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INSTRUCTIONS AND INFORMATION 
 
1.  Answer ALL the questions. 
 
2. Read ALL the questions carefully. 
 
3. Number the answers correctly according to the numbering system used in this question paper. 
 
4. Marks will be deducted for untidy work.  
 
5. ALL work you do not want to be marked must be clearly crossed out. 
 
 

 
 

The following introductory information is for BACKGROUND purposes only.   
This information must NOT be typed as part of the examination. 

 

 

VACANCY 

Temporary internship for Data Clerk 

 

The successful candidate must be able to use the MS Office package and show initiative as 

he/she will be assisting in the preparation of documentation needed for the Pregnancy 

Awareness Week. 
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QUESTION 1 
 
1.1 Open WINDOWS EXPLORER and create the following structure in the Documents library. Paste 

your answer in the attached answer sheet from the student files folder. 
 

 
Make a print screen shot of this image and paste it in the answer sheet provided. Insert header 
on the document and type your Name and Surname on the left and Question 1.1 on the right. 
Print the document. (6) 
 

1.2 Open the Gauteng sub-folder and add the following files: FACTORS.docx, PREGNANCY 
STATS.xlsx, RISKS.pptx, PREVENTION STRATEGIES.pptx  
 
Make a print screen shot of the GAUTENG sub-folder and paste it in the answer sheet provided. 
Insert header on the document and type your Name and Surname on the left and Question 1.2 on 
the right. Print the document. (4) 
 

1.3 Move the following files from the GAUTENG sub-folder to the NORTH WEST sub-folder: 
PREGNANCY STATS.xlsx, PREVENTION STRATEGIES.pptx 
 
Make a print screen shot of the NORTH WEST sub-folder and paste it in the answer sheet 
provided. Insert header on the document and type your Name and Surname on the left and 
Question 1.3 on the right. Print the document. (4) 

 
1.4 You are working in MS Word and realise that you cannot see the ruler.  

 
Explain what steps you would follow to view the ruler. (2) 
 

1.5 The currency of the computer is in dollars. 
 
How would you change these settings of the computer? Make a print screen image of the dialog 
box indicating the changed currency to rands. (4) 
 
 [20] 
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QUESTION 2 
 
INFORMATION  
 
You were the final candidate for the Data Clerk position and were appointed. As part of your duties 
you have to create the following document that needs to be distributed to parents/guardians in the 
community to inform them how they can avoid teenage pregnancies. 

 
INSTRUCTIONS: 
 
1. Insert your EXAMINATION NUMBER AND QUESTION NUMBER as a header against the left 

margin as follows: 
 

Examination Number 
QUESTION 2 

 
2. Save the document as QUESTION 2. 
 

 

 

 10  

Teen pregnancy prevention: 12 tips  

 

------------------------------------------------------------------------------------------ 
1.  Arrange paragraphs in correct order. 
2.  Insert numbers with TWO letter spaces – numbers must be left-aligned against margin. 

------------------------------------------------------------------------------------------ 

 

What parents can do?  

[1. Be clear about your own sexual values & attitudes.  [3. Supervise and  

monitor your children’s activities.  [2. Talk with your children early and  

often about sex and love. Be specific.  [5. Discourage early, frequent and  

steady dating.  

[7. Help your teens have options for the future that are much      attractive  

than early pregnancy and parent hood.  [6. Take a strong stand against teens  

dating people who are significantly older 

or younger than they are.  [9. Know your children’s friends and their families. 

DOCUMENT: 

LINE SPACING: 

PAPER:  

TIME ALLOCATION: 

MARKS: 

Paragraphs  

Single  

A4 Portrait 

40 minutes 

50 

FONT: 

MARGINS: 

Left:   

Right:  

JUSTIFICATION:  

Courier New 12 

 

1”/2.54cm 

1”/2.54 cm 

Left/Off 

18pt /uc/bold/ center  

uc/double u/line  

In full 

NP 

del 

more 

run on 
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[8. Emphasise how much you education value.  [4. Know what your kids are  

watching, reading and listening to.  Do not allow televisions in your children’s  

bedrooms.  [10. strive for a relationship that is warm and affectionnate – firm  

in discipline and rich in communication.  

 

Signs of pregnancy include:  
 

1. missed or very light period 

2. breast tenderness 

3. nausea, often in the morning 

 

4. vomiting 

5. feeling lightheaded 

6. fainting  

7. weight gain 

8. feeling tired 

9. swelling abdomen 

 

Children yearn for their parents’ help, approval and support 
 

 

uc/double u/line  

Change the numbers to the following 

bullet   

Change font to Monotype Corsiva 12 

1.5 line spacing 

uc/14pt/centre/

bold/italics 

trs 

uc/ sp 
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QUESTION 3 
 
INFORMATION 
 
Mrs Malinga would like you to edit the document saved as QUESTION 3 in the STUDENT FILES 
folder. 
 
INSTRUCTIONS 
 
You are required to: 
 
1. Retrieve the document saved as QUESTION 3. 

 
2. Insert your EXAMINATION NUMBER and QUESTION NUMBER as a footer against the right 

margin. 
 
3. Edit the content of the document as indicated in the following text. 
 
4. Save the document as QUESTION 5. 
 
5. Print the document. 
 

 
 
Starting a Teen Pregnancy Prevention Program  

 
Adolescent pregnancy is a complex issue that requires a community-wide solution. 
Anyone who influences young people – or cares about their health and futures – can 
play a role in preventing teen pregnancy. 
 
The Alliance believes youth need three things to be able to prevent pregnancy: 
 
 

access to information, [access to contraception, [and hope for a 
bright future. 

 
 
Access to information 
 
 Young people need and deserve age-appropriate, medically accurate  
 
 
 comprehensive sexuality education from a non-judgemental perspective. 
 
 Science-based programs have been proven effective at providing youth with 

the skills they need to reduce sexually risky behaviours. Teens need 
information on how to abstain from sex, as well as postpone to reasons, and 
they respond to honest, open converssations with parents sharing their values 
about sex. Young people need critical thinking skills to respond to messages 
about sex in the media. 

 

uc/bold/16pt/outline 
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Access to confidential contraceptive services for sexually active teens 
[SEXUALLY ACTIVE TEENS NEED CONFIDENTIAL SEXUAL HEALTH AND 

CONTRACEPTIVE SERVICES THAT ARE YOUTH-FRIENDLY. SERVICES 

SHOULD BE PROVIDED BY STAFF TRAINED IN ADOLESCENT HEALTH AND 

CLINICS SHOULD BE CONVENIENTLY LOCATED, WITH OFFICE HOURS THAT 

ARE CONVENIENT FOR TEENS. 

 
Perception of opportunity and hope for a bright future 
[when youth are connected to schools, their parents and other caring adults in / 
community have strong aspirations for higher education and other career goals for 
the youth and believe they are less likely to become pregnant. These adults believe 
pregnancy and early parenthood would keep the youth from reaching their goals. 
 
             [30] 
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