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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 ALL the files needed for the examination or you will 

be told where the files can be found on the network.  If your work is 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 name 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 is required by the question.  
   
7. At the end of the examination you must hand in ALL your files 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 function of the program 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 formulae are correct when 
they are copied to other cells in a spreadsheet.  

   
12. 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.  

   
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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NOTE: 
The examination folder that you will receive with this question paper contains the folder 
and the files listed below.  Ensure that you have the folder and ALL these files before 
you begin this examination: 
 
A folder called EXAM DATA with files and a subfolder called: 
 

 q1Form Word processing file 
 q2Letter Word processing file 
 q2Address Database file 
 q2Table Spreadsheet file 
 q3Incredible Spreadsheet file 
 Upload Text file 
 q4Statistics Spreadsheet file 
 q5Stock Database file 
 q5Table Spreadsheet file 
 q6Web Folder 
 q6Digital HTML file (inside the q6Web folder) 
 q6Computer Image file (inside the q6Web folder) 
 q7Answers Word processing file 
 q7Computers Word processing file 
 Group Image file  

  
SCENARIO:  
  
Technology has a profound impact on our country.  Your School Management Team 
has decided to promote CAT as subject as they believe it is of great educational value.  
Their main aim is to prevent a digital divide in your community.  They would also like to 
encourage web based learning and teaching in the classrooms. 
 
The School Management Team wants to involve the learners with the establishment of 
a new Computer Lab.  Your Learners Council asked you to assist them with some of 
the documents, as you are computer literate.  
  
QUESTION 1  
  
A document q1Form has been saved in your EXAM DATA folder.  This document will 
be sent by e-mail to parents.  The last page of the document is an electronic survey 
that parents need to complete.  The School Management Team requested that you 
make the following changes to this document:  
  
Open the file q1Form.  
  
1.1 Replace the current cover page with the Alphabet cover page.   (1) 
   
1.2 Justify the entire document. (1) 
   
1.3 Change the language of the entire document to English (South Africa). (1) 
   
1.4 Correct all spelling errors in the document. (1) 
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1.5 Apply automatic hyphenation to the entire document. (1) 
   
1.6 Apply the style Title to the main heading “COMPUTERS IN THE CLASSROOM: 

USES, ABUSES, AND POLITICAL REALITIES”, at the top of page 3 of the 
document. (1) 

   
1.7 Create an automatic Table of Contents below the heading “Table of Content”.  

Only headings formatted with the style Heading 1 must appear in the Table of 
Contents. (2) 

   
1.8 Change the highlighted paragraphs on page 3 to two equal columns with a 

1 cm/0.39 inches space between the two columns. 
 
Example:  

   
 

 (2) 
   
1.9 Change the computer bullets of the highlighted text on page 4 to 

(Wingdings 56)   bullets of 14 pt. 
 
Example:  

   
 

 (2) 
   
1.10 Replace all occurrences where two spaces were left between words with one 

space only. (1) 
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1.11 Format the WordArt heading reading “How to avoid digital divide” as shown in 
the example below:  

   
 

  
  Fill the WordArt with a Water droplets texture fill. 

 The WordArt must appear Horizontally centred as well as the image. 

 Adjust the spacing between the letters of the WordArt to Very Loose. (3) 
   
1.12 Remove the left paragraph indent from the text shaded in blue on page 5 of the 

document. (1) 
   
1.13 Find the following words in the document “Web Based learning”, and insert a 

number footnote on the same page with the following explanation of the words: 
“Online Education”. (2) 

   
1.14 Insert the following in the footer of the document: 

 

 Insert an automatic page number in the footer of the odd pages.  Note 
that the page number will not appear on the first page. 

 Insert the document file name as a field in the footer of the even pages. (4) 
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1.15 Add the following Reference Source to the document and create an automatic 
Bibliography below the heading “Bibliography” that appears on the second last 
page.  Use all the sources for your Bibliography.  

   
 

 (2) 
   
1.16 Format the electronic form at the end of the document to appear as follows:  
   
 

  
   
 NOTE:  Make use of the Legacy Form fields.  
   
