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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 

Setting the scene for assisting a new on-line company.

You have just started work as a trainee for a new on-line company which streams the latest movie releases to customers.   The company is called MStreamIT and is the idea of entrepreneur Adam Weinberg.   MStreamIT has thousands of movies which can be streamed to any TV, computer, laptop, tablet, smart phone or games console.

The business will offer three different packages:

· a monthly membership fee of £6.99

· ‘Stream-as-you-go’

· ‘Stream-as-kids-go’ top-up cards.

Adam has employed a small team to help the business whilst it is starting up but has big ideas for the company and would like it to become a household name.   

‘The Animated Movie Event’ exhibition will be taking place in London.  Adam feels this will be a good platform to showcase the company and encourage more customers to sign up to one of the MStreamIT packages.

The contact details for MStreamIT are:

Adam Weinberg, Director, MStreamIT, 5, The Barn, Westwood Way, Coventry CV7 7OV

Telephone: 

01632 960044
Office contact hours:
8.30 – 5.30 Monday to Saturday
Staff emails:

director@progress-media.co.uk

manager@progress-media.co.uk 
sales@progress-media.co.uk 
technicalhelp@progress-media.co.uk 
Before Adam set up the business, he did some research and already has a list of customers.  More customers are registering all the time.

Adam has given you the following electronic files which you will need to complete your tasks:   

· adverttext

· customers 
· kidsmovies  
· letter

· report.

You will need to decide when and how to use these files appropriately to complete your tasks. You should familiarise yourself with the data contained in them to help you.  

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 six tasks to do.  To do the tasks successfully you will need to:

· produce solutions that address the requirements of the tasks, ensuring that the solution is 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

· automated actions

· formatting techniques.

You should ensure that all your files and folders have meaningful names and that you use appropriate version control where necessary.

When completing task 4 appropriate use of wizards is permitted.

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 – Company image
MStreamIT needs to adopt a professional approach when communicating electronically with its customers.    All customer enquiries must receive a response within 24 hours, even if the person who has been emailed is not at work that day.

A. Set up your email system using tools and features of email software to help portray a professional and efficient company image.  
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B. Produce an information document which explains to all employees the tools and features of email software they will need to use.  This document will be distributed by the company, so 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.
The document you produce can be in any format.  You must choose the type of document you think will be most appropriate.

Task 2 – Promotional material
MStreamIT needs you to help promote the company in order to increase customers.  

A. Adam has bought some advertising space (6 cm wide by 12 cm high) in a magazine.  He needs to make the best use of this space to encourage people to visit the exhibition stand. He can only afford to advertise in one edition.  

· Create a suitable advert.  Adam has provided some text for the advert which he would like you to use.
B. Adam is also planning to promote the special ‘Stream-as-kids-go’ top-up card at the exhibition.  A parent or guardian must register their details and that of the child/children to ensure that the top-up card can only be used to buy movies with the correct certificate rating.   An adult can top up the cards from as little as £5.00 up to £50.00.  With over 50 suitable movies available for instant viewing, these cards make a great present.

· Use the internet to source suitable images for a publicity solution for the ‘Stream-as-kids-go’ top-up card.  

· Record the details of copyright holders of these images so that Adam can request permission to use them.

· Produce an item of publicity that Adam can use to help launch the ‘Stream-as-kids-go’ top-up card as well as to promote the company. 

It is up to you to decide the format that this item of publicity will take.

Task 3 – Calculating predictions
A. Adam has provided some data from the first quarter (three months).  This shows details of the range of movies which MStreamIT currently has available for the ‘Stream-as-kids-go’ package and the number of purchases of each movie.  Adam has set a target revenue of at least £7,500 per quarter from streaming these movies.  

Develop a well-formatted solution to record:

· the categories and details of movies that have been streamed

· movies rated certificate PG

· the total purchases for each movie

· the five most popular movies

· the total purchases for each category in the first quarter

· the average number of purchases for each category in the first quarter, rounded to the nearest whole number

· whether or not Adam has achieved his target revenue.

The solution you produce must be your own individual work and you should not expect your teacher to provide any additional guidance.

B. Market research has suggested that if you decrease your price by 10% this should lead to an increase in sales of 10%.  Use your solution to find out if it would be worth Adam considering offering a 10% discount. 
Task 4 – Membership data
When completing this task appropriate use of wizards is permitted.
The sales team MStreamIT has asked you to update some customer records.   The details that need to be updated are as follows:

· Kudwick Bosko has moved abroad and has asked to cancel his monthly membership;
· Rebecca Jackson has moved to:  29 Chester Road, Fleetwood, Blackpool, FY7 9PP;
· Miss Phoebe Jacques has just registered for the monthly subscription option.  She lives at 9 Blackberry Close, Yate, South Gloucestershire, BS37 8YA.  The certificate age block she has selected is ‘PG’. 

