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1 INTRODUCTION AND WELCOME 
 
Dear Student 
 
Welcome to the End-User Computing Practical module.  We believe that the knowledge and 
computing skills offered in this module will benefit you as a student at UNISA, in your future 
career, and in your personal life – it will enable you to participate as a computer literate member of 
your community. In 2011 there were 25000 students registered for this module. 
 
EUP1501 is a first level university module which requires 120 hours of active study, including 
practical exercises to successfully complete this course. If you have never used a computer 
before, you may need more than 120 hours. 

Excellent news is that the Microsoft Office 2010 and Windows 7 software is provided to you from 
2012 onwards! You can use it in a UNISA lab if you do not have a computer or install it on your 
own computer.  An important and essential requirement of this course is regular access 
throughout the year to a suitable computer with MS Office software and an Internet connection to 
enable you to acquire practical skills. You will have to demonstrate your ability to use the 
prescribed end-user computing software on a computer when you do the practical examinations.  
This course is presented in English only as this is the predominant language in this field of study. 

MOST IMPORTANT INFORMATION 
 
There are six critical success factors to complete to ensure that you pass EUP1501: 

 
Tasks Have you completed this 

task? 
1 Activate MyLife e-mail account  
2 Join MyUnisa  
3 Submit Assignment 01  
4 Do Examination 1  
5 Do Examination 2  
6 Do Examination 3  
 
Supporting activities: 
 Assignment 02  
 Assignment 03  
 Other opportunities provided by the academic team  

 
1. All communication will be sent to your MyLife e-mail account, thus it is essential that 

you activate this. 
2. All study material will be placed on MyUnisa, thus all students must access this 

regularly. 
3. Assignment 01 provides examination entrance, if you do not submit it, you will not 

have examination admission. 
4. To successfully complete this module you have to pass all three of the examinations. 
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1.1 Tutorial matter 
 
 
 
 
 
 
 
 
 
 
 
 
Some of the printed tutorial matter may not be available when you register. Printed tutorial matter 
that is not available when you register will be posted to you as soon as possible, but this Tutorial 
letter will also be available on myUnisa.  All other tutorial letters are only available on myUnisa. 
 
We hope your 2012 studies will be successful and that you will have lots of fun mastering the 
material in this module.  Best wishes with your End-User Computing Practical studies in 2012. 

The End-User Computing Practical Tuition Team 

 

DEADLINES 

Assignment 01 is your PROOF OF LIFE activity and must be submitted to enable you to 
write the examination! 

Assignment 01: Due date 16 April 2012 

Examination 1: May 2012 until 28 July 2012 

Assignment 02:  Due date 11 June 2012 

Assignment 03: Due date 23 July 2012 

Examination 2: 13 August until end-October 2012 

Examination 3: October/November 2012 (date to be set by examination department). 

IMPORTANT 

You need to book to do practical examinations 1 and 2.  The availability in the computer labs are 
allocated on a first-come-first-serve basis.  

For foreign and incarcerated students special arrangements apply regarding examinations, which is 
communicated to them once registration has closed and final student numbers become available. 

Unisa’s Department of Despatch should supply you with the following printed or physical 
tutorial matter for this module: 

 Tutorial letter 101 (this letter) 

 Prescribed book 

 Exercise CD (inside the prescribed book) 

 CDs with Microsoft Office 2010 and Windows 7 (inside the prescribed book) 
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2 PURPOSE OF AND OUTCOMES OF THE MODULE 
 
2.1 Purpose  

 

Your course objectives are to: 

•  Acquire End-User Computing theory and practical skills; 
•  Learn to use the computer as an everyday study, work and communication tool; 
•  Obtain a basic foundation in computer literacy required for many other computing modules. 

 
 
2.2 Outcomes 
 

When you have successfully completed this course you will have acquired the knowledge and 
competencies to be able to: 

•  Discuss and apply the concepts of End-User Computing in a work environment using 
appropriate terminology; 

•  Use the Internet and E-mail efficiently; 
•  Manage and work with electronic files using the Microsoft Windows operating system; 
•  Use Microsoft Word 2010 and Excel 2010 effectively; 
•  Select and integrate appropriate computing tools for common End-User Computing tasks; 
•  Interchange electronic objects between various computing applications; 
•  Apply end-user computing legally and responsibly. 

 

 

To pass this module you will need to demonstrate and provide evidence that you have 
attained these outcomes by: 

•  Using myLife and myUnisa; 
•  Submitting 3 (three) assignments; 
•  Passing 2 (two) practical examinations (May/June and Aug/Sep/Oct), and 
•  Passing 1 (one) paper-based examination in October/November. 

 
 

Some general assistance is available if you elect to do your practical preparation at a 
UNISA Regional Learning Centre where computing facilities are available. Please keep in 
mind that, if you want to become computer literate, you need to work consistently through the 
course material using a computer to learn, exercise, and improve your practical computer 
literacy skills!  
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3 LECTURER AND CONTACT DETAILS 
 
3.1 Lecturers 
 
For this module all communication should be directed to the following e-mail address: 

 
euc@unisa.ac.za 

 
Please state your question in the e-mail heading 
 
3.2 Department 
 
Students will find general Unisa contact details in the my Studies @ Unisa brochure.  
Please remember to use your student number when contacting the University. 
The COSALL tutorial letter will contain contact detail of the department and the lecturers. 
For general School of Computing enquiries:  
 
 (012) 429  6122. 
 
3.3 University 
 
Students will find general Unisa contact details in the my Studies @ Unisa brochure.  
 
How can students contact Unisa? 

