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2 COMPUTER APPLICATIONS TECHNOLOGY P1 (SEPTEMBER 2014)

INSTRUCTIONS AND INFORMATION

1. Due 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. Enter 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. If a disk has been issued to you, you must write your name on
the label. If your work is 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 you
accidentally corrupt the files given to you, you may request further copies
from the invigilator.

5. Make sure that you save each document using the file names given.
Save your work at regular intervals as a precaution against possible
power failures.

6. Read through EACH question before answering or solving the problem.
Do NOT do more than what is required by the question.

7. At the end of the examination you must hand in the disk given to you by
the invigilator with all the answers saved on the disk OR make sure that
ALL the files have been saved on the network as explained to you by the
invigilator/educator. Ensure that ALL files can be read.

8. Note that NO printing is required.

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

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

11. Formulas and/or functions must be used for ALL calculations in questions
involving spreadsheets, unless otherwise specified. Absolute cell
references must only be used where necessary to ensure that formulas
are correct when they are copied to other cells in the spreadsheet.

12.  In ALL questions involving word processing, the language should be set
to English (South African) and the paper size is assumed to be A4
portrait, unless otherwise instructed.

13.  All measuring units should be set to centimetres.

14.  This question paper consists of seven questions. Answer ALL the
guestions.
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(SEPTEMBER 2014) COMPUTER APPLICATIONS TECHNOLOGY P1 3

NOTE:

The examinations folder/data disk that you receive with this question paper
contains the files listed below. Ensure that you have ALL these files before you
begin this examination.

A folder called EXAM DATA

with files and a sub-folder called:

o Q1 ID Word processing file
o Q2_Brochure Word processing file
o Q3_Budget Spreadsheet file
o Q4_Ward_Reps Spreadsheet file
o Q5_Reps Info Database file
o Q6_Webdesign Folder
o Q6 _files
Name :

Animated-Flag-South-Africa.gif
@ Annexure Web.pdf

@ Brochure_Annexure .pdf

=] IEC jpg

T isiXhosa.pdf

[Z] Q7Webdesign.html

. Q7_Egos Salon Word processing file
. Q7_Intergration Word processing file
o Question7_Data Folder
o Images Folder
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4 COMPUTER APPLICATIONS TECHNOLOGY P1 (SEPTEMBER 2014)

SCENARIO

You were asked to help the municipal election secretary, Mr Johnson, with the
organising and administration of the voters registration which will take place on
the 8™ February till 9" February 2014. There are some flaws in the
administration. Because of your experience gained in Microsoft applications
during the past three years as a Computer Applications Technology learner you
should help with the organisation, as well as the processing and implementation
of certain aspects of the administration.

QUESTION 1

A document Q1_ID has been saved in your EXAM DATA folder. This document
will be made available to all South African citizens to inform them about voter
registration needs. The municipal election team requested that you make the
following changes to this document:

Open the file Q1_ID.

1.1  The main heading Identity document should be Bold and Dark blue in
colour.

1.2  Mr Johnson would like to add a picture of the new smart ID card to the
description in the middle of the document. Use the following criteria:

1.2.1 Insert the picture labelled smart ID card.jpg from your EXAM
DATA folder.

1.2.2 Place the picture in the middle of the first paragraph, set in such a
way that the text flows around the picture.

1.2.3 Add a black, 3pt border to the picture.

An Identity documentis importantto getas soon as you are eligible (from 15 years of age) as it
proves your identity. The green bar-coded dentity book (ID book) s also a legal form of identitywhen
dealing with public and private institutions. There are many occasions whenvnu wwll be requestedio
provide a copy of you ok-— for example for
access to housing, mad ar eaucauunananeaunmm
services; to applyfora driver'slicense orajob;
when entering into business agreements
andevenwhen tegistering for the
Insurance Fund.

You will also need an
2 passport, andvisas
friends andfamily
needyouridentity

identity bookto applyfor
to work, study or visit
overseas. You will also
book o registerto vote in
the general and municipal elections
Identity documentsare NS issuedto South African
cmzens aruermanem residence permitholders

whoare 16 older. People {including

3Pouses andenidren) who are working for the

SuulhAmcan governmentor one of its
tory bodies outside of South Africa also qualiy to receive South African|D books.

