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COMPUTER PRACTICE FARMING
N4

INTERNAL EXAM PAPER

This question paper consists of 12 pages

TIME: 1½ HOURS
MARKS: 100

INSTRUCTIONS AND INFORMATION

READ THE INSTRUCTIONS CAREFULLY BEFORE ANSWERING THE QUESTION PAPER.

1. The question paper comprises THREE sections:
 SECTION A: Theory (30 marks)
 SECTION B:  Word Processing (30 marks)
 SECTION C: Spreadsheet (40 marks)

 SECTION A must be answered on the attached ANSWER SHEET. Approximately 15 minutes 
should be spent on this section.

 SECTION B is done with the aid of a word processing program. Approximately 35 minutes should 
be spent on this section.

 SECTION C is done with the aid of a spreadsheet program. Approximately 40 minutes should be 
spent on this section.

2. In the event of a power failure of a computer or printer breakdown, the invigilator must make the 
necessary arrangements for the candidate to continue and the actual time lost must be added.

3. The candidate may have in his/her possession a list of ASCII codes.

4. Each answer must contain your name and surname in a header or footer, as instructed.

5. At the conclusion of the examination session, all printouts must be placed, in the correct sequential 
order, in a folder and handed to the invigilator. NO printouts whatsoever may be removed from the 
examination room. The invigilator must collect and destroy printouts not submitted for marking.

6. Save your files in the correct folder on the computer at regular intervals to prevent loss of work in 
the event of a power failure. 

7. At the end of the examination session a candidate should upload his/her folder to the cloud (Google 
Drive) and send a link to the lecturer via electronic mail. 

8. NO question paper may be taken out of the examination room, but ALL papers must be handed in 
together with the candidate’s printouts.

9. No candidate may print his/her work for another candidate or make his/her files accessible to other 
candidates.

DO NOT TURN THE PAGE BEFORE THE INVIGILATOR INSTRUCTS YOU TO DO SO.
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SECTION A: THEORY

Answer these questions on the answer sheet provided.

Approximately 20 minutes should be spent on this section.

Question 1
Choose a description from COLUMN B that matches a term in COLUMN A. 
Write only the letter (A-J) next to the question number (1.1 – 1.10) on the answer sheet.

COLUMN A COLUMN B

1.1 RAM

1.2 Data

1.3 Windows 10

1.4 Personal Computer (PC)

1.5 Graphical User Interface (GUI)

1.6 Recycle Bin

1.7 Taskbar

1.8 File Explorer

1.9 Word-wrap

1.10 Information

A. Words automatically flow over to the following line when typing a 
paragraph.

B. Example of system software.

C. Where all previously deleted files from the hard drive appear.

D. Raw facts.

E. General purpose computer.

F. The area of the desktop that contains the Start button.

G. Displays the hierarchical structure of files, folders, and drives on 
your computer

H. Processed data

I. Temporary memory.

J. Allows users to interact through windows, icons, dialogue boxes, 
drop-down menus, etc.

K. Permanent memory.

L. Example of application software. 

[10]
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Question 2
Indicate whether the following statements are TRUE or FALSE. Write only TRUE or FALSE next to 
the question number (2.1 – 2.10) on the answer sheet.

2.1 The Internet is a worldwide system of computer networks that allows people to share 
information and communicate with each other.

2.2 The acronym WWW stands for Windows Will Work.

2.3 A Wi-Fi router connects smart devices via wireless connection with the Internet.

2.4 A file server is a heavy-duty computer that is responsible for central file storage.

2.5 A web address identifies the physical location of a computer.

2.6 A web page consists of several websites.

2.7 LAN stands for Local Area network and is a network that supports local connection within a 
building.

2.8 ISP is the acronym for Internet Service Protocol.

2.9 A search engine is a website that allows searching for content on the Internet.

2.10 Microsoft Word is an example of a web browser.

[10]
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Question 3
Various options are given as possible answers to the following questions. 
Choose the correct answer and write only the letter (a – d) next to the question number (3.1 – 3.10) on 
the answer sheet.

3.1 The practice of green computing entails:
 a. Recycling of paper whenever possible.
 b. No unnecessarily printouts.
 c. Recycling of printer ink cartridges to save money.
 d. All of these above.

