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QUESTION 1  File names:  1Programme_Program; 1Book_Boek    Total Q1: 42 
 
No Criteria Max Mark Candidate 

Mark 
1Programme_Program document 
1.1 Cell border 

• No solid border lines around first cell of table  
 

1 
 1  

1.2 Cell manipulation 
• Cell is filled with any background colour  (other than 

the given blue colour) 
• Text appears in blue colour  
• Calibri font  
• 36 pt  

 
1 
 

1 
1 
1 

 4  

 

 

 
1.3 Image control  

• Image control is set to automatic  
 

1 
 1  

1.4 Shape 
• Ribbon/scroll/shape added  (Accept any similar 

shape.) 
• In the correct position in the fourth column  
• Text added:  'Success and Excellence'   

 
(Note to marker:  Accept text on one or more lines. 
Ignore spelling.) 

 
1 
1 
1 

 3  

 

 

1.5 Image 
• Image of ball and net from 1Ball_Bal.jpg inserted  
• Between 'Function' and '30th March 2014'   

 
1 
1 

 2  

 

1.6 Superscript 
• Superscript 'th'  

 
1 

 1  

1.7 Table border 
• Border inserted  
• Only to fourth column  
• Dashed-line border  
• 3 pt  

 
1 
1 
1 
1 

 4  

 
 
 

1.8 Symbol 
• Trophy symbol resized to 200 pt  

 
1 

 1  

1.9 Character spacing 
• Character spacing expanded by 3 pt  

 
1 

 1  
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1.10 Uppercase 
• All text in the 4th column (presenters) appears in 

uppercase (capital letters)  and  
• is right-aligned  

 
 

1 
1 

 2  

 

1Book_Boek document 
1.11 Page orientation 

• Only the heading 'Contents ' and the table of contents 
 appears in 

• portrait orientation  

 
 

1 
1 

 2  

 

1.12 Automatic Table of Contents 
• Table of Contents has been updated  

(Includes missing headings 'Rugby' and 'Cricket'.) 

 
 

1 

 1  

1.13 Style 
• The Sport style is applied to text 'South African sports 

trivia'  

 
 

1 

 1  

1.14 Bullets 
• Bullets applied to 'Who was the ...' to '... the most jet-

lag?'  
• Customised (1Qmark_Vteken file) picture bullets  

 
 

1 
1 

 2  

 

1.15 Columns and text manipulation 
• Correct text:  'South African sports trivia ...' to '... send 

to a friend' selected  
• Appears in 2 columns  
• Line between  
• Spacing between columns is 1.5 cm  
• Text is justified  
• Line spacing set to exactly  12 pt  

 
 

1 
1 
1 
1 
1 
2 

 7  

 
 
 
 
 
 

1.16 Hyperlink removed 
• Hyperlink is removed from 'Errol Tobias'  

 
1 

 1  

1.17 Break 
• Column break or Page break inserted  

 
1 

 1  

1.18 Symbol 
• Any envelope-type symbol  inserted  after 'send to 

a friend' at end of document 
 
(Note to marker: Accept any envelope-type symbol.) 

 
1 
 

 1  
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1.19.1 Index entry 
• 'Steve Nash' as an entry in the index  

 
1 

 1  

1.19.2 Automatic Index 
• Automatic index appears   
• In 4 columns  
• Is referenced with letters of the alphabet   

(Microsoft Office: classic style;  
LibreOffice:  alphabetical index, alphabetical 
delimiter.)  

