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MARKING GUIDELINE

COMPUTER PRACTICE N4

SECTION A: THEORY
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Hard disk

o Disk

e Flash disk drive
e Memory stick

e CD/DVD

Height
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View

Read-only. memory (ROM)
Virus program

Format

e Location
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e Size

Date created
Date modified

Status bar

Default
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MARKING GUIDELINE . (GS)N210(E)(M20)H

COMPUTER PRACTICE N4

QUESTION 3
3.1 | NO | MANIPULATION ERRORS MARK
1 Examination number and QUESTION 3.1 not inserted as
header and/or incorrect 1
2 | Status report of COMPUTER PRACTICE N4 folder not
displayed and/or incorrect 1
) COMPUTERPRACTICENAProperties
; f_éeémaij_srxm [ securty [ Previous Versions | Customize| P
‘ COMPUTER PRACTICE N4 l
Type: File folder | i
| Location: C:\Users\Munro\Documents ]
Size: 8.14 KB (B 337 bytes) ’
Size on disk: 12,0 KB (12 288 bytes)
Contalns: 1 Files, 1 Folders I
i ! Created: 10 February 2016, 05:53:03 PM i :
| Atrbutes: i Read-only (Only applies to files in folder) |
| ] Hdden [CHbvcse. ] |
1
'l .
(2)
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MARKING GUIDELINE

COMPUTER PRACTICE N4

-4-

(GS)N210(E)(M20)H

3.2 | NO | MANIPULATION ERRORS

MARK

and/or incorrect

1 | Examination number and QUESTION 3.2 not inserted as header

N4 folder and/or incorrect

2 | All the files/folders not displayed in the COMPUTER PRACTICE

o

SR LR S K e

_';G@"i[_g b Munio b My Documents » COMPUTER PRACTICENd »

Organize v Includeinlibrary v Sharewath v Bum

A ibraies * Name
| Documents
o Music
i) Pictures
A videos |
=) VINDOWS BACKUP NOV 015 |
& Homegroup
A Munio
4« AppData
[ Application Data
i 13 Contacts
2 Cookies
i Desldop
B Downloads
§; Favorites
7 Links
@ Local Settings
L1 My Documents
' . COMPUTER PRACTICE N4
H & MapView

@] My Data Sources g pn——

} 2 ftemns

Copyright reserved

New folder

iy 8 ARG
| | B] GARDENING.slsx

v!*-} ,r_Ec_n:_:a COMPUTZR FRACTICE M4 P]

Date modified Type

160027100553, Flefolder '

602100554, | Microsolt Bxcel W,

(2)
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MARKING GUIDELINE -5- (GS)N210(E)(M20)H
COMPUTER PRACTICE N4

3.3 | NO | MANIPULATION ERRORS MARK

1 | Examination number and QUESTION 3.3 not inserted as header
and/or incorrect 1

2 | GARDENING file not copied and/or incorrect 1

. Je/ 5+ Munro » My Documents » COMPUTER PRACTICENA » v [4p || Seoren COMPUTES pRACTIEE NG

Organize Includeinlibrary *  Sharewith ¥ Bum  New folder O My N

gfv_;v?nnm.\i‘l-.- R 0 S L B e X SR

w# Libraries * Mame : Date modified Type

| ;J" E{:‘i':“"" , . GARDENINGZ _ mE0M00553.  Fiefolder '
Bs] Pictures !:f
H videos ,I
o] WINDOWS BACKUP NOV 2015 |
. % Homegroup
i A Munro
A AppData
I iak Application Data
s Contacts
[ Cookies
f Desltop
& Downloads
A Favorites
[ Links
| LocalSettings
' My Documents
. COMPUTER PRACTICE N4
4 MapView

) My Data Saurces Gl M— — P—— ’
l 3 dems

¥1) GARDENING - Copyisx CSUMAOOSSN L. Microsoft Evcel W,
(%)) GARDENING.sx S0602A00554 .. Microsoft Bxcel Vs |

