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	INSTRUCTIONS:

You will receive your examination disk with a label on it from the invigilator.  Write your centre and examination numbers clearly and legibly on the label, as well as the application package you are working in, e.g. Microsoft Office 2000.  You will also receive an empty envelope for your disk.  Write the same information on the envelope.
1.
All the questions are COMPULSORY.
2.
Save your work on the disk regularly – approximately every 10 minutes.

3.
You may use the full duration of the time provided (3 hours) to answer the questions.  
After the time has expired, additional time is allowed for printing.  No changes may be 
made to any documents during that time.


	4.
	Follow the instructions (formatted in a frame like this) at the end of each question with regard to the documents that have to be handed in and the files that should be saved on your examination disk.
	


	5.
Arrange your printouts in numerical order according to the numbers of the questions.  Detach the marksheet (page 10) from this question paper, complete the relevant sections and place it on top of your printouts.  Place your examination disk in the envelope, and staple the envelope to the printouts in the top, right-hand corner.  Fold the edge of the envelope over, but do not seal the envelope so that the marking officials can easily remove and return the disk to the envelope.

	


	QUESTION 1

WORD PROCESSING
Load your word processing program and open the text file PRICES.TXT from your examination disk.
	


	Save the file immediately in the format of your word processing program as PRICESXX where XX represents the first letters of your name and surname – use the Save As command.
N.B.  If you save your document again as a text file, all changes and formatting will be lost.
	


	THE SPORTS SHOP
marketing department
Tel No: (011) 534 6788

Fax No: (011) 534 6789


FACSIMILE


TO:

AB SPORTS

FROM:

Peter Williams

PAGES:

1

If you have any difficulty receiving this facsimile please contact sender on
(011) 534 6788.


Notifikation on on price increase – effective 1 January 2002.


In broad terms we can expect to see the following adjustments:

We have been informed that there will be a price increase on all sports shoes with effect from the 1 st January 2002.
	


	       Sports Shoes

     Ave. % Increase
       Rugby



             7.5%

       Hockey




  1.75%

       Tennis




12.0%

       Running




  3.25%
	


	The above adjustments do not include the increased cost related to transportation.

I trust that this timely notification will assist you in your planning and that the price 
	



	adjustments will be implemented with minimal inconvenience.  Thank you for your contiinuous support.
Yours faithfully


Peter Williams

General Manager – Marketing & Sales
	


	1.1 Make the changes as indicated throughout the document.
1.2
Set the margins as follows:
Left and Right margins:  3 cm.







Top and Bottom:  2 cm.

1.3
Replace all occurrences of the code 011 in the document with 012.

1.4 Change the font size to 12pt.
1.5 Fully justify the document.

1.6 Align the headings Sports Shoes and Ave. % Increase as indicated.  Left align the names at 4 cm and decimal align the percentages at 11 cm.  Draw a double boarder around the text as indicated..
1.7 Add a footer that prints Price increase/2001 right aligned on the page.
1.8 Do a spelling check on the document and change the spelling where necessary.
1.9 Type your examination number in the header.
	(14)
(2)

(2)

(1)

(1)

(5)

(2)

(2)

(1)


	Save the changed document as a word processor file on your examination disk as PRICESXX where XX represents the first letters of your name and surname.
Make a printout of the final document to be handed in.
	[30]


	QUESTION 2
WORD PROCESSING
	


	AB SPORTS is a sport shop that sells a variety of sports equipment.
2.1
The manager of AB SPORTS asks you to design a leaflet to advertise their stall at the Pretoria show.  The leaflet must be distributed at the gates of the showgrounds.
2.2
Please note:  When marking your work the limitations and possibilities of the package you are using will be taken into consideration.
	


	2.3 The size of the leaflet must be A5, in other words 21 cm x 14.8 cm.
2.4 Use different font sizes and font types.  The question will be marked on the computer and you may use colour even if your printer cannot print it.

2.5 You must use a suitable picture in your design.
You may use one of the pictures saved on your disk as DARTS.PCX or RUN.MWF, or you may use a suitable picture of your own choice.
The leaflet must contain the following information:
	


	
Date:  26 April to 3 May

Stall number:  25


10% discount on all products while stock lasts.


	2.6
Type your examination number in the page header.
	


	Save your document as LEAFXX where XX represents the first letters of your name and surname.

