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1 Introduction

This guide is designed to inform centres on how to use the computer-based assessment (CBA)
option for Level 1 ITQ 2009.

For additional support on CBA for Level 1 ITQ 2009 contact the Customer Administration Support
Team (CAST) team on 024 7647 0033 extension 5194 or by email to cha@ocr.org.uk.

This document is structured in a chronological order of activity. Each box in the flow chart below
corresponds to a section in this guide.

Section 2
Level 1 CBA for ITQ
(ITQ 2009 and the use of
CLAIT assignments,
Assignments and data files)

v

Section 3
Software utilities
(Candidate details form,
CBA zipper)

v

Section 4
Preparing work for
submission
(Top level folder
containing .inf file,
Zipping candidate’s work)

v

Section 5
Submit for marking

Section 6
Marking report

Section 7
Certification
(Submitting evidence)
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2 Level1CBAforlITQ

Computer-based assessment (CBA) for Level 1 ITQ offers an alternative assessment option to
local assessment and external moderation. It works by marking the candidate’s work (files created
from working an assignment) electronically against model assignments and identifies the
critical/accuracy errors where present. It generates a marking report that is sent to the centre with
an overall result and list of errors where present.

The system works in a similar way to CBA for Level 1 CLAIT, which has been available for many
years, but instead the candidate’s work is marked in the Level 1 ITQ context and successful
achievements (passes) gain credits that count towards an ITQ 2009 qualification.

This means that centres can now enter candidates for an ITQ 2009 qualification, use the CBA
system to mark the candidate’s work, before claiming the achievement in the online claims system
in the normal way for ITQ 2009.

A prerequisite for the use of CBA for Level 1 ITQ is that a centre must have access to OCR
Interchange. Please see the OCR website for details of how to sign up for Interchange.

2.1 ITQ 2009 and the use of CLAIT assignments

The OCR ITQ 2009 qualification suite encompasses the following qualifications.

Qualification title Scheme code
Level 1 ITQ Award in IT User Skills 03991
Level 1 ITQ Certificate in IT User Skills 03992
Level 1 ITQ Diploma in IT User Skills 03993
Level 2 ITQ Award in IT User Skills 03994
Level 2 ITQ Certificate in IT User Skills 03995
Level 2 ITQ Diploma in IT User Skills 03996
Level 3 ITQ Award in IT User Skills 03997
Level 3 ITQ Certificate in IT User Skills 03998
Level 3 ITQ Diploma in IT User Skills 03999

These qualifications allow centres to use OCR-set CLAIT 2006 assignments as evidence towards
the equivalent unit in the ITQ 2009 qualification and this is outlined in the centre handbook
available from the OCR website.

The following table shows the specific Level 1 units from the ITQ 2009 qualifications that have a
CBA option and their New CLAIT 2006 equivalent. A centre wishing to use the Level 1 CBA option
for ITQ 2009 can submit evidence for Units 18, 69 and 77 using the New CLAIT 2006 assignments
for Units 3, 2 and 1. Guidance on how to do this is provided in the following sections.

ITQ 2009 New CLAIT 2006
Unit Title Unit Title
18 Database software . . 3 Database Manipulation
is equivalent to
69 Spreadsheet software 2 Creating Spreadsheets and Graphs
77 Word processing software 1 File Management and e-Document
Production
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2.2 Assignments and data files

The live Level 1 New CLAIT 2006 assignments and data files are available to download from
Interchange. They are located in the Assignments tab, entitled ‘CLAIT assignments’, on the
Computer-based assessment page.

To navigate to this page, hover over ‘e-Assessment’ and then click on ‘Computer-based
assessment’ in the left-hand menu.

The page opens on the Assignments tab and the Level 1 New CLAIT 2006 assignment and data
files are available in the top half of this page.

OC R ini’erCh O r_] 9 e You are logged in as: 9937 3/pcowen

@ Help (@ Logout

RECOGNISING ACHIEVEMENT

& Print page

You are hera: Home » Computer-based assessment

Computer-based assessment

- Entries

CBA software and documents Submit for marking
= Coursework and tests
CLAT assignments

 Cerification claims Click on any of the links below to download

-+ Results

Level 1 Hew CLAIT 2006 (05538) assignments and data files:
- Post results

— Centre information | 26447k New CLAIT (05538) 2009-2010 Assignments (Mot for use with CBA) 2.37 Seconds
—+ Assessors —:] 958.36kb New CLAT (05538} 2009-2010 Datafiles (Mot for use with CBAY 2.62 Seconds
- gearch ) 57274k New CLAIT (05538) 2008-2009 Assignments (Mot for use with CBA} 1.57 Seconds
= Admin —:] 523.70kk Mew CLAT (055381 2008-20008 Data Files (Mot for use with CBA} 1.43 Seconds
By qualification ) 1.80803kb  New CLAT (05538) 2003-2007 Assignments 4.40 Seconds
-+ GCE, GCSE, Principal | zes66ke New CLAIT (05538) 2007-2008 Assignments 1.01 Seconds
Leaming.. I 701.37kb  New CLAT 05536 2007-2008 Data Files 1.92 Seconds
SO e 8 1406.24k0  New CLAIT (05538) 2005-2006 Set A Assignment 3.35 Seconds
shunclional SRS ) 1,200.26kb  Mew CLATT (05538) 2005 2006 Set B Assignment 2,52 Seconds
= Skills for Life T 13437kb  New CLATT (05538) 2005-2005 Live Set A Datafiles 0.7 Seconds
v 1 41530kh  New CLAT (05538} 2005-2006 Live Set B Datafiles 114 Seconds
2 NMocanonally related T 52339Ks  New CLAT (05538) 2006-2007 Data Files 1.43 Seconds
LRI D 423663kb  New CLAT International (04636 Assignments 11.60 Seconds

The only Level 1 New CLAIT 2006 assignments that can be used for CBA are:

J 2005-2006 Set A
. 2005-2006 Set B
. 20062007
. 2007-2008

For each of the four sets listed here, there are links to download the assignments and the
associated data files. The assignments are provided as PDF files and contain the tasks to be
worked by candidates and important notes for tutors on how to set up the data files for each unit
(Units 1-8 for Level 1). The tasks for each unit can be printed out for candidates to use when
completing their assignment but the important notes are not to be viewed by candidates.

The Level 1 New CLAIT 2006 assignments for 2008-2009 and 2009-2010 cannot be used for
CBA.
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3 Software utilities

There are two software utilities that have to be used to prepare each candidate’s work for
submission to the CBA marker.

Firstly, the candidate details form that is used to create an .inf file which is included with the
candidate’s worked assignment and contains details of the centre, candidate and the assignments
sat.

Secondly, the CBA zipper that is used to zip together one or more candidates’ worked assignments
for a specific unit.

These two software utilities are explained below and instructions given on how to use them.

3.1 Candidate details form

The candidate details form has been updated for Level 1 CBA for ITQ and is now available within
Interchange. The form is used to create a candidate information file (.inf file) for each candidate
whose work is to be submitted for marking. The .inf file created, for each candidate, has to be
submitted in the zip file with their work for marking.

The new candidate details form has its own section in Interchange with three pages entitled ‘CLAIT
candidate details form’, ‘ITQ candidate details form’ and ‘View .inf files’.

To navigate to these pages, hover over ‘e-Assessment and then click on ‘Add new CLAIT’, ‘Add
new ITQ’ or ‘View .inf files’ in the left-hand menu. The ‘ITQ candidate details form’ and ‘View .inf
file’ pages are described below.

3.1.1 ITQ candidate details form

Use the method outlined in Section 3.1 to open the ‘ITQ candidate details form’ page from the ‘Add
new ITQ’ link.

The ‘ITQ candidate details form’ contains eight fields, of which seven are mandatory (marked with
an asterisk), that have to be completed to create an .inf file for each candidate. The key fields are
explained in the table below.

Field name Required Description

Candidate ID’ Mandatory A centre-determined identifier for the candidate that can be the
candidate’s initials or college ID. A maximum of 15 alpha-
numeric characters can be used.

The contents of the ‘Candidate ID’ field will be used as the
name for the .inf file as shown in the following examples.