(2)
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MARKING GUIDELINE <G (GS)N210(E)(M20)H
COMPUTER PRACTICE N4

3.4 | NO | MANIPULATION ERRORS MARK

1 | Examination number and QUESTION 3.4 not inserted as header
and/or incorrect 1
2 | New folder HUSQVARNA HEROES not created and/or incorrect 1

g A I T m@

@Dv[ L » Munro + MyDocuments » COMPUTERPRACTICEN » v |44}l Seorh COMPUTERPRACTCEN D0

Organize +  Includeinlibrery »  harewth v Bum  Mewfolder = [ 8

-~

4 Libraries * HName Date medified Type

<! Documents d
; : 1, GARDENING? HI6ULAN0SEY .. Fiefcller
E g Music i = s -
1 i | HUSQUARNA HEROES DMLY, Filefobder
, F LR il . -
i ‘£ (@] GARDENING - Copysx U610 0554 . Aicrasolt Exgel V1.2
[ ) GARDENING ok MEAI00SEL | Miersso b W

= Pictures
S Videos
2J WINDOWS BACKUP NOV 2015
Q) Homegroup
& Munro
! . AppData
{2 Application Data
2 Contacts
(& Cookies
Je Deskiop
i Downloads
i Favorites
# Links
& Local Settings
. Wy Documents
1. COMPUTER PRACTICENA
. MapView
(12 My Data Sources 4

} 4 tems

Y. ER '

(2)
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COMPUTER PRACTICE N4

35

NO | MANIPULATION ERRORS MARK
1 Examination number and QUESTION 3.5 not inserted as header

and/or incorrect 1
2 Folder HUSQVARNA HEROES not renamed to HASQVARNA

350BT and/or incorrect 1

Copyright reserved

@T:)*n L » Munro + My Documents » COMPUTER PRACTICENS » " e (4 | Searen CoMPUTER PRACTICE N o

|
|
Organize v Incudeinfibrary *  Sharewath *  Burn  New folder =~ i 8

4 Libraries * hame ’ [Cate modificd Tipe

= Do ts
“_Imm L. GARDENINGZ W1602/1005:52 .. Faefeide I
qﬁ Music v

i L HUSQUARNA 3508T ' G622, Hiefoider
Evlam 6| &) GARDENING - Copyalex DI60:100554 .. Mierosabscel il

i s t ] GARDENING s DLETLI0 055 .. MiceoltBxeaw
2 WINDOWS BACKUP NOV 2015 13

) Homegroup
A Munro
L AppData
[# Application Data
7i Contacts
‘7. Cookies
e Desktep
& Downloads
A1 Favorites
L Links
# Local Settings
I My Documents
.. COMPUTER PRACTICE N4
L MapView
2] My Data Sources » 4 [ "~ m = * '

4 fems
! L4

(5x2)

TOTAL SECTION A:

(2)
[10]

30
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MARKING GUIDELINE -8- (GS)N210(E)(M20)H
COMPUTER PRACTICE N4

SECTION B: WORD PROCESSING 85

QUESTION 4A

ACCURACY 3

MANIPULATION 4

TOTAL 7
ACCURACY ERRORS MARK

[QUESTION 4A] not keyed in and/or incorrect

[EXAMINATION NUMBER] not keyed in and/or incorrect

All other keying-in errors in text 3

=
Q

MANIPULATION ERRORS

Line spacing incorrect

Justification incorrect

Letter spaces incorrect

Upper case and/or lower case incorrect

Font and/or font size incorrect (Courier New 12 pt)

Paper orientation incorrect

Margins incorrect

DVND|O| BN —

[QUESTION 4A] not inserted in capital letters as a header against left-
hand margin and/or incorrect

9 | [EXAMINATION NUMBER] not inserted-as a header and right-aligned
and/or incorrect

10 | Any additional errors 4

Copyright reserved Please turn over




7 1
2.54cm
margins

MARKING GUIDELINE -9- (GS)N210(E}(M20)H
COMPUTER PRACTICE N4

8 left, uc+1A 9 right+1A
QUESTION 4A EXAMINATICN NUMBER
Ready, steady ... Spring

+

Spring is the season that every gardaner looks ferward to with
joy and expectation. It is the time when Mother Nature
performs at her best. It produces breathtaking sights all
around us in a continuously changing spectacle of bloom and
new growth.

ipring is a season of flowers as most of the plants in the
garden burst forth into full bloom. Most of these plants have
to be planted out as seedlings or young plants in the
preceding autumn in order to ensure a magnificent spring
display.

