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2 COMPUTER APPLICATIONS TECHNOLOGY — FIRST PAPER (CATN) (MEMO 06/09)
QUESTION 1
Number | Allocation of marks Comments Subtotal | Total
1.1 Move all spreadsheetsv’ from Documents

to Accountsv’ 3
1.2 Create folder Newv" as subfolder of

Documentsv’ 2
1.3 Largest filev' movedv” to Accountsv’ —

Draft Items.doc 3
1.4 Dress Codes.docv’ changed to rtf filev’ 2
1.5 Both wave files (Speech1.wav and

Speech2.wav) selectedv’

Flag.bmp file selectedv’

Screenshotv’ of gq1folder contents pasted

into Question1.doc. v 4
1.6 Both sound filesv' have had their read-

only property changedv’ 2
1.7 Author property alertedv” to Helga

Achillesv’ 2
1.8 Shortcut to Current folderv’ 1
1.9 Remove passwordv v/ 2
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(MEMO 06/09) COMPUTER APPLICATIONS TECHNOLOGY — FIRST PAPER (CATN) 3
QUESTION 2
Number | Allocation of marks Comments Subtotal | Total
21 Change orientation to portraitv’
Top margin 1.5 cmv’ 2
2.2 Font of entire document changed tov’
Times New Romanv’
14 ptv’ 3
2.3 Heading WordArtv'
16 pt font sizev’
Center horizontallyv’ 3
24 Autoshape:
2.4.1 | Horizontal scroll barv’ 1
2.4.2 | Yellow fill colourv’ 1
243 |1cmv x7.5cmv 2
2.4.4 | Add text FAST & FURIOUSY 1
2.4.5 | Border must appear in green colourv’
Line thickness 1.75 ptv’ 2 7
2.5 All designationsv’
Appear against right margin with use of tabsv’ 2
2.6 Section breakv’ 1
2.7 Delete VOTING paragraphv’ 1
2.8 Paragraph spacing changed to 12 ptv’
after each paragraphv’ 2
29 Automaticv’ numberingv” to all items of
minutesv’ 3
2.10 Insert ‘Confidential” v/
as a printed watermarkv’ 2
2.1 Insert today’s datev’
Update automaticallyv’
in footerv’ 3
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QUESTION 3

Number

Allocation of marks

Comments

Subtotal | Total

3.1

Create new paragraph style sports club:

Arialv’
Greenv
Left indent: 1 cmv’

3.2

Apply paragraph style to first 2
paragraphsv’

3.3

Add Table of Contentsv’
under heading ‘Contents’v’

3.4

Adjust heading ‘Organisation’v’
Table of Contents updated and reflects
new entry v’

3.5.1

Convert text to tablev’

3.5.2

3 columnsv’

3.5.3

Outside lines double linesv’
Inside lines broken linesv’

3.6

Replace ‘football’ with ‘soccer’v'v’
Colour red v

9x

3.7

Page numbersv’
centered in headerv’
Numering not on first pagev’

3.8.1

Insert footnote after ‘multi-sport club’v’

3.8.2

Footnote: ‘A club with more than one
sport’v’

3.8.3

Footnote referenced by webdings
symbolv’

3.9

Reject two track changesv' v’

Delete: See list of

college ..

Insert: or six

3.10

Create hyperlink on word institutionv’
to document g3clubsv’
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QUESTION 4
Number | Allocation of marks Comments Subtotal | Total
4.1 =C2v'+D2v or sum (C2 : D2) 1 mark per reference 2
4.2 =E2v*($J$2v +$J$3v) v 1 mark per reference
1 mark absolute
addressing 4
4.3 =SUMVY (F2:F7)v 1 mark for function
1 mark for cell range 2
4.4 =ROUNDv (AVERAGEY 1 mark round function
(E2:E7V),0v) 1 mark average function
1 mark cell range
1 mark round criteria 4
4.5 =UPPERY (LEFTV (A2,3v)) 1 mark upper function
1 mark left function
1 mark criteria 3
4.6 Date in centre of headerv’ — updated
automaticallyv’ 2
4.7 =J2*1.1 OR
=J2+10% *J2 vV 2
4.8 Copy data to Sheet 2 without
formulas. Paste special. v/ 1
[20]