3.2 E-waste describes:
 a. Effective discarding of electrical or electronic devices.
 b. The use of alternative electricity sources.
 c. Solid rubbish, containing organic elements.
 d. None of these above.

3.3 Cloud-based services include:
 a. Cheap flight tickets.
 b. Document storing and sharing globally.
 c. Connecting computers in one building.
 d. All of these above.

3.4 Popular search engines include:
 a. MS Word, MS Excel, MS PowerPoint.
 b. Chrome, Internet Explorer, Firefox.
 c. Google, Bing, Yahoo.
 d. None of these above.

3.5 Online banking offers:
 a. Quick access to your account balances.
 b. Convenient online paying of bills.
 c. Up-to-date account activity.
 d. All of these above.

3.6 A feature of online shopping is:
 a. Always free shipping and delivery.
 b. No import tax payable when ordering from overseas.
 c. Convenient product ordering after hours.
 d. None of these above.

3.7 Protect yourself when online by:
 a. Choosing easy passwords that you can remember.
 b. Keeping personal information limited.
 c. Switching off the Firewall.
 d. All of these above.

 Internal Exam Paper 
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Question 3 (continued)

3.8 An IT specialist who removes the copy protection from software, is called a:
 a. Hacker
 b. Cracker
 c. Identity thief
 d. Virus author

3.9 Cybercrime includes:
 a. Identity theft
 b. Hacking
 c. Phishing
 d. All of these above.

3.10 When a person copies or uses another person’s writing, thoughts, ideas, or expressions and 
presents it as his own original work, it is called:

 a. Phishing
 b. Identity Theft
 c. Plagiarism
 d. None of these above.

TOTAL: 30
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SECTION B: WORD PROCESSING

Use a word processing program to do the questions on a computer. Approximately 35 minutes should 
be spent on this section.

Question 4
The owner of Dennis Dairy Farm decided to take part in the cheese tasting event of this year. He wants 
to hand out a pamphlet with information on the different types of cheeses available.

1. Retrieve the file Cheese Tasting from the student folder.

2. Edit the document as indicated in the text and according to the instructions below.

3. Change the font of the whole document to Arial, 11pt.

4. Change the main heading to Arial 16pt, centre, bold and double underline.

5. Change the sub-headings as indicated below.

6. Left-align the text on page 1.

7. Divide the text in two columns as indicated with a line in between.

8. Insert a page break as indicated below.

9. Change the left-hand margin of page 2 to 3.81 cm.

10. Copy the heading of page one and paste it to page two.

11. Divide the text into numbered paragraphs as indicated below. Arrange in numerical order and 
change to 1½ linespacing.

12. Create the table (autofit to contents) at the end of the document and insert the required symbols 
and text as indicated.

13. Insert the image Cheese.jpg from your folder as indicated below. Change the picture size to 3 cm 
(height) × 4.5 cm (width).

14. Search and replace the word cheese with cheese (bold, italic) throughout the document, except the 
headings and the email address.

15. Spellcheck the document and correct all errors.

16. Insert the following header: Your name and surname (left) and QUESTION 4 (right).

17. Insert a footer: DIFFERENT TYPES OF CHEESE, in Arial 10pt, capital letters, bold and right 
aligned.

18. Save the file as Cheese Tasting Done in your folder and print. Close the file.

 Internal Exam Paper 
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Question 4 (continued)

TOTAL: 30
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SECTION C: SPREADSHEET

Use a spreadsheet program and do all the questions practically on the computer. Approximately 40 
minutes should be spent on this section.

Question 5
1. Prepare the following salary sheet for the farm workers on Dennis Dairy Farm.

