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Computer Applications Technology, Grade 12 

June 2017, Practical Examination MARKSHEET 

 

NAME: _________________________________  CLASS: _______ / 180 

Q1 
45 

Q2 
15 

Q3 
57 

Q4 
43 

Q5 
20 

TOTAL 
180 

      

Question 1 – Total: 45  

Item / Criteria Max  

1_Market (Word processing)  

1.1 

Logo 
Orange disc appears behind rectangular shape  
Border removed from text ‘Highrise Secondary’  
Shapes grouped  

 
[ Test grouping: move graphic on page: whole graphic must move ]  

3 

 

1.2 

Citation on first page 
Inserted citation to source authored by Stevenson R.L.  
[ Marking: hover mouse over citation – it should turn grey; 

Do not penalise if placeholder NOT removed ] 

1 

 

1.16 

Table of Contents 
Format = Modern  
Only 2 levels shown  

 
[ Note: Page numbering may differ from that shown above – if 

Q1.3 was not done ] 

2 

 

1.17 

Table of figures 
Inserted under heading ‘Pictures’  
[ Note: Page numbering may display as either Roman or Arabic 

numerals, depending on whether Q1.3 was done. 
Accept either 1 or 2 entries – if Q1.6 was done or not. 
Check for presence of field by right-clicking – turns grey. ] 

1 

 

1.3 

Page numbering 
Number format = 1, 2, 3, ...  
Numbering starts from 2nd page, numbered from 1 onwards  
How to: Format page numbering to start at 0 

2 

 

1.4 
Track changes 
Accepted two Track Changes under ‘Location & facilities’  

1 
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Item / Criteria Max  

 

1.5 

Text in blue under ‘Traders’ 
Text removed from shape  
 [ This solves ‘skew text’ problem; do NOT penalise if shape not 

deleted ] 
Character spacing changed to Normal  
 [ This solves ‘squashed text’ problem ] 
How to: 

1. Click shape, and select all text in it (also paragraph mark) 
2. Ctrl-X 
3. Delete shape 
4. Paste, using ‘Merge Formatting’ 

Alternate solution (text remains in shape): 
1. Shape Effects  3-D Rotation  No rotation 
2. Change character spacing to Normal 

[ Do not penalise if paragraph appears slightly indented ] 

2 

 

1.6 
Caption: picture under ‘Items on sale’ 
Inserted automatic caption under picture  
Caption text = ‘Figure 2: Trinkets’  

2 
 

1.7 

Styles 
Size of Heading 2 style = 13 pt  
Heading ‘Other activities’ formatted with Heading 2 style  
[ Marking: Check that style itself has been modified (use Styles 

group, or Styles box), and not direct formatting ] 

2 

 

1.8 

Tabs: text in blue under ‘Responsibilities and portfolios’ 
(Existing) centre tab moved to 8 cm  
Right tab inserted  at 15 cm    with leader line  
 [ Do not penalise if leader type <> 2; 
 -1 if tabs on all 8 lines not consistently used ] 

4 

 

1.9 

Endnote under ‘Finances’ 
Endnote to text ‘registered charities’ inserted, that appears at end of 
current section, i.e. just after Bibliography  
Endnote text = ‘4Life and others’  

2 

 

1.10 

Table under ‘Finances’ 
‘Repeat Header Rows’ selected in Data group  
Top left side of table formatted as shown: 
 Cell with text ‘Grade 8’ split to have two rows     
 Moved text ‘Grade 9’ into open cell  
 Merged cell with text ‘Craft workshops’ with 4 cells below it  

 
Added formula =SUM(ABOVE) to open cell in bottom row  
 [ Marking: click on answer – it should turn grey – R14422.35 ] 
Rightmost two columns of table completed: 

 

8 

 



 

Page 3 of 11 
 

Item / Criteria Max  

Correct records  for May 2017  
 copied from Expenditure and pasted into table as shown  

