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OCR-set Assignment: Information for Learners

OCR Level 1/2 Cambridge National Certificate in ICT

OCR Level 1/2 Cambridge National Diploma in ICT



Unit R004: Handling data using databases
General information for learners

Q
What do I need to do to pass this assignment?

A
You need to show you can complete all of the tasks in this assignment.  The assignment describes what work you have to do.  The Learner Checklist at the end of this booklet identifies the evidence you need to provide to show what you have done.  It’s really important that you can do the work yourself without help from anybody else.  That includes teachers, parents and other students.  If we think you have not done this work yourself it could mean your marks are changed.


Your teacher marks your evidence and uses the marking criteria grid provided by OCR.  You can ask to see the marking criteria.  The marking criteria grid is divided into three mark bands.  Each one has a range of marks - for example Mark Band 1 = 1-3 marks; Mark Band 2 = 4-6 marks and Mark Band 3 = 7-10 marks.  Your teacher will decide which mark band description most closely describes your evidence and then decide how many marks from the mark band to give your evidence.

Q
What help will I get?

A
Your teacher can make sure you understand the assignment.  If you get stuck then they can
give you some general advice but there are rules about the kind of help and how much they 
can give you.  Too much help might mean you haven’t done the work yourself.
Q
What if I don’t understand something?

A
If you are not sure, always check with your teacher.  They know how much help they are 
allowed to give you.

Q
I’ve been told I must not plagiarise.  What does this mean?

A
Plagiarism is when you take someone else’s work and pass it off as your own.  The work 
could come from the internet, a book or another student’s project work.  It doesn’t matter
where it came from it’s what you do with it that could make it plagiarism.  


There are a few ways plagiarism can happen that you need to know about:

· A student is asked to describe or explain something and they find good information on the internet or from a book. They use it in the evidence they give to their teacher to mark.  They don’t follow rules about saying where it came from.  The ‘rules’ are about how to reference somebody else’s work.

· A student uses information from a book and changes words but copies the sentence structure of a source and doesn’t reference where the original work came from.
· A student copies so many words or ideas from a source that it makes up the majority of their work.  In this case it does not matter if they have referenced it or not.  When the majority of work is somebody else’s ideas or thoughts it is not the student’s own work. 


Plagiarism has serious consequences; you could lose the grade for this unit or you may not
be allowed to achieve the whole qualification.

The work you produce must be your own work.  You will be asked to sign a declaration to say that it is.

Q
What is referencing and where can I find out more information about it?

A
Referencing is the process of acknowledging the work of others.  If you use someone else’s
words and ideas in your assignment, you must acknowledge it, and this is done through
referencing. 


You should think about why you want to use and reference other people’s work.  If you need
to show your own knowledge or understanding about an aspect of subject content in your
assignment, then just quoting and referencing someone else’s work will not show that you 
know or understand it and it is likely to be seen as plagiarism.  Make sure it’s clear in your 
work how you are using the material you have referenced to inform your thoughts, ideas or 
conclusions.


You can find more information about how to reference in the OCR Guide to Referencing 
available on our website: http://www.ocr.org.uk/i-want-to/skills-guides/.

Q
Can I work in a group?

A
Only when your teacher tells you that you can.  They need to be able to tell who has done 
which piece of work.  People who work in groups cannot all claim the same evidence as 
being their individual work.  Teachers also have to make sure we can see who has done 
what.
Q
Does my work for each task need to be in a particular format?

A
For each task we’ll tell you if your
evidence has to be in a specific format.  Check the 

wording in each task carefully.

· If we use the word ‘must’, for example ‘You must produce a report’ or ‘Your evidence/work must include a diagram’, then you must produce the work in the stated format.

· If we use the word ‘could’, for example ‘You could include sketches of your ideas’ or ‘You could do this by annotating your diagram’, this means that you are not required to follow the format we have given, but you must make sure that the work you do produce allows you to demonstrate the requirements of the grading criteria.

· You can present your work in a variety of ways – it can be handwritten, word-processed, on video or in digital media.  What you choose should be appropriate to the task(s) and your teacher can advise you.  If the coursework is word-processed, you must ensure   that your centre number, candidate number and the unit code appears on each page as a header or footer.

· If you are unsure about what evidence you need, please ask your teacher.

Q
Can I ask my teacher for feedback on my work?