 
E-mail (info@unisa.ac.za) Students may send an e-mail to info@unisa.ac.za for information on 
how to contact Unisa via e-mail.  The following departments must be contacted for different 
enquiries: 

 
Directorate/Business 
Unit 

Description of 
enquiry 

 

Short SMS code 
 

E-mail address 
 

Student Admissions 
and 
Registrations 

 

Applications and 
registrations 

 

43578 Study-info@unisa.ac.za 
 

Student Assessment 
Administration 

Assignments and 
examinations 

 

43584 For assignments: 
Assign@unisa.ac.za 
For examination: 
Exams@unisa.ac.za 

 
Despatch Study material 43579 despatch@unisa.ac.za 

 
Finance Student accounts 31954 finan@unisa.ac.za 

 
ICT (myUnisa & 
myLife)  

myUnisa 
myLife e-mail 

 

43582 MyUnisaHelp@unisa.ac.za
MyLifeHelp@unisa.ac.za 
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4 MODULE RELATED RESOURCES 
 
4.1 Prescribed books 
 
In this section we want to introduce you to your study material. Your study material for this module 
consists of a Prescribed Book, with an exercise CD and CDs containing the Microsoft Office 2010 
and Windows 7 software, all included with the book. The following section also explains how to 
track your Prescribed Book if you did not receive it together with this tutorial letter. Unfortunately 
lecturers can NOT assist in this matter. 

Name:  Xplore End-user Computing for a changing World. Windows 7, Office 2010.  

Publisher: Future Managers (Pty) Ltd Xplore Series 

E-mail: info@futuremanagers.net  

Website: www.futuremanagers.net 

ISBN: 978-1- 920364- 87- 8 

Please note that if there are any changes to the name of the prescribed book, we will inform you 
on myUnisa. 

Due to the inclusion of valuable software with the prescribed book from 2012, and the change to 
Windows 7 and Microsoft Office 2010, all students are issued with a new prescribed book in 2012.   

 

 

 

Prescribed book not received 

The track and trace number for the prescribed book will be available on the myUnisa website 
by following these links: 

. https://my.unisa.ac.za  

. My Admin 

. Parcel Tracking 
 

•  If you did not receive the prescribed book, do NOT contact a lecturer or Future Managers! 
E-mail:  despatch@unisa.ac.za 
Subject:  Student Number – EUP1501 – Prescribed book not received 
 

•  If the prescribed book was not collected from the Post Office and was returned to UNISA 
E-mail:  despatch@unisa.ac.za 
Subject:  Student Number – EUP1501 – Prescribed book returned 

 
•  UNISA will ONLY replace the prescribed book for you if: 

The book was damaged or lost by the Post Office 
You have to submit an affidavit to confirm this along with your request for a re-issue. 

NB: It is of the utmost importance that you should have received your 
prescribed textbook by the 31st of March 2012.  Follow up with Unisa despatch 

if you have not. 



  

8 
 

 
•  UNISA will NOT replace the prescribed book due to theft, water damage, fire, displacement, 

loss or any circumstance outside the control of UNISA.  
 

•  Should you need to buy a new copy of the prescribed book, if you lost your book, you must 
contact the publisher: 

E-mail: info@futuremanagers.net 
 Include all your contact details in this request 

Subject:   Quote UNISA Xplore End-user Computing     
 
 Once you have received the quotation, deposit the amount into the specified bank account. 

The banking details will appear on the quotation. 
 
 Fax or e-mail both the signed quotation and proof of payment (deposit slip) to Future 

Managers.  Make sure your delivery address as well as contact details are included on your 
fax or e-mail.  Your Prescribed Book will then be sent to you! 

 

 

IMPORTANT: All Prescribed Book issues must be resolved by the 31st of March 2012 

 

 
4.2 Recommended books 
 

There are no recommended books for this module.  

 
4.3 Electronic Reserves (e-Reserves) 
 

There are no e-Reserves for this module. 
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4.4 Computer hardware and Software 
It is absolutely necessary to have regular access to a suitable computer to do the required 
practical work and pass this module!  Approximately 4 hours access per week from April to 
November is needed. 

Hardware Requirements 

Suitable hardware requirements to run the Microsoft Office 2010 suite and the Microsoft Windows 
7 operating system are listed below: 

Component Minimum Specification Windows 7 

Computer and 
processor 

1 Gigahertz (GHz) or faster 32-bit or 64-bit (x64) processor 

Memory 1 Gigabyte (GB) RAM (32-bit) 

Hard disk 16 GB available hard disk space 

Drive CD-ROM drive or DVD drive 

Display VGA Monitor (1024 x 768) 

Input Keyboard and Mouse or compatible pointing device on a laptop computer. 

Printer (optional) 

 

A printer that can print both text and low resolution graphics (minimum A4 
paper size)  

Modem 
Restricted Internet access is granted to students at UNISA’s computer labs. 
Access at an Internet café or your workplace should be sufficient if you do 
not use the UNISA labs. 

Removable disk drive 2 GB flash drive or memory stick (essential when working in a UNISA 
computer laboratory to store and make backups of your work) 

 

 

Please check the minimum hardware requirements for using Microsoft Windows 7 and Microsoft 
Office 2010 with the supplier before you agree to purchase a computer. 
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Software Requirements 

The study material and the prescribed book use Windows 7 and Microsoft Office 2010. 

Theme  Software 
Required 

MS Office 2007/2010 Icon 

Using the Computer and 
Managing Files 

Microsoft Windows 7 

 

Word Processing Microsoft Word 2010 

  

Spreadsheets Microsoft Excel 2010  

  

Internet  Microsoft Internet Explorer (or 
another suitable browser) which 
is used to access myUnisa  

E-mail Outlook or any other e-mail 
software and your myLife e-mail 
account  

 
•  The Microsoft Office 2010 software suite and Windows 7 operating system software will be 

included on CDs with the prescribed book for all students. 
•  All computers in the regional centers have the required software installed. 
•  If this software is already installed on the computer you intend to use, you do NOT have to 

install it. 
•  If this software is NOT installed on the computer you intend to use, you should use and install 

the software included on the CDs. 
 

