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2 COMPUTER APPLICATIONS TECHNOLOGY P1 (NOVEMBER 2014)

INSTRUCTIONS AND INFORMATION

1. 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.

2. Enter your name and surname in the header of every document that you
create or save.

3. 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. If a disk has been issued to you, you must write your hame and
surname on the label. If you work on the network, you must follow the
instructions provided by the invigilator.

4. 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.

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

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

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

8. Note that NO printing is required.

9. During the examination you may use the help functions of the programs
which you are using. You may NOT use any other resource material.

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

11. 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 formulas are correct
when they are copied to other cells in the spreadsheet.

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

13. All measuring units should be set to centimetres.

14. This question paper consists of seven questions. Answer ALL the questions.
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COMPUTER APPLICATIONS TECHNOLOGY P1

NOTE:

The data disk that you will receive with this question paper contains the folders and the

files listed below. Ensure that you have ALL these files before you begin this

examination:

A folder called EXAM DATA with the following files and a sub-folder:

Q2_ Results
Q2_SAflag
Q3_Entries Data

Q4 _Invoice

Q5 _Helmet

Q5 _Volunteers_K2K
Q6_ BStander_foundation
Q6_ SA mug
Q7_Answer
Q7_Export

Q7 _Hard facts
Q7_Manager_Details
Q7_Slide Show

Q7_Working Men

Q7 DATA

Q1_Types of road accidents Word processing file

Word processing file
Image file
Spreadsheet file
Spreadsheet file
Image file

Database file

HTML file

Image file

Word processing file
Spreadsheet file
Text file
Spreadsheet file
Presentation file
Database file

Folder

Copyright reserved
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4 COMPUTER APPLICATIONS TECHNOLOGY P1 (NOVEMBER 2014)

SCENARIO

‘Road transportation is a critical element supporting and directly contributing to
growth in any economy. Road accidents are, unfortunately, a negative
consequence of this economic growth, affecting both economically active members
of our society and other citizens”.

© Copyright 2011 Road Accident Fund
http://www.raf.co.za/Pages/default.aspx

A local charity organisation annually holds a cycling event and would like you to help
with the administration of the event because of your experience in Application
Software gained over the past 2 years doing Computer Applications Technology.
The event is called “Children Safety Cycling”.

QUESTION 1: WORD PROCESSING

One of the committee members has done research on the types of road accidents in
our country especially over Easter weekends and festive seasons.

Open the document Q1_Types of road accidents.
1.1 Right-Align the text in the header and then format this text to Italics.
1.2 Modify the Heading 1 style by changing the font colour to red.
Format the Main heading ‘Background’ with the modified Heading 1 style.

Format ALL subheadings from the subheading ‘3 Counts of culpable
homicide case’ to the subheading ‘The role of SAPS, Traffic Police and or
Metro Police’ with Heading 2 style.

1.3 In the blue-shaded text, insert a citation for the Report used. The following
are the details required:

Author: Volminck S.D. Nathan

Title: News Updater

Year: 2013

City: Pretoria

Publisher: Daily News

1.4 Insert a 3pt page border around the document.

15 Add the caption “Vehicle types” above the diagram on page 1 and change
the numbering format to display A.

1.6 Remove the border, around the first paragraph under the subheading ‘3
counts of culpable homicide’.

Copyright reserved Please turn over
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1.7 1.7.1 Create a new style using the following criteria:
e Name: Arrive Alive
e Style type: Linked (Paragraph and Character)

e Style and Following style based on: Normal
e The font color should be dark red and the font size 16.
e Set the paragraph spacing of this style to 3pt after.

1.7.2 Format the highlighted text “SAPS or the Metro Police”: with this

new style you created in QUESTION 1.7.1. (6)

1.8 1.8.1 Add a footnote to the text “skid marks”, which is highlighted in blue
under the subheading ‘Taxi and pedestrian accident case’. (2)
1.8.2 Change the number format to Roman figure i. Q)

1.8.3 Text in the footnote should read: “Skid marks are marks left on the

roadway from a vehicle that has locked its brakes.” (2)
1.9 Insert a section break before the main heading (Background) which will
display the next section on a new page. Q)

1.10 Add a Table of Contents at the top of the first page.

e Show Heading 1 and Heading 2 Styles. 3)
1.11 Add automatic page numbering in the centre of the footer. (2)
1.12 Add a drop cap to the first letter of the first paragraph of the document. Q)
Set the distance of the drop cap to 0.5 cm from text. Q)
Save and close the document. [35]
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6 COMPUTER APPLICATIONS TECHNOLOGY P1 (NOVEMBER 2014)

QUESTION 2: WORD PROCESSING

Mr Tommy, who owns a printing shop proposed that the top participants’ details and
results need to be captured in a suitable manner.