• Page numbers  with a leader tab  

 
1 
1 
1 
 
 
 

2 

 5  

 

 

 

 

  
Total for QUESTION 1 

   
[42] 
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QUESTION 2  File names:  2Award_Toeken, 2Team_Span, 2List_Lys, 
  2Ready_Gereed, 2Merge_Saamvoeg   

         Total Q2: 23 
 

No Criteria Max Mark Candidate 
Mark 

2.1 Paper size 
• Changed to letter size  

 
1 

 1  

2.2 WordArt/Fontwork 
• WordArt/Fontwork applied to 'Brilliant High School'  

(Ignore spelling) 
• Pattern fill effect/hatching fill style applied  
• 3 pt or 0.1 cm outline  
• Shadow effect   

 
1 
 

1 
1 
1 

 4  

 

 

 

2.3 Image 
• Image 2Badge_Wapen inserted  
• Text 'Place the school badge here' does not  

appear  

 
1 
 

1 

 2  

 

2.4 Vertical alignment 
• Vertical alignment of text on page is set to 'centre'  

 
1 

 1  

2.5 Tabs 
• Left tab set at 9 cm  
• Right  leader tab  set at 14 cm  
• Dotted line is created  

 
1 
3 
1 

 5  
 
 
 
 

2.6 Date field 
• Date field inserted  
• Format 'MMMM yy'  
• Updateable  

 
1 
1 
1 

 3  

 
 

2.7 Watermark 
• Image watermark inserted  
• Picture: 2Team_Span   
• Scaled to 300%  or area scale 

 
1 
1 
1 

 3  
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2Ready_Gereed, 2Merge_Saamvoeg documents 
2.8 Mail merge  

• Data source: 2List_Lys  
• Recipients' list is edited to select only 'Honours'  
• Name_Naam and Surname_Van merge fields  

added  
• Mail merge is performed and saved as: 

2Merge_Saamvoeg    
 

(Note to marker:  Allocate the third mark if one or both 
merge fields are added.)  
 
(Expect 9 records.) 

 
1 
1 
 

1 
 

1 

 4  

 

 

 

  
Total for QUESTION 2 

   
[23] 
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QUESTION 3 File name: 3Awards_Toekennings   Total Q3: 41 
 
• Mark the questions from the formulae and not the values/answers in the cell 
• Check against candidate's actual work (Cell references may differ, depending on the 

candidate's responses) 
• Candidate may use multiple formulae or cells as 'building blocks' to answers 
 
No Criteria Max  Mark Candidate 

Mark 
Athletes_Atlete worksheet 
3.1 Row 1 

• Headings are 12 pt  
• Bold  

 
1 
1 

 2  

 

3.2 Cell A1  
• Title separated (text appears over two 

lines in one cell)  
• Text appears vertical,  as shown in 

the question paper 
 
 

 

 
 

1 
1 

 2  

 

3.3 Cell F2 =YEAR(E2) 
• Function YEAR  
• Correct cell reference   

 
1 
1 

 2  

 

3.4 Cell H2  
=IF(G2>=16,"Senior","Junior") 
or 
=IF(G2<16,"Junior","Senior") 
or 
=IF(G2>15,"Senior","Junior") 
 
• Correct condition specified: >=16  
• Value if true is 'correct '  
• Value if false is 'correct '  

 
 
 
 
 
 
 

1 
1 
1 

 3  

 

 

3.5 Cell J2 
=ROUND((($M$1-E2)/365.25),1) 
 
• $M$1 -E2  (Accept M$1 – E2) 
• Divided by 365.25  or 365 
• ROUND function used  
• To one decimal place  
• Absolute cell reference  

 
 
 

2 
1 
1 
1 
1 

 6  
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3.6 Cell K2 = UPPER(CONCATENATE(D2,LEFT(B2,3))) 
or 
= UPPER(D2&LEFT(B2,3)) 
or 
= D2&UPPER(LEFT(B2,3)) 
 
• Function UPPER  
• Function CONCATENATE  (or & operator) 
• Cell D2  
• Function LEFT , correct cell reference (D2) , 

correct number of characters  

 
 
 
 
 
 

1 
1 
1 
2 
1 

 6  

 

 

 

 

 

Statistics_Statistiek worksheet 
3.7.1 Cell J8 

= 97 – J2  
 
(Note to marker:  Do not accept the COUNTIF function.) 

