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Instructions and information 

1. Note that you will not be allowed to leave the examination venue before the end of the 

examination period. 

2. Save your work at regular intervals. 

3. Read through each question before answering or solving the problem. Do not do more 

than is required by the question. 

4. Note that no printing is required. 

5. During the examination you may make use of the help facilities of the programs which 

you are using. You may not use any other resource material. 

6. Note that if data is derived from a previous question that you cannot answer, you should 

still proceed with the questions that follow. 

7. Formulas and/or functions must be used for all calculations in questions involving 

spreadsheets unless specified otherwise – in other words do not manually calculate and 

type in the answers! 

 

Please note: 

You will receive together with the question paper an examination folder called Gr10_DATA, 

which contains the following files:  

 

This folder will be referred to as your exam folder. 
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Theme: School Market 

It has been decided to hold a monthly market on the school grounds. Teachers, parents and 

learners must be informed. A spreadsheet has also been created to help manage the project.  

Question 1 – Word processing 

Open the document 1_Circular.  

1.1 Locate the two shapes and text ‘Highview Secondary School’ that make up the 

school logo at the top of the first page. 

 Change these to appear as in the screenshot below, by following the instructions 

under the screenshot: 

  

 Change font of the text to Calibri, 20 pt. 

 Remove the text border from the text. 

 Ensure that the text is not formatted in italics. 

 Apply the ‘Small caps’ font effect to the text. 

 Ensure that the triangle shape appears as shown. 

 Change the fill colour of the top part of the triangle from blue to red. (The fill 

colour of the bottom part of the triangle must remain white). 

 Use a Word feature to ensure that the two shapes can be manipulated as a 

single object. (8) 

1.2 Locate the heading ‘School Market’ and the paragraph below it. 

 Format these to appear as follows: 

  (4) 

1.3 Locate the paragraph in red under the heading ‘School Market’. 

 Change the line spacing of this paragraph to be the same as the line spacing of the 

paragraph just above it. (1) 
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1.4 Locate the table at the bottom of the first page and do the following: 

 Shade the top row any colour of your choice. 

 AutoFit the table to its contents. 

 Change the table so that it appears as follows: 

   (4) 

1.5 Insert the picture Trading Post under the heading ‘Practical arrangements’, so that 

it appears on the page as follows: 

  (3) 

1.6 Format the paragraph under the heading ‘Stall administration’ so that it appears as 

follows: 

  

 Note: The symbol at the left side is Webdings character code 148. (2) 
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1.7 Locate the paragraph with a yellow background and do the following: 

 Find and correct the two spacing errors. 

 Format the text ‘ASAP’ at the end of the paragraph so that it displayed as 

follows: ASAP 

 Remove ALL the yellow colour from the paragraph. (5) 

1.8 Locate the picture under the heading ‘Traders’ and do the following: 

 Reset the picture to its original colours. 

 Change the picture so that it is displayed next to the paragraph alongside it as 

follows (in its original colours): 

  (3) 

1.9 Locate the list of items in blue under the heading ‘Items on sale’ and format the list 

to appear as follows: 

  

 Note: 

 The bullet character is the image Scissors in your exam folder. 

 The bullets must be against the left margin. (4) 

1.10 Locate the paragraph under the heading ‘Other activities’ and do the following: 

 Format the text HIPSQUARED so that it is displayed as follows: 

HIPSQUARED  

 Change the em-dash to an en-dash. 

 Format the word ‘INTEGRATION’ at the end of the paragraph so that it is 

displayed as shown below, without using the space bar to ‘space out’ the 

letters: 

 (4) 

1.11 Change the style of the heading ‘Sports matches’ so that has the same style as the 

heading ‘School choir and dramatic performances’ above it. (1) 
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1.12 Locate the text in red under the heading ‘Responsibilities and portfolios’. 

 Use tab settings at 8 cm and 15 cm so that the text is displayed as follows (do not 

change any colours): 

  (4) 

1.13 Format the table under the heading ‘Finances’ so that it appears as follows: 

  

 Do also the following: 

 Set the height of the bottom row (containing the Total amount) to 0.7 cm 

exactly. 

 Change the formula in the bottom right cell so that it displays the total of the 

amounts. 

 Format the shaded cells so that they appear as in the screenshot (do not 

change any colours). (7) 

1.14 Locate the paragraph under the heading ‘Workshops’. 

 Format the paragraph so that it is displayed as follows: 

 

 Note: 

 The weight (thickness) of the dash line must be 1½ pt. 

 The colour of the dash line must be red. (6) 
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1.15 Locate the text at the end of the document and format it so that it is displayed as 

follows (without the border): 

  

 Do the following: 

 Change the paragraph ‘After’ spacing of the text ‘Yours in education’ to 40 pt.  

