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SECTION A: DEVELOPING KEYBOARD PROFICIENCY

QUESTION 1: TIMED ACCURACY TEST

MARKING GUIDELINE: INSTRUCTIONS TO MARKERS

To facilitate marking and moderation, the following must be adhered to when marking:

Manipulation

e Use a blue pen for all manipulation commands carried out.

e Use a tick/s and the question number for every correct manipulation carried out, as
indicated in the marking guideline.

e Use a X (cross) to mark a manipulation incorrectly done.

« The question number must be written next to every tick or X (e.g. 1.3 v'v).

Accuracy

o Use a red tick to indicate all accuracy marks.

« Use ared X to indicate all accuracy errors.

e For each command, the question number must be written next to every tick or X
(e.g. 1.4 vV VvV XX).

Timed Accuracy Test

e The timed accuracy test will be marked according to the given schedule for
QUESTION 1.

e A candidate who failed speed, but obtained 50% or more for the whole examination
paper, is competent in the examination.

e A candidate who passed speed, but failed the examination paper, fails the
examination paper as well as the speed.

NOTE: THE ACCURACY TEST MUST BE MARKED VERY CAREFULLY AS IT
IMPACTS ON THE RESULTS. MARK ACCURACY ERRORS ONLY.

1. The mark schedule below must be used to allocate marks.

2. When the same word is repeatedly typed incorrectly, in each question it is
penalised the first time only (once) and encircled thereafter.

3. Omission of words: Count the first 5 strokes (including spaces) and thereafter
every 10 strokes is 1 error each.

4. Should a word/s or a paragraph be omitted, but it appears at the bottom of the
answer, only ONE accuracy error will be deducted and it must not be
penalised as an omission of words.

5. Should words or a paragraph be repeated, only ONE accuracy error will be
deducted for all the words or paragraph.
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6. If 40 wpm is not reached, count backwards for words omitted (which are
penalised as errors), as indicated in the marking guideline by the numbers
above the words — which indicate the errors for words omitted. The same can
be done if a student has passed 40 wpm and may have one or two words to
45 wpm. However, the speed with the highest marks must be selected.

7. Indicate the speed obtained with a P/S (pass speed) 40 wpm/45 wpm or F/S
(fail speed), on the student's cover page next to the mark for the speed and
indicate the speed obtained next to the percentage obtained.

8. In QUESTION 1, the highest mark obtained will be indicated, the number of
errors, the highest speed obtained as well as whether it is a pass or fail as set
out below, for example:

Pass/Fail speed P/S
No. of errors 3
Mark achieved 17120
WPM achieved 40 wpm
10. The speed reached is endorsed on the cover of the answer sheet next to the

percentage obtained for the entire paper (within the circle), for example:

40 wpm

11. Do NOT penalise the following:

Incorrect:

e casing (upper/lower cases)
letter spacing

hyphenation

line spacing

paragraphing

justification

Copyright reserved Please turn over



MARKING GUIDELINE -4-
OFFICE DATA PROCESSING L4

Margin of error 5% 5% 5%
Words per minute 40 45 50
Maximum errors permitted 10 13 17
Marks per error deducted 0,9 0,8 0,6
Possible marks 20
No. of errors/marks deducted
0 20 20 20
1 19 19 19
2 18 18 19
3 17 18 18
4 16 17 18
5 16 16 17
6 15 15 16
7 14 14 16
8 13 14 15
9 12 13 15
10 11 12 14
11 [Passed 40 wpm] 10 11 13
12 9 10 13
13 [Passed 45 wpm] 8 10 12
14 7 9 12
15 7 8 11
16 6 7 10
17 [Passed 50 wpm] 5 6 10
18 4 6 9
19 3 5 9
20 2 4 8
21 1 3 7
22 0 2 7
23 2 6
24 1 6
25 0 5
26 4
27 4
28 3
29 3
30 3
31 2
32 2
33 1
34 1
35 0
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QUESTION 1

In this question, you are required to type a speed test.

Hardly a day passes without South Africans being exposed to
stories of women and girls who have suffered violence and
abuse. Often these acts are committed by someone they know in

sanctity of their homes or behind closed doors.

