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[bookmark: _Toc435015414][bookmark: _Toc435103747][bookmark: _Toc453864159][bookmark: _Toc529526195]Instructions to Assessor
[bookmark: _Toc453864160][bookmark: _Toc529526196]Prior to conducting the assessment
· Read this document in its entirety
· Contextualise the activities, observations/demonstrations and other submitted evidence to ensure it reflects the learner cohort. Check this against the mapping, to ensure it is still valid
· Ensure that workplace (or simulated environment for learners that are not working) is suitable for the parameters of any required task, to ensure the learners will have an appropriate opportunity to demonstrate their skills
· If observations are undertaken on the job/in a simulated environment, discuss the assessment methods with the third party, so that they are aware of what is required of them (e.g. using the Third Party Observations/Demonstrations document), as well as any modifications that may be required in the workplace
· Ensure that the learner is allocated the appropriate time and resources required for the tasks
· If appropriate, determine and agree with the third party an acceptable timeframe for each observation
· Advise the learner prior to conducting observation/assessment:
· what will occur throughout the assessment process
· when the assessment will occur
· the level of competency expected
· Confirm arrangements for the third party to observe the learner in the workplace with the learner and the third party
· Ensure that the third party understands the requirements and instructions regarding the Third Party Observations/Demonstrations
· Never tell the learner how to perform a task or answer a question, as that would render the assessment invalid – the expectation is that the learner should know this prior to commencing the assessment
· Use the checklists and answer guides to assist you with marking, but never show or share them with the learner or the third party.

[bookmark: _Toc453864161][bookmark: _Toc529526197]Selecting a third party
· The third party must be someone in a position to make a valid comment on performance of the learner, e.g. a line manager
· You may use the third party at your discretion, when you feel the learner has not given a satisfactory response for any of the criteria in the unit of competency. Therefore, you may not need third party evidence for all of the performance criteria.
[bookmark: _Toc453864162][bookmark: _Toc529526198]Conducting the assessment
· Establish and oversee the evidence-gathering process to ensure it remains valid, sufficient, authentic, current and flexible
· Advise the learner when to commence the assessment
· Gather supporting documents, where available and appropriate, as evidence to help you make a judgement of the learner’s competency
· Record observations and evidence against the checklist
· Where a checklist point is not observable due to reasons outside the learner’s control, modify the scenario to allow the learner an opportunity to perform the task in question
· Do not interfere with the assessment unless the learner’s actions impose a risk of harm
· If there is an error, record it
· When the assessment is complete, advise the learner and record your comments in the relevant section. You must determine whether they are competent (C) or not yet competent (NYC).
[bookmark: _Toc453864163][bookmark: _Toc529526199]Making the decision on competency
· The learner needs to be deemed satisfactory for all of the criteria in the unit to gain competency – the minimum requirement is completing all of the activities (formative and summative) in the learner workbook and achieving a ‘satisfactory’ grade for all of them.
· If you are in doubt of the learner’s competency, gather further evidence to guide your decision. For example, this may include asking supplementary questions or requesting a portfolio of evidence from the learner
· Assess learners on their performance in this unit, not on actions before or after the assessment (unless a portfolio of evidence is required)
· Use the checklists and your professional judgment to determine the final outcome. However, if the learner’s performance in the assessment does not reflect performance during the course, consider undertaking an oral quiz or other supplementary assessment
· If you are marking the learner NYC (Not Yet Competent), ensure you outline why you have made this decision, and provide advice on how the learner can improve skills/knowledge prior to their next attempt.
When using evidence you have gathered on the learner to judge their competency, the following criteria will need to be met (as applicable to the unit of competency):
· All the performance criteria elements have been addressed to the required standard (set out in the unit of competency)
· The knowledge evidence/required knowledge has been demonstrated
· The performance evidence has been practically demonstrated
· The foundation skills/required skills have been practically demonstrated
· The assessment conditions/critical aspects of assessment have been met
· The context and consistency of assessment are addressed to appropriate AQF level
· The learner has been assessed through a range of assessment methods
· The learner has completed all assessments to the levels defined in the assessor workbook (as stated in the Learner Workbook activity answers and summative assessment answers).
[bookmark: _Toc453864164][bookmark: _Toc529526200]After the assessment
· Provide learners with:
· clear and constructive feedback based on the assessment decision
· information on ways of overcoming any identified gaps in competency revealed by the assessment
· the opportunity to discuss the assessment process and outcome 
· information on reassessment and the appeals process
· an opportunity for reassessment, if appropriate
· Regardless of the outcome of the assessment, provide all learners with a copy of the completed checklist, ensuring the comments section is completed. 
· Where the learner’s performance is deemed not yet competent, provide detailed feedback on the criteria they need to improve upon, if requested
· Record and report the outcome of assessment for each learner.