Candidate name Candidate ID .inf file name
Mark Johnson Mi M;.inf

Mary E Jones Mej Mej.inf
Pavinder Singh Ps Ps.inf

Peter Cuthbert Pc1 Pc1.inf

Where two or more candidates have the same first and second
initials a middle initial can be used to distinguish between
candidates.
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Surname

First name’

Middle initials
Date of birth’

Gender

Tutor’

Assignment Details’

Mandatory

Mandatory

Optional

Mandatory

Mandatory
Mandatory
Mandatory

It is possible to use the same ‘Candidate ID’ for different
candidates but, in this case, the candidate’s work cannot be
submitted for marking in the same zip file. If the same
‘Candidate ID’ is used for different candidates then it is
important to ensure that the work is attributed to the correct
candidate.

The candidate’s surname. The maximum field length is 19
characters. This should be entered accurately as the surname
will appear in the marking report.

The candidate’s first name. The maximum field length is 19
characters. This should be entered accurately as the surname
will appear in the marking report.

The candidate’s middle initial.

The candidate’s date of birth in day (dd), month (mm) and year
(yyyy) fields.
The candidate’s gender.

The tutor's name.

Drop down lists containing the assignment references for the
Level 1 ITQ 2009 units with a CBA option.

Refer to the table in Section 2.1 for the equivalencies between
ITQ 2009 and New CLAIT 2006 units. For example, if the
candidate has worked the New CLAIT 2006 Units 1, 2 and 3
assignment 05/A but the work is to be submitted for ITQ 2009
then the assignment references 77/05/A, 69/05/A and 18/05/A
should be selected. This is shown in the screen shot below.

When creating an .inf file for the first time, at least one
assignment reference must be selected. However, if you know
in advance which assignments the candidate will take then all
assignment references can be selected.

Each time a candidate’s work is submitted for marking the
accompanying .inf file must contain the correct assignment
reference for the work being sent. Once created, an .inf file can
be updated. Refer to Section 3.1.2.2 for instructions on how to
do this.

To create an .inf file for a candidate complete the mandatory fields (‘Candidate ID’, ‘Surname’,
‘First name’, ‘Date of birth’, ‘Gender’, ‘Tutor’ and ‘Assignment Details’) as a minimum and the

optional field if required.

When all of the fields have been completed, click the ‘Save’ button to save the data in Interchange.
A successful save is indicated by the appearance of a green banner at the top of the page
containing the wording ‘Your data has now been saved'.

Following the save, the ‘Candidate ID’, ‘Surname’, ‘First name’, ‘Date of birth’ and ‘Gender’ fields
will be greyed out indicating that they cannot be edited. In addition, a ‘Download’ button and ‘Add
new’ link will appear to the right of the ‘Save’ button.
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You are logged in as: 9937 3/pcowen

@ Help @ Logout

OCR* interchonge

RECCGNISING ACHIEVEMENT

B Print page

You are here: Home = Add new ITQ

m ITQ candidate details form

-+ Entries

Your data has now been saved
- Coursework and tests

s

=+ Cerification claims

-+ Results Candidate details
- Post results Candidate ID* Pci (@ candidate ID wil determine the .inf filename
-+ Centre information Surname” Cuthbert
~* ASSES50MS First name* Peter
- Search Mickdle initials
= Admin Date of birth* 23 1|4 @ saimmiyyyy
Gender* Female Male
-+ GCE, GCSE, Principal Tutor* Steve Smith
Learning...

-+ OCR Mationals

~ Functional Skills Assignment details

- Bkills for Life Please note: A minimum of 1 unit must be selected
= Py .
e unit 77: 7708/ =
=+ Yocationally related Word processing
software
= CLAIT &ITQ i
Unit 69: Ban0sis [l
Spreadsheet software

Unit 18: 1805 [v]

Database software

To create another .inf file, for a different candidate, click the ‘Add new’ link. This will clear the data
from the ITQ candidate details form so that it can be completed for a different candidate.

To download the .inf file click the ‘Download’ button to open the File Download dialogue.

P

File Download - Security Warning

Do you want to zave this hle?

[} MName: Pcl.inf
E Type: Setup Information, 200 bytes

From: interchange-test,ocr.org.uk

Save ]| Cancel |

potentially harm your computer. |f you do not trust the source, do not

l@ While files from the Internet can be useful, thiz file type can
zave this software, 'What's the gk

Then click the ‘Save’ button to open the Save As dialogue.
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Save As IHIEEI
Savejn: | I Pcd v .:"} = A -
N =t
iG

My Recent
Docurnents

Desktiop

7,

ty Documents

"'
d
%3
Fy Connpuiter
WRHOCRPO?...
“} File: name: Pe1.inf A
Ay Metwark Save as type: Setup Infarmation al

Browse to and select the location where the .inf file should be saved. Refer to Section 4.1 for more
information.

Click the ‘Save’ button to complete the save. The file will be downloaded to the selected location.

Important note: There are differences between the main web browsers (Internet Explorer, Firefox,
Chrome and Safari) and how they handle file downloads. In some cases, the browser may add a
.Ixt file extension to the .inf file being downloaded. In this case, remove the .ixt file extension and
ensure that the file has an .inf file extension before saving.

The .inf file created contains the data entered in the ‘ITQ candidate details form’ and other data
including the centre number which is derived from the Interchange user’s account.

2 Pc1.inf - Notepad E]@

File Edit Format Wiew Help

Eurname:Cuthhert
Forename:Peter

other initials:
Cantred#rae3vs

CRM:77/05/A, 690578, 18/05 /A,

DOB:23041975
Sex:l
Zourse:g
Previous:2
A

BE:

CCN:
Invig:steve smith
DOE:

QCRMUM @
version:7.0

3.1.2 View .inf files

Use the method outlined in Section 3.1 to open the ‘View .inf files’ page from the ‘View .inf files’
link. The ‘View .inf files’ page has two parts. The top part of the page which has search options to
allow the user to find the data entered for .inf files based on the search options entered. The
bottom part of the page which contains a list of records, each containing the data entered for each
.inf file, created by the centre.

The data is displayed in pages of 15 records and once more than 15 records exist, navigation is
provided to move between the pages. A ‘Show All' link is available to allow users to display all
records on a single page.
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You are logged in as: 9937 3/pcowen

@ Help @ Logout

interchange

RECOGNISING ACHIEVEMENT

B Print page

You are here: Home = View .inffiles

EXENN Vic i fles

= Coursework and tests

Candidate ID First name(s)

Date of birth ! ! Surname
= Certification claims ! ! cuth

@ dd/mmiyyyy

Sl Clear search 3
~ Post results

=+ Centre information

-+ ASSESS0MS Showing 1-1 of1 4- Previous 1 Next -D Show All
e i

= Admin Cuthbert Peter 23/041975 Male Steve Smith ITQ TTI05/A B9/05/A 18/05/A Edit Delete

By qualification

=+ GCE, GCSE, Principal
Learning...

=+ QCR Mationals

The records can be sorted by clicking on any of the field title links as follows:

Field Sorted by

Candidate ID Numerically (0—9) and alphabetically (A-Z).
Surname Alphabetically (A-2Z).

First name Alphabetically (A-2Z).

Initials Alphabetically (A-Z).

Date of birth Date.

Gender Alphabetically (A-2).

Tutor Alphabetically (A-2).

Qualification Alphabetically (A-Z).

The sort order can be toggled by clicking a second time on the field title link.

3.1.21 Search for an .inf file

To search for the data entered for an .inf file for a specific candidate enter one or more search
options and click the ‘Search’ button. The search options available are explained in the table
below.

Search option Description

Candidate ID The full Candidate ID or any number of characters
from the Candidate ID.

First name(s) The full first name or any number of characters from
the first name.

Surname The full surname or any number of characters from
the surname.

Date of birth The full date of birth in format dd/mm/yyyy.

The search will return one or more records that match the search options entered.
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3.1.2.2 Edit an .inf file

To edit the data for an .inf file previously created first find the record either using the search options
in Section 3.1.2.1 or by navigating between the pages. Once the record has been found click on
the ‘Edit’ link to return the data to the ‘ITQ candidate details form’.

The only data that can be updated are for the ‘Tutor’ and ‘Assignment Details’ fields. The
‘Candidate ID’, ‘Surname’, ‘First name’, ‘Date of birth’ and ‘Gender’ fields will be greyed out
indicating that they cannot be updated.

Update the data in the ‘Tutor’ and ‘Assignment Details’ fields as required and click the ‘Save’
button to save the data in Interchange. A successful save is indicated by the appearance of a
green banner at the top of the page containing the wording “Your data has now been saved’. The
updated data will save in the existing record meaning that only the latest data will be viewable on
the ‘View .inf files’ page.

