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Columns 
Section break correct position 1 mark 
3 columns, 1.5 cm column spacing 1 mark 

Chart 
Pie chart, correct data (Total only) 1 mark 
Chart in correct position, within margins, all data fully visible 1 mark 
Chart title 100% accurate 1 mark 
% labels only on each sector, correct legend displayed 1 mark 

Header 
Page numbers left aligned 
Automated file name and path right aligned 1 mark 

Footer  Name, Centre number, candidate number left aligned
 1 mark 

Title UG-title style applied, sans serif, 24pt, underline,  
 right aligned, 12pt space after, no changes to text 1 mark 
Subtitle Data entry 100% accurate  1 mark 
 UG-subtitle style applied – sans serif, 16pt, italic, centre aligned, no space after 1 mark 

Subheadings (8) 
UG-subhead style – sans serif, 14pt,  
centre aligned, 12pt space after bold, italic 1 mark 

Bullets 
Square bullets applied 1 mark 
1 cm hanging indent 1 mark 
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Thick (3–4pt) border applied to correct paragraph 1 mark
Light grey shading applied to paragraph i.e. fills box 1 mark

Image 
Correct image inserted in correct position 1 mark 
Image flipped so the skater faces left 1 mark 
Aligned top of text and left margin, text wrapped 1 mark 
Resized to 2cm wide, aspect ratio maintained 1 mark
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Correct paragraph moved to here 1 mark 

Spellings students and course corrected 1 mark 

Page layout 
Landscape orientation 1 mark 
UG-body style applied - serif, 12pt, single, justified, 12pt space after 1 mark 
Document complete/paras intact, margins consistent, spacing consistent, 
top of columns balanced, no widows/orphans, split lists/charts, blank pages 1 mark 
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Extended Doctoral Options 
Subject Length Head_of_Faculty Campus 
Accountancy 6 Phillip Tasker Balmoral Centre 
Animal Sciences 6 John Needham Bidgood Hall 
Chemistry 6 Chin Tao Joseph Hawkins Centre 
Molecular and Integrative Physics 6 Chin Tao Joseph Hawkins Centre 
Natural Resources and Environmental Sciences 6 John Needham Bidgood Hall 
Veterinary Clinical Medicine 6 Tamara Bansal Simcoe Hall 
Veterinary Pathobiology 6 Tamara Bansal Simcoe Hall 
Agriculture and Consumer Economics 5 John Needham Bidgood Hall 
Anthropology 5 Chin Tao Joseph Hawkins Centre 
Classical Philology 5 Chin Tao Joseph Hawkins Centre 
Communications 5 Vasos Rines Crimson Towers 
Kinesiology 5 Mohammed Ahktar Parkhurst Centre 
Microbiology 5 Chin Tao Joseph Hawkins Centre 
Special Education 5 Susan McKenna Ruskin Hall 
Veterinary Comparative Biosciences 5 Tamara Bansal Simcoe Hall 
Aerospace Engineering 4 Malik Bazzi Tobin Hall 
Architecture 4 Jeremy Agnew Sanford Hall 
Cell and Developmental Biology 4 Chin Tao Joseph Hawkins Centre 
Comparative Literature 4 Chin Tao Joseph Hawkins Centre 
Crop Sciences 4 John Needham Bidgood Hall 
Environmental Science in Civil Engineering 4 Malik Bazzi Tobin Hall 
Human and Community Development 4 John Needham Bidgood Hall 
Industrial Engineering 4 Malik Bazzi Tobin Hall 
Landscape Architecture 4 Jeremy Agnew Sanford Hall 
Linguistics 4 Chin Tao Joseph Hawkins Centre 
Musicology 4 Jeremy Agnew Sanford Hall 
Nuclear Engineering 4 Malik Bazzi Tobin Hall 
Organization and Leadership in Higher Education 4 Susan McKenna Ruskin Hall 
Recreation Sport and Tourism 4 Mohammed Ahktar Parkhurst Centre 
Regional Planning 4 Jeremy Agnew Sanford Hall 
Statistics 4 Chin Tao Joseph Hawkins Centre 
Theatre Foundations 4 Jeremy Agnew Sanford Hall 
Theoretical and Applied Mechanics 4 Malik Bazzi Tobin Hall 
Total subjects 33  