You do not have to make a printout of the leaflet.


	QUESTION 3
SPREADSHEET
AB SPORTS saves the information of their employees in a spreadsheet WORKER.
3.1
Load the spreadsheet file WORKER from your disk.  The spreadsheet contains the wages for one week.
3.2 Change the column widths so that the headings are readable.
3.3 Insert two rows at the top of the spreadsheet.  Supply the spreadsheet with a heading WAGE SHEET in row 1.
3.4 Make use of formulae and functions and determine the answers in Columns E to I as follows:
Column E:
Overtime = overtime hours *normal wage per hour *1.5

Column F:
Gross Wage = normal wage + overtime
Column G:
Pension = 5% of normal wage
Column H:
Medical = R100 if the normal wage is more than R500, else R20
Column I:
Nett Wage = gross wage – deductions.  (Deductions are pension 

and medical)
	(2)

(1)

(2)

(2)

(2)

(3)

(2)


	3.5
Determine the total of the Gross Wages and the total of the Nett Wages by 
using functions.  Type in applicable captions for each one.
	(4)


	3.6
Determine the highest Gross Wage by using a function and insert an applicable caption.
3.7
Determine the average Nett Wage by using a function and type in an applicable caption.

3.8
Format the spreadsheet to display 2 decimal numbers in Columns E to H.
3.9
Format Column I as currency in R.
(If your package cannot display it, you may use the dollar sign $.)

3.10 Sort the spreadsheet alphabetically according to surnames.
3.11 Add your examination number as a header.

3.12 Print the file name as a footer on the left of the page by using a function.
	(2)

(2)

(1)

(2)

(3)

(1)

(1)


	Save the changed spreadsheet on your disk as WORKERXX where XX represents the first letters of your name and surname.  You do not have to make a printout.


	QUESTION 4
SPREADSHEET
The manager of AB SPORTS wants to compare the total turnover in specific product ranges over the past 3 years.  You are asked to design the spreadsheet.
	


	4.1
Use the following data to design the spreadsheet:
	


	Product
	2000
	2001
	2002
	(5)

	Sports equipment
	124000
	130000
	130600
	

	Sport bags
	12000
	10500
	11700
	

	Sports shoes
	80600
	80560
	90000
	

	Sports clothing
	50200
	50700
	47300
	


	4.2 The spreadsheet must have a suitable heading.
4.3
Add your examination number as a header.
	(1)
(1)


	Save the spreadsheet as QUES4XX where XX represents the first letters of your name and surname.
No printout has to be made.
	


	4.4
Present the data in the spreadsheet on a column chart.
	


	

Add a heading:  Turnover 2000 – 2002.


Name the axis as follows:

X-axis:  Product range







Y-axis:  Turnover

Clearly indicate that the chart represents data for 2000, 2001 and 2002.
	(6)


	If the chart does not appear on your spreadsheet, the name of the chart must be written on the mark sheet in the provided space.
	


	4.5
Add an extra column with the heading 2003 and calculate a prediction for the turnover in 2003 presuming that the turnover of all the ranges will increase by 10%.
4.6 Use a function to determine the total turnover for each product range over the four years.
4.7 Use a function and determine how many of the product ranges’ turnover over the four years, exceeded 200 000.
4.8 Type your examination number in at the top of the spreadsheet.
	(3)

(2)

(2)


	Save your spreadsheet again as QUES4XX where XX represents the first letters of your name and surname.
You do not have to make any printouts.
	


	4.9 The manager of AB SPORTS wants to send a letter to the Head Office in which the chart created in Question 4.4 is inserted.  Create the letter below in your word processor.  Format as follows:
· Left align the address at 11 cm
· Use a word processor function to insert today’s date
· Line spacing:  1.5
· Format the chart as follows:
Size 8 cm x 8 cm and







2.5 cm from the left margin
	


	








P O Box 100








Roodepoort









*today’s date*

Dear Mr Jones
The chart below gives an analysis of the turnover of the different product ranges that have been sold in our shop from 2000 to 2002.

       **Insert the chart from Question 4.4 here**

It seems that the sport bags sales haven’t been satisfactory and we will have to urgently review this price policy.
Yours faithfully
John Duncan
	(10)


	4.10
Type your examination number in at the top of the page.
	


	Save the letter on your disk as REPORTXX where XX represents the first letters of your name and surname.
You do not have to make a printout.


