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Introduction

TheLevel 2Diplomain IT User Skillgualificationare suitable for a wide range of learners
and allow for flexibility and choice of wunit

The awardingrganisatiorfor this qualification is ProQualwarding Body and the

regulatory body is the Office of Qualifications and Examinations Regulation (Ofg@jbal).
specification for tls qualification has been approved by thiéelsh Governmenfor use by
centres in Wales and by the Council for the CurdcuExaminations and Assessment (CCEA)
for use by centres in Northern Ireland.

The qualification habeen accredited onto th&®egulatedQualifications FrameworlRQF)

Qualification Profile
Level 2 Diploma in IT User Skills

Qualification title ProQual Level Diplomain IT User Skills
Ofqualqualificationnumber 601/3441/0

Level 2
Total qualification time 380 hours
Guided learning hours 280
Pass or fail
Assessment Internally assessed and verified by centre staff
External quality assurance by ProQual verifiers
Quialification start date 1/7/2014

Quialification end date

Entry Requirements

There are no formal entry requirements for this qualification.

Centres should carry out anitial assessmenbf candidate skills and knowledge to identify
any gaps and help plan the assessment.
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Qualification Structure

To achieve the qualification candidates must achigweinimum of38 credits:
1 16 creditsmust be achievedrom the Mandatory Unitsin GroupA,; plus,
1 a minimum of22 creditsfrom the Optional Units in GroupB

A minimum of 21 credits must be at level 2. Units with the same title at different levels
are barred.

Group AMandatory Units
J/502/4156 | Improving Productivity Using IT 2 4 30
M/503/0498 | Understanding the potential of IT 2 8 70
T/503/0499 | Developing personal and team effectiveness using 1] 2 4 30
Group B Optionalnits ¢ a minimum of 22 credits
K/502/4389 | Audio Software 1 2 15
D/502/4390 | Audio Software 2 3 20
H/502/4391 | Audio Software 3 4 30
A/502/4395 | Bespoke Software 1 2 15
F/502/4396 | Bespoke Software 2 3 20
J/502/4397 | Bespoke Software 3 4 30
F/502/4401 | Computerised Accounting Software 1 2 15
J/502/4402 | Computerised Accounting Software 2 3 20
L/502/4403 | Computerised Accounting Software 3 5 35
D/502/4292 | IT Communication Fundamentals 2 2 15
Y/502/4291 | IT Communication Fundamentals 1 2 15
A/502/4378 | Using Collaborative Technologies 1 3 20
F/502/4379 | Using Collaborative Technologies 2 4 30
T/502/4380 | Using Collaborative Technologies 3 6 45
H/502/4553 | Database Software 1 3 20
M/502/4555 | Database Software 2 4 30
T/502/4556 | DatabaseSoftware 3 6 45
F/502/4558 | Data Management Software 1 2 15
J/502/4559 | Data Management Software 2 3 20
A/502/4560 | Data Management Software 3 4 30
Y/502/4565 | Desktop Publishing Software 1 3 20
D/502/4566 | Desktop Publishing Software 2 4 30
H/502/4567 | Desktop Publishing Software 3 5 40
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Group B OptionalUnits ¢ a minimum of 22 credits

J/502/4609 | Drawing and Planning Software 1 2 15
A/502/4610 | Drawing and Planning Software 2 3 20
F/502/4611 | Drawing and Planning Software 3 4 30
M/502/4572 | Design Software 1 3 20
T/502/4573 | Design Software 2 4 30
A/502/4574 | Design Software 3 5 40
J/502/4299 | Using Email 1 2 15
M/502/4300 | Using Email 2 3 20
T/502/4301 | Using Email 3 3 20
J/502/4612 | Imaging Software 1 3 20
L/502/4613 | Imaging Software 2 4 30
R/502/4614 | Imaging Software 3 5 40
T/502/4296 | Using the Internet 1 3 20
A/502/4297 | Using the Internet 2 4 30
F/502/4298 | Using the Internet 3 5 40
R/502/4256 | IT Security for Users 1 1 10
Y/502/4257 | IT Security for Users 2 2 15
D/502/4258 | IT Security for Users 3 3 20
H/502/4374 | Using Mobile IT Devices 1 2 15
K/502/4375 | Using Mobile IT Devices 2 2 15
Y/502/4615 | Multimedia Software 1 3 20
D/502/4616 | Multimedia Software 2 4 30
H/502/4617 | Multimedia Software 3 6 45
D/502/4244 | Optimise IT System Performance 1 2 15
H/502/4245 | Optimise IT System Performance 2 4 30
K/502/4246 | Optimise IT System Performance 3 5 40
Y/502/4369 | Personal Information Management Software 1 2 15
L/502/4370 | Personal Information Management Software 2 2 15
K/502/4618 | Project Management Software 1 3 20
M/502/4619 | Project Management Software 2 4 30
H/502/4620 | Project Management Software 3 5 40
K/502/4621 | Presentation Software 1 3 20
M/502/4622 | Presentation Software 2 4 30
T/502/4623 | Presentation Software 3 6 45
H/502/9154 | Internet Safety for IT users 1 3 20
L/502/4384 | IT Software Fundamentals 1 3 20
R/502/4385 | IT Software Fundamentals 2 3 20
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Group B OptionalUnits ¢ a minimum of 22 credits

Y/502/4209 | Set Up an IT System 1 3 20
L/502/4210 | Set Up an IT System 2 4 30
R/502/4211 | Set Up an IT System 3 5 40
L/502/4398 | Specialist Software 1 2 15
R/502/4399 | Specialist Software 2 3 20
A/502/4400 | Specialist Software 3 4 30
A/502/4624 | Spreadsheet Software 1 3 20
F/502/4625 | Spreadsheet Software 2 4 30
J/502/4626 | Spreadsheet Software 3 6 45
J/502/4206 | IT User Fundamentals 1 3 20
L/502/4207 | IT UselFundamentals 2 3 20
L/502/4627 | Word Processing Software 1 3 20
R/502/4628 | Word Processing Software 2 4 30
Y/502/4629 | Word Processing Software 3 6 45
L/502/4630 | Website Software 1 3 20
R/502/4631 | Website Software 2 4 30
Y/502/4632 | Website Software 3 5 40

ProQual, November 2017
Level 2 Diploma in IT User Skills




Centre Requirements

Centres must be approved to offer this qualificatidhyour centre is not approved please
complete and submit fornfProQual Additional Qualification Approvaipplication.

Staff
Staff delivering this qualification must be appropriately qualified and/or occupationally
competent.

Assessors/Internal Quality Assurance

For each competenebased unit centres must be able to provide at least one assessor and
one internalquality assuraceverifier who are suitably qualified for the specific
occupational area. Assessors and intemadlity assuranceerifiers for competencdased
units or qualifications will normally need to hold appropriate assessor or verifier
gualifications, such as

Award in Assessing Competence in the Work Environment

Award in Assessing Vocationally Related Achievement

Certificate in Assessing Vocational Achievement

Award in the Internal Quality Assurance of Assessment Processes and Practices
Certificate inLeading the Internal Quality Assurance of Assessment Processes and
Practices

= =4 -4 4 A

Support for Candidates
Materials produced by centres to suppadndidateshould:

1 enable them to track their achievements as they progress through the learning

outcomes andassessment criteria;

provide information on where ProQual’'s po
provide a means of enabling Internal and External Quality Assurance staff to

authenticate evidence

1
il

Links to National Standards / NOS mapping

NationalOccupational Standards (NOS) are owned by a Sector Skills Council or Standard
Setting Body and they describe the skills, knowledge and understanding needed to
undertake a particular task or jadt different levels of competence.

The structure and units dhis qualification are based ddOSor IT users developed by e
Skills-the sector standards setting body for IT skills
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Assessment

Assessment is the process of measuring a
against the standards set in the qualification.

The qualificatiormust be assessduly an appropriately experienced and qualified assessor.
Assessment methods for this qualification can be any of the following:

Coursework, assessment, Multiple Choice Examination, Oral Examination, Portfolio
of Evidence, Practical Demonstration/Assigamt) Practical Examination

Centres should contact ProQual if they wish to use oral or practical examinations as the
method of assessment, all such examinations must be approved by ProQual prior to their
use.

Evidence can include: observation reparby assessor

- assignments/projects/reports

- professional discussion

- witness testimony

- candidate product

- worksheets

- record of oral and written questioning

- Recognition of Prior Learning

Learning outcomeset out what a candidate is expected to know, understand or be able to
do. Assessment criteri@pecifythe standard acandidatemust meet to show the learning
outcome has beeachieval.

Learning outomesand assessment criteria can be found from pa@e 1

Internal Quality Assurance

An internalquality assuranceerifier confirms that assessment decisions made in centres
are made by competent and qualified assessors, that they are the result of sound and fair
assessment practice and that they are reseul accurately and appropriately.
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Adjustments to Assessment

Adjustments to standard assessment arrangements are made on the individual needs of
candidates. ProQuals Reasonable Adjustments Polieyde&Special Consideration Polssts
out the steps to follow when implementing reasonable adjustments and special
considerations and the service that ProQual provides for some of these arrangements.

Centres should contact ProQual further information or queries atiut the contents othe
policy.

Results Enquiries and Appeals

All enquiries relating to assessment or other decisions should be dealt with by centres, with
reference to ProQual’'s Enquiries and Appeal s

Certification

Candidates who achieve the requireckedits for qualifications will be awarded:

1 A certificate listing all units achieved with their related credit vakrd
1 A certificate giving the full qualification title

ProQual LeveR Diplomain IT User Skills

Claiming certificates

Centres may claim certificates for candidates who have been registered with ProQual and
who have successfully achieved tfeguired number of credits for a qualificatiorAll
certificates will be issued to the centre for successful candidates.

Unit certificates

If a candidate does not achieve all of the units/credits required for a qualification, the centre
may claim a unit certificate for the candidate which will list all of the units/credits achieved.

Replacement certificates

If a replacement ertificate is required a request mtube made to ProQual in writing.
Replacement certificates are labelled as such and are only provided when the claim has
been authenticated. Refer to the Fee Schedule for details of charges for replacement
certificates.
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Learning Outcomes and Assessment Criteria

Unit J/502/4156

Improving Productivity Using IT

Learning Outcome The learner will:

1 Plan,selectanduseappropriatel T
systemsand softwarefor different
purposes

2 Reviewandadaptthe ongoinguseof
ITtoolsand systemgo makesure
that activitiesare successful
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Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

1.6

1.7

2.2

2.3

2.4

2.5

Describethe purposefor usinglT

Describethe methods,skillsandresources
requiredto completethe tasksuccessfully

Planhow to carryout tasksusingITto
achievethe requiredpurposeand outcome

Describeanyfactorsthat mayaffectthe
task

SelectanduselT systemsand software
applicationsto completeplannedtasksand
produceeffectiveoutcomes

Describenow the purposeandoutcomes
havebeenmet by the chosenIT systems
andsoftwareapplications

Describeanylegalor localguidelinesor
constraintsthat mayapplyto the taskor
activity

Reviewongoinguseof ITtoolsand
techniquesand changethe approachas
needed

Describewhetherthe ITtools selected
were appropriatefor the taskand purpose

Assesstrengthsandweaknessesf final
work

Describewvaysto makefurther
improvementsto work

Reviewoutcomesto makesurethey match
requirementsandarefit for purpose

10



Learning Outcome The learner will:

3 Developandtest solutionsto
improvethe ongoinguseof ITtools
andsystems
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Assessment CriterionThe learner can:

3.1  Reviewthe benefitsanddrawback=f IT
toolsandsystemaused,in termsof
productivity andefficiency

3.2 Describevaysto improveproductivityand
efficiency

3.3 Developsolutionsto improveown
productivityin usinglT

3.4 Testsolutionsto ensurethat they work as
intended
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Unit M/503/0498
Understanding the potential of IT

Learning Outcome Thelearner will: Assessment CriterionThe learner can:
1 understandthe impactof ITon 1.1 pescribethe potential of ITto improveinternal
business andexternalcommunications.

1.2 pescribethe potential of ITto improve
businesgprocesses

1.3 Describethe possiblepositiveand negative
impacton employeesof the deploymentof IT.

2 Understanchow newand 2.1 pescribethe benefitsof newtechnologieson
emergingtechnologiesan personaland socialcommunicationand
impactsocietyandthe individual. interaction.

2.2 Describehow ITcanimproveaccesgo
educationandgovernmentservices.

2.3 Describehow ITcanimproveaccesgo
productsandservices.

2.4 |dentify possibledrawbackf new
technologiedor individualsandsociety.

3 KnowhowITisbeingusedinan ~ 3-1  Describethe purposeof key componentsof the
organisation. IT system(hardware,softwareand
communications).

3.2 Describethe rolesandresponsibilitieof those
involvedin operatingand supportingthe IT
function.

3.3 Describethe guidelinesand proceduresfor
accessingT helpandsupport.

4 Knowhow the introduction of 4.1 Compardlifferent approachego introducing
new ITtoolsandsystemscan new ITtoolsandsystems.
affectanorganisation.

4.2 Describepotential benefitsfrom the
introduction of new ITtools andsystems.
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Learning Outcome Thelearner will:

5 Knowthe methodsusedto
enhancel T securityin an
organisation.
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Assessment CriterionThe learner can:

4.3

5.1

5.2

5.3

Describemethodsusedby manufacturersand
publishersto control usageof digital content
anddevices.

Describehe mainrisksto dataandpersonal
securityfor ITusers.

Describethe typesof control measuresand
policiesorganisationganput in placeto
maximisepersonalanddata protection.

Describenow organisationcanexploitnew
developmentsn technologyto improvecyber
security.
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Unit T/503/0499

Developing personal and team effectiveness using IT

Learning Outcome The learner will:

1 Knowhow IT cansupportpersonal
development.

2 UselTto supportpersonal
development.

3 Knowhow ITcansupportthe
developmentof team
effectiveness.

4 Reviewuseof ITfor teamor
collaborativeactivities.
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11

1.2

1.3

2.2

2.3

3.2

3.3

4.1

4.2

4.3

Assessment CriterionThe learner can:

Describenow ITtools and systemsanbe
usedto managetime effectively.

Identify ITtoolsandresourcego support
own learninganddevelopment.

Describenow ITtools cansupportpersonal
performanceimprovement.

Createanactionplanto improveown
workingpractice.

Participatein activitiesto meetpersonal
developmentgoals.

Useappropriatel Ttoolsto supportpersonal
performanceimprovement.

Describehe rolesandresponsibilitieof
teammembers.

Describenow ITtools and systemsanbe
usedto improveteam activities.

Identify waysthat IT canbe usedto
overcomeobstacledo effectiveteamwork.

Reviewcontribution of own useof ITto team
activities.

Providefeedbackto otherson their useof IT
in a constructiveand consideratemanner.