Work on ‘Q2_Results’.

2.1 Change the text ‘Children Safety’ and ‘Cycle Fun Race’ to WordArt, style
Gradient Fill, Gold, and Accent 4. (2)

2.2  Set the size of both pictures to be exactly 2.73 cm by 2.73 cm each. (3)

2.3 Align the pictures on either side of the WordArt and group them together with
the WordArt. (2)

2.4 A SmartArt Object (Vertical Object list) is already inserted underneath the first
three finalists of the race. Make changes to the object as indicated:

2.4.1  Change the colour of the object under the Colourful Range tab to
Accent Colours 4 to 5. (2)

2.4.2  Change the style of the object to be a 3-D Inset SmartArt Style. (1)

2.4.3  Enter the information/text (as indicated below) for the first three
finalists. 3

| E—

a

* Awie Jacobs

2nd

V7
y ¢ Jarred Salzwedel

2.4.4  Apply a Picture Fill effect to the 1 place holder using the image
Q2_SA flag.jpg. (2)

Save and close the document. [15]
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QUESTION 3: SPREADSHEET

The data for all the entries have been captured on a spreadsheet called Q3_Entries
Data. The Organising Committee need exact information based on Gender,
Amounts, Contact Details etc.

Open the file Q3_Entries Data.

3.1 Merge cells Al: L1 and apply a red fill colour to the merged cells. (2)
3.2.1 Change the height for row 1 to 34. (1)
3.2.2 Wrap text and vertically centre all the column headings in row 3. (2)

3.3 Freeze the column headings in row 3, so that they remain visible when you

scroll up and down the worksheet. (1)
34 In column H apply conditional formatting to display “Paid in” amounts which
are above R65 with any green fill colour. 3)

35 Use a function in cell D106 to calculate the number of riders in the 75 km
race. (3)
Note: All the 75 km riders are marked with the letter “L” in the race
type column.

3.6 Use a function in cell D107 to determine the total number of riders already
registered. All participants in the spreadsheet are registered. (2)

3.7 Use a function in cell H106 to indicate the number of riders who do not have
cell phone numbers. (2)

3.8 Add a function in H107 to calculate the amount already paid in by 75 km
riders. (4)

3.9 Some riders will do the 40 km race while others will do the 75 km race.

Use a suitable function in cell L4 to display 40 km if Race Type (Column C)
is marked with an “S”, if not, 75 km must be displayed. 4)

3.10 In cell J6 a cell phone number is incorrectly displayed as it does not have
the leading 0. Format the cell so that the number is displayed correctly:

076565889. (2
3.11 Insert borders in the range A3 to L104. (2)
[28]
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QUESTION 4: SPREADSHEET

The caterer for the Cycle race will be using a spreadsheet to create invoices for the
customers.

Open the Q4_Invoice spreadsheet and make the following changes to the Invoice
sheet.

41 4.1.1 Insertaformulain cell G8 to calculate the subtotal for each item. (2)
4.1.2 Copy the formula down to G12. (1)
4.2 Add a function in cell G16 to calculate the subtotal of the invoice. (2)

4.3 Use a function in cell G17 to calculate the discount of 10% if the subtotal of
the invoice is above R3 000, otherwise the discount should be indicated as

0. 3)
4.4 In cell G19, the VAT must be calculated as 14% of the total amount as in

G18 (after the discount has been deducted). 3)
4.5 Calculate the amount due in cell G20. (2)

Work in the Graph worksheet.
4.6 A chart can be used for analysing the prices.

4.6.1 Create a suitable chart to compare the unit prices of the platters
ONLY. (2)

4.6.2 Insert a relevant title and ensure that no legend appears. (2)

4.6.3 Set the Y-axis to end at 100 (maximum value) and display the axis

title as Price. (2)
4.6.4 Display the data values. Names of platters must appear in full on X-
axis. 1)
4.7 Hide sheet 1. (2)
Save and close the spreadsheet. [22]
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QUESTION 5: DATABASE

A number of schools in your area have decided to ask learners, educators,
governing body members and parents to do volunteer work during the K2K cycling
race to assist with the smooth running of the event. Each school involved in the
race has appointed representatives to act as team leaders. The particulars of the
team leaders have been stored in a database.

