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INSTRUCTIONS AND INFORMATION

READ THE INSTRUCTIONS CAREFULLY BEFORE ANSWERING THE QUESTION PAPER.

1.	 The question paper comprises of THREE sections:
	 SECTION A: Theory (40 marks)
	 SECTION B: Word Processing (60 marks)
	 SECTION C: Spreadsheet (60 marks)
	 SECTION D: PowerPoint (40 marks)
	 SECTION A must be answered on the attached ANSWER SHEET. Approximately 30 minutes 

should be spent on this section.
	 SECTION B is done with the aid of a word processing program. Approximately 60 minutes should 

be spent on this section.
	 SECTION C is done with the aid of a spreadsheet program. Approximately 60 minutes should be 

spent on this section.
	 SECTION D is done with the aid of a presentation program. Approximately 30 minutes should be 

spent on this section.

2.	 In the event of a power failure or a computer or printer breakdown, the invigilator must make the 
necessary arrangements for the candidate to continue and the actual time lost must be added.

3.	 The candidate may be in possession of a list of ASCII codes.

4.	 Each answer must contain your name and surname in a header or footer, as instructed.

5.	 At the conclusion of the examination session, all printouts must be placed in the correct sequential 
order in a folder and handed to the invigilator. NO printouts whatsoever may be removed from the 
examination room. The invigilator must collect and destroy printouts not submitted for marking.

6.	 Save your files in the correct folder on the computer at regular intervals to prevent loss of work in 
the event of a power failure. 

7.	 At the end of the examination session a candidate should upload their folder to the cloud (Google 
Drive) and send a link to the lecturer via electronic mail. 

8.	 NO question paper may be taken out of the examination room, ALL papers must be handed in 
together with the candidate’s printouts.

9.	 No candidate may print their work for another candidate or make their files accessible to other 
candidates.
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DO NOT TURN THE PAGE BEFORE 
THE INVIGILATOR INSTRUCTS 

YOU TO DO SO
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SECTION A: THEORY

Retrieve the file N5 Answer Sheet from your N5 Exam folder and insert your name and surname (left) as 
header. Answer the questions and print the file. Place the printout in your examination folder.
Approximately 30 minutes should be spent on this section.

Question 1
Choose a description from COLUMN B that matches a term in COLUMN A. 
Type only the letter (A-J) next to the question number (1.1 – 1.10) in the answer sheet.

COLUMN A COLUMN B

1.1	 Irrigation technology

1.2	 Genetic Modification (GM)

1.3	 Engineers

1.4	 Surveying

1.5	 Forecasting

1.6	 Office automation

1.7	 Bluetooth

1.8	 Application software

1.9	 Smart clothing

1.10	 Operating systems

A.	 Computer-aided design (CAD) software is the application of computer 
technology for the purposes of design, used by …

B.	 Prediction of climate

C.	 Wireless pairing of nearby devices and accessories

D.	 e.g. Android, Windows Mobile, iOS (for iPhones)

E.	 High-tech sensors and computer controls that monitor and record the soil 
conditions

F.	 Different devices and software used to create, collect, store, manipulate, and 
relay office information needed for accomplishing basic farming tasks

G.	 Built-in technology that can perform a variety of tasks including fitness or 
health monitoring, interacting with phones and other devices

H.	 MS Word, MS Excel, MS Publisher

I.	 New DNA is transferred into plant cells

		  [10]

Question 2
Indicate whether the following statements are TRUE or FALSE. Type only TRUE or FALSE next to the 
question number (2.1 – 2.10) in the answer sheet.

2.1	 A Metropolitan Area Network (MAN) is a network that covers multiple cities and connects 
	 different local area networks.
2.2	 A WAN is a network that covers multiple cities and connects different local area networks.
2.3	 An example of a LAN is where computers in a college classroom are connected to a file server, 
	 sharing the same printer.
2.4	 Network architecture refers to how computers are arranged in the classroom.
2.5	 The Internet is an example of a WAN.
2.6	 The network architectures of Client-Server and Peer-to-Peer (P2P) networks are identical.
2.7	 To become a part of a Peer-to-Peer network, a computer user must initially join the network.
2.8	 e-Government attempt to simplify government procedures, improve access to information by 
	 citizens, improve service delivery, and strengthen accountability and transparency.
2.9	 A Client-Server network is more reliable than a Peer-to-Peer network.
2.10	 FTP is exactly the same as F2P or FtP.
		  [10]
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Question 3
Do the following question on the computer.

