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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

	1. Use a keyboard to enter and edit alphanumeric information accurately
1.1  Input information accurately using alphanumeric, punctuation and special character keys as required
1.2  Use shift, Ctrl, Alt, Num and Caps Lock, spacebar, tab, and editing keys as appropriate
1.3  Check the accuracy of information, using the keyboard to edit and make corrections as required
	1.1, 1.2 & 1.3   Input at least 250 words including at least three different examples of punctuation and other keyboard symbols, use other keys as appropriate.  Information keyed must be 100% accurate

Examples - Accuracy: spell check, grammar check, language and dictionary settings, proof read.
	     

	2. Use a keyboard to access and navigate software applications
2.1  Use keyboard controls to access, open and close software applications
2.2  Use navigation keys to move around software applications
2.3  Identify how function keys and keyboard short-cuts can be used within a software application to improve efficiency
	2.1 & 2.2   Describe how to access and open and close software applications using keyboard controls.  Describe how to use the navigation keys to move around at least two software applications
2.3   Describe at least three examples of how using function keys and shortcuts can improve efficiency

Examples - Navigation keys: arrows, page up, page down, home, end, .
cursor keys, software specific keys.
Application control: alt+tab for application switch; ctrl+esc for applications list; ctrl+w to close window, alt+F4 to close an application.
Improving efficiency: methods and shortcuts - for example: text selection, drag and drop, file saving; software specific - for example: spreadsheets, word processing, desk top publishing, web authoring.

	     


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