Name, Centre number, Candidate number 
 
 
 
 

Search 
Qual_Code = PHD 1 mark 
Length >=4 1 mark 
(33 records) 

Calculated count under Subject column. 1 mark 
Label 100% accurate, left of number 1 mark

Title  
Correct, 100% accurate 1 mark

Sorted descending Length, ascending order Subject 1 mark
Specified fields only, correct order 1 mark
Portrait, fits a single page only, all fields present, fully visible 1 mark
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Selected Tawara Degrees  Name, Centre number, Candidate 
number 
Course_Code Qual_Code Subject Faculty Male Female Full_Time Total_Enrolled 
AG151BS BA Natural Resources and Environmental Science Agriculture and Environmental Sciences 6 5  11 
LI394BA BA Computer Science and Linguistics School of Liberal Arts and Science 79 64  143 
LI348BA BA Actuarial Science School of Liberal Arts and Science 54 12  66 
LI392BA BA Computer Science and Astronomy School of Liberal Arts and Science 3 2  5 
LI426BA BA Geographic Information Science School of Liberal Arts and Science 3 0  3 
LI391BA BA Computer Science and Anthropology School of Liberal Arts and Science 13 12  25 
LI463BA BA Math and Computer Science School of Liberal Arts and Science 14 25  39 
LI494BA BA Political Science School of Liberal Arts and Science 24 6  30 
LI504BA BA Science of the Earth System School of Liberal Arts and Science 58 25  83 
LI519BA BA Statistics and Computer Science School of Liberal Arts and Science 75 29  104 
AG119BS BS Animal Sciences Pre-Vet Medicine Agriculture and Environmental Sciences 5 8  13 
AG143BS BS Food Science Dietetics Agriculture and Environmental Sciences 2 25  27 
AG116BS BS Animal Sciences Agriculture and Environmental Sciences 11 57  68 
AG127BS BS Crop Sciences Agroecology  Agriculture and Environmental Sciences 0 1  1 
EN259BS BS Computer Science School of Engineering 112 84  196 
AG111BS BS Agricultural Science Education Agriculture and Environmental Sciences 34 25  59 
LI393BS BS Computer Science and Chemistry School of Liberal Arts and Science 1 3  4 
AG108BS BS Agricultural Leadership and Science Education Agriculture and Environmental Sciences 12 6  18 
AG124BS BS Companion Animal and Equine Science Agriculture and Environmental Sciences 12 22  34 
AG129BS BS Crop Sciences Crop Agribusiness Agriculture and Environmental Sciences 6 19  25 
AG130BS BS Crop Sciences Crops Agriculture and Environmental Sciences 6 21  27 
AG140BS BS Food Science and Human Nutrition Agriculture and Environmental Sciences 3 18  21 
AG137BS BS Food Science Agriculture and Environmental Sciences 2 5  7 
AP173BS BS Infectious Diseases  (Biological Sciences) Division of Applied Health Sciences 4 15  19 
AP174BS BS Interdisciplinary Health Science Division of Applied Health Sciences 0 3  3 
EN276BS BS Materials Science and Engineering School of Engineering 7 0  7 
AG152BS BS Natural Resources and Environmental Science Agriculture and Environmental Sciences 4 0  4 
LI492BS BS Plant Science School of Liberal Arts and Science 4 4  8 
AP183BS BS Speech and Hearing Neuroscience Division of Applied Health Sciences 36 16  52 
AP184BS BS Speech and Hearing Science Division of Applied Health Sciences 0 7  7 
AG131BS BS Crop Sciences Integrated Pest Management Agriculture and Environmental Sciences 6 22  28 

Calculated field 
Heading 100% accurate 1 mark 
Calculated – Male + Female 1 mark 

Search (31 records) 
Subject contains Science, Full_Time is Yes 1 mark 
Qual_Code is BS or BA 1 mark

Record added accurately 1 mark 
Sort ascending on Qual_Code 1 mark 
Specified fields, correct order 1 mark 
Landscape, fits single page wide, all fields present, fully visible 1 mark 