For you to be successful at EUP1501 you need to practice using Windows 7 and MS Office 2007 
or MS Office 2010.  Earlier versions of this software will not be supported.   
 

Internet Access  

You NEED periodic (weekly) access to the Internet to be able to:  

•  work through parts of the study material on the Internet and e-mail sections of this module;  
•  read the study letters and communications for this module which will NOT be sent in a printed 

format by ordinary mail; 
•  check your e-mail for communication from the lecturers; 
•  submit assignments; 
•  download additional resources for this module; 
•  join and participate in the discussion forums  with your peer students on myUnisa.  
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We aim to keep all further communication and instructions for this module electronic. Thus: 

•  It is also essential for you to obtain a MyLife e-mail address at UNISA, as this will be used to 
send you your practical assignment, and other important material. In this module we strive to 
reach you primarily through electronic methods, such as SMS, e-mail or placing notices on the 
MyUnisa website for this module; 

•  It is essential for you to register on myUnisa to be able to receive, download and read your 
tutorial letters and announcements as early as possible. 

 

MyUnisa and MyLife access 

What is myUnisa?  

myUnisa is a secure website for registered UNISA students, which will give you direct access to 
important information, such as course information, and will allow you to update your personal 
information on the UNISA student system. You will be able to join online discussion forums, submit 
your assignments and access a number of other resources. 

NB: As procedures at UNISA change from year to year:  Please access the myUnisa 
website at http://my.unisa.ac.za and work through the tutorial on how to join myUnisa. 

How do I become a myUnisa user?  

After receiving confirmation from the university that you are a registered UNISA student, you must 
do the following to become part of this innovative learning community: 

•  CLAIM:  Go to http://myLife.unisa.ac.za and claim your free myLife e-mail account before 
you join myUnisa. 

•  JOIN:  Go to http://my.unisa.ac.za  and click on the “Join myUnisa” link. 
•  VERIFY:  Complete the verification process. (Please read ALL the instructions on the 

screen.) 
 

Why is it important to become a myUnisa user?  

myUnisa will provide you with 24-hour access to your information and learning resources. It will 
also allow you to become part of an online learning community, which means that you will be able 
to interact with your lecturers and fellow students regularly. 

For this module marks and assignments are uploaded on myUnisa. 

What does it cost to join myUnisa?  

myUnisa and myLife are free to all registered UNISA students. If you do not have your own 
Internet access, however, you may need to visit an Internet cafe, library or learning centre in your 
area. These centers provide access to the Internet for a small fee. 

 



  

12 
 

How do I Login to myUnisa?  

Go to http://my.unisa.ac.za, enter your student number in the field labelled “student no” and enter 
the Password you created during the join procedure. Do not confuse this password with the myLife 
password you will be using for your e-mail account. 

 

Who should I call if I have a problem with myUnisa?  

E-mail MyUnisaHelp@unisa.ac.za. 

 

MyLife e-mail account 

How do I claim my myLife e-mail account? 

As a registered UNISA student, this e-mail account has been allocated to you already. Please note 
that you need to claim your myLife e-mail box if you wish to receive any e-mail communication 
from UNISA. 

•  Go to myUnisa at http://my.unisa.ac.za and click on the “Claim myLife e-mail” link. 
•  Provide us with your details by completing the e-form on the screen. This is done for 

verification purposes. 
•  Receive your myLife address and password. 
•  Take carefully note of your password as you will need it every time you Log in. 
•  Access your e-mail account. 

 

You need to check your myLife e-mail frequently, as it will be your responsibility to manage your 
myLife e-mail account.  

Please note that your myLife e-mail address will be the only official means of electronic 
communication between UNISA and you. (Should you wish to keep/use an existing e-mail 
account, you will need to forward or redirect your mail from your myLife account to your preferred 
e-mail address.) 

 

How can I access my myLife e-mail account? myLife is a web-based e-mail service, which 
means that you can access your e-mail from anywhere in the world using an Internet browser. Use 
the link http://www.outlook.com, your myLife ID (studentnumber@myLife.unisa.ac.za) and your 
password. 

Restricted Internet access is provided, free of charge, at all UNISA computer laboratories. 
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Regional centers 

If you do not own a suitable computer with the prescribed software or do not have access to one at 
work, you can use the computers in a computer centre at most of the UNISA Regional Centers.   

All the required software is installed on the computers in the UNISA computer work labs.  You do 
not need to install or purchase any software if you use a UNISA work lab for all your practical 
exercises, assignment and practical examination preparation. 

The UNISA Regional Offices with computer centers where you can reserve time to practice is 
located in the My Studies @ Unisa or can be found on the website www.unisa.ac.za.  We will have 
appointed Distance Learning Aides (DLAs), situated throughout the country to support the 
students on this module. More information on this matter will be communicated to you on the 
myUnisa module website. 

 

Employer/Bursary Letter – Computer and Internet Access 

The Appendix section of this tutorial letter contains sample letters which you can present to your 
employer/bursar explaining to them:  

-your need for computer hardware, software and Internet resources; 

-your leave requirements for EUP1501 examinations. 

No individual letters will be supplied, due to the large student numbers in this module. 
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5 STUDENT SUPPORT SERVICES FOR THE MODULE 
 
Important information appears in your my Studies @ Unisa brochure. 
Various support services will be available to you, namely  

•  the lecturing team,  
•  the Distance Learning Aides (DLAs), appointed for the module,  
•  Electronic support: e-mail through myLife, myUnisa and SMS, 
•  Administrative support online at euc@unisa.ac.za , 
•  Unisa regional centers, throughout the country with support staff and computer centers.   

