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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]



 117

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 



118 

N4 Computer Practice Farming | Lecturer Guide

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.
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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]
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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]
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