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TEXT LAYOUT (COMPUTER) GENERAL COMMENTS

THE GENERAL TYPING RULES IN THE NEW KEYBOARD DIRECTIVES SHOULD BE STUDIED.

Display/Layout of the different topics need a lot of attention.

Accuracy remains a major concern.  

Learners should remember that ACCURACY carries more weight than DISPLAY and serious attention should be paid 
to the mastering of the keyboard to enable learners to obtain a better mark.

To master Paper 2, the learners need to be able to type 30 w.p.m.

Letterspaces after punctuation marks, abbreviations and numbers are a major concern so teachers need to discuss this 
with their learners. 

The interpretation and application of manuscript signs need a lot of attention. 

We have a problem with the interpretation of the following manuscript signs:

#.  = It means:  LEAVE ONE LETTER SPACE BETWEEN TWO  DIFFERENT WORDS.

trs = solutions services  and  provider for industry   =  

  solutions provider and services for industry  -  (See Question 1)

Stet = alot:   =  Type many -  (See Question 1)

ts =  Treble line spacing            
   Enter three line spaces  -(See Question 3)

Twenty Million Namibian Dollars  = (N$20 000 000)  -  (See Question 2)

SPELL CHECK and PRINT PREVIEW must form part of every completed question so that learners can pick up spelling 
errors and the way the document will be printed.

THANK YOU THAT MOST CENTRES REMEMBERED to staple pages of each question together i.e., learners should 
staple the answers QUESTION BY QUESTION and place them in the cover.

Sort questions according to number and place inside the cover sheet.
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COMMENTS ON INDIVIDUAL QUESTIONS

1 CORRESPONDENCE (BUSINESS LETTER)

1.1 DATABASE

The execution of the database still needs attention.  This is a topic that will always appear in Paper 2.  Please 
take note that a database can be applied across the spectrum of the syllabus.  Therefore, take note of the 
general requirements of typing a database as learners are losing marks.  

PLEASE TAKE NOTE:

1.1.2 COLUMN WIDTH:

Adjust the column widths to fit the contents of each column.  Columns that are not adjusted/autofit will result 
in accuracy marks lost.

1.1.3 LAYOUT:

The database should:
• fit on to one page
• typed in courier new
• 12 font size
• landscape orientation and not portrait orientation.

 The order of the fields should be the same as on the question paper.

1.1.4 DATE:

Refrain from typing “Today’s date”.  
Learners had to type “18 November 2021”.
The date field should be typed with an apostrophe sign (‘) if you are using Excel for the Database.  
Otherwise, the date will appear on the database as 18-Nov-21 and will display as 18/11/2021 on the merged 
letters which will result in an accuracy error.

1.1.5 Text wrapping still needs serious attention – whether the candidate is using Access or Excel.

1.1.6 DO NOT TYPE THE NUMBERS when creating the database – they are used as a reference to  
 which field should be inserted where on the question. 

1.1.7 The name of a town or city should be typed in capital letters. 

E.g. WINDHOEK and NAMIBIA

1.1.8 Letterspaces after punctuation signs needs a lot of attention.  Leave two letterspaces after a colon,  
 e.g. The Permanent Secretary:  xxEducation

1.2 FORM LETTER

1.2.1 Learners should be taught how to apply given information.Display rules in the “Directives” should be studied. 

1.2.2 Learners struggled to complete the retrieved letterhead.

  Do not change the font style and line spacing of the retrieved letterhead.

1.2.3 Insertion of fields should be done in Courier New, font size 12 and no bold.  Poorly done.

Leave TWO letter spaces after a colon when inserting the Reference.Make sure that the two letter spaces 
are in Courier New, font size 12.

Leave TWO line spaces before typing the date – right aligned (the letterhead was right aligned).
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1.2.4 There is a big problem with the order of the business letter.   Take note of the correct line spacing  
 and what should be typed in capital letters.

The Receiver's address

The Salutation

The Subject Heading

DO NOT TYPE THE WORDS “SUBJECT HEADING”.

The receiver’s address should be typed in single line spacing and no bold 

1.2.5 Learners typed the information paragraph.

“Anna Savanna, the personal assistant to the Chief Executive Officer of Digital Learning, Mr Alberto Pereira, 
typed the following letter with the subject heading – Electronic Learning in Education and Training.”

The learners must use the above information to determine the subject heading and the information to be 
used for the conclusion. 

DO NOT TYPE THIS PARAGRAPH – it will result in several accuracy marks lost.

1.2.6 Display rules for different paragraphs needs considerable attention.   
 Hanging indent was not applied correctly.  
 Refer to the directives on typing paragraphs.

If the proofing symbol instructs learners to type the main paragraph headings in bold and underline, then the 
number and the heading should be in bold, but the number may never be underlined.
Headings should always be typed in capital letters – that is a typing rule.

1.  USING IPADS IN THE CLASSROOM TO ENHANCE LEARNING

TAKE NOTE:  Never underline punctuation signs.

E.g.  Students become creators, not consumers.

1.2.7 Learners did not insert the page number on page two and three.  Page numbers should be 
 inserted in Courier New, 12 font size. 
 Please refrain from inserting the catch words.  That practice was used on the previous syllabus.

1.2.8 Pay attention to the different conclusions of correspondence, especially line spacing.  Do not insert  
 Mr or The in the conclusion, but type Ms, Dr and Prof.

1.2.9 Some learners totally left out the conclusion.  They stop typing the letter after the last paragraph.   
 That can result in losing one display mark and 4 accuracy marks.  Remember not to use initials.