A
We have given your teacher instructions on what kind of feedback they can give you.  They are not allowed to tell you exactly what to do to make your work better, but they can remind you about what they’ve taught you.  You can use that reminder to try and improve your work yourself.  They can say what they’ve noticed might be wrong with your own work.  For example if you describe something where the marking criteria ask for an evaluation they can point that out to you.  Your teacher can explain the difference between a description and an evaluation.  It’s then up to you to decide if you need to change your work.  If you think it needs to change you need to change it for yourself.

Q
When I have finished, what do I need to do?

A
You should make sure any printed work is in the right order and that all electronic files are
sensibly labelled.

If you have included the personal details (such as name, address or date of birth) of 

someone other than yourself in your work, this must be blanked out (anonymised).  Your
teacher will tell you how to do this.


Hand in the work that you’ve completed for each task to your teacher.  They might ask to see 
your draft work, so please keep your draft work in a safe place.

Q
How will my work be assessed?

A
Your work will be marked by your teacher.  They will use the information in the unit specific marking criteria grid to decide which mark band your work meets.  Each marking criteria grid is detailed in the specification and included in the relevant assignment booklet.  Please ask your teacher if you are unsure what the marking criteria are for this assignment.


Scenario for the assignment 
You have just started to work for a small business called Cards by James that designs and produces greetings cards, which are made to order.  The business has been very popular and has decided to move into on-line greeting cards. 

There is currently a database of all customers.  Records of sales are kept in a book and there is a price list, showing all the different cards available, kept in a separate file.  

Cards by James wants to make better use of data to enable the business to be more customer friendly, analyse sales data and send promotional materials to particular groups of customers.

To help ensure that the business is efficient and successful you need to modify the database so that it will store and organise all the business data efficiently, in a way that will make it easy to find relevant data when required.  Output from the database needs to have a consistent house style. 

To help you, Cards by James has provided you with a copy of their existing customer database and price list, also a page from their sales record book, showing sales from four months in 2012.  This should be sufficient to allow you to demonstrate how the database can be modified to meet Cards by James’ requirements.

You will need to test your modifications and analyse your results as you develop the database, to ensure the final system is suitable for the business needs.

You will need access to the following files in order to complete the tasks:

· CardsbyJames database file
· PriceList.csv

· Sales record book.doc

Read through all of the tasks carefully, so that you know what you will need to do to complete this assignment.

Important:
· You will need to refer to the marking criteria grid.  Your teacher can explain the marking criteria if you need further clarification.

· You will need to draw upon relevant skills/knowledge/understanding from other units you have studied in this qualification.

Your Tasks

Task 1 - Modifications
There is currently a database of customers but no one has spent the time to make this as efficient as it could be. Originally customers had to pay for cards by cash, but they can now also pay by credit card or debit card.  The business has been recording details of sales into a sales record book and now also needs to include methods of payment used.

Remember the importance of testing your database and ensure that any necessary amendments are implemented. 

A.
Modify the existing database to ensure that it becomes more efficient for the users by:

· storing customer information as efficiently as possible and making sure that details of new customers can be added easily and accurately
· allowing the business to store any additional customer data needed so that e-cards can be sent to customers on their birthdays.  Cards by James  does not have this data for any of their existing customers but wants the database to allow them to enter it for all new customers
· storing information about cards and prices
· storing information about sales so that details of every sale can be easily retrieved

· allowing the company to store information on methods of payment for future sales;
· adding validation rules where appropriate.

You must make your own decisions about the modifications to make. Your teacher is not permitted to tell you what changes to make.

B.
Explain the reasons for any validation rules you have added, giving reasons for your choices. 

C.
Explain any testing you have carried out and provide justification for your choice of method(s).

Task 2 - Outputs
As Cards by James now has better records of customers, cards and sales, it is possible to use the data to produce a range of queries and reports to meet business needs, which include:  

· identifying customers living in particular counties, so that invitations can be sent to promote local events where Cards by James are being sold. The next event is in Cambridgeshire, with more planned in different counties
· promoting new ranges of online cards to existing customers by email. The latest range will appeal particularly to female customers
· identifying customers who have not yet paid, allowing reminder letters to be posted out to these customers

· identifying customers who have bought particular types of card in particular months, so that they can telephone special promotional offers to different groups of customers.  For example, they had a special promotion for Thank You cards in June 2012 and needed to telephone all customers who had bought this type of card in that month

· identifying the types of cards bought by men and those bought by women at different price ranges; this would help the company decide which types of cards to develop in the future.  For example, the company might want to know which types of cards costing between £3 and £6 were bought by women. 
Remember the importance of testing your database and ensure that any necessary amendments are implemented. 
A.
Create queries and reports that will meet the needs of the business. Reports should have a consistent house style.