 1.16.1 Switch the Form Field Shading function of the application on. (1) 
    
 1.16.2 Add a Drop-down Form Field to the right of the word “Title” with the 

following options Mr, Mrs, Ms and Dr. (2) 
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 1.16.3 Add Check Box Form Fields to the left of the words “CAT” and 
“Tourism”. (2) 

    
 1.16.4 Format the Text Form Field next to the heading “Today’s date” as 

follows: 
 

 change the Type to Current date and the  

 format to yyyy-MM-dd. (2) 
    
 1.16.5 Change the property of the Text Form Field for “Child’s Name” so 

that the name will automatically appear in the Uppercase when the 
user enters a name in the field. (1) 

    
 1.16.6 Insert a table for the ID number next to the heading “ID Number”. The 

table must have 13 columns and 1 row and the columns must be 
0.5 cm wide. (3) 

    
 1.16.7 Add a leader tab next to the word “Signature”.  The leader tab must 

start at 6 cm and end at 14 cm.  Use a solid line for the leader tab.    (2) 
   
1.17 Place a 3 pt wide double-line page border around the second last page only. (3) 
   
1.18 Add your name to the author property of the document. (1) 
   
 Enter your Name and Surname in the header of the document and save and 

close it. [42] 
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QUESTION 2  
  
The School Management Team needs to set up a Mail Merge document that can be 
used to send letters to those parents who do not have e-mail addresses.  They will 
complete the database at a later stage as many of the records have not been captured 
up to date.   
  
Open the document q2Letter.  
  
2.1 Edit the drop-cap effect so that it drops over 2 lines and does not appear in the 

margin. (2) 
   
2.2 Change the right-hand margin of the document to 1.5 cm. (1) 
   
2.3 Change the line spacing to exactly 15 pt for the entire letter. (1) 
   
2.4 Remove the picture watermark. (1) 
   
2.5 Use this letter as the basis for a Mail Merge.  Link the q2Parent table in the 

database file q2Address as the data source. (1) 
   
2.6 The letter contains the names of the fields in angled brackets e.g. 

<<PARENT_INITIALS>> to show you where to insert the merge fields.  Replace 
these placeholders with the correct matching merge fields.  (2) 

   
2.7 Paste the contents of the Table worksheet form the q2Table spreadsheet, as a 

linked object above the words “Yours in Education” and keep the source 
formatting. (2) 

   

2.8 Insert a mailing rule below the table.  The rule must display the message 
“Please hand in at the office!” if the learner is not a hostel border.  It must 
display the message “Please post to our school” for those who are hostel 
borders. (3) 

   
2.9 Complete the Mail Merge to a new document using only recipients who do not 

have e-mail addresses.  Save the original document q2Letter and save the 
merged letters as q2Merge. (2) 

   
 Save and close all QUESTION 2 documents. [15] 
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QUESTION 3  
  
The following spreadsheet shows the results provided by the Grade 12 team who 
gathered computer information.  Help the School Management Team to modify the 
spreadsheet.  
  
Open the file called q3Incredible.   
  
Work in the Incredible worksheet.  
  
3.1 Type the heading “Incredible Computer Stock” in Row 1.  The font size of the 

heading must be 25 pt. (2) 
   
3.2 Change the row height of Row 1 to 60. (1) 
   
3.3 Merge Cells A1:I1 and centre the text vertically and horizontally across the new 

merged cell. (2) 
   
3.4 Add any green border below the merged cell in Row 1. (2) 
   
3.5 Wrap the text in Row 2 and change the text alignment to Vertical Text. (2) 
   
3.6 Resize the row height of Row 2 and edit the data so that the heading appears 

similar to the example provided.  
   
 

 (2) 
   
3.7 Add the current date as a function to Cell J1.  The date must update 

automatically. (1) 
   
3.8 Rename the sheet Incredible to Info and change the Tab Colour to red. (2) 
   
3.9 Unfreeze the panes of the worksheet. (1) 
   
3.10 Format the Range E3:E83 so that it appears in South African currency. (1) 
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3.11 Format the date in Column F so that it displays in the following format:  e.g. 
30 January 2012 or 01 February 2012. (1) 

   
3.12 Correct the error in Cell C91. (1) 
   
3.13 Remove all the Conditional Formatting Rules from Column E and then add a 

new Conditional Formatting Rule to Column E, so that cells that have values 
above the average of the column have a red fill colour. (2) 

   
3.14 Add a function to Cell E86 to calculate the average of the Current Value data.  

Use the Round function to round the answer off to two decimal places. (4) 
   
3.15 Make use of functions to calculate the following:  
   
 3.15.1 Use a function to indicate how many items were listed under Model, in 

Cell C84. (2) 
    
 3.15.2 Determine the second largest number in the Current Value column by 

using a function in Cell C86. (2) 
    
 3.15.3 Add a function to Cell C88 to indicate the number of Printers (all types) 

listed in the Device Type column. (4) 
   
3.16 Sort the table first by the Room No column and then by the Device Type 

column.  Make sure that you only sort the Range A3:I83. (2) 
   
 Work in the Protect worksheet.  
   
