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GUIDE TO THE ITQ EVIDENCE REVIEW FORM LEVEL 1

1.1
Who is the information to be produced for?

Examine the scenario you have been given in the assignment.  If there is no scenario then you should think about the work you are doing in the assignment and who it could be for or who the audience might be. You may ask your tutor to help you contextualise this. 
Think about who might use your completed work or who might need to look at it.

1.3
What information do you need to include?  Where is the 
information located?

Here you should indicate:

· Any files or folders that you need in order for you to complete the task

· Where the files were stored

· Specify the types the files. 

· Any data or text you need to type or key in

· If there is a structure to the information you are keying in specify how you are maintaining the structure (hint: tables, database fields, spreadsheet layout)

· Where you found the information you keyed in

· Where you save stored files

1.6
Are there any constraints or guidelines that may affect the task you have completed?  e.g. deadlines, file size, software and/or hardware compatibility, house styles

You should talk about:

· Any deadline or time restriction

· Do you need to produce work according to a house style? (a set of rules used to keep documents consistent within an organisiation)
· Do you have to save work in specific places?

· Do you need to consider the capacity of the location you are saving to?

· Do you need to print things?

· Can you print in colour or only black/white?
· Are there any other rules you need to follow
1.2&1.5
List any software and hardware and any resources you need 
to use.


SOFTWARE:  
You will use office productivity software such as Microsoft Word, Excel, Access etc.  You may also need to use the Windows File Explorer to create folders and move, copy and delete files and folders.  Explain why you are using the particular software.(don’t say “because you were told to use it” – think about why its better to use it)

HARDWARE:  
You will use a PC or laptop, which will have a suitable keyboard a display and disk drives. You might need to use a printer to print out copies of work. The computers and printers use a network to communicate.

RESOURCES:  
You may be provided with some files to include in your work.  You will also use a storage media such as a floppy disk or USB flash drive. You may even use study notes or make notes or calculations to help check your work is correct.
1.4
Give at least 2 reasons why you used the software package 
and hardware you chose. e.g. time, convenience, benefits of IT compared to manual, quality, accuracy

Why use a word processor, spreadsheet, database or presentation software?  Why not use traditional methods using a pen and paper?  What does the particular software offer that other software or methods do not have?  Maybe it’s quicker? More presentable? Easier to correct mistakes and make changes? 

What is it about the hardware you used that made your work easier to do?  Remember, hardware is anything you can touch.  Why choose a desktop PC instead of a laptop? Why use a mouse or keyboard? Why use new hardware instead of 15 years old hardware? Why use a particular type of printer?
1.2
What skills did you need to complete the task?

Here you can give some examples of things you have learned during the course.  You can include any skill or technique that you needed in order to complete the task.  
You can include knowledge you have gained about specific features of the software.  
Other skills you might include are related to checking that your work is accurate and correct.

1.6
How may guidelines such as copyright law, security, software licensing, data protection, organisation/centre policy etc. affect the work you produced?  e.g. passwords, assessment instructions, user instructions


COPYRIGHT:
Bilston Resource Centre owns the computers.  Microsoft Office and Microsoft Windows are installed on the PCs but the licences are owned by Wolverhampton Adult Education Service. If you are using a laptop then the software licences are owned by Bilston Resource Centre. 
The software licence gives permission for an individual or organisation to install software on a specific number of machines for a specific purpose.
Some examples may be:

A student has permission to install Microsoft Office on a personal computer for personal use.  No business use is allowed.

An individual has permission to install anti-virus software on 3 machines only.

A company has permission to install Microsoft Windows 7 on 100 Machines on their premises.

An educational organisation has permission to install Sage Accounts software on unlimited number of machines for educational purposes only.

DATA PROTECTION:


http://en.wikipedia.org/wiki/Data_Protection_Act_1998
If you are doing an exercise that has personally identifiable information about people then you should write about how this may be important in a real world scenario.  Explain how you understand that personal information should be kept within password protected systems.  You could also mention how it is best practice to not leave an unattended workstation logged in.
Printed copies of personal data should be kept within locked cabinets and anything to be disposed of should be shredded as soon as possible.


SECURITY ISSUES:

You can mention password protected login procedure, opening password protected files. Logging in and out, locking an unattended computer.  You can also talk about the security procedures relating to the assessment itself.
2.1
Identify at least 2 automated routines that you used to 
improve productivity when completing this task.  e.g. set up shortcuts, templates, customise toolbars

This can include anything where the computer does something automatically.  If the feature in the software didn’t exist then it would take longer to do using a manually technique.  Think about repetitive tasks and items where you can apply a change to multiple things   

Examples:  spell check, word count, drawing a table, copying/cutting and pasting, sorting, using formulae, querying data, using master slides, numbering or bulleting, using wizards.

3.1&3.2
How did you review the work produced?  e.g. suitable for the audience and purpose
This is about ensuring that the work is suitable for purpose.  This might include proofreading, using spellchecking, checking that you have carried out all instructions, and then correcting any errors or omissions.
3.2
Which tools did you use to format and layout your work?

Here you should talk about the features that are specific to the software that you are using.

In word processors this might focus on the formatting and layout of the work, in spreadsheets it might include talking about formulae or creating graphs and charts.  In databases it might be reports and queries.

3.3
List one strength and one weakness of the final product. e.g. format, layout, accuracy, suitable for the audience


Strength:
If you are word processing, producing a presentation or a desktop published design the work might be very presentable or informative etc; in a spreadsheet the system you have produced might be easy to use and calculate things quickly; a database may be useful to quickly extract information, or produce regular reports that are presentable. 

Weakness:   You should look at the work you have been asked to do and explain any difficulties that you think there could be.  Think about people who may be using the system or finished product and possible problems or issues they may encounter.  This might be about how the work looks, about how the work could be adapted or changed for future use, maybe how a formulae or chart have been used.  In a database you might talk about how the table, query, or reports has limitations. Try to be specific about the weakness you describe.
3.4
Are there any improvements you could make to the task? e.g. corrections, better layout, learn new skills

This answer should be completed after your work has been marked.  You should write about what you could have done to avoid mistakes.  You should also talk about any action or improvement you think could be taken to overcome the weaknesses mentioned above. 
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