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| Shuter&Shooter

== PUBLISHERS (PTY) LTD

SHUTER & SHOOTER PUBLISHERS (PTY) LTD is a proudly South African
publishing company. Established as a bookstore almost 100 years ago, we
began publishing IsiZulu novels, poetry and textbooks from the early 1930s.

Since then, we have been successfully producing quality literature and
educational materials in all of the South African official languages, as well as
for the core schools curriculum.

OUR CORE BUSINESS
IS EDUCATION

SHUTER & SHOOTER PUBLISHERS

(PTY) LTD publishes over 950 CAPS-
approved titles on the Department of
Basic Education’s national textbook
catalogue, as well as an extensive
range of supplementary educational
materials. After much research and
development, we have also added
e-learning to our impressive stable of
learning and teaching support material.

2017 saw the launch of our exciting
new study guide series — Ace It! A
unique series that focuses on the
different ways in which learners learn,
Ace It! includes study tips for each
learning style to help learners excel in
their year-end exams.

In 2018 we published our first TVET
title and have since produced titles in
over 15 subject areas.

In 2018, Shuter & Shooter concluded
a landmark transaction with the Zungu
Investments Company (ZICO) which
saw the company become one of the
largest 100% black-owned educational
publishers in South Africa.
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Compatibility
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INTRODUCTORY
ACCOUNTING N4

Written in line with the
updated NATED syllabus,
Introductory Accounting N4
introduces the student to the
world of accounting. Using
simple, relevant examples and
explanations, students learn
to grasp the concepts needed
to master basic Accounting.

A variety of activities in the
Student Textbook help students
to apply their theoretical
knowledge in practice. e

The Lecturer Guide provides the ”‘w?'”
solutions to all of the activities : \ -
in the Student Textbook. In

addition, a photocopiable

workbook is part of the Lecturer

Guide, allowing lecturers to

hand out templates to students

to assist them in completing the

ACCOUNTING ACCOUNTING

MDI!E!TS
‘... ’

ULE 6:

Trading concerns: subsidiary journals and posti

Adivity 6.1
activities Cash Receipts Journal of Mario Super Store July 2019
................................................. Day| Details | Analysi [ Bank | sales [ Debtors [ Sundry Accly
Yk di ° Amount | Fol
tivity 7.3 e lpts \
¢ The following transactions relate to Evergreen Cleaners for the month of ‘
. « Evergreen Cleaners worker schedule for 31 August 2019
ccounts in the ledger fro -
) . : | Basicsalary | © PAYE Medical Aid
ie amounts on each side of the account to find th * [ssuleman R45 000 R1560 RS 450 R2 510
the larger figure as the total for both the debit and credit + | B Idahosa R5 000 | R12450 R2 320 R3 230
r the side that does not add up to this total, calculate the figure th ﬂh_er_'s-” f22 DDD R2530 RS 650 h2 €701
deducting the smaller from the larger amount. Enter this figure so that : R Ngid! R Lo (32 Szoe0 II
it the balance carried down. This is usually abbreviated as balance c/d.
D. Enter the balance brought down (abbreviated as balance b/d) on the opy; Additional information:
total figure. (The balance brought down is usually dated one day later than|* All employees contribute 5% of their basic salary to ABC pension fund.
down as one period has closed and another one has started.) All information on PAYE is given.
UIF is 1% of the employee’s basic salary and the employer also contributey
i employee's basic salary. Fol | Amount Date Details/
Example 9.1 UIF is limited to R14 872. //
The following General Ledger accounts relate to Fire and Ice Enterprise, yearend All employees contribute R100 to the staff association every month. 7

Balance Sheet section (Statement of Financial Position section):

1
1
1
1
! 2019.
1
1
1
1

The employer contributes 10% of the employee's medical aid.

The also c 5% of the employee’s basic salary to

Round off to the nearest rand.

Capital B1
| Date Details Fol | Amount Date Details / complete this activity
019 |31 |Balance c/d 1800002019 |1 |Balance / : H
\c Jan |16 Furniture/ PhOtocoplable
Bank templates to

Examples and
explanations expand
understanding.

Exercises test the
application of knowledge
at different levels.

help students
complete
assignments.

9781485836490 ‘ INTRODUCTORY ACCOUNTING N4 STUDENT TEXTBOOK

9781485836506 ‘ INTRODUCTORY ACCOUNTING N4 LECTURER GUIDE



Shuters Financial Accounting
N4 and N5 is written in line
with the updated NATED
syllabus, and is aimed at
students who have a basic
knowledge of Accounting
principles. After recap

and revision of their prior
knowledge, more complex
concepts and calculations are
learned. Exercises and activities
are provided in the Student
Textbook let students apply and
practice their knowledge.

The Lecturer Guide provides all
answers to the activities in the
Student Textbook. In addition,
a photocopiable workbook
allows lecturers to hand out
templates to students to
assist them in completing the
activities.

4 example

Zwing transactions occurred in the RNB bank statement of Ezweni Dealers

as 1N

RNE Bank Stater

Pick your Spot Lounge
523 Dambuza road, Pietermaritzburg, 3201
033 326 9999 [fax]

info@ezweni

£0.23

OPENING BALANCE CLOSING BALANCE
6 534.00 8 267.00
DATE | DESCRIPTION DEBIT CREDIT
Opening balance
01/04/2020 | Deposit | 25 200.00¥
01/04/2020 | Cheque 041 4 200.00¥ |
03/04/2020 | Cheque 042 798.50¢ | |
| 05/04/2020 | Deposit | | &ag2.00cR |
| 06/04/2020 | Cheque 043 | 5900.00CP |
| 09/04/2020 | Cheque 044 | 1950007 |
| 11/04/2020 | EFT | 4 500.00¥ | |
| 13/04/2020 | Deposit | 5s00.00v |
16/04/2020 |EFT 2 970.00%
A PN h - NAR £ BN
Examples and 530000

explanations expand
understanding.

9781485836421

DATE: APRIL 1, 2020

TOTAL
6534.00
31734
27534
26 735.50
35 227.50

29327.50 |

27 377.50

22 877.50 |

28777.50
25 807.%
20 6

154

no

FINANCIAL

FINANCIAL

- the details of the transaction. When posting this will be the name of the gery

. fgount that you are posting to.

In-line definitions build
student confidence and
enrich learning.

WlOCK ASSESSMENT 1
=G company that is buying T ¢ Question 2
we record the reference no. when posting to thezVages lournal for Teaspoons Plumbing as at Sth October 2020
ger. = =
= «mal time | Overtime Deductions
gatrol — this is the main column of this journal. All credit sale amounts W] [ T
olumn first
% - the monetary value of the transaction that has taken place £
&
|
75
Doc  Day Details Fol Creditors Trading Sundry accounts .
control  inventory Amount Fol Details 0 35
2370 10170 | 585 | 680 | 1725.30 | 78 | 3068.30 7101.70 | 585
Doc no - this is the source document number for the transaction that has taken place.
gy - Is the date on which ti
St PR 40 -G fromm oo e Fine Retailers as at September 2020
\n this column we record the r ing to the Creditors Ledger - T . T
. walysis | Bank Sales Trade Sundry 7
* \rs cortrol - This is the main column and all payments to creditors must first be recorded in  Baf recelvables | Amount | 7
« ¥ column. ieipts | control
nvertory — this column depends or R21| R21500| R 21500
s 500 |
scounts = createy =
the bank R45 Gv R4 500
RA45000| R45000| R45000
to be posted to the G R15200| RI-

E 3 700 F

Solutions,
assessments
and
photocopiable
study tools.

FINANCIAL ACCOUNTING N4 STUDENT TEXTBOOK

9781485836735 | FINANCIAL ACCOUNTING N4 LECTURER GUIDE



FINANCIAL ACCOUNTING

| FINANCIAL
brpmilnminesisdbnbomres ACCOUNITING

Different types of VAT in i

Zero rated:

Key concepts
explained in user
¢ (riendly language.

Is claimed on goc
services that are ze

Is claimed on goods and
services that are zero rated

Vat Input:

iimed on goods and services
aat are standard rated.

Vat Output:

Is paid on goods and services
are standard rated.

Vat Output is credited to the

is debited to the general

A\

At the end of this module you shou
Introduction

A * Defining inventory Well defined
= * The physical inventory taking module goals allow
g A self-monitoring.
- « Physical counting
= * Inventory lists
g ¢ The valuation of inventory within the framewc
< ¢ The importance of the calculation of invento
> * \Valuation against cost or market price
‘ y-4 * Methods of inventory card
9‘ £ bR Debtors (01/03/2020) \
\ :;:ifﬂ‘me costipice Creditors (12/02/2021) \
Tﬁ??lwon Payments to creditors and cash purchases \
dsed 450 items @ R
Payments from debtors and cash sales \

Setllement discount granted to debtors

Settlement discount received from creditors

Returns by Debtors

Returns by Creditors

Credit losses written off /
Debtors (28/02/2021) /
Creditors (28/02/2021) /

ulate the value of the 480 items in the closing inventory
ice method.

Exercise 4.10

The following purchases were made by the Zamaliphi Traders during thi
purchased numerous guantities of a single homogenous product. The ¢

\u Stock on hand 300 items @ R 30.25 |/
Y Purchased 620 items @ R 47.40 / re the following in the general ledger of SB Traders:
\ | Purchased 1200items @ R48.80 /.
\ Purchased )

Wide range of activities

Learning examples provide
to practise new skills.

students with real-life situations.

value of the 480 ite

9781485838494 FINANCIAL ACCOUNTING N5 STUDENT TEXTBOOK



Financial Management: Farming N5 student
textbook has been written to enable students to
develop the necessary knowledge and skills which will
help them to make a positive contribution as owners
or managers of a farming business, with specific
reference to financial management.

They will learn how to apply basic finance principles
and financial analysis concepts to a farming enterprise
and will be able to undertake basic financial statement
calculations as they apply to the farming business
environment.

Helpful activities and examples allow students to
hone these skills, and the colourful pictures and
user-friendly layout of the book make this subject

particularly accessible. , L
Wide range of activities

(S, liabilities (OUtSiderS' I to prac“ce new skills.

)

7/ namely:
Y ’ \re/nted) land

Storage

fent (short term) liabilities, whick
/payment period of 36 months or less, suci
with respect to the previous year, provisic

Ares at the co-operative

A

Tools and iny

medium and long term loans during the comi « of production items

that is due to SARS on the date of balance

Tree plantation al¢
homestead.

payment of income tax for previous year, proy /ractor garage

School fees paid for tv

Diesel waiting to be used during the
harvesting season

cell phone contracts (electronic gadgets), etc
Medium term liabilities are all those debj

Value of stud cattle

eriod of ten years or less. These include lo; Value of own land

Milking equipment in th

instalments for vehicles, lease agreem Products ready to be sold

Commercial lambs read

‘“ym term loans from Land Bank.

Heap of compost to be used in the field

R200 000 in a notice de|

m liabilities, which are 4 Favourable bank balance at Nedbank

Electricity account paid

s2.than 10 years:s Yond at Land bank for land purchased

Two silos by the farm

\lking parlour

Vehicles at market v

draft account at Standard Bank

Holiday house at }

2s in the field ready for harvest
ks

Cellphone con#

one ha of land

Wooles

Learning examples provide
students with real-life situations.

9781779922380 FINANCIAL MANAGEMENT:FARMING N5 STUDENT TEXTBOOK



N4

Aimed at Hospitality Students, Shuters Applied
Management N4 is based on the latest NATED
syllabus. It contains South African based examples
and activities to engage hospitality students with

all aspects of Management in that environment.
Through examples and activities, students master
the necessary concepts and learn to apply their
knowledge. The book provides references to
e-resources such as videos and websites which make
the subject come alive for students who may not have
experienced the environment first hand.

A~ RCES MANAGING DIRECTOR  — — - LEQ
FOOD & BEVERAGE FRONT OF HOUSE HOUSEKEEPING
MANAGER MANAGER MANAGER
SERMVICE STAFF RECEPTION STAFF mﬂ;?f;
— LW gthony . .
Principles and
== Staff authonty
processes
Line and staff organesaton stuchure .
explained.
Advantages of line and staff organisation Disadvantages of line and staff
o f In line # theadvice  Ofganisation
d Is the ml‘l‘
wark between the two. The | rgar th ’
emncution of plans and they are relieved of dividing their attentionto  flowing at ane time, This may resy
advice: The line and staff organisation facilitates expert advice 1o @ result the warkers are not
and -

qe managers in the time of need. The planni
ted o various matters can.b
zers can concs

| m ..........................
dre creative problem solving and decision-making as part o
i efficient leader.

ivity: Role play

# following scenario:
* Role play: Undetected booking
i Characters:

£ £ L
!

28 2
|-

bed and breakfast at
person sharing. The
as confirmed on-line
aranteed, since they
a deposit for it

B b 4

.E r and Mrs Ehuzrwayo
E fat Starlight Guest house
otk in, nobody seemed to

Good decision making Is important in our personal lives as well as in business. Have a look a
this video on how to improve your decision making:

tips://www.youtube.com/watch Pv=2tCYyE56CyuQ

ghbouring guest houses were fully booked as well.

dilemma.

Links to current electronic Case Studies and

resources increase lesson

relevance. build confidence.

9781485836445

APPLIED MANAGEMENT

Gur lecturer will divide the class into groups of four and let you ™

N

practical learning tools

APPLIED
MANAGEMENT

RACTICAL COMPONENT

+ Your lecturer will set an assignment that you will need to comple
+ example of a typical assignment.

\ 1. Leadership has the capacity to translate vision into reality.

Bill Gates, said “As we look ahead into the next century, leaders will

|
/ empower others.”

gsearch a business leader whom you admire and answer the questions bekd

e Mrs: Khvarvenye Recaptionst Outy Manager Onelea reprosenty Give a brief history of the business leader you have chosen.
o the kne
remel e T —\Describe five leadership characteristics of the person that you admire.
Mrs Khurwayo made [5 PY—
B to stay at Starlight - —fxplain the type of leadership style of this person and provide examples
se through an on-line . T D SUPPOrT YOUr aNSwer,
B They bocked for T T pplain TWO achievements of your chosen leader.