Reviewfeedbackfrom otherson own useof
IT.
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Unit K/502/4389
Audio Software

Learning Outcome The learner
will:

1  useaudiohardwareand
softwareto capture
sequences

2 Useaudiosoftwaretoolsto
combineand edit
sequences

3 Playand presentaudio
sequences

ProQual, November 2017
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Assessment CriterionThe learner can:

11

1.2

13

1.4

2.1

2.2

2.3

2.4

3.1

3.2

3.3

3.4

Identify the input deviceand associatedoftwareto

use

Useinput devicesandbuilt-in audiosoftwareto

recordinformationto meet needs

Identify the file format usedby the input device

Storeandretrieve sequencesisingpre-setfile
formats, in line with localguidelinesand

conventionswvhere available

Identify the audioediting softwareto usefor the file

format

Cutandpasteshort sequenceso meetneeds

Combinenformation of different formsor from
different sourcesjn line with any copyright

constraints

Identify copyrightconstraintsonusingo t her s

information

Identify appropriateplaybacksoftwareto usefor the

sequence

Identify the displaydeviceto usefor the sequence

Selectand useappropriatecombinationof software
anddisplaydeviceto playbackaudiosequences

Adjustplaybackanddisplaysettingssothat
sequencesre presentedio meetneeds
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Unit D/502/4390
Audio Software

Learning Outcome The learner
will:

1  useaudiohardwareand
softwareto capture
sequences

2 yUseaudiosoftwaretoolsand
techniquesto combineand
edit sequences

3 Playand presentaudio
sequences
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Assessment CriterionThe learner can:

11

1.2

13

1.4

15

2.1

2.2

2.3

2.4

3.1

3.2

3.3

3.4

Identify the combinationof input deviceandaudio
softwareto useto captureinformation,to avoid
anycompatibilityissues

Selectandusean appropriatecombinationof input
deviceandaudiosoftwareto recordsequences

Describethe impactfile sizeandfile format will
haveon savingsequences

Identify whento usedifferent typesof information
codingandcompression

Storeandretrieve sequencesisingappropriatefile
formatsandcompressionin line with local
guidelinesand conventionswvhereavailable

Identify the sequenceso add,keepandremove

Selectanduseappropriateaudiosoftwaretoolsto
mark-up andedit sequences

Organiseand combineinformation for sequences
in line with any copyrightconstraints,including
acrosdifferent software

Describehow copyrightconstraintsaffect useof
ownando t h éforsétion

Describethe featuresand constraintsof playback
softwareanddisplaydevices

Selectandusean appropriatecombinationof audio
playbacksoftwareanddisplaydeviceto suitthe file
format

Identify the settingswhichcouldbe adjustedto
improvethe quality of presentations

Adjustplaybackanddisplaysettingsto enhancethe
guality of the presentation
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Unit H/502/4391
Audio Software

Learning Outcome The
learner will:

1  useaudiohardwareand
softwareto capture
sequences

2 Useaudiosoftwaretools
andtechniquesto edit
sequences

3 Playandpresentaudio
sequences

ProQual, November 2017
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Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

1.6

2.1

2.2

2.3

3.1

3.2

Determinethe contentneededfor sequencesand
whento originateit

Explainany compatibilityissueshetweencombinations
of input deviceand audiosoftware

Selectandusean appropriatecombinationof input
deviceandaudiosoftwareto optimisethe recordingof
information

Selectandusean appropriatecombinationof
hardwareand softwareto originateand developnew
contentfor sequences

Analyseandexplainthe impactfile sizeandfile format
will have,includingwhento useinformation coding
andcompression

Storeandretrieve sequencesisingappropriatefile
formatsandcompressionin line with localguidelines
andconventionswvhere available

Selectanduseappropriateaudiosoftwaretools and
techniquesto mark-up andedit sequenceso achieve
requiredeffects

Provideguidanceon how copyrightconstraintsaffect
useof ownando t h éforsation

Organisecombineandlink informationfor sequences
in line with any copyrightconstraints,ncludingacross
different software

Explainthe featuresand constraintsof playback
softwareanddevicesasappropriatefor different
purposes

Selectandusean appropriatecombinationof audio
playbacksoftwareanddeviceso suit the file format

17



Learning Outcome The
learner will:
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Assessment CriterionThe learner can:

3.3 Ppresentsequencegffectivelyby exploitingthe
featuresandsettingsof the playbacksoftwareand
devicesto maximisequality and meet needs

3.4 Evaluatehe quality of sequencesndexplainhow to
respondto qualityissuesand problems

18



Unit A/502/4395
Bespoke Software

Learning Outcome The learner will:

1 Input, organiseandcombine
information usingbespoke
software

2 Usetools andtechniquesto edit,
processformat and present
information

ProQual, November 2017
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Assessment CriterionThe learner can:

11

1.2

1.3

1.4

2.1

2.2

2.3

Input relevantinformationaccuratelyinto
existingtemplatesand/or filessothat it is
readyfor processing

Organiseand combineinformation of different
formsor from different sources

Followlocaland/or legalguidelinesfor the
storageanduseof datawhere available

Respondappropriatelyto dataentry error
messages

Useappropriatetools andtechniquesto edit,
processandformat information

Checkinformation meetsneeds,usinglTtools
and makingcorrectionsasappropriate

Useappropriatepresentationmethodsand
acceptedayouts

19



Unit F/502/4396
Bespoke Software

Learning Outcome The learner
will:

1 Input and combineinformation
usingbespokeapplications

2 Useappropriatestructuresto
organiseandretrieve
information efficiently

3 Usethe functionsof the
softwareeffectivelyto process
andpresentinformation

ProQual, November 2017
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Assessment CriterionThe learner can:

1.1

1.2

1.3

2.1

2.2

2.3

3.1

3.2

3.3

Input relevantinformationaccuratelysothat it is
readyfor processing

Selectanduseappropriatetechniquesto link
and combineinformation of different formsor
from different sourceswithin the software

Respondappropriatelyto dataentry error
messages

Describewhat functionsto applyto structure
andlayoutinformation effectively

Selectanduseappropriatestructuresand/or
layoutsto organiseinformation

Applylocaland/or legalguidelinesand
conventiongor the storageanduseof data
whereavailable

Selectanduseappropriatetools andtechniques
to edit, processandformat information

Checkinformation meetsneeds,usinglTtools
and makingcorrectionsasnecessary

Selectanduseappropriatemethodsto present
information

20



Unit J/502/4397
Bespoke Software

Learning Outcome The learner will:

1 Input and combineinformation
usingbespokesoftware

2 Createand modify appropriate
structuresto organiseand
retrieve information efficiently

3 Exploitthe functionsof the
softwareeffectivelyto process
andpresentinformation
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Assessment CriterionThe learner can:

11

1.2

2.1

2.2

2.3

3.1

3.2

3.3

3.4

Input relevantinformationaccuratelysothat it
is readyfor processing

Selectanduseappropriatetechniquesto link
and combineinformationwithin the application
andacrosdifferent softwareapplications

Evaluatehe useof softwarefunctionsto
structure, layoutandstyleinformation

Create changeand useappropriatestructures
and/or layoutsto organiseinformation
efficiently

Managedatafiles effectively,in line with local
and/or legalguidelinesand conventionsfor the
storageanduseof datawhere available

Selectanduseappropriatetools and
techniquesto edit, analyseandformat
information

Checkinformation meetsneeds,usinglTtools
and makingcorrectionsasnecessary

Identify andrespondappropriatelyto quality
problemsto ensurethat outcomesarefit for
purposeandmeetneeds

Selectandusepresentationmethodsto aid
clarityandmeaning

21



Unit F/502/4401

Computerised Accounting Software

Learning Outcome The learner will:

1 Accessenterandedit accounting
information

2 Usetools andtechniquesto process
businesdransactions

3 Produceaccountingdocumentsand
summaryreportsto meetrequirements
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11

1.2

13

1.4

15

1.6

2.1

2.2

2.3

3.1

3.2

3.3

Assessment CriterionThe learner can:

Identify the sourcesand characteristics
of accountingdata

Enteraccountingdataaccuratelyinto
recordsto meetrequirements

Locateanddisplayaccountingdata
recordsto meetrequirements

ChecldatarecordsmeetneedsusinglT
tools, makingcorrectionsasnecessary

Identify the risksto datasecurityand
proceduresusedfor dataprotection

Followlocaland/or legalguidelinesfor
the storageand useof data

Useappropriatetools andtechniguesto
procesdransactions

Reviewthe transactionprocessand
identify anyerrors

Respondappropriatelyto anytransaction
errorsandproblems

Identify what informationis requiredand
how to presentit

Generateaccountingdocumentsas
required

Generatemanagementeportsas
required

22



Unit J/502/4402

Computerised Accounting Software

Learning Outcome The learner will:

1 Accessenter and edit accounting
information

2 Selectandusetools andtechniquesto
processbusinesdransactions

3 Produceaccountingdocumentsand
summaryreportsto meet
requirements

ProQual, November 2017
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Assessment CriterionThe learner can:

1.1  Dpescribethe sourcesandcharacteristics
of accountingdata

1.2 setup andcreatenewaccountingdata
recordsaccuratelyto meetrequirements

1.3 Locateanddisplayaccountingdata
recordsto meetrequirements

1.4 checldatarecordsmeetneedsusinglT
tools, makingcorrectionsasnecessary

1.5  Respondappropriatelyto dataentry error
messages

1.6 Dpescribethe risksto datasecurityand
proceduresusedfor dataprotection

1.7 Applylocaland/or legalguidelinesfor the
storageanduseof data

2.1 selectanduseappropriatetools and
techniquesto enter andprocess
transactions

2.2 Reviewtransactionprocessandidentify
anyerrors

2.3 Respondppropriatelyto any
transactionserrorsandproblems

2.4 selectand useappropriatetools and
techniquesto processperiodendroutines

31 Describewhat informationisrequired
andhowto presentit

3.2 prepareandgenerateaccounting
documents

3.3 prepareandgeneratemanagement
reportsasrequired

23



Learning Outcome The learner will:

ProQual, November 2017
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Assessment CriterionThe learner can:

3.4 Import andexportdataandlink to other
systemsand software

24



Unit L/502/4403

Computerised Accounting Software

Learning Outcome The learner

will:

1 Accessenterandedit
accountingnformation

2 Procesdusiness
transactionsrom source
documents

3 Developandinterpret
managemeninformation
reports

ProQual, November 2017
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Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

1.6

1.7

2.1

2.2

2.3

2.4

3.1

3.2

3.3

3.4

Setup proceduredor entry of accountingdata
accuratelyinto recordsto meetrequirements

Explairhowto codenew entries

Locateanddisplayaccountingdatarecordsto meet
requirements

ChecldatarecordsmeetneedsusingiTtools,
makingcorrectionsasnecessary

Explairthe risksto datasecurityandprocedures
usedfor dataprotection

Handledatafiles effectively,in line with localor legal
guidelinesand conventiongfor the storageanduse
of datawhere available

Interpret andrespondappropriatelyto arangeof
dataandapplicationerror messages

Selectanduseappropriatetools andtechniquesto
procesdransactions

Usesoftwaretoolsto monitor accounts

Respondappropriatelyto anytransactionerrorsand
problems

Procesgperiodandyearendroutines

Explairwhat informationis requiredand how to
presentit

Generateandinterpret managementeportsas
required

Customiseandformat accountingdocumentsand
reportsaccordingo requirements

Importandexportdataandlink to other systems

25



Learning Outcome The learner
will:

4 setup acomputerised
accountingsystemreadyfor
use

ProQual, November 2017
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Assessment CriterionThe learner can:

4.1

4.2

4.3

4.4

Installand updateaccountingsoftwareasrequired
Configureaccountingsoftwarefor use
Setup packageparameters

Setup initial accountbalances

26



Unit D/502/4292

IT Communication Fundamentals

Learning Outcome The learner will:

1 Selectandusea variety of
sourcesof informationto meet
needs

2 Accesssearchfor, selectanduse
Internet-basedinformation and
evaluateits fitnessfor purpose

3 SelecanduselTto
communicateandexchange
information safely,responsibly
and effectively

ProQual, November 2017
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Assessment CriterionThe learner can:

11

1.2

1.3

2.2

2.3

2.4

3.1

3.2

3.3

3.4

3.5

Selectanduseappropriatesourcesof IT-based
andother formsof information whichmatch
requirements

Describadifferent featuresof information

Recogniseopyrightand other constraintson
the useof information

Accessnavigateand searchinternet sourcesof
information purposefullyand effectively

Useappropriatesearchtechniguesto locate
relevantinformation

Usediscriminationto selectinformationthat
matchesrequirementsandisfit for purpose

Evaluatanformationto makesureit matches
requirementsandisfit for purpose

Create accessreadandrespondappropriately
to e-mailandother IT-basedcommunication,
includingattachments,andadapt styleto suit
audience

UselTtoolsto manageanaddressbookand
scheduleactivities

Managestorageof IT-basedcommunications

Describehow to respondto commonlT-based
communicationproblems

Respondappropriatelyto commonliT-based
communicationproblems
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Unit Y/502/4291

IT Communication Fundamentals

Learning Outcome The learner will:

1 Usea variety of sourcesof information
to meetneeds

2 Accesssearchfor, selectanduse
Internet-basedinformation and assess
its fithessfor purpose

3 SelectanduselTto communicateand
exchangenformation

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1 useappropriatesourcesof IT-basedand
other formsof informationto meet
needs

1.2 |dentify different featuresof information

1.3 Recogniseopyrightconstraintson the
useof information

2.1 Accesspavigateandsearchinternet
sourcesof information purposefullyand
effectively

2.2 yseappropriatesearchtechniquesto
locateand selectrelevantinformation

2.3 Qutlinehow the information meets
requirementsandisfit for purpose

3.1 cCreateaccessreadandrespond
appropriatelyto e-mailandother I'T-
basedcommunication

3.2 UselTtoolsto maintainanaddressbook
andscheduleactivities
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Unit A/502/4378

Using Collaborative Technologies

Learning Outcome The learner
will:

1 Staysafeandsecurewhenusing
collaborativetechnology

2 Setup andaccesdTtoolsand
devicedor collaborative
working

3 Preparecollaborative
technologiedor use

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1

1.2

1.3

1.4

15

2.1

2.2

2.3

24

3.1

3.2

3.3

3.4

Followguidelinesfor workingwith collaborative

technology

Identify risksin usingcollaborativetechnology
andwhy it isimportant to avoidthem

Carryout straightforwardchecksono t h e r
onlineidentitiesanddifferent typesof
information

Identifywhenandhow to report online safety
andsecurityissues

Identify what methodsare usedto promote
trust

Setup ITtools anddeviceshat will enableyou
to contributeto collaborativework

Identify the purposefor usingcollaborative
technologiesand expectedoutcomes

Identify which collaborativetechnologytools
anddevicesto usefor different communication
media

Identify what terms and conditionsapplyto
using
collaborativetechnologies

Usegivendetailsto accesgollaborative
technologieseededfor a collaborativetask

Adjustbasicsettingson collaborative
technologies

Changehe environmentof collaborative
technologies

Setup anduseadatareaderto feed
information

S
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Learning Outcome The learner
will:

4 Contributeto tasksusing
collaborativetechnologies

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.5

4.1

4.2

4.3

4.4

Identify what andwhy permissionsare setto
allow othersto accessnformation

Contributeresponsiblyandactivelyto
collaborativeworking

A

Contributeto producingandarchivingthe
agreedoutcomeof collaborativeworking

Identify whenthere isa problemwith
collaborativetechnologiesandwhereto get
help

Respondo simpleproblemswith collaborative
technologies
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Unit F/502/4379
Using Collaborative Technologies

\Il_v?lﬁrnlng SR A ) Assessment CriterionThe learner can:

1 Staysafeandsecurewhen 11 Takeappropriatestepsto avoidriskswhen
workingwith collaborative workingwith collaborativetechnologyin line
technology with relevantguidelines

1.2 Explainwvhat risksthere maybe in using
collaborativetechnologyandhow to keepthem
to aminimum

13 Useappropriatemethodsto promote trust when
workingcollaboratively

1.4 carryout appropriatechecksono t h enlire’
identitiesanddifferent typesof information

15 Identify andrespondto inappropriatecontent
andbehaviour

2 planandsetup ITtoolsand 2.1 Describethe purposesfor usingcollaborative
devicedor collaborative technologies
working
2.2 pescribavhat outcomesare neededfrom
collaborativeworkingandwhetheror not
archivingisrequired

