



Specimen Assignment
OCR Award in Digital Employability
Entry Level 3 05809 / Level 1 05810
Level 1 Unit 6: Use digital technologies to manage emails



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 files which have been supplied by OCR:
· answers – a .doc word processing file
· printing – a .xls spreadsheet file
· boats sleeping 4 to 6 – a .xls spreadsheet file
· accessing WiFi – a .doc word processing file
Tutors may save the word processing file answers in their centres’ version of Word Processing software in advance of the assessment. No other files or file types can be amended.
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 hour 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.
· The following emails must be prepared in advance of the assessment and sent to learners no more than 24 hours prior to the assessment taking place:
Email 1
	To: <candidate>
	Subject: Boats
	Message:
	Please send me information about boats sleeping 4 to 6 people.
	Thank you
	<Tutor name>
	Email 2
	To: <candidate>
	Subject: Printing file
	Message:
	The printing data for Monday is attached.
	Regards
	<Tutor name>
	<file named printing is attached to the email>
	Email 3
	To: <candidate>
	Subject: Wireless access
	Message:
	It has been decided that personal mobile phones will be able to access Wi-Fi from 		next month.  Further details will follow soon.
	Regards
	<Tutor name>
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Task 1

You must manage emails.
[bookmark: _GoBack](a)	Create email contacts for 
Alan Taylor with the email address alan.taylor@progress-media.co.uk and phone number 0121 496 0323
and
Jo Makuba with the email address jo.makuba@progress-media.co.uk and phone number 
0121 496 0356
(b) Create a distribution list named IT support and add Alan Taylor and Jo Makuba to this distribution list.
(c) Open the evidence document answers
(d) Enter your name as indicated in the document.
(e) Save the evidence document as answers your name (e.g. answers john smith).
(f) You must produce evidence of the tasks you have completed.
(i) Take a screenshot of the contact details for Alan Taylor and place this in your evidence document.
(ii) Take a screenshot of the contact details for Jo Makuba and place this in your evidence document.
(iii) Take a screenshot of the distribution list for IT support showing the members and place this in your evidence document.
(g) Save the updated evidence document. Make sure that the screenshots can be clearly read.
(h) Send an email to ellen.robb@progress-media.co.uk 
Use the subject line IT support. 
The email message is IT support is available until 7.00 p.m. each day.
Request a read receipt for the email.
(i) Send an email to IT support, using the distribution list.
Use the subject line Moving printers
The email message is The printers need to be moved this weekend.
Send the email with high importance. 
(j) You must produce evidence of the tasks you have completed.
(i) Take a screenshot of the email sent to ellen.robb@progress-media.org.uk (this can be the message you composed or the sent message) and the read receipt request for the email and place this in your evidence document.
(ii) Take a screenshot of the email sent to IT support (this can be the message you composed or the sent message) and place this in your evidence document.
(k) Save the updated evidence document. Make sure that the screenshots can be clearly read.


Task 2 

You must do more work with emails.
(a) Forward the email with the subject Printing file, sent to you by your tutor, to Alan Taylor using the email contact details.
Include a bcc to kyle.helafi@progress-media.co.uk with the attached file Printing. 
The email message is Here is the file you need.
(b) Forward the email with the subject Wireless access, sent to you by your tutor, to Alan Taylor using the email contact details.
Attach the file accessing Wi-Fi to the email.
The email message is Here are the details you need.
(c) Your tutor sent you an email with the subject Wireless Access  Flag (or tag) the email (any flag is acceptable).
(d) Create an email folder named Support and move the email from your tutor with the subject Wireless access into this folder.
(e) You must produce evidence of the tasks you have completed.
(i) Take a screenshot of the forwarded email with the subject Printing file, sent to you by your tutor, showing the email sent to Alan Taylor with the attached file and the bcc (this can be the message you composed or the sent message) and place this in your evidence document.
(ii) Take a screenshot of the forwarded email with the subject Wireless access, sent to you by your tutor, showing the email sent to Alan Taylor with the attached file (this can be the message you composed or the sent message) and place this in your evidence document.
(iii) Take a screenshot of the flagged email with the subject Wireless access from your tutor showing the email in the Support email folder and place this in your evidence document.
(f) Save the updated evidence document. Make sure that the screenshots can be clearly read.
(g) Update the email contacts for Alan Taylor to set the category of the contact as green (or any valid alternative).
(h) You must produce evidence of the tasks you have completed.

Take a screenshot of the updated contact details for Alan Taylor and place this in your evidence document.
(i) Save the updated evidence document - answers your name - making sure that the screenshots can be clearly read.
Evidence required
Electronic file or printout showing your evidence i.e. answers your name
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Copyright Information:
OCR is committed to seeking permission to reproduce all third-party content that it uses in its assessment materials.  OCR has attempted to identify and contact all copyright holders whose work is used in this paper.  To avoid the issue of disclosure of answer-related information to candidates, all copyright acknowledgements are reproduced in the OCR Copyright Acknowledgements Booklet.  This is produced for each series of examinations and is freely available to download from our public website (www.ocr.org.uk) after the live examination series.
If OCR has unwittingly failed to correctly acknowledge or clear any third-party content in this assessment material OCR will be happy to correct its mistake at the earliest possible opportunity.
For queries or further information please contact the Copyright Team, First Floor, 9 Hills Road, Cambridge CB2 1GE.
OCR is part of the Cambridge Assessment Group. Cambridge Assessment is the brand name of University of Cambridge Local Examinations Syndicate (UCLES), which is itself a department of the University of Cambridge.

Oxford Cambridge and RSA Examinations is a Company Limited by Guarantee
Registered in England
Registered Office: 1 Hills Road, Cambridge, CB1 2EU
Registered Company Number: 3484466
OCR is an exempt Charity
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