Make a note in your diary as a reminder for the next autumn
planting season.

For some unknown reason September is always regarded as the
beginning of the new rose season. To grow roses successfully
you need to check regularly for any abnormality on the leaves
and flowers. So be on the lookout ahd nip it in the bud as
soon as possible.

line spacing
justification
letter spaces
ucllc
font and font size
paper size

0 any additional

= MU AW R -

errors

(7)
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MARKING GUIDELINE s (GS)N210(E)(M20)H

COMPUTER PRACTICE N4

QUESTION 4B
ACCURACY 5
MANIPULATION 23
TOTAL 28
ACCURACY ERRORS MARK
[QUESTION 4B] not keyed in and/or incorrect 1
[Feathered Friends: ... garden] not keyed in and/or incorrect 4
NO | MANIPULATION ERRORS MARK
1 | Line spacing incorrect
2 | Justification incorrect
3 | Letter spaces incorrect
4 | Upper case and/or lower case incorrect
5 | Font and/or font size incorrect
6 | Paper orientation incorrect
7 | Left-hand margin not changed to 1.5"/3.81 cm and/or incorrect
8 | [QUESTION 4A] not changed to [QUESTION 4B} in the header and/or
incorrect
9 | [Ready, ... Spring] not changed to capital letters and/or incorrect
10 | [Ready, ... Spring] not changed to bold and/or incorrect
11_| [[Ready, ... Spring] not changed to italics and/or incorrect
12 | [Ready, ... Spring] not underlined and/or incorrect
13 | [Ready, ... Spring] not centred and/or incorrect
14 | [gardener] spelling not correct and/or incorrect
15 | New paragraph not created at [It produces breathtaking ...] and/or
incorrect
16 | [Make a note ...]does not run on and/or incorrect
17 | For some ... possible.] line spacing not changed to double and/or
incorrect
18 | For some (.. possible.] not indented left and right on 0.5"/1.27 cm and/or
incorrect
19 | [Feathered friends: ... garden] not inserted as a footer left and/or incorrect
20 | [Feathered friends: ... garden] not inserted in capital letters and/or
incorrect
21 |[Feathered friends: ... garden] not inserted in bold and 12 pt and/or
incarrect
22 | Found and replaced the word [season] to capital letters and/or incorrect
23 | Found and replaced the word [season] to bold and/or incorrect
24 |Found and replaced the word [season] to double underline and/or
incorrect
25 | Page number not inserted bottom, right and/or incorrect
26 | Any other additional errors 23
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MARKING GUIDELINE -1 - (GS)N210(E)(M20)H
COMPUTER PRACTICE N4

QUESTION 4B 8+1a EXAMINATION NUMBER

9 uc 10 bold

READY, STEADY ... SPRING <«—  11italics
14 sp 12 underline

13 centre

71.5"3.81cm ; : s : —o—To T :
to with joy and expectation. It is the time when Mother

Nature performs at her best.

15 new . . . 22 find and

G It pFoduces breathtaking sights all around us in a replace
continuously changing spectacle of bloom and new growth/ season to
¥ 23 bold
Spring is a SEASON of flowers as most of the plants.dn 24 double
the garden burst forth into full bloom. Most of these L
plants have to be planted out as seedlings or young
plants in the preceding autumn in order to ensure a
magnificent spring display.,| Make a note in yeur diary as
a reminder for the next autumn planting SEASON. L, 16 runson
¥ 3 2 letter spaces
/ For some unknown reason September is always

regarded as the beginning of the new rose
SEASON. To grow roses successfully you need to
check regularly feor any abnormality on the

leaves and flowers.: 8o be on the lockout and

\. nip it in the bud as soon as possible.

