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OCR Level 1 ITQ 2009
To achieve the Mandatory Unit (Unit 1), 
Improving Productivity Using IT Level 1 (credit value 3),
you must complete this Evidence Review Form.
You need to choose ONE of the following options to give a brief description of why you are using IT by answering ALL the questions below.  You must ensure that the option chosen, allows you to answer ALL sections of the form. 

OPTIONS:
1. A real work task 

or

2. A New CLAiT assignment (if you have already received a certificate within the last 3 years, this can be sent as evidence)

or 

3. A centre-set assignment

or

4. A practice task(s) or assignment that you have undertaken whilst learning the skills for your IT qualification.  It must be straightforward, but detailed enough to allow you to answer the questions below.

N.B.  All tasks/unit evidence/certificates or assignments used, must be included with the form. As they are the evidence for 2.2 and 2.3
If you are claiming other ITQ units you could cross reference the task(s) or unit evidence you have used for this unit.

Candidates are required to complete the following information independently.  All sections must be completed.  For electronic completion, please use the tab key on the keyboard to navigate to the next area of the form:
	Which option is this unit based on – 1, 2, 3 or 4 above?
If it is a New CLAiT assignment, please state which unit and year
eg 02/0506A
If it is based on 1, 3 or 4, please give a brief description of the task(s).

eg a PowerPoint presentation on Health and Safety


	OPTION 4 :OCR UNIT 1 SET C     
                 MICROSOFT WORD DOCUMENT

	

	1.1 Who is the information to be produced for?

What will it be used for? 


	The information from the test paper was for the local history group for which I am the secretary. It was used for history group’s monthly newsletter. 

	

	1.3 What information do you need to include?

Where is the information located?



	My tutor gave me a cd which contained the files and draft documents which I used for the basis of my exercises with my assessment paper.


	

	1.6 Are there any constraints or guidelines?

eg deadlines, file size, software and/or hardware compatibility, house styles


	All my work was stored on a floppy disc which had a limited amount of memory. I had to use the file menu to access the page set up to change the page orientation and set margins size. All my work was only printed in black/white and A4 paper, not in colour which was not available. I was  allocated 2hrs to complete my assessment.


	

	1.2 and 1.5 List any software and hardware and any resources you need to use. 

1.4 Give at least 2 reasons why you used the software package and hardware you chose.
eg paper, memory stick



	I used a computer with Windows Explorer and Microsoft Word software. I was supplied with a cd and the appropriate information and a desk top computer, a floppy disc to store my work, a printer with A4 paper to print the documents. I chose Microsoft Word because it enables me to write and edit documents and the necessary tool bars for the layout of the text such as font sizes, bold, italics, alignments and create tables.


	

	1.2 What skills did you need to complete the task?



	During the past 6 weeks I learnt from my tutor how to prepare, edit rearrange documents, insert tables and how to store and manage my files on which my work was stored with the necessary printouts using the printer. I used the file menu to access the page setup for the page orientation and margin sizes. The format menu to alter the layout of the paragraphs such as 1st line indents The ABC quick tool bar to spell check and alter the spelling mistakes in the text. For header and footer I used the view menu to insert names dates and page numbers.   


	

	1.6 How does copyright law and software licensing and data protection affect the work you produced?



	The software was licensed to the Bilston Resource Centre where i studied my course. The copyright law allows me to copy work with the BRC’s permission and my data has to be safe guarded so that no one else can use it by logging off every time I left the computer. 


	

	1.6 What security issues did you have to follow when you completed the task?

eg passwords, assessment instructions



	On completion of my assessment I saved my work using the file menu to access the save as option to store the work on my floppy disc. Then I pressed the Ctrl + Alt and Delete keys to log off using my password and id. 


	

	2.1 List an automated routine that you used to improve productivity when using IT.

eg set up shortcuts

	I used the relevant tool bars such as the ABC for spell check, alignments and the tools menu to do a word count. Other shortcuts I used such as holding down the Ctrl  and A to highlight all the text, Ctrl + C and V to copy and paste the text.  


	

	3.1 and 3.2 How did you review the work produced?

eg suitable for the audience and purpose



	After correcting any spelling mistakes using the quick access toolbar ABC I proofread the text to make sure the format and layout was correct as requested and that the presentation was suitable for the newsletter.


	

	3.2 Which tools did you use to format and layout your work?



	I went into the file menu to set the page orientation and margin size and the view menu for the header and footers to insert the names dates file names. I also used the quick access toolbars to insert and format the table and the double line spacing. 


	

	3.3 List at least one strength and one weakness of the final product.


	The work looked professional and neatly laid out which can be copied for how many copies one requires. Because the printer was only set up for black/white no colour prints were available.

	

	3.4 Are there any improvements you could make to the task?



	The presentation of the document could be better understood if parts of the text was in colour to highlight some points.


	

	Candidate Name:

(print)
	Mr ERF Example

	Date:
	14/06/11


	

	Candidate Signature:
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(print)
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	Date:
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