 
The lecturing team:  

Address all academic enquiries not addressed in this tutorial letter to euc@unisa.ac.za or phone 
(012) 429 3954 between 8:00 and 16:00 on weekdays only. 

Distance Learning Aides: DLAs 

The names and contact details of your DLA will be communicated to you once registration has 
closed in March. 

A Distance Learning Aide (DLA) – an ‘electronic’ tutor – has been allocated to you, to help you 
with your studies.  To get help from your DLA, you first need to claim your myLife e-mail. If you 
have not already claimed it, please do so immediately!  
 
Your DLA will send a welcome message to you at your myLife e-mail address, to introduce himself 
once registration closed in March.   You can ask your DLA all kinds of questions – but only about 
EUP 1501 challenges!  
 
Distance Learning Aides are experienced end-user computing professionals – they will usually 
respond to your question in about two working days. 
 
Your DLA will regularly encourage you to keep up-to-date with your EUP 1501 practical skills 
exercises on the CD included with your prescribed book, understanding feedback on assignments, 
exam preparation and other matters that have not already been announced or resolved on the 
module website on myUnisa.  
 
N.B. NO tutorial sessions, face-to-face tutoring or discussion classes will be offered by your DLA 
or the EUP team. We prefer the one-on-one method which focuses on your EUP challenges 
online, through SMS and administrative support. 

Electronic support 
 
E-mail  
EUP1501 uses myLife e-mail extensively.  All examination 1 and 2 results and other critical 
communication will only be e-mailed and NOT posted.  It is VERY important that you claim your 
myLife e-mail address and register on myUnisa. Use MyUnisa and your myLife e-mail address in 
order to obtain assistance with your studies from the DLAs and Tuition Team.  Some 
communications, such as practical exam results, will ONLY be routed to your myLife e-mail 
address.  All questions about myLife e-mail should be e-mailed to MyLifeHelp@unisa.ac.za 
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MyUnisa  
 
All relevant information regarding assignments, marking dates, examination due dates, etc will be 
dealt with in detail in subsequent tutorial letters which will be placed regularly on myUnisa.  These 
tutorial letters will not be mailed to you in printed format. 

It is of utmost important that you monitor the announcements and additional resources pages on 
the module website on myUnisa, read the official e-mail messages on your myLife e-mail accounts 
and track the SMS messages sent to you from the EUP module team. Each official message from 
the team will start with the letters EUP1501.   

Monitor myUnisa announcements and myLife e-mail regularly, preferably not less than once a 
week. 

You will receive additional announcements and communications about this module electronically 
on myUnisa during the year. You will probably NOT receive additional paper documents, apart 
from this document, tutorial letter 101. 

SMS 
 
Academics will use the SMS system to alert you to changes and all important academic issues.  
All official academic SMS’s start with EUP1501 
 

Administrative support. 
 
Any EUP 1501 administrative issues should be e-mailed to the EUP administrative support staff at 
euc@unisa.ac.za if you have not already received help from the appropriate UNISA section.  
Alternatively call the EUP1501 help-line on (012) 429 3954. 
 
Refer to the Unisa brochure My Studies @ Unisa for all UNISA administrative issues. 
 
Regional support. 
 
The Unisa brochure My Studies @ Unisa contains the contact information of the regions, to enable 
you to book for your practical Examination 1 and 2. 
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6 MODULE SPECIFIC STUDY PLAN 
 
EUP1501 will use the scheduling tool on myUnisa for a module specific study plan in 2012.  
 
Use your my Studies @ Unisa brochure for general time management and planning skills. 
 
 
 
 
 
7 MODULE PRACTICAL WORK  
 
The entire EUP1501 module is a practical module. Furthermore: 

•  You need to acquire practical end-user computing skills by practicing on a computer 
using the correct software; 

 
•  You have to study and practice at least up to 4 hours per week consistently from March 

to November, as this is a year module; 
 
•  Since this is a practical module, all communication is also in electronic formal. 
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8 ASSESSMENT: ASSIGNMENTS AND EXAMINATIONS 
 
8.1 Assessment overview 
 

The purpose of this section is to explain the assessment events and how they relate to your 
final mark.  The final mark for this module is made up of a year mark and an exam mark: 

 
The year mark (10% of the final mark) is earned by submitting 3 Assignments: 

 
•  Assignment 01 - Active Student Assignment with 50 multiple choice questions (MCQs) on 

Computer Concepts, Terminology, Internet and E-mail (50% of year mark). 
•  Assignment 02 - Practical assignment.  

It covers Windows, E-mail, Internet, and MS Word practical skills as well as exchanging 
computer objects between applications (25% of year mark).  

•  Assignment 03 - Practical assignment.  
It covers Windows, E-mail, Internet, and MS Excel practical skills as well as exchanging 
computer objects between applications (25% of year mark). 

 
The examination mark (90% of Final Mark) is earned by doing three compulsory examinations: 

•  Examination 1: Practical and MCQs (30% of exam mark). 
•  Examination 2: Practical (30% of exam mark). 
•  Examination 3: MCQs (30% of exam mark). 

 

Final mark = Year mark(10%) + Examination mark (90%) =100%. 

 
8.2 General assignment numbers 
 
Assignments are numbered consecutively per module, starting from 01 
 
 
8.3 Assignments and Examinations: 
 
You should do the assessments in the order as discussed below: 
 
 
Assignment 01 - Compulsory Student Assignment with 50 multiple choice questions (MCQs). 
 
Assignment 01 covers Computer Concepts, Terminology, Internet and E-mail. This addresses the 
first 4 sections of the textbook.   
 
This assignment is compulsory and is required to gain examination admission and contributes 
50% to your year mark, equivalent to 5% of your final mark. The purpose of this assignment is to 
evaluate your understanding of terminology, concepts, e-mail and the Internet. The 50 MCQs 
MUST be submitted on myUnisa.   
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Ensure that you READ the HelpFile on myUnisa first to fully understand what you are required to 
do to submit assignments via myUnisa. This assignment is included in this section. 

