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INSTRUCTIONS:

· Save your work at regular intervals on the disk supplied to you – at least every 10 minutes.
· Make sure that the question number,  your centre number and examination number appear on every document.
· All the questions are COMPULSORY.



QUESTION 1

WORD PROCESSING

1.1 Load the text file compu.txt from your disc and immediately save it as compuxx.doc in your word processor.

NB.  If you save the document as a text file again all your changes will be lost.





The computer is part of our lives.


As the popularity of the computer increased, man became more at ease


with the use of the computer.  Newspapers reported on a lighter note


that the computer is feminine because no one except their creator can


undertand their inner logic.  It is also suggested that computers are


feminine since even the smallest error is kept in its memory.


Computers on the other hand are seen as masculine since a better 


model is available just around the corner.  It is also seen as


masculine since it looks very attractive until you take it home.


To test the effectiveness of the Internet four volunteers were locked in


in London to determine whether they could survive for one hundred


hours with only a Credit card and a computer with access to Internet.


The two men and and two ladies – dressed in gowns were kept in


separate rooms with only the Internet to obtain food, clothes and 


entertainment.  It was expected of them to shop on the Internet


and to arrange for delivery of food and clothing at their rooms.


Blondes are however still being accused


that they are not computer literate.  Evidence thereof are comments


like:  “You will know that a blonde has been using a computer because


there will be tippex on the monitor and cheese at the mouse.”


As a matter of fact – without a computer our lives would have 


been a lot poorer and less interesting.



1.1.1
Load the document COMPU.txt and make the indicated changes.

1.1.2 Justify the document fully.

1.1.3 Change the left margin to 2 cm.


(18)

(1)

(1)

1.1.4 Change the last part of the second paragraph as follows:

Computers are masculine because:

☺
a better model is available just around the corner

☺
it seems attractive until you take it home

1.1.5 Frame the heading.

1.1.6 Use double spacing.


1.1.7
Insert the page number in the centre of the page by using a footer.
(4)

(2)

(1)

(3)







Save the following on your exam disc:

Your changed document as compuxx.doc where xx are your initials


Submit the following:

Only your disc




1.2
Type the following table on your word processing programme by using TABS.  
Justify the text as indicated in brackets.  (R) is right justified, (L) is left justified and 
(C) is centred.  Save your answer on your disc as addresxx.doc where xx are 
your initials.


ADDRESS LIST

Initials


Surname

Address


Postal Code

WS


           Willemse

PO Box 34, Pretoria

      0001

MA


        Van der Walt

PO Box 126, Nigel

      1490
(11)



Save the following on your exam disc:


Save your table as addresxx.doc


Submit:

Only your disc



1.3
Flyer

Create a flyer the size of an A4 page that will encourage people to attend a music 
festival.  The festival will include appearances by the popular singers Pieter Nolte, 
Luke Marais, John Harris, Sissy Tsabalala and Shereen Naidoo.  The festival 
takes place on 23/3/2001 at the Golden Arena in Johannesburg.  The festival 
starts at 19h00.  Your flyer may be typed in English or Afrikaans.


Save your answer as Flyxx.doc where xx are your initials.


Marks will be allocated according to the following criteria:




1.3.1 Does the flyer contain all the necessary information?

1.3.2 Creativity:  Were different fonts, font sizes, pictures, etc. used?

1.3.3 General impression e.g. neatness, readability etc.

1.3.4 Lack of spelling errors
(5)

(6)

(5)

(3)





Save the following on your exam disc:


Save your flyer as Flyxx.doc where xx are your initials.


Submit:

Only your disc


[60]

QUESTION 2

SPREADSHEETS

2.1 A wholesaler dealing in sport equipment has a number of representatives that are selling its products.  You are asked to create a spreadsheet that will serve as an invoice for every representative.  The invoice must have the following format:




A


B


C

D

E

F



Winners



Name:




7/19/99








Item
Number
Amount/Item
Subtotal
Discount
Total

Amount











































Total number of units bought






Number of different items






Total amount before discount






Further discount






Amount excluding VAT






14% VAT






Amount payable







2.1.1
The heading:


The name of the shop, Winners must be typed in the third column.



