Cambridge Technicals Level 2 (2016) O C R

D igital Med ia Oxford Cambridge and RSA

How to submit Digital Media Unit 2C:
Principles of concept design and pre-production (K/616/9412)

This document contains information and step-by-step instructions for centres on how to submit
learner’s work for Level 2 Cambridge Technicals in Digital Media Unit 2C (Principles of concept design
and pre-production) to OCR for assessment.

Introduction

Files of completed learner work are uploaded by centresinto a web based Surpass project. Surpass is
the software used by OCR for on-screen assessment, and a project is a type of file repository. Any
references to a ‘test’ in Surpass also relate to a ‘project.’

OCR will schedule a project for each learner, linked to a valid unit test entry for a specific examination
series, which is only available within the timetabled window.

The centre administrator (centre exams officer or class teacher) will be required to upload their
learner’s completed work to the project. The project is not a workspace; work in progress should be
undertaken and saved outside of Surpass.

Files of learner work must be uploaded during or immediately following the published window for the
examination series in question. Therefore, to allow you time to resolve any issues that may be
preventing you from uploading files it is recommended that:

o [Each learner’s project is opened, using the keycode, at the earliest possible opportunity in the
timetabled window to check it can be accessed without any issue.

o Completed files of learner’s work are uploaded to the project throughout the timetabled window
rather than at the last minute.

The period available for uploading completed learner's work is at the end of the timetabled window in
each examination series. It starts at 00:00 hours on day 1 and ends at 23:59 hours on the last
timetabled day. Learner’s completed work cannot be worked on outside this window, but we will allow
two days immediately after the timetabled window for you to finalise the upload of the learner’s
completed work.

If you have any queries about Surpass, please contact our Customer Support Centre on 01223
553998 or email support@ocr.org.uk.

System requirements

The system requirements for the computer(s) you will be using to upload the files of completed learner
work in to Surpass are:

e A web browser: recent versions of Google Chrome, Mozilla Firefox and Microsoft Edge are
supported. This is used to log in to Surpass to obtain the keycodes for each learner (step 1).

e An active and constant internet connection.
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File upload information

Formats

The following file types are permitted.

e Word processing file: .doc, .docx, .odt
e Spreadsheet file: .xls, .xIsx

e Presentation file: .ppt, .pptx, .odp

e Desktop publishing file: .pub

e Portable document format: .pdf

e Other file types are not permitted and cannot be uploaded into
projects; this includes .zip files.

Names

File names should only contain letters, numbers, and underscores.
Although it may be possible to save files with special characters in the
name, these should not be used.

Although it is possible to upload a file with a name 100 characters in
length, we recommend that file names are meaningful and as short as
possible.

File names do not have to include information to identify the learner. A
suggested format is:

<Centre Number>_<Unit Number>_ <Candidate Number>_<Surname>_<Initials>
eg: 12345_1_0126_Jackson_B

However, information to identify the candidate should be evident when
the file is opened.

Size

The maximum individual file size permitted is 20MB.

Amendments

Itis not possible to save amendments to the content of files once they
have been uploaded; only completed work should be uploaded.

It is possible to remove and replace files within any given project as
many times as required within the period available for uploading at the
end of the timetabled window prior to the project being submitted, or
the end of the timetabled window

Upload

A file must be closed for an upload to be successful.

Itis not possible to upload the same file more than once, i.e., afile of
the same name and type. Note: it is possible to upload files with the
same name provided they are different types.

Number

A maximum of ten files can be uploaded to each task in the project.
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Step-by-step instructions

1. The centre administrator logs in to Surpass (https://ocr.surpass.com/) using a web browser to
obtain keycodes for each learner. These keycodes will be available in the Invigilate screen in
Surpass 24 hours before the period available for uploading completed learner’s work, at the

end of the timetabled window.

If this is the first time your centre is using Surpass, your centre administrator will receive a link

to activate your account in advance of the timetabled window.

If your centre has used Surpass in a previous examination series, and your centre
administrator cannot remember their account details, they will need to recover them by
following the steps below:

e Click on the ‘Can’t access your account?’ link on the login screen.

e Enter either the username or email address associated with your account. You will receive

an email with an account recovery link.
e Click this link, enter a new password, and answer the security question.

e Click the change password button and you will be logged into Surpass.

The centre administrator can print the keycodes for the class teacher if they are intending to

upload the learner’'s completed work instead of the administrator.
2. In aweb browser navigate to the following address to display the Launch Test screen:

https://ocr.surpass.com/LaunchTest

v [# Launch Test x4 = x

« G % ocrsurpass.com/launchtest * s o 2

Standard browser delivery LUt nnns gy iﬁ
Tests can be delivered using a web browser. This delivery method is designed for low-stakes a 5 g

-
assessments, such as Learning or Formative tests. To take a test in a web browser, select your !
J
Take a test Review a test

preferred language from the menu below and then select Launch.
Choose language - %’-

Secure browser delivery

Internet-resitient
Tests can be delivered using the SecureClient application that locks

down the candidate’s computer so that no other programs or files X yr—— £ Downlood on the
can be accessed for the duration of the test, and has built-in 8 Download forWindows | @ Mac App Store | @ AppStore

protections againstinternet and device failure.

