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SECTION A

QUESTION 1
1.1 B

1.2 C

1.3 D

1.4 A

1.5 A

1.6 C

1.7 A

1.8 B

1.9 B
1.10 D
1.11 C
1.12 A
1.13 D
1.14 B
1.15 B
1.16 C
1.17 A
1.18 D
1.19 B
1.20 A
QUESTION 2
2.1 True
2.2 False
2.3 True
2.4 False
2.5 False
2.6 True
2.7 False
2.8 False
2.9 True
2.10 True
2.11 False
2.12 True
213 True
2.14 True
215 True
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(20 x 1) [20]

(15x1)  [15]
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QUESTION 3

3.1 D

3.2 F

33 G

3.4 0]

3.5 L.

3.6 J

3.7 N

3.8 B

3.9 H

3.10 E

3.1 M

3.12 K

93 C

3.14 I

315 A
QUESTION 4

4.1 Antivirus
4.2 Blogs

4.3 Advantage
4.4 EULA

4.5 LAN

4.6 Server

4.7 Digital era
4.8 Soft brush
4.9 Client-server
4.10 Power spikes
QUESTION §

5.1

USB Drive (E) > JUNE 2024 » COMPUTER PRACTICENS » MG » VIRUSES

~,

o MName Size
] CHICKENPQOX - Copy 13 KB
@3 CHICKENPOX 13 KB
-] INFLUENZA 13K8
@3 SHINGLES 13K8
SMALLPOX CHE

Copyright reserved

TJ' Pe

Microscft
Micrascft
Microscft
Microscft
BMP File

Word Document
Word Cocument
Werd Document

Word Cocument

(15x1)  [15]

(10x1)  [10]

Date modified

3/3/2024 T8 AM

3/5/2024 712 AM
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1. EXAM NUMBER and QUESTION 5 not inserted as header

2. VIRUSES folder not opened

3. FLU not renamed to INFLUENZA

4. SHINGLES not moved

5. ROD not deleted

6. CHICKENPOX copy not made

7. SMALLPOX not a bitmap image

8 Name, size, type, date and time modified not displayed

9 Contents not sorted in ascending order according to file name
10 Contents of VIRUSES folder not displayed

1 EXAMINATION NUMBER and QUESTION 5 not inserted as a header
and/or incorrect

VIRUSES folder not opened and/or incorrect

FLU not renamed to INFLUENZA and/or incorrect

SHINGLES not moved and/or incorrect

ROD not deleted and/or incorrect

CHICKENPOX copy not made and/or incorrect

SMALLPOX not bitmap image and/or incorrect

Name, size, type, date and time modified not displayed and/or incorrect

O (NDH (AWM

The contents of the VIRUSES folder not sorted in ascending order
according to the file names and/or incorrect

-
o

Contents of the VIRUSES folder not displayed and/or incorrect

ol»

5.2

— vt » ThisPC » Desktop * CP5 > PREVENTION IS BETTER THAN CURE

[ CLEANING

ick A
# Quick access O DISINEECT
@ OneDrive

Attachments

Documents

Dirtuirae

1. PREVENTION folder not renamed

2. PREVENTION IS BETTTER THAN CURE folder not opened

3. PowerPoint file CLEANING not created

4. DISINFECT not moved

5. WASHING not deleted

6. Contents of PREVENTION IS BETTER THAN CURE folder not displayed

Copyright reserved
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PREVENTION folder not renamed to PREVENTION IS BETTER

THAN CURE and/or incorrect

N

PREVENTION IS BETTER THAN CURE folder not opened and/or

incorrect

PowerPoint file CLEANING not created and/or incorrect

DISINFECT file not moved and/or incorrect

WASHING file not deleted and/or incorrect

OOk |w

Contents of PREVENTION IS BETTER THAN CURE folder not

displayed and/or incorrect

5.3 5.3.1

Copyright reserved

A M |T
0o |6 |6 (6)
> This PC * Desktop > (PS5 ?
] Name ’ Date madifiec Type Size
BACTERIA 2021111405 10:34
PREVENTION IS BETTERTHAN CURE  2021/11/05 10:35
VIRUSES 2021711705 1002
PREVENTION IS BETTERTHAN CURE  2921/11/05 1047 1 KB
1 PREVENTION IS BETTER THAN CURE zip folder not created
and/or incorrect
1 Contents of PREVENTION IS BETTER THAN CURE not displayed
and/or incorrect
A |Im |T
o |2 |2 (2)
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5.3.2
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FAicle =cge—amfi=s ~-