Open the database Q5 Volunteer_K2K and open the table Volunteer list.

Note that the values in the field Volunteer code indicate the following:

K2K_G Governing Body Chairman
K2K_E Educator

K2K_P Parent

K2K_L Learner Representative Council

8,9,10,11,12 Grade

5.1 Make the following changes to the design of the table. (Do not change or
edit any data in the table.)

5.1.1 Set a Primary key to an appropriate field in the table. (1)
5.1.2 Create a drop down list for the School field with the following values:
Mougins High
Kilmore High
Appleby High (2)

5.1.3 Set a suitable field property for the Volunteer Code field so that it
may not be left blank. (1)

5.1.4 Make use of a suitable property to ensure that the user must enter
10 digits in this field when adding a value for the Cell No field. (2)

5.2 Create a query that will display only the names, surnames, cell phone
numbers and Volunteer Code of the team leaders from Mougins High in
Grade 12.

Base this query on the Volunteers list table.
Save the query as Mougins High. (5)

5.3 Create a new query based on the Volunteer List Table that will do the
following:

5.3.1 Show only the fields Name, Surname, School, Volunteer Code and
Cell No of the K2K Volunteer List Table of all the parents,
educators and learner representative council who are involved in
both V_1° Aid and V_Vita C.

5.3.2 Sort the list alphabetically according to the school.

Save the query as K2K Volunteers. (6)

Copyright reserved Please turn over
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5.4 Open the List of Helpers form. Modify it to appear as follows:

K2K Volunteers 2014

[B] [W FBchosl]  [mougins High | Molinteercods] FISAirECalonr Sky Blue

Name

[CelinG

Email

VA0

@

)

0824782523 W Time Keepers

|gerrier@gmail.co.za

o

Vivitacl

]

Note the following important aspects of the form:

e The

form title K2K_Volunteers 2014 should be formatted with a Calibri

(detail) font and size 12 pt.

¢ Insert the image Q5 Helmet.jpg provided in your examination folder to
appear in the Form Header.

e Resize the picture to 3cm in height.

e Insert a 6 pt solid red rectangular border around the four fields of the
Detail section as shown in the screenshot above.

e Move the fields V_H20, V-1*' Aid, timekeepers and V_Vita C to the right

side

of the form, next to the other fields in the Detail section.

Save the form.

5.5 Create areport as follows:

5.5.1

55.2

5.5.3

5.54

5.5.5

5.5.6

5.5.7

Copyright reserved

Base the report on the table Volunteer list and include the following
];\Ilef;(rjnse., Surname, School, Volunteer Code, V_H20, V-1% Aid,
V_timekeepers, V_Vita C and T-shirt Colour.

Group the report first by School, and then by volunteer Code.

Sort the records according to the surnames.

The report must be in landscape orientation.

Save the report as List of Volunteers.

The title of the report must be Save our cyclists!

Make any adjustments, if necessary, to ensure that all headings and

details display in full In Print Preview. Also centre-align the detall
in the School field.

(9)

(1)
(2)
(1)
(1)
(1)
(1)

(2)
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5.5.8 Perform the necessary calculations in the report footer to produce
the following statistics:
e Total number of team leaders (volunteers) listed in the report
e Total number of schools, as indicated in the field School.
e Add a descriptive label for each calculation. (5)

Save and close all open files. [40]
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QUESTION 6: WEB DESIGN (HTML)

A basic HTML page on cycling accidents in South Africa has been created.
However, there are a number of errors, therefore it does not display correctly in a
browser. You have been requested to correct this website. Use the
Q6_Screenshot to assist you.

An HTML tag sheet (ANNEXURE 1) is provided for reference purposes.

Your final web page should look as follows:

The Burry Stander Foundation

On 3 January 2013 Bumry Stander lost his life on South Afnican roads while nding his bike. The Burry Stander Foundation
7as founded to be a catalyst for change 1n memory of the life of Burry Stander.

he Burry Stander Foundation 1s a charrty with one goal in mind, to leave a legacy for Burry Stander
by bringing about lasting change to save lives

e stand for more than just cyclists:

1. Pedestnans

2_ Cycling commuters
3. Motorbikes

mediate Goals

1. Drnve a nationwide petition to change legislation
2. Hand over petitions to government at mass nides 1n Cape Town and Johannesburg
3_ Pass the 1 5m passing mle into National law

How can you help?

