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	INSTRUCTIONS AND INFORMATION

	1.
	You will receive this Examination Question Paper and an Answer Sheet in electronic format. 

Note that the printed version of the question paper differs from the electronic version, as it contains elements for editing and formatting as well as information and/or instructions applicable to the question paper. 

This examination consists of TWO sections: SECTION A and SECTION B.

	2.
	Answer ALL the questions electronically using THIS question paper and the data and the necessary software supplied to you. (NOTE: No printing is required.)

	3.
	You will not be allowed to leave the examination venue before the end of the examination period.

	4.
	A copy of the master files will be available from the invigilator. Should there be any problems with a file, you may request another copy from the invigilator.

	5.
	Save your work at regular intervals.

	6.
	Read through each question before answering or solving the problem. 
Do NOT do more than is required by the question.

	7.
	During the examination you may use the help functions of the programs that you are using. You may NOT use any other resource material.

	8.
	If you have to use data derived from a previous question that you could not answer, you should still proceed with the questions that follow.

	9.
	When answering all questions involving word processing, you should:
· check/set the language to English (South Africa),
· ensure the paper size is A4 Portrait, unless stated otherwise, and 
· use centimetres as the unit of measurement.

	10.
	Formulas and/or functions must be used for all calculations in questions involving spreadsheets unless otherwise specified. (Do not calculate and then type in the answers manually.)

	11.
	Read ALL questions carefully.




	12.
	The examination folder/data disk that you receive with this question paper will contain the folders and files listed below. Ensure that you have all the files before you begin with this examination.

	
	
· 7Form	Word processing file
· 7Skills	Word processing file
· 8Survey	Spreadsheet file
· 9Notes	Notebook folder
· 9OfficeChair	Image file
· 9ThingsNeeded	Word processing file
· 10Funds	Spreadsheet
· 10Letter	Word processing file
· 10Participants	Spreadsheet
· 10PriceList	Spreadsheet





Answer ALL questions of this section using the electronic version of this question paper, which will also represent your ANSWER SHEET. 

	STUDENT NUMBER
	

	DATE
	

	PC/WORKSTATION:
	



[bookmark: _Hlk65679194]SECTION A: THEORY QUESTIONS

QUESTION 1

Indicate whether the following statements are true or false by underlining the correct option for each statement. 

Example:
This document was created in MS Word.
	True
	False

	1.1
	RAM is an example of computer memory.
	
	

	
	
	True
	
	

	
	
	False
	
	(1)

	
	
	
	

	1.2
	Laptops generally have screen sizes of over 17”.
	
	

	
	
	True
	
	

	
	
	False
	
	(1)

	
	
	
	

	[bookmark: _heading=h.gjdgxs]1.3
	Google Drive is an example of cloud storage.
	
	

	
	
	True
	
	

	
	
	False
	
	(1)

	
	
	
	

	1.4
	A MAN is a network that spans across multiple provinces or even countries.
	
	

	
	
	True
	
	

	
	
	False
	
	(1)

	
	
	
	

	1.5
	The internet is an example of a GAN.
	
	

	
	
	True
	
	

	
	
	False
	
	(1)

	
	
	
	

	1.6
	A network is a collection of computers and computing devices that are connected to each other using communication methods such as network cables.
	
	

	
	
	True
	
	

	
	
	False
	
	(1)

	
	
	
	

	1.7
	Hackers perform illegal activities, such as stealing data, and are also responsible for creating and distributing malware.
	
	

	
	
	True
	
	

	
	
	False
	
	(1)

	
	
	
	




	1.8
	Social engineering is a way of getting private or confidential information directly from a person with the intention of committing fraud.
	
	

	
	
	True
	
	

	
	
	False
	
	(1)

	
	
	
	

	Remember to save your work.
	
