UNIT 1 – ICT SKILLS FOR BUSINESS

	OCR ASSESSMENT OBJECTIVE
	DETAILS

	AO1
	

	Candidates will create an appropriate directory structure with at least two main directories, each containing at least two subdirectories using appropriate names. 


	Create folders for all the units you are completing and then put all the AO folders within this folder: for example

Unit 1 you would have ao1, ao2, ao3, ao4, ao5 and ao6

Unit 4 you would have ao1, ao2, ao3, ao4, and ao5

Unit 5 you would have ao1, ao2, ao3, ao4, and ao5
Screen shot manage my files showing Unit 1, 4 and 5 and then screenshot the contents within Unit 1 and Unit 4

	They will save all files in appropriate locations using appropriate filenames and will provide evidence of at least one instance of deleting, copying, moving and renaming files and directories. 
	Screenshot saving your work in the correct folder
Then select a file in manage my files and select file – screenshot showing delete, copy, rename etc, and explain this is how you delete, copy, rename files and folders – don’t actually delete, copy or rename

	They will demonstrate the ability to password protect files. 


	Open a document in Microsoft Word, select Tools, Options and Security – Screenshot this box – do not put in a password or your teacher won’t be able to open your files and mark your work! – just select cancel after the screenshot

	They will locate and open existing files, using search facilities of operating systems software where necessary. 
	You can’t actually complete this skill as you do not have the access rights – either take the screenshot at home or copy the screenshot from the shared area: this screenshot is saved
Intersite: X drive, Student Area, ICT, Mrs Winter, Unit 1 Screenshots and Searching

	They will backup and restore files from a removable medium. 


	You can’t actually complete this skill as you do not have the access rights – either take the screenshot at home or copy the screenshot from the shared area: this screenshot is saved

Intersite: X drive, Student Area, ICT, Mrs Winter, Unit 1 Screenshots and Back up

	They will create, edit and delete shortcuts to at least one program, directory and file.
	You can’t actually complete this skill as you do not have the access rights – either take the screenshot at home or copy the screenshot from the shared area: this screenshot is saved

Intersite: X drive, Student Area, ICT, Mrs Winter, Unit 1 Screenshots and shortcuts – crop the file, folder and program you need

	AO2
	

	Candidates will locate suitable elements from local media and the World Wide Web, making effective use of advanced search criteria e.g. quotes, Boolean operators. 


	To complete this AO you need to open Google.com:
Screenshot: 

1) Google with a keyword (your business or travel agency)

2) The results

3) A website selected from the results

Then screenshot all these again using ask.com

Now open google.com and type in 2 keywords from your business like below:

“Holidays” AND “Spain”

“Holidays” NOT “Spain”

“Holidays” OR “Spain”

	They will comment on the validity of their source(s): provide name of their source(s) website addresses, note trustworthiness of source(s) and date of information. 
	Now choose a couple of websites you have found, screenshot them and answer the following questions:
Is the owner a reliable source?

Is the site trustworthy? Why?

Is there a date on the webpage? If so what is it?

	They will use bookmarks/favourites to store useful links and will organise these into folders. 
	Select the internet, and click on Favourites – screenshot this, then add a favourite and screenshot, then add a new folder and screenshot the new folder.

	They will understand the implications of copyright. 
	Research copyright and write a small report about the meaning if copyright

	They will download graphic and text files in compliance with current copyright legislation. 
	Write a small report explain you will only use images and text files that you have permission to use from the internet – more information about copyright law.



	They will acknowledge all sources used. 
	All images you use must be kept in a sources table with the address of where you got them from

	They will send, receive, reply and forward email, including messages with multiple documents attached. 


	Complete this at home – create a hotmail account
Screenshot:

Sending an email – you don’t actually have to send it – just screenshot, then cancel

Receive an email – send one to yourself

Reply – reply to yourself

Forward - you don’t actually have to forward it – just screenshot, then cancel

Multiple people – add many email addresses – screenshot – then cancel

Multiple documents – add 2 or 3 parts of your coursework – don’t send, just screenshot

Then email your work into your teacher or bring it in on a USB drive

	They will send messages to multiple recipients using cc and bcc appropriately, considering privacy issues. 


	Screenshot:
Sending a message to many people – add lots of email address but don’t send it – cancel it

Describe: 

Cc: carbon copy

bcc: blind carbon copy

Screenshot using CC and BCC on your email account

	They will store, retrieve and use email addresses and details of personal contacts. 
	Screenshot opening your address book

	They will make effective use of features of email software, including creating and using an email signature. 


