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[bookmark: _Toc415143422][bookmark: _Toc529526306]Unit of Competency
[bookmark: _Toc529526307]Application

This unit describes the skills and knowledge required to develop spreadsheets through the use of both cloud-based and non-cloud based spreadsheet applications.
It applies to individuals employed in a range of environments who tend to be personally responsible for designing and working with spreadsheets under minimal supervision. These individuals are generally required to have intermediate knowledge and understanding of a number of spreadsheet applications.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: _Toc329018037]Unit Mapping Information

BSBITU304 Produce spreadsheets – Equivalent unit
Unit Sector

Information and Communications Technology – IT Use


[bookmark: _Toc529526308][bookmark: _Toc329018038]Performance Criteria
	Element
Elements describe the essential outcomes.
	Performance Criteria
Performance criteria describe the performance needed to demonstrate achievement of the element.


	1. Select and prepare resources
	1.1 Identify spreadsheet task purpose and audience
1.2 Identify task requirements in relation to data entry, storage, output, timeline and presentation format
1.3 Select most appropriate application to produce spreadsheet, in accordance with available resources and organisational policies


	2. Plan spreadsheet design
	2.1 Ensure spreadsheet design suits purpose, audience and information requirements of task
2.2 Ensure spreadsheet design enhances readability and appearance, and meets organisational and task requirements for style and layout
2.3 Use available application functions to ensure consistency of design and layout, adhering to organisational and task requirements


	3. Create spreadsheet
	3.1 Enter data, check and amend to maintain consistency of design and layout, in accordance with organisational and task requirements
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
3.3 Ensure formulae are tested and used to confirm output meets task requirements, in consultation with appropriate personnel as required
3.4 Use relevant help functions to overcome intermediate-level issues with spreadsheet design and production


	4. Produce intermediate-level charts
	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


	5. Finalise and present spreadsheets
	5.1 Review and edit final spreadsheet and any accompanying charts, and prepare for delivery in accordance with task requirements
5.2 Deliver document to relevant audience within designated timelines and in accordance with organisational requirements for speed and accuracy
5.3 Name and store spreadsheet appropriately in accordance with organisational requirements and exit application without data loss/damage



[bookmark: _Toc415143424][bookmark: _Toc329018039][bookmark: _Toc529526309]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.

[bookmark: _Toc329018040]Reading
· Recognises and interprets numerical and textual information to determine organisational and task requirements.
Writing
· Inputs numerical and key reporting information when creating and finalising spreadsheets and uses format, layout, style guides and standard naming conventions to organise data according to purpose and audience.
Oral Communication
· Participates in exchange of information to determine whether formulae utilised produce result required.
Numeracy
· Uses mathematical equations to create simple formulae and validate numerical data.
Navigate the world of work
· Recognises and follows explicit and implicit protocols and meets expectations associated with own role.
Interact with others
· Collaborates with others to achieve joint outcomes.
Get the work done
· Uses advanced features within relevant digital applications to address routine and complex work tasks.


[bookmark: _Toc415143425][bookmark: _Toc285113079][bookmark: _Toc326743761][bookmark: _Toc328654777][bookmark: _Toc330386596][bookmark: _Toc529526310]Assessment Requirements
Performance Evidence
Evidence of the ability to:
· 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.
Note: If a specific volume or frequency is not stated, then evidence must be provided at least once.
Knowledge Evidence
The candidate must be able to demonstrate the following knowledge to effectively complete the tasks outlined in the elements and performance criteria of this unit, and to manage tasks and reasonably foreseeable contingencies in the context of the work role.
· 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.


Assessment Conditions
Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the information and communications technology – IT use field of work and include access to:
· Industry software/applications for producing spreadsheets
· Digital device user information
· Relevant legislation and codes of practice
· Relevant organisational policies and procedures
· Relevant workplace documentation and resources, including style guide.
Assessors of this unit must satisfy the assessor requirements in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10 

[bookmark: _Toc529526311]1. Select and prepare resources
1.1. 	Identify spreadsheet task purpose and audience
1.2. 	Identify task requirements in relation to data entry, storage, output, timeline and presentation format
1.3.	Select most appropriate application to produce spreadsheet, in accordance with available resources and organisational policies
[image: ]

[bookmark: _Toc529526312]1.1 – Identify spreadsheet task purpose and audience
By the end of this chapter, the learner should be able to:
Identify purposes of business spreadsheets
Identify and consider relevant audience characteristics with regards to the development of business spreadsheets.
[bookmark: _Toc529526313]Identifying the spreadsheet task purpose
You can use spreadsheets for a wide variety of purposes. They allow for the input and organisation of business data. You can also use them for the purpose of carrying out quick and accurate calculations. The data included within spreadsheets can be converted into charts for visual presentation. 
Data storage
[image: C:\Users\Emily Wilson\Pictures\employee_fixated_on_computer_screen_400_clr_16351.png]Spreadsheets can be used for the storage of various types of business data. You can input everything from customer contact details to records of business income and expenses. There is the option of arranging different types of business data on multiple worksheets.
Business accounting
It is very common for businesses to use spreadsheets for the purpose of maintaining control and monitoring their financial accounts. Spreadsheet formulas can be used for the calculation of data, which would otherwise involve the use of accounting software. The organisation of business data saves a great amount of time. 
Budgeting
You can use spreadsheets to create short or long-term budgets based upon the availability of finance. Custom budget spreadsheets can be used for the purpose of managing business income and expenditure so that you are fully prepared for the filing of tax returns.
Exporting data
Spreadsheets may include data which has been exported from other systems. They can be used as alternatives to online data management systems.
Data cleanup
Spreadsheets can be used for the purpose of identifying any mistakes and inconsistencies in data, which can then be corrected. It is relatively easy to process to remove unwanted or low-quality data from spreadsheets. 
Creating reports and charts
You may use spreadsheets for the organisation of data in preparation for inclusion in business reports. The data can be analysed and arranged for the reporting of trends and business forecasts. Pivot tables can be used for the purpose of highlighting key data. As previously mentioned, the data in spreadsheets can also be converted into graphs and charts for ease of interpretation. 
Other purposes of spreadsheets include:
Modelling and planning 
[image: C:\Users\Emily Wilson\Pictures\plus_sign_400_clr_16961.png]Household finance planning 
Business accounts and budgeting 
Invoices
Wages 
Predictions / simulations 
Calculations, e.g. adding, subtracting, etc. 
Break-even analysis
Statistical analysis
Creating graphs, e.g. bar chart, pie chart
Collecting data from different sources, e.g. phone numbers, prices
Exploring and interpreting data in order to draw conclusions for business.
[bookmark: _Toc529526314]Identifying the spreadsheet audience
There should be some consideration of the spreadsheet audience. Their expectations should have a direct bearing upon the development of the spreadsheet. The audience’s prior knowledge and expectations are two key factors that should be taken into account. These factors may affect the use of headings and ways in which the data is presented. You might opt to include graphs and charts which individuals should have little trouble interpreting. There might also be expectations regarding the formatting and consistency of data. 
There may be some consideration of these audience characteristics:
Age
Location
Gender
Professional status
Attitudes
Behaviour.


[bookmark: _Toc529526315][image: ]Activity 1A


[bookmark: _Toc529526316]1.2 – Identify task requirements in relation to data entry, storage, output, timeline and presentation format
By the end of this chapter, the learner should be able to:
Accurately identify data entry, storage, output, and presentation requirements organisational spreadsheets.
[bookmark: _Toc509496224][bookmark: _Toc529526317]Identifying spreadsheet task requirements
It is important that you establish the requirements prior to commencing work on any spreadsheets. If you are unsure of such requirements, then you should consult other relevant staff members. You should ensure that the spreadsheets are fit for purpose.
Data entry
It is essential that you ensure the accuracy of data entry within your spreadsheets. You should read any data carefully and ensure that it is transferred correctly into the spreadsheet. The first type of data entry will require you to work on a completely new spreadsheet and use the keyboard to enter data. However, you may also be required to transfer data from existing spreadsheets.
Storage
[image: C:\Users\Tom\Pictures\cd_case_display_400_clr_17842.png]There are numerous ways of storing your spreadsheets. You may be expected to save them directly to specified computer folders. You may also save the files to USB sticks or other physical storage devices. There will be set file naming procedures which you are expected to follow in order to ensure that the spreadsheets can be easily located. It might also be necessary to print paper copies.
You should ensure that your spreadsheets are stored securely, no matter which format you save them in. CD Roms and other physical storage devices may be kept within secure drawers or cabinets. Files which are saved to the computer may be secured through the use of passwords. You are also advised to keep digital and paper-based back-ups of your spreadsheet documents. 
Output
It is likely that you will be expected to act in accordance with strict requirements with regards to the output of your spreadsheets. They may be intended for inclusion within textual documents or PowerPoint presentations. They may also be printed in the form of overhead transparencies or attached to emails. You should ensure that the spreadsheets are formatted appropriately, in accordance with the designated forms of output.  
Presentation
You must consider the ways in which information is presented within your spreadsheets. There may be a need to organise groups of data into specific headings. You might also be expected to use business logos, fonts, and styles within your spreadsheets. Such requirements may well be specified within the spreadsheet design standard.


