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	INSTRUCTIONS AND INFORMATION
	
	


	1.
	Answer ALL the questions.
	
	


	2.
	Read ALL the questions carefully.
	
	


	3.
	This question paper consists of THREE compulsory sections.
	
	


	4.
	Answer SECTION A in the ANSWER BOOK provided.
	
	


	5.
	Use appropriate application programs to answer the questions in SECTION B and SECTION C.
	
	


	6.
	Remember to save your work according to the instructions in each question.
	
	


	7.
	Create a folder with your Surname and Initials.
	
	


	8.
	During the examination you may make use of the help facilities of the program.  You are however not allowed to use any other resource material.
	
	


	9.
	Remember to save your work at regular intervals to prevent loss of data due to power failure.
	
	


	10.
	Ensure that the invigilator saves your work on a disc and your answer sheet is handed in before you leave the room.
	
	


SECTION A
QUESTION 1
	1.1
	Various possible options are provided as answers to the following questions.  Choose the correct answer and write only the letter (A–D) next to the question number (1.1.1–1.1.10) in the ANSWER BOOK.
	
	


	
	1.1.1
	Shortcut keys for selecting the whole text is …
	
	


	
	
	A

B

C

D
	Ctrl + B

Ctrl + N

Ctrl + A
Ctrl + V
	
	


	
	1.1.2
	What is word processing?
	
	


	
	
	A

B

C

D
	An application used for accessing games
An application used for creating a document

A special program

An application used for calculating
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	1.1.3
	Which ONE of the following are steps for saving a document on desktop?
	
	


	
	
	A

B

C
D
	Right click, save on the desktop
Click file, paste on the desktop

Double click desktop, save

Click file, save as, choose desktop, then save
	
	


	
	1.1.4
	The shortcut key for aligning text to the right are …
	
	


	
	
	A

B

C

D
	Ctrl + C
Ctrl+ A

Ctrl+ B

Ctrl+ R
	
	


	
	1.1.5
	What are the steps for copying and pasting text on a document? 
	
	


	
	
	A

B

C

D
	Select the text, copy, paste
Select data and paste it

Cut data and paste

Paint and paste
	
	


	
	1.1.6
	A PowerPoint program is …
	
	


	
	
	A

B

C

D
	a special program.

a slide view program.
an application used to create, edit and modify presentations.
a drawing program.
	
	


	
	1.1.7
	The shortcut key for adding a new slide is …
	
	


	
	
	A

B

C

D
	Ctrl + B
Ctrl + U

Ctrl + M

Ctrl + I
	
	


	
	1.1.8
	Examples of output devices are …
	
	


	
	
	A

B

C

D
	scanner, mouse and joystick.
Keyboard and magnetic disk.
printer, mouse and monitor.
screen, printer and speaker.
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	1.1.9
	Which ONE of the following keys is used to lock and release numbers?
	
	


	
	
	A

B

C

D
	Caps lock
Num lock
Esc
Shift
	
	


	
	1.1.10
	The screen that appears after the operating system has been loaded is called a ...
	
	


	
	
	A

B

C

D
	blank screen.
desktop.
black screen.
blue screen.
(10 × 1)
	
	(10)


	1.2
	Match a description/function in COLUMN B with an icon in COLUMN A. Type only the letter (A–K) next to the question number (1.2.1–1.2.10) in the ANSWER BOOK.
	
	


	COLUMN A
	COLUMN B

	1.2.1

1.2.2

1.2.3

1.2.4

1.2.5

1.2.6

1.2.7

1.2.8

1.2.9

1.2.10
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	A
B 
C 
D

E

F

G

H

I

J

K


	Font size 
Display text or graphics
Windows button 
Create upper and lower case
Produce sound

Centre text
Input device used for typing text
A word document icon
Central processing unit
Power button
Redo the last action performed



	
	(10 × 1) 
	
	(10)

[20]


	

	TOTAL SECTION A:
	
	  20



	Before attempting SECTION B and SECTION C, you must create a folder with your Surname and Initials. 
	
	


SECTION B
QUESTION 2
	Study the following document and complete the instructions:
	
	


	To:  AET Level 1-4 Educators

From:  Centre Governing Body

Topic:  Invitation to a special meeting

You are hereby invited to a special meeting to discuss the migration of adult education from Basic Education to Higher Education.

Venue:  Gaerobe PALC   

Date:  2 November 2015

Time:  9:00–10:30

Your attendance is crucial as this will determine your future in the AET sector.
Yours faithfully

Mogari S.G.
(Chairperson)
	
	


	2.1
	Use Ms Word to type the document as it appears above.
	
	  (6)


	2.2
	Apply font Arial to the following line 'To:  AET Level 1-4 Educators'.
	
	  (1)


	2.3
	Apply bold and uppercase to 'Topic:  Invitation to a special meeting'.
	
	  (2)


	2.4
	Apply the colour purple, font Algerian and size 12 to the text of the paragraph that starts with' You are hereby ...'.
	
	  (3)


	2.5
	Highlight 'venue' with a red colour.
	
	  (1)


	2.6
	Apply 1.5 line spacing to the whole document.
	
	  (1)


	2.7
	Save the document as QUESTION2.
	
	  (1)

[15]


	TOTAL SECTION B:
	
	 15



SECTION C
QUESTION 3
	You are required to create a PowerPoint presentation on 'Physical fitness' as listed below:
	
	


	3.1
	Create FIVE slides as indicated below.
(Follow the instructions on each slide to create your own slides.  The instructions are in italics. Do not retype them.)
	
	


	
	SLIDE 1 [Title slide]
Title:

Physical fitness
Subtitle:
PRESENTED BY:  Vuyo
	
	


	
	SLIDE 2  [Title and content]
Title:

Why physical fitness?
Content:
It enables the human body to meet the demands imposed on it by the environment and daily choices.
It helps develop a more positive and dynamic attitude to life. 

It results in efficiently working lungs and improves one’s life.
	
	


	
	SLIDE 3 [Title and content]

Title:

Regular exercise
Content:

Regularity of exercise is desirable. 

The following are good  examples  of exercises:
Swimming

Cycling

Aerobics

Dancing
	
	


	
	SLIDE 4 [Title and content]
Title:

Nutrition

Content:
Well-balanced nutrition is important.
Smoking and using drugs can cause serious damage to one's health.
	
	


	
	SLIDE 5 [Title and content]

Title:

Programmes available
Content:
Programmes that are designed to help individuals to attain fitness include:

Gymnasium

Special personal trainers

Physical education experts
	
	(10)


	3.2
	Apply any design to slide 5.
	
	  (2)


	3.3
	Apply dot bullets and any animation to all slides.
	
	  (2)


	3.4
	Save the presentation as 'QUESTION3' in your folder.
	
	  (1)

[15]  


	
	TOTAL SECTION C:

GRAND TOTAL:
	
	  15 
  50
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