[bookmark: _Toc415147200][bookmark: _Toc453864165][bookmark: _Toc529526201]Observation/demonstration
Throughout this unit, the learners will be expected to show their competency of the elements through observations or demonstrations. As trainer/assessor, you will compile a list of demonstrations that you recognise the leaners will need to complete, or tasks to be observed. Any required observations and demonstrations will need to be completed, as well as the activities found in the Learner Workbook. 
Please note that observations are not compulsory for assessment. They are for use at the assessor’s discretion. They should be used only where observation is required for judging the learner’s competency (i.e. a practical or performance task), or where the learner requires a reasonable adjustment (e.g. they are unable to complete a written task due to impairment or a disability).
Observation checklists have been included for all performance criteria in the Observations and Demonstrations Checklists document, but the assessor only needs to record evidence in this document if they deem it necessary to judge competency for that particular activity. 
An explanation of observations and demonstrations:
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers.
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise.
You will need to inform each learner which one of the above they will be required to do. The observation/demonstration will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. As trainer/assessor, you will ensure each learner is provided with the correct equipment and/or materials to complete the task. Learners should also be informed on how long they have to complete the task.
Learners should be able to demonstrate the skills, knowledge and performance criteria required for competency in this unit, as seen in the Learner Guide.


[bookmark: _Toc453864166][bookmark: _Toc529526202]Reasonable adjustments
Where learners are unable to complete the tasks in the methods specified due to situations beyond your/their control, you will need to make reasonable adjustments.
These will be dependent on the specific needs of the learners.
While learner needs will vary on an individual basis, examples are given below:
Learner workbook written answers
If the student is unable to write (e.g. due to a disability or injury), you may ask them questions verbally and record their responses on an audio device.
Also, you have the option of asking supplementary questions to confirm their competency in a given criteria, if necessary.
Skills activity
If the learner is unable to demonstrate their skills at the time of your presence, for whatever reason, they could provide a video demonstration to the assessor, or obtain third party evidence of them demonstrating the skills in question.
Knowledge activity
If the learner is unable to verbally answer questions, for whatever reason, they could provide written answers to the questions, or provide an audio recording of their answer at a later date.
Performance activity
If the learner is unable to perform the required practical tasks at the time of asking, for whatever reason, they may provide video evidence at a later date, or complete the task in a simulated environment, with evidence given by the designated third party, if required.




[bookmark: _Toc453864167][bookmark: _Toc529526203]Additional Evidence
In addition to the assessments provided in this unit, learners may also display competence through additional evidence. 
This may include, but is not limited to:
· Workplace evidence
· Portfolios
· Existing qualifications
· Workplace documents
· Case studies
· Research
· Reports.
This additional evidence may be submitted by the learner or their third party, but should be subject to validation by the assessor.


[bookmark: _Toc453864168][bookmark: _Toc529526204]Learner Workbook Activity answers
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).

Where applicable, a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.

[bookmark: _Toc435695594][bookmark: _Toc529526205]Activity 1A
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to identify spreadsheet task purpose and audience.

	
	1. Identify and briefly describe five possible purposes of business spreadsheets.

2. Identify five audience characteristics which may be taken into consideration with regards to the development of business spreadsheets.

1. Learners may identify the following purposes of business spreadsheets:

· Data storage
· Business accounting
· Budgeting
· Exporting data
· Data cleanup
· Creating reports and charts.

Relevant information should be provided specific to each of the identified business purposes. As an example, the learners might make reference to the use of spreadsheets for the purpose of identifying any mistakes and inconsistencies in data, which can then be corrected. It is a relatively easy to process to remove unwanted or low-quality data from spreadsheets.

2. These audience characteristics might be taken into consideration:

· Prior knowledge
· Expectations
· Age
· Location
· Gender
· Professional status
· Attitudes.






[bookmark: _Toc529526206]Activity 1B
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to identify task requirements in relation to data entry, storage, output, timeline and presentation format.

	
	Come up with a list detailing the data entry, storage, output, and presentation requirements for a spreadsheet that may be required by your organisation.

Learners may develop lists specifying the following requirements.