17 double line spacing
18 indent paragraph at 0.5"/1.27 cm

1 line spacing

2 justification

3 letter spaces

4 ucllc

§ font and font size

6 paper orientation

26 any additional errors

A | M | T
5 | 23 | 28

(28)
[35]

25 page number
bottom, right

FEATHERED FRIENDS: ATTRACT THEM TO YOUR GARDEN 1
19 footer left-align 20 uc 21 bold, 12 pt
Copyright reserved Please turn over



MARKING GUIDELINE -12 - (GS)N210(E)(M20)H

COMPUTER PRACTICE N4

QUESTION 5
ACCURACY 8
MANIPULATION 42
TOTAL il
ACCURACY ERRORS MARK
[3 cm] not changed to words [three centimetres] and/or incorrect 1
[Wonder ... removal] not keyed in and/or incorrect $)
[EXAMINATION NUMBER] and [QUESTION 5] not keyed in and/or
incorrect 1
NO | MANIPULATION ERRORS MARK |
1 | Line spacing incorrect
2 | Justification incorrect
3 | Letter spaces incorrect
4 | Upper case and/or lower case incorrect
5 | Font and/or font size incorrect
6 | Paper orientation incorrect
7 | Left- and right-hand margin not 1"/2.54 cm and/or incorrect
8 | Hyphenation function not used and/or incorrect
9 | Page numbers not inserted top, centred and/orincorrect
10 | Found and replaced the word [lawn] to italics and/or incorrect
11 | Found and replaced the word [lawn] to double underline and/or
incorrect
12 | [Give ... treatment.] not changed to capital letters and/or incorrect
13 | [Give ... treatment.] not changed bold and/or incorrect
14 | [Give ... treatment.] not'changed italics and/or incorrect
15 | [Give ... treatment.] not right-aligned and/or incorrect
16 | Double border not inserted around [This is ... summer-living!] and/or
incorrect
17 | Double border not 3 pt and/or incorrect
18 | Paragraph with double border not shaded 25 % and/or incorrect
19 | Paragraph with double border not copied to the end of the document
and/or incorrect
20 | 3 line spaces not inserted before and after paragraph with double
border and/or incorrect
21 | Paragraph not changed to columns and/or incorrect
22 | Position of columns 1 and 2 incorrect
23 |[This is ... it.] not changed to capital letters and/or incorrect
24 | [Thisis ... it.] not changed to bold and/or incorrect
25 | [Thisis ... it.] not changed to italics and/or incorrect
26 | Paragraphs not arranged in numerical order and/or incorrect
27 | Paragraph numbers not replaced with bullets and/or incorrect
28 | Not two letter spaces after bullets and/or incorrect
29 | Paragraphs not indented and/or incorrect
30 | Page break not inserted and/or incorrect
31 | Page 2 not centred vertically and/or incorrect

Copyright reserved
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MARKING GUIDELINE -13- (GS)N210(E)(M20)H
COMPUTER PRACTICE N4

NO | MANIPULATION ERRORS MARK

32 | [wonderful] not retained and/or incorrect

33 | [3 cm] not changed to [three centimetres] and/or incorrect

34 | New paragraph not created at [Apply a ...] and/or incorrect

35 | [Top ... nutshell] not changed to capital letters and/or incorrect

36 | [Top ... nutshell] not changed to bold and italics and/or incorrect

37 | [Top ... nutshell] not centred and/or incorrect

38 | Left column with corresponding data in right column not sorted
39 | alphabetically and/or incorrect

40 | [compost], [snail bait], [shrubs], [watering], [weeds] and [evergreens]
not changed to bold and underline and/or incorrect

