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General 

1. As a lecturer you have many kinds of teaching methods and materials at your disposal, and 

you even have the freedom to present this subject to students in a freestyle way rather than a 

strict textbook style approach.  You could decide to present some of the topics more in a 

storytelling kind of way, depending on the group, in order to make students more curious about 

some of the topics. 

At a College, the group may be a Marketing Management group, Business Management, 

Hospitality and Catering, Tourism, Financial Management, and more.  That is what they choose 

to study and what interests them. 

2. In this introductory book our focus was to supply training material for students who want to 

learn what is needed to find a job after completing their studies.  It is impossible to provide 

practical exercises for all types of industries.  The lecturer can adjust exercises, for example for 

the Hospitality and Catering group.  We tried to motivate students to think for themselves, and 

we give them enough material for self-study. 

3. Ultimately, you would know what teaching style works best for you, and one that you think a 

particular group of students would relate well to. 

 Some student groups might be interested in sport, some might like art, some groups 

might prefer group activities in class, while some might prefer a more static classroom 

style combined with self-study. 

 Evening class students might already have daytime jobs in corporations, and these 

students might be in an older age group with different preferences than younger student 

groups.  The challenge is to find the best kind of lecturing style for the particular group 

of students. 

 Some students are from schools who did not build a good foundation for them, and these 

schools have unfortunately not prepared students adequately for tertiary studies.  For the 

lecturer in particular, it is a huge challenge to bring such a student on par with the rest of 

the class, but can also be very fulfilling if such a student shows the necessary dedication 

and does manage to master the subject in the end.  Hope our book and the tips in this 

guide will help to uplift these students and attempt to bring them on par with the 

requirements of the course. 

4. An enthusiastic lecturer will make students excited about the subject and motivate them.  We 

tried to help you by giving tips in this guide.  Try to enable students to integrate activities with 

their real daily lives;  try to make the representation of topics fun and innovative, in order to 

help students "gel with the content".  Contextualize the topics;  for example, use a promotional 

item such as an advertisement for the Marketing and Business groups as an activity.  We are 

trying to create skilled employees able to apply creativity, critical thinking and problem solving 

skills, rather than employees who wait for management to communicate and collaborate.  As 

writers and lecturers, we are in a position to empower students and to influence them to be 

more proficient and ready to apply for a job. 

5. We included a I can do checklist.docx file for the student to verify if he grasp all the content of 

a particular topic, or to identify problem areas.  For example:  I can create and save a new blank 

document, I can open an existing document in MS Word. 
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Your name:   

INTRODUCTORY COMPUTER PRACTICE 
Student checklist

You should now be able to do the following:
I can do this 



Topic 1:  Computing concepts and application skills 
1.1 Introduction to computing concepts and systems technologies 
1.1.1 Define the term ICT
1.1.2 Discuss the role computers play in modern society 
1.1.3 Explain how ICTs facilitate everyday business operations
1.1.4 Discuss examples of computer usage and applications as part of society.

1.2 Explain what a personal computer is and how it is used 
1.2.1 Describe the concept personal computer in terms of hardware, software, 

memory, storage.
1.2.2 Differentiate between various types and forms of computers in terms of 

their use and purpose within an office environment
1.2.3 Differentiate between hardware and software
1.2.4 Describe the basic purpose of hardware
1.2.5 Differentiate between different types of hardware with examples
1.2.6 Describe the basic purpose of software
1.2.7 Differentiate between different types of software with examples

1.3 Introduction to systems technologies and the information processing 
cycle 

1.3.1 Define the following terms:  Information processing, Information 
processing cycle

1.3.2 Explain how the concepts of information processing and the information 
processing cycle are related

1.3.3 Draw a basic model of an information processing device
1.3.4 Define the terms: Input, Output and Processing
1.3.5 Explain the purpose of storage
1.3.6 Name the various components required and utilised for I/O, storage and 

processing 
Range: 
RAM, ROM, secondary and primary storage, CPU,Digital communication 
mediums

1.4 Basic concepts of systems and application software  
1.4.1 Differentiate between:  Systems and Application software
1.4.2 List examples of different types of systems and application software
1.4.3 Explain the role of the Operating System (OS)
1.4.4 Explain the role of the OS as an interface between the user and the 

computer
1.4.5 Explain the necessity of the various operations and functions that an OS 

provide a user
1.4.6 List examples of different utility software and their purpose (including 

anti-virus software)
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1.5 Starting up and shutting down an operating system, Windows 10 
1.5.1 Describe the concept of starting and operating system. (This also include 

the concept of bootstrapping)
1.5.2 Start an operating system, and log on (Also relates to the concept of why 

the necessity exist to log into an operating system)
1.5.3 Describe the concept of logging off or placing a computer in sleep mode
1.5.4 Describe the concept of restarting a computer using an appropriate routine
1.5.5 Shut down or restart a computer

1.6 Explore and use the Operating System (OS), Windows 10 
1.6.1 Identify and name components of the Operating System (OS) desktop
1.6.2 Outline the purpose of the desktop and the taskbar
1.6.3 Use the start button on the taskbar to gain access to other functions of the 

Operating System (OS).
1.6.4 Identify common icons and discuss their meaning, such as:  file icons, 

folder icons, drive icons, peripheral device icons, shortcuts, recycle bin, 
applications 

1.6.5 Open different windows 
1.6.6 Use two programs simultaneously in Windows and switch between the 

two
1.6.7 Identify the content of disks and folders in the content panel of File 

Explorer (called Windows Explorer in Windows 7)
1.6.8 Identify the file types correctly according to their extensions
1.6.9 Perform basic file management operations: 

Range: 
Create and manage folders, Move files and folders 
Select multiple or single files 
Name and rename files (including rules and conventions) 
Perform basic search functions, Digital communication mediums

1.6.10 Use the Help function to solve problems
1.6.11 Use available utility software 

Range:  Calculator, Paint, Snipping tool

1.7 Using input and pointing devices 
1.7.1 Differentiate between a keyboard and a mouse and input devices
1.7.2 Demonstrate the correct typing posture and positioning of fingers, wrists, 

fore-arms and back to facilitate touch typing
1.7.3 Demonstrate proficiency in using a keyboard 

Range: 
Introduction to the keyboard and the various frequently used keys 
Top row, Bottom row, Combination 
Introduction to other keys; Shift, Caps Lock, Insert, Delete, Backspace, 
Page up, Page down, Home, End, Tab, Print screen 
Speed and accuracy drills, Random, Basic common short cuts 
Speed and accuracy drills

1.7.4 Identify the different sections on a keyboard (alphabetical, numerical 
function keys) 
Range: 
Able to type home row (asdfgh;lkj), Able to save a document. 
Understand the correct use of the <Enter> key (word wrap) 
Able to type top row (qwertyuiop) and home row 
Identify the different sections on a keyboard (alphabetical, numerical 
function keys) 
Able to type a combination of short words and sentences
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1.7.5 Demonstrate proficiency in using a pointing device (mouse) 
Range: 
Understand the different functions of a mouse (right click, left click, 
scroll) 
Learn How to drag the cursor, double click, click to select 
Develop fine motor skills to better control the mouse 
(Common Sense Education, 2019)

1.8 Introduction to Word Processing 
1.8.1 Define the term Word Processing
1.8.2 List examples of different word processing applications
1.8.3 Explain why word processing software are used

1.9 Starting a word processing application 
1.9.1 Open/Start a Word processor
1.9.2 Explore common features of the Ribbon tabs, Quick Access Toolbar, File 

tab, Menus
1.9.3 Create and save a new blank document
1.9.4 Open/retrieve an existing document
1.9.5 Switch between different documents
1.9.6 Create a document based on a template
1.9.7 Describe the concept and purpose of templates
1.9.8 Export/Save a document in another format 

Range:  Previous version, rtf, pdf, txt
1.9.9 Change the default folder for saving documents
1.9.10 Use the Help functions provided

1.10 Keyboarding and keyboard proficiency in a document 
1.10.1 Use other keys and combinations thereof on the keyboard such as Shift, 

Caps Lock, Insert, Delete, Backspace, Page up, Page down, Home, End, 
Tab, Print screen

1.10.2 Identify and use a number of keys and explore their effects in a Word 
document 
Range:  Alphabetical keys, number keys/num lock, Caps Lock, Enter, 
Backspace, Delete, Spacebar, Shift, Tab, Ctrl + Alt, Delete and F keys

1.10.3 Practise using these keys to create and edit a text document, for example 
using the Tab key for indenting

1.10.4 Revise alphabetical keys
1.10.5 Type special characters, symbols and punctuation marks available on the 

keyboard.  (! @ # $ % ^ & * ? < >)
1.10.6 Use basic features to edit a Word document 

Range:  Move around in it;  type in it (INS);  delete text;  start a new  
Select data using keyboard and/or mouse, entering, editing and deleting 
text 
Basic punctuation - one space after all punctuation, including periods, 
formatting marks

1.10.7 Describe the GIGO (Garbage In Garbage Out) principle using a word 
processor document

1.10.8 Demonstrate the use of common shortcuts for editing text, for example 
Ctrl +B, Ctrl +I, Ctrl +U, Ctrl +Z and Ctrl + Enter

1.10.9 Ctrl + C (copy), Ctrl + X (cut), Ctrl + V (paste)
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1.11 Reinforce practical keyboarding and typing skills within a word 
processor 

1.11.1 Type 10-minute speed tests
1.11.2 Type revision, remedial and drill exercises
1.11.3 Reinforce the concepts mastered as part of LO 1.10 

Type speed building exercises (using a typing tutor)
1.11.4 Touch type with confidence: 

Range:  Alphabetic keys, numeric keys (numeric keypad and/or top row 
numbers)

1.11.5 Apply basic text editing and correction using shortcut keys

1.12 Use basic features to create and edit and format a document 
1.12.1 Illustrate the purpose and advantages of using word processing software
1.12.2 Demonstrate the ability to open and save a document
1.12.3 Differentiate between saving and saving as (Save and Save As)
1.12.4 Use basic features to format a Word processor document (font group, use 

of style group)
1.12.5 Apply basic formatting to a document 

Range:  Font type, style, size, colour, highlight and effects
1.12.6 Apply Spell/Grammar checking 

Printing a document
1.12.7 Use editing functions and shortcuts such as:  cut, copy, paste, find and 

replace, tabular stops, indent
1.12.8 Add or remove bullets numbers in a single level list, switch between 

standard bullets, numbered lists
1.12.9 Set margins of the document, page or set of pages according to 

requirements
1.12.10 Select and use page orientation for different purposes
1.12.11 Use a variety of layout and formatting options.  

Range: 
change line spacing (single, 1.5 and double), change paragraph spacing 
(before and after), apply paragraph alignment (left, centre, right, justify), 
increase and decrease indent feature. inserting symbols (basic:  caret (ê), 
acute (é), diaresis (ë), plus-minus (±), etc. 
Preference to numbers but exposure to Roman numerals (i, ii, iii) as well 
as Alphabetical (a, b, c) numbering

1.12.12 Insert pictures and shapes (insert, wrap, sizing)
1.12.13 Export a document to a different format (e.g. pdf)
1.12.14 Capture and insert a screenshot

1.13 Spreadsheet basics 
1.13.1 Define the term and purpose of spreadsheet processing
1.13.2 List and describe different uses of spreadsheets (types of documents 

created) to represent information to users
1.13.3 Open/Start the spreadsheet application, Microsoft Excel 2016
1.13.4 Explore common features of the Ribbon tabs, Quick Access toolbar, and 

File tab, Menus
1.13.5 Navigate a workbook
1.13.6 Add a new blank spreadsheet/worksheet to a workbook 

Create a new workbook
1.13.7 Create a new spreadsheet/workbook file (called workbook in Excel) based 

on a template
1.13.8 Open an existing spreadsheet/workbook file (called workbook in Excel)
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1.13.9 Export/Save a spreadsheet file (called workbook in Excel) in another 
format 
Range:  Previous version, rtf, pdf, txt, csv

1.13.10 Switch between different spreadsheets/worksheets and workbooks
1.13.11 Use the Help function provided
1.13.12 Differentiate and move between a tab sheet, row, column and a cell

1.14 Use basic features to create and edit a spreadsheet 
1.14.1 Add content to a cell
1.14.2 Edit content of an existing cell
1.14.3 Use basic features to format a spreadsheet 

Range to format text:  Highlight text; typing text in bold, italics and 
underline;  typing text in different styles and font sizes;  using the 
alignment functions - left, right, merge & centre; adjust the width of the 
columns and height of rows and insert borders (horizontal and vertical 
lines)

1.14.4 Demonstrate the resizing of rows and columns
1.14.5 Use basic features to edit and change information in a spreadsheet 

Range of editing:  Move around in it;  delete text;  type in capital letters, 
insert rows and columns and use Undo and Redo functions 
Range of changes:  Change the contents of a cell or part of the contents of 
a cell

1.14.6 List and describe the common types of data that may be entered into a cell
1.14.7 Understand the concept that a cell in a worksheet document refers to only 

one element of data of a specific type
1.14.8 Understand the concept of a column, row and worksheet and the purpose 

of each
1.14.9 Explain the purpose of a spreadsheet and the concepts of a cell, row, 

column and a sheet
1.14.10 Enter data of different types in a cell
1.14.11 Differentiate between different data types and their use to represent 

data/information 
Range:  Strings, General, Number, Currency, Date and Time

1.14.12 Decide on common data types such as:  General, Number, Currency, Text 
1.14.13 Edit the data content of a cell
1.14.14 Select a cell, range of adjacent cells, range of non-adjacent cells, entire 

worksheet
1.14.15 Understand and apply the concept of a cell reference
1.14.16 Format the content of a cell and change the format of dates and currency, 

change number formats and decimal settings
1.14.17 Implement good practices in creating lists and tables.  

Range:  avoid blank rows and columns in the main body of list, insert a 
blank row before Total row, ensure cells bordering list are blank.