The due date to submit Assignment 01: 16 April 2012. 

 
Examination 1: Practical Examination (30% of exam mark). 
 
This Practical Examination contributes one third of the total examination mark. The purpose of this 
assessment is to measure your competence in basic Windows, E-mail, Internet, Word Processing 
and Spreadsheet skills.  For this examination you will do a 1 hour Practical Examination at a 
UNISA computer test centre by following the necessary procedures as explained in the 
Assessment  Instructions, which will be placed on MyUnisa. The examination will consist of MCQ 
questions, answered on the computer.  Please refer to myUnisa for more detail on this 
examination. 

This examination period will commence early in May 2012.  

For Foreign (non-SA) and incarcerated students special arrangements will apply. 

To pass Practical Examination 1 you must score 70%. 

You have TWO opportunities to pass this examination. 

 
Assignment 02 - Practical assignment. (25 % of year mark; 2,5% of final mark)  
 
Assignment 02 covers Windows, E-mail, Internet, with the emphasis on MS Word practical skills 
as well as exchanging computer objects between applications..  

Assignment 02 contributes 25% of the final mark to your year mark. The purpose of this 
assignment is to evaluate your practical competence in using end-user computing application 
software. It is a practical assignment that must be submitted electronically as per instructions 
provided to you. The submission process forms part of the learning objectives of the module. 
Assignment 02 will be uploaded on myUnisa, ONLY after the due date of Assignment 01.   

The due date to submit Assignment 02: 11 June 2012. 

 
Assignment 03 - Practical assignment. (25% of year mark; 2,5% of final mark) 
 
Assignment 03 covers Windows, E-mail, Internet, with the emphasis on MS Excel practical skills 
as well as exchanging computer objects between MS Office and other end-user computing 
applications.  

Assignment 03 contributes 25% to the year mark (2,5% of final mark). The purpose of this 
assignment is to evaluate your practical competence in using end-user computing application 
software. It is a practical assignment that must be submitted electronically as per instructions 
provided to you. The submission process forms part of the learning objectives of the module.  

Assignment 03 will be provided on myUnisa after the final submission date for Assignment 02.   

The due date to submit Assignment 03: 23 July 2012. 
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Examination 2: Practical examination (30% of exam mark). 

This practical assessment contributes one third of the total examination mark. The purpose of this 
assessment is to measure more advanced competence in applying E-mail, Internet and Word 
Processing and Excel Spreadsheet skills. For this assessment the student has to do a 1 hour 
practical examination at a UNISA Computer Test Centre by following the required procedures 
explained in the Assessment Instructions, which will be placed on MyUnisa. This examination will 
commence mid-August 2012.  

IMPORTANT: For foreign students and incarcerated students special arrangements will apply. 

To pass Practical Examination 2 you must attain 70%. 

You have TWO opportunities to pass this examination. 

 
Examination 3: Paper-based (30% of exam mark). Formal Exam in November/October 
 
This examination contributes one third of the total Examination Mark. The purpose of this 
assessment is to measure knowledge and understanding of the application of e-mail, Internet, 
Word Processing, Spreadsheets and the integration of these applications by combining and 
interchanging objects from the different applications. It also assesses the understanding of 
terminology and concepts.  

This assessment is done at a regular UNISA Examination Venue by writing a 2 hour MCQ 
examination paper during the Oct/Nov examination period. 

 

 

Supplementary Exams 

No supplementary exams are granted automatically for this module and students are NOT allowed 
to apply to write during the supplementary period due to ANY circumstances. Supplementary 
exams are granted on academic merit and on an individual basis only and details regarding these 
will only be communicated AFTER each individual examination period. 
 
No supplementary is granted to students who did not attempt all three the examinations. 
 
 
8.3 Submission of assignments 
 
Assignment 01 should be submitted electronically through MyUnisa on or before the due date. 

Detail instructions regarding Assignments 02 and 03 submission process will be placed on the 
myUnisa website for this module as announcements and under Additional Resources.  You cannot 
submit these assignments at any time.  A specific period will be determined for the submission of 
each of these. 

Tampering with the electronic work files is illegal and can result in disciplinary action.  

To pass the paper-based examination you must attain 60%. 
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8.4 Assignment Detail 
 
Assignment 01 – Due 16 April 2012 

Select the most appropriate answer for each of the questions. All assignments MUST be 
submitted through myUnisa. For detailed instructions on how to use myUnisa, refer to My Studies 
@ Unisa. 

NOTE: We do not take responsibility for technical errors or difficulties. If the server at MyUnisa is 
down on the due date, submit the assignment as soon as possible afterwards. If you try to submit 
the assignment on the deadline, you will need to accept that you run this risk and suffer the 
consequences. DO NOT wait until the deadline to submit assignments, as the large number of 
students on this module will most likely cause you frustration on deadline days. 

UNIQUE NUMBER: 267841 
The unique number for this assignment will automatically appear on the myUnisa system when 
you submit your assignment electronically.  

1. Which one of the following types of computer is most likely to be used by a travelling business 
executive?   
1. A desktop computer 
2. A laptop 
3. A super computer 
4. A server 
5. A mainframe 

 
2. ICT plays an indispensable role in the day to day life of society. What is ICT an acronym for?  

1. Internet and Computer Technology 
2. Information and Communication Technology 
3. Internet and Information Technology 
4. Internet and Communication Technology 
5. Information and Computer Technology 

 
3. Clock speed is measured in MHz or GHz; which of the following statements is NOT TRUE regarding 

clock speed?   
1. Modern laptops and desktops operate at clock speed between 1.5 and 4 GHz 
2. Modern laptops and desktops operate at clock speed between 1.4 and 5GHz 
3. 1 GHz represents 1 pulse per second 
4. 1 MHz is equal to 1 000 000 pulses per second 
5. 1 GHz is 1000 million pulses per second 

For detailed information on assignments, please refer to the my Studies @ Unisa 
brochure, which you received with your study package. 

