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Computer Applications Technology, Grade 10 

June 2017, Practical Examination MARKSHEET 

 

NAME: ______________________________  CLASS: _______ / 120 
 

Question 1 – Total: 71 

Item / Criteria    Max  

1_Circular (Word processing) 

1.1 

School logo 
Font = Calibri   20 pt  
Text = Regular (not Italic)  
Border removed from text  
Small caps font effect applied to text  
Triangle in front (‘on top’) of rounded rectangle shape  
Two shapes grouped  
Fill colour of top part of triangle = red  
 [ Fill colour of bottom part remains white ] 
How to: 
1. Select shape 
2. Format tab 
3. Shape Fill (drop-down) 
4. Gradient 
5. More Gradients... 
6. Change colour to red (‘Stop 1 of 2’ is selected by default) 

 

8 

 

1.2 

Heading ‘School Market’ and paragraph below it 
Paragraph border under ‘School Market’ removed  
First letter (W) of paragraph = Drop Cap  
 Drops 2 lines  
 In margin  
[ Select Drop Cap, go to Drop Cap Options to confirm that it was not 
resized manually by dragging ] 

 

4 

 

1.3 
Paragraph in red on 1st page 
Line spacing = 1.08  

1 
 

1.4 

Table at bottom of 1st page 
Top row shaded any colour  
2nd column (COORDINATOR) removed  
Single border line, as shown below  
Table autofitted to contents  

4 

 

Q1 
71 

Q2 
24 

Q3 
25 

TOTAL 
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Item / Criteria    Max  

 [ Check: apply AutoFit Contents (but DO NOT SAVE!): 
no mark if columns expand / shrink slightly ] 

 

1.5 

Picture under ‘Practical arrangements’ 
Picture Trading Post inserted  
 rotated as shown  
 text wrapping = Square / Tight / Through  

  

3 

 

1.6 

Paragraph under ‘Stall administration’ 
Symbol Webdings character code 148 inserted  
Border removed from shape  

 

2 

 

1.7 

Paragraph with yellow background 
ASAP double-underlined  
Yellow highlighting removed  
Yellow shading removed  
Two spacing errors corrected  

 

5 

 

1.8 

Picture under ‘Traders’ 
Reset to original colours  
Cropped (approximately) as shown  
‘Rounded Diagonal Corner’ picture style applied  

 

3 
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Item / Criteria    Max  

1.9 

Blue text under ‘Items on sale’ 
Formatted as a bulleted list  
 with 5 bulleted items  
Bullet character = image Scissors  
Bullets against left margin  

4 

 

1.10 

Paragraph under ‘Other activities’ 
Text HIPSQUARED displayed as:  HIPSQUARED  
em-dash changed to en-dash (slightly narrower)  
INTEGRATION: upper case  
  character spacing expanded  
  [ Accept any value >= 1 pt; use Show/Hide to 

check that space bar was NOT used ] 

   

 
 
 
 
 
 
 
 
 
 
 
4 

 

1.11 
Heading ‘Sports matches’ 
Formatted with the Heading 3 style  
[ Click on heading and check in Styles group that style was used ] 

1 
 

1.12 

Text in red under ‘Responsibilities and portfolios’ 
Tab at 5 cm moved to 8 cm  
Inserted right tab  
 at 15 cm   
 with leader [accept any leader style]  
[ -1 if tabs on all 8 lines not consistently used ] 

 

4 

 

1.13 

Table under ‘Finances’ 
Text direction in 1st column changed as shown  
Merged 5 cells in 2nd column (‘Craft workshops’)  
Split cell in 3rd column (‘Stall hire Sales’) into 2 rows,  
 and moved text ‘Sales’ into lower row  
Left-aligned 4 x cells (‘Entrance fees ... Donations’)  
Height of bottom row = 0.7 cm exactly  
Formula in bottom right cell: =SUM(ABOVE)  
 [ Click on cell to check presence of field – should turn grey ] 

 

7 

 



 

4 
 

Item / Criteria    Max  

1.14 

Paragraph under ‘Workshops’ 
Text box inserted in position shown (at left of paragraph)  
 text “You can’t learn ... Henry Ford” moved into text box  
 centre-aligned text in text box  
 Text box border  
  line style = dashes / dots [ NOT solid ]  
  weight (thickness) = 1½ pt  
  colour = red  

 

6 

 

1.15 

Text at end of document 
Paragraph ‘After’ spacing of ‘Yours in education’ = 40 pt  
Right indent of paragraph containing ‘PRINCIPAL’ = 13 cm (±)  
[ Marking: click on ‘PRINCIPAL’ – check indent on ruler ] 

 

2 

 

1.16 

Word ‘circular’ 
‘circular’ is underlined  
      Whole words only  
      ‘Circular’ at top of pg 1 is not underlined  
      [ Award last mark only if either of the first two marks awarded ]    

3 

 

