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In this assessment you will have opportunities to provide evidence against the following criteria.  
	Unit Objectives
	To pass this unit the evidence must show that the student is able to:

	(Pass) 
	Show good knowledge and understanding of spreadsheet application and its use in business environment and must meet objectives 1-4 of the assessment criteria attached. 

	Objective 1
	Understand how spreadsheets can be used to solve complex problems.

	Objective 2
	Be able to create technically complex spreadsheets that are well structured and fit for purpose.

	Objective 3
	Be able to  use functions and formulae to solve complex problems

	Objective 4 
	Be able to create efficient automated and customizable spreadsheets that enable easy analysis and interpretation.




	Internal Verifiers approval to use with students

	Comments



	IV’s Name
	IV’s Signature
	Date


	Interim feedback to student:

	1



	2



	3



	4



	5.



	6.



	Declaration by student:

	I declare that all the work submitted for assignment is my own work.

Student:                                                                                       Date:

	


	Criteria
	To achieve the criteria the evidence must show that the student is able to:
	
	Tick if met
	Page numbers

	P1
	Create a complex spreadsheet that is fit for purpose and check accuracy
	
	
	

	P2
	 Use formulae and functions to solve a complex problem
	
	
	

	P3
	 Use sorting and summarising techniques to interpret a complex spreadsheet
	
	
	

	P4
	Use charts or graphs to present data graphically and to meet a defined user need
	
	
	

	P5
	Use conversion facilities to export the contents of a spreadsheet to an alternative format
	
	
	

	P6
	Customise or automate an aspect of the spreadsheet
	
	
	

	M1
	Check accuracy of a spreadsheet using a range of appropriate techniques and explain the choice of techniques used
	
	
	

	M2
	Explain  with the use of examples how data can be manipulated to aid interpretation
	
	
	

	M3
	Use and compare two customisation and two automation techniques
	
	
	

	D1
	Evaluate a spreadsheet, its fitness for purpose and its effectiveness in providing information to meet a particular user  need
	
	
	

	D2
	Justify the structure of their spreadsheet, including formatting decisions, and the choices made in production of charts and graphs
	
	
	

	Assessor:  George Dong
	Grade:                  

	Signature:
	Date: 


	Statement of context

	Scenario: 
  You have been approached by Mr Edison, the head of Business and ICT from Haringey Sixth Form Centre to develop a grade tracking system for all the BTEC National ICT units. The tracking system will be used for both Year 1 and Year 2 students. The BTEC National ICT consists of 18 units.  
You will be provided with separate information about the units, grades and points for the course. It will also include the units and grades the present year 2 completed during their first year.
Mr Edison will like the system to provide information about the different units that students have taken during the duration of their course and the grades they have achieved.


	How to provide required evidence

	Your evidence can be presented in any suitable form, such as written documentation, presentation, sketches, and a project plan which is supported with evidence such, diagrams, printouts, screen shots

All your evidence should all be presented in one folder, which should have a front cover and a content page. It should be divided into four sections corresponding to the four tasks.

	Task 1:  P1,P2,P3,M1 (Analysis / Design)      
Deadline:  

First of all, you are going to do a skills audit on yourself. Check the spreadsheet skills and tick the ones you know how to do it confidently.


Mr Edison will like to see a breakdown of the grades and points that each student             scored. He will also want the grade tracking system to automatically assign points when a student is given a grade.       

Design a spreadsheet to meet the needs of the Head of Business and ICT 
Your spreadsheet should be sufficiently complex to need: complex formulae, including a range of functions; the process of large data set: a design that involves multiple pages and linked data. 

[Hints: linked and multiple pages]

It should use relative and absolute references and formulae such as If statement, AND, NOT, OR and in built function such as Lookup functions

 [P1, P2] 

You are required to format your spreadsheet using functionality such as embolden, italic, borders, shading and show evidence of appropriate column alignment [P1]

[Hint: formatting integer, real, date , currency and text]

[Hint: using bold, italics, borders, shading and column alignment]

· Create a complex spreadsheet that is fit for purpose and check accuracy [P1]
· Use formulae and functions to solve a complex problem [P2]

[Hint: formulae: relative and absolute cell references, logical functions: IF, AND, OR, NOT, SUMIF]

[Hint: inbuilt functions: Vlookup, cell function]
[Hint: tracking changes, sharing of files and data between users,  security issues]

   Mr Edison wants to be able to use this new grade tracking system to make decision and judgements about the trends of points achieved on each unit.
·  You need to include, as appropriate, at least one of the following features to help make decision and judgements about the grade tracking system: sub-totals; pivot tables; data sorting on multiple fields
· Incorporate sorting techniques to interpret the data in your spreadsheet [P3]
· Check the accuracy of your calculations; Mr Edison does not want to get caught out.  Everything has to be bullet-proof.  Show that all the calculations you made are accurate by proving that you have checked the accuracy of the formulae using both manual and automated techniques.  Explain why you used these techniques. [M1]

[Hint: test plan, proof reading, spell checking ,checking data(cross-cast check)]



	Task 2: (P4,P5)  

Deadline:
Mr Edison will be using the grade tracking system to explain to the Principal, Board of Governors the grades and points for all BTEC National ICT students. To help him display the information in a more user friendly way.

· You need to create a relevant graphical output from your spreadsheet. Choose a chart or graph type that appropriate for your data. Choose appropriate titles, labels, axis scales and colours [P4] 

· [Hint: Pie charts, Column charts, Bar charts and Line graph]
Mr Edison wants to make sure that the spreadsheet can be saved in a number of formats.

· Use conversion facilities to export the contents of your spreadsheet to an alternative format. Incorporate this material in one or more of the reports that you are preparing  for these tasks [P5] 

[Hint: xls, csv, txt ,html]


	Task 3: (P6,M3) 

Deadline: 
Mr Edison will like this new grade tracking system to have a user- friendly interface.

You have done quite a lot of work on several sheets. Add a switchboard to allow Mr Edison to navigate easily.  The switchboard should also have buttons which allows important pages to be printed automatically[P6]
Mr Edison will want to understand some of the things you have done.  Give two examples of ways in which you customised the spreadsheet (e.g. hiding rows or columns, creating switchboard and protecting the worksheets) and then compare them.  After that, explain two techniques for automation and compare those (e.g. using data input forms and macros to print worksheets).[M3]

[Hint: customisation- hiding and protection(modifying toolbars and menus to restrict user actions), data validations, switchboard  ]

[Hint: Automation: Creating a macro for printing and formatting a worksheet or workbook]

	Task 4(M2, D1)

Deadline: 
· Explain, with the use of examples, how data can be manipulated to aid interpretation.   E.g. comparison of Totals , using of Advanced filter[M2]
[Hint: Compare and Merge Workbooks, using colour for fonts and background shading to draw attention to certain part of the data. [D1]
Evaluate your spreadsheet objectively, i.e. how effective is it at meeting Mr Edison needs as explained in the scenario?  You should cover the following four areas :-

1. How did your planning of the tasks affect their execution?

2. What went well?

3. What did not go well?

4. How would you complete this task differently if you had to do something similar again? [D1]

Note:  You should show evidence of test results in the form of screen dumps and annotation

	Task 5 (D2)  

Deadline:
Write a report to justify the structure of your spreadsheet, including your formatting decisions, and the choices you made in the production of charts and graphs. [D2]
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