To submit an assignment via myUnisa: 

•  Go to myUnisa. 
•  Log in with your student number and password. 
•  Select the module.  
•  Click on assignments in the menu on the left-hand side of the screen.  
•  Click on the assignment number you wish to submit. 
•  Follow the instructions. 
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4. Which of the following does NOT form part of a computer system?  

1. ATM 
2. Price scanners 
3. Automated telephone voice 
4. Digital camera 
5. Storage devices 

 
5. A Chat Room is an example of which one of the following?  

1. Voice over Internet Protocol 
2. Blog 
3. Podcast 
4. Phishing 
5. Virtual community 

 
6. Which of the following IS an audio file that can be recorded and made available on a website later?  

1. Podcast 
2. On line caucus 
3. Blog 
4. VoIP 
5. RSS Feed 

 
7. Which of the following is NOT TRUE regarding e-learning? 

1. Learning is self paced 
2. Learning can take place anywhere 
3. Learning requires class attendance 
4. Learning can take place through multimedia elements 
5. Learning can take place any time 

 
8. Which of the following is NOT TRUE regarding MMS?  

1. Allows sending of text messages including multimedia content 
2. Word and worksheet  files can be attached to an MMS 
3. Multimedia messages can be sent form one cell phone to another 
4. Maximum allowed size of MMS  depends on the cell phone service provider 
5. This facility needs to be switched on to send and receive an MMS 

 
9. Which of the following statements is NOT TRUE regarding preventing data theft?  

1. Use a user ID and password 
2. Disable drives 
3. Load an antivirus program 
4. Lock your computer 
5. Assign passwords to documents 

 
10. Which of the following will NOT infect your computer with a virus?  

1. Using other people’s disks 
2. Opening unknown e-mails 
3. Disabling macros 
4. Using pirated software 
5. Downloading from websites 
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11. Which of the following secures a network by shielding it from access by authorised external users?  
1. Firewire 
2. Firewall 
3. Fireware 
4. Anti-virus software 
5. None of the above 

 
12. Which one of the following is NOT a feature of electronic commerce?   

1. Goods can be advertised and prices compared 
2. Vendors make use of electronic information technologies 
3. There is physical contact between buyer and seller 
4. Transactions can be processed quickly 
5. Services are available 24 hours a day 

 
13. Which of the following is NOT part of typical threats that a computer user can encounter when using 

the Internet?  
1. Denial-of-Service 
2. Spyware 
3. Worm 
4. Anti-virus 
5. Phishing 

 
14. Which of the following does NOT form part of a computer’s logical functions?  

1. Data output 
2. Data processing 
3. Data storage 
4. Data control 
5. Data input 

 
15. Which of the following is NOT a characteristic of ROM?  

1. ROM  does not require power to maintain information 
2. ROM contains permanent set of instructions called BIOS 
3. ROM contains start-up routines necessary for the computer to boot-up 
4. ROM stores programs and data that can be read, used and changed 
5. ROM is a type of fixed content permanent memory 

 
16. Which of the following is NOT an example of a computing device?  

1. Digital modem 
2. Notebook 
3. Net book 
4. Desktop computer 
5. Smartphone 

 
17.   Which of the following is NOT an example of volatile memory?  

1. Hard disk 
2. RAM 
3. CD 
4. ROM 
5. None of the above 

 
18. Which of the following is caused by CVS?  

1. Eyestrain 
2. Fatigue 
3. Backache 
4. Regular sickness 
5. Damage to hand nerves 
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19. Which one of the following is an example of an operating system?  

1. PowerPoint 
2. Windows 
3. Netscape 
4. iTunes 
5. Podcast 

 
20. Which of the following is TRUE regarding Shareware?  

1. It is any software that you can download from the Internet 
2. It is pirate copies of communication software 
3. It is copyrighted software that is freely available 
4. It is copyrighted software used for a trial period first 
5. It is software on which there is no copyright 

 
21. Which of the following is a digital certificate?   

1. A program that allows the regular update of the antivirus program on a computer 
2. A program that searches for an Internet connection 
3. A program that refreshes web pages  
4. A digital document that verifies the identity of a person or website 
5. A digital certificate that is used to buy goods on the Internet 

 
22. Which of the following is a program used to browse and interact with web pages?  

1. A cache 
2. A hyperlink  
3. A bookmark  
4. A browser  
5. A cookie 

 
23. Which of the following is a specification used by websites who wish to provide their subscribers with 

multimedia content?  
1. A Blog  
2. VoIP 
3. RSS 
4. A Podcast 
5. Instant messaging 

 
24. What happens to the mouse pointer, when it moves over a hyperlink? 

1. the link changes colour 
2. the pointer changes to an arrow 
3. the link blinks 
4. the pointer changes to a pointing finger 
5. the pointer changes colour 

 
25. Which of the following do you NOT need to connect to the Internet? 

1. A modem 
2. A Search Engine 
3. Communication link 
4. Internet Service Provider 
5. A computing device 
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26. Which of the following actions is a web administrator NOT responsible for? 
1. Adding new pages to a website 
2. Providing Internet users with software 
3. Updating existing pages on a website 
4. Removing obsolete pages from a website 
5. Ensuring that all hyperlinks are working 

 
27. Which of the following is NOT an example of a browser?  

1. Internet Explorer 
2. Mozilla Firefox 
3. You Tube 
4. Apple Safari 
5. Google Chrome 

 
28. Which of the following is TRUE regarding a hyperlink?  

1. A hyperlink is a link to another website 
2. A hyperlink protects data from viruses 
3. A hyperlink is a communications software 
4. A hyperlink is a telephone connection 
5. A hyperlink is a type of modem 