There may be a need for visual representations of the data, including:
[image: C:\Users\Tom\Pictures\check_off_with_pencil_400_clr_7226.png]Bar charts
Line charts
Scattergraphs
Pie charts.
Other requirements may include:
Font types and sizes for spreadsheet elements
Information to be included in headers and footers
Use of margins
Specific numbering formats.


[bookmark: _Toc529526318][image: ]Activity 1B


[bookmark: _Toc529526319]1.3 – Select most appropriate application to produce spreadsheet, in accordance with available resources and organisational policies
By the end of this chapter, the learner should be able to:
Take relevant factors into account with regards to the selection of spreadsheet applications
Identify and select spreadsheet applications based upon their merits.
[bookmark: _Toc529526320]Selecting an appropriate spreadsheet application
Spreadsheet applications can be used for the organisation, storage, and analysis of data. The process of calculating such data is relatively easy within spreadsheets as opposed to word processors. These applications also allow for the flexible presentation of data. It is possible to use most spreadsheet applications for the purposes of online and offline collaboration. 
There should be some consideration of the level of functionality required in relation to the selection of spreadsheets. New users may be happy with a relatively low basic level of functionality in comparison with “power users”. It might be necessary to arrange training so that personnel are able to make appropriate use of the spreadsheet applications. 
You will have to make the decision of whether to opt for an installed program or a cloud-based spreadsheet solution. If you choose the cloud-based option, then spreadsheet information will be saved on remote servers, rather than directly to your computer. This will mean that you don’t have to worry about backing up data. It will also allow for collaboration. Another advantage of cloud-based spreadsheets is that they can be accessed and modified via PC’s and Macs.
You may be assured of a relatively good level of developer support if you opt for an installed spreadsheet program. Such a program is also likely to ensure a relatively good level of data protection and security. However, they may be specific to certain types of operating system. 
The level of available finance should also have a bearing on the selection of spreadsheet programs. If you are on a particularly tight budget, then you may opt for one of the freely available cloud-based spreadsheet programs. However, you might be prepared to pay for the advanced functions which are integrated into some of the paid programs.
[image: C:\Users\Emily Wilson\Pictures\algebra_square_icon_400_clr_13847.png]Microsoft Excel
Microsoft Excel is the most popular spreadsheet application and is fully compatible with Microsoft Windows. It can be used for a wide variety of purposes including the recording of business expenditure, budget planning, and presentation of financial results. Excel is quite user-friendly and can be used for the purpose of carrying out various calculations, using basic formulas. There are also a variety of chart and graph templates which can be used for the visual presentation of data. 


Google Sheets
Google Sheets is a freely available and popular alternative to Microsoft Excel. You can access the sheets application upon registration for a Gmail account. 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.
iWork Numbers
Numbers is another freely available spreadsheet application for Mac users. It has a relatively clean and user-friendly interface, while still allowing for complex calculations. There is also the option of saving spreadsheet documents to the iCloud, which will save a great deal of time for many users. This allows for the convenience of accessing such documents wherever you are working. There is also the option of real-time collaboration via the iCloud.
OpenOffice Calc
The final freely available option in OpenOffice Calc. This comes as part of the OpenOffice suite and has a wide variety of helpful functions and features. You can transfer spreadsheets in various file formats (including xls) into OpenOffice Calc. There are a range of regular program features, as well as extension and templates which can be used. 


[bookmark: _Toc529526321][image: ]Activity 1C


[bookmark: _Toc529526322]2. Plan spreadsheet design
2.1. 	Ensure spreadsheet design suits purpose, audience and information requirements of task
2.2.	Ensure spreadsheet design enhances readability and appearance, and meets organisational and task requirements for style and layout
[image: ]2.3.	Use available application functions to ensure consistency of design and layout, adhering to organisational and task requirements


[bookmark: _Toc529526323]2.1 – Ensure spreadsheet design suits purpose, audience and information requirements of task
By the end of this chapter, the learner should be able to:
Identify aspects of spreadsheet design and ensure that they fit in with the purpose, audience and information requirements of spreadsheets that they have been tasked with producing.
[bookmark: _Toc509496228][bookmark: _Toc529526324]Considering spreadsheet design
No matter what type of spreadsheet you are creating it will be necessary to establish the purpose, audience, and information requirements.
Spreadsheet design may include:
Appropriateness to required tasks
Basic analysis
Charts
Formatting and reformatting 
Formulae
Functions
[image: C:\Users\Tom\Pictures\key_pie_piece_fit_400_clr_14069.png]Headers and footers
Headings
Headings and labels
Identification and parameters
Import and export of data
Labels
Macros
Multi-page documents
Split screen operation.
Purpose
You should be aware that spreadsheets can be produced for a variety of purposes. They may be required for the purpose of informing a specific audience and sharing relevant information. You might also be expected to use them for the recording of information about events that have happened in your workplace. The purpose of the spreadsheet should have a direct bearing on the nature of the information that is included and styles that are used.
Audience
You must also consider the audiences for any spreadsheets that are produced. It will be necessary to establish whether they have any prior knowledge relating to information included in the spreadsheet. You should also consider their requirements and expectations regarding the provision of information. The types of information included in a spreadsheet for a knowledgeable business audience may be very different from that included for a group of new university graduates. 
Information requirements
Finally, there are likely to be definite requirements relating to the inclusion of information within your spreadsheets. You 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: _Toc529526325][image: ]Activity 2A


[bookmark: _Toc529526326]2.2 – Ensure spreadsheet design enhances readability and appearance, and meets organisational and task requirements for style and layout
By the end of this chapter, the learner should be able to:
Perform tasks in order to ensure that the design enhances readability and appearance
Fulfil organisational and task requirements which relate to the style and layout of spreadsheets.
[bookmark: _Toc509496231][bookmark: _Toc529526327]Enhancing readability and appearance of a spreadsheet
It is essential to select the correct layout and style when designing and producing a spreadsheet. You need to ensure that it is readable and fit-for-purpose.
Different layouts and styles that you may want to consider include:
· Paper size and page orientation
· Text font, colour, and size
· Headings and subheadings
· [image: ]Margins and page breaks
· Headings and footers
· Justification
Page numbering
· Underlining, italics, and bold
· Tables.
The appropriate use of layouts and styles will depend on the type of spreadsheet you are producing, the information that is included, and the requirements of your organisation. There are basic guidelines that can help you design your documents. Let’s have a look at some examples.
Paper size and page orientation
What size should your document be? A4? A3? That will depend on the document itself.
To adjust the page size of a Microsoft Word document, follow these steps:
1. Click the ‘Page Layout’ tab
2. Click the ‘Size’ tab
3. Use the drop-down menu to select your desired page size.
What page orientation should your document include? Landscape or portrait? This will depend on what information is included. Although it is possible to use both, it is not advised; it can get quite confusing. 


To adjust the page orientation of a Microsoft Word document, follow these steps:
1. Click the ‘Page Layout’ tab
2. Click the ‘orientation’ tab
3. Choose portrait or landscape.
Text font, colour and size
Like everything else, the font, colour, and size of your text will depend on the type of spreadsheet you are producing and the organisational requirements. 
There isn’t a standard font that is considered to enhance readability or appearance. However, it is common to use Arial, Times New Roman, or Calibri for such purposes.
· This is Arial
· This is Times New Roman
· This is Calibri.
Coloured text is not usually advised within spreadsheets. However, there may be instances that you do need to use coloured text.
Don’t:
[image: ]
The standard text size to use within business documents is size 12.
· This is size 8
· This is size 12
· This is size 18.
You can see why size 12 is more appropriate.
Margins and page breaks
The margin size can be altered to suit your spreadsheet or organisational requirements. Margin size is usually 2.54cm.
Follow these steps to adjust the margins within a Microsoft Word document:
1. Click the ‘Page Layout’ tab
2. Click the ‘Margins’ tab
3. Choose margin size or design a custom margin.