1.11 

First paragraph under ‘Workshops’ 
Text box inserted AND correct text moved into text box  
Text box border removed  
Text in text box centre-aligned   
Small caps font effect applied to text in text box  
[ Note: The same result can be achieved by using columns, in which 
case the first two marks should be allocated as follows: 

 Two unequal-width columns (approx 10.5 cm and 4.9 cm) 

 Column break (or Enter) used to separate text as shown ] 

 

4 

 

1.12 

Bibliography  
City of publication for source ‘Selling the Invisible’ = New York  
Bibliography updated (city of publication shows correctly)  
[ Marking: perform an update on the bibliography (but DO NOT 

SAVE!), to confirm that the source was corrected; no marks if the 
source was not changed to New York. ] 

2 

 

1.13 

Appendix 1: list of traders and stall types 
Formatted list as shown below: 

 
Data sorted by stall type (4th data field)   
Formatted in 3 columns  with a line between  
Column breaks used to put each stall type in its own column  
[ Note: Sorting can be done either by first converting text to table 

(and sorting by 4th column), or by using Sort in the 
Paragraph group (and sorting by Field 4) ] 

5 

 

1.14 

Appendix 2: on new page 

Section Break (Next Page) added just before heading Appendix 2  

 [ Also accept use of the Enter key, or a Page Break, in which 

case ‘This point forward’ option (to set in portrait orientation) 

inserts the section break automatically ] 

Page containing Appendix 2 (only) in portrait orientation  

2 

 

1.15 

Appendix 2: chart and data 
Chart and data (green shaded cells) in TicketsMay17 spreadsheet  
pasted as a link under heading ‘Appendix 2’  
[ Marking: right-click and check for ‘Update Link’ option; 

do NOT penalise if placeholder not removed ] 

2 

 

 TOTAL 45 
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Question 2 – Total: 15 

Item / Criteria    Max  

2_Undertaking (Word processing) 

2.1 
Right margin 
Set to 2 cm  

1 
 

2.2 
– 

2.3 

SmartArt diagram 
Removed shape ‘Other’  
Layout changed to Multidirectional Cycle  
Grey paragraph shading removed  

 

3 

 

2.4 

Email address 
Created mailto: hyperlink on email address  
Screentip = ‘Send email’  

   
[ Also accept hyperlink text: mailto:d.stryver@highrise.co.za ] 
How to add hyperlink: 
‘manually’ via Insert Hyperlink dialog box (then hyperlink text as shown 
above), or click next to email address and press spacebar 

2 

 

2.5 

Form fields 
Category: Removed ‘Other’ from list of items  
 Changed order of items to ‘Learner’, ‘Teacher’, 

‘Parent’  
Electricity: Help text changed to: 

‘Check this box to indicate that you REQUIRE 
electricity.’  

 [ Accept EITHER Status Bar help text changed, OR 
Help Key (F1) help text changed, OR both changed ] 

3 

 

2.6 

Text box with dotted line border 
Hanging indent set to 1.25 cm  
[ Also accept use of tab key – check with Show/Hide ] 

  

1 

 

2.7 

Heading ‘Agreement’ 
‘Keep with next’ pagination option applied  

 
[ Do not accept ‘Page break before’, or a hard enter (Ctrl-Enter) ] 

1 

 

2.8 

Mail merge 
Used Traderlist spreadsheet as data source  
Inserted both merge fields correctly (Trader & Selling)  
Merge completed, and merged document saved in exam folder  

 

 

 

 

mailto:d.stryver@highrise.co.za
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Item / Criteria    Max  

Merged document has 12 records (24 pages) – only those who did 
NOT sign  

 
[ Filtering could be done either in Excel or in Word. 
 Do not penalise if placeholders NOT removed. 
 Do not penalise if merged document file name <> 2_Merge. ] 

 

 

 

 

 

 

4 

 TOTAL 15 
 

 

 

