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OCR-set Assignment: Information for Learners

OCR Level 1 / 2 Cambridge National Award in ICT


OCR Level 1 / 2 Cambridge National Certificate in ICT


OCR Level 1 / 2 Cambridge National Diploma in ICT


Unit R002: Using ICT to create solutions in a business environment 

General information for learners

Q
What do I need to do to pass this assignment?

A
You need to show you can complete all of the tasks in this assignment.  The assignment describes what work you have to do.  The Learner Checklist at the end of this booklet identifies the evidence you need to provide to show what you have done.  It’s really important that you can do the work yourself without help from anybody else.  That includes teachers, parents and other students.  If we think you have not done this work yourself it could mean your marks are changed.


Your teacher marks your evidence and uses the marking criteria grid provided by OCR.  You can ask to see the marking criteria.  The marking criteria grid is divided into three mark bands.  Each one has a range of marks - for example Mark Band 1 = 1-3 marks; Mark Band 2 = 4-6 marks and Mark Band 3 = 7-10 marks.  Your teacher will decide which mark band description most closely describes your evidence and then decide how many marks from the mark band to give your evidence.
Q
What help will I get?

A
Your teacher can make sure you understand the assignment.  If you get stuck then they can give you some general advice but there are rules about the kind of help and how much they can give you.  Too much help might mean you haven’t done the work yourself.


Your teacher is allowed to give you more specific help when using software tools to enhance the appearance of your output (LO4).  If you want your teacher to do that it will affect your marks.  Ask your teacher what this means.
Q
What if I don’t understand something?

A
If you are not sure, always check with your teacher.  They know how much help they are allowed to give you.

Q
I’ve been told I must not plagiarise.  What does this mean?

A
Plagiarism is when you take someone else’s work and pass it off as your own.  The work could come from the internet, a book or another student’s project work.  It doesn’t matter where it came from it’s what you do with it that could make it plagiarism.  


There are a few ways plagiarism can happen that you need to know about.

· A student is asked to describe or explain something and they find good information on the internet or from a book.  They use it in the evidence they give to their teacher to mark.  They don’t follow rules about saying where it came from.  The ‘rules’ are about how to reference somebody else’s work.

· A student uses information from a book and changes words but copies the sentence structure of a source and doesn’t reference where the original work came from.

· A student copies so many words or ideas from a source that it makes up the majority of their work.  In this case it does not matter if they have referenced it or not.  When the majority of work is somebody else’s ideas or thoughts it is not the student’s own work. 


Plagiarism has serious consequences; you could lose the grade for this unit or you may not be allowed to achieve the whole qualification.


The work you produce must be your own work.  You will be asked to sign a declaration to say that it is.

Q
What is referencing and where can I find out more information about it?

A
Referencing is the process of acknowledging the work of others.  If you use someone else’s words and ideas in your assignment, you must acknowledge it, and this is done through referencing. 


You should think about why you want to use and reference other people’s work.  If you need to show your own knowledge or understanding about an aspect of subject content in your assignment, then just quoting and referencing someone else’s work will not show that you know or understand it and it is likely to be seen as plagiarism.  Make sure it’s clear in your work how you are using the material you have referenced to inform your thoughts, ideas or conclusions.


You can find more information about how to reference in the OCR Guide to Referencing available on our website: http://www.ocr.org.uk/i-want-to/skills-guides/.

Q
Can I work in a group?
A
Only when your teacher tells you that you can.  They need to be able to tell who has done which piece of work.  People who work in groups cannot all claim the same evidence as being their individual work.  Teachers also have to make sure we can see who has done what.

Q
Does my work for each task need to be in a particular format?

A
For each task we’ll tell you if your
evidence has to be in a specific format.  Check the wording in each task carefully.

· If we use the word ‘must’, for example ‘You must produce a report’ or ‘Your evidence/work must include a diagram’, then you must produce the work in the stated format.
· If we use the word ‘could’, for example ‘You could include sketches of your ideas’ or ‘You could do this by annotating your diagram’, this means that you are not required to follow the format we have given, but you must make sure that the work you do produce allows you to demonstrate the requirements of the grading criteria.