Online-only
Take a test
Tests can be delivered using a web browser in a kiosk mode,
preventing candidates from accessing other programs or files for
the duration of the test. If a test is configured for secure browser
mode, candidates are prompted after entering their keycode

Choose language v

3. Inthe Standard browser delivery sectionin the Take a test tab select the English (UK) from the
Choose language dropdown. Then click the Launch button to display the Enter Keycode

screen.
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Alternatively, you can browse directly to the Enter Keycode screen from either of the following
addresses:

https://ocr.surpass.com/secureassess/htmldelivery/

https://ocr.surpass.com/takeatest

Enter Keycode

Test Delivery

Please enter your 8 character Keycode.

| |

Surpass - Powering Assessment

Each learner scheduled for a project will have an eight-character alphanumeric keycode
available in the Invigilate screen in Surpass. The keycode is unique to them for the projectthey
are entered for in the examination series.

The keycodes can be used an unlimited number of times within the period available for
uploading completed learner’s work for each examination series.

4. Enter the keycode and click the OK button.

Enter Keycode

Test Delivery

Please enter your 8 character Keycode.

~ rrrnocs) | D

Surpass - Powering Assessment

The Preferences button allows the colour scheme to be changed.
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5. The Confirm Details screen will be displayed showing the learner the project relates to.

Oxford Cambridge and RSA

Last name:

First name:

Date of Birth: ~ 05/07/2017

Test Name: HTML Principles of
concept design and pre-
production

Language: English (UK)

Are the details above correct?

m

A

E

pass - Powering Assessment

Check the learner’s details are correct and click the Yes button to continue.

6. The Introduction page is displayed and includes information about the assessment. It will only
be displayed when the project is opened for the first time but can be returned to if needed.

Page: 1

Progress 0%

Test: HTML Principles of concept design and pre-production Candidate:

Level 2 Cambridge Technical in Digital Media

05898/05899

Unit 2C: Principles of concept design and pre-production

January 2025

PRE-RELEASE

INSTRUCTIONS

« You must undertake research to inform a proposal for the client brief.

« You will complete your proposal under controlled conditions.

« Complete all the parts of the task.

= You can use your own documents and/or you can download the OCR pre-production documents for this task

INFORMATION

« The candidate’s response to the pre-release must be uploaded to Surpass by 13 January 2025.
« The total mark for this task is 50

ADVICE

« Read each question carefully before you start your answer.

ses h .
¢ === Start the Project )

Click the Start the Project button to continue.
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The project moves to an information page which contains The Client Brief from the pre-release
material.

Page: Information 1

o[- |-[o[c!

L
Progress 0%

Test: HTML Principles of concept design and pre-production Candidate:

-

The Client Brief
MonoSound concert tour — a media product to promote MonoSound'’s tour.

MonoSound are an up-and-coming pop band who have a UK tour next year. The concerts will take place in small venues
in large towns. The band write and play all their own music. MonoSound have a wide target audience, ranging from
teenagers to people in their thirties. MonoSound'’s record company are keen to promote the tour to increase attendance
at each concert.

MonoSound’s record company would like a media product which promotes the tour to the target audience.

You are required to submit a proposal for one of the following media products to meet the client brief

An audio product
e.g.

« a podcast

+ aradio advert

» asoundscape.

An audio-visual product
eg.
+ a promotional video

« ateaser trailer
«» atelevision advert

A digital media product

eg.

an interactive animation

an interactive game

an interactive graphical advertisement
an interactive website

an online digital publication

All content produced must be original and produced by you. However, images, music or audio effects from a copyright-
free source may be used but must be referenced.

M ¢ Back  Next

Click the IEI symbol to return to the Introduction page.

Click the IE symbol to open the Preferences screen.

Click the Next button to continue.

7. The project moves to a second information page which contains the Scenario from the pre-
release material.

Page: Information 2

o[[-]-]e[s

Test: HTML Principles of concept design and pre-production Candidate:

Scenario

You have just started as a junior production assistant at a marketing and promotion organisation. The organisation has
been commissioned to develop a media product to promote MonoSound's tour.

There are three other full-time members of staff in the organisation, but if extra skill sets are required, freelance workers
can be hired on a short-term contract.

The full-time staff are:

» Casey - Production Manager
« Hiro - Social media content producer
» Sasha - Graphic designer

‘You have 10 weeks to produce one media product. The media product will be required at least a month before the tour
starts.