2.3 Describehe roles, I Ttools andfacilitiesneeded
for collaborativetasksand communicatiormedia

2.4 Describehe features,benefitsandlimitations of
different collaborativetechnologytools and
devices

2.5 Describehe compatibilityissuedn different
combinationsof collaborativetools anddevices

26  selectan appropriatecombinationof ITtools and
deviceso carryout collaborativetasks

2.7 Connectand configurethe combinationof IT
tools and devicesneededfor a collaborativetask

3 Preparecollaborative 31 Describewhat accessightsandissuesthers
technologiedor use may havein usingcollaborativetechnologies

ProQual, November 2017
Level 2 Diploma in IT User Skills

31



Learning Outcome The learner
will:

4 Contributeto tasksusing
collaborativetechnologies

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.2

3.3

3.4

3.5

3.6

3.7

4.1

4.2

4.3

4.4

4.5

4.6

4.7

Assessvhat permissionsare neededfor different
usersandcontent

Setup anduseaccessightsto enableothersto
accessnformation

Setup andusepermissiondo filter information

Adjustsettingssothat otherscanaccesdTtools
anddevicesfor collaborativeworking

Selectand usedifferent elementsto control
environmentsfor collaborativetechnologies

Selectandjoin networksand datafeedsto
managedatato suit collaborativetasks

Describerulesof engagemenfor using
collaborativetechnologies

Enableothersto contribute responsiblyto
collaborativetasks

Presentrelevantandvaluableinformation
Moderatethe useof collaborativetechnologies
Archivethe outcomeof collaborativeworking

Assessvhenthereisaproblemwith collaborative
technologiesandwhento getexperthelp

Respondo problemswith collaborative
technologies
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Unit T/502/4380

Using Collaborative Technologies

Learning Outcome The learner
will:

1 Staysafeandsecurewhen
workingwith collaborative
technology

2 planandsetup ITtoolsand
devicedor collaborative
working

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

13

1.4

15

1.6

2.2

2.3

2.4

2.5

2.6

Explairwhat andwhy guidelinesneedto be
establishedor workingwith collaborative
technology

Developandimplementguidelinesfor goodpractice
in workingwith collaborativetechnology

Explainhow to establishanidentity or present
informationthat will promote trust

Developandimplementguidelinesior checkinghe
authenticity of identitiesanddifferent typesof
information

Analyseandplanfor the risksin the useof
collaborativetechnologiedor different tasks

Analyseand managerisksin the useof collaborative
technologies

Explainthe features,benefitsand limitations of
different collaborativel Ttools and devicesfor work
purposesandtasks

Determinethe ITtools andprocessesieededfor
archivingthe outcomesof collaborativeworking

Summarisavaysto integratedifferent collaborative
technologytools anddevicesfor arangeof
purposestasksand communicatiormedia

Explainpotential accessand compatibilityissues
with integratingdifferent collaborativetechnology
toolsanddevices

Selectconnectandconfigurecombinationghat
exploitthe capabilitiesand potential of collaborative
toolsanddevices

Resolveaccessand compatibility problemssothat
different collaborativetools and deviceswork
successfully
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Learning Outcome The learner
will:

3 Preparecollaborative
technologiedor use

4 Managetasksusing
collaborativetechnologies

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.1

3.2

3.3

3.4

3.5

4.1

4.2

4.3

4.4

4.5

4.6

Evaluatedatamanagemenprinciples,issuesand
methods

Managelevelsof accessand permissiondor
different purposes

Selectandintegratedifferent elementsacross
applicationgo createenvironmentsfor
collaborativetechnologies

Setandadjustsettingsto facilitate useof
collaborativetechnologiesy others

Managedataflow to benefit collaborativeworking

Determinelevelsof responsibilityfor the useof
collaborativetechnologies

Facilitateo t h eespsnsiblecontributionsto and
engagementvith collaborativetechnologies

Managethe moderationof collaborative
technologies

Overseeghe archivingof the outcomesof
collaborativeworking

Explainwhat problemscanoccurwith collaborative
technologies

Respondo problemswith collaborative
technologiesand be preparedto help othersto do
o)
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Unit H/502/4553
Database Software

Learning Outcome The learner will:

1 Enter,edit andorganisestructured
informationin a database

2 Usedatabasesoftwaretoolsto extract
information and producereports

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1 |dentifythe maincomponentsof a
database

1.2 createadatabasetable for a purpose
usingspecifiedfields

1.3 Enterstructureddatainto recordsto
meetrequirements

1.4 | ocateandamenddatarecords

1.5 Respondappropriatelyto dataentry error
messages

1.6 Checldatameetsneeds,usinglTtools
and makingcorrectionsasnecessary

2.1 |dentify querieswhichmeetinformation
requirements

2.2 Runsimpledatabasequeries

2.3 |dentify reportswhichmeetinformation
requirements

2.4 Generateand print pre-defineddatabase
reports
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M/502/4555
Database Software

Learning Outcome The learner will:

1  cCreateand modify non-relational
databasetables

2 Enter,edit andorganise
structuredinformationin a
database

3 Usedatabasesoftwaretoolsto
run queriesand producereports

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

14

15

1.6

2.1

2.2

2.3

2.4

3.1

3.2

3.3

3.4

Identify the componentsof a databasedesign

Describethe field characteristicdor the data
required

Createand modify databasetablesusinga
rangeof field types

Describewaysto maintaindataintegrity

Respondappropriatelyto problemswith
databaseables

Usedatabasetools andtechniguesto ensure
dataintegrity ismaintained

Createformsto enter, edit andorganisedata
in adatabase

Selectanduseappropriatetools and
techniquesto format dataentry forms

Checldataentry meetsneeds,usinglTtools
andmakingcorrectionsasnecessary

Respondappropriatelyto dataentry errors

Createandrun databasequeriesusing
multiple criteriato displayor amendselected
data

Planandproducedatabasereportsfrom a
singletable non-relationaldatabase

Selectand useappropriatetools and
techniquesto format databasereports

Checkeportsmeet needs,usinglTtools and
makingcorrectionsasnecessary
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Unit T/502/4556
Database Software

Learning Outcome The learner will:

1 Plan,createand modify relational
databaseablesto meetrequirements

2 Enter,edit andorganisestructured
informationin a database

3 Usedatabasesoftwaretools to create,
edit andrun dataqueriesand produce
reports

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThelearner can:

11

1.2

1.3

1.4

15

1.6

2.1

2.2

2.3

2.4

3.1

3.2

3.3

Explainhow a relationaldatabasedesign
enablesdatato be organisedand queried

Planandcreatemultiple tablesfor data
entry with appropriatefieldsand
properties

Setup and modify relationshipshetween
databaseables

Explainvhy and how to maintaindata
integrity

Respondappropriatelyto problemswith
databaseables

Usedatabasetools andtechniquesto
ensuredataintegrity is maintained

Designand createformsto accessenter,
edit andorganisedatain a database

Selectanduseappropriatetools and
techniquesto format dataentry forms

Checldataentry meetsneeds,usinglT
toolsandmakingcorrectionsasnecessary

Respondappropriatelyto dataentry
errors

Explainrhowto select,generateand
output information from queries
accordingo requirements

Createandrun databasequeriesto
display,amendor calculateselecteddata

Planandproducedatabasereportsfrom a
multiple-table relationaldatabase
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Learning Outcome The learner will:

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThelearner can:

34  selectand useappropriatetools and
techniquesto format databasereports

3.5 Checkreportsmeet needs,usinglTtools
and makingcorrectionsasnecessary
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Unit F/502/4558
Data Management Software

Learning Outcome The learner will:

1 Enter,edit and maintaindata
recordsin a datamanagement
system

2 Retrieveand displaydatarecordsto
meet requirements

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

1.6

2.1

2.2

2.3

Identify the securityproceduresusedto
protect data

Enterdataaccuratelyinto recordsto meet
requirements

Locateandamendindividualdatarecords

Checldatarecordsmeet needs,usinglT
tools andmakingcorrectionsasnecessary

Respondappropriatelyto dataentry error
messages

Followlocaland/or legalguidelinesfor the
storageanduseof datawhere available

SearcHor andretrieve informationusing
predefinedmethodsto meetgiven
requirements

Identify whichreport to run to output the
requiredinformation

Selectandview specifiedreportsto output
informationto meetgivenrequirements
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Unit J/502/4559
Data Management Software

Learning Outcome The learner will:

1 Enter,edit and maintaindata
recordsin a datamanagement
system

2 Retrieveanddisplaydatarecords
to meetrequirements

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

1.6

2.1

2.2

2.3

Describethe risksto datasecurityand
proceduresusedfor dataprotection

Enterdataaccuratelyinto groupsof records
to meetrequirements

Locateand amenddataassociatedwvith
groupsof records

Checldatarecordsmeetneeds,usinglT
tools and makingcorrectionsasnecessary

Respondappropriatelyto dataentry and
other error messages

Applylocaland/or legalguidelinesior the
storageanduseof datawhere available

Identify what queriesandreportsneedto be
run to output the requiredinformation

Selectandusequeriesto searchfor and
retrieve informationto meetgiven
requirements

Createandview reportsto output
information from the systemto meetgiven
requirements

40



Unit A/502/4560
Data Management Software

Learning Outcome The learner
will:

1 Enter,edit and maintaindata
recordsin a datamanagement
system

2 Retrieveanddisplaydata
recordsto meetrequirements

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

1.6

1.7

1.8

2.1

2.2

2.3

2.4

2.5

Discussvhenandhow to changeor createa new
dataentry form

Enterdataaccuratelyinto recordsto meet
requirements

Configurecharacteristicof groupsof records

Discusaindexplainhow to locateandamend
datarecords

Checlkdatarecordsmeetneeds,usinglTtools
andmakingcorrectionsasnecessary

Interpret andrespondappropriatelyto arange
of dataandapplicationerror messages

Evaluateandexplainthe risksto datasecurity
andproceduresusedfor data protection

Managedatafiles effectively,in line with local
and/or legalguidelinesfor the storageand useof
datawhereavailable

Determineand explainwhat queriesandreports
needto be runto output the required
information

Createandusequeriesto searchfor andretrieve
information from the system

Create defineandsetup reportsto output
informationto meetrequirements

Usethe file handlingtechniquesof the software
to import andexportdata

Useavailabletechniquesto combineandlink
data
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Unit Y/502/4565

Desktop Publishing Software

Learning Outcome The learner will:

1 Selectanduseappropriate
designsand pagelayoutsfor
publications

2 Inputandcombinetext andother
informationwithin publications

3 Usedesktoppublishingsoftware
techniquesto edit andformat
publications

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1

1.2

1.3

1.4

2.1

2.2

2.3

24

3.1

3.2

3.3

3.4

3.5

Identify what typesof information are needed

Identify what pagedesignandlayoutwill be

required

Selectandusean appropriatepagedesignand

layoutfor publicationsin line with local
guidelineswhererelevant

Selectanduseappropriatemediafor the
publication

Inputinformationinto publicationssothat it is

readyfor editingandformatting

Identify copyrightconstraintsonusingo t h e r

information

Organiseand combineinformation of different
typesor from different sourcesn line with any

copyrightconstraints

Storeandretrieve publicationfiles effectively,
in line with localguidelinesand conventions
whereavailable

Identify what editingandformatting to usefor

the publication

Selectanduseappropriatetechniquesto edit

publicationsand format text

Manipulateimagesand graphicelements
accurately

Controltext flow within singleand multiple

columnsandpages

Checlpublicationsmeet needs,usingITtools

and makingcorrectionsasnecessary
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Unit D/502/4566

Desktop Publishing Software

Learning Outcome The learner
will:

1 Selectanduseappropriate
designsand pagelayoutsfor
publications

2 Inputandcombinetext and
other information within
publications

3 Usedesktoppublishing
softwaretechniquesto edit
andformat publications

ProQual, November 2017
Level 2 Diploma in IT User Skills

11

1.2

1.3

1.4

2.2

2.3

2.4

2.5

3.1

3.2

3.3

3.4

Assessment CriterionThe learner can:

Describewhat typesof informationare needed

Describehow to changepagedesignandlayoutto
increaseeffectivenesof apublication

Selectchangeanduseanappropriatepagedesign
andlayoutfor publicationsin line with local
guidelineswhererelevant

Selectanduseappropriatemediafor the
publication

Findandinput informationinto a publicationso
that it isreadyfor editingandformatting

Organiseand combineinformation for publications
in line with any copyrightconstraints,ncluding
importing information producedusingother
software

Describenow copyrightconstraintsaffect useof
ownando t h eforsation

Describewhichfile format to usefor savingdesigns
andimages

Storeandretrieve publicationfiles effectively,in
line with localguidelinesand conventionsvhere
available

Identify what editingandformatting to usefor the
publication

Selectanduseappropriatetechniquesto edit
publicationsandformat text

Manipulateimagesand graphicelements
accurately

Controltext flow within singleand multiple
columnsandpages
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Learning Outcome The learner
will:

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.5 Checkpublicationsmeet needs,using|Ttoolsand

makingcorrectionsasnecessary

3.6 |dentify andrespondto quality problemswith

publicationsto makesurethey meetneeds
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Unit H/502/4567

Desktop Publishing Software

Learning Outcome The learner
will:

1 Selectanduseappropriate
designsand pagelayoutsfor
publications

2 Inputandcombinetext and
other information within
publications

3 Usedesktoppublishing
softwaretechniquesto edit
andformat publications

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1

1.2

1.3

1.4

2.1

2.2

2.3

24

2.5

3.1

3.2

3.3

3.4

Explairwhat typesof information are needed

Explairwhenandhowto changepagedesignand
layoutto increaseeffectivenesf a publication

Selectchange define, createand useappropriate
pagedesignandlayoutfor publicationsin line with
localguidelineswhererelevant

Selectanduseappropriatemediafor the
publication

Findandinput informationinto a publicationso
that it isreadyfor editingandformatting

Organiseand combineinformation for publications

in line with any copyrightconstraints,ncluding
importinginformation producedusingother
software

Provideguidanceon how copyrightconstraints
affectuseof ownando t h énforsation

Explainrwhichfile format to usefor savingdesigns
andimages

Storeandretrieve publicationfiles effectively,in
line with localguidelinesand conventionswvhere
available

Determineanddiscussvhat styles,colours,font
schemeseditingandformatting to usefor the
publication

Createstyles,coloursandfont schemedo meet
needs

Selectanduseappropriatetechniquesto edit
publicationsand format text

Manipulateimagesandgraphicelements
accurately
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Learning Outcome The learner
will:

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.5 Controltext flow within singleand multiple
columnsandpages

3.6 Checlpublicationsmeet needs,usingITtools and
makingcorrectionsasnecessary

3.7 |dentify andrespondappropriatelyto quality
problemswith publicationsto ensurethat
outcomesarefit for purposeand meetneeds
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Unit J/502/4609

Drawing and Planning Software

Learning Outcome The learner

will:
1 Input, organiseandcombine 11
information for drawingsor
plans
1.2
1.3
1.4
15
1.6
1.7
2 Usetools andtechniquesto 2.1
edit, manipulate format and
presentdrawingsor plans
2.2
2.3
2.4
2.5

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

Identify what typesof 2D shapesandother
elementswill be needed

Identify whichtemplate or blankdocumentto
use

Selectthe appropriateshapesfrom those
availableto meetneeds

Input the relevantshapesandother elements
into existingtemplatesor blankdocumentsso
that they arereadyfor editingandformatting

Identify what copyrightconstraintsapplyto the
useof shapesor other elements

Combineinformation of different typesor from
different sourcedor drawingsand plans

