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Hoërskool Johan Jurgens 
Computer Applications Technology, Grade 12 

February 2026, Practical Test MARKSHEET 
 

 
NAME: _________________________________  CLASS: _______ / 60 

Q1  Q2  Q3      

Word  Access  General     

Question 1 (Word processing) – Total: 30 

General guidelines:  

 For all questions involving fields, press Alt+F9 to view the field codes. (Press Alt+F9 again to 
turn the field codes off.) 

 To reveal formatting codes press Shift+F1. 

 Show/Hide can be toggled on/off with the shortcut Ctrl+Shift+8. 

Item / Criteria Max  

1Bulletin 

1.1 
Text ‘E-LEARNING LESSONS’ on cover page 

Character spacing set to ‘Normal’  
1 

 

1.2 

Paragraph shaded in green under ‘Adoption and adaption’ 

First line indent approx. 2 cm (use own discretion)  

 [ Turn on Show/Hide – did NOT use Space bar ] 

Paragraph borders: Only left and right sides  

  Width = 4½ pt  

Justified  

No ‘dotted line’ at end of paragraph  

 [ Removed tab at 8 cm or tab leader ] 

 

5 
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1.3 

Styles 

Paragraph ‘After’ spacing of Heading 2 style = 6 pt  

 [ To confirm, hover mouse over Heading 2 style in Styles box ] 

Changed TWO instances of Heading 3 style to Subtitle style  

 [ Advantages / Disadvantages and limitations – both on pg. 4 ] 

2 

 

1.4 

First paragraph and image under ‘Compatibility issues’ 

Text wrapping = ‘Tight’ or ‘Through’  

[ Can mark visually – all text around image must be visible ] 

 

1 

 

1.5 

Text in blue under ‘The road ahead’ 

Formatted in 3 columns  

 with line between  

Bulleted list  

 Bullet character = Wingdings character code 56  

 

4 

 

1.6 

SmartArt diagram under ‘The road ahead’ 

Added shape  

 [ Text of added shape should be ‘them’, but accept any ] 

 between ‘Give’ and ‘wings’   

 

2 

 

1.7 

Text in red under ‘Important issues’ 

Number style correct for Level 1 (1, 2, 3, ...)  

Number format correct for Level 1 (replaced square bracket with full 
stop)  

Last item (Charts) moved to Level 2  

3 
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[ Check that Multilevel list used: click on 
item/s in list (except 1st item): click on 
Increase / Decrease Indent – level/s of 
item/s must adjust automatically ]  

 

1.8 

Find and Replace 

Replaced all 15 instances of ‘pupils’ with ‘LEARNERS’  

[ Award mark if uppercase OR lowercase ] 

 All 15 uppercase ‘LEARNERS’  

[ Press Ctrl+F  type in ‘learners’  check in Navigation panel ] 

2 

 

 TOTAL 20 
 

Question 2 (Database) – Total: 30   

General guideline:  

 F4 is a handy shortcut to open the Property Sheet for any object. 

Item / Criteria    Max  

2Admin 

2.1.1 
– 

2.1.6 

Table: Evaluation (Design View – field properties, etc.) 

Learner: Required = Yes  

Area: Added item ‘Office’ to Combo Box  

  Order of items in Combo Box as shown  

  [ Accept either solution below – in case learner did 
NOT add item ‘Office’ ] 

   

Score:  Validation rule:  Between  1  And 5  

14 

 

SysTech 
Networks 
Office 
Website 
Integration 

SysTech 
Networks 
Website 
Integration 
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Item / Criteria    Max  

    or: >=1  and  <=5  

    or: >0  and  <6  

    or: 1 or 2 or 3 or 4 or 5  

Code:  Input mask:  >L<LL09 

    <   

    0   

    9   

Test_date:        Date displays in 'Short Date' format  

Age:                  Decimal places set to 0  

Contact:            Validation rule: Like *@* 
 *  
 @   
 *  

2.2 

Query:  qry2_2 

Fields added (only): CellNo, Category, Years_Exp  

Category criterion: "Teacher"  

Years_Exp criterion: >3  [ or >=4 ]  

  [ On same row as Category criterion ] 

[ 13 records expected ] 

 

3 

 

2.3 

Query: qry2_3 

Category field: Criterion = "Teacher" Or  "Parent"  

Weekend criterion: True / Yes / On  

[ 12 records expected ] 

 

3 
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Item / Criteria    Max  

2.4 

Form: frm2_4 

Form header: Background colour = white  

  Inserted image 2Handshake  

  Label has a ‘shadow’ effect  

   

Sponsorship field: Decimal Places = 2  [ Also accept ‘Auto’ ]  

4 

 

2.5 

Report: Sponsorships 

Created, based on Sponsorships query (all fields)  

 Grouped by Category field  

 Sorted by Supporter field (ascending order)  

3 

 

2.6 

Report: rpt2_6 

Text Box added in report header / footer  

Function in Text Box: =MAX  ([Sponsorship])  Ans = 750 

[ Ignore content of accompanying label ] 

3 

 

 TOTAL 30 
 

Question 3: General – Total: 10 

Item / Criteria    Max  

 3Meeting.docx 

3.1.1 
Watermark 

Layout of watermark ‘PROPOSED’ = horizontal  
1  

3.1.2 

Multilevel list: text in red: pg. 1 

Level 2 does not include Level 1 number  

Item ‘Donations’ moved to Level 2  

[ Check that Multilevel list used: click on item/s 
in list (except 1st item): click on Increase / 
Decrease Indent – level/s of item/s must adjust 
automatically ]  

2  
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Item / Criteria    Max  

 

3.1.3 

Text in blue: pg. 1 

Leader (any) added to tab at 3 cm  

Tab key pressed – ‘EMAIL ADDRESS’ moved to tab at 12 cm  

 

2  

3.1.4 

WordArt ‘Questionnaire’: pg.  2 

Transform effect removed (‘No Transform’)  

 

1  

3.1.5 

Underlined email address: pg. 2 

ScreenTip text = admin@boulderhigh.org.za  

[ Can copy/paste ] 

 

1  

3.1.6 

Form fields: pg. 2 

Cell number: Default text removed  

Help with transport: Check box size = Auto  

Preferred means of contact: Removed item ‘Other’  

   

3  

 TOTAL 10  

 

Phone 
Email 


