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OCR-set Assignment:  Information for Learners

OCR Level 1/2 Cambridge National Certificate in ICT

OCR Level 1/2 Cambridge National Diploma in ICT

Unit R003 – Handling data using spreadsheets

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.

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 

‘Make The Grade’ is a company formed by two teachers – Sam and Sonia. They produce revision guides for GCSE courses, which they sell to schools. These include both paper-based student workbooks and interactive revision guides sold on DVDs. 

When schools purchase a DVD they can either buy it with a single-user licence, which allows them to use it on only one computer at a time, or with a site licence, which allows them to use the product on any computer within the school. DVDs with a single-user licence are priced at £10 more than the student workbook and DVDs with a site licence are priced at 20 times the cost of a single-user licence, rounded up to the nearest pound.

Currently, Sam and Sonia use a word-processed template for their invoices, a calculator to work out costs and word-processed lists containing school address details and product prices. These manual methods enable them to produce quotes and invoices but occasionally calculation errors have been made and as their product range and their sales increase they are looking for a more efficient system.  They have been told that they need to use a spreadsheet, but they do not have very much experience in using this type of software.

Sam and Sonia would like you to create a spreadsheet model that would enable them to:

· store details of all their products and prices and allow them to easily add new products when they become available;
· store details of all their customers;
· create and print invoices for orders placed. 

Sam and Sonia have provided you with the following electronic files which you will need to complete your tasks:

· their price list, which also shows current delivery charges and discount rates;
· an example invoice;
· some sample customer information to show you the details they keep about the schools who buy their revision guides. 
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.

· You will need to draw upon relevant skills/knowledge/understanding from other units you have studied in this qualification.

Your Tasks

Task 1 - Create a spreadsheet to meet user requirements

You need to create a spreadsheet model for ‘Make The Grade’ to meet Sam and Sonia’s requirements.
Remember the importance of testing your spreadsheet model as you develop it, to make sure that the final system works as it should and that it is as efficient as possible.

A
Create a spreadsheet model that will allow you to store details of the products and customers and to create invoices.  Add any formulae that are needed to make the system as efficient as possible, making sure you use appropriate functions where necessary.  Enter the relevant data provided by Sam and Sonia.
B
Add validation to your spreadsheet wherever it is appropriate.  
C
Apply appropriate formatting to your sheet(s) and make sure that you have suitable headings etc, to make it as clear as possible for Sam and Sonia to understand what the different parts of the system do and where they need to enter data.

D
You may want to add other features, eg notes, comments, macros, input messages, conditional formatting, to help Sam and Sonia understand how to use the system as easily as possible.
The solution you produce must be your own individual work and you should not expect your teacher to provide any additional guidance.

Task 2 - Explain the formulae used in the spreadsheet model

Consider each part of your spreadsheet model in turn, and the requirements of ‘Make the Grade’ as outlined in the scenario.  Identify where you have used formulae and explain why you have used them, including any functions you have used and why you chose them.  
Task 3 - Use the spreadsheet model to present information to support decision making
A.
Sam and Sonia have given you some additional user requirements.  You need to show how your spreadsheet can be used to help them meet these requirements.
1. They promote their products at local teachers’ events.  They want to be able to send out promotional material to customers in the local area.  For example, their next event will be in Birmingham, so they need to identify their customers in the Midlands area.

2. They sometimes receive answerphone messages from customers, who do not always leave their telephone numbers.  They need to be able to easily find a customer’s telephone number.  For example, last week they had a call from Hazelcroft Academy.

3. They would like to include some quotes from satisfied customers in some of their advertisements.  They would like to see their customer list sorted so that those who have made the most orders are at the top of the list.  They can then start to contact those who have made the most orders to see if they would like to help.

4. They sometimes have enquiries from schools who are not currently customers.  It would be helpful if they could find out about any existing customers in their area, especially if they have made more than one order.  They have just had an enquiry from a school in the North of England.

5. They are thinking of having a special promotion for customers who have only made one order and who have not ordered for more than a year.  They would like a list of these customers.
You must make your own decisions about how to meet these requirements. Your teacher is not permitted to provide any extra guidance.
B.
Sam and Sonia would like to be able to see a breakdown of where their customers come from, so they can see clearly how many customers come from each of the different areas, eg the North, the Midlands, Wales.  This should help them decide where to look for promotional opportunities.   

Create a chart to show Sam and Sonia the information they want to see.  Make sure you format and label the chart as clearly and helpfully as possible.
It is up to you to decide what type of chart to create. Your teacher is not permitted to make this decision for you.
C.
Show how you can use your spreadsheet model to solve the following problems for Sam and Sonia.  
For each problem you should explain the results you find and the reasons for the methods you use.

1. A customer contacts the company.  The customer wants to buy revision guides on DVD for Biology, Chemistry and Physics.  They would like two prices - one for buying all of these with a site licence and one for buying 10 single-user licences for each.  They will want next day delivery.  

