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Sandfields Comprehensive School


OCR Nationals Unit 1


	OCR Nationals Unit 1
	

	

	Marks set AO1
	P
	M
	D

	
	
	
	

	A1
	Set up at least two directories
	
	
	

	A2
	Appropriate directory structure with two subfolders in each and app. names
	
	
	

	A3
	Some files have appropriate names and in app. places
	
	
	

	A4
	Most files have appropriate names and in app. places
	
	
	

	A5
	All files have appropriate names and in app. places
	
	
	

	
	
	
	
	

	B1
	Delete file
	
	
	

	B2
	Copy file
	
	
	

	B3
	Move file
	
	
	

	B4
	Delete directory
	
	
	

	B5
	Copy directory
	
	
	

	B6
	Move directory
	
	
	

	B7
	Rename file
	
	
	

	B8
	Rename directory
	
	
	

	B9
	Password protect file
	
	
	

	
	
	
	
	

	C1
	Open files from “my documents”
	
	
	

	C2
	Open files downloaded from the internet
	
	
	

	C3
	Search for files using operating system software from CD
	
	
	

	
	
	
	
	

	D1
	Backup files onto CD/Flash/Floppy
	
	
	

	D2
	Restore files from CD/Flash/Floppy
	
	
	

	
	
	
	
	

	E1
	Create shortcut to file
	
	
	

	E2
	Create shortcut to directory
	
	
	

	E3
	Create shortcut to program
	
	
	

	E4
	Edit shortcut
	
	
	

	E5
	Delete shortcut
	
	
	

	

	Marks set AO2
	P
	M
	D

	
	
	
	

	F1
	Search for information on Internet
	
	
	

	F2
	Search uses keywords
	
	
	

	F3
	Search uses quotes and keywords
	
	
	

	F4
	Provide list of websites visited
	
	
	

	F5
	Comment on trustworthiness of sources
	
	
	

	F6
	Comment on validity of sources
	
	
	

	F7
	Date visited website included
	
	
	

	
	
	
	
	

	G1
	Bookmark useful websites
	
	
	

	G2
	Bookmarks used and organised
	
	
	

	
	
	
	
	

	H1
	Show an understanding of copyright
	
	
	

	H2
	Copy and paste in compliance with copyright
	
	
	

	H3
	Acknowledge all sources
	
	
	

	
	
	
	
	

	I1
	Send email to multiple recipients
	
	
	

	I2
	Send an email using CC
	
	
	

	I3
	Use BCC and show awareness of privacy issues
	
	
	

	I4
	Reply to an email
	
	
	

	I5
	Forward an email
	
	
	

	I6
	Appropriate subject and message text in all emails
	
	
	

	
	
	
	
	

	J1
	Send single attachment
	
	
	

	J2
	Send multiple attachments
	
	
	

	J3
	Download attachment
	
	
	

	J4
	Comment on risk of attachments
	
	
	

	J5
	Summarise risk of attachments
	
	
	

	J6
	Suggest how to overcome risks of attachments
	
	
	

	
	
	
	
	

	K1
	Use address book
	
	
	

	K2
	Use signature
	
	
	

	K3
	Use high priority marker
	
	
	

	

	Marks set AO3
	P
	M
	D

	
	
	
	

	L1
	Presentation of 3 slides including text and graphics
	
	
	

	L2
	Presentation of 4 slides
	
	
	

	L3
	Presentation of 5 slides
	
	
	

	
	
	
	
	

	M1
	Use of “slide design” template
	
	
	

	M2
	Effective transitions
	
	
	

	M3
	Effective animation used
	
	
	

	
	
	
	
	

	N1
	Checked for errors
	
	
	

	N2
	Free from obvious errors
	
	
	

	N3
	Largely fit for purpose
	
	
	

	N4
	Near professional standard and appropriate for audience
	
	
	

	
	
	
	
	

	O1
	Speaker notes added
	
	
	

	O2
	Printed in handout form
	
	
	

	O3
	Printed showing speaker notes
	
	
	

	

	Marks set AO4
	P
	M
	D

	
	
	
	

	P1
	Create a business letter
	
	
	

	P2
	Letter mailmerged with database
	
	
	

	
	
	
	
	

	Q1
	Second simple document produced (flyer)
	
	
	

	Q2
	Third simple document produced (memo)
	
	
	

	Q3
	Fourth document containing two pages (newsletter)
	
	
	

	Q4
	Fourth multi-page document produced (newsletter)
	
	
	

	R1
	One document contains two images. (Internet and edited graphics)
	
	
	

	R2
	Document contains images, table and a chart they have created
	
	
	

	R3
	Document contains filename and date autotext
	
	
	

	
	
	
	
	

	S1
	Spellchecker used
	
	
	

	S2
	Largely error free
	
	
	

	S3
	Near professional standard
	
	
	

	S4
	Some formatting of documents
	
	
	

	S5
	Some consistency of house style
	
	
	

	S6
	Consistency of house style created by candidate
	
	
	

	

	Marks set AO5
	P
	M
	D

	
	
	
	

	T1
	Use of formula in a spreadsheet
	
	
	

	T2
	Range of formulae and 1 function used 
	
	
	

	T2
	Efficient formulae used including functions
	
	
	

	T3
	Spreadsheet populated effectively with accurate figures
	
	
	

	
	
	
	
	

	U1
	Use row/column headings
	
	
	

	U2
	Some formatting of spreadsheet
	
	
	

	U3
	Range of formatting of spreadsheet
	
	
	

	U4
	Effective formatting of spreadsheet
	
	
	

	
	
	
	
	

	V1
	Add row in spreadsheet
	
	
	

	V2
	Delete row in spreadsheet
	
	
	

	V3
	“What if” edit in spreadsheet
	
	
	

	V4
	Create a chart
	
	
	

	
	
	
	
	

	W1
	Print spreadsheet
	
	
	

	W2
	Effective print using page orientation
	
	
	

	W3
	Print formulae
	
	
	

	W4
	Print headers, footers and one other feature (e.g. gridlines, print area)
	
	
	

	

	Marks set AO6
	P
	M
	D

	
	
	
	

	X1
	Enter data into database
	
	
	

	X2
	Edit data in database
	
	
	

	X3
	Delete data from database
	
	
	

	
	
	
	
	

	Y1
	Single query with simple search criterion
	
	
	

	Y2
	Includes sorting in at least one query
	
	
	

	Y3
	Second query with two criteria and sorting
	
	
	

	Y4
	Third query with two criteria and sorting
	
	
	

	
	
	
	
	

	Z1
	Create a simple report
	
	
	

	Z2
	Create a second, formatted report
	
	
	


Name:








