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COMPUTER APPLICATIONS TECHNOLOGY P1 (SEPTEMBER 2013)

INSTRUCTIONS AND INFORMATION

1.

10.

11.

12.

13.
14.

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.

Enter your Name and Surname in the header of every document that you create or
save.

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 or
computer. If a disk has been issued to you, you must write your Name and
Surname on the disk. If your work is on the network, you must follow the
instructions provided by the invigilator.

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.

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

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

At the end of the examination you must hand in the disk given to you by the
invigilator with ALL your 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.

Note that NO printing is required.

During the examination you may use the help function of the program which you are
using. You may NOT use any other resource material.

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

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 formulae are correct when they are copied to
other cells in a spreadsheet.

In ALL questions involving word processing, the language should be set to English
(South Africa). The paper size is assumed to be A4 Portrait, unless otherwise
instructed.

All measuring units should be set to centimetres.

This question paper consists of seven questions. Answer ALL the questions.
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15. The examination folder/data disk that you receive with this question paper will
contain the folder and files listed below. Ensure that you have the folder and ALL
the files before you begin this examination.

A folder called 2013 EXAM DATA and files called:

= g1Thermo_Rec Word processing file
. g2Waste Word processing file
= g3Details Database file
. g3Certificate Word processing file
= g4Calculations Spreadsheet file
. g5Quaterly Spreadsheet file
. g6Branches Database file
. g7Answers Word processing file
. q7Energy Word processing file
. g7Recycling Word processing file
. g7Sweden Word processing file
. g7Trash Word processing file
. Garbage Image file
. Energy Image file
. Green Image file
SCENARIO

“The World is drowning in WASTE! One man’s trash is however another man’s
treasure. Over 1,8 billion ton of waste is generated every year in Europe. This
equals to 3,5 ton of trash per person.”

[Adapted from Discovery Channel, DSTV 2010]

The Clean Development Mechanism subsidiary of the Department of Energy reported
that 70% of the gas created by decaying organic waste is highly volatile, flammable,
methane gas. This methane gas has a negative impact on the atmosphere. Only
through the capture and control of methane gas can this be remedied.

Your Community Forum and the School Recycling Club offer the following services:
e They provide:

¢ Researched information about new technology that could be a solution to the
problem

¢ Maintain spreadsheets about Recycling and Thermal decomposition

e Maintain a database containing records of different countries that have
already introduced Thermo-Rec technology

The Chairperson of the Community Forum asked you to help them edit some
documents regarding recycling.
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QUESTION 1

Open the g1Thermo_Rec word processing document.

1.1

1.2

1.3

1.4

1.5

Apply paragraph spacing of 10 pt after (2 line/0.35 cm below), to the entire
document. (2)

Set the right-hand margin of the whole document to 1.3 cm. (1)
Change the layout of the entire document as follows:

¢ Change the automatic hyphenation zone to 0.5 cm.
o Justify the text. (2)

Apply the following changes to the heading “THERMO-REC” on the first
page.

e |t must appear in WordArt style 1.
e |t must appear in 3D Parallel style 1.
¢ |t must have a Curved Right Arrow and a Curved Left Arrow inserted
next to it as shown in the example below.
e Group the WordArt and the Arrows.
¢ Resize the new grouped logo to 10 cm wide and 3 cm high.
e This new WordArt logo must be centred horizontally, relative to the
page. (8)

Insert the image called Energy (found in the 2013 Exam Data folder) below
the words “CONVERTING/TURNING WASTE INTO WEALTH” on the first

page.

¢ Move the image and the words “CONVERTING/TURNING WASTE
INTO WEALTH” so that they appear centred horizontally.

e Place a 3 pt wide blue border around the image.

e Change the background of the image to appear transparent.

¢ >

CONVERTING/ITURNING WASTE INTO WEALTH

ENERGY INDEPENDEMNCE
n s whst we :b.ﬂ'i[ |
R —Q-

'8

OUT &=

T
!
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1.6 Modify the Heading 2 style so that the font appears in a red colour and is

automatically updated.

1.7 Make the following changes to the page number in the header:

e Change the automatic page numbering in the header of the document

so that it appears in the format a, b, c instead of Roman numerals.

e Make sure that the page numbering is continuous and in the same

format for all the sections of the document.

e Make the necessary changes so that the page number appears in the

header of every page.

1.8 Change the dropped capital letter ‘T’ (in the first paragraph) so that it
appears in the margin and drops over two lines.

1.9 Apply the following changes to the watermark:

e Correct the spelling of the watermark so that it reads ‘Recycling’.
¢ Make the watermark semi-transparent.

e Change the layout of the watermark to diagonal.

1.10

appear in Small caps and in Outline effect.

1.11  Place the text that is highlighted in three columns and edit the paragraphs

Replace all occurrences of the words “Thermo Rec” so that the words

so that they appear similar to the example provided below.

e Use column breaks to make sure that each paragraph starts at the top

of a new column.

e The first column must be 6 cm wide and the remaining two columns

must be 4.5 cm wide each.

e Ensure that a vertical line appears between the three columns.

Whilg service delivery remains lacking
in many parts of the country waste
disposal is now being promoted in
the form of recycling in accordance
with the Polokwane Declaration.
Howewver, one most important factor
is being overlocked, which is the fact
that, if all the recyclable(inorganic)
waste is removed, it merely serves to
expose the ultimate influence in the
atmosphere ...

1.12

Remember to save and close the g1Thermo_Rec document.

o 3 t ) t
fill. This then decomposes
into methane gas which is
liberated and has a most
deleterious effect on the
atmosphere. The introduc-
tion of the THERmo HREC
technology now offers, not
only a solution to the prob-
lem, but also an opportunity
to recover valuable energy
rich substance.

The THemo REC technology
consists of two basic func-
tions, namely, a Recycling
(Sorting) process separating
recyclable inocrganic waste
from the organic. . _and a
Thermal decomposition
process by which organic
waste can be converted into
either power or fuel. The
end result would be that
there would be no further
creation of Greenhouse
gases and no further need
for landfills (waste dumps).

Change the line spacing of the entire document to 14 pt.

3)

3)
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QUESTION 2

Open the file g2Waste.

2.1

2.2

2.3

2.4

2.5

2.6

2.7

Add the date to the page header and set it to update automatically. (2)

Select the entire document and edit the gutter position so that it is left and
1 cm and make sure that the paper size is A4. (2)

Insert an automatic Table of contents below the heading “TABLE OF
CONTENTS?, so that it appears similar to the example below. The heading
style called “NEW"’ is the only heading style that should appear in the table
of contents.

TABLE OF CONTENTS

SCOPING REPORT FOR THERMOREC PLAMT AT UMDONI MUNICIPALITY v.ovvvvevssessssmsssssssmssssssssssssssenes 1

BACKGROUMD . .vsssevsessessee s 88888880 1

NATIOMAL WASTE MANAGEMENT STRATEGY..vvvvreersersersessessesssssssssssssssssssssssssssssssessessssssssssssssssssmssnnnes 2

POLOKWANE WASTE SUMMIT DECLARATIOM.ovvvveersersersessessssessessessessssssssssssssssssssesssssssssssssssssssssmsssnnes 2

THE TERREIM vvvvvvvessssssssssssssessssssssssssssssssssssssssssssssssesssss e84 5L 5L £ £ R RS AR AR R R 3

MAINE GARBAGE STUDY SHOWS 60 PERCENT OF TRASH COULD BE DIVERTED ..ovvvvmmemmsmmmmsmmsssssssmnnns 4

(2)
NOTE: The page numbers in your table of content may differ from the
example, depending on your page setup.
Add picture bullets to the highlighted text under the heading “NATIONAL
WASTE MANAGEMENT STRATEGY”. Begin with ‘The roles ...” and end
with ‘.. .facilities.’
e Use the Garbage.jpg image found in 2013 Exam Data folder for the
bullets.
e Change the alignment of only the bullets to centre.
¢ Move the bullets so that they appear at the left hand margin.
NOTE: Your data should look similar to the following extract:
NATIONAL WASTE MANAGEMENT STRATEGY

B The roles and responsibilities in terms of the MW MS for local government i (4)
Remove the hyperlink from the main heading: “SCOPING REPORT FOR
THERMOREC PLANT AT UMDONI MUNICIPALITY”. (1)
Correct the spelling errors/error found in the document. (1)

Add a bookmark called ‘First’ to the picture on the first page. (1)
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2.8 Convert the text that is highlighted in green (on the 2™ last page of the
document) to a table with two columns and format it as follows:

WAGSTE STREAM COMPOSITION

Umdoni
Municipality
Percentage

Builder Rubble 8

Plastic 7

Paper 12

Organic garden waste 45

Metal 4

Glass 5

Other 19

Convert the text in the first row to uppercase.

Merge the cells of the first row without deleting the text.

Centre the content of the first two rows vertically and horizontally.
Change the direction of the text in the second row as indicated.
Change the height of the second row to exactly 3 cm.

Shade the first row grey.

Add borders to the cells as indicated in the example.

29 Modify the formula (highlighted in yellow) in the table at the end of the
document so that it calculates the number of people who took part in the
survey.

210 Move the pie chart near the end of the 55 N ONT DONIESTIC
document so that it appears across the | M*™='*" T
two highlighted columns of text starting
with ‘FEEDSTOCK...” and ending with
‘...Umdoni.” The text must flow
arround the chart. The exact position
of the chart is not important.

The focus of this project is the availabil

211 Add a hyperlink to the word, ‘FIRST’ (that appears on the last page of the
document), so that the word is linked to the bookmarked image on the first
page. Refer to question 2.7 where the bookmark was created.

2.12 Change the orientation of the last page to Landscape.

213 Insert the name of the Author of the document as a field on the right hand
side of the footer of the document, in uppercase format.

Save and colse the g2Waste document.

(8)

(1)

(2)

(1)
(1)

3)

[29]
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QUESTION 3

The Chairperson of the Community Forum created a certificate that he would like
to hand out to the School Recycling Club as a token of his appreciation for the
work they have done in promoting recycling. He asked you to make some
changes to the certificate, so that it would appear more professional.

Open the word processing document called g3Certificate and answer the
following questions relating to this document:

3.1 Convert the table that is shaded in yellow to text. Use commas to

separate the text. (1)
3.2 Delete the table shaded in blue from the certificate. (1)
3.3 Insert any page border from the Art gallery to the certificate. (1)

3.4  Use this certificate to perform a Mail Merge by following the instructions
below:

3.4.1 Use the DATA table in the g3Details.mdb database as data
source. (1)

3.4.2  The certificates must be sorted in descending order according to
Surname. (1)

3.4.3  Certificates must only be given to members with Dedication as
their Outstanding Quality. (1)

3.44 Replace the words indicated as follow: <<Name>> and
<<Surname>>, with the relevant merge fields. (2)

Save g3Certificate document.
3.4.5  After completing all 6 steps of the Mail Merge Wizard you must edit
the individual certificates and save the final merged certificates as

qg3Final.doc in your 2013 EXAM DATA folder. (1)

3.5 Create a subfolder in your 2013 EXAM DATA folder named Certificate and
move the g3Final.doc document into this folder. (2)

3.6  Create a copy of the q3Final.doc file and save the copy in the Certificate
folder in pdf format. (1)

Save and close all your documents. [12]
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QUESTION 4

Help the Community Forum Chairperson with some calculations in a spreadsheet
regarding recycling, in order to obtain certain helpful statistics. The spreadsheet
has some useful information on individuals who live in our country and who seek
business opportunities from recycling.

Open the spreadsheet g4Calculations that is saved in the 2013 EXAM DATA
folder and work in the Sales worksheet.

4.1

4.2

4.3

4.4

4.5

4.6

4.7

Improve the readability of the Sales worksheet by completing the following
formatting for Row 1:

e merge Cells A1to I1.

e centre the main heading “Turning Waste into Job Opportunities”
horizontally and vertically across the new merged cell.

e change the font of the main heading to Arial Black, 27 pt.

Make the following changes to Row 2:

change the text orientation of the headings in Row 2 to 86°.
increase the row height of Row 2 to 75.

wrap the text in this row.

add a blue fill colour to the cells in Row 2 that contain the headings.

Make sure that all the data is clearly visible.

Display all the values in the Range F4:F29 in South African currency with
no decimal places.

Each sales person from each branch is given a Code. Make use of
functions and formulae to generate the Code in Cell C4 as follows:

e The abbreviation of the City name found in Column D, followed by
the first three letters of the Surname in Column E must be used.

e Add a forward slash (/) between the City name and the first three
letters from the Surname.

e The Code must appear in uppercase e.g. JHB/SWA

Drag the function down to the rest of the salespeople.

Use the Vlookup function in Cell F9 to display the basic monthly salary for
Mr Voight. The lookup values can be found in the VLOOKUP worksheet.
Ensure that the function will work when dragged down to the rest of the
sales people.

Add a function in Cell F30 that will determine the most commonly occurring
value for Basic Monthly Salary, in Column F.

3)

(1)

(2)

(4)

(2)
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4.8

4.9

4.10

4.11

412

413

414

4.15

Use a function in Cell F31 to calculate the average Basic Monthly Salary
in Column F. Use a function to round your answer to the nearest whole
number.

Use the function in Cell F33 to count the number of sales people who are
men (Mr) and who are based in Durban (“DBN”). Use Column D and
Column A in the function.

NOTE: Make use of the help function of the spreadsheet application to
guide you on how to use this function if you have not used it before.

Use a function in Cell F36 to determine the second largest number of sales
in Column G, made by the sales people from all branches.

Insert the suitable function in Cell F37 to determine the number of
outstanding e-mail addresses in Column 1.

Statistically these sales people have had an increase of 7% in monthly
salary yearly. Determine their envisaged monthly income for the following
year (Envisaged Monthly Income for next year) in Cell K4. Make use of
Cell K3 to determine their Envisaged Income in Cell K4.

Drag the formula down for all the sales people in Column K.

If a sales person worked for more than 8 years (Column L) and his sales
figures (Column G) are more than 250, he qualifies for a bonus. Add a
function to Cell M4 to determine if Mr Swanepoel qualifies for a bonus from
the Department of Energy. The words “True” or “False” must appear in
Cell M4.

Remove the comment added to Cell G31.

Use a function to determine the length of the longest email address that is
captured in Cell 120. Enter your function in Cell F38.

Save and close the g4Calculations document.

(4)

3)

(2)

3)

3)
(1)

(2)

[44]



(SEPTEMBER 2013) COMPUTER APPLICATIONS TECHNOLOGY P1 11
QUESTION 5
Open the spreadsheet called q5Quarterly.
Work in the Data worksheet.
5.1 Add diagonal borders to the Range C3:H3 as shown below:
i . .
(s &y Recycling Sales for first six months
o § =, =
(1)
5.2 Move the picture found in the Image worksheet to the left of the main
heading in Row 1 of the Data worksheet. (1)
5.3 Modify the function in Cell B12 so that it gives the total sales for District B in
January. The function is correct but the criteria and cell ranges are
incorrect. (3)
54 Remove the Conditional Formatting used in the Range C4:H9. Add a new
condition to this range that will display sale amounts greater than R65 000 in
a yellow fill colour. (3)
5.5 Sort the Range A4:H9 as follows:
o firstly the Districts must appear in descending alphabetical order,
¢ and secondly the Branches must appear in ascending alphabetical
order. (4)
Work in the Totals worksheet.
5.6 Use a function to calculate the total sales from January to June for Sandton
in Cell B2 as captured on the Data worksheet. (2)
5.7 Rename sheet called Totals to Sales and change the tab colour to red. (2)
5.8 Make use of a function in Column C to rate the Branches according to their

total sales in Column B.

The rating must be calculated as follows:
e Totals that are equal to R400 000 and more get a rating of Excellent
e Totals of R300 000 and more get a rating of Good and
e Totals less than R300 000 are left empty.

The words “Excellent” and “Good” or empty cells must appear in
Column C.

)
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Work in the Password worksheet.

59 The worksheet named “Password” is protected with the password 12.
Remove the password from the worksheet and save it without the password.

Work in the Graph worksheet.

The Chairperson create a chart/graph showing the total sales for all the branches.
Help him to modify the chart so that it is easier to interpret.

Study the image of the chart below. This is how the final chart should look, after you
have made the necessary changes.

Total Sales

mSandton ® Roodepoort mDurban mJohannesberg mCapeTown = PineTown

5.10 Apply the following changes to the chart:

e Move the chart location to a new sheet where it does not appear as

an object in a sheet but as a New sheet called Chart.

Add a Chart Title above the chart that reads: “Total Sales”.

Change the chart to a Pie chart.

The Legend must appear above the chart as indicated.

Format the Data Labels as percentages and the label position must

be Inside End.

The font size and colour of the Data Labels must be 36 pt and white.

e Explode the largest segment/slice of the graph and fill it with the
image named Green that is saved in your 2013 EXAM DATA folder.

Save and close the spreadsheet.

(10)

[32]
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QUESTION 6

Some recycling shops sell a variety of recycled bins. Data of these bins are
recorded in a database table. Make the following changes to the database to help
find statistics regarding these recycled products.

Open the database called q6Branches that is saved in your 2013 EXAM DATA

folder.

TABLES:

Work in the RecycledStock table.

6.1

6.2

6.3

6.4

6.5

6.6

6.7

6.8

6.9

6.10

Change the Data Type of the ItemImage field to a suitable field type for
images. Add the image Green.bmp to the record of the Norwood branch in
Cape Town, for this particular field.

Change the Field Size of the InStock field so that it is Double.
Add a new field above the PersonResponsible field and name the field Title.

Add a drop-down list control to the Title field (created in question 6.3) which
will allow the user to choose from: “Mr”, “Mrs” or “Ms”.

Sort the City field in descending order.

Modify the properties of the City field to make sure that the city names always
appear in capital letters.

Add a Validation Rule with Validation Text to the table to ensure that the
InStock field cannot be less than 1 and cannot exceed 9 000 bins.

Add an Input Mask to the BranchCode field to accept only branch codes in
the following format: 3 letters and 4 numbers followed by the text “-REC” e.g.
JUK1245-REC. The first 3 letters added to the Input Mask are optional but
the 4 numbers are required.

Change the properties of the BranchCode field so that it becomes a required
field.

Show only the vertical gridlines of the table and change them to a red colour.

Save and close the table.

(1)
(2)

3)
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QUERIES:
Open the Query called NewValue and make the following changes:

6.11 The chairperson wants a list of Bins in all Branches with the current value and
a new value. Edit the query by adding a calculated field called NewValue.
The NewValue field must be calculated at 20% more than the CurrentValue
field.

e Unhide the hidden fields in this query.
e Sort the query in Ascending order according to the CurrentValue field.
e The NewValue field that you created must be displayed in South
African currency. (6)

Save the NewValue query and close it.

Create a query called Stock by making use of the RecycledStock table.
6.12 The Stock query that you create must display the following:

e Show only the following fields: City and Colour.
e Set the criteria so that only Blue bins form all areas in JHB and Red
bins form Cape Town appear in the query when it is run. (5)

Save the Stock query and close it.

FORMS:
Open the RecycledStock form.

6.13 Make the following changes to the form:

¢ Insert the Green image found in your 2013 EXAM DATA folder in the
Form Header as a logo.
¢ Add the date as a function to the Form Footer.
e Change the background colour (any colour) of the Branch field name
label so that it stands out from the rest of the field names.
e Insert a Combo Box for the Colour field. The options that need to be
added to the Combo Box are: Blue, Yellow, Green, Red and Black. (5)

Save and close the form.
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REPORTS:
Open Branches report.

6.14  Make the following changes to the report:

e Group the records in the report according to the City field.
e Create a calculated field in the report that calculates the total stock

value per item by multiplying the InStock with the CurrentValue field.
Name the new field TotalValue. (5)

Save and close the report.

Close the g6Branches database. [40]
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QUESTION 7

Open word processing file q7Answers and answer the following questions in the
space provided.

7.1

7.2

7.3

7.4

7.5

7.6

What size is the Check box in the Check Box Form Field that appears next to
the word “Read” in the file called q7Trash?

In the article copied from the Internet and pasted in the q7Trash file, there is
reference to somebody named Jonathan. What is his surname?

What is the Subject Value in the properties of the file called q7Trash?

How many characters (no spaces) are found in the word processing file
q7Recycling?

Is the word “country” at the end of the q7Sweden document linked to an
endnote or a footnote?

Paste a screen shot, showing the tabs dialog box of the tab settings in the
second row of the q7Energy document, next to question 7.6 in the
qg7Answers file.

Save and close all your documents.

TOTAL:

(1)

(1)

[6]
200
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