· You can present your work in a variety of ways – it can be handwritten, word-processed, on video or in digital media.  What you choose should be appropriate to the task(s) and your teacher can advise you.  If the coursework is word-processed, you must ensure   that your centre number, candidate number and the unit code appears on each page as a header or footer.
· If you are unsure about what evidence you need, please ask your teacher.
Q
Can I ask my teacher for feedback on my work?

A
We have given your teacher instructions on what kind of feedback they can give you.  They are not allowed to tell you exactly what to do to make your work better, but they can remind you about what they’ve taught you.  You can use that reminder to try and improve your work yourself.  They can say what they’ve noticed might be wrong with your own work.  For example if you describe something where the marking criteria ask for an evaluation they can point that out to you.  Your teacher can explain the difference between a description and an evaluation.  It’s then up to you to decide if you need to change your work.  If you think it needs to change you need to change it for yourself.
Q
When I have finished, what do I need to do?

A
You should make sure any printed work is in the right order and that all electronic files are sensibly labelled.


If you have included the personal details (such as name, address or date of birth) of someone other than yourself in your work, this must be blanked out (anonymised).  Your teacher will tell you how to do this.


Hand in the work that you’ve completed for each task to your teacher.  They might ask to see your draft work, so please keep your draft work in a safe place.

Q
How will my work be assessed?

A
Your work will be marked by your teacher.  They will use the information in the unit specific marking criteria grid to decide which mark band your work meets.  Each marking criteria grid is detailed in the specification and included in the relevant assignment booklet.  Please ask your teacher if you are unsure what the marking criteria are for this assignment.

Scenario for the assignment
JB Clothing Emporium
JB Clothing Emporium is a family-owned business that specialises in providing customised T-shirts and polo shirts to sports teams, schools, clubs and businesses.

Four members of the family currently work in the business and you have just started a job as a trainee administrator. The family bought the business from the previous owners five years ago. The family believe now is the time to change the name of the business to Tailored Tops to better describe what they sell.
The registered trading address for the business is:

1 Main Street
Anytown
Anyshire
AT1 2AS

All business correspondence is sent from this address.  The business has a dedicated phone number which is: 
01632 960147.

The email address for all enquiries from the general public is:

enquiries@progress-media.co.uk
It is policy that all emails and telephone calls will be responded to within 72 hours.

The business also has a factory and warehouse in Coventry where the T-shirts and polo shirts are dyed and personalised according to customer requirements.  The business is able to match colours exactly and can either embroider or print logos/emblems anywhere on the garments.
The business buys plain white polo and T-shirts from a number of manufacturers and wholesalers in the UK.

The business employs 20 sales managers who are divided into four areas (North, Midlands, South East and South West).  These sales managers visit existing and potential customers to promote the business and increase sales.  They are each paid a monthly salary and can also earn a bonus.
Customers may order goods through a sales manager or they can place an order directly with the business by email, telephone or post. 

To promote the business, staff attend exhibitions and trade fairs. The next exhibition, which is aimed at Sports Clubs, will be held at the National Exhibition Centre (NEC), Marston Green, Birmingham, West Midlands, B40 1NT from 15 to 19 August.

In your job as a trainee administrator you will carry out tasks allocated to you by the Office Manager (your teacher) who will send you an email with an attachment that contains all the files you will need to complete these tasks.  You will need to check that you have received all of the following files:

· exhibition_info
· letter_wording

· sales_manager_details
· sales_manager_sales

· suppliers
You should familiarise yourself with the data in these files.  You will need to decide when and how to use these files appropriately to complete your tasks. 

You will need to use different software to complete these tasks.  It is up to you to choose for each task the software you think will be most appropriate.

As you work through the tasks you should make your own choices when formatting your documents. However, the formatting should be suitable for the target audience and used consistently.

You have been given seven tasks to do.  To do the tasks successfully, you will need to:

· produce solutions that meet the requirements of the tasks and that are suitable for the target audience

· extract data from a range of sources and present it in a user-friendly format

· clearly record and display your findings

· transfer data between applications

· produce integrated solutions incorporating a range of:

· software applications

· software features

· formatting techniques.
You should ensure that all your files and folders have meaningful names and that you use appropriate version control where necessary.  You should back up your files regularly to make sure that all your data is protected from loss.
Read through all of the tasks carefully, so that you know what you will need to do to complete this assignment.

