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Sample Paper:	P000267  

NCFE Functional Skills Qualification in ICT at Level 2 – (600/0139/2)

Time Allowed:  2 hours 30 minutes (15 minutes additional time is allowed for printing).

This assessment is in two parts: Part A and Part B. In Part A you will have access to the Internet and will be able to search and obtain information. In Part B you will not have access to the Internet. You have 45 minutes for Part A and 105 minutes (1¾ hours) for Part B.









For this external assessment you’ll need:

· a computer with internet connection
· access to a hard disk to save your work
· pen or pencil and paper for rough notes

Read each task and data file carefully and attempt all 4 questions. 

You must save all your work in named files. Give each file a name that indicates clearly what it contains. 

Make sure you print out all your work at the end of the assessment. Hand this paper and all printouts to the invigilator, as instructed.

DO NOT TURN OVER UNTIL YOU ARE INSTRUCTED TO DO SO BY THE INVIGILATOR
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Assessment tasks
You will be assessed on your ability to use Information and Communication Technology (ICT) in the following three skill areas:
· Using ICT systems
· Finding and selecting information
· Developing, presenting and communicating information 
It will help you to read through each of the tasks before starting them.

	
	Question
	Task description
	Marks
	Suggested Time
(minutes)
	Total
Time
(minutes)

	Part A
	1
	Activity A: Receive and send email
	9
	15
	
45

	
	
	Activity B: Find information from the Internet
	9
	25
	

	
	
	Activity C: Organise files 
	3
	5
	

	Part B
	2
	Create a poster
	14
	40
	105

	
	3
	Work with data
	19
	50
	

	
	4
	Answer written questions
	6
	15
	

	
	
	60
	150
	150



Evidence you need to produce:
	A box like this appears at the end of each activity and tells you what evidence you need to produce for the activity. Tick the small box by each item, as shown here, as you complete each piece of work.
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Please indicate how many pages have been attached to your assessment.




Assessment Scenario
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You are helping out in the office of a local factory, Premier Widgets. 
The manager there, Mr. Shearer, needs your help with some IT tasks. 

Part A: you have 45 minutes to complete this section. 

Question 1
Activity A:	Receive and send email 
Suggested time: 15 minutes					       Marks available: 9

Mr Shearer, the Production Manager, has sent you an email with the subject: Thanks 
Read the email and then complete these tasks:
a. Prepare the email Mr. Shearer asks for. Produce a screenshot of your completed email. You do not need to send the email.

b. Produce a screenshot of the agenda with the information you have added.

c. Add Mr. Shearer’s details to your email contacts. Produce a screenshot of the email contact entry you add.

	What you need to produce for this task:
A file containing the screenshot images, saved on your computer. 
Make sure the screenshots are easy to read.




Activity B:	Find information from the Internet 
Suggested time: 25 minutes					       Marks available: 9

Mr. Shearer has sent you an email with the subject: Internet 
Follow the instructions in the email.
Create a document to hold the information you find. Enter into it:
· the information that you found
· the search words you used to find it
· a screenshot showing the bookmark you created.

Remember to save all your work.

	What you need to produce for this task:
A file containing the screenshot images, saved on your computer. 
Make sure the screenshots are easy to read.




Activity C: Organise files  
Suggested time: 5 minutes					       Marks available: 3

In your job you may need to work with spreadsheets and presentations. 

Create folders on your computer so that you can store and easily find the different kinds of file.

Take screenshot(s) showing the folders you have created. 

	What you need to produce for this task:
A file containing the screenshot images, saved on your computer. 
Make sure the screenshots are easy to read.





Part B: you have 1¾ hours (105 minutes) to complete this section. 
You must not attempt to use email or the Internet in this section.

Question 2:	Create a poster 
Suggested time: 40 minutes					     Marks available: 14

Mr. Shearer started working on a poster telling workers about component defects and how to avoid them. He wants you to finish it.

A “component defect” is the name used when a component is not made correctly and has to be scrapped. Each component defect costs the company money, because they have made something they can’t use or sell.

Mr. Shearer wants to put the poster on the factory wall. 

Open the file called Poster.docx – you will find this on your computer.

The poster should:
· be titled: “Make Premier Widgets a defect-free zone”
· include Mr. Shearer’s contact details. 

The poster should also:
· be fit for purpose – as a poster, it should draw people’s attention
· use text boxes or shapes to make it more attractive
· be on one A4 page, in landscape orientation
· be easy to read
· be free of errors.

Remember to save your work.

	What you need to produce for this task:
The poster that you have produced, saved to your computer.



Question 3:	Work with data
Suggested time: 50 minutes					     Marks available: 19

Mr Shearer wants you to work on last week’s component defect data. 

The data is in a file called Defects.xlsx on your computer. It shows how many defects there were for each type of component. For example, there were 11 defective widgets on Monday.

a. Open Defects.xlsx and use the facilities in your application to work out and display:
· the number of defects for each component over the week
· the total number of defects for each day of the week
· the average number of defects per day for each component.

b. Use the formatting facilities on your software application to highlight all the data for the day with the highest number of total defects. 

c. The table below shows the cost of each defective component. For example, it shows that each defective widget costs the company £12.40. Add the data in the table to the defects data and use it to calculate the total cost to the company of all the defects last week.

	Component
	Cost per defect (£)

	Angles
	0.12

	Bushes
	0.31

	CoCasings
	0.97

	Joints
	1.25

	Nuts
	0.15

	Bolts
	0.15

	Widgets
	12.40



d. Mr. Shearer wants to see how the number of defects varied over the week. Create a fully labelled chart showing the total defects each day. 

Remember to save your work.

	What you need to produce for this task:
The data containing the required calculations and chart, saved to your computer.





[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Question 4:	Answer written questions 
Suggested time: 15 minutes				        	       Marks available: 6

Mr. Shearer has some questions about ICT he needs your help with. 
Here are Mr. Shearer’s questions:

a. The Premier Widget Company plans to begin using a database to hold customer orders. 

Which features make a database suitable for this kind of application?   2 marks
	

	

	

	

	



b. A message keeps popping up on my new PC which says I don’t have anti-virus software installed. It’s true that I don’t. 

What should I do? Explain your answer. 					  2 marks 
	

	

	

	

	




c. I have some more ideas for the poster. Suggest two ways we could work together on the poster using the Internet.					  2 marks
	

	

	

	

	





The assessment is over.

	Print all the files that you have created for Questions 1 to 4.

Print out a screenshot showing the files you have saved on your computer. 
Make sure the screenshot is easy to read.

Print out any documents you have created during the assessment.

If you have made use of a spreadsheet application, make sure that the
printouts display the gridlines with row and column headings.

You must also produce a printout showing any formulas that were used. Ask your invigilator for help if you do not know how to do this. 

Write the following information at the bottom of each printed page:
· the name of the file
· your name
· your candidate number. 
Only pages that contain this information in full will be marked.



Give this paper and all your printouts to the invigilator.
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