Storeandretrieve drawingfiles effectively,in
line with localguidelinesand conventionswvhere
available

Identify what drafting guidesto usesothat the
shapesandother elementsare appropriately
prepared

Useappropriatesoftwaretoolsto manipulate
andedit shapesandother elements

Selectanduseappropriatesoftwaretoolsto
format shapesandother elements

Checldrawingsand plansmeet needs,usingIT
toolsandmakingcorrectionsasnecessary

Useappropriatepresentationmethodsand
acceptedpagelayouts
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Unit A/502/4610
Drawing and Planning Software

Learning Outcome The learner will:

1 Input, organiseandcombine 1.1
information for drawingsor plans
1.2
1.3
1.4
15
1.6
1.7
2 Usetoolsandtechniquesto edit,  2-1
manipulate,format and present
drawingsor plans
2.2
2.3
2.4

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

Identify what typesof shapesand other
elementswill be needed

Reviewtemplatesand describehow they need
to be changedo meetneeds

Selectjnput andusethe appropriateshapego
meet needs,includingimporting shapedrom
other sources

Selectadaptanduseappropriatetemplatesor
blankdocuments

Identify what copyrightconstraintsapplyto the
useof shapesor other elements

Combineinformation for drawingsor plans
includingimportinginformation produced
usingother software

Storeandretrieve drawingfiles effectively,in
line with localguidelinesand conventions
whereavailable

Identify what drafting guidesto usesothat the
shapesandother elementsare appropriately
prepared

Selectanduseappropriatesoftwaretoolsto
manipulateand edit shapesandother
elementswith precision

Selectanduseappropriatesoftwaretoolsto
format shapesandother elements,including
applyingstylesand colourschemes

Checldrawingsor plansmeetneeds,usingIT
tools and makingcorrectionsasnecessary
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Learning Outcome The learner will:

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

2.5

2.6

Identify andrespondto anyquality problems
with drawingsor plansto makesurethey meet
needs

Selectanduseappropriatepresentation
methodsandacceptedpagelayouts
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Unit F/502/4611

Drawing and Planning Software

Learning Outcome The learner will:

1 Input, organiseandcombine
information for drawingsor plans

2 Usetools andtechniquesto edit,
manipulate format andpresent
drawingsor plans

ProQual, November 2017
Level 2 Diploma in IT User Skills

1.1

1.2

1.3

1.4

15

1.6

1.7

2.1

2.2

2.3

24

25

Assessment CriterionThe learner can:

Identify what typesof shapesand other
elementswill be needed

Evaluateemplatesand explainwhy and how
they needto be changedto meet needs

Selectadapt,createand usethe appropriate
shapedo meet needs,includingshapes
imported from other sources

Selectadapt,defineand createappropriate
templatesand stylesto meet needs

Provideguidanceon what copyrightconstraints
applyto the useof ownando t h shapedr
other elements

Combineinformation for drawingsor plans
includingexportingoutcomesto other
software

Storeandretrieve drawingfiles effectively,in
line with localguidelinesand conventions
whereavailable

Explairwhat drafting guidesto usesothat the
shapesandother elementsare appropriately
prepared

Selectand useappropriatesoftwaretoolsto
manipulateandedit shapesandother
elementswith precision

Selectand useappropriatesoftwaretoolsto
format shapesandother elements,including
applyingstylesand colourschemes

Checldrawingsor plansmeetneeds,usingIT
tools and makingcorrectionsasnecessary

Identify andrespondto quality problemswith
drawingsor plansto makesurethey arefit for
purposeand meet needs
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Learning Outcome The learner will:

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

2.6

2.7

Explairwhat contextthe drawingsandplans
will be usedin andhow this will affect how
they are presented

Selectanduseappropriatepresentation
methodsandacceptedpagelayouts
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Unit M/502/4572
Design Software

Learning Outcome The learner will:

1 Obtain,insertand combine
informationfor designs

2 Usedesignsoftwaretoolsto
create,manipulateandedit
designs

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1

1.2

1.3

1.4

15

1.6

1.7

21

2.2

2.3

Identify what designsare needed

Obtain,input and preparedesigngo meet
needs

Identify what genericcopyrightand other
constraintsapplyto the useof designs

Combineinformation of different typesor
from different sourcedor designs

Identify the contextin whichthe designswill
be used

Identify whichfile format to usefor savingand
exchanginglesigns

Storeandretrievefiles effectively,in line with
localguidelinesand conventionswhere
available

Usesuitabletools andtechniquesto create
designs

Useappropriatetools andtechniquesto
manipulateandedit designs

Checldesignameet needs,usinglTtoolsand
makingcorrectionsasnecessary
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Unit T/502/4573
Design Software

LearningOutcome- The learner
will:

1 Obtain,insertand combine
informationfor designs

2 Usedesignsoftwaretoolsto
create,manipulateandedit
designs

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

14

15

1.6

1.7

2.2

2.3

2.4

2.5

2.6

Describewhat designsare needed
Obtain,input andpreparedesigngo meetneeds

Describewhat copyrightand other constraints
applyto the useof designs

Useappropriatetechniquesto organiseand
combineinformation of different typesor from
different sources

Describehe contextin whichthe designawill be
used

Describewhat file format to usefor saving
designgo suit different presentationmethods

Storeandretrievefiles effectively,in line with
localguidelinesand conventionswhere available

Identify what technicalfactorsaffectingdesigns
needto betakeninto accountandhowto do so

Selectandusesuitabletechniguesto create
designs

Useguidelinesanddimensioningools
appropriatelyto enhanceprecision

Selectanduseappropriatetools andtechniques
to manipulateandedit for designs

Checldesignaneet needs,usinglTtoolsand
makingcorrectionsasnecessary

Identify andrespondto quality problemswith
designgo makesurethat they meetneeds
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Unit A/502/4574
Design Software

Learning Outcome The learner
will:

1 Obtain,insertand combine
informationfor designs

2 Usedesignsoftwaretoolsto
create,manipulateandedit
designs

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1

1.2

1.3

1.4

15

1.6

1.7

2.2

2.3

24

2.5

2.6

Explainwvhat designsare needed

Explainrhow the contextaffectsthe way designs
shouldbe prepared

Provideguidanceon what and how any copyright
or other constraintsmay applyto the useof own
ando t h deasigns

Obtain,insertandpreparedesigns

Explainhow file format affectsdesignquality,
format andsizeandhow to chooseappropriate
formatsfor savingdesigns

Useappropriatetechniquesto organiseand
combineinformation of different typesor from
different sources

Storeandretrievefiles effectively,in line with
guidelinesand conventionswvhereavailable

Explairwhat technicalfactorsaffectingdesigns
needsto be takeninto accountandhow to do so

Selectandusesuitabletools andtechniques
efficientlyto createdesigns

Useguidelinesanddimensioningools
appropriatelyto enhanceprecision

Selectand useappropriatetools andtechniquesto
manipulateandedit designs

Checldesignaneet needs,usinglTtoolsand
makingcorrectionsasnecessary

Identify andrespondappropriatelyto quality
problemsto ensurethat outcomesarefit for
purposeandmeetneeds
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Unit J/502/4299
Using Email

Learning Outcome The learner will:

1 Usee-mail softwaretools andtechniques
to composeandsendmessages

2 Manageincomingemail effectively

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

2.1

2.2

2.3

2.4

2.5

2.6

Usesoftwaretoolsto composeand
format e-mailmessages

Attachfilesto e-mailmessages
Sende-mail messages

Identify how to staysafeandrespect
otherswhenusinge-mail

Useanaddressbookto storeand
retrieve contactinformation

Followguidelinesand proceduresor
usinge-mail

Identify whenandhow to respondto
e-mailmessages

Readandrespondto e-mail messages

appropriately

Identify what message$o deleteand
whento do so

Organiseandstore e-mail messages

Respondappropriatelyto commone-
mail problems
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Unit M/502/4300
Using Email

Learning Outcome The learner will:
1  uUsee-mailsoftwaretoolsand

techniquesto composeandsend
messages

2 Manageincominge-mail effectively

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

2.2

2.3

24

2.5

2.6

Selectand usesoftwaretoolsto compose
andformat e-mail messagesncluding
attachments

Determinethe messagesizeandhow it can
be reduced

Sende-mailmessage$o individualsand
groups

Describehow to staysafeandrespectothers
whenusinge-malil

Useanaddresshookto organisecontact
information

Followguidelinesand proceduredor usinge-
mail

Readandrespondto e-mail messages
appropriately

Useemailsoftwaretools andtechniquesto
automateresponses

Describehow to archivee-mail messages,
includingattachments

Organisestore andarchivee-mail messages
effectively

Respondappropriatelyto e-mail problems
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Unit T/502/4301
Using Email

Learning Outcome The learner will:

1 Usee-mail softwaretoolsand
techniquesto composeandsend
messages

2 Manageuseof e-mail software
effectively

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

2.1

2.2

2.3

24

2.5

2.6

2.7

2.8

Selectand usesoftwaretoolsto compose
andformat e-mailmessagesincluding
attachments

Explairmethodsto improvemessage
transmission

Sende-mail message$o individualsand
groups

Explainvhy and how to staysafeandrespect
otherswhenusinge-mail

Useanaddresshookto managecontact
information

Developand communicateguidelinesand
proceduredor usinge-mail effectively

Readandrespondappropriatelyto e-mail
messagesndattachments

Useemailsoftwaretools andtechniquesto
automateresponses

Explairwhy, how andwhento archive
messages

Organisestore and archivee-mailmessages
effectively

Customise=e-mail softwareto makeit easier
to use

Explainhow to minimisee-mail problems

Respondappropriatelyto emailproblems
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Unit J/502/4612
Imaging Software

Learning Outcome The learner will:

1 Obtain,insertand combine
information for images

2 Useimagingsoftwaretoolsto
create,manipulateandedit
images

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

13

1.4

15

1.6

1.7

2.1

2.2

2.3

Identify what imagesare needed

Obtain,input and prepareimagesto meet
needs

Identify what genericcopyrightand other
constraintsapplyto the useof images

Combineinformation of different typesor
from different sourcedor images

Identify the contextin whichthe imageswill
be used

Identify whichfile format to usefor savingand
exchangingmages

Storeandretrieve files effectively,in line with
localguidelinesand conventionswhere
available

Usesuitabletools andtechniquesto create
images

Useappropriatetools andtechniguesto
manipulateandedit images

Checkimagesmeetneeds,usinglTtools and
makingcorrectionsasnecessary
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Unit L/502/4613
Imaging Software

Learning Outcome The learner
will:

1 Obtain,insertand combine
information for images

2 Useimagingsoftwaretoolsto
create,manipulateandedit
images

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1

1.2

1.3

1.4

15

1.6

1.7

2.2

2.3

24

2.5

2.6

Describewvhatimagesare needed
Obtain,input and prepareimagesto meet needs

Describewhat copyrightand other constraints
applyto the useof images

Useappropriatetechniguesto organiseand
combineinformation of different typesor from
different sources

Describethe contextin whichthe imageswill be
used

Describewhat file format to usefor saving
imagesto suitdifferent presentationmethods

Storeandretrievefiles effectively,in line with
localguidelinesand conventionswhere available

Identify what technicalfactorsaffectingimages
needto betakeninto accountandhowto do so

Selectandusesuitabletechniguesto create
images

Useguidelinesanddimensioningools
appropriatelyto enhanceprecision

Selectanduseappropriatetools andtechniques
to manipulateandedit images

Checkmagesmeet needs,usinglTtoolsand
makingcorrectionsasnecessary

Identify andrespondto quality problemswith
imagesto makesurethat they meet needs
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Unit R/502/4614
Imaging Software

Learning Outcome The learner
will:

1 Obtain,insertand combine
information for images

2 Useimagingsoftwaretoolsto
create,manipulateandedit
images

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1

1.2

1.3

1.4

15

1.6

1.7

2.2

2.3

24

2.5

2.6

Explairwhat imagesare needed

Explainrhow the contextaffectsthe wayimages
shouldbe prepared

Provideguidanceon what and how any copyright
or other constraintsmay applyto the useof own
ando t h enages

Obtain,insertandprepareimages

Explainhow file format affectsimagequality,
format andsizeandhow to chooseappropriate
formatsfor savingsmages

Useappropriatetechniquesto organiseand
combineinformation of different typesor from
different sources

Storeandretrievefiles effectively,in line with
guidelinesand conventionsvhereavailable

Explairwhat technicalfactorsaffectingimages
needto betakeninto accountandhowto do so

Selectandusesuitabletools andtechniques
efficientlyto createimages

Useguidelinesanddimensioningools
appropriatelyto enhanceprecision

Selectand useappropriatetools andtechniquesto
manipulateandedit images

Checkmagesmeet needs,usinglTtoolsand
makingcorrectionsasnecessary

Identify andrespondappropriatelyto quality
problemsto ensurethat imagesarefit for purpose
andmeetneeds
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Unit T/502/4296
Using the Internet

LearningOutcome- The learner will:

1 Connecto the internet

2 Usebrowsersoftwareto navigateweb
pages

3 Usebrowsertoolsto searchfor
informationfrom the internet

4 Usebrowsersoftwareto communicate
informationonline

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

2.1

2.2

2.3

2.4

3.1

3.2

3.3

3.4

4.1

4.2

4.3

4.4

Identify different typesof connection
methodsthat canbe usedto accesghe
Internet

Accesshe Internetor intranet

Usebrowsertoolsto navigatewebpages

Identifywhento changebrowsersettings
to aid navigation

Adjustbrowsersettingsto meet needs
Usebrowserhelp facilities

Selectanduseappropriatesearch
techniquesto locateinformation

Outlinehow information meets
requirements

Usereferenceso makeit easierto find
information anothertime

Downloadand savedifferent typesof
informationfrom the Internet

Selectandusetools andtechniquesto
communicatenformationonline

Usebrowsertoolsto shareinformation
sourceswith others

Submitinformation online usingforms or
interactivesites

Identify opportunitiesto postor publish
materialto websites
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LearningOutcome- The learner will:

5 Followandunderstandthe needfor
safetyandsecuritypracticeswhen
workingonline

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

51

5.2

5.3

5.4

55

Identify the threatsto usersafetywhen
workingonline

Outlinehow to minimiseinternet security
risks

Workresponsiblyandtake appropriate
safetyandsecurityprecautionswhen
workingonline

Keeppersonalinformationsecure

Followrelevantlaws,guidelinesand
proceduredor the useof the Internet
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Unit A/502/4297
Using the Internet

Learning Outcome The learner will:

1 Connecto the Internet

2 Usebrowsersoftwareto navigate
webpagesffectively

3 Usebrowsertools to searchfor
informationfrom the Internet

4 Usebrowsersoftwareto
communicateinformationonline

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

2.1

2.2

2.3

2.4

3.1

3.2

3.3

3.4

4.1

4.2

Identify different typesof connection
methodsthat canbe usedto accesghe
Internet

Identify the benefitsand drawbacksof the
connectionmethodused

Getonlinewith anInternetconnection

Usehelpfacilitiesto solvelnternet
connectionproblems

Selectandusebrowsertoolsto navigate
webpages

Identifywhento changesettingsto aid
navigation

Adjustbrowsersettingsto optimise
performanceand meetneeds

Identify waysto improvethe performance
of abrowser

Selectanduseappropriatesearch
techniquesto locateinformation efficiently

Describehow well information meets
requirements

Manageand usereferenceso makeit
easierto find information anothertime

Download organiseandstore different
typesof information from the Internet

Identify opportunitiesto create,postor
publishmaterialto websites

Selectanduseappropriatetools and
techniquesto communicateinformation
online
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Learning Outcome The learner will:

5 Understandhe needfor safetyand
securitypracticeswhenworking
online

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

4.3

4.4

5.2

5.3

5.4

5.5

5.6

57

5.8

Usebrowsertools to shareinformation
sourceswith others

Submitinformationonline

Describehe threatsto system
performancewhenworkingonline

Workresponsiblyandtake appropriate
safetyandsecurityprecautionswhen
workingonline

Describethe threatsto information security
whenworkingonline

Managepersonalaccesgo online sources
securely

Describethe threatsto usersafetywhen
workingonline

Describenow to minimiseinternet security
risks

Applylaws,guidelinesandproceduresor
safeandsecurelnternetuse

Explainthe importanceof the relevantlaws
affectinglinternet users
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Unit F/502/4298
Using the Internet

Learning Outcome The learner will:

1  Selectand setup anappropriate
connectionto accesghe Internet

2 Setup andusebrowsersoftwareto

navigatewebpages

3 Usebrowsertoolsto searcheffectively
and efficientlyfor informationfrom the

Internet

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

1.6

2.1

2.2

2.3

24

2.5

3.1

3.2

Identify different typesof connection
methodsthat canbe usedto accesghe
Internet

Explainthe benefitsand drawbackof
different connectionmethods

Analysethe issuesaffectingdifferent
groupsof users

Selectandsetup an Internet connection

usingan appropriatecombinationof
hardwareand software

Recommendi connectionmethod for

Internet acces$o meetidentified needs

Diagnoseandsolvelnternet connection

problems

Selectandusebrowsertoolsto navigate

webpagesffectively

Explairwhento changebrowsersettings

to aid navigation

Adjustand monitor browsersettingsto
maintainandimproveperformance

Explairwhenandhowto improve
browserperformance

Customisdrowsersoftwareto makeit
easierto use

Selectanduseappropriatesearch
techniquesto locateinformation
efficiently

Evaluatehow well information meets
requirements
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Learning Outcome The learner will:

4 Usebrowsersoftwareto communicate
informationonline

5 Developandapplyappropriatesafety
andsecuritypracticesand procedures
whenworkingonline

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.3 Manageandusereferencesto makeit
easierto find informationanothertime

3.4 pownload Lorganiseand store different
typesof informationfrom the Internet

4.1  |dentify andanalyseopportunitiesto
create,postor publishmaterialto
websites

4.2 selectanduseappropriatetools and
techniquesto communicatenformation
online

4.3 Shareandsubmitinformationonline
usingappropriatelanguageand
moderatecontentfrom others

5.1 Explainthe threatsto system
performancewhenworkingonline

5.2 Workresponsiblyandtakeappropriate
safetyand securityprecautionswhen
workingonline

5.3 Explainthe threatsto information
securityandintegrity whenworking
online

5.4 Keepinformation secureandmanage
useraccesso online sourcessecurely

5.5  Explainthe threatsto usersafetywhen
workingonline

5.6 Explainhow to minimiseinternet
securityrisks

5.7 Developandpromote laws,guidelines
andproceduredor safeandsecureuse
of the Internet
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Unit R/502/4256
IT Security for Users

LearningOutcome- The learner will:

1 Useappropriatemethodsto
minimisesecurityrisksto IT systems
anddata

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

1.6

1.7

Identify securityissueghat maythreaten
systemperformance

Takeappropriatesecurityprecautionsto
protect IT systemsanddata

Identify threatsto information security
associatedvith the widespreaduseof
technology

Takeappropriateprecautionsto keep
information secure

Followrelevantguidelinesandprocedures
for the secureuseof IT

Describewhy it isimportant to backupdata
securely

Ensurepersonaldatais backedup to
appropriatemedia
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Unit Y/502/4257
IT Security for Users

Learning Outcome The learner will:

1 Selectanduseappropriatemethodsto
minimisesecurityriskto ITsystemsand
data

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1 pescribethe securityissueshat may
threaten systemperformance

1.2 Applyarangeof securityprecautionsto
protect ITsystemsanddata

1.3 Describethe threatsto systemand
information securityandintegrity

1.4 Keepinformation secureand manage
personalaccesgo information sources
securely

1.5 Describewaysto protect hardware,
softwareanddataandminimisesecurity
risk

1.6 Applyguidelinesand proceduresfor the
secureuseof IT

1.7 Describewhy it isimportantto backup
dataandhow to do sosecurely

1.8 Selectanduseeffectivebackup
proceduredor systemsanddata
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Unit D/502/4258
IT Security for Users

LearningOutcome- The learner will:

1 Selectuseanddevelopappropriate
procedurego monitor andminimise
securityriskto ITsystemsanddata

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1 Evaluatehe securityissueshat may
threaten systemperformance

1.2 selectuseandevaluatearangeof
securityprecautionsto protect IT systems
andmonitor security

1.3 Evaluatehe threatsto systemand
information securityandintegrity

1.4 Manageaccesgo information sources
securelyto maintainconfidentiality,
integrity andavailabilityof information

1.5 Explainwhy andhow to minimisesecurity
risksto hardware,softwareand datafor
different users

1.6 Apply,maintainand developguidelines
andproceduredor the secureuseof IT

1.7 selectanduseeffectivebackupand
archivingproceduredor systemsanddata
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Unit H/502/4374

Using Mobile IT Devices

Learning Outcome The
learner will:

1 Setupthe mobiledevice
to meetneeds

2 Useapplicationsandfiles
on the mobiledevice

3 Transferdatato andfrom
the mobiledevice

4 Maintainthe performance
of the mobiledevice

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1

1.2

1.3

1.4

15

1.6

2.1

2.2

2.3

24

3.1

3.2

3.3

3.4

3.5

4.1

Setup the mobile devicefor use

Usemobile deviceinterfacefeatureseffectively
Identify whenandhow to adjustdevicesettings
Adjustdevicesettingsto meetneeds

Identify any specifichealthand safetyissues
associatedvith the useof mobile devices

Followguidelinesand proceduredor the useof
mobile devices

Identify the different applicationson the mobile
deviceandwhat they canbe usedfor

Selectanduseapplicationsandfiles on the mobile
devicefor anappropriatepurpose

Input dataaccuratelyinto a mobile device
Organisestore andretrieve dataon a mobile device

Identify different typesof secureconnectionmethods
that canbe usedbetweendevices

Transferinformationto andfrom a mobiledevice

Recogniseopyrightand other constraintson the use
andtransferof information

Identify why it isimportantto staysafe,keep
information secureandto respectotherswhenusing
amobiledevice

Keepinformation securewhenusinga mobile device

Identify factorsthat canaffect performanceof the
mobile device
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Learning Outcome The
learner will:

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

4.2 Useappropriatetechniquesto maintainthe
performanceof the mobiledevice

4.3 |dentify commonproblemsthat occurwith mobile
devicesandwhat causegshem

4.4 Identify whento try to solvea problemandwhereto
getexpertadvice

4.5  yUseavailableresourceso respondquicklyand
appropriatelyto commondeviceproblems
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Unit K/502/4375
Using Mobile IT Devices

Learning Outcome The learner
will:

1 Setupandcustomisethe
mobiledeviceto meetneeds

2 Selectanduseapplicationsand

fileson the mobiledevice

3 Usetools andtechniquesto
transferdatato andfrom
mobile devices

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

1.6

2.2

2.3

2.4

2.5

3.1

3.2

3.3

Describethe purposeof the different features
anddrawbacksof the mobile device

Describedifferent methodsthat canbe usedto
accessnobile networks

Prepare setup and configurethe mobile device
for use

Selectuseandcustomisenterfacefeaturesand
settingsto meetneedsandimproveefficiency

Describeanyspecifichealthand safetyissues
associatedvith the useof mobile devices

Applyguidelinesand proceduredor the useof
mobile devices

Selectanduseapplicationsandfileson the
mobile devicefor an appropriatepurpose

Definefile formatsappropriatefor mobile
devices

Usesoftwareor toolsto prepareor convertfiles
to anappropriateformat for mobile devices

Input dataaccuratelyinto a mobile device

Organisestore andretrieve dataefficientlyon a
mobile device

Describedifferent typesof secureconnection
methodsthat canbe usedbetweendevices

Describesoftwarerequirementsandtechniques
to connectandsynchronisalevices

Transferinformationto andfrom mobiledevices
usingsecureconnectionprocedures
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Learning Outcome The learner
will:

4 Optimisethe performanceof
mobile devices

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.4

3.5

3.6

3.7

4.2

4.3

4.4

4.5

Synchronisenobile devicedatawith sourcedata

Recogniseopyrightand other constraintson
the useandtransferof information

Explairwhy it isimportantto staysafe,keep
information secureandto respectotherswhen
usingmobiledevices

Keepinformation securewhenusinga mobile
device

Describethe factorsthat canaffect performance
of the mobiledeviceandhow to make
improvements

Useappropriatetechniquesto optimisethe
performanceof the mobiledevice

Describeproblemsthat mayoccurwith mobile
devicesandwhat causeshem

Usean appropriatefault-finding procedureto
identify and solveproblemswith the mobile
device

Describewvhento try to solveaproblemand
whereto getexpertadvice
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Unit Y/502/4615
Multimedia Software

Learning Outcome The learner will:

1 Planthe contentandorganisationof
multimediaproductsto meetneeds

2 Obtain,input and combinecontentto
build multimediaoutcomes

3 Usemultimediasoftwaretoolsto edit
andformat multimediacontentto
meetrequirements

4 playandpresentmultimedia
outcomes

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

2.1

2.2

2.3

2.4

2.5

3.1

3.2

3.3

4.1

Usesimpletechniquesto planthe content
andorganisationof multimediaproducts

Identify the type of multimediaoutcome
to meetrequirements

Identify what isrequiredin the
specification

Identify copyrightor other constraintsfor
usingo t h énformation

Selectanduseanappropriateinput device
to enter contentfor multimediaoutcomes

Combineinformation of different typesor
from different sourcedor multimedia
outcomes

Identify the file format and storagemedia
to use

Selectanduseappropriatesoftwareto
write multimediafiles

Storeandretrieve multimediafiles
effectively,in line with localguidelinesand
conventionsvhere available

Selectanduseappropriatetechniquesto
edit andformat multimediaoutcomes

Manipulateimagesand graphicelements
accurately

Checkmultimediaoutcomesmeet needs,
usinglTtools andmakingcorrectionsas
necessary

Identify what displaydeviceto usefor
multimediaoutcomes
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Learning Outcome The learner will:

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

4.2 Useappropriatetechniguesto navigate

anddisplaymultimediaoutcomes
4.3 Controlthe playbackof multimediafiles

4.4 adjustdisplaysettingsto meetneeds
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Unit D/502/4616
Multimedia Software

Learning Outcome The learner
will:

1 Pplanthe contentand
organisationof multimedia
productsto meetneeds

2 Obtain,input and combine
contentto build multimedia
outcomes

3 Usemultimediasoftwaretools
to edit andformat multimedia
contentto meetrequirements

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1

1.2

1.3

1.4

15

2.1

2.2

2.3

24

3.2

3.3

Describethe type of multimediaoutcome
neededandthe specificatiorthat it mustmeet

Selectanduseappropriatetechniquesto plan
andcommunicatethe content, designand
layoutof multimediaproducts

Identify how the different elementsof the
contentwill be sourcedand how they will relate
in the designlayout

Planthe useof interactivefeaturesand
transitionsto meet needs

Describenow copyrightand other constraints
affectuseof ownando t h énforsation

Selectanduseanappropriatecombinationof
input device,softwareandinput techniquesto
obtainandinput relevantcontentfor
multimediaoutcomes

Combineinformation of different typesor from
different sourcedor multimediaoutcomes

Describethe file format and storagemediato
use

Storeandretrieve multimediafiles effectively,
in line with localguidelinesand conventions
whereavailable

Selectanduseappropriatetechniquesto edit
andformat multimediaoutcomes

Manipulateimagesandgraphicelements
accurately

Checkmultimediaoutcomesmeet needs,using
ITtoolsand makingcorrectionsasnecessary
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Learning Outcome The learner
will:

4 Playand presentmultimedia
outcomes

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.4

4.2

4.3

4.4

Adjustoutcomesin responseo anyidentified
quality problems

Describedvhat combinationof displaydevice
andsoftwareto usefor displayingdifferent
multimediafile formats

Selectanduseappropriatesoftwarefor
displayingmultimediaoutcomes

Selectanduseappropriatenavigation
techniquesand playbackcontrolsto suitthe
files

Adjustthe displaysettingsof the softwareand
displaydeviceto presentoutcomeseffectively
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Unit H/502/4617
Multimedia Software

Learning Outcome The learner
will:

1 Pplanthe contentand
organisationof multimedia
productsto meetneeds

2 Obtain,input and combine
contentto build multimedia
outcomes

3 Usetools andtechniquesto
build and edit multimedia
content

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1

1.2

1.3

1.4

15

1.6

2.1

2.2

2.3

24

2.5

3.1

3.2

Selectanduseappropriatetechniquesto planand
communicatethe content,designand layout of
multimediaoutcomes

Planthe useof interactivefeatures,transitionsand
effectsto meetneeds

Explainthe type of multimediaoutcomeneededand
the specificatiorthat it mustmeet

Developthe designlayout for multimediaoutcomes

Explainhow the different elementsof the content
will relate andwhat elementsof the contentwill be
interactive

Summariséhow copyrightand other constraints
affectuseof ownando t h éformation

Selectandusean appropriatecombinationof input
device,softwareandinput techniguesto obtainand
input the relevantcontent

Combineinformation of different typesor from
different sourcesfor multimediaoutcomes

Selectanduseappropriatesoftwareto write and
compresanultimediafiles

Storeandretrieve multimediafiles effectively,in
line with localguidelinesand conventionsvhere
available

Explairwhenandwhyto usedifferent file formats
andfile compressiorfor savingmultimediafiles

Selectanduseappropriatetechniquesto edit and
format multimediaoutcomes

Manipulateimagesand graphicelementsaccurately
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Learning Outcome The learner
will:

4 Playand presentmultimedia
outcomes

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.3

3.4

4.2

4.3

Checkmultimediaoutcomesmeetneeds,usinglT
tools and makingcorrectionsasnecessary

Identify andrespondappropriatelyto quality
problemsto ensurethat outcomesarefit for
purposeand meetneeds

Explairwhat combinationof displaydeviceand
softwareto usethat will overcomeanyconstraints
there maybe in displayingdifferent multimediafile
formats

Selectanduseappropriatesoftwareto optimisethe
displayof multimediaoutcomesand maximise
impact

Selectandadjustthe displaysettingsto exploitthe
featuresof the displaydeviceand optimisethe
guality of the presentation
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Unit D/502/4244

Optimise IT System Performance

Learning Outcome The
learner will:

1 Maintainhardwareand
softwarein workingorder

2 Managefilesto maintain
systemperformance

3 Respondo commonIT
systemproblemsanderrors

4 Customisehe working
environmentto meet needs

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

2.1

2.2

2.3

2.4

3.1

3.2

3.3

3.4

4.1

Identify the operatingsystemand capacityof the
computersystem

Takeappropriatestepsto protect computer
hardwareagainstossor damage

Runanti-virusandother securitysoftwareregularly
Setup printersand other peripheraldevices

Usefile navigationsoftwareto organisefilesinto an
appropriatefolder structure

Backupandrestorefilesandfolders

Identify why it isimportantto undertakeroutine file
housekeepingf the information storedon
computersystems

Carryout routine file housekeepingothat
informationis easyto find

Identify commonl T systemproblemsandresponses

Respondappropriatelyto commonlT system
problems

Identify whereto get expertadvice
Seekexpertadvicewhenappropriate

Adjustsystemsettingsasappropriateto individual
needs
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Unit H/502/4245