1.17 
Spell check 
Two spelling mistakes corrected (on pg 2): monies, foodstuffs  
[ TWO marks or NO marks ] 

2 
 

1.18 

Page numbering 
Automatic page numbering inserted  
 in the footer  
 in the ‘scroll’ format  [ nearly at bottom of list! ]  

3 

 

May2017 (Word processing) 

1.19 

Orientation = landscape  
Text in blue under ‘Finances’ in document 1_Circular 
 copied from 1_Circular  
 pasted under heading in document May2017  
 indented on left by 1 cm (to have same indent as heading)  
 justified  

 

5 

 

 TOTAL 71  
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Question 2 – Total: 24 

Item / Criteria Max  

2_Traders (Word processing) 

2.1 
– 

2.3 
 

2.12 

General formatting 

Page size = A4  

Bottom margin = 2 cm  

Page colour = Gold, Accent 4, Lighter 80%  

Text watermark inserted      Watermark text = ‘Sample’  

5 

 

2.4 
Empty paragraph 

Empty paragraph between red and blue paragraphs removed  
1 

 

2.5 
Text ‘Dear Mr / Mrs / Ms / Learner’ 

Double strikethrough effect removed from text  
1 

 

2.6 

SmartArt diagram 

Added gear shape  

 Text in added gear shape = ‘Parent’  

Each of the 3 gears has a different colour  

[ Award last mark also if only TWO gears, each with different colour. 

Do not penalise if names in gears are in a different order. ] 

 

3 

 

2.7 

Text ‘Monday 5 June 2017’ 

Hard space added between ‘5’ and ‘June’  

[ Do not penalise if the ‘ordinary’ space was not removed ] 

 

1 

 

2.8 
Page border 

Page border removed only from first page  
1 

 

2.9 

Two sentences in red under ‘Trading Agreement’ 

Added to numbered list below them, as item numbers 1 and 2  

 [ Total of 11 items in list ] 

Same formatting for 2 added items, as for other items in list  

2 
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Item / Criteria Max  

2.10 

Text ‘exceed 144” square’ 

Double smart quote changed to single straight quote  

exceed 144' square 

1 

 

2.11 

Table on 3rd page 

Positions of last two columns swopped  

 (3rd column = Trader and 4th column = Stall Type)  

Two further sort orders added: 

 (Sorted first by Item – already done) 

 then by Category  

 then by Trader  

Table copied to new Word document  

 Saved in exam folder with file name = Stalls  

 Saved as .RTF document  

 [ Check document icon in File Explorer / open the file – confirm 

that it was saved as .RTF, not just file extension changed ] 

 

6 

 

2.13 

Field in footer 

File name and path inserted  

 in the footer  

 as a field   

[ Check for presence of field – file name and path turn grey when 

clicked ]    

3 

 

 TOTAL 24  



 

7 
 

Question 3 – Total: 25 

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 3.6) 

Item / Criteria    Max  

3_Finances (Spreadsheet) 

3.1.1 
– 

3.1.6 

General formatting 

Column B unhidden  

Width of column C = 12  

Orientation of text in cell C1 = 0 degrees  

Cells D1:I2 

 Cells D1:I1 merged and centred  

 Cell E2 text wrapped  

 Cell I2 centre-aligned (horizontally)  

 Cell I2 top border removed  

  

Column I Dates in format dd mmm yy  

Cell L5 Cell phone number displayed with leading zero 

  ( 0827367712 )  

  [ Changed to Text format or '0827367712 ] 

9 

 

3.2 
Cell H3: Amount that Gumede P must pay 

=D3  +F3  +G3  [ Answer = R130 ] 
3 

 

3.3 
Cell H31: Total Stall Fees paid by traders 

=SUM  (F3:F25)  [ Answer = R1,180 ]  
2 

 

3.4 

Cell J30: Highest Sales Income 

=MAX  (J3:J25)  

[ Also accept =LARGE(J3:J25,1) [ Answer = R378 ] 

2 

 

3.5 
Cell J32: Average Sales Income 

=AVERAGE(J3:J25)  [ Answer = R266 ] 
1 
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Item / Criteria    Max  

3.6 

Cell L9: Average ‘take home’ amount of the 23 traders 

Various solutions are possible: 

 Formula in column N: =J3  –   H3  

 Function in cell L9: =AVERAGE  (N3:N25)  

or =(J26 - SUM(H30:H32) ) / 23 

or =(SUM(J3:J25) - SUM(D3:G25) ) / 23 

Displayed in rands only (no decimals)   

[ Allocate marks according to the method, e.g. for 1st alternative: 

   =(J26  -  SUM(H30:H32)  ) / 23  

  Correct use of brackets   ] [ Answer = R154 ] 

6 

 

3.7 

Cell L30: Total Sales Income in Euros 

=J26 / O31  

Currency symbol = Euro (€)  [ Answer = € 417.52 ] 

 [ Also accept symbol after the amount:  417.52  € ] 

2 

 

 TOTAL 25  

 


