BSBITU304: Produce spreadsheets



	Target(s):
	Criteria
	
	Preparation for next unit

	 (Any criteria which has priority or needs to be reinforced)
	(i.e. 1.2.1)
	
	(Any work that has been set for the learners or that you need to research/prepare)





	Date & Time
	Group
	Session Sequence(s)

	(Complete as appropriate)
	(Number of learners and where they are from)
	1 - 12 + Summative Assessments 

	Points from previous learning that may need reinforcement e.g. misconceptions:

(Complete as appropriate)

	Learning objectives

· Learn how to select and prepare resources
· Understand how to plan spreadsheet design
· Discover how to create spreadsheet
· Identify how to produce simple charts
· Know how to finalise spreadsheets
· Gain the skills and knowledge required for this unit
	The big picture

This unit describes the skills and knowledge required to develop spreadsheets through the use of spreadsheet software.

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.

No licensing, legislative or certification requirements apply to this unit at the time of publication.


	Learning outcomes

All learners will be able to:

· Select and prepare resources
· Plan spreadsheet design
· Create spreadsheet
· Produce simple charts
· Finalise spreadsheets
· Use the skills and knowledge required for this unit

	How I will assess the outcomes

· Learner Workbook Answers
· Observation
· Outcome of Summative Assessments
· Class Discussions and Questions



	Addressing the needs of individuals: 

· Terminology explained
· Being aware of individual needs i.e. learning requirements
· Differentiated Handouts (This is not a requirement)




	Generic Learning Links (Employability Skills)
	

	Fundamental Skills:

· Terminology
· Skills required for the specific job role will be obtained
	People Skills: 

· Group Work
· Discussions



	Thinking Skills:

· Case Study (if applicable)
· Learner Workbook

	Personal Skills:

· Communication
· Research
· Organisation





	Resources - *(R)


(Instructor Workbook for your use)


	PowerPoint, Learner Guide and Learner Workbook – To be used throughout. 


	Health & Safety

	General Health and Safety, Fire Exits, First Aid, Trip Hazards and Emergency Procedures.

	Working with colleagues
	Ensure all learners have required resources and learner workbooks/guides. If sharing training with another colleague, ensure that they have own copies of session plan etc and are aware of their part.



	Time and 
Interaction
(Individual/Group/
Pair)
	Unit Sessions - What am I doing/asking/teaching?
(All bullet points are covered by the PowerPoint and/or yourself)
	Learner activities/tasks - What are they doing and/or learning?

	
1.5 Hours
(I/G/P)
	
Session 1:

(Enter breaks where you feel necessary)

· Welcome participants to the program.
· Self introductions students and teacher
· Introduction to unit
· Discuss each activity as they arise and ensure learners fully understand what they are expected to do. 
· Use your discretion as to whether they should be completed in groups/pairs/individually, although some activities may state what is best.
· All bullet points indicate areas for class/group discussion or to be posed as a question by you.
[bookmark: _Toc267220380]
Housekeeping Items

Using the PowerPoint, take a few moments to inform the learners of the following:

· Where the toilets and fire exits are located, what the emergency procedures are and where the breakout and refreshment areas are.

Objectives:

· Learn how to select and prepare resources
· Understand how to plan spreadsheet design
· Discover how to create spreadsheet
· Identify how to produce simple charts
· Know how to finalise spreadsheets
· Gain the skills and knowledge required for this unit

1.1 Adhere to ergonomic, work organisation and occupational health and safety requirements

Ergonomic requirements may include:
· avoiding radiation from computer screens
· chair height, seat and back adjustment
· document holder
· footrest
· Work organisation requirements may include:
· exercise breaks
· mix of repetitive and other activities
· rest periods

ACTIVITY 1A 

Take time to review the Australian Standard AS 3590 as it relates to workplace ergonomic requirements.