Underlining, italics and bold
Again, the use of underlining, italics, and bold type will depend on the nature of the spreadsheet. 
Typically:
· Underlining can be used to gain attention and clarify 
· Italics can be used to emphasise certain words 
· Bold can be used to identify particular elements
· All three elements can be helpful within headings and subheadings.
Tables
Certain documents will require tables; these will be discussed later in the unit.
[bookmark: _Toc418504613][bookmark: _Toc509496232][bookmark: _Toc529526328]Organisational and task requirements
[image: ]Your document should be designed in a way that meets any relevant organisational and task requirements with regards to style and layout. 
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.
It is important to consider the requirements within your organisation when designing and producing any business document. 
The policies and procedures surrounding business documents that exist within your organisation may outline:
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.


In order to improve the readability of your spreadsheet, consider:
Creating a template
The font, size, and colour of text
Manipulating height and width of cells to stop it looking cramped
[image: ]Highlighting key cells, rows or columns
Introducing colour (carefully)
Using the company logo to make the spreadsheet look professional
Aligning text, graphs, and charts
Making your headings bold.


[bookmark: _Toc529526329][image: ]Activity 2B


[bookmark: _Toc529526330]2.3 – Use available application functions to ensure consistency of design and layout, adhering to organisational and task requirements
By the end of this chapter, the learner should be able to:
Create and save Excel style sheets, following procedures for the use of in-built Excel spreadsheet styles and making changes to applied styles as required
Demonstrate the use of automatic functions.
[bookmark: _Toc509496235][bookmark: _Toc529526331]Using style sheets
Style sheets act as templates, featuring all the different styles and formatting options that you have applied. They can be applied to multiple worksheets for consistency of design and layout. You will find further information about the ways of integrating styles within the worksheets below.
Consistency of design and layout may include: 
Borders
Bullet/number lists
Captions
Consistency with other business documents
Page numbers
Spacings
Typeface styles and point size.
[bookmark: _Toc509496236][bookmark: _Toc529526332]Using automatic functions
Auto date
If you want to apply the date automatically to cells within your worksheet then you should insert the formula: =(TODAY ()). 
You can also change the formatting of the date, 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
[image: C:\Users\Tom\Pictures\check_mark_400_clr_5131.png]Click ok.
Autocorrect
The auto correct function can be used to correct information inputted into cells as necessary. This is a helpful way of correcting any mistakes that you know you make on a regular basis. It may be used for the correction of misspelt words and the modification of figures in accordance with requirements. 
Follow this procedure 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 format
If you’d like to apply formatting consistently to your worksheets, then you should use the auto format feature. This can be used for the purpose of enhancing the appearance and ensuring the appropriate inclusion of colours, font sizes, and styles. 
Follow this procedure in order to apply standard auto formatting in Excel:
Add auto format to the ribbon if necessary
[image: C:\Users\Tom\Pictures\left_mouse_click_highlight_400_clr_13862.png]Select the cells that you’d like to format
Click on the auto format button
Choose the appropriate auto formatting style
Click ok.
If you’d like to modify the auto formatting style then:
Select the cells that you’d like to format
Click on the auto format button
Select the most appropriate auto formatting style
Click on the options button in the dialogue box
Deselect the formatting options as necessary 
Click ok.
Auto text
The auto text option is particularly helpful when you are dealing with large sections of text. You may be able to perform this function via the quick parts drop down menu in Excel. If this is the case, then you should click on the quick text option and add your text as necessary. However, you should use Kutools for Excel 2010 and other versions that don’t support auto text. 


To use Kutools:
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.
Default settings
It is possible to apply a default group of settings via Excel. If you’d like to do this, then open a new workbook and make changes to the formatting, styles, and other elements that you deem necessary. You should remove any data that is inputted into the default workbook to avoid this text being included in each new template. After making the necessary changes, you should click on file and save as an Excel template (.xtls).  You should set the save in location to the XLSTART folder and click save. The default settings should be applied each time you open a new Excel worksheet.
Headers and footers
Headers and footers can be added at the top and bottom of each new worksheet in Excel. You may opt to choose from the standard versions or make your own. 
Follow this procedure to add headers or footers:
Select the Insert tab and click on the header & footer button
Choose from the standard options in Excel and add text to the header and footer
[image: C:\Users\Tom\Pictures\gold_one_5693.png]Return to the normal view by selecting a cell, clicking on the view tab, and selecting the normal option.
Page numbering
You may choose to add page numbers to each page within Excel via the headers and footers menu for the purpose of organising your printed documents. After selecting the menu, you should click on the page numbering option. The page numbers can be positioned on the left, centre, or right-hand side of your headers and footers as required. You can return to the normal view using the method outlined above. 
Styles
The use of styles can save you a considerable amount of time and effort, ensuring the consistency of design and layout. They take the form of templates in which you can specify different features based upon the purpose, nature of information, and other requirements. You can set everything from font styles, to margins, and numbering formats within the style sheets. You can choose the styles which are included within Microsoft Excel or make customisations to develop style sheets that fit your 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.
If you’d like to change the applied styles then:
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.
The style that you have chosen and modified will also be applied to any other worksheets that you have open and which include the same styles.
Table headings
A heading will be automatically added to any table that you create in Excel. However, you have the option of modifying or removing it as necessary. If appropriate headings are incorporated within cells selected for a table, then you may select the table headings option. 


[bookmark: _Toc529526333][image: ]Activity 2C


[bookmark: _Toc529526334]3. Create spreadsheet
3.1. 	Enter data, check and amend to maintain consistency of design and layout, in accordance with organisational and task requirements
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
3.3.	Ensure formulae are tested and used to confirm output meets task requirements, in consultation with appropriate personnel as required
3.4.	Use relevant help functions to overcome intermediate-level issues with spreadsheet design and production
[image: ]

[bookmark: _Toc529526335]3.1 – Enter data, check and amend to maintain consistency of design and layout, in accordance with organisational and task requirements
By the end of this chapter, the learner should be able to:
Ensure that data is entered quickly and accurately, organising spreadsheets effectively, using forms, and making the most of  functions and formulas
Check data within spreadsheets
Make amendments to data within spreadsheets, altering content directly within cells and via the formula bar.
[bookmark: _Toc509496240][bookmark: _Toc529526336]Entering data
[image: C:\Users\Tom\Pictures\searching_stick_figure_400_clr_1813.png]Time and care should be taken when inputting data into spreadsheets. Time spent at the outset may save you from having to correct multiple mistakes and entering data that has been missed. You are advised to organise the layout of your spreadsheets for the effective avoidance of such issues. It would be advisable to use forms for the purpose of quick and accurate data entry. You should also make the most of functions and formulas within the spreadsheet. A list of Excel functions can be accessed via the Microsoft Office support website (https://support.office.com/).
[bookmark: _Toc509496241][bookmark: _Toc529526337]Checking data
It will be necessary to carry out thorough checks of any data that is inputted into your spreadsheets for the identification of errors. You can use tools within Excel for such purposes. If you’d like to perform a spelling check, then select the review tab and click on spelling. You can choose to accept or ignore any changes that are recommended when using the spell checker. If you want to be entirely confident that all errors have been identified, then you should print off a paper copy of the spreadsheet and have a good read through. It would also be worth asking colleagues to review the spreadsheet for any errors that have been missed. 
It will be necessary to review the numerical data that is entered into Excel spreadsheets. This may take some considerable time, depending on the amount and complexity of data. However, you should ensure that the checks are performed as basic mistakes may affect the integrity of your documentation. You can make such tasks seem less daunting by breaking your time into segments. Remember the option of calling upon the assistance of colleagues. 
Checks may be made in relation to:
Accuracy of data
Accuracy of formulae with calculator
The following of instructions with regard to content and format
Proofreading
Spelling (electronically and manually).
[bookmark: _Toc509496242][bookmark: _Toc529526338]Making amendments
It is likely that you will identify the need for amendments when checking the data in your spreadsheets. You should also account for any feedback provided by colleagues who have helped you in the review process. You can alter the content 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 mentioned earlier in this learner guide to minimise the need for such amendments.


