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Instructions to Learner
[bookmark: _Toc435015367][bookmark: _Toc435103798][bookmark: _Toc529526464][bookmark: _Toc392406781][bookmark: _Toc420914110]Assessment instructions
Overview
Prior to commencing the assessments, your trainer/assessor will explain each assessment task and the terms and conditions relating to the submission of your assessment task. Please consult with your trainer/assessor if you are unsure of any questions. It is important that you understand and adhere to the terms and conditions, and address fully each assessment task. If any assessment task is not fully addressed, then your assessment task will be returned to you for resubmission. Your trainer/assessor will remain available to support you throughout the assessment process. 
[bookmark: _Toc392406782][bookmark: _Toc420914111]Written work
Assessment tasks are used to measure your understanding and underpinning skills and knowledge of the overall unit of competency. When undertaking any written assessment tasks, please ensure that you address the following criteria:
· Address each question including any sub-points
· Demonstrate that you have researched the topic thoroughly 
· Cover the topic in a logical, structured manner 
· Your assessment tasks are well presented, well referenced and word processed
· Your assessment tasks include your full legal name on each and every page.
[bookmark: _Toc392406783][bookmark: _Toc420914112]Active participation
It is a condition of enrolment that you actively participate in your studies. Active participation is completing all the assessment tasks on time. 
[bookmark: _Toc392406784][bookmark: _Toc420914113][bookmark: Plagiarism]Plagiarism
Plagiarism is taking and using someone else's thoughts, writings or inventions and representing them as your own. Plagiarism is a serious act and may result in a learner’s exclusion from a course. When you have any doubts about including the work of other authors in your assessment, please consult your trainer/assessor. The following list outlines some of the activities for which a learner can be accused of plagiarism: 
· Presenting any work by another individual as one's own unintentionally 
· Handing in assessments markedly similar to or copied from another learner
· Presenting the work of another individual or group as their own work
· Handing in assessments without the adequate acknowledgement of sources used, including assessments taken totally or in part from the internet.
If it is identified that you have plagiarised within your assessment, then a meeting will be organised to discuss this with you, and further action may be taken accordingly.
[bookmark: _Toc392406785][bookmark: _Toc420914114]Collusion
Collusion is the presentation by a learner of an assignment as their own that is, in fact, the result in whole or in part of unauthorised collaboration with another person or persons. Collusion involves the cooperation of two or more learners in plagiarism or other forms of academic misconduct and, as such, both parties are subject to disciplinary action. Collusion or copying from other learners is not permitted and will result in a “0” grade and NYC.
Assessments must be typed using document software such as (or similar to) MS Office. Handwritten assessments will not be accepted (unless, prior written confirmation is provided by the trainer/assessor to confirm).
[bookmark: _Toc392406786][bookmark: _Toc420914115]Competency outcome
[bookmark: _Toc392398552][bookmark: _Toc392400574][bookmark: _Toc392404643][bookmark: _Toc392404711][bookmark: _Toc392406787][bookmark: _Toc392409137][bookmark: _Toc392835878]There are two outcomes of assessments: S = Satisfactory and NS = Not Satisfactory (requires more training and experience).
[bookmark: _Toc392398553][bookmark: _Toc392400575][bookmark: _Toc392404644][bookmark: _Toc392404712][bookmark: _Toc392406788][bookmark: _Toc392409138][bookmark: _Toc392835879]Once the learner has satisfactorily completed all the tasks for this module the learner will be awarded “Competent” (C) or “Not yet Competent” (NYC) for the relevant unit of competency. 
If you are deemed “Not Yet Competent” you will be provided with feedback from your assessor and will be given another chance to resubmit your assessment task(s).  If you are still deemed as “Not Yet Competent” you will be required to re-enrol in the unit of competency.
Additional evidence
If we, at our sole discretion, determine that we require additional or alternative information/evidence in order to determine competency, you must provide us with such information/evidence, subject to privacy and confidentiality issues. We retain this right at any time, including after submission of your assessments.
Confidentiality
We will treat anything, including information about your job, workplace, employer, with strict confidence, in accordance with the law. However, you are responsible for ensuring that you do not provide us with anything regarding any third party including your employer, colleagues and others, that they do not consent to the disclosure of. While we may ask you to provide information or details about aspects of your employer and workplace, you are responsible for obtaining necessary consents and ensuring that privacy rights and confidentiality obligations are not breached by you in supplying us with such information.
[bookmark: _Toc392406789][bookmark: _Toc420914116]