We should all play our part in ending gender based violence by
reporting incidents of abuse in our communities to the nearest

police station.

It is of great concern as it shows that violence and abuse are
instilled in and accepted by some young people as the norm. In
many instances, the attitudes young men see in their peers,
older boys and male family members, translate in how they act

towards women.

The situation for many women is also often worsened by poor
access to education, —reproductive health risks, society’s
restrictive gender norms, discrimination in employment and lack

of support systems.

The government is facilitating access to formal employment for
women through the Employment Equity Act, where employers are
legally required to work towards more equitable representation

based on gender, race and disability.

The complete integration of women into the economy has enormous
benefit for our country and our fight against the triple

challenge of unemployment, inequality and poverty.

The solution is to increase women’s voice and sense of control
of their life through their independence and their empowerment.

The freedom that goes with their empowerment brings important

59
125
189
2277

290
353
368

431
494
554
616
630

689
748
812
831

894
955
1018
1055

1119
1176
1226

1289
1353
1415
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values for women, such as self-esteem, dignity and autonomy. 1475
Investing in women 1is one of the most effective development | 1534
tools of our time to both uplift them and the children of our | 1597
nation. Women are a powerful economic driver when they are| 1656
meaningfully involved 1in the economy through entrepreneurial |1717
activities and employment in decision-making roles. 1768
Evidence has shown in both developed and developing economies | 1830
that when more women join the labour force and, in particular, | 1893
bekomementrepregneurs, |there8 is a| rise7 in gr]oss 6domesdic 1949
product. m 1957
5 4 | 3 2 \}]1

Despite the work to advance' women in the wo‘rkplace, the 2017|2018
Commission for Employment Equity report shows that males | 2075
continue to dominate every occupational level, and women |2132
continue to encounter the gl1gss ceiligg effect 8in the | 2186
v;orkforc . Fgr exalnplef femdle ;epreséntat?’ion atl top nzlanaglem1ent‘ 2250
remains unchanged at Jjust over twenty percent for the 1last| 2309
three reporting periods. m 2333
Ending the 1socourge| ofgabuse againsst women7 and chilceiren starsts 2395
with you| and me. Let us take| responsibility. If lwe want to end| 2459
violence 4against womén and‘ chizldren,| we1 n‘eed to confront | 2515
patriarchy... | m 2578

[20]
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QUESTION 2: MINUTES OF A MEETING

100% 75% 50% 25%
(Completed) (%2 done) (2 done) (Ya done)

A D T A D T A D | T A D T

32 8 40 24 | 6 | 30 16 4 | 20 8 2 10
ACCURACY ERRORS: -2 Incorrect spelling of words
PER ERROR Omission of word/s — count 5/10/10

If the words omitted appear at the end of the

Mark accuracy with RED / document, mark as display error

DISPLAY ERRORS -1 PER ERROR
Mark DISPLAY with BLUE X

ERROR NUMBER

GROUPING OF ERRORS

1

Paper size
Margins
Line spacing as indicated

Font size and font type
Insert today’s date

Tab setting correct
Indent
Italics

Stet
Transpose
In full

Bold
Centre
Upper case
Lower case

Spelling
SWOp rows

Insert ‘the’
Align left
Paragraphs numbered correctly

Table correctly inserted
Insert header
Salutation correct

NOTE: accept both spellings - CONVENOR or CONVENER

Copyright reserved
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EXAMINATION NUMBER 8 insert header QUESTION 2
1 left 2,54 cm/1" 2 font correct right margin 1 2.54 cm/1"

STAND TALL FORUM

5 upper case, bold, centre, size 20pt
=|= 1 line spacing 6 sp
Minutes of the meeting for the conveners of the Stand Tall
Forum exhibition held in the staffroom on 12 December 2019 at