1 The current date on the computer is not displayed and/or
incorrect

1 The current time of the computer is not displayed and/or
incorrect

.
[2 (2)
[20]

o>

TOTAL SECTION A: 80
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SECTION B

QUESTION 6

QUESTION 6A

Accuracy 2

Manipulation | 5

TOTAL 7

ACCURACY

Read all text for accuracy 2

NO MANIPILATION ERRORS MARK

1 [EXAMINATION NUMBER] not inserted in the [DATE] field column in
the second invitation and/or incorrect

2 [QUESTION 6A] not inserted in the [TIME] field column in the third
invitation and/or incorrect

3 Line spacing and/or alignment incorrect

4 Letter spaces incorrect

5 Upper case and/or lower case incorrect

6 Font type and/or font size incorrect (accept Arial and Calibri in
Access)

7 Data list does not fit one page. Data list not printed in landscape
orientation and/or incorrect

8 Wrapping, column width, information keyed in wrongly in the
columns and/or incorrect

9 Additional records or fields added and/or incorrect 5

NOTE 1

e Data list may be done in Access in Calibri/Arial.

e |f screen print of data list is submitted: mark accuracy and deduct number 8 error for
wrapping.

o |f fields are missing, deduct 2 accuracy errors per field.

e [f list structure is printed: mark only QUESTION 6B.

o If keyed in a table, accept if table is keyed in in Word/Excel, and if the format of the
table is the same as in the table below:

Name of invitee Called by Date Time Venue

Mr Matthew Ms Z Mtana 9 November 2023 11:00 FOURWAYS
Ms Zwakala Ms Z Mtana EXAMINATION NUMBER | 11:00 FOURWAYS
Mr Mhlambiso Ms Z Mtana 9 November 2023 QUESTION 6A | FOURWAYS

Copyright reserved
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NOTE 2. Additional marking guides

No data list
No main document DO NOT mark fields on QUESTION 6C
Merged letters
No data list

Main document DO NOT mark fields on QUESTION 6B and 6C
Merged letters

Data list

No main document Mark only QUESTION 6A and QUESTION 6C
Merged letters

Data list

Main document Mark only QUESTION 6A and QUESTION 6B
No merged letters

] Office_Address_List

Name of invitee ~| Calledby -~ Date - Time - Venue -~
Mr Matthew Ms Z Mtana 9 November 2023 11:00 FOURWAYS
Ms Zwakala Ms Z Mtana EXAMINATION NUMBER  11:00 FOURWAYS
Mr Mhlambiso Ms Z Mtana 9 November 2023 QUESTION 6A FOURWAYS

q

[EXAMINATION NUMBERY] in DATE field column, second invitation
[QUESTION 6A] in TIME field column, third invitation

Line spacing and/or alignment

Letter spaces

Upper case and/or lower case

Font type and/or font size

Data list fit to one page

Wrapping, column width, information keyed in correctly in the columns
Additional records or fields added

CNIO AR LN

(7)
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QUESTION 6B

Accuracy: 4
Manipulation: 20
Total: 24
ACCURACY MARK
Read all text for accuracy except field names 4
NO | MANIPULATION MARK
1 | [EXAMINATION NUMBER] not inserted as a header left and/or incorrect
2 | [QUESTION 6B] not inserted as a header right and/or incorrect
3 | Letter spaces, upper case, and/or lower case incorrect
4 | Paper orientation and/or paper size incorrect
5 | Margins not 2.54 cm/1" and/or incorrect
6 | Font of document not changed to Arial 12 pt and/or incorrect
7 | [ZEN LIMITED] and [STRATEGIC DIVISION] not in Bodoni MT Black 24
pt and/or incorrect
8 | [ZEN LIMITED] and [STRATEGIC DIVISION] not in upper case and/or
incorrect
9 | [ZEN LIMITED] and [STRATEGIC DIVISION] not centred and bold
and/or incorrect
10 | [Business Meeting Invitation] not in upper case and/or incorrect
11 | [Business Meeting Invitation] not centred and bold and/or incorrect
12 | [Name of invitee] field not inserted and/or incorrect
13 | [Called by] field not inserted and/or incorrect
14 | [Date] field not inserted and/or incorrect
15 | [Time] field not inserted and/or incorrect
16 | [Venue] field not inserted and/or incorrect
17 | Field names not changed to italics and/or incorrect
18 | Tabular stop not 3.81 cm/1.5" from the margin and/or incorrect
19 | [Agenda] not in upper case and/or bold incorrect
20 | Paragraphs not numbered and/or incorrect
21 | Paragraph numbering not starting at 2 and/or incorrect
22 | Document not in double line spacing and/or incorrect
23 | Borders not inserted around text and/or horizontal borders not inserted
as indicated and/or incorrect
20
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EXAMINATION NUMBER QUESTION 6B

ZEN LIMITED

STRATEGIC DIVISION

BUSINESS MEETING INVITATION

TO: «Name_of invitee»

Called by: «Called_by»

Objective/Purpose: To discuss strategic plan.

