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· All the files necessary for the exam will be in your exam folder. 

· Rename your exam folder YourSurnameFirstNameMay.  
· Save all your work in this folder. 

· Only do what is required and nothing more. 

· Save your work on a regular basis.

	Only for the use of the examiner
	Maximum
	Scored

	Question 1 – Managing files
	16
	

	Question 2 – School newspaper
	14
	

	Question 3 – Local newspaper
	25
	

	Question 4 - Newspaper
	17
	

	Total (Converted to a mark out of 100)
	72
	


Question 1 - Managing files – 16 Marks

Enter ALL your answers in the file called answerfile.  Rename the file so that it is YourSurnameFirstNameManaging.  Use the data and files in the Managing Files folder.

1. Which file type below is often used for music files?  Enter your answer (a, b, c or d) in the answerfile (Q. 1 space provided).


(a) .xls 
(b) .mp3 
(c) .txt
(d) .doc 

(1)

2. The reason why it is important not to change the file extension of a file is:  Enter your answer (a, b, c or d) in the answerfile (Q. 2 space provided).

a) to allow files to be copied.

b) to be able to recover the file from the Recycle Bin if it is accidentally deleted. 

c) to relate the file to the correct application.

d) to write protect a file so that it cannot be changed.
(1)

3. Which one the following icons represents a folder in Windows?  Enter your answer (a, b, c or d) in the answerfile (Q. 3 space provided).
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(1)

4. Which one of the following views in Windows Explorer would you use to display the files with just their file names and no details listed?  Enter your answer (a, b, c or d) in the answerfile (Q. 4 space provided).


(a) Details (b) Icons (c) List 
(d) Thumbnails

(1)

5. Which one the following icons on the standard Windows Explorer toolbar allows you to change how you view the contents of a folder?  Enter your answer (a, b, c or d) in the answerfile (Q. 5 space provided).
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(1)
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Consider the diagram shown here and choose which one of the following statements is FALSE?  Enter your answer (a, b, c or d) in the answerfile (Q. 6 space provided).


a) Cathy’s Pictures is a sub-folder of Cathy’s Music.
b) Clicking on the “-“ sign will close all the folders within that folder.

c) Clicking on the “+“ sign will expand that ‘branch’ one level. 

d) The Cathy’s Music folder has no sub-folders.
(1)

7. Which one of the following statements concerning folders is FALSE?  Enter your answer (a, b, c or d) in the answerfile (Q. 7space provided).

a) You can move a folder to a different location by selecting the folder and dragging it to the new location using Windows Explorer.

b) You can also create a new folder by right-clicking a blank area in a folder window or on the desktop, pointing to New, and then clicking Folder.

c) It is possible to have two folders with the same name in the same folder.

d) Folders can contain many different types of files.
(1)

8. Which one of the following statements concerning Windows Explorer is FALSE?  Enter your answer (a, b, c or d) in the answerfile (Q. 8 space provided).


a) Clicking on the size tab Explorer will always sort the contents of the folder from smallest to largest.

b) Clicking on the Type tab in a folder will group files of the same type together in Windows Explorer. 


c) You can choose which details you wish to show about the files in a folder.

d) The easiest way to find a file you recently worked on in a folder is to click on the Date Modified tab.
(1)

9. Rename the file Biography so that it is called All about them.  Now take a screenshot to capture the name of the file as a screen image and paste the image into the answerfile (Q. 9 space provided).
(2)

10. Navigate to the Music folder.  What do all the files in this folder have in common?  (Do not give the answer that they are music files, I know that.) Type your answer in the answerfile (Q. 10 space provided).
(1)

11. Open the file called News.doc. Copy the table on page 1 in the document and paste the table in the answerfile (Q. 11 space provided). 
(2)

12. Big question 

a) Rename the folder Piiiiiiiiiictures with the correct spelling of Pictures. 

b) In the Pictures folder create a subfolder called Kirstenbosch.  

c) Copy all the files beginning with the letters kir into the Kirstenbosch sub folder.  

d) Take a screenshot to capture the spelling of the Pictures folder with its subfolders and the remaining files in the Pictures folder as a screen image and paste the image into the answerfile (Q. 12 space provided.)



(3)
Question 2 - School newspaper - 14 marks

Look at AppendixSchool to see how the work should be done.

You are the editor of your local school newspaper working on the latest edition. 