 

2. Insert the following footer:
 Your name and surname (left) and Question 5 (right).

3. Change the width of column A to 22.

4. Save the spreadsheet as DDF Salary in your folder and print. Close the file.
[10]

 Internal Exam Paper 
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Question 6
1. Retrieve the file DDF Salary from your folder and make all the changes as indicated on the 

spreadsheet and according to the instructions below:

 1.1 Insert horizontal and vertical lines with the method you are familiar with.

 1.2 Insert the columns/rows and text as indicated on the spreadsheet.

 1.3 Change the main heading to bold, merge and centre (A1:H1) and 16pt.

 1.4 Change the column headings to bold.

 1.5 Sort the employees with corresponding figures in alphabetical order.

 1.6 Delete the record of Thulani Gama as indicated below.

 1.7 Change Question 5 in the footer to Question 6.

 1.8 Change the orientation to landscape.

 1.9 Save the spreadsheet as DDF Salary2 in your folder and print. Close the file.

[15]
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Question 7
1. Retrieve the file DDF Salary2 from your folder and Change Question 6 in the footer to Question 7.

2. Insert formulae or functions to do the following calculations:

 MEDICAL AID: R120 payable per person (employee plus dependants).
 PENSION: 8% of the GROSS SALARY.
 PAYE: 25% of the (GROSS SALARY minus PENSION).
 DEDUCTIONS: The sum of MEDICAL AID, PENSION and PAYE.
 NET SALARY: GROSS SALARY minus DEDUCTIONS.
 TOTAL: The total of each column.
 AVERAGE: The average of GROSS SALARY.
 MINIMUM: The lowest GROSS SALARY.
 MAXIMUM: The highest GROSS SALARY.
 NUMBER OF EMPLOYEES: Use the built-in function to calculate the number of employees.

3. Copy the formulae to the other cells as indicated on the spreadsheet.

4. Display the monetary values as currency with two decimals.

5. Adjust the column widths to display the content in full.

6. Save the spreadsheet as DDF Salary3 in your folder and print. Close the file.

[15]

TOTAL: 40

[100]

 Internal Exam Paper 
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SECTION A MEMORANDUM

Student name and surname:  .................................................................................................................................................

Question 1
1.1 I 
1.2 D 
1.3 B 
1.4 E 
1.5 J 
1.6 C 
1.7 F 
1.8 G 
1.9 A 
1.10 H 

_______/10

Question 2
2.1 TRUE 
2.2 FALSE 
2.3 TRUE 
2.4 TRUE 
2.5 FALSE 
2.6 FALSE 
2.7 TRUE 
2.8 FALSE 
2.9 TRUE 
2.10 FALSE 

_______/10
Question 3
3.1 D 
3.2 A 
3.3 B 
3.4 C 
3.5 D 
3.6 C 
3.7 B 
3.8 B 
3.9 D 
3.10 C 

_______/10

TOTAL: _______/30
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SECTION B MEMORANDUM

Question 4 Memorandum (File created: Cheese Tasting Done)

 Internal Exam Paper 
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Question 4 Memorandum (File created: Cheese Tasting Done)

[30]
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Question 5 Memorandum (File created: DDF Salary)

[10]
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Question 6 Memorandum (File created: DDF Salary2)

[15]
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Question 7 Memorandum (File created: DDF Salary3)

[15]

TOTAL: 40
[100]

 Internal Exam Paper 
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Additional Word exercises

Exercise 1
As an employee of the local municipality, your task is to prepare a document for home owners included 
with their monthly bills.

Do the following practical on the computer.

1. Retrieve the file Water from your folder.

2. Change the text according to the manuscript signs and the instructions below:

 2.1 Main heading:
  Font type: Comic Sans MS
  Font size: 20 pt
  Case: Uppercase
  Font style: Bold
  Underline: Double
  Alignment: Centre

  Rest of the text: Comic Sans MS, 11 pt.

 2.2 Change the spacing before and after of the first paragraph to 12 pt.

 2.3 Use the automatic numbering function to number the paragraphs.  Level one paragraphs 
  are marked with one star (*) and level two paragraphs are marked with two stars (**).  
  Use the numbering style:  1., 1.1, etc.  Indent the text correctly.

 2.4 Change the alignment of the whole document to left justified.

3. Type the bulleted list at the bottom as indicated below.  Shade or highlight this list in light 
turquoise.

4. Insert your name and surname (left) and the date (right) as header.

5. Save the document as Water 2 in your folder and print.
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Exercise 1 (Continued)

 Additional exercises 
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Exercise 1 Memorandum (File name: Water 2)

[20]
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Exercise 2

Do the following practical on the computer.

1. Retrieve the file Water 2 from your folder.

2. Change the text according to the instructions below:
 2.1 Apply the style Title to the main heading.
 2.2 Apply the style Heading 1 to the first level paragraph headings.
 2.3 Replace the acronym DWAF in the first paragraph with “Department of Water Affairs”, 
  Font Colour: Red.
 2.4 Insert a page break as indicated by the manuscript sign.
 2.5 Change the left margin to 4 cm.
 2.6 Change the line spacing of the bulleted list to 1.5.
 2.7 Remove the turquoise highlight colour of the bulleted list.

3. Save the document as Water 3 in your folder and print.

 Additional exercises 
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Exercise 2 (Continued)
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Exercise 2 Memorandum (File name: Water 3)

 Additional exercises 
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Exercise 2 Memorandum (File name: Water 3)

[10]
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Exercise 3
Study the diagram below, open Exercise 3 from your folder and answer the following questions.

1. The user is saving the file in a _______________ _________________ format.

2. In this example, the file name is ______________________________.

3. The extension is __________.

4. To open this file in WordPad, you have to click at ____________________________________ | 

 __________________________________ and select _____________________________. 

 Once in WordPad, click ______________________ | ________________________ | browse and select 
the required folder, click Open.

5. All formatting will be lost. TRUE or FALSE?

Save your answers as Exercise 3 Done and close the file.

[10]

 Additional exercises 
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Memorandum of Exercise 3 (File name: Exercise 3 Done)

Look at the diagram below and answer the following questions.

1. The user is saving the file in a Rich Text format.

2. In this example, the file name is Letter.

3. The extension is .rtf.

4. To open this file in WordPad, you have to click at Start | Windows Accessories and select WordPad. 
 Once in WordPad, click File | Open | browse and select the required folder, click Open.

5. All formatting will be lost. TRUE or FALSE?

[10]



 139

Exercise 4 (File name: Comp2020)

You are the campus director at Computers 2020, a private IT college, that offers computer training and 
courses.

1. Use the word processing program to type the following letter. Font: Arial, 11 pt.

2. Set left justified tab stops on 1 cm, 1.25 cm (for the paragraphs) and 11 cm (for the address).

3. Execute all the instructions as given with manuscript signs.

4. Proof-read the text and correct all errors.

5. Save the file as Comp 2020 in your folder and print.

 Additional exercises 
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Exercise 4 Memorandum

[20]
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Exercise 5
As an employee in the marketing department of Gems Jewellers, design flyers for the current sale.

1. Create the following flyer. Use the following settings:
 • Landscape orientation.
 • Wide margins
 • Main heading: Comic Sans, 72 pt, bold, centre.
 • Second line: Comic Sans, 36 pt, font colour red, bold, centre.
 • Third line:  Comic Sans, 24 pt, font colours blue, brown and green, bold, centre.
 • Rest of the text: Comic Sans, 18 pt, bold, centre.
 • Insert a symbol for the telephone number.
 • Last two lines: italic.
 • Insert two pictures at the bottom of the flyer.  The image files Desktop.jpg and Laptop.jpg are saved 
  in your folder, or else use any appropriate online picture of your choice.

2. Insert your name and surname as footer (left).

3. Save the document as Winter Sale in your folder and print.  Close the file
 Note: Normally, colleges do not have colour printers, therefore the documents will be printed in 

grayscale.

 Additional exercises 
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Exercise 5 Memorandum
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Exercise 6
You are planning to open a new crèche or new business. Choose the same topic for the following two 
activities.

1. Design an advertisement or flyer to advertise the new school or new business.

 Make use of any of the following:
 Orientation, margins, font type, size and colour, font styles, background colour, symbols, pictures, 

as well as any other techniques to create a well readable, striking and creative advertisement.

 Keep it simple and do not over do it.

2. Save the document as Advert 1 in your folder.

3. Use an old newspaper or the Internet to get ideas and try to create another advertisement with 
different fonts, pictures, etc.  Use as many features as you can.

4. Save the advertisement as Advert 2 in your folder.

5. Print only the best of the two advertisements with your name as footer (left).

 Additional exercises 
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Exercise 6 Memorandum (File name: Advert 1)

Exercise 6 Memorandum (File name: Advert 2)
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Additional spreadsheet exercises

Exercise 1
Use templates to create the following spreadsheets:
1. On a blank screen in Excel, click File | New and create a new spreadsheet based on the Monthly Food 

Budget template in the Budgets category.

2. Type imaginary data and see how the content changes.

3. Format the monetary values to display currency (Rand and cent).

4. Adjust the column widths as required.

5. Save the file as Food Budget in your folder and do not close.

6. Create a new spreadsheet based on the Simple Invoice template in the Business category.

7. Type imaginary data and see how the content changes.

8. Format the monetary values to display currency (Rand and cent).

9. Adjust the column widths as required.

10. Save the file as Simple Invoice in your folder and do not close.

11. Demonstrate to the person next to you how to switch between the two different spreadsheets.

12. Close all open files and exit the program.

 Additional exercises 
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Exercise 1 Memorandum (File names: Food Budget, Simple Invoice)
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Exercise 2
The financial manager of Worcester campus requests a calculation of the various course fee deposits 
and hostel fees from you.

1. Create a blank workbook in Excel and type the following exactly as give.  Font:  Calibri 11 pt.  
Replace the ?? with the current year.

 

2. Change the column widths as follows:  Column A – 25, columns B and C – 12.

3. Save the spreadsheet as Student fees in your folder.
4. Insert two new columns for the Deposit as indicated below.
5. Change the main heading in A1 to bold, 16 pt and merge & centre. (A1 to E1)
6. Change the column heading in A2 to Courses.
7. Change the column headings in rows 2 and 3 to bold.
8. Insert a new row below Medical Practice and type the information as given below.
9. Delete the record (entire row) of Art & Craft.
10. Change the course ECD in A9 to uppercase characters.
11. Type the required column headings and data as given.
12. Add borders to make the spreadsheet more presentable. 
13. Save the file as Student fees 2 in your folder.  Close the file and exit the program.

 Additional exercises 
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Exercise 2 Memorandum (File names: Student fees, Student fees 2)
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Exercise 3
1. Retrieve the spreadsheet Student Fees 2 from your folder.

2. Use the following information to complete the formulas:
 Course Fee Deposit = Course Fee x 25%.  E.g. =B4*25%
 Hostel Fee Deposit = Hostel Fee x 10%.  E.g. =D4*10%
 Use the AutoFill feature to repeat the formulas and complete all the answers.  Note: You will notice 

that some of the borders disappeared after you have used AutoFill. Correct the borders.

3. Format the monetary values to display currency (Rand and cent).

4. Adjust the column widths as required.

5. Save the spreadsheet as Student Fees 3 in your folder and close.

Exercise 3 Memorandum (File name: Student Fees 3)

 Additional exercises 
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Exercise 4
As the manager of Jays Videos, your task entails the calculation of a weekly wage for each employee.

1. Type the following spreadsheet exactly as given below on a blank worksheet in Excel.  Take care to 
place the cell pointer in the correct cell before typing.  Replace the ?? in A3 with the current year.

2. Insert your name and surname as header (left) and the exercise number (right).
3. Change the column widths to 12.

4. Merge and centre the main heading and change to bold and 20 pt size. (Column A to H)

5. Merge and centre the headings, NORMAL TIME and OVERTIME, in row 5 as indicated. Change 
the row height back to 20, if necessary.

6. Vertically centre align Rows 5 and 6.

7. Use any formatting features (wrap text, merge cells, bold, alignment, borders, shading, etc.) to 
make the spreadsheet more presentable.

8. Save the spreadsheet as Jays Wages in your folder.

 

9. Use the following information to complete the formulas:
 • NORMAL TIME TOTAL = Hours worked multiplied by Tariff per hour.
 • OVERTIME Tariff per hour = Normal time Tariff per hour multiplied by 1.5.
 • OVERTIME TOTAL = Overtime Hours worked multiplied by Overtime Tariff per hour.
 • Gross Wage = Normal time TOTAL plus Overtime TOTAL.

10. Use the AutoFill handle to copy the formulas and complete all the answers.
 Tip:  Double-click on the AutoFill handle.

11. Format the monetary values to display currency (Rand and cent).

12. Change the page orientation to landscape.

13. Correct the borders and save the spreadsheet as Jays Wages 2 in your folder and close.
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Exercise 4 Memorandum (File names: Jays Wages, Jays Wages 2)

 Additional exercises 
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Exercise 5
Your parents require a detailed budget of your stationery requirements for the year.  After research on 
the Internet, you plan to order your stationery from Takealot. 

You need the following items: 5 examination pads, 5 ballpoint pens, 4 pencils, 1 Helix ruler, 2 erasers, 6 
50-pocket flip files, 2 x Pritt, 1 sharpener and 1 packet of 4 highlighters.

Takealot prices:
10 ballpoint pens: R 32.00
1 packet of 4 highlighters:  R 45.00
10 examination pads: R 229.00
Helix ruler: R 31.99
12 HB pencils: R 39.00
1 Pritt: R 18.99
2 Erasers: R 43.99
Sharpener: R 8.99
2 50-pocket Flip files: R 70.00

1. Design a spreadsheet to calculate the total cost of the items, as well as 15% VAT on the total.  How 
much money should your parents transfer via EFT?

2. Decide which heading(s) to use.

3. Display the monetary values in currency format. 

4. Sort the records alphabetically according to the name of the item.

5. Use any formatting features to make the spreadsheet more presentable.

6. Insert you name and surname (left) as footer.

7. Save the worksheet as Stationery in your folder and print on one A4 paper.

8. Close the file and exit the program.

9. Compare your spreadsheet with the person next to you.
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Exercise 5 Memorandum (File name: Stationery)

Ask your parents to EFT R 600 for stationery.

 Additional exercises 
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Exercise 6
As the owner of a fruit and vegetable market, Fresh from the farm, you want to keep a record of the sales 
figures for a specific time period:  JUNE – AUGUST of the current year.  Calculate the total mass of 
fruit or vegetables sold (in kg), the total income of each kind of fruit or vegetable, as well as the total 
income for all the fruit and vegetables.

The following information is available:  the mass of the fruit or vegetables (kg) sold for each month and 
the unit price.

  JUNE JULY AUGUST UNIT PRICE
Potatoes 350 375 320 R 8.79
Onions 80 90 100 R 5.29
Beetroot 120 97 105 R 9.59
Sweet Potatoes 150 145 160 R 11.29
Tomatoes 135 145 108 R 14.59
Mangoes 433 514 278 R 13.99
Bananas 312 622 732 R 15.99
Apples 450 550 650 R 7.49
Oranges 850 900 950 R 9.99
Lemons 100 120 140 R 12.49
Peaches 35 12 15 R 12.79
Cucumber 85 96 110 R 22.79

1. Design and create a spreadsheet in Excel to keep record of the sales figures.

2. Decide which heading(s) to use.
3. Make provision for the following columns/rows:
 •   Total mass of fruit sold (in kg)
 •   Total Income for each kind of fruit
 •   Total Income for all the fruit.

4. Display the monetary values in currency format. 

5. Sort the records alphabetically according to the name of the fruit or vegetable.

6. Use any formatting features to make the spreadsheet more presentable.

7. Insert you name and surname (left) as footer.

8. Save the worksheet as F&V Sales in your folder and print on one A4 paper.

8. Close the file and exit the program.

10. Compare your spreadsheet with the person next to you.
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Exercise 6 Memorandum (File name: F & V Sales)

 Additional exercises 
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Exercise 7
As the treasurer of the College Sports Club, your task is to create monthly budgets.

1. Create the following budget for January on Sheet1 of a new workbook. Replace the ?? in row 2 with 
the current year.

2. Save the workbook as Sports Budget Jan in your folder.

 

3. Complete the spreadsheet by using the following information:
 There are 85 members and each pay R 250.00 Membership fee per month.
 TOTAL INCOME = sum of Membership fee, Cool drink sales and Subsidy from College.
 Affiliation fees of R 10 per member is payable each month.
 TOTAL EXPENSES = sum of all the expenses from Court maintenance to Telephone.
 NET INCOME = TOTAL INCOME minus TOTAL EXPENSES.

4. Format the numbers to display currency (rand and cent).

5. Adjust the column widths as required.

6. Insert your name and surname (left) as footer.

7. Save the spreadsheet and print on one A4 paper.

8. Make the following changes:
 Change the date in row 2 to February of the current year.
 Change the following information: There are 10 more members in February, e.g. 95.
 Cool drink sales:  R 1 300 Court Maintenance:  R 3 400
 Equipment:  R 0 Electricity:  R 800                          Telephone:  R 340
 NB:  All other numbers stay the same.

9. Sort the Expenses in descending order (from high to low).

10. Use any formatting features to make the spreadsheet more presentable.

11. Save the workbook as Sports Budget Feb in your folder and close.
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Exercise 7 Memorandum (File names: Sports Budget Jan, Sports Budget Feb)

 

 

 Additional exercises 
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Exercise 8
As the financial assistant of Impala Foods in Paarl, one of your tasks is to create and send receipts to 
customers.

1. Use a built-in template (e.g., Blue Sales Receipt) to create a Sales Receipt with the following data:
 Company name: IMPALA FOODS, 35 Rose Street, PAARL, 7646
 Company slogan: Too fresh to flop
 Telephone: (021) 872 6699
 Email address: impala@gmail.com
 Invoice no: 100
 Date: Insert today’s date
 Customer’s Name: Mr B Power
 Customer’s Company name: Renato Bakery
 Address: 54 Kensington Road, CAPE TOWN, 8000
 Telephone: (021) 976 4476
 Payment method: EFT
 
 Complete the Quantity, Description and Unit Price as follows:

 

 No Discount, 15% Sales Tax.

2. The currency format of the cells will display a $ and not a R.  Select the appropriate cells and click 
Home | Number group launcher (arrow) | Number | Currency and select the R as symbol | Decimal 
places:  2 | click OK.

3. Insert your name as contact person for more information as well as Impala Foods’ email address.

4. Save the spreadsheet as Renato Bakery Receipt in your folder and print.

5. Close the file.
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Exercise 8 Memorandum (File name: Renato Bakery Receipt)

See also file on CD in the Excel Memorandums folder.

 Additional exercises 
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Exercise 9
As Office Assistant in a cell phone shop, one of your tasks is to create an Income and Expenditure 
report each month.

1. Create the spreadsheet below.

2. Adjust the column width as required.

3. Save the spreadsheet as Income 1 in your folder.

4. Insert your name and surname as footer (left) and the file name (right).

5. Save the file.

 

6. Make all the changes as indicated on the spreadsheet below:
 •   Insert two open rows at the top of the spreadsheet.
 •   Type the main heading in upper case, bold, 14pt, underline, and merge & centre.
 •   Delete the records of Samsung M620 and LG KP500.
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Exercise 9 (continued)

7. Insert horizontal and vertical lines with the method that you are familiar with.

8. Insert the columns and text as indicated below.

9. Save the spreadsheet as Income 2 in your folder and print the spreadsheet on one A4 paper.

10. Insert the formulas where the letters of the alphabet appear to do the following calculations:
 A Total Income = Sum of income
 B Rent for November = Rent for October plus 5%
 C Total Expenditure = Sum of Expenditure
 D Profit = Total Income minus Total Expenditure
 E VAT (15%) = 15% of Profit.
 F Net Profit = Profit minus VAT (15%)

 Additional exercises 
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Exercise 9 (continued)

11. Copy the formulas to the other cells.

12. Display all monetary figures as currency with 2 decimals.

13. Adjust the column width to fit the spreadsheet on one page.  Landscape orientation may be used, 
but not “Fit to one Page”.

14. Sort the records under Income in alphabetical order.

15. Save the spreadsheet as Income 3 in your folder and print on one A4 paper. Close the file.
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Exercise 9 Memorandum (File Names: Income 1, Income 2, Income 3)

 Additional exercises 
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Exercise 9 Memorandum (File Names: Income 1, Income 2, Income 3)
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Exercise 9 Memorandum (File Names: Income 1, Income 2, Income 3)

 Additional exercises 