1.14.18 Transfer common features from word processing skills (e.g. copy, paste, 
save)

1.14.19 Use basic formatting and editing to format cells: wrap, merge, split, 
alignment, borders, shading, text direction and Auto Fill

1.14.20 Spell check; preview and set print (range or sheet) options and print the 
document

1.15 Use formulas to perform basic calculations in a spreadsheet 
1.15.1 Perform the basic spreadsheet calculations by inserting formulas and using 

basic operators including +, -, *, /, 
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1.15.2 Understand the order of precedence and the use of brackets
1.15.3 Use the Auto Fill tool to repeat formulas and increment data entries
1.15.4 Use basic functions: MIN, MAX, SUM, COUNT and AVERAGE to solve 

simple problems 
1.15.5 Sort data
1.15.6 Identify problems based on the following error indicators:  #VALUE, 

#NAME, #NUM, #REF, #DIV/0, #N/A, ######
1.15.7 Troubleshoot basic errors in formulas and functions

Topic 2:  Networks and systems technologies 
2.1 Networking concepts 
2.1.1 Define the term network
2.1.2 List and briefly describe common examples of everyday networks
2.1.3 Discuss the advantages and disadvantages of using networks
2.1.4 Describe the basic components and hardware required for network 

communications
2.1.5 Differentiate between the use, purpose and operation of different types of 

networking hardware. (Basic overview)

Topic 3:  Data, information management and computational thinking 
3.1 Computational thinking (CT) 
3.1.1 Define the concept CT and its components 

Range:  Pattern recognition, abstraction, decomposition and possibly 
algorithms

3.1.2 Apply CT processes within a given problem domain
3.1.3 Focus on the important information only, ignoring irrelevant detail and 

seeing problems as finite chunks which can be re-used rather than re-built 
over and over again through abstraction

3.1.4 Place objects/statements/words in a correct order
3.1.5 Use detail to follow certain steps to complete an action
3.1.6 Identify what a pattern is
3.1.7 Look for similarities among and within problems
3.1.8 Interpret a given set of raw data, then recognise the pattern 
3.1.9 Make predictions based on patterns
3.1.10 Define the term algorithm
3.1.11 Explain how algorithms are part of our daily lives and processes
3.1.12 Understand what an algorithm is in simple real-life scenarios
3.1.13 Read, understand and explain an existing algorithm
3.1.14 Trace steps in an algorithm
3.1.15 Use the following problem-solving steps and techniques to solve a 

problem: 
Write down the main ideas and requirements of the problem. 
Represent the problem by using a diagram, table, flow chart, description 
or any other method to indicate how you understand the problem

3.1.16 Identify the tools/instruments needed to solve the problem
3.1.17 Plan the detail and sequence the steps
3.1.18 Break down a complex problem or system into smaller, more manageable 

parts through decomposition
3.1.19 Implement the steps to solve the problem
3.1.20 Reflect on how well you have solved the problem

Topic 4:  Internet and communication skills 
4.1 Introduction to the Internet and WWW 
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4.1.1 Define the term Internet 
4.1.2 Describe the term connectivity 
4.1.3 Describe the term WWW
4.1.4 Define the terms:  web address/uniform resource locater (URL), and 

describe their purpose
4.1.5 Differentiate between a web page and web site
4.1.6 Explain the purpose of a browser, search engine and other online tools and 

networks
4.1.7 Identify the different web browsers:  Internet Explorer, Chrome, Opera, 

Firefox and Safari
4.1.8 Work with a web browser
4.1.9 Type in a URL in the address bar and go to a web page (URL)
4.1.10 Describe how a web site is accessed and information obtained (How to 

access and browse a web site)
4.1.11 Perform a search using a search engine 

Range:  writing search criteria, evaluating the results
4.1.12 Illustrate an understanding of safe Internet use:  passwords, layered 

authentication, captcha
4.1.13 Explain the reason for information piracy and privacy
4.1.14 Explore and use social electronic media and networks for various 

communication purposes 
Range:  Facebook, Twitter, blogs, Skype, WhatsApp, YouTube, etc.

Topic 5 Digital citizenship 
5.1 ICT impacts society at large 
5.1.1 Identify areas where ICTs influence one's life and lifestyles
5.1.2 Explain how ICT enhances daily living at home
5.1.3 Describe how ICT enhances and affects society 

Range:  office practices and education, healthcare, government, 
engineering, communication in the digital age, news 
transmission/delivery, video technology, forensics

5.1.4 Explain how mobile technologies affect the emerging world
5.1.5 Describe the concept of ICT related crime (cybercrime) by referring to 

computer criminals – types and what they do/how they operate
5.1.6 Explain how ICTs impact on the workplace and employment practices 

Range:  Mobile offices, virtual office, decentralisation of labour, office 
automation

5.2 Impact of the use of ICT on the environment 
5.2.1 Define the term green computing
5.2.2 Define the term e-waste
5.2.3 Discuss how the use of ICT’s impacts the environment with regard to e-

waste management and green computing
5.2.4 Explain how the environmental impact of the use of computers could be 

reduced

5.3 Basic concepts of cloud computing and digital presence 
5.3.1 Explain the concept cloud computing
5.3.2 Demonstrate the use of cloud computing with:  

OneDrive/Dropbox/Google Drive, Google Docs/Google Sheets
5.3.4 Demonstrate an understanding of a search engine (Google)
5.3.5 Demonstrate a knowledge of ICTs in everyday life 

Range:
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Use of ICTs in real life (shopping, banking and education) 
Explain the features/characteristics of online banking and shopping 
Demonstrate

5.3.6 Explore the concepts of digital citizenship  
Range: 
Protect oneself when online, Online harassment 
Stalking and bullying, Self-image, Netiquette, Social media safety 
Awareness of digital footprint

5.3.7 Demonstrate an understanding of the concepts of:  Cyber crime - threats, 
issues and remedies, identity theft, hacking, phishing

5.3.8 Demonstrate an understanding of what copyright and plagiarism is 
(software, information, intellectual property)

5.3.9 Differentiate between different types of copyright
5.3.10 Demonstrate an understanding of the purpose of asking for permissions 

and digital content usage rights
5.3.11 Reference sources
5.3.12 Explain the purpose of regulatory bills and their implications: 

Range: 
The protection of Information Bill 
Protection of Harassment Act (2013)
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COMPUTING CONCEPTS AND APPLICATION SKILLS 

NOTE: 
The answer files for Topic 1 Basic and Windows 10 are in the folder Topic 1 
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Activity 1.1 
Identify common computer components and peripherals 
The latest technological ICT devices 

The user is required to identify the following components to demonstrate their understanding of 
various aspects of computers, their peripherals and other technological devices.  

Label the following diagram from 1 – 11 referring to the peripherals and technological devices named 
at the bottom of the diagram.  Provide a description of each and their impact and use in the office 
environment.

Scanner   7 Printer   2 
External hard drive   4 Smartphone   3 
E-reader   5 Modem 10 
iPod 11 Tablet (iPad)   6 
Laptop   8 Microprocessor   1 
Optical disc drive   9 Hard drive 12

Topic 1:  Activity 1.2 
Computer concepts 

1. Define the concept computer system. 

A computer system is a basic, complete and functional hardware and software setup with everything 
needed to implement computing performance.  The system hardware components include devices that 
perform input, processing, data storage, and output.  These include the processor, memory, and input and 
output devices. 

2. Name six main components of a computer system. 

Central Processing Unit 
Memory:  ROM and Ram
A monitor (output device) 
A keyboard (input device) 
A mouse (input device) 
Disk drives and disks (storage media) 
Printer (output device) 

3. Name the main difference between a personal computer (desktop) and a laptop (notebook). 





5









7



⑪
⑩

⑫
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A laptop is a personal computer designed for mobile users.  Laptop and notebook computers are portable, 
lightweight microcomputers.  These computers can run on batteries as well as mains power.  They are 
small enough to fit into an average sized briefcase.  The specifications of a portable computer can be 
similar to or more powerful than those of a desktop unit. 

4. Name the four steps on how a computer functions. 

Input Processing Output Storage 

5. Name one input and two output devices. 

Input: Keyboard 
Output: Screen/monitor, printer 

6. Name three fields of application for computers. 

Word processing using MS Word, spreadsheets using MS Excel, presentations using PowerPoint. 

7. Give four situations where you might encounter computer-based systems in your everyday life.  

Electronic banking, online shopping, e-learning, e-mail, e-filing to submit your tax return. 

8. What is meant by the term 'hardware'?  Give some examples of items of hardware. 

The term hardware refers to the physical parts of the computer.  Hardware components include those 
used for input, processing, output and storage.  Computer hardware is flexible and versatile.  What the 
hardware does depends on the computer programs (software) used. 
Examples:  Central processing unit (CPU), hard disk drives, keyboard, screen, printer 

9. The computer can process only data that is entered, if incorrect data is entered, incorrect information  will 
be output.  What rule applies here:  ROM, RAM, ALU or GIGO. 

GIGO:  The computer can process only the data that is entered;  if incorrect data is entered, incorrect 
information will be output.  The well-known GIGO rule applies here:  "Garbage in, garbage out". 

10. Name and discuss four advantages of computers. 

Professional word processing documents can be created.  The MS Word program includes templates 
ready to be used and create documents such as invoice, invitations, CV's, flyers, and many more. 

With MS Excel, calculations can be executed quickly on spreadsheets.  Professional statements, reports, 
projections can be made, based on a certain percentage of growth per annum. 

Data and documents can be saved on a storage medium.  Less document need to be printed and that saves 
paper and storage space in the office. 

Research can be done on the Internet to find information and data needed.  The Internet has information 
on any subject, and you can choose which should be reliable and that you want to use. 

Communication via e-mail and sharing documents are great advantages.  With sharing documents 
communication is instantly.  Using e-mail is very convenient and quick. 

Working online from home is a huge advantage.  We are experiencing this during the Covid-19 times 
how many employees of some businesses can continue doing their work from home.  Also, how 
businesses use Zoom, Microsoft Teams and Skype to do their meetings and discussions online. 
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1.6 EXPLORE AND USE WINDOWS 10 

To the lecturer: 
The student's computer should be switched on and with the Windows desktop displayed.  
Explain and explore with the student in a practical way.  The student should know exactly 
how the Windows interface works, knows all elements of the window, and how it is used.  
They should be able to identify different icons on the desktop, etcetera. 
You always have the problem that some students do know computers and other have no 
knowledge about is.  That is a challenge to the lecturer! 

Viewing the filing system:  drives, files and folders: 
Use the practical exercise folders and files supplied and use them to explain drives, files and 
folders and how it is used to do file management.  In the Practical Introductory folder, use the 
folders and files in the Topic 1 Windows section to demonstrate.  The student should do and 
explore on his computer. 

Important:  students should be able to move between drives and folders, open the folders 
and how to display the files in the folders in different views. 

Activity 1.4 

To the lecturer: 
In 1.6.11 the student will learn how to use the Snipping tool to perform print screens and crop, and in 
1.7.3 how to make print screens of the full screen. 

Note:  The lecturer can use this in tests and the examination.  The student makes a print 
screen or crop using Snipping tool, for example of the structure below, and paste it into a 
Word file to check if it was done correctly. 

Create the following structure 
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Managing your files 

To the lecturer: 
The student can use a USB flash drive to practise how to copy files from the hard disk to the flash 
drive.  Insert a flash drive into the USB port. 

Use the files provided in the Topic 1 Windows folders and give instructions on which files to copy to 
the flash drive.  Let them rename some of the files.  Teach them how to delete these files from the 
flash drive.  Files deleted from a flash drive will NOT be in the recycle bin and cannot be recovered. 

Note:  The student should know what a pathname is and be able to write down the 
pathname to a file.  When copying and moving files, let them write down some of the 
pathnames. 
Example:  (D:)\My Documents\Tutor1\Exercise1.docx

Activity 1.5 

2. Identify the icons in this File Explorer window. 
 This is only an example of files in a folder! 

 .docx files MS Word 2013/2016 word processing files 

 .xlsx files MS Excel 2013/2016 workbook files 

 .xls files MS Excel older version spreadsheet files;  MS Excel 97-2003 workbook files 

 Folders  Folders containing subfolders and files 

 Drives  For example C: and D: 

Activity 1.6 

To the lecturer: 
It is difficult to compile Activities on managing folders and files.  For example, your students may 
work on a drive C:, D: or on a space on the network.  Inserting an USB flash drive into a USB port 
can, for example be USB drive F: 

















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Important practical note: 
Let the student use the Snipping Tool or Print screen facility (press the PrtScr key) to make an image 
of what is displayed on the screen, or crop an image.  They paste the image into a Word file and save 
the file.  The lecturer will have to give step by step instructions for the how to do this;  instructions are 
in the book. 

Tip:  With the File Explorer window open and the folder and files displayed, they can 
press Alt + PrtScr to copy only the File Explorer window and paste into the Word file.  
Snipping Tool is good to get an image of a part of the window. 

Use it in this Activity to check the student's practical. 

3.1  List of file names with details 

To the lecturer: 
Better to demonstrate by displaying the files in the Practical Introductory folder for Windows, 
Topic 1 Windows. 
The student can identify the icons in this folder. 

3.2  List of only file names diaplayed across the screen 

To the lecturer: 
Resize the File Explorer window to display across the screen. 
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3.3  A vertical list of file names in descending alphabetical order 

To the lecturer: 
Resize the window to display a vertical list. 

3.4  Vertical list of file names in ascending alphabetical order 



Topic 1.:  Basics and Windows 10 8 Memo 

4. Different views 

5./6. Memo1.docx and Memo2.docx copied to the flash drive. 

6. Rename files 

7. Copy all files from the Tutor folder on C: to the flash drive. 

8./9. Copy Letter1.docx and Letter2.docx from the flash drive to Tutor folder on C:. 
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10. Make copies of the files Letter 1 and Letter2 on drive C:. 

11. Delete Letter1 and Letter2 permanently from the folder Tutor on C:. 

To the lecturer: 
Select the files and press Shift + Delete. 

Note the message that displays, click Yes.

12. Close all windows. 

13. Open This PC. 

14. Move Memo3.docx from the Tutor folder on C: to the flash drive. 

A file with this name is already on the flash drive.  A message displays. 
Click on Replace the file. 
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15. Close all windows and shut down the computer. 

Activity 1.7 

1. Start with the original files in My Documents\Tutor on the hard disk. 

2. Make copies of Memo1.docx and Memo2.docx and rename them to Letter1-Copy.docx and 
Letter2-Copy.docx. 

3. Insert flash drive, delete all files on the flash drive. 

4. Copy all files from the Tutor folder to the flash drive;  check. 

5. On the flash drive: 
5.1 Delete Letter1-Copy from the flash drive.  
5.2 Make a copy of Memo2 and Memo4 on the flash drive. 



Topic 1.:  Basics and Windows 10 11 Memo 

5.3 Delete the files Memo1, Memo4 and Letter2-Copy from the flash drive. 
Rearrange the files in the window in ascending alphabetical order. 

6. Close all windows. 

7. Check the Recycle Bin. Files deleted from a flash drive cannot be recovered. 

8. Copy the deleted files Memo1, Memo4 and Letter2-Copy back from the Tutor folder on 
C: to the flash drive. 

9. Files have been copied back on the flash drive.  7 items now on the flash drive. 

10. Delete Letter1-Copy from the Tutor folder. 
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11. Check if the deleted file, Letter1-Copy, is moved to the Recycle Bin. 