1.3 MERGE LETTERS

1.3.1 Some learners did not print the merged letters at all.  

1.3.2 Learners should look at the display of the merged letters.  When merging takes place, it may  
 happen that the display of paragraphs and page numbers may become distorted. 

The business letter was very poorly answered.  

The display was below average and accuracy is a big problem.

Applying proofing symbols is a major challenge.  Exercises with proofing symbols should be given 
frequently. 

 

 Open punctuation = no commas or full stops 
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2. MINUTES OF A MEETING 

2.1 Please study the Directives for typing Meeting documents as learners lack knowledge.

2.2 The margin left is 1.5”.
 The word “Minutes” should be typed in capital letters.
 NEVER split/break-up the Title, Name and Surname 

2.3 Basic paragraph rules were not applied. 
Apply a hanging indent for numbered paragraphs.  
Take note of the letter spaces after a colon that is used in paragraphs.  Do not enter after the colon but 
continue on the same line and the second line must start on the hanging indent.

2.4 Remember no catch word on the first page and insert a page number on the second page in Courier New, 
12 font size.

2.5 The display of the conclusion should receive serious attention.  This conclusion had leader dots.  Leader 
dots were typed too short.  Names and titles should be typed in capital letters.  

This question was poorly answered.

3. CURRICULUM VITAE

3.1 The correct method and rules of typing Curriculum Vitae should be studied.  This was a CV with a title page.

Use MS Word to create a CV.  Power Point is not suitable for creating CV’s.

3.2 Do not type the words “THE TITLE PAGE” and “CURRICULUM VITAE”.  This is used to inform the 
candidate which page it is.

3.3 Learners apply this proofing symbol incorrectly.

 

 

Centre the contents of the page vertically and horizontally across the page.

The image was not correctly cropped and not inserted at the correct position.

Remember to change the wrapping of the image to “In front”.  Then, the image is more moveable.

3.4 It is recommended to create two separate files.  Type the title page, save and print it.  Then, create the CV, 
save and print it.  You will have fewer problems with the settings.

If the title page is part of the CV, the candidate must insert a continuous break at the end of the title page to be 
able to continue with the CV.

3.5 Proofing symbols remain a major problem.  

“Key in address format” means type the parts of the address below one another in single line spacing with the 
name of the town and country in capital letters, using open punctuation.

45 Sapphire Drive
Erospark
WINDHOEK
NAMIBIA

3.6 Basic paragraph rules were not applied.           
 NUMBERED PARAGRAPHS:  Apply a hanging indent for numbered paragraphs.  Leave 0.2 letter spaces after  
 the number.             
 BULLET PARAGRAPHS:  The same rule applies:  leave 0.2 letter spaces after the bullet.
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3.7 When typing the % sign, remember to leave a space between the figure and the percentage sign

 95 %

3.8 Take note of the spacing of the hyphen and the dash.

E.g. 2012 – 2016

2016 – Present

$5 000-$10 000

This question was poorly answered.

4. TESTIMONIAL

4.1 Learners had to create the letterhead but they did not know how to display the given information to create 
the letterhead.  ATTENTION SHOULD BE GIVEN TO CREATING OF LETTERHEADS.

4.2 The introductory of the testimonial was poorly displayed. 
The maiden name should be typed below the name.  (Refer to the directives)

4.3 The alphabetical numbers had to be used as a guide to type the paragraphs in the correct order.  Learners  
 were not supposed to type the alphabetical numbers.

4.4 Inserting a tabular statement in the testimonial was a problem.  Table properties were not set and the borders  
 were not deleted.  Learners need a lot of exercise on inserting tables between paragraphs.

4.5 It was a signed testimonial and learners did not know how to display the conclusion correctly. 

4.6 Learners confused the conclusion of a testimonial with the conclusion of a business letter.   Not initials 
should be inserted at the conclusion of a testimonial.

This question was poorly answered.

5.   PROOFREADING

5.1 Remember to correct and underlinethe errors.

5.2 If the full stop is not the mistake, then do not underline the full stop.

5.3 Underline the complete word, not only the character that is wrong.

5.4 Underlining should not exceed the word.

5.5 If it is a hyphenated word, underline the complete word. 

This question was answered well.

6. SPREADSHEET

6.1   All editing functions must be applied.  Thirty marks are allocated for the editing instructions as indicated in 
question 6.1.  (See edited 6.1 for mark allocation.)

6.2   The spreadsheet was typed in Arial and font size 12.  Do not change to Courier New, 12 font size.
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6.3 Adjusting column widths to fully display the data was poorly executed.

6.4 To insert headings and centre across all the columns seem to be a challenge to the learners.  

6.5 Transposing the Diesel and Petrol columns seems to be a problem to the learners.

6.6 The sort function needs a lot of attention.Learners only sorted the names of the service stations and 
excluded the figures.

6.7 More attention must be paid to inserting currency and decimals as well as the display of figures as integers 
(zero decimals).

6.8 Formulae need considerable attention.  

 When calculating Totals, Highest, Number, Average and Lowest, highlight only the figures for the different 
service stations.  Do not include figures for the totals or highest or lowest.

6.9 Printing the spreadsheet in landscape, fitted to one page, centred vertically and horizontally seems to be 
a problem area.  

 Learners should set the print area before printing the completed document.  Otherwise, only the original 
retrieved work will be printed.  Teachers should guide the learners to master this.

6.10 More attention should be paid to the printing of the page with the formulae.  Learners must adjust the width 
of each column so that information will be visible.  Autofit the column width.

6.11 Take note of accuracy when executing the insert function.  Many marks were lost to accuracy mistakes.

6.12 Very few learners were able to draw a Clustered Column Graph.  This topic needs a lot of attention.  

This question was poorly answered well.
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