Important:
· You will need to refer to the marking criteria grid.  Your teacher can explain the marking criteria if you need further clarification.

Your Tasks

Task 1 – Organising your working area and email system
It is important that other people in the business can easily find all your files and emails in case they need access to them when you are not in the office. 

A.
Read and respond to the email sent to you by the office manager

B.
Create a filing structure to store the files used in this assessment.

The structure you design should allow for easy access by other people and the files should be kept in a clear and logical manner.  You can make changes to this filing structure, if necessary, as you work through the tasks. In task 7 you will be asked to provide evidence of your filing structure and the security measures you have taken to protect your files from loss.

C.
Set up your email system to enable you to efficiently:
· send emails regularly to each of the people listed below.  Some emails will need to be sent to all three people;
jmcfactory@progress-media.co.uk – Factory Operations 
finance@progress-media.co.uk – Finance Department

admin@progress-media.co.uk – Administration Department
· store incoming business messages, which will mainly come from the factory, other departments and customers;
· use a standard ending on all your emails;
· make sure that if anyone sends you an email when you are absent from work, they will receive an email to say that someone will deal with their query within 72 hours.
[image: image2.jpg]Explain what you have done to set up your email system and how the tools and features you have used will enable you to be more efficient.  
D.
Explain the email tools that help you to communicate with others in a business context.  
This must be your own thoughts, written in your own words and any material or ideas taken from other people’s work must be acknowledged.

Task 2 – New logo
The office manager has asked you to design and create a new logo for use on all documentation.  The new name, Tailored Tops, must form part of the logo.  
Create the new logo using the software you think is most appropriate.

Task 3 – Personalised letter to sales managers
The office manager would like you to send a personal letter to each sales manager and has provided the wording of the letter for you to use.   

Use this wording and other relevant information from the scenario and data files provided to create these letters.
Task 4 – Supplier data
When completing this task appropriate use of wizards is permitted.

A.
Some suppliers have informed you of the following changes:
· Bellas are no longer able to supply standard quality t-shirts in YS.

· Yings can now supply premium quality shirts, XXL polo at a unit cost of £2.75. They can deliver in three days but orders must be for 50 or more items.
Update the relevant data file.

B.
All stock in size XXL is running low.  The factory manager wants a list, showing full details of all the suppliers who can supply this size.

Produce a report showing this information.

C.
A customer has placed an urgent order for polo and t-shirts in size YS. The factory manager wants to know if there are any suppliers who can deliver the goods tomorrow or the next day.

The factory manager will need to know the name of the supplier, the type of shirt they can supply, the quality, the cost per unit, the minimum order and the delivery time. It will be useful to have the list sorted on cost, with the cheapest first.
Produce a report of suppliers who meet these requirements.
Task 5 – Promotional materials
The office manager has asked you to research promotional items that can be given away to visitors to the stand at the NEC exhibition.  These items are often referred to as event giveaways, exhibition freebees, brand merchandise, or any combination of these terms. Pens, sweets and mugs have been given away at other exhibitions recently, so the business wants some different items for use at the NEC Exhibition aimed at Sports Clubs.
1500 items are required and the business is prepared to spend up to £4,500 (maximum £3.00 per item). 
A. Use the internet to find at least three different promotional items that would be suitable.  You do not need to obtain a personalised quote - this will be done by the business when the choice has been made.  

Present your findings to the office manager, showing the search criteria you used.

B. Record the copyright details of the images of the items you found so that the office manager can request permission to use these images in the promotional material.

C. Tailored Tops’ stand at the exhibition will have a large computer screen.  
Create a resource to be used on the screen to promote the business at the exhibition.  The office manager has provided some information for you to include.  Add any other information and/or images you think appropriate for the Sports Club exhibition.  
It is up to you to decide the format that this resource will take.

Task 6 – Calculating sales and payments
The payments due to each sales manager need to be calculated. 
The sales managers each earn a monthly salary of £2000. They also earn a bonus of £200 if their sales are more than the average for the month and receive a mileage expenses payment of 40p for every mile driven. 
The office manager has provided you with data on the sales and mileage of each sales manager for this month.  
A
Develop a well-formatted solution to record:

· today’s date

· the highest, lowest and average sales figures for this month
· total sales for each area 
· total sales for the country (all four areas)
· for each sales manager:

· whether or not a bonus is to be paid

· total earnings (salary and bonus)
· the mileage expenses to be paid

· the total amount to be paid
· total amount to be paid to all sales managers. 
The solution you produce must be your own individual work and you should not expect your teacher to provide any additional guidance.