M ¢ Back Next )
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Click the Next button to continue.

8. The project moves to Task 1, which is to create a proposal for one of the media products, and
where the learner’'s completed work for this task is uploaded.

Frra CE—
Question: 1 Progress 0%

Test: HTML Principles of concept design and pre-production Candidate:

(a) Create a product proposal for one of the media products, that details:

(i) Client requirements

(ii) Target audience details and requirements

o[ -|-]-[ofe!

(iii} How the needs of the client and target audience will be met
(iv) Research of existing products in the marketplace
(v) Required assets

(vi) Budgetary considerations.
(b) Legal, ethical and regulatory issues that will need to be considered.

(c) Health and safety issues and the mitigation measures to be considered.

Upload completed proposal.

Choose File

¢ === F ¢ Back Next >

Click the Choose File button to access the computer’s directory and navigate to the folder
containing the completed learner work.

In Google Chrome and Microsoft Edge, the file types will default to displaying Custom Files and
show the permitted file types only (shown below).

[ Open x
T > My Computer > Documents > Candidate 001 v | B £ Search Candidate 001
Organize Mew folder = O @
|£ Documents # " Name Date modified Type Size
¥ Downloads * Folder File folder
=] Pictures * B Test doc.doc Microsoft Word 9... 22 kg
* ) Test doc.docx Microsoft Word D... 12 K
* ) Test doc.odt OpenDocument T.. 5KH
Test doc.pdf Adobe Acrobat D... 22 kg
[ Deskiop
|£ Documents vl B
File name: [ Test doc.pdf v| | Custom Files (“docx;".doag*.d v

Highlighting Custom Files will show the permitted file types.

Custom Files (*.docy™ doc™ doc™ doc ™ odt ™. odt ™. pdf:™. pdf)

_Custom Files (*.doog* doog* . doc® . doc® . odt;*.odt: ™
All Files (%)

Highlighting All Files will display all the files in the folder, but it will only be possible to upload
those saved in the permitted file formats.
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In Mozilla Firefox instead of Custom Filesthis shows as All Supported Types and will show the
permitted file types.

Select the file containing the completed learner work and click the Open button to upload it.

9. The uploaded file is displayed below the Choose File button.

_— I
Question: 1 Progress 33%

Test: HTML Principles of concept design and pre-production Candidate:

(a) Create a product proposal for one of the media products, that details:

(i} Client requirements

(ii) Target audience details and requirements

e[| -o]e!

(iii) How the needs of the client and target audience will be met
(iv) Research of existing products in the marketplace
(v) Required assets

(vi) Budgetary considerations.
(b) Legal, ethical and regulatory issues that will need to be considered

(c) Health and safety issues and the mitigation measures fo be considered.

Upload completed proposal.

Choose File

File Name Date Uploaded File Size

Test doc.pdf 16/04/2025 82KB A L x

* === F ¢ Back Next >

Once afile has been uploaded it is possible to add additional files by repeating these steps.

Itis also possible to rename, replace, download, or delete a file that has been uploaded using
the controls to the right of each file uploaded.

10. When at least one file has been uploaded the progress indicator shows as 33% and the colour
of Task 1 in the left-hand navigation changes colour to grey. Both indicate that the uploaded
file has been saved.

11. Click the Next button to move to Task 2, which is to produce a production schedule, and where
the learner’s completed work for this task is uploaded.
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Frrrm C
Question: 2 Progress 33%

Test: HTML Principles of concept design and pre-production Candidate:

Produce a production schedule for the project to deliver a working media product within the client's timescales. This should
include:

= Workflow

s Tasks

+ Activities

» Timescales

+ Deadlines

» Milestones

s Contingencies
+ Resources

Upload completed production schedule.

Choose File

M ¢ Back Next >

Click the Choose File button and upload the completed learner work for Task 2 using the
same steps as for Task 1.

12.When at least one file has been uploaded to Task 2 the progress indicator shows as 67% and

the colour of Task 2 in the left-hand navigation changes colour to grey. Both indicate that the
uploaded file has been saved.

. e—
Question: 2 Progress 67%

Test: HTML Principles of concept design and pre-production Candidate:

Produce a production schedule for the project to deliver a working media product within the client's timescales. This should
include:

= Workflow

s Tasks

« Activities

« Timescales

« Deadlines

* Milestones

« Contingencies
« Resources.

of-|-]-ole!

Upload completed production schedule.

Choose File

File Name Date Uploaded File Size

Test doc.xlsx 17/04/2025 8KB A L x

< Back Next >

13. Click the Next button to move to Task 3, which is to select and produce pre-production

documents, and where the learner’s completed work for this task is uploaded.
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. e— ]
Question: 3 Progress 67%

Test: HTML Principles of concept design and pre-production Candidate:
a Select and produce appropriate pre-production documents, designing and setting out what will need to be produced to
n meet the client’s requirements. The relevance and quality of the documents produced will be assessed in this task.
n Upload completed pre-production documents.