14:00. 4 in full
CONVENERS PRESENT: EN Mugadza (Chairperson) 7 aligned
iF Trollip (Secretary)
A Silinga
iN Makhonxa
P Farouk
'S Williams
1
APOLOGIES: 'X Buwa 8 insert table
+ 2 10pt
AGENDA ITEMS DISCUSSION AND ACTION RESPONSIBLE 5 uc, bold
PERSON 3 ital
OPENING AND The chairperson welcomed all N Mugadza
1. WELCOME present and asked if there
were any additions to the
agenda.
2. SIGNING OF THE The attendance register was F Trollip 7 insert ‘the’
REGISTER circulated.
3. MINUTES OF THE The previous minutes were N Mugadza
PREVIOUS MEETING read, adopted and supported.
4. MATTERS ARISING No matters arising from the N Mugadza 7 insert ‘the’
FROM THE PREVIOUS | previous minutes.
MINUTES
5. NEW MATTERS 5 bold 3 ital
5.1 | DATES Dates and possible venues N Makhonxa 6 swop rows
were discussed.
5.2 | EXHIBITION Planning and discussion of A Silinga 4 in full
PLANNING the upcoming yearly
exhibition.
6. DATE OF THE NEXT The next meeting was All 4 trs
MEETING scheduled for 20 March 2020
at 14:00.
7. CLOSING Meeting closed at 16:30. 4 stet
CHATRPERSON 8 salutation correct
SECRETARY
16 March 2020 2 date in full
[40]
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QUESTION 3A
C:\Answers\EXHIBI TION.acadb 3.1.1 database name - EXHIBITIONY wednesday, 11 December 2019
Table: LIST EXAMINATION NUMBER 3.1.3 table name - LISTY Page: 1
3.1.2 no primary keyv’
Columns
Name Type Size 3.1.1
EXHIBIT NO Short Text 4 v
COMPANY Short Text 14 v
EXHIBITOR Short Text 10 v
SIZE PER SQUARE m Integer 2 v
CONTRIBUTION Currency 8 v
BOOKED Yes/No 1 v
3.1.4 print structurev’
NOTE: If currency format is wrong in the table, penalize once only
LIST EXAMINATION NUMBER 2019/12/11

EXHIBIT NO  COMPANY

Al126
M987
F456
5234
Q654
0432

LUV WORX
BLESSINGS SA
BO LOVE
HOPE HELPS
REAL START
4 CHILDREN

EXHIBITOR | SIZE PER SQUARE m

A Georgio

B Ncube

X Magabuko
B Kom

S van Wyk

N Apools

9
6
9
12
15
14

CONTRIBUTION | BOOKED

R678,00
R500,00
R800,00 (]
R1 500,00
R2 000,00 L]
R1 200,00

3.1.5 TWO marks per record vvvvvVVVVvVvV

3.1.6

column widthv’

upper case/lower casev’

3.1.7 print ONE pagev’

Al126
M987
5234
Q654
0432
W345
C333

LIST EXAMINATION NUMBER

EXHIBIT NO | COMPANY EXHIBITOR

LUV WORX A Georgio
BLESSINGS SA B Ncube
HOPE HELPS B Kom
REAL START  Svan Wyk
4 CHILDREN N Apollis
STAND TALL  FTrollip
WHY WAIT Y Singh

SIZE PER SQUARE m
9
6
12
15
14
18
6

CONTRIBUTION
R678,00
R500,00
R1 500,00
R2 000,00
R1 200,00
R5 000,00
R900,00

2019/12/11

BOOKED

REROR &R

3.1.8 delete BO LOVEY
3.1.9 add records
W345vv

C333vV

Upper case/lower casev’

3.1.10 change APOOLS to
APOLLISY

3.1.11 portraitv’
ONE pagev

Copyright reserved
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NOTE: 4 marks if criteria executed correctly
2 marks if criteria 1 (BOOKED) extracted correctly but criteria 2 (>9 m?)

incorrect
3.2.3 query name
QUESTION 3B EXAMINATION NUMBER | ouesTroN 387
COMPANY | EXHIBITOR = SIZE PER SQUAREm = BOOKED 3.2.2 query criteria
HOPE HELPS B Kom 12 ~ BOOKED'v
>O m2vy
4 CHILDREN N Apollis 14 W]
STAND TALL  F Trollip 18 M 3.2.3 printv
3.2.1 field 1v field 2v field 3v field 4v
QUESTION 3C

3.3.3 heading - accuracyv’
ONE linev’

3.3.5 heading - align rightv’
font - Comic Sansv’