3.17 Unprotect the Protect worksheet.  The password is stored as a comment in 

Cell A1 of the Protect worksheet. (2) 
   
 Work in the UserCodes worksheet.  
   
3.18 Calculate a random number from 0 to less than 100 in Cell B2 of the 

UserCodes worksheet.  Drag this function down for the rest of the users.  
Format the number so that no decimal places are shown. (4) 

   
3.19 Link Cell H4 in the Info worksheet to Cell B3 in the UserCodes worksheet.  The 

user code you have generated in QUESTION 3.18 will therefore be reflected in 
Cell H4 of the Info worksheet. (1) 

   
 Work in the Import worksheet.  
   
3.20 Import the data from the text file called Upload to the worksheet called Import. (2) 
   
 Remember to save and close the q3Incredible document. [43] 
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QUESTION 4  
  
The learners who are involved in the project used a spreadsheet to save statistics on 
computer sales.  They asked you to design a graph that will make it easier for them to 
interpret the data.   
  
Open the spreadsheet file called q4Statistics.  
  
Work in the Invoice worksheet.  
  
4.1 Insert the File Path on the right hand side of the header. (1) 
   
4.2 Calculate the subtotal owed in Cell F22. (2) 
   
4.3 Calculate the VAT in Cell F24 as 14% of the actual amount owed.  The actual 

amount owed is calculated by subtracting the Discount form the Subtotal. (2) 
   
 Work in the CHART worksheet.  
   
4.4 Use a function in Cell D27 to count the number of empty cells in the 

Range B7:D24. (1) 
   
4.5 Grade the computer sales people according to the total number of sales they 

made from January to March.  Make use of a function in Cell E7 to determine 
the grading.  
 
If the total sales for Mr Beukman is equal to and more than 800 the word 
“Excellent” must appear in Cell E7 and if his sales are less than 800 the cell 
must be left empty.  Fill the function down to the rest of the sales people. (3) 

   
4.6 Change the chart to a Clustered Column chart as shown in the example below.  
   
 

 (1) 
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100
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4.7 Add the title “Sales per Person Responsible” above the chart as shown in the 
example. (1) 

   
4.8 The minimum value of the Y-axis (Vertical axis) must be 50. (1) 
   
4.9 Display only the minor horizontal gridlines. (1) 
   
4.10 Show the values in reverse order. (1) 
   
4.11 The longest bar that is indicated in a red fill colour must be filled with any 

textured fill. (1) 
   
 Remember to save and close the q4Statistics file. [15] 
  
QUESTION 5  
  
The data collected during the investigation has been captured in a database.  Help 
School Management Team to edit the data where necessary so that it can provide 
useful information.  
  
Open the database q5Stock.  
  
Tables:  
  
The following questions refer to the table Incredible.  
  
5.1 Change the CurrentValue field so that it is displayed as follows:  
    
 5.1.1 The Data Type must be Currency. (1) 
    
 5.1.2 The Format of the Field Properties must be Currency (South African 

rand). (1) 
    
 5.1.3 The Decimal Places of the Field Properties must be set to 2 decimal 

places. (1) 
    
 5.1.4 Add a Description to this field reading:  “Current value of apparatus”.  (1) 
    
5.2 Add the following record to the Incredible table: 

 

 SerialNumber:  S6  

 Room:  D201 

 DeviceType:  Scanner 

 Model:  HP 2400 

 CurrentValue:  R1 300.00 

 DatePurchased:  2012/01/01 

 PersonResponsible:  Ms V Saunders 

 WorkingOrder:  Yes (2) 
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5.3 Add the following field below the PersonResponsible field: 
 

 Field Name:  Cellphone 

 Data Type:  Text 

 Field Size:  10 

 Input Mask:   restrict the entry to 10 numbers (5) 
   
5.4 Sort the table in descending order according PersonResponsible. (2) 
   
5.5 Show only vertical gridlines of the table. (1) 
   
5.6 Change the SerialNumber field so that it is the Primary Key field. (1) 
   
5.7 Change the Default Value of the WorkingOrder field to Yes. (1) 
   
5.8 Add a Validation Rule to the DatePurchased field so that the date cannot be 

before 1 January 2005.  The Validation Text for this field must read:  “Cannot be 
purchased before 1 January 2005”. (3) 

   
5.9 The Room field must be a Required field. (1) 
   
 Import data to create a new table called TextBooks.  
   
5.10 Import the Worksheet called Books from the q5Tabel spreadsheet to appear as 

an additional new table in your q5Stock database called TextBooks.  Use 
Row 1 of the worksheet as your Field Names. (3) 

   
 Save and close all tables.  
   