2. A second customer contacts the company for a quote:

· This customer would like English, Maths and ICT revision guides.  For each subject the customer wants a DVD with site licence, also 30 student workbooks.  If they do not choose next day delivery, find the cost for this customer.

· You notice that this customer’s order will almost be sufficient to earn 10% discount.  Try out some different scenarios to help this customer get what they want for the least amount of money, by purchasing additional student workbooks to give them 10% discount.

3. A third customer contacts the company for a quote.  This customer is interested in Maths and English.  The customer would ideally like, for each subject, 12 single-user DVDs and 50 student workbooks but only has £1500.  Find a range of different options to offer this customer, within the budget of £1500 and present them in a way that will help the customer choose easily between the different options.  They will not need next day delivery.

4. Another customer contacts the company for a quote.  They want to buy revision guides on DVD for all available subjects, each with a site licence.  They also want 200 student workbooks for Maths. The customer has a grant of £5000 to spend and cannot go over this total.  They will not need next day delivery.

· Find the total cost of the goods wanted by this customer.

· Find the maximum number of workbooks that could be ordered within the customer’s £5000 limit.

· As this is such a large order, Sam and Sonia would like to be able to meet the customer’s request in full.  Find out how much discount they would need to apply to bring the original order under £5000.

It is up to you to decide how to solve these problems and how to present the results for the customers.  Your teacher is not permitted to give you any additional guidance.

Marking Criteria Grid

	
	L01: Be able to create and populate spreadsheets to meet user requirements

	
	MB1: 1 - 4 marks
	MB2: 5 - 8 marks
	MB3: 9 - 11 marks

	(i)


	Creates a basic structure which meets few of the user requirements from a brief and provides some indication to the user of the purpose of the spreadsheet model.
	Creates a structure which meets many of the user requirements of a brief, makes the purpose of the spreadsheet model clear to the user and incorporates some features to make it user-friendly.
	Creates an organised structure which meets most of the user requirements of a brief and uses appropriate presentation to make the purpose of the spreadsheet model clear and very user-friendly, enabling the user to readily identify where the inputs and outputs are located.

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

	(ii)

(iii)

(iv)
	Uses some data types, some of which are relevant, and limited data validation.

Selects some data that is relevant to user requirements and enters some of it accurately. Errors may be intrusive and likely to impact significantly on the functionality of the spreadsheet.
Draws upon limited skills/knowledge/understanding from other units in the specification.
	Uses relevant data types and some relevant data validation types to minimise data entry errors including input messages to redirect the user.

Selects data that is mostly relevant to user requirements and enters most of it accurately. Occasional errors will not impact on the functionality of the spreadsheet.
Draws upon some relevant skills/knowledge/understanding from other units in the specification.
	Uses relevant data validation and data types effectively to minimise data entry errors including appropriate input messages to redirect the user.
Selects the data which is relevant to user requirements and enters it accurately. Few if any errors intrude, so the functionality of the spreadsheet is not affected.
Clearly draws upon relevant skills/knowledge/understanding from other units in the specification.


	
	L02: Be able to select and use spreadsheet functions to meet user requirements

	
	MB1: 1 - 4 marks
	MB2: 5 - 7 marks
	MB3: 8 - 10 marks

	(i)


	Selects formulae and functions to produce a solution which has limited capacity to meet user requirements.


	Selects formulae and functions to produce a solution that includes elements of efficiency and satisfies some of the user requirements.


	Selects formulae and functions to produce a solution that is effective and efficient and in the main accurately meets user requirements.

	
	MB1: 1 - 5 marks
	MB2: 6 - 8 marks
	MB3: 9 - 10 marks

	(ii)

(iii)
	Gives a limited explanation of why the formulae and functions were selected.

Demonstrates a limited understanding of which formulae and functions will meet user requirements.


	Gives a sound explanation of why the formulae and functions were selected giving mostly valid reasons.

Demonstrating a sound understanding of which formulae and functions will meet user requirements.

	Gives a thorough justification of why the formulae and functions were selected giving full and valid reasons.
Demonstrating a detailed understanding of which formulae and functions will best meet user requirements. 


	
	L03: Be able to use spreadsheet models to present information to support decision making

	
	MB1: 1 - 5 marks
	MB2: 6 - 8 marks
	MB3: 9 - 10 marks

	(i)

(ii)
	Arranges and/or reduces data through selection of criteria to meet some of the user requirements.

Creates a graph with data, some of which relevant. There may be some labelling. It gives limited information to support to decision-making.


	Clearly arranges and/or reduces data through the selection of criteria giving some support to decision-making. Most of the user requirements are met.

Creates a graph taking into account most of the relevant data. Graph is labelled but needs some other supporting information for the data to be interpreted. It gives some support to decision-making.
	Efficiently arranges and/or reduces data through the selection of criteria using multiple data choices, to enable the user to assess information effectively to inform decisions. User requirements are met.

Creates a graph taking into account the relevant data and the graph is suitable for the data type. The graph is labelled appropriately meaning that it fully supports decision-making.