	Screenshot adding a signature to your email and screenshot how to prioritize your emails with the important flag!

	They will consistently use appropriate subjects and message text. 
	Screenshot a couple of emails with appropriate content and subject headers

	Candidates will summarise the risks of receiving and opening email attachments and suggest actions that could be taken to reduce these risks.
	Explain why it is dangerous to open emails from people who you don’t know – viruses, attachments etc. Software

	AO3
	

	Candidates will produce a business presentation of at least five slides using appropriate text and graphics. 
	Create a 5 slide Powerpoint about your chosen Business – it must have title, text and graphics on every slide

	The presentation will have a consistent style. 
	The background and fonts should all be the same – screenshot this

	Slide transitions and animation will have been set and the presentation will have been checked to ensure it is appropriate to the purpose and audience. 


	Screenshot how to add the following – like a how to guide:

Slide Transition

Custom Animation

Spell Check

Speaker Notes

Movies and Sounds

	Speaker notes will be added where appropriate. 
	Add speaker notes to your PowerPoint

	The final presentation will be of near professional quality. 
	Screenshot final PowerPoint

	The candidate will print out the presentation in handout form, and showing the notes pages.
	Print out as Handouts and put in your folder

	AO4
	

	Candidates will create at least four types of business document, including a mail merged letter and a document of several pages including tables, graphs and charts created in other software. 

They will include graphics from a wide range of sources. 
	Create :
Mail merged Letter and letterhead

4 Page Flyer

Business Card

Receipt / Memo

Make sure you include a table, graph and chart on the 4 page flyer

	Documents will display a consistent house style designed by the candidate and an extensive range of software tools and facilities will have been used. 
	Make sure all documents have the same styles and backgrounds


	They will insert fields, including date and document information. 
	Mail Merge – screenshot how to complete a mail merge

	All documents produced will have been thoroughly checked using spelling and grammar checkers, and proof read, so that they are virtually error-free, and of a near professional standard. 
	Screenshot a spell check on one document

	Although documents may be based on standard templates there will be evidence of the use of a range of software tools and facilities and these will have been used appropriately.
	Create a how to guide on some of the features of publisher: suggestions: backgrounds, fonts, sizes, cropping, copying and pasting etc.



	At least one document will include graphics using more than one source, e.g. clip art, the World Wide Web, scanner, digital camera, drawing package, spreadsheet or database. 
	Screenshot using images from the internet, clip art and Encarta



	Some formatting features, e.g. font style and size and paragraph justification will have been used
	Screenshot formatting – changing the background, colour of text, size of text and font of text.

	AO5
	

	Candidates will create an effective business spreadsheet displaying accurate figures. 


	Create a spreadsheet using Excel on your business, for example:

Destination

Cost per person

Surname

Group size

Cost

America

£200

Winter

3

=sum(b2*d2)

Add another 10 rows to the spreadsheet as well

For distinction – see your teacher about adding an IF Function

	Formulas will be used efficiently and will include the appropriate use of more than one function. 
	Select – tools, options and formulas and screenshot the formulas and IF Function

	The spreadsheet will be formatted effectively using a range of format options. 
	Screenshot your spreadsheet with added colour, different fonts and bigger fonts

	Candidates will edit the spreadsheet by inserting/deleting rows. 
	Screenshot how to add and delete row – highlight a row, right click - screenshot

	There will be evidence that some of the data has been changed to obtain different results. 
	Screenshot the data in the spreadsheet, then change the data (someone surname or price) and screenshot again

	Candidates will preview and print out their spreadsheet using appropriate page orientation and number of pages. 
	Select – file, page setup, landscape – screenshot this page setup

	They will use appropriate headers and footers and will set other print layout features appropriately.
	Select – View – Header and Footer – screenshot adding a header and footer

	AO6
	

	Candidates will enter, edit and delete data in a database and will use the data to meet a wide range of business purposes. 
	Create a database in Access with customer data and products you sell, screenshot the tables and forms you have created

	They will create and use at least two queries, including more than one criterion, sorting on at least one field. 
	Create two queries and screenshot this in design view and normal view – including the criteria! 

Screenshot sorting one field too

	They will create and use at least two reports to print out selected data in different formats e.g. address labels, table format, list.
	Screenshot two reports – one from a table and one from a query – vary the style of the reports


Make sure all saved work is in the correct folder!!
