[bookmark: _GoBack]BSBITU314: Design and produce spreadsheets
This document is to help the trainer plan their sessions for delivering the learning content, and identify any adjustments that need to be made.
	Number of learners
	Session sequence(s)

	
	1 - 6 + Summative Assessments 

	Relevant units previously completed by learner group

(Complete as appropriate)

	Unit elements

· Select and prepare resources
· Plan spreadsheet design
· Create spreadsheet
· Produce intermediate-level charts
· Finalise and present spreadsheets
	Methods of assessment

· Learner workbook answers
· Third party evidence
· Observations/simulations
· Outcome of summative assessments
· Learner-provided evidence
· Supplementary oral questions


	Unit description/application

This unit applies to individuals employed in a range of environments who require skills in the creation of spreadsheets that encompass formatting, formulae and charts. They tend to be personally responsible for designing and working with spreadsheets under minimal supervision.

	Prior to commencing sessions: 

· Explain relevant terminology
· Make reasonable adjustments for content delivery and assessments
· Prepare relevant handouts


	Resources  for learners
	PowerPoint Slides, Learner Guide, Learner Workbook, Learner Evidence


	Resources  for assessors
	PowerPoint Slides, Learner Guide, Assessor Workbook, Assessment Matrix, Cover Sheet, Session Plan

	Resources  for third party
	Third Party Observation and Demonstration Checklists

	Health & safety considerations
	Explain general health and safety, fire exits, first aid, trip hazards and emergency procedures to all learners.

	General considerations
	Ensure all learners have required resources and learner workbooks/guides. If sharing training with another colleague, ensure that they have own copies of each resource and are aware of individual assessment requirements.





Sessions
Session 1
Location:

Commencement date:

Time required:

Content of session:

1.1 Identify spreadsheet task purpose and audience

· [bookmark: _Toc529175044][bookmark: _Toc529175045]Identifying the spreadsheet task purpose
· Identifying the spreadsheet audience

Activity 1A

1.2 Identify task requirements in relation to data entry, storage, output, timeline and presentation format

· [bookmark: _Toc509496224][bookmark: _Toc528764987]Identifying spreadsheet task requirements
· Output
· Visual representations 

Activity 1B

1.3 Select most appropriate application to produce spreadsheet, in accordance with available resources and organisational policies

· [bookmark: _Toc529175051]Selecting an appropriate spreadsheet application
· Microsoft Excel
· iWork Numbers

Activity 1C

Special equipment/materials required:

Special considerations/reasonable adjustments:




Session 2
Location:

Commencement date:

Time required:

Content of session:

2.1 Ensure spreadsheet design suits purpose, audience and information requirements of task

· [bookmark: _Toc509496228][bookmark: _Toc528764993]Considering spreadsheet design
· Purpose
· Information requirements

Activity 2A

2.2 Ensure spreadsheet design enhances readability and appearance, and meets organisational and task requirements for style and layout

· [bookmark: _Toc509496231][bookmark: _Toc528764996][bookmark: _Toc418504613][bookmark: _Toc509496232][bookmark: _Toc528764997]Enhancing readability and appearance of a spreadsheet
· Text font, colour and size
· Organisational and task requirements

Activity 2B

2.3 Use available application functions to ensure consistency of design and layout, adhering to organisational and task requirements

· [bookmark: _Toc509496235][bookmark: _Toc528765000][bookmark: _Toc509496236][bookmark: _Toc528765001]Using style sheets
· Using automatic functions
· Default settings

Activity 2C

Special equipment/materials required:

Special considerations/reasonable adjustments:


Session 3
Location:

Commencement date:

Time required:

Content of session:

3.1 Enter data, check and amend to maintain consistency of design and layout, in accordance with organisational and task requirements

· [bookmark: _Toc509496240][bookmark: _Toc528765005][bookmark: _Toc509496241][bookmark: _Toc528765006][bookmark: _Toc509496242][bookmark: _Toc528765007]Entering data
· Checking data
· Making amendments