-
ent your findings to the class.

- NS

anything about their booking. Unfortunately the guest house was fully boo

en they asked what had happened, since they had a confirmation numbe
that the Starlight Guest house was no longer a part of the on-line central rg
= Mr and Mrs Khuzwayo were furious and asked to see the duty managg;

Practical component
assignments to
reinforce the theory.

APPLIED MANAGEMENT N4 STUDENT TEXTBOOK



APPLIED MANAGEMENT

N5

Shuters Applied Management N5 builds on
the knowledge gained by students who have
completed Applied Management N4. The book
will assist students to navigate the content of the
latest syllabus for this subject, and further their
knowledge of management in a tourism and
hospitality context.

Examples, case studies and activities help students
understand and master the subject content, and
additional e-resources help to make the subject up-
to-date and relevant.

ED)

LE-.@EME

the end of this module students will be able to:

»  Explain the various ways in which a booking contract may come into being.
*  Name the points to which the express terms normally contained in a contract of book

relate. Explain what significance a guest’s contractual capacity to booking a contract i
* State and explain the three ways in which a contract of booking may end

» Apply the concepts studied in this theme to situations in the front office by means o
play or simulated situation.

*  List the information which must be provided in the notice displaying the price.
Compile a typical notice displaying the price in residential establishments,

* Outline the main peint of law concerning the registration of guests, with referen
Immigration Act (13/2002)

List the information required for all guests,
xplain the common practice in the hospitality industry of overbooking.
|uate the possible legal outcome of overbooking.

st travelling

Up-to-date practices
explained and discussed.

5 hotelier and innkeeper. requests from the gUESt'

Lega I a S p ects ice can be refused to a guest and explain ejectment
examined.

est’s property.

Software used in hospitality |EEm— .
establishments for e
reservations T I N

:lcil WFOSE  [DwademabehlTon &
!

tels use different software. The most |7
mmon is OPERA. :

A Hotelier is a person who runs or owns a hot
An Innkeeper is the owner or manager of a hote

5.5.1 Services that can be refused to a guest, the ejectment of

premises 1.6.3 Briefly state the features of o
Under common law, hotels must accept guests unless there is a reasonabl '|'||g resemﬁon form LU ES T T —
for rejecting a guest. Innkeepers who refuse accommodation under the fol i

civilly or criminally liable to any guests or liable for any fine or penalty. e reservation form records of all the T2 wgion (5w
okings made. This helps to update Bl S At o
ilability and to keep track of occupancy
xpected occupancy. Each hotel has

wn standard form which is normally electronic.

The innkeeper may refuse to accommodate a guest / traveller only when;
*  The hotel is fully booked,

+ The traveller is unwilling or unable to pay for rate quoted,

* The traveller is a minor unaccompanied by a parent or guardian,

-

.

Specifications for good room reservation sys
customisable, to fit any organisation’

The traveller is disorderly,
The traveller was previously ejected, eservation forms help to make sure that all the relevant inform

sisibly under the influence of drugs or alcohol or crea

R I g hts an d sasonable believes that the room or facility will be
res p onsi b il jties eesonably believes is bringing in something that
ar

of hoteliers.

an active checklist for receptionists and reservationists

’
room or accommedation would violate

9781776288175 APPLIED MANAGEMENT N5 STUDENT TEXTBOOK J




COMMUNICATION
NS

Shuters Communication N5 has been designed to
teach the theory behind communication principles as
well as to equip the student with the skills necessary
to function efficiently and professionally in the
business world.

The student will learn about acceptable behaviour
and business ethics that take place in the business
world, and find ways to develop their own
personality, skills and interpersonal relationships.

COMMUNICATION

Case Study 2
ng article that contains manipulative rep Case Studies

and practical
s iy -m_f""-':'\—’&?uwd .
Covid Chaos : learning tools.

on Campus!

Is your child’s education in danger?

; Although many Colleges have resumed
 lectures, it appears as though all
. students’ lives are being put in danger
/. by incompetence. Students are being
exposed to Covid-19 on a daily basis,
> and nobody is doing anything about it!

Students are attending lectures with no
ocial distancing and no sanitising. How the safety of each
N our young people’s lives be put in can be guaranteed
zer like this? Now is the time for all

onadaily basis. What does it tell you about
and do you think you are part of their targe

of obvious cultural differences that you may encounter when you enter the

L . . . .

BN Think about all the social media advertisi
Y,

as you study.

A good video on cultural differences from an Australian perspective |
https://www.voutube.com/watch?v=TWrhWTQXI6Y

ic communication can be written, in the form of Wha
posts. These could be interpersonal (between individuals

® 8 8 8 8 8 8 8 F B LinkStoeIeCtronic
Activity 5 resources widen

!
Watch the following video on bullying in the the stqdents
low: https.//www.youtube.com/watch?v=- experience.

ow does bullying manifest itself in the workplace?

‘ot wri
Extended
learning
offered in the
‘Bright Idea’

impact can it have on employees’ health?

d the impact of bullying be on the reputation g%

sections. management of an organisation, v
ce bullyine?
9781485838364 COMMUNICATION N5 STUDENT TEXTBOOK J




Shuters Communication N6 introduces students to
new communication concepts and adds greater depth
to their existing knowledge gained during the study
of N4 and N5. All the necessary correspondence from
N4 and N5 is recapped and new correspondence is
explained and practised.

Students will learn more about motivation, coping
with stress in the workplace, acceptable business : .
behaviour, and how to prepare themselves for the ¥ -~
world of work. Real-life case studies and activities will -

help them gain greater self-knowledge and prepare

them for their final examinations. 2 -

Activity 3 Targeted activities

sasider the following scenarios, ar p"OVide Opportunities
2ason or reasons for stress. Prepare {O reinforce new skills.

Scenario 1

Lesedi is working as a sales representative for a comp
is to go out to small shops and pharmacies, to encot
She spends her days on the road, travelling from placs
targets to meet, and will lose her bonus if they aren’t
and helps her where possible. Why is Lesedi stressed

anario 2 Zerviews that are held online using
I - o ; m icati I;

ar is working as a shampooist in a hair, e th; o d_munlcatlond channT
or numbers have dropped. Whs actors such as distance, and recently,

e mbair When there.>—"% 2, rnan:;r lnterf\trlews arehnowkbemg held
. using video software such as Skype, Zoom
«on of a grievance, both employer and empiv g Lo
1 crosoft Teams.
Advantages Disadvantages
tlines action  Discipline in the workplace is th » It is cheap and convenient. * Technical issues can ai
as who break ﬂ behaviour that is expected of the
can include ' employee. It includes obeying | Allows for body language and non- * Noteveryonemayhav
wult and use of company rules, but also extends verbal communication to be seen. know-how to use the:
‘ace. to job performance. ) ; )
picfdis The interview can be recorded for future e The applicant cann:
. of conduct Disciplinaryactionisaction taken by the - :
Bahaia: Each ; By >ference. other than the offi
employer to deal with an employee indhed
these rules. job performance or behaviour with th s stressful for the interviewee, as in the backgroun,
aim of improving it. are in their own environment. * Does not give *

organizatior

Easy to find Definitions Structured role-modelling supports
assist self-study. practical experience.

981776314041 | COMMUNICATION N6 STUDENT TEXTBOOK



Communication and Management
Communication N4 is designed to teach students
the theory behind communication principles as
well as to equip them with the skills necessary to
function efficiently and professionally in the
business world.

Theory is explained using clear, easily understood
language and graphics.

This book covers the syllabus for both
Communication N4 and Management
Communication N4.

e advertisement below which will he

/ Have you worked hard this
Do you need a well-deserved break?

Expanded examples
encourage self-study.

thees

worky
mirybe I
Dolphin Lodge on
" et This, together
the beautiful KZN ohatograph kg

customer’s INTE)
tell themsebves Al
showld think obou)
on the South Coas

South Coast at -
Fort Edward is
Just the place for
you to relax and
unwind.

This creates a DEY
the customer, Thy
thesmsehves e, |
Jusst picture mys

Flcture yourself lying on a beautiful sunny beach, or relaxing next to
our sparkling swimming pool while we take care of your holidayl h

exatly that!
We are currently offering 256% off on our dally rate to the first This makes
120 customers who phone us on our booking line 0BO0 123123, s take action
TP themsel
\50 don't delay, call us today for your holiday in the sun. phane
othe,

thy

& P Beoksellers -

Customer Orders Departm
P & P Bocksellers

ntences below so that the noun and pronoun agre

ar lost his numberplate.

"‘-I Sender — the person who is writing the ')

28 Kloof Road |

My brother is ill. Please give her these pills.
3. The bride looked beautiful in his wedding dress.

BELVILLE

I Receiver = the person who will be reading 7493

Letterhead - standard company stationery whi
logo, name, address, e-mail address and teleph Q020+

-

The aim of business writing is always to have a clear meaning. If the pronoun and its an
noun that went before the pronoun) are not clearly linked, then the meaning of the sente!
be clear. Consider the following sentences:

. Charles and Brion went back to his house for supper. Whose house did they go
case it is not clear.

pd

The students met with the lecturers and they planned a field trip. Who planned
trip, the students or the lecturers?

A useful video to help you understand pronouns and how they should be use
found on the link below:

https:/fwww.youtube.com/watch v=nkjkPhleQ5E

Links to current electronic
resources increase lesson
relevance.

d

"yB

i -
The tone of a business letter should always be formal,
Think of a business letter you have received, and look

IRMATION ABOUT MANAGEMENT COMMURNICATION =

learners are provided.

r letter to us dated 10 January 2020, requesliné

Case Study — a poor business letter it Management Communication N4 Textbooks.

Dumisani Shange is writing to Body Style Fitness centre to complair Mbooks In stock for this subject, and | am happy to
in the gym, and about the bad attitude of the trainers. He tries to W of our TVET catalogue which lists and describes each
but needs your help to correct it. Check both the format of the /will find an order form at the back of the catalogue with
language used and the spelling and grammar. each book. N
ks are in great demand, and we urge you to place your
12 Azalea Road while stocks last.

KwaZulu-Natal you for choasing us as your preferred textbook supplier, and we

Terms are clearly
efined, and Tips for

Different types of
communications are

‘unpacked’ and labelled. )

COMMUNICATION AND MANAGEMENT COMMUNICATION

9780796075468 N4 STUDENT TEXTBOOK

v




ENTREPRENEURSHIP AND
BUSINESS MANAGEMENT N5

Shuters Entrepreneurship and Business ENTREPRENEURSHIP AND
Management N5 takes real-world cases and BUSINESS MANAGEMENT
examples to help students understand the world : .

of business management and the challenges and P
rewards of entrepreneurship in a South African

context. _

@ as a slideshow, to help T =
s questions that allow the audien@ ’ af orgunisafiona’ structures

& 'type of organisation layout required will reflect on the typ
/key to convey to the stakeholders of the business i.e. the workfoi

Presenting tips and techniq,

The golden rule before presenting and pitchi
stakeholders is that the entrepreneur knows| Hierarchical organisational structure

comprehensive overview of the nt?w venture The pyramid-shaped organisational structure is the most common type an
the entrepreneur or entrepreneurial team tq from the top of the business (e.g., the CEO or high-level managers) dowr
The structure defines the level of authority and responsibility and is moti\
can define career paths and opportunities for promotion.

Five common types of organisational structures used are listed bel¢
presented.

1ce managers have a clear outline of the
stive visual aids to support the oral py

tation to interested audiences 4| Whilst this structure brings standardisation and accountability in the decisic
) o down innovation in a business because of the increased bureaucracy, an
ar delivering a suas more in the interest of their department than the company.

2. Functional organisational structure

Primarily the team are organised according to their specific skills an
business, such as finance, marketing or manufacturing. This allows fg
role and higher motivation as each functional department is man
manager.

LECTURER GUIDE MATERIAL \
IS AVAILABLE TO ACCESS '
ELECTRONICALLY

A imnnrtant far Arcanicatinne tn nramanta intar-danartmat

SHUTERS ENTREPRENEURSHIP AND BUSINESS MANAGEMENT N5 STUDENT
TEXTBOOK

SHUTERS ENTREPRENEURSHIP AND BUSINESS MANAGEMENT N5 LECTURER
GUIDE

9781779920256

9781776315437
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INTRODUCTORY
COMPUTER PRACTICE N4

COMPUTER
PRACTICE

Shuters Introductory Computer Practice N4
provides a solid foundation for students on which
they can build their further knowledge. Students
will receive a thorough grounding in basic computer
concepts, network and communication technology,
information management and computational
thinking, internet and communication skills. Digital
citizenship and current IT issues are also highlighted
and help students to act responsibly in a digital
world. A comprehensive guide for the lecturer is
also available to assist with resources, activities and
assessment.

Explore and use the 0S

Time
Suggested Lesson | ¢
e management
pracic/actity || tools for
Review time mmules

every unit.

By the end of this unit, you should be able to:

+ Identify and name components of the 0S8 desktop

* Outline the purpose of the desktop and the task bar

*  Use the start button on the taskbar to gain access to other functions of the 05,

+  Identify common icons and discuss their meaning such as: file icons, folder icons, drive icj
peripheral device icons, shortcuts, recycle bin, applications

* Open different windows
*  Use two programs simul ly in dows and switch ¢ the two.

+ Identify the content of disks and folders in the content panel of Windows Explorer.
Identify the file types correctly according to their extensions.

erform basic file management operations

6 Interesting information
AR Connectivity technology refers to a feature or service provided in a device like a
that enables the device to connect with other devices and systems.

There are two types of connectivity technology:
1. Wireless — Wi-Fi and Bluetooth
" waread — |USB, network cable, HOMI cable

E-resources
such as y
YouTube videos ="
and websites
are provided.

e Help function to solve problems

Digital citizenship

This topic covers the following:
Unit 5.1 ICT impacts society at large

Unit 5.2 Impact of the use of ICT on the énvironment
Unit 5.3 Basic concepts of Cloud computing and digital presence

Introduction

Topic 5 looks at the impertance of information and communications
lives, whether it be our social life or work life. We have become reli
the comfort it brings te our lives. It affects nearly every aspect of ouj

It not only impacts our lives but also has an impact on the environ
citizens in the 21st century it is vital that we look at ways of recyclig
of introducing green computing. We also look at the basic concep!
as on the way we interact with technology. Althoug

Figd4.2 G

Unit 4.3 Describe the term www

The World Wide Web
Watch this excellent and detailed video.

