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RECOGNISING ACHIEVEMENT



OCR Level 2 ITQ 2009

Evidence Checklist and Evidence Guide for:
Unit 22: Data Management Software Level 2 (Credit Value 3)

	Candidate Name:
	
	
	Centre Number:
	


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

	B1 
Enter, edit and maintain data records in a data management system.

B1.1 
Describe the risks to data security and procedures used for data protection 
	B1.1 Describe at least four different risks to data security and the procedures which will mitigate these risks .
Examples:  Access control; authorised use, confidentiality, personal data, password protection and management, user authentication.  Risks: unauthorised access, theft of information, unauthorised editing of data, publication of confidential data.
	

	B1.2 
Enter data accurately into groups of records to meet requirements 

B1.3 
Locate and amend data associated with groups of records 

B1.4 
Check data records meet needs, using IT tools and making corrections as necessary 

B1.5 
Respond appropriately to data entry and other error messages
	B1.2, 1.3, 1.4 & 1.5 Provide at least four different examples of: entering data, locating and amending data, checking data records and responding to data entry error messages.

Examples:  Use of data entry form, create new record, add record to table, select and update fields; groups of records.  Find, search and replace; edit record; sort, filter, use wildcards and search operators; category, queries.  Spell check, format, accuracy, consistency, remove duplication, verify data; data validation techniques; record housekeeping.  Error messages due to field size, data type, validation checks; duplicate records; format; using help; system access.  Data that does not fit parameters, alerts, reminders; problems with forms. 
	

	B1.6 
Apply local and/or legal guidelines for the storage and use of data where available
	B1.6 Provide at least four examples of complying with relevant guidelines and policies when working with data, including storing data in line with policies relating to data security, data protection legislation.

Examples:  Set by employer or organisation.  Policies relating to security, backup and data protection; guidelines for data format; compliance, audit and reporting requirements.  File management will vary according to the application. 
	


	Criteria
	Evidence Requirements
	Details/Page Number/Location of Evidence

	B2 
Retrieve and display data records to meet requirements. 

B2.1 
Identify what queries and reports need to be run to output the required information 

B2.2 
Select and use queries to search for and retrieve information to meet given requirements 

B2.3 
Create and view reports to output information from the system to meet given requirements
	B2.1, 2.2 & 2.3 Provide at least three different types of query and an associated report to meet given requirements. 

Examples:  Alphanumeric sort, filter, single criteria, multiple criteria, save queries and output.  Standard reports, customised reports; reports with multiple parameters. 
	


I state that the evidence for this unit is included on the specified printouts (or saved electronic files) indicated above.
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