How can you place this file back in the Tutor folder on the hard disk? 

Open the Recycle Bin, select the file and click on the Restore the selected items icon. 

12. Rename Memo1.docx on the flash drive to Newmem1.docx. 

13. Close all windows and shut down or log off. 

Activity 1.8, using the Help function, and Activity 1.9 are easy practical exercises to recap and 
become used to become skilled with moving between windows, practising mouse skills and Paint.. 
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Activity 12 

1. The typing keys include the letters of the alphabet. 

2. The numeric keyboard.  These are on the right of the keyboard and can be changed to a 
numeric keypad 1-9 by pressing NumLock once which is a toggle switch with an on/off 
function. 

3. The Function keys are usually situated at the top of the keyboard marked F1 to F12.  These 
are multi-purpose keys, which means their functions change in different programs. 

4. Direction keys are marked with arrows and control the cursor, which is a flashing line on-
screen indicating the insertion point.  These are on the right of the keyboard.  They are also 
known as pointer or keyboard edit keys. 

5. Control or modifier keys:  Ctrl, Alt and Shift are used together with other keys to change the 
function of a key. 

Certain keys on the keyboard have more than one character, for example the alphanumeric 
keys.  The Shift-key in combination with the required key will give the result of the top 
character on the key. 

6. Other common control keys:  Home, End , Insert, Delete, Page Up, Page Down. 
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INTRODUCTORY COMPUTER PRACTICE 

Microsoft Windows 10 
Microsoft Office 2016 

MEMO:  TOPIC 1 

WORD PROCESSING:  MICROSOFT WORD 2016 
Topic 1.8, 1.9, 1.12 

NOTE: 
The Word answer files are in the folder Topic 1 Word 2016 answer files. 

Practical Word files
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TO THE LECTURER 

Getting started 

It could be difficult to get started with MS Word and creating, saving and editing word processing 
documents.  Some of the students might be good typists because they have learned it before, but some 
will not know a keyboard and not know how to do touch typing and using the correct fingers. 

They all have to know how to start MS Word, learn about using the mouse, learn about the Word 
screen, ribbons, etcetera.  They can all do this together. 

Typing:  all students can start together, learning about the keyboard and the keys.  First test the 
students who said that they can type;  give a typing exercise and check what they can do, correct 
fingers, doing touch typing, typing speed and accuracy.  Give them more typing exercises to do 
(Topic 1.11).  Get started with the beginners for correct typing skills. 

It is recommended to have a keyboard image displayed on a big screen 
or have a large image of the keyboard in front of the classroom.  Teach 
the students to keep their eyes on this image while doing touch typing.  
Also, teach them to type rhythmically;  you can use a metronome to 
keep the rhythm at various speeds.  A metronome is a device used as a 
practice tool to help maintain a steady tempo while learning difficult 
passages.  It is also used in live performances and recording studios to 
ensure an accurate tempo throughout the performance or session. 

The students also need to learn all computing concepts from 1.1 to 1.4.  
Split your lesson;  do some theory every day in a practical, enthusiastic way, use pictures, etc.;  the 
students should point out components of the computer, draw diagrams, discuss.  Then follow up with 
the practical typing.  Beginners should practise as much as possible in free time when computers are 
available.  They should learn the keyboard like they learned the alphabet.  If some students are really 
good typists, give them free periods and keep only the beginners in the classroom.  They should learn 
as quickly as possible. 

The Paint program is excellent to teach students mouse skills.  Let them draw pictures in Paint, 
playing around and adding colour;  they enjoy and learn to use the mouse.  See 1.6.11. 

This book has many exercises to keep the best students busy! 

When teaching word processing, let them do practically on the screen while learning.  For example, 
keep the Word window open when doing 1.9 and let the student find the window elements on his 
computer screen.  There are exercises in the Word practical folder, such as Jobs.docx, that they can 
use to practise the different functions while learning.  Use it!  Do not save it and they can use it over 
and over to practise functions like Copy and Paste.  Practise makes perfect! 

Keep record of student's performance 

It is important to keep track of the student's performance, exercises completed:  good, bad, etcetera.  
They should learn to correct their errors and reprint the exercise.  Students should keep their practical 
work together in a Introductory Computer Practice file. 

In the Practical Introductory folder, the student will find a I can do checklist.docx file.  The student 
should use this file to tick off the items he mastered in each Outcome and think he could do.  They 
could print this file and keep it in their folder as a record or tick off in the file and save it. 

Screenshots or the Snipping Tool can be used and the results pasted into a Word document to answer 
certain questions, for example to show a page number entered. 



Activity 1.14 and 1.15:  Create and Save (Test1.docx) 
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YOUR NEW BUSINESS 

Use your smartphone as a marketing tool 

1 February 2021 

If you have a business and do not yet use available technology for marketing, perhaps it is time to 
consider and learn to use these tools. The number of people having access to smartphones and the 
Internet is rapidly growing, so use it. If you do not have access to a computer, but have a smartphone, 
use it as a tool for marketing your business. 
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YOUR NEW BUSINESS 

Use your smartphone as a marketing tool 

1 February 2021 

If you have a business and do not yet use available technology for marketing, perhaps it is time to 
consider and learn to use these tools. The number of people having access to smartphones and the 
Internet is rapidly growing, so use it. If you do not have access to a computer, but have a smartphone, 
use it as a tool for marketing your business. 

The decline in family time coincides with a rise in Internet use and the popularity of social networks 
like Facebook, Twitter and My Space are booming, along with the importance people place on them. 

YOUR NEW BUSINESS 

Use your smartphone as a marketing tool 

1 February 2021 

If you have a business and do not yet use available technology for marketing, perhaps it is time to 
consider and learn to use these tools. The number of people having access to smartphones and the 
Internet is rapidly growing, so use it. If you do not have access to a computer, but have a smartphone, 
use it as a tool for marketing your business. 

The decline in family time coincides with a rise in Internet use and the popularity of social networks 
like Facebook, Twitter and My Space are booming, along with the importance people place on them. 

The biggest effect the Internet will have is not how we play or communicate, but how we learn. 
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Convince the people you work for in every possible way to give you an opportunity to manage more 
work, more systems and other people. 

Gain management experience, save money. 

Start a business. 
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Business Technologies:  Training 

Computer training is an important aspect of your staff members' development, especially now that 
computers are being used widely. 

Training in Business Technology offers management a wide spectrum of courses from the 
1st April 2021. 
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Business Technologies:  Training 

Computer training is an important aspect of your staff members' development, especially now that 
computers are being used widely. 

Training in Business Technology offers management a wide spectrum of courses from the 
1st April 2021. 

 In the attached brochure, details are included concerning the cost and duration of the course.  All 
costs are billed according to the Value-for-money method. 

We also offer a comprehensive consulting service.  This involves an analysis of your department's 
computer training needs.  An hourly fee is payable and will also be a Value-for-money billing. 

The following recommendations are made in connection with: 
The effective use of computer hardware, 
Software to streamline work flow, and  
more economic work procedures. 

Jenny Smith will be pleased to assist you. 

 (021) 40057 

We are looking forward to hearing from you. 
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PC STRESS 

The idea that your PC would help cut office stress as it made you more productive sounded really 
good the first time you heard it, didn't it?  But has it really happened that way? 

For most office workers, the PC has in fact helped them achieve increased productivity.  The PC has 
brought better information.  It has facilitated better decisions.  But it has also brought its share of 
pressures and has added significantly to the job stress of most office workers interviewed in a recent 
Learning Systems survey.  In fact, nearly 70% of the survey respondents said the PC has added 
"significant" stress to their jobs. 



Activity 1.20:  Add text, Create and Save (Exercise2B.docx)  
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PC STRESS 

The idea that your PC would help cut office stress as it made you more productive sounded really 
good the first time you heard it, didn't it?  But has it really happened that way? 

For most office workers, the PC has in fact helped them achieve increased productivity.  The PC has 
brought better information.  It has facilitated better decisions.  But it has also brought its share of 
pressures and has added significantly to the job stress of most office workers interviewed in a recent 
Learning Systems survey.  In fact, nearly 70% of the survey respondents said the PC has added 
"significant" stress to their jobs. 

Some golden rules to combat pressure 

Do not take life too seriously.  People invest too much in small things.  There is a fear of failure. 

Be more giving.  Self-centered people are the ones who are most likely to suffer burnout from stress. 

Live a life of gratitude.  Be thankful for little things, like your health and family. 

Understand your values and who you are.  We severely underestimate what we can do. 
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PC STRESS 

The idea that your PC would help cut office stress as it made you more productive sounded really 
good the first time you heard it, didn't it?  But has it really happened that way? 

For most office workers, the PC has in fact helped them achieve increased productivity.  The PC has 
brought better information.  It has facilitated better decisions.  But it has also brought its share of 
pressures and has added significantly to the job stress of most office workers interviewed in a recent 
Learning Systems survey.  In fact, nearly 70% of the survey respondents said the PC has added 
"significant" stress to their jobs. 

Some golden rules to combat pressure 

Do not take life too seriously.  People invest too much in small things.  There is a fear of failure. 

Be more giving.  Self-centered people are the ones who are most likely to suffer burnout from stress. 

Live a life of gratitude.  Be thankful for little things, like your health and family. 

Understand your values and who you are.  We severely underestimate what we can do. 

Relaxation is important.  Few people take enough short breaks.  For example, take seven short three-
day breaks a year, rather than one 21-day holiday. 

Don't be seduced by tragic events.  Don't focus on crime, but rather the "neutral". 

Stop striving for perfection.  Perfectionists become stressed if they make mistakes, and if others don't 
fulfil their expectations. 



Activity 1.23:  Edit (Edit1.docx)  
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At middnight on December 31, 1999 the datte stored in millions of compuputers around the world will 
turn the whole clock to the year 00 but they will not ‘know’ if it is 1900, 2000 or, for thart matter, 
3000, because most were told that they were created in the late 20th century.  Could you possibly end 
up being billed for the konstruktion of the pyramids or put on early retaairment? 

The according to a recent repoort, could be massive failures in everything from kredit kards, 
telephones and military harsdware to chip-controlled sistims in factories, motorcars and hoshospitals. 

Big business seems often to be aware of the probblem, but many smaller and hoome-based businesses 
may face chaos in their records if they do not mauove fast to the state of affairs. 
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At midnight on December 31, 1999 the date stored in millions of computers around the world will 
turn the clock to the year 00 but they will not ‘know’ if it is 1900, 2000 or, for that matter, 3000, 
because most were never told that they were created only in the late 20th century.  Could you possibly 
end up being billed for the construction of the pyramids or put on early retirement? 

The result according to a recent report, could be massive failures in everything from credit cards, 
telephones and military hardware to chip-controlled systems in factories, motorcars and hospitals. 

Big business seems to be aware of the problem, but many smaller and home-based businesses may 
face chaos in their records if they do not move fast to remedy the state of affairs. 
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COMPUTERS PAST AND PRESENT 

History of computers 

It is not difficult to learn to format a document.  It is not LONG BEFORE THE MOUSE GOES 
AUTOMATICALLY to the Format Font command to change the selected text to a Times New 
Roman font, to increase the font size, or to apply a boldface or italic style. 

What is not easy, however, is to teach discretion in applying formats. 

Too many different formats on the page can be very distracting. 
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MARKETING YOURSELF 

Introduction 

Planning for a career and obtaining a job entails the process of marketing yourself.  It involves 
thoughtful planning, implementation and control.  You may have many assets including several 
activities, relevant work experience, an impressive grade point average, good communications skills 
and leadership qualities.  However, you still need to market yourself. 
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MARKETING YOURSELF 

Introduction 

PLANNING for a career and obtaining a job entails the process of marketing yourself.  It involves 
thoughtful planning, implementation and control.  You may have many assets including several 
activities, relevant work experience, an impressive grade point average, good communications skills
and leadership qualities.  However, you still need to market yourself systematically and 
aggressively. 

Even the best products can remain unsold unless marketed effectively. 
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The process of obtaining employment involves the same activities that marketing managers use to 
develop and introduce products into the marketplace. 

The distinction is that you are marketing yourself instead of a product. 

Analyse your personal qualities and identify career opportunities.  Then select a target market.  This 
comprises those job opportunities that are compatible with your interests, goals, skills and abilities.  
The "product" is you: you must decide how to "position" yourself in the job market.  The "price" 
component of the market mix represents the salary range and job benefits (such as health and life 
insurance, vacation time and retirement benefits) that you hope to receive.  "Promotion" involves 
communicating with prospective employers through written correspondence and job interviews. 
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Activity 1.32, nr. 1 

PROGRESS COMPUTERS 

PROGRESS COMPUTERS 

Do you have any computer problems? 
Do you want to upgrade your PC? 

Call us at PROGRESS IT (Information Technology) 

We charge less than any other company for labour. 
We do small scale home and office networks. 
We do hardware and software installations. 

Any computer problems, we solve 

Call us at 086 777 3997

Call now and get a Windows 7 OEM CD 
(Only available to the first 3 callers) 

Activity nr. 32, nr.3 

PROGRESS COMPUTERS 

Do you have any computer problems? 
Do you want to upgrade your PC? 

Call us at PROGRESS IT (Information Technology) 

We charge less than any other company for labour. 
We do small scale home and office networks. 
We do hardware and software installations. 

We sell a wide range of computers, printers and software. 

Thinking of a new Career in Computers? 
Get certified and work within six months. 

Call us at 086 777 3997

Call now and get a WINDOWS 7 OEM CD 
(Only available to the first caller) 
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To the lecturer: 
To insert the current date: 
 On the Insert tab, 

Text group, click on 
the Insert date and 
time icon, choose a 
format, select Update 
automatically.  Click OK. 

The date will be updated automatically when opening 
the file. 

Activity 1.33 

TIME TO PLAN YOUR BUSINESS DAY

Date:  17 August 2020 

Staff members’ Development for 202? 

A few simple changes will help you become more productive and achieve what you want to 
in your business day. 

Training in Time Management offers a wide spectrum of courses during April 202?.  In the 
attached brochure, sample exercise programs are included.  The better your health, the more 
energy you will have every day to carry out your priority activities.  All costs are billed 
according to the Value-for-money method. 

We also offer a comprehensive motivational service presented by our motivational speaker.  
Hear his time management tips to add more productive hours to your business day.  An 
hourly fee is payable and will also be a Value-for-money billing. 

Recommendations are made in connection with:   
Planning your business day, 
How to tackle the priority tasks first, and  
How to plan your e-mail activity. 

Your training needs are very important to us. 

Joan Mills will be pleased to visit your company to assist you. 