+ Sign the petition and add your voice
* Pledge towards the Foundation to help fund what we stand for
+ Show your support, wear the armband

PEITITON

Open the file Q6_BStander_Foundation in your text editor, e.g. Notepad.
6.1 Set the title of the HTML document to ‘Zero Tolerance’.
6.2 Change the background colour of the page to green.

6.3 Format this text ‘The Burry Stander Foundation’ with tags and attributes in
order to display as Heading 1, with yellow text, and Centre aligned.

6.4 The rest of the text should be white.

(2)
(1)

(4)
(1)
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6.5 There is an image Q6_SA mug which is meant to display to the right of the
text in the first paragraph.

Correct the HTML code to display the image correctly. (2)
6.6 After the word ‘lost’ in the first paragraph, all the text in the document

appears in italics, instead of just the word ‘lost’. Correct that mistake. (1)
6.7 The list under the Heading ‘We stand for more ...” should be a humbered

list, NOT a bulleted list.
Correct the HTML code so that the list displays as a numbered list. (3)

6.8 Locate the text ‘Immediate Goals:’ Modify the necessary tags as follows:

6.8.1 Remove bold from the text. (1)
6.8.2 Underline the text. Q)
6.9 Locate the text ‘How can you help’ at the bottom of the document.
6.9.1 Centre this text. Q)
6.9.2 Display a horizontal red line above and below the text ‘How can
you help’ by adding HTML code. (2)
6.10  The text ‘Petition’ should be Jokerman font. (2)
Save and close all documents. [20]
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QUESTION 7: INTEGRATION
Open work book Q7_Export.
7.1 Remove sheet 2 from the workbook.

7.2 7.2.1 Copy the chart from Fatalities sheet to a new word document named
Q7_Fatalities. N.B. Ensure that the data can be updated each time
the source data is edited.

In Q7_Fatalities:

7.3  Use a feature of the word processing application to add a caption, Figure 1,
to the chart.

7.4 Insert the PowerPoint presentation file Q7_Slide Show as an icon at the top
of page of Q7_Fatilities above the chart and link it to the original file
location. Save and close the document.

Open the Database file Q7_Working Men.

7.5 7.5.1 Import the spreadsheet Q7_Manager_Details to a new table in this
database.

7.5.2 DO NOT include column Date of Birth into the import.
7.5.3 DO NOT use a primary key.

7.5.4 Ensure table is renamed to Q7_Manager_Details. Save and close
the document.

The file Q7_Hard facts in your Exam folder was saved as a text file by mistake.

7.6 7.6.1 Save this file in Rich Text Format under the same name (Q7_Hard
facts). (Do not delete the original text file.)

7.6.2 Change the Author property of the file download.jpg found in the
Q7 Data folder to your own name and surname.

7.6.3 Change the file Q7_Hard facts.rtf to read-only.

7.7  How many files are contained in your Q7_DATA folder? Fill your answer in
the space provided on the Question_7 Answer sheet.

7.8 7.8.1 Change the order of the fields in this folder, from left to right, to Size,
Name and Type.

7.8.2 Paste a screenshot of the contents of the folder in the space
provided in the file Question_7 Answer sheet.

7.9 Protect the file My bike.docx located in the Q7 Data folder with the
Password NOV_14.

Save and close all open documents.

TOTAL:

(1)

3)

(1)

(2)

(1)
(1)
(1)

(1)

(2)

(1)
(1)

(1)

(1)

(1)

(2)
[20]
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ANNEXURE 1

Document | <html> </html>

tags <head> </head>
<title> <ftitle>
<body> </body>

Heading <h1> </h1>

elements : :
<h6> </h6>

Tag <p> </p>

elements <br/>
<hr/>

Text <b> </b>

formatting | <i> <[i>
<strong> </strong>
<em> </em>
<u> </u>
<sup> </sup>
<sub> </sub>
<del> </del>
<code> </code>

Alignment | <p align="left"> </p>

{TITH

(also "right", "justify" "center")

Font <p><font> size="5"> </font></p>
formatting | (also face=, color=)

Body <body bgcolor="green" </body>
colour
Link <a> </a>
syntax <a href="URL"> </a>

<a name="Mark"> </a>

<a href="#Mark"> </a>

<a href="C:/Accessories/Image.doc"> </a>

Images <img src="image/pic.jpg" width="105" height="150"/>

syntax

Image <img src="image/pic.jpg"valign="middle"/>

alignment

Lists <ol> (numbered list) </ol>
<ol type="a">(also A, I, i) </ol>
<ul> (bulleted list) <ul type="circle">(also disk, square) </ul>
<li>List item </li>
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