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Introduction 

OCR has produced these candidate exemplar portfolios to support teachers in interpreting the 
assessment criteria for the OCR Nationals specifications.  

This exemplar material serves as a general guide. It provides the following benefits to a teacher: 

 gives teachers an appreciation of the type of work that can be produced for this unit 

 shows how the mark scheme has been applied by a senior assessor. 

 
 
Please note that this resource is provided for advice and guidance only and does not in any way 
constitute an indication of grade boundaries or endorsed answers.  



Moderator’s Commentary: Unit 5  

Desktop Publishing (2010) 
Candidate Name: RM 
 
 
This candidate has produced a school year book for her class. The file and printouts provided for this pack have been adapted to remove details from which 
the centre or candidate could be identified. This process has resulted in some changes to the layout of the  last page, which has more white space than 
originally created by the candidate.  
 
The photographs on the front page created by the candidate were all different, but they have been replaced on the final version by a  generic image, again 
in order to remove any identifiable details. 
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Assessment 
Objective 

Pass Merit Distinction 

General guidance 
for the unit 

Candidates will be expected to plan, draft, develop and then produce, as a minimum, a four-page A4 publication or equivalent. The number of pages is given here as an indication of the amount of 
content required. A four-page A4 publication here means a publication where the pages, as seen by the reader are fundamentally of A4 size. Where the candidate wishes to produce a publication 
of A5, for example, the overall publication should be a minimum of eight pages in order to require a similar amount of work on the part of the candidate. Candidates must consider how the 
publication will be printed – taking account of the number of pages. 

Candidates are not required to source all their own text or graphics, although they may choose to do so. Tutors may provide the text and graphics for candidates to use. The text may consist of 
one story (text file) or may be several stories (text files), however, at least one story must be sufficiently long to ensure that candidates have the opportunity to flow the text from one column to 
another and/or from one page to another in the final publication. The text must be saved in a format suitable for importing into the DTP software. It is not sufficient for candidates to key in or copy 
and paste all of the text directly into the publication. 

Guidance for AO1 
For AO1, candidates must be provided with a clear client brief that will allow them to create an original publication. This must provide the opportunity for all the grade requirements to be met in full. 
Centres may provide pass level candidates with suitable publications to review alternatively candidates could collect their own. Merit/Distinction candidates must identify their own resources to 
research. Centres must make sure that the moderator can clearly see which resources have been provided by the centre and which have been found by candidates themselves. For all candidates, 
at least three different publications for different end-users should be reviewed. At least one of these (two for Distinction) must be a similar type of publication that the candidates will be creating so 
that they can use the knowledge gained from their reviews to inform their own designs. The actual publications reviewed may be included where appropriate, alternatively candidates must identify 
the type of publication, name, source and whether it is a hard copy or electronic. The candidates’ reviews will then be used to inform the planning and creation of their own publications. 

Candidates may be given some structure eg a review form with some prompts to help them explore specific aspects of each publication. However, any forms provided must not be too directed for 
example, open questions should be used, which encourage descriptive and evaluative answers. Candidates should also be encouraged to discuss specific aspects/features of each publication 
related to its particular purpose. These aspects are unlikely to be prompted by a prescriptive writing frame. 

Candidates should sketch designs of their planned publication. These sketches may include margins; layout grid/guides; gutter space; position of text and images; text flow between frames/pages; 
house style eg colour scheme; text styles; headers and footers; logo etc. For Distinction, it should be possible for the planned design to be implemented by a third party who is familiar with the use 
of desktop publishing software. This must be further supported with some indication of time-scale for completion of the project. For higher grades, timescales for each stage of development and 
completion of the project should be provided. 

AO1 

Plan a document 
to meet a given 
design brief  

 

Candidates will carry out limited research on a narrow range 
of organisations and end-users. 

Candidates provide limited evidence linking their research to 
the designs. 

Candidates will produce basic plans which include sketches 
of the design for the front and at least one inside page of 
their publication. 