Data entry

· Ensuring the accuracy of data entry using the keyboard or transferring from existing worksheets.

Storage

· Saving directly to specified computer folders, USB sticks, or other physical storage devices
· Following set file naming procedures
· Ensure that spreadsheets are stored securely.

Output

· Ensuring that the output is suitable for inclusion in different types of documents
· Printing and formatting appropriately.

Presentation

· Organising groups of data into specific headings
· Using business logos, fonts, and styles
· Including visual representations of data
· Fulfilling other requirements, which might include:
· font types and sizes for spreadsheet elements
· information to be included within headers and footers
· use of margins
· specific numbering formats.

Documentary evidence should be provided for completion of this activity.






[bookmark: _Toc529526207]Activity 1C
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to select most appropriate application to produce spreadsheet, in accordance with available resources and organisational policies.

	
	1. Identify five factors that may be taken into consideration with regards to selection of an appropriate spreadsheet application.

2. Identify three different types of spreadsheet applications and briefly describe their respective merits.

1. The following factors may be taken into consideration:

· Level of functionality required
· The need for backing up data
· Level of collaboration required
· Developer support
· Data protection and security
· Level of available finance available

2. Learners may identify the following types of spreadsheet applications:

· Microsoft Excel
· Google Sheets
· iWork Numbers
· OpenOffice Calc.

Correct details should be provided regarding the merits of each of the identified spreadsheets. As an example, the learners might refer to Google Sheets as a freely available and popular alternative to Microsoft Excel. It comes complete with user-friendly features which allow for real-time collaboration. It is also possible to transfer data from other Google applications such as Google Search and Google services.






[bookmark: _Toc529526208]Activity 2A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to ensure spreadsheet design suits purpose, audience and information requirements of task.

	
	1. Identify eight aspects of spreadsheet design that may be considered in relation to the purpose, audience and information requirements of tasks.

2. Specify the purpose, audience and information requirements of a spreadsheet that you have been tasked with producing.

1. Learners may identify the following aspects of spreadsheet design:

· Appropriateness to required tasks
· Basic analysis
· Charts
· Formatting and reformatting 
· Formulae
· Functions
· Headers and footers
· Headings
· Headings and labels
· Identification and parameters
· Import and export of data
· Labels
· Macros
· Multi-page documents
· Split screen operation.

2. Learners should accurately identify the purpose, audience, and information requirements of spreadsheets that they have been tasked with producing. 

The spreadsheets may be required for a variety of purposes. The purpose of the spreadsheet should have a direct bearing on the nature of information that is included and styles that are used.

Learners should also specify the audience and whether they have any prior knowledge relating to information included within the spreadsheet. The audience will have a direct bearing on requirements and expectations regarding the provision of information.

Finally, there are likely to be definite requirements relating to the inclusion of information within spreadsheets. Learners may be expected to input specific figures under set categories. The numbers might have to be listed and formatted in specific ways. Information may be ordered in a defined sequence. It might also be necessary to combine the numbers with graphs and charts for increased audience understanding.






[bookmark: _Toc529526209]Activity 2B
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to ensure spreadsheet design enhances readability and appearance, and meets organisational and task requirements for style and layout.

	
	1. Access a spreadsheet template and perform the following tasks in order to ensure that the design enhances readability and appearance

· Adjust the page size to either A3 or A4
· Adjust the page orientation to either portrait or landscape
· Make data headings size 16 and bold.

This activity will need to be observed, and a signed record of this observation (completed the assessor or third party) should be attached in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

2. Give five examples of organisational and task requirements which relate to the style and layout of spreadsheets.

1. Learners should be able to access and use spreadsheet templates. They should perform the activities as specified.

This procedure should be followed to adjust the page size:

· Click the ‘Page Layout’ tab
· Click the ‘Size’ tab
· Use the drop-down menu to select your desired page size.

This procedure should be followed to adjust the page orientation:

· Click the ‘Page Layout’ tab
· Click the ‘orientation’ tab
· Choose portrait or landscape.

Learners should also use the appropriate functions in order to adjust the heading font size and style.

2. Organisational and task requirements may include:

· Company colour scheme and logo
· Consistent corporate image and content restrictions
· Established guidelines and procedures for document production
· House styles and templates
· Observing copyright legislation 
· Organisation name, time, date, document title, filename, etc. In header/footer.




[bookmark: _Toc529526210]Activity 2C
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to use available application functions to ensure consistency of design and layout, adhering to organisational and task requirements.