U X I S S u e s URL: https://www.youtube.com/wotch Pv=guvsH50FizE
examined and
w5t popular use of the Internet is the use of the World Wide Web (www 2

ists of web pages that link to each other using hyperlinks. Thess
scted information and that is where the term "Wgo

discussed.

INTRODUCTORY COMPUTER PRACTICE N4
STUDENT TEXTBOOK

9781485836544
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Shuters Computer Practice N4 builds on

the foundation created by Introductory
Computer Practice. It takes students to a more
complex level of computer concepts, network

and communication technology, information
management and computational thinking, internet
and communication skills and digital citizenship.

This textbook is a ‘one-stop-shop’ for both lecturer
and student as it contains all the resources needed
to successfully master the contents of this subject.

wenii Of malware h
«se of a computer or

.. vated to
Global digital i | vouew O

are are IN:
threats explored s .
. 23;12-
and discussed. sl

tial of service (DoS)

enial of service attacks stop users from
deing able to access computer programs
and websites. These illegal attacks work
by making so many requests to a server
for a resource that the server can't cope
and stops working correctly. Hackers often
use botnets and zombies to carry out DoS
attacks. Hackers could use your computer
in this way without your knowledge! Do you
see how essential anti-virus software is?

Figure 5.5 This kind of hacker, called a bo
attack others' computers and

B Botnets<st you under
ﬂ J CaLRA the following functions of an 0S:

4

“ag hackers (i.e. a network of zombies) to

Hardware management

outer or any other ICT.

b} Memory management 255 COMpUter programa
c) Disk management

d} Graphics User Interface (GUI) management ctem in ord

e) Program management

: 2. Explain why you should alv

explanation should include

s log off your computer when you are done using it. You!

'
role of a user profile

* 3. Listand explain the use of three different types of operating systems

g - 5ﬂ

syowsen Full range of
self study and
assessment tools.

ptypical functions of the 057

iaf users and user profiles?

9781485836551

12

COMPUTER
<PRACTICE

nle that the computer
sded period or permanently
fits, images, videos) is stored on
~ much data a hard drive can save
/e or capacity of the hard drive. The
torage device is always measured in
axample, MBs or GBs. People often use
x and drive interchangeably. Therefore, a
often referred to as a disk.
oly. Computers need electricity (from the
et in the wall or batteries) to work. The power
plies the computer with electricity that is
Jesktop power supplies often have fans. This
power supplies can become very hot, and if
oard overheats, it can be damaged. The fan
nside of the desktop cool,

d. The graphics card is what the monitor is
it controls what is displayed on the screen,
may contain a GPU (Graphics Processing
aphics-related processing to take some
the CPU,

Visual aids assist
student to gain a fuller
understanding.

COMPUTER PRACTICE N4 STUDENT TEXTBOOK



COMPUTER PRACTICE N5

Shuters Computer Practice
N5. In N4 the different aspects
of computer practice were
divided into five topics. These
are further explored in N5.

The final examination for this
subject will consist of two
sections: Section A (theory)
and Section B (practical) which
must be completed using a
computer.

An aim of the course is to
promote problem-solving skills
alongside the technical abilities
to use the software packages.

Measurable
progression, and
extended learning
tools throughout.

it2 ICT an
impact on the econo

45
minutes

Suggested Lesson
time

Practice/Activity
Review time

inition of cybercrime

ost cases computer networks and
ternet play an integral part in the
hat is committed.

Cybercrime legislation

In South Africa cybercrime is addressed
Communications and Transactions A
ct can be found at: https://ww

COMPUTER

COMPUTER

Practical
activities
reinforce
student
experience.

sert a new page into the OneNote section and name the p

Move the page to be the last page before the Possible Exam Qg
Activity 5.3 and 5.4.

. Open the text file “Dracula.txt” by double clicking the file in Windo
should open with Notepad or the associated application on your col

E 4. Copy the content of the file and paste the content into a new containe
s contains the first few paragraphs of the 1897 novel Dracula by Bram §

: 5. Do these changes:
: a. Centre the heading “CHAPTER 1" and apply the style Heading 1 tq
b. Underline the sub-heading “JONATHAN HARKER'S JOURNAL" and

c. Format the paragraph “(_Kept in shorthand._)" to be italics
shorthand.}”

d. Consider the text starting at “_3 May. Bistritz” to the end.

markers (hard enters) for the text to flow properly. There g

Apply spell checking to the whole text. Instruct the sp

at are not found in the dictionary.

an C for a model answer that shows wha

9781485838302 ‘ COMPUTER PRACTICE N5 STUDENT TEXTBOOK

9781485838463 ‘ COMPUTER PRACTICE N5 LECTURER GUIDE
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Shuters Computer Practice N6 separates the
Section A (theory), from Section B (practical
application topics). The final mark obtained in the
subject has two components - a semester mark
and a final examination mark. The semester mark
consists of a practical mark, a test mark and an
internal examination mark.

The practical assessment task (PAT) is prescribed for
the course. It consists of numerous exercises and
activities embedded in a single topic or project. Each
topic ends with activities directed towards the PAT.

dule Overview

omputer Practice N4 you were introduced to computer networks. The aspects of networking
at were discussed were networking hardware, the use of networks, modes of communication,
and the media used to transmit data.

In N5, networks were further discussed with the content delivered in two units, The first unit
focused on network architecture and concepts such as LAN, MAN, WAN, client-server and peer-
to-peer were discussed. The second unit focused on the use of computer networks and how
they enabled the digital era.

In N6 the study of networks continues with the focus on using the computer network as a
communication tool in the business world. The first unit focuses on e-mails and the second unit
gives a general overview of communication software in an organisation.

The units are listed below with the outcomnes that are prescribed by the curriculum.

Unit 1: Electronic communication

# Define the term e-communication.

# Give an overview of the purpose and uses of applications and tools that facilitate
e-communication.

# Discuss e-mail as a form of g

¥ List and discus;

ication.

description in Column B with the type of e-comm

fanA | Column B N\
| E-mail Ik A website where you can publish information o
AR S S, SSS— | discussions.
'__2. | ‘Web browser | A Oldest form of e-communication between two user’
B TP |C | Transfer files over a network
4, | Instant messaging | B Cffers real-time text, picture and video messaging bet

| — I i —
|5. | chatrooms |B. | Allowsauseraccesstoawebserver.
| 6. | Conferencing F. Offers real-time communication over the Internet with mi|

1 | participants in a more formal manner,
7. |voir | 6. Allows phone calls over a computer network and the Inte
RS5 |E Offers real-time communication over the Internet with m
participants in a less formal setting.

| S—
|9, |Blogs H. | Receive updates from websites without visiting them.
110. | YouTube £5 Publish and view video content.

2. Match the application in Column B with the type of e-communication in Colu

\COIumn A | Column B

| E-mail \C |Filezilia Format|ve

| Web browser [ |Zoom |
I [oueok | Assessments
messaging | D. | ‘WhatsApp
{ |B.

= | _« track progression.
i naspossibleanswerstj/

COMPUTER PRACTICE N6

MODULE 2 NETWORKSS

ent [30 marks) f using e-mail. Real'life

applications
aid self-study.

Solution 5
. Analyse the problem statement and scope of the PAT.
. Plan the PAT.

. Internet research:

. Analyse the main components of the plan to produce a

COMPUTER
_PRACTICE

PATSs provide prescribed
skills measurements.

Activity 5 (20-30 min)

Represent the activities required to complete the PAY

Composition of educational YouTube videos.

L~

Characteristics of popular educational YouTube videos (based o
Tips and procedures for creating and maintaining a YouTube ch
Tips and procedures for creating and maintaining a blog.
Find the syllabus (CAPS) for mathematics Grades 7-9.

= o oo n

Find free mathematics textbooks for Grades 7-9.

Find a suitable template for drafting a business plan.

Lo

h. Find suitable templates for the financial documents.

reate a list of content to present on YouTube and

n online blog site for the project.

9781776314362 ‘ COMPUTER PRACTICE N6 STUDENT TEXTBOOK
9781776314423 ‘ COMPUTER PRACTICE N6 LECTURER GUIDE
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This series covers Engineering Science for levels
N1, N2, N3 and N4 was written by subject expert,
Richard Maltby, these books contain simple and clear
explanations of all Engineering Science concepts.

Shuters Engineering Science N1 includes worked
examples, exercises and solutions to assist students
in mastering all the skills and knowledge needed to
succeed in Engineering Science.

s clear, simple explanations, worked examples and exercises will hiy
owledge needed for N1 Engineering Science.

A

ENGI

NEERING~

\\;ﬂ,ﬁl EN

NCE

Preferred SI prefix
Factor Factor in words Sl prefix 51 symbol
1 000 000 D00 000 000 000 or 10 * trillion exa E
1000 000 000 000 000 or 10 bilkard peta P
1 D00 (0K OO0 000 or 10 1 billion tera T
1 000 000 000 or 10* millard giga G
1 000 000 or 10* million mega M
1 0000r 107 thousand kil k
0,001 or 10 thouandth milli m
0,000 001 or 104 millionth micro [
0,000 000 001 or 10* milliardith nano n
0,000 000 000 001 or 101 billicnth pico P
0,000 000 000 000 001 or 10+ billiardth femto r
0,000 000 000 000 000 001 or 10 trillionth atte a
V=IxR
“The Greek alphabet and R=V¥
Lelter Lower case Upper I Ehter than the filament, the filament appears dark ina bity
alpha a 2 fmemmemesmcccemscssmesmcccscenen- g is lower than the body temperature. The rheostat is used to ady
5 Zample 8.1 wing through the filament. If the filament appears brighter than the body
beta [ Find the current flowing through a conductor with a resistance of § oh¥RSeUINg Is 100 high. When the filament merges with or disappears in the back}
gamma ¥ I difference of 120 volts. temperature will be shown on the mélli-ammeter which is callbrated in degre
1
delta & H =¥
epsilon E [l R
zeta i : =120
eta [ 1 8
theta f i 1=154
!
iota ' 1
kappa 5 : Example 8.2 (=) by (e}
lambda A { Calculate the potential difference needed for a current of 7,5 amperes to flow through
e L I 32 ohms. is often employed to measure the inside steel smelters without a
v (| 1=V
£ : R
o i V=I1xR
L] =76x32 te up from two strips of different metals. such as steel and copper, which are |
. . : Ve 2'40 v ¢ metals are joined at room temperature when they are the same length. Whe
| mpo rta nt | nfo rm atlo n 1 fie metal with the higher coefficient of linear expansion would tend to expand g
p [l bwer coetficient of linear expansion.
. . 1
is provided at the start ¢ Reample 8.3 _—
1 An electrical appliance requires a current of 18 A connected to a mains supply g o (-_t'l_'mr strip
Of each book 1 resistance of the appliance. a —
. i o
] 1=y 66 ==
{ R Steel strip
R=V
i
=120 o
% N e ———
18 2 AN

Worked examples show f
how theory is applied.

Theory is supported by
clear and simple diagrams.

9781485834267 ENGINEERING SCIENCE N1 STUDENT TEXTBOOK J

SOLUTIONS for the Engineering Science series are available online. J
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'II\'nisl\Tgrilﬁg coze;ls:lEnginegtrtinggcienbge i;or Ievils ks EN QQNE%RI NG
, N2, N3 an was written by subject expert, \. B A _
Richard Maltby, these books contgin signple agd clear \“ (f.ﬂs.@\IEM @iE, //

explanations of all Engineering Science concepts.

Shuters Engineering Science N2 includes worked
examples, exercises and solutions to assist students
in mastering all the skills and knowledge needed to
succeed in Engineering Science.

3.6 COLLISION OF BODIES

Ay collides with a body at rest, then they both move off &«

i Figure 3.2 | v

" m "o R.P.MALTBYAR

momentum before impact = momentum after impact
mi vi = vz (Mo + m2)
EXAMPLE 3.6
A mass of 60 kg travelling at a velocity of 20 m/s, collides with
Calculate the common velocity after contact.
m Vi = vz (M + mz)
V2= M Vi

EXERCISE 2 « moved from one position to another.
s work to be done in order to move the vehicle.

Qrtain time, then the work done divided by the time tal
) Draw iagr

mi + me Figure 2.20 J"" M e .
=60 x 20 dkNm : 1 Auim_ \rce moves in the direction in which the force acts, the)
N : B IRHTTD . _ . .
im |im| 2m | am | m toduct of the force and the distance that the force has n)
______ iz_= _M_:]_] _I:n _{s_ — T : Work done = Force x distance
A B € n E F W=Fxs

Where: W = Work done (J) or (kJ)
F = Force (N) or (kN)
s = distance (m)

movine in annncite directions.

Tutorial material = roveinthed
is supported with P

Worked EXampleS. K A beam is ? arries a un I;nlr.hul\\lfn.nl--lllrk.\'-'m.nln.'-np,JIrl'.u;lllc'{.‘ll ¢ righf fule (J).
m-d". /when the point of application of a force of one newtop
X

1J=1Nx1m
1J=1TNm _

. . . | . .
Exercises test the application of Tutorial material

knowledge at different levels. reinforces key concepts.

9781485834274 ENGINEERING SCIENCE N2 STUDENT TEXTBOOK

SOLUTIONS for the Engineering Science series are available online.
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This series covers Engineering Science for levels
N1, N2, N3 and N4 was written by subject expert,
Richard Maltby, these books contain simple and clear
explanations of all Engineering Science concepts.

Shuters Engineering Science N3 includes worked
examples, exercises and solutions to assist students
in mastering all the skills and knowledge needed to
succeed in Engineering Science.