Soson apply oryouriD bookat any offce ofthe Beparmert f Home Afar orany South Afrcan

mission or consulate overseas. All applications are senttothe Department's head office in Pretoria,

1.3  Add the style Heading 1 to the two subheadings on pages 1 and 2,
namely identity document and re-issuing an identity document.

1.4  Create a new style named Register elections using the following criteria:

1.4.1 Base the style on Heading 2.
1.4.2 The font must be Comic Sans 16.

1.4.3 The new style should also have a blue paragraph border, with a
pink background.
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(SEPTEMBER 2014) COMPUTER APPLICATIONS TECHNOLOGY P1 5

1.4.4 If changes were to be made to the style, all the headings in the
document of this style should be made to change automatically. (2)

1.5 Insert atable of content and format by using the following criteria
and example:

1.5.1 Format this text with the Modified Heading 1 style. (2)
The table of content needs to be created and formatted as indicated

below:

1.5.2 Do not show page numbers, instead, show hyperlinks. (2)
1.5.3 Show only one level. (2)
1.5.4 Use the Modern style. 1)

Identity decuments 1
Re-Issuing an ID book 2

1.6 Insert the following in the footer of the document:

1.6.1 Add a built-in footer called alphabet with the text “Quote by
Mandela”. (2)

1.6.2 Add a cover page to the document in any style, using a feature
from the word processing application you are using. Only add the
main heading of your document to the cover page. Remove any
other information from the cover page. (2)
1.7  Use automatic page numbers, but it should not appear on the cover page. (2)

1.8  Change the paragraph spacing of the entire document to 12pt after each

paragraph. (2)
1.9 Insert a Horizontal Water mark displaying Copy. (2)
1.10 Replace the occurrences of the word “identity” with the word “ID” so that

they all appear in red font. (3)
Save and close the document. [34]
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6 COMPUTER APPLICATIONS TECHNOLOGY P1 (SEPTEMBER 2014)

QUESTION 2

Mr Johnson would like to hand out brochures to inform voters/citizens about the
registration weekend for all eligible voters. He asks you to assist in the design of
the Brochure.

Open the document Q2Brochure and make the necessary changes.
Also refer to Brochure Annexure A.
2.1 Change the margins of the entire document to “narrow”. (1)

2.2  Change the entire document as follows:
e Page orientation to landscape (2)
e Insert a column break as indicated (Annexure A) — make sure that
heading that start with: You have ... is at the top of column 2 and the
heading starting with: Am I ... is at the top of column 3. (2)
e Use three equal columns with a line between (2)

Note: Column width (8.22 cm) and spacing (1.25 cm)
2.3  Add a 6pt art border (of your choice) around the whole document. (3)

2.4  Edit the form in the third column “Am I registered” as follows:
e Insert a table for the ID number underneath the heading “ID Number”.
The table must have 13 columns and 1 row and the columns must be
0.44 cm. (2)
e Add atext form field next to the word “Municipality”. (1)
e Add a drop-down list to the right of the word “Province” with the
following options: Western Province, Eastern Cape, Gauteng, KZN and

Northern Cape. (2)

e Add acheck box form fields to the right of the sentence, “You are
eligible ...” 1)

2.5  Group the pictures under the heading “You can find us on”, so that it
appears as one object. (1)
Save and close the document. [15]
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QUESTION 3

The secretary would like to use a spreadsheet to keep track of all the ward

leaders’ personal details and their financial contributions towards the campaign.

Open the file Q3_Budget that is saved in the EXAM DATA_2014 folder and

work in the Wards_2014 worksheet.

3.1 Make sure that all the data in column B is visible. (1)

3.2  Change the tab colour of the Ward_2014 sheet to blue. (1)

3.3  Add a hyperlink to the word Wards in cell A1 with the image thumb.jpg in
the Images folder. (2)

3.4 Remember registration starts at 06:00 am daily.
Determine the time the secretary will spend at the voting station in K2 if
he takes 1 hour lunch break twice a day and 2 tea breaks of 30 minutes.