 
  



 

Page 6 of 11 
 

Question 3 – Total: 57 

General guidelines:  

 Do not award or deduct marks for the presence or absence of absolute cell addressing ($), except where 
indicated (e.g. questions 3.6 and 3.18)   

 Accept the method of ‘building blocks’, whereby an easier-to-work-with intermediate result is obtained, or 
a (complicated) formula / function is simplified, through the use of nearby open cells (e.g. question 3.10) 

Item / Criteria    Max  

3_Income (Spreadsheet) 

May 17 worksheet 

3.1.1 
– 

3.1.3 

Formatting 
Column G  Width changed to 3  
Cell I1 Orientation changed to 90°  
Cell K1 Wrap text applied  

3 

 

3.2 
Cell H3: Total value of ticket sales Gr8–12 
=SUM  (TicketSales!A56:E56)  Ans = R6,315 
[ Accept e.g. =TicketSales!F56, with SUM done in TicketSales!F56 ] 

2 
 

3.3 

Cell H7: Stall hire plus 15% of sales 
=B7 + 15%  * C7  
 or: =B7 + 0.15 * C7 
 or: =B7 + 15 / 100 * C7 Ans = R3,898.05 

2 

 

3.4 
Cell H22: Amount for fund-raising projects 
=H16 - H20  - H21  Ans = R7,733 

3 
 

3.5 
Print area of worksheet 
Set to cell range A1:I16       [ Marking: Page Setup  Sheet tab ] 

1 
 

TicketSales worksheet 

3.6 

Cell G3: Amount due by Elsa Petani 
=F3 * $F$1  
 or: =F3 * F$1 
Correct use of absolute cell referencing  Ans = R90 
[ Accept a Cell Name in place of absolute cell referencing ] 

2 

 

3.7 

Cell J4: How many sold 10 or more tickets 
=COUNTIF  (F3:F52,  ">=10"  ) 
 or: =COUNTIF(F3:F52, ">9") Ans = 18 
 or: =COUNTA(F3:F52) - COUNTIF(F3:F52, "<10"), etc.  

3 

 

3.8 
Cell J8: Average no. of tickets sold by senior learners 
=ROUNDDOWN(AVERAGEIF(A3:A52, ">9", F3:F52), 0) 
=ROUNDDOWN  ( ..... , 0)  Ans = 7 

2 
 

3.9 

Cell J12: How many sold all tickets issued to them 
Various solutions are possible. Consider the following formula / functions in 
column H, and the corresponding functions in cell J12: 
Formula / function in column H   
=E3 - F3 
=IF(E3 = F3, 1, 0) 
=IF(E3-F3=0, "YES") 
=E3=F3 
Corresponding function in cell J12   
=COUNTIF(H3:H52, 0) 
=SUM(H3:H52) 
=COUNTIF(H3:H52,"YES") 
=COUNTIF(H3:H52,TRUE) Ans = 9 
[ Half marks can be awarded if the learner evidently understands what 
must be done, but a function / formula is not 100% correct. Teacher to use 
own discretion. ] 

4 

 

3.10 

Cell J15: Value of tickets not sold 
( No. of tickets issued  – No. of tickets sold  ) x ticket price  
Correct use of brackets  
Or  
Value of  no. tickets issued  – value of  no. tickets sold  
 =  ( SUM(E3:E52) - SUM(F3:F52) ) * F1 

4 
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Item / Criteria    Max  

 or: =SUM(E3:E52) * F1 - SUM(F3:F52) * F1 
 or: =SUM(E3:E52) * F1 - SUM(A56:E56) 
 or, using formula =E3-F3 in column H as above: 
      =SUM(H3:H52) * F1 Ans = R2,010 

3.11 

Cell D10: Text concatenation 
Stander, Beth 
Surname followed by a comma  followed by one space  
 followed by name  
=C10 & ", " & B10 
 or: =C10 & "," & " " & B10 
 or: =CONCATENATE(C10, ", ", B10), etc. 
[ No marks if entered simply as text, i.e. ‘Stander, Beth’ ] 