E Denne

ic pneumatic system

i

=5

CHANICAL ADVANTAGE OF A MACHINE
The mechanical advantage (MA) of a machine is the ratio of the load to

MA = Load
Effort

Flow control non

B return valves

ne is a mechanical device that enables work to

CY OF A MACHINE
iifﬁciency is the effectiveness of a machine. Efficiency is the rato

n = output
input

. ELOCITY RATIO OF A MACHINE Rr=Ri+Rz+R:
Th eo ry IS The velocity ratio of a machine is the ratio of the distance moved by the =6+8+10
load in the same time. Ri=24Q
su.pporteq by clear, VR Efort distance

simple diagrams. “Load distance. .
n mechanical advantage, velocity ratio and efficiency. 1=V:
Efficiency = Mechanical advantage Rz
Velocity ratio =4
8

1=05A

Comprehensive Glossary Full Solutions provided FREE,
provides support for self-study. online: www.shuters.com

9781485834281 ENGINEERING SCIENCE N3 STUDENT TEXTBOOK

SOLUTIONS for the Engineering Science series are available online.
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This series covers Engineering Science for levels
N1, N2, N3 and N4 was written by subject expert,
Richard Maltby, these books contain simple and clear
explanations of all Engineering Science concepts.

Shuters Engineering Science N4 includes worked
examples, exercises and solutions to assist students
in mastering all the skills and knowledge needed to
succeed in Engineering Science.

ANGULAR MOTION
{ION

11 occurs when an object moves in a
drive pulleys.

circular path. Examples of angular motion

ving problems involving rotational movement, we use variables that are similar to linear ¥
ement, velocity, e of rotation or mot

and .1|1\¢u|lnr velocit

celeration and force) but take into account the cu
equivalence

we define the angle of rotation, which is the angular of distance
¢ angular equivalence of linear velocity.
¢ radian

ne radian is the angle subtended at the centre of a circle by an arc equal to the length of the radius.

Figure 2.1 /\/\r
i A | v EXAMPLE 5.11
Aghted hydraulic accumulator has a ram diameter of > SOLUTIONS EXERCISE 1.3
falc u] ate the hydraulic pressure generated. o
T — s ! g
Sy - —l T
Ve
= '3'.'.9. -
) - ’ , A Vit = 35074 50
umference of a circle has a lengthof nd or 2mr. i o {35 T
\ has an arc length of r, so, in a circle, the numb % '_;d}g Vi = 353,55 km/h
. =4x25x98 enf= 50
1 cm:uml'erer?ce = 2..1 r X 0,32 e
radian = circum p =3 466 kPa B=813
rac EXAMPLE 5.12
. . Calculate the work that may be done by water from a dam that is 100 m ab o
Tuto rlal materlal I pipe leading to the turbine is 1 m internal diameter. The density of water § Yeigh i
. gravitational acceleration 9,8 m/s?.
presented in v
. R
accessible language. 4 Vowsisme N 1o
=nx1'x 100 &
4
V=78,54m? 1
m = pV Ve =Vl 4V

TSty 78,54 x 102

Worked examples show |
how theory is applied.

Full Solutions are provided FREE,
online: www.shuters.com

9781776315680 ENGINEERING SCIENCE N4 STUDENT TEXTBOOK

SOLUTIONS for the Engineering Science series are available online.
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MECHANOTECHNICS N4

Shuters Mechanotechnics MECHANOTECHNICS |  MECHANOTECHNICS

N4 introduces students to
workshop procedures and
processes, and teaches

students t’he basic principles of N 4 N 4

mechanical engineering.

The book is written in accessible
language to help students
understand the main concepts
in each module, and then,
through worked examples,
shows them how to apply

the theoretical knowledge to
practical calculations.

Finally students are given
exercises to complete to
practise the calculations.

The Lecturer Guide provides
a teaching plan and a lesson
plan template. A list of useful
e-resources are provided for
each module, to assist the
lecturer in planning each
lesson.

Lecturer Guide provides a teaching
plan and a lesson plan template. i i

EN WEEK TEACHING PLAN

WEEK [M |T [W|T
1 X |X |X Workshop layout. Types of production. Factory Layout Handling of
materials. Students must be able to draw the different diagrams of
layout etc, [ssue Exercise |

m

MODULE

1 X | X | Metal protection. ldentification of different types of corrosion. Anti-
corrosion tests, Surface preparation. Diagrams of painting methods,
Issue Exercise 2

X |X |X Lubrication. Classification of lubricants, Hydrostatic and
hydrodynamic lubrication. List factors that should be considered
when choosing a lubricant.

Draw and label lubrication devices. lssue Exercise 3

2 X | X | Precision measurement of machine parts. Name and describe the
different items used, sine bars, rollers ete. Solve examples on board,
3 XX Describe the one, two, and three wire methods of measuring threads.

Solve examples on the wire methods. Issue Exercise 4

Electrical supply

3 X | X | X | Discuss the advantages and disadvantages of gear drives Draw and
describe all gear terminology, module, circular pitch, addendum,
dedendum etc.

Group Activity:

Using your workshop layout plans from your previous group activity, now draw a 3-D plan of your factory
floor.

Calculations on simple and compound gear drives. Solve examples
on these drives, [ssu ERLTC m‘. 1 Epicyclic gears. Discuss the
different applica l rstems. List advantages and
disadvantages of epicycli o to great lengths to explain

P how
the calculations are done. Students find this difficult, s0 more time
than usual is required

A . = =
s For more information on computerised 3-D layouts, have a look at:
P https://www.youtube.com/watch?v=k95TE58pGWg and

https://www.youtube.com/watch?v=8MeHLOj-oKE \ X [x |x Belt drives. Draw and describe flat belt drives.
\ Crossed belts, calculations and state where used. Explal
diameter, velocity ratio, belt length, arc of contact.
1.10 LAYOUT PROCEDURES \ transmitted. Belt tensions. Solve examples on
There are many steps involved in the procedure for planning a workshop or production factory. Some of these \‘ exercise
Sips e Tl drives, advantages

Step 1. Accumulate Basic Data Step 15. Install the Approved Layout
(a) Violume and rate of production. Make detailed plans for installing
(b} Product specification and bill of material. production, service and other centres.

() Process sheets including tools, equipment, Install equipment, machinery, work
the method and the product which will be benches, offices, ete.
manufactured.
(d) Flow process charts. Step 14, Get Official Approval of the Final

(e} Standard time to complete each operation, etc. Layoul
After the final plant layout has been
Step 2. Analyse and Coordinate Basic Data checked, it is generally approved and signed

E-resources (YouTube videos

squired in arder tofind. by the team which checked the final layout. and we bSItES) are pr0V|ded.
The workforce size and type. A final layout accompanies:
e number of work stations required. {2} Product drawings.

of equipment required. {b) Bill of material (parts list)
g other space requirements.

wmaveane 9781485836346 ‘ MECHANOTECHNICS N4 STUDENT TEXTBOOK
9781485836353 ‘ MECHANOTECHNICS N4 LECTURER GUIDE
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Shuters Mechanotechnics N5
builds on the introduction given
in Shuters Mechanotechnics
N4. Students continue to
practise workshop procedures
and processes, and reinforce
the basic principles of
mechanical engineering.

Worked examples throughout
the book shows students

how to apply the theoretical
knowledge to practical
calculations. Progressive
exercises enable students to
practise concepts.

The Lecturers Guide provides
a teaching plan and a lesson
plan template. A list of useful
e-resources (videos and
websites for example) are
provided for each module, as
lesson planning aids.

MECHANOTECHNICS

5.7

Rope speed in m/min =

EXAMPLE 1.2

gear train, the arm A carrying carries two gears B nd(

¢eshes with gear E and gear C meshes with gear D. The numbey
7 30 and 90 respectively. Find the speed and direction of gear C

nakes 100 r/min clockwise.

MECHANOTECHNICS

CALCULATIONS
Summary of formulae
Speed in km/h x 10°

Mass rate in tons per minute = Total mass per hour

60

wck rate in trucks per minute = Mass rate per minui

Load per truck
wih\in metres = Rope speed

~CUTIONS EXERCISw Lo dol,
— z [ Elonws 110 rucks eachside=n=_Length
)' g Spacing
/ = F fae Te=T75 lance mass x g x sin@ (0 is the angle of ir
/ \ B g g
L / o / E \\ g llance mass x g (For gradient of ]
. C n= i |'/":‘__ _h—“:” ‘| ‘| x
Ti=2 \ \\h ¢ = .ll .'I To =% sistance for full trucks
voonaco o \ s BT y Na=+100 " truck + mass of load) x resistance j
\ e ssistance for empty trucks
\ 3 of truck) x resistance per ton.
i e module: £ resistance of .
R e Swbemaes  Progressive
Te=Tc+T-Ts s
Mation o O Ortunltles
ition and procedure | A B-C = D : I E | FA =30+90-75 p p .
n F and give A+ 1 rev | +1 | +Ta =TaxTe [ +TaxTe [ V) Te=45 tO reV|Se
T ToxTo ToxTe H
+174 | -174x%18 | +174%18 calculations.
36 36 % 40 36 % 20
| casss | 2178 | a3 _Worked Examples
e R - ELCET with labelled diagrams
Squt|ons to the Self b build student
Tests are pI’OVId('Ed N rU confidence and
the Lecturer Guide. Support Se|f_study.
9781485838425 MECHANOTECHNICS N5 STUDENT TEXTBOOK
9781485838432 MECHANOTECHNICS N5 LECTURER GUIDE
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MECHANOTECHNICS N6

Shuters Mechanotechnics N6
builds on the introduction given
in Shuters Mechanotechnics
N4 and NS5. Students

continue to practise workshop
procedures and processes, and
reinforce the basic principles of
mechanical engineering.

Worked examples throughout
the book shows students

how to apply the theoretical
knowledge to practical
calculations. Progressive
exercises enable students to
practise concepts.

The Lecturer's Guide contains
guidance for the lecturer, mh\
sample lesson plans and
answers to the activities in the
Student Textbook.

MECHANOTECHNICS. §  MECHANOTECHNICS

ynamics
namics is basically the study of a vehicle in motion.

o understand what a vehicle does and what it does consti
¢h has 3 driving discs and 2 driven discs, i.e. 4 pairs 0§/ modules, which are integrated and packaged into wi
r and 120 mm internal diameter. dules are as follows;

Assuming uniform pressure, calculate the total axial spring load

of engine, gear box, drive axles.
transmit 25 kW at 1 575 r/min if the coefficient of friction between

; 5 of suspension, steering, brakes, tires ¢ ¢
(b)  If there are 6 springs, each of stiffness 13 kN/m, and each of the contac \ pension, steering, brakes, tires and wheel
to wear, calculate the maximum power that can be transmitted under thonnet, doors, roof, trims etc.

EXAMPLE 6.14
ase of 2,9 m and its centre of gravity is
'mm above ground level. The centre of gravity is 1,
s at a constant speed of 90 km/h on a level road and the
and the road is 0,4.

e the minimum distance in which the vehicle can be stopped when,
nly the front wheels brake.

Only the back wheels brake.

Both the front and back wheels brake.

Find the ratio Nf:Nr when four wheels brake.

.2 A cone clutch is designed to transmit 27 kW of power at 1 240 r/min. The clutc mes to mind is that a vehicle is used to cary
outer diameter of 350 mm and the semi-cone angle is 10 °. Assuming the face wi must be able to carry pcoplc Sa{cl)" comfo
coefficient of friction is 0,24, determine the axial force required to transmit the toffon is also to listen to the driver, which hi

)  Uniform pressure,

Uniform wear. functions, the study of vehicle dynan
voir of the vehicle under certain dri

c.) and to study and verify if the v;

e clutch has inner and outer radii of 122 mm and 152,5 mm respectively, wi|
the coefficient of friction is 0,25 and the allowable uniform normal pressu

e necessary axial load.
power that can be transmitted at 1 000 r/min.

| i ol o e s | Baseline
e s learning reviews
lutch has 6 pairs ;ufa:unlact sur-t'accs, each havin d eve I 0 p p OS |t|Ve
. The coefficient of friction between p rogress on.
. ; . Exercises test
eels brake: the application
a=m of knowledge at
Worked Examples different levels.
support self-study.

9781776288199 ‘ MECHANOTECHNICS N6 STUDENT TEXTBOOK
9781776288205 ‘ MECHANOTECHNICS N6 LECTURER GUIDE
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QUANTITY SURVEYING N4

Shuters Quantity Surveying N4 is written

according to the latest syllabus. Using this QUANTITY
textbook, students will acquire a thorough

grounding in the theory and practice of Quantity SU RVEYI NG
Surveying at an N4 level. Through the use of '
examples and activities, students will be able to . A ‘ '
master the skills and knowledge needed at this
level. Resources for the lecturer are available

online to assist with the marking of activities and
lecture preparation.

L Ore brick vallin 1.3 cemeet
ot

QUANTITY SURVEYING Nd:
MAJOZI PROPOSED PROJECT

em 4
?g ML Hof brickvad in1:3 comeet.
m . mobn

&0
2%
>
5

Real life practical
examples increase 'reud‘.l.,(:'a:"t;'a;e’ is also
Student com prehension‘ description column inside a

/ 5.2 TAKING OFF

nl

Fhck| 205 mm thick soled cone- 1
&3 "_fo =i -rdte bloci taail. 1

!

1
i H
4 |
|I
1 | :
| : ]
| ; | i
- |
|
|
|
|
|
|
|
|
|

P

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

Example of a Taking off.

ned in Module 1, taking off is the process of measuring for the Bill of,
r-off should bear the following points in mind:

Wide range of measurement exercises
broaden learning experience.

date-stamped with the date on which they were

with the overall sizes and noti
sl ont an oo

9781485836438 QUANTITY SURVEYING N4 STUDENT TEXTBOOK

22



QUANTITY SURVEYING N5

Shuters Quantity Surveying N5 is written
according to the latest syllabus. Using this
textbook, students will acquire a thorough
grounding in the theory and practice of Quantity
Surveying at an N5 level. Through the use of
examples and activities, students will be able to
master the skills and knowledge needed at this
level. Resources for the lecturer are available
online to assist with the marking of activities and
lecture preparation.