Create screen prints of the instructions done and paste them into the N5 Answer Sheet file under 
Question 3 as indicated. Save regularly.

3.1	 Open the folder, GRAIN, in the N5 Exam folder.
3.2	 Create subfolders, Barley and Maize in the GRAIN folder.
3.3	 Rename the file Soybean to Soya bean in the GRAIN folder.
3.4	 Create Excel files, Cereals.xlsx and Cornflakes.xlsx in the GRAIN folder.
3.5	 Delete the .docx file, Cornflakes, from the GRAIN folder.
	    Display the content of the GRAIN folder and make a screen print.
3.6	 Move the Cornflakes.xlsx file to the Maize subfolder.
3.7	 Create an Excel file Maize flour.xlsx in the Maize subfolder.
	    Display the content of the Maize subfolder and make a screen print.
3.8	 Rename the file Barley flower.docx to Barley flour.docx in the GRAIN folder.
	    Display the content of the GRAIN folder and make a screen print.
3.9	 Move the file Barley flour.docx to the Barley subfolder.
3.10	 Create a .xlsx file Cereals in the Barley subfolder.
	    Display the content of the Barley subfolder and make a screen print.
3.11	 Create a pptx file Biscuits in the Wheat subfolder.
3.12	 Create .docx files Bread flour and Pastries in the Wheat subfolder.
3.13	 Create .xlsx file Pasta in the Wheat subfolder.
3.14	 Sort the Wheat subfolder according to the file name in descending order.
	    Display the content of the Wheat subfolder and make a screen print.
		  [16]

Question 4
Answer the following questions by using full sentences as indicated to “explain”, “define” and “discuss”. 
Single-word answers will not be accepted. Type the answer next to the question number (4.1 – 4.4) in 
the N5 Answer Sheet file.

4.1	 Discuss how PCs or mobile computers and applications can be used as part of the farming 
	 industry.
4.2	 Define electronic mail.
4.3	 Explain how a farmer can use a mobile office.
4.4	 Discuss the difference between Wi-Fi, Bluetooth and NFC connections in terms of their 
	 communication range/distance.
4.5	 Save and print the N5 Answer Sheet file and place the printout in your examination folder.
		  [4]
		  TOTAL: [40]
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SECTION B: WORD PROCESSING

Question 5
1.	 Open the word processing program and retrieve the file SA Grain from the N5 Exam folder.
2.	 Edit the document as indicated in the text and according to the instructions below.
3.	 Insert your name and surname (left) and the question number (right) as header.
4.	 Change the font of the whole document to Calibri 12 pt. (including the headers and footers).
5.	 Change the main heading to 20 pt., bold, underline and centre.
6.	 Change the alignment of the rest of the text to Justify (distribute the text evenly between the 
	 margins).
7.	 Insert the page breaks as indicated.
8.	 Change the left and right margins of page 2 only to 3.5 cm each.
9.	 Insert page numbers at the bottom centred. Start at 20 and use the form of Page 20, Page 21, etc.
10.	 Use the Multilevel numbering function to apply numbers and bullets as indicated. Customise the 
	 first option on the list as follows:
	 Level 1	 1. 	 aligned at 0 cm	 indent at 1 cm
	 Level 2	 1.a.	 aligned at 0 cm 	 indent at 1.25 cm
	 Level 3	 1.a.i. 	 aligned at 0 cm 	 indent at 1.75 cm
	 Bullets 		  aligned at 1.25 cm 	 indent at 2 cm
	 Hint:
	 Indent the text correctly and use the Format painter to brush over all paragraphs with the same 
	 format.
11.	 Find and replace the acronym SA with South Africa (in bold) in the first two paragraphs only.
12.	 Insert the picture Grain.jpg on the bottom right of the last page. Change the picture layout to 
	 Square and the size to 3 cm x 4 cm.
13.	 Save the file as SA Grain Done in the N5 Exam folder and print. Place the printout in your 
	 examination folder. Only ONE document may be handed in for this question.
		  [30]
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Question 5 (continued)
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Question 5 (continued)
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Question 5 (continued)
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Question 6
You are the admin clerk at SA Grain. Send the invitation for various workshops to possible delegates 
on the data list.