You are logged in as: 99373 /pcowen

@ Help (@ Logout

OCR®

intferchange

RECOGNISING ACHIEVEMENT

& Print page

You are here: Home = View .inffiles

ITQ candidate details form

- Entries

Your data has now been saved
— Coursework and tests

BT

= Cerification claims

~ Results Candidate details

= Post results Candidate ID* Pcl (@ candidate ID wil determine the inf flename

-+ Centre information Surname” Cuthbert

-+ ASSESSOrS First name* Peter

-+ Search Middle initials

= Admin Date of birth* 23 il4 (@D ddimmiyyyy
Gender* Female Male

~ GCE, GCSE, Principal Tutor* S

Learning...

-+ OCR Mationals L

= Functional Skills

- Bkills for Life

= NVQ

=+ Yocationally related

— CLAIT & ITQ

Assignment details
Please note: A minimum of 1 unit must be selected

unit 77: 77088 [v]
Word processing

software

Unit 69: 89058 [v]
Spreadsheet software

unit 18: 180058 [v]

Database software

To download the updated .inf file follow the steps in Section 3.1.1. The .inf file created contains the
updated data entered in the ‘ITQ candidate details form’.
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& Petl.inf - Notepad E]@

File Edit Format Wiew Help

Eurname:Cuthhert
Forename:Peter

other initials:
Centre#:9o373
CRM:77/05/B,69/05,/6,18/05,/6,
DOB:230415975

Sex:l

Zourse:g
Previous:2

A

B:

CCN:

Invig:Jiulie Thomas
DOE:

QCRMUM @
version:7.0

3.1.2.3 Delete an .inf file

To delete the data for an .inf file previously created first find the record either using the search
options in Section 3.1.2.1 or by navigating between the pages. Once the record has been found
click on the ‘Delete’ link.

A confirmation message will be displayed by the web browser.

Windows Internet Explorer

9

7
"h‘.'/ Are wou sure you wankt ko deleke the record?

[ ok |’ Cancel ]

Click the ‘OK’ button to complete the delete.

Important note: If data has been entered incorrectly when creating an .inf file then another record
can be created using the correct data. Therefore, it should only be necessary to delete the data for
an .inf file previously created when either a candidate has left the centre or when tidying up data
that has been entered incorrectly.

3.2 CBA zipper

The CBA zipper can be used to zip one or more candidates’ work together, for a particular unit, for
either CLAIT or ITQ prior to being submitted for marking.

The CBA zipper only needs to be used by tutors or test administrators who are preparing
candidate’s work prior to being submitted for marking.

3.2.1 Downloading

The CBA zipper is available to download from Interchange. It is located in the CBA software and
documents tab, entitled ‘CBA software and documents’, on the Computer-based assessment page.

To navigate to this page, hover over ‘e-Assessment’ and then click on ‘Computer-based
assessment’ in the left-hand menu.

The page opens on the Assignments tab. Click on the CBA software and documents tab to open
the page.
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OC R in‘l’erCh O r_] 9 e You are logged in as: 9937 3/pcowen

@ Help @ Logout

RECOGNISING ACHIEVEMENT

& Print page
Home
_ Computer-based assessment
—+ Entries
=+ Coursewaork and tests
Py CBA software and documents

~ Certification claims Click en any of the links below to download

= Results

g
- Post results H se7187m cBAZipper 16.08 Seconds

= Centre information

The CBA zipper is distributed as a self-extracting zip file which must be downloaded from the OCR
website and unzipped before it can be installed.

To download the CBA zipper, click the ‘CBA zipper’ link to open the File Download dialogue.

File Download - Security Warning

Do you want to save this file?

Mame: CBAZipper?.exe
Type: Application

From: interchange.ocr.arg.uk

Save ]| Cancel |

potentially harm your computer. |f you do not trust the source, do not

li) Wwhile files from the Internet can be useful, this file type can
h zave this software. 'what's the risk™

Then click the ‘Save’ button to open the Save As dialogue.

Save As

Save jn: |@CBﬁZippBl [V] Q ¥ = E-

&

My Recent
Documents

My D ocuments

o

Fdy Computer
WFPHOCRPO?...
File name: |CB.&Zipper?.exe [V] [ Save ]
by Metwaark, Save as type: |Application [v] [ Cancel ]

Browse to and select the location where you want to save the file to.
Click the ‘Save’ button to complete the save. The file will be downloaded to the selected location.

Please note that the behaviour of browsers differs so use the appropriate method for your choice of
browser to download the file.
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3.2.2 Unzipping

Once the file has been downloaded, the contents have to be extracted before the CBA zipper can
be installed. The fact that the software has been packaged as a self-extracting zip file means that
you do not need WinZip or other zip software present on the local machine used to extract the
content.

Determine where you want to extract the file contents to, either on a local or network drive.
Create a folder appropriately named in the location you choose.

Browse to the location where the file was downloaded to. Double click the self-extracting zip file to
initiate the WinZip Self-Extractor dialogue.

WinZip Self-Extractor - CBAZipper7.exe
Tounzip all files in CBAZippery. exe to the specified -
folder press the Unzip button.
.
Unzip to folder:
E~1%\pcowensLOCALS ~14Temd ’ Browse. .. ] [ Cloze ]
Ovenrite files without prompting
= About

Click the ‘Browse’ button next to the ‘Unzip to folder’ field to open the Browse for Folder dialogue.

Browse to and select the folder created previously and click the ‘OK’ button to return to the WinZip
Self-Extractor dialogue with the folder selected.

WinZip Self-Extractor - CBAZipper7.exe
Tounzip all files in CEAZipper?. exe to the specifisd -
folder press the Unzip button.

|
Unzip to folder:
C:ADocuments and Settings\peo | | Browse.. | [ Close ]
Ovenwnite files without prompting

Click the ‘Unzip’ button to start the extraction process.
Once complete, click the ‘OK’ button and close the WinZip Self-Extractor window.

The extracted installation files can be used to install the CBA zipper. Refer to Section 3.2.3 for
installation instructions.

3.2.3 Installation

From the desktop, click on ‘Start’ and then ‘Run’ to open the Run dialogue.

Browse to the location of the extracted installation files, open the CBAZipper7 folder and select the
setup.exe file.

12 CBA Guide for Level 1 ITQ August 2011



Browse

Loak i |lf} CBAZipper? [V] Q s
y support
[ e
My Recent
Docurnents
=
[
Desktiop

¥

ty Documents

@

Fy Connpuiter
WPHOCRPO?...
‘Q File name: |setup. [=00] [V] [ Open ]
Fedy Metwark, Files of type: | Pragrams [v] [ Cancel ]

Click ‘Open’ to return to the Run dialogue with the setup.exe file selected.

Run

= Type the name of a program, folder, document, or
] Internet resource, and Windows will open it For wou,

Cpen; | “CiiDocuments and Settingsipcoweni iy Document: [v]

[ [ol4 |[ Cancel ][ Browse. .. ]

Click ‘OK’ to start the installation.
The CBA Zip Application V7 Setup — Welcome dialogue will be displayed.

4 CBA Zip Application V7 Setup

@ welcome to the CBA Zip Application Y7 installation program.
_—

Setup cannot install system files or update shared files if they are in use.
Before praceeding, we recommend that vou close any applications ywou may

be running.

Exit Setup

Click ‘OK’ to continue.

The CBA Zip Application V7 Setup — Begin installation dialogue will be displayed.
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& CBA Zip Application V7 Setup

Bieqin the installation by clicking the button below,

Click this button to install CBA Zip Application ¥7 software to the specified
i || destination directary.

Directary:

C:\Program Files\OCRZip!,

Change Direckory

Exit Setup

The default location for the installation, C:\Program Files\OCRZip\, is displayed in the dialogue. To
install in this location click the button with the computer icon on.

To change the location for the installation click the ‘Change Directory’ button to display the Change
Directory dialogue.

& Change Directory

Enter or select a destination direckory,

Path:

|C:'|,Prograrn Files\OCRZipY

Directaries:

s
=4Program Files
Sy OCRZip

Cancel

di

Dirives:

|Qc: ﬂ

Browse to the directory required and ensure this is displayed in the ‘Path’ field. Then click the ‘OK’

button to return the location to the CBA Zip Application V7 Setup — Begin installation dialogue. To
install in this location click the button with the computer icon on.