3 

 

Traders worksheet 

3.12 
Column I: Conditional formatting of sales amounts 
Top  20%  formatted differently to other values in this column 
[ No marks if conditional formatting NOT used ] 

2 
 

3.13 

Cell F4: Stall hire fee for types A, B, C 
=IF(E4 = "C", 40, IF  (E4 = "B"  , 50,  60  )) 
 or: =IF(E4 = "C", 40, IF(E4 = "A" , 60, 50 )) 
 or: =IF(E4 = "A", 60, IF(E4 = "B", 50, 40)) , etc. 

4 

 

3.14 

Chart 
Legend removed  
Data labels:  Category Name  
  Percentage  
[ -1 mark for any additional data label/s present ] 

 
 

3 

 

3.15 
Cell M23: 5th highest sales amount 
=LARGE  (I3:I47,  5  ) Ans = R324 

3 
 

3.16 
Cell M25: Total stall hire fees not paid 
=SUMIF  (G3:G47,  "",  F3:F47 )  Ans = R370 

4 
 

3.17 

Cell M27: Days between earliest payment and May market 

=K35  - MIN  (G3:G47)  

 or: =K35 - SMALL(G3:G47,1) 

Formatted as General or Number  

[ Ignore decimal places, if formatted as Number; -1 mark if order is 

reversed, i.e. = MIN(G3:G47) - K35 ]   Ans = 80 

4 

 

3.18 

Cell H29: Month in which Lombard A made payment 

=IF  (G29 = "",  "Not Paid",   

                     VLOOKUP  (MONTH(G29),  $K$3:$L$14,  2  ) ) 

Correct use of absolute cell referencing  

[ Accept a Named Range in place of absolute cell referencing ] 

8 

 

 TOTAL 57 
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Question 4 – Total: 43   

Item / Criteria    Max  

4_DBase (Database)  

4.1.1 
– 

4.1.6 

Table: Stalls (table design – field properties etc.) 
Trader: Size = 20  
Type: Required = Yes  
Electricity: Added new field  
  Data type = Yes/No  
  between Type and Chairs fields  
Chairs: Default value = 1   
Deposit: Validation rule: <=  60  
  or:  < 60.01   
Code: Input mask: >  L  0  9  
  or:  >L0# 

12 

 

4.2 

Query: qry4_2  
Created, based on Traders table  
Fields added: Trader, Cellphone, Category, Helpers, 

Indoors  
Helpers field: NOT displayed (shown)  
  Criteria: >0  
    or:  >=1 
Sorted in ascending order by Indoors field  

 
[ 29 records expected ] 

5 

 

4.3 

Query: qry4_3  
Category criteria: "Parent" Or  "Teacher"  
  [ Also accept on different rows ] 
  "Learner"  
   [ Must be on different row ] 
Undertaking criteria: <  #15/03/17#   
  [ Must be on same row(s) as "Parent" Or 

"Teacher", and NOT on "Learner" row:  
-1 mark if this not the case. 
Hash marks (#) are added by Access. ] 

 
[ 24 records expected ] 

5 

 

4.4 

Query: qry4_4 
Calculated field: Avg_Amt:  ( [Apr 17]  + [May 17]  ) / 2  
  Correct use of brackets  
New field formatted as currency   

 

6 

 

4.5 

Form: frm4_5 
Background colour of header section changed to any colour  
Undertaking text box: Long Date format  
Category combo box: values = Parent, Teacher, Learner  
  [ in any order ] 
Selling text box: left-aligned  
Total text box: = [Apr 17] + [May 17]  

5 
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Item / Criteria    Max  

 

4.6 

Report: rpt4_6 
Alternate row colour (any colour) added to Detail section  
Font size of all field headings = 13  
Grouped by Trader  
Trader footer / header: 
 Text box added  
 Function in text box: =Count(*)  
 or: =COUNT ( [ field name ] ) 
 Label = ‘Traders in category’    
Report footer: 
 Function in Text Box:  =SUM  ( [May 17]  –  [Apr 17]  ) 
 or: =SUM([May 17]) – SUM([Apr 17]) 

10 

 

 TOTAL 43 
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Question 5 – Total: 20 
General guidelines: 

 In marking, it is best to use the same browser as the one the learners used. 

