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

Candidate Name:_________________________________  Form _______
	
	Pass only checklist
	

	A01 - Task 1

File Management
	A1 - Set up at least two directories.
	

	
	A2 - Password protected at least 2 files.
	

	
	
	

	A01 - Task 2

Create Shortcuts
	A1 – Created a shortcut to at least 1 folder
	

	
	A2 - Created a shortcut to at least 1 file
	

	
	
	

	A02 - Task 3

Using the Internet
	A1 - Provided a list of the web addresses used in your research
	

	
	A2 - Used search engines to find information on the Internet.
	

	
	
	

	AO3 - Task 4

Business Presentation


	A1 - Produced a business presentation of at least 3 slides using text and graphics.
	

	
	A2 – Taken screenshots to show that you have checked the presentation using spelling and grammar checkers.
	

	
	
	

	AO5 - Task 5

Create and use a simple

business spreadsheet
	A1 - Used simple formulae that work.
	

	
	A2 - Basic row and column headings.
	

	
	A3 - Added some cell borders or colour.
	

	
	A4 - Changed some data to obtain different results.
	

	
	A5 - Print out the spreadsheet in normal view.
	

	
	
	

	AO4 - Task 6

Produce a

variety of business

documents
	A1 - Created a business letter that includes the company logo, with suitable formatting.
	

	
	A2 - Created a business memo, with suitable formatting.
	

	
	A3 - Created a flyer that includes a table and a bulleted list 
	

	
	A4 – Spell checked the letter and made a correction.
	

	
	A5 – Spell checked the memo and made a correction.
	

	
	A6 – Spell checked the flyer and made a correction.
	

	
	
	

	AO6 - Task 7

Use a database
	A1 - Add a record
	

	
	A2 - Delete a record
	

	
	A3 - Amend a record
	

	
	A4 - Created a query that uses a single search criterion.
	

	
	
	

	A01 - Task 8

Locate & open files
	A1 - Located and opened existing files saved in your directories.
	

	
	
	

	A01 - Task 9

Back up and store files in appropriate locations
	A1 - Saved some files in appropriate locations using appropriate filenames.
	

	
	A2 - Backup files onto a removable medium.
	

	
	
	

	
	
	

	
	
	

	A02- Task 10

Email
	A1 - Saved an email attachment to a suitable folder in your work area.
	

	
	A2 - Replied to an email and warned of the risks of receiving/opening email attachments. The email includes a subject and a file attachment.
	

	
	A3 - Forwarded an email to least 2 others.
	