Activity 3A

3.2 Format spreadsheet using application functions to adjust page and cell layout to meet information requirements, in accordance with organisational style and presentation requirements

· [bookmark: _Toc509496245][bookmark: _Toc528765010][bookmark: _Toc414901772][bookmark: _Toc416440029][bookmark: _Toc509496246][bookmark: _Toc528765011]Formatting the spreadsheet
· Use of relative/absolute cell references
· Using software functions

Activity 3B

Special equipment/materials required:

Special considerations/reasonable adjustments:

Session 4
Location:

Commencement date:

Time required:

Content of session:

3.3 Ensure formulae are tested and used to confirm output meets task requirements, in consultation with appropriate personnel as required

· [bookmark: _Toc509496249][bookmark: _Toc528765014][bookmark: _Toc414901776][bookmark: _Toc416440033][bookmark: _Toc509496250][bookmark: _Toc528765015][bookmark: _Toc414901777][bookmark: _Toc416440034][bookmark: _Toc509496251][bookmark: _Toc528765016]Testing and using formulae
· Debugging formulas
· Dealing with errors

Activity 3C

3.4 Use relevant help functions to overcome intermediate-level issues with spreadsheet design and production

· [bookmark: _Toc509496255][bookmark: _Toc528765020][bookmark: _Toc509496257][bookmark: _Toc528765022][bookmark: _Toc409428461][bookmark: _Toc418504663][bookmark: _Toc478467494][bookmark: _Toc509496258][bookmark: _Toc528765023]Overcoming problems
· User documentation
· Online help

Activity 3D

Special equipment/materials required:

Special considerations/reasonable adjustments:


Session 5
Location:

Commencement date:

Time required:

Content of session:

4.1 Select chart type and design that that offers analysis of numerical data, and meets organisational and task requirements
4.2 Create charts using appropriate data range in spreadsheet
4.3 Modify chart type and layout using formatting features, adhering to organisational and task requirements

· [bookmark: _Toc509496264][bookmark: _Toc528765029][bookmark: _Toc509496265][bookmark: _Toc528765030][bookmark: _Toc509496266][bookmark: _Toc528765031]Selecting chart types and designs
· Creating charts
· Modifying chart type and layout

Activity 4A

Special equipment/materials required:

Special considerations/reasonable adjustments:


Session 6
Location:

Commencement date:

Time required:

Content of session:

5.1 Review and edit final spreadsheet and any accompanying charts, and prepare for delivery in accordance with task requirements

· [bookmark: _Toc509496270][bookmark: _Toc528765035][bookmark: _Toc509496271][bookmark: _Toc528765036][bookmark: _Toc509496272][bookmark: _Toc528765037]Previewing
· Adjusting
· Printing

Activity 5A

5.2 Deliver document to relevant audience within designated timelines and in accordance with organisational requirements for speed and accuracy

· [bookmark: _Toc478467486][bookmark: _Toc509496275][bookmark: _Toc528765040][bookmark: _Toc509496276][bookmark: _Toc528765041][bookmark: _Toc509496277][bookmark: _Toc528765042]Designated timelines
· Speed and accuracy
· Time management

Activity 5B

5.3 Name and store spreadsheet appropriately in accordance with organisational requirements and exit application without data loss/damage

· [bookmark: _Toc409428450][bookmark: _Toc418504651][bookmark: _Toc509496280][bookmark: _Toc528765045][bookmark: _Toc509496281][bookmark: _Toc528765046][bookmark: _Toc418504653][bookmark: _Toc509496282][bookmark: _Toc528765047]Naming documents
· Storing documents
· Exiting without information loss or damage

Activity 5C

Special equipment/materials required:

Special considerations/reasonable adjustments:


Summative Assessments
Skills Activity
Location:

Commencement date:

Time required:

Special equipment/materials required:

Special considerations/reasonable adjustments:

Knowledge Activity
Location:

Commencement date:

Time required:

Special equipment/materials required:

Special considerations/reasonable adjustments:



Performance Activity
Location:

Commencement date:

Time required:

Special equipment/materials required:

Special considerations/reasonable adjustments:



BSBITU314


: 


Design and produce spreadsheets


 


This document is to help the trainer plan their sessions for delivering the learning content, and identify any 


adjustments that need to be made.