41 | [Wonder ... removal] not inserted and/or incorrect

42 | Left tab stop not inserted at 4'/10.16 cm from the left-hand margln
and/or not indented and/or incorrect

43 | Paragraphs not changed to 1.5 lines and/or incorrect

44 | [EXAMINATION NUMBER] not inserted as a footer and left-aligned
and/or incorrect

45 | [QUESTION 5] not inserted in capital letters as a footer right- -aligned
and/or incorrect

46 | Any additional errors 42

Copyright reserved Please turn over




7 1"/2.54 cm margins

MARKING GUIDELINE -14- (GS)N210(E)(M20)H
COMPUTER PRACTICE N4

10 find and replace garden to italics
11 find and replace garden to double 1 9 page no top, centre

underlining
12 uc 13 bold 14 italics 15 right-align

GIVE YOUR LAWN A SPRING TREATMENT.
16 double border 17 3 pt 19 copy paragraph 35 20 31I/s 8 hyphenation

”s yeu: gulde to turn that wintery patch of dry grass you
: a thick, green carpet - soft, lush and ready

18 25%
shade

_//,f’

26 numeri-

cal order
27 replace
with bul-
lets

28 2 letter
spaces

29 indent

$ 20 3Us 21 columns 22 columns 1 and 2 correct position
Note: This treatment is not A lawn consist of thousands
recommended for tuft-forming of little baby plants grow-
grasses. It should only be ing in close proximity and
applied to runner-type lawns just like babies they are
like kikuyu. always thirsty, hungry and
demanding of special atten-
tion.
THIS IS HOW YOU DO IT: 23 uc 24 bold 25 italics

*#Take your lawnmower and weed-eater te-a reputable agent for
:a proper service.

*iUse a sharp-toothed steel/rake and rake the whole lawn vig-
forously across and down/to remove the old dead mat.

*:Mow the lawn quite short to scarify. (Note the exceptions
.as mentioned above.)

*.Take a hollow tine or ordinary garden fork and drive it into
'the turf ewery 20-30 cm, working the prongs down as far as
:they can go and wriggling it about.

*EWater immediately and thoroughly after feeding.
*fYour next step is to feed the lawn and there are many prod-
«uCts, both chemical and organic, to choose from.

===page break=== 30

EXAMINATION NUMBER 44+1A 45uc QUESTION 5

Copyright reserved Please turn over



MARKING GUIDELINE -15- (GS)N210(E)(M20)H

2 9

31 centre page 2 vertically

32 stet
and encourage new growth. Alﬁéygnﬁggra guality product frem a
reputable supplier. It will contain organic materials that

will improve drainage as well as water holding capacity.
33in full + 1A

xgz;m [Apply a not thicker than three centimetre layer tos@nfairly
dried-off lawn. Level it out by means of a flat beard tied to
the end of your rake. Start watering again as_sea@n as the
blades start showing. 35 uc 36 bold, italics 37 centre
34,59 alphabictical ofder TOP TIPS FOR SPRING IN A NUTSHELL
41 text keyed in at tab stop + 6A !42 left tab stop 4"/10.16 cm i
Always use compost when plané?ﬁ@?‘maﬁHJWonder 23352 (14)
Apply snail bait.  40bold, underline EInsecticides
Feed all shrubs. 'Pretty Pink \
E 431510
Increase the rate of watering. Water thoroughly nes
Remove any weeds, iClover, dandelion
Start pruning evergreens regularly. iDamaged branch removal
19 copy paragraph $
1 line spacing
2 justification
3 letter spaces
A | M ' T 4 uclle
5 font and font size
8 I 42 l 50 6 paper size
46 any additional errors
[50]
TOTAL SECTIONB: 85
EXAMINATION NUMBER 44 +1A 45uc QUESTION 5
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MARKING GUIDELINE -16 - (GS)N210(E)(M20)H
COMPUTER PRACTICE N4