Assessment appeals process
If you feel that you have been unfairly treated during your assessment, and you are not happy with your assessment and/or the outcome as a result of that treatment, you have the right to lodge an appeal. You must first discuss the issue with your trainer/assessor. If you would like to proceed further with the request after discussions with your trainer/assessor, you need to lodge your appeal to the course coordinator, in writing, outlining the reason(s) for the appeal. 
[bookmark: _Toc392406791][bookmark: _Toc420914118]Recognised prior learning
Candidates will be able to have their previous experience or expertise recognised on request.
[bookmark: _Toc392406792]
[bookmark: _Toc420914119]Special needs
Candidates with special needs should notify their trainer/assessor to request any required adjustments as soon as possible. This will enable the trainer/assessor to address the identified needs immediately.


[bookmark: _Toc529526465]Assessment requirements
Assessment can either be: 
· Direct observation
· Product-based methods e.g. reports, role plays, work samples
· Portfolios – annotated and validated
· Questioning
· Third party evidence.
If submitting third party evidence, the Third Party Observation/Demonstration document must be completed by the agreed third party.
Third parties can be:
· Supervisors
· Trainers
· Team members
· Clients
· Consumers.
The third party observation must be submitted to your trainer/assessor, as directed. 
The third party observation is to be used by the assessor to assist them in determining competency – it is not compulsory for assessment, however, and is to be used at the assessor’s discretion where required.
The assessment activities in this workbook assess aspects of all the elements, performance criteria, skills and knowledge and performance requirements of the unit of competency.
To demonstrate competence in this unit you must undertake all activities (formative and summative) in this workbook and have them deemed satisfactory by the assessor. If you do not answer some questions or perform certain tasks, and therefore you are deemed to be Not Yet Competent, your trainer/assessor may ask you supplementary questions to determine your competence. Once you have demonstrated the required level of performance, you will be deemed competent in this unit.
Should you still be deemed Not Yet Competent, you will have the opportunity to resubmit your assessments or appeal the result.
As part of the assessment process, all learners must abide by any relevant assessment policies as provided during induction.
If you feel you are not yet ready to be assessed or that this assessment is unfair, please contact your assessor to discuss your options. You have the right to formally appeal any outcome and, if you wish to do so, discuss this with your trainer/assessor.
[bookmark: _Toc529526466]Candidate Details
[bookmark: _Toc529526467]Assessment – BSBITU314: Design and produce spreadsheets
Please complete the following activities and hand in to your trainer/assessor for marking. This forms part of your assessment for BSBITU314: Design and produce spreadsheets.
Name: 		_Kyla Avila____________________________________________________
Address:	_4/16 Park Road, Nambour QLD 4560______________________________
		_____________________________________________________________
Email:		_avilakyla697@yahoo.com_______________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person. I also understand the assessment instructions and requirements and consent to being assessed.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc529526468]Observation/Demonstration
Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your trainer/assessor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. 
Please note that observations are not compulsory for assessment. They are for use at the assessor’s discretion. They should be used only where observation is required for judging the learner’s competency (i.e. a practical or performance task), or where the learner requires a reasonable adjustment (e.g. they are unable to complete a written task due to impairment or a disability).
Observation checklists have been included for all performance criteria in the Observations and Demonstrations Checklists document, but the assessor only needs to record evidence in this document if they deem it necessary to judge competency for that particular activity. 
An explanation of observations and demonstrations:
Observation is on-the-job
The observation will usually require:
Performing a work-based skill or task 
Interaction with colleagues and/or customers.
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise.
Your trainer/assessor will inform you of which one of the above they would like you to do. The observation/demonstration will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your trainer/assessor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate the skills, knowledge and performance criteria required for competency in this unit, as seen in the Learner Guide.


