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INSTRUCTIONS AND INFORMATION TO CANDIDATES

•	 Write your Name, Centre Number and Candidate Number in the spaces provided on the Cover Sheet.
•	 Insert a header.  Key your name and surname, left aligned and your candidate number two tab stops 

thereafter.
•	 Use ‘Courier New’ as the font style and the font size must be 12, unless otherwise indicated.
•	 Save the question.  Insert a footer.

*	 MS Word 2007/2010:  Save document first, go to Insert, click Footer, edit Footer (bottom), 
click on Quick Parts arrow (on top at Menu Bar), field, Field dialogue box open - under 
Categories: change all to document information, under field names click on File Name, on 
right at Field options click on box to add path to filename, left bottom click on field codes, 
click OK.

•	 Print an extra page.  While Word is still open go to File.
*	 MS Word 2007/2010:  Click Options, click Display, under Printing Options tick Print 

document properties, click OK.
•	 Begin each question as a new document, on a separate page.
•	 Make sure that you save all your answers.
•	 Print a hard copy of each answer.
•	 In each question you have to follow instructions, apply rules, key all data accurately, use “save” 

regularly, print, and then proofread carefully.

•	 Answer all questions.
•	 At the end of the examination, fasten each answer separately together and place all answers inside 

the cover sheet.
•	 The number of marks is given in brackets [ ] at the end of each question or part question.

This document consists of 16 printed pages.
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QUESTION 1

1.1	 DATABASE
1.	 Use the information given below to set up a database.
2.	 The field names are clearly indicated.
3.	 Be sure to save your work frequently when keying the database.
	 Save it as:  DATABASE.
4.	 Print a hard copy of the database on landscape, fitted to one page, and 	 	
	 include it in your cover sheet as Question 1.

FIELD NO FIELD NAMES RECORD 1 RECORD 2
1 Circular No.  14/2/22 15/2/22
2 File   X1/2 Z4/6
3 Enquiries  Josephine Beukes Moses Shaanika
4 Date 7 October 2022 7 October 2022
5 TO Chairman:  Educators’ 

Union
Head of Department:  
Human Resources

6 Name and 
Surname

Simon Angula Simon Angula

7 Title Deputy Director Deputy Director

1.2	 LETTER
1.	 Retrieve the letterhead saved as LETTERHEAD from the C-drive and key 	 	
	 the following OFFICIAL CIRCULAR LETTER in proper style.  
2.	 Save the file as LETTER immediately you start work on this question and 	 	
	 save your work regularly when working through the question.
3.	 Use block paragraphs with a left-hand margin of 1.5” and a right-hand 	 	
	 margin of 1”.
4.	 Apply the rules for keying correspondence.
5.	 The places where fields must be inserted are indicated in bold print with the 	 	
	 number of the field.
6.	 Use MAIL MERGE to complete Question 1.
7.	 Save your document as FORM LETTER.
8.	 IMPORTANT:	 Print a copy of the database on landscape, fitted to one page. 
					     Print a copy of the form letter.
					     Print a copy of each merged letter.

[40]
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QUESTION 6

1.	 Use MS Excel and RETRIEVE the spreadsheet saved as PAPER 2 QUESTION 6.	
Save the file as SPREADSHEET. 1.  Save your work frequently when working	
through the question.

2.	 Edit the spreadsheet as follows:

2.1	 Add rows at the top of the spreadsheet to insert the following headings in 		
Cell A1 and A3:

	 A1 - OMBILI SUPER FOODS
	 A3 - SALES FOR OCTOBER 2022

	 Display the heading in row A1 in bold and point size 14.
	 Display the heading in row A3 in bold, italics and point size 12.
	 Centre both headings across the spreadsheet.	 [2]

2.2	 Leave row A4 open after the column headings.	 [1]

2.3	 Add a new column TOTAL INCOME between UNITS SOLD and TOTAL
	 PROFIT.
	 Fit the column width throughout the document.	 [2]

2.4	 Transpose the SELLING PRICE and MARK-UP columns.	 [1]

2.5	 Add the following data at the end of the spreadsheet.	 [1]

ITEMS COST 
PRICE

UNITS 
SOLD

Pizzas 9.40 158
	
2.6	 Sort the ITEMS with the values in alphabetical order.	 [1]

2.7	 Bold print all the column headings.	 [1]

2.8	 Right align all the column headings except the ITEM column.	 [1]

2.9	 Insert a blank row after the last ITEM and add the following in bold print:

	 TOTAL
	 LOWEST PROFIT
	 HIGHEST PROFIT
	 AVERAGE PROFIT	 [1]

2.10	 Insert a formula to calculate the following:

•	 MARK-UP = Cost Price multiply 15 %
•	 SELLLING PRICE = (Cost Price plus Mark-Up)
•	 TOTAL INCOME = (Selling Price multiply Units Sold)
•	 TOTAL PROFIT = (Mark-Up multiply Units Sold)	 	 	 [4]
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2.11	 Display the values from COST PRICE to TOTAL INCOME with a currency ($)      	
and two decimal places.	 [1]

2.12	 Display the values of the TOTAL PROFIT column as integers with a 	 	 	 	
	 currency ($).							       [1]

2.13	 Insert a formula to calculate the following: 

	 TOTAL PROFIT
	 LOWEST PROFIT
	 HIGHEST PROFIT
	 AVERAGE PROFIT

	 Display with a currency and zero decimals.	 [5]

2.14	 Insert border across the spreadsheet with the method you are familiar.	 [1]

2.15	 Print one copy of the edited spreadsheet in landscape, fit to one page, centered 
vertically and horizontally and save.	 [2]

2.16	 Print a copy of the edited spreadsheet showing the formulae used and save.  		
Auto fit the columns.	 [1]

2.17	 Create a Pie Graph to display the Profit for 2022 for each Item.	
	 Print the graph on a separate sheet.

2.17.1	 Chart title to be displayed at the centre top of the graph:	 [1]

	 	 PROFIT FOR OCTOBER 2022

2.17.2	 Display data labels for each item.	 [1]

2.17.3	 Display a legend of the graph.	 [1]

2.18	 Save the graph as QUESTION 6 GRAPH.
[30]

The DNEA acknowledges the usage and reproduction of third party copyright material in the NSSC Assessment, with and without 
permission from the copyright holder.  The Namibian Government Copyright Act allows copyright material to be used limitedly and fairly 
for educational and non-commercial purposes.

The Directorate of National Assessment and Examinations operates under the auspices of the Ministry of Education, Arts and Culture 
in Namibia.
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