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	OCR AWARD IN DIGITAL EMPLOYABILITY

	Level 1 Unit 2: Use digital technologies to manage files and folders

	Specimen Assignment




Candidate’s name (Block capitals)  	



	
Question
	Assessment criteria
	Task
	Marking
	Guidance
	Location of evidence

	
	
	
	Achieved
	Accuracy error (AE)
	Critical error (CE)
	
	

	Task 1
	

	1a
	3.1
	Rename the folder Level1SAMS to be Level 1 SAMS, then your initials
	
	
	
	Incorrect rename (do not penalise case and/or spaces between words in folder name) and/or folder name has not been changed = AE

	

	1b
	3.1
	In this folder create a new sub-folder called audio
	
	
	
	No folder or sub-folder created = CE 
Sub-folder has incorrect name e.g. New Folder (do not penalise case) and/or new folder created rather than sub-folder = AE
	

	1c
	3.1
	

Copy the audio file coin drop to the sub-folder audio

	
	
	
	No evidence of coin drop file copied (or moved) = CE
File moved (or copied) to wrong folder OR file moved rather than copied = AE
	

	1d
	2.1
	Delete the word processing file bird club members list
	
	
	
	Incorrect word processing file deleted = CE
No file deleted = AE
	

	1e
	3.1
	Sort the folder Level 1 SAMS your initials by file size (either ascending or descending order).
	
	
	
	Clear evidence of sort on another property OR no evidence of sort = AE
	

	1f
	2.2
	Compress (or zip) the audio file night storm
	
	
	
	Incorrect file compressed OR no  evidence of a file compressed = AE
	

	1g
	3.2
	Compress (or zip) the sub-folder audio
	
	
	
	Incorrect folder compressed OR no evidence of a folder compressed = AE
	

	1h
	2.1
	Open the evidence document answers and enter your name as indicated in the document. 
	
	
	
	File not opened = AE

Candidate name is not marked
	

	1i
	1.1
2.1
	Save the evidence document as answers your name 
	
	
	
	File not saved = CE

File not saved with the file name given or recognisable file name = AE

(Do not penalise case/spelling of words in file name)
	

	1j + 1k

	2.1

	
Take a screenshot of the folder Level 1 SAMS your initials and its contents and place this in your evidence document.

	
	
	

	(a) Missing electronic files containing the screenshots or printouts of screenshots = CE
	

	
	
	(b) Take a screenshot of the sub-folder called audio and its contents and place this in your evidence document.

	
	
	
	(c) 
	

	1l
	1.1, 2.1
	Save the updated evidence document – answers your name – making sure that the screenshots can be clearly read.
	
	
	
	File not saved = CE

File not saved with file name given or recognisable file name = AE

(Do not penalise case/spelling of words in file name)
	

	Task 2

	2a
	2.1
	
Take a screenshot of the file properties of the template file memo in the folder called Level 1 SAMS your initials, to include the date created and the filename, and place this in your evidence document answers your name

	
	
	
	Missing electronic file containing the screenshot or printout of screenshot = CE

Incorrect file (or filename not shown) and/or date created not shown = AE
	

	2b
	3.1
	Take a screenshot of the properties of the folder called Level 1 SAMS your initials, to include the folder size and the folder name and place this in your evidence document answers your name
	
	
	
	Missing electronic file containing the screenshot or printout of screenshot = CE

Incorrect folder (or folder cannot be identified) and/or folder size not shown (another property must be displayed in this case) = AE
	

	2c
	2.1
	
There is a word processing file called boats prices in the folder called Level 1 SAMS your initials  Apply the password Music74% to the file boats prices

Take a screenshot of the opened file boats prices showing its contents, and place this in your evidence document answers your name

	
	
	
	[bookmark: _GoBack]Missing electronic file containing the screen shot or printout of screenshot = CE

	

	2d
	1.1, 2.1
	Save the updated evidence document – answers your name – making sure that the screenshots can be clearly read.
	
	
	
	
File not saved = CE

File not saved with file name given or recognisable file name = AE

(Do not penalise case/spelling of words in file name)

	

	Identify the total number of accuracy errors (AE)
	
	
	
	More than 3 AE = CE 
0 to 3 AE = Achieved



	Candidate result:
	Pass / Not Pass *

*Delete as appropriate
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