	
	1. Create and save an Excel-style sheet, integrating a variety of features that are commonly used in the development of spreadsheets by your organisation.

2. Access a template spreadsheet and demonstrate use of the following automatic functions:

· Auto date
· Autocorrect
· Auto text
· Page numbering.

This activity will need to be observed, and a signed record of this observation (completed the assessor or third party) should be attached in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

1. Learners should demonstrate the ability to develop style sheets, integrating a variety of features. They may set everything from font styles, to margins, and numbering formats within the style sheets. They might also choose the styles which are included within Microsoft Excel or make customisations to develop style sheets that fit their purposes.

The procedure for the use of inbuilt Excel spreadsheet styles is as follows:

· Select the cells containing information that you want to format
· Click on the drop-down cell styles menu in the home tab
· Roll the mouse over the styles to preview their application
· Click on the style that you want to apply.

Changes may be made to applied styles following this procedure:

· Select the cells containing information that you want to format
· Click on the drop-down cell styles menu in the home tab
· Right-click on the applied style and select the modify option
· Choose which attributes to include in the style
· Click the formatting button and make further modifications if required.

2. The date can be automatically applied to cells using the formula =(TODAY ())

The formatting of the date can be changed by following this procedure:

· Right-click on the cell where the date has been applied and select the format cells option
· Select date under the number tab and choose the style of date that you’d like to apply
· Click ok.

This procedure should be followed for the use of autocorrect:

· Click on the drop-down file menu and select options
· Click on proofing and then autocorrect options
· Choose the options that you’d like to include and ensure the correct replacement of words/figures
· Click ok.

Auto text may be inserted using Kutools and following this procedure:

· Install the latest Kutools version and ensure that it is added to the Excel menu
· Select the Kutools tab and click on the insert drop-down menu
· Select the auto text option
· Choose the content that you’d like to include as auto text
· Name the auto text entry and choose an appropriate group
· Click on add
· Open the auto text menu and insert the text as necessary.

Page numbers may be added to each page within Excel via the headers and footers menu. After selecting the menu, learners should click on the page numbering option. The page numbers can be positioned on the left, centre, or right-hand side of the headers and footers as required.






[bookmark: _Toc529526211]Activity 3A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to enter data, check and amend to maintain consistency of design and layout, in accordance with organisational and task requirements.

	
	1. Specify two ways of ensuring that data is entered quickly and accurately.

2. Specify three means of checking data within spreadsheets.

3. Detail two ways of making amendments to data within spreadsheets.

1. Learners should understand the importance of organising spreadsheets effectively for the avoidance of errors. They should use forms for the purpose of quick and accurate data entry. The most should be made of functions and formulas within the spreadsheet.

2. Checking data may include:

· Accuracy of formulae with calculator
· Ensuring instructions with regard to content and format have been followed
· Proofreading
· Spelling, electronically and manually.

3. Content may be altered by double-clicking on a cell, making the necessary corrections, and then clicking enter. It is also possible to make amendments via the formula bar. Alternative use may be made of the Autocorrect feature.






[bookmark: _Toc529526212]Activity 3B
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to format spreadsheet using application functions to adjust page and cell layout to meet information requirements, in accordance with organisational style and presentation requirements.

	
	Access a template Excel worksheet and use the following software functions to format and adjust the page and cell layout in accordance with requirements.

· Add a border to a group of cells
· Change the background pattern of cells
· Adding a column
· Deleting a row
· Altering the width of a column
· Utilising shortcuts in order to make a selection of text bold and save the worksheet.

This activity will need to be observed, and a signed record of this observation (completed the assessor or third party) should be attached in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

Learners should be allowed to access and use worksheet templates.

A border may be added by selecting the cells that require formatting, selecting the drop-down border button, and choosing the border style that should be applied.

Background patterns may be added by highlighting the cells, choosing the fill colour option under the home tab, and selecting the appropriate colour.

A new column may be added by selecting cells immediately to the right of where the column should be inserted. Once the cells have been selected, it will be necessary to click the right mouse button, select insert, and choose to add an entire column.

Rows may be deleted by highlighting the appropriate cells, clicking the right mouse button, selecting delete, and choosing to either delete the rows or columns. This function can also be performed via the drop-down delete menu under the home tab in Excel.

The width of a column may be altered by selecting the drop-down format button under the home tab in Excel. Learners should then click on column width, specifying their requirements in the dialogue box, and then pressing ok.

