Rename the folder 04 11 ICDL YourSurnameICDL. Save your work regularly.  

Question 1 – Spreadsheet  [22 marks]

Open the file 04ICDLcourses.xls

1. Using a function create or calculate the following.  Make sure the answers are in correct format, i.e. currency as currency and number as number, etc. Place the answers in the cells indicated.

a. Cost of most expensive course. [1]
b. Number of 1 day courses. [1]
c. Number of Word Beginner courses [1]
d. Cost of second most expensive course. [1]
e. Cost of third most cheapest course. [1]

f. Total cost of all courses offered by Fool College. [1]
g. Advertising slogan using words in record 8, e.g. Study Access Advanced at Clever College for a 2 day course for R300  [2]
2. On a new worksheet create a column or bar graph: 
a. Show the full names (2) and cost (1) of all the courses offered by the Clever College. [3]
b. Give the chart the heading 'Price of all courses offered by Clever College'. [1]
c. Rename the sheet Graph. [1]
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	Count of Course
	 

	College
	Total

	Can-do College
	6

	Clever College
	13

	Fool College
	2

	IIT Intellect
	2

	Grand Total
	23


3. Create a pivot table 
a. List the number of courses offered by each of the colleges. [2]
b. Place it on a new sheet. 
c. Rename the sheet ‘No of courses’. [1]
4. Create a pivot table 
	Average of Cost
	 

	Course
	Total

	A+
	R 1,050.00

	Access Advanced
	R 1,500.00

	Access Beginner
	R 674.50

	Access Intermediate
	R 700.00

	Excel Advanced
	R 600.00

	Excel Beginner
	R 599.00

	Excel Intermediate
	R 650.00

	Internet and Email
	R 205.00

	Introduction to PCs
	R 600.00

	Keyboarding
	R 600.00

	Microsoft Licensing
	R 269.00

	Windows 98
	R 600.00

	Word Advanced
	R 450.00

	Word Beginner
	R 400.00

	Word Intermediate
	R 400.00

	Grand Total
	R 638.13


a. Show the average cost of each of the different types of courses. [2]
b. Place it on a new sheet. 
c. Rename the sheet ‘Average costs’. [1]
d. Format the cells as currency [1]
5. On the ‘Course’ worksheet freeze the panes so the column headings and the courses remain visible. [2]
6. Copy the graph into the document 04ICDLdescription.doc in the indicated area making sure that if any information in the spreadsheet changes the graph in the Word document will change.
Question 2 – Word processing [30 marks]

Open the file 04ICDLdescription.doc

1. Do things to paragraphs but not their headings

a. Module 1 - To the side of the paragraph insert the picture ICDLlogo.gif.  Wrap the paragraph around the picture. [1]

b. Module 2 - Behind the paragraph insert the picture CSSAlogo.gif as a watermark. [1]

c. Module 3 – Indent the paragraph 2 cm from the left and right. [1]

d. Module 4 – Format the paragraph in two columns with a line in between. [1]

e. Module 5 – Give the paragraph a border thick, blue in 3D. [1]

f. Module 6 - Give the paragraph blue shading. [1]

2. Tables

Western Cape schools which offer the ICDL

a. Convert the text to a table. 

b. Insert a row at the top of the table and add the column headings – Suburb, School, Phone number. [1]

c. Insert an empty row below the heading. [1]

d. Insert an empty row below the lists.  Insert a formula to count the number of schools listed. [1]

e. Centre the table horizontally on the page. [1]

f. Sort the contents of the table alphabetically by suburb. [1]

g. Insert a caption (Table) under the table.  You can use the words already under the table. [1]

	Suburb
	School
	Phone number

	
	
	

	Claremont
	Herschel 
	021 670 7500

	Durbanville
	Kenridge Primary 
	021 975 2470

	Hout Bay
	Dominican Grimley 
	N/A

	Mowbray
	St Georges
	021 7887574

	Milnerton
	Milnerton High 
	021 551 2217

	Noordhoek
	Noordhoek Private 
	021 785 5336

	Cape Town
	United Herzlia 
	021 464 3372

	Oranjezicht
	St Cyprian`s 
	021 461 1091

	Pinelands
	Pinelands High 
	021 531 7410

	Rondebosch
	Rustenburg Girls` High 
	021 686 4066

	Table View
	Parklands 
	021 557 8428

	Tygervalley
	Bellpark Primary 
	021 930 4709

	Wynberg
	Springfield 
	021 788 7574

	Wynberg
	Wynberg Girls` High 
	021 761 2759

	Paarl
	Paarl Boys` High
	021 872 2875

	Paarl
	Paarl Gimnasium High 
	021 872 1541

	Paarl
	Paarl Girls` High 
	021 872 1730

	Somerset West
	Somerset 
	021 842 3035

	Stellenbosch
	Paul Roos 
	021 887 5254

	Number of schools
	21
	


Pass marks for ECDL tests

a. Merge the cells in the % column so 80% only shows once. [1]

b. Align all the cells horizontally. If there is a problem be sure that the % column and cells are aligned correctly. [1]

c. Make the borders for the heading cells thick and colourful so that the column headings stand out. [1]

d. Insert a caption (Table) under the table.  You can use the words already under the table. [1]