Question 6A
1.	 Use the mail merge function to create a data file using the information in the table below:

NAME John Thabo Cyril Ann

SURNAME Smit Makheba Mbeki Bosch

ADDRESS Johnnies Farm Chalala Ranch CM Farmstead Saamstaan Plaas

TOWN Malmesbury Malmesbury Paarl Paarl

CODE 7299 7299 7646 7646

WORKSHOP Weed control Pest control Irrigation of maize Calibration of 
planters

VENUE Sasko Mills, 
Malmesbury

Sasko Mills, 
Malmesbury Sasko Grain, Paarl Sasko Grain, Paarl

DATE 15 April 20?? 16 April 20?? 17 May 20?? 18 May 20??

2.	 Adjust the column widths as required and change the orientation to landscape.
3.	 Insert your name and surname (left) and the question number (right) as the footer.
4.	 Save the document as Grain Data in the N5 Exam folder and print.
5.	 Place the printout in your examination folder. Only ONE document may be handed in for this 

question.
			   [8]

Question 6B
1.	 Use the mail merge function to prepare the letters. Font: Arial 12 pt.
2.	 Insert your name and surname (left) and the question number (right) as the footer.
3.	 Insert fields as indicated in brackets, e.g. [NAME].
4.	 Insert a tab stop at 10.16 cm/4”.
5.	 Set left- and right-hand margins of 2.54 cm/1”/Normal for this document.
6.	 Save the document as Grain Letter in the N5 Exam folder and print on one A4 portrait paper.
7.	 Place the printout in your examination folder. Only ONE document may be handed in for this 

question.
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Question 6B (continued)

		  [12]

Question 6C
1.	 Merge the documents Grain Data and Grain Letter into a new document.
2.	 Change the header to include the new question number on all pages.
3.	 Save the merged invitations as Grain Merge Letters in the N5 Exam folder and print the letters for 

Cyril Mbeki and Ann Bosch.
4.	 Place the printouts in your examination folder. Only the TWO printouts may be handed in for this 

question.
		  [6]
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Question 6D
1.	 You are requested to create mailing labels for the possible delegates on the data list.  
	 Use the appropriate function of the word processing program to create 21 labels 
	 (3 columns × 7 rows –AONE 28315).

2.	 Display the borders of all the labels.

3.	 Insert the following field names (from Grain Data, left aligned) on the labels:

4.	 Use the fifth label for your name and surname. Complete the merge process.
5.	 Save the labels as Grain Labels in the N5 Exam folder and print.
6.	 Place the printout in your examination folder. Only ONE document may be handed in for this 

question.
7.	 Close all open files and exit the program.
			   [4]
			   TOTAL: [60]
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SECTION C: SPREADSHEET

Question 7A
1.	 Retrieve the spreadsheet file Workshops1.xlsx from the N5 exam folder. A copy of the file appears 

below:

	

2.	 Insert your name and surname (left) and question number (right) as a footer.
3.	 Make all the changes as indicated in the spreadsheet on the following page.
4.	 Insert formulas where the alphabet letters appear to do the following calculations:
	 A	 Cost per person = Price per day multiplied by the Duration plus the cost of Breakfast/Lunch. 
		  Use an absolute cell reference as required.
	 B	 Workshop fees = Cost per person multiplied by the Group size.
	 C	 Discount = 12% of Workshop fees only if the Group size is 15 people or more. Use an absolute cell 
		  reference as required.
	 D	 Total fees = Workshop fees minus Discount.
	 E	 Count the number of workshops.
	 F	 Calculate the total number of participants.
	 G	 Calculate the total fees for all the workshops.
	 H	 Calculate the average cost per person.
	 I	 Calculate the minimum total fees.
	 J	 Calculate the maximum total fees.
5.	 Display all the monetary values in currency with two decimal numbers.
6.	 Sort the records in alphabetical order according to the names of the workshops.
7.	 Adjust the column widths to fit the spreadsheet on ONE A4 landscape page.
8.	 Save the spreadsheet as Workshops2 in the N5 Exam folder and print. Place the printout in your 

examination folder.
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Question 7A (continued)

	 [40]
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Question 7B
1.	 Retrieve the spreadsheet saved as Workshops2 from the N5 exam folder and change the footer to 

Question 7B.
2.	 Display the formulas.
3.	 Adjust the column widths so that all the formulas are legible.
4.	 Hide columns C and D.
5.	 Switch on the row and column headings.
6.	 Save the spreadsheet as Workshops Form in the N5 exam folder and print on ONE A4 landscape 

page.
7.	 Place the printout in your examination folder.
			   [14]

