OCR Level 2 Nationals in ICT - Unit 1: Skills for Business

Candidate Name:_________________________________  Form _______
	
	Merit Only Checklist

	A01 - Task 1

File Management
	B1 - Created an appropriate directory structure with at least 2 main directories, each containing at least 2 subdirectories.

	
	

	A01 - Task 2
	B1 - Created a shortcut to at least 1 program.

	
	

	A02 - Task 3

Using the Internet
	B1 - Located suitable text & images from local media and the World Wide Web, using Keywords.

	
	B2 - Used bookmarks/favourites to store links.

	
	B3 - Commented on the trustworthiness of the sources of the research.

	
	B4 - Described the implications of Copyright.

	
	B5 - Obtained text and graphics from the Internet in compliance with current Copyright legislation.

	
	B6 – Used a CD Rom to obtain suitable text & images.

	
	

	AO3 - Task 4

Business Presentation


	B1 - Produced a business presentation of at least 4 slides using appropriate text and graphics.

	
	B2 - The presentation has a consistent style.

	
	B3 - Added slide transitions.

	
	B4 – Printed the presentation in handout form.

	
	B5 - Printout the draft version of your presentation showing proof reading.

	
	

	AO5 - Task 5

Create and use a simple

business spreadsheet


	B1 - Created an effective business spreadsheet displaying accurate figures.

	
	B2 – Added a title and appropriate row/column headings.

	
	B3 – Used several different formulas and at least one function: ______________.

	
	B4 – Added cell borders, colour and formatted some cell data types.

	
	B5 - Edited the spreadsheet by inserting rows.

	
	Printouts from the spreadsheet using print preview and suitable page orientation to minimise the paper used:
	B6 - Normal View:
	B7 - Formulae view.

	
	

	AO4 - Task 6

Produce a

variety of business

documents


	B1 - Created a newsletter with 3-5 pages that includes suitable formatting

The newsletter includes:  A graph / chart created in excel, Text from your internet research, Images from your internet research

	
	B2 - Spell checked the newsletter and made a correction.

	
	B3 - Printed draft version of the documents to show corrections & changes you need to make:    
	a. Letter
	b. Flyer
	c. Memo
	d. Newsletter

	
	B4 - Printed final versions of each document to show your improvements:
	a. Letter
	b. Flyer
	c. Memo
	d. Newsletter

	
	B5 - Applied a consistent house style to all of the documents.

	
	

	AO6 - Task 7

Use a database
	B1 - Created a query using a single search criterion and sorted it on at least one field.

	
	B2 - Created a report to print out selected data for a specific need.

	A01 - Task 8
	B1 - Locate and open existing files from a range of sources.

	
	

	A01 - Task 9

Back up & store files
	B1 - Saved most files in appropriate locations using appropriate filenames..

	
	B2 - Restore files from a removable medium

	
	Folders:
	B3a - Deleting
	B4b - Copying
	B4c - Moving

	
	Files:
	B4a - Deleting
	B3b - Copying
	B3c - Moving

	
	

	A02- Task 10

Email
	B1 – Email 1.

Included at least two file attachments, Used suitable subjects and message text, Set the importance of the message

	
	B2 – Email 2.
Used suitable subjects and message text, Included at least two file attachments,  Set the importance of the message

	
	B3 – Appropriately cc an email.



	
	B4 - Summarised the risks of receiving and opening email attachments.