There will be some indication that timescales for the 
completion of the publication have been considered. 

Candidates will carry out independent research from a range of 
sources which they identify. 

Candidates provide evidence linking their research to the 
designs. 

Candidates will produce plans which include sketches of the 
design for all pages of their publication. 

There will be some indication that timescales have been 
considered for each stage of the development and completion 
of the publication. 

Candidates will carry out independent research from a wide 
range of sources which they identify. 

Candidates provide clear evidence linking their research to the 
designs. 

Candidates will produce detailed plans which include sketches 
of the design for all pages of their publication. 

Realistic timescales have been considered and set for each 
stage of the development and completion of the publication. 

AO1 NOTES 

PASS 

The candidate’s task is to produce a year book for her school year group.  She has researched four other year books, which she says have come from the internet, but there is no clear evidence to 
show whether these have been independently identified by the candidate or signposted by the tutor.  Without such evidence we cannot assume that the research was carried out independently.  
Additionally, the centre has provided a writing frame with prompts that detracts from the independence of the research, although the ‘other notable features’ prompt does enable candidates to 
independently identify features, which this candidate has done.  Were there confirmation that the candidate independently identified the sources then the first Merit requirement would have been 
met. 

There is some limited evidence linking research to designs, in that there are comments in the research about features that are to be included (mainly overlapping and randomly placed photos), 
which are re-emphasised in the proposal document.  Although these are not evident on the sketch plans (because the plans only cover one inside page) they are clearly evident on the final 
product.  The proposal document also mentions other features such as fonts, which are identified on the plans, but the reference is too vague to be able to see where these ideas came from. 

Timescales for each stage of the development of the publication have been considered, although the fact that the completion of the publication is given so little time makes the realism of these 
time scales open to question.   The candidate can be awarded a PASS in this AO. 
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Assessment 
Objective 

Pass Merit Distinction 

Guidance for AO2 
For Assessment Objective 2 the creation and use of different text styles within the publication must show that candidates have created sets of rules to govern how text is displayed within the 
publication. It is expected that the range of aspects listed in the KUS will be fully evidenced across all styles, as appropriate. For example, all styles will evidence font face, size, emphasis (which 
may be normal) and alignment; body text might additionally show line spacing (leading) and indents; subheadings may show paragraph spacing and emphasis; a list style is likely to show indents 
and bullets. It might be necessary for candidates to create more than the minimum of three styles in order to evidence the range of aspects to be changed. Each created style must be used in the 
publication. It is important that candidates understand the advantage of using styles in a publication instead of other techniques eg formatting each block of text using toolbar icons or menu 
options. 

AO2 

Create text styles 

 

Candidates create at least three text styles in the DTP 
software.  

For each text style they will set font type, size, emphasis and 
alignment as a minimum. 

The following will be set at least once across the three text 
styles: 

• leading 

• kerning 

• paragraph spacing or indents 

Each text style will be used at least once in the publication. 

Candidates will create at least three text styles in the DTP 
software adhering to the identified house style. 

For each text style they will set font type, size, emphasis and 
alignment as a minimum. 

 The following will be set at least once across the three text 
styles: 

• leading 

• kerning 

• paragraph spacing or indents 

• tabs 

• bulleted or numbered list 

Each text style will be used at least once in the publication.  

The styles will be suitable for use in the publication and will 
meet the requirements of the client brief. 

Most styles will be consistently applied. 

Candidates will generate at least three text styles in the DTP 
software adhering to the identified house style. 

At least one text style will for the body text. Leading, and 
paragraph spacing or indents will be set appropriately for the 
body text. 

For each style they will set font type, size, emphasis and 
alignment as a minimum.  

The following will be set at least once: 

• kerning 

• paragraph spacing or indents 

• tabs 

• bulleted or numbered list 

Each text style will be used at least once in the publication. 

The styles will be suitable for use in the publication and will 
meet the requirements of the brief. 

The body text style and at least one other style will be used 
consistently throughout the publication. 

AO2 NOTES 

  MERIT 

The candidate has created the following styles: 

Main text – sets font face, emphasis, size and colour; alignment; leading; paragraph spacing and tabs.  Font emphasis is left at its default setting, but this is acceptable (see guidance notes) as to 
expect otherwise would be unrealistic. 

Heading – sets font face, emphasis, style and colour; alignment; leading, paragraph spacing, kerning and tabs.  Tabs are irrelevant in a heading style and leading is an unusual setting, as most 
headings are single lines. 

Bulleted text – font face, emphasis, size and colour (emphasis default as for main text); alignment (centre, which is inappropriate for a bulleted list), a hanging indent, leading and tabs (again, 
inappropriate for a bulleted list). 

The candidate has defined some aspects of a house style in the page headed ‘My House Style’ and the main text and heading adhere to this, as does the colour in the bulleted text but the font 
face used in the bulleted style is different from the defined house style. 

The basic settings are appropriate for the styles set, taking into account the comment above about the variation in fonts.  Viewing the publication there is little that is obviously ‘unsuitable’ about 
them as applied – just the alignment of the bulleted text.  However, overall there are quite a few settings that are inappropriate or unnecessary for the stated purpose, suggesting a lack of 
understanding on the part of the candidate. 

A check on the electronic file of the product shows that the styles have been applied appropriately and consistently throughout the document.  There is one small text box on the final page to 
which a style has not been applied.  Changes to sizes and colours have been made to some items of text, but this does not take away the fact that the styles have been used consistently 
throughout the publication. 

Although there are some aspects of the styles that are not appropriately set and a discrepancy in the font for one style, overall the best fit grade for this AO is MERIT. 
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Assessment 
Objective 

Pass Merit Distinction 

Guidance for AO3 
For Assessment Objective 3, candidates need to create an overall document layout. Once completed, this layout must then be populated using a range of techniques. These techniques include 
importing text and graphics as well as entering text directly into the document. For Pass, candidates will create a basic layout for the publication, populating it with text and graphics which may 
have been provided by the centre. They will apply the text styles developed in AO2 - some of these text styles will be applied appropriately. For higher grades the layout of the publication will be of 
near professional quality, and the application of text styles will be appropriate in most (Merit) or all (Distinction) cases. For higher grades, any scaled graphics will be in proportion, and of good 
quality. For example, graphics used should not be enlarged to such an extent that they become pixellated. 

AO3 

Select and use 
tools in desktop 
publishing 
software 

Candidates will produce a document using a desktop 
publishing package. 

There will be limited use of facilities, imported text and 
imported graphics. 

Candidates will produce a detailed document which mostly 
meets the demands of the brief using a desktop publishing 
package. 

There will be good use of facilities, imported text and imported 
graphics. 

Candidates will produce a detailed document which fully meets 
the demands of the brief using a desktop publishing package. 

There will be good use of facilities, imported text and imported 
graphics and all will be used appropriately. 

AO3 NOTES 

 MERIT 

The candidate shows through screenshots how a Master Page has been set up using MS Publisher, with guide lines and a standard footer. 

Saving and importing of both graphics and text is clearly evidenced, as is the typing in of text and the use of styles.  Access to the electronic file allows further clarification of features used.  This 
confirms that limited, if any, use has been made of the guide lines and that all the text boxes are independent, with no links applied. 

The document can be considered to be reasonably detailed, with a good number of objects on each page, and it mostly meets the demands of the brief – to create a year book.  Eight pages have 
been produced, which is more than enough to meet the requirements, and which would allow a final document to be printed. 

The photographs are all scaled in proportion and mostly of good quality.  Checking the electronic file shows that only two of the graphics (the arrow and leaves on page 2) have not been scaled in 
proportion, and this is not inappropriate in either case.  Some of the text that is written on coloured shapes cannot be clearly read, with one on the back page (black text on red) almost unreadable. 

Some of the variation in text styles appears to have been carried out in an attempt to meet the requirements of AO4. 