The shortcut for making text bold is Ctrl+B
The shortcut for saving a worksheet is Ctrl+S.






[bookmark: _Toc529526213]Activity 3C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to ensure formulae are tested and used to confirm output meets task requirements, in consultation with appropriate personnel as required.

	
	Perform necessary testing of formulae included within a spreadsheet used by your organisation. Then use the formulae to confirm output meets task requirements in consultation with appropriate personnel.

You should use software functions within Excel to evaluate the formulae and check for errors. The need for changes should be identified and documented.

This activity will need to be observed, and a signed record of this observation (completed the assessor or third party) should be attached in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

Learners may be expected to test the following types of formulae:

· Average
· Division
· Multiplication
· Percentage
· Subtraction
· Sum
· Combinations of above.

This procedure should be followed for evaluation of the formulae:

· Select the cell including the formula
· Select the formula tab and click on evaluate formula
· Click on the evaluate button in the dialogue box once for each expression that needs evaluating.

Learners may also use the error checking tool, as follows:

· Select the cell containing the formula
· Select the formula tab and click on the error checking button
· Choose from options, including:
· help on this error 
· show calculation steps 
· ignore the error 
· edit in formula bar 
· options
· previous and next. 

It will be necessary to use the formulae in order to confirm that the output meets task requirements. Learners should carry out this process in consultation with any appropriate personnel and identify the need for changes as necessary.



[bookmark: _Toc529526214]Activity 3D
	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to use relevant help functions to overcome intermediate-level issues with spreadsheet design and production.

	
	Imagine that you are working on a Microsoft Excel spreadsheet and you want to multiply a specific group of cells. Unfortunately, you aren’t sure of the multiplication formula that should be entered. Outline the process of referring to the help function for the purpose of multiplying the cells in this instance.

Learners should access help in Microsoft Excel by selecting the drop-down file menu and then clicking on Help. If they click on the Microsoft Office help option within the help menu, then they will be automatically connected to the online help facility (alternatively they may use the F1 shortcut key). They should type in a relevant term into the blank search box underneath the basic navigation in the online window. In this instance, the search term may be “multiply cells”.

If they then press enter, then they will see a list of results specific to the search term that was entered. They should click on the most relevant result for a breakdown of instructions which can be followed for the purpose of carrying out the multiplication.






[bookmark: _Toc529526215]Activity 4A
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to select chart type and design that that offers analysis of numerical data, and meets organisational and task requirements, create charts using appropriate data range in spreadsheet, and modify chart type and layout using formatting features, adhering to organisational and task requirements.

	
	1. Select a chart type and design that will enable the valid representation of numerical data within a spreadsheet being used by your organisation.

2. Create the type of chart that was selected during the previous activity, using the appropriate data range in the spreadsheet. 

This activity will need to be observed, and a signed record of this observation (completed the assessor or third party) should be attached in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

3. Make modifications to the chart that has been created in accordance with requirements, demonstrating the use of appropriate formatting features.

This activity will need to be observed, and a signed record of this observation (completed the assessor or third party) should be attached in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

1. Learners should make appropriate chart choices, considering the ways in which data will be presented.

Appropriate chart types may include:

· Column charts 
· Line charts
· Bar charts
· Area charts
· Scatter charts
· Dual axis 
· Pie 
· Bubble.

2. Learners should select and use the appropriate spreadsheet data range in order to ensure the presentation of relevant information for the audience. 

This procedure should be followed for the creation of charts:

· Highlight the relevant range of data, including any titles and headings
· Select the Insert tab and choose from the chart types
· If you are unsure of which type of chart to insert then select the drop down chart menu and click on all chart types
· Choose the most appropriate chart type and click on ok.

3. There are a number of modifications that can be made in order to ensure that your charts have the desired appearance and present the data in the clearest way possible. Learners should move the charts within worksheets as necessary. They should also resize the chart as necessary.

The following changes may be made via the layout tab:

· Positioning of the chart table
· Use of axis titles
· Inclusion of legend
· Changing of data labels
· Changing of axes and gridlines
· Changing of plot area.






[bookmark: _Toc529526216]Activity 5A
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to review and edit final spreadsheet and any accompanying charts, and prepare for delivery in accordance with task requirements.

	
	Preview a worksheet that has been created by your organisation. Ensure that the page margins are checked via the print preview box.

Make any adjustments that are considered necessary upon previewing the worksheet. Ensure that you use appropriate software functions within Excel.

Print the worksheet that has been adjusted in accompaniment with any charts. 

