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Sample Paper:	P000288 

NCFE Functional Skills Qualification in ICT at Level 1 – (600/0030/2)

Time Allowed: 		2 hours (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 30 minutes for Part A and 90 minutes 
(1.5 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. 

Where requested in this document, write your answers in the spaces provided. Make sure that your writing is easy to read.

You will be given time to produce printouts at the end of the assessment. Make sure you print out all your work then, not during 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 

For Examiner use only:
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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 email 
	3
	10
	30

	
	
	Activity B: Find information from the Internet
	8
	20
	

	Part B
	2
	Work on financial data
	20
	45
	90

	
	3
	Create a flyer
	14
	30
	

	
	4
	Answer written questions
	5
	15
	

	
	
	50
	120
	120




Evidence you need to produce:
	
A box like this appears at the end of each activity. It 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.


Please indicate how many pages have been attached to your assessment.






[image: ]Assessment Scenario


Your friend Mike wants to start a new business as a window cleaner. He has asked for your help with some IT tasks. 

You will need to search for some information on the internet. He also wants you to work on some data for him, and to create a flyer to advertise his new business. 






Part A: you have 30 minutes to complete this section. 

Question 1
Activity A:	Receive email 
Suggested time: 10 minutes					       Marks available: 3

You have been sent an email by your friend Mike. 
Follow the instructions in the email. 

Produce a screen shot showing the text of the email and another showing the saved file.

	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: 20 minutes					       Marks available: 8

Mike sent you a text message:

I want to set up a website for my new business. I have been told I need to find a company who will “host” my website. I don’t understand what “web hosting” is. Can you help?
	
Use the internet to find:
· what web hosting is
· the website address of a company who offer a web hosting service
· how much the company charge for web hosting.

Create a document to hold the information you find. Enter into it:
· the information that you find
· the address of the website(s) where you found the information
· the search words you used to find it.

Remember to save all your work.

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





Part B: you have 90 minutes (1.5 hours) to complete this section.

You must not attempt to use email or the Internet in this section.

Question 2:	Work on financial data
Suggested time: 45 minutes					     Marks available: 20

Your friend needs to work out the costs and income for his new business in the first year. He wants you to help him using your IT skills. 

Open the file called Forecast.xlsx – you will find this on your computer. 

You need to complete these tasks:

a. There is an error in the data. The number of customers for December should be 285, not 2285. 

b. Use the facilities on your software application to work out and display:

· the total business costs each month
· the business income each month. Business income each month equals the number of customers multiplied by the average cost of a window clean
· the total business costs and total business income for the year.
 
c. Make the titles stand out from the other information. Make sure that all information can be read. Format money values as currency (£).

d. Use a highlight, or some other means, to indicate the first month in which business income is more than business costs.

e. Create a fully labelled chart showing the business income each month. 

Remember to save your work.

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






Question 3: Create a flyer
Suggested time: 30 minutes					     Marks available: 14

Your friend wants a flyer to advertise his new business. He has started work on this himself in the file called Flyer.docx 

Open the file called Flyer.docx and finish the flyer. You will find this on your computer. 

Your friend wants the flyer to:
· be on one A4 page
· advertise window cleaning at £15
· include his contact details:
Cleaner Windows Ltd.
Telephone: 07189 6615243
Email: mike@mikecleanswindows.co.uk 
· include the website address www.mikecleanswindows.co.uk 
· make good use of the image in the document.

Your flyer should:
· be fit for purpose as a flyer – the important information should stand out
· be easy to read
· be free of errors
· have a footer to the flyer containing your name and candidate number. 

Remember to save your work.

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







Question 4:	Answer written questions 
Suggested time: 15 minutes					       Marks available: 5

a. Your friend wants to set up a database to hold customer details. 

Here is an example of the data the database must hold.

	Customer number
	First Name
	Last Name
	Address
	Telephone

	1
	Jim
	Jones
	11 High Street
	0776996354211

	2
	Fred
	Jacobs
	Smallville
	01998 2342342

	3
	John
	Smith
	12 The Marches
	-

	4
	Sarah
	Brown
	Smallville
	01998 2348871



			What data type should be used for the Telephone field and why?          2 marks
	

	

	

	

	






b. You start to look at a webpage when this opens.

What action should you take? Explain your answer.                               3 marks
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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.
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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@ WARNING! You may have critical errors on your PC.

This wizard will elp you mprove the performance of your PC by removing critical system errors which may
cause frequent application crashes, nstabilty or slow computer speeds,

To continue by scanning your computer for criical ervors, cick "Next” below.
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