	Module code
	ICT 1004

	Module title
	Produce basic spreadsheets

	Module purpose
	To provide participants with the knowledge and skills to produce a basic workbook 

	Nominal duration
	40 hours

	Prerequisite module
	None

	Co-requisite module
	None 

	Level of certification
	Certificate 1

	Relationship with unit standard
	This module addresses the following unit standard:

Produce basic spreadsheets 

	Summary of learning outcomes
	On completion of this module the participant will be able to:

1. Demonstrate the produces for producing a basic spreadsheet document
2. Demonstrate the procedures to retrieve, format and edit a workbook
3. Outline the procedures to perform basic spreadsheet calculations
4. Demonstrate the procedures for using the help function
5. Outline the produces for printing in a basic spreadsheet   


	Learning outcome 1
	Demonstrate the procedures to produce a basic spreadsheet document

	Assessment criteria
	This learning outcome is achieved when the participant can do the following:

1.1 state the purpose of using a basic spreadsheet application
1.2 state the advantages and disadvantages of using a spreadsheet programme
1.3 describe and apply the procedures for using a basic spreadsheet document


	Assessment task
	Written and practical exercises to assess ability to produce a basic a spreadsheet document

	Conditions of assessment
	The participant will have access to:

· Computer

· Storage devices
· Software packages
· External devices
· Office furniture 

	Content
	· Purpose of spreadsheets
· Advantages and disadvantages of a spreadsheet
· Procedures for using spreadsheets

· Start

· Create

· Save

· Exit


	Learning outcome 2
	Demonstrate the procedures to format and edit a basic spreadsheet 

	Assessment criteria
	This learning outcome is achieved when the participant can do the following:

2.1 describe the basic formatting and editing procedures of a basic spreadsheet 
2.2  demonstrate the procedures to apply basic formatting 
       features
2.3  demonstrate the procedures to apply basic editing

       features



	Assessment task
	Practical exercises to assess ability to format and edit a basic spreadsheet 

	Conditions of assessment
	The participant will have access to:

· Office furniture 
· Computer

·  Storage devices
· Software packages
· External devices

	Content
	· Formatting features 
· Bold
· Italics
· Underline  
· Editing features 
· Copy
· Paste

· Redo / undo

· Cut

· Move

· insert
 


	Learning outcome 3
	Outline the procedures to perform basic spreadsheet calculations

	Assessment criteria
	This learning outcome is achieved when the participant can do the following:

3.1 describe the procedure to perform basic arithmetic calculations

3.2  apply the procedures to perform basic arithmetic       calculations

	Assessment task
	Written, oral and practical exercises to assess ability to perform basic arithmetic calculations

	Conditions of assessment
	The participant will have access to:

· Office furniture 
· Computer

·  Storage devices
· Software packages

· External devices 

	Content
	· Procedures to perform basic spreadsheet calculations:
· Add
· Subtract

· Divide

· Multiply

· Equal to

· > / greater than
· < / less than



	Learning outcome 4
	Demonstrate the procedures for using the Help function in a spreadsheet document

	Assessment criteria
	This learning outcome is achieved when the participant can do the following:

4.1 state the purpose of the Help function
4.2 describe the procedures for using the Help function

4.3 apply the procedures for using the Help function

	Assessment task
	Oral, written and practical exercises to assess ability on using the Help function

	Conditions of assessment
	The participant will have access to:

· Office furniture
· Computer

·  Storage devices
· Software packages

· External devices

	Content
	· Spreadsheet Help functions
· Purpose 
· Procedures 
· Advantages 

· Applying search to use the Help function
   


	Learning outcome 5
	Outline the procedures for printing a basic spreadsheet document  

	Assessment criteria
	This learning outcome is achieved when the participant can do the following:

5.1 describe the different printing features

5.2 describe the procedures for printing a basic spreadsheet document 

5.3 apply the procedures for printing a basic spreadsheet document 


	Assessment task
	Oral, written and practical exercises to assess ability to print a workbook / worksheet

	Conditions of assessment
	The participant will have access to:

· Office furniture 
· Computer

·  Storage devices
· Software packages
· External devices

	Content
	· Purpose of printing features
· Page setup
· Number of copies

· Page range

· Properties

· Print
· Procedures to apply printing features

· Page setup

· Number of copies

· Page range

· Properties

· Print



	Delivery of the module
	Delivery strategy

This module is designed for on and off the job training.  The strategies for delivering and assessing this module are specified in:

· Unit Standard – Produce basic spreadsheets
· NTA Training Manual - Produce basic spreadsheets


	
	Assessor qualifications

Assessors must be recognised by the NTA.


	
	Trainer qualifications

· Trainers must be formally qualified.


	
	Facilities and equipment

· Reference material

· Computer

·  Storage devices

· Software packages

· External devices

· Office furniture