3.3.1 QUESTION 3Bv
field 1v
field 2v/
field 3v
field 4v

3.3.2 default settingsv’
3.3.4 insert image STOPv'Y
right sidev’

details sectionv

3.3.6 printv’ ONE pagev’

Copyright reserved

MEMBER CARD EXAMINATION NUMBER

COMPANY
EXHIBITOR

SIZE PER SQUARE m
BOOKED

COMPANY
EXHIBITOR

SIZE PER SQUARE m
BOOKED

COMPANY
EXHIBITOR

SIZE PER SQUARE m
BOOKED

HOPE HELPS
B Kom

12
b

4 CHILDREN
N Apollis

14
bl

STAND TALL
F Trollip

18
b

16

TOTAL: [60]
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QUESTION 4

BEHd®S 0T Q4 s Stop - PowerPoint
SLDEMASTER ~ HOME  INSERT  TRANSITIONS  ANIMATIONS  REVIEW  VIEW  Nuance PDF

Close
Master View

|EI j Delete 7l Tite Ay s Colors = 53] Background Styles -
IS Rename EEE B = [A]Fonts - Hide Background Graphics
Insert Slide Insert Master  Insert [ pgopers | Themes
Master Layout ' PTESEVE  |ayout Placeholder~ - [@ Effects -
Edit Master Master Layout Edit Theme Background

Close

‘ CLICK TO EDIT MASTER TITLE STYLE

?TEH - g X

Janice Warmberg =

o Edit Master text styles
@ Second level
@ Third level
@ Tourth level
@ Tifth level

HELP IS ET HEND DO NOT BE AFRAID TO USE IT

SUDEMASTER [[2  ENGLISH (SOUTH AFRICA)

4.1.1 title placeholderv’ - Rockwell Condensed 44 ptv’
4.1.2 body textv’ - Rockwell Condensedv’

4.1.3 replace bullet with DOTY all text/levelsv

Copyright reserved

4.1.4 footer - accuracyv'v
upper casev except Slide 1v

4.1.5 insert STOPYY right sidev’ except Slide
1v

4.1.6 print screenv’

15
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FA S T [ : Stop - PowerPoint ? =@

- x
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Nuance PDF

Janice Warmberg ~

. N + 2 Animation Pane P Start: |On Click ~ | Reorder Animation
- 2 LTLd % E
p‘k!‘ * ~ ** ﬂk‘ *{ - E ‘5 Trigger - @ Duration: 0200 Mo e
review . . T - ec
_ Wheel  RandomBars Grow&Turn  Zoom Swivel Bounce Pulse Color Pulse [+ Ontions~ Animaion-= %5 Animation Paiter | (8)Dela w0 - -
Preview Animation n Advanced Animation Timing ~
i ® = =
: HELP AND SUPPORT IS AVAILABLE
e p——
= 5
=
3 R NN THEND 8 LN
b
. Report any case of abuse to Report all cases of Gender Contact the helpline for any
the Police Service Based Violence to the GBA cases of Domestic Violence
4 Centre
i l a = 0800 111 - 087 236 1234 = 087 456 7890
ul,,
5
= -
6 W Al *
101
. F e —— HELP I5 KT HAND DO NOT BE AFRAID TO USE IT “""."‘ @ &
=l =l
Government condemns any form of violence against women and chi\drenl

SUDE6OF6 [  ENGLISH (UNITED KINGDOM)

= NOTES B COMMENTS E 2 B =T -——F+——+ 8% B

4.12 select SmartArt (1)v 4.13 speaker notev’ on Slide 6v' accuracyv’
animation: Wheelv" duration: 02,00v upper case/lower casev’
Delay: 00,50v" on mouse clickv 4.14 print screenv’ print QUESTION 4v

11
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SLIDE 1

4.1 open STOPY

STOP

GENDER BASED VIOLENCE

SLIDE 2
ABUSE TAKE ON MANY FORMS...