	

	
	
	
	

	
	Total for Question 1:
	
	[8]




QUESTION 2 

Various options are given as possible answers to the following questions. Answer your question by changing the font of the correct option to red.
Example:
Which ONE of the following options will the OS use to determine which program to use to open a file?
A File name
B File size
C File path
D File extension 

	2.1
	Which ONE of the following indicates that a user that has an office at home?
	
	

	
	A
	Power user
	
	

	
	B
	Enterprise user
	
	

	
	C
	Home user
	
	

	
	D
	SOHO user
	
	(1)

	
	
	
	
	

	2.2
	Which ONE of the following is NOT an example of mobile computing?
	
	

	
	A
	Laptop
	
	

	
	B
	Smartphone
	
	

	
	C
	Tablet
	
	

	
	D
	All of the above are examples of mobile computing.
	
	(1)

	
	
	
	
	

	2.3
	Which ONE of the following is an example of a wireless communication method used for secure transactions, such as payments at a pay point?
	
	

	
	A
	NFC
	
	

	
	B
	Wi-Fi
	
	

	
	C
	Bluetooth
	
	

	
	D
	Secure
	
	(1)

	
	
	

	
	

	2.4
	… is a technology used to make voice calls via a network.
	
	

	
	A
	VoIP
	
	

	
	B
	VOD
	
	

	
	C
	Internet
	
	

	
	D
	None of the above
	
	(1)

	
	
	
	
	

	2.5
	… is also known as the semantic or intelligent web.
	
	

	
	A
	Web 1.0
	
	

	
	B
	Web 2.0
	
	

	
	C
	Web 3.0
	
	

	
	D
	Web 4.0
	
	(1)

	
	
	
	
	

	2.6
	Which ONE of the following is NOT an example of a social network platform?
	
	

	
	A
	Facebook
	
	

	
	B
	Wikipedia
	
	

	
	C
	Instagram
	
	

	
	D
	LinkedIn
	
	(1)

	
	
	
	
	

	2.7
	Which ONE of the following is an example of a wireless internet connection?
	
	

	
	A
	5G
	
	

	
	B
	Fibre
	
	

	
	C
	ADSL
	
	

	
	D
	Wi-Fi
	
	(1)

	
	
	
	
	

	2.8
	… is a social engineering trick where you may receive a message, such as an email, that looks like it came from a legitimate institution.
	
	

	
	A
	Scam
	
	

	
	B
	Ransomware
	
	

	
	C
	Phishing
	
	

	
	D
	Virus
	
	(1)

	
	
	
	
	

	Remember to save your work.
	
	

	
	
	
	
	

	
	
	Total for Question 2:
	
	[8]






QUESTION 3

Complete the following table by supplying the name of the port or connector in the image and adding ONE example of a device that would most likely be connected using it.

	
	Image
	Name
	Function
	
	

	3.1
	[image: ]
	
	
	
	(2)

	3.2
	[image: ]
	
	
	
	(2)

	3.3
	[image: ]
	
	
	
	(2)

	3.4
	[image: ]
	
	
	
	(2)

	
	
	
	

	Remember to save your work.
	
	

	
	
	
	

	
	Total for Question 3:
	
	[8]





QUESTION 4

Choose a term or concept from COLUMN B that matches a description in COLUMN A. Type in only the letters (A to P) next to the question numbers (4.1 to 4.8) in the ANSWER column.
Example
	COLUMN A
	ANSWER
	COLUMN B

	4.11
	A type of file associated with audio recordings.
	S
	A. UPS
B. USB
C. etc.

	4.12
	etc.
	
	




	COLUMN A
	ANSWER
	COLUMN B

	4.1
	A smartwatch is an example of a …
	
	A. HDD
B. Java
C. Windows
D. LAN
E. Portal
F. Blog
G. SSD
H. ADSL
I. WinZip
J. RIA
K. WAN
L. Wearable
M. Office
N. QuickTime
O. Wiki
P. Microsoft


	4.2
	An M.2 is an example of a …
	
	

	4.3
	An example of a compression utility. 
	
	

	4.4
	A network that is contained within a building.
	
	

	4.5
	An example of a website that can be edited directly in the web browser.
	
	

	4.6
	A plugin used on web browsers to provide interactive sections.
	
	

	4.7
	Web-browser based applications that can run without installing any additional software.
	
	

	4.8
	A website in the form of an online diary.
	
	

	
	
	
	

	Remember to save your work.
	