B
Present the total sales for the four areas (North/Midlands/South East/South West), so that they can be easily compared.  

It is up to you to decide on the best way to present this information.
C
Fuel costs have risen, so the business has increased the mileage expenses payment to sales managers to 45p for every mile.  Use your solution to model the effect this will have on the total amount to be paid to all sales managers this month.
D
The business wants to increase the bonus paid to sales managers this month.   The total amount to be paid for the month must be less than £47,000. What is the highest bonus they could pay?  Round your answer to the nearest £10. 

Task 7 – File structure and security
Provide evidence of your file structure and the security measures you have taken to protect your files from loss.
Marking Criteria Grid
	
	LO1: Be able to use techniques to search for, store and share information

	
	MB1: 1-6 marks
	MB2: 7-11 marks
	MB3: 12-15 marks

	(i)

(ii)

(iii)


	Produces a basic system to store electronic files, in which:

· some folders have meaningful names

· some files are saved in an appropriate file type with meaningful names

· some files are stored logically within the folder structure.

Demonstrates a limited understanding of the most common tools and features of email software.
Enters basic search criteria into a search engine to find appropriate information which partly meets the specified requirements, and records limited information on the Copyright holder(s) of the information found.
	Produces a sound system to store electronic information, in which:
· most folders have meaningful names

· most files are saved in an appropriate file type with meaningful names

· most files are stored logically within the folder structure


Demonstrates a sound understanding of the most common tools and features of email and some understanding of the more advanced features of email software. 

Enters sound search criteria into search engine to find appropriate information which largely meets the specified requirements, and records the Copyright holder(s) of the information found with some accuracy but not all the required details.
	Produces a well structured, logical system to store electronic information, in which:
· all folders have meaningful names

· all files are saved in an appropriate file type with meaningful names and where appropriate, versions of file(s) are clearly identified
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all files are stored logically within the folder structure

Demonstrates a thorough understanding of the common and advanced tools of email software.  

Enters effective search criteria into search engine to find appropriate information which fully meets the specified requirements, and records the Copyright holder(s) of the information found accurately and thoroughly.

	
	L02: Be able to select and use software to handle data

	
	MB1: 1-6 marks
	MB2: 7-11 marks
	MB3: 12-15 marks

	(i)



(ii)


(iii)


	Creates a spreadsheet or database importing data with some accuracy which meets some of the specified requirements.
Edits and manipulates data with some accuracy and provides some relevant information to meet particular purposes.
The choice of data-handling software used is of limited appropriateness to the audience and purpose.
	Creates a spreadsheet or database importing data mostly accurately which meets most of the specified requirements.


Edits and manipulates data mostly accurately and provides mostly relevant information to meet particular purposes.
The choice of data-handling software used is of sound appropriateness to the audience and purpose.
	Creates a spreadsheet or database importing data with complete accuracy which fully meets the specified requirements.

Edits and manipulates data with complete accurately and provides wholly relevant information to meet particular purposes.
The choice of data-handling software used is wholly appropriate to the audience and purpose.

	
	L03: Be able to select and use software to communicate information for a business purpose

	
	MB1: 1-3 marks
	MB2: 4-6 marks
	MB3:7-9 marks

	(i)



(ii)
	Creates a limited range of file types, sometimes selecting the appropriate medium for the type of communication.

Uses some tools and facilities in each type of software with limited effectiveness to meet some of the specified requirements.
	Creates a range of file types, mostly selecting the appropriate medium for the type of communication.

Uses the tools and facilities in each type of software with sound effectiveness to meet most of the specified requirements.
	Creates a range of file types, in each case selecting the appropriate medium for the type of communication.

Uses the tools and facilities in each type of software effectively to meet all of the specified requirements.

	
	MB1: 1-2 marks
	MB2: 3-4 marks
	MB3: 5-6 marks

	(iii)
	Includes content, some of which meets the specified requirements and has limited suitability for the target audience.  Errors may be intrusive and likely to impact significantly on the meaning of the content.
	Includes content, most of which meets the specified requirements and is mostly suitable for the target audience. Occasional errors will not affect the overall meaning.
	Includes content that fully meets the specified requirements and is wholly suitable for the target audience.  Few, if any, errors in spelling, punctuation and grammar.

	
	L04: Be able to use software tools to format information

	
	MB1: 1-6 marks
	MB2: 7-11 marks
	MB3: 12-15 marks

	(i)



(ii)




(iii)
	Makes basic use of formatting tools, there may be limited consistency in their use
The basic application of formatting tools has limited impact on the overall appearance of the document and ease with which information can be read

Requires support to enhance the appearance of the output.
	Makes sound use off formatting tools and in most cases applies them consistently.

The sound application of formatting tools results in some enhancement of the overall appearance of the document and improves the ease with which information can be read.

Works with only occasional support to enhance the appearance of the output.
	Makes effective use of formatting tools and applies them consistently.

The application of formatting tools thoroughly enhances the overall appearance of the document and means the information is consistently clear and easy to read.
Works independently to enhance the appearance of the output.


Learner Checklist

	Task number
	LO coverage
	What you need to produce (evidence)
	Format of evidence (this list is not exhaustive)

	1A/B/C/D
	LO1(ii)

LO3(i)(ii)(iii) 

LO4(i)(ii)(iii)
	the email you have sent to the office manager

your written explanations about email
	· Email printout(s)

· Electronic files

· Screenshots

· Printouts

	2
	LO3(i)(ii)(iii)

LO4(i)(ii)(iii)
	the logo you have created 
	· Screenshots

· Electronic files

	3
	LO3(i)(ii)(iii)

LO4(i)(ii)(iii)
	the personalised letters you have created and evidence of how you created them
	· Electronic data files

· Printouts

· Screenshots

	4A/B/C
	LO2(i)(ii)(iii)

LO4(i)(ii)(iii)
	the solution you have created ensuring all parts of the task are clearly shown. 

The evidence must show how you produced your results
	· Electronic file(s)

· Printouts

· Screenshots

	5A/B/C
	LO1(iii)

LO3(i)(ii)(iii)

LO4(i)(ii)(iii)
	the search criteria you have used

your report to the manager

the copyright details of the images of the items you have found 

the resource you have created
	· Electronic file(s)

· Printouts

· Screenshots

· Written information

	6A/B/C
	LO2(i)(ii)(iii)

LO4(i)(ii)(iii)
	the solution you created, ensuring all parts of the task are clearly shown 

The evidence must show how you produced your results
	· Electronic file(s)

· Printouts

· Screenshots

	7
	LO1(i)
	the folders and files you have created

the measures you have taken to protect them from loss
	· Electronic filing structure

· Electronic files

· Printouts

· Screenshots
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OCR Level 1 / 2 Cambridge National Certificate in ICT


OCR Level 1 / 2 Cambridge National Diploma in ICT


Unit R002: Using ICT to create solutions in a business environment
Guidance on using this assignment

1
General guidance
1.1
Assessment for this qualification must adhere to Instructions for Conducting Coursework provided by JCQ.

1.2
OCR has provided a document ‘Guide to Generating Evidence’ which is available at http://www.ocr.org.uk/Images/284791-guide-to-generating-evidence.pdf
1.3
OCR set assignments must be used for summative assessment of learners.  They must not be used as practice materials.  Learners draw on their teaching and learning to respond to the assessment tasks in this set assignment.  The rules for carrying out internal assessment are in the specification in Section 4.  Pay particular attention to rules on:

· Feedback (section 4.3)

· Templates, writing frames, model answers (section 4.3)

· Revising and redrafting work (section 4.3)

· Authentication (section 4.5)


The rules are covered in more detail in the document ‘Guide to Generating Evidence’ which is available at http://www.ocr.org.uk/Images/284791-guide-to-generating-evidence.pdf
2
Before carrying out the assignment

2.1
Give each learner a copy of the Information for Learners section of this assignment.  You must not change or modify any of the tasks in this assignment in any way.   

2.2
Learners will not need to carry out any preparations prior to undertaking the assessment tasks, such as collating resources to use in the assessment. 