 
2 

 2  

 

3.7.2 Cell J8 = LEN(B63) 
• LEN function used  
• Correct cell range   

 
1 
1 

 2  

 

3.7.3 Cell J11 =COUNTIF(D2:D48,"M") 
 
• Worksheet sorted  according to Category  or 

Gender  
• COUNTIF function  (Accept any other valid function) 
• Correct cell range   
• Criterion M  or Junior 

 
 

2 
 

1 
1 
1 

 5  

 

 

Mark  allocation for an alternative answer  
• Worksheet sorted according to Category ( ) AND( ) 

Gender( ) fields 
• CountA function ( ) 
• Correct Range ( ) 

 

 

3.8 Graph/Chart 
• Chart type changed to column graph  
• No legend appears  
• Data label appears  only above Age 18  
• Columns have 2.25 pt/2¼ pt/0.08 cm  outline  
• Title inserted  above the chart  
• No horizontal gridlines appear  

 
1 
1 
2 
2 
2 
1 

 9  
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3.9 • Graph moved to a new worksheet  
 

(Note to marker:  Do not allocate this mark if the graph 
also/only appears on the Statistics_Statistiek 
worksheet.) 
 
• Worksheet renamed to Age_Oud  

1 
 
 
 
 

1 

 2  

 

  
Total for QUESTION 3 

   
[41] 
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QUESTION 4  File name: 4Scores_Punte   Total Q4: 21 
 
• Mark the questions from the formulae and not the values/answers in the cell 
• Check against candidate's actual work (Cell references may differ, depending on the 

candidate's responses) 
• Candidate may use multiple formulae or cells as 'building blocks' to answers 
 

No Criteria Max Mark Candidate 
Mark 

Performance_Prestasie worksheet 

4.1 Merge and centred 
• Cells A1 to F3 merged and centred  

 
1 

 1  

4.2 Cell A1:F3  
• Image of 2 Badge_Wapen inserted  
• To the left of the text  
 
(Note to marker:  Do not allocate the second mark if all the 
text is not visible.  Candidates should have reduced the 
size of the image or right-aligned the text.) 

 
1 
1 

 2  

 

4.3.1 Cell N5 = AVERAGE(H5:M5) 
• Function AVERAGE  
• Correct cell range (H5:M5)  

 
1 
1 

 2  

 

4.3.2 Cell P5 =MAX(H5:M5) 
or 
= LARGE(H5:M5,1) 
 
• Function MAX  
• Correct cell range (H5:M5)  

 
 
 
 

1 
1 

 2  

 

4.4 Cell Q6: =VLOOKUP(N6,Data_Data!$A$3:$C$9,2) 
or 
Cell Q6: =VLOOKUP(N6,Data_Data!$A$3:$B$9,2) 
• VLOOKUP function used  
• Correct lookup value (cell N6) used  
• Correct lookup table range  

(Data_Data!$A$3:$C$9) or (Data_Data!$A$3:$B$9) 
• Absolute cell referencing  
• Correct lookup column (2)  

 
 
 

1 
1 
1 
 

1 
1 

 5  

 

 

 

 

4.5 Column P: Conditional formatting 
• Conditional formatting applied  
• Criterion: >= 951  or >950 
• Range: P5:P101  
• Format: border around the cell  
 
(Expect 12 instances.) 

 
1 
1 
1 
1 
 

 4  
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Special_Spesiaal worksheet 

4.6 Pie graph/chart: 
• Graph/chart created  (Cells A11:B16) 
• 'Cum laude' segment  separated from the graph  
• Title 'Awards' added   
• Approximately across the middle of the graph/chart  

 
1 
2 
1 
1 

 5  
 

 

 
 

  
Total for QUESTION 4 

   
[21] 
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QUESTION 5   File name: 5Athletics_Atletiek  Total Q5: 42 
 

No Criteria Max Mark Candidate 
Mark 

Table:  51School_Skool 
5.1.1 Code_Kode field 

• Field does not appear  
 

1 
 1  

5.1.2 Pnum_TNom field 
 
Expected input mask \(000\)0000000 
• Input mask for 10 digits : 0000000000  
• Brackets  

 
(Note to marker: The oblique bar (\) is added automatically 
by Access and should not be awarded marks.) 

