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Programme Module for
Spreadsheets
leading to
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Spreadsheets 6N4089

Introduction
This programme module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level 6 QQI Certificate. 
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB programme descriptor for the relevant validated programme prior to delivering this programme module.

The programme module is structured as follows:

	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment

a. Assessment Technique(s)

b. Mapping of Learning Outcomes to Assessment Technique(s)

c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria


Integrated Delivery and Assessment

The teacher/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner to develop the academic and vocational language, literacy and numeracy skills relevant to the themes and content of the module. 
Likewise the teacher/tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module. The integration of the delivery and assessment of level 6 Communications and level 6 Mathematics modules with that of other level 6 modules is specifically encouraged, as appropriate. 
Indicative Content
The indicative content in Section 10 does not cover all teaching possibilities. The teacher/tutor is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The teacher/tutor is free to use other examples, as appropriate. The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9. It is the teacher’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.
1. Title of Programme Module
Spreadsheets
2. Component Name and Code 
Spreadsheets 6N4089
3. Duration in Hours
150 Hours (typical learner effort, to include both directed and self-directed learning)
4. Credit Value
15 Credits 
5. Status
This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure
6. Special Requirements
Personal Computers with internet access and suitable spreadsheet software.
7. Aim of the Programme Module
This programme module aims to equip the learner with an in-depth working knowledge, advanced skills and competence to create and modify spreadsheets using a wide range of advanced spreadsheet features and working independently or within a supervisory capacity.
8. Objectives of the Programme Module
· To facilitate the learner to develop an advanced understanding of spreadsheet concepts and their range of applications.
· To facilitate the learner to explore spreadsheet software commonly used in business and other activities.

· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to Spreadsheets through the medium of the indicative content.

· To facilitate the learner to gain extensive practical skills to create spreadsheets from design specifications and thereby implement and evaluate a spreadsheet under time constraint.

· To enable the learner to exercise substantial personal autonomy and responsibility for his/her own learning.
9. Learning Outcomes of Level 6 Spreadsheets 6N4089
Learners will be able to:

1. Describe spreadsheet design principles to include requirements analysis, solution design, data inputs and expected outputs, data formats, and worksheet layout

2. Customise the user interface to optimise application usability by creating default file locations, customising toolbars, creating custom menus, showing and hiding rows and columns, freezing panels, and using multiple windows

3. Use advanced application-provided data manipulation capabilities to include logical, mathematical, text and financial functions and formulae

4. Automate routine multi-step tasks through the creation, execution, and management of complex macros

5. Debug spreadsheet errors using features such as formula auditing

6. Analyse spreadsheet data using pivot tables, charts and graphics

7. Enhance spreadsheet usability through worksheet and cell protection, data validation, and conditional formatting

8. Design a spreadsheet to meet an advanced specification, implementing a comprehensive range of spreadsheet features to produce the required outcome

9. Assess the suitability of using a spreadsheet to achieve a given requirement

10. Critique spreadsheets created by others to include recommendations for any required changes.
10. Indicative Content 

This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.

Section 1: Spreadsheet Design
Enable the learner to:

· Assess the suitability of using a spreadsheet to achieve a given requirement from a given specification

· Recognise the importance of the main stages of spreadsheet design, i.e.

· Input data required

· Processing required following data input

· Output – expected results
· Implement the design

· Evaluate spreadsheet after implementation
Section 2: Customisation and Printing
Facilitate the learner in developing skills in order to:

· Customise Toolbars and create custom menus

· Customise Window display and show Multiple windows by splitting

· Set default file locations

· Save a workbook using a number of formats, e.g. as a:

· spreadsheet file,

· text file

· csv file

· pdf file

· web page

· Hide/Unhide Rows and/or Columns and/or Cells

· Hide/Unhide formulas

· Hide/Unhide Worksheets and Workbooks

· Freeze panels

· Apply conditional formatting in addition to standard formatting and alignment

· Print options, e.g. active worksheet(s), entire workbook, selected portion, specific page(s), number of copies, centring, paper size and orientation, headers and footers
Section 3: Worksheet Features
Facilitate the learner to carry out the following tasks:
· Cell Comments

· Create, edit and delete comments

· Display comments

· Linking and Importing

· Create and Edit Hyperlinks

· Link between Worksheets

· Link between Workbooks

· Link data to other applications, e.g. Word and Access

· Import data from other applications, e.g. Word and Access

· Lists

· Filter Lists

· AutoFilter

· Custom AutoFilter

· Advanced AutoFilter

· Extract Filtered Data

· Add Subtotals to Sorted Lists

· Names

· Name a cell

· Name a range of cells

· Use names in formulas

· Use GoTo with Names

· Outlines

· Create Outlines

· Work with outlines

· Scenarios

· Create Scenarios

· Use, Edit and Delete Scenarios

· Create a Scenario Summary Report

· Sorting

· Sort on Multiple Columns

· Sort on Multiple Rows

· Create Custom Lists and Sorts

· Templates

· Create a Template

· Use a Template

· Edit a Template
Section 4: Formulas and Functions
Facilitate the learner to develop ability to use the following:

· Formulas

· Input Formulas using:

· Relative cell referencing

· Absolute cell referencing

· Mixed Referencing

· Functions

· Date and Time:

· DAY, MONTH, YEAR, NOW, TODAY

· Horizontal and Vertical Lookups:

· HLOOKUP and VLOOKUP

· Mathematical:

· INT, POWER, ROUND, ROUNDUP, ROUNDDOWN, SQRT, SUM, SUMIF

· Statistical:

· AVERAGE, MAX, MIN, COUNT, COUNTA, COUNTIF, MEDIAN, MODE

· Text:

· CONCATENATE, LEFT, LOWER, MID, PROPER, RIGHT, TRIM, UPPER

· Financial:

· DB, FV, NPV, PMT, PV, SLN

· Database:

· DAVERAGE, DCOUNT, DCOUNTA, DGET, DMAX, DMIN

· Nested and Compound Logical Functions with a logical operator AND, OR or NOT
Section 5: Charts and Pivot Tables
Familiarise the learner with the following:

· Charts

· Create a range of different 2D and 3D chart types, e.g. bar, column, pie, line, area, either embedded or on a separate sheet

· Modifying Charts as follows:

· Data selected

· Size

· Colour

· Axis titles

· Format fonts

· Add/delete items

· Insert Graphics from:

· Clipart

· Stored picture

· From scanned image

· Autoshape

· Wordart

· Pivot Tables

· Create a Pivot Table

· Filter a Pivot Table

· Grouping and Sorting in Pivot Tables
Section 6: Macros and Auditing
Facilitate the learner to develop skills in carrying out the following tasks:

· Macros


· Record a Macro

· Run a Macro

· Assign a Macro to a Toolbar Button

· Delete a Macro

· Auditing

· Trace precedents

· Trace dependents

· Trace errors
Section 7: Data Validation and Protection
Facilitate the learner in applying the following:

· Data Validation

· Add data validation to a cell or range

· Restrict data entry to 

· values in a drop-down list

· a whole number within limits

· a decimal number within limits

· a date within a time frame

· a time within a time frame

· text of a specified length

· Calculate what is allowed based on the content of another cell

· Use a formula to calculate what is allowed

· Display a message to help data entry

· Display a message when validation is not met

· Protection

· Apply Cell and Worksheet Protection

· Apply Workbook Protection

· Use of Password Protection
11. Assessment
11a.
Assessment Techniques

Project



60%

Examination - Practical

40%
11b.
Mapping of Learning Outcomes to Assessment Techniques
In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment
	Learning Outcome
	Assessment Technique

	1. Describe spreadsheet design principles to include requirements analysis, solution design, data inputs and expected outputs, data formats, and worksheet layout
	Project

	2. Customise the user interface to optimise application usability by creating default file locations, customising toolbars, creating custom menus, showing and hiding rows and columns, freezing panels, and using multiple windows
	Examination

	3. Use advanced application-provided data manipulation capabilities to include logical, mathematical, text and financial functions and formulae
	Project and Examination

	4. Automate routine multi-step tasks through the creation, execution, and management of complex macros
	Project

	5. Debug spreadsheet errors using features such as formula auditing
	Examination

	6. Analyse spreadsheet data using pivot tables, charts and graphics
	Project and Examination

	7. Enhance spreadsheet usability through worksheet and cell protection, data validation, and conditional formatting
	Project and  Examination

	8. Design a spreadsheet to meet an advanced specification, implementing a comprehensive range of spreadsheet features to produce the required outcome
	Project

	9. Assess the suitability of using a spreadsheet to achieve a given requirement
	Project

	10. Critique spreadsheets created by others to include recommendations for any required changes.
	Examination


11c.  
Guidelines for Assessment Activities

The assessor is required to devise assessment briefs and marking schemes and examination paper, marking schemes and outline solutions for the Project and Examination (Practical).  In devising the project brief and examination paper, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.
	Project
	60%

	The project may be carried out over a period of not less than three weeks during the delivery of the programme module

	The project brief will focus on a broad range of specific learning outcomes as indicated in the Mapping of Learning Outcomes – see 11b - and will require candidates to design, implement and modify a spreadsheet.