	Module
	Pass Mark
	%

	1
	27 Marks from 36
	60%

	2
	24 Marks from 32
	80%

	3
	24 Marks from 32
	

	4
	24 Marks from 32
	

	5
	24 Marks from 32
	

	6
	24 Marks from 32
	

	7
	24 Marks from 32
	


3. Graph/Chart

a. In the area indicated paste the graph/chart from the spreadsheet question of all the courses offered by the Clever College.  If there are alterations to the spreadsheet it must change.  [2]
b. Insert a caption (Figure) under the graph/chart.  You can use the words already under the graph/chart. [1]
4. Working with long documents

a. Create a new style called ‘Pinelands’ based on Heading 2.  Format it as point size 14 and font Lucinda Handwriting. [2]

b. In preparation for the table of contents format the headings with the following heading styles. [1]

	Heading
	Heading Style

	Description of the modules
	1

	Module 1 - Concepts of Information Technology (IT)
	Pinelands (old Heading Style 2)



	Module 2 - Using the Computer and Managing Files
	

	Module 3 - Word Processing
	

	Module 4 – Spreadsheets
	

	Module 5 – Database
	

	Module 6 – Presentation
	

	Module 7 - Information and Communication
	

	Offering the ICDL
	1

	Pass marks
	1

	Courses offered
	1


c. With page breaks organise that you have a title page. [1]

d. On the title page add your name and the heading ICDL, centred horizontally and vertically. [2]

e. Insert a table of contents, table of figures and table of tables making sure it on a new page.  [4]

f. After the table of contents make sure the text (with the modules) begins on a new page. [1]

Question 3 – Integration of Word and Access [5 marks]

Open the file 04ICDLmerge.doc  

1. Using tab stops align the names of the staff members at exactly 1.75 cm from the left. [1]

2. Use the database 04ICDL.mdb and the table Candidates to address letters to all possible candidates.  

a. Merge their first names and their surnames in the places indicated.  [3]

b. Merge the files and save the merged files as YourSurnameCandidates. [1]

Question 4 – Access [22 marks]

Open the database 04ICDL.mdb.  Examine the table Courses.  

1. Perform the following queries. Number and name each query.

a. Number of Word Beginner courses. [1]
b. Number of 1 day courses. [1]
c. Number of courses offered by Clever College. [1]
d. Total cost of all courses offered by Fool College. [2]
e. Number of courses offered by the different colleges.  [2]
f. Number of different types of courses offered.  [2]
2. Number and name each report created.  Based on the Courses table create reports showing the courses, colleges, cost and length …

a. listed in alphabetical order by name of the course. [1]

b. grouped by each of the different colleges. [1]

c. grouped by the length of the course.  Illustrate the report with a picture of a clock.  [2]

d. showing in the footer the total number of courses offered.  [2] 

e. grouped by type of course showing the average cost of each of the different types of courses. Format the amount in currency.  [3]

3. Create a form based on the table Courses.  [1]

a. In the header area insert the logo for the ICDL.  [1]
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		Course		College		Cost		Length		Question		Question		Answer

		Access Advanced		Can-do College		R 1,800.00		2		a

		Access Beginner		Can-do College		R 750.00		1		b

		Access Intermediate		Can-do College		R 750.00		1		c

		Word Advanced		Can-do College		R 500.00		1		d

		Word Beginner		Can-do College		R 500.00		1		e

		Word Intermediate		Can-do College		R 500.00		1		f

		Access Advanced		Clever College		R 1,200.00		2		g

		Access Beginner		Clever College		R 599.00		1

		Access Intermediate		Clever College		R 650.00		1

		Excel Advanced		Clever College		R 600.00		1

		Excel Beginner		Clever College		R 599.00		1

		Excel Intermediate		Clever College		R 650.00		1

		Internet and Email		Clever College		R 300.00		0.5

		Introduction to PCs		Clever College		R 600.00		1

		Keyboarding		Clever College		R 600.00		1

		Windows 98		Clever College		R 600.00		1

		Word Advanced		Clever College		R 400.00		0.5

		Word Beginner		Clever College		R 300.00		0.5

		Word Intermediate		Clever College		R 300.00		0.5

		A+		Fool College		R 100.00		1

		Internet and Email		Fool College		R 110.00		1

		A+		IIT Intellect		R 2,000.00		3

		Microsoft Licensing		IIT Intellect		R 269.00		0.5
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