The CBA Zip Application V7 Setup — Choose Program Group dialogue will be displayed.

&) CBA Zip Application V7 - Choose Program Group

Setup will add items ko the group shown in the Program Group box,

You can enter a new group name or select one from the Existing
Groups list,

Program Group:
CBA Zip Application 7|

Existing Groups:

Accessaries
Adrinistrative Toals
CBa Zip Application W7
Citrix Applications
Google Chrome
Startup

Continue | Cancel |

Click ‘Continue’ to proceed.
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Depending on the operating system in use (Windows XP, Windows Vista, Windows 7) one or more

Version Conflict dialogues may be displayed. This is caused by the fact that a newer version of a

Windows system file present in the installation files is already installed on the computer.

Version Conflict

A file being copied is not newer than the file currently on wour
system, Ik is recommended that you keep your existing file,
File name: 'O \WINDOWS system32iscrrun, dI

Description: 'Micrasoft (R Script Runtime

Your wersion: '5.7.0,18066"

Do vou want ko keep this File?

Mo Mo to Al

Click ‘Yes’ to continue.

The CBA Zip Application V7 Setup — Error dialogue will be displayed.

CBA Zip Application V7 Setup

! E &n error occurred while registering the File 'CHWINDOW S system3Zimsxmidr, dil
L3

Rty | Ignore |

The reason for the error message is that the installer attempts to register the msxml4r as if it is an

ActiveX file which it is not.

Click ‘Ignore’ to continue and complete the installation.

CBA Zip Application V7 Setup

CB& Zip Application Y7 Setup was completed successfully.

Click ‘OK’ to close the CBA Zip Application V7 Setup — Installation completed dialogue.
With the installation completed the following confirmatory checks can be carried out.

o Check that a shortcut has been created to CBA Zip Application V7.

o Check that an entry has been made to the Add/Remove Program List for the CBA Zip
Application V7.

3.2.4 Un-installation

From the desktop click on ‘Start’, ‘Settings’ and ‘Control Panel’ to open the Control Panel.

Select Add or Remove Programs to open the Add and Remove Programs dialogue.
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@

Set Program
Access and
Defaults

Ta change this program ar remove it from your camputer, click ChangefRemove.,

ﬁ! Cisco Media Control

ﬁ' Cisco Unified CallManager TSP

@ Citrix Presentation Server Client

@9 CLAIT Offling Administration

';'_’, Compatibility Pack For the 2007 Office system
AP EPS - Oradle 6i

ﬁ' globe_odbc_xp

6 Google Chrome

) Add or Remove Programs E]@
|
@ Currently installed programs: [ show updates Sort by: | ame -
Change or I Apple Application Support Size  44.50MB [a]
Remave ==
Programs ﬁ Apple Software Update Size 2.16MB
5/ bde_s.2_xp Size  9.14MB
it 6’ BizAgi Process Modeler Size  56.43ME
Add Mew
Programs ﬁ CA 150th Screensaver Size 0.75ME
] Cambridge Assessment saver
ﬁ! CaMS_apps_xp Size 15, 71ME
Adwdii:{dir&?sve 5 CBA Zip Application ¥7
Components Used freguently

ChangefRemove

Size:

Size:

Size:

Size

Size

Size

Size

Size

1.17MB
3.97MB
29.60MB
1.62MEB
&4, 42MB
127.00ME
0.08MEB

67.39MB | ¥

Highlight the CBA Zip Application V7 entry and click on the ‘Change/Remove’ button.

The Application Removal dialogue will be displayed.

Application Removal

)
A

L] '1 Are you sure you want bo completely remove CBA Zip Application 47 and all of its components?
-

Click “Yes’ to continue and complete the un-installation.

Application Removal

Program installation removed

Click ‘OK’ to clear the Application Removal dialogue.

With the un-installation completed the following confirmatory checks can be carried out.

o Check that a shortcut to CBA Zip Application V7 has been removed.

o Check that the CBA Zip Application V7 entry has been removed from the Add/Remove
Program List.

16
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4  Preparing work for submission

The candidates sit the paper-based Level 1 New CLAIT 2006 assignments, listed in Section 2.2,
saving and printing in the normal way. However instead of the local assessor marking the
candidates’ work and sending them to the OCR examiner-moderator, the candidates’ work is
submitted to the CBA marker to be marked electronically.

For each assignment there is a section entitled ‘Important Notes for Tutors’ in the assignment
booklet that informs the centre how the data files need to be stored and made available to each
candidate.

Whilst working on an assignment, the candidate accesses the data files as required by the tasks in
that assignment. Once the candidate has completed the assignment, the work (files created from
working on an assignment) have to be submitted for marking to the CBA marker.

Care should be taken in preparing the data files for the assignment and the completed work for
submission. The following sections explain how this should be done.

4.1 Top level folder containing .inf file
Ahead of the candidate working on the assignment the data files have to be made available in a
secure area of the file system or on external media (floppy disk or memory stick).

Each candidate requires a top level folder to save their worked files into. The candidate’s .inf file
must be stored in this top level folder and this can be added once the candidate has completed
their assignment. A candidate must have a separate top level folder for each unit.

The examples below show the candidate’s top level folder named after their Candidate ID and unit
number.

All candidate work must be virus checked before being submitted for marking to the CBA marker
and must not be password protected.

4.1.1 Unit 1

In this example for Unit 1, assignment 2005-2006 Set A, a top level folder has been created with
the name ‘Pc1 u1’ for the candidate Peter Cuthbert.

|_? Pct ul
File Edit View Favorites Tools  Help

Qe - © - 3| Dsewen rotders | [0 .inf file should be saved in top level folder.

Address |53 ANPel ul

Faolders x Mame Size | Type Drake Madified
= 4 3% Floppy (A ~| [CIU1058 File Folder 02/11/2010 13:00

= Pclul
= ) U1054
) pics

In this folder the data files have been set up as per the instruction in the ‘Important Notes for
Tutors’ section in the assignment booklet for Unit 1. For this assignment the data files have been
supplied by OCR in a folder called ‘U105A".
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|_’o‘ 1054

. Ele Edit Yew Favorites Tools Help

OBack | 'ir p ! Search i Folders E'

- address (I3 APt uliI1054

Falders X Hame Size | Type Date Modified
= }-’L 314 Floppy (42 | [Dpics File: Folder 02{11{2010 13:00
= =y Petut lﬂjclean.doc Z0KE  Microsoft Word Document 23/06/2005 13:29
= 5 Ui6EA [Z] waste,btxt 1KB  Text Document 19/03(2005 17:37
) pics

The ‘U105A’ folder contains a sub-folder called ‘pics’ and several files.

|—? pics

. File Edit ¥ew Favorites Tools Help

OBack - O ? /":Search [~ Folders E'

- Address (I3 APcl ulUL0SApics

Folders X Hame Size | Twpe Date Madified
= ‘I-’jg 34 Floppy (42 ~ ,ﬂ dog. gif 4KE GIF Image 19/03/2005 17:39
= [y Pclul
= 3 U105a
) pics

The sub-folder ‘pics’ contains a single file.

This folder structure, which consists of a top level folder for the candidate containing the data files,
should be created as the starting point for the candidate preparing to work on their assignment.

A similar folder structure should be used for the other Unit 1 assignments, 2005-2006 Set B,
2006—-2007 and 2007—-2008 but using the specific data files for these assignments.

The candidate should work on their assignment following the tasks in the assignment. The
resulting files and folders should be stored in the folder structure as dictated by the assignment.

An .inf file should be created for the candidate following the steps in Section 3.1 and this should be
saved in the top level folder which in this example is named ‘Pc1 u1’. From Section 2.1 the table of
unit equivalencies of ITQ 2009 to New CLAIT 2006 it can be seen that to submit a Unit 1 New
CLAIT 2006 assignment for marking in the ITQ 2009 context the .inf file created should contain an
assignment reference to Unit 77.