Copy the formula for all days. (3)

3.5 In cell K22 calculate the total amount he will earn if he is paid R45.25 per
hour for his time spent at the voting station. (2)

(Remember to first calculate his time at the office in the Range K2:K20.)
3.6 Each ward needs a Ward_ID code. In cell C2 create a code using the first

two letters of the “ward” and the last three digits of the “Ward Code”,

together with an asterisk (*) separating the two, e.g. ‘bu*016’. (5)
The code must be in small letters.
3.7  The total due by each ward is calculated by multiplying the number of

voter registered by the registration fee per person. Use a formula to

calculate the Total due in cell H2. Q)
3.8 Incell J2 insert a formula to calculate the amount still outstanding. (2)

Drag the formula down to show all wards outstanding amounts.

3.9 Incell D25, insert an appropriate function to calculate the number of
wards. (2)

3.10 Use Conditional formatting to format all wards where no payment was
made, to red font with yellow underlining. (2)
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8 COMPUTER APPLICATIONS TECHNOLOGY P1 (SEPTEMBER 2014)

3.11 Use a suitable label to add a random number to cell D26, which must be
between 10 and 20. (2)

3.12 Ward “bu*012” decides to donate money to the election committee. Use
an appropriate function to calculate the amount due in cell H27and use
the following data as a guide:

(Add a column “Amount donated” to calculate the donation.)

If there are less than 70 voters, only 8% will be donated, and for 100

or more voters 12% will be donated. (3)
3.13 Add South African currency to the spread sheet where required. (1)
Save and close the documents. [27]
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QUESTION 4

The details of all the ward representatives are stored in the Q4_Ward_Reps
spreadsheet.

Open the Q4_Ward_Reps spreadsheet and work on the Ward_Reps
Worksheet:

4.1  Mr Johnson adds the ward representatives contact numbers in range
D3:D28, but cannot get it to display correctly. Help him by adding the
numbers to display correctly to the cells so it displays as 0712444567. (2)

4.2 Insert a formula in cell F3 to calculate the total VAT 149% of each
candidate’s fee which will later be used as a donation to charity. VAT is in
cell L2.

(Use an absolute cell reference). Copy the formula to all the remaining
cells. (3)

4.3 Use a suitable function in E33 to calculate the total amount contributed by
candidates from Ward Fynbos. (4)

4.4  Insert an appropriate function in cell C35 to determine the total female
candidates that will stand in the ward elections. (2)

4.5 Insert a function in cell D36 to determine the number of candidates who
have not supplied the organisers with their contact details. (2)

4.6  All candidates are uniquely identified by their ID numbers. Use a lookup
function in cell J12 to find the ID number of Mrs C. Johnson. (5)

4.7 Create a chart based on the data in cells G14:H14 using the following:

e Create a 3D Pie Chart similar to the example below (2)
o Display the data labels as percentage Q)
e The heading ‘Youth-2014’ appears above the chart/graph (1)
e Font must be bold italic (1)
e Add a strikethrough effect and (1)
e Avyellow solid fill (1)
Youth-2014
= Male = Female
Save and close the documents. [24]
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QUESTION 5

The data collected during registration of ward representatives has been
captured in a database. Help Mr Johnson’s management team to edit the data
where necessary so that it can provide useful information.

Open the database Q5_Reps Info.

TABLES:
The following questions refer to the table Ward_Reps.

5.1 Edit the Contact No field using the following criteria:
o Data Type: Text
. Field size: 10

. Input Mask: restrict the entry to display as:
e.qg. 074 987 4422 3)
5.2 Add a new field above Ward Representative’s field and name the field
Title. 2
5.3 Modify the field Title (created in QUESTION 5.2) so that it displays the
following list: “Mr”, “Mrs” or “Prof”. (“Prof” must be a default field.) 3)
5.4 Sortthe Ward Representatives field in ascending order. Q)

5.5 Rename the field name Computers to Computer Skills.
Note: Do not use the rename function. (2)

5.6  Modify the properties of the Ward field so that it always appears in
capital letters. (2)

5.7 Add a Validation Rule with Validation Text to the table to ensure that the
Gender field only accepts “F” and “M” and add an appropriate

description. 3)
5.8 Add a Primary Key to an appropriate field in the table. Q)
5.9 Move the column T-shirt Costs between T-shirt size and Computer

Skills. (1)
QUERIES:

5.10 Open the Ward_Reps Query.
Modify the query to display the records of only the ‘male’ Ward Reps
that has ‘advance’ computer skills and ‘medical aid’. 3)

5.11 Create your own query based on the Accommodation table.

¢ Name the query “Voters Accom”. (2)
e Show all the data base fields. (1)
e Hide the contact number field. (1)
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5.12 From the query in QUESTION 5.11 you created add a calculated field
called Deposit. The new field must calculate 25% of the Rate field and
display as a currency. (4)
Save and close Ward_Reps Query.
FORM:
5.13 Modify the form called MyVote using the following criteria.

