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Laois and Offaly ETB
Programme Module Descriptor for

Level 3 QQI Component: Spreadsheets 3N0542

Please note the following prior to using this programme module descriptor:

· This programme module is part of an overall programme Essential Skills which leads to the Level 3 QQI Certificate in General Learning 3M0874
· Spreadsheets is an optional programme module for Learners wishing to achieve the Level 3 QQI Certificate in General Learning

· Upon successful completion of this programme module a Learner will achieve 10 credits towards the Level 3 QQI Certificate in General Learning 

· A Learner needs to achieve a minimum of 60 credits to achieve the Level 3 QQI Certificate in General Learning

· Teachers/Tutors should familiarise themselves with the information contained in Laois and Offaly ETB programme descriptor for Essential Skills prior to delivering this programme module

· In delivering this programme module Teachers/Tutors will deliver class content in line with the Indicative Content included in this programme module

· In assessing Learners, Teachers/Tutors will assess according to the information included in this programme module

· Where overlap is identified between the content of this programme module and one or more other programme module(s), Teachers/Tutors are encouraged by Laois and Offaly ETB to integrate the delivery of this content

· Where there is an opportunity to facilitate Learners to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module, Teachers/Tutors are encouraged by Laois and Offaly ETB to integrate assessment.

	Programme Specification Part B

Programme Module Specification Document repeated for each programme module of the overall programme

	Code

3N0542
	programme module title

Spreadsheets
	level

3

	QQI Components

QQI Level 3 Spreadsheets 3N0542

	Programme Module Duration 

100 hours

	Programme Module Objectives

Aims:

The aim of this programme is to provide the learner with the ability to use spreadsheet applications to perform a range of simple calculations in a controlled environment. 

Objectives:

· Create a workbook

· Save a workbook

· Enter data into worksheet

· Apply formatting may include: bold, italics, underline, font colour, font size, adjust column widths, print specific cell range, and preview a specific cell range. 

· Print worksheet
· Save & close application


	Programme MODULE CONTENT
1. Outline the significance of using spreadsheet applications in terms of their common uses and features

2. Explain rudimentary terminology associated with spreadsheets including workbook, worksheet, cell, tab, formula, filtering, sorting, function, and chart

3. Use a spreadsheet application to open an existing workbook, access a worksheet, print a hardcopy of the worksheet and exit the application

4. Enter data to a spreadsheet to include formatting rows and columns, applying data formats, inserting and deleting rows columns and worksheets, and moving information within the worksheet

5. Use formulae to perform simple calculations including addition, subtraction, multiplication and division

6. Produce a hardcopy printout from a spreadsheet taking all required steps including creating a workbook, entering data into a worksheet, applying suitable formatting, previewing and printing the cell range, saving the workbook, and closing the spreadsheet application

7. Apply appropriate health, safety and personal hygiene procedures when working in an ICT environment.



	Indicative Content

1. Outline the significance of using spreadsheet applications in terms of their common uses and features

· Outline the significance of using spreadsheet applications

· Outline common uses of spreadsheet applications

· Outline common features of spreadsheet applications


2. Explain rudimentary terminology associated with spreadsheets including workbook, worksheet, cell, tab, formula, filtering, sorting, function, and chart

· Explain the following:

· Workbook

· Worksheet

· Cell

· Tab

· Formula

· Filtering

· Sorting

· Function

· Chart

3. Use a spreadsheet application to open an existing workbook, access a worksheet, print a hardcopy of the worksheet and exit the application

· Open existing workbook

· Access a worksheet

· Print a hard copy

· Exit application

4. Enter data to a spreadsheet to include formatting rows and columns, applying data formats, inserting and deleting rows columns and worksheets, and moving information within the worksheet

· Enter numeric data in a worksheet

· Enter character/text in a worksheet

· Format column and row entries

· Apply data format – could include currency, numbers, decimals and dates

· Insert rows/columns/worksheets

· Move information within the worksheet


5. Use formulae to perform simple calculations including addition, subtraction, multiplication and division

· Use arithmetic functions +, -, etc.

· Use SUM function


6. Produce a hardcopy printout from a spreadsheet taking all required steps including creating a workbook, entering data into a worksheet, applying suitable formatting, previewing and printing the cell range, saving the workbook, and closing the spreadsheet application

· Create a workbook

· Save a workbook

· Enter data into worksheet

· Apply formatting may include: bold, italics, underline, font colour, font size, adjust column widths, print specific cell range, and preview a specific cell range. 

· Print worksheet

· Save & close application


7. Apply appropriate health, safety and personal hygiene procedures when working in an ICT environment.

· Apply relevant health procedures when operating a computer

· Apply relevant safety procedures when operating a computer

· Apply relevant personal hygiene procedures when operating a computer



Programme Module Assessment – General Information – Spreadsheets 3N0542

The assessor is required to devise assessment briefs for the collection of work. In devising the assessment briefs, care must be taken to ensure that the learner is given the opportunity to show evidence of ALL learning outcomes. 