[bookmark: _Toc529526339]Activity 3A
[image: ]

[bookmark: _Toc529526340]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
By the end of this chapter, the learner should be able to:
Use software functions to format and adjust the page and cell layout.
[bookmark: _Toc509496245][bookmark: _Toc529526341]Formatting the spreadsheet
Alignment on page
It is possible to alter the alignment of cells on your spreadsheet pages in accordance with organisational style and presentation requirements. You should be aware that text is automatically aligned to the left and numbers to the right. However, you can make adjustments using the alignment buttons under the home tab in Excel. It is possible to align the content to the left, right, or centre. You can also adjust the vertical positioning of the content.
[image: ]Enhancements to format - borders, patterns and colours
Borders can be added to highlight and add visual emphasis to specific sections of content within your spreadsheets. You can make the necessary changes via the drop-down borders menu under the home tab in Excel. 
The procedure for adding borders is a follows:
Select the cells that require formatting
Select the drop-down border button and choose the border style that should be applied.
You also have the option of changing the border colour, line colour, and line style.
If you’d like to change the background patterns of cells then:
Highlight the cells that you’d like to change
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.
If you’d like to change the background colour of cells then:
Highlight the cells that you’d like to change
Choose the fill colour option under the home tab
Select the appropriate colour.
You can make additional changes to the colouring of cells via the format cells button. Select from a variety of fill effects and additional colours.
[bookmark: _Toc414901772][bookmark: _Toc416440029]Use of relative/absolute cell references
These two types of cell references behave differently when copied and pasted into other cells within your spreadsheet. 
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. 
For example, if you copy the formula =B1+C1 from row one to row two, the formula will automatically become =B2+C2. This is helpful when you need to repeat the same calculation across multiple rows or columns within your spreadsheet.
Absolute references will remain constant, no matter where you copy them to. To add an absolute reference to a cell, you add a dollar sign to the formula. The position of this dollar sign will determine what part of your formula becomes absolute.
[image: C:\Users\Tom\Pictures\dollar_symbol_alt_400_clr_17312.png]This dollar sign can be added:
Before the column reference 
Before the row reference
Before both references.
For example:
$B1 – the column will not change when copied 
B$1 – the row will not change when copied
$B$1 – neither the row nor column will change when copied.
A shortcut that you can use to add absolute cell references within your formulas is the F4 key. Excel will automatically make the cell reference absolute. Continue to press F4 to go through all of the options for absolute references. 
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.
Example
You need to calculate the prices of the items that you have in stock with two different price discounts. 


This is your spreadsheet:
[image: ]
Look at the formula in cell C4. The use of this formula should ensure that the column remains the same when you copy it across. The use of this formula will also allow the row to change when you copy it down. This will accommodate for the various item prices. This formula will also allow the column to change to reflect Discount B when copied across. 
Look at the results:
[image: ]
You can easily experiment with different discount values by referring to the discount cells instead of manually inserting the discount into your formula. This will mean that you only have to change cell A13 or B13 and all your values will change – you won’t need to rebuild any formulas. 
Always use data attributes assigned with relative and/or absolute cell references in accordance with your task specifications.
[bookmark: _Toc509496246][bookmark: _Toc529526342]Using software functions
Adding/deleting columns/rows
It is possible to add or delete columns and rows from Excel spreadsheets. If you’d like to insert a single row, then you should select a whole row of data or a single cell above which you’d like to have a new row. You can add multiple rows by selecting two or more rows in the worksheet. You should then click the right mouse button, select insert, and then choose to insert an entire row. You can also add nonadjacent rows, using the ctrl command to select multiple cells.
If you’d like to add a new column, then you should select cells immediately to the right of where the column should be inserted. If you’d like to add two or more columns then select the appropriate number of columns to the right. It is also possible to insert nonadjacent columns using the method outlined above. Once you have selected the appropriate cells, then you should click the right mouse button, select insert, and choose to add an entire column. These functions can also be performed via the drop-down insert menu under the home tab in Excel.
It is also possible to delete rows and columns within any worksheets that you are working on. To do this, you should highlight the cells, rows, or columns that you want to delete. You may then click the right mouse button, select delete, and choose 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.
Formatting cells
Standard formatting is applied as a default within new Excel spreadsheets. However, you can change the formatting in order to highlight certain sections of content. You can also apply different numbering formats. You should begin by selecting the cell containing content which you’d like to format. You will then have the option of changing the font style, textual alignment, and other elements. You can preview any changes before applying them by rolling your mouse over the relevant commands. It is also possible to make changes to the number or date formatting via the drop-down menu in Excel.
[image: ]Sizing columns/rows
The column width of cells within Excel spreadsheets can vary from 0 to 255. This relates to the number of standard characters that can be displayed within the cell. It is also possible to specify cell heights of anywhere from 0 to 409. This relates to the height in points (1 point is equivalent to 0.035cm).
[image: ]If you’d like to change the column width, then select the drop-down format button under the home tab in Excel. You should then click on column width, specifying your requirements in the dialogue box, and then pressing ok. You can ensure that the column width automatically matches the contents by highlighting a column, selecting the drop-down format menu, and selecting the autofit column width option.
If you’d like to specify the height of certain cells within a worksheet, then you should begin by highlighting the cells that you want to change. You should then select the drop-down format menu and click on row height. 
You should type in the required cell height and then click ok to make the adjustment. You can also choose to have the cell height automatically fit the contents. Just choose the autofit row height option under in the format menu. 
Using macros
The use of macros can save you a considerable amount of time with regards to the development and updating of Excel worksheets. They can be used in order to automate tasks that you would otherwise have to perform repeatedly. The shortcut buttons under the different tabs in Excel perform a similar function to macros. You also have the option of using keyboard shortcuts, such as ctrl and c to copy or control and v to paste. However, Macros are a particularly helpful way of recording and applying changes involving multiple steps. Before you begin using macros you should ensure that the relevant functions are added to the Excel ribbon by clicking on file, then options, and customise ribbon. You should select the developer box.
This procedure should be followed when using Macros:
Select the developer tab and click on record macro
Type in an appropriate name for the macro
Click ok to begin the recording
Perform the set task following necessary procedures
Click on stop recording. 
[image: ]When you want to run the macro, you should select the macros button, click on the relevant macro, and then select run. You should also remember to turn on the use relative references setting to ensure that macros can be applied to different areas of your Excel spreadsheets. 
Utilising shortcuts
There are a wide variety of shortcuts that can be used for reasons of convenience and time saving within Excel. These shortcuts may be applied by clicking on relevant commands on the ribbon toolbar or using the keyboard. 
Examples of commonly used shortcuts include:
Ctrl+W - Close a spreadsheet
Ctrl+O – Open a spreadsheet
Alt+H - Go to the Home tab
Ctrl+S - Save a spreadsheet
Ctrl+C - Copy
Ctrl+V - Paste
Ctrl+z - Undo
Delete - Remove cell contents
Alt+H, H - Choose a fill colour
Ctrl+X - Cut
Alt+N - Go to Insert tab
Ctrl+B - Bold
Alt+H, A, then C - Center align cell contents
Alt+P - Go to Page Layout tab
Alt+H, B - Add borders
Alt+H,D, then C - Delete column.
Source - Excel keyboard shortcuts and function keys for Windows:
https://support.office.com/en-gb/article/Excel-keyboard-shortcuts-and-function-keys-for-Windows-1798d9d5-842a-42b8-9c99-9b7213f0040f


[bookmark: _Toc529526343][image: ]Activity 3B


[bookmark: _Toc529526344]3.3 – Ensure formulae are tested and used to confirm output meets task requirements, in consultation with appropriate personnel as required
By the end of this chapter, the learner should be able to:
Demonstrate the ability to test formulae included within spreadsheets, using software functions for evaluation and the checking of errors
Use formulae in order to confirm that the output meets task requirements, carrying out the process in consultation with any appropriate personnel and identifying the need for changes as necessary.
[bookmark: _Toc509496249][bookmark: _Toc529526345]Testing and using formulae
It will be important to test any formulae that are used in Excel worksheets and ensure that the confirmed output meets task requirements. You can access the evaluate formula dialogue box in Excel to go through the different steps incorporated in specific formulas and identify any errors or amendments that can be made. 
Formulae may include:
Average
Division
Multiplication
Percentage
Subtraction
Sum
Combinations of above.
Follow this procedure in order to evaluate formulae:
[image: ]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.


You can 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 – opens the Excel help window and displays relevant information
show calculation steps – opens the evaluate formula dialogue box 
ignore the error – removes the error symbol from the worksheet
edit in formula bar -  enables you to make changes via the formula bar
options – opens the Excel options dialogue box
previous and next – enables you to identify errors step by step.
Source – How to check for and evaluate errors in Excel 2010 formulas:
http://www.dummies.com/software/microsoft-office/excel/how-to-check-for-and-evaluate-errors-in-excel-2010-formulas/
[bookmark: _Toc414901776][bookmark: _Toc416440033][bookmark: _Toc509496250][bookmark: _Toc529526346]Debugging formulas
There is a quick and easy way to debug a long and complex formula in your spreadsheet and fix the error. You need to identify where in your long and complex formula the error is occurring. 
To do this, follow these steps:
1. Select the cell that has this formula in
2. Click in the formula bar
3. Highlight the first part of the formula 
4. Press the F9 key
5. It will show you the result of this part of the formula 
6. Do this for each part of your long, complex formula until you have found where the error is.
In the ‘Formulas’ tab in Excel, the ‘Watch Window’ option can also be used to debug formulas. See image below.
[image: ]
[bookmark: _Toc414901777][bookmark: _Toc416440034][bookmark: _Toc509496251][bookmark: _Toc529526347]Dealing with errors
You will need to know how to deal with an error should one occur. You should be able to identify what each type of error means. Once you know what type of error you are dealing with, then you will need to figure out how to correct or hide the error. 
[image: C:\Users\Tom\Pictures\stick_figures_carry_xmark_400_clr_5957.png]There are many types of errors, including:
#NAME? formula error
#NUM! formula error
#VALUE! formula error
#DIV/0! formula error 
#NULL! formula error
#REF! formula error
#N/A formula error
###### error.
Let’s look at a few of these errors in more detail and ways to fix them.
#NAME? formula error
You may see this error if:
You have misspelt a formula or named range
You have forgotten to close any text in double quotes
You have forgotten to omit the range operator.
To fix it, make sure:
You have used the correct formula name
Any user-defined functions that you are using are installed properly
You have defined all the named ranges that you are using in the formula
The ranges and string parameter in your formulas are right.