Question 7C
1.	 Retrieve the spreadsheet saved as Workshops2 from the N5 exam folder.
2.	 Create a column chart on a separate sheet to compare the Workshop fees with the Total fees for all 

the workshops.
3.	 Insert the following chart title:
	 COMPARISON BETWEEN
	 WORKSHOP and TOTAL FEES
	 Type your name and surname here.
4.	 Insert the following axis titles:
	 WORKSHOPS (X-axis)
	 AMOUNTS (Y-axis).
6.	 Display the Data Labels (outside end).
7.	 Display the Legend at the bottom of the chart.
8.	 Save the chart as Workshops Chart in the N5 exam folder.
9.	 Print the chart on ONE A4 landscape page.
10.	 Place the printout in your examination folder.
11.	 Close all open files and exit the program.
			   [6]
			   TOTAL: [60]
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SECTION D: PRESENTATIONS

Question 8
You are an employee of SA Grain. Prepare a presentation for a group of local upcoming farmers 
providing them with information on maize.
1.	 Create the following presentation to inform the audience about maize.
2.	 Apply any theme of your own choice to make it more presentable.
3.	 Apply any animation of your own choice. (optional)
4.	 Apply any transition of your own choice. (optional)
5.	 Save the presentation as Maize Info in your N5 Exam folder and close the presentation and exit the 

program.

SLIDE 1:   Title slide. Insert picture Maize 1.jpg and resize as required.
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Question 8 (Continued)

SLIDE 2:   Title and Content. Insert picture Maize 2.jpg and resize as required.

SLIDE 3:   Title and Content. Insert a column chart by using the following information:

Chart title:  Exports. Resize and move the chart as required.
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Question 8 (Continued)

SLIDE 4:   Title and Content. Insert picture Maize 3.jpg and resize as required.



 155

 Internal Exam Paper 

Question 8 (Continued)

SLIDE 5:   Two Content. Centre the title text. Underline the sub-headings as indicated. Use arrow 
bullets.

SLIDE 6:   Title and Content. Insert a table . Insert pictures Maize 4.jpg, Maize 5.jpg, and Maize 6.jpg 
and resize as required.
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Question 8 (Continued)

SLIDE 7:  Title and Content. Insert the picture Maize 7.jpg and resize as required.

SLIDE 8:  Title and Content. Insert the picture Maize 8.jpg and resize as required.
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Question 8 (Continued)

SLIDE 9:  Title and Content. Insert the picture Maize 9.jpg or any Online Picture and resize as required.

		  TOTAL: [40]

		  GRAND TOTAL: 200
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COMPUTER PRACTICE FARMING

N5

Internal Exam Memorandum
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SECTION A: ANSWER SHEET

Question 1
1.1	 E 
1.2	 I 
1.3	 A 
1.4	 J 
1.5	 B 
1.6	 F 
1.7	 C 
1.8	 H 
1.9	 G 
1.10	 D 
		  _______/10

Question 2
2.1	 FALSE  MAN is networking between banks or between college campuses in a city. 
2.2	 TRUE 
2.3	 TRUE 
2.4	 FALSE  Network architecture refers to the organisation of computers in a system and how tasks 
	 are allocated amongst these computers.
2.5	 TRUE 
2.6	 FALSE  The Peer-to-Peer (P2P) networking model does not distinguish between client and 
	 server.
2.7	 TRUE 
2.8	 TRUE 
2.9	 FALSE  If the dedicated server in a Client-Server network is not working, the whole network 
	 collapses. In a Peer-to-peer network services are provided by several nodes, therefore the network 
	 as such is not influenced when one node does not work.
	 OR
	 While a Client-Server network performs less effectively when more clients join the network, a 
	 P2P network can improve its performance when more clients join.
2.10	 FALSE  FTP = File Transfer protocol, F2P = Free to play and FtP = online games.
		  _______/10
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Question 3
Create sub-folders Barley and Maize in the GRAIN folder. 
Rename the file Soybean to Soya bean. 
Create Excel files, Cereals and Cornflakes. 
Delete the .docx file, Cornflakes. 
Display the content of the GRAIN folder.

Move the Cornflakes.xlsx file to the Maize subfolder. 
Create an Excel file Maize flour.xlsx in the Maize subfolder. 
Display the content of the Maize subfolder.
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Question 3 (continued)
Rename the file Barley flower.docx to Barley flour.docx in the GRAIN folder. 
Display the content of the GRAIN folder.

Move the file Barley flour.docx to the Barley subfolder. 
Create a .xlsx file Cereals in the Barley subfolder. 
Display the content of the Barley subfolder.