4.1.2 Unit 2

In this example for Unit 2, assignment 2005-2006 Set A, a top level folder has been created with
the name ‘Pc1 u2’ for the candidate Peter Cuthbert.

|J Pctl u2
. File Edit Wiew Favorites Tools Help
Qs - © - (3| O set [ roses | F- .inf file should be saved in top level folder.
: Address |3 APl uz
Folders X Mame Size | Type Date Modified
= g_ 314 Floppy (A1) A l’:ﬂbtypes.xls 14 KE Microsoft Excel worksheet 23f06/2005 11:03
) Pl w2

In this folder the data files have been set up as per the instruction in the ‘Important Notes for
Tutors’ section in the assignment booklet for Unit 2. For this assignment the data files supplied by
OCR were btypes.xls and btypes.csv. The ‘Pc1 u2’ folder contains a single file. In this example
only btypes.xls has been provided to the candidate.

This folder structure, which consists of a top level folder for the candidate containing the data files,
should be created as the starting point for the candidate preparing to work on their assignment.
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A similar folder structure should be used for the other Unit 2 assignments, 2005-2006 Set B,
2006—-2007 and 2007—-2008 but using the specific data files for these assignments.

The candidate should work on their assignment following the tasks in the assignment. The
resulting files and folders should be stored in the folder structure as dictated by the assignment.

An .inf file should be created for the candidate following the steps in Section 3.1 and this should be
saved in the top level folder which in this example is named ‘Pc1 u2’. From Section 2.1 the table of
unit equivalencies of ITQ 2009 to New CLAIT 2006 it can be seen that to submit a Unit 2 New
CLAIT 2006 assignment for marking in the ITQ 2009 context the .inf file created should contain an
assignment reference to Unit 69.

4.1.3 Unit 3

In this example for Unit 3, assignment 2005-2006 Set A, a top level folder has been created with
the name ‘Pc1 u3’ for the candidate Peter Cuthbert.

|_'? Pc1u3

 File Edit Yiew Favorites Tools  Help

OBack - &I ? /. ) Search [{~ Folders El' .inf f||e Sh0u|d be Saved in tOp |eVe| folder

: Address |5 AdPcl o3
Folders = Mame Size | Type Date Modified
= ‘l-.ih 314 Floppy (8:) ~ @CLHSSIC.mdb 136 KE  Microsoft Office Access Application 0271172010 12:02
J Pcluz

In this folder the data files have been set up as per the instruction in the ‘Important Notes for
Tutors’ section in the assignment booklet for Unit 3. For this assignment the data files supplied by
OCR were CLASSIC.xIs and CLASSIC.csv. The ‘Pc1 u3’ folder contains a single file. In this
example only the CLASSIC.xIs has been imported into a blank database by the centre and the
CLASSIC.mdb file provided to the candidate.

This folder structure, which consists of a top level folder for the candidate containing the data files,
should be created as the starting point for the candidate preparing to work on their assignment.

A similar folder structure should be used for the other Unit 3 assignments, 2005-2006 Set B,
2006—-2007 and 2007—-2008 but using the specific data files for these assignments.

The candidate should work on their assignment following the tasks in the assignment. The
resulting files and folders should be stored in the folder structure as dictated by the assignment.

An .inf file should be created for the candidate following the steps in Section 3.1 and this should be
saved in the top level folder which in this example is named ‘Pc1 u3’. From Section 2.1 the table of
unit equivalencies of ITQ 2009 to New CLAIT 2006 it can be seen that to submit a Unit 3 New
CLAIT 2006 assignment for marking in the ITQ 2009 context the .inf file created should contain an
assignment reference to Unit 18.

4.2 Zipping candidates’ work

To submit the candidate’s work for marking it has to be zipped using the CBA zipper.

From the desktop where the CBA zipper was installed click on ‘Start’, ‘Programs’, ‘CBA Zip
Application V7’ and ‘CBA Zip Application V7’. The CBA zipper application will launch and the
following dialogue displayed.
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47 CBA Zip Application V7.0 (=)
Enter vour Centre Mumber

Chooge a qualification to create a submission for

I -]
Choose candidate entries to be added to the submiszion
IMFID | Mame
Add... | Femave | Clear |
Create the Zip file
Confirm number of candidates Create Zip |

Filzname details [up ta B chars) |

About. | Esit |

The dialogue contains six fields, of which five are mandatory, that have to be completed to create
the zip file containing the candidate’s work. The key fields are explained in the table below.

Field Name Required

Centre Number Mandatory
Qualification Mandatory
Unit Mandatory
Add candidate Mandatory
Number of candidates = Mandatory
File name prefix Optional

20

Description
A five digit centre number.

A drop down list containing the qualification name with two
options:

New CLAIT (05538)
ITQ (03991 — 03999)

The selection of the qualification will determine the content of
the unit field. To submit work for marking in the ITQ context
select the ITQ (03991-03999) option.

A drop down list containing the unit number and name for each
of the two qualifications.

Unit 1 — File Management and e-
Document Production

New CLAIT (05538) Unit 2 — Creating Spreadsheets and

Graphs

Unit 3 — Database Manipulation

Unit 18 — Database software
ITQ (03991-03999) Unit 69 — Spreadsheet software
Unit 77 — Word processing software
Select the unit for which work is to be submitted for marking.

A list of candidates whose work will be included in the zip file.
Each candidate is selected in turn and their work added to the
zip file. The work for any number of candidates can be added to
the zip file provided it is for the same unit (any assignment).

The number of candidates whose work will be included in the
zip file.

A prefix that can be added to the start of the file name up to a
maximum of six characters.

CBA Guide for Level 1 ITQ August 2011



To create the zip file containing the candidate’s work complete the mandatory fields as a minimum
and the optional field if required. The following example is for the candidate Peter Cuthbert
submitting an assignment for Unit 77.

.
{7 CBA Zip Application V7.0 Jo
Enter your Centre Mumber  [g3373

Choose a qualification ta create a submission for

|ITE! [03931 - 03339)

Ledled

|Unit 77 -"wWord processzing software

Chooge candidate entries to be added to the submission

IMFID Hame |

Femave | Clear |

Create the Zip file

Canfirmn number of candidates Create Zip |

Filename detailz [up to B chars) |

About.. | Esit |

To add the candidate’s work click the ‘Add’ button to open the Choose submission folder or
candidate entry (INF file) dialogue.

Choose submission folder or candidate entry (IMNF file)
Look in: |_} Pcl ul j Lo I‘::F '

Y !

\_\ﬁ Pt

ty Recent B rollute. doc
Documents ] 5creen Prints, doc

\

u]

I

y i
BT

L o
=]

My Documents

%‘n

Fdy Compuiter
WPHOCRPO?...
-
My Netwark  File name: |Submissions j Open |
Places

Files of type: |Submission Falder j Cancel

Browse to the top level folder containing the candidate’s work and .inf file and click ‘Open’ to
continue.
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1
Enter pour Centre Mumber  [39373

Chooze a qualification to create a submission for

[ITE (03991 - 03593

Lol el

|Unit 77 -'word processing software

Choose candidate entries to be added ta the submission

IMFID | Name
Pl Pater Cuthbert
OCRZip

1 INF files were Faund
1 were added to the list

Add... . et |

Create the Zip file

Confirm number of candidates Create Zip ‘

Filename details [up to B charz) |

About ‘ Esit ‘

The CBA zipper adds the candidate’s work to the zip file. It also verifies that the centre number and
unit reference in the .inf file matches those entered in the CBA zipper dialogue. In this case the
candidate .inf file name and name are added to the list of candidates whose work will be included
in the zip file.

OCRZip

1 INF files were Found
1 were added to the list

The message displayed shows the number of .inf files found and candidates added to the list.

Important note: It is not necessary to select the .inf file itself but merely browse to the folder
containing the .inf file. If a folder contained the work for several candidates for the same unit then it
would be possible to browse to this folder and the CBA zipper would verify the .inf files and add the
work to the zip file one by one.

When all of the candidate’s work has been selected enter the number of candidates to be included
in the zip file and if required a file name prefix (test added in this example).
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.
47 CBA Zip Application V7.0 (=)
Enter pour Centre Number (99373

Chooge a qualification to create a submission for

|ITQ [03331 - 03339)

LedLed

|Unit 77 -Word proceszing software

Choose candidate entries to be added to the submiszion

IMFID | Mame
Pl Peter Cuthbert

Add... | F!emove| Clear |

Create the Zip file
Confirm number of candidates

—

Filenarne details (up ta B chars)  [res

Create Zip |

About. | Esit |

Click the ‘Create Zip’ button to open the Please specify the directory for the completed ZIP file to

be saved in dialogue.

Browse to and select the directory where the zip file should be saved.