#DIV/0! formula error
This error will occur when you have divided something by zero. For example, if a cell contains the formula =44/0, you will see #DIV/0! To fix this, don’t divide it by zero.
#NULL! formula error
This error is rare and is the result of the incorrect range operators being used. For example, if you have specified an intersecting range which doesn’t actually intersect then this error will appear. You need to double check that you have specified the ranges correctly. 
#REF! formula error
This error will occur when one of the formula parameters is pointing to an invalid range. This can happen if cells are deleted. To fix this undo the actions that have caused this and think of an alternative way to get the result that you require. 
###### error
If you can see this in one of your cells, then the contents cannot fit into the space. For example, if your cells are only small and you enter a very long number. This error is simple to fix. Simply adjust the width of your column to accommodate the data.
This error may also occur if you have formatted negative numbers as a date. If this occurs then change your numbers to positive.
Remember that formulae can sometimes return an error if a range that it references contains an error cell.
[bookmark: _Toc414901778][bookmark: _Toc416440035][bookmark: _Toc509496252][bookmark: _Toc529526348]Hiding zeros
In some instances, you may not need to display or report on the zeros within your spreadsheet. 
If you wish to hide every zero within your spreadsheet then follow these steps:
1. Click the ‘File’ tab
2. Click ‘Options’
3. Click ‘Advanced’
4. Scroll down to the ‘Display options for this worksheet’ section
5. Uncheck the box ‘Show a zero in cells that have zero value.
[bookmark: _GoBack]See images below.
[image: ][image: ]
If you wish to hide only some of the zeros within your spreadsheet, follow these steps:
1. Select the cells that contain the zeros that you wish to hide
2. Click the ‘Home’ tab
3. In the ‘Cells’ group, click ‘Format’
4. Click ‘Format Cells’
5. In the ‘Category’ list, click ‘Custom’
6. In the ‘Type’ box, type 0;-0;;@.
You should have a good understanding of how to use simple formulae within excel spreadsheets. Such formulae can be used for the calculation of sums involving subtraction, multiplication, and division. It is important to remember that Excel recognises the use of standard operators such as plus (+), minus (-), multiply (*), and divide (/). Any exponents are identified by a caret symbol (^). You should ensure that the equals (=) sign is placed at the start of any calculations that you type into Excel spreadsheets. If you wanted to multiply 7 by 4, then you would type =7*4 and then press the enter button. You should be aware that calculated sums will show as ## signs if there isn’t enough space within cells. You must widen the cell length for the numerical figures to be shown.
You can also use the cell references for the purpose of basic calculations. As an example, you might have the figure 25 in cell C3 and the figure 30 in cell C4. If you wanted to add these figures together through the use of references, then you would type =C3+C4 and then press enter. It is also possible to right click on the cell references to add them automatically to any formula that you are calculating.
[image: ]You can use a range of calculation functions within Excel for the purpose of convenience and assurance of accuracy. The SUM function is a good example, which allows you to add the values of multiple cells. If you wanted to add all of the cells from C4 to C8, then you would type =SUM(C4:C8). Alternatively, you may click on the formulas tab, select the drop-down AutoSum menu, and then click on Sum. You must press enter to confirm use of the formula.
You may need to use the different types of formulae within your spreadsheets in order to confirm that the output meets task requirements. You should carry out this process in consultation with any appropriate personnel and make changes as necessary. 
Finding the average
To find the average of your data in a spreadsheet, you will need to use the AVERAGE function. The syntax for this is =AVERAGE(Number 1, Number2, Number3). 
Examples:
· =AVERAGE(A1, A2, A3)
· =AVERAGE(A1, A5, A8)
· =AVERAGE(A1:A10).
Finding a percentage
To apply the percentage number format to the required cells, then follow these steps:
1. Highlight the cells that need formatting
2. Click the ‘Home’ tab
3. In the ‘Number’ group, click the ‘Percent Style button.
See image below.
[image: ]
To calculate percentages within a spreadsheet, the basic formula is part/total = percentage. For example, =B3/C3. Calculating percentages can get complicated. Visit https://blogs.office.com/en-us/2011/08/02/how-to-do-percentages-in-excel/ for more information. 
The functions and formulae that you will need to use will depend on the task and organisational requirements that relate to your spreadsheet and what you need to find out.


[bookmark: _Toc529526349][image: ]Activity 3C


[bookmark: _Toc529526350]3.4 – Use relevant help functions to overcome intermediate-level issues with spreadsheet design and production
By the end of this chapter, the learner should be able to:
[bookmark: _Toc509496255]Refer to the relevant help functions for the purpose of overcoming intermediate-level issues specific to spreadsheets.
[bookmark: _Toc527359110][bookmark: _Toc529526351]Using relevant help functions
You are advised to use the relevant help functions whenever you have trouble completing set tasks and processes when using spreadsheet applications. Access of the help functions in applications such as Microsoft Excel will allow you to find information on the use of particular commands and functions. 
You can access help in Microsoft Excel by selecting the drop-down file menu and then clicking on Help. You will then be presented with a variety of options including accessing the Microsoft online help facility, getting started in learning about the relevant functions in the version of Excel that you are using, and accessing the contact details. You may also choose tools for working with Office such as customisation options and update checks. 
If you click on the Microsoft Office help option within the help menu, then you will be automatically connected to the online help facility (alternatively you may use the F1 shortcut key). You will see a blank search box underneath the basic navigation in the online window. You should type in a term which applies to the specific function of Excel that you want help with into the search box. If you then press enter, then you will see a list of results specific to the search term that was entered. As an example, you might type “merge cells” into the search box. If you proceed to press enter, then you will see a list of search results on how to merge and unmerge cells, combine text from two or more cells into one cell, and other relevant functions. You should click on the most relevant result for a breakdown of instructions.
[image: ]











You might have to overcome these problems with design and production:
Difficulty switching between worksheets
Incorrect use of pivot tables
Formula not working properly
Error messages being displayed.
[bookmark: _Toc529526352]Additional forms of help
Manuals
Manuals are documents designed to assist people in the use of systems. They are often written documents that use accompanying images or diagrams (e.g. screenshots). The language used in manuals should be easy to understand, and jargon should be avoided or explained as necessary. Manuals may be accessed in the form of hard copies or as digital copies on the internet. Alternatively, they may be stored on your computer or CD/DVD.
A manual may include:
· [image: C:\Users\Tom\Pictures\grab_book_online_400_clr_17242.png]A cover page, title page, and copyright page 
· Frequently asked questions
· Means of further help including contact details
· Information on how to navigate the manual
· A troubleshooting section
· A glossary and/or index. 
[bookmark: _Toc409428460][bookmark: _Toc418504662][bookmark: _Toc478467493][bookmark: _Toc509496257]User documentation
Documentation is the information that is provided to help you use a particular program, including technical manuals, and online information. Although manuals are the most common form of documentation, they come in various forms. User documentation is a valuable tool for on-the-job training and can range from Installation guides, to how-to guides, and administrator guides.
User documentation is often divided into categories, for example:
· Installation
· Reference
· Tutorial.


User documentation should: 
· Use current terminology
· Contain a list of error codes
· Use clear descriptions
· Operate as stated
· Be consistent
· Include relevant references
· Document any differences within program versions.
[bookmark: _Toc409428461][bookmark: _Toc418504663][bookmark: _Toc478467494][bookmark: _Toc509496258]Online help
There is a wide range of help available online as well. A simple search on the internet will provide you with almost anything that you need. Online help is often topic-orientated and delivered through some form of computer software. Most online help provides assistance and can present information surrounding a broad range of topics.
The use of outsourced technical documentation should ensure that you develop specific knowledge on particular issues. It can be costly. However, you only pay for the time that you use. 
The advantages of using outsourced technical documentation include:
· [image: ]Time-saving
· High quality
· Good expertise
· Flexible.



