COMPUTER STUDIES (SG) – September 2003

QUESTION 1 – WORD PROCESSING APPLICATION

NAME:  ………………………………………………………………………………………………..                         ……………….

	1.1
	Change font of entire document to Comic Sans 10pt
	1
	

	1.2
	Change layout of the page to landscape

Change margins left, right, top and bottom and header and footer to 2 cm.
	2
	

	1.3
	Heading of passage on title page.

Centre vertically and horizontally.
	1

1
	

	1.3.1
	Insert page numbering so that numbering starts on the first page as page 1
	1
	

	1.4
	Format of two headings ‘Misuse of ….’ and ‘Security ….’ To bold, italic and 12 pt
	2
	

	1.5
	Display text in three columns with a line between
	1
	

	1.6
	Arrange second page as indicated
	
	

	1.6.1
	Change three headings – Privacy, Accuracy, Access - to 12pt and use numbering format to number a), b) and c).
	2
	

	1.6.2
	Show Endnote SOCIAL IMPLICATIONS
	1
	

	
	TOTAL
	12
	


QUESTION 2 – SPREADSHEET APPLICATION

	2.1
	Insert FIVE rows at the top of the table.

Choose suitable font and font size for headings

Row 1:  Strangman’s Conference Centre

Row 2:  PRE-BOOKINGS:  SEPTEMBER 2003
	1

1
	

	2.2
	Format headings and change size of the row so that all the headings can be seen.
	2
	

	2.3
	Formula to calculate number of days (format date to 3/14)

=B6-A6
	2
	

	2.4
	Calculation of Accommodation Costs

=C7*D7*$C$29
	2
	

	2.5
	Calculation of Transport Costs

=C7*D7*$C$30
	2
	

	2.6
	Formula in column G to calculate Accommodation and Transport costs 

=E7 + F7
	2
	

	2.7
	Extra Levy

=IF(D7>6,G7*$H$6,0)
	3
	

	2.8
	Calculate Costs plus Extra Levy

=G7 + H7
	1
	

	2.9
	Accommodation Deposit – column J

=IF(D7>6,I7*$C$34,I7*$C$35)
	3
	

	2.10
	Calculation of total deposit

=SUM(J7:J13)
	1
	

	2.11
	Food Costs table

=VLOOKUP(A19,$H$28:$J$32,3)*3
	5
	

	2.12
	Calculation of total food costs

=SUM(C18:C23)
	1
	

	2.13
	Deposit on food costs

=C24*$A$26
	3
	

	2.14
	Hide all columns except A, B, C and J
	1
	

	
	
	
	

	2.2
	Column chart

Days at the Conference compared against Accommodation and Transport Costs

TITLE:         CONFERENCE COSTS

X-AXIS:       NUMBER OF DAYS

Y-AXIS:       ACCOMMODATION AND TRANSPORT COSTS

No legend

Chart as new sheet

(All requirements 2 – some requirements 1)
	2
	

	
	TOTAL
	32
	


QUESTION 3 – WORD PROCESSING

	3.1
	Design of heading for form

Form saved as STRANGMAN.DOC
	2
	

	3.2
	Text form fields and drop-down form fields according to question
	
	

	3.3
	Three forms completed according to data and saved individually as

DAMONS

ZOMELA

SIMONS
	9
	

	
	TOTAL
	11
	


QUESTION 4 – DATABASE APPLICATION

	4.1
	Name of field – Penicillin Allergy

Field type – Yes/No

Default value – No
	1

1

1
	

	4.2
	GFT Wessels’ record must be adjusted to ‘Yes’
	1
	

	4.3
	Validation rule

A or B or C or D

Validation Text must display ‘Only A, B, C or D’
	2

2
	

	4.4
	New patient

No 134, R G Swanepoel, 31 December, Bed 3, Ward C, Not allergic, Not been discharged, Dr Damons (-1 for each error)
	3
	

	4.5
	Query MATTRESS

Surnames( and Initials( of patients who used the bed during December 

Bamboe RT, Filander H, Pretorius GH, Mthebe UJ, Duimpies SXS, Galanto D, Kaptein RETR, Rautenbach D
	2

2
	

	4.6
	Query DECEMBER

Surnames and Initials

Criteria  Date of Admission - <=#02/12/25#

Criteria Date of Discharge - >=#02/12/25#

Adendorff, Visser and Smit


	1

2

2
	

	4.7
	Query fields Surname, Initials, Admission and Discharge

Dr Slagthuizen’s patients

Tabular form

Alphabetical order

Suitable heading with Dr Slagthuizen in heading

Save as SLAGTHUIZEN


	1

1

1

1

1


	

	
	TOTAL
	25
	