	

	
	
	
	

	
	Total for Question 4:
	
	[8]





QUESTION 5

Study the following image and identify each step in the information processing cycle marked 5.1 to 5.5. 

Write down the name of the step and give one example of each.


5.4
5.2
5.1
5.3
5.5















	
	Name of the step
	Example
	

	5.1
	
	
	(2)

	5.2
	
	
	(2)

	5.3
	
	
	(2)

	5.4
	
	
	(2)

	5.5
	
	
	(2)

	
	
	
	

	Remember to save your work.
	
	

	
	
	
	

	
	Total for Question 5:
	
	[10]






QUESTION 6

Answer the following questions by typing the answer to each in the open row below each question.


	6.1
	Briefly explain the concept of ICT.
	
	(2)

	
	
	
	

	6.2
	What is the difference between data and information?
	
	(2)

	
	
	
	

	6.3
	Under each of the following headings, discuss ONE way ICT has influenced our society in that particular segment.
	
	

	
	
	
	

	
	6.3.1
	Education
	
	(1)

	
	
	
	
	

	
	6.3.2
	Shopping
	
	(1)

	
	
	
	
	

	
	6.3.3
	Government
	
	(1)

	
	
	
	
	

	
	6.3.4
	Manufacturing
	
	(1)

	
	
	
	

	6.4
	Discuss each of the following statements about storage devices by explaining why the statements are false.
	
	

	
	
	
	

	
	6.4.1
	Hard drives are examples of volatile storage devices.
	
	(1)

	
	
	
	
	

	
	6.4.2
	SSDs are generally much slower than HDDs.
	
	(1)

	
	
	
	
	

	
	6.4.3
	Hard drives use electronic means to store data.
	
	(1)

	
	
	
	
	

	
	6.4.4
	Storage is more expensive per GB than memory.
	
	(1)

	
	
	
	
	

	6.5
	List THREE advantages of an SSD when compared to an HDD other than speed.
	
	(3)

	
	
	
	
	

	6.6
	Name TWO examples of information contained in the attributes of a file.
	
	(2)

	
	
	
	

	6.7
	Discuss the following concepts regarding networks by referring to the roles of clients and peers in each situation:
	
	

	
	
	
	

	
	6.7.1
	Client-server
	
	(2)

	
	
	
	
	

	
	6.7.2
	Peer-to-peer
	
	(2)

	
	
	
	

	6.8
	What is the digital divide?
	
	(2)

	
	
	
	

	6.9
	List ONE advantage of installing a network under each of the following headings:
	
	

	
	
	
	
	

	
	6.9.1
	Centralisation of data
	
	(1)

	
	
	
	
	

	
	6.9.2
	Sharing of resources
	
	(1)

	
	
	
	
	

	
	6.9.3
	Leisure
	
	(1)

	
	
	
	
	

	
	6.9.4
	Fund transfers
	
	(1)

	
	
	
	

	6.10
	Discuss TWO differences between a static and a dynamic website. Type your answers in the table below.
	
	(4)

	
	
	
	
	

	
	Static website
	Dynamic website
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	6.11
	Name and discuss TWO categories of examples of location-based services that can be used on smartphones.
	
	(4)

	
	
	
	

	6.12
	Name THREE advantages of e-commerce. Type your answers in the table below. 
	
	(3)

	
	
	
	

	
	Advantages of e-commerce
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	
	

	Remember to save your work.
	
	

	
	
	
	

	
	Total for Question 6:
	
	[38]



	TOTAL SECTION A
	[80]
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	SECTION B: PRACTICAL QUESTIONS

INSTRUCTIONS:
1 Answer all the questions of this section using the data files supplied.
2 Unzip the Data Disk to your Desktop and rename the folder as StudentNo_CPN5PRAC. You MUST use your own student number in the name of the folder.
3 Continue working in the folder you created in instruction 2 above and save all your practical work in this folder. 
	