You need to choose for yourself the queries and reports you think will best meet Cards by James’ needs.  Your teacher is not permitted to tell you what queries to create or what type of reports to create.
B.
Explain any testing you have carried out and provide justification for your choice of method(s). 

Task 3 - User interface
The Cards by James database needs to be as easy to use as possible.  Staff will need to keep the data up to date and use the queries and reports you have created. 

Remember the importance of testing your database and ensure that any necessary amendments are implemented.

A.
Create data entry form(s) as appropriate for your database. 

B.
Produce a suitable menu-driven interface to enable the different parts of the database to be easily accessed. You need to design this interface in the way that you think is most appropriate. Your teacher is not permitted to tell you how to structure your interface.

C.
Peer test the user interface for another person’s database. Provide feedback on this interface.
D.
Explain any testing you have carried out on your own user interface and provide justification for your choice of method(s).
Task 4 - Analysis of testing

Analyse the results of the testing you have carried out during this assignment to ensure that the Cards by James database is suitable for its purpose.  Identify any further modifications/ improvements that could be made and implement them where possible.

Marking Criteria Grid

	LO1: Be able to modify databases to meet user requirements

	
	MB1: 1 - 6 marks
	MB2: 7 - 11 marks
	MB3: 12 - 15 marks

	(i)
(ii)

(iii)

(iv)
	Makes basic modifications to a database by adding fields and properties to an existing table and attempting to include validation rules.

Limited explanation is given for the validation rules used.

Data added to the database may contain some minor errors. Errors may be intrusive, which are likely to impact significantly on the functionality of the database.

Draws upon limited skills/knowledge/understanding from other units in the specification.

 
	Makes sound modifications to a database by adding fields, properties and validation rules, and adding tables.

Sound explanation is given for the validation rules used.

Data added to the database is largely free from errors; these have no impact the functionality of the database.

Draws upon some relevant skills/knowledge/understanding from other units in the specification.


	Makes effective modifications to a database by adding fields, properties and tables; adding validation rules, including original error messages; and linking tables using key fields.

Detailed justification is given for the validation rules used. 

Data added to the database is free from errors.

Clearly draws upon relevant skills/knowledge/understanding from other units in the specification.



	
	LO2: Be able to produce outputs from databases to meet user requirements 

	
	MB1: 1 - 6 marks
	MB2: 7 - 11 marks
	MB3: 12 - 15 marks

	(i)
(ii)
	Creates simple queries, using single table/single criteria, which meet some of the user requirements. 

Produces reports from simple queries which display some of the relevant data and show some attempt at formatting and customisation. Reports may have some minor errors such as field names truncated or a field omitted.


	Creates simple and complex queries, using single table/single criteria and multiple tables/multiple criteria, which meet some of the user requirements.

Produces reports from simple and complex queries which clearly display most of the relevant data and have been formatted and customised in an attempt to create a consistent house style. Reports may require some amendment to the layout in more than one area.


	Creates complex queries, using single table/single criteria and multiple tables/multiple criteria, which meet most of the user requirements.

Produces reports from complex queries which clearly display all of the relevant data and have been formatted and customised to create a consistent house style. Reports require little or no amendment to the layout.



	
	LO3: Be able to create user interfaces for databases to meet requirements 

	
	MB1: 1 - 6 marks
	MB2: 7 - 11 marks
	MB3: 12 - 15 marks

	(i)
(ii)
	Creates a simple data entry form to enable data to be entered into a single table.

Produces a basic menu-driven interface which allows the user to select either a table or a form from the menu.


	Creates clear data entry forms for most of the tables in the database. The forms contain at least one feature to simplify data entry. 

Produces a sound menu-driven interface which allows the user to select some of the database objects from the menu.


	Creates effective data entry forms for most of the tables in the database. The forms contain a range of features to simplify data entry.

Produces an effective menu-driven interface which allows the user to select all of the database objects they have created i.e. forms, queries and reports from the menu.



	
	LO4: Be able to analyse a database’s suitability for a business purpose

	
	MB1: 1 - 6 marks
	MB2: 7 - 11 marks
	MB3: 12 - 15 marks

	(i)
(ii)

(iii)
	Provides a basic explanation of testing that has been used in the database and gives limited justification for the choice of method used.