The internal assessor will devise a project brief that requires candidates to demonstrate:

· Comprehensive range of specialised skills and spreadsheet tools

· Understanding and application of worksheet features

· Ability to create, edit and manage worksheets and workbooks

The spreadsheet should contain at least:

· 20 rows of data
· at least one main heading
· column/row headings
· different alignments and a range of cell formats e.g. currency, %, decimal
· minimum of three worksheets named appropriately
Evidence for the design phase will include:

· A comprehensive description of the problem and a proposed solution, identifying a source of data and identifying common uses for spreadsheets

· Demonstrate common spreadsheet usability features to include use of toolbars and window management

· Detailed specifications for input data, processing required and output data

· Detailed specifications of format for all data e.g. alignments, column widths

· A design for a data capture form and the screen layout

· A comprehensive description of the proposed processing (10 requirements – evidence for the implementation stage below)
Evidence for the implementation phase will include all of the following:

· A spreadsheet structure, to include appropriate data, labels, formatting, formulae and functions

· A printout of the spreadsheet showing all of the following 

· the use of a nested and/or compound IF statement

· the use of macros
· the use of Text, Database or Lookup functions
· the use of a graph or Pivot table
· A printout of the spreadsheet showing at least six of the following 

· the use of absolute and relative cell referencing

· the use of comments and naming cells/ranges

· the use of linking and/or importing data

· the use of an advanced filter
· the use of outlines

· the use of scenarios and scenario reports

· the use of sorting on multiple columns/rows
· the use of Date and Time functions

· the use of Statistical, Financial or Mathematical functions

· A printout of the entire spreadsheet formatted appropriately and a printout of the spreadsheet showing formula

· A printout of the spreadsheet after a variable has been changed

Evidence for the modification phase will include:

· Suggested modifications or improvements to the original design

Evidence for this assessment technique may take the form of written, graphic, visual or digital evidence or any combination of these. Any video or digital evidence must be provided in a suitable format.

All instructions for the learner must be clearly outlined in an assessment brief and marks scheme. 


	Practical Exam

	40%

	The examination will be based on a range of specific learning outcomes and will be 2 hours in duration

	The internal assessor will devise a practical examination that assesses candidates’ mastery of advanced spreadsheet skills demonstrated in a set period of time and under restricted conditions.

The examination will be based on learning outcomes 2, 3, 5, 6, 7 and 10 and will be 2 hours in duration.

The format of the examination will be in two parts as follows:

Section A
Create a spreadsheet consisting of at least 20 rows and 7 columns of data – to include both character and numeric types, at least one main heading, column/row headings, at least two different alignments and a range of cell formats e.g. currency, %, decimal.

Functions/Features included in this section are: COMPOUND and/or NESTED IF, LOOKUP, Sorting on multiple columns and/or rows and GRAPHS

Section B

Open an existing spreadsheet workbook with multiple worksheets and carry out at least 10 different tasks.

Evidence for this assessment technique may take the form of written, oral, graphic, or digital evidence. Any audio, video or digital evidence must be provided in a suitable format.

All instructions for the learner must be clearly outlined in an examination paper.


12. Grading

Distinction: 
80% - 100% 

Merit:

65% - 79%

Pass: 

50% - 64%

Unsuccessful:
0% - 49%

At levels 4, 5 and 6 major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.

	Spreadsheets

6N4089
	Learner Marking Sheet

Project 60% 


Learner’s Name: ________________________________
	Assessment Criteria
	Maximum Mark
	Learner Mark

	Design

	Project design clearly described
	5
	

	Demonstrate common spreadsheet usability features
	2
	

	Detailed specifications for:
· input data
	3
	

	· processing (10 required)
	10
	

	· and output data
	3
	

	Detailed specifications of format for all data
	2
	

	Design for a data capture form and the screen layout
	5
	

	Sub Total
	30
	

	Implementation

	Data and labels accurately inputted
	5
	

	All of the four mandatory processing features applied 
	6
	

	Least six other processing features applied 
	9
	

	Spreadsheet accurately saved
	2
	

	A printout of the entire spreadsheet formatted appropriately 
	1
	

	A printout of the spreadsheet showing formula
	1
	

	A printout of the spreadsheet after a variable has been changed
	1
	

	Sub Total
	25
	

	Modifications

	Suggested modifications or improvements to the original design
	5
	

	Sub Total
	5
	

	Total Mark
	60
	


NO ROUNDING OF MARKS

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 marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator's Signature: ............................................................   Date: ...............................
	Spreadsheets

6N4089
	Learner Marking Sheet

Examination – Practical 40%


Learner’s Name: ________________________________
	Assessment Criteria
	Maximum Mark
	Learner Mark

	Section A: Create a Spreadsheet

	Data inputted accurately 
(deduct 0.5 marks per keystroke error to a limit of 4)
	4
	

	Cells accurately formatted
	2
	

	Formulas accurately applied
	2
	

	Compound IF accurately applied
	4
	

	Lookup function accurately applied
	3
	

	Sort on Multiple column/row applied
	2
	

	Graph accurately produced
	3
	

	Subtotal
	20
	

	Section B: Open an existing Spreadsheet

	Question 1
	2
	

	Question 2
	2
	

	Question 3
	2
	

	Question 4
	2
	

	Question 5
	2
	

	Question 6
	2
	

	Question 7
	2
	

	Question 8
	2
	

	Question 9
	2
	

	Question 10
	2
	

	Subtotal
	20
	

	Total Mark
	40
	


NO ROUNDING OF MARKS

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 marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator's Signature: ............................................................   Date: ...............................
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