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

	Key:
	Pass
	Merit
	Distinction


Candidate Name:_________________________________  Form _______
	
	Pass
	Merit
	Distinction

	A01 - Task 1

File Management
	A1 - Set up at least two directories.   p___
A2 - Password protected at least 2 files.  p__
	B1 - Created an appropriate directory structure with at least 2 main directories, each containing at least 2 subdirectories.  p___

	

	A01 - Task 2

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

A2 - Created a shortcut to at least 1 file       p___
	B1 - Created a shortcut to at least 1 program   p___
	C Edit and delete short cuts to:

	
	
	
	C1 - Files

C1a - Edit:   p__
C1b - Delete: p_
	C2 - Folder

C2a - Edit:   p__
C2b - Delete: p_
	C3 - Program

C3a - Edit:   p__
C3b - Delete: p_

	A02 - Task 3

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

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


	B1 - Located suitable text & images from local media and the World Wide Web, using Keywords.   p__
B2 - Used bookmarks/favourites to store links.   p__
B3 - Commented on the trustworthiness of the sources of the research.   p__
B4 - Described the implications of Copyright.   p__
B5 - Obtained text and graphics from the Internet in compliance with current Copyright legislation.   p__
B6 – Used a CD Rom to obtain suitable text & images.   p__

	C1 - Used advanced search criteria e.g. strings and Boolean operators   p__
C2 - Commented on the validity of source(s):

· provided names of the source(s)   p__
· website addresses                         p__
· date of information                         p__
C3 - Organised bookmarks/favourites into folders.   p__
C4 - Acknowledge all sources used.   p__

	AO3 - Task 4

Business Presentation


	A1 - Produced a business presentation of at least 3 slides using text and graphics. p___
A2 – Taken screenshots to show that you have checked the presentation using spelling and grammar checkers. p___
	B1 - Produced a business presentation of at least 4 slides using appropriate text and graphics. p___
B2 - The presentation has a consistent style. p___
B3 - Added slide transitions p___

B4 – Printed the presentation in handout form   p__
B5 - Printout the draft version of your presentation showing proof reading   p___

	C1 - Produced a business presentation of near professional quality, with at least 5 slides.

C2 - Added slide animations.  p___
C3 - Commented on the suitability of the presentation for purpose and audience.

C4 – Added speaker notes to at least one slide p___

C5 - Printed the presentation as notes pages   p___

	AO5 - Task 5

Create and use a simple

business spreadsheet


	A1 - Used simple formulae that work. p___
A2 - Basic row and column headings. p___
A3 - Added some cell borders or colour p___
A4 - Changed some data to obtain different results. p___
A5 - Print out the spreadsheet in normal view p___


	B1 - Created an effective business spreadsheet displaying accurate figures. p___
B2 – Added a title and appropriate row/column headings. p___
B3 – Used several different formulas and at least one function: ______________   p___
B4 – Added cell borders, colour and formatted some cell data types. p___
B5 - Edited the spreadsheet by inserting rows. p__
Printouts from the spreadsheet using print preview and suitable page orientation to minimise the paper used:

B6 - Normal View: p___
B7 - Formulae view p___

	C1 - Formulas have been used efficiently and more than one function will be used appropriately:

Function 1 _______________   p___
Function 2 _______________   p___
C2 - The spreadsheet will be formatted effectively using a range of format options.   p___
C3 – Printed the spreadsheet in both normal p___
and formulae view p___   showing :

· appropriate headers and footers
· printed row and column headings
· grid lines.   



	AO4 - Task 6

Produce a

variety of business

documents


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

A2 - Created a business memo, with suitable formatting. p___
A3 - Created a flyer that includes:

· a table
· a bulleted list 
p___

Spell checked each of the documents below and made a correction:

A4 – Letter   p___
A5 – Memo  p___

A6 – Flyer    p___
	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 form your internet research

p___

B2 - Spell checked the newsletter and made a correction. p___
B3 - Printed draft version of the documents to show corrections and changes you needed to make. a. Letter:            p___     c. Memo:            p___
b. Flyer:         p___     d. Newsletter:     p___
B4 - Printed final versions of each document to show that you have removed errors and made improvements:

a. Letter:            p___     c. Memo:            p___
b. Flyer:             p___     d. Newsletter:     p___
B5 - Applied a consistent house style to all of the documents. p___
	C1 - Created a newsletter with 5 pages that includes suitable formatting. p___
C2 - Created a mail merged letter. p___
C3 - Described the house style chosen. p___
C4 - All documents closely follow the house style. p___
C5 - Inserted the date: p___
C6 - Inserted page numbers: p___
C7 - Printed final versions of each document to show that they are virtually error-free, and of a near professional standard.

a. Letter:                     p__              
b. Memo:                    p__ 

c. Newsletter:             p__  
d. Mail merged letter  p__
e. Flyer:                      p__


	AO6 - Task 7

Use a database
	Opened the database and carried out some amendments:

A1 - Add a record      p___
A2 - Delete a record  p___
A3 - Amend a record p___
A4 - Created a query that uses a single search criterion. p___
	B1 - Created a query using a single search

Criterion and sorted it on at least one field. p___
B2 - Created a report to print out selected data for a specific need. p___

	C1 - Created a query that uses two search criterion, sorting on at least one field.   p___
C2 - Created a report & print as address labels.   p___


	A01 - Task 8

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

	B1 - Locate and open existing files from a range of sources.   p___
	C1 - Locate and open existing files, using search facilities of operating systems software   p___

	A01 - Task 9

Back up and store files in appropriate locations
	A1 - Saved some files in appropriate locations using appropriate filenames.   p___
A2 - Backup files onto a removable medium.


	B1 - Saved most files in appropriate locations using appropriate filenames.   p___

B2 - Restore files from a removable medium


	C1 - Saved all files in appropriate locations using appropriate filenames.              p___
C2 - renamed files                    p___
C3 - renamed directories.         p___


	
	
	Folders:

B3a - Deleting    p___

B3b - Copying    p___

B3c - Moving     p___
	Files:

B4a - Deleting    p___

B4b - Copying    p___

B4c - Moving      p___
	

	A02- Task 10

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

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

A3 - Forwarded an email to least 2 others p___
	B1 – Email 1   p___
· Included at least two file attachments

· Used suitable subjects and message text

· Set the importance of the message

B2 – Email 2   p___

· Used suitable subjects and message text

· Included at least two file attachments

· Set the importance of the message

B3 – Appropriately cc an email. p__
B4 - Summarised the risks of receiving and opening email attachments. p__
	C1 – Email 3   p___

Sent a message to a group of people

· Used suitable subjects and message text

· Set the importance of the message

· used cc and bcc appropriately, considering privacy issues 

C2 – Email 4   p___

Sent a message to a group of people

· Used suitable subjects and message text

· Set the importance of the message

· used cc and bcc appropriately, considering privacy issues

C3 – Added at least 2 email addresses to the address book.   p___
C4 – Sent emails using at least 2 addresses in the address book.   p___
C5 – Created and used an email signature.   p___
C6 – Suggest actions that could reduce the risks from opening and receiving email attachments   p___


