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RECOGNISING ACHIEVEMENT



OCR Level 2 ITQ 2009

Evidence Checklist and Evidence Guide for:
Unit 56: Project Management Software Level 2 (Credit Value 4)

	Candidate Name:
	
	
	Centre Number:
	


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

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

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

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

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

	B1
Create and define a project.
B1.1
Identify the critical information about the project that must be included
B1.3
Define the project file properties and project options
	B1.1 &1.3  Brief descriptions of four types of critical information for a particular project and a project definition.

Examples:  Project information: Tasks, timescales, resources, stages, constraints.  Source of information: provided by the person responsible for the project. Project plan; project brief; budget and schedule worksheet; financial justification worksheet; task plan; project tracking charts; action item register; standardised forms e.g. meeting minutes, project status.
	

	B1.2
Create, store and retrieve project management files effectively in line with local guidelines for storage and use of data where applicable
	B1.2  Evidence of appropriate file management.

Examples:  Store and retrieve: Files (e.g. create, name, open, save, save as, print, close, find, share); version control; import/export; file size; folders (e.g. create, name).
	


	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	B2
Enter and edit information about project tasks and resources.
B2.1
Identify the critical tasks and milestones to be completed
B2.2
Enter and edit information about project tasks
	B2.1 & 2.2  Three different examples of critical tasks and milestones where the information about them has been entered and edited.
Examples: Task Types: Fixed cost, fixed duration, fixed work; critical, recurring.  
Task Information: Duration, status, set reminders, priority, assign resources, constraints, deadlines, outlines.
	

	B2.3
Identify any deadlines and constraints which apply to the project
B2.4
Identify issues of resource availability and utilisation which apply to the project
B2.6
Enter and edit information about resources for use in the project
	B2.3, 2.4 & 2.6  Enter and edit at least three different examples of project issues, deadlines, constraints and resources
Examples: Availability of people, equipment, costs, working-time calendar, holidays, customise, charts (e.g. Gantt chart).
Resources: People, time, costs, equipment.
	

	B2.5
Create and apply a task calendar for scheduling tasks
	B2.5 Apply the task calendar for scheduling tasks. 

Examples: Task calendar: Working-time calendar, holidays, customise, charts (e.g. Gantt chart).
	

	B2.7
Adjust templates for project information
	B2.7  Examples of adjusting two templates.
Examples: Project information: Tasks, timescales, resources, stages, constraints.  Source of information: provided by the person responsible for the project.
	

	B2.8
Set up and edit dependencies between tasks
	B2.8  Four different dependencies should be set up and edited.
Examples:  Resources, costing, milestones.
	


	Criteria
	Evidence Requirements
	Details/Page Number/Location of Evidence

	B3
Update information about project progress.
B3.1
Describe the methods to update and report information about project progress
	B3.1  Describe the project being worked on and cover three different methods of updating and reporting project progress.
Examples:  Meetings, progress report, calendar updates.
	

	B3.2
Use editing and formatting techniques to update project elements
B3.3
Update task status in line with progress

B3.4
Information about resources as required
	B3.2, 3.3 & 3.4  Four different examples of editing and formatting project information to update elements, task progress and resources.
Examples:  Editing techniques appropriate to the type of information, for example: select, copy, cut, paste, undo, redo, drag and drop, find, replace, insert, delete, size, crop, position, change templates.
Task Status: Complete, in progress, not started percentage.  People, time, costs, equipment.  Task calendar, PERT analysis.
	

	B3.5
Compare actual progress with project baseline and reschedule uncompleted tasks
	B3.5  At least three different examples of reviewing actual against project baseline the rescheduling of uncompleted tasks.  Must include evidence of actual progress and changes made to update the progress records.
Examples:  Gantt charts, PERT Analysis, milestones.
	

	B3.6
Identify any risks and issues that may have an impact on the project
	B3.6  Investigation of three risks and issues based upon the project brief and environment.
Examples:  Availability of staff, equipment, budgetary issues.
	


	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	B4
Select and use appropriate tools and techniques to display and report on project status.
B4.1
Select and create project reports to meet needs
B4.2
Using filtering and formatting    techniques to display project information
B4.3
Sharing project information with other applications
	B4.1, 4.2 & 4.3  Three examples of using and creating reports to share project information with other applications including filtering and formatting within the reports
Examples:  Project reports: Task progress, project progress, resource allocation and usage, costs.  Task lists, resource assignment, project costs, critical path.
Filters, text, numerical, chart, legends, cells, columns, rows, share permissions, export/import procedures, file formats, file conversion, local guidelines.
Display project information: Task lists, resource assignment, project costs, critical path.
	


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