SECTION C: SPREADSHEET 85
QUESTION 6A
ACCURACY

MANIPULATION
TOTAL 1

oMM

ACCURACY ERRORS MARK
Read all keyed-in text for accuracy 4

NO | MANIPULATION ERRORS MARK
Rows not inserted and/or incorrect

Justification incorrect

Letter spaces incorrect

Upper case and/or lower case incorrect

Font and/or font size incorrect (Arial 10 pt, Calibri 11 pt, Courier New
12 pt acceptable)

6 | Portrait orientation incorrect and/or does not fit on- ONE page and/or
incorrect

OB W (N —

7 | Margins incorrect

8 | [EXAMINATION NUMBER] not inserted as a footer (left) and/or
incorrect

9 | [QUESTION BA] not inserted as a footer (right) in capital letters and/or
incorrect

10 | Column headings incorrect

11 | Format of figures incorrect

12 | Column widths not adjusted and/or correct cell addresses not used
and/or spreadsheet not printed without row and column headings
and/or incorrect

13 | Lines inserted and/er additional manipulation errors 6

Copyright reserved Please turn over




MARKING GUIDELINE =47= (GS)N210(E)(M20)H
COMPUTER PRACTICE N4

SPRING CONCERT

PROVINCE ARRIVAL OF DEPARTURE DAYS GUESTS
GUESTS OF GUESTS

Gauteng/Rooihuiskraal 15/11/2015 30/12/2015 47 20

Western Cape/Clanwilliam  26/11/2015 30/12/2015 36 30

Kwazulu-Natal/Tala Valley  01/12/2015 30/12/2015 30 40

Mpumalanga/Nelspruit 09/12/2015 30/12/2015 24 23

Easter Cape/Port Elizabeth 23/12/2015 30/12/2015 8 30
1 rows

2 justification

3 letter spaces

4 ucllc

5 font and font size

6 portrait, 1 page

7 margins

10 column headings

11 format of figures

12 column width, cell address, without row and column headings

13 lines, additional errors

(10)

EXAMINATION NUMBER 8 9 uc QUESTION 8A
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COMPUTER PRACTICE N4

QUESTION 6B
ACCURACY 5
MANIPULATION 19
TOTAL A4
ACCURACY ERRORS MARK

[PASSIONATE ... SPRING] not keyed in and/or incorrect

[BOOKINGS], LUNCH] and [190] not keyed in and/or incorrect

[AMOUNT] and [VAT 14%] not keyed in and/or incorrect

[TOTAL AMOUNT] not keyed in and/or incorrect

[TOTAL], [HIGHEST] and [AVERAGE] not keyed in and/or
incorrect 1

NO | MANIPULATION ERRORS MARK

Open rows not inserted and/or incorrect

Justification incorrect

Letter spaces incorrect

Upper case and/or lower case incorrect

B IN|—=

Font and/or font size incorrect (Arial 10 pt, Calibri 11 pt, Courier
New 12 pt acceptable)

()]

Landscape orientation not used and/or does not fit on ONE page
and/or incorrect

Margins incorrect

00|~

[EXAMINATION NUMBER] not inserted as a footer and left-align
and/or incorrect

9 [QUESTION 6A] in footer not changed to [QUESTION 6B] and/or
incorrect

10 [Passionate ...] not inserted as a header in capital letters, bold,
italics and centre and/or incorrect

11 [Bookings] and [Lunch] not inserted and/or [190] not inserted in
column C and/or incorrect

12 [Spring eoncert], [Bookings] and [Lunch] not bold, italics and capital
letters and/or incorrect

13 Columns [Arrival of guests] and [Departure of guests] not deleted
and/or incorrect

14 [AMOUNT], [VAT 14%) and [TOTAL AMOUNT] not inserted and/or
incorrect

15 [TOTAL], [HIGHEST] and [AVERAGE] not keyed in capital letters
and bold and/or incorrect

