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Completed evidence checklists must be submitted with candidate work for each unit. No substitute is permitted.

Centre assessors must assess the candidate’s work prior to submission.

Only units that have been achieved should be submitted for moderation.

Please note that where candidates are required to demonstrate amendments/replacements/moves/deletions, before and after evidence will need to be submitted.

All pages must be numbered and the page number referenced on this form.  The examples given are indicative of the learning context at each level and are not intended to form a prescriptive list for the purpose of assessment. However, Evidence requirements (in bold italics), must be followed.



	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	A1	Input, organise and combine information using specialist software.
A1.1	Input relevant information accurately into existing templates and/or files so that it is ready for processing
A1.2	Organise and combine information of different forms or from different sources
A1.3	Follow local and/or legal guidelines for the storage and use of data where available
	A1.1, A1.2 & A1.3  Provide at least three different examples of entering, arranging and combining at least three different types of information, from at least two different sources and/or forms into the system.  Following local and legal guidelines for the use of and storage of data
Examples:  Information will vary according to the software for example, text, numbers, photos, scanned images, graphic elements, digital recorded sound, graphs, charts, tables.  Inputting tools and techniques will vary according to the technology being used: for example, interface devices (e.g. keyboard, mouse, stylus, touch screen), microphone (e.g. headset, built-in), camera (e.g. web cam, video camera, mobile phone camera).  Insert, size, position, wrap, order, group.. Guidelines set by employer or organisation.  Policies and relating to security, backup and data protection; guidelines for data format; compliance, audit and reporting requirements.  File management will vary according to the application.
	     

	A1.4	Respond appropriately to data entry error messages
	A1.4  Provide evidence of two examples of the dealing with different data entry errors appropriately.
Examples:  These will vary with the nature of the software, however, may include: dividing by zero, data size too large for location, incorrect arguments, wrong data type, outside range of values.
	     




	Criteria
	Evidence Requirements
	Details/Page Number/Location of Evidence

	A2	Use tools and techniques to edit, process, format and present information.
A2.1	Use appropriate tools and techniques to edit, process or format information
A2.2	Check information meets needs, using IT tools and making corrections as necessary
A2.3	Use appropriate presentation methods and accepted layouts
	A2.1, A2.2 & A2.3  Provide at least two examples of using at least three different tools or techniques for the bullet points below:
edit, process or format information
check that it meets needs, making corrections where necessary
and at least two examples of presentation and layout
Examples:  Techniques will vary according to the software and task, for example: Editing – select, insert, delete, cut, copy, paste, drag and drop, find, replace, page layout, labelling, alignment, orientation, colour, resolution, size, pitch; Process – sort, pre-set queries, simple operator formulas, charts and graphs; Formatting – characters, lines, paragraphs, pages, file type.  Checks will vary according to the type of information and software, however, could include: spell check, grammar check, accuracy of figures, labelling and size of images, volume of sound.  Methods will vary according to the software and task, for example, on screen display, publishing on a web site, hard copy print out, digital file; organisational house style, branding. 
	     


I state that the evidence for this unit is included on the specified printouts (or saved electronic files) indicated above.
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