 
 
 

1 
1 

 2  

LibreOffice: 
• User-defined format created   
• 10 digits with brackets e.g. (012)1236547   

 

5.1.3 NumAthletes_AanAtlete field 
 
Validation Rule 
• >0  and  <=40  
or 
• >0 and <41 
or 
• >=1 and <=40 
or   
• >=1 and <41 

 
 
 

3 

 3  

 

LibreOffice: 
Filter: 51School_Skool.NumAthletes_NomAtlete >=1 and 
NumAthletes_NomAtlete <=40 
• Correct field  
• Correct operator(s)  
• Correct values  

 

5.1.4 NumAthletes_AanAtlete field 
• Required property set to Yes  

 
1 

 1  

Table:  52Coaches_Afrigters 
5.2 Record amended 

• H Payne: 3000 m appears  
 

1 
 1  
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Query:  qry53 
5.3 • Query qry53 created based on the 

52Coaches_Afrigters table  
• All fields show  
• Criterion for Item_Item field set to Long Jump  
 
(Expect one record.) 

 
1 
1 
1 

 3  

 

 

Query:  qryFemale_Vroulik  
5.4 • Criterion for Track_Baan is set to true  or Yes 

• Criterion for Field_Veld is set to true  or Yes 
• Criterion for Gender_Geslag is set to F   
• Sort criterion for Date_Datum is set to descending  or 

a filter is set (MSO 2010) 
 
(Expect 5 records.) 

1 
1 
1 
1 

 4  

 

 

 

Query:  qryMonth_Maand 
5.5 • Criterion for Date_Datum field is  

>#2012/08/31#  And  <#2012/10/01#  
    or  

 Between #2012/09/01# And #2012/09/30# 
  or 
 >=#2012/09/01# and <=#2012/09/30# 
  or 
 Like */09/2012 

• The show criteria for only Surname_Van and 
Initial_Voorletter fields are marked  

 
(Expect 13 records.) 

 
3 
 
 
 
 
 
 
 

1 

 4  

 

 

 

Form:  frmCoach_Afrigter 
5.6 • Background of the Detail section of the form changed to 

a blueish colour  
• Date_Datum field appears below Surname_Van field  
• Image 2Badge_Wapen placed in form header  

on the right hand side   
• Image has a border  
• Microsoft Office:  Conditional formatting is applied to 

Number_Aantal  field, so that more than 5 athletes is 
displayed in a yellow fill colour  
LibreOffice:  Filter is applied to Number_Aantal  field  

• Number_Aantal field is greater than 5  

 
1 
1 
1 
1 
1 
 

1 
 

1 

 7  
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Form:  frm57 

5.7 • Form based on 57Athletes_Atlete table  
• Only AthleteID_AtleetID field does not appear  
• Examination number displays in a label   
• In the footer of the form  

1 
1 
1 
1 

 4  

 
 

 

Report:  Athletes_Atlete 
5.8.1 • Heading changed to 'Team'  1  1  

5.8.2 • Report first sorted according to Gender_Geslag field  
• And then sorted according to Surname_Van field  

1 
1 

 2  

 
5.8.3 • Function is =count(*)  Libre Office =[CounterReport] 

• Suitable caption added in the label e.g. Total  
 

(Note to marker: Also accept any field name in the count 
function) 

1 
1 

 2  

 

5.8.4 • Page numbers inserted into the page footer  
• In the format ‘Page X of Y’  
• Displayed in the centre of the page footer  

1 
1 
1 

 3  
 

 

Report:  rptCoach_Afrigter 
5.9 • Report is created  

• Based on the 52Coach_Afrigter table  
• Includes only 3 fields (Surname_Van, Initial_Voorletter 

and Item_Item fields) 
• Grouped according to Item_Item field  

1 
1 
1 
 

1 

 4  

 