Overall, because of the detail in the document, the overall quality of the document and the fact that the footer has been added using a Master page, a MERIT can be considered the best fit for this 
AO. 
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Assessment 
Objective 

Pass Merit Distinction 

Guidance for AO4 
For Assessment Objective 4, candidates must use drawing tools and other desktop publishing features with the desktop publishing software to augment the publication. Drawing tools should not 
be used simply to fulfil the assessment criteria, features used must enhance a publication eg page or frame borders, auto-shapes with appropriate fills/textures or shaded text boxes. Candidates 
will also need to combine objects to create a more complex whole eg create a map or a form using solid and dotted lines, boxes, a border, text and a logo or image. Alternatively a section of the 
publication could include a tear off section or form using dotted/dashed lines. Candidates must ensure that the order (eg bring to front, send to back) of individual items is set correctly so that items 
will display correctly. It is likely that some screenshot evidence will be needed to show some of facilities used, eg layering and grouping. Alternatively ‘before’ and ‘after’ printouts/electronic files of 
the final publication could be used. 

Drawing tools listed as examples in the KUS are: 

• using a range of 2D shapes 

• use tools to cut and paste, copy and crop 

• use monochrome and colour fill and shading 

• use lines of different styles and colour 

• layering items to create a clear graphic 

• use a range of text styles and effects, including reverse and artistic text 

• grouping 

(From the OCR Model Assignment): The grading grid in the specification of the unit appears to differentiate between tools and features, however for practical purposes it is acceptable to treat tools 
and features as interchangeable terms. For example at Pass level candidates need to evidence the use of at least five tools/features, at least 2 of which must enhance the publication. The list of 
tools/features in the KUS of the specification is not exhaustive. Further examples can be found in the candidate task and others, according to the software being used. 

AO4 

Use drawing tools 
included with DTP 
software to create 
basic shapes for 
inclusion in your 
completed 
publication 

Candidates will use at least three different drawing tools and 
at least two other features in the desktop publishing software 
to enhance the publication. 

They will combine at least four objects to create a more 
complex whole and use grouping and layering at least once. 

Candidates will use at least three different drawing tools to 
create effective shapes that enhance the publication. 

They will change the default formatting (eg border style, fill 
effect) at least once. 

They will use at least two other features to enhance the 
publication. 

They will combine at least six objects to create a complex 
whole which will be effective.  

They will use grouping and layering effectively at least once. 

Candidates will use at least five different drawing tools to create 
shapes that enhance the publication.  

They will change the default formatting (eg border style, fill 
effect) at least twice. 

They will use at least two other features effectively to enhance 
the publication. 

They will combine at least six objects to create a complex 
whole which will be effective.  

They will use grouping and layering effectively at least once.  

The tools and features used will suit the needs of the brief and 
the intended audience. 

AO4 NOTES 

 MERIT 

The candidate provides clear evidence of the use of a range of 2D shapes, cropping photographs, layering photographs, artistic text (WordArt) in which some of the settings are modified, filled 
shapes, ordering of objects (rectangle behind text), grouping of images and adding a border around an image.  Changing text styles has been attempted but these are at a basic level only.  The 
final publication also shows page borders, lines (crossing out ‘The Herald’), an arrow and grouping of text and graphic frames (on the ‘students comments’ page, which can be seen on the 
electronic file).   

The candidate has used tools to draw lines, arrows, circles, a ‘smiley’ autoshape, rectangles, callouts, and a star.  The shapes created are effective and can be considered to enhance the 
publication, given its aim and audience. 

Other features used are cropping and artistic text, which are used appropriately. 

Four photographs are shown being layered and grouped into a more complex whole, the result of which can be considered effective.  The electronic file shows that there are other examples of the 
appropriate use of grouping – each text frame on the ‘students comments’ page is grouped with its background shape, the two ‘frames used to create ‘Class of 2010’ on the second page are 
grouped – but there are other areas where grouping has not been used, eg the text frames inside the slide graphic on the second page and the images and circles on page 1. 