Carries out peer testing of a user interface and provides limited feedback, some of which is relevant.

Carries out a limited analysis of the test results, identifies limited modifications that could be made as a result of testing and, where possible, implements them.


	Provides a sound explanation of methods of testing that have been used and gives sound justification for the choice of methods used.

Carries out peer testing of a user interface and provides feedback, most of which is relevant.

Carries out a sound analysis of the test results, identifies some modifications that could be made as a result of testing and, where possible, implements them.


	Provides a detailed explanation for each of the methods of testing that have been used and gives a detailed justification for the choice of methods used.

Carries out peer testing of a user interface and provides detailed and relevant feedback.

Carries out a detailed analysis of the test results, identifies a range of appropriate modifications that could be made as a result of testing and, where possible, implements them.




Learner Checklist

	Task number
	LO coverage
	What you need to produce (evidence)
	Format of evidence (this list is not exhaustive)

	1A
	LO1(i)(iii)(iv)
	the modifications you have made to the database
	· Electronic file(s) 
· Printouts

· Annotated screenshots

· Written explanations

· Witness statements

	1B
	LO1(ii)
	your explanation for any validation rules you have added, giving reasons for your choices
	

	1C
	LO4(i)(iii)
	the testing you have carried out and justification of your choice of method(s)
	

	2A
	LO2(i)(ii)
	the queries and reports you have made.

If you are not providing the electronic database file for assessment then you will need to make sure that the designs for your queries are clearly shown
	· Electronic file(s)

· Printouts 

· Screenshots

· Witness statements

	2B
	LO4(i)(iii)
	the testing you have carried out and justification of your choice of method(s)
	

	3A
	LO3(i)
	the data entry forms you have made
	· Electronic file(s) 

· Printouts

· Screenshots

· Witness statements

	3B
	LO3(ii)
	the menu-driven interface you have created
	

	3C
	LO4(ii)
	the feedback you have given to the other person
	

	3D
	LO4(i)(iii)
	the testing you have carried out and justification of your choice of method(s)
	

	4
	(LO1)

(LO2)

(LO3) 

LO4(i)(iii)
	the analysis you have carried out, any additional tests you have carried out and improvements you have made

Any improvements you have made to your database may improve your mark in LOs 1-2-3
	· Electronic file(s)

· Printouts 

· Test plans

· Screenshots

· Witness statements
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Unit R004: Handling data using databases
Guidance on using this assignment

1
General guidance
1.1
Assessment for this qualification must adhere to Instructions for Conducting Coursework provided by JCQ.

1.2
OCR has provided a document ‘Guide to Generating Evidence’ which is available at  http://www.ocr.org.uk/Images/284791-guide-to-generating-evidence.pdf
1.3
OCR set assignments must be used for summative assessment of learners.  They must not be used as practice materials.  Learners draw on their teaching and learning to respond to the assessment tasks in this set assignment.  The rules for carrying out internal assessment are in the specification in Section 4.  Pay particular attention to rules on:

· Feedback (section 4.3)

· Templates, writing frames, model answers (section 4.3)

· Revising and redrafting work (section 4.3)

· Authentication (section 4.5)

         The rules are covered in more detail in the document ‘Guide to Generating Evidence’ which is available at http://www.ocr.org.uk/Images/284791-guide-to-generating-evidence.pdf
2
Before carrying out the assignment

2.1
Give each learner a copy of the Information for Learners section of this assignment.  You must not change or modify any of the tasks in this assignment in any way.   

2.2
Learners will not need to carry out any preparations prior to undertaking the assessment tasks, such as collating resources to use in the assessment.

2.3
Learners will need to have access to three files which contain data to be used to complete the task:

· CardsbyJames.mdb (database file)
· SalesRecords.doc

· Pricelist.csv

Centres should load these into an area on the network that learners are able to access during the summative assessment or they can be emailed to learners.  You must make sure every learner is given clear instructions about where the files are.  The file format must not be changed in any way except in the event of using software that does not read mdb files, in which case there is a file ‘CardsbyJames.csv’, which teachers need to import and then convert into the required format for the centre’s database software.  
3
During the assessment

3.1
We have estimated that it will take approximately 10 guided learning hours (GLH) to complete all tasks. These timings are for guidance only, but should be used by you, the teacher, to give learners an indication of how long to spend on each task.  You can decide how the time should be allocated between each part or individual task.  You are also permitted to spread the tasks across several sessions, and therefore, it is permissible for evidence to be produced over several sessions.