4.2 heading -
¢ VERBAL accuracy’
¢ SEXUAL upper casev’
® PHYSICAL
o EMOTIONAL 4.3 copy text
¢ FINANCIAL ABUSEDvY

in Slide 2v

HELP IS AT HAND DO NOT BE AFRAID TO USE IT W "@
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GENDER BASED VIOLENCE: AN ABUSE OF HUMAN
RIGHTS

+  The right to equality

+  The right to human dignity

+  The right to freedom and security
+  The right to education

HELP [S AT HAKD D0 KOT BE AFRAID Td USE IT

Prevalance of gender based violence (BRICS)

HELP IS AT HAND DO NOT BE AFRAID TO USE IT

Copyright reserved

SLIDE 3

4 4 insert text -

accuracyv v vy
upper case/ lower
casey’

SLIDE 4

4.5 import
PERCENTAGESv Y
as Slide 4v

4.6 font -
Rockwell

Condensedv’
24ptv’

4.7 3-D Stacked
Columnv'v’

12
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WHAT IS GENDER BASED VIOLENCE?

Gender violence, also known as gender-based violence or gendered violence, is
the term used to denote harm inflicted upon individuals and groups that is connected to
normative understandings of their gender.

HELP IS AT HAND 10 KOT BE AFRAID TO USE IT

HELP AND SUPPORT IS AVAILABLE

Contact the helpline for any
cases of Domestic Violence

= (8T 436 7830

Report all cases of Gender
Based Violence to the GBR
Centre

« 08T 236 1234

Repart any case of abuse to
the Police Service

HELF IS KT HAKD D0 KOT BE AFRAID T0 USE IT

Copyright reserved

SLIDE 5

4.8 import/reuse GBA
filev'v
to become Slide 5v

SLIDE 6

4.9 insert SmartArty’
content area of Slide 6v

4.10 insert text -
accuracyv v v vyy

upper case/lower casev’

4.11 format design -
Primary themev’
Dark 1 Outlinev

4 .15 header - leftv’
portraity’
handout, 2 slides/
pagev’

16

TOTAL: | 60
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QUESTION 5

20-24
B CHILDREN
18-19 = WOMEN
<18
0 5000 10000 15000 20000 25000
5.1 open STATSY
5.1.1 copy and paste CHART 1vv in QUESTION 5v
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A B C D
1 'REGISTERED ABUSE CASES IN SOUTH AFRICA
2 |YEARS [-]NUMBELT 2003 reflects the highest
3 2003 17289 |number of reported cases
4 2004 20301 |of abuse
5 2005 19252
6 2006 14039
7 2007 20259
8 2008 16003
9 2009 13506 2010 reflects the lowest
10 2010 9996  |number of reported cases
16 of abuse
17
18
19
20
21
- Chartl | Ages | Cases (D)

a | B

EXAMINATION NUMBER
QUESTION 5
c D E

'YEARS NUMBERS
2003 17289
2004 20301
2005 15252
2006 14039
2007 20259
2008 16003
2009 13506 4

Jio]ee [ <] ] 2 ]we] |-

REGISTERED ABUSE CASES IN SOUTH AFRICA

2003 reflects the highest
number of reported @ses of |
abuse

=1

2010 5996

o

b=}

o

2010 reflects the lowest
number of reported @ses of |
abuse

Copyright reserved

5.1.2 delete Sheet 1v' and Sheet
2v
STATS workbookv’

5.1.3 open ABUSEY'Y" copy
CASES w/sheetv

after AGES w/sheetv’ STATS
workbookv’

5.1.4 sortv’ YEARSY earliest to
latestv'v’

5.1.5 filter NUMBERSY
=9996v'v >9996vV

5.1.6 (a) comment in B3v
accuracyv v’y
lowercasev’
(b) comment in B10v
accuracyv Y'Y’
lowercasev’

5.1.7 print screenv’

5.1.8 printv’ row and column
headingsv’
comment 1v comment 2v'
headerv’ right sectionv’