16 A: AMOUNT = Calculation not inserted and/or incorrect

17 B: VAT 14% = Calculation not inserted and/or incorrect

18 C:. TOTAL AMOUNT = Calculation not inserted and/or incorrect

19 D: TOTAL = Calculation not inserted and/or incorrect

20 E: HIGHEST = Calculation not inserted and/or incorrect

21 F: AVERAGE = Calculation not inserted and/or incorrect

Copyright reserved Please turn over




MARKING GUIDELINE -19 - (GS)N210(E)(M20)H
COMPUTER PRACTICE N4

NO | MANIPULATION ERRORS MARK

22 Formulae not copied to other cells as indicated on the spreadsheet
and/or incorrect

23 Horizontal and vertical lines not inserted and/or incorrect

24 | [AMOUNT], [VAT 14%], [TOTAL AMOUNT] and [HIGHEST] not
displayed as currency with TWO decimals and/or incorrect

25 [DAYS], [GUESTS] and [AVERAGE] not displayed as integer
and/or incorrect

26 Column width not adjusted and/or correct cell addresses not used
and/or spreadsheet printed with row and column headings and/or
incorrect

27 | Any additional errors 19
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MARKING GUIDELINE -21- (GS)N210(E)(M20)H
COMPUTER PRACTICE N4

QUESTION 6C
ACCURACY 0
MANIPULATION 0
TOTAL 7
NO | MANIPULATION ERRORS
1 | Formulae not displayed: Formula A and/or incorrect [must be absolute
cell address ($C$4)]
2 | Formulae not displayed: Formula B and/or incorrect [must be absolute
cell address ($E$7)]
3 | Formulae not displayed: Formula C and/or incorrect
4 | Formulae not displayed: Formula D and/or incorrect
5 | Formula not displayed: Formula E and/or incorrect
6 | Formula not displayed: Formula F and/or incorrect
7 | Column width not adjusted to display whole formulae and/orincorrect
8 | Landscape orientation not used
9 | Formulae not on one page and/or incorrect
10 | Spreadsheet not printed with row and column headings and/or
incorrect
11 | [QUESTION 6B] in header not changed to [QUESTION 6C] and/or
incorrect 7
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MARKING GUIDELINE -23- (GS)N210(E)(M20)H
COMPUTER PRACTICE N4

QUESTION 7A
ACCURACY 4
MANIPULATION 6
TOTAL 10
ACCURACY ERRORS MARK
Read all keyed-in text for accuracy 4
NO | MANIPULATION ERRORS MARK
1 Rows not inserted and/or incorrect
2 Justification incorrect
3 Letter spaces incorrect
4 Upper case and/or lower case incorrect
5 Font and/or font size incorrect (Arial 10 pt, Calibri 11 pt, Courier New

12 pt acceptable)

6 Portrait orientation incorrect and/or does not fit on ONE page and/or
incorrect

7 Margins incorrect

8 [QUESTION 7A] not inserted as a header in capital letters left-aligned

and/or incorrect

9 [EXAMINATION NUMBER] not inserted as a header and right-
aligned and/or incorrect

10 Column headings incormrect

il Format of figures incorrect

12 Column widths not adjusted and/or correct cell addresses not used
and/or spreadsheet printed with. row and column headings and/or
incorrect

13 | Lines inserted and/or any additional manipulation errors 6
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MARKING GUIDELINE

QUESTION 7A 8

<D (GS)N210(E)(M20)H

COMPUTER PRACTICE N4

PLANT PARADISE GARDEN CENTRE

Item

Clivia miniata
Kurume azaleas
Gladioli bulbs
Hadeco bulbs
Pansies

Violas

Impatiens walleriana

1 rows

2 justification

3 letter spaces

4 uclle

5 font and font size
6 portrait, 1 page

7 margins

10 column headings

11 format of figures

Stock

20

12
18
18
33
20

Selling

3,147.99
2,115.99
4,118.99
3,129.99
1,189.00
2,145.00
2,136.99

12 column width, cell address, no row and column headings

13 lines, additional errors
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MARKING GUIDELINE ~25- (GS)N210(E)(M20)H
COMPUTER PRACTICE N4