 (011) 473562 

We are looking forward to hearing from you. 
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To the lecturer: 

Optional hyphens (soft hyphens) inserted manually CTRL + HYPHEN 

Optional hyphens can be inserted manually in the desired positions to make the right-hand margin more even. 

 Click on the position where a word must be divided in order to make the margin more even. 

 Press  Ctrl + - (hyphen). 
On the screen it appears as follows:  

Example: 
xxx xxxx xxxx xxxxxx xxxxx xxxxxxxx xxx xxxxx xxxxx xxxxx xxxx xxx xxx  
xxxxxxxxxxxxxxx  xxx xxxx xxxxx xxx xxx. 

Activity 1.34 

Relationships 

Connection is one of the most important business and lifeskill sets you'll ever learn.  People do 
business with people they know and like. 

Connecting means sharing my knowledge and resources, time and energy to provide value to others.  
Like business itself, being a connector is not about managing transactions, but about managing 
relationships. 

People who instinctively establish a STRONG NETWORK OF RELATIONSHIPS have always 
created great businesses.  If you strip business down to its basics, it's still about people selling things 
to other people.  That idea can get lost in the hubbub the business world perpetually stirs up around 
everything from brands and technology to design and price considerations in an endless search for a 
competitive advantage. 

Networking 

I learned that real networking was about finding ways to make other people more successful.  It was 
about working hard to give more than you get.  And I came to believe that there was a litany of tough-
minded principles that made this softhearted philosophy possible. 

These principles would ultimately help me achieve things I did'nt think I was capable of. 

Ctrl + -  here. 
This space can be filled.  Divide the first word 
on the next line by means of a soft hyphen. 

(CTRL + -)
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RELATIONSHIPS 

Student's name, adress and date inserted 

Connection is one of the most important lifeskill and business sets you'll ever learn.  People do 
business with people they know and like. 

Connecting means sharing my knowledge and resources, time and energy to provide value to others.  
Like business itself, being a connector is not about managing transactions, but about managing 
relationships. 

People who instinctively establish a strong network of relationships have always created great 
businesses.  If you strip business down to its basics, it's still about people selling things to other 
people. 

NETWORKING 

I learned that real networking was about finding ways to make other people more successful.  It was 
about working hard to give more than you get.  And I came to believe that there was a litany of tough-
minded principles that made this softhearted philosophy possible.  These principles would ultimately 
help me achieve things I did'nt think I was capable of. 
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PC STRESS 

The idea that your PC would help cut office stress as it made you more productive sounded really 
good the first time you heard it, didn’t it?  But has it really happened that way? 

For most office workers, the PC has in fact helped them achieve increased productivity.  The PC 
has brought better information.  It has facilitated better decisions.  But it has also brought its share 
of pressures and has added significantly to the job stress of most office workers interviewed in a 
recent Learning Systems survey. 

In fact, nearly 70% of the survey respondents said the PC has added  “significant” stress to their 
jobs. 

Some golden rules to combat pressure 

Do not take life to seriously.  People invest too much in small things.  There is a fear of failure. 

Be more giving.  Self-centred people are the ones who are most likely to suffer burnout form 
stress. 

Live a life of gratitude.  Be thankful for little things, like your health and family. 

Understand your values and who you are.  We severely underestimate what we can do. 

Relaxation is important.  Few people take enough short breaks.  For example, take seven short 
three-day breaks a year, rather than one 21-day holiday. 

Don't be seduced by tragic events.  Don’t focus on crime, but rather the “neutral”. 

Stop striving for perfection.  Perfectionists become stressed if they make mistakes, and if others 
don’t fulfil their expectations. 

Big pay equals big headaches 

You may look forward to it at the end of every month, but that welcome pay packet has been 
identified as a major source of stress in modern society. 



Topic 1.8, 1.9, 1.12:  MS Word 36 Memo 

PC STRESS 

THE IDEA THAT YOUR PC WOULD HELP CUT OFFICE STRESS AS IT MADE YOU 
MORE PRODUCTIVE SOUNDED REALLY GOOD THE FIRST TIME YOU HEARD IT, 
DIDN’T IT?  BUT HAS IT REALLY HAPPENED THAT WAY? 

For most office workers, the PC has in fact helped them achieve increased productivity.  
The PC has brought better information.  It has facilitated better decisions.  But it has also 
brought its share of pressures and has added significantly to the job stress of most office 
workers interviewed in a recent Learning Systems survey. 

In fact, nearly 70% of the survey respondents said the PC has added  “significant” stress to their 
jobs. 

Some golden rules to combat pressure 

Do not take life to seriously.  People invest too much in small things.  There is a fear of failure. 
Be more giving.  Self-centred people are the ones who are most likely to suffer burnout form 
stress. 
Live a life of gratitude.  Be thankful for little things, like your health and family. 
Understand your values and who you are.  We severely underestimate what we can do. 
Relaxation is important.  Few people take enough short breaks.  For example, take seven short 
three-day breaks a year, rather than one 21-day holiday. 
Don't be seduced by tragic events.  Don’t focus on crime, but rather the “neutral”. 
Stop striving for perfection.  Perfectionists become stressed if they make mistakes, and if others 
don’t fulfil their expectations. 

Big pay equals big headaches 

You may look forward to it at the end of every month, but that welcome pay packet has been 
identified as a major source of stress in modern society. 
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Keys to Job Satisfaction 

Consider strategies to improve job satisfaction 

Depending on the underlying cause of your lack of job satisfaction, you may have many options for 
increasing your job satisfaction. For example:  

Create new challenges 
Take on a project that can motivate you and give you a sense of control. Start small, such as 
organising a work-related celebration, before moving on to larger goals. Working on something you 
care about can boost your confidence and job satisfaction. 

Mentor a colleague  Delete double word "it"

Once you've mastered a job, you may find it it becoming routine. Helping a new team member or an 
intern advance his or her skills can restore the challenge and the job satisfaction you desire. 

Break up the monotony 
If you're feeling bored or unchallenged, talk with your supervisor about cross-training. Perhaps you 
could train for new or additional tasks. If you hear that your company is launching a new project, 
volunteer for the team. 

Stay positive 
Use positive thinking to reframe your thoughts about your job. When you catch yourself thinking your 
job is terrible, stop the thought in its tracks. Remember, everyone encounters good days and bad days 
on the job. 

Look for the silver lining 
Imagine that you receive a less than stellar performance appraisal. Instead of taking it personally or 
starting to search for another job, look for the silver lining — such as the opportunity to attend 
continuing education classes or work with a performance coach. Take satisfaction in your ability to 
put performance feedback to work. 

Learn from your mistakes 
Don't let failure defeat you or erode your job satisfaction. When you make a mistake at work, learn 
from it and try again. Perhaps the mistake will eventually lead to a great success. 

Be grateful 
Gratitude can help you focus on what's positive about your job. Ask yourself, "What am I grateful for 
at work today?" If it's only that you're having lunch with a friendly colleague, that's OK. Find at least 
one thing you're grateful for and savor it. 

Nurture your passion 
If your job satisfaction has waned but seeking a new job isn't a realistic option, you might consider 
your current job as a welcome paycheck that allows you to focus your energy on an important hobby 
or interest outside of work. Sometimes work is simply a means to enjoy those things you're truly 
passionate about. 

More job satisfaction can mean less stress 

Whether your work is a job, a career or a calling, you can take steps to restore meaning to your job. 
Make the best of difficult work situations by maintaining a positive attitude. Be creative as you think 
of ways to change your circumstances — or how you view your circumstances. Doing so can help you 
manage your stress and experience the rewards of your profession. 
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Keys to Job Satisfaction 

Do you get a satisfied feeling after a hard day at work? 

If some job satisfaction surveys are to be believed then as many as a third of us are considering a 
change of job.  Clearly many are finding it hard to get that feeling of satisfaction from work. 

Job satisfaction is important not just because it boosts work performance but also because it increases 
our quality of life.  Many people spend so much time at work that when it becomes dissatisfying, the 
rest of their life soon follows. 

Everyone's job is different but here are 10 factors that psychologists regularly find are important in 
how satisfied people are with their jobs. 

1.  Little hassles 
Actually, people's job satisfaction is surprisingly sensitive to daily hassles.  It might not seem like 
much but when it happens almost every day and it's beyond our control, it hits job satisfaction hard. 
This category is one of the easiest wins for boosting employee satisfaction.  Managers should find out 
about those little daily hassles and address them—your employees will love you for it. 

2.  Achievement 
People feel more satisfied with their job if they've achieved something.  In some jobs achievements 
are obvious, but for others they're not.  As smaller cogs in larger machines it may be difficult to tell 
what we're contributing. 

3.  Feedback 
There's nothing worse than not knowing whether or not you're doing a good job.  When it comes to 
job satisfaction, no news is bad news.  Getting negative feedback can be painful but at least it tells you 
where improvements can be made.  On the other hand, positive feedback can make all the difference 
to how satisfied people feel. 

4.  Complexity and variety 
People generally find jobs more satisfying if they are more complex and offer more variety.  People 
seem to like complex (but not impossible) jobs, perhaps because it pushes them more.  Too easy and 
people get bored. 

To be satisfied people need to be challenged a little and they need some variety in the tasks they carry 
out.  It sounds easy when put like that but many jobs offer neither complexity nor variety. 

5.  Control 
You may have certain tasks you have to do, but how you do them should be up to you.  The more 
control people perceive in how they carry out their job, the more satisfaction they experience. 
If people aren't given some control, they will attempt to retake it by cutting corners, stealing small 
amounts or finding other ways to undermine the system.  Psychologists have found that people who 
work in jobs where they have little latitude - at every level - find their work very stressful and 
consequently unsatisfying. 

6. Organisational support 
Workers want to know their organisation cares about them:  that they are getting something back for 
what they are putting in.  This is primarily communicated through things like how bosses treat us, the 
kinds of fringe benefits we get and other subtle messages.  If people perceive more organisational 
support, they experience higher job satisfaction. 



Activity 1.39:  Spell check (Speller1.docx) 
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PUBLIC SPEAKING 

One of life's most important skills 

People dream up the most amazing excuses for not accepting the challenge of public speaking.  
But sooner or later you will have to stand up and address a group, whether at a wedding, a 
birthday party, or at a business conference. 

Delete double word "an" 

First impressions are lasting impressions.  The first 10 seconds of making an an appearance, 
before you even said a word, is when the most critical judgement is made by audiences, while 
what is communicated after that has to be highly effective and polished to be acknowledged. 
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The student has to print the following documents: 
Exercise2, Edit2, Market4, Exercise3, Staff Develop2 and Network2. 

The lecturer can check the printouts for errors, give marks and keep record of the student's activities 
completed.  The answers are in this memo. 

Exercise2:  Activity 1.21 
Edit2:  Activity 1.23 
Market4:  Activity 1.31 
Exercise3:  Activity 1.32 
Staff Develop2:  Activity 1.33 
Network2  Activity 1.35



Activity 1.41:  Using default tab stops (Tabs1.docx)  
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SHORT COURSES FOR LONG-TERM SUCCESS 

Office Administration  Cape Town  20 August R3 400 
Public Relations Port Elizabeth  19 July  R2 800 
Labour Relations Polokwane 28 August R3 600 
Business Management  Johannesburg  16 September  R4 600 
Marketing Management  Durban  28 July  R3 500 
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SONY'S VISION FACTORY 

17 August 2020 

Anyone who's ever picked up a Sony product can sense from its nearly totemic magic that Sony 
designers learn early on:  form is content.  Sony won in the past by staying several technological 
steps ahead of its competitors.  As the company edges into the 21st century however, it faces new 
rivals in both the computer and broadcasting businesses. 

YEAR  PRODUCT  COMMENT 
1975  Betamax VCR  Original success, but later loses to VHS 
1979  Sony Walkman  First personal stereo tape deck 
1985  Sony Handycam First hand-held video recorder 
1995  Video game  Grabs 80% of market from Sega 
1996  “PC by Sony”  Souped up audio and video 

No longer is it enough to offer hot products.  Now even the very basic gadgets have to be able to talk 
to each other, or to offer audio, video and computing capabilities simultaneously, and still be small 
and user friendly. 

Trade mark:  SONY The Sony Culture:  Innovation 
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WORK OPPORTUNITIES 

HERE ARE BASIC GUIDELINES ON HOW TO APPROACH AN INTERVIEW 

First impressions count – if you are lucky enough to be invited for a personal interview, use 
it to the best of your ability.  Pay attention to clothes and grooming.  Despite all that has been 
set about freedom and individuality, most companies prefer a fairly conservative look for 
their employees. 

Your curriculum vitae provides a potential employing authority with a résumé of your 
qualifications for a particular task.  In short, your CV, accompanied by a letter is the starting 
point on the way to an interview. 

HOW TO PREPARE A CURRICULUM VITAE 

Know exactly the type of work you are looking for, then write a CV that fits the task descrip-
tion.  Start with the most recent task. 

Supply biographical details:  name, birthdate, and marital status, etc. 
Supply your addresses:  the home and postal address, the relevant telephone numbers (cell 
phone number if available) and e-mail address. 
Keep details about education simple. 
Summarize your work experience 

WORK EXPERIENCE 

Give a short résumé of your main experiences and accomplishments.  The information should 
prove that your task objective is realistic.  Always be honest.  Do not use incorrect dates.  
Include any in-house courses you have completed with past employers. 

Remember that your curriculum vitae is an advertisement. 
To complete the CV attach copies of your ID-document and drivers license (if and when 
applicable) 

There are many people and organisations who can offer you good advice.  They know what 
the skill shortages are, and they will be able to direct you. 



Topic 1.8, 1.9, 1.12:  MS Word 44 Memo 

World Cup small business opportunities 

What opportunities does a soccer world cup hold for South African small businesses and 
entrepreneurs? 

Expenditure leading up to and including the soccer world cup will include: 

1. Telecommunications network 
2. Media requirements 
3. Domestic transport 
4. FIFA headquarters/executive offices 
5. Provision of necessary infrastructure 
6. IT solutions 
7. Television and broadcasting 



Activity 1.46:  Sections and section breaks:  (Run a Business.docx) 

Topic 1.8, 1.9, 1.12:  MS Word 45 Memo 

To the lecturer: 

The students do the exercise and do not save the document.  The answer is saved in the practical 
Memo folder, named Run a Business Answer.docx
Check that the students do have 5 sections. 

To display the sections on the status bar, if 
not seen on the left of the status bar: 

 Right-click the status bar and select 
Section. 

 Click in the sections to see how the section changes. 