This activity will need to be observed, and a signed record of this observation (completed the assessor or third party) should be attached in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

The procedure for previewing a worksheet is as follows:

· Select the appropriate worksheet tab (it is possible to select multiple worksheets by holding down Ctrl while selecting additional sheets)
· Click on the file button and select the print option
· Cycle through the worksheets as necessary.

Learners may check the margins by selecting the show margins button at the bottom right of the printing page.

There are a number of functions that can be used for such purposes. If learners would like to change the page margins, then they should click the show margins button and drag them to the appropriate position. They may also change the page orientation, size, and scaling via the drop-down menus. 

A number of adjustments may be made via the page layout menu in Excel. Learners may add or modify headers and footers. Alterations may also be made to the page orientation, layout, and formatting. 

The procedure for printing worksheet data in accompaniment with charts is as follows:

· Open the appropriate worksheet
· Choose to view the page layout or page break via the view tab
· Drag the chart and place it appropriately for the best appearance
· Alter the size of the chart as necessary
· Click the worksheet
· Select the file drop-down menu and click on print
· Ensure that the active sheet setting is selected
· Click the print button.



[bookmark: _Toc529526217]Activity 5B
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to deliver document to relevant audience within designated timelines and in accordance with organisational requirements for speed and accuracy.

	
	Complete a spreadsheet data inputting task in accordance with any designated timelines and organisational requirements for speed and accuracy. Use data inputting strategies and organise your time effectively for completion of the task. 

Learners should be provided with data inputting tasks that they have the time and competencies to complete. 

They may be expected to work in accordance with these designated timelines:

· Organisational timeline, e.g. deadline requirements
· Timeline agreed with internal/external client
· Timeline agreed with supervisor/person requiring document.

The designated timelines may be:

· Within organisational deadline
· Within an agreed period 
· By the end of the month
· Daily
· As requested.

Learners may use the following data inputting strategies:

· Keyboard and mouse shortcuts
· Using data entry forms
· Ensuring that headings can be seen at all times.

Any deadlines should be recorded, task prioritised, progress tracked, and problems dealt with effectively during this activity. The learners will need to provide documentary evidence that they have completed the data inputting task.






[bookmark: _Toc529526218]Activity 5C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to name and store spreadsheet appropriately in accordance with organisational requirements and exit application without data loss/damage.

	
	Apply a suitable name and store a spreadsheet that you have been working on in accordance with organisational requirements. Then exit the spreadsheet, ensuring that the data isn’t lost or damaged.

Learners should apply unique file names and ensure that documents are sorted into the correct order. The file name should be applied in accordance with the organisational system where possible. Appropriate use should be made of file name extensions. These rules should be followed where possible:

· Use keywords
· Use your name or initials
· Use date
· Use alphabetic codes
· Use version numbers 
· Use descriptors
· Use underscores 
· Use common names
· Be detailed
· Be consistent. 

Storage methods should be used consistently. Learners should ensure that document files are separated from program files. Naming and storing documents may include:

· Authorised access 
· File names according to organisational procedure, e.g. Numbers rather than names
· File names which are easily identifiable in relation to the content
· File/directory names which identify the operator, author, section, and date
· Filing locations
· Organisational policy for backing up files, storage in folders/subfolders
· Organisational policy for filing hard copies of documents
· Security/password protection
· Storage on hard/floppy disk drives, CD-ROM, tape back-up.
 
Learners should ensure that the spreadsheet is saved, in accordance with one of the following procedures:

· Pressing Ctrl and S together
· Clicking the ‘File’ tab and click ‘Save’ or ‘Save as’
· Clicking the save icon across the top of the document.

They should close the spreadsheet after saving.
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[bookmark: _Toc529526220]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following skills:
· Reading
· Writing
· Oral Communication
· Numeracy
· Navigate the world of work
· Interact with others
· Get the work done.

Answer the activity in as much detail as possible, considering your organisational requirements.

1. Create a spreadsheet including a range of data relating to a function of your organisation. Ensure that you fulfil the following requirements.

· Read any relevant textual information at the outset in order to determine organisational and task requirements
· Ensure that numerical and key reporting information is entered in accordance with procedures relating to formatting and the use of layout and style guides
· Use standard naming conventions to organise the data according to the purpose and audience
· Integrate the use of mathematical equations to create simple formulae and validate numerical data
· Check the formulae in consultation with appropriate staff members and ensure that results are produced in accordance with expectations
· Use any advanced software features deemed necessary for completion of the spreadsheet.