The font size of the heading must be 16pt.



The heading of the spreadsheet must be BOLD.
(3)

2.1.2 The name of the representative and the date of sales:

The name of the representative must be in italics and the font size must be 12pt.

The date must be entered by using a function.
(5)


2.1.3
All amounts must be rounded off to two decimal numbers, the type must be 

Currency and the unit must be Rand.
(3)


2.1.4
Use the following data to compile an invoice:


Mr Johan de Klerk buys the following at Winners on 19 July 1999:


120 Rugby balls @ R45.00 each


10 Golf clubs @ R450.00 each


5 Hockey sticks @ R70.00 each


70 Golf balls @ R7.00 each
(2)


2.1.5
Use different formulas/functions to determine the total amount, the number 

of different items bought as well as the total number of items bought.
(7)

2.1.6 The discount must be determined as follows:

· If more than 10 items but less than 50 items of one kind is bought, 10% discount is given.

· If 50 or more than 50 items of one kind is bought, 20% discount is given.
(9)

2.1.7 Further discount:

If the total number of items sold is more than 200 and more than 3 different items are sold, a further discount of 5% is given on the total amount.  The changed amount before VAT must be calculated.
(7)


2.1.8
14% VAT as well as the total amount due must be calculated by using a 


formula.
(4)





Save the following on your exam disc:

Save your Document as SaleXX where XX indicates your initials.


Submit:

Your disc


[40]

QUESTION 3

DATABASE AND INTEGRATION OF PACKAGES


3.1 A preprimary school has entered certain information on their learners on a database.

The database is saved on your disc as PREPRIM.
The fields are Nr, Guardian, Name, Surname, Sex and Age

Where Nr is a unique number that is given automatically to the learners, Guardian is the name of the parent or guardian.  Age is the age of the learner and the other field names are self explanatory.



3.1.1
The information on Susan Pienaar is incorrect and must be changed as 


follows:



Sex:

F



Age:

6
(2)


3.1.2
Insert a field School fees in the database and enter the following data.  


The type of field may be Currency  or Number.
(4)

Nr
Guardian
School fees

1
J. VAN DER WALT
R55.00

2
P. ROUX
R67.00

3
Z.  DE SYLVA
R78.00

4
A. PETERS
R123.00

5
D. MALINDI
R50.00

6
P. RAMASIA
R34.00

7
J. JOHNSON
R55.00

8
H. KOMANE
R66.00

9
H. PIENAAR
R72.00

10
P. MLONGA
R45.00

11
T. ROBBERTSE
R98.00

12
S. WILLEMSE
R43.00

13
C. MUNNIK
R38.00

14
D. DE WET
R39.00

15
W. VAN DALEN
R66.00

16
G. DE WAAL
R64.00


3.1.3
The school wants to have a concert and wants a report on the names of all 

the six year old girls alphabetically sorted according to surnames.  Create 


this report.  Your report must have relevant headings.
(14)



Save as

Save your database as PREPRIXX where XX are your initials.


Submit

Your disc.  Print your report.


3.2 Type a form letter in your word processing programme that will inform the parents/guardians of the six year old girls that their child will be participating in the concert on 3/3/2001.  The following fields of the database PREPRIM must appear on the form letter:

Name of guardian/parent and name of girl.
(10)



Save as

Save your form letter as InfoXX where XX are your initials.


Submit

Your disc and two hard copies of your form letters.


3.3
The principal of the preprimary school wants the information of his learners on a 
spreadsheet since he is unable to use a database.  An example of the information 
is:


Nr
Guardian
Name
Surname
Sex
Age
School fees

1
J. VAN DER WALT
NICO
VAN DER WALT
M
4
R55.00

3.3.1 Copy all the information from the database PREPRIM to a spreadsheet.

3.3.2 Determine the number of learners in every age group by using a formula and/or function.

3.3.3 Display the number of learners and the age group on a pie graph.
(6)

(7)

(7)



Save the following on your exam disc:

Save your spreadsheet as PREPXX where XX are your initials.


Submit:

Your disc.  Do not print the graphs.


[50]

TOTAL:
150







P.T.O.