4
When completing the assignment and producing evidence

4.1
Each learner must produce individual and authentic evidence for each task within the assignment.

4.2
You may give general support and guidance to learners.  This support and guidance should:

· focus on checking that learners understand what is expected of them;

· giving generic feedback that enables the learner to take the initiative in making improvements, rather than detailing what amendments should be made.  


It is not acceptable for you to provide solutions/examples, to provide writing frames or templates, to work through answers in detail or to detail specifically what amendments should be made.

4.3
Learners may use information from any relevant source to help them with producing evidence for the tasks. Learners must not copy published material and claim it as their own work.  They must also acknowledge the source even where they paraphrase the original material.

4.4
We have specified what evidence the learner is expected to produce and given examples of the format it could take.  The learner can use a different, appropriate format unless we state they must not.  The format should be what the learner considers to be the most appropriate for the purpose of, and target audience for, each individual task.  

5
Presentation of work for marking and moderation

5.1
The guidance in Sections 4.3-4.5 of the specification must be followed when marking, annotating and presenting work.

5.2    Centres wishing to produce digital evidence in the form of an e-portfolio must refer to Appendix C in the specification.  However, where folder structure is assessed within the unit it is not permissible for centres to provide learners with the structure to use.
5.3
Encourage learners to present their work so that it is secure and easily accessible, e.g. treasury tag.  It is not necessary to use plastic wallets which can also cause delay to Moderators when reviewing work.  If the coursework is word-processed, the learner must ensure that their centre number, candidate number and the unit/component code appears on each page as a header or footer.

5.4
Centres must provide guidance on the Unit Recording Sheet (URS) to show where specific evidence can be found.  This may be through the use of the ‘page number’ column and/or by referencing file names and locations.

 6
Conditions for using this OCR- set assignment

You must not change any aspect of the OCR-set assignment.  The set of tasks form a

coherent whole, addressing all the learning outcomes and allowing access to the full range of marks.
7
Specific guidance on the tasks

It is important that candidates are made aware from the start of their work on this assignment of the format their evidence will take so they know whether or not they need to print their work and whether or not they need to take screenshots for some of the tasks.


In relation to Task 1 you should ensure candidates have access to the three files provided. You must not guide candidates in how they should use the provided files, nor guide them in any way towards any particular modifications. It is not expected that all candidates will choose exactly the same modifications.  If candidates are to submit their work electronically then much of the evidence will be contained within their final database file.  You should remind them to record evidence of any testing they carry out.
In relation to Task 2 you must not give candidates guidance towards any particular queries or report designs – the queries and reports must represent their own, individual ideas. You should remind candidates to record evidence of any testing they carry out.
In relation to Task 3 you must not give candidates guidance to any particular designs and/or structure for the forms and/or user interface. You should remind candidates to record evidence of any testing they carry out.  You should also remind them to include evidence of the feedback they have given on another user interface in part C, not just the feedback they have received about their own.
In relation to Task 4 you must not provide templates, pre-prepared test plans and/or questionnaires for candidates to use.  The testing they carry out and their analysis of it must be their own, individual responses to the task.
8
Additional Guidance on LOs

Each section of the marking criteria focuses on a different aspect of candidate achievement.  There should be no overlap between achievement credited for the different sections -  although the same piece of work might be assessed in different sections, each different assessment will focus on a different aspect of that work.

LO1 assesses the structure of the modified database – tables, links, additional fields, field properties (data type, length, format) and validation – in the context of the range of tools listed in the specification as well as the needs specified within the scenario and task.  Explanation of validation rules is also assessed but there is no requirement for any explanation of any other modifications.
LO2 assesses the range of queries and reports created and their appropriateness for the specified needs, in the context both of the range of techniques listed in the specification and the user requirements as stated in the scenario and tasks.
LO3 assesses the user interface, including both menu and input forms, in the context both of the range of techniques listed in the specification and the user requirements as stated in the scenario and tasks.
LO4 assesses candidates’ documentation of the testing that has been carried out throughout all of the tasks.  The assessment criteria here refer to candidates’ explanations of their testing methods rather than simply the tests carried out.  Testing methods to be considered are listed in the specification.  Candidates are assessed on the peer testing they have carried out on someone else’s user interface so it is essential that candidates include evidence of any peer testing they have carried out as well as any feedback they have received from others.  
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