This activity will need to be observed, and a signed record of this observation (completed the assessor or third party) should be attached in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

1. Learners should be given access to necessary resources and allowed reasonable time for development of the spreadsheet. They should be provided with and given time to read and process any textual information relating to organisational and task requirements.

Such requirements might include:

· Company colour scheme and logo
· Consistent corporate image and content restrictions
· Established guidelines and procedures for document production
· House styles and templates
· Observing copyright legislation 
· Organisation name, time, date, document title, filename, etc. In header/footer.

Data should be entered into the spreadsheet and key reporting information recorded in accordance with organisational expectations. 

Formatting of the spreadsheet might include:

· [bookmark: _Toc414901772][bookmark: _Toc416440029]Alignment on page
· Enhancements to format - borders, patterns and colours
· Use of relative/absolute cell references.

Learners should demonstrate consideration of the purpose and audience in the use of standard naming conventions. 

They may use a variety of mathematical equations to create simple formulae and validate numerical equations, including:

· Average
· Division
· Multiplication
· Percentage
· Subtraction
· Sum
· Combinations of above.

Other workers should be given the opportunity to participate in the checking and validation of the worksheet data. Learners should ask appropriate questions and account for any feedback that is given. Errors and problems with the worksheet should be identified and dealt with as necessary.

These software functions may be used:

· Adding/deleting columns/rows
· Formatting cells
· Sizing columns/rows
· Using macros
· Utilising shortcuts.

[bookmark: _Toc529526221]Section B: Knowledge Activity (Q & A)
Objective: To provide you with an opportunity to show you have the required knowledge for this unit.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Key elements of intermediate-level formatting styles appropriate to workplace documents
· Key functions of spreadsheet applications, both cloud-based and non-cloud based
· Key features of organisational guidelines on spreadsheet design and use
· Key features of organisational requirements for ergonomic standards, work periods and breaks, and conservation techniques.

Answer each question in as much detail as possible, considering your organisational requirements for each one.

All answers will vary depending on the learner and the organisation they work for, but the learner should be able to answer each question competently.

1. What is the formatting procedure for changing the background colour of cells?

2. What are absolute and relative cell addresses and how can you change between them?

3. Identify four functions that may apply to cloud-based and non-cloud based spreadsheets.

4. Give four examples of organisational and task requirements which relate to the development of spreadsheets.

5. Give four examples of requirements which might be outlined within organisational policies and procedures.

6. Give four examples of working methods and strategies that may be used in order to avoid computer radiation when working on spreadsheets.

7. When should you use a footrest?

8. Specify five ways of maintaining good posture when working at the computer.

9. Give three examples of exercises that should be done at regular intervals when working at the computer.

10. Give three examples of energy and resource conservation techniques that may be practised within your organisation.

1. The procedure is as follows:

· Highlight the cells that need changing
· Select the drop-down format menu under the home tab
· Select the fill tab and change the pattern colour and style in accordance with requirements
· Click ok.

2. Learners should be aware that these two types of cell references behave differently when copied and pasted into other cells within spreadsheets. By default, all cell references are relative. These relative references will change when a formula is copied into another cell. They will change depending on the relative position of rows and columns. Absolute references will remain constant, no matter where they are copied to.

The procedure for changing between addresses is:

· Select the cell containing the formula
· Choose the reference that needs changing in the formula bar
· Press F4 to change between relative and absolute addresses.

3. These functions that may apply to cloud-based and non-cloud based spreadsheets:

· Adding/deleting columns/rows
· Formatting cells
· Sizing columns/rows
· Using macros
· Utilising shortcuts.

4. Organisational and task requirements may include:

· Company colour scheme and logo
· Consistent corporate image and content restrictions
· Established guidelines and procedures for document production
· House styles and templates
· Observing copyright legislation 
· Organisation name, time, date, document title, filename, etc. In header/footer.

5. Requirements might include:

· How to develop the documents and any style guides that should be used
· Where to keep copies of the documents and the correct way to store any data
· How much to spend when developing the documents
· Any quality assurance checks that may be required
· Any security issues that should be considered
· Any legal policies or procedures relating to documents.

6. Learners may refer to the following working methods and strategies:

· Avoid working in front of the computer for too long
· Use an LED monitor 
· Keep a safe distance from the monitor
· Use radiation protection on the computer screen
· Consume plenty of Vitamin A and C (these can help reduce harmful effects of computer radiation)
· Put plants around the computer (they help to absorb some of the harmful radiation)
· Wash the face (particles of radiation can attach themselves to the face)
· Take regular breaks.