 
29. Which one of the following statements about the Internet is TRUE?  

1. The Internet is a wide area network that links million of networks and computers 
2. The Internet is a private company of networks  
3. The Internet is a visual representation of linked documents  
4. The Internet is a network operating system company 
5. The Internet is a specification language used to create web pages 

 
30. Which of the following actions CANNOT be performed when working with Internet Favourites?  

1. Add links 
2. Delete links 
3. Move links 
4. Find links 
5. Share links 

 
31. Which of the following represents the username in the e-mail address papo.phasha@gmail.com?  

1. papo.phasaa@gmail.com 
2. papo.phasha 
3. gmail.com 
4. gmail 
5. com 

 
32. Which of the following extensions is an example of an international domain?  

1. .org 
2. .gov 
3. .co. 
4. .za 
5. .ac 

 
33. Which of the following separates the username and the domain name in e-mail?  

1. A domain 
2. A forward slash 
3. A backslash 
4. The @symbol 
5. A dot 
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34. Which of the following BEST describe Outlook Live?  

1. It is an e-mail attachment  
2. It is a search engine 
3. It is a word processing application 
4. It is an advanced search engine 
5. It is an e-mail application 

 
35. Which of the following folders is NOT in the e-mail folder’s list in Outlook?  

1. Deleted items folder 
2. Personal folder 
3. Outbox folder 
4. Drafts folder 
5. Inbox folder 

 
36. Which of the following FOLDERS is used to store shortcuts to the folders used most often?  

1. Favourites folder 
2. Sent items folder 
3. Drafts folder 
4. Inbox folder 
5. Outbox folder 

 
37. Where is an e-mail attachment saved by default when the e-mail is opened?  

1. Permanent location 
2. Secondary location 
3. Temporary location 
4. Temporary memory 
5. Permanent memory 

 
38. Which of the following can you NOT do in the e-mail Header section?  

1. Delete an e-mail 
2. Move an e-mail to another folder 
3. Copy an e-mail to another folder 
4. Create a new e-mail 
5. Flag an e-mail 

 
39.  Which of the following can you NOT do in the e-mail Folder section?  

1. Rename your own folders 
2. Create new folders 
3. Empty the deleted items folder 
4. Rename default folders 
5. Delete your own folders 

 
40. In which of the following folders is a copy of the e-mail stored in, when you send an e-mail? 

1. Draft folder 
2. Sent items folder 
3. Deleted items folder 
4. Inbox folder 
5. Outbox folder 
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41. Which of the following represents a compressed file?  
1. .jpg 
2. .mpg 
3. .zip 
4. .exe 
5. .pdf 

 
42. Which of the following criteria can you use to search for a file?  

1. File Name 
2. Creation date 
3. File type 
4. All of the above  
5. None of the above 

 
43. Which of the following is NOT TRUE regarding backup policies?  

1. Back-up on regular basis; at least daily 
2. Make more than one copy of back-up 
3. Protect your back-ups with a password 
4. Store your back-up off-site 
5. Store your back-up in the same location as your computer 

 
44. Which of the following is NOT a type of virus?  

1. Worm 
2. Spyware 
3. Trojan 
4. Firewall 
5. Keyboard loggers 

 
45. Which of the following does NOT represent a good password policy?  

1. If passwords can be case sensitive, mix uppercase and lowercase characters 
2. Passwords should be changed on a monthly basis 
3. Passwords should be a minimum of four characters 
4. Passwords should consist of an adequate mix of characters 
5. Use of personal information for passwords, is not recommended 

 
46. Which of the following statements regarding computers is false? 

1. You must have a basic understanding of what a computer is and how it can be used as a 
resource to be considered computer literate. 

2. Most employers nowadays expect job seekers to be computer experts. 
3. Knowing how to use a computer, especially a personal computer, is a basic skill necessary to 

succeed in business and to function effectively in society. 
4. Learning about computers and their applications will help you to function more effectively in the 

modern world.  
5. Computers are currently being used in a wide variety of applications and professions. 

 
47. Which of the following replaces the File menu option in Office 2007?  

1. Tabs in the ribbon 
2. Office button 
3. Menu bar 
4. Buttons in groups 
5. Quick Access toolbar 
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48. Which file extension suggests an image file?                                                                                                    
1. Picture.zip 
2. Picture.jpg  
3. Picture.txt  
4. Picture.htm 
5. Picture.wav 

 
49. Which file type of the file extensions below represents a music file?                                                                

1. .xlsx  
2. .mp3  
3. .docx  
4. .gif 
5. .wmv 

 
50. What is GUI an acronym for?                                                                                                                            

1. Graphical User Internet 
2. Graphical User Interface 
3. General User Interface 
4. General User Internet 
5. Graphical Utility Interface 
 
 

End of Questions for Assignment 1 

 

 

Assignment 02 – Due 11 June 2012 

The files containing assignment 02 will be attached to an e-mail that we will send to your myLife e-
mail inbox.  You can also download the files containing Assignment 02 from the Additional 
Resources section on myUnisa. 

If your myLife account is not working, ensure that you activate it. Contact  
MyLifeHelp@unisa.ac.za if you do not know how to activate it.  

 
 
Preparing for Assignment 02 
 
Assignment 02 tests the knowledge and skills pertaining to MS Word. 

Prepare for Assignment 02 using the Word section in your prescribed book and the Word 
exercises on the Future Managers CD inside your book.  It should take a well prepared, average 
student, 30 minutes to complete the assignment. 
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Doing Assignment 02 
 

1. Detach the .pdf file Assignment 02 Word Questions.pdf, containing the Assignment 02 
questions from your e-mail or download it from myUnisa Additional Resources section. 
 

