FV8K 82: Specialist Software (Level 1) Portfolio Checklist

	Learner No
	
	Learner Name
	


 

	Assessment Criteria
	Evidence Reference/Evidence Types

	
	Evidence Reference
	Evidence Types


	Evidence Reference
	Evidence Type
	Evidence Reference
	Evidence Types
	Evidence Reference
	Evidence Type

	Learning Outcome 1 — 
Input, organise and combine information using specialist software.

	1.1
Input relevant information accurately into existing templates and/or files so that it is ready for processing.
	 
	
	
	
	
	
	
	

	1.2
Organise and combine information of different forms or from different sources.
	 
	
	
	
	
	
	
	

	1.3
Follow local and/or legal guidelines for the storage and use of data where available.
	 
	
	
	
	
	
	
	

	1.4
Respond appropriately to data entry error messages.
	 
	
	
	
	
	
	
	

	Learning Outcome 2 — Use tools and techniques to edit, process, format and present information.

	2.1
Use appropriate tools and techniques to edit, process or format information.
	
	
	
	
	
	
	
	

	2.2
Check information meets needs, using IT tools and making corrections as necessary.
	
	
	
	
	
	
	
	

	2.3
Use appropriate presentation methods and accepted layouts.
	
	
	
	
	
	
	
	


Evidence Types:
PP = Product Produced OBS = Observation PD = Professional Discussion 
Q = Question WT = Witness Testimony PS = Personal Statement
	Assessor Feedback

Date:


Learner’s signature: ______________________________ Date: ______________
Learner’s name:  ____________________________________________________
Assessor’s signature: ______________________________ Date: ______________
Assessor’s name: ____________________________________________________
	Internal Verifier Feedback (If Appropriate)

Date:


Internal Verifier’s signature: __________________________ Date: _____________
Internal Verifier’s name: ________________________________________________
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