Date: «Date»
Time: «Time»
Venue: «Venue»
AGENDA:

2. Leadership and management

3. The power of WHY
4. Areas of improvement
5. Recreating mission

6. Long-term plan

|20 |24 (24)
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QUESTION 6C

Accuracy: 0
Manipulation: 4
Total: 4

-11 -

NO | MANIPULATION

MARK

incorrect

1 | [QUESTION 6B] not changed to [QUESTION 6C] in header and/or

Ms Zwakala's invitation and relevant fields not printed and/or incorrect

2
3 | Mr Mhlambiso's invitation and relevant fields not printed and/or incorrect
4 | Both invitations not printed in portrait orientation and/or incorrect 4

EXAMINA TN MLIKBER

LQLIESTION AL

ZEN LIMITED

STRATEGIC DIVISION

BUSINESS MEETING INVITATION

TO: Ms Zwakala

Called by: Ms Z Mtana I j
Objective/Purpose To di strategic plan

Date. EXAMINATION NUMBER
Time: 11.00

Venue: FOURWAYS

AGENDA:

2. Leadership and management
3 The power of WHY

4 Areas of improvement

5 Recreating mission

6. Long-term pian

4 both invitations in portrait orientation

If no data list (QUESTION 6A), do not mark fields.

Copyright reserved

EXAKINATICN NUBBER

ZEN LIMITED

STRATEGIC DIVISION

BUSINESS MEETING INVITATION

TO: Mr Mhiambisa

Called by: Ms Z hitana B

Chbjective/Purpose’ To discuss strategic plan

Date 4 November 2023
Time: QUESTION 6A
Venue: FOURWAYS
AGENDA:

2. Leadership and management
3. Tne power of WHY

4 Areas of improvement

5. Recreating mission

6. Long-term plan

Please turn over
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QUESTION 7 (MICROSOFT EXCEL)

QUESTION 7B
Accuracy: 0
Manipulation: 20
Total: 20
NO | MANIPULATION MARK
1 [EXAMINATION NUMBER] not inserted as a header (left) and/or incorrect
2 [QUESTION 7B] not inserted as a header (right) and/or incorrect
3 Upper case and/or lower case incorrect
4 Font and/or font size incorrect (Accept Arial, Calibri Body, Courier New)
5 Spreadsheet does not fit on ONE page and/or landscape orientation not
used and/or row and column headings not displayed and/or incorrect
6 Main heading not bold and/or incorrect
7 Main heading not Forte 24 pt and/or incorrect
8 Column headings not bold and centred and/or incorrect
9 | A:[TOTAL HOURS] not calculated and/or incorrect
10 | B: INORMAL TIME HOURS] not calculated and/or incorrect
11 | C: [OVERTIME (YES/NO)] not calculated and/or incorrect
12 | D: [OVERTIME HOURS] not calculated and/or incorrect
13 | E: INORMAL TIME AMOUNT] not calculated and/or incorrect
14 | F: [OVERTIME RATE] not calculated and/or incorrect
15 | G: [OVERTIME AMOUNT] not calculated and/or incorrect
16 | Formulae not copied to other cells and/or incorrect
17 | H: [TOTAL] not calculated and/or incorrect
18 | I. [TOTAL GROSS EARNINGS] not calculated and/or incorrect
19 | J: INUMBER OF OVERTIME DAYS] not calculated and/or incorrect
20 | K: [IMOST WORKED OVERTIME HOURS] not calculated and/or incorrect
21 | All hours not displayed as integers with one decimal and amounts as
currency with two decimals and/or incorrect
20
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COMPUTER PRACTICE N5