As well as changing the default settings within the WordArt objects, the page border is not a default setting. 

Most of the tools and features use do enhance the product and make it suitable for the needs of the brief and the intended audience, although this is not consistent. 

MERIT can again be considered the best fit here.  At Distinction level the tools would have been used more consistently and effective use of layering and grouping for at least six objects would 
have been included.  This might have been the inclusion of a form to fill in or a puzzle, both of which offer plenty of opportunities to meet this requirement. 
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Assessment 
Objective 

Pass Merit Distinction 

Guidance for AO5 
For Assessment Objective 5, candidates are required to review the accuracy of their work and make changes as necessary. Candidates should carry out automatic and visual checks of their 
publication as listed in the KUS. They must then print out one final proof copy of the publication. They will evaluate how the content of their finished publication meets the client brief – and for 
higher levels will explain how it is suitable for the target audience. For Distinction they will illustrate their explanations with examples from their finished publication. For example, they might explain 
how the use of bright primary colours and simple language is suitable for a target audience of primary school children – illustrated by screenshots of parts of their publication as examples or by 
annotations on a printout. 

AO5 

Review and 
evaluate the 
publication and 
prepare it for 
printing 

Candidates will use at least one automatic checking facility or 
one visual checking facility to proof their publication. 

 They will check that the content is fit for purpose. 

If problems are identified, some corrections will be made. 

One publication will be printed as a proof copy. 

They will explain how the content in their finished publication 
meets the client brief. 

Candidates will use at least one automatic checking facility and 
at least one visual checking facility to proof their publication.  

They will check that the content is fit for purpose and intended 
audience. 

If problems are identified, corrections will be made. 

One copy of the publication will be printed as a final proof copy. 

The final publication will be mostly error free and will meet most 
of the requirements of the brief. 

They will explain how the content in their finished publication 
meets the client brief and is suitable for the target audience.  

Candidates will use a range of automatic and visual checking 
facilities to proof their publication. 

 They will check that the content is fit for purpose and intended 
audience. 

If problems are identified, all corrections will be made. 

One copy of the publication will be printed as a final proof copy. 

The final publication will be virtually error free and will meet the 
requirements of the brief. 

They will explain, using examples from their publication, how 
the content in their finished publication meets the client brief 
and is suitable for the target audience. 

 

AO5 NOTES 

 MERIT 

The candidate has used the automatic spell check and design checker provided by Publisher.  There is clear evidence of visually checking the overall appearance of the pages.  The candidate 
also claims to have asked the opinion of peers, although there is no clear evidence of this.  Corrections and improvements have clearly been made. 

The candidate has considered the content and layout of the publication and has given some explanation about why these are appropriate for the target audience and purpose, giving some 
examples.  However, it would be expected that to fully meet the Merit criteria there would be consideration of specific areas of content/presentation that make it appropriate for the target audience, 
rather than the rather simplistic statement given here.  At Distinction level we would expect to see examples from all areas of the publication, with consideration of why these are appropriate for the 
audience and purpose.  This would require a more thorough and systematic evaluation than provided here. 

Checking did not consider whether or not all the text could be read (which the lack of colour contrast on some pages makes almost impossible) and some of the more debatable content, ie the 
restaurants page, is not explained. A few errors remain, which careful proof reading should have identified: space before a full stop and apostrophes missing on P6, a missing word on P7 
(‘tempered’ should probably read ‘bad tempered’).   The grammatical errors might alternatively have been picked up had the text been checked in a Word Processing package prior to being 
imported into the final publication. 

Although very little extra would be needed to award a Distinction, the balance of evidence suggests that MERIT is the best fit here. 

 

 

Overall Grade 

 
 

 

The overall grade for this unit would be a MERIT.  The quality of the publication is good, but not outstanding and the candidate has attempted to use a wide range of facilities, 
though not always appropriately. 

 

September 2010 

 

AO1 AO2 AO3 AO4 AO5 

PASS MERIT MERIT MERIT MERIT 
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Candidate’s Work: Candidate RM 
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