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Completed evidence checklists must be submitted with candidate work for each unit. No substitute is permitted.

Centre assessors must assess the candidate’s work prior to submission.

Only units that have been achieved should be submitted for moderation.

Please note that where candidates are required to demonstrate amendments/replacements/moves/deletions, before and after evidence will need to be submitted.

All pages must be numbered and the page number referenced on this form.  The examples given are indicative of the learning context at each level and are not intended to form a prescriptive list for the purpose of assessment. However, Evidence requirements (in bold italics), must be followed.



	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	A1 	Enter, edit and organise structured information in a database.
A1.1 	Identify the main components of a database 
A1.2 	Create a database table for a purpose using specified fields 
A1.3 	Enter structured data into records to meet requirements 
	A1.1, 1.2 & 1.3  Create a database with a minimum of seven fields, including one currency/numeric field and one date field.  Enter at least 15 records.

Examples:  Database components: what types of information are stored: tables, forms, queries, reports.  Enter structured data: tables; fields, records; use of data entry form; create new record; add record to table.  Field characteristics: data type, field name, field size, format, validation; primary key. 
	     

	A1.4 	Locate and amend data records 
A1.5 	Respond appropriately to data entry error messages 
A1.6 	Check data meets needs, using IT tools and making corrections as necessary 
	A1.4, 1.5 & 1.6  Give evidence of a minimum of five alterations to records of which there should be one deletion and two records added.  Ensure all data is correct and consistent.

Examples:  Locate and amend: find, search and replace; edit record, sort; use wildcards.  Data entry errors: due to field size, data type, validation checks; duplicate records; format; using help.  Check data: spell check, format, accuracy, consistency.  
	     






	Criteria
	Evidence Requirements
	Details/Page Number/Location of Evidence

	A2 	Use database software tools to extract information and produce reports.

A2.1 	Identify queries which meet information requirements 
A2.2 	Run simple database queries 
	A2.1 & 2.2  Give evidence of a minimum of two queries using different criteria in each; one criterion should be using a date/currency/number. 

Examples:  Database queries: alphanumeric sort, filter, single criteria, standard queries, greater than, less than. 
	     

	A2.3 	Identify reports which meet information requirements 
A2.4 	Generate and print pre-defined database reports 

	A2.3 & 2.4  Choose information to create a report, using the original table or query.  A minimum of five fields should be used, using the default settings, ensuring that all information can be seen.  

Examples:  Database reports: using menus, wizards or shortcuts. 
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