34
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A B C D E
1 AGES OF CHILDREN AND WOMEN 2015
2
3 AGE CHILDREN WOMEN
13 55-59 5133 2627
14 60-64 3349 1421 5.1.9 select row 4v in AGES worksheetv’
15 65-69 1831 708
16 70+ 1690 568
5 5.1.10 freeze panev row 13v" appears below
18 row 3v
19 (NOTE: thick border line must be visible below
20 row 3)
21
22 5.1.11 print screenv’
23
24
25
26
. Chartl | Ages | Cases ®
H & 0O 8- Abuse - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Nuance PDF
ABC = X
‘/ Q u B}i’ lJ [ Show All Comments D ,T‘ D
Spelling Research Thesaurus  Translate New Protect Protect Share
Comment 15 Show Ink Sheet Workbook Warkbook
Proofing Language Comments Ch|
A3 - fr | 2008

A B C D E F G H ] K
1 |REGISTERED ABUSE CASES IN SOUTH AFRICA

2 |YEARS NUMBERS

3

. 5.2.1 open ABUSEY

]

: 5.2.2 unlock A3:B9v'Y in Sheet 2v
: (range OR row and column headings
] must be highlighted)

13 2006 14039

5|l oms 5.2.3 print screenv’

16

B Cases | Sheet2 | Sheet3 (O]

11
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H
HOME

ABC

a [

&

INSERT PAGE LAYOUT

e -
FORMULAS DATA

B

I Show All Comments

REVIEW VIEW Nuance PDF

R 7 i

Spelling Research Thesaurus  Translate  New Protect Protect  Share
Comment 5 Show Ink Sheet Workbook Workbool
Proofing Language Comments cil
D16 - fx
Protect Sheet 7 ox
I B H | ) K
REGISTERED ABUSE CAd 1] Protect worksheet and contents of locked cells |-
> 'YEARS |~ NUMBE.T| | Password to unprotect sheet:
3 2003 17289 | *eeeel
4 2004 20301 Allgw all users of this worksheet to:
5 2005 19252 | MEANTEICTE ~
5 2006 uons | el
7 2007 20259 | ] Format columns
9 2009 13506 | [Jinsert rows
10 2010 9996 | [ Insert hyperlinks
[ Delete columns
16 [ Delete rows v
4; Cancel
19
20
py
22
23
24
25
26
27
28
Cases | Sheet2 | Sheet3 (O]
H 3 0O & -
HOME ~ INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVEW  VEW  MNuance PDF
R I—-:l Qﬁ Show All Comments D ,T E
Research Thesaurus  Translate Unpratect Protect  Share]
Show Ink Sheet  Workbook Warkbol
Proofing Language Comments q
- S | 1728s
A B c D E F H ) K
REGISTERED ABUSE CASES IN SOUTH AFRICA
2 YEARS |~ |NUMBET]
3| 2003 172m9]
4 2004 20301
3 || Microsoft Excel hd
5
7 The cell or chart you're trying to change is on a protected sheet.
8 To make changes, dlick Unprotect Sheet in the Review tab (you might need a password).
9
8 [ ]
16
17
18
19
20
o
22
23
24
25
26
27
28

b
5

Cases

Sheetz | Sheet3 [©)

Copyright reserved

passwordv'v" (5 dots)

5.2.5 print screenv’

5.2.4 protectv’ CASES w/sheetv’

5.2.6 selected B3v'v in CASES

w/sheetv’

5.2.7 print screenv’ error messagev’

5.2.8 print QUESTION 5v

TOTAL:

11

60
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QUESTION 6

Signatures and Stationery T x 6 1 1 create
E-mail Signature  Personal Stationery SIGNATURE‘/
Select signature to edit Choose default signature

E-mail account:

New messages: 6'1-1 saved as
- NOMFUSIY

Replies/forwards:

Delete New Save Eename
Edit signature

Calibri [Body) ~[Mf~|| B I U Automatic ~

= | [&2] Business Card | 2 &
STAND TALL A

NOMFUSI MUGADZA

6.1.1 font size 12ptv’
mugadza@standtall.co.za

6.1.1 accuracyvv’

v 6.1.2 insert image
STOPvY

oK Cancel

6.1.3 print screenv’ (of
dialog box)

=B -4 T ¥ = APPLICATION TO EXHIBIT - Message (HTML) ? H -
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
C e em szl ef [l i > -
0 Calibri Boc- |11 ~| A" 4 IZ -3~ f0 [28) &2 U AttachFile 1> Follow Up q .’
b Add Check W% Attach Item - ' High Importance . Ao
aste aky . BE= = e s ress Chec oom pps for
- y B I U ¥-4 M= === Book Mames [# Signature - & Low Importance Office
Clipboard Basic Text ] MNames Include Tags o Zoom Apps
6.1.5 accuracy
To.. georgio@uvwory.co.za; m.dingani@4children. co.za; vanwyk@2kids.co.7a vy y”
=1
CCn mugadza@standtall.co.za v
Send
Bec
Subject APPLICATION TO EXHIBIT 616 v
Good day

We are very excited to announce that your application to exhibit was successful. Please watch your e-mails for all updates.

