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	OCR AWARD IN DIGITAL EMPLOYABILITY

	Entry Level 3 Unit 4: Use digital technologies to process data

	Specimen Set 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
	1.2
	Open the spreadsheet called gift items data.
	
	
	
	No file opened/incorrect file used = CE
	

	1b
	2.1
	Enter your name and your centre number on the worksheet.
	
	
	
	Name and/or centre number not entered = AE
(Do not penalise errors in entry of name or centre number)
	





	1c
	2.2
	Change the row label Jewellery case to Jewellery box
	
	
	
	Label not changed OR error in text entry = AE
	

	1d
	2.2
	Change Number Sold for Small vase to 530
	
	
	
	Data not changed OR error in data entry = AE
	

	1e
	3.1
	In the Income column for Candle holder use a formula to calculate the income:

Number Sold x Unit Price
	
	
	
	No formula entered = CE
Formula entered contains no more than one error in logic = AE otherwise CE
	

	1f
	3.3
	Replicate (copy) this formula to show the income for each of the other items.
	
	
	
	Formula not replicated for all records = AE
	

	1g
	3.2
	In the Total Income row, in the Income column, use the SUM function to calculate the Total Income.
	
	
	
	No formula entered OR SUM function not used (i.e. manual method used) = CE

Error in Total Income output caused by incorrect cell references = AE
	

	1h
	4.1
	Format all the figures in the Unit Price column and the Income column to currency with two decimal places.
	
	
	
	Data not formatted OR incorrectly formatted =  AE
(Type of currency irrelevant as not specified)
	

	1i
	2.3
	Make sure all the data is displayed in full.
	
	
	
	Data not displayed in full = AE
	

	1j
	3.3
	Check your spreadsheet for errors and make sure you have followed all instructions.
	
	
	
	Penalised above
	

	1k 
	1.1
	Save the spreadsheet using the filename gift items income
	
	
	
	File not saved = CE
File not saved with file name given or recognisable file name =  AE
	

	1l
	1.3
	Prepare an electronic file or printout of the updated spreadsheet, displaying the values.
	
	
	
	Missing electronic file or printout of spreadsheet = CE
	

	1m
	1.3
	Change the page orientation to landscape.
	
	
	
	Page orientation not landscape =  AE
	

	1n
	1.3
	Display the formulas in full.
	
	
	
	Formulas not displayed OR formulas not displayed in full =  AE
	

	1o
	1.3
	Prepare an electronic file or printout of the updated spreadsheet, displaying the formulas.
	
	
	
	Missing electronic file or printout of spreadsheet = CE
	

	1p
	1.1
	Save the file using the name gift items income formulas
	
	
	
	File not saved = CE
File not saved with file name given or recognisable file name =  AE
	

	Task 2

	2a
	1.2
	Create a new spreadsheet.
	
	
	
	Used file from task 1/not created new spreadsheet = AE 
	

	2b

	2.1
	Enter your name and your centre number on the worksheet.

Enter the data shown below:

Month	Total Sales
April	324
May	275
June	341

	
	
	
	No numeric sales data entered = CE 

Entered obviously incorrect data and/or name and/or centre number omitted = AE 
	

	
	3.3
	Check your data for accuracy.
	
	
	
	Errors already penalised
	

	2c
	4.2
	Create a column or bar chart to display the data.
	
	
	
	No chart created =  CE
Incorrect type of chart created = AE
	

	2d
	4.2
	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.

	
	
	
	Chart title not entered OR errors in chart title = and/or
[bookmark: _GoBack]x-axis title not entered OR errors in x-axis title and/or
y-axis title not entered OR errors in y-axis title = AE

(Do not penalise if legend displayed.)
	

	2e
	4.2
	Make sure titles and labels are fully displayed.
	
	
	
	Data not fully displayed =  AE
	

	2f
	1.3
	Check your spreadsheet for errors and make sure you have followed all instructions.
	
	
	
	Errors already penalised
	

	2g
	1.1
	Save the spreadsheet using the name monthly card sales
	
	
	
	File not saved = CE
File not saved with file name given or meaningful file name =  AE
	

	2h
	1.3
	Prepare an electronic file or printout of the chart and data.
	
	
	
	Missing electronic file or printout of chart and data = CE
	

	Identify the total number of accuracy errors (AE)
	
	
	
	More than 5 AE = CE
0 to 5 AE = Achieved



	Candidate result:
	Pass / Not Pass *

*Delete as appropriate
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