OCR Level 2 Nationals in ICT – OCR Practice Unit

	Key:
	Pass
	Merit
	Distinction


Candidate Name:_________________________________  Form _______
	
	Pass
	Merit
	Distinction

	Task 1

File Management
	A1 - Set up at least two directories.   p___

	B1 – Shown that you have saved your work into suitable folders and used suitable file names. p___

	C1 - Show how to move files into a different folder by using cut and paste. p___
C2 - Show how to rename files p___
C3 - Show how to delete files p___


	Task 2

Create a business letter

	A1 - Created a business letter that includes the company logo, with suitable formatting. p___
A2 - Spellchecked the letter and made a correction. p___
	B1 - Printed a draft version of the letter to show corrections and changes you need to make. p___
B2 - Printed the final version of your letter to show that you have removed errors and made improvements. p___
	C1 - Described the house style chosen. p___


	Task 3

Create and use a simple

business spreadsheet


	A1 - Entered simple formulae that work. p___
A2 - Added basic row and column headings. p___
A3 - Added some cell borders or colour. p___
A4 - Changed some data to obtain different results. p___
A5 - Printed out the spreadsheet in normal view p___
	B1 – Added a title. p___
B2 –Formatted some cell data types. p___
B3 - Edited the spreadsheet by inserting rows. p__
Printouts from the spreadsheet using print preview and suitable page orientation to minimise the paper used:

B4 - Normal View: p___
B5 - Formulae view p___

	C1 – Used formulas efficiently and used more than one function appropriately:
Function 1 _______________   p___
Function 2 _______________   p___
C2 – Formatter the spreadsheet 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.   



	Task 4

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__

	C1 - Used advanced search criteria e.g. strings and Boolean operators   p__
C2 - Acknowledge all sources used.   p__

	Task 5

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 – Added speaker notes to at least one slide p___