2.3
Learners must have access to an appropriate range of software that fully meets the requirements of this unit; this includes access to an internet search engine and email facilities or equivalent. This is required as learners will be required to make their own decisions as to the choice of software and the techniques to be used when carrying out activities to generate assessment evidence. For example, learners should have access to both word processing and desk top publishing software and must be free to choose for themselves the most appropriate software to use in order to create documents which meet a specified purpose. Candidates must also make their own decisions when formatting/creating content. For example candidates must start with blank documents and then choose an appropriate layout as well as the techniques they will use to import, create and edit content.  Similarly this will apply to their use of spreadsheets and databases.

2.4
Learners will need access to email facilities or equivalent to complete task 1. Before learners begin task 1 the teacher must compose and send the email message shown below, with the attachment jbfiles.zip:

Subject: Files you will need to complete your work
Attachment:  jbfiles.zip
Good morning/afternoon

Please find attached the files you will need to complete the tasks.  You will need to download these files and store these appropriately.  Please reply to this email to confirm that you have received them.

If you are unable to download or open these files you should inform me immediately so that arrangements can be made to supply these files in a different format.

Thank you.

(Insert your name here)

Office Manager


The attachment must be in a compressed format, as this forms part of the assessment.2.5
Learners will need to have access to five files which contain data to be used to complete the tasks.  In this assignment these must be sent to the learner, in a single compressed file, as an email attachment, as instructed in 2.4 above. You must make sure every learner is able to access these files.
3
During the assessment

3.1
We have estimated that it will take approximately 10 guided learning hours (GLH) to complete all tasks. These timings are for guidance only, but should be used by you, the teacher, to give learners an indication of how long to spend on each task.  You can decide how the time should be allocated between each part or individual task.  You are also permitted to spread the tasks across several sessions, and therefore, it is permissible for evidence to be produced over several sessions.

4
When completing the assignment and producing evidence

4.1
Each learner must produce individual and authentic evidence for each task within the assignment.

4.2
You may give general support and guidance to learners.  This support and guidance should:

· focus on checking that learners understand what is expected of them

· giving generic feedback that enables the learner to take the initiative in making improvements, rather than detailing what amendments should be made.  


It is not acceptable for you to provide solutions/examples, to provide writing frames or templates, to work through answers in detail or to detail specifically what amendments should be made.


4.3
Learners may use information from any relevant source to help them with producing evidence for the tasks. Learners must not copy published material and claim it as their own work.  They must also acknowledge the source even where they paraphrase the original material.

4.4
We have specified what evidence the learner is expected to produce and given examples of the format it could take.  The learner can use a different, appropriate format unless we state they must not.  The format should be what the learner considers to be the most appropriate for the purpose of, and target audience for, each individual task.  

5
Presentation of work for marking and moderation

5.1
The guidance in Sections 4.3-4.5 of the specification must be followed when marking, annotating and presenting work.

5.2    Centres wishing to produce digital evidence in the form of an e-portfolio must refer to Appendix C in the specification.  However, where folder structure is assessed within the unit it is not permissible for centres to provide learners with the structure to use.
5.3
Encourage learners to present their work so that it is secure and easily accessible, e.g. treasury tag.  It is not necessary to use plastic wallets which can also cause delay to Moderators when reviewing work.  If the coursework is word-processed, the learner must ensure that their centre number, candidate number and the unit/component code appears on each page as a header or footer.

5.4
Centres must provide guidance on the Unit Recording Sheet (URS) to show where specific evidence can be found.  This may be through the use of the ‘page number’ column and/or by referencing file names and locations.

 6
Conditions for using this OCR- set assignment

You must not change any aspect of the OCR-set assignment.  The set of tasks form a

coherent whole, addressing all the learning outcomes and allowing access to the full range of marks.

7
Specific guidance on the tasks

It is important that candidates are made aware from the start of their work on this assignment of the format their evidence will take so they know whether or not they need to print their work and whether or not they need to take screenshots for some of the tasks.

In relation to Task 1 you should ensure that the attachment sent by email to each learner is in a compressed format, as this forms part of the assessment. A check should be made to ensure that all learners can access the five files contained within the compressed attachment.  You must not identify which file(s) they need to use for any particular task.    

