OCR Level 2 Nationals in ICT - Skills

Candidate Name:_________________________________  Form _______

	
	Pass
	Merit
	Distinction

	A01-Good working practices with files, directories, folders and sub folders
	A1 – I have set up at least 2 directories. p___
A2 – Saved files in appropriate locations using appropriate file names. p___
A3 – Password protected files. p___
A4 – Locate and open files. p___
A5 – Back up files onto a removable medium. p___
A6 – Create shortcuts to 1 directory and 1 file. p___

	B1 – Create a directory structure with at least 2 main directories, each containing at least 2 subdirectories using appropriate names.  p___
B2 –Save files in appropriate locations using appropriate file names.  p___
B3 – Password protect files.  p___
B4 –Open and locate files.  p___
B5 –Delete, copy, move files and directories.  p___
B6 – Back up and restore files from a removable medium.  p___
B7 – Create shortcuts to at least 1 program, directory and file.  p___

	C1 –Create an appropriate directory structure with at least 2 main directories, each containing at least 2 subdirectories using appropriate names. p___ 
C2 –Save all files in appropriate locations using appropriate file names and will provide evidence of at least one instance of deleting, copying, moving and renaming files and directories. p___
C3 –Password protect files. p___
C4 –Locate and open files. p___
C5-Use search facility. p___
C6 – Back up and restore files from a removable medium.  p___
C7 – Create, edit, delete shortcuts to at least 1 program, directory and file.  p___

	A02-Using appropriate software, select and use tools to download files/information and to send and receive email messages

	A1 –Candidates will use search engines to find information on internet, although they may not use the most efficient criteria. p___
A2 –Provide source website addresses. p___
A3 –Send, receive, reply and forward email including at least 1 attachment. p___
A4 –Open and save an attachment. p___
A5 –Make a brief comment about the risks of opening an email attachment. p___
	B1 –Locate information from local media and the world wide web using effective search criteria. p___
B2 –Provide source website addresses and comment on the trustworthiness of the source. p___
B3 –Use favourites to store links. p___
B4 –Understand the implications of copyright. Copy and paste from the web in compliance with current copyright legislation p___
B5 –Send, receive, reply and forward email with multiple attachments. p___
B6 –Send messages using CC and BCC. p___
B7 –Set messages as high or low importance. p___
B8 –Summarise the risks of opening email attachments. p___
	C1 –Locate information from local media and the world wide web , making use of advanced search criteria e.g. quotes, Boolean operators.. p___
C2 –Comment on the validity of the sources. p___
C3 –Bookmark favourites. p___
C4–Understand the implications of copyright. p___
C5 –Download graphics in compliance with copyright legislation. p___
C6 –Acknowledge all sources used p___
C7 –Send, reply, receive, forward email  p___
C8 –Send emails with multiple attachments. p___
C9 –Use CC and BCC. p___
C10 –Use appropriate subject and message text. p___
C11 –Summarise the risks of receiving and opening email attachments and suggest how to reduce these risks. p___


	A03-Produce a business presentation

	A1 –Produce a business presentation of at least 3 slides using text and graphics. p___

A2 –Check for errors. p___


	B1 –Produce a business presentation of at least 4 slides using appropriate text and graphics. p___
B2 –The presentation will have a consistent style.. p___

B3 –Slide transitions will have been set. p___

B4 –Check for errors. p___

B5–Print in handout form. p___
	C1 – Produce a business presentation of at least 5 slides using appropriate text and graphics. p___

C2 –The presentation will have a consistent style.. p___

C3 –Slide transitions and animations will have been set. p___

C4 –Speaker notes have been added. p___

C5 –Final presentation is of near professional quality. p___

C6–Printout in notes pages. p___



	A04- Business Documents
	A1 –Create straight forward business documents. p___

A2 –Includes a letter and 2 other documents. p___

A3 –Includes graphics. p___

A4 –Use of spell checker. p___

A5 –Uses formatting. p___


	B1 –Create 4 business documents. p___

B2 –Use of spell checker. p___

B3 –Text tables and graphic images. p___

B4 –Consistent style. p___


	C1 – Create 4 business documents. p___

C2 –Spell checker is used and the documents are virtually error free. p___

C3 –Text tables and graphic images. p___

C4 –Consistent style. p___

C5 –Date field is inserted. p___



	A05- Business Spreadsheet
	A1 –Create a simple business spreadsheet. p___
A2–Data has been changed. p___
A3 –Printout the spreadsheet. p___

	B1 –Create an effective business spreadsheet. p___
B2 –Title and appropriate row and column headings. p___
B3 –Several different formulas and at least 1 function will have been used. p___
B4 –Evidence of formatting. p___
B5 –Inserting/deleting rows. p___
B6–Data has been changed. p___
B7–Appropriate page orientation. p___
	C1 –Create an effective business spreadsheet. p___
C2–Several different formulas and more than 1 function will have been used. p___
C3 –Formatted effectively. p___
C4 –Printout in formula view. p___
C5 –Inserting/deleting rows. p___
C6 –Headers and footers used. p___


	A06- Database
	A1 –Enter, edit and delete. p___
A2 –Create a query. p___

	B1 – Enter, edit and delete. p___
B2 –Create a query. p___
B3– Create a report. p___

	C1 – Enter, edit and delete. p___
C2 –Create 2 queries and sort on 2 fields. p___
C3 –Create a report. p___
C4 –Create address labels. p___