 


Number of learners


 


Session sequence(s)


 


 


1 


-


 


6


 


+ Summative Assessments 


 


Relevant u


nits previously completed by learner group


 


 


(Complete as appropriate)


 


Unit elements


 


 


Ø


 


Select and prepare resources


 


Ø


 


Plan spreadsheet design


 


Ø


 


Create spreadsheet


 


Ø


 


Produce intermediate


-


level charts


 


Ø


 


Finalise and present 


spreadsheets


 


Methods of assessment


 


 


Ø


 


Learner 


workbook answers


 


Ø


 


Third party evidence


 


Ø


 


Observations/simulations


 


Ø


 


Outcome of 


summative assessments


 


Ø


 


Learner


-


provided evidence


 


Ø


 


Supplementary oral questions


 


 


Unit description/application


 


 


This unit applies to 


individuals employed in a range of environments who require skills in the creation of spreadsheets 


that encompass formatting, formulae and charts. They tend to be personally responsible for designing and working with 


spreadsheets under minimal supervision.


 


Prior to commencing sessions


:


 


 


 


Ø


 


Explain relevant terminology


 


Ø


 


Make reasonable adjustments for content delivery and assessments


 


Ø


 


Prepare relevant handouts


 


 


R


esources 


 


for learners


 


PowerPoint


 


Slides


, Learner Guide, Learner Workbook, Lea


rner Evidence


 


 


R


esources 


 


for assessors


 


PowerPoint


 


Slides


, Le


arner Guide, Assessor Workbook


, Assessment Matrix, Cover Sheet, 


Session Plan


 


R


esources 


 


for third party


 


Third Party 


Observation and Demonstration Checklists


 


Health & safety


 


considerations


 


Explain general healt


h and safety, fire exits, first aid, trip hazards and emergency procedures 


to all learners.


 


General considerations


 


Ensure all learners have required resources and learner workbooks/guides. If sharing 


training with another colleague, ensure that they have 


own copies of each resource and are 


aware of individual assessment requirements.


 


 


 


 




BSBITU314 :  Design and produce spreadsheets   This document is to help the trainer plan their sessions for delivering the learning content, and identify any  adjustments that need to be made.  

Number of learners  Session sequence(s)  

 1  -   6   + Summative Assessments   

Relevant u nits previously completed by learner group     (Complete as appropriate)  

Unit elements        Select and prepare resources      Plan spreadsheet design      Create spreadsheet      Produce intermediate - level charts      Finalise and present  spreadsheets  Methods of assessment        Learner  workbook answers      Third party evidence      Observations/simulations      Outcome of  summative assessments      Learner - provided evidence      Supplementary oral questions    

Unit description/application     This unit applies to  individuals employed in a range of environments who require skills in the creation of spreadsheets  that encompass formatting, formulae and charts. They tend to be personally responsible for designing and working with  spreadsheets under minimal supervision.  

Prior to commencing sessions :          Explain relevant terminology      Make reasonable adjustments for content delivery and assessments      Prepare relevant handouts    

R esources    for learners  PowerPoint   Slides , Learner Guide, Learner Workbook, Lea rner Evidence    

R esources    for assessors  PowerPoint   Slides , Le arner Guide, Assessor Workbook , Assessment Matrix, Cover Sheet,  Session Plan  

R esources    for third party  Third Party  Observation and Demonstration Checklists  

Health & safety   considerations  Explain general healt h and safety, fire exits, first aid, trip hazards and emergency procedures  to all learners.  

General considerations  Ensure all learners have required resources and learner workbooks/guides. If sharing  training with another colleague, ensure that they have  own copies of each resource and are  aware of individual assessment requirements.  

     