	QUESTION 5
DATABASE
A small business saves the information of their debtors in a database file QUES5.
5.1 Open the existing database file QUES5 (in Office table DEBTOR).
5.2 Change the column 30 Days to BALANCE.

5.3 Format the field BALANCE to show two decimal places.
5.4 Add the following record:
Adams T
P O Box 512
    Wilropark
     764 5511
     1000
150.00

5.5 Create an alphabetical report, with a suitable heading, of all the debtors.  The report must contain the following fields:
NAME
       ADDRESS1
    ADDRESS2
BALANCE

Use a function to determine the total amount owed by all the debtors.

The amount must be rounded to 2 decimal places and must be shown at the 
end of the report with a suitable caption.
	(1)

(2)

(2)

(11)


	Save the report as ALPHA and make a printout of the report.
	


	5.6 Create a report with a suitable heading of all the debtors that are schools.  (The word “School” or “skool” will be in the name).
The report must have the following fields:  NAME    TELEPHONE NUMBER
Use a function to determine the number of schools and print it at the end of the report.
	(10)


	Save the report as SCHOOL and make a printout of the report.
	


	5.7 The manager wants to send a letter to all the schools to inform them of the specials during December.
Design the following form letter in your word processor and use the query in Question 5.6 to send form letters to all the schools.

Format the letter as follows:
	(6)


	









P O Box 100









Roodepoort

*insert today’s date*

The Principal
«NAME»

Dear Sir
During December we offer 15% discount on the purchase of all sport equipment.

Thank you for your support during the year.

Yours faithfully
J. Duncan
	


	Save the letter on your disk as FORMLXX where XX represents the first letters of your name and surname.
Make printouts of any TWO form letters.
	[32]


	QUESTION 6
DATABASE
The manager of AB SPORTS wants to save the data of his employees in a database.
6.1
Design a new database file EMPLOY (In Office table INFO) that contains the necessary fields so that the following enquiries can be met:

It must be possible to
· phone a worker at home.
· print a list of all the workers who live in a certain suburb.
· determine the period of time a worker has been working at the shop.
· determine when it is a worker’s birthday.
You must decide which fields to include, create the fields and type in data for FOUR imaginary workers.

6.2
Create a report listing all the workers who live in a certain suburb and who have 
worked at the shop for at least three years.  Save the report as LIST.
	(13)

(5)


	Save the database file as EMPLOY and the report as LIST.
You do not have to make a printout.
	[18]


	TOTAL:
	150


	GAUTENG DEPARTMENT OF EDUCATION
SENIOR CERTIFICATE EXAMINATION 2002/3 H

COMPUTER STUDIES STANDARD GRADE
PAPER 1 (PRACTICAL)
	


	M A R K S H E E T
	


	Fill in your centre and examination numbers and the names of the files as saved on your disk
	

	Centre Number:
………………………………………………
	Examination Number:
…………………………………………………
	

	Ques-

tion
	Name of file as saved
	Printout made?

Tick off (
	Max
Mark
	Mark
Ob-

tained
	Ini-

tials
	Check
	

	1
	PRICES.. ..
(Word proc.)
	YES
	
	30

	
	
	
	

	2
	LEAVE.. ..
(Word proc.)
	NO
	X
	10

	
	
	
	

	3
	WORKER.. ..
(Spreadsheet)
	NO
	X
	30

	
	
	
	

	4
	QUESTION 4.. ..(Spreadsheet)

Name of chart if saved separately:

4.4: ……………….

REPORT.. ..
(Word proc.)

	NO
	X
	30
	
	
	
	

	5
	QUESTION 5
(Database and
FORML.. ..
Form letter)
	YES
2 form

letters &

2 reports

	
	32
	
	
	
	

	6
	EMPLOY
(Database)
	NO
	X
	18

	
	
	
	

	TOTAL:
	150

	
	
	
	

	…………………………….

Signature of Chief or Senior Marker
	…………….

Date
	…………………………

Signature of Moderator
	……….
Date

	


Caps








Bold,  underline, larger font size, centre





Align left as indicated





delete





italic,  centre





Super script





         Left align


	at 4 cm





	Decimal align


	at 11 cm





stet





NP





Insert 3 lines





[10]





[30]





[30]








P.T.O.