	



	SCENARIO
Your college has decided to start a project offering computer training to people in the community. As part of the project, funds need to be raised to build an additional computer centre. Sponsors must be introduced to the project, and it is important to understand the needs and abilities of people in the community. You have been asked assist with the documentation for the project.




	QUESTION 7: WORD PROCESSING

Open the 7Skills word processing document and carry out the instructions that follow.

	7.1
	Change the spacing of the first paragraph on page 1 (highlighted in green) as follows:
· Paragraph spacing before:  	6 pt
· Paragraph spacing after:		12 pt 
· Line spacing:			At least 12 pts.
	
	(4)

	7.2
	Find and replace the exact word 'learn' to appear in a red font and highlight.
	
	(4)

	7.3
	Locate the paragraph below the heading '4. Take a free…' and ensure that the indentation is similar to the other paragraphs.
	
	(1)

	7.4
	Insert odd and even page numbers at the bottom of each page in the Page 1 format. Ensure that all odd pages appear on the right and the even pages appear on the left.
	
	(4)

	7.5
	Ensure that the image on the last page displays properly without changing the image size.
HINT: Change the layout of the page.
	
	(3)

	7.6
	Insert the file name in the header of the last page only. Ensure that the name will automatically update when it changes.
	
	(2)

	Save and close the 7Skills document.
	
	






	Open the 7Form document and carry out the instructions that follow.
	
	

	
	Create suitable form fields at a 6 cm tab stop position to appear as follows:

	
Title:	 

Name & Surname:	 xxxxxxxxxxxxx

	

	Contact Number: 
	
	
	
	
	
	
	
	
	
	




Email Address:	 

Mailing List: 	  Include Me |_| Don't Include Me |_|




Note:
· Dropdown list for Title options	Mr, Miss, Mrs 
· Name & Surname			Limit to 50 characters
· Contact Number 			10 x 1 Table – cell width set to 0.5 cm
· Mailing List			Allow the user to check their preference

Add the message “Please select one” as Help Text for the Mailing List options.
	
	(8)

	7.8
	Ensure the form cannot be edited but do not use a password.
	
	(2)

	Save and close the document 7Form.
	
	

	Use a template to create a certificate.
	
	

	7.9
	Create a new word document using the Certificate of participation template.
	
	(2)

	7.10
	Insert the company name as Skills for all and your name and surname as the participant.
	
	(2)

	7.11
	Insert a 10-point-star shape to the bottom middle of the page. Fill the star with a gold colour.
	
	(2)

	Save the document as 7Certificate BUT do NOT close it.
	
	

	7.12
	Publish the 7Certificate as a pdf document – even if you were unable to edit it.
	
	(1)

	Save and close all documents related to Question 7.
	
	

	Total for Question 7:
	
	[35]




[bookmark: _heading=h.30j0zll]



	QUESTION 8: SPREADSHEETS

A survey has been conducted to research the local community’s computer and internet. 

Open the 8Survey spreadsheet.

	Work in the Analysis worksheet.

	8.1
	Vertically align only the application software types and operating system software types in row 2.
	(1)

	8.2
	Change the height of rows 3 to 78 to half of the current row heightt.
	(1)

	8.3
	The 'Yes' responses in column G have been captured with the word 'Ja'.

Replace all the 'Ja' words with the word 'Yes', which must be formatted in bold and italic.
	(2)

	8.4
	Insert a function in cell Q81 to determine the value of the monthly internet spending of the 3G connections.
	(4)

	8.5
	Insert a function in cell M3 to generate a random number from 1 to 4.
	(2)

	8.6
	Users who have registered as members of CompuClass will receive a 15% discount on their monthly spending in the computer centre. Registrations are listed in column B.