Optimise IT System Performance

Learning Outcome Thelearner
will:

1 Keepcomputerhardware
and softwareoperating
efficiently

2 Managefilesanddisksto
optimiseperformance

3 Troubleshooiandrespondto
commonlTsystemproblems
anderrors

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

1.6

2.1

2.2

2.3

2.4

2.5

2.6

3.1

3.2

3.3

Describethe mainfeaturesandfunctionsof the
computeroperatingsystem

Takeappropriatestepsto protect computer
hardwarefrom lossor damage

Configureanti-virusand other securitysoftware

Installand configureprintersand other peripheral
devices

Configurenetwork settingsfor mobileandremote
computing

Configurea computerto presentor display
informationto anaudience

Usefile navigationsoftwareto organisefilesinto
anappropriatefolder structure

Backupandrestorefilesandfolders

Describewhy it isimportant to undertakefile
housekeepingf the information storedon
computersystemsand how it affectsperformance

Managefile anddiskhousekeepingothat
informationis secureandeasyto find

Sharefilesandfolderswith other users
Distinguishhetweendataand systemfile types

DescribecommonlIT systemproblemsandwhat
causeghem

DescribeandrecordIT systemproblemsto enable
effectivesupport

Describewvhento try to solveaproblem
independentlyandwhento getexpertadvice



Learning Outcome Thelearner
will:

4 Customisehe working
environmentto optimise
performance

5 Maintainsoftwareto meet
performanceneeds

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.4

3.5

4.1

4.2

4.3

5.1

5.2

5.3

Troubleshooiandrespondto ITsystemproblems
appropriately

Checlthat errorsand problemshavebeenresolved
satisfactorily

Describemethodsthat canbe usedto optimise
systemperformance

Selectandadjustsystemsettingsto optimise
performanceasappropriate

Configurethe automaticstart of programmesand
other graphicalisplayoptions

Describewhenandhow to upgradesoftware
Useappropriatetechniquesto maintainsoftware

Locateandinstalldriver files for different devices
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Unit K/502/4246

Optimise IT System Performance

Learning Outcome The learner
will:

1 Keepcomputerhardwareand
softwareoperatingefficiently

2 Managefilesto maintainand
improveperformance

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1

1.2

1.3

1.4

15

1.6

1.7

1.8

2.1

2.2

2.3

24

2.5

2.6

Explainthe factorsthat shouldbe takeninto
accountwhen choosingan operatingsystem

Takeappropriatestepsto protect computer
hardwarefrom lossor damage

Explairwhy routine fault-finding proceduresare
important

Usean appropriatefault-finding procedureto
routinely monitor hardwareperformance

Configureanti-virusand other securitysoftware

Installand configureprintersandother
peripheraldevices

Configuresynchronisatiorand maintainsecurity
on remote accessessions

Configurea computerto presentor display
informationto anaudience

Explairwhy it isimportantto undertakefile
housekeepingf the information storedon
computersystemsand how it affects
performance

Usefile navigationsoftwareto organisefiles
into anappropriatefolder structure

Archive backupandrestorefilesandfolders

Managefile anddiskhousekeepingothat
informationis secureand easyto find

Configureaccesdo remotefile systems

Distinguishhetweendataand systemfile types
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Learning Outcome The learner
will:

3 Troubleshootandrespondto IT
systemproblemsquicklyand
effectively

4 planandmonitor the routine
andnon-routine maintenanceof
hardwareand software

5 Reviewandmodify hardware
andsoftwareto maintain
performance

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.1

3.2

3.3

3.4

3.5

3.6

3.7

4.1

4.2

4.3

51

5.2

5.3

AssessT systemproblems,explainwhat causes
them andhow to respondto them andavoid
similarproblemsin the future

Carryout contingencyplanningto recoverfrom
systemfailure anddataloss

Monitor andrecordIT systemproblemsto
enableeffectiveresponse

Monitor systemsettingsand adjustwhen
necessary

Explairwhenandwhereto getexpertadvice

Helpothersto selectanduseappropriate
resourcedo respondto ITsystemproblems

Checkthat errorsand problemshavebeen
resolvedsatisfactorily

Clarifythe resourceghat will be neededto carry
out maintenance

Developa planfor the maintenanceof IT
hardwareand software

Monitor the implementationof maintenance
plans,updatingthem wherenecessary

Useappropriatetechniquesto maintain
softwarefor optimum performance

Clarifywhenandhow to upgradesoftware

Reviewand modify hardwaresettingsto
maintainperformance
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Unit Y/502/4369

Personal Information Management Software

Learning Outcome The learner will:

1 uUseacalendarto schedule
appointments

2 Useatasklistto prioritise activities

3 Useanaddresshookto store,organise
andretrieve contactinformation

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11  cCreateedit anddelete calendarentries
1.2 Arrangerecurringappointments

1.3 |nvite othersto meetingsand monitor
attendance

14 Respondo meetingrequestsfrom
others

1.5  Createremindersfor calendar
appointments

1.6 Organiseanddisplayappointmentsas
required

2.1 Create edit anddeletetaskinformation

2.2 Organiseanddisplaytasks,setting
targetsfor completion

2.3 Monitor taskprogressandset
reminders

2.4 Reporton taskstatusandactivity

31 Create edit anddelete contact
information

3.2 Organiseanddisplaycontact
information

3.3 setupadistribution list

3.4 Describewhy it isimportant to use
personaldataresponsiblyand safely

3.5 Outlinewhy andhow to keepcontact
information up to date
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Unit L/502/4370

Personal Information Management Software

Learning Outcome The learner will:

1 Usecalendargo scheduleappointments

andmeetings

2 Useatasklist to prioritise activities

3 Useanaddresshookto store,organise

andretrieve contactinformation

ProQual, November 2017
Level 2 Diploma in IT User Skills

11

1.2

1.3

1.4

15

1.6

1.7

1.8

2.2

2.3

2.4

2.5

3.2

3.3

Assessment CriterionThe learner can:

Create edit anddelete multiple
calendarentries

Arrangerecurringappointments

Invite othersto meetingsand monitor
attendance

Respondo meetingrequestsfrom
others

Createremindersfor calendar
appointmentsandevents

Locate organiseanddisplay
appointmentsandeventsasrequired

Import andexportcalendardata

Describehow to sharecalendarawith
other users

Create edit anddeletetaskinformation

Organiseanddisplaytasks,setting
targetsfor completion

Monitor taskprogressandsetreminders
Reporton taskstatusand activity

Usesoftwarefeaturesto work
collaborativelyon taskswith other users

Create ,updateanddelete contact
information

Locate organiseanddisplaycontact
information efficiently

Createadditional contactliststo
separatework andleisurecontacts
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Learning Outcome The learner will:

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.4

3.5

3.6

3.7

3.8

Selectand export contactdetailsfor use

in other applications
Createand modify a distribution list

Sharecontactinformationwith others
responsibly

Explairwhy it isimportantto use
personaldataresponsiblyand safely

Describewvhy andhow to keepcontact
informationup to date
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Unit K/502/4618
Project Management Software

Learning Outcome The learner will:

1 cCreateanddefineaproject 11

1.2

13

1.4

2 Enterandedit information about
projecttasksandresources

2.2

2.3

2.4

2.5

2.6

2.7

w

3 Updateinformation aboutproject 1

progress

3.2

3.3

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

Identify the maincomponentsof the project
managemensoftware

Identify the information aboutthe projectthat
mustbe included

Createa new projectfile usingtemplates
where appropriate

Storeandretrieve projectmanagemenfiles
effectivelyin line with localguidelinesfor

storageanduseof datawhere applicable

Identify typesof tasks,milestonesdeadlines
andconstraints

Enterandedit information about projecttasks

Identify time andresourcegequiredfor the
project

Applyataskcalendarfor schedulingasks

Enterandedit information aboutresourcedor
usein the project

Mark any dependenciebetweentasks
Assigrresourcedo tasks

Useeditingandformatting techniquesto
update projectelements

Updatetaskstatusin line with progress

Updateinformation aboutresourcesas
required
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Learning Outcome The learner will:

4 Selectand useappropriatetools
andtechniquesto displayand
report on project status

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

4.1  uysefiltering andformatting techniquesto
displayprojectinformationto meetneeds

4.2 selectandgenerateprojectreports usingpre-
definedformatsto meetneeds
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Unit M/502/4619

Project Management Software

Learning Outcome The learner
will:

1 createanddefinea project

2 Enterandedit information about
projecttasksandresources

3 Updateinformation about
project progress

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1

1.2

1.3

2.2

2.3

24

25

2.6

2.7

2.8

3.1

3.2

3.3

3.4

Identify the criticalinformation aboutthe
projectthat mustbe included

Create storeandretrieve projectmanagement
files effectivelyin line with localguidelinesfor
storageanduseof datawhereapplicable

Definethe projectfile propertiesand project
options

Identify the criticaltasksand milestonesto be
completed

Enterandedit informationabout projecttasks

Identify anydeadlinesand constraintswhich
applyto the project

Identify issuesof resourceavailabilityand
utilisation

Createandapplyataskcalendarfor scheduling
tasks

Enterandedit information about resourcedor
usein the project

Adjusttemplatesfor projectinformation
Setup andedit dependenciebetweentasks

Describethe methodsto updateandreport
information about project progress

Useeditingandformatting techniquesto
update projectelements

Updatetaskstatusin line with progress

Updateinformation aboutresourcesas
required
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Learning Outcome The learner
will:

4 Selectanduseappropriatetools
andtechniquegto displayand
report on project status

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.5

3.6

4.2

4.3

Compareactualprogresswith projectbaseline
andrescheduleuncompletedtasks

Identify anyrisksandissueghat mayhavean
impactonthe project

Selectandcreateprojectreportsto meetneeds

Usefiltering andformatting techniquesto
displayprojectinformationto meetneeds

Shareprojectinformationwith other
applications
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Unit H/502/4620
Project Management Software

Learning Outcome The learner will:

1 createanddefinea project

2 Enterandedit information about
projecttasksandresources

3 Updateinformation aboutproject
progress

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1 Explainthe criticalinformation aboutthe
projectthat mustbe included

1.2 createstoreandretrieve project
managemenfilesin line with local
guidelineswhere applicable

1.3 Definethe projectfile propertiesand
projectoptions

14 Createmasterandsub-projects

1.5 createlinksacrossgrojectsandmanage
changedo linkedtasks

2.1 |dentify the criticaltasksand milestonesto
be completed

2.2 Explaichowto setup anydeadlinesand
constraintswhichapplyto the project

2.3 Enterandedit informationabout project
tasks

2.4 Explainhowto resolveissuesof resource
availabilityand utilisation

2.5  Enterandedit informationabout
resourcedo be usedin the project

2.6 createandapplyataskcalendarfor
schedulingasks

2.7 Identify andresolveanyissuesof resource
allocation

2.8 pefineandsetup dependenciedetween
tasks

3.1 Explainthe methodsavailableto track
projectprogressandreviewagainstplans
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Learning Outcome The learner will:

4 Selectand useappropriatetools and
techniquesto displayandreport on
projectstatus

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.2 Useeditingandformatting techniquesto
updateprojectelements

3.3 Updatetaskstatusin line with progress

3.4 updateinformation aboutresourcesas
required

3.5  Compareactualprogresswith project
baselineandrescheduleuncompleted
tasks

3.6 |dentify andassesshe impactof risksand
issueson the project

3.7 Manageinformation on projectrisksand
issues

4.1  Createand customiseprojectreportsto
meetneeds

4.2 ysefiltering and formatting techniquesto
displayprojectinformationto meetneeds

4.3 shareprojectinformationwith other
applications
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Unit K/502/4621
Presentation Software

Learning Outcome The learner will:

1 Input and combinetext and other
informationwithin presentation
slides

2 Usepresentationsoftwaretools
to structure,edit andformat
slides

3 Prepareslidesfor presentationto
meetneeds

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1 |dentifywhat typesof information are required
for the presentation

1.2 selectandusedifferent slidelayoutsas
appropriatefor different typesof information

1.3 Enterinformationinto presentationslidesso
that it isreadyfor editingandformatting

1.4 |dentify anyconstraintswhichmayaffectthe
presentation

1.5  Combineinformation of different formsor
from different sourcedor presentations

1.6 storeandretrieve presentationfiles
effectively,in line with localguidelinesand
conventionswhere available

2.1 |dentify what slidestructureto use

2.2 gselectandusean appropriatetemplateto
structureslides

2.3 Selectanduseappropriatetechniquesto edit
slides

2.4 Selectanduseappropriatetechniquesto
format slides

31 Identify howto presentslidesto meetneeds
and communicateeffectively

3.2 prepareslidesfor presentation

3.3 Checlpresentationmeetsneeds,usingI Ttools
andmakingcorrectionsasnecessary
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Unit M/502/4622
Presentation Software

Learning Outcome The learner will:

1 Input and combinetext and other
informationwithin presentation
slides

2 Usepresentationsoftwaretoolsto
structure,edit andformat slide
sequences

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

15

1.6

1.7

2.2

2.3

2.4

2.5

2.6

Identify what typesof informationare
requiredfor the presentation

Entertext and other information usinglayouts
appropriateto type of information

Insertchartsandtablesinto presentation
slides

Insertimagesyideoor soundto enhancethe
presentation

Identify any constraintswhichmayaffectthe
presentation

Organiseand combineinformation of
different formsor from different sourcedor
presentations

Storeandretrieve presentationfiles
effectively,in line with localguidelinesand
conventionswhere available

Identify what slidestructureandthemesto
use

Selectchangeanduseappropriatetemplates
for slides

Selectanduseappropriatetechniguesto edit
slidesand presentationso meet needs

Selectand useappropriatetechniquesto
format slidesand presentations

Identify what presentationeffectsto useto
enhancethe presentation

Selectanduseanimationandtransition
effectsappropriatelyto enhanceslide
sequences

95



Learning Outcome The learner will:

3 Prepareslideshowfor
presentation

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.1

3.2

3.3

3.4

Describenow to presentslidesto meetneeds

andcommunicateeffectively
Prepareslideshowfor presentation

Checlpresentationmeetsneeds,usinglT
tools andmakingcorrectionsasnecessary

Identify andrespondto anyquality problems
with presentationgo ensurethat
presentationsameet needs
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Unit T/502/4623
Presentation Software

Learning Outcome The learner will:

1 Input and combinetext and other
informationwithin presentation
slides

2 Usepresentationsoftwaretools to
structure,edit andformat
presentations

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1

1.2

1.3

1.4

15

1.6

1.7

21

2.2

2.3

24

2.5

2.6

Explairwhat typesof informationare
requiredfor the presentation

Entertext and other information usinglayouts
appropriateto type of information

Insertchartsandtablesandlink to source
data

Insertimagesyideoor soundto enhancethe
presentation

Identify any constraintswhichmayaffectthe
presentation

Organiseand combineinformation for
presentationsn line with any constraints

Storeandretrieve presentationfiles
effectively,in line with localguidelinesand
conventionswhere available

Explairvhenandhow to useandchangeslide
structureandthemesto enhance
presentations

Create,amendanduseappropriatetemplates
andthemesfor slides

Explainhow interactiveand presentation
effectscanbe usedto aid meaningor impact

Selectanduseappropriatetechniguesto edit
andformat presentationgo meet needs

Createanduseinteractiveelementsto
enhancepresentations

Selectanduseanimationandtransition
techniquesappropriatelyto enhance
presentations
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Learning Outcome The learner will:

3 Prepareinteractiveslideshowfor
presentation

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.1

3.2

3.3

3.4

3.5

Explainhowto presentslidesto communicate
effectivelyfor different contexts

Prepareinteractiveslideshowandassociated
productsfor presentation

Checlpresentationmeetsneeds,usinglT
tools andmakingcorrectionsasnecessary

Evaluatepresentationsjdentify anyquality
problemsanddiscusshowto respondto them

Respondappropriatelyto quality problemsto
ensurethat presentationameet needsandare
fit for purpose
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Unit H/502/9154
Internet Safety for IT users

Learning Outcome The learner will:

1 uUnderstandhe risksthat canexist
whenusingthe Internet.

