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Examination Marking Sheet - LO’s 6, 10, 11, 12 and 13
Candidate should have created an Agenda from a Template and a Poster Advertisement as required by the exam.  Skills demonstrated in the documents should be: Use of Templates, Use of Additional Resources, Graphics, Print Features and File Management Skills.
	Candidate Name:
	
	Total:
	        / 72

	
	

	Practical Skills Assessed
	Maximum Mark
	Candidate Mark

	DOCUMENT 1 – Agenda from a Template 

	Use of Templates

· Agenda created from template ‘Informal Meeting Agenda’ (3)
· Agenda title formatted to Impact, size 28 (0.5*2)
· Company name ‘MI SPORTS’ added to correct position. (2)
· Company name formatted to Impact, size 18, Uppercase (0.5*3)
· Text included is error free (remove 0.5 for each input error). (2.5)
· Body of document formatted to Verdana, size 12. (0.5*2)
· Footer added to Agenda includes candidate name (2)
· Document saved to USB as Agenda. (2)
· Agenda document retrieved from USB. (1)

	16
	

	
	Sub-total
	

	Use of Additional Resources
Evidence of use of Help facility in Microsoft Word to find out how to:

· Insert a section break (4)
· Add a watermark to a document (4)
· Clearly labelled print screens (2*2)

	12
	

	
	Sub-total
	


	DOCUMENT 2 – Poster Advertisement

	Graphics
· Format the page colour to mid/dark green. (0.5)
· Insert a page border.  Choose an appropriate art style. (0.5)
· Insert a shape of a rectangle where shown. Format the shape outline to none, colour fill orange.  Format shape to width and position as shown (0.5*3)
· Use wordart to insert text ‘MI FUN RUN’.  Format colour to dark green and the outline to white.  Position where shown in front of rectangle. (0.5*2)
· Insert a clipart image of ‘running’ similar to the example. Resize and position as shown. (0.5*2)
· Make copy of running image.  Format and place as shown (1)
· Insert the picture ‘Exterior 2’ from the folder ‘MI photos’. (1) Resize and position as shown. (0.5)
· Use wordart to insert text ‘Friday 11th April 2014’.  Format colour to white and the outline to dark orange.  Apply a shadow effect and position where shown. (0.5*4)
· Insert a clipart picture of ‘running’ similar to the example.  Resize and position as shown.  (0.5*2)
· Insert a text box, add and centre the text ‘Proceeds in aid of NSPCC’.  Format to ‘Cooper Black’, size 28 and shadow effect. (0.5*3)
· Format the textbox to no fill, no outline. (0.5)
	12
	

	
	Sub-total
	

	Print Features
· Print the following copies of the Festival poster:

· A4 copy. (3)
· A4 copy, 2 copies per sheet. (5)
· Open and print the following documents:
· Agenda (4)
· Agenda and Help (4)
	16
	

	
	Sub-total
	

	File Management Skills

	· Created a new folder named Agenda. (2)
· Agenda folder copied and renamed Poster. (2)
·  ‘Agenda’ and Agenda and Help’ documents copied into folder ‘Agenda’. (2)
· ‘MI Fun Run’ document copied into folder ‘Poster’. (2)
· MI Fun Run Poster saved as a HTML document. (2)
· Formatted folder ‘Poster’ to show details for all files. File size for HTML document identified correctly. (2)
· Use of search facility in Explorer to find all files in ‘MI Photo’s’ folder that have a Small file size.  Identify the filenames below:
· Exterior3.png (4)

	16
	

	· 
	Sub-total
	

	

	Total Mark
	72
	

	To Transfer to Exam Marking Sheet, Divide by 2 for each section.
	36
	



[image: image1.png]