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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 2003:  Go to View, click Header and Footer, click Switch between Header and 
Footer to Footer, click Insert auto text, click Filename and path.

*	 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 2003:  Click Print, click Options, under Include with documents, click Document 

properties, click OK.
*	 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” 

regularyly, 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 12 printed pages.

Republic of Namibia
MINISTRY OF EDUCATION, ARTS AND CULTURE

[Turn over© MoEAC/DNEA 4348/2/20
926341



2

4348/2/20

QUESTION 1

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

FIELD NO FIELD NAMES RECORD 1 RECORD 2
1 Date 13 September 2020 20 September 2020
2 Title Ms Mr
3 First Name Birgitte Mark
4 Last Name Hoffmann Sevelinus
5 Street Bayside Avenue Parker Street
6 Extension Vineta Ocean View
7 TOWN SWAKOPMUND SWAKOPMUND
8 Sender Denver van Wyk Denver van Wyk
9 Designation CONSULTANT CONSULTANT
10 Typist zv zv

1.2	 LETTER
1.	 Retrieve the letterhead saved as FITNESS from the C-drive and key the 	 	
	 following LETTER in proper style.  Note the manuscript instructions.
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” and a right-hand margin 	 	
	 of 1”.
4.	 Apply the rules for typing correspondence.
5.	 The places where fields must be inserted are indicated in bold print with the 	 	
	 number of the field.
6.	 Leave spaces open for the insertion of the different fields.
7.	 Use MAIL MERGE and complete Question 1.
8.	 Save your document as FORM LETTER.
9.	 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 2

Key the following MINUTES with an action column in proper style.  Note the editing 		
signs.  Save the file as QUESTION 2 immediately you start work on this question	 	 	 	
and save your work regularly when working through the question.  Print the question.

								                                                           [30]

926341



6

4348/2/20
926341



7

4348/2/20 [Turn over

QUESTION 3

Key the following PROGRAMME in proper style on A5 book form.  Information on 
each page must be vertically centered.  Note the manuscript instructions.  
Save the file as QUESTION 3 immediately you start work on this question and 
save your work regularly when working through the question.  Print the question.
								                                                           [25]
__________________________________________________________________
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QUESTION 4

Key the following LAST WILL AND TESTAMENT in proper style on A4 paper.  
Take note of the manuscript instructions and apply the rules for typing testaments.  
Save as QUESTION 4 immediately you start work on this question and save your 
work regularly when working through the question.  Print the question.
								                                                         [30]
_________________________________________________________________

926341



10

4348/2/20
926341



11

4348/2/20 [Turn over
926341



12

4348/2/20

QUESTION 6

1.	 Create a spreadsheet using the information below.  Do not put any lines or 	
border on it yet.  Save the file as QUESTION 6 immediately you start work on 
this question and save your work regularly when working through the question.

2.	 Use font style ARIAL and font size 12.
3.	 Print the spreadsheet in landscape.
4.	 Fit spreadsheet to one page.
5.	 Use left and right margins of 0.5”.
6.	 Start keying in cell A2.
7.	 Save as:  QUESTION 6
8.	 Ask for Question 6.1 and do the necessary editing.		  	    	

						          [35]
_______________________________________________________________________
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