 

 

  
Total for QUESTION 5 

   
[42] 
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QUESTION 6  File name: 6Order_Bestel   Total Q6: 25 
 
No Criteria Max Mark Candidate 

Mark 
6Order_Bestel document  
6.1 Paragraph border 

• Border appears around the heading  
 

1 
 1  

6.2 Text Field 
• Text form field inserted  
• Maximum length 30  
• Help text inserted  

 
1 
1 
1 
 

 3  

 

 

Table     
6.3.1 • Top row of cells merged   

• Heading horizontally and vertically centered  
1 
1 

 2  

 
6.3.2 Row 3  

• Empty row does not appear  
 

1 
 1  

6.3.3 Formula to calculate cost 
=B3*1.37  
or  
=PRODUCT(B3,1.37)  
or  
=SUM(LEFT)*1.37 
 
(Accept =15* 1.37  
or 
=PRODUCT(15,1.37)) 
 
• First value  
• Operator  
• Second value  

 
(Expected answer: 20.55) 

 
(Note to marker:  
• Check the formula by clicking on the cell and the 

formula option on the layout tab. 
• Also accept if cell reference B4 is used.) 

 

 
 
 
 
 
 
 
 
 
 
 

1 
1 
1 

 

 3  
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LibreOffice: 
=<B4>*1.37  
or  
=<B4> MUL 1.37  
or  
=15*1.37  
or  
=15 MUL 1.37 
 
(Expected answer: 20.55) 
 
(Note to marker:  
• Check the formula by hovering the mouse pointer over 

the cell. 
• The 'MUL' function must appear in upper case.) 

 

6.3.4 Formula to calculate Total cost 
• Number format has been set to SA Rand  

 
(Note to marker:  
• Check the formula by clicking on the cell and the 

formula option on the layout tab. 

 
1 

 1  

6.3.5 Sort 
• Table sorted according to column 3  
• Descending  
• Names and costs remain together  

 
(Note to marker:  
• The first name will be Ridwaan Govender and the last 

Nkumane Naidoo. 
• Ignore if the Total row has been included.)  

 
1 
1 
1 
 

 3  

 

 

6.4 Footer 
• The text 'Admin' is left aligned  
• Date field inserted  
• Showing date and time of last save/modify  
• Right aligned  
• Horizontal line appears above text  in the footer 

 
(Note to marker: Right click on the date and then on edit 
to show the field inserted.) 

 
1 
1 
1 
1 
1 

 5  
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6.5 Pasted Table 
• Data from the Special_Spesiaal worksheet in the 

4Scores_Punte spreadsheet appears in the word 
processing document  

• The correct data from cells B2:C5  appears 
• Pasted as an updatable linked table (Paste Special)  

 
 
 

1 
1 
1 

 3  

 

 

Drop-down form field/combo box 

6.6.1 Add option to control list 
• Option 'Books' is added to the control list  

 
1 

 1  

6.6.2 Protect (lock) form 
• Form protected/locked  
• Engraving appears as the selected option on the 

form 
 

(Note to marker: 
 LibreOffice users: The design mode must be set to off.) 

 
1 
 

1 

 2  

 

  
Total for QUESTION 6 

   
[25] 
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QUESTION 7 File name:  7Answers_Antwoorde and Image_Prent folder 
           Total Q7: 6 
 
No Criteria Max Mark Candidate 

Mark 
Examination folder 
7.1 • Folder called Image_Prent  appears 1  1  
7.2 • Photo of Gary saved  

• as a .bmp file  
1 
1 

 2  
 

7Answers_Antwoorde 
7.3 • 1Ball_Bal.jpg  1  1  
7.4 • 11  image files 

 
(Note to marker:  
Accept 10 image files if Gary.bmp does not exist.) 

1  1  

7.5 • Examination number appears in the author property of the 
7Answers_Antwoorde document  

 
1 

 1  

  
Total for QUESTION 7 

   
[6] 

 

  
TOTAL 

    
[200] 
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