Please specify the directory for the completed ZIP file to be saved in. E]
Save in: |$ 3% Floppy &) j o] ck E-
- | Pl ul
Lﬁ Pt uz
tdy Recent Pt u3
Documnernts
=
Desktop
My Documents
58
fy Computer
WRHOCRPOY...
o
My Netwartk  File name: |test20101102151221_99373 DFO3393 1~ | Save |
Flaces
Save az tppe; |Zi|3 Files j Cancel

The zip file name is automatically generated by the CBA zipper as follows.

test 20101102 151221 99373
Optional file Date when Time when Centre
name prefix. | the zip file the zip file number.

was created  was created

in format in format

yyyymmdd hhmmss

taken from taken from

the computer the computer

clock. clock.
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Unit type.
DF = Unit 1
or77.

SG =Unit 2
or 69.

DB =Unit 3
or 18.

03993

Qualification
scheme
code.

05538 = New
CLAIT.
03993 =1TQ
2009.

1

Number of
candidates
whose work
is included in
the zip file.
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Click the ‘Save’ button to complete the save. The file will be saved to the selected location. A
confirmation message will be displayed to confirm that the zip file has been created.

OCRZip

Zip filz created.
Do you want to clear the entry lisk?

Click the Yes’ button to clear the list of candidates from the Add candidate field on the CBA zipper
dialogue.

Click ‘Exit’ to close the CBA zipper.
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5 Submit for marking

To submit work for marking to the CBA marker, first log in to Interchange. The CBA marker is
located in the ‘Submit for marking’ tab, entitled ‘CBA marker’, on the Computer-based assessment

page.

To navigate to this page, hover over ‘e-Assessment’ and then click on ‘Computer-based
assessment’ in the left-hand menu.

The page opens on the Assignments tab. Click on the ‘Submit for marking’ tab to open the page.

OC R interch O r_] g e You are logged in as: 9937 3/pcowen

@ Help (@ Logout

RECOGNISING ACHIEVEMENT

B Print page
Home
Computer-based assessment
— Entries
Azzignments CBA softwars and documents Submit for marking
-+ Coursework and tests
—*+ g-Assessment CBA marker

~ Certification claims Important notice: submitting assignments for ITQ (QCF) 2009

- Results
S It is now possible to submit assignments for marking as evidence towards ITQ (QCF) 2009. To do this, you wil
need to do the following:
= Centre information
g +  Submit the candidate’s wprk with an inf file_containing the ITQ unit assignment references. You can create
these using the ITQ candidate details form in Interchange.
-+ Search

~ Admin * Zip the candidate’'s work using the new CBA zipper having selected ITQ (03991-03599) and the appropriate ITQ

unit from the gqualification and unit drop down lists.

O GO PR G + Retain the candidate’s ITQ marking report attached to the email and submit this to the OCR moderator with a
Ijean.wihl;gu ' R completed candidate assessment record form at the time you claim the unit on Interchange.

-+ OCR Nationals Further details can be found in the Level 1 user guide.

= Functional Skills
If you want to continue to submit assignments for marking for CLAIT then be sure to use the CLAIT unit assignment

~ Skille for Life references in the .inf file, select New CLAIT (05538) and the appropriate CLAIT unit from the qualification and unit

~ Nva drop down lists in the CBA zipper. For each pass achievement, your statement of entry balance (for CBA) will be
reduced by one or you will be charged a CLAIT unit entry fee. The last date for submitting assignments for marking

= Vocationally related for GLAIT is 31 August 2011

- CLAIT & ITQ

Flease note that the 2008/2009 and 2009/2010 assignments canncot be submitted via the CBA marker.

lUse F5 to refresh the status of your upload.

Select a zip file for sending using the browse button

” Browss...

Add a description for the file you are sending (optional)

Add the return email address (please enter this accurately)

How many candidates in this file

L]

Submit to OCR

Filename Size (kb) Notes Duration (s} Status Order No

2810/2010
f“-m-;a tes1320101020163545_09373_DF03993_1.zip 9 Test3ITQ. 0 Completed aQt
P i

o
o
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To submit a zip file for marking click on the ‘Browse’ button next to the ‘Select a zip file’ field to
open the Choose file dialogue.

Choose file
Loakin: | b 3% Floppy [4:) x| e ®& ek E-
L | IJPclul
k-.) IPcl w2
My Recent ILJPcl U3
Daocurnents

~Ltest?0101102151221 99373 DFO3393_1.zipi
B Cllbestz010110215451 1_99373_5G03993_1.2ip
Clltest20101102154532_09373_DE03993_1.2in

Desktop

-

My Documents

My Computer
WPHOCRPOY...

J
MyNetwork  File name: |test20 01102151221 _99373_DF03393_1.2ip = | Open

Flaces \—l
Files of type: |,-’.\|| Files [7.7) j Cancel

Browse to and select the zip file.
Click ‘Open’ to return the selected file to the ‘Select a zip file’ field.

Add any notes pertinent to the zip file being uploaded in the ‘Add a description for the file you are
sending’ field. This is an optional field that can be used to identify the zip file being uploaded. Any
notes added to this field will appear in the Notes field in the list of submitted zip files lower down
the page.

The marking report, giving the results of the candidate’s work submitted to the CBA marker, is
emailed to the centre. Add an email address in the ‘Add the return email address’ field where the
marking report should be sent.

Important note: It is important that the email address is added accurately as the marking report
will not be delivered if the email address is incorrect.

Add the number of candidates whose work is included in the zip file in the ‘How many candidates
in this file’ field. A quick way to determine the number of candidates is to look at the digit at the end
of the zip file name (99373 DF03993 1.zip).

Select a zip file for sending using the browse button

[Atest20101102151221_09373_DF03983_1 zip |[ Erowss...

Add a description for the file you are sending (optional)

Testfile forunit 77.

Add the return email address (please enter this accurately)

[phil.cowen@aer.org.uk |

How many candidates in this file

Submit to OCR

Click on the ‘Submit to OCR’ button to upload the zip file for marking.
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Once the file has uploaded the contents of the fields clear and the details of the upload is added to
the top of the list of submitted zip files lower down the page.

The status of the marking can be seen from the ‘Status’ field in the list of submitted zip files. The
status changes through four states: Uploaded, Read and Recognised, Processing and
Completed. By refreshing the page, the progress of marking through these states can be seen.

Fiename Size (kb) Notes Duration (=) Status Order No
03M1/2010 _ Testfile for +
test20101102151221_99373_DF03993_1.zi 100 0 Completed
09:11:17 < sletet - —1ap unit 77. P 2

In most cases, the marking should happen within a few minutes but if it takes longer it is not
necessary to upload the same zip file again.

It is possible to view the details of the submitted zip files by clicking on the magnifying glass to the
right of a specific file. This opens the File Details page where the details can be seen and the zip
file downloaded if required.

OC R in'l'erCh O ﬂ g e You are logged in as: 9937 3ipcowen

@ Help @ Logout

RECOGNISING ACHIEVEMENT

B4 Print page

Home
Flle getalls

~ Entries File : test20101102151221_99373_DF03993_1.2ip

~ Coursewark and tests To Download this file click on disk icon ... H

~ e-Assessment

e Uploaded On: 03111/2010 09:11:17

~ Results File Size: 100 =

—+ Postresults Duration:

a

= Centre information

- Assessors File on Users Machine: AN

> Search Order Number:

= Admin User Notes:

= Testfile for unit 77.
By qualification
- GCE, GCSE, Principal File Status: Completed
Learning...

A copy of all candidates’ work should be retained by the centre but if there is a need to retrieve a
zip file previously submitted it can be downloaded by clicking on the icon in the ‘To download this
file click on disk icon’ field. This opens the File Download dialogue where the centre can click the
‘Save’ button and then browse to and select a location where the zip file should be downloaded to.

-

File Download

Do you want to zave this file?

@ Mame: testz0101102151221_99373_DF03993_1.zip
Type: WinZip File, 1O0KE

From: interchange.ocr.org,uk

Save ]| Cancel |

harm vour computer. [F pou do not trugt the source, do not zave this

|@ Wihile files fram the Internet can be uzeful, zome files can patentially
b,
= file. what's the rizsk?
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6 Marking report

The marking report is sent to the email address entered when the zip file was submitted to the CBA
marker (see Section 5).

The marking report is sent from an automated mailbox (ComputerBasedAssessment@ocr.org.uk)
and an example is shown below. This mailbox is not monitored so enquiries should not be sent to
this email address.