QUANTITY
SURVEYING

rmed in the previous modules, a Bill of Quan
m drawings prepared by architects and structural e
ct, which makes it the most important document in a co

have seen, each trade has its own bill and the trade bills are
given by The Standard System. The bills together comprise the

owner/employer needs a definite agreed cost before comr _Ii
s Real-life
determine the cost of a building the owner obtains the servi Sltu.at 1ons
ho prepares a detailed and itemised list of the componentsre  al'e |In ked to
e building. This list is known as the Bill of Quantities. The p¢
antities is usually the quantity surveyor employed by the owr the theo ry

ilding contractor has to prepare his own Bill of Quantities fro
is case, the Bill is prepared by the building contractor's sur

being taught.

\ the Bill is complete, the building contractors are invited to price t
arrive at a total sum.

.6 EXERCIS

/ REQUIRED N\

at is a building contract?

ch contractor has her own prices for the items in the
identical. When a tender is accepted the Bill is part

UILDING CONTRACTS

/@

Centre line of one brick wall
B footing

Describe the difference between a tender and a contrac

. Give a brief summary of the various types of contracts.

214650 = 29300
27650 = 15300
44600 Bd. perimeter

720 MG

. Discuss briefly three methods of calling for tenders.

What roles are played by the architect and the quantity surv
calling for tenders? Draw on your background knowledge t

Centre line of half brick wall in
lining

. A large building contracting firm wishes to tender for a larg
would it set about doing so? Explain the processes and
the beginning up to the time when the firm wants to start
tender accepted.

five types of contract documents.

Key skills with Solutions, are presented
in comprehensive Examples.

9781485838487 QUANTITY SU

Exercises test the application of
knowledge at different levels.

RVEYING N5 STUDENT TEXTBOOK
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Shuters Quantity Surveying N6 is written
according to the latest syllabus. Using this
textbook, students will acquire a thorough
grounding in the theory and practice of Quantity
Surveying at an N6 level. The following areas

are covered: Construction process (including
communication processes); the Theory of
quantity surveying);, Measurement as it relates
to plumbing, drainage, basements, etc.; and
Quantities and Costing.

Through the use of examples and activities,
students will be able to master the skills and
knowledge needed at this level. Resources for
the lecturer are available online to assist with the
marking of activities and lecture preparation.
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Wide range of measurement exercises
broaden learning experience.

JO0Y 9N DONIAHAMNS ALLLA

QUANTITY
SURVEYING

«2 WORKED EXAMPLES

The worked examples that follow are
foundation column and bases, super-sti
reinforcement.

Worked Example 3.4 - 01
The take-off list for Worked Example 3.4 - 01 could read &
« Site clearance

+ Excavation

« Risk of collapse

+ Concrete in bases

+ Concrete in beams and slabs
+ Concrete in columns

+ Formwork in bases

« Formwork in columns

« Formwork to slab and beams
« Provisional sums

+ Back filling

SSATION:

Worked examples show
how theory is applied.

9781776288137 QUANTITY SURVEYING N6 STUDENT TEXTBOOK
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BUILDING ADMINISTRATION
N4

Shuters Building Administration N4 aims

to introduce students to the building site.

They will learn how to manage and administer
construction sites in a real-world situation, and
will also understand and be able to adhere to the
relevant safety standards and procedures.

BUILDING
ADMINISTRATION

N4

B L

CONSII

NMODUIEELG

of tasks, and recommend construction
1als are in place when the construction workers are ready 15%
that all workers and visitors on site wear the appropriate personal prote

monitor the performance of the workers under their control to ensure that business
achievad

Organise and monitor the work of subcontractors on site
Ensure all works are carried out in line with approved method statements
«  Conduct and amend risk assessments and deliver toolbox talks

«  Ensure site personnel have job relevant training requirements

ACTIVITY 1 AND QUESTIONS
Learning activity 1
1. List all the professional consultants that you have learned about in this module.
2. Name five duties for each consultant given in Question 1.
3. Explzin the meaning of ‘professional consultant’ in your own words, or according to your
understanding.
Prepare a line diagram to show the relationship between the members of the professional team.
Discuss the functions of the following professionals in the building industry:
= Thearchitect
The building inspector
The quantity surveyor
nswer the following questions about the clerk of works:
Who does the clerk of works represent?
Who pays/femploys the clerk of works?

Clear diagrams to
simplify learning,.

Clerk of works

Name two duties a clerk of works is responsible for carrying out.
May the clerk of works issue any instructions

( )|

Sub-contractors Supplier

plzin the function of the architect.

y is it necessary to involve professional consultants in a building project?
Why is it necessary for a structural engineer to check the building plans?
Why is it important for the electrical engineer to work closely with the architect?

Figure 1. Shows the structure of professional consultant in a building project

What is the function of a building inspector?
Differentiate between the structural engineer and the geotechnical engineer.

wid  Activities to test theory and practice

A0 Pre=contract auties; the Contract stage and post=contract auues 1or the'n
ity surveyor

9781776314034 BUILDING ADMINISTRATION N4 STUDENT TEXTBOOK

1.2 CLIENT/OWNER/EMPLOYER

rson or group of people who want to erect or build a struet
and an engineer to make it reality. They work closely
al. However, once the contract has been s

25



STRENGTH OF MATERIALS
AND STRUCTURES N5

Shuters Strength of Materials and Structures
N5 builds on the knowledge that students have STRENGTH OF MATERIALS
attained from their N4 studies. It provides them
with both theoretical knowledge as well as AND STRUCTUHES

practical examples and the chance to apply their
knowledge.

The Student
Textbook
contains
extensive
diagrams,
explanations
and worked
examples to help
the students
understand the
subject content.
Exercises at

the end of each
Module help
them to apply the
theory learned.

F= cA
1+ a(Le/k)?
le=21

d ratio (SR) = Effective length of strut
Least radius of gyration

H-section (parallel flange
as above.

EXAM TYPE QUESTION

A strut with both ends fixed has a length o
safe working load on the strut is 90 kN.

oduction

hen a deformed structure, such as a spring, stretches, then it s

Definition of strain energy

The Rankine constant is 1/7 500. Use a fa

(a)
(b) The safe load for Euler's equation

The dimensions of the strut.

(c) The slenderness ratio when the ¢

it.

Gradually applied loads

raight bar of steel 1,5 m long
in compression till i

en a load is gradually applied to a bar and the bar undergoe
oe in length, the load moves as the bar deforms and the
done by the load on the bar. Since the effect of thjs

ar, the measure of this work done is called

The Lecturer Guide, in addition to containing the
answers to the exercises, also contains lesson
plans, a teaching plan, e-resources and sample
examination papers to help the lecturer.

9781776314065 ‘ STRENGTH OF MATERIALS AND STRUCTURES N5 STUDENT TEXTBOOK

9781776316625 ‘ STRENGTH OF MATERIALS AND STRUCTURES N5 LECTURER GUIDE
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a type of energy known as strain energy. In many cases, this energy
can be converted into other types of energy, such as kinetic energy.

Strain energy is a type of potential energy that is stored in a structural
member as a result of elastic deformation. The external work done
on such a member when it is deformed from its unstressed state is
transformed into, and considered equal to the strain energy stored in




MATHEMATICS N4

MATHEMATICS

Shuters Mathematics N4
will provide students with
the necessary skills needed
to identify and calculate
mathematical problems
they are likely to encounter ] ) ] )
in industry. They will gain . LECTURER.GUIDE&
the necessary knowledge to
integrate mathematics into
their various trade subjects,
and provides a foundation for
further studies at N5 and N6

M3L. Bezuidenhout

Think of the number / as 3 number that exists on its own number line,
Its mumber line is perpendicular 1o the real number line with the.
positive axis going upwards.

2.1 Identify real and imaginary parts of a complex number in
lues into the initial system o

y=XT42
0 l_‘k_ 2 3 4 5
1.1 & Area =29%sq
form to determine the cocfficient and answer matrices. | 4 |
| =l’§ =6 DL i+ Progressive
T - write the final answers as: Opportunltles
. k==t _,.=%.=.§+;|1.=.;=.; .
Solutions to the Self to revise

Note that you could simplify your work by multiplying both equations by 4 before starting the
calculations. Verify the answers by substituting the values into the initial system of equations.,

Tests are provided in

calculations.
the Lecturer Guide. ol

. Exercise 1.2
1. Solve the following systems of equations using Cramer’s Rule:
N x+p=T x+2y=11

12 drrdy=1 cry=3

s+hy=3 +p=3 Worked Examples with labelled
(+hb=2 Jaras=1 diagrams build student confidence and
support self-study.

Jh=2; 0,5a+0,6b=1

ms of equations accurate to 3 decip
L0 3y =2

9781776315512 ‘ MATHEMATICS N4 STUDENT TEXTBOOK
9781776315536 ‘ MATHEMATICS N4 LECTURER GUIDE
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Shuters Mathematics N5 builds on the
foundation created by Mathematics N4, taking
the student into greater depth as they learn to
integrate the mathematical skills and calculations
learned into their specific trade subjects.

The Student Textbook contains
worked examples, plenty of
exercises to hone student skills,
and moves progressively from
basic calculations to those of
greater difficulty.

—TT——— \
« 11m h —~ ,

h—0
substituting 0 for h and using

lim S0 = 1 and/or fimL=S0%
6-0 0 6-0 7

Differentiating f(x) = cosx from first principles

First step for differentiating from 1st principles

e work out f(x+h)

e use Compound Angle trig identities f]
the expansion

~eéntiate each tel

2nd, 3rd and 4th steps for differentiating from
Ist principles

4 : dy
mnermost function as dx

f(x+h)—f(x
1 ( l») / Solve the equation for d_y
~ = (x+h)2 dx

2
=%[x§+2h1 e

>
[N
+

4
5

f(x+h)—=f(x) _

h h

“the exponent, use the laws of logar

~ 1 1

n/reat all y variables as Tutictiuis U1 A,

9781776315550
9781776315574
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SHUTERS MATHEMATICS N5 STUDENT BOOK
SHUTERS MATHEMATICS N5 LECTURER GUIDE

ATHEMATICS

M.L. Bezuidenhout * G.B. Scott

Uslily UlC Lllalll TUIS 1doa O

Use the product and quotient rules as required.

h3 \ Differentiation techniques: Logarithmic differentiation

When differentiating expressions that are complicated by exponents, with a varial

The Lecturer Guide provides
assistance to the lecturer, and
solutions to all the calculations
and self-test questions.

d to find the dese™



MATHEMATICS N6

Shuters Mathematics N6 provides a foundation
for many other areas of learning, particularly in
the engineering fields. In this book, the focus is
on understanding the strategies and processes
for solving problems that engineers encounter,
rather than on proofs.

The Student Textbook builds on
the foundation of mathematics
work done at lower levels. It is
aimed at helping students to
deal with the examinations with
confidence.

es with integration prob

trigonometric functions

trigonometric functions raised to powers

ou have already dealt with the integration of tr
ythagorean identities. These identities enable y
e sin?in terms of cos?, and vice versa;

® tan?in terms of sec?, and vice versa; and

cot? in terms of cosec?, and vice versa.
ample 4.1

Find the general solution of tan X% + 2y = X COSEC X.

ML B'"'é-i.uidenhou

manipulating the integrand in this way,
ion can easily be integrated.

Solution
y ® Divide all terms of the equation by the coefficient of g—i to get it as close to the sta
x=3 dy _
ey ax T 2(cotx)y = X cosec X cotx
2

25 ® The coefficient of y corresponds to P*x ), which we use to construct the integrating
Px) = 2 cot x and integrating factor 1(x) = e/ P(x)dx
| = e/ 2cot xdx
5! Ax = p2Insin x
— A2

—2 e Multinly all ¢ fihe o The Lecturer Guide provides
uitiply ali terms OLthe st assistance to the lecturer, and
« solutions to all the calculations

; ' and self-test questions.
(sinzx)d—¥+23inm _)

Change the form of the left-hand side, expressing it as the derivative o

9781779921246 ‘ SHUTERS MATHEMATICS N6 STUDENT BOOK

itor, th

(sinzx)g—¥+ 2(sin2x)

9781779921253 ‘ SHUTERS MATHEMATICS N6 LECTURER GUIDE
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TRAVEL OFFICE
PROCEDURES,,

Travel Office Procedures N5 build on the student’s
knowledge of Travel Office Procedures that was gained

at N4 level. They will learn about the financial aspects of

a tourism business, and how to perform basic financial
transaction recording. This book will teach the student how
to understand the various entrepreneurial opportunities

in the tourism industry and the financing relevant to these
businesses.

lllv 2-703 4

dowing totals appeared in the books of Ashley’s &
Bank total in the Cash receipts Journal was R549 632,00
* Bank total in the Cash Payments Journal was R291 476,00
e The Bank balance brought down from July 2020 was R92 53k
é Required:
E 1. Openthe Bank Account in the General Ledger of Ashley’s Odys¢
E 2. Balance the Bank Account.

General Ledger of Ashley’s Ordessy
Balance Sheet Section

Bank
Date Details Folio| Amount ||Date | ’

- All Activities
from the Student
Example of Credit Sales Invoice Textbook are
e Tpuss RREDIDN - provided in the
Workbook, ready
< for students
; e e . to complete.
[ Ak | g (bookeeping
- Yo forms, petty cash
and cheques, etc.)

3 8 |welun
3 g

Notated examples of
a wide variety of travel
industry documentation.

9781485838357 TRAVEL OFFICE PROCEDURES N5 STUDENT TEXTBOOK
9781776288229 TRAVEL OFFICE PROCEDURES N5 STUDENT WORKBOOK m, )
9781776288212 TRAVEL OFFICE PROCEDURES N5 LECTURER GUIDE
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TRAVEL OFFICE
PROCEDURES N6

Travel Office Procedures N6 has been designed
to build on the student’s knowledge of Travel Office
Procedures that was gained at N5 level. They will
learn about the legal aspects of travel as well as
how marketing and sales is used in this dynamic
industry. Students will gain a knowledge of human
resources issues in the travel industry, and explore
potential career options available to them.