A. Amend the customers data so that all records are up to date.

B. Miss Jacques needs to be sent her new membership details.  Create an address label so that the registration documents and membership details can be sent to her.
C. Adam would like to send some publicity information to all ‘Stream-as-you-go’ members who registered before April 2012.

Provide a list of contact details of customers who should receive this information, in alphabetical order of last name.   

D. Adam would like to send a mail shot to all customers to inform them of a special offer if they introduce a friend or relative.  

Use the draft letter Adam has given you to prepare a mail shot to be sent to all customers.  

Task 5 – Company report
Adam has drafted some text called ‘report’ which he must send to all staff; this includes updates from the technical and sales team, the latest promotional offer as well as an analysis of ‘Stream-as-kids-go’.

Use the draft text provided combined with data you have created (from Tasks 3 and 4) to produce a report in an appropriate format for Adam to send.
Task 6 – Security
A. Adam is concerned about losing company data.  Take appropriate measure(s) to make sure that the files you created are protected from accidental loss. 
B. Make sure that all the files are stored in a logical filing structure so that they can be found easily by any member of MStreamIT staff who has access to your files.

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
	LO1(i)
	the settings you have made
	· Electronic file(s) 
· Printouts

· Annotated screenshots



	1B
	LO1(ii)

LO3(i)(ii)(iii)

LO4(i)(ii)(iii)
	the information document you have created
	

	2A
	LO3(i)(ii)(iii)

LO4(i)(ii)(iii)
	the advert you have produced
	· Electronic file(s)

· Printouts

· Screenshots

· Written information

	2B
	LO1(iii)

LO3(i)(ii)(iii)

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

the details of copyright holders you have found

the item of publicity you have created


	

	3A/3B
	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

· Written information

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

LO3(i)(ii)(iii)

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

Evidence for parts C and D must also indicate how you produced your results
	· Electronic file(s)

· Printouts

· Screenshots



	5
	LO3(i)(ii)(iii)

LO4(i)(ii)(iii)
	the report you have created
	· Electronic file

· Printout

	6A/B
	LO1(i)
	the measures you have taken

the folders and files you have created


	· Electronic filing structure

· Electronic file

· Printouts

· Screenshots
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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 to have access to five files which contain data to be used to complete the tasks. Centres should load these into an area on the network that learners are able to access during the summative assessment.  You must make sure every learner is given clear instructions about where the files are.  The file format must not be changed in any way.  You must not tell learners which file to use for each task. 
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 LOs 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 Part A you should remind candidates of the importance of providing evidence of the email settings they choose to use.  You must not direct candidates to use particular settings but you may advise them to consider the range of email tools and techniques listed in the specification.  

In relation to Task 1 Part B 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.  You must not direct candidates towards the use of any particular software or towards the production of any particular type/style of document.  Similarly you must not direct candidates towards any particular content but you may advise them to consider the range of email tools and techniques listed in the specification.

In relation to Task 2 you should ensure candidates have been given all five provided files but you must not identify the file they need to use for this task.  You should ensure candidates have access to an internet search engine for Part B.  You must not direct candidates towards the use of any particular software for either of the required documents for this task and must not provide any additional instructions about how to complete the task or what to include in either of the documents.

In relation to Task 3 you must not tell candidates which of the provided files they need to use or what software to use and you must not guide candidates through any of the tasks. It is expected that candidates’ solutions will be laid out and formatted very differently from one another and that the way they choose to provide solutions to each part of the task will vary.  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.

In relation to Task 4 you must not tell candidates which of the provided files they need to use or what software to use and you must not guide candidates through any of the tasks. 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 5 you must not tell candidates which of the provided files they need to use or what software to use. You must not guide candidates towards any of the additional content they need to include although you may remind them to check their work to ensure they have included all the information needed.  

In relation to Task 6 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 security measures and 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 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 3 and 4.  The extent to which candidates have provided accurate responses to each of the tasks will be the most significant differentiator.  The only part of the mail-merge task that is assessed here is the data handling – whether or not the correct fields have been inserted and the correct data file used.


LO3 assesses the use of software to communicate information, eg word-processing, DTP, presentation, graphics, web-authoring, video editing.  This covers the email guide (Task 1), the magazine advert and additional item of publicity (Task 2), the letter (Task 4) and the report (Task 5).  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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