EXAMINATION MUMBER QUESTION 78
A | B T - P E F G H [ J K

1| CLOCK CARD OF MS ZWAKAIA

:|FOR THE MONTH OF NOVEMBER 2023
B
[ 2 |NORMALTIMERATE R 150.00
| 5 |OVERTIME RATE R 26250

B
| 7] MORNING AFTERNOON TOTAL |NORMAL TIME| OVERTIME | OVERTIME |[NORMAL TIME | OVERTIME
B IN ouT IN ouT HOURS HOURS (YES/NO) HOURS AMOUNT | AMOUNT
[ s [MONDAY go0| 12:.00 1300 1830] 95 80 YES 15 R 120000 [R 39375
[ 10| TUESDAY go0[ 1200 1300 1700 80 8.0 NO 0.0 R 120000 [R -
[ 11| WEDNESDAY 800[  13:.00 14.00 1800 90 8.0 YES 10 R 120000 [R 26250
12| THURSDAY g0o0[  13:00 14:00 17.00, 80 80 NO 0.0 R 120000 [R -
13 |FRIDAY g00| 1300 14:00 1730 85 8.0 YES 05 R 120000 [R 131.25
(12| TGTAL R 600000 R 787.50
[ 15| TOTAL GROSS EARNINGS R 678750
16 |NUMBER OF OVERTIME DAYS 3

17 |MOST WORKED OVERTIME HOURS 15

A M T
0 [20 |20
(20)
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QUESTION 7C

Manipulation: 12
Total: 12
NO | MANIPULATION MARK
1 [QUESTION 7B] not changed to [QUESTION 7C] in header and/or
incorrect
2 [TOTAL HOURS] not displayed and/or incorrect
3 [NORMAL TIME HOURS] not displayed and/or incorrect
4 [OVERTIME (YES/NO)] not displayed and/or incorrect
B [OVERTIME HOURS] not displayed and/or incorrect
6 [NORMAL TIME AMOUNT] not displayed and/or incorrect
7 [OVERTIME RATE] not displayed and/or incorrect
8 [OVERTIME AMOUNT] not displayed and/or incorrect
9 [TOTAL] not displayed and/or incorrect
10 [TOTAL GROSS EARNINGS] not displayed and/or incorrect
11 [NUMBER OF OVERTIME DAY S] not displayed and/or incorrect
12 | [MOST WORKED OVERTIME HOURS] not displayed and/or incorrect
12
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COMPUTER PRACTICE N5

CREL TR P

| : | z |

"

i

| | cLOCK CARD OF

MS ZWAKAILA

: | FOR THE MONTH OF NOVEMBER 202!

16 |NUMBE R -OF OVERTMME DAY S

17 IMOST W ORKLD OVE ATME “I0JAS

NORMAL TIME RATE 150
OVERTIMED AATT =B4"1 .75
L AFTERNOON TOTAL NORMAL TME OVERT IME OVERTIME NORMAL TIME OVERTIME
L ouUT N ouT HOURS HOURS {YE &NO} HOURS AMOUNT AMOUNT

WMONIAY G 3VIIFIIFIIFIIEY (U5 4 5 SEEEEEGE6EE T 0 FME33IFIIBIIIT |10 924405 Da2e -8 —HFg-8 TY ST NG -F$ G49 -GFSES -1 555

TJCSDAY 0.333333X3I3IFN3IX |a s 1,541 6660680966667 0.70833333233337 [-iS10B10"2a 4810 D107 28 -a =IO -8 "YES . MO, -F10 G1a -G 1053854 —i1 3835

WIDNCEDAY $.331333303B3INIXN |0 5186668866567 0.5303331303331337 G975 =TI B 24+C11 011028 -8 R LS T N o mhui, [ o =Fit Gt =G1175832 =-111"58538

TrILRS DAY G 3I3IIITIAIIIIIN | OV EEEEEGEEBEET O 5A33TIIIIINIZAD GF0AITIINITNANI | -T2 B2 "4+ T12 012034 =A =IF12 28 7Y 57 7NO0 =Fiz2 G12 -EZ12*5B54 “M2RHSE
12 [FRIDAY GAAIITIIAAN |0 S 1EE5MSEESRET I SEINTAIIAITNIIAD A7X1AMMEMMAEAT |—C13B1 1284 T1x D132 -4 =IF{FI3-ATYE S "NOT; -F13 431] —G1158%L =11 ¥*5855
HLTOTA; =Sk A _13) =S W 1

