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Question 1 Total: 40

You are working as an administrative assistant in the Faculty of Health and Applied
Sciences. Your supervisor has requested you to prepare a professional research
report in Microsoft Word.

Retrieve Question 1 with the Track Changes from your folder and adhere to the
instructions.

Research Report
1. INTRODUCTION
1.1 Office managementAdministration |

Hhas evolved significantly with the introduction of new technologies.4-2-Traditional
methods of filing, correspondence, and communication have been replaced with

advancements also bring challenges such as:

« |Data security concerns
« Staff training needs ‘
- High system upgrade costs

2. TECHNOLOGY AND PRODUCTIVITY

2.1 Modern Office Applications

Modern office software applications improve productivity by automating repetitive
tasks.

Scheduling systems help coordinate meetings without lengthy email exchanges, while
cloud storage documentmanagementsystems—>reduce-paperusage-and-streamtine
record-keeping-enables remote access to files and supports flexible work
environments. In addition, document management systems reduce paper usage and
streamline record-keeping.

+—Cloud storage —enables-remote-aceess-to-files-and-supperts-flexible-work
envirenments:

.——Deeumenpménagemenbsystems—#edaee—papepusag&and—sweamlme
record-keeping:

3. CHALLENGES

; {Commented [LT10]: Uppercase

cent, font size 30

Commented [LT1]: Insert Word Art: Col 5, Row 2, u/c, ’

Commented [LT2]: Insert as Heading 1: Black, Font size
14

Commented [LT3]: Insert as Heading 2, Black, font size
12

[ Commented [LT4]: Type the word in bold ]
FCommented [LT5]: Type the word in bold ]
7 [Commented [LT6]: Use s/s ]

Commented [LT7]: Insert as Heading 1: Black, Font size
14

(Commented [LT8]: Insert as Heading 2, black, size 12

[Commented [LT9]: Uppercase

[ Commented [LT11]: Type the Ain uppercase

Commented [LT12]: Use the following link to insert a
reference the following book:
https://api.pageplace.de/preview/DT0400.97812923408
90_A39573352/preview-

| 9781292340890_A39573352.pdf

[Commented [LT13]: Insert as Heading 2, black, size 12 )

Commented [LT14]: Insert as Heading 1: Black, Font
size 14




3.1 Altheugh-technology-increases-efficiency;-it-also-comes-with-difficulties-such-as:

«— Cybersecurityrisks-which-require-constant-updates-and-moenitering- +{ Formatted: No bullets or numbering )
. Hial ‘ g —— inf A
Continuous-staff-training-which-is-often-time-consuming-and-expensive: Commented [LT15]: Use the Arrow: Pentagon shape to

i replace textboxes. Centre and bold the text inside.

Commented [LT16]: In the three textboxes, please add
the following content:

Ist Text box: Cybersecurity risks

2nd Textbox: High Cost

3rd Textbox: Continuous staff training

L

4. CONCLUSION ) o ) ---| Commented [LT17]: Insert as Heading 1: Black, Font
size 14

44-The role of technology in modern office administration cannot be ignored.

42 \Nhile-itimproves-preductivity-and-communication-organizations-must-carefully
balance-the-benefits-with-the-costs-and-risks-invelved:

4.3 Propertraining—effective-policies—and-security-measures-are-essentiaH-o

maximize-the benefits-of-technology-in-the-workplace:

balance the benefits with the costs and risks involved.

While it improves productivity and communication, organizations must carefully - d (Commented [LT18]: Insert Drop Cap, 2lines, bold

INSTRUCTIONS:

e Type document in Calibri, font size 12, s/s.

o Insert page numbers (Bottom of page —
centre) except for the first page.

o Insert diagonal watermark: Research Report
(u/c, default font).

o Use Automatic Table2 for the TOC.

e Insert Reference List
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Question 2 TOTAL: 40

Retrieve the following spreadsheet named “Student Registration 2025” and
adhere to the following instructions. Change font to Calibri and size 12.

In front of you, you have Sheet 1 and Sheet 2

INSTRUCTIONS:

1.

3.2

3.3

3.4.

3.5

41
4.2

The following two sheets focus on the student registration for the BIA students.
The registered students owe the University for 2024 and 2025.

As the Administrative Manager, you are tasked to combine the total outstanding
balances of the two academic years.

Insert a new sheet. Copy sheet 1, Student Marks to sheet 3. Delete all columns
except Student ID, Student Name, Semester, Year. Add another column and
rename it as Total Outstanding Balance. Please calculate the outstanding
amounts of both sheets and insert it in the Total Outstanding Balance sheet.

Formatting Sheet 3 (Total Outstanding Balance):

Insert two rows on top:
1t Row — Insert Heading — Total Outstanding Balance (u/c, Bold, size 16, merge
& centre).

Column Headings (Calibri, Bold, Font size 14) with background color of White
background 1, 15%.

Please apply a custom number format for the numbers to show a comma
separator for the Total Outstanding Balance Colum and add two decimals.

Apply a custom number format to show the N$ currency sign to all the figures.

Row Height:

Column Headings row height — 40 pixels
Rest of rows — 30 pixels

Insert all borders to the table.

Copy Sheet 2, Course Registration, to a new workbook and rename the sheet as
Original.

Apply a custom number format to show the N$ currency sign on all the figures.
Change the font to Arial, Font size 12.
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4.3 Resize column headings to fit. Wrap Tex the following column headings:
Student ID, Registration Status, Credits Registered, Academic Year, Outstanding
Amount 2024.

4.4  Centre align the content in the following columns:

Student ID, Credits Registered, Academic Year.

44  Change the Row Height:

Column Headings - 60 pixels
Rest of table — 30 pixels

45  Column Headings - bold the column headings and insert background color —
White Background 1, Darker 15%

Filters:

5. Copy the Original sheet seven times and do the following filtering and rename

accordingly:

5.1 Sheet 2 (Student ID) - Display the ID’s between 110 — 116.

5.2 Sheet 3 (Student Name) — Show only the names that ends with the letter “n”.

5.3 Sheet 5 (Registration Status) — Please display all students that are inactive.

5.4 Sheet 6 (Credit Registered) - Display credits less than 12.

5.5 Sheet 7 (Academic Year) — Display only the students registered in 2025.

5.6 Sheet 8 (Outstanding Amount) — Show the amounts greater than N$1000.

6. Insert the header for each sheet.

7. Resize all columns to fit on one sheet.

8. Print all filtered sheets in portrait.
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Question 3 Total: 20

Retrieve NUST Student Records and adhere to the instructions below:

Question 1:
Create a Simple query that displays the following information of all students enrolled
in the “Faculty of Science”™
o First Name
o Last Name
o Faculty
Save the query as: Question 3 — Simple Query (Name & Student Nr)

Question 2:

Create an Action query that displays the following information of all students enrolled
in the “Faculty of Science”:

Save the query as: Question 3 — Action Query (Name & Student Nr)

Question 3:
Create a Crosstab Query to display the number of students registered per as male
and female, grouped by Faculty.
e Row Heading: Faculty
e Column Heading: Gender
o Value: Count of StudentID
Save the query as: Question 3 — Crosstab Query (Name & Student Nr)

Question 4:
Create a query to display the different faculties who write exam in the basement in
the different semesters:

Save the query as: Question 3 — Joint Table Query (Name & Student Nr).

Question 5:

Design a report using the Students Table.

e Use the layout view to resize all columns to fit on one sheet.

Replace the current title with “NUST Student Records” (u/c, bold, size 16, cent)
Insert NUST logo — top right corner (find logo in the folder)

Insert current date — bottom, right corner

Page numbers — bottom, centre