TRAVEL OFFICE

PROCEDURES

ather hand, you may havess
gncentrate on your Computer or paperws
nd it difficult, if not impossible, to sit for long pel

al functional capacity is also used for individuals who may
ited mental functioning, or intermittent brain seizure activity.

er a person can follow directions, maintain levels of concentration, o LTS M S u p pO rt
e in determining your residual functional capacity. .
tools include

1.1.4 Breach of Contract on-page
One party's failure to fulfill any of its contractual obligations is known asa’ Deflnlt/ons

Types of breach of contract include the o 1 [
various ways an agreement between two {E‘ BREACH OF A and Brlght
parties can be broken. A breach can only & one ormore pz /dea inserts

occur if a valid contract exists. L — deinot honcdl

which expand

FLASHBACK: Elements of a Valid Contract S p ecl fl C
Both written and oral contracts are valid if they include all t as p e CtS .
* Anoffer of value in exchange for goods or services has be

* The offer was accepted by the other party.

* Each party provides consideration or an item of value
consideration, it constitutes a gift, which is not enf

ACTIVITY 2.2.4

ollowing scenario then answer the questions t

e finance manager, you are asked to calculate the individua
ntive travel competition. The sales for the previous year was
10% sales increase to determine an incentives budget, and a profit
increase. Also, they allocate 40% of their profit to incentives programm

i t. Also, refrain frov
e a bad situation worse.

During an emergency, it is their job to ask qus
ill provide them with the information that they nee

Calculate the increase in sales.

ledge any negative information that might have emergy

‘etails on what is being done to remedy the problem or situatio Calculate the profit earned.

Calculate the budget available for incentive travel.

i

Media training: how
to deal with media
in a crisis: https://
www.youtube.com/
watch?v=EVujjbGvnal

. Calculate the amount, per person, available for incentive travel.
Show all your calculations.

Thereafter, you contact your travel agent partner, with the amount per pe
individual budget for each winner of the incentive travel competition as follo

Global safety council:
dealing with the
media in emergency
situations. https://
www.youtube.com/
watch?v=POwe-omjg

* Promotion: 15%
Transportation: 25%
Accommodation: 35%
Meals: 15%

lop the media as a partner to serve the public. Remens
elationship based upon understanding and trus

E-resources such as YouTube ‘ Exercises test the application of ‘
videos and websites are provided./ knowledge at different levels.
9781776314096 ‘ TRAVEL OFFICE PROCEDURES N6 STUDENT TEXTBOOK |
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TRAVEL

Shuters Travel Services N4 will prepare
students for a career in the tourism industry,
with specific reference to travel. The book will
give students a thorough knowledge of the
terminology and components of the travel
industry in South Africa. They will gain the
necessary knowledge and skills to give effective
passenger service, to advise clients on travel
arrangements, calculate fares and complete
travel documents correctly.

ety their luggage
service can also collect
#airport terminal upon arrival
2 their car.

There is a difference between a service and a facility. A service is the action of
4 helping or doing work for someone, A facility is a place or a piece of equipment
A i—J that is there to do a particular job. Parking is a facility but valet parking is a service.

Real-life 7
situations  ventuf§
ir first

are linked to  he caiili§

i it b u
the theory iis role. Use the GSA and this textbook to answer the questions

often the letter ere are rmatio
fly from that airport. Staff at ¢

You can also consult the website below.

https://www.safarinow.com/destinations/tsitsikamma,/
- popularattractions/bloukrans-bridge-bungy.aspx

In which province will you find the Bloukrans Bridge? (2)

Name one accommodation establishment close to the Bloukrans Bridge where
the couple can stay. Remember, it is their wedding anniversary. Give the name,
r—Lj- — contact number and email address of the accommodation. (4 x 1) (4)

c] MName one company that will be able to take the couple bungee jumping. Is the

£ uvancie

Twing: company a producer or a support service? Explain why you say that. (2)
s d)} In your role play you have to execute 5 function of a travel consultant (list the
%as and permits. functions that you have executed). (5% 1) (5)

Health documentation

n-route to work on Monday morning, Siyabonga was walking past Terrific Travel Agency (TTA).
» travel consultants were handing out pamphlets to everyone, Siyabonga happen to take one.
tour package was called Moroccan Madness and included all the exciting activities and cities a

it can visit in Morocco should they embark on this tour. The mostinteresting and exciting part
package is that it included discount rates on all entrance fees to all the tourist attractions.

/¢ the end of this module, you will be able to:

= furnish clients with correct information about the different travel documents and how
to complete the various documents correctly;

= define passports as defined by IATA;

= selectdocuments that could be used instead of a passport from a given list of documents;
=  state conditions for issuing joint passports with reference to South African passports; ire the roles of Terrific Travel Agency and Moroccan Madness respectively in

+ explain how and where to obtain passports; rel and tourism industry? (2 x2)(4)
s state the validity of South African passports;

= define visas and transit visas as defined by LATA;

= read and interpret visa requiremnents and validity and state where to obtain visas for

srganisation would you belong to if you:

foreign countries, using the GSA; ned a B&B in Makanda? (1)
= read and interpret permit regulations published in the GSA; rted a car rental co mpany? (1)
*  advite prosp tourists in simul; situations on permits required for specific items R . . . )

when entering foreign countries: anaged an independent travel agency with an office on the main street in
= name the World Health Organisation (WHO) as the organisation responsible for the i small town? (17

standardization of international health certificates; % & .

Had a catering company that provides food for delegates at big conferences? 7

=  state the requirements in respect of international health certificates, certificates of

vaccination and validity of certificates of vaccination;

2ad and interpret information regarding countries requiring vaccinations when given \q'q_—_h organisation would you use if you:

xacts from a source of information;

) y - . .
e regulations regarding the validity of vaccinations in simulated situations; (anted to find out more about what to do in South Africa on holiday?

e organising a co al com,

Outcomes are clearly described Loinvestin - Exercises test the application of
fodeuts  knowledge at different levels.

PN

9781485836568 TRAVEL SERVICES N4 STUDENT TEXTBOOK
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Shuters Catering Theory and Practical N4
will empower students with the ability to
discuss theoretical concepts in catering, and
also to apply the theory and skills learned in the
classroom to the preparation of suitable and
applicable dishes. Students will master all the
basic theory as given in the subject outcomes,
and then apply the theory to practical recipes
given in the book.

all dry ingredients together.
ix the dry ingredients in a bowl, add the milk and yolks.

Fold in the egg whites.

. Put about Smil of butter in a pan that is on medium heat, when golden brow
‘bubbling” turn around until cooked.

5. When cooked put one side.
6. Crumpets can be served warm or at room temperature.

Recipes and
instructions
are included
in the book.

and Vegetable Stir fry

CATERING THEORY
AND PRACTICAL N4

CATERING
THEORY AND
PRACTICAL

‘-J\J.

N4

« Lifting hot items from a frier such as eggs or hambuh,

Notes

on your cuts perfecting your julienne.
Id be added if you would prefer.

instructions the recipe sets out and cut accordingly.

ponsibilities are.

at no kitchen in industry is exactly the sa

Scale

A cooking scale is used to weigh products of any kind in gram
kilograms. A more modern approach in industry is to have ew
weighed as it assists with standardisation.

Use:

* Used for weighing grams or kilograms.

r from kitchen to kitchen and will vary based on men
f staff and kitchen layout

Commonly referred to as starter section. French term: garde-manger section.
Section where stoves, friers and ovens are. Meat, vegetables, fish and sauce

are made in these parts of the kitchen.

A — \m@ﬁb

Mixing bowls

Bowls of varying sizes. Usually, stainless steel or glass.
Use:

+ Used for mixing ingredients.

* Can be used for storage if tightly wrapped.

n Sections of kitchen that are temperature controlled or where there is no

cooking equipment. The starter and pastry sections are part of the cold
kitchen.

section Pastry/dessert section, Part of cold kitchen.

hef Main chef in charge of the kitchen. Mainly responsible for everything from

staff to food cost. In very large establishments they might have both a head
and executive chef.

Colander

Perforated bow! with handles.

Use:
+ Used for straining rice or pasta.

Most establishments only have a head chef who performs all the duties an
executive chef would as stated above.

Usually, second in command. Communicates with chef de partie as to
standards and makes sure standards are upheld.

with experience. These chefs are usually in charge of their

Definitions for terms in each module
are given and explained.

9781776314058

Conical Strainer

Or china cap, body is made from metal also perforated.

Use:

= Can be used to strain stock of larger pieces of bone,
vegetablesimirenoix) or imourities.

Extensive use of photographs

enhances the learning experience.

CATERING THEORY AND PRACTICAL N4 STUDENT TEXTBOOK

33



Shuters Computer
Progamming NC(V)4 has been
written by subject experts, in
line with the new syllabus for
Computer Programming NC(V)
Level 4. The book uses examples
and activities to teach how to
design user-friendly, computer-
based solutions that meet the
needs of end users. Students
learn how the role of Computer
Programming interacts with
the broader IT environment.
Accessible language and
relevant examples make this
book easy to use.

The Lecturer Guide provides
extensive material to assist

with lecture preparation and
presentation, and includes useful
electronic resources.

__ Tohelpyour understanding, read this blog which explains obj&

il: E\E concepts in simple English.
A5aeS https://blog.usejournal.com/object-oriented-programming-co

english-3db2206507d0

To understand what an object in object-oriented programming is, let's look at a f
objects:

* A computer game (for example a racing game) would include objects such as chail
and car objects.

* Whenever you create a Windows Form application in Visual Studio, you use objects)
and text boxes to build a graphical user interface (GUI).

* Likewise, an email application (like Hotmail or Gmail) would consist of many email §

Teday

Makre
Your Favourite Catalogue - Now Gone Digitall %, o502
This email not displaying correctly? View it ooling RYOB! 5.5 KVA Petrol Key 5t

Maloe
Yiou Don't Wast To Miss These HOT Deals! § TODAY ONLN o83
This email not displaysng carmectly? View it online This is just 2 selectson of th

By

Bing
2 4

It 3 froant runnee?
Bing keeps you updatid on the biggest horse race! Download the B

Yesterday
Lo oneny

e

E-resources such as
YouTube videos and
websites are provided.

PROGRAMMING

learning experience.

COMPUTER

COMPUTER
PROGRAMMING

The Lecturer Guide has FREE online digital resources,

including Extra Activities and Past Exam papers.

LESSON PLAN

How to ... Create a navbar and menu

Te create the navbar and menu, do the following:
Step 1: Write the HTML needed

a. Tocreate a navbar, we'll create a list element. Each list item in ths 2. €
Each link will peint to a different page on the website.

yamming
priented

One of the list items must open a menu when clicked. To do this we cre)
i ; " u o Jfferences between abje
contains <a> elements. We assign the value of “dropdown” to this <did

the <div> points to an element on the same page. The links could just as  P———
a different webpage on your website. Study the HTML used for the navbaloeser

cohes

<header>
<h1>Thiz iz the header</hl>
<navy
<ul>
<1--This <ul> contains the contents of the navba
<1ir<a hrefs"Home. html™>Home</ ax</1i>

ankques in developmel
riify cbjects aed clissas, 3

<14 About .htal*>about us</ar</li>
<1 el opdown’ >
] €li> will act as a dropdown menu 7
<span»Services v</span>
dhy 4 mEau_tontent " LaRy KEY QUESTIONS
<a hr #UIDesign' UL Design</a»

<a hrefs"#Web ' >Heb Development</a> fagr
<a href="tobile’ >Mobile App Develof

s of an object

</ div> Amutsto
</1i»
</ul> S\APPROPRIATE SOURCES STUDENT/LEARNING
<fnave ) :
. i ! 1. Additional starter activity for L
</headers nd Teaching Material)

......
BaEicure 546 Sten 1 for creating the menu shasil

Expanded examples
reinforce the

Lecturer Guide - Weekly
Year Plan and Lesson
Plans per week.

9781485832546 COMPUTER PROGRAMMING NC(V)4 STUDENT TEXTBOOK
9781485834212  COMPUTER PROGRAMMING NC(V)4 LECTURER GUIDE
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DATA COMMUNICATION

AND NETWORKING _‘NC(V)4

The Shuters Data Communication and Networking
NC(V)4 Student Textbook has been written according

to the latest NC(V) Level 4 syllabus. Thi

provides students with the content and the context
of computer networking (both simple and complex)

and how to design and install local are
networks. Through relevant examples,

case studies, students will build up their knowledge

and skills to achieve the outcomes of t

Lecturer resources are available as a download from

the Shuters website.

“EeTE T
7% installation, it is a good Idea to build
Zamate the completion date and compare it with's
7P to manage what the client and users expect to happen in\
ining of the resources will help to manage the costs. Note that the qui
done, the more it will most probably cost. You need to balance the cost a

ces if you drag the installation process out. Planning needs to start well in adva

fione on paper,

?

How to ... that the installation is scheduled to minimi
- disruption to the users
One way to ensure that the i ion is timed to mil ption to the 1~

do the installation over a weekend. The benefit of doing this is that user are r
and that can speed up the process.

The be di phasesand incertain u
disruption.

o How to ... ensure that a risk analysis identifies the tasks whie
vulnerable to standard risks

s textbook

a computer
activities and

he syllabus.

Step-by-
step worked
examples.

Every network installation faces risks that could present threats to Its success,
is defined as the probability of an event taking place and the consequences g

happening.

Risk managementfssmnuter networks as the tree=8Q wWrong. Once you kno
then evaluz#s that are more easily manageable. der strategies
those q deal wi

entire network depends on a central hub and a failure of the cen
ole network.

https:/fwww.youtube.com/watch?v=4ZaTo_JOM_E

! Revision Adivity 2.3

E 1. Read the statement and tick the box True or False.

Mssessment 5
Class Test

: 1. List the three types of transmission methods found in a local-M

a short description of each.

E 2. Choose one of the three transmission methods you listed above an
flow chart showing the layout of this method. Remember to use arro

element correctly.

***B-Home Assignment
t LAN switching techniques

True

Falf "0, answer the following questions:

* |a) |The advantage of ring configuration is that a failure of one node can
H take the entire network out of operation.

E b) | The advantage of using a bus configuration in smaller networks is that
H it is a simple layout where all the devices are connected to a single
cable. ——e — —
c) |The use of a bus configuration in a network layout makes it cost | Tru
\ | effective as it runs with a single cable.