 Spelling errors may generally be ignored, where learners were required to enter  
text (not HTML code). 

 The closing slash ( / ) and the double quotation marks enclosing attribute values may be 
omitted in certain cases, but only where the implementation of the answer is NOT affected, i.e. 
the display of the page in a browser must be as if these were present.   

Item / Criteria    Max  

5_Webpage (HTML) 

5.1 

Image Snacks 

<img src = "Snacks.png" alt = "Transacting at the 

market" align = "right" width = "300"/> 

src = "Snacks.png"  

alt = "Transacting at the market "  

 [ Do not penalise for minor typing errors in alt text ] 

align = "right"  

width = "300"  

4 

 

5.2 

Text ‘Highrise Secondary School Market’ 

<h1>Highrise Secondary <br/> School Market</h1> 

Text enclosed between tags <h1> ... </h1>  

<br/> tag between ‘Secondary’ and ‘School’  

 [ Also accept <br> ] 

2 

 

5.3 

Paragraph under ‘Highrise Secondary School Market’ 

<i>Saturday 24 June</i> 

Text ‘Saturday 24 June’ enclosed between tags <i> ... </i>    

<font color = "red">COLOURFUL STALLS </font> 

<font ... > COLOURFUL STALLS </font>  

color = "red"  

3 

 

5.4 

Bulleted list 

<ul type = "circle"> 

  <li>Pastries</li> 

  <li>Clothing</li> 

  <li>Craft</li> 

  <li>Bric-a-brac</li> 

  <li>Produce</li> 

</ul> 

type = "circle"  
Changed opening tag <li> after ‘Produce’ to a closing tag </li> 

2 
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Item / Criteria    Max  

5.5 

Text from file Themes 

<p> 

We have decided to link a specific theme to each 

market. This will provide a focus around which 

stalls may be fitted out (decorated and stocked), 

and in some cases may generate new ideas for both 

content and presentation. These themes must be 

advertised well in advance, to enable traders to 

prepare adequately. The table below gives the 

themes that have been planned for the next few 

markets.  

<p> 

Text from file Themes   

added to paragraph under ‘Market themes’, in position shown, i.e. 

before last sentence ‘The table below ... markets.’    </p> 

2 

 

5.6 

Table 
<table border = "1" bgcolor = "lightcyan" 

cellpadding = "3" cellspacing = "5"> 

<tr> 

  <th>Date</th> 

  <th>Theme</th> 

  <td rowspan = "4">Reserved</td> 

  </tr> 

...... 

</table> 

cellspacing = "5"  
Changed two table data tags in first row from <td> ... </td>  
 to table header tags <th> ... </th>  
Removed <td rowspan = "4">Reserved</td> from first row  

 

3 

 

5.7 

Hyperlink text ‘CLICK HERE’ 

<a href = "Stall_Ideas.pdf">CLICK HERE</a> xxxxxxxxxxxxxxxxxxxxxxxxxxx  

<a ... >CLICK HERE</a>  
href = "Stall_Ideas.pdf"  

2 

 

5.8 
Horizontal line 
<hr size = "2" /> 

size = "2"  
1 

 

5.9 

Text ‘NB: Check dates with Mrs Stryver!’ 
<!-- NB: Check dates with Mrs Stryver! --> 

Text enclosed in a comment tag  <!-- ... -->  
1 

 

 TOTAL 20 
 

 

 