Insert a function in cell R3 to determine the 15% discount for the registered members. The words 'Non-member' should appear in column R for those who have not yet registered. 
	(3)

	8.7
	Find the column chart/graph in row 86.
	

	
	· Replace this column chart/graph it with a pie chart.
	(1)

	
	· Adjust the legend so that only Male or Female is displayed.
Move the legend below the pie chart. 
	(2)

	
	· Ensure the data values are displayed as a percentage on each segment of the pie.
	(2)

	8.8
	An American sponsor is prepared to make a donation to the centre based on 5% of the Rand value each user spent on internet usage (column Q). He would like to know how much this will be for each user when converted to US dollars.  

Work with the exchange rate of $1 = R14.91 (cell T1). 

Insert a formula in cell S3 to calculate the dollar amount. Copy the formula down to rows S4:S11.
	(6)




	Work in the Review worksheet.

	8.9
	Insert a function in cell P3 to change the value in cell P2 to uppercase. 
	(2)

	8.10
	Format the worksheet so that the following occurs:

· Only cells A1:K78 will print.
· Every 20th row will print on a new page.
· The relevant data should fit onto an A4 landscape page.
	(4)

	8.11
	Use the data in cells C80:K82 to create a line chart/graph that resembles the one below:



NOTE:   
· The chart title is 'Training Responses'.
· The data for Linux and Office365 are not reflected on the chart.
· The horizontal axis data label is aligned at 270°.
· The line indicating 'Yes' responses appears in a black colour.
· The data labels for the 'No' responses are displayed.
· No horizontal gridlines appear and the chart area is a pale green colour.
· The chart appears on a new sheet labelled 'Responses'.
	













(10)

	Save and close the 8Survey spreadsheet.
	
	

	Total for Question 8:
	
	[40]






	QUESTION 9: NOTEBOOKS

You will keep ideas and notes on the progress of the project in OneNote.

Open the 9Notes OneNote notebook and carry out the instructions that follow.

	9.1
	Change the properties of the notebook ExamPaper A as follows:
	
	

	
	9.1.1
	Rename the notebook as your student number followed by N5, space, qpA, e.g.  123456 N5 qpA
	
	(1)

	
	9.1.2
	Change the colour of the notebook folder to a green colour.
	
	(1)

	9.2
	Remove the date and time from the Blogging page.
	
	(1)

	9.3
	Arrange the sections in alphabetical order. 
	
	(1)

	9.4
	Add a new section called Services as the last section.
	
	(1)

	9.5
	Locate the Sponsorships section and change the Corporate Sponsors page to be a subpage of the Sponsors page.
	
	(1)

	9.6
	[image: ]Read the instructions that appear (on the next page) after the screenshot below and use the files: 9ThingsNeeded and 9OfficeChair, to change the ThingsNeeded page in the Funding Section to appear as shown.
	
	

	
	
	
	

	
	Note the following:
· The numbering of the list
· The size of the chair image
· All spelling errors must be corrected
	
	(6)

	9.7
	Take a screengrab of the Notebooks pane together with the sections in the Training notebook. 

Paste your screengrab on the page named Q9.7 in the Screengrab sections of the Training notebook.
	
	(3)

	Save and close the 9Notes notebook and all its related files.
	
	

	Total for Question 9:
	
	[15]




	QUESTION 10: INTEGRATION
	
	

	You were asked to create certain documents to assist with courses and the fundraising for the computer centre.



	10.1
	Open the 10Letter word processing document and carry out the instructions. 
	
	

	
	10.1.1



	Find the bulleted list and change the list to represent the example below:

[image: ]
	
	(3)

	
	10.1.2
	Locate the text 'Price List' and paste the information from the 10PriceList spreadsheet below the text. Ensure that the data appears as a table that will automatically update in the 10Letter document.
	
	(3)

	
	10.1.3
	Insert tab stops to ensure that the participants can complete the return slip.


	
	(4)

	
	10.1.4
	This letter has to be sent to specific participants. Use the 10Participants spreadsheet as a data source for a mail merge document.