2 Knowhowto safeguardselfand
otherswhenworkingonline.

3 Takeprecautionsto maintaindata
security.

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1 |dentifyrisksto usersafetyand privacy.
1.2 |dentifyrisksto datasecurity.

1.3 |dentifyrisksto systemperformanceand
integrity.

1.4 outlinehowto minimiselnternet risks.

1.5 Outlinefactorsthat affectthe reliability of
information on websites.

2.1 Takeappropriateprecautionsto ensure
own safetyand privacy.

2.2 protectpersonalinformationonline.
2.3 Carryout checkson others' onlineidentity.

2.4 Describehe formsandfeaturesof
cyberbullying.

2.5 |dentifywhenandhowto report online
safetyissues.

2.6 |dentifywhereto getonlinehelpand
information on e-safety.

31 Takeappropriateprecautionsto maintain
datasecurity.

3.2 Takeappropriateprecautionsto maintain
systemperformanceandintegrity.

3.3 useappropriatebrowsersafetyand
securitysettings.

3.4 Useappropriateclient softwaresafetyand
securitysettings.
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Learning Outcome The learner will:

4 Followlegalconstraints guidelines
andproceduresvhichapplywhen
workingonline.

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

4.1 |dentify legalconstraintson the uploading
anddownloadingof softwareand other
digital content.

4.2 |dentify legalconstraintson online
behaviour.

4.3 Correctlyobserveguidelinesand

proceduredor the safeuseof the Internet.
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Unit L/502/4384
IT Software Fundamentals

Learning Outcome The learner
will:

1 selectandusesoftware
applicationgo meetneedsand
solveproblems

2 Enter,developandformat
different typesof informationto
suitits meaningand purpose

3 Presentinformationin ways
that arefit for purposeand
audience

4 Makeeffectiveuseof ITtools
andfacilitiesto present
information

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1 |dentify different softwareapplicationsand give
examplesof their use

12 Selectanduseappropriatesoftwareapplications
to develop,produceand presentdifferent types
of informationto meetneedsandsolve
problems

1.3 |dentify what typesof information are needed

2.1 Enter,organiseandformat different typesof
informationto meetneeds

2.2 Applyeditingtechniquesto refine information
asrequired

2.3 combinenformation of different formsor from
different sourcesto meetneeds

2.4 selectanduseappropriatepagelayoutto
presentinformation effectively

31  work accuratelyand proof-read, usingsoftware
facilitieswhere appropriatefor the task

3.2 produceinformationthat isfit for purposeand
audienceusingcommonlyacceptedayoutsas
appropriate

4.1 Reviewandmodifywork asit progressego
ensurethe resultisfit for purposeandaudience

4.2 Reviewthe effectivenesof the ITtools selected
to meet presentationneeds
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Unit R/502/4385
IT Software Fundamentals

Learning Outcome The learner will: Assessment CriterionThe learner can:
1 Selectanduseappropriate 1.1 pescribewhat typesof informationare
softwareapplicationso meet needed

needsandsolveproblems
1.2 selectandusesoftwareapplicationsto
develop,produceand presentdifferent types
of informationto meetneedsandsolve

problems
2 Enter,develop,combineand 2.1 Enter,organiserefine andformat different
format different typesof typesof information, applyingediting
informationto suitits meaning techniquesto meetneeds
andpurpose
2.2 Useappropriatetechniguesto combineimage
andtext components
2.3 Combineinformation of different formsor
from different sources
2.4 selectanduseappropriatepagelayoutto
presentinformation effectively
3 Presentinformationin waysthat 3.1  work accuratelyand proof-read, using
arefit for purposeandaudience softwarefacilitieswhere appropriate
3.2 |dentifyinconsistenciesr quality issueswith
the presentationof information
3.3 Produceinformationthat isfit for purpose
andaudienceusingacceptedayoutsand
conventionsasappropriate
4 Evaluatethe selectionanduseof 4.1 Reviewandmodifywork asit progressego
ITtools andfacilitiesto present ensurethe reault isfit for purposeand
information audienceandto inform future judgements

4.2 Reviewthe effectivenesof the ITtools
selectedto meetneedsin orderto improve
future work

ProQual, November 2017
Level 2 Diploma in IT User Skills
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Unit Y/502/4209
Set Up an IT System

Learning Outcome The learner will:

1 Connectupapersonalcomputer,
printer and peripheraldevices
safely

2 Connecto anITcommunication
service

3 Setup softwarefor use

4 Checkhat the ITsystemand

communicationserviceare working

successfully

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

1.1 |dentifywhat I T systemcomponentsstorage
andperipheraldevicesare neededand how
to connectthem

1.2 |dentify anyhealthandsafetyissues
associatedvith settingup an|Tsystem

1.3 Connectup the componentsof anITsystem
safely,includinga printer andother
peripheraldevices

14 Connectremovablestoragemediato aPC
safely

2.1 Connecttommunicatiorhardwaresafelyto a
PC

2.2 |dentify the detailsneededto connectto an
Internet ServiceProvider(ISP)

2.3 Connecto acommunicationservicefrom a
PC

3.1 Configurethe userinterfaceto meetneeds

3.2 |dentify what securityprecautionsneedto be
addressedvhen connectingto the internet

3.3 setup andconfigurevirusprotection
software

3.4 Setup filesand softwareto meetneeds

4.1  |dentify simpleteststhat canbe usedto
checkthe system

4.2 Identify simplecommunicationteststhat can
be usedto checkthe internet connection

4.3 Runteststo checkthat the systemand
communicationserviceareworking
successfully
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Learning Outcome The learner will: Assessment CriterionThe learner can:

4.4 |dentify howto report faults and seekexpert
help

4.5 Respondo error messagesndreport faults
asappropriate

ProQual, November 2017
Level 2 Diploma in IT User Skills
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Unit L/502/4210
Set Up an IT System

Learning Outcome The learner will:

1 selectandconnectup apersonal
computersafelywith associated
hardwareandstoragemediato meet
needs

2 Selectandconnectan ITsystemto a
communicationserviceto meet needs

3 Installand configuresoftwarefor use

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

1.3

1.4

2.1

2.2

2.3

24

3.1

3.2

3.3

3.4

Describewhat IT systemcomponents,
storageandperipheraldevicesare needed

Describeanyhealthand safetyissues
associatedvith settingup anIT system

Describethe characteristicof IT systems
that affect performance

Selectand connectup the componentsof
an|T systemsafely,includingany
peripheraldevicesand storagemedia

Selectandconnectcommunication
hardwaresafelyto anITsystem

Describethe factorsthat affect data
transfer

Selectandconnectto a communication
servicefrom an|Tsystem

Identify the loginand passworddetails
neededto connectto an Internet Service
Provider(ISP)

Configurethe userinterfaceto meet
needs

Describewhat securityprecautionsneed
to beaddressed

Setup andconfigurevirusprotection
software

Installand setup applicationsoftwareto
meetneeds
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Learning Outcome The learner will:

4 Checkhat the IT systemand
communicationserviceareworking
successfully

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

3.5  Backupandrestoresystemanddatafiles

4.1  |dentifywhat testscanbe usedto check
the IT systemand communications

4.2 selectandrun suitableteststo makesure
that the systemand communication
serviceare workingsuccessfully

4.3 |dentify the help andtroubleshooting
facilitiesavailableto solveproblems

4.4 Respondo faultsanderror messagesnd

usehelp andtroubleshootingfacilitiesto
determineandtake appropriateaction
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Unit R/502/4211
Set Up an IT System

Learning Outcome The learner will:

1  Selectand connectup apersonal
computersafelywith associated
hardwareandstoragemediato meet
needs

2 SelectandconnectIT systemto a
communicationservicesuccessfully
to meetneeds

3 Installand configureoperating
systemandapplicationsoftwarefor
use

ProQual, November 2017
Level 2 Diploma in IT User Skills

Assessment CriterionThe learner can:

11

1.2

13

1.4

2.1

2.2

2.3

24

2.5

3.1

3.2

3.3

3.4

Explainthe reasondor choosingdifferent
systemcomponentsand howto avoidany
compatibilityissuesbetweenhardwareand
software

Explainany health and safetyissues
associatedvith settingup anITsystem

Explainthe characteristic®f ITsystems
that affect performance

Selectand connectup the componentsof
an IT systemsafely,includingany peripheral
devicesandstoragemedia

Explainthe reasondor choosinga
communicationservice

Explainwhat effect variationsin data
transmissiorspeedmayhave

Selectand connectcommunication
hardwaresafelyto anITsystem

Selectandconnectto a communication
servicefrom anITsystem

Explairthe factorswhichinfluencechoice
of Internet ServiceProviders

Configurethe userinterfaceto meetneeds

Explairwhat securityprecautionsneedto
be addressedor the systemto be used
securelyonline by severalusers

Install,setup and configurevirusprotection
andother securitysystemsand software

Explainthe benefitsandrisksof usingdisk
partitionsor other backuplocations
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Learning Outcome The learner will: Assessment CriterionThe learner can:

3.5 Establista backuproutine for dataand
system

3.6 |nstall,setup and configureapplication
softwareto meetneeds

4 Checkhat the IT systemand 4.1  Explainwhat systemtestsand
communicationserviceare working communicationtestsare neededandwhy
successfully

4.2 selectandrun suitableteststo makesure
that the systemand communicationservice
areworkingsuccessfully

4.3 Explainthe rangeof helpand
troubleshootingfacilitiesavailableto solve
problems

4.4 Establistproceduresfor recoveryin the
eventof systemfaultsor failure

4.5  Respondo faultsanderror messagesnd
usehelp andtroubleshootingfacilitiesto
determineandtake appropriateaction
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Unit L/502/4398
Specialist Software

Learning Outcome The learner will:

1 Input, organiseandcombine
information usingspecialist
software

2 Usetools andtechniquesto edit,
processformat and present
information

ProQual, November 2017
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Assessment CriterionThe learner can:

11

1.2

1.3

14

2.1

2.2

2.3

Input relevantinformation accuratelyinto
existingtemplatesand/or filessothat it is
readyfor processing

Organiseand combineinformation of different
formsor from different sources

Followlocaland/or legalguidelinesfor the
storageanduseof datawhere available

Respondappropriatelyto dataentry error
messages

Useappropriatetools andtechniquesto edit,
processor format information

Checkinformation meetsneeds,usinglTtools
andmakingcorrectionsasnecessary

Useappropriatepresentationmethodsand
acceptedayouts
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Unit R/502/4399
Specialist Software

\Il_vtialﬁrmngOutcome- UL [T Assessment CriterionThe learner can:
1 Input and combineinformation 11 Input relevantinformationaccuratelysothat it is
usingspecialisapplications readyfor processing

1.2 selectanduseappropriatetechniquesto link
and combineinformation of different formsor
from different sourceswithin the software

1.3 Respondappropriatelyto dataentry error

messages
2 Useappropriatestructuresto 2.1 pescribevhat functionsto applyto structure
organiseandretrieve andlayoutinformation effectively
information efficiently
2.2 gelectanduseappropriatestructuresand/or
layoutsto organiseinformation
2.3 Applylocaland/or legalguidelinesand
conventiongor the storageanduseof data
whereavailable
3 Usethe functionsof the 3.1  selectanduseappropriatetools andtechniques
softwareeffectivelyto process to edit, processandformat information

andpresentinformation

3.2 Checkinformation meetsneeds,usingITtools
and makingcorrectionsasnecessary

3.3  Selectand useappropriatemethodsto present
information
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Unit A/502/4400
Specialist Software

Learning Outcome The learner will:

1 Input and combineinformation
usingspecialistsoftware

2 Createand modify appropriate
structuresto organiseand
retrieve information efficiently

3 Exploitthe functionsof the
softwareeffectivelyto process
andpresentinformation

ProQual, November 2017
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Assessment CriterionThe learner can:

11

1.2

2.1

2.2

2.3

3.1

3.2

3.3

3.4

Input relevantinformationaccuratelysothat it
is readyfor processing

Selectanduseappropriatetechniquesto link
and combineinformationwithin the application
andacrosdifferent softwareapplications

Evaluatethe useof softwarefunctionsto
structure,layoutandstyleinformation

Create changeand useappropriatestructures
and/or layoutsto organiseinformation
efficiently

Managedatafiles effectively,in line with local
and/or legalguidelinesand conventionsfor the
storageanduseof datawhere available

Selectanduseappropriak toolsand
techniquesto edit, analyseandformat
information

Checkinformation meetsneeds,usinglTtools
and makingcorrectionsasnecessary

Identify andrespondappropriatelyto quality
problemsto ensurethat outcomesarefit for
purposeandmeetneeds

Selectandusepresentationmethodsto aid
clarityandmeaning
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Unit A/502/4624
Spreadsheet Software

Learning Outcome The learner will: Assessment CriterionThe learner can:

1 uUseaspreadsheeto enter,editand 1.1  |dentifywhat numericalandother
organisenumericaland other data informationis neededandhowthe
spreadsheeshouldbe structuredto meet
needs

1.2 Enterandedit numericalandother data
accurately

1.3 storeandretrieve spreadsheefiles
effectively,in line with localguidelinesand
conventionswhere available

2 Useappropriateformulasandtools ~ 2-1  |dentify howto summariseanddisplaythe
to summariseanddisplay requiredinformation
spreadsheetnformation

2.2 ysefunctionsandformulasto meet
calculationrequirements

2.3 Usespreadsheetools andtechniquesto
summariseanddisplayinformation

3 Selecanduseappropriatetoolsand  3-1  Selectand useappropriatetools and
techniquesto presentspreadsheet techniquesto format spreadsheetells,
information effectively rowsandcolumns

3.2 |dentifywhichchartor graphtype to useto
displayinformation

3.3 Selectanduseappropriatetools and
techniquesto generate,developandformat
chartsandgraphs

3.4 Selectanduseappropriatepagelayoutto
presentand print spreadsheetnformation

3.5 Checkinformation meetsneeds,using
spreadsheetools andmakingcorrectionsas
necessary
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Unit F/502/4625
Spreadsheet Software

Learning Outcome The learnerwill:

1 uUsea spreadsheeto enter, edit and
organisenumericaland other data

2 Selectanduseappropriateformulas
anddataanalysidoolsto meet
requirements

3 Selectandusetoolsand techniques
to presentandformat spreadsheet
information

ProQual, November 2017
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Assessment CriterionThe learner can:

11

1.2

1.3

1.4

2.1

2.2

2.3

3.1

3.2

3.3

3.4

3.5

Identify what numericaland other
informationis neededin the spreadsheet
andhow it shouldbe structured

Enterandedit numericaland other data
accurately

Combineandlink dataacrosswvorksheets

Storeandretrieve spreadsheetfiles
effectively,in line with localguidelinesand
conventionswhere available

Identify whichtools andtechniquesto use
to analyseand manipulatedatato meet
requirements

Selectandusearangeof appropriate
functionsandformulasto meet calculation
requirements

Usearangeof tools andtechniquesto
analyseandmanipulatedatato meet
requirements

Planhow to presentandformat spreadsheet
information effectivelyto meetneeds

Selectanduseappropriatetools and
techniquesto format spreadsheetells,
rows, columnsandworksheets

