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	INSTRUCTIONS:

You will receive your examination disk with a label on it from the invigilator.  Write your centre and examination number clearly 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

1.1
Load your word processing program and open the text file LETTER.TXT from your examination disk.
	


	Save the file immediately in the format of your word processing program as LETTERXX 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.
	


	
Sunshine Technikon

P O Box 1000


Benoni



Dear



congratulations: leadership position


It is a privilege to congratulate you on the attainment to be chosen as one of the leaders of your school.  We hope that it will be an enriched experience which will extend your leadership qualities.  [ If you are interested in further studies, we will be pleased to help you with study and and course planning.  Please phone us at (011)423-6544 if you want to make an appointment with our student advisor.  You can also visit our web page at http://www.hu.ac.za.
	


	
Academic attainment:
	


	Criterion


Bursary amount
6 or more distinctions

   R10 000

M Count   28+



   R  6 000



     25 – 27


   R  4 000



     22 – 24


   R  2 000
	



	
We offer the following bursaries to achievers:

Further bursaries that we offer are:


A bursary of R3 500 to overall winners of subject Olympiads on National level.


A bursary of R1 000 to each of the Expo Gold Medal winners.


A bursary of R1 000 for leadership in Grade 12, with respect to activities like head boy or head girl.


Yours faithfully



Heinz Jacobs


HEAD STUDENT ADVISOR
	


	1.2 Make the changes as indicated on the document.
1.3 Change the font size to 12pt (except for the heading congratulations: leadership position).

1.4 Fully justify the document.

1.5 Set the margins as follows:
Left and Right margins:  3 cm






Top and Bottom:   2.5 cm

1.6 Align the criterion and bursary amounts and set the tab stops as indicated on the exam paper.  Draw a double border around the indicated text.

1.7 Add a footer Student Services/2002 right aligned on the page.

1.8 Replace all the occurrences of the word attainment in the document with the word achievement.

1.9 Type your examination number at the top of the page, save and print the document.
	(13)
(1)

(1)

(2)

(6)

(2)

(2)


	Save the changed document as a word processor file on your examination disk as LETTERXX where XX represents the first letters of your name and surname.
Make a printout of the final document to be handed in.
	[27]


	QUESTION 2
WORD PROCESSING AND SPREADSHEET

2.1 Open the file REPORT in your spreadsheet programme.

2.2 Insert an extra column CODE between Columns B and C and use an IF statement to print a 1 in Column C if a subject is taken on HG, or a 2 if it is taken on SG.  Save the changed file as REPORTXX on your disk.

2.3 Load the file FORM1 in your Word Processing programme.

Save the file as FORM1XX where XX represents the first letters of your name and surname.  Use a word processor function to insert today’s date and copy the required data (Columns A, C and D) from the spreadsheet file REPORTXX to the file FORM1XX.
2.4
Type in your examination number at the top of the page.
	(5)

(5)


	Save the changed document as FORM1XX where XX represents the first letters of your name and surname.  Save the changed spreadsheet file as REPORTXX on your disk where XX represents the first letters of your name and surname.
Make a printout of the document FORM1XX to be handed in.
	[10]


	QUESTION 3
WORD PROCESSING

The following question will only be marked from the computer screen.  You may use colour and graphics in your design.  The restrictions of the word processing package that you are using will be taken into consideration when the question is marked.

Design a fax page for Sunshine Technikon that will contain the following information:
	


	3.1
The Technikon letterhead (address as on the letter in Question 1) with the logo picture.  Use one of the pictures that are saved on your disk as SUN.PCX or SUN.GIF.  Use different font sizes and font types.
3.2
The following wording must be included:
	


	F A C S I M I L E  P A G E

DATE:


___________________________________


TO:


___________________________________


FAX NUMBER:
___________________________________
	


	MESSAGE

_______________________________________________________________


_______________________________________________________________


_______________________________________________________________


_______________________________________________________________


_______________________________________________________________


_______________________________________________________________


Receive __________ pages (this page included)


SENDER: ______________________________


E-mail:   sontech@mweb.edu.za
	


	3.3
You may use your own layout, but the fax page must be size A4 (folio), neatly set out over the whole page and containing all the required information.  The line spacing must be 1.5.
3.4
Type your examination number in the top right-hand corner of the page header.
	