7. Learners should use footrests if they cannot rest their feet comfortably on the floor whilst seated.

8. Good posture may be maintained in the following ways:

· Keeping elbows close to waist
· Keeping neck and shoulders relaxed
· Keeping forearms, wrists, and hands parallel to the floor
· Keeping the mouse close
· Keeping the monitor at arm’s length
· Keeping the feet rested comfortably on the floor/footrest
· Adjusting the backrest of the chair to ensure full support
· Avoiding ‘hunching’
· Not twisting the neck.

9. Exercises may include:

· Head rolls
· Shoulder lifts
· Wrist drops.

10. Energy and resource conservation techniques may include:

· Double-sided paper use
· Recycling used and shredded paper
· Re-using paper for rough drafts (observing confidentiality requirements)
· Utilising power-save options for equipment.



[bookmark: _Toc529526222]Section C: Performance Activity
Objective: To provide you with an opportunity to demonstrate the required performance elements for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following performance evidence:
· Follow correct ergonomic, conservation requirements and relevant organisational and statutory requirements
· Produce spreadsheet documents that align to document purpose and appropriate to target audience
· Design spreadsheets that address a range of data and organisational requirements
· Use software functions, graphics and support materials to create spreadsheets that adhere to organisational requirements relating to style and presentation
· Use relevant help functions to rectify intermediate-level document issues
· Produce spreadsheet document in appropriate format for review, including ability to create and modify intermediate-level charts that analyse the dataset
· Adhere to designated timelines and requirements for high accuracy.

Answer the activity in as much detail as possible, considering your organisational requirements.

All activity answers will vary depending on the learner and the organisation they work for, but the learner should be able to demonstrate their competency in the unit requirements.

1. Design and produce at least two spreadsheets that address a range of data and organisational requirements over the course of a working week within your organisation. Use software functions, graphics and help functions in order to facilitate the production of the spreadsheets and overcome any problems that are encountered. Produce the spreadsheets in appropriate formats for review, including the ability to create and modify intermediate-level charts that analyse the datasets. Apply your knowledge of formatting requirements and ensure that the spreadsheets meet organisational expectations. 

Adopt correct ergonomic, conservation requirements and ensure that relevant organisational and statutory requirements are fulfilled in the production of the spreadsheets. Ensure that the spreadsheets are produced in accordance with designated timelines and requirements for high accuracy.

This activity will need to be observed, and a signed record of this observation (completed the assessor or third party) should be attached in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

1. Learners should be allowed access to the necessary resources and given time for the production of spreadsheets. 

They should adopt correct ergonomic, conservation requirements and relevant organisational and statutory requirement, which may include:

· Avoiding radiation from computer screens
· Chair height, seat, and back adjustment
· Document holder
· Footrest
· Keyboard and mouse position
· Lighting
· Noise minimisation 
· Posture
· Screen position
· Workstation height and layout.

The learners should fulfil organisational and task requirements, which may include:

· Company colour scheme and logo
· Consistent corporate image and content restrictions
· Established guidelines and procedures for document production
· House styles and templates
· Observing copyright legislation 
· Organisation name, time, date, document title, filename, etc. In header/footer.

The following automatic functions may be used:

· Auto date
· Autocorrect
· Auto format
· Auto text
· Default settings
· Headers and footers
· Page numbering
· Styles
· Table headings.

Learners should also demonstrate the use of these software functions, as necessary:

· Adding/deleting columns/rows
· Formatting cells
· Sizing columns/rows
· Using macros
· Utilising shortcuts.

Appropriate use should be made of help functions in order to overcome any issues that are encountered in the production of the spreadsheets. 

Learners should also format the spreadsheets appropriately, ensuring:

· Alignment on page
· Enhancements to format - borders, patterns and colours
· Use of relative/absolute cell references
· Any other requirements which may be specified in the design brief.

The learners should ensure that designated timelines and requirements for high accuracy are met. 

They should use the following data inputting strategies as appropriate:

· Use keyboard and mouse shortcuts
· Use the data entry form
· Ensure that headings can be seen at all times.

Use may also be made of these time management strategies:

· Recording deadlines
· Prioritising tasks 
· Keeping track of progress
· Knowing how to deal with problems that may arise.

The spreadsheets should be completed and approved in accordance with organisational expectations.
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