One section's margins can, for example, now be changed.  In this exercise 
the student should change the margins of Section 2.  Students can print only 
this page to check if they could do it. 
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Alignment and line spacing 

Align left: 

HR Administration Office 
Musmang Limited 
P.O. Box X0053 
DURBAN 
0001 

Align right: 

HR Administration Office 
Musmang Limited 

P.O. Box X0053 
DURBAN 

0001 

Align centre: 

HR Administration Office 
Musmang Limited 
P.O. Box X0053 

DURBAN 
0001 

Paragraph FULL ALIGNMENT (JUSTIFIED): 

You can only underestimate the impact which you personally have upon the habits and effectiveness of your 
group.  As the leader of a team, you have the authority to sanction, encourage or restrict most aspects of their 
working day, and this places you in a position of power - and responsibility. 

Right align each line: 

MANAGE YOUR TIME AND SPACE
LIMIT TECHNOLOGY INTERRUPTIONS

ORGANISE YOUR WORKSPACE

Paragraph in double line spacing, left aligned: 

When thinking about motivation it is important to take the long-term view.  What you need is a sustainable 

approach to maintain enthusiasm and commitment from your team.  This is not easy;  but it is essential to your 

effectiveness. 

Paragraph in 1½ line spacing, left aligned: 

As the manager, you set the targets - and in selecting these targets, you have a dramatic effect upon your team's 

sense of achievement.  If you make them too hard, the team will feel failure;  if too easy, the team feels little.  

Ideally, you should provide a series of targets which are easily recognised as stages towards the ultimate 

completion of the task. 

Paragraph in single line spacing and apply FULL ALIGNMENT: 

The feedback you give your team about their work is fundamental to their motivation.  They should 
know what they do well, what needs improving and what is expected of them in the future.  And while 
this is common sense, ask yourself how many on your team know these things, right now? 



Activity 1.48:  Setting tab stops (SetTabs.docx) 
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To the lecturer: 
Check that students DO NOT use the spacebar to do this! 

Tab stops set on the horizontal ruler 

Answer: 

GAUTENG PRETORIA WITWATERSRAND 20.56 
MPUMALANGA ERMELO TZANEEN 216.88 
WES-KAAP KAAPSTAD STELLENBOSCH 1234.963 
KWAZULU DURBAN LADISMITH 8.4 

SOUTH AFRICA CITIES 

Tab stops on the ruler for SOUTH AFRICA 
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DOUBLING UP ON SUCCESS 

Success is hard to define and is largely driven by the individual.  For one person, success may 
be about having a nine-to-five job and making enough money to live a good life with his or her 
family.  For another it might mean being a billionaire or the CEO of a massive corporation.

Be tenacious! 

"There is no substitute for hard work and you cannot get ahead without forgoing 
some pleasures.  The willingness to learn is absolutely key to achieving success." 

In brief!
To become successful you need to try harder than anyone else. 

But be sophisticated in your style and manner of trying!

Have a clear idea of where you want to go and keep it simple.  Success is always built on the 
back of challenge and running your own business will teach you that. 

You can fall apart when you hit a difficult patch and see it as the end of the 
road or you can come to terms with it, understand it and put things into 
place to make life manageable.  It takes a great deal of determination but you 
have to get it together. 



Activity 1.50:  Quick numbered paragraphs (Indent1.docx) 
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NETWORKING TIPS FOR ENTREPRENEURS 

Networking is a vital skill in the world of business.  Consider the following tips: 

1. Remember that networking isn't necessarily friendship.  Networking is an investment in a longer-term 
relationship – resist instant gratification. 

2. Your business card should be clear and professional, and should reflect your business. 

3. When asked, tell people what you do and how your clients and network can benefit from a business 
relationship with you.  Keep it simple. 

4. Before a networking event, scan the newspaper or Internet for current subjects to chat about. 

5. Acknowledge people's contributions, thank them and return the favours when the opportunity arises. 
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NETWORKING TIPS FOR ENTREPRENEURS 

Networking is a vital skill in the world of business.  Consider the following tips: 

1. Remember that networking isn't necessarily friendship.  Networking is an investment in a longer-term 
relationship – resist instant gratification. 

2. Your business card should be clear and professional, and should reflect your business. 

3. When asked, tell people what you do and how your clients and network can benefit from a business 
relationship with you.  Keep it simple. 

4. Always network with integrity. 

5. Before a networking event, scan the newspaper or Internet for current subjects to chat about. 

6. Acknowledge people's contributions, thank them, compliment them sincerely and return the favours 
when the opportunity arises. 



Activity 1.52:  Hanging indent and formatting (Indent3.docx) 
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To the lecturer: 
Margins 3.81 cm left and right. 

AM I READY FOR BUSINESS? 

1. If you do decide to start a business without work experience, never stop 
reading and learning, even while you are running your business.  Get 
constant advice.  Learn from your mistakes.  It is the most difficult path to 
choose, but there are people who have had success this way. 

2. Working for someone else can be frustrating sometimes, but you still need to 
be disciplined and able to get on with others when you work for yourself. 

3. Self-employment allows you to do the job in your own way, and it is very 
satisfying when your way is shown to work.  You do, of course, also have to 
take responsibility when it does not work. 

4. There can be some glory attached to running your own business, but make sure 
that you are not trying to prove that you are something you are not. 
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STRIVING FOR QUALITY HEALTHCARE AT MANAGED COST 

A chronic illness refers to any illness which requires medication on an ongoing basis for 
longer than three months.  Should you or one of your dependants suffer from a chronic illness 
you need to: 

1. Personally complete the Applicant's Copy of the Medicine Benefit Application Form 
(MBA).  Please note that each applicant must complete a separate Medicine Benefit 
Application Form.  Please do not forget to complete and sign the back page of the 
form. 

2. Make an appointment with your Doctor.  Please note that only one practitioner may 
complete the Doctor's Copy of the MBA - as a rule this doctor should be your general 
practitioner. 

3. When visiting your Doctor, please hand him the sealed envelope addressed to "The 
Attending Medical Practitioner". 

4. Upon acceptance onto the Medi-Serve Programme you, and your Doctor will be 
advised in writing. 

5. Should your Doctor wish to dispense your medication himself, he would need to 
apply the 20% discount and submit the Medi-Serve Prescription/Claim Forms directly  

STANDARD MONTHLY PREMIUMS 

INCOME L L1 L2 

Up to R   700 R188 R423 R378 
Up to R1 000 R358 R665 R605 
Up to R1 400 R421 R754 R692 
Up to R2 000 R486 R845 R780 



Activity 1.54:  Edit, check numbered paragraphs (Healthcare3.docx) 
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STRIVING FOR QUALITY HEALTHCARE AT MANAGED COST 

A chronic illness refers to any illness which requires medication on an ongoing basis for 
longer than three months.  Should you or one of your dependants suffer from a chronic illness 
you need to: 

1. Personally complete the Applicant's Copy of the Medicine Benefit Application Form 
(MBA).  Please note that each applicant must complete a separate Medicine Benefit 
Application Form.  Please do not forget to complete and sign the back page of the 
form. 

2. Make an appointment with your Doctor.  Please note that only one practitioner may 
complete the Doctor's Copy of the MBA - as a rule this doctor should be your general 
practitioner. 

3. When visiting your Doctor, please hand him the sealed envelope addressed to "The 
Attending Medical Practitioner". 

4. Upon acceptance onto the Medi-Serve Programme you, and your Doctor will be 
advised in writing. 

5. Should your Doctor wish to dispense your medication himself, he would need to 
apply the 20% discount and submit the Medi-Serve Prescription/Claim Forms directly  

STANDARD MONTHLY PREMIUMS 

INCOME L L1 L2 

Up to R   700 R188 R423 R378 
Up to R1 000 R358 R665 R605 
Up to R1 400 R421 R754 R692 
Up to R2 000 R486 R845 R780 

Please direct any enquiries in this regard to your nearest Medscheme Branch. 
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STRIVING FOR QUALITY HEALTHCARE AT MANAGED COST 

A chronic illness refers to any illness which requires medication on an ongoing basis for 
longer than three months.  Should you or one of your dependants suffer from a chronic illness 
you need to: 

1. Personally complete the Applicant's Copy of the Medicine Benefit Application Form 
(MBA).  Please note that each applicant must complete a separate Medicine Benefit 
Application Form.  Please do not forget to complete and sign the back page of the 
form. 

2. Make an appointment with your Doctor.  Please note that only one practitioner may 
complete the Doctor's Copy of the MBA - as a rule this doctor should be your general 
practitioner. 

3. When visiting your Doctor, please hand him the sealed envelope addressed to "The 
Attending Medical Practitioner". 

4. Upon acceptance onto the Medi-Serve Programme you, and your Doctor will be 
advised in writing. 

5. Should your Doctor wish to dispense your medication himself, he would need to 
apply the 20% discount and submit the Medi-Serve Prescription/Claim Forms directly  

6. A professional team, led by the Medical Advisor, will consider your application in consultation 
with your Doctor. 

STANDARD MONTHLY PREMIUMS 

INCOME L L1 L2 

Up to R   700 R378 R423 R188 
Up to R1 000 R605 R665 R358 
Up to R1 400 R692 R754 R421 
Up to R2 000 R780 R845 R486 

Please direct any enquiries in this regard to your nearest Medscheme Branch. 

To the lecturer: 
To select a column to switch:  Hold Alt in and select the column, then use Copy and Paste to 
switch columns. 
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COMPUTER STRESS 

The idea that your computer would help cut office stress as it made you more productive sounded 

really great the first time you heard it, didn't it?  But has it really happened that way? 

For most office workers, the computer has in fact helped them achieve increased 
productivity.  The computer has brought better information.  It has facilitated better 
decisions.  But it has also brought its share of pressures and has added significantly to 
the job stress of most office workers interviewed in a recent Learning Systems survey.  
In fact, nearly 70% of the survey respondents said the computer has added  
"significant" stress to their jobs. 

Some golden rules to combat pressure 

1. Be more giving.  Self-centred people are the ones who are most likely to suffer burnout form 
stress. 

2. Do not take life too seriously.  People invest too much in small things.  There is a fear of failure. 

3. Don't be seduced by tragic events.  Don't focus on crime, but rather the "neutral". 

4. Live a life of gratitude.  Be thankful for little things, like your health and family. 

5. Relaxation is important.  Few people take enough short breaks.  For example, take seven short 
three-day breaks a year, rather than one 21-day holiday. 

6. Stop striving for perfection.  Perfectionists become stressed if they make mistakes, and if others 
don't fulfill their expectations. 

7. Understand your values and who you are.  We severely underestimate what we can do. 

BIG PAY EQUALS BIG HEADACHES 

Stress in remuneration comes from setting unrealistic and 
unobtainable goals, associated with large earnings attached. 

The page should be numbered at the bottom, centred. 

To the lecturer: 
This exercise can be used to test if a student can think for himself, not act as a robot and only use the 
instructions 

The lecturer can integrate this exercise with Topic 3, the basics of computational thinking:  for 
example, to arrange the paragraphs in the correct order, to learn to think for yourself and do problem 
solving;  puzzle out how to indent paragraphs on both sides. 

The student should be able to use the Help function to help him to do left and right paragraph indents, 
number a page at the bottom, centred.  If not successful, check for more info on page 182. 
He should be able to arrange the paragraphs in the correct order. 
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YOUR DISTRACTED DAY 

There are a number of common workplace disruptions that many of us endure.  Those include:  

email (personal and work), text messages, social media and other websites not related to work, 

personal calls, co-worker or client interruptions, last-minute requests, unscheduled meetings, audible 

distractions, gossiping co-workers, and micromanaging supervisors. 

According to a leader in interruption science (the study of the effect of disruptions on job 
performance): 

1. The average worker now gets one interruption every 3,5 minutes, 60 to 70 interruptions a day. 

2. 11 minutes is the maximum amount of uninterrupted time during the working day. 

3. The average amount of time that people spent working on a single device – PC, phone, paper 
document – before switching is 2 minutes and 11 seconds. 

4. E-mail and interruptions pile up to almost 50% of the average workday. 

5. People interrupt themselves almost as much as they are interrupted by external sources. 

6. About 82% of all interrupted work is resumed on the same day. 

7. But, it takes an average of 25 minutes to work your way back to the original task. 

8. All these disruptions cause higher levels of stress, frustration, mental effort, feeling of time 
pressure and mental workload. 



Activity 1.57:  Edit, spell check (JobSatisfaction2.docx)
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CONSIDER STRATEGIES TO IMPROVE JOB SATISFACTION 

Create new challenges
Take on a project that can motivate you and give you a sense of control.  Start small, such as 
organising a work-related celebration, before moving on to larger goals.  Working on something you 
care about can boost your confidence and job satisfaction. 

Mentor a colleague
Helping a new team member or an intern advance his or her skills can restore the challenge and the 
job satisfaction you desire. 

Break up the monotony
If you're feeling bored or unchallenged, talk with your supervisor about cross-training.  If you hear 
that your company is launching a new project, volunteer for the team. 

Stay positive
Use positive thinking to reframe your thoughts about your job.  When you catch yourself thinking 
your job is terrible, stop the thought in its tracks.  Remember, everyone encounters good days and bad 
days on the job. 

Look for the silver lining
Imagine that you receive a less than stellar performance appraisal.  Instead of taking it personally or 
starting to search for another job, look for the silver lining - such as the opportunity to attend 
continuing education classes or work with a performance coach.  Take satisfaction in your ability to 
put performance feedback to work. 

To the lecturer: 
Page break here 
Pages should be numbered at the bottom, centred;  1 and 2. 

Text on second page: 

More job satisfaction can mean less stress

Make the best of difficult work situations by maintaining a positive attitude.  Be creative as you think 
of ways to change your circumstances - or how you view your circumstances.  Doing so can help you 
manage your stress and experience the rewards of your profession. 



Activity 1.58:  Layout, page numbering, page breaks (PgbreaksMargins.docx)
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To the lecturer: 
Let the student make printscreens and the Snipping tool to paste his answer on one page to check his 
work. 



Activity 1.58:  Page setup and page numbering (PgbreaksNumber3.docx)
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Activity 1.58:  Layout, page numbering, page breaks (PgbreaksMargins.docx)
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Page numbers at top of page cancelled: 

Page numbers at bottom of page, centred, two pages: 



Activity 1.60:  Page setup and numbering (CareerEx1.docx, CareerEx2.docx, CareerEx3.docx)
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CareerEx1.docx, CareerEx2.docx, CareerEx3.docx 

See the practical answer files and check the margins, page breaks, and page numbering. 



Activity 1.60:  Layout, page numbering, page breaks (Career Experience.docx)

Topic 1.8, 1.9, 1.12:  MS Word 62 Memo 

A PERSPECTIVE ON TRANSFORMATION 

Within the new compensation, references is often made to democracy and its 
processes without defining either, despite the various meanings attach to these terms.  
Basically, true democracy is something that should make a difference in the life of each 
person, or as described: 

What is democracy!