1. Use WordArt, clipart and AutoShapes and drop caps somewhere in the article.  Read the whole question to see where it can be used. 
(4)

2. At the top of your first page create a name and logo for your newspaper. 

3. The article freshlyground review must be used as the front page article.  (Copy the entire article onto your front page, change the font and font size if the article does not fit onto the page.)  The whole question must fit on ONE page. 
(1)

4. Give your article the heading "Freshlyground never tasted better..." and make sure it is emboldened and centred on the page. 
(2)

5. There are two spelling errors in the article, use the spell check function to correct these errors. 
(2)

6. Insert the picture freshlyground as a watermark, into the second paragraph of the article. 
(2)

7. Use tabs to set out the Details of next concert: at the end of the article, as follows: (Make sure they are not the default tabs) 
(2)

· Date: Monday 10/04/06 18:00hrs 

· Concert: Robbie Williams Tour SA 

· Performance: Support Slot 

· Venue: Absa Stadium 

· City: Durban 

· Website: www.robbiewilliams.com 

8. Supply the entire front page of your newspaper with a page border. 
(1)

9. Save your page as YourSurnameFirstNameSchool. 

Question 3 - Local newspaper - 25 marks

Look at AppendixLocal to see how the work should be done.
You are trying to arrange work neatly for your local newspaper. In Word open the TEXT file freshlyground and save it as a Word document YourSurnameFirstNameLocal. 

1. Insert a new page at the beginning of the document and format the orientation of the first page only, to landscape. 
(2)

2. On the first page insert the picture freshlyground in the top third of the page. 
(1)

3. On the first page type the name of the group Freshlyground in a large suitable font size (e.g. Bradleyhand 72). Centre the words.
(2)

4. Insert a double line border to the first page only. 
(1)

5. Change the font style and size of the rest of the document to Arial 12. 
(2)

6. Identify the following headings and set them to Heading 3. 
(3)


    Tours / Early Days / Successes / Nomvula / Sony BMG / Oppikoppi 

7. Number the pages on right hand side at the bottom of the page for uneven numbers; and on the bottom left hand side of the page for even numbers. Ensure that the title (first) page is not numbered. 
(3)

8. In the footer area of the right or left page insert a narrow image.  Position the image behind. Move the page number onto the image.  
(2)
9. At the end of the paragraph headed Oppikoppi, format to two columns with a line between, the rest of the document. 
(2)

10. Insert the following pictures near text about the musicians: 

a. zolani
 (1)

b. kyla 
(1)

c. josh 
(1)

d. aron 
(1)

11. Copy the words from the song Zithande (saved in the Word document zithande) and paste them in the empty column on page 5. Centre the words of the song. Make the heading of the song clear. (1)  Format the pictures/text if necessary as the words of the song must not run on to another page and must fit to the bottom of the page. 
(3) 

12. Save your page as YourSurnameFirstNameLocal. 

Question 4 – Newspaper - 17 marks

Look at AppendixNewspaper to see how the work should be done.

Open the file freshlyground datafile.  Save your work as YourSurnameFirstNameNewspaper.  Do the following:

1. Insert a heading using WordArt – Heading ‘Freshlyground’
(1)
2. Search for all the word ‘Fresh’ and replace all with ‘Freshly’.
(1)

3. In the first paragraph format the 1st letter using drop cap

a. 4 lines
(1)

b. Font – Comic Sans
(1)

c. Colour - Light green
(1)
4. Insert picture the picture of Zolani, text squared around picture.
(1)

5. Textbox

a. Copy the 5th paragraph into a text box.


b. Decrease the text size to 10.
(1)

c. Shade the text box to light green.
(1)

d. Insert a double line border around this text box.
(1)

e. Line dark green.
(1)

6. Create the following table:



	Venue
	Date
	Price per ticket

	Cape Town
	21/12/06
	300.00

	Durban
	12/05/06
	250.00            (

	Bloemfontein
	11/09/06
	150.00            (

	Johannesburg
	23/12/06
	200.00            (

	( Special prices at certain venues – thanks to our sponsors.


a. 3 columns


b. Add symbols
(1)

c. Merge last row 
(1)

d. Centre text in last row 
(1)

e. Last row text italics and font size 10
(2)

f. Ensure table has a fresh green background colour
 (1)

13. Add an autoshape at the end of the document


a. Insert text in the autoshape – The best mag
(1)

14. Save your work as YourSurnameFirstNameNewspaper.  
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