 Change the width of the existing line above the text ‘PRINCIPAL’ to 

approximately 3 cm, as shown. (2) 

1.16 Use Word’s ‘Search and Replace’ to underline all instances of the whole word 

‘circular’, except in the text ‘Circular No. 3 of 2017’ at the top of page 1. (3) 

1.17 Perform a spell check on the document, and correct all spelling mistakes. 

 Note: The name of the school and peoples’ surnames are NOT spelling mistakes. (2) 

1.18 Insert automatic page numbering in the footer in the following format:  

  (3) 

1.19 Open the document May2017, found in your exam folder. 

 Change the document May2017 so that it appears as in the screenshot below, by 

following the instructions on the next page. (Do not change any colours.) 
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Do the following: 

 Copy all the text in blue, under the heading ‘Finances’ in the document 

1_Circular, and 

paste this text under the heading ‘MARKET INCOME: May 2017’ in the 

document May2017. 

 Ensure that the document May2017 is displayed as shown in the screenshot 

(on the previous page). 

 Save and close the document May2017. (5) 

Save and close the document.  [71] 

Question 2 – Word processing 

Open the document 2_Traders. 

2.1 Change the page size to A4. (1) 

2.2 Set the bottom margin to 2 cm. (1) 

2.3 The gold page colour is slightly too dark. 

 Change the page colour to be one shade (of gold) lighter. (1) 

2.4 Remove the ‘empty’ paragraph between the paragraph in red and the paragraph in 

blue. (1) 

2.5 Remove the two lines through the text ‘Dear Mr / Mrs / Ms / Learner’. (1) 

2.6 Locate the diagram on the first page and change it so that it looks similar to the 

following diagram: 

  

 Note: Each of the three shapes (gears) must have a different colour. (3) 

2.7 Locate the text ‘Mon 5 June 2017’ on the first page. 

 Make the necessary change(s) to ensure that the entire date ‘Mon 5 June 2017’ will 

always appear on the same line. (1) 

2.8 Remove the page border only from the first page of the document. (1) 
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2.9 Locate the two sentences in red under the heading ‘Trading Agreement’ on the 

second page. 

 Add these two sentences to the numbered list that follows them, as items number 1 

and 2 in the list. (The numbered list will then have a total of 11 items.) 

 Use the same formatting for the two added items, as was used for the other items in 

the list. (2) 

2.10 Locate the text ‘exceed 144” square’ on the second page. 

 Change the double smart quote to a single straight quote. (1) 

2.11 Locate the table on the third page and do the following: 

 Swop the positions of the last two columns (‘Trader’ must be the 3rd column 

and ‘Stall Type’ must be the 4th column). 

 Add two further sort orders, so that the table is sorted first by ‘Item’, then by 

‘Category’, then by ‘Trader’. 

 Copy the table to a new Word document, and save this new document as a 

Rich Text Format file (i.e. as a .RTF file) in your exam folder with the name 

Stalls. 

 Close the file Stalls. (6) 

2.12 Insert a text watermark in the document. 

 The watermark text must be ‘Sample’. (2) 

2.13 Insert a field in the footer of the document that will help someone who only has a 

printed copy of the document, to locate the electronic copy (i.e. the filename and 

the folder in which the document is stored).  (3) 

Save and close the document. [24] 

Question 3 – Spreadsheet 

Open the spreadsheet 3_Finances and work in the Traders worksheet. 

3.1 Make the following formatting changes: 

3.1.1 Unhide column B. 

3.1.2 Change the width of column C to 12. 

3.1.3 Change the orientation of the text in cell C1, so that it is the same as the 

orientation of all the other text in the worksheet. 

3.1.4 Format cells D1:I2 so that they appear as follows (do not change any 

colours): 
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3.1.5 Format all the dates in column I to be displayed in the format  

23 Apr 17. 

3.1.6 The cell phone number of Mrs Stryver in cell L5 is displayed without the 

leading zero. 

 Make the necessary correction. (9) 

3.2 The total amount a trader must pay in fees, is obtained by adding together the 

Basic Fee (column D), the Stall Fee (column F) and the Electricity Fee (column G) –

if applicable.  

 Insert a formula in cell H3 to calculate the total amount that Gumede P must pay. 

 The formula must work correctly if it is copied to other relevant cells in this column. (3) 

3.3 Replace the value in cell H31 with a function to calculate the total Stall Fees paid by 

the traders.  (2) 

3.4 Insert a function in cell J30 to calculate the highest Sales Income (column J). (2) 

3.5 The function in cell J32 is supposed to calculate the average Sales Income, but the 

result is incorrect. 

 Make the necessary correction. (1) 

3.6 The ‘take home’ amount of a trader is the difference between the Sales Income of 

the trader, and the amount paid in by the trader (all three types of fees). 

 Insert a formula in cell L9 to calculate the average ‘take home’ amount of the 23 

traders.  

 Display the answer in rands only (no cents). (6) 

3.7 The Euro / Rand exchange rate is stored in cells N30:O31. 

 Complete the formula in cell L30, so that it displays the equivalent of the total Sales 

Income in Euros. 

 The formula must update correctly if the Rand amount in cell O31 is changed. (2) 

Save and close the spreadsheet.  [25] 

 

  TOTAL : 120 

 