	
Use this area to add anything you feel the learners should/might be doing whilst you are teaching. They should be doing any of the following:

· Listening to instructor
· Completing workbook activities
· Having class/group/pair discussions
· Writing notes
· Asking questions





	
1.5 Hours
(I/G/P)

	
Session 2:

1.2 Use energy and resource conservation techniques to minimise wastage

Conservation techniques may include:
· double-sided paper use
· recycling used and shredded paper
· re-using paper for rough drafts (observing confidentiality requirements)
· utilising power-save options for equipment
· Energy and resource conservation in the workplace
· In Australia, on July 1st, 2012 a carbon pricing system (tax) was introduced.

ACTIVITY 1B

WORKPLACE ACTIVITY

· In groups of THREE (3) or as directed by the instructor, discuss the advantages and disadvantages of each of these suggested energy conservation techniques, as they may apply to your WORKPLACE.
· Be prepared to discuss the findings with the class and add additional energy saving ideas that are not mentioned in the examples provided

	

	
1.5 Hours
(I/G/P)
	
Session 3:

1.3 Identify spreadsheet task requirements in relation to data entry, storage, output and presentation

Identify the task?

· Organisational task requirements
· Spreadsheet specifications
· Data entry
· Using a form for data entry in excel

ACTIVITY 1C

· Determine a range of TASKS suitable for a spreadsheet to use as an exercise.
· Rank by a score of 1-5 (1 being the LOWEST NOT SUITABLE to 5 being the HIGHEST MOST SUITABLE) the application for using a spreadsheet and do they match the headings providing.

	

	
1 Hour
(I/P)

	
Session 4:

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

Spreadsheet design may include:
· appropriateness to required tasks
· basic analysis
· charts
· formatting and reformatting

A good design for your spreadsheet should make it easy for you:
· to read the data
· to understand the point of the spreadsheet
· to use the spreadsheet's information

ACTIVITY 2A

As an exercise, if you were preparing to design a spreadsheet for a WORKPLACE function, answer the following questions for an EXAMPLE of your choice and be prepared to discuss your reasons with the class.

	

	
1.5 Hours
(I/G)
	
Session 5:

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

· design and style of spreadsheets can match the data you are placing into it
· Choose fonts which are easy to read:
· Use backgrounds and colours for good contrast and easy reading. 
· Consider how the sheet will look in print as well as on the screen.

2.3 Use style sheets and automatic functions to ensure consistency of design and layout

Automatic functions may include:
· auto date
· auto correct
· auto format
· auto text

Consistency of design and layout may include:
· borders
· bullet/number lists
· captions
· consistency with other business 
· Built-in cell styles are aware of theme fonts, but many are not theme colour aware. 
· None of the cell styles are related to theme effects.
· How to create consistent looking excel spreadsheets

ACTIVITY 2B
Includes 2.2 and 2.3

WORKPLACE ACTIVITY

1. Create, design and observe the areas raised in this session for a consistent excel spreadsheet exercise.
2. In your WORKPLACE, select a layout design for a spreadsheet requirement, either current or future.
3. Be prepared to discuss your design with the class.

	

	
1.5 Hours
(I/G)
	
Session 6:

3.1 Ensure data is entered, checked and amended to maintain consistency of design and layout, in accordance with organisational and task requirements

Data may include:
· numbers
· text

Checking data may include:
· accuracy of data
· accuracy of formulae with calculator
· proofreading
· Accuracy of formulae with calculator

NOTE: The plural of formula in English is Formulae.

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

Formatting may include:
· alignment on page
· efficiency of formulae
· enhancements to format - borders, patterns and colours
· enhancements to text

Software functions may include:
· adding/deleting columns/rows
· formatting cells 
· formatting text
· headers/footers

ACTIVITY 3A
Includes 3.1 and 3.2

WORKPLACE ACTIVITY

· In your WORKPLACE create a spreadsheet using the practical application of the two Elements detailed below.
· Select a spreadsheet function from within your WORKPLACE either currently in place or a new project.