	Save the document on your disk as FAX_XX where XX represents the first letters of your name and surname.
Do not make a printout of the fax page.
	[15]


	QUESTION 4
SPREADSHEET

The residence UNION HOUSE saves the information of their residents in a spreadsheet RES.  Load the spreadsheet file, RES, from your disk.

4.1
Insert two rows at the top of the spreadsheet.  Provide the spreadsheet with a heading UNION HOUSE in row 1.

4.2 Use a spreadsheet function to insert today’s date at the top right hand side.

4.3 Insert a column between Columns F and G and calculate the cost of a room together with the parking fee, if the cost of a parking bay is R250 per annum.  Use an IF statement and note that not all students require parking bays.

4.4 Students receive a family discount of 10% if more than one member of the family stays in the residence.  Use a formula to determine the total cost in Column I after the discount (in Column H) has been taken into account.
4.5 Determine, in Column K, the outstanding amount after the deposit has been deducted.  Use a formula to do the calculations.
4.6 Determine the number of students in the residence by using a function.
4.7 Determine the number of students staying in a single room by using a function.  The cost of a single room is R7000 per person.
4.8 Determine, by using a function, the following totals:
· Total budgeted income for parking

· Total budgeted income for the residence

· Total deposits received

· The total amount still outstanding
	(1)

(1)

(4)

(3)

(2)

(2)

(3)

(7)


	4.9 Sort the surnames alphabetically according to the year of study.  (First field YEAR OF STUDY and second field SURNAME.)
4.10 Change the column widths so that all column headings are readable.

4.11 Type your examination number in the header.
	(3)

(1)

(1)


	Save the changed spreadsheet on your disk as RESXX where XX represents the first letters of your name and surname.
You do not have to make a printout.
	[28]


	QUESTION 5
SPREADSHEET

The Technikon management wants to draw up a comparison between the number of students registered during the past three years in the different fields of study.  You are asked to design a spreadsheet for them.

5.1
Use the following data to design the spreadsheet:


Column headings:



     FIELD OF STUDY

1999

2000

2001


Data:



     Engineering


  560

  610

  650



     Business Management

  205

  187

  194



     Health Science


  314

  310

  288



     Art and Design


  134

  157

  184



     Information Science

    75

    63

    85
	(4)


	5.2
The spreadsheet must have a suitable main heading.
5.3
Type your examination number in the header.
	(1)
(1)


	Save the spreadsheet as QUEST5XX where XX represents the first letters of your name and surname.
	


	5.4
Present the information on a column chart.

Insert a title:  Registrations 1999 – 2001

Name the axis as follows:


   X-axis:
Field of Study


   Y-axis:
Number of students


The chart must clearly indicate that it contains data of 1999, 2000 and 2001.
	(7)


	MS Works users:   Save the chart as COMPARE.
	


	5.5
Use a function in your spreadsheet and determine the total number of students in each study field over the three years.
5.6
Present the totals determined in Question 5.5 on a suitable chart.  The chart must show the percentage of each field of study compared to the total number of students at the Technikon.  Supply the chart with a suitable heading and legends.
	(2)

(6)


	MS Works users:  Save the chart as PERCENT.
	


	Save the spreadsheet as QUEST5XX where XX represents the first letters of your name and surname.  (If the charts do not show on the spreadsheet, the names of the chart must be written in on the mark sheet in the provided spaces.)
You do not have to make any printouts.
	[21]


	QUESTION 6
DATABASE

Load the database file QUEST6 from your disk (in Office, table STUDENTS).