	
	MB1: 1 - 4 marks
	MB2: 5 - 7 marks
	MB3: 8 -1 0 marks

	(iii)

(iv)
	Uses a spreadsheet to change a simple variable to show an alternative outcome. 

The results give limited information to support to decision-making.


	Uses spreadsheet modelling to provide a variety of alternative outcomes for a scenario. 

Describes the results and gives some justification for the choice of tools used providing some support to decision-making.


	Uses complex spreadsheet modelling to provide alternative outcomes for a range of different scenarios utilising complex data tools. 

Detailed explanation of the results and thorough justification of the choice of tools used and fully supporting decision-making.




Learner Checklist

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

	1A/B/C/D
	LO1(i)(ii)(iii)(iv)
LO2(i)
	the solution you have created, ensuring all parts of the task are clearly shown
	· Electronic file(s) 
· Printouts

· Annotated screenshots



	2
	LO2(ii)(iii​)


	evidence of the formulae used within your solution

an explanation of why you have selected these formulae and functions


	· Electronic file(s)

· Printouts

· Annotated screenshots
· Written explanations


	3A
	LO3(i)


	the solutions for each of the user requirements ensuring all parts of the task are clearly shown and that the methods used are clear

	· Electronic file(s)

· Printouts

· Annotated screenshots

· Written explanations


	3B
	LO3(ii)


	the chart you have created 
	

	3C
	LO3(iii)(iv)
	the results of the modelling ensuring all parts of the task are clearly shown

explanations of each result and a justification of the tool(s) you used
	



Information for Teachers


OCR Level 1/2 Cambridge National Certificate in ICT


OCR Level 1/2 Cambridge National Diploma in ICT



Unit R003 – Handling data using spreadsheets

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 will need to have access to three document files which contain data to be used to complete the task. Centres should load these into an area on the network that learners are able to access during the assessment.  The format of the three files must not be changed.  You must make sure every learner is given clear instructions about where the files are.

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.  

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 a check should be made to ensure that all learners can access the three files. Learners will be creating a spreadsheet populated with the data provided.  

You must not take a class-based approach to generating a solution. It is not acceptable for you to provide solutions/examples, to provide writing frames or templates, to work through answers in detail. You must not suggest any specific features they should use e.g. macros, formatting, etc.  You must not provide guidance to learners about how to do the tasks. In particular, you must not suggest any particular layout/structure for the solution, e.g. sheets to use or specific functions to use. 

Formatting and other features, e.g. comments, macros, validation (including any input and/or error messages set), conditional formatting and formulae need to be clearly evidenced.  This might be best achieved through provision of the final electronic file, with some annotation and/or explanation to show where features that are not clearly visible can be found.   
In relation to Task 2 you must not take a class-based approach to generating the evidence. Formulae used need to be clearly identified, showing any functions used and why they have been chosen. Learners are required to explain their choice of any formulae/functions used and it is expected that these explanations, whilst covering similar points, should be individual and unique. 
In relation to Task 3 you must not take a class-based approach to generating a solution. You must not indicate the tools which should be used.  
For the lower mark bands it is not expected that learners will attempt to meet all of the user requirements in sections A and C of Task 3 and this should be factored into the mark that is eventually awarded.  Evidence of sorting, filtering and modelling (sections A and C) are best provided by printouts (.pdf printouts are acceptable for electronic portfolios) and/or screenshots rather than saving different versions/worksheets, which does not demonstrate a good understanding of the use of a spreadsheet model.  
The chart might be printed or evidenced electronically as part of the spreadsheet file.  Explanations might be annotated onto printouts and/or provided through separate word-processed documents.
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 The first section of this LO assesses the overall structure of the solution – the way the data has been structured into the spreadsheet file and split across different worksheets, if this has been done, also the appropriateness of formatting.  User requirements are defined in the scenario and include the requirement to be able to add new products in the future. It is expected that the highest ability candidates will recognise from the scenario and the fact that the data supplied is only ‘sample data’ that there is also a need to be able to change and add new customers. .A significant differentiator is the extent to which a range of methods have been used to make it user-friendly for unfamiliar users. Formulae and macros are specifically 

assessed within LO2 but any formulae and/or macros that are designed for user-friendliness can be credited here.  All other formulae are assessed only within LO2 so a candidate whose solution does not meet the requirements only because the formulae are incorrect should not be penalised in this LO as well as within LO2.

The second section of LO1 assesses the appropriateness of data types and entry of data but the most significant differentiator is the range and appropriateness of data validation applied.  Data validation, to be considered suitable, would be expected to have suitable error messages and at the higher levels input messages are specifically required by the criteria.
LO2 assesses the formulae, functions and macros incorporated within the solution.  The first part assesses the appropriateness of these features whilst the second part assesses candidates’ explanations giving reasons for their choice. 
LO3 assesses candidates’ uses of their systems, as demonstrated through the different parts of Task 3.  The first section assesses any filtering, sorting and charts whilst the second section assesses modelling and explanations of the results and methods used. 
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