NATIONAL 5 AIT ASSIGNMENT

M Nicolson’s Notes – in no particular order


1 Comments left on printouts – lose one mark across whole paper.
2 Logo must be the same throughout assignment.
3 Date Formats – accept anything except – ‘the 5th of May’.
4 Must include 2014 eg in Agenda task.
5 Time Formats – accept anything except – a.m. or p.m.
6 Text Formatting – size, underline, shade, centre, bold, italics, colour, bullets, alignment.
7 Graphics – must not be clipped or cover any data.
8 No space in telephone number.
9 E-diary – as per verification – print as instructed (weekly) but if unable to read (truncation) print separate copies of entries to show full entry or no keyboarding marks.
10 Emails – subject heading must be appropriate eg Parking at SECC.
11 There must be an Opening (Hi), Closing (Regards) and the Candidate Name.  Message must make sense.
12 Must have evidence the email was sent.
13 If candidate copied Cost of Parking from Internet there was a keyboarding error – Hours – expected to change – testing Problem Solving Skills.
14 Mail Merge – asked to use the Query in Task 11a.  If fields missing in Task 11a and then used in Mail Merge candidate loses 3 Mail Merge marks (did not use the Query).
15 Letter – candidates expected to change font – must be consistent font – testing Problem Solving Skills.
16 Databases – must have TITLE, First Name and Surname.
17 Databases – Form – okay to have subform.
18 Spreadsheets – when adding pupils can only use + for 2 adjacent cells.  Must not use SUM in subtraction, multiplication and division – even if formula works.
19 IF statement must contain both conditions – Do Not Accept - =IF(D4>500,D4*10%) – even if this works.
20 Powerpoint – most pupils lost marks for spacing in Slides 4 and 5 (Must use same layout as Slides 1 and 2.
21 Do not accept Brown/White should be Brown/white.
22 Business Card – must mention shop and outside catering – very few have this.
23 Customer Survey Form – must enhance heading and must use full page.

THEORY QUESTIONS

All answers at N5 must be from the employer’s point of view – even if it doesn’t say this eg The organisation must   or     The employer will produce a Customer Care Policy which they will give to employees.
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