· Select only participants younger than 55 years old.
· Replace the <<Name>> and <<Age>> fields in the document.
· Ensure that the letter is one page.
· Complete the mail merge (Save the merged file as 10MailMerge)
	
	(5)

	
	Save and close the 10Letter document.
	
	 

	10.2
	Open the 10Funds spreadsheet and change it to look as follows: 
	
	

	
	[image: ]
	
	

	
	Note the following:
· The picture in the first row is obtained from Icons.
· Insert necessary calculations to determine:
· the total income by adding all the income
· the total expenses by adding all the expenses
· the actual income by using total expenses and total income
· the 'Amount to goal' by using the event goal and actual income.
· Ensure data types are set correctly.
· Insert the pie chart.
· Save the 10Funds file but do not close the file.
	
	(14)

	10.3
	Save the 10Funds file as a single web page. 
	
	(1)

	Save and close all the files.
	
	

	Total for Question 9:
	
	[30]



	
	
	

	
	TOTAL FOR SECTION B = 120 marks
	
	

	
	
	
	

	
	GRAND TOTAL = 200 marks
	
	




	




200

COMPUTER PRACTICE N5 

INFORMATION SHEET (to be completed by the student AFTER the 3-hour session)

STUDENT NUMBER 	
WORKSTATION NUMBER	

	SUITE USED 
(Mark appropriate box with a cross (X)
	Microsoft Office 2019
	Microsoft Office 2016


Student to enter the file name(s) used for each answer. Tick if saved and done. 

	Question Number
	File name
	Saved
(✔)
	Done (✔)
	Sub-total
	Max mark
	Mark achieved
	Marker initial/
ode

	1
	
	
	
	8
	8
	
	

	2
	
	
	
	8
	8
	
	

	3
	
	
	
	8
	8
	
	

	4
	
	
	
	8
	8
	
	

	5
	
	
	
	10
	10
	
	

	6
	
	
	
	38
	38
	
	

	7
	7Skills
	
	
	18
	35
	
	

	
	7Form
	
	
	10
	
	
	

	
	7Certicate
	
	
	7
	
	
	

	8
	8Survey
	
	
	40
	40
	
	

	9
	9Notes
	
	
	15
	15
	
	

	10
	10Letter
10MailMerge
	
	
	16
	30
	
	

	
	10Funds
	
	
	14
	
	
	

	
	10Funds webpage
	
	
	1
	
	
	

	TOTAL
	200
	200
	
	





Comment (for office/marker use only)
	
	
Training Responses

Yes 	MS Office 2019	MS Office 2016	MS Office 2013	Windows 7	Windows 8	Windows 10	30	65	68	70	30	70	No	
MS Office 2019	MS Office 2016	MS Office 2013	Windows 7	Windows 8	Windows 10	46	11	8	6	46	6	



Copyright reserved
image2.jpeg




image3.jpeg




image4.jpeg




image5.jpeg




image6.tif
Things needed

THINGS NEEDED

o Printer
Scanner
Copier
Laminating
Binding
Paper cutter
Server (internet)
Router
Networking cables

Generafir

Inverter

Air conditioner
Generator

Coputer tables
Computer chairs

Office table

Chairs for reception area

0DDD0DO0DO0O0O0O0O0O0O0O0D00aO0aon





image7.png
Spreadsheets

1.1. Beginner

1.2. Intermediate
13. Advanced
Word processing
2.1. Beginner

2.2 Intermediate
2.3. Advanced
Presentations

3.1. Beginner

3.2. Intermediate




image8.png
Signed: Date: |




image10.png
Signed: Date: |




image9.png
COMPUTER FUNDRAISER

EVENT GOAL

R 50 000.00

e -
TOTAL EXPENSES R2161.00 [neome
e e e
/AMOUNT TO GOAL R 18 296.00 con
INCOME | EXPENSES
e i
| s | e

Roger Left R120500




image1.png
WESTERN CAPE





image2.png
WESTERN CAPE