5.13.1 Insert a logo in the header from the Images folder called

SA_Flag. (2)
5.13.2 Resize the image to 4 cm x 4 cm and right align it. (2)
5.13.3  Fill the background colour of all the form fields to yellow. (2)

5.14 Insert a combo box for the T-shirt Size field. The options that need to
be added to the combo box are: S, M, L, XL and XXL. 4

Save and close the form.

REPORT:
5.15 Modify the report called Total Costs using the following criteria:
e Change the page orientation of the report to landscape (2)
e Display todays date in a label at the bottom of the report (2)
e Group the report by the T-shirt size field and sort by Ward
Representative field (2)
e Calculate the totals of each group by using a function (2)

Save and close the report.
[40]
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QUESTION 6

One of the Election Awareness Campaign members created a web page to
inform people about the election processes and what’s needed to vote. Open
the file Q6Webdesign in the Q6Webdesign folder. Carry out the instructions
below. Use the application program Notepad to edit the web page. The final
web page should resemble the image below:

IEC "
Street address - |

27 Cameron road, Seaview. Johannesburg

To vote in elections, you must register as a voter. You only have to register once, unless you move or
your voting distnct changes.

Who can register?
You mmst:
A. be a Scuth Affican citizen

B. be at least 16 years old
C. and have a green, bar-coded ID book.

When can I register?

You can apply for registration at any time however, to be able to vote m a specific elechon, you noust
be registered before the election date is proclaimed (published in the Government Gazette) by the
President. The Voters’ Roll for a specific election closes at 5pm om the day of proclamation. Contact
your Municipal Electoral Office for details .

Important
ACCOMODATION
TYPE |[RESORT NAAME|RATE
The Twins [|Chalet F5500
Self Catering|[Times Trawvel F330
Hotel I0sner Hotels Pl 630

6.1

6.2

6.3

6.4

The title of the web page should be “Election Help”.

Heading “IEC” should be centre aligned.

Insert the image called IEC.jpg found in the Q6Webdesign folder
above the heading “IEC” of the web page. Right align the image

horizontally.

(1)
(1)

®3)

Format the paragraph heading “when can | register” using the following

criteria:

¢ font face: comic sans ms
e Size: 6

e colour: green
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6.5 Change the part of the document under the paragraph “You must” using
Upper case alphabetical list.

Example:

A. be a South African citizen
B. be at least 16-years-old
C. and have a green, bar-coded ID book (2)

6.6 Below the paragraph “To vote ...” , hyperlink the file isiXhosa.pdf found
in the Q6_Webdesign folder. The file must be linked to the text
‘Important”. (4)

6.7 Format the table below the paragraph “You can Apply ...” to resemble
the example below:

ACCOMMODATION

TYPE RESORT NAME | RATE
Chalet The Twins R550
Self-Catering Times Travel R330
Hotel Osner Hotels R1 630

e a caption “ACCOMMODATION” should display
e table headers should be italic
e table data should be entered correctly (6)

Save and close the file. [20]
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QUESTION 7

Open the Q7_Intergration document and do the changes as required by the
election committee:

7.1 Insert page numbers x of y on the right hand side of the footer. (2)

7.1.1 The page number must not appear on the first page. It should
start at page number 1 on the second page. (1)

7.1.2 Insert a date on the left side of the footer. It must update
automatically. (2)

Save the document.

