



Specimen Assignment
OCR Award in Digital Employability
Entry Level 3 05809 / Level 1 05810
Entry Level 3 Unit 4: Use digital technologies to process data



This specimen assignment is for practice purposes only and must not be used for final assessment.



Instructions for tutors
The files required for this assessment should be provided to learners on a secure area of the file system (e.g. network, shared folder or removable media such as USB).
Learners must be provided with the following file which has been supplied by OCR:
· gift items data – a .xls spreadsheet file
Tutors may save the spreadsheet file in their centres’ version of Word Processing software in advance of the assessment.
Tutors must ensure that their systems will allow English (UK) spelling as no allowance will be made if spelling is not English (UK). Learners may use a dictionary, spelling or grammar check.
Learners are allowed a notional 1 hours 15 minutes to complete this assessment. During the assessment learners cannot ask for, or be given, help from others. 
Assignments must be photocopied or printed out for each learner; tutors must not retype assignments.
After the assessment has been completed and work has been submitted by learners, tutors must refer to the Specimen Mark Scheme in order to assess their work.
It is expected that learners will have completed a teaching and learning programme that covers the knowledge and skills that they will need to draw on prior to undertaking this unit assessment.

When the assignment is given to learners, only generic support may be provided. For example, it is permitted to explain or clarify the wording of the task(s) to ensure learners understand the requirements of the assessment. It is not permitted to explain how evidence should be generated for each of the task(s).



If when the work has been submitted for final assessment, the internal assessment identifies that the learner has not achieved the unit because either a critical error is discovered or the permitted accuracy threshold is exceeded, then learners must be given a new assignment should they wish to re-sit the unit assessment.
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Task 1

You must update the gift items’ spreadsheet.

(a)	Open the spreadsheet called gift items data

(b)	Enter your name and your centre number on the worksheet.

(c)	Change the row label Jewellery case to Jewellery box

(d)	Change the Number Sold figure for Small vase to 530

(e)	In the Income column for Candle holder use a formula to calculate the income:

Number Sold x Unit Price
(f)	Replicate (copy) this formula to show the income for each of the other items.

(g)	In the Total Income row, in the Income column, use the SUM function to calculate the Total Income.

(h)	Format all the figures in the Unit Price column and the Income column to currency with two decimal places.

(i)	Make sure all the data is displayed in full.

(j)	Check your spreadsheet for errors and make sure you have followed all instructions.

(k) 	Save the spreadsheet using the filename gift items income 

(l)	Prepare an electronic file or printout of the updated spreadsheet, displaying the values.

(m)	Change the page orientation to landscape.

(n)	Display the formulas in full.

(o)	Save the file using the name gift items income formulas

[bookmark: _GoBack](p)	Prepare an electronic file or printout of the updated spreadsheet, displaying the formulas.

Evidence required

Evidence that the spreadsheets have been saved (e.g. electronic files or screenprints).

Electronic files or printouts of the spreadsheets gift items income and gift items income formulas





Task 2

You must produce a chart to show the total greeting card sales for April to June.

(a)	Create a new spreadsheet.

(b)	Enter your name and your centre number on the worksheet.

Enter the data shown below:

Month	Total Sales
April	324
May	275
June	341

Check your data for accuracy.

(c)	Create a column or bar chart to display the data.

(d)	Enter the chart title Total Greeting Card Sales April to June

Enter the x-axis title Month

Enter the y-axis title Number Sold

Do not display a legend.

(e)	Make sure titles and labels are fully displayed.

(f)	Check your spreadsheet for errors and make sure you have followed all instructions.

(g)	Save the spreadsheet using the name monthly card sales

(h)	Prepare an electronic file or printout of the chart and data.

Evidence required

Evidence that the spreadsheet has been saved (e.g. electronic file or screenprint).

Electronic file or printout of the chart and data.
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