[bookmark: _Toc529526353][image: ]Activity 3D


[bookmark: _Toc529526354]4. Produce intermediate-level charts
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
[image: ]4.3.	Modify chart type and layout using formatting features, adhering to organisational and task requirements 

[bookmark: _Toc529526355]4.1 – Select chart type and design that that offers analysis of numerical data, and meets organisational and task requirements
[bookmark: _Toc529526356]4.2 – Create charts using appropriate data range in spreadsheet
[bookmark: _Toc529526357]4.3 – Modify chart type and layout using formatting features, adhering to organisational and task requirements
By the end of this chapter, the learner should be able to:
Select chart types and designs that will enable the valid representation of numerical data within spreadsheet
Create appropriate charts, using the appropriate data range in the spreadsheet, and following the relevant procedures
Make modifications to charts that are created, demonstrating the use of appropriate formatting features, and making changes via the layout tab.
[bookmark: _Toc509496264][bookmark: _Toc529526358]Selecting chart types and designs
[image: ]It is very important to choose the right types of chart and design specific to the representation of numerical data within Excel worksheets. The right choice will depend on the nature of your data. If you don’t carefully consider your options and make appropriate choices, then there may be difficulties with the interpretation of data.
Types of data that may be represented include:
Numbers
Text.
The types of charts that you can choose from in Excel include:
Column charts – these types of charts are particularly useful for the comparison of different data sets covering specific amounts of time. The categories are displayed horizontally, and the values are displayed vertically in such charts. You can choose from varieties including the cylinder, cone, and pyramid in Excel 
Line charts – these charts are helpful for showing fluctuations in different sets of data over time. They can be used for the identification of trends. You can choose from 2D and 3D line charts in Excel
Bar charts – these charts are also useful for the comparison of different data sets. They typically feature values on the horizontal access and categories on the vertical. Examples that can be chosen within Excel include the 2D bar, cylinder, and cone
Area charts – these charts can also be used to compare the values of different data sets over time. However, they show the relative weightings of such values in the form of filled in areas within the chart. 2D and 3D area charts can be inserted within Excel worksheets
Scatter charts – you can use scatter charts for the purpose of identifying correlations between data that might not be clear otherwise. They feature values on both the horizontal and vertical axis. You can choose scatter charts with various types of lines and markers in Excel.
[image: C:\Users\Tom\Pictures\circular_pie_chart_data_sheet_400_clr_4477.png]You should also consider the integration of these charts:
Dual axis – useful for the comparison of three distinct data sets and the identification of correlations
Pie – useful for the comparison of different data weightings
Bubble – useful for the identification of distribution and relationships between different datasets. 
[bookmark: _Toc509496265][bookmark: _Toc529526359]Creating charts
It will be necessary to select and use the appropriate spreadsheet data range in order to ensure the presentation of relevant information for the audience. The data within the chart should be as clear as possible for the assurance understanding. You can create a chart quickly and easily by selecting the data and then using the alt+F1 keyboard function. However, you are advised to spend time on the development of the most appropriate charts. 
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.
[bookmark: _Toc509496266][bookmark: _Toc529526360]Modifying chart type and layout
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. If you’d like to move the chart after inserting it into the worksheet, then you should click on it with the left mouse button and hold until you see a cross. You can then drag the chart to the appropriate area of the worksheet. It is also possible to transfer your chart to another worksheet by right-clicking on it and then selecting the move chart option. You should then choose the appropriate worksheet from the drop-down object in the menu. 
If you’d like to resize the chart to make it clearer on the worksheet, then you should right click on it. You should then move your mouse to one of the corners or edges of the chart. You should be able to drag and alter the size of your chart as necessary. 
You will probably have noticed that the ribbon at the top of the screen changes when you left click on your chart within Excel. This brings up a range of functions which can be used to alter the appearance and layout of your chart. You can change the style of your chart by clicking on one of the style options. 
It is also possible to alter the layout of your chart via the drop down layout menu. It would be worth saving an original copy of the chart and then choosing the different options and seeing their effects.
Changes that can be made via the layout tab include:
Positioning of the chart table
Use of axis titles
[image: ]Inclusion of legend
Changing of data labels
Changing of axes and gridlines
Changing of the plot area.
You can change the type of chart at any time by selecting the drop-down design tab and selecting the change chart type option.


[bookmark: _Toc529526361]Activity 4A
[image: ]

[bookmark: _Toc529526362]5. Finalise and present spreadsheets
5.1. 	Review and edit final spreadsheet and any accompanying charts, and prepare for delivery in accordance with task requirements
5.2. 	Deliver document to relevant audience within designated timelines and in accordance with organisational requirements for speed and accuracy
[image: ]5.3.	Name and store spreadsheet appropriately in accordance with organisational requirements and exit application without data loss/damage 

[bookmark: _Toc529526363]5.1 – Review and edit final spreadsheet and any accompanying charts, and prepare for delivery in accordance with task requirements
By the end of this chapter, the learner should be able to:
Preview worksheets and accompanying charts, ensuring that the page margins are checked via the print preview box
Make any adjustments considered necessary upon previewing, using appropriate software functions
Print worksheets and charts, following the relevant printing procedures.
[bookmark: _Toc509496270][bookmark: _Toc529526364]Previewing
[image: ]It would be advisable to preview your worksheets prior to printing for the identification of mistakes and elements that require adjustment. 
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.
If you’d like to check the margins, then select the show margins button at the bottom right of the printing page.
It is also possible to preview and print full-page charts in Excel. In order to preview you should left-click on the chart, select the drop-down file menu, and select print. 
[bookmark: _Toc509496271][bookmark: _Toc529526365]Adjusting
It is quite likely that you will identify the need for adjustments when previewing your worksheets. There are a number of functions that can be used for such purposes. If you’d like to change the page margins, then click the show margins button and drag them to the appropriate position. You can also change the page orientation, size, and scaling via the drop-down menus. Additional adjustments can be made to the appearance of full-page charts prior to printing.
A number of adjustments can be made via the page layout menu in Excel. This allows you to view the worksheet data as it will be in the printed form. It is possible to add or modify headers and footers. You can also make alterations to the page orientation, layout, and formatting. It might be necessary to adjust the column widths if text appears truncated or numbers are featured as ## symbols. You should also consider the types of formatting included any make any changes considered necessary.
[bookmark: _Toc509496272][bookmark: _Toc529526366]Printing
There are a number of options when it comes to the printing of data and charts included in Excel worksheets. It is possible to print worksheets in their entirety or select and print individual elements. If you’d like to print a range of data included within a worksheet, then you should select it, click on file, and then click on print. Alternatively, you can use the Ctrl+P keyboard shortcut. You may choose to print the highlighted selection, a single worksheet, or multiple worksheets in Excel via the settings menu. It is also possible to select and print tables individually.
There are a couple of options when it comes to the printing of charts. You may choose to print them in combination with the worksheet data or as full-page spreads. 
To print a chart together with worksheet data:
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.
[image: ]If you want to print a full page chart, then you should left-click on the chart and then go through the process above. You should ensure that ‘print selected chart’ is specified under the settings. You may also want to change the print quality of the chart via page setup. This will be particularly important when printing charts in preparation for presentations.










[bookmark: _Toc529526367][image: ]Activity 5A


[bookmark: _Toc326743832][bookmark: _Toc330309176][bookmark: _Toc338606027][bookmark: _Toc338792185][bookmark: _Toc348021071][bookmark: _Toc529526368]5.2 – Deliver document to relevant audience within designated timelines and in accordance with organisational requirements for speed and accuracy
By the end of this chapter, the learner should be able to:
Complete assigned data inputting tasks in accordance with designated timelines
Use data inputting strategies and organise your time effectively, recording deadlines, prioritising tasks, tracking progress, and dealing effectively with any problems.
[bookmark: _Toc478467486][bookmark: _Toc509496275][bookmark: _Toc529526369]Designated timelines
You should establish deadlines for the creation of spreadsheets at the earliest possible opportunity. The identification of the deadlines will enable you to develop realistic schedules, considering how much time should be spent on different aspects of spreadsheet development. You should allocate a reasonable amount of time to complete each task in the creation of your spreadsheet.
You may believe that you are going to have trouble meeting some deadlines. However, you should do everything within your power and scope of responsibilities to ensure that organisational and client expectations are met. If you are really concerned about your ability to finish the spreadsheet on time, then you should inform the relevant organisational representative or client. Adjustments may then be made.
Designated timelines may include:
· Organisational timeline, e.g. deadline requirements
· Timeline agreed with internal/external client
· [image: C:\Users\Tom\Pictures\clock_and_calendar_400_clr_9588.png]Timeline agreed with supervisor/person requiring document.
Designated timelines may be:
· Within organisational deadline
· Within an agreed period 
· By the end of the month
· Daily
· As requested.
[bookmark: _Toc509496276][bookmark: _Toc408913040][bookmark: _Toc409428455][bookmark: _Toc418504657][bookmark: _Toc478467487][bookmark: _Toc529526370]Speed and accuracy
It is likely that your organisation will have definite requirements when it comes to the speed and accuracy of data input. You may be expected to complete a certain number of keystrokes per minute on average. You may also be expected to complete any formatting tasks with the utmost speed and efficiency. However, it is important to recognise that accuracy must take precedence over speed. 