7.2 7.2.1 Openthe Q7_Equipment file and export the query Totals to a
rich text format file and save it as Q7_Export. 3)

7.2.2 Import data from the Register worksheet in Q7_Employee
Register spreadsheet into a table called Import. 3)

Save this file in the Q7_Intergration folder. Q)

7.3 Openthe Q7_Letter as a form letter and use the Q7 _List spreadsheet
to prepare for a mail merge as follows:

Add the merge fields <<name and surname>>. (2)

Sort the letters in ascending order of surname. Q)
Complete the mail merge and save the document as Q7_merge. (2)

7.4  Open the Q7_Egos Salon spreadsheet. (2)
7.4.1 On the Extra worksheet accept all track changes. (2)

7.4.2  Turn off the track changes. (2)

7.4.3 Rename the Income worksheet to Egos_Income. (2)

7.4.4 Onthe Egos_Income sheet, delete the comment in Cell C4. (2)

Save and close the spreadsheet. [20]
TOTAL: 180
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ANNEXURE A

PR R EEE AR AR EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEREREEEEEEEEEEEEEEEEEEEEEEEEEEEE R R e R R e e R R e R R R R R R R R R R e i

If every South African citizen register to vote and
4% votes in Election 2014, we will as a Nation practise
our democratic right to freedom.

Am | registered? ;

% But

You have applied for registration with:
4 If we don’t vote, then we allow other people to 5

Our constitution protecects:

3 take that right away from us without any effort. ID number: 4
This can happen: You have the power to protect our and are registered in:
: Constitution with your vote! Province:

e Property rights Here’s what you need to know about registration: Minicipality:

e Language rights Ward Number: 4
4 e Pressfreedom

e The right to decent education You are elgible to vote:[ ]

You can find us on: 4

f

N

Inthis BROCHURE ANNEXURE A

and register to win!

J&
e 1N |

J

-~/

LA AT AR AL TR A AL AT AR AL AT AR AL AT AR A AR A AT A0SR AT LA AT S A A ST AR AT SRS A LA AT AT AT AT A AT AT AT AT AT A AT AT AL AT A A A A A YA A A A A A
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<p></p>

Creates a new paragraph

<p align="left">

Aligns a paragraph to the left (default), can also be right, or
center

<br/>

Inserts a line break

<ol></ol>

Creates a numbered list

<Ol typezﬂAl', "a"
"I"’ "I"’ "1"></Ol>

Defines the type of numbering used

<ul></ul>

Creates a bulleted list

<ul type="disc",
"square","circle"></ul>

Defines the type of bullets used

<li>»></1li>

Inserted before each list item, and adds a number or
symbol depending upon the type of list selected

<imgsrc="name">

Adds an image

<img src="name" align="left">

Aligns an image: can be left, right, center; bottom, top, middle

<img src="name" border="1">

Sets size of border around an image

<img src="name" width="200"

height ="200">

Sets the height and width of an image

<img src="name"
alt="alternative text">

Displays alternative text when the mouse hovers over the
image

<hr/>

Inserts a horizontal line

<hr size="3"/>

Sets size (height) of line

<hr width="80%"/>

Sets width of line, in percentage or absolute value

<hr color="f££0000"/>

Sets the colour of the line

<table></table> Creates a table

<tr></tr> Creates a row in a table

<td></td> Creates acell in a table

<th></th> Creates a table header (a cell with common bold, centered text)
<table border="1"> Sets the width of the border around the table cells

<table cellspacing="1"> Sets the space between the table cells

<table cellpadding="1"> Sets the space between a cell’s border and its contents
<table width="50"> Sets width of table

<tr align="left">

Sets alignment for cell(s) (left, can also be center, or right)

<tr valign="top">

Sets vertical alignment for cell(s) (top, can also be middle, or
bottom)

<td colspan="2">

Sets number of columns a cell should span

<td rowspan="4">

Sets number of rows a cell should span
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<body></body>

Defines the body of the webpage

<body bgcolor="pink">

Sets the background color of the web page

<body text="black">

Sets the colour of the body text

Contains information about the document

<head></head>

<html></html> Creates an HTML document - starts and end a web page
<title></title> Defines a title for the document

<l=-= =-=> Comment

Creates the largest heading

<hl></hl>

<h6></h6> Creates the smallest heading
<b></b> Creates bold text

<i></i> Creates italic text

<font Sets size of font, from 1to 7
size="3"></font>

<font

color="green"></font>

Sets font color

<font face="Times New
Roman"></font>

Sets font type

<a
href="URL"></a>

Creates a hyperlink

<a
href="URL"><img src="URL"></a>

Creates an image link

<a
name="NAME"></a>

Creates a target location

<a
href="#NAME"></a>

Links to a target location created somewhere else in the
document
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