The bus configuration is also known as line topology.

Aicardumntama nf tha ke sanfimestan e

E-resources such as
YouTube videos and
websites are provided.

True

True

T T —

F:
Identify and explain one advantage of this switching type.
4, Identify and explain one disadvantage of this switching type.

Unit 4.4 Virtual local oreo networks (VLAN

Regular Assessments
and Activities
improve retention.

9781485832539

DATA COMMUNICATION AND NETWORKING NC(V)4
STUDENT TEXTBOOK

& CQMMUNICATION

EINETWORKING

af Identify the type of transmission method in this LAN and justify your answ
Identify the type of LAN switching used in this scenario and justify your 3

NC(V)
LEVEL

& are two main types of Wide Area
*  Peer-to-Peer (P2P) networks, and
*  Virtual Private Networks (VPN).

Unit 11.1: Wide area computer networks

4 wide area network (WAN) is a data communications networl

eographic area and often uses transmission facilities provided §
lephone companies. WAN technologies function at the lower thre’
del:

the physical layer,
the data link layer, and
the network layer,

q‘:«,
A wide area network (WAN) is a telecommunicaf
= extends over a large geographical area for the

computer networking. The Internet is the best-knoy

pur own time, research and find one example of a LAN switching scenarig

Wide area networks are used to connect LANs and other types g
and computers in one location can communicate with use
Organisati including busi education and governme;
relay data to staff, students, clients, buyers, and supplie

This type of ¢ to effect

Terminology
expanded in
Definition boxes.

ication allows a busi

J
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SYSTEMS ANALYSIS

Shuters Systems Analysis
and Design NC(V)3 has been
written according to the latest
syllabus.

The Student Book, written in
clear, accessible language,
provides a first introduction
to organisation systems,
information systems and how
systems are linked together.
Through examples, case
studies and activities, the
students become familiar with
the complexities of this area
of study, and develop critical
thinking and problem solving
skills.

The Lecturer Guide provides

extensive material to assist
lecture preparation and

presentation, together with
useful electronic resources.

gted to a specific project. Indive

Steps to aeate a Cost Benefit Analysis

| Example 5.6-A Create a Cost Benefit Analysis with Excel

I Start with the following basic table:

A A E c D

at proportion, if any, must be allocated to a particular P

t be paid whether or not there is production, like rent and insural
ow much is actually produced, like raw materials and packaging.

5.3.4 Explain and illustrate the process of Cost Benefit Analysis (CBA).

| =
1 Anew system will cost R100 000 to implement, The estimated benefits are R40 000 per year, and hat
'; the operating costs are R10 000 per year for 4 years. Create a Cost Benefit Analysis.

Year0  Year1  Year2

Annual Benefits
Development Costs
nnual Costs

Year 4 True or False

Nanefiti{Cost)

Worked examples
expand Subject
Outcomes.

9780796075499 ‘ SYSTEMS ANALYSIS & DESIGN NC(V)3 STUDENT TEXTBOOK

The Lecturer Guide has FREE online
digital resources, including Extra
Activities and Past exam papers.

e .
i e
g [y LESSON PLAN: WEEK D-3
ptnpiien on Technology and Computer Science SUBJECT: \
—— IT, business suppart and control systems Datel

“_'mi'. | o ACCESS CONTROLS pt of Enterprise computing

o ' 5 lanning and strategy
Flgure 3.4.5 How Manageehent Contros and IS Management Conuoks WAy _ 1o tor e e frammes
Duraticn
Pages Class Home GroupPlaneer |fF
dividual Activity 3.4-1 Consider Control Systems slon-making s || 20
What control systems da you think your college has in place? Into which ca \iRIeUel Gf Users 8 part of enterprise system.
|~ _\do they fall? and management use information
o you have control or security systems on your phone or computer? Wh. '
kind of control systems do you think would be required by a big
Bongi's Burgers? What are the differences?
........................................................... Wi srdaniiativng 2 |30
r TR LT
.......................................................... L
thapter 3 Quiz - — y
10 the firm, and its lang-tarm Mentifios and allocatas the tatks
The first step in strategic planning is to determine where the firmy/ stranegic chjectives with the designated rescurce:

as possible. % graks tion Into far your
produced by the people who repart to you

Tacticaldecisions are how middleor senior managersdl . oo can make decisions without AUt i Hoth Bkl

directives into performance management decisions.

Activities reinforced in
comprehensive end-
of-chapter Quizzes.

Over 100 Lesson
Plans in the
Lecturer Guide. )

9781485834182 ‘ SYSTEMS ANALYSIS & DESIGN NC(V)3 LECTURER GUIDE

v
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Shuters Systems Analysis
and Design NC(V)4 has been
written according to the

latest syllabus. Based on the
knowledge acquired in Level 3,
this Student Textbook expands
further into the subject. Clear,
accessible language and up-to-
date examples help students to
master the subject content: how
to conduct a systems analysis,
and to design information
systems. Using examples,

case studies and activities, the
students develop their critical
thinking and problem solving
skills.

The Lecturer Guide provides extensive
material to assist lecture preparation
and presentation, together with useful
electronic resources.

witica was governed moses
e'fine of RS D00 per instanc was alsos
#4d to sue someone else if they f r copyright hay

fies Bill, when enacted, will treat piracy as theft.

Explain how the computer industry supports the concept of equal m,':..
opportunity.

Q 131

1.5.1 How the computer industry supports the concept of equal opportunity

Early in January 2004, the Broad-based Black Economic Empowerment Act (53 of 2003) was sighe.
by the President and published in the Government Gazette (25899).

Its preamble says:

productive resources and access to s<|l|s

WHEREAS South Africa’s economy still excludes the vast majority of its people from

SYSTEMS

ANALYSIS AND~
_DESIGN” -

e TAA0ASE U
e 15 one example, Another exampléSs
raccounts of the College.

STUDENT DATABASE o —

SYSTEMS

o A~

ANALYSIS AND"
", DESIGN"

NC(V)
LEVEL

LECTURER GUIDE"

The Lecturer Guide has FREE online
digital resources, including Extra
Activities and Past exam papers.

Taroe

LESSON PLAN: WEEK C-5

fmation Technology and Computer Science SUBJECT: Systems Anany,

Date

\ documen

pment technique

i Duration Theory F
+ 22 South Road <=~ Pages Class Home Group Picneer IfF  Lore T
H documents 0
Characlee o urce documen £ 3
ous source documents could be used as part of the analysis and data 3
Bys [ -~ 1010011
' of the data and between data items
Br.__. 1 #5 invobved as part of the traditional (or structured) analysts and 0
gy
nts (o towards the of entities, attributes and

ownership of productive assets and the possession of advanced skills; o &0
WHERE»\.\S South Africa’s economy performs bclqw.lts potential because of the 'j How Relational Databases work
level of income earned and generated by the majority of its people; 0
A\HO WHE.RE:\!S. unless Iu.'th.er stc.ps are taken to increase t.l.w effective partj 441 Discuss the concept, components and origins of /
the majority of South Africans in the economy, the stability and prosps KEY VOCABULARY

smy in the future may be undermined to the detriment of all Sg
i of —== qal # ~ °

Subject outcomes

identified and
expanded

Diagrams simplify
complex learning
exercises.

Over 100 Lesson
Plans in the
Lecturer Guide.

9781485832522 SYSTEMS ANALYSIS & DESIGN NC(V)4 STUDENT TEXTBOOK
9781485834199 SYSTEMS ANALYSIS & DESIGN NC(V)4 LECTURER GUIDE
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Shuters Building and Structural Construction
N4 gives students a thorough background of the BUILDING AND

theory and methodology used in building and
STRUCTURAL

structural construction. They will be exposed

to real-life examples and situations in which to CONSTRUCTION

apply their knowledge.

~¢

Clearly stated
- outcomes are

met.
Strut \
EQUAL + EQUAL
UP TO 7 500
/’3/ )
N A ©

N /

Exercises test the
application of knowledge at
different levels. -
- — Clear Diagrams to
support learning

SPECIFICATIONS )
; Universal column.
Span: 3300
Site (%’_/g;,,.n,_ jfﬁ{ﬁl_x""/" = 7':{'._ e
Tie beam: 38 mm x 152 mm connections. __ “‘Z}Z@% /
Sh , i
Struts: 38mmx 152mn | o \Universal beams
Lagging: 50 mm X 32 mm ”"”J’Zgw@y >
b ; |
Ha- . Web cieatsf{?to both L
Ribs: 32 mm tthk‘ sides IFreqired
ss braces: 32 mm th i LA TTTYS—
o - Universal beams T~ \.Seating cleat or

Worked examples and clear diagrams —  Erection dleats
explain the theory, while activities and SEMI-RIGID CONNECTION
further reading lists help students to test )
and expand their knowledge.

9781776314072 ' SHUTERS BUILDING & STRUCTURAL CONSTRUCTION N4 STUDENT TEXTBOOK

38



BUILDING & STRUCTURA

SURVEYING N4

Shuters Building and Structural Surveying N4
aims to provide students with the knowledge and
skills that they will need to apply in the building
industry. It will help them to develop their ability
to solve problems, and to understand the practice,
theory and methodology in the building and
structural surveying field.

0m)(1 400m - 900m)(1 400m - 700m)

Theory material
is supported with
worked examples.

« triangular-shaped plot was measured on a plan drawn to scale 1cm = 50m. The map dimensions
vere found to be 70mm; 90mm and 110mm. Calculate the ground distance in hectares.

HINT: First convert map units (from millimetres) to
actual ground dimensions (in metres)

olution:

cm = 50m lem = 50m lem = 50m

cm=a 9ecm=b llem=c¢

=7 x 50m = 350m b =9 x 50m = 450m c=11x50=550m

_a+b+c _350m +450m + 550m
2

=675m

ON AND PURPOSE OF SE

BUILDING AND
STRUCTURAL
SURVEYING

A. G. JAMA

e able to comprehend

Outcomes are
clearly described.

LEARNING OUTCOMES\,

The student must be able to: \
Define the term Surveying

1.11

/6.2 SETTING OUT PROCEDURES

1.12 Define the objectives, purpose and p
surveying.

Sketch and list the following principle/)

1.2.1

6.3 EQUIPMENT FOR SETTING OUT

fixing a point in Surveying.
«  Ties (Tie lines) or Trilateration

\ds of fixing a point in Surveying

Y Ty —

|

|
|

Exercises test the application of
knowledge at different levels.

\Ele‘va tion = 671

] somm

Traveller or Boning Rod

+  Sideways intersection

+ Forward intersection (Triangulation)

+ Resection

+  Perpendicular offset (Rectangular off set}
+ Length and direction (Polar co-ordi )

1.3.1 Listand explain the following main categorie]
Surveying:
+ Plane Surveying

+  Geodetic Surveying

List and explain the following types of s
which are based on the nature of the fi
+ Topographic Surveying
+ Cadastral surveying

+  Hydrographic Surveying
+ [Engineering Surveyin

Sight Reil

9781485834274 ‘ SHUTERS BUILDING AND STRUCTURAL SURVEYING N4 STUDENT TEXTBOOK
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BUILDING ADMINISTRATION
N5

Shuters Building Administration N5 helps the
student to build on the knowledge acquired at
N4 level. They will gain a more comprehensive
understanding of what is involved in the
administration of building projects, with specific
reference to South African Industry standards,
and health and safety requirements.

BUILDING
ADMINISTRATION

~ie the entreprer “\g,_ ﬂ

a1 as a slideshow, to help N o
5 questions that allow the audient

+.3 MAINTENANCE

¢ of maintenance of equipment

Presenfing ,ips and ,e‘hniq Ctool that helps to secure reliable and satisfactory production quality,*

tor the environment.

The golden rule before presenting and pitchy
stakeholders is that the entrepreneur knov maintenance is aimed at improving reliability, performance and safety, whils

comprehensive overview of the new ventu gevity. A well maintained plant allows for maximum output and productivity, re

‘ . cos
‘he entrepreneur or entrepreneurial team
\ce managers have a clear outline of th{ maintenance must be planned and executed in the least disruptive manner, and s|

tive visual aids to suoport the oral or 1 a matter of critical importance. The operator checks oil, grease, water, loose nuts, ¢
PP P8 1so checks brakes, lights, fuel, etc.

tation to interested audiences,

‘ar delivering a suce aintenance

thine is withdrawn from its current function, and all worn parts are replaced b
tully equipped workshop. This should be properly planned.

Clear diagrams and photographs
enhance the learning material, and

test modules at the end of each Module help
learners to consolidate their understanding of the
subject content.

t is on site when required

nt chart is used to ensure the plant is always on site when requi
3 stage. One copy is sent to the plant supplier (departmeng
sugh the supervisor is agreed upon (e.g. by phong

nd on-site plant maintenance is perfog

9781776316007 | BUILDING ADMINISTRATION N5 STUDENT TEXTBOOK )
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BUILDING ADMINISTRATION
N6

Shuters Building Administration N6 helps the
students to develop their ability to manage
construction sites and to adhere safety
standards and procedures. The more legal
aspects of tendering, contracts and ethics are
explored, as well as safety regulations, work
study and staff motivation and development.

/\ .
\ '%k
Invitation to tender \

Step 3:  Submission of tenders

BUILDING
ADMINISTRATION

avation

sersonal factors.

e rate for excavation = R95/m?
.. Cost =6,72m> x R95 = R638.40

sic motivation: sometimes referred to as 'external motivation', tt
factors outside one's self.

Concrete foundation ple of motivators

The footing = 0,7m x 0,25m / Intrinsic Motivation Extrinsic Motivati(\
olume of concrete foundation =1xwxd Feeling of accomplishment Money \
= 22,32m x o,l - P—
~3.906m® = njoyment romotion
ate for concrete foundation = R1800/m? Knowing you did a good job Awards
". Cost =3,91m? x R1800 = R7038 Personal ethics Recognition

ab \ Self-respect Respect

\ Meeting a goal you set for yourself Meeting a goal set by,

s to influence motivation on site:
The theory covered in the book is velop loyalty by always being fair.
supported by clear explanations,

examples and activities to ensure that

learners master the subject content.

urage teamwork.
in good working conditions.
communication is a two-way process.

ion by providing job security.
9781779921475 | BUILDING ADMINISTRATION N6 STUDENT TEXTBOOK
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BUILDING &

knowledge.

