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Appendix B: Marking criteria for centre assessment 

These qualifications are combined Level 1/2, therefore, the marking criteria for the centre assessed units span both levels. 

Unit R002: Using ICT to create business solutions

Marking criteria guidance 

0 marks must be given where there is no evidence or no evidence worthy of credit. 

A range of marks is allocated to each learning outcome.  Where marks are allocated to a number of statements within a learning outcome, marks should be 
awarded using a ‘best fit’ approach. For each of the learning outcomes, one of the descriptors provided in the mark scheme that most closely describes the 
quality of the work being marked should be selected. Marking should be positive, rewarding achievement rather than penalising failure or omissions. The 
award of marks must be directly related to the marking criteria. 

� Each band descriptor covers all the relevant content for the learning outcomes. 

� The descriptors should be read and applied as a whole. 

� Make a best fit match between the answer and the band descriptors. 

� An answer does not have to meet all of the requirements of a band descriptor before being placed in that band. It will be placed in a particular band 
when it meets more of the requirements of that band than it meets the requirements of other bands. 

When deciding the mark within a band, the following criteria should be applied: 

� the extent to which the statements within the band have been achieved. 



68 © OCR 2011 
OCR Cambridge Nationals in ICT 

For example: 

� an answer that convincingly meets nearly all of the requirements of a band descriptor should be placed at or near the top of that band. Where the 
learner’s work convincingly meets the statement, the highest mark should be awarded 

� an answer that meets many of the requirements of the band descriptor should be placed in the middle of the band.  Where the learner’s work 
adequately meets the statement, the most appropriate mark in the middle range should be awarded 

� if an answer is on the border-line between two bands but it is decided that it fits better the descriptors for the lower of these two bands, then it should 
be placed near the top of that band. Where the learner’s work just meets the statement, the lowest mark should be awarded. 

When learners are taking an assessment task, or series of tasks, for this unit they will be able to use relevant, appropriate knowledge, understanding and 
skills that they will have developed through the mandatory units R001 and R002.  

For a description of the key words in the marking criteria, please see the Marking criteria glossary of terms in Appendix C.

Marking criteria grid 
LO1: Be able to use techniques to search for, store and share information  

MB1: 1 - 6 marks MB2: 7 - 11 marks MB3: 12 - 15 marks 
Produces a basic system to store electronic files, 
in which 

o some folders have meaningful names 
o some files are saved in an appropriate file 

type with meaningful names 
o some files are stored logically within the 

folder structure. 

Demonstrates a limited understanding of the 
most common tools and features of email 
software.

Produces a sound system to store electronic 
information, in which 
o most folders have meaningful names 
o most files are saved in an appropriate file 

type with meaningful names 
o most files are stored logically within the 

folder structure. 

Demonstrates a sound understanding of the most 
common tools and features of email and some 
understanding of the more advanced features of 
email software. Demonstrates some awareness 
of email etiquette. 

Produces a well structured, logical system to store 
electronic information, in which 

o all folders have meaningful names  
o all files are saved in an appropriate file 

type with meaningful names and, where 
appropriate, versions of file(s) are clearly 
identified

o all files are stored logically within the 
folder structure. 

Demonstrates a thorough understanding of the 
common and advanced tools and features of 
email software. Demonstrates a thorough
understanding of email etiquette. 
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Enters basic search criteria into a search engine 
to find appropriate information which partly 
meets the specified requirements, and records 
limited information on the Copyright holder(s) of 
the information found. 

Enters sound search criteria into a search engine 
to find appropriate information which largely 
meets the specified requirements, and records the 
Copyright holder(s) of the information found with 
some accuracy but not all the required details. 

Enters effective search criteria into a search 
engine to find appropriate information, which fully 
meets the specified requirements, and records the 
Copyright holder(s) of the information found 
accurately and thoroughly.

LO2: Be able to select and use software to handle data 
MB1: 1 - 6 marks MB2: 7 - 11 marks MB3: 12 - 15 marks 

Creates a spreadsheet or database importing 
data with some accuracy which meets some of 
the specified requirements. 

Edits and manipulates data with some accuracy
and provides some relevant information to meet 
particular purposes. 

The choice of data-handling software used is of 
limited appropriateness to the audience and 
purpose.

Creates a spreadsheet or database importing 
data mostly accurately which meets most of the 
specified requirements. 

Edits and manipulates data mostly accurately
and provides mostly relevant information to meet 
particular purposes. 

The choice of data-handling software used is of 
sound appropriateness to the audience and 
purpose.

Creates a spreadsheet or database importing 
data with complete accuracy which fully meets 
the specified requirements. 

Edits and manipulates data with complete
accuracy and provides wholly relevant
information to meet particular purposes. 

The choice of data-handling software used is 
wholly appropriate to the audience and purpose. 

LO3: Be able to select and use software to communicate information for a business purpose  
MB1: 1 - 3 marks MB2: 4 - 6 marks MB3: 7 - 9 marks 

Creates a limited range of file types, sometimes 
selecting the appropriate medium for the type of 
communication.

Uses some tools and facilities in each type of 
software with limited effectiveness to meet some
of the specified requirements. 

Creates a range of file types, mostly selecting 
the appropriate medium for the type of 
communication.

Uses the tools and facilities in each type of 
software with sound effectiveness to meet most
of the specified requirements. 

Creates a range of file types, in each case 
selecting the appropriate medium for the type of 
communication.

Uses the tools and facilities in each type of 
software effectively to meet all of the specified 
requirements.

MB1: 1 - 2 marks MB2: 3 - 4 marks MB3: 5 - 6 marks 
Includes content, some of which meets the 
specified requirements and has limited suitability 
for the target audience. Errors may be intrusive 
and likely to impact significantly on the meaning of 
the content. 

Includes content, most of which meets the 
specified requirements and is mostly suitable for 
the target audience. Occasional errors will not  
affect the overall meaning. 

Includes content that fully meets the specified 
requirements and is wholly suitable for the target 
audience. Few, if any, errors in spelling, 
punctuation and grammar. 
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LO4: Be able to use software tools to format information
MB1: 1 - 6 marks MB2: 7 - 11 marks MB3: 12 - 15 marks 

Makes basic use of formatting tools, there may 
be limited consistency in their use.  

The basic application of formatting tools has 
limited impact on the overall appearance of the 
document and ease with which information can be 
read.

Requires support to enhance the appearance of 
the output. 

Makes sound use of formatting tools and in most 
cases applies them consistently. 

The sound application of formatting tools results 
in some enhancement of the overall appearance 
of the document and improves the ease with 
which information can be read. 

Works with only occasional support to enhance 
the appearance of the output. 

Makes effective use of formatting tools and 
applies them consistently. 

The application of formatting tools thoroughly 
enhances the overall appearance of the document 
and means the information is consistently clear
and easy to read. 

Works independently to enhance the 
appearance of the output. 

Assessment guidance 

Learners must be provided with access to an appropriate range of software that fully meets the requirements of this unit when they are taking their 
assessment.  Learners must have access to a range of software as they must make their own decisions as to the choice of software and the techniques to 
be used when carrying out activities to generate assessment evidence. For example learners should have access to both word processing and desk top 
publishing software and must be free to choose for themselves the most appropriate software to use in order to format/create documents which meet a 
specified purpose. Learners must also make their own decisions when formatting/creating content. For example learners must start with blank documents 
and then choose an appropriate layout as well as the techniques they will use to import, create and edit content - using wizards will not be appropriate.  
Similarly, this will apply to their use of spreadsheets and databases. 