"Democracy is a way of living, a system whereby members of a 
community live together so that each member can give the 
maximum service to the community and the community again 
to each individual member." 

The Transformation Process!
It is by no means a quick and easy process. 

Any mistake can be costly. 

Transformation should be a process to establish what is best individually and collectively, 
and to find a balance between the needs of the individual and the community.  

What transformation should try to achieve is to 
lay the foundation for a concerted effort to work 
together in harmony towards goals that would 
benefit all, produce unity and bring about a 
change for the better in the life of each indivi-
dual. 

"Higher education play a central role in the social, 
cultural and economic development of modern societies." 

White Paper 3 on Education 



Activity 1.62:  Create, numbered paragraphs (Quality Health.docx) 

Topic 1.8, 1.9, 1.12:  MS Word 63 Memo 

STRIVING FOR QUALITY HEALTHCARE AT MANAGED COST 

A chronic illness refers to any illness which requires medication on an ongoing basis for 
longer than three months.  Should you or one of your dependants suffer from a chronic illness 
you need to: 

1. When visiting your Doctor, please hand him the sealed envelope addressed to "The 
Attending Medical Practitioner". 

2. Make an appointment with your Doctor.  Please note that only one practitioner may 
complete the Doctor's Copy of the MBA - as a rule this doctor should be your general 
practitioner. 

3. Upon acceptance onto the Medi-Serve Programme you, and your Doctor will be 
advised in writing. 

4. Should your Doctor wish to dispense your medication himself, he would need to 
apply the 20% discount and submit the Medi-Serve Prescription/Claim Forms directly 
to your medical scheme, along with his account. 

5. Personally complete the Applicant's Copy of the Medicine Benefit Application Form 
(MBA).  Please note that each applicant must complete a separate Medicine Benefit 
Application Form.  Please do not forget to complete and sign the back page of the 
form. 



Activity 1.60:  Layout, page numbering, page breaks (Career Experience.docx)
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Entrepreneurs
Starting and growing a new business 

The very first thing to do is to decide which product or service you want to produce or what you want 
to sell. 

The second very important aspect is to inform people outside of the business about what you 
produce and then sell it to them;  the marketing function. 

Get these two functions, production and marketing or selling going, and you have a running 
business. 

Next you will need to pay attention to administration and financial record keeping without 

which your business may run into all kinds of difficulties.  You need the figures of sales, cost 

of sales and expenses to know whether your business actually make a profit, and to enable 

decision making. 

A growing business may soon need to employ more people.  You will need to pay attention to the 
management of human resources.  A bigger workforce brings a lot more administration. 

The starting point decision about which products or services to offer, remains a vital one.  It 
should preferably be an extension of your personal talents and abilities.  If it does not reflect your 
passion, it will not easily be sustainable and will wear you down. 

Start the right business and manage its growth with well-planned strategy. 



Activity 1.63 Integrated:  Edit, formatting, line spacing, indent, spell check 
(Entrepreneurs2.docx) 

Topic 1.8, 1.9, 1.12:  MS Word 65 Memo 

ENTREPRENEURS 

STARTING AND GROWING A NEW BUSINESS 

Create a new challenge 
The very first thing to do is to decide which product or service you want to produce or what you want 
to sell. 

The second very important aspect is to inform people outside of the business about what you produce 
and then sell it to them;  the marketing function.  Get these two functions, production and marketing 
or selling going, and you have a running business. 

Administration and finance 

Next you will need to pay attention to administration and financial record keeping without which your 
business may run into all kinds of difficulties.  You need the figures of sales, cost of sales and 
expenses to know whether your business actually make a profit, and to enable decision making. 

Workforce 
A growing business may soon need to employ more people.  You will need to pay attention to the 
management of human resources.  A bigger workforce brings a lot more administration. 

Page break inserted here 

BUSINESS WITH PURPOSE 

The starting point decision about which products or services to offer, remains a vital one.  It should 
preferably be an extension of your personal talents and abilities.  If it does not reflect your passion, it 
will not easily be sustainable and will wear you down.  Start the right business and manage its growth 
with well-planned strategy. 

Think of a logo for your new business 

        

Pages numbered, bottom, centred 
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GREENHOUSE NEWSLETTER 

Volume 10 
17 August, 2020 

THE FINEST GIFT YOU CAN LEAVE 

BUILDING AN ENVIRONMENT-FRIENDLY LIFE 

1. Economic development can only be sustained if it uses natural and human resources and 
maintains environmental balances. 

2. The quality of human life is dependent upon economic growth for improvement, and the 
state of the environment. 

3. Growing awareness segments of the community creates new possibilities.  We cannot 
create a perfect "Garden of Eden" 

4. This represents the beauty and peace the SA Nature Foundation is striving to protect. 

The SA NATURE FOUNDATION is South Africa's largest private international 
conservation body and is achieving significant successes, including to date: 

1. 38 new nature reserves; 
2. 10 education centers; 
3. 8 university and technikon conservation training courses;  and 
4. protection of over 60 threatened wildlife species including black rhino and cheetah. 

Concern about pollution and environmental degradation, 
and the need to combat the waste of natural resources has 
been raised to near fever pitch in many countries.  It will 
undoubtedly influence our thinking and planning of future 
action. 

SOUTH AFRICA: 
NATURE FOUNDATION 

We ask your help for this work.  

You can bequeath a sum of money, shares, property and assurance policies in your will to 
enable this vital work of survival to continue. 

Next Issue: 
The Time is running out – Shortcomings in the Law 
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BECOMING A FRANCHISEE 

Though easier than starting off on your own, franchising is not difficulty-free.  
Many reasons for franchise failure exist.  Mostly it is not in the concept, but in the 
franchisee.  You must be able to realistically evaluate yourself to determine if you 
are suitable for franchising. 

Not every entrepreneur is selected as a possible franchisee, as franchisors are careful who they 
choose.  They want their network to be a success and if you do not meet their requirements, they 
will decline your application. 

Franchising is all about owning your own business.  It may sound much easier than working for a 
boss, but there are many hidden challenges.  Here are a few questions to ask yourself to determine 
whether you will be better off on your own: 

Are you motivated? 

Being self-employed does not mean waking up later in the morning, ending earlier in the afternoon 
and relaxing in between.   Are you able to take responsibility and control of your franchise?  Be 

prepared for long hours, hard word, and putting aside friends and family for a few years. 

Are you planning for the future? 

Know where you are and know where you want to be in the next year, two 
years, 10 years, and retirement age.  Look at each one and calculate what 
you need to get there, and write it down.  Measure your success against 
these realistic markers as you pass.  It is much the same as drawing up a 
business plan. 
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OCTOPUS 

The octopus lives in tropical waters. A typical octopus has the following characteristics: 

 Oval head 

 Eight arms 

 Excellent vision  
The octopus is related to squid, nautilus, mollusks, and other 
cephalopods. Although the octopus has many predators, 
including sea lions, sharks, and humans, they breed regularly 
and are not currently at risk. 
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INTRODUCTORY COMPUTER PRACTICE 

Microsoft Windows 10 
Microsoft Office 2016 

MEMO:  TOPIC 1.13 

SPREADSHEETS 

MICROSOFT EXCEL 2016 

NOTE TO THE LECTURER: 
For your convenience, some Excel exercise files that the student should create are already 
done and saved as, for example, LarriePie1.xlsx.xlsx, DebAge.xlsx.  You can use these files 
if you want the student to complete the exercise by only adding the formulas or formatting. 

NOTE: 
The Excel practical answer files are in the folder Topic 1 Excel 2016 answer files. 

Practical Excel answer files
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TO THE LECTURER 

Getting started 

Open MS Excel. 

The students should take note that there is many similarities between Word and Excel, which make it 
so much easier to understand the basics, such as opening and saving a document.  See the note before 
1.13.4;  point it out to students and let them make a list as suggested in this note. 

Calculations in Excel 

It is true that Excel is such a wonderful tool to do all calculations instantly and you have no need to do 
manual calculations. 

This statement is not really true, because there are rules and methods you should know and apply or 
your answers will be wrong: 

1. Be careful when entering data into a spreadsheet.  Entering wrong numbers will calculate an 
incorrect answer;  this will be the computer user's error and not an error by Excel.  All entered 
data should be checked and re-checked before doing the calculations.  Answers should be 
accurate. 

2. The Excel user still has to know how to do calculations, for example to add two numbers and 
then to multiply this with another number.  The user should know that brackets have to be 
used correctly in Excel to do this calculation.  Cell references are used in formulas to do a 
calculation like this.  The formula could be =(B2+C2)*E2;  correct use of brackets.  They 
should be able, for example, to calculate a total as a percentage of the grand total.  For this 
calculation, an absolute cell address should be used, for example =D10/$F$5 and format as 
percentage;  press F4 to apply the absolute cell address for F5.  They should use the Help 
function to learn more about absolute cell addresses. 

Important: 
Students should know the order in which calculations are carried out;  see 1.15.2 and 1.15.1. 

3. Correct formulas should be entered or answers will be wrong.  Make sure the cell range 
included in the formula is correct, for example =SUM(B3:B8). 

4. Make sure the correct function is used, for example =AVERAGE to calculate the average of a 
cell range. 

5. Do a spot check:  do a manual calculation and check with Excel's answer. 

6. Let the student do an exercise manually first and write down their answers.  Then they do the 
calculations in Excel to see how quick it can be done. 

7.  Check the formulas entered by the students.  They might just have typed in the answers and 
entered no formulas.  Display the formulas and let them print it. 
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Activity 1.69:  Create and Save (Finance1.xlsx) 

Activity 1.70 

TO THE LECTURER 

13.9 Export/Save a spreadsheet (called workbook in Excel) in another format 

The lecturer can use this for a better understanding of:  .rtf, .pdf, .csv and .txt format. 
https://www.youtube.com/watch?v=2ApnfmBz4VQ 

Open the groups of contigous and 
non-contiguous files as requested.
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Activity 1.72:  Finance1.xlsx (continued) 
Create and Save, rename sheet tabs 

Activity 1.73:  Formula1.xlsx 
File created to practise the different methods to insert formulas 
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Activity 1.74:  Formula3.xlsx 

Activity 1.74:  Formula4.xlsx 
Calculations 
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Formulas 

Activity 1.75:  Finance1.xlsx, Profit3 sheet before formatting 
Using Auto Fill to copy text and formulas 

To the lecturer: 
Copy the spreadsheet to a new sheet. 
Display the formulas on this sheet. Press Ctrl + ` . 
Column widths can be changed to fit in the formulas. 
Save and print the formulas. 
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Activity 1.76:  Finance1.xlsx, Profit3 sheet after formatting 
Formatting numbers 
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Activity 1.77:  LarriePie1.xlsx 
Edit a spreadsheet 

Activity 1.77:  LarriePie2.xlsx 
Add formulas 

To the lecturer: 
It is better to keep the spreadsheet together in one workbook.  In the activity the instruction requested 
to copy to a new workbook.  That was just to learn how to copy between workbooks. 
The answer shows one workbook, with the two spreadsheets and the worksheet tab names added. 
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Activity 1.77:  LarriePie3.xlsx 
Display formulas and print 

To the lecturer: 
Students should make sure that the spreadsheet is saved, 
then display formulas, 
adjust columns to fit in the formulas, 
then print. 

Note: Close the spreadsheet without saving or all columns widths will be changed 
and too narrow. 
It is always better to copy the spreadsheet to a new sheet and then display 
the formulas.  The column widths can then be changed and saved. 

Activity 1.78:  LarriePie4.xlsx 
Edit the spreadsheet and add formulas 

To the lecturer: 
It is always a good idea to rename the sheet tabs;  give descriptive names. 
Students should always display and print the formulas. 



Topic 1.13:  Spreadsheets 80 Memo 

Activity 1.79:  DebAge1.xlsx 
Edit the spreadsheet and add formulas 

To the lecturer: 
Students can use bold for the headings and add lines, for example for the Total, to enhance the 
spreadsheet. 
The spreadsheet can be copied to separate sheets and rename the sheet tabs. 
Display the formulas and print. 



Topic 1.13:  Spreadsheets 81 Memo 

Activity 1.80:  Sales per Salesman2.xlsx 
Integrated exercise:  Edit the spreadsheet, add formulas, formatting 

To the lecturer: 
The spreadsheet can be copied to a separate sheets and rename the sheet tabs. 
Student can add bold formatting to the headings and add border/lines to enhance the spreadsheet 
Add Count number of sales in cell A30 to count blank cells in the sales. 
Copy the answer sheet to a separate sheet, display the formulas and print. 

Note: This exercise will be used in 1.15.5 to learn how to sort data.  Copy the answer sheet to two 
separate sheets, rename the sheet tabs to SortAlph and SortNum and use it while learning how to sort 
data. 
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Activity 1.81:  Debtors Answer.xlsx 
Sort data according to the names, alphabetical order 

To the lecturer: 
Check, for example, Theron, B. if the correct numbers are still next to his name. 
The numbers in column A should still be in number order, not sorted with the names and data. 
The sheet tab should be named as DebAlph. 
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Activity 1.81:  Debtors Answer.xlsx (continued) 
Sort data according to the numbers in the Total column, from high to low. 

To the lecturer: 
The numbers in column A should be sorted with the names and data;  for example, Theron, B. will 
still be number 13 (column A).  The numbers should be sorted with the names and data. 
The sheet tab should be named as DebNum. 

Activity 1.82:  Marks1.xlsx 
Create, save, print without row and column headings 

To the lecturer: 
To print the worksheet WITHOUT the row and 
column headings: 
File, Print, Page Setup, Row and column heading 
should NOT be checked. 
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Activity 1.83:  Marks2.xlsx 
Edit, check the numbers, add text, add formulas, print with row and column headings 

To the lecturer: 
Students should check all numbers and change them.  New numbers are added. 
Accuracy is very important or wrong answers will be calculated.  Remind the students of this fact. 
To print WITH the row and column headings:  Row and column 
heading SHOULD be checked in the Page Setup dialog box. 

To the lecturer: 
7. Copy the worksheet to a new sheet, then display the formulas on this sheet.  The column widths 

can then be changed to fit in the formulas, and the workbook can then be saved. 
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To the lecturer: 
9. Check that the names are sorted with the correct marks next to the name;  total marks from high 

to low.  Check for example Tikolo, R for name plus marks. 
The sheet tab name is SortTotal. 