For parts C and D you must not direct candidates to use and/or write about any particular email settings and/or tools but you may advise them to consider the range of email tools and techniques listed in the specification.  You should remind candidates of the need to avoid plagiarism and ensure they are fully aware of what this means, including the fact that they cannot simply copy text and alter a few words.  .

In relation to Task 2 you must not direct learners towards the use of any particular type of software for the task. The software must be selected by the learners with no guidance or assistance from the teacher.
In relation to Task 3 you must not provide guidance relating to the layout or content of the letter, although learners might be reminded of any previous work they have done about standards for business letters. Similarly you must not identify software to use or direct candidates towards the use of any particular software tools such as mail-merge – candidates must make their own choices about how to tackle this task.  

In relation to Task 4 you must not take a class based approach to generating a solution. Learners should select the most appropriate software to use for this task with no guidance or assistance from the teacher. It is not acceptable for you to provide solutions/examples, to work through answers in detail or to detail specifically what tools to use.  You may wish to review different types of data handling software before they attempt this task. You should ensure candidates know whether the evidence for this task will be submitted electronically or if they need to provide printouts and screenshots of their solution.
Learners must not be provided with templates to use for the reports to be created in this task but they may choose for themselves to use wizards and/or templates provided by the software.
In relation to Task 5 you must not provide a template or writing frame for the learners to use to record the results of the searches carried out. Learners need to make their own decisions about search criteria to use; you must not provide key words to be used or specify the technique to be used. 
For the publicity resource you must not direct candidates towards the use of any particular software or towards the production of any particular type/style of resource, nor to any specific content to include.  Learners must select for themselves the type of resource to produce and the software needed to create it. It is not permissible to provide templates to use for the creation of this resource. Learners should select for themselves what they consider to be appropriate content, following the guidance provided in the task.
In relation to Task 6 you must not take a class based approach to generating a solution. Learners should select the most appropriate software to use for this task with no guidance or assistance from the teacher.
You must not provide solutions/examples, provide a template, work through answers in detail or detail specifically what software tools to use. It is also not permissible to provide a structure for the spreadsheet solution or to provide names for any worksheets used.  Learners must select the functions/formulae used in the solution with no guidance or assistance by the teacher. 
You should ensure candidates know whether the evidence for this task will be submitted electronically or if they need to provide printouts and screenshots of their solution.

In relation to Task 7 you should ensure candidates know whether the evidence for this task will be submitted electronically or if they need to provide printouts and screenshots of their file/folder structure.  You must not direct candidates towards any particular folder structure or any particular security measures.  It is not expected that candidates’ folder structures will be the same.
8
Additional Guidance on LOs

Each section of the marking criteria focuses on a different aspect of candidate achievement.  There should be no overlap between achievement credited for the different sections – although the same piece of work might be assessed in different sections, each different assessment will focus on a different aspect of that work.

LO1 assesses candidates’ filing structure, including accessing files within compressed folders, versions and security measures; their understanding of email; the search criteria used and the details of copyright holders they have recorded.  Credit must only be given where there is evidence to support it.  If witness statements are to be used they must detail exactly what has been witnessed and must not simply state that particular criteria have been met.  It is essential that all evidence used to assess the work is provided for the moderator – this may necessitate providing files for the moderator so that the filing structure can be seen.
LO2 assesses the data handling carried out within Tasks 4 and 6.  The extent to which candidates have provided accurate responses to each of the tasks will be the most significant differentiator.  

LO3 assesses the use of software to communicate information, eg word-processing, DTP, presentation, graphics, web-authoring, video editing.  This covers the email documentation (Task 1), the logo (Task 2), the letter (Task 3), the report to the Office Manager (Task 5A) and the promotional materials (Task 5C).  Data handling software is not considered here.  The main differentiators for the first section are the range of software used, the extent to which all tasks have been completed and the tools used, as listed in the specification for LO3.  The content of documents is assessed only in the second section and formatting is assessed in LO4.

LO4 assesses the formatting of all work, in all tasks.  The range of tools listed in the specification should be referred to when assessing this work.  It is important to provide evidence of the extent of any assistance provided to the candidate.  This is most likely to be through a specific comment on the Unit Recording Sheet.
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