6 COMPUTER APPLICATIONS TECHNOLOGY — FIRST PAPER (CATN) (MEMO 06/09)
QUESTION 5
Number | Allocation of marks Comments Sub- | Total
total
5.1 Conditional formatting in column Gv/
>800v" in yellowv” background v’ 4
5.2 =IF(G2<700,0,IF(G2<850,100,250))
v v v v
OR
Suitable VLOOKUP 4
5.3 Sort table descendingv” according to
points v/ 2
54 Chart inserted: Order of names may differ
e Correct data ranges used | according to the sorting in
B2:B17v;G2:G17v Q5.3 2
e On v sheet called Pointsv’ 1
e BarChartv 1
e Heading : Point Summary 1
in Comic Sans 16 v'v/
e Values shownv' in middle 2
of bars v/ 1
e Values at 45° angle v 1
e Bar with highest points 1
different colour v/
e Horizontal axis minimum 1
value set to 50 v/ 1 12
5.5 =COUNTIF(Sheet1!H2:H17,"Y") 1 mark function 1
v v v 1 mark cell range 1
1 mark criteria 1 3
5.6 =SUMIF(Sheet 1!D2:D17,19, 1 mark function 1
v v v 1 mark cell range 1
Sheet 11G2:G17) 1 mark criteria 1
v 1 mark cell range 1 4
5.7 =IF(AND(H2="Y",E2="F"),"Yes","") 1 mark IF function 1
v v v v v 1 mark AND function 1
2 mark equations 2
1 mark values 1 5
5.8 Rename Sheet 2 to Summaryv’ 1
[35]
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QUESTION 6

Number | Allocation of marks Comments Sub- | Total
Total

6.1.1 New table Trainersv’ 1

6.1.2 Correct fieldsv/, data types v & field 1 mark for field names
sizesv’ used for table 1 mark for data types

No Primary key v/ 1 mark for field sizes

1 mark for no primary key

—_— o

6.1.3 Import datav’ from q6trainerdata.xlsv’ 2

6.1.4 Form createdv’ of Trainerdatav’
Justifiedv’

Form headerv’

Header in Arial 16v’

= A AN

6.2.1 IDv' — primary keyv’ 2

6.2.2 Validation rule added to categoryv’ 1
IITII Or IIFII Or IIRII/ 1
Suitable error messagev’ 1 3

6.2.3 Record fieldv' change to required. v/ 2

6.3.1 Query1 (5 Records)
Category criteria: T v/ 1
Prize money criteria:>15000 v/ 1

Only Event, Record and Name fields
shown v/ 1 3

6.3.2 Query2 (11 Records)
Category criteria: “R” OR “T” v'v/
Date criteria: <#1995-01-01# v'v/ 4

6.3.3 Query3 (All Records)
New calculated field v/
called Incentive added v

Incentive: [Prize Money]*1.1
v v v 5
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6.4

Report — repPrizemoney

e Report based on query v that
excludes records with prize-
money below R10 000 v/

¢ All fields displayed v/
e Report appears in landscape v
e Grouped according to category v’

e Suitable label v and text box in
group footer v/

e Calculation in text box in group

footer. =SUM ( [ Prize Money ])
vv

¢ Athletes sorted alphabetically
within their respective groups v’

e Candidate’s name or exam
number appears v in the report
footer. v/

[ N N (I . -

6.5

Export AllRecords tablev’ to
spreadsheet format

Saved as qg6principal . xIsv' v’
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QUESTION 7

Number

Allocation of marks

Comments

Sub
total

Total

7.1.1

All data copied v to g7l/etter.doc. v’

Data updated automatically (Pasted as
linked object) v/

7.1.2

Row added to the bottom of the tablev’
Word formula added =SUM(ABOVE) v

7.1.3

Copy and paste graph to the right of the
table v

Graph resized (Smaller) v/
All text and graph visible v/

7.2

Mail merge:
Correct merge fields v'v/

Sent to sponsors who have NOT received a
letter (6 letters when merged) v

Sorted alphabetically v/
Saved as q7completedmerge.doc v

2 marks if all merge
fields are present

1 mark if only some of
the merge fields are
present

7.3.1

Relevant data from the spreadsheet copied
as a table to Word document. v/

Column added to right of the table v/
Heading Allowance added to the collumn v/

All trainers who have their own transport v/
have R 250 displayed v/

All trainers who do not have their own
transport v' have a R 0 displayed v

Values formatted as currency v/
Table formatted: Word wrap v* borders v/

10

7.3.2

Password TrainMe v' added to document v/

2

[25]

TOTAL: 200





<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles false
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
    /AlisonRegular
    /Arial-Black
    /Arial-BoldItalicMT
    /Arial-BoldMT
    /Arial-ItalicMT
    /ArialMT
    /ArialNarrow
    /ArialNarrow-Bold
    /ArialNarrow-BoldItalic
    /ArialNarrow-Italic
    /ArialRoundedMTBold
    /GoudyStout
    /IDAutomationHC39M
    /OCRAbyBT-Regular
    /OCRAExtended
    /OCRAStd
    /OCRB10PitchBT-Regular
    /Tahoma
    /Tahoma-Bold
    /TimesNewRomanPS-BoldItalicMT
    /TimesNewRomanPS-BoldMT
    /TimesNewRomanPS-ItalicMT
    /TimesNewRomanPSMT
    /Verdana
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [595.276 841.890]
>> setpagedevice


