Key Skills – Information and Communication Technology – Level 2
	ICT2.1 Search for and select information to meet your needs
	Completed

	ICT2.1.1
	Select information that is relevant to your task
· What do you need? - Assignment brief with your notes

· Use of multiple search criteria? – Print out search results including search terms.

· Where have you found the information? – Print outs of web sites, original file lists, photocopies of reading lists or articles.

· What information have you selected and why? – Write comments; highlight source documents.

You must make sure that overall in your portfolio you have used at least one ICT based source of information and one non-ICT based source.


	

	ICT2.2 Enter and develop the information to suit the task and derive new information
	

	ICT2.2.1
	Enter information using formats that help development, e.g.

· Make sure that fonts are the right size 

· Fonts must be easily readable 

· Numbers formatted to the appropriate decimal places/as %/as Currency 

· Formulae used for calculations 

· Paragraphs, margins, tables used as appropriate
· Images are resized, cropped, relocated, etc. to meet the purpose.
All this can be evidenced by print-outs


	

	ICT2.2.2
	Develop information and derive new information as appropriate, e.g.
· Draw conclusions using the information you have gathered – print-outs of notes and draft write-ups 

· Analyse any numerical data and carry out calculations – print-outs showing formulae and functions used 

· Develop images further by carrying out major changes – print-outs showing editing, cropping, etc.

	

	ICT2.3 Present combined information such as text with image, text with number, image with number.  Overall in your portfolio you need to have at least one example of text, one of number and one of image.  
	

	ICT2.3.1
	Develop the presentation so that the final outcome is accurate and shows consistent use of formats.
· Print out of drafts showing progress, e.g. first draft, second draft, final version after spell check

· Formatting must be consistent –alignments, indentation, no mixed fonts


	

	ICT2.3.2
	Use layout appropriate to the types of information – use standard format styles, e.g.
· Letter 

· Essay 

· Formal report 

· Invoice

· Presentation 

· Tables where appropriate 

· Spreadsheets 

· Database reports

	

	Your portfolio also needs to include an example of purposeful use of e-mail
· Print out of e-mail related to the assignment.

	