2. Detach the .docx document Assignment 02 Word work document.docx, that you need to 
work with when doing Assignment 02 from your e-mail or download it from myUnisa 
Additional Resources section.  
 

3. Save the work document with a new name, which should be YOUR STUDENT NUMBER 
ONLY (NOTHING ELSE). The file extension (.docx) will be electronically inserted by MS 
Word.  
 

4. Do the questions contained in the .pdf file in the document that you renamed. It will be 
practical instructions, such as “Change the font of paragraph 1 to Arial 12”.  
 

5. Remember to save your work regularly. You should be able to complete the Assignment in 
30 minutes, without looking in your prescribed book, to ensure that you will meet the 
Examination 2 standard. 

 
Submitting Assignment 02 
 
When you are satisfied with your answer file, upload it under Assignment 02, using the myUNISA 
assignment system. 

Absolutely no printed documents will be accepted by assignments.  No documents other than a 
Word document created using Word will be accepted.  

The results will be available on myUnisa once we have received and marked all the Assignment 
02 files, and will not be available bit-by-bit. 

 

Assignment 03 – Due 23 July 2012 

The assignment 03 files will be attached to an e-mail that we will send to your myLife e-mail inbox, 
and upload to Additional Resources.   

Thus, you can also download the Assignment 03 files from the Additional Resources section on 
myUnisa. 

Preparing for Assignment 03 
 
Assignment 03 tests the knowledge and skills pertaining to MS Excel. 

Prepare for Assignment 03 using the section on Excel in your prescribed book and the Excel 
exercises on the Future Managers CD inside your book. 

It should take a well prepared, average student, 1 hour to complete the assignment without 
referring to the prescribed book. 
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Doing Assignment 03 
 

Detach the .pdf file Assignment 03 Excel Questions.pdf, containing the Assignment 03 
questions from your e-mail or download it from myUnisa Additional Resources section.  
Please note this file cannot be printed to prepare you for the way in which the exam 
needs to be done. 

 
Detach the .xlsx document Assignment 03 Excel work file.xlsx that you need to work 
with when doing Assignment 03 from your e-mail or download it from myUnisa 
Additional Resources section.  

 
Save the work document under a new name, which should be only YOUR STUDENT 
NUMBER (NOTHING ELSE) followed by the extension .xlsx. Beware of having a 
double extension, you do not need to type it in, only select the correct type in the box 
below the file name. 
 
Do the questions contained in the .pdf file in the document. Remember to save your 
work regularly. You should be able to complete the Assignment in 30 minutes, without 
looking in your prescribed book, to ensure that you will meet the Exam 2 standard. 

 
Submitting Assignment 03 
 
When you are satisfied with your answer file, upload it under Assignment 03, using the myUNISA 
assignment system. 

The results will be available on myUnisa once we have received and marked all the Assignment 
03 files, and will not be available bit-by-bit. 

 
 
9 FREQUENTLY ASKED QUESTIONS 
 
The my Studies @ Unisa brochure contains an A-Z guide of the most relevant study information. 
 
 
10 APPENDICES 
 

Appendix - Letter for Technology Required - Computer Access 

 

Appendix - Leave requirements for EUP1501 Practical examinations 
 

These letters are on the next 2 pages. 
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MEMO 

To Whom It May Concern: 

4BTechnology Required - Computer Access 

This letter serves to inform concerned parties that students doing the End-User Computing 
Course require access to a computer in order to successfully complete this course.  The student 
will need access to the computer for at least 100 hours and the hardware and software 
requirements are as follows:   

Component Minimum Specification: Windows 7 

Computer and 
processor 

1 Gigahertz (GHz) or faster 32-bit or 64-bit (x64) processor 

Memory 1 Gigabyte (GB) RAM  

Hard disk 16 GB available hard disk space 

Drive CD-ROM drive or DVD drive 

Display VGA monitor (1024 x 768) 

Input Keyboard and Mouse on a laptop computer. 

Printer (optional) A printer that can print both text and low resolution graphics (minimum A4 
paper size) 

Modem 
Restricted Internet access is granted to students at UNISA’s computer labs. 
Access at an Internet café or your workplace should be sufficient if you do 
not use the UNISA labs. 

Removable disk drive 2 GB or more flash drive or memory stick (essential when working in a 
UNISA computer laboratory to store and make backups of your work) 

Operating system Microsoft Windows 7 (included in the study material) 

Application Software 
Microsoft Office 2010 Home and Student Edition (included in the study 
material) 

 

The Module Team:  EUP1501   e-mail:  euc@unisa.ac.za 

School of Computing    Tel no:  +27 12 429 3954 
UNISA       Fax no:  +27 12 429 6421 
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MEMO 

To Whom It May Concern: 

 

Leave requirements for EUP1501 Practical Examinations 

This letter serves to inform concerned parties that students doing the End-User Computing 
Practical Course are required to complete two practical examinations and a theoretical 
examination throughout the academic year. The provisional time tables for these 
examinations are as follows: 

Examination 1: May 2012 until end of June 2012. 

Examination 2: mid-August 2012 until mid-October 2012. 

Examination 3 will be written during the Oct/Nov examination period (one day only). 

The students will be required to make prior bookings for the practical examinations at Unisa 
computer centers.  A letter may be requested from the booking office to indicate the final 
dates the student will be writing the practical examinations.  If a student fails either 
examination one (1) or examination two (2), he/she has to book for a second attempt within 
the applicable examination period. 

Individual letters to this effect will not be provided by the university due to the large numbers 
of students doing this particular course.  All information provided in tutorial letters must be 
considered official communication from the university. 

 

 

 

The Module Team:  EUP1501   e-mail:  euc@unisa.ac.za 

 School of Computing     Tel no:  +27 12 429 3954 
UNISA       Fax no:  +27 12 429 6421 
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