form.doc

7.1 Fit to one A4 pagev’ 1
7.2 Inserting a Logo in the top right hand cornerv’ 1
7.3 Leader tabs next to “Any other health problems?”
Inserting tap stopsv’ 2
Leader tab linesv’
7.4 Gender: Drop-Down Form Fieldv’ 1
7.4.1 Edit Properties of Drop-Down Form Field: 5
“Mv” and “F"v
7.5 Add Text From Field next to “Weight’v’ >
Restrict the Form Field to 5 digitsv’
7.6 Add the Check Box Form fields as indicatedv'(5 added) 1
7.7 Table inserted and resizedv’ 5
Correct data and borders in table arev’
7.8 Protect the form Password “2011"v >
Only the Form Field areas can be editedv’
Open the document q7ProgressCard.doc.
7.9 Link the correct databasev’
Fields insertedv’
All fields correct and the space holders <> replacedv’
Saved with fields inserted after step 6 of mail mergev’ 6
Individual letter were createdv’
Individual letters are saved as Question 7v°
[20]
TOTAL: 200