12 TOTAL GROGS EARNINGS —i1s a1

—COUNTH B 111707

CLARGEIR 11T
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QUESTION 7D

Manipulation 8

TOTAL: 8

NO | MANIPULATION MARK

1 A suitable chart title not inserted and/or incorrect

2 Column graph not created and/or incorrect

3 Header not inserted and/or incorrect

4 X-axis not displayed

5 X-axis title not inserted and/or incorrect

6 Y -axis title not inserted and/or incorrect

7 Legend not displayed on the right with correct information and/or
incorrect

8 Graph not inserted as a new sheet and/or landscape orientation not
used and/or incorrect

8
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-INC il 69 o

COMPUTER PRACTICE N5

EXAMINATION NUMBER QUESTION 7D

MORMAL TIME AMOUNT v OVERTIME ANMOUNT

FL 3o i

Bl 2 O3

[ SO
REO0 O
| [LOFELIAL TILAE &1 20T
FOei G m O ERTHOE ARV LT
(=R AN
B2 oh
P- .

PACDID AT TUESDAY WWEDMESDAY THUFSDAY FFIDAY
DarSs OF THE WEER

ARIOUNT

S
o[

(8)
[40]

DlaAaen.
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QUESTION 8 (MICROSOFT ONENOTE)

Accuracy: 6

Manipulation: 24

TOTAL.: 30

ACCURACY MARK

Read all text for accuracy errors 6

NO MANIPULATION MARK

1 SCHEDULE not inserted as a page name

2 EXAMINATION NUMBER not inserted as a section

3 DAY-TO-DAY SCHEDULE not inserted as a heading and/or
incorrect

4 DAY-TO-DAY SCHEDULE not inserted in upper case and/or
incorrect

5 DAY-TO-DAY SCHEDULE font type and size not changed

6 Content font type not changed to Bradley Hand ITC

7 Content font size not changed to 20 pt

8 Tags added (one mark per tag and in the correct place)

9-17 | Content added on a table

18 Content not aligned

19 Date displayed below SCHEDULE

20 Relevant picture inserted

21 Picture not resized

22 Picture not on the right side of schedule

23 Printout not on landscape orientation

24 Print does not fit to one page

24
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Sl o NOTE: Spelling incorrect at DAY-TO-DAY
SCHEDULE - must be with hyphens

>CHEDULE ‘

DAY TO DAY SCHEDULE

Befroe 29000 fan wWice w (Brenedngs)
ORION O - DOm0 Se PATY LG W LR ril
i er 4 L1:070 funa 2 Aof@eAnt s “Lneg

H[HX

DR [ CveaTrse Teons

Lozl s wWilltdmazs (o V‘L Lt ThLE v cgeiz)

~

HOD P — 1500 RAA - iVl with fa LELGAS
EOm T — SN i A eAGlAn Tlnag
A0 s EeUTLALE
ERANMITATION NUMBER Pase 1
A M T
6 24 |30
[30]
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QUESTION 9
Accuracy: 2
Manipulation: 13
TOTAL.: 15
NO ACCURACY MARK
1 ADD COMMENT box added on page 1
ADD COMMENT box added on page 2 2
NO MANIPULATION MARK
1 ZWAKI'S CLOCK CARD (EXAMINATION NUMBER) not created as
a section and/or incorrect

2 EARNINGS not created as page and/or incorrect
3 CHART not created as a page and/or incorrect
4 EARNINGS (EXCEL) not inserted exactly as it is in QUESTION 7B
5 CHART (EXCEL) not inserted exactly as it is in QUESTION 7D
6 TEXTBOX not added in EARNINGS page
7 TEXTBOX not added in EARNINGS page with DETAIL
8 TEXTBOX not added in CHART page
9 TEXTBOX not added in CHART page with DETAIL
10 EARNINGS not printed on landscape
11 CHART not printed on landscape
12 EARNINGS not printed on ONE page
13 CHART not printed on ONE page (13)

EARNINGS

G’ QUESTION 7B

CILOCK CARD OF MS ZWAKAIA

FOR THE MONTH OF NOVEMPBER 2022

NOTE: THERE MUST BE A TEXTBOX AT ADD A COMMENT:

WITH 2 ROWS OF LEADER DOTS
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CHART

eroarllal

@  QUESTION 7D

SNEMA AL FIRAL ARATILIAT v DWVESTINAL SRADHLIRT

=

v

3 - e
[ e,

Add a comment:

FWAKIS CLOCK CARD (EXAMINATION NUMBER) Pars 1 [1 5]

NOTE: THERE MUST BE A TEXTBOX AT ADD A COMMENT:
WITH 2 ROWS OF LEADER DOTS

TOTAL SECTION B: 120
GRAND TOTAL: 200
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