[bookmark: _Toc529526469]Third Party Guide
You should supply details of the third party to the assessor before you commence the activities (see below), unless the assessor has already selected a third party themselves. The assessor can then contact the third party in instances where they require more evidence to determine competency, or they cannot observe certain tasks themselves.
The reasons to use a third party may include:
Assessment is required in the workplace
Where there are health and safety issues related to observation
Patient confidentiality and privacy issues are involved.
If you are not employed, or able to complete demonstrative tasks in the workplace, you will need to inform the assessor. They will be able to provide you with a simulated environment in which to complete these tasks.
We would prefer that, wherever possible, these be “live” issues for your industry and require application of the principles that you are learning as part of your training. Where this is not possible, you and your third party should simulate the activity tasks and demonstrations that you believe would be likely to arise in your organisation or job role.
Third party evidence can also be used to provide “everyday evidence” of tasks included in your work role that relate to the unit of competency but are not a part of the formal assessment process.
The third party is not to be used as a co-assessor – the assessor must make the final decision on competency themselves.
Documents relevant to collection of third party evidence are included in the Third Party section in the Observations/Demonstrations document.
[bookmark: _Toc529526470]Third party details (required information from the learner)
A third party may be required for observations or demonstrations; please provide details below of your nominated third party and obtain their signature to confirm their agreement to participate. This information will be required by your trainer/assessor in advance of arranging any future observations or demonstrations.
Third party name:	______________________________________________________________
Position of third party:	______________________________________________________________
Telephone number:	______________________________________________________________
Email address:		______________________________________________________________
Declaration for nominated third party
I declare my intention to act as third party for (learner’s name here) __________________________
Third party signature:	_____________________________________   Date: ___________________
[bookmark: _Toc529526471]Activities
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).

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

[bookmark: _Toc435695594][bookmark: _Toc469995047][bookmark: _Toc529526472]Activity 1A
	Estimated Time
	45 Minutes

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

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

· Business accounting – use to maintain records
· Budgeting – Keeping track of spending 
· Exporting data – Use to substantiate and validate data 
· Creating reports and charts – use as graphic evidence to express data.

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

· Prior knowledge 
· Expectations
· Age
· Location
· Gender 

















[bookmark: _Toc529526473]Activity 1A checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526474]Activity 1B
	Estimated Time
	25 Minutes

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

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

Data entry

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

Storage 

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

Output

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

Presentation 

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
















[bookmark: _Toc529526475]Activity 1B checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526476]Activity 1C
	Estimated Time
	45 Minutes

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

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

· Level of functionally required
· The need for booking up data
· Level of collaboration required
· Developer support
· Data protection and security 


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


· Microsoft Excel
· Google Sheets
· iWork Numbers 


























[bookmark: _Toc529526477]Activity 1C checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526478]Activity 2A
	Estimated Time
	30 Minutes

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

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

· Appropriateness to required tasks
· Basic analysis 
· Charts 
· Formatting and reformatting
· Formulae
· Functions 
· Headers and footers 
· Headings 

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

For school Business assessment, the purpose was recording information on the spreadsheet. The audience was the teacher, so expectations were to use appropriate information. The information requirements included inputting specific maths sums into the spreadsheets. 























[bookmark: _Toc529526479]Activity 2A checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526480]Activity 2B
	Estimated Time
	45 Minutes

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

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

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

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

This procedure should be followed to adjust the page size.

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

This procedure should be followed to adjust the page orientation:

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


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



· 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










[bookmark: _Toc529526481]Activity 2B checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526482]Activity 2C
	Estimated Time
	45 Minutes

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

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

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 cells styles menu in the home tab
· Roll the mouse over the styles to preview their application 
· Click on the style that you want to apply.

Changes may be made to applied styles following this procedure:

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

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

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

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

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

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

This procedure should be followed for the use of autocorrect:

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

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

· Install the latest Kutools version and ensure that it is added to the Excel menu
· Select the Kutools tab and click on the insert drop-down menu 
· Select the auto text option
· Choose the context 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.




