	

	
1 Hour
(I/G)

	
Session 7:

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

Formulae may include:
· average
· division
· multiplication
· percentage
· subtraction

3.4 Use manuals, user documentation and online help to overcome problems with spreadsheet design and production

Manuals
Provide a complete how to instruction in ‘manual’ format!
· Getting Started 
· Definitions 
· Ribbon 
· Navigating Cells 
· Data 

ACTIVITY 3B
Includes 3.3 and 3.4

WORKPLACE ACTIVITY

Create spreadsheet
· Select a spreadsheet function from within your WORKPLACE either currently in place or a new project.
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1.5 Hours
(I/G)
	
Session 8:

4.1 Select chart type and design that enables valid representation of numerical data, and meets organisational and task requirements

· Selecting the most effective chart type will make your data clearer, stronger, and more informative. 
· Microsoft Office Excel offers a wide variety of chart types and simple methods for selecting and previewing them.

4.2 Create charts using appropriate data range in spreadsheet

ACTIVITY 4A

WORKPLACE ACTIVITY

· Your turn!
· Create charts using appropriate data range in the spreadsheet 
· Discuss with the instructor the types of charts to be used or reach another form of pre-selection
· Use WORKPLACE examples for preference

The instructor to validate this activity for each student to demonstration techniques.

	

	
1.5 Hours
(I/G)

	
Session 9:

4.3 Modify chart type and layout using formatting features

· After you create a chart, you can instantly change its look. 

· Instead of manually adding or changing chart elements or formatting the chart, you can quickly apply a predefined layout and style to your chart. 

ACTIVITY 4B

WORKPLACE ACTIVITY
· Your turn!
· Modify chart type and layout using BOTH manual and auto formatting features 
· Discuss with the instructor the types of charts to be used or reach another form of pre-selection
· Use WORKPLACE examples for preference

	

	
1.5 Hours
(I/G)

	
Session 10:

5.1 Preview, adjust and print spreadsheet and any accompanying charts, in accordance with task requirements

Printing may include:
· charts
· entire workbooks
· selected data within a worksheet
· worksheets

Adjust and print spreadsheet:
· Before you print a chart, you can adjust where the chart will print on the page by moving and sizing the chart in Page Layout or Page Break Preview view. 
· You can also quickly print a chart without the worksheet data.

ACTIVITY 5A

WORKPLACE ACTIVITY

· Your turn!
· Preview, adjust and print spreadsheet and any accompanying charts, in accordance with task requirements
· Discuss with the instructor the spreadsheets to be used or reach another form of pre-selection
· Use WORKPLACE examples for preference

	

	
1 Hour
(I/G/P)

	
Session 11:

5.2 Ensure data input meets designated timelines and organisational requirements for speed and accuracy

Designated time lines may include:
· organisational time line e.g. financial requirements
· timeline agreed with internal/external client
· timeline agreed with supervisor/person requiring spreadsheet

Designated timelines may be:
· by month end
· monthly
· within agreed period

ACTIVITY 5B

Describe your WORKPLACE experiences for these examples of meeting timelines
	

	
1 Hour
(I/G/P)

	
Session 12:

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

Naming and storing spreadsheet may include:
· authorised access
· file naming conventions
· filing locations
· organisational policy for backing up files

What are your storage needs?

ACTIVITY 5C
WORKPLACE ACTIVITY

What are your organisations requirements?

	

	
210 Minutes
(I/G)
	
Summative Assessments

Skills and Knowledge Activity

Major Activity

· An opportunity to assess the learner’s knowledge of the entire unit.
· Can be completed in session time or in own time – instructor’s choice.

	













Session Evaluation
(For instructor’s use to evaluate their sessions and check if learning outcomes have been met)

Have the Learning Outcomes been met?
 	
	Learning Outcomes

	To what extent were the Learning Outcomes met by all/most/some learners – and how do you know? Evidence?

	
	



Identifying Good Practice (What did you do well? What could you change for future sessions?)

	






Reflection on Learning Outcomes (Was everything understood? Will anything need re-explaining?)

	
 Learning points that need reinforcement in future session(s)