6.1.6 accuracy vvvY

Do not hesitate to contact us for any gueries.

Regards

6..1.4 signaturev’
STAND TALL

NOMFUSI MUGADZA
mugadza@standtall.co.za 6.1.7 print screenv’

georgio@hnworccoza Mo ftems D

19
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Automatic Replies X

D Do not send automatic replies
@ Send automatic replies
Only send during this time range:

Start time: | Sun 2019/12/22 ~ [ [08:00 e 6.2.1
_ — (a) Start timev
End time: | Sun 2020/01/05 [ [16:30 e End timev
Automatically reply once for each sender with the following messages:
@ nside My Organization b Outside My Organization (Or) (b) outside my
organisationv’
Autn-reply to people outside my organization anyone outsidev’
D My Contacts only @Anynne outside my organization
F— 1— ___ _—
Segoe Ul “[[8 |~ B I U A =iz & 3=
Good day

Please note that | am currently out of office till & January 2020, | do apologise for the
inconvenience caused, therefore for any queries, please do not hesitate to make use of the

vy
contact details below: (¢) accuracy

upper
E-mail: felicia.T@ councellinghub.co.za or 081 234 5689 case/lower casev’
Regards
M. Mugadza| 6.2.2 prin’r
screenv’
6.2.3 print

Rules... Cancel QUESTION 6v

11

TOTAL 30
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QUESTION 7
100% 75% 50% 25%
(Completed) (%2 done) (Y2 done) (Ya done)

A D T A D T A D T A D T

24 6 30 18 4 22 12 3 15 6 2 8
ACCURACY ERRORS: ¢ Incorrect spelling of words
-2 PER ERROR e Omission of word/s — count out 5/10/10

] e If the words omitted appear at the end of the

Mark ACCURACY with RED / document, mark as a display error.
Words given: | hereby; circle; Durban; agenda; attendance; apologies; points;

discussion; stand; tall

DISPLAY ERRORS: -1 PER ERROR
Mark DISPLAY with BLUE X

ERR NO

GROUPING OF ERRORS

1

Paper size
Margins

2

Font: Courier New 12pt
Justification: Left, right, centre, full

Line spacing (including spacing between paragraphs)
Letter spacing
Paragraph numbers and indentation

Upper case
Lower case
Spaced caps

Bold
Underline
Italics

Audio instructions typed
Header: EXAMINATION NUMBER left
QUESTION NUMBER right

Copyright reserved
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EXAMINATION NUMBER QUESTION 7
6 Header with Exam Number (left) 6 Question Number (right)

2 font and font size

1 R/M 1"/2,54 cm 1L/M 1"/2,54 cm
EXHIBITION MEETING 4 upper case

+

NOTICE OF A MEETING 4 upper case 3 letter spacing

+ 3 line spacing

Notice is hereby given that a special convenors' meeting will
be held in the staffroom of the Stand Tall Forum, 124 Circle
Road, Durban, on Thursday 20 March 2020, at 14:00.

+

b=

GENDA 4 spaced capital letters
Opening and welcome 3 paragraph nrs and indentation
Attendance register
Apologies
Minutes of the meeting held on 9 January 2020
Matters arising from the minutes 2 justification left

Points for discussion 5 underline

.1 Invitations to Stand Tall exhibition
.2 Outlay of exhibition

.3 Security at the exhibition

General

Date of next meeting

H H 00 H T H OV H OV H O H OV H U H D H W H N H

FF TROLLIP 4 upper case
SECRETARY

6 audio instructions typed

[30]

GRAND TOTAL: 300
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