QUESTION 7B

ACCURACY 4

MANIPULATION 20

TOTAL 24
ACCURACY ERRORS MARK

[PRICE LIST: 2015] not keyed in and/or incorrect

[ON HAND] not keyed in and/or incorrect

[PRICE] not keyed in and/or incorrect

[STOCK DELIVERED with figures] not keyed in and/or incorrect

[VAT 14%] not keyed in and/or incorrect

[TOTAL AMOUNT] not keyed in and/or incorrect 4

NO | MANIPULATION ERRORS

Rows not inserted and/or row not deleted and/or incorrect

Justification incorrect

Letter spaces incorrect

Upper case and/or lower case incorrect

AW N —

Font and/or font size incorrect (Arial 10 pt, Calibri 11 pt, Courier New 12
pt acceptable)

(@3]

Landscape orientation not used and/ordoes not fit on ONE page and/or
incorrect

7 | Margins incorrect

Cco

[QUESTION 7A] in header not changed to [QUESTION 7B] and/or
incorrect

9 | [EXAMINATION NUMBER] not right-aligned and/or incorrect

10 | [PLANT PARADISE GARDEN CENTRE] not changed to bold and centre
and/or incorrect

11 | [PRICE LIST: 2016] not inserted in bold and/or incorrect

12 | [ON HAND] and [PRICE] not inserted and/or incorrect

13 [ [STOCK DELIVERED] with figures not inserted and/or incorrect

14 | [VAT 14%] and [TOTAL AMOUNT] not inserted and/or incorrect

15 | Column headings not changed to capital letters, centre and bold and/or
incorrect

16 | A TOTAL = Calculation not inserted and/or incorrect

17 | B: VAT 14% = Calculation not inserted and/or incorrect

18 | C: TOTAL AMOUNT = Calculation not inserted and/or incorrect

18 | D;: TOTAL = Calculation not inserted and/or incorrect

20 | E: % OF TOTAL AMOUNT = Calculation not inserted and/or incorrect

21 | ltems with corresponding figures not sorted alphabetically and/or
incorrect

22 | Horizontal and vertical lines not inserted as indicated and/or incorrect

23 | [SELLING PRICE], [TOTAL], [VAT 14%)] and [TOTAL AMOUNT] not
displayed as currency with TWO decimals and/or incorrect

24 | [STOCK DELIVERED] not displayed as integer and/or incorrect

25 | [% OF TOTAL AMOUNT] not displayed as % with no decimals and/or
incorrect
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MARKING GUIDELINE -26-

COMPUTER PRACTICE N4

(GS)N210(E)(M20)H

NO

MANIPULATION ERRORS

26

Calculations not changed to bold and/or incorrect

27

Column widths not adjusted and/or correct cell addresses not used
and/or spreadsheet printed with row and column headings and/or

incorrect

28

Any additional manipulation errors

20

Copyright reserved
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MARKING GUIDELINE -28- (GS)N210(E)(M20)H
COMPUTER PRACTICE N4

QUESTION 7C

ACCURACY
MANIPULATION
TOTAL 1

o~ W

NO | ACCURACY ERRORS MARK

[GARDEN CENTRE: PRICE LIST 2015], [EXAMINATION NUMBER]
and [QUESTION 7C] not keyed in and/or incorrect 3

NO [ MANIPULATION ERRORS

1 | [GARDEN CENTRE: PRICE LIST 2015], [EXAMINATION NUMBER]
and [QUESTION 7C] not inserted as chart titles and/or incorrect

2 [EXAMINATION NUMBER] and [QUESTION 7C] not inserted in
second line and/or incorrect

Incorrect information used for graph

3
4 | Titles on X- and Y-axis not displayed and/or incorrect

5 | Not suitable titles or no titles displayed for X- and Y-axis and/or

incorrect
6 | Legend displayed and/or incorrect
7 | Graph not printed as a new sheet and/or incorrect 7
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