Skills Audit 

These are the skills required for you to achieve an excellent pass mark for your OCR National ICT Unit 1 Portfolio. Please complete the skills check list to show what you are confident about being able to do, what you might need some extra guidance or a reminder of and what you have no idea about. This will help your teacher provide you with personal help as you complete your OCR National in ICT (Unit 1). It will also show you the skills you need to improve to achieve a high grade in this unit. 

File Management 

	Skill
	Confident 
	Might need some extra guidance 
	No idea! 

	Create new folders to put files in and give them suitable names
	
	
	

	Open existing files
	
	
	

	Create short cuts to folders
	
	
	

	Password protect files
	
	
	

	Back up files in another location e.g. on a memory stick
	
	
	

	Delete, copy and move files and folders 
	
	
	

	Use the search facility within the operating system software
	
	
	

	
	
	
	


Internet – Using a web browser

	Skill
	Confident 
	Might need some extra guidance 
	No idea! 

	Use a search engine to search for information 
	
	
	

	Copy and paste web site addresses 
	
	
	

	Find information on a CD-ROM e.g. Encarta and copy and paste information from it
	
	
	

	Use advanced search criteria e.g. AND, OR, NOT
	
	
	

	Comment on the trustworthiness/validity/date of your sources
	
	
	

	Add web sites to your favourites
	
	
	

	Get images that are copyright free
	
	
	


Email

	Skill
	Confident 
	Might need some extra guidance 
	No idea! 

	Receive an email
	
	
	

	Send an email to an individual
	
	
	

	Send an email to two people
	
	
	

	Send an email to a group of people 
	
	
	

	Send an email with an attachment 
	
	
	

	Send an email with a carbon copy
	
	
	

	Send an email with a blind carbon copy
	
	
	

	Set the priority level of an email
	
	
	

	Use folders to store email attachments
	
	
	


Spreadsheet Software

	Skill
	Confident 
	Might need some extra guidance 
	No idea! 

	Enter, cut, copy, paste and move text data
	
	
	

	Format cells to match data types
	
	
	

	Insert/delete rows and columns

	
	
	

	Format borders and shading
	
	
	

	Print a spreadsheet
	
	
	

	Show the formulas in a spreadsheet
	
	
	

	Password protect a spreadsheet
	
	
	

	Use headers and footers
	
	
	

	Print selected areas
	
	
	


Database software

	Skill
	Confident 
	Might need some extra guidance 
	No idea! 

	Add a record to a database
	
	
	

	Change records in a database
	
	
	

	Delete records from a database
	
	
	

	Create a query within a database 
	
	
	

	Create a report within a database
	
	
	


Word Processing & DTP software

	Skill
	Confident 
	Might need some extra guidance 
	No idea! 

	Enter, cut, copy, paste and move text

	
	
	

	Use page formatting features to include:



· Headers and footers


· Margins



· Page breaks



· Page numbering


· Alignment



· Line spacing



· Text boxes


· Columns
	
	
	

	Use paragraph formatting features to include:

· Alignment



· Bullets and numbering



· Tabs




· Indents
	
	
	

	Format text using:

· Font type and size


· Bold, underline and italics
· Colour
	
	
	

	Create select and insert components:

· Images



· Lines and simple shapes
	
	
	

	Use image/ objects:

· Position 



· Crop

· Resize 

· Group and ungroup 

· Text wrapping




· Borders

	
	
	

	Use spelling and grammar checks
	
	
	

	Use mail merge
	
	
	

	Apply a consistent house style
	
	
	

	Import clip art
	
	
	

	Import images from a digital camera
	
	
	

	Import images from a scanner
	
	
	

	Insert graphs from a spreadsheet 
	
	
	

	Import images from a web page
	
	
	

	Insert fields such as date and document informaiton
	
	
	


Art Work Software
	Skill
	Confident 
	Might need some extra guidance 
	No idea! 

	· Select and capture images

· Use a scanner



· Download images from the internet

· Use clipart and library images
· Use a digital camera and download images
	
	
	

	· Modify images

· Group and ungroup


· Cut, paste, crop, trim and resize
· Align and rotate

	
	
	


Presentation software

	Skill
	Confident 
	Might need some extra guidance 
	No idea! 

	Use colour schemes
	
	
	

	Use master slides
	
	
	

	Use slide formatting features




· Frames



· Alignment



· Line spacing

· Bullet points
	
	
	

	Create, select and insert components:

· Text





· Images




· Sound





· Lines and simple shapes

· Hyperlinks

	
	
	

	Use images/objects

· Position




· Crop




· Resize

· Group and ungroup 

· text wrapping




· borders

· animate

	
	
	

	Create slide transitions

	
	
	

	Produce handouts and speaker notes
	
	
	