Selectandformat an appropriatechartor
graphtypeto displayselectedinformation

Selectanduseappropriatepagelayoutto
presentand print spreadsheetnformation

Checkinformation meetsneeds,using
spreadsheetools and makingcorrectionsas
necessary
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Learning Outcome The learnerwill: Assessment CriterionThe learner can:

3.6 Describehowto find errorsin spreadsheet
formulas

3.7 Respondappropriatelyto any problemswith
spreadsheets
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Unit J/502/4626
Spreadsheet Software

Learning Outcome The learner will:

1 uUsea spreadsheeto enter, edit and
organisenumericaland other data

2 Selectanduseappropriateformulas
anddataanalysidoolsand
techniquesto meetrequirements

3 Usetools andtechniquesto present,
andformat andpublishspreadsheet
information

ProQual, November 2017
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Assessment CriterionThe learner can:

11

1.2

1.3

1.4

2.1

2.2

2.3

24

3.1

3.2

3.3

Identify what numericaland other
informationis neededin the spreadsheet
andhow it shouldbe structured

Enterandedit numericaland other data
accurately

Combineandlink datafrom different
sources

Storeandretrieve spreadsheefiles
effectively,in line with localguidelinesand
conventionswhere available

Explainvhat methodscanbe usedto
summariseanalyseandinterpret
spreadsheetiataandwhento usethem

Selectanduseawide rangeof appropriate
functionsandformulasto meet calculation
requirements

Selectandusearangeof toolsand
techniquesto analyseandinterpret datato
meetrequirements

Selectand useforecastingtoolsand
techniques

Explainhowto presentandformat
spreadsheetnformation effectivelyto
meetneeds

Selectand useappropriatetools and
techniquesto format spreadsheetells,
rows, columnsandworksheetseffectively

Selectand useappropriatetools and
techniquesto generate,developand
format chartsandgraphs
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Learning Outcome The learner will:
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Assessment CriterionThe learner can:

3.4  selectanduseappropriatepagelayoutto
present,print and publishspreadsheet
information

3.5  Explainhowto find andsort out anyerrors
in formulas

3.6 Checkspreadsheetnformationmeets
needs,usinglTtools andmaking
correctionsasnecessary

3.7 Useauditingtoolsto identify andrespond
appropriatelyto anyproblemswith
spreadsheets
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Unit J/502/4206
IT User Fundamentals

Learning Outcome The learner will: Assessment CriterionThe learner can:

1 UselTsystemso meetneeds 1.1 usecorrectprocedurego start and
shutdownan T system

1.2 yseinterfacefeatureseffectivelyto
interactwith IT systems

1.3 Adjustsystemsettingsto meetindividual
needs

1.4 yseacommunicationserviceto accesghe
Internet

1.5 useappropriateterminologywhen
describingT systems

2 Organisestoreandretrieve 2.1 workwith filesandfolderssothat it is easy
information efficiently to find andretrieve information

2.2 |dentify what storagemediato use

2.3 QOrganiseandstoreinformation, using
generalandlocalconventionswhere

appropriate
3 Followandunderstandthe needfor 31 Work safelyandtake stepsto minimise
safetyandsecuritypractices physicaltress

3.2 Recognis¢he dangerof computerviruses,
andhow to minimiserisk

3.3 Keepinformationsecure

3.4 Outlinewhy it isimportantto staysafeand
to respectotherswhenusinglCTFbased
communication

3.5 Followrelevantguidelinesand procedures
for the safeand secureuseof IT

4 carryout routine maintenanceof IT 4.1 |dentifywhy routine maintenanceof
systemsandrespondto routine IT hardwareisimportantandwhento carryit
systemproblems out
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Learning Outcome The learner will: Assessment CriterionThe learner can:

4.2 |dentifywhereto getexpertadvice

4.3 Carryout regularroutine maintenanceof
ITsystemssafely

4.4

Takeappropriateactionto handleroutine
ITproblems
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Unit L/502/4207
IT User Fundamentals

Learning Outcome The learner will: Assessment CriterionThe learner can:

1 UselTsystemdo meetavariety 11 Usecorrectprocedurego start and shutdown
of needs an|Tsystem

1.2 Selectand useinterfacefeatureseffectivelyto
interactwith ITsystems

1.3 selectandadjustsystemsettingsas
appropriateto needs

14 selectanduseacommunicationserviceto
accesghe Internet

1.5 Useappropriateterminologywhendescribing
ITsystems

2 Manageinformationstorageand  2-1  Managefilesandfoldersto enableefficient
retrievalappropriately informationretrieval

2.2 |dentifywhenandwhyto usedifferent typesof
storagemedia

2.3 Organiseandstoreinformation, usinggeneral
andlocalconventionswhere appropriate

3 Followandunderstandthe need 31 Work safelyandtake stepsto minimisephysical
for safetyand securitypractices stress

3.2 Describehe dangerof computerviruses,and
how to minimiserisk

3.3 Keepinformationsecure

3.4 Explairwhy it isimportantto staysafeandto
respectotherswhenusinglT-based
communication

3.5 Followrelevantguidelinesand proceduredor
the safeandsecureuseof IT

4 Maintainsystemand 4.1  Describewhy routine andnon-routine
troubleshootITsystemproblems maintenancasimportantandwhento carryit
out
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Learning Outcome The learner will:
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Assessment CriterionThe learner can:

4.2 Carryout regularroutine maintenanceof IT
systemssafely

4.3 |dentify sourcesof helpandhowto getexpert
advice

4.4 |dentify IT problemsandtake appropriate
action
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Unit L/502/4627
Word Processing Software

Learning Outcome The learner will: Assessment CriterionThe learner can:

1 Enter,editandcombinetext andother 1.1  |dentify what typesof informationare
information accuratelywithin word neededin documents
processinglocuments

1.2 |dentifywhat templatesare availableand
whento usethem

1.3 usekeyboardor other input methodto
enter or inserttext and other information

1.4 combineinformation of different typesor
from different sourcesnto a document

1.5 Enterinformationinto existingtables,
formsandtemplates

1.6 useeditingtoolsto amenddocument
content

1.7 storeandretrieve documentfiles
effectively,in line with localguidelines
and conventionswvhere available

2 Structureinformationwithin word 2.1 createandmodify tablesto organise
processinglocuments tabularor numericinformation

2.2 selectandapplyheadingstylesto text

3 Useword processingsoftwaretoolsto 31 Identify what formatting to useto
format and presentdocuments enhancepresentationof the document

3.2 selectanduseappropriatetechniquesto
format charactersand paragraphs

3.3 selectanduseappropriatepagelayoutto
presentand print documents

3.4 Checldocumentsmeetneeds,usinglT
toolsandmakingcorrectionsasnecessary
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Unit R/502/4628
Word Processing Software

Learning Outcome The learner will: Assessment CriterionThe learner can:
1 Enterandcombinetext andother 1.1 |dentifywhat typesof information are
information accuratelywithin word neededin documents

processinglocuments
1.2 yseappropriatetechniquesto enter text
andother information accuratelyand
efficiently

1.3 selectanduseappropriatetemplatesfor
different purposes

1.4 |dentify whenandhowto combineand
mergeinformation from other softwareor
other documents

1.5 selectandusearangeof editingtoolsto
amenddocumentcontent

1.6 combineor mergeinformationwithin a
documentfrom arangeof sources

1.7 storeandretrieve documentandtemplate
files effectively,in line with local
guidelinesand conventionswhere

available
2 Createand modify layoutand 2.1 Identify the documentrequirementsfor
structuresfor word processing structureandstyle

documents

2.2 |dentify what templatesand stylesare
availableandwhento usethem

2.3 Createand modify columns tablesand
formsto organiseinformation

2.4 selectandapplystylesto text

3 Useword processingsoftwaretoolsto 31 Identify how the documentshouldbe
format and presentdocuments formatted to aid meaning
effectivelyto meetrequirements

3.2 Selectanduseappropriatetechniquesto
format charactersand paragraphs
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Learning Outcome The learner will: Assessment CriterionThe learner can:

3.3 selectanduseappropriatepageand
sectionlayoutsto presentand print
documents

3.4 Describeanyquality problemswith
documents

3.5  Checldocumentsmeetneeds,usinglT
tools andmakingcorrectionsasnecessary

3.6 Respondppropriatelyto quality problems
with documentssothat outcomesmeet
needs
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Level 2 Diploma in IT User Skills
123



Unit Y/502/4629
Word Processing Software

Learning Outcome The learner will: Assessment CriterionThe learner can:

1 Enterandcombinetext andother 1.1 summarisevhat typesof information
information accuratelywithin word are neededfor the documentand how
processinglocuments they shouldbe linkedor integrated

1.2 Useappropriatetechniquesto enter text
andother typesof information
accuratelyand efficiently

1.3 createuseandmodify appropriate
templatesfor different typesof
documents

1.4 Explainhowto combineandmerge
information from other softwareor
multiple documents

1.5 combineandmergeinformationwithin a
documentfrom arangeof sources

1.6 storeandretrieve documentand
associatediles effectively,in line with
localguidelinesand conventionswhere
available

1.7 selectandusetools andtechniquesto
work with multiple documentsor users

1.8 customisanterfaceto meetneeds

2 Createandmodifyappropriatelayouts, 2-1  Analyseandexplainthe requirementsfor
structuresand stylesfor word structureandstyle
processinglocuments

2.2 Createuseandmodify columns tables
andformsto organiseinformation

2.3 pefineand modify stylesfor document
elements
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Learning Outcome The learner will: Assessment CriterionThe learner can:

2.4 selectandusetools andtechniquesto
organiseand structurelongdocuments

3 Useword processingoftwaretoolsand  3-1  Explainhow the information shouldbe

techniquesto format andpresent formatted to aid meaning
documentseffectivelyto meet
requirements 3.2  selectand useappropriatetechniquesto

format charactersand paragraphs

3.3 Selectanduseappropriatepageand
sectionlayoutsto presentand print
multi-pageand multi-sectiondocuments

3.4 Checldocumentsmeetneeds,usinglT
tools andmakingcorrectionsas
necessary

3.5  Evaluatethe quality of the documents
producedto ensurethey arefit for
purpose

3.6 Respondppropriatelyto anyquality
problemswith documentsto ensurethat
outcomesmeet needsandarefit for
purpose
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Unit L/502/4630
Website Software

Learning Outcome The learner
will:

1 Planandcreateweb pages

2 Usewebsitesoftwaretoolsto
structureandformat web
pages

3 Publishweb pagesto the
Internetor anintranet
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Assessment CriterionThe learner can:

1.1

1.

N

1.3

1.4

15

1.6

1.7

1.8

2.1

2.2

2.3

24

3.1

3.2

Identify what contentand layoutwill be needed
in the web page

Identify the purposeof the webpageand
intendedaudience

Selectanduseawebsitedesigntemplateto
createasingleweb page

Enteror insertcontent for web pagessothat it is
readyfor editingandformatting

Organiseand combineinformation neededfor
webpages

Identify copyrightand other constraintson using
ot h énforméation

Identify what file typesto usefor savingcontent

Storeandretrieve web files effectively,in line
with localguidelinesand conventionsvhere
available

Identify what editingandformatting to useto aid
both clarity andnavigation

Selectandusewebsitefeaturesto helpthe user
navigatesimplewebsites

Useappropriateediting and formatting
techniques

Checkweb pagés meet needs,usinglTtools and
makingcorrectionsasnecessary

Uploadcontentto awebsite

Respondappropriatelyto commonproblems
whentestingaweb page
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Unit R/502/4631
Website Software

Learning Outcome The learner
will:

1 Createstructuresandstyles
for websites

2 Usewebsitesoftwaretools
to preparecontentfor
websites
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Assessment CriterionThe learner can:

1.1

1.2

1.3

1.4

15

1.6

1.7

1.8

2.1

2.2

2.3

24

2.5

2.6

Describewhat websitecontentandlayoutwill be
neededfor eachpage

Planandcreateweb pagetemplatesto layout

Selectand usewebsitefeaturesand structuresto
helpthe usernavigateround web pageswithin the
site

Create selectand usestylesto keepthe
appearanceof web pagesconsistentand make
them easyto understand

Describehow copyrightand other constraintsmay
affectthe website

Describewhat accessssuesmayneedto betaken
into account

Describewhat file typesto usefor savingcontent

Storeandretrievefiles effectively,in line with local
guidelinesand conventionswhereavailable

Preparecontentfor web pagessothat it isreadyfor
editingandformatting

Organiseand combineinformation neededfor web
pagesincludingacrosdifferent software

Selectand useappropriateediting and formatting
techniquesto aid both clarity and navigation

Selectanduseappropriatedevelopmenttechniques
to link information acrosgpages

Changehe file formatsappropriatelyfor content

Checlweb pagés meet needs,usinglTtools and
makingcorrectionsasnecessary

127



Learning Outcome The learner
will:

3 Publishwebsites
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Assessment CriterionThe learner can:

3.1  selectanduseappropriatetestingmethodsto
checkthat all elementsof websitesare workingas
planned

3.2 |dentify anyquality problemswith websitesand
how to respondto them

3.3 Selectandusean appropriateprogrammeto
uploadandpublishthe website

3.4 Respondappropriatelyto problemswith multiple
pagewebsites
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Unit Y/502/4632
Website Software

Learning Outcome The learner will:

1 Createstructuresandstylesanduse
themto producewebsites

2 Selectandusewebsitesoftwaretools
andfeaturesto developmultiple page
websiteswith multimediaand
interactivefeatures
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Assessment CriterionThe learner can:

11  Determinewhat websitecontentand
layoutwill be neededfor eachpageand
for the site

1.2 planandcreateweb pagetemplatesto
layoutcontent

1.3 selectandusewebsitefeaturesand
structuresto enhancewebsitenavigation
andfunctionality

1.4 cCreateselectandusestylesto enhance
websiteconsistencyandreadability

1.5 Provideguidanceon laws,guidelinesand
constraintsthat affectthe contentand
useof websites

1.6 Explainwhat accessssuesnayneedto
be takeninto account

1.7 Explainrwhenandwhyto usedifferent file
typesfor savingcontent

1.8  storeandretrievefiles effectively,in line
with localguidelinesandconventions
where available

2.1 Preparecontentfor web pagessothat it
is readyfor editingandformatting

2.2 Organiseand combineinformation
neededfor web pagesin line with any
copyrightconstraints,includingacross
different software

2.3 selectanduseappropriateeditingand
formatting techniquesto aid meaning

2.4 selectanduseappropriateprogramming
anddevelopmenttechniquesto add
featuresandenhancewebsites
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Learning Outcome The learner will:

3 Publishandtest multiple page
websiteswith multimediaand
interactivefeatures
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Assessment CriterionThe learner can:

2.5

2.6

3.1

3.2

3.3

3.4

Selectandusefile formatsthat make
information easierto download

Checkweb pagesmeet needs,usinglT
tools and makingcorrectionsasnecessary

Selectanduseappropriatetesting
methodsto checkthat all elementsand
featuresof complexwebsitesare working
asplanned

Identify any quality problemswith
websitesand explainhow to respondto
them

Selectandusean appropriate
programmeto uploadandpublishthe
websiteand makesurethat it will
downloadefficiently

Respondappropriatelyto quality

problemswith websitesto ensure
outcomesarefit for purpose

130



ProQual Awarding Body
ProQuaHouse
Annie Med Lane
South Cave
HU15 2HG

Tel:01430 423822

www.progualab.com

enqguiries@progualab.com

ProQual, November 2017
Level 2 Diploma in IT User Skills

131


http://www.proqualab.com/
mailto:enquiries@proqualab.com