The marking report email contains an attachment with the naming convention ITQ_<OCR REF>.txt
or ITQERR_<OCR REF>.txt.

|/ CBA FILE: test20101102151221_99373_DF03993_1.zip OCR REF: 354228 - Message (Plain Text) )=k
! File Edit Wew Insert Format  Tooks  Ackions  Help
} S Reply | (S Reply o Al | (3 Forward | (S B | v | S Y X | 4 -+ - A | @) 5

From: ComputerBasedAssessment@ocr . org.uk. Sent: Wed 03(11/2010 09:12

To! Phil Cowen

Co:
Subjeck:  CBA FILE: kest20101102151221_99373_DF03993_1.zip OCR REF: 354225

Attachments: E| ITQ_354228.kxk (861 B)
*THIZ EMAIL HAS BEEN 3ENT FROM AN AUTOMATED MAILEOX - PLEASE DO NOT REPLY®

Tou may receive one or hoth of the following attachments:
ITQ 354228.txt contains results for candidates submitted for marking

ITQERR_354Zi8.txt contains details of any candidates whose files could not be processed

The <OCR REF> is a unique reference assigned to the submitted zip file and this should be quoted
in any correspondence with OCR regarding the marking report.

Occasionally the CBA marker may not be able to process the zip file submitted. In this case the
marking report email should provide details of why the zip file could not be processed and will not
contain any attachments.

|J CBA FILE: tes39b201101025172414_99373_SG03993_1.zip OCR REF: 333558 - Message {Plain Text) E]
i File Edit Wiew Insert Formab  Tools  Actions  Help
L Reply | i Reply to Al | 3 Forward | (4 | B | w23 K | e - - A @) =
From: ComputerBasedAssessment@acr . org.uk. Sent: Mon 25/10/2010 17:26
To: Fhil Coven
(o' Camputer Based Assessment

Subject:  CBA FILE: kes33b20101025172414_99373_5G03993_1.zip OCR REF: 333558

|*THIS EMAIL HAS BEEN SENT FROM AN AUTOMATED MAILEOX — PLEASE DO NOT REPLY*

Thisz file could not be processed for the following reason:

Error Description: One or mwore .inf files do not contain an assignment reference for thisz unit. All files should he
checked and any mi=s2ing assignment references should be added using the Candidate Details Form.

Error Code: Bi3

Plea=ze rezip ALL files u=ing the CBL Zipper and re-—-submit them for marking where appropriate.

6.1 ITQ_<OCR REF>.txt

If the attachment is a text file named ITQ_<OCR REF>.txt it contains the names and results of
those candidates whose work was successfully processed by the CBA marker.

The text file contains details about the qualification/unit, the candidate, the tutor, the submission
date and the result. The result can either be a Pass or No Award depending on the number of
accuracy and critical errors identified.
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For a pass a maximum of four accuracy errors and no critical errors are allowed.

| IT0_354228.txt - Notepad E]

File Edit Format Yiew Help
REPORT FOR BATCH MUMBER 354228 SUBMITTED OM 03-NoOwv-2010 05:11

BATCH STATUS IS 5: B5: ZIP File processing complete
]

QOCR ITQ (OCF) Levels 1-3 in IT user skills
candidate Report

candidate: peter cCuthbert

Candidate Centre ID: Pcl

Candidate OCR ID: CUTHEERTPETERZ3/04 /107500373
Centre: 90373

MIS mumber (if supplied):

submission Date @ 03-Now-2010 09:11

Tutor: Julie Thomas

RESULT - Pass for ITq unit 77 word processing Software 2005a

The following errors were found in this submission:

critical Errors

AcCcuracy Errors

1 occurrence(s) of 3d pid not enter text/numbers and symbols as specified
1 occurrence(s) of 37 D0id not use tabs as specified

1 occurrencets) of 4h Did not set/amend linespacing as specified
]

Where errors are identified the area of the Level 1 New CLAIT 2006 syllabus are identified to help
the centre target additional teaching for the candidate before they re-sit the assignment.

The text file should be saved in a secure location and can be printed out if necessary. For ITQ
2009 this text file has to be submitted as evidence of the achievement when claiming the unit
certificate (see Section 7 for more details).

If the work for multiple candidates was submitted in the zip file then the text file will contain all of
their results listed in turn. If you wish to print each candidate’s result separately then the text file
should be opened using word processing software to add breaks between each candidate’s result
before printing.

6.2 ITQERR_<OCR REF>.txt

If the attachment is a text file named ITQERR_<OCR REF>.txt it contains the names of those
candidates whose work cannot be processed by the CBA marker.

|} ITQERR_354230.txt - Notepad MEX¥]
File Edit Format Yiew Help

CBA FILE: “Shwsdoocrsgozhsfolaithocrydatayincomingy 9988937352010 novembertTest20101103103035_99373_5G03993_1. zip

OCR REF: 354230

submitted on: 03-Mov-2010 10:31

The following candidates could not be processed:

Candname: pPeter Cuthbert
OCRID: CUTHEERTPETERZ3,/04 /197500373
Cantrell: PC1

Assignmentref: 69/05/B
There are several possible reasons why these files could not be processed - please consult the troubleshooting guide provided

Each of the above entries should be re-zipped using the CBA Zipper and re-submitted when any errors have been resolved

The most commons reasons why work cannot be processed are listed in Section 8.
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7 Certification

For ITQ 2009 it is necessary to claim the unit certificates from OCR using the online claims system
in Interchange.

As the qualification is within the QCF each unit achieved is worth a number of credits that can
contribute towards an overall qualification across all levels (1-3) of ITQ 2009 (03991-03999). As
such, the centre has to decide which qualification the unit credits are to be claimed against. This
can be done by making a claim in the online claims system.

In making an online claim the centre has to:

o Select an entry to use for the unit claim.

o This entry has previously been made for a unit or qualification (Award/Certificate/Diploma) at
Levels 1-3.

o This entry can be named (specific candidate) or unnamed in which case the centre has to
enter the candidate’s details.

Further information on creating a claim using the online claims system can be found on the OCR
website at www.ocr.org.uk/interchange/docs.

Each claim created in the online claims system is identified by a claim number. This number should
be recorded and used when submitting evidence to OCR.

When the centre creates and then submits a claim the OCR examiner-moderator is notified by
email. They will then expect that the evidence, in support of the claim, will be sent to them. For the
ITQ 2009 units achieved by CBA they will still need to be sent the evidence for moderation.

Once the candidate has achieved a pass, for an ITQ 2009 unit (18, 69, 77) by CBA, the centre
should claim the unit using the online claims system in Interchange. The CBA marking report
should be sent as evidence to the allocated ITQ 2009 examiner-moderator. Refer to Section 7.1 for
further details on the different ways of submitting the evidence.

Important note: Unit certificates for ITQ 2009 Units 18, 69 and 77 will not automatically be
generated. They will only be generated once an online claim has been created in Interchange and
the evidence of achievement (the marking report text file showing the candidate’s pass) has been
moderated by OCR.

7.1 Submitting evidence

For each candidate included in the claim an OCR ITQ (QCF) Submission Cover Sheet has to be
completed. This is available on the ITQ 2009 page of the OCR website at
www.ocr.org.uk/qualifications/type/qcf/ict_tec/itq under the key documents section.

This form should be downloaded and then completed in one of the following ways:

o Open the form in Adobe Acrobat Reader software and enter the details required
electronically before printing out the completed form.

) Open the form in Adobe Acrobat Reader software and enter the details required
electronically saving the completed form.

The details required include the candidate details, the qualification/unit entry and the units being
claimed. For ITQ 2009 only Units 18, 69 and 77 have a CBA option so these units would be
marked on the Submission Cover Sheet.
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Important note: The information on the Submission Cover Sheet for each candidate should reflect
the information in the claim.

Other units could also be marked on the Submission Cover Sheet but their evidence would be from
another assessment option and not CBA. As such it may take longer for claims with a mix of CBA
and other assessment options to be moderated. The certificates will be processed more efficiently
if centres submit claims for CBA units separately from claims for non CBA units.

In addition to a completed Submission Cover Sheet the marking report text file showing the
candidate’s pass needs to be submitted. This marking report text file shows the qualification/unit,
the candidate, the tutor, the submission date and the result.