Choose File

M ¢ Back Next >

Click the Choose File button and upload the completed learner work for Task 3 using the
same steps as for Tasks 1 and 2.

14.When at least one file has been uploaded to Task 3 the progress indicator shows as 100% and
the colour of Task 3 in the left-hand navigation changes. Both indicate that the uploaded file
has been saved.

o —>
Question: 3 Progress 100%

Test: HTML Principles of concept design and pre-production Candidate:

a Select and produce appropriate pre-production documents, designing and setting out what will need to be produced to
n meet the client's requirements. The relevance and quality of the documents produced will be assessed in this task
ﬂ Upload completed pre-production documents.
Choose File
File Name Date Uploaded File Size
Test doc.docx 17/04/2025 12KB A L x

F ¢ Back Next >

15. Click the Next button to move to the final information page. This gives the options for closing
the project.
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| . [c—
Page: Information 3 Progress 100%

Test: HTML Principles of concept design and pre-production Candidate:

To close the project click the Close button. You will be given three options:

+ Close test and finish later
= Finish test and submit answers
» Cancel

el 1o

Choose Close test and finish later if you are not ready to submit the project for marking. You will be able to retumn to the
project again before the end of the upload window.

Choose Finish test and submit answers if you are ready to submit the project for marking. You will not be able to return
to the project again.

Choose Cancel to remain in the project.

Make sure that you have uploaded all of your candidate's files before you choose the Finish test and submit answers
option as you will not be able to return to the project again. The files submitted at this paint will be marked

™ ¢ Back Next >

16. If all the completed learner work for Tasks 1, 2 and 3 has been uploaded, click the Close
button to exit the project.

17.The Close screen is displayed giving the option to close and finish later, finish and submit or
cancel.

Close

Would you like to close or finish the project?

If you select close, your answers will not be
submitted for marking and you can finish the
project later.

If you select finish, your answers will be submitted
and you will not be able to return to the project.

Close project and finish later
Finish project and submit answers

Cancel

Choose the Close project and finish later button to close the project with the option to openiit
again within the timetabled window.

Choose the Finish project and submit answers button when all the completed learner work
has been uploaded and is ready to be submitted. The project is completed and ready for
assessment. The project cannot be opened again even if there is time remaining in the
timetabled window.

Choose the Cancel button to remain in the project.
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18. Click on the required button to confirm the close option.

Close project and finish later

The Confirm Close dialogue is displayed.

Confirm Close

Are you sure you wish to close this project and
finish it later?

Your answers will not be submitted for marking.

Click the Yes button to close. The Closed message is displayed in the web browser which can
then be closed.

You have closed the project. Your answers have been
saved.

You can return to the project within your allotted window
to finish the project and submit your answers.

Click the No button to remain in the project.
Finish project and Submit answers

The Are You Sure? dialogue is displayed.

Are you sure you would like to finish the project?

Click the Finish button to continue or the Cancel button to remain in the project.
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A second Confirm Finish dialogue is displayed. Click the Finish button to finish.

If you select finish, your answers will be submitted
and you will not be able to return to the project.

The Results message is displayed in the web browser which can then be closed.

You have completed this project.

You may now close the browser window.

Click the Cancel button to remain in the project.

19.1f no files have been uploaded to the project, the Are You Sure? dialogue will display a
warning.

You have not attempted all of the questions in this
project.

Are you sure you would like to finish the project?

Click the Cancel button to remain in the project and upload the completed learner work.

20. Any projects that have not been submitted by the last timetabled day will be automatically
submitted by Surpass. Only files uploaded to the project at this point will be available to the
examiner for assessment.
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21.The centre administrator can monitor the status of each project in the Invigilate screen in
Surpass using the State column.

O

O

O|e

O |

state Y

®

PIN

Q

LHXGTK

LHXGTK

VJCVTN

Test Name Y Keycode Centre Name Subject

Q Q 99373

HTML Principles of concept design and pre-production = FFFNQG4J _OCR Administration - 98373 | HTML OCR Level 2 Cambridge Technicals in Digital Media
HTML Principles of concept design and pre-production | 6HTRY34J _OCR Administration - 98373 | HTML OCR Level 2 Cambridge Technicals in Digital Media

HTML Principles of concept design and pre-production | 4CRBLR4J _OCR Administration - 98373 | HTML OCR Level 2 Cambridge Technicals in Digital Media

The list of states is shown below.

Symbol

Definition

o The project has finished and been submitted for assessment
® The project has been voided
o The project is currently in use
Q& The project has been started but is not currently in use
@ The project is ready for use but has not been started
(1 ) The project has been paused
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