[bookmark: _Toc529526483]Activity 2C checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526484]Activity 3A
	Estimated Time
	30 Minutes

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

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

· Make the most of functions and formulas 
· Organise the layout of your spreadsheets 

2. Specify three means of checking data within spreadsheets.

· Accuracy of formulate with calculator
· Ensuring instructions with regard to content and format have been followed
· Proofreading

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

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




























[bookmark: _Toc529526485]Activity 3A checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526486]Activity 3B
	Estimated Time
	45 Minutes

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

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

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

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


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

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

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

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

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

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






[bookmark: _Toc529526487]Activity 3B checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526488]Activity 3C
	Estimated Time
	30 Minutes

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

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

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

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

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

This procedure should be followed for evaluating of the formulae:

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

The error checking tool, as follows:

· Select the cell containing the formula
· Select the formula tab and click on the error checking button
· Choose from options, including:
· Help on this error 
· Show calculation steps 
· Ignore the error
· Edit in formula bar
· Options 
· Previous and next 

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




[bookmark: _Toc529526489]Activity 3C checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526490]Activity 3D
	Estimated Time
	40 Minutes

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

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

Use the help function and ask it how to identify the multiplication symbol for formula.









































[bookmark: _Toc529526491]Activity 3D checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526492]Activity 4A
	Estimated Time
	45 Minutes

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

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

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

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

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

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





















[bookmark: _Toc529526493]Activity 4A checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526494]Activity 5A
	Estimated Time
	45 Minutes

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

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

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

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

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

































[bookmark: _Toc529526495]Activity 5A checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526496]Activity 5B
	Estimated Time
	45 Minutes

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

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











































[bookmark: _Toc529526497]Activity 5B checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526498]Activity 5C
	Estimated Time
	30 Minutes

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

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












































[bookmark: _Toc436208055][bookmark: _Toc443488383][bookmark: _Toc529526499][bookmark: _Toc435695596]Activity 5C checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526500]Summative Assessments
The summative assessments are the major activities designed to assess your skills, knowledge and performance, as required to show competency in this unit. These activities should be completed after finishing the Learner Guide. You should complete these as stated below and as instructed by your trainer/assessor.
Skills, knowledge and performance may be termed as:
· Skills – skill requirements, required skills, essential skills, foundation skills
· Knowledge – knowledge requirements, required knowledge, essential knowledge, knowledge evidence
· Performance – evidence requirements, critical aspects of assessment, performance evidence.
Section A: Skills Activity
The Skills Activity is designed to be a series of demonstrative tasks that should be assessed by observation (by the assessor or third party, depending on the circumstances).
It will demonstrate all of the skills required for this unit of competency – your assessor will provide further instructions to you, if necessary.
Section B: Knowledge Activity (Q & A)
The Knowledge Activity is designed to be a verbal questionnaire where the assessor asks you a series of questions to confirm your competency for all of the required knowledge in the unit of competency.
Section C: Performance Activity
The Performance Activity is designed to be a practical activity performed either in the workplace or a simulated environment. You should demonstrate the required practical tasks for the unit of competency and be observed by the assessor and/or third party, as applicable to the situation. If the third party is required to observe you, you will need to make the required arrangements with them.
If necessary for the activities, you should attach completed written answers, portfolios or any evidence of competency to this workbook.


[bookmark: _Toc529526501]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

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

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

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

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

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

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

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

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

Formatting of the spreadsheet might include:

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


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

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

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

These software functions may be used:

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

[bookmark: _Toc529526502]Summative Assessments: Section A checklist
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the summative assessment. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526503]Section B: Knowledge Activity (Q & A)
Objective: To provide you with an opportunity to show you have the required knowledge for this unit.