 Internal Exam Memorandum 
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Question 3 (continued)
Create a .pptx file Biscuits in the Wheat subfolder. 
Create .docx files Bread flour and Pastries in the Wheat subfolder. 
Create .xlsx file Pasta in the Wheat subfolder. 
Sort the Wheat subfolder according to the file name in descending order. 
Display the content of the Wheat subfolder.

		  _______/16

Question 4 
4.1	 Discuss how PCs or mobile computers and applications can be used as part of the farming 
	 industry.
	 PCs or mobile computers with MS Office application programs (e.g. Word, Excel, PowerPoint) 
	 as well as access to the Internet and a web browser program (e.g. Microsoft Edge or Google 
	 Chrome) can be used to do general admin jobs, e.g. wage sheets, budgets, research on the 
	 Internet, electronic mailing, online banking, etc. 
4.2	 Define electronic mail.
	 Electronic mail (email) is a computer-based application for the exchange of messages through the 
	 Internet. It enables users to easily send and receive documents, images, links, and other files 
	 instantly. 
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Question 4 (continued)

4.3	 Explain how a farmer can use a mobile office.
	 A farmer’s bakkie and cellular phone can be considered as a mobile office. By using apps on their 
	 phone, a farmer will be able to:
	 •	 communicate with suppliers and employees via telephoning, voice message, WhatsApp and 
		  email,
	 •	 look at the weather forecast to determine if operations such as pest control, fertilisation, 
		  harvesting or irrigation should be done, and
	 •	 obtain information from the Internet on various topics. 

4.4	 Discuss the difference between Wi-Fi, Bluetooth and NFC connections in terms of their 
	 communication range/distance.

	 The communication distance of Wi-Fi is 32 metres indoors and 95 metres outdoors. The range of 
	 Bluetooth is shorter at approximately 5 to 30 metres while the range of NFC can only connect at 
	 only 20 cm. 

		  _______/4

		  TOTAL: _______/40

 Internal Exam Memorandum 
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Question 5 (File name: SA Grain Done)



 165

Question 5 (File name: SA Grain Done)

 Internal Exam Memorandum 
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Question 5 (File name: SA Grain Done)
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Question 6 (File names: Grain Data, Grain Letter, Grain Merge Letters, Grain Labels)

 Internal Exam Memorandum 
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Question 6 (File names: Grain Data, Grain Letter, Grain Merge Letters, Grain Labels)
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Question 6 (File names: Grain Data, Grain Letter, Grain Merge Letters, Grain Labels)

 Internal Exam Memorandum 
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Question 6 (File names: Grain Data, Grain Letter, Grain Merge Letters, Grain Labels)



 171

Question 6 (File names: Grain Data, Grain Letter, Grain Merge Letters, Grain Labels)

 Internal Exam Memorandum 
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Question 6 (File names: Grain Data, Grain Letter, Grain Merge Letters, Grain Labels)
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Question 7 (File names: Workshops2, Workshops Form, Workshops Chart)

 Internal Exam Memorandum 
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Question 7 (File names: Workshops2, Workshops Form, Workshops Chart)
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Question 7 (File names: Workshops2, Workshops Form, Workshops Chart)

 Internal Exam Memorandum 



176 

N5 Computer Practice: Farming | Lecturer Guide

Question 8 (File name: Maize Info)

SLIDE 1:  Title slide. Insert picture Maize 1.jpg and resize as required.

SLIDE 2:  Title and Content. Insert picture Maize 2.jpg and resize as required.
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Question 8 (File name: Maize Info)

SLIDE 3:  Title and Content. Insert a column chart by using the following information:

Chart title:  Exports. Resize and move the chart as required.

 Internal Exam Memorandum 
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Question 8 (File name: Maize Info)

SLIDE 4:  Title and Content. Insert picture Maize 3.jpg and resize as required.

SLIDE 5:  Two Content. Centre the title text. Underline the sub-headings as indicated. Use arrow 
bullets.
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Question 8 (File name: Maize Info)

SLIDE 6:  Title and Content. Insert a table . Insert pictures Maize 4.jpg, Maize 5.jpg, and Maize 6.jpg 
and resize as required.

SLIDE 7:  Title and Content. Insert the picture Maize 7.jpg and resize as required.

 Internal Exam Memorandum 
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Question 8 (File name: Maize Info)

SLIDE 8:  Title and Content. Insert the picture Maize 8.jpg and resize as required.

SLIDE 9:  Title and Content. Insert the picture Maize 9.jpg or any Online Picture and resize as required.
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