The database table contains the following fields:




NUMBER




SURNAME




INITIAL




COURSE




EXAM




ORAL




YEAR OF STUDY
	(1)


	6.1 Remove the student SMITH G who has discontinued the course.
6.2 Add an extra field TITLE between INITIAL and COURSE and type in the following titles:




TITLE


DEMPSEY

Mr

NAIDO


Mr

WESSELS

Ms

MOABI


Mr

MELATO

Mr

SEROKE

Ms

MALAN


Mr

LUKE


Mr

JEZILE


Ms

DICKS


Mr

BREED


Mr

BROWN

Mr

HUNT


Mr
6.3 Add the following student:

LEIGH

J
Mr
CIVIL

S   S    2
	(2)

(2)


	Save the database file again as QUEST6 (table STUDENTS).
No printout has to be made.
	


	6.4
Create a report with a suitable heading, containing a list of all the first year students who passed.  A student passed if he/she passed the examination as well as the oral.  The report must show the SURNAME, INITIAL and the COURSE.
	


	Save the report as PASS.
No printout has to be made.
	(9)


	6.5
Create a report with a suitable heading, sorted alphabetically by SURNAME, containing all the students in the Civil Engineering field.  The report must contain the following fields:
SURNAME,  INITIAL and YEAR OF STUDY.

Add a function that will indicate the number of names appearing in your report with a suitable caption.
	


	Save the report as ALPHA.
No printout has to be made.
	(11)


	6.6
The first year students who passed must receive a letter of congratulations.  Use your word processor to create a form letter to be sent to all these students.  Use the query in Question 6.4 and print letters for any two students.

The following format must be used for the letters:
	


	








Sunshine Technikon








P O Box 1000









Benoni

Dear «TITLE» «SURNAME»

Congratulations on the successful completion of your first year.  We look forward to having you in class again next year.

Yours sincerely

H. Jacobs
	(13)


	Save the letter as FORMBXX where XX represents the first letters of your name and surname.  Print any TWO form letters.
	[38]


	QUESTION 7
DATABASE

The residence Union house wants to store the data of their residents in a database file to be able to handle queries and reports.  You are asked to create the database table.

The database table RESI must contain the following fields:

SURNAME
NAME
ROOM NUMBER
YEAR OF STUDY
PARKING

Choose suitable data types and create the fields.

Copy the relevant data from the spreadsheet HOSTEL to the database table.
	


	Save the database table/file as RESIXX on your disk where XX represents the first letters of your name and surname.
You do not have to make a printout of the table.
	[11]


	TOTAL:
	150


	GAUTENG DEPARTMENT OF EDUCATION
SENIOR CERTIFICATE EXAMINATION 2002/3 G
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
	LETTER.. ..
(Word Proc.)
	YES
	
	27


	
	
	
	

	2
	REPORT.. ..
(Spreadsheet)

FORM.. ..
(Word Proc.)


	NO
	X
	10

	
	
	
	

	3
	FAX.. ..
(Word Proc.)
	NO
	X
	15


	
	
	
	

	4
	RES.. ..
(Spreadsheet)
	NO
	X
	28


	
	
	
	

	5
	QUEST5
(Spreadsheet and


charts)
Names of charts if saved separately:
5.4: ………………. 5.6 ……………….
	NO
	X


	21
	
	
	
	

	6
	QUEST6          (Database and
FORMB.. ..
Form letter)
	YES
2 form

letters
	
	38


	
	
	
	

	7
	RESI.. ..
(Database)


	NO
	X
	11
	
	
	
	

	TOTAL:
	150

	
	
	
	

	…………………………….

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

Date
	…………………………

Signature of Moderator
	……….
Date
	


Left align the address block at 10cm





λ





Insert the name John








Caps, bold, bigger font size, centre





NP





italic





Right align at 8 cm





Left align at 3.5 cm





Underline, move up





stet





Insert 3 blank lines





delete





λ











P.T.O.