	Mapping Each Learning Outcome to an Assessment Technique

	Learning Outcome
	Assessment Technique

	1. Outline the common features of spreadsheets and their uses.
	Collection of Work

	2. Explain key terminology associated with spreadsheets including workbook, worksheet, cell, tab, formula, filtering, sorting, function and chart.
	Collection of Work

	3. Open existing workbook, access a worksheet, print a hard copy and exit from application.
	Skills Demonstration

	4. Enter data to worksheet to include formatting rows and columns, apply data format, insert & delete rows, insert & delete columns/worksheets, move information within the worksheet.
	Skills Demonstration

	5. Use formula to perform simple calculations, including addition, subtraction, multiplication and division.
	Skills Demonstration

	6. Produce a hard copy from a spreadsheet taking all required steps including creating a workbook, entering data into a worksheet, applying suitable formatting. Preview and print cell range, save workbook and close.
	Skills Demonstration

	7. Apply appropriate health safety and personal hygiene procedures when working in an ICT environment.
	Skills Demonstration


Grading
At Level 3 a Learner is graded as Successful or Referred. 
Successful means that ALL the learning outcomes from the Component Specification have been demonstrated to an appropriate standard in the Learner’s portfolio of assessment.

Referred means that the portfolio of assessment needs further work by the Learner before s/he can demonstrate the standard and achieve certification from QQI.

Specific Information Relating to the Assessment Techniques

The Assessor is required to devise assessment briefs for the Collection of Work and the Skills Demonstration.  In devising the assessment briefs, care should be taken to ensure that the Learner is given the opportunity to show evidence of ALL learning outcomes.

	Collection of Work
	60% 

	The collection of work may be produced throughout the duration of this programme module

	In the collection of work, the Learner will also include evidence of being able to:

· Outline the common use of spreadsheet and the features of spreadsheets

· Explain the terminology associated with spreadsheets

The collection of work may include work sheets, diagrams, cloze tests, multiple choice statements or other appropriate evidence in the form of written, oral, graphic, audio, visual or any combination of these. Any audio or video evidence must be provided on tape.

All instructions for the Learner should be clearly outlined in an assessment. 

	Skills Demonstration
	40%

	The Learner will complete a skills demonstration requiring him/her to complete the following tasks:

· Create a workbook

· Save a workbook

· Enter data into worksheet

· Apply formatting may include: bold, italics, underline, font colour, font size, adjust column widths, print specific cell range, and preview a specific cell range. 

· Print worksheet

· Save & close application

Evidence of this skills demonstration must include a print out of both of the emails composed by the Learner. Other evidence may include work sheets, diagrams, cloze tests, multiple choice statements or other appropriate evidence in the form of written, oral, graphic, audio, visual or any combination of these. Any audio or video evidence must be provided on tape.

All instructions for the Learner should be clearly outlined in an assessment brief and each Learner is required to work alone in completing this skills demonstration. There is no facility for this skills demonstration to be completed as a group demonstration.




	Spreadsheets 3N0542
	Learner Marking Sheet


Learner’s Name: ______________________________________________

	Learning Outcome

Learners will be able to:
	Assessment Criteria

Evidence of the following is included in the assessment portfolio:
	Evidence 
Please indicate clearly where evidence is to be found (eg “Section 4 of Portfolio”)

	1. Outline the common features of spreadsheets and their uses.
	Outline the significance of using spreadsheet applications

Outline common uses of spreadsheet applications

Outline common features of spreadsheet applications
	

	2. Explain key terminology associated with spreadsheets including workbook, worksheet, cell, tab, formula, filtering, sorting, function and chart.
	Explain the following:

Workbook

Worksheet

Cell

Tab

Formula

Filtering

Sorting

Function

Chart
	

	3. Open existing workbook, access a worksheet, print a hard copy and exit from application.
	Open existing workbook

Access a worksheet

Print a hard copy

Exit application
	

	4. Enter data to worksheet to include formatting rows and columns, apply data format, insert & delete rows, insert & delete columns/worksheets, move information within the worksheet.
	Enter numeric data in a worksheet

Enter character/text in a worksheet

Format column and row entries

Apply data format – could include currency, numbers, decimals and dates

Insert rows/columns/worksheets

Move information within the worksheet
	

	5. Use formula to perform simple calculations, including addition, subtraction, multiplication and division.
	Use arithmetic functions +, -, etc.

Use SUM function
	

	6. Produce a hard copy from a spreadsheet taking all required steps including creating a workbook, entering data into a worksheet, applying suitable formatting. Preview and print cell range, save workbook and close.
	Create a workbook

Save a workbook

Enter data into worksheet

Apply formatting may include: bold, italics, underline, font colour, font size, adjust column widths, print specific cell range, preview a specific cell range. 

Print worksheet

Save & close application
	

	7. Apply appropriate health safety and personal hygiene procedures when working in an ICT environment.
	Apply relevant health procedures when operating a computer

Apply relevant safety procedures when operating a computer

Apply relevant personal hygiene procedures when operating a computer.
	


The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work
of the named learner and that the result recorded here has been transcribed to the Summary Results Sheet


External Authenticator's Signature: ..................................................................   Date: ...............................[image: image2.jpg]
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