You should consider these data inputting strategies:
Use keyboard and mouse shortcuts
Use the data entry form
Ensure that headings can be seen at all times.
[bookmark: _Toc509496277][bookmark: _Toc529526371]Time management
[image: Fotolia_26734401_S.jpg]You will need to have good time management skills if you are to keep successfully to the timeline. Such skills include consciously planning and exercising control over time and its use. As an example, you should plan the amount of time you need to spend on individual activities in order to increase efficiency and effectiveness when designing and producing the spreadsheet. 
Good time management strategies include:
· Recording your deadlines
· Prioritising your tasks 
· Keeping track of your progress
· Knowing how to deal with problems that may arise. 
Recording your deadlines
You need to be aware of any deadlines before starting a task. The establishment of such deadlines should allow you to plan your activities carefully. Plan using diaries, schedules, or memos; whatever works best for you. 
Prioritising your tasks 
It is essential that you prioritise your tasks in order to make sure you use your time in the most efficient way. The act of prioritising your tasks allows for the most valuable use of your time. A key thing to remember is to not spend too much time on relatively unimportant tasks. Make to-do lists and set mini-deadlines to help keep you on track.
Keeping track of your progress
Use the diaries, schedules, or memos that you have created to keep an eye on your progress. Are you hitting the deadlines you have given yourself? Should you be doing something differently? You need to check throughout the process that you are on target to meet the final deadline and assess your methods if not. 
Knowing how to deal with possible problems that may arise
You will need to know how to deal with potential problems before they occur if you are to successfully plan and keep to timelines. Don’t dwell on problems which occur and you feel unable to deal with. Don’t waste any time; simply refer to someone who will know. This will keep you on track to meet your deadline.

[bookmark: _Toc529526372][image: ]Activity 5B


[bookmark: _Toc529526373]5.3 – Name and store spreadsheet appropriately in accordance with organisational requirements and exit application without data loss/damage
By the end of this chapter, the learner should be able to:
Apply suitable names to spreadsheets, following rules 
Fulfil requirements when naming and storing spreadsheets as necessary
Save and exit spreadsheets, ensuring that data isn’t lost or damaged.
[bookmark: _Toc409428450][bookmark: _Toc418504651][bookmark: _Toc509496280][bookmark: _Toc529526374]Naming documents
The appropriate naming of documents will help in the future when you or others need to locate them. Each of your document names should be clearly different and sorted into the correct order. Use the date within the names of your documents if necessary. Your organisation may have a system in place for naming your documents, and you should make yourself familiar with it if possible. You need to be able to find your document again, so don’t worry if the name looks too long. For example, ‘report’ is just not going to cut it. Whichever naming system you decide on ensure that you are consistent from then on. 
Filename extensions
The extension of a file name is the set of characters that is added to the end of a file name. This extension determines which program should be used to open the document. For example, myfile.xlsx has the extension ‘xlsx’. This indicates that this file can be opened within Excel and some other spreadsheet programmes.
Tips when naming your documents include:
Use keywords
Use your name or initials
[image: search file.jpg]Use date
Use alphabetic codes
Use version numbers 
Use descriptors
Use underscores 
Use common names
Be detailed
Be consistent.
[bookmark: _Toc408913066][bookmark: _Toc409428451][bookmark: _Toc418504652][bookmark: _Toc509496281]

[bookmark: _Toc529526375]Storing documents
The efficient storage of your documents is necessary. You should have a good filing system that is relevant to your own needs or your organisational requirements. Whichever storage method you decide to use it will be important to be consistent. Remember to keep your document files separate from your program files; this will eliminate any accidental deletions. 
Tips when storing your documents include:
· Store similar documents together
· Don’t save unnecessary documents
· Avoid large folder structures
· Use shortcuts rather than having multiple copies
· Colour code your folders 
· Think about storing documents online (e.g. Microsoft SharePoint 2010 or Windows Live SkyDrive)
· Make sure that the documents that you use every day can be accessed easily.
Locating files
You should take advantage of the folders within your computer (e.g. my documents and my library). You can customise these files and add new folders to make it easier to locate your files. Using the ‘Start’ bar or ‘Windows Explorer,’ you can search for the file that you need. In Microsoft Word, under the ‘File’ tab, the ‘Recent’ tab holds all the recent documents that you have been working on, making it easier for you to find them.
[image: Fotolia_16208523_S.jpg]You can move files or folders to the appropriate locations by ‘cutting and pasting’ or ‘clicking and dragging’.
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.
Issues when naming and storing documents that often arise may include:
· Too many characters (file names can only be up to 260 characters)
· Restricted characters (< > ? \ / ; * are all characters that cannot be used in file names)
· Compatibility issues. 
Remember to: 
· Regularly back your files up 
· Use passwords if necessary
· Follow organisational policies when storing hard copies.
[bookmark: _Toc418504653][bookmark: _Toc509496282][bookmark: _Toc529526376]Exiting without information loss or damage
[image: ]Whilst working on your document, remember to save – often. This will help you to minimise the chance of any information being lost or damaged. 
To save a document, either:
· Press Ctrl and S together
· Click the ‘File’ tab and click ‘Save’ or ‘Save as’
· Click the save icon across the top of your document (see image).
Once you know that you have saved your document you can then close it. If your document does close without saving you may find that your program recovers the unsaved version. 
Damage to a document
Damage to a document usually involves a file corruption or a virus; you should close applications properly to minimise the chance of these occurring. If Windows determines a program holds a security risk, then it will close it and notify you. If this does occur, it is usually because that program uses your computer’s Random Access Memory (RAM) in a way that may be exploited by a virus. A virus can be harmful to your computer. Data Execution Prevention (DEP) is a security feature that Windows uses to track how the programs within your computer use memory. If this feature identifies that the memory is being used incorrectly it will close the program and notify you. You can add programs that you trust to an exception list to stop this feature from closing it, but you should be sure.
If compatibility issues between documents occur and Windows closes a program, this could be due to the possibility that the program may damage Windows if it is allowed to run.


[bookmark: _Toc529526377][image: ]Activity 5C


[bookmark: _Toc529526378]Summative Assessments
At the end of your Learner Workbook, you will find the Summative Assessments.
This includes:
Skills Activity
Knowledge Activity
Performance Activity.
This holistically assesses your understanding and application of the skills, knowledge and performance requirements for this unit. Once this is completed, you will have finished this unit and be ready to move onto the next one – well done!


[bookmark: _Toc529526379]Appendices
[bookmark: _Toc409428393][bookmark: _Toc418504596][bookmark: _Toc509496216][bookmark: _Toc418504595][bookmark: _Toc529526380]Ergonomic requirements
You should consider relevant ergonomic requirements when producing spreadsheets. Ergonomic requirements are related to improving visibility and accessibility whilst keeping stress and mental fatigue from sounds, vibration, motion, and shock at a minimum.
Ergonomic requirements may include:
· Avoiding radiation from computer screens
· [image: ]Chair height, seat, and back adjustment
· Document holder
· Footrest
· Keyboard and mouse position
· Lighting
· Noise minimisation 
· Posture
· Screen position
· Workstation height and layout.
Avoiding radiation from computer screens 
Tips for avoiding computer radiation include:
· Avoid working in front of your computer for too long
· Use an LED monitor 
· Keep a safe distance from your monitor
· Use radiation protection on your computer screen
· Consume plenty of Vitamin A and C (these can help reduce harmful effects of computer radiation)
· Put plants around your computer (they help to absorb some of the harmful radiation)
· Wash your face (particles of radiation can attach themselves to your face)
· Take regular breaks. 