 Query:  
   
5.11 Create a query based on the Incredible table to find all HP printers.   

 

 Name the query Printers. 

 Show only the SerialNumber, Model and DeviceType fields in the query, 
and in this order. 

 Sort the query according to the Room field. (7) 
   
 Save and close your query.  
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 Form:  
   
5.12 Create a form called Stock. 

 

 Use all the fields from the Incredible table. 

 Use the Justified layout for the form. 

 The label in the Form Header must be changed so that it reads:  
“All Stock” 

 Change the background colour of the Detail section to green. 

 Insert the date in the Form Footer as a function. (6) 
   
 Save and close the form.  
   
 Report:  
   
5.13 Open the Items report and make the following changes to it:  
   
 5.13.1 Change the font colour of the heading in the Report Header to Red and 

centre the heading in the Report Header. (2) 
    
 5.13.2 Insert the Group.jpg logo (picture) to the right of the Report Header.  

The picture is saved in your EXAM DATA folder. (2) 
    
 5.13.3 Group the report by the DeviceType field and sort it by the Model field. (2) 
    
 Remember to save and close all your documents. [42] 
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QUESTION 6  
  
One of the School Management Team members created a web page to inform people 
about the Digital Divide.  Open the file q6Digital found in the q6Web folder.  Carry out 
the instructions below.  Use the application program Notepad to edit the web page.  
The final web page should resemble the screenshot below.  You may use the annexure 
(page 17) provided for this question.  
  

 
  
6.1 The title of the web page should be “Use of Internet”. (1) 
   
6.2 Insert a horizontal red line across the page below the words “DIGITAL DIVIDE” 

as in the example above. (3) 
   
6.3 The word “Introduction” must appear as a heading in the biggest heading font 

size possible and must be centred on the page. (2) 
   
6.4 “Why Now” and “Why use the Internet” must appear in a smaller heading font. (2) 
   
6.5 Correct the body tag so that the web page has a yellow background colour. (2) 
   
6.6 Format the word “E-Learning” in the second paragraph so that it appears in bold. (1) 
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6.7 Format the last two words “virtual classroom” of the web page, so that they 
appear in italics. (1) 

   
6.8 You must create two paragraphs under the heading “Why use the Internet” as 

shown in the example provided.  (1) 
   
6.9 Chang the last part of the document to a numbered list.  Each numbered point 

must start on its own line.  
 
Example: 
 
1. E-mail questions and queries 
2. Could create a virtual classroom (3) 

   
6.10 Insert the image called q6Computer.png found in the q6Web folder at the 

bottom of the web page.  Centre the image horizontally. (3) 
   
6.11 Correct the closing HTML tag. (1) 
   
 Remember to save and close the file. [20] 
  
QUESTION 7  
  
Open the word processing file q7Answers and type the answers for the first two 
questions in the space provided.  
  
7.1 How many times does the letter “e” appear in the file called q7Computers? (1) 
   
7.2 Enter the number of characters (with no spaces) found in the word processing 

file called q7Computers. (1) 
   
7.3 Save the q7Answer file in pdf format in your EXAM DATA folder. (1) 
   
 Save and close all your documents. [3] 
   
 TOTAL: 180 
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ANNEXURE: 
 

Basic HTML Tag list Grade 11:  
  

 Opening tag Closing tag 

Document tags <html>    
<head>   
<title>    
<body>  

</html> 
</head> 
</title> 
</body> 

Heading 
elements 

<h1> 
: 
<h6> 

</h1> 
: 
</h6> 

Tag elements <p>   
<br/> 
<hr/> 

</p> 
 

Text formatting <b> 
<i> 
<strong> 
<em> 
<u> 
<sup>   
<sub>   
<del>   
<code>   

</b> 
</i> 
</strong> 
</em> 
</u> 
</sup> 
</sub> 
</del> 
</code> 

Alignment <p align="left">  (also "right", "justify" "center") </p> 

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

</font></p> 

Body colour <body bgcolor="green"> </body> 

Link syntax <a> 
<a href="URL"> 
<a name="Mark"> 
<a href="#Mark"> 
<a href="C:/Accessories/Image.doc"> 

</a> 
</a> 
</a> 
</a> 
</a> 

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

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

 
</center> 

Lists <ol> 
<ol type="a">   (also A, I, i) 
<ul> 
<ul type="circle">   (also disk, square) 
<li> 

</ol> 
</ol> 
</ul> 
</ul> 
</li> 

 

 