7.1.2 Manually

Send the following hard copy documents to the OCR examiner-moderator for all candidates in the
claim.

o Completed OCR ITQ (QCF) Submission Cover Sheet.
o Marking report text file showing candidate pass.

To expedite the moderation process, mark the claim number on the documents submitted.

7.1.3 Electronically

Email the following documents as attachments to the OCR examiner-moderator for all candidates
in the claim. The email address for the OCR examiner-moderator was supplied in the allocation
letter sent when the centre made their first entry for a unit or qualification
(Award/Certificate/Diploma) at Levels 1-3. The email address is in the format ocrem**@ocr.org.uk.

o Completed OCR ITQ (QCF) Submission Cover Sheet.

) Marking report text file showing candidate pass.

To expedite the moderation process, mark the email subject with CBA together with the centre
number, scheme code and the claim number of the reports attached.

Once the OCR examiner-moderator has moderated the evidence they will produce a centre
feedback report for each claim submitted. This confirms the evidence and the claim will proceed to
certification.

The centre feedback report will be available on Interchange.
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8 Troubleshooting

Administration
Do | have to register for Level 1 CBA for ITQ 20097?

Is there a charge for using Level 1 CBA for ITQ
2009?

Is there a charge for candidates who don’t achieve
a pass?

How do | register for Interchange?

| am having problems logging onto Interchange with
my login details. What should | do?

Assignments and data files

Which ITQ 2009 units can be submitted for CBA
marking at Level 1?

Which Level 1 New CLAIT 2006 assignments do my
candidates work on to submit to the CBA marker?
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No, but to be able to offer CBA for Level 1 ITQ 2009
units a centre must:

e Be approved for ITQ 2009.

o Be registered to use Interchange to get access to
the New CLAIT 2006 assignments, data files,
candidate details form, CBA zipper and CBA
marker.

No, but the centre will have to make an entry
(named/unnamed, unit/qualification) for each
candidate for ITQ 2009 before being able to claim
any certificates.

No because in the paper-based system you would
not submit work unless you thought that the
candidate had passed. With Level 1 CBA for ITQ
2009, a centre would not claim a certificate if the
candidate has not passed the unit.

To register for this free service download and
complete an Interchange Agreement from
www.ocr.org.uk/interchange.

Alternatively, if your centre is already registered and
you require login details, contact the Interchange
System Administrator at your centre or the OCR
Customer Contact Centre on 02476 851 509 or at
vocational.qualifications@ocr.org.uk.

If you enter your login details incorrectly on three
occasions your account will be blocked. If your
account becomes locked please contact the
Interchange System Administrator at your centre or
the OCR Customer Contact Centre on 02476 851
509 or at vocational.qualifications@ocr.org.uk.

Only the three units listed here can be submitted for
CBA marking at Level 1:

e Unit 18 Database software

e Unit 69 Spreadsheet software

e Unit 77 Word processing software

The candidates have to work on the equivalent New

CLAIT 2006 units and submit them to the CBA
marker in the ITQ 2009 context.

e Unit 3 Database Manipulation and submit in ITQ
2009 context as Unit 18 Database software.

e Unit 2 Creating Spreadsheets and Graphs and
submit in the ITQ 2009 context as Unit 69
Spreadsheet software.

e Unit 1 File Management and e-Document
Production and submit in the ITQ 2009 context
as Unit 77 Word processing software.
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How many attempts can my candidates have at
each assignment?

Can the candidates use any software they wish to
work on the assignments?

Software utilities

What is the candidate details form?

What is the CBA zipper?

Preparing work for submission

How important is it to prepare the top level folder
containing the .inf file correctly?

How important is it to have the correct assignment
references in the .inf file included with the candidate
work submitted?
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There are four versions of the New CLAIT 2006 units
(1, 2 and 3) that can be used for CBA. These are
2005 Set A, 2005 Set B, 2006 and 2007.

The 2008 and 2009 versions cannot be used for
CBA.

The CBA marker can only process files in the
following formats.

e Unit 1 — The files created or amended by the
candidate must be saved as .doc or .rtf.

e Unit 2 — The files created or amended by the
candidate must be saved as .xls.

e Unit 3 — The files amended by the candidate
must be saved as .mdb.

Currently, the native file formats of the Office 2007
applications (.docx, .xlIsx, .accdb) cannot be marked
and have to be converted to Office 2003 formats
before being submitted to the CBA marker. Centres
can configure these applications in compatibility
mode to ensure that the Office 2003 formats are
used.

The candidate details form is a page in Interchange
that is used to provide the details of the centre,
candidate, tutor and assignments taken to OCR in
the form on an .inf file.

The .inf file has to be created for each candidate
whose work is submitted to the CBA marker.

The .inf file has to be included with each candidate’s
work submitted to the CBA marker.

The CBA zipper is a software utility that has to be
used to zip one or more candidates work together for
submission to the CBA marker.

It is very important to prepare the top level folder
containing the .inf file as specified in the user guide.
Additional levels of folders can cause marking
problems and this is especially true for Unit 1 (Unit
77 for ITQ 2009).

It is very important to have the correct assignment
references in the .inf file for the working being
submitted.

If the wrong assignment references are used in the
.inf file then the work will either not mark or will mark
incorrectly.
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My candidate’s files work cannot be zipped using
the CBA zipper?

Submit for marking

How do | submit a candidate’s work for marking?

Can | get feedback on how a candidate’s work is
progressing with marking?

| sent a zip file recently but haven’t had an email
back. Should | resend it?

| submitted some work for marking but the return
email says that a particular candidate’s work cannot
be processed. What is the reason?
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The reason why a candidate’s work cannot be
zipped will normally be given in the results window of
the CBA zipper.

Common reasons include.

e Missing .inf files in the work being zipped.

e Missing assignment reference in one or more .inf
files in the work being zipped.

e Password protected or read only files included in
the work being zipped.

These issue need to be corrected individually before
the work can be zipped using the CBA zipper.

Log in to Interchange and navigate to the CBA
marker page under e-Assessment, Computer-based
assessment. The zip file created by the CBA zipper
has to be uploaded to the CBA marker from this

page.
The status of the submitted zip file is shown on the
CBA marker page in Interchange.

Once the status is completed an email should be
sent to the address entered when submitting the zip
file.

No, you should never resend a zip file unless
specifically asked to do so by OCR.

If you suspect that the email address entered was
incorrect, you can contact OCR who will resend the
results.

There are many different reasons why a candidate’s
work cannot be processed. Try to identify the reason
before re-submitting the candidate’s work where
appropriate. Common reasons include.

¢ Has the candidate submitted the correct files
for the assignment taken? If not, the candidate
has not achieved the assessment objectives
relating to any missing files and will need to
attempt a different assignment.

¢ Does the assignment reference in the .inf file
match the assignment submitted? If the
assignment has not marked due to the wrong
assignment references in the .inf file then update
the .inf file to include the correct assignment
references before re-submitting.

e Is the work produced by the candidate in the
correct file formats? At present the CBA
marker cannot accept Office 2007 native files.
Resave the files in the correct format before re-
submitting the work.

e Can each of the files submitted in the work be
opened successfully? If not the candidate has
not achieved the assessment objectives relating
to any files that cannot be opened and will need
to attempt a different assignment.

e Do all of the files submitted in the work
contain some data? If not the candidate has not
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Marking report

Do | need to retain the marking reports?

Do | need to print out the marking reports?

Certification

Do | have to claim my candidates’ certificates?
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achieved the assessment objectives relating to
any blank files and will need to attempt a
different assignment.

¢ Does the database contain the required table,
queries and report? Any extra tables, queries,
reports the candidate has produced during the
course of attempting the assignment should be
removed before re-submitting the work. If any
queries or reports are missing, the candidate has
not achieved the assessment objectives relating
those queries or reports and will need to attempt
a different assignment.

e Can each of the queries and report be opened
successfully? If not, the candidate has not
achieved the assessment objectives relating to
any query or report that cannot be opened and
will need to attempt a different assignment.

The marking report acts as the evidence of a
candidate’s result for the assignment. This is
required to claim each candidate’s certificate for any
passes obtained. Therefore, you should retain the
marking reports at least until you have received the
candidate’s certificate.

This depends on whether you submit the marking
report as evidence in hard copy or electronically. If
you intend to do this in hard copy you will need to
print out the marking report.

Yes, for ITQ 2009 units it is necessary to claim
certificates using the online claims system in
Interchange.
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