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

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

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

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

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

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

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

· Adding/deleting column/rows 
· Formatting cells
· Sizing columns/rows
· Using macros


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

· Company colour scheme and logo
· Consistent corporate image and content restrictions 
· Established guidelines and procedures for document production 
· House styles and templates 

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

· 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

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

· Avoid working in front of the computer for too long
· Use an LED monitor
· Keep a safe distance from the monitor 
· Use radiation protection on the computer screen

7. When should you use a footrest?

Use an ergonomic footrest if there is pressure on the back of the legs or if the feet are not resting on the floor

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

· Keeping elbows close to waist 
· Keeping neck and shoulders relaxed 
· Keeping forearms, wrists, and hands, parallel to the floor
· Keeping the mouse close
· Keeping the monitor at arm’s length 

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

· Head rolls 
· Shoulders lifts 
· Wrist drops 

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

· Double-sided paper use 
· Recycling used and shredded paper 
· Re-using paper for rough drafts (observing confidentially requirements) 
[bookmark: _Toc529526504]





Summative Assessments: Section B checklist
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the summative assessment. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526505]Section C: Performance Activity
Objective: To provide you with an opportunity to demonstrate the required performance elements for this unit.

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

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

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

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

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

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


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


· 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.


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


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


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


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


· Recording deadlines
· Prioritising tasks 
· Keeping track of progress
· Knowing how to deal with problems that may arise.
[bookmark: _Toc529526506][bookmark: _Toc443310634]
Summative Assessments: Section C checklist
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the summative assessment. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc443488399][bookmark: _Toc529526507][bookmark: _Toc443310641]Workplace Documentation – for learner
[bookmark: _Toc529526508][bookmark: _Toc443488400]Workplace documents checklist 
To demonstrate and support workplace knowledge, workplace documents can be submitted to the assessor or third party. Indicate in the table below the documents that have been provided. Please refer to your trainer/assessor if clarification is required or if you have any further questions on what you are able to provide or use.
	Document name/description
	Document attached

	\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	Yes     No    (Please circle)

	\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	 Yes    No    (Please circle)

	\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	Yes     No    (Please circle)

	\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	Yes     No    (Please circle)

	\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	Yes     No    (Please circle)

	\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	Yes     No    (Please circle)

	\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	Yes     No    (Please circle)

	\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	Yes     No    (Please circle)

	\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	Yes     No    (Please circle)

	[bookmark: _GoBack]\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	Yes     No    (Please circle)

	\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	Yes     No    (Please circle)

	\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	Yes     No    (Please circle)

	\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	Yes     No    (Please circle)

	\\EQSUN2031001\kavil0$\My Documents\2017\VBI\Cert I\TERM 2
	Yes     No    (Please circle)

	For RTO use only

	Have originals or digital copies been supplied for the workplace documents?
	Yes     No    (Please circle)

	If not originals, have the originals been validated or checked?
	Yes     No    (Please circle)

	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc529526509]Supplementary Oral Questions (optional) – for assessor
The below table is for you to document any supplementary verbal questions you have asked the learner to determine their competency. For example, if you are unsure of their answer to a question in the Learner Workbook, you may choose to ask them a supplementary question to clarify their understanding of the relevant criteria.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date of assessment
	10/09/2019

	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory

	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory




	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory

	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory

	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory




	Feedback for the learner



























	I have read, understood, and am satisfied with the feedback provided by the assessor.

	Learner’s name
	

	Learner’s signature
	

	Assessor’s name
	

	Assessor’s signature
	





[bookmark: _Toc529526510]Competency record to be completed by assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the overall unit. Indicate in the table below if the learner is deemed competent or not yet competent for the unit or if reassessment is required.
	Learner’s name
	Kyla Avila

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU314 Design and Produce Spreadsheets

	Date(s) of assessment
	10/09/2019

	Has the learner completed all required assessments to a satisfactory standard?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner to prove their competency across the entire unit?
	    Yes         No
    (Please circle)

	The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:

	Authentic
	    Yes         No
    (Please circle)

	Valid
	    Yes         No
    (Please circle)

	Reliable
	    Yes         No
    (Please circle)

	Current
	    Yes         No
    (Please circle)

	Sufficient
	    Yes         No
    (Please circle)




	Learner is deemed:
	Not yet competent
	Competent

	If not yet competent, date for re-assessment:	
	

	Comments from trainer/assessor:









































	Learner’s signature
	

	Assessor’s signature
	






image1.png