Display 
Full_Time as checkbox, Male/Female as integer 1 mark 

Title  
Correct, 100% accurate 1 mark

Header 
Name, Centre number and candidate top right, 
no page number displayed 1 mark
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Date field 
Date in header displays in correct format 25 April 2017 1 mark 

Fields «First_Name» «Last_Name», «Degree» 
correct position and spacing 1 mark

Fields «Start_Date» and «Faculty» 
correct position and spacing 1 mark

Fields «Site» and «Tutor», 
correct position, space and punctuation intact 1 mark 

Fields  
«Session_1» 
«Session_2» 
«Session_3» 
«Session_4» 
«Session_5» 
correct position, left aligned 1 mark 

Candidate Name, Centre number and candidate number in the 
footer 1 mark
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Result of merge - 4 checklists printed –  
Sophie Arnold, Mohamed Bansal, Ishmael Contreras and Sophia Cunningham only 1 mark 
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Slides imported correctly, no blank slides, no overlap of items, no changes to text 1 mark 
Master Slide – items to be in same position and size on all slides for following marks: 
Logo top left, appropriate size, aspect ratio maintained 1 mark 
Name, Centre no and candidate no bottom right, auto slide numbers top right 1 mark 

Slide 1 - changed to title and subtitle layout, name inserted 1 mark 
Characteristics of the Internet deleted  1 mark 

Web search tools – slide 3 
Title and table layout, 3 × 9 plain table grid, no shading, gridlines displayed 1 mark 
Data copied correctly into table, displayed on one line 1 mark 
New first row inserted, title entered accurately 1 mark 
First row cells merged, title centred over 3 columns 1 mark 
Rows 1 and 2 – bold and 24pt font size 1 mark
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Why Internet information may not be reliable – slide 4 
Two reasons given, i.e. 

Internet not regulated 1 mark 
Anyone can set up a website 1 mark 

1 mark per valid reason, max 2 marks. 
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How to evaluate website content – slide 5 
Two methods given, i.e.  

Check website domain 1 mark 
Check author’s credentials 1 mark 

1 mark per valid reason, max 2 marks. 

Print 
Print 6 slides to page and  
Two × single full page slides 4 and 5 1 mark
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Evidence Document 
 

Step 2 – EVIDENCE 1 – File saved as and evidence of file type 

 

 

Step 4 – EVIDENCE 2 – UG-bullet style definition screen shot here 

Step 23 – EVIDENCE 3 – Evaluation and recommendation here: 
Any 3 from: 
Blog – one person/organisation diseminating information, postings can be longer/more detailed 
Blog is a personal internet journal/diary - writer will type in obsevations on some topic 
Blog creator drives content, one person’s thoughts, one author posts thought on a subject, blog posts 
typically longer, readers can comment on content, blog unmoderated 

Forum: - a group sharing thoughts, discussions, comments are brief, user generated content, broader 
collection of thoughts, conversation between members of a group, several different thoughts on a 
subject, comments could be moderated to ensure content is appropriate for the university. 
                                                                                                 1 mark per valid response up to 3 marks 

1 mark for justified recommendation
[4 marks]

Step 24 – EVIDENCE 4 – Database field structure screen shot here: 

  

UG-bullet Style 
UG-bullet style created 1 mark 
Serif font, 12pt, left or justified 1 mark 

DB Structure 
All field names as given/correct data types as given 1 mark
Course_Code set as key field 1 mark

File saved as UGGUIDE in the format of the software 1 mark 
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Step 25 – EVIDENCE 5 – Criteria to limit data entry screenshot here:  

 

Step 27 – EVIDENCE 6 – Relationship between the two tables screenshot here 

Step 28 – EVIDENCE 7 – Calculated control formula screenshot here 

  

Step 30 – EVIDENCE 8 – Date field screenshot here: 

 

Length field 
Data entry restriction <=6 1 mark 

Relationship between Faculty_Code fields 1 mark

Mail Merge 
Today’s date field used, correct format 1 mark 
(Must see dd MMMM yyyy) 

Formula evidence of COUNT 1 mark 
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Step 31 – EVIDENCE 9 – Mail merge selection method screenshot here: 

 

 
Mail Merge 
Evidence of Start_Date >=11/9/2017 selected 1 mark 