CONSTRUCTION N5

Shuters Building and Structural Construction
N5 builds on the knowledge that students have
attained from their N4 studies. It provides them
with both theoretical knowledge as well as
practical examples and the chance to apply their

/\Tangenl\

inished hex head b

\45 PRSI
NS O

Clear diagrams explain the theory, and
worked examples help students to

understand the concepts involved. Activities in
the modules help students to apply the theory to

practical examples.

1|
- y @ Advantages of Bar Bending Schedule in Construction

STRUCTURA

BUILDING AND
STRUCTURAL
CONSTRUCTION

NS

| 30 (tO arc
60 |
T
.67D
R \2
T T
1//] L.oise
| (0.4 mm)
>
—<
@ =D o156 2
— [(0.4 mm) -
T
L] e .'“.lhl‘
r — n 0 || MASANG ‘NE
. H F. -~ o I',‘
A o||~Depth of ’ |
thread ﬂ— ;.—.__;: (S

LW

oars

acceptably clean

sport of top steel
over depth
Suitability of cover blocks

Provides better estimation of reinforcement used in each structural concre
member. You can also calculate the overall reinforcement required for the
construction project.

It helps engineer in the procurement of reinforcement steel and better stock
management.

Bar Bending Schedule Provides exact estimated quantity required. So, at a
construction site, wastage can be controlled by careful supervising of the
contractor with the help of Bar Bending Schedule.

Bar Bending Schedule makes cutting, bending of reinforcement easy at a
factory and can be directly transported to the Construction site. This wi
not only reduce the wastage of reinforcement steel but also help us red
bor cost. Though, it helping in reducing the overall cost of the cong
ject.

ps site engineer or quality inspector to check and apprs
aent work with better quality control.

9781779920263  BUILDING AND STRUCTURAL CONSTRUCTION N5 STUDENT TEXTBOOK
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STUDY GUIDES

HELPFUL MARKING GUIDELINES

ALL YOU NEED TO ACE YOUR EXAMS

@'} Exercise
BOOK

L
STUDY GLIDE

oMICS - © . GEOGRAPHY
= 12 12;

By Z :

g Isizuy. . F _ - . o ATICAL PHYSICAL
W 12 . 12 gt Y™ T
= . ’ P i Sk S B,

OOKIN
~  AFRIKAANS
- BESKIKBAAR
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EXAMINATION PAPER: NOVEMBER

Question 1:

111 Prabactian Shstumant e B0 pas e 1 gt S007

112 Factory svahacd saet

TED | Do s ot .

TET | Beosorn e o e n o e o o -

OF all the charscters in the bosk, | identified

with Tarabu the st | adenievd har drive 18
1 heesma edutated, and | sgrepatiied with ber
itruggle to adapt ta two diferent cultres

Far eeenagers, ecpacislly it

e
P
———— : b s ik
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e
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P CLASS Ditinaris

TOP CLASS ACCOUNTING DICTIONARY GR 10-12

TOP CLASS AGRICULTURE DICTIONARY GR 10 -12

TOP CLASS GEOGRAPHY DICTIONARY GR 10-12

TOP CLASS LIFE SCIENCES DICTIONARY GR 10-12

TOP CLASS MATHEMATICS DICTIONARY GR 10-12

TOP CLASS PHYSICAL SCIENCES DICTIONARY GR 10-12

AGRICULTURE

Shuters Top Class Dictionaries
* Guidelines explaining how to use the
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dictionary.

Covers all words and concepts

as required by the current CAPS
curriculum for Grades 10, 11 and 12.
Concepts explained in accessible

language.

Pronunciation for difficult words.
Cross-references the words and

topics.
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A reference hook
for schools
and colleges

2A - THE SENTENCE

WORD ORDER

In scme languages. the onder in whach words occar A\'nlrn < B |||||m|>\r\ k. ansd
affect mem o s ina

“The boy kicked the tall man® does not bave the same meaning s “The tall man kicked
the \ ¥ b is different from “The man kicked the tall boy”, “Kicked tall the man the
boy” b

The porenal word order in Englssh is
Predicate

ke
Subect  Ferh  Ohjoct

(a) The subject & a noun. pronosn or noun phrase (sec page 40) about whach a stalement
i bei mg made
eg My diary has a golden fock
The bay with the Rettwelber caught the burglar
(h) The verb has been dealt with under "Pams of Speech” (pages 611}
{c) The object is t he name given to the noun or pronott 1o whoa {or which) the action
af the verh was being done
cg  The domkey aie the carrod
The prisoner denicd the charge

The object 1s of TWO kinds:
(@) diree object. whee e st of the v il aflects a persom o thing

A reference book for schools and coIIeges Bt

Topics include: the word, word groups

and the sentence, the paragraph and
special uses of language.

SHUTERS
English
Qulck Help

i-l:HS-{-respe,;t_ l
e Jr
ormation about nnuns and prex
Pmnoun in place of a noun
75 made up of more than one
Verb descﬂbes n

Non-finite verbs

Non-finite verbs do not have subject, number or tense,
They do not stand alone in a sentence. You get different
types of non-finite verbs:

+ Infinitives

+ Participles: past participles and present participles.

Here is a summary of these verbs:

Infinitive Past Participle | Present Participle |
Always starts with | Regular verbs: Base word +
to simple past tense | continuous form:
An infinitive must | form: add -ed; -ing
have a finite verb | Irregular verbs: A present
in front of it in new form participle needs
order to make These verbs follow |an auxiliary
sense: auniliary verbs verb in order to
| want to walk. such as had, has, | make sense ina
have, was, were sentence;
| had walked to | | am walking
the office. towards you.
1 have bought you
| a present.
to walk walked walking
to bark barked barking
to be been being
| to become became | becoming

Notepad: Even though the participles are called past and
present they do not belong in any tense. For example: | was
studying when you phoned. (It took place in the past, but
uses a present participle: studying.)
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Lynette Tladen

SHUTERS

Maths
Quick Help

9780796003300

Percentages

A percentage is a fraction out of 100. We only write the
numerator, followed by a percentage symbol: %.

For example: % = 23% and % = 7%

Method to convert percentages to commen fractions

For example: 84%

1. The digits before the % sign are the numerator of the
fraction. The denominator is always 100.

-3
84% = 356
2. Slmphfythe fraction.

a2:2 _ 21
B4% = 0072 = So+2 = 25

Method to convert common fractions to percentages
For example: %
1. Find the number that you must multiply by the
denominator to make it 100,

20 = 5=100

Find an equivalent fraction for 236) with 100 as
the denominator. Multiply the numerator and
denominator by 5.

3 _ 3x5 _ 15

207 20=5 T 100
‘Write only the numerator and a percentage symbol.
£ -15%

e

w

ENGLISH GRAMMAR

3 - THE PARAGRAPH

THE TOPIC SENTENCE

(8} We have soen that words have no grammatical function ustil they are used m a
sentence. Thus the semtence can be defi

i af thought in
¢ to the main thowght of top

Nowte — The topic sestence in each of the above paragraphs has been primted an italics.

TYPES OF PARAGRAFH

There ase THREE types ol pasngraph
(a) Lowse

b ice is prlaced at the begimming, Having
aming. the wriler can consider cxamples

henta suppor th

1age ) where the main clmise is at the cad of a
has s fapic sentence at the end. (e g paragmph
This cnsbles the main thought of the paragraph
e it is reached i can be readily understood and

SHUTERS

ENGLISH QUICK HELP
This basic English language
manual explains:

+ Grammar,

+ Sentences,

+ Punctuation,

+ Literary terms: words to talk
about poetry, stories and
plays,

+ Spelling rules,

+ Ways to improve your
vocabulary.

SHUTERS

MATHS QUICK HELP
This basic Mathematics manual
provides:

« Adictionary of mathematical
terms,

+ Clear explanations of
methods and formulae,

+ Strategies for solving
problems.

Uses plain, simple English and

examples. Use it when learning

for a test or exam or doing

homework.

9781485829683

SHUTERS ENGLISH QUICK HELP

9781485832157

SHUTERS MATHS QUICK HELP
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THE WRITE STYLE

YOKUXHUMANA

MOKGWA WA GO KWALA
IZINDLELA ZOKUBHALA IMIBHALO

A hands-on reference tool and teaching aid aimed at
structuring the most common writing tasks required in schools
and in the business world.
Each genré has: Model text; Genré-specific criteria; Language
and structural requirements; Evaluation summaries.

: @athy Harris
Bobby Keal

FRIENDLY LETTER (Cont)

Thank you so much for your extremely generous
gift of five hundred rand. It was such a wonderful
surprise to see you and Uncle Jacob last Sunday
when | was visiling Mum and Dad, and | was so
glad you could both join us for my birthday lunch,
You're looking younger and younger every year,
and it is difficult to believe you're lurning eighty in
a few days time.

It was such fun spending my birthday money
from you. After a hard week at work, my friends
and | went shopping at the mall on Saturday.
Your money allowed me lo buy a beautiful
maroon jersey, which | had been admiring at
Truworlhs for a long time. | have already worn

it, and i's as soft and snuggly as it looks. The
rest of the money was spent on a delicious meal
at Spritzas. It really was an awesome morning.
Thanks 50 much!

| look forward to seeing you both over the
Christmas period. Please do lry to come to the

" beach with us, as this will be the last time we'll

all be logether as a family, since Spha and
Londi are leaving for their long-awaited travels
al the beginning of January — | only hope they

er | don't get lost, after what happened last year!

Once again, thank you so much for your

i :: ~ generosily.

Lots of love
Happiness

LANGUAGE (Cont)

Informality is shown with
contractions:

You're

Personal pronouns indicale
close relationship between
correspondents:

I; you: your; my

Use of colloquial expressions.
shows informal tone:

such fun; snuggly; awesome;
thanks

Use of simple past tense to
recount evenls:
went; had; allowed; have
wom; was spenl, was

Use of exclamation mark
shows informality

Use of humour emphasises
informality:

I only hope they don't get
lost, after what happened
last year!

EVALUATION:

The criteria for this genre have been met. The tone is relaxed and informal, as
indicated by the use of humour, contractions, and colloquialisms. The address,
salutation, and greeting are present and correctly laid out. The letter consists of
more than three paragraphs.
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S EEESEENERNNERRENRNENSN.
9780796042262 THE WRITE STYLE
9780796038616 2/IO!(GWA WA GO KWALA (The Wwrite
tyle: Setswana)
IZINDLELA ZOKUBHALA IMIBHALO
9780796043313 YOKUXHUMANA
(The Write Style: IsiZulu)
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(@Shuters Academy

=== EMPOWERING TOP CLASS TEACHERS

The Shuters Academy was established in 2016 in
response to the increasing need for quality Continuous
Professional Teacher Development. We are an
accredited training provider and our accreditation
allows us to conduct either in-person or online
training, depending on our client’s needs.

o« ETDP SETA Accreditation number — ETDPS010941
e SACE Provider number — PR 12058

The Shuters Academy is able to provide training in all
nine provinces across South Africa. Teachers can earn
SACE Continuous Professional Teacher Development
points for all our training. We have in excess of 55
learning programmes/workshops available, which

are delivered by well-qualified and experienced
trainers/facilitators. All learning material is provided to
participants during our training.

Our training focuses on most school subjects

and covers teaching, learning and assessment
methodology as well as effective classroom practice.
We also have training programmes/workshops that
focus on school and classroom management.

Besides training, the Shuters Academy also offers
General Education Project Management in the
following areas:

» Needs and impact analysis

 Strategic planning

« Learner support programmes

« Teacher mentoring and coaching

 Individualised training programmes according to

identified needs

The following are our ETDP SETA accredited learning
programmes that are offered as both in-person or
online programmes:
« Conduct Outcomes-Based Assessment: Unit -
Standard — 115753 Level 5 (15 Credits) o
« Conduct Moderation of Outcomes-Based i
Assessment: Unit Standard — 115759 Level 6 (10
Credits)
« Facilitate Learning Using a Variety of Given
Methodologies: Unit Standard — 117871 Level 5
(10 Credits)

For more information regarding our training offering
please contact:
Vickesh Thandray - (vickesh@shuters.com).




SALES CONTACTS () (=)

Booksellers / TVET Vaasna Parbhodeen 063 251 8566 vaasna@shuter.co.za
Eastern Cape Sydney Nguma 083 2536761 sydney@shuters.com
Free State Dimakatso Makhurane 083 215 6835 dimagatso@shuters.com
Gauteng Themba Msimanga 082 445 6435 themba@shuters.com
Kwazulu-Natal Khanyo Cele 083 281 0849 khanyoc@shuters.com
Limpopo Dimakatso Makhurane 083 215 6835 dimagatso@shuters.com
Mpumalanga Dimakatso Makhurane 083 215 6835 dimagatso@shuters.com
Northern Cape Colette van der Merwe 071 851 1814 colette@shuters.com
North West Phemelo Maiphehlo 083 378 8725 phemelo@shuters.com
Western Cape Colette van der Merwe 071 851 1814 colette@shuters.com
Training Academy Vickesh Thandray 060 545 2264 vickesh@shuters.com

CUSTOMER SERVICES:
Sylvie Doarsamy +27 (0)33 846 8723 sylvie@shuter.co.za
Thandeka Ngcobo +27 (0)33 846 8724 thandeka@shuter.co.za
Zandile Mthethwa +27(0)33 846 8721 zandilem@shuter.co.za
Mbali Kunene +27 (0)33 846 8722 mbali@shuter.co.za
Nhlanlha Zondi +27 (0) 33846 8779 nhlanlha@shuter.co.za

HEAD OFFICE
Tel: +27 (0)33 846 8721 / 22/ 23/ 24/79
Fax: +27 (0) 33 846 8701

Pietermaritzburg - Johannesburg - Cape Town - East London

) Shuters

ﬂwww.facebook.com/shuterandshooter . waw.shuters.co.za

ﬁwww.facebook.com/aceitstudyguides . &www.aceitstudyguides.co.za
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