To the lecturer: 
12. Check that the names are sorted with the correct marks next to the name;  names in alphabetical 

order.  Check for example Tikolo, R for name plus marks. 
The sheet tab name is SortNames. 
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Activity 1.84:  Cash2021.xlsx (or current year in the file name) 
Integrated:  Create, add formulas, format numbers 

Activity 1.85:  Cash2021.xlsx (or current year in the file name) 
Integrated:  Create, add formulas, format numbers 

To the lecturer: 
The sheet tab name is Budget. 
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To the lecturer: 
The sheet tab name is Formulas. 



Topic 1.13:  Spreadsheets 89 Memo 

Activity 1.86:  Area1.xlsx 
Integrated:  Create, add formulas, format numbers 

To the lecturer: 
You can do much more with this exercise, for example use the floor area and different quotations 
received to compare the costs. 
Or, use the wall area to calculate the cost for the painting of the walls. 
In the square metre spreadsheet, the number 4 in the heading could be placed in a separate cell.  An 
absolute cell address could then be used in the formula, for example  =E19/$D$16.  Press F4 to apply 
the absolute cell address for D16.  /$D$16 will stay constant when copying down the column;  it is an 
absolute cell address. 
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Activity 1.87:  Corona Statistics Worldometer.xlsx 
Integrated:  Computational thinking 

To the lecturer: 
So much to be discussed, and calculations that can be done in this workbook.  Students can 
give their inputs and discuss it in a computational thinking way.  Ask the questions, such as 
why do Worldometers do all these statistics?  Analyse the statistics.  Do more calculations. 
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Activity 2.1 
Networks 

Instructions: 
1. Answer the multiple-choice questions:  Type or choose the correct answer to the questions below.   

“Click or tap here to enter text” in the space provided or choose correct answer from drop-down list. 
2. Change the font colour to red when you enter the letter or text to complete the answers. 
3. Save the answer file as Networks Systems 

1. Name the term defined by given below statement: 
 "Communications media, devices, and software connecting two or more computer 

systems or devices." 
Computer network 

2. Which cable networks are used for LAN connections? 
Twisted-pair wire, coaxial cable, fiber-optic cable

3. In computer networks, computing devices that route and terminate the data are called 
network  Switches

4. A computer network is a group of (i) Computers that are (ii) Connected to each other for 
the purposes of (iii) Communication  A computer (iv) Network allows computers to 
communicate with many other computers and to (v) Share resources and information. 

5. A PAN is a_. 

(a) Network that operates in a large area, such as across a country 
 (b) Network built for a single person connecting all the devices 
 (c) Very small network that usually covers a single home 
 (d) Network that operates in a small area, such as a house, school or office 

 Answer: (b) Network built for a single person connecting all the devices 

6. A computer connected with LAN can share information or peripheral devices

7. A group of computers connected together with the help of cables within an office 
building is called LAN

8. A switch is a device that_______. 

(a) Shares information between specific computers without involving the other 
computers in the network 

(b) Makes the decisions about all the messages that pass through the network 
 (c) Connects a computer or network to the internet 
 (d) Allows computing devices to connect to a wireless network without cables 

 Answer: (a) Shares information between specific computers without involving the other 
computers in the network
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9. Which of the following statements is not true about LAN? 
(a) LAN is designed for a small geographical area

 (a)  LAN is designed for a small geographical area 
 (b)  LAN's operate at higher speed than WANs 
 (c)  LANs are privately owned networks 
 (d)  LANs can share data across the world 

10. Network formed between computers which is spread across the continents is called: 

 (a)  LAN 
 (b)  WAN 
 (c)  MAN 
 (d)  WLAN 

(b)  WAN

11. A computer connected to a network is known as a stand-alone computer.  True or False? 
False   What is the reason for your choice?  Two or more computers are connected in a 
network

12. A separate printer will be needed in a network for all connected computers. 
False     What is the reason for your choice?  Printers are shared;  several people can use 
the same network printer

13. MAN's are the computer networks confined to a localised area such as an office. 
 False  What is the reason for your choice?  A MAN (Metropolitan Area Network) is a 

network that connects users and their computers in a geographical area that spans a 
campus or city

14. MAN provides communication services up to 5 km.  True or False?  False 
 Reason for your choice?  Using fiber optic transmission media, services can be over 

many km

15. Ethernet___________. 

(a) Ethernet is the technology that is commonly used in wired local area networks 
(LANs). 

(b) Is a type of data link protocol that defines the types of cables and connections used 
to wire computers, switches and routers together 

(c) Connects a computer or network to the internet 
 (d) Can remove computers from the network and restrict access to users 

 Answer: (a)  Ethernet is the technology that is commonly used in wired local area 
networks (LANs).

16. The people who can modify and change the network settings are called the 

Answer: Network administrators
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17.   Local Area Network   is a computer network that connects computers within a school. 

18. The Internet is an example of a Wide Area   Network. 

19. Which network covers the smallest geographic area? 

Answer: Personal Area Network

11. Name the type and function of the different network equipment. 

Type Function Equipment 

Cellular or WiFi Router To connect to the Internet. 

Modem Translates data from a 
digital form into an 
analog signal. 

Router Forwards data packets 
across two or more 
distinct networks 
toward their 
destinations through 
a process known as 
routing. 

12. Name the software needed to connect to the Internet. 

Answer: Web browser, for example Internet Explorer

13. Name the hardware equipment to connect to the Internet 

Answer: Computer, modem or router, fibre services

14. Explain the difference between a LAN and a PAN. 

Answer: LAN is a local area network, connects computers in a building
PAN is a Personal Area Network (PAN).  It is a wireless network that 
connects information technology devices close to one person.

15. List three advantages of using a network in a business environment. 

Answer: Sharing hardware, sharing software, sharing data, enables users to 
communicate and collaborate, teamwork.

16 List two possible disadvantages of using a network in a business environment. 
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Answer: You can lose access to your information if a file server breaks down.  
One computer can create problems for the entire network.  Computer 
networks require a specific setup to be useful.

17. Differentiate between the mode of transmissions.  Type your answer in the right 
column of the table. 

Mode of Transmission Description/Answer   

Wired Internet Wired, also called guided transmission media:  
Communications signals are guided along a solid 
medium, such as wires and cables.  The medium can be 
twisted pair wire, coaxial cable or fibre-optic cables.

Satellite Internet Communications satellites are relay stations that receive 
signals from an earth station and then redirect the signals 
back to many earth-based stations. 

Cellular Internet In a Wi-Fi wireless network, the user's smartphone, or other 
mobile device has a wireless adapter that translates data 
into a radio signal and transmits it using an antenna.  
The communications signal is transferred over airwaves 
as a form of electromagnetic radiation, or antennas, 
transmitting signals through air, water, vacuums.
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Activity 2.2 
Networks 

TOPIC 2:  Networks and systems technologies 

Instructions: 
2. Answer the multiple-choice questions:  Type or choose the correct answer to the questions below.   

“Click or tap here to enter text” in the space provided or choose correct answer from drop-down list. 
2. Change the font colour to red when you enter the letter or text to complete the answers. 
3. Save the answer file as Networks Systems 

1. Name the four main categories of Networks and say what the acronym stands for. 

PAN  Personal Area Network
LAN  Local Area Network
WAN  Wireless Local Area Network
MAN  Wide Area Network

2. Twisted-pair wire, cable, coaxial cable, and fiber optic cable are all examples of guided 
communications media.  True or False?     True

3. Define the term "computer network". 

A network can be described as two or more computers that are linked and capable of 
sharing information and resources with each other.

4. Define the term "network topology". 

Network topology shows how the hardware devices are arranged and how the 
communications links. 
Examples:  Star topology

5. What is a social network?  Give 3 examples. 

A social network is typically an online service or platform which is focused largely around 
uniting individuals and allowing them to communicate and interact.
Facebook, Twitter and Instagram

6. A network normally within an office environment. 

LAN (Local Area Network)

7. The Internet is a global network of computers that enables people all over the globe to 
communicate electronically.  True or False?     True

8. List three advantages of using a network in a business environment. 

Answer: Sharing hardware, for example the same network printer.
Sharing software, for example MS Word.
Sharing data, for example a database file.
Users can communicate, engage and elaborate with others, for example 
sharing documents.
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COMPUTATIONAL THINKING
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To the lecturer: 

This topic should be integrated with Topic 1.13, Spreadsheet basics, to show how 
spreadsheets could be used to solve everyday problems.  Refer to spreadsheet activities 
completed in the spreadsheets section. 

Apply computational thinking techniques when creating spreadsheets in this section:   
decomposition, patterns, abstraction, and algorithms. 

Ask questions, such as: What is the problem to be solved? 
Why would it be good to use a spreadsheet to solve the problem? 
What steps, algorithms, will be followed? 
Why presented in this way? 
Did you really solve the problem? 

Most important is the concepts of Decomposition, Pattern Recognition, Abstraction and 
Algorithms.  The explanations do not need to be very technical. 

Unplugged activities can be used in the classroom to demonstrate these concepts, depending on the 
particular group of students. 

What are unplugged activities? 
"The objective of unplugged activities is mainly to teach programming concepts through the use of 
games ora ctivities that can be done offline using tangible objects, such as paper and markers.  
Therefore, it is valuable to develop Computational Thinking Skills without the use of technology". 

Add unplugged activities to improve computational thinking skills, visit the following websites for 
ideas and apply what you think will be applicable for your student group: 

http://info.thinkfun.com/stem-education/6-unplugged-coding-activitiesfor-hour-of-code 
https://teachinglondoncomputing.org/free-workshops/programmingunplugged-programming-
without-computers/ 
https://www.bebras.org/ 
https://code.org/curriculum/unplugged 
https://en.wikipedia.org/wiki/Code.org 

Spreadsheets is an important tool for computational thinking:  taking a problem and breaking it down 
into smaller parts, for example in Tourism to compile a tour.  Use the example in the textbook, or 
students can use their own ideas.  They can arrange a tour in South Africa to places known to them. 

Examples of Activities:
 Create a brochure that will advertise various holidays to potential customers. 

 Present the sales data of a company in a meaningful way. 

 Prepare quotations for 3 laptops and do a comparison according to specifications and price. 

 Add an integrated Excel/Word/PowerPoint activity to force students to think how they need 
to solve the problem.  For example, plan an event:  they must present 3 options to the client 
which must include a budget (Excel), invitations (Word), marketing (PowerPoint).  Let the 
students draw a diagram to indicate the flow of events that lead to the end result (algorithmic 
thinking, flow chart), or write a step-by-step planning document for the event (with timelines). 

 Let’s say a student is appointed as a PA to a manager for a travel agency and he/she must assist 
the manager to compile two new tours for their catalogue. 

 The student must gather data of possible flights from different airlines. 

 Select the best flights based on criteria. 

 Sort the flights according to the dates and times. 

 Create a simple chart to explain to the customers how to book a holiday package. 
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Activity 3.1 
Computational thinking in Excel 

TO THE LECTURER 
The practical answer files are in the Topic 3 Computational answer files folder. 

EcoGreen.xlsx 

Formulas 
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Activity 3.2 
Computational thinking in Excel 

EcoGreen Traders sales.xlsx 

Sales January to March 202? 

Sales April-May 202? 
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Activity 3.3 
Computational thinking in Excel 

Colours Answer.xlsx 

Newcolours.xlsx looks exactly as this one, but is copied to a new file name. 

TO THE LECTURER 
To copy this file with all the formatting, colours and column widths:  select the rows and copy to the 
new worksheet. 
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Activity 3.4 
Conditional thinking in Excel 

Tour1.xlsx 
Sorted on Total income. 

Formulas 
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Activity 3.5 
Conditional thinking in Excel 

Covid19 Stats Aug2020.xlsx

1. Discuss what you understand this graph is showing.  Write down a list of what you understand. 

Practical 3.1.19 

TO THE LECTURER 

The practical file, Topic 3 Travel Smart France.xlsx answer is provided in the Topic 3 
Computational answer files folder. 

The student can do his own tour in South Africa;  they can choose what they want to do.  A flight or 
two should be included in his tour program. 
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Enter formulas to calculate the Total price;  do not type in the answers. 

PRACTICAL 
Create these spreadsheets on 
one worksheet;  rename the 
sheet to France. 

Advanced spreadsheets can be 
created on separate sheets with 
one summary sheet to 
calculate the results.

PRACTICAL 
Students can search on the 
Internet about the places to be 
visited, and compile a 
brochure in Microsoft Word 
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Formulas 

TO THE LECTURER 
In N4 and N5 Computer Practice, the IF formula and absolute cell addresses can be used to choose 
flights and hotels according to criteria, such as Total flight duration hours or Price per person. 
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INTERNET AND COMMUNICATION SKILLS 
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To the lecturer: 

Actually, students do not need much motivation to do the Internet and WWW.  They usually know 
how to browse the Internet;  they do it on their cellphones/smartphones to search what they want to 
know.  Ask them a few questions to convince them that they do not know all about this topic, for 
example: 
 What is a web browser? 
 Identify different web browsers. 
 What is a URL, HTTP, HTML, IM? 
 Name different search engines. 
 What is CAPTCHA? 

Help students who do not know how to connect to and use the Internet. 

Exploring the Internet, the student can capture and use screenshots, using printscreen and the 
Snipping Tool, to show that he did what was asked in the question.  Open a new Word document, 
number his answers and paste the images into this document. 

Activity 4.1 
Go to a web page 

Answers are pasted in a word document:  Internet Samples.docx. 

2. http://www.mweb.co.za 

3. Mweb logo 

4. The student should show that he visited the web address: 
http://www.mweb.co.za/hub/learning/default.asp

Copied any two lines from this web address. 

5. Print the document. 

Activity 4.2:  Using the Internet and the World Wide Web 
Internet Activity2.docx 

TOPIC 4:  INTERNET AND COMMUNICATION SKILLS 

Instructions: 
1. Answer the multiple-choice questions:  Type an a, b, c or d in the space provided. 
2. Change the font colour to red when you enter the letter or text to complete the answers. 
3. Save the answer file as Internet Activity2 Answers.docx 

Multiple choice 

1. The following are Browser buttons: 
a. Free Hotmail and Windows Media. 
b. Print. 
c. Forward, Stop and Refresh. 
d. Messenger. 

Answer: c 
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2. Which of the following can take you back to the home page? 
a. Esc 
b. Home icon 
c. Alt+Home 
d. b and c 

Answer: b

3. The Internet and the WWW are the same thing.  True or False? 

Answer: False

4. When you click a hyperlink, 
a. a pop-up box appears with a description of the hyperlink. 
b. the name of the hyperlinked file appears. 
c. another location on the Internet is accessed. 
d. you are automatically logged off the Internet. 

Answer: c

5. When the mouse pointer moves over a hyperlink, 
a. the link changes colour. 
b. the link blinks. 
c. the pointer changes to a hand with a pointing finger. 
d. the pointer changes colour. 

Answer: c

6. Hyperlinks usually connect to other web pages, but they can also lead to 
a. graphic file images 
b. sound clips 
c. Video files 
d. All of the above 

Answer: d

7. The term "home page" means 
a. the main page for a particular web site. 
b. the first page that opens when you start your browser. 
c. the web page that a particular browser loads the first time your run it. 
d. All of the above 

Answer: b

8. When a web page takes a long time to load you can click the ------ button to halt the web page 
transfer from the server. 

a. Refresh 
b. Hotmail 
c. Stop 
d. Pause 

Answer: c
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Activity 4.3 
Internet Activity3.docx 

TOPIC 4:  INTERNET AND COMMUNICATION SKILLS 

Activity 4.3:  Introduction to the Internet 
Internet Activity3.docx 

Instructions: 
2. Answer the multiple-choice questions:  Type an a, b, c or d in the space provided, or as 

indicated. 
2. Change the font colour to red when you enter the letter or text to complete the answers. 
3. Save the answer file as Internet Activity3 Answers.docx 

Multiple choice 

1. Which of the following is used for exchanging information over the Internet? 
a DOS 
b. C 
c. HTTP 
d. Word 

Answer: c

2. Match these abbreviations to their functions: 

FTP An Internet Address A
ISP Links computer across the telephone network B
ADSL Commercial provider of Internet access C
URL Allow file transfer between computers D

Answers: 

FTP D
ISP C
ADSL B
URL A

3. Does a computer always need a modem/router to access the Internet? 
 Yes
 No 

4. Match these icons on the Internet Explorer's (Browser's) toolbars to their functions: 

Loads a new copy of the current page. A 

Opens MS Outlook. B 

Cancels the current search. C 

Brings you to the Browser's start page. D 
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Allows you to search the Internet. E 

Returns you sequentially through the pages  
you are browsing. F 

Lists sites whose addresses you have stored. G 

Answers:  Enter the letter, for example D 

C

A

D

E

G

B

F

5. What is a URL and give two examples? 

Answers: 
A URL is the address of an Internet file (web page). 
http//www.msn.co.za 
http//www/online.computicket.com 

6. Web documents are created in  
a. HyperText Transfer Protocol (HTTP) 
b. HyperText Markup Language (HTML) 
c. Transmission Control Protocol (TCP) 
d. Internet Protocol (IP) 

Answer: b

7. Which of the following statements about the Internet is true? 
a. The Internet is less than 10 years old 
b. The Internet is maintained and administered by the federal government 
c. The Internet is about connecting computers;  the WWW is about connecting people. 
d. All of the above 

Answer: c

8. 
What is this called?  Give a short definition. 

Answer: URL
A URL is the address of an Internet file (web page).
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9. A  …(1)…. is a program that searches documents on the WWW for specified keywords and 
returns a list of the documents found.     search engine

….(2)…. is an application we use to view web pages.     .     web browser

….(3)…. is software that generates and grades tests that humans can pass but all but the most 
sophisticated computer programs cannot     .     CAPTCHA. 

….(4)… is used for short-form mobile videos.  It is used to capture and present precious life 
moments, directly from the mobile phone.     .     TikTok

By following ….(5)…. you can go from page to page on the Web.     .     links

10. A virus can be transmitted when you:  
a. Download files from the Internet 
b. Download files without a virus protection program installed. 
c. Both a. and b. 
d. Neither a. or b. 

Answer: c

11. A Web browser is a 
a. user who browses the web without actively participating. 
b. user who browses the web and actively participating. 
c. program that access web sites on the Internet. 
d. search engine on a Gopher site. 

Answer: c

12. A URL is a unique web address.  In this URL, what does the parts stands for? 

http:/www./google.com 

Answer:  http stands for Hypertext Transfer Protocal and is the method by 
which files are transferred over the Web 

 www is short for World Wide Weg, the part of the Internet 
where the site is situated

 .com shows that it is an address of a commercial organisation

Activity 4.4 

Practical exercise.  The student can do on his own to practise.  Screenshots are done and inserted into 
a Word document. 


 


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TO THE LECTURER 
Motivate students to do a search on the Internet on any definition or topic they do not know, for 
example:  what is HTTP, FTP?  What is the URL for Cape Town University? 

Activity 4.5 

Answer file saved as Internet Skills.docx;  answers in red. 

Topic 4:  Internet and Communication 

Internet & WWW Quiz 01 

Instructions: 
3. Answer the multiple-choice questions:  Do the following as indicated “Click or tap here to 

enter text” in the space provided. 
2. Change the font colour to red when you enter the letter or text to complete the answers. 
3. Save the answer file as Internet Skills 

1. The first network was 
(a) ARPANET 
(b) Internet 
(c) NSFnet 
(d) NET 

Answer: (a)

2. To join the Internet, the computer has to be connected to a 
(a) Internet architecture board 
(b) Internet society 
(c) Internet service provider 
(d) None of the above 

Answer: (c)

3. Web documents are created in  
a. HyperText Transfer Protocol (HTTP) 
b. HyperText Markup Language (HTML) 
c. Transmission Control Protocol (TCP) 
d. Internet Protocol (IP) 

Answer: b.

4. Which of the following statements about the Internet is true? 
a. The Internet is less than 10 years old 
b. The Internet is maintained and administered by the federal government 
c. The Internet is accessed by millions of people, the exact number of which is impossible to 

determine 
d. All of the above 

Answer: c.



Topic 4:  Internet and communication 114 Memo 

5. When the mouse pointer moves over a hyperlink, 
a. the link changes colour. 
b. the link blinks. 
c. the pointer changes to a hand with a pointing finger. 
d. the pointer changes colour. 

Answer: c.

6. Which part of the URL http://www.mweb.co.za identifies the Internet address of the web site 
(server)? 
a. http:// 
b. www.mweb.co.za 
c. index.html 
d. none of the above 

Answer: b.

7. A web browser is a 
a. user who browses the web without actively participating. 
b. user who browses the web and actively participating. 
c. program that access web sites on the Internet. 
d. search engine on a Gopher site. 

Answer: c.

8. Write down the letter that matches the correct answer: The letters “http” stands for: 
a. Hypertype transport protocol 
b. Hypertext transfer protocol 
c. Hypertext transfer process 
d. Hypertype transfer protocol 

Answer: b.

9. Which of the following web browsers is installed with Windows 10? 
a. Google Chrome 
b. Mozilla Firefox 
c. Edge and Internet Explorer 
d. Safari 

Answer: c.

10. To open the Help window in Internet Explorer, press F1 or click Help on the menu bar, and then 
click Contents and Index. 
a. True 
b. False 

Answer: a.

11. The most common transfer protocol used on the Internet is 
a. FTP 
b. Gopher 
c. HTTP 
d. Telnet 
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Answer: a.

12. An organisation responsible for providing Internet services to a customer is commonly known 
 as 
 a.  Government 
 b.  ISP 
 c.  TCP/IP 
 d.  HTTP 

 Answer: b.

13. Combination of multimedia and hyperlink is called 
 a.  hypermedia 
 b.  E-mail 
 c.  hypertext 
 d.  None of these 
 Answer: a.

14. A collection of Web pages linked together in a random order is 
 a.  a Web site 
 b.  a Web server 
 c.  a search engine 
 d.  a Web browser 

 Answer: a.

15. The status bar indicates 
a. the name of the web page that is loading. 
b. the load status of the document that is loading. 
c. messages such as “Document:  Done.” 
d. All of the above 

Answer: d. 

16. Which keyboard shortcut can be used to select the contents of the Address bar? 
a. ESC 
b. CTRL+B 
c. ALT+Home 
d. ALT+D 

Answer: d.

17. When you click a hyperlink, 
a. a pop-up box appears with a description of the hyperlink. 
b. the name of the hyperlink file appears. 
c. another location on the Internet is accessed. 
d. you are automatically logged off the Internet. 

Answer: c.

18. Hyperlinks usually connect to other web pages, but they can also lead to 
a. graphic file images 
b. sound clips 
c. Video files 
d. All of the above 
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Answer: d.

19. The term “home page” sometimes called the front page means 
a. the main or initial page of a particular web site 
b. the first page that opens when you start your browser 
c. the first web page of a web site 
d. All of the above 

Answer: b.

20. Identify web addresses and e-mail addresses from the following. Enter your answer in the 
second column 

Addresses Answer
a. http://www.soal.com Web address
b. Raga100@rediffmail.com e-mail address
c. www.hotspider.co.in Web address
d. 235hotspot@elixir.co.za e-mail address
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Activity 5.1 

1. Word document Search Engine.docx created. 

2 & 3. Student can list the three search engines used in his Word document. 

4. List the three search engines as headings in bold. 
Pasted the first three hits (results) from each searh engine. 

5. Results for organic from Canada copied and pasted.  Various web sites are available. 

6. Show the URL for New Seven wonders of the world, for example 
https://www.britannica.com/list/new-seven-wonders-of-the-world 
There are many web sites available;  the student should search for the best one. 

7. Print the Word document. 

Activity 5.2 

Answer file saved as Digital Response.docx;  answers in red. 

Topic 5:   Digital Citizenship 1 

Instructions: 
Answer your questions by “Choose an item" or "Click or tap here to enter text" in the 
space provided. 
Change the font colour to red when you complete the answers. 
Save your Word answer file as Digital Response. 

1. Which field has been benefitted using the Information and Communication 

Technology Tools? 

a) Education  b) Health 

c) Governance  d) All of these 

Answer: d)

2. Making illegal copies of copyrighted software is called ………… 

a) Software piracy b) Browsing 

c) Collaboration d) Electronic distribution 

Answer: a)

3. Lack of enforcement is called a plagiarism. [True/False]

Answer: False
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4. Secrecy means that we can share the personal information of an individual with 

anyone. [True/False]

Answer: False

5. Software piracy is the act of illegally copying software. [True/False]

 Answer:  True 

6. Using work of other people, we should always give credit to them. [True/False]

 Answer:  True

7. Describe hacking in your own words. 

Answer: Hacking is an attack through social engineering, for example pretending to 
befriend someone, buth with the main intention to gain unauthorised 
access to their accounts.

8. Which of the following is not done by cyber criminals? 

a) Unauthorized account access 

b) Mass attack using Trojans as botnets 

c) Email spoofing and spamming 

d) Report vulnerability in any system  

Answer: d)

9. Which of the following is not a type of cybercrime? 

a) Data theft 

b) Forgery 

c) Damage to data and systems 

d) Installing antivirus for protection 

Answer: d)

10. Type the answers below each other at the left margin of the answer document. Type 

the number of each question in Column A with the capital letter in Column B that goes 

with it. Example: 

Examples 
1 C 

2 D 
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Column A Column B 

1. E-business A. Can be read and interacted with electronic device like 
computers, e-Book reader, etc. 

2. E-banking B. The sharing of business information, maintaining business 
relationships and conducting business transactions by 
means of ICT 

3. E-text C. Covers all business activities, processes and applications 
performed by means of mobile devices such as mobile 
phone, PDA etc. 

4. E-tailing D. Defined as the automated delivery of banking services 
directly to customers through electronic channel. 

5. M-business E. The selling of retail goods on the internet. 

6. Computer Forensics F. © 

7. digital footprint G. Analyses data in way that preserves the integrity of the 
evidence collected so that it can be used effectively in a 
legal case. 

8. Copyright H. It refers to the disposal of broken or obsolete electronic 
components and materials.  

9. Cloud computing I. It includes the websites you visit, emails you send, and 
information you submit to online services. 

10. E-waste J. The term is generally used to describe data centres available 
to many users over the Internet. 

11. Green computing K. Today, the term embodies the entire life cycle of 
technologies, including research, manufacturing, use, and 
disposal.  

Answer: 

1. E-business E 

2. E-banking D

3. E-text A 

4. E-tailing C 

5. M-business B 

6. Computer 
Forensics 

G 

7. Digital footprint I 

8. Copyright F

9. Cloud computing J 

10. E-waste K

11. Green computing H 

11. Which of the following is not a symptom of a virus attack?
 a) The computer begins to run slowly 
 b) Unusual messages and graphics appear on the screen for inexplicable reasons 
 c) Some programs or data files on the computer either become corrupt or are difficult  
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 to locate 
 d) Your data is copied to another location 

Answer: a)

12. The programmers who break into secure systems for malicious purpose are 

a) crackers  

b) hackers 

c) breakers  

d) burglars 

Answer: a)

13. Someone who breaks into someone else’s computer system, often on a network; 

bypasses passwords or licenses in computer programs without malicious intent with a 

wish to learn and improve security.

a) Hacker  

b) Cracker 

c) worm  

d) malware 

 Answer: a)

Activity 5.3 

Answer file saved as Digital Response2.docx;  answers in red. 

Topic 5:   Digital Citizenship 2 

Instructions: 
Answer your questions by “Choose an item" or "Click or tap here to enter text" in the 
space provided. 
Change the font colour to red when you complete the answers. 
Save your Word answer file as Digital Response2. 

1. “Virtual schools are better than traditional schools.”  What is a virtual school?  Write 
two advantages and disadvantages that you personally see in virtual schooling. 

Answer:  What is? An online school teaches students entirely or primarily online or 

through the Internet. 

Answer:  Advantages Flexible:  virtual learning can usually take place at a time that 
is convenient for the student. There is no longer any need to be 
in a classroom at a specific time on a specific day.
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Answer:  Disadvantage Isolation:   there are no other students with whom to discuss 
the course;  so the type of classroom discussions that can lead 
to understanding of the subject do not happen.

2. Explain what the term green computing means 

Answer: Computers and other electronic devices can be used in a manner that 
is friendly to the environment, for example recycle the components of 
a computer or other electronic device. 

3. Give a short definition of e-waste 

Answer: Electronic waste is the term used to describe old computers and electronic 

devices which have been disposed of by their original users when they are 
discarded.

4  Name two negatives of ICT on people’s health. 

Answer: By looking at a monitor which is a constant distance away can cause eye-

strain (tiredness of the eyes).

In particular, typing and using a mouse for long periods are common causes 
of RSI in the wrist (it is often called carpal-tunnel syndrome

5. Name three examples of how the environment impacts our health. 

 Answer: Lighting is a health factor in computer use.  Be aware that use of artificial 

light, amount of light, direction of light are all important considerations.

Positioning of the computer, desk and seat is important.  Back problems 
associated with poor seating or bad posture can occur.  

Prevent discomfort caused by heat.  Ventilate rooms but avoid creating 
draughts 

Activity 5.4 

Group activities 