Chair height, seat and back adjustment
When you are sat at a desk all day, your chair is a crucial component of your environment. Your chair should allow you to be comfortable whilst accommodating your work surfaces and permitting you to perform your required tasks. The height of your chair is really important; it should adjust to allow you to place your feet on the floor (or footrest) whilst being able to reach your work surface. In order to fully support your back and knees, your chair should allow for the adjustment of the seat or backrest. 
Document holder
A document holder should be available for supporting your documents if required. Appropriate positioning on the work surface will depend on how your specific spreadsheet is going to be used.
Footrest
If you cannot rest your feet comfortably on the floor whilst you are seated, then you should use a footrest.
Keyboard and mouse position
Your mouse and keyboard should be positioned at the same height next to each other, as close as possible in order to minimise reaching. They should both be at a height that allows your forearms, wrists, and hands to be parallel to the floor. Your keyboard should be lower than a typical writing surface in order to maintain the best possible posture. If your workspace cannot accommodate a keyboard and mouse, then an under desk support device should be used.
Lighting
Working at a computer requires a lower overall light level than other tasks. However, the lighting within your work area should be set up in a way that minimises visual discomfort (e.g. glare).
The glare from natural and overhead light sources may be minimised in the following ways:
· Position computer between rows of lights, rather than directly below overhead lights
· Have blinds up at any windows in order to control light when necessary 
· Tilt monitor downward to reduce any reflection
· Use a good-quality anti-glare filter on your monitor if necessary.
Noise minimisation 
Before you start your tasks try to identify any distracting noises and think of ways you can reduce these.
[image: ]For example, use:
· Earplugs
· Headphones
· Soft music
· A quiet fan.


Posture
Key tips for maintaining good posture when sat at your computer include:
· Keep elbows close to waist
· Keep neck and shoulders relaxed
· Keep forearms, wrists, and hands parallel to the floor
· Keep your mouse close
· Keep your monitor at arm’s length
· Keep your feet rested comfortably on the floor/footrest
· Adjust the backrest of your chair to ensure full support
· Avoid ‘hunching’
· Don’t twist your neck.
[image: ]You should alternate between different postures regularly but remain in a neutral position at all times. 
Screen position
Ideally, the screen of your computer should be at about arm’s length and positioned so that the top of the screen is around eye level.
Workstation height and layout
Your work surface should complement the task that you are performing, whilst accommodating your legs when you are sat in your comfortable position. 
Other things to consider about your workstation include:
· Is it private?
· Is it isolated?
· Is it an open space?
· Do you have natural or artificial light?
· Is the layout appropriate?
· Can it be personalised?
As well as the points discussed above, there are many other things to consider.


For example:
· The layout of your desk
· The way you use the telephone (if applicable)
· The technique and speed that you use to type.
The points discussed above give you a guideline as to the ergonomic requirements that you should follow when working at your computer to produce spreadsheets. However, it is worth noting that your ideal requirements may differ from someone else’s. You should work in the way that is safe and comfortable for you. More information about safe work practices can be found at www.safeworkaustralia.gov.au.
[bookmark: _Toc409428394][bookmark: _Toc418504597][bookmark: _Toc509496217][bookmark: _Toc529526381]Work organisation strategies
Prolonged and static postures will take their toll on your body. You need to address work organisation strategies as well as ergonomic requirements in order to avoid injury when working at your computer for long periods of time. 
Work organisation strategies may include:
· Exercise breaks 
· Mix of repetitive and other activities
· Rest periods. 
[image: ]Exercise breaks
You should do small exercises at regular intervals whilst sat at your computer.
These small exercises may include: 
· Head rolls
· Shoulder lifts
· Wrist drops.
Mix of repetitive and other activities
Make sure you take time away from your computer. You should avoid long periods of the same activity. Do other tasks to give you a little break from your computer and alternate between work activities that use different muscles in your body in order to avoid overuse.
Rest periods
You should remember to take frequent mini breaks in order to refresh and relax your muscles and joints when working at your computer. Have little ‘stretch’ breaks and look away from your screen every now and then to give your eyes chance to rest too. Make sure your ‘lunch break’ actually involves a break; get away from that computer. Remember to keep moving.
Make sure you use safe work practices at all times when sat at your computer producing text-based documents. Take into consideration the policies that may be in place within your own organisation.
[bookmark: _Toc409428397]You may need to handle the process of assessing the ergonomic conditions and work organisation strategies of your workplace on a daily basis. 
For example, before starting your work each day or throughout your day you may ask yourself:
· Am I having regular breaks to keep stress reduced?
· Am I doing exercises at my computer regularly?
· Do I alter my posture often enough?
· Am I using my keyboard and mouse appropriately?
Other areas should be managed under a risk assessment; this is the responsibility of the Human Resources (HR) department within an organisation. A risk assessment allows for the evaluation of potential risks; it is an employer’s responsibility to provide a safe workplace. 
Your organisation may have policies which relate to: 
· [image: C:\Users\Tom\Pictures\clipboard_with_a_checkmark_400_clr_8569.png]Regular formal or informal health and safety meetings 
· Reporting of potential hazards or risks 
· Correct use of equipment
· Keeping workspaces clean, tidy, and organised
· Legislation that applies to the organisation
· Emergency/accident procedures
· Storage and maintenance guidelines
· Manufacturer instructions 
· Use of Personal Protective Equipment (PPE).
Although it is the employer’s responsibility to provide a safe work environment, it is your responsibility to show compliance with the policies that are in place. 
[bookmark: _Toc509496218][bookmark: _Toc529526382]Using safe work practices
Regardless of the type of work you are carrying out, there are policies and procedures in place to ensure that you are able to perform your work tasks in a safe way. When your task is to design and produce spreadsheets you need to consider how you can safely work at your computer for long periods of time. When working at a computer for long periods of time, believe it or not, there is opportunity for injury.


There are many injuries you can sustain from working at a computer, including: 
· Repetitive strain injury
· Eye strain and discomfort
· Back problems. 
There are many safe work practices you should address in order to minimise the chance of injury, including ergonomic requirements and work organisation strategies.
[bookmark: _Toc418504598][bookmark: _Toc509496221][bookmark: _Toc529526383]Using energy and resource conservation techniques
[image: ]It is essential to use energy and resource conservation techniques within the workplace. Not only does it keep your (or your organisation’s) bills down, it helps to protect non-renewable resources. From simply turning off the lights to recycling every last scrap of paper, conserving energy and resources is a must.
Top areas to consider improving include:
· Heating
· Lighting
· Water
· Paper use.
For the production of spreadsheet documents, the energy and resource conservation techniques you need to consider 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. 
Double-sided paper use
Try and maximise your paper usage by printing double-sided. Most printers will do this nowadays; you just need to adjust the settings. Also, try to get into the habit of using the ‘print preview’ feature (if there is one available) to catch any errors before printing your document. This will help to save paper too; every little thing will make a difference. 
Recycling used and shredded paper
Make sure you don’t throw old documents away; recycle them. Use the recycling system that is in place within your organisation. If they don’t have one, then make your own system. Aim to only use recycled paper too; think of the trees.
Re-using paper for rough drafts 
Documents that you have printed one-sided or used up half of the page can be turned into scrap paper. Use it to jot down your ideas and rough drafts. Remember to recycle when you’re done.
Utilising power-save options for equipment
Utilise power-save options in order to conserve energy when using electrical equipment. Most computers, if not all, will have built-in energy saving software. Find out what energy saving mechanisms your own computer has. 
These options allow you to set your computer to go to ‘sleep’ after periods of inactivity. Although it will not shut down your computer fully (so you won’t lose anything), it will consume much less energy. It is worth noting that screen savers do not count; they do not reduce the amount of power used by your computer. 
Other tips for conserving the energy used by your electrical equipment include:
· Switch them off when you are not using them, even if it’s just a break
· Turn the brightness of your screen down
· Don’t leave your equipment on standby mode
· Use efficiency rated equipment
· Unplug devices (like scanners and cameras) when they are not in use
· Plug your devices into a power strip; unplug it at the end of the day.
In order to minimise waste of energy and resources, supervisors or management should aim to:
· [image: http://www.ergonomics-info.com/image-files/computer-posture.jpg]Plan ahead and have realistic expectations
· Prioritise and delegate jobs appropriately
· Discourage multiple drafts 
· Use relief staff
· Teach and train where necessary
· Provide support
· Clearly define jobs. 
The image to the right summarises the ergonomic issues that have been discussed within this chapter. 
Source – Office computer ergonomics:
http://www.ergonomics-info.com/office-computer-ergonomics.html



[bookmark: _Toc529526384]References
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Excel keyboard shortcuts and function keys for Windows:
https://support.office.com/en-gb/article/Excel-keyboard-shortcuts-and-function-keys-for-Windows-1798d9d5-842a-42b8-9c99-9b7213f0040f
How to check for and evaluate errors in Excel 2010 formulas:
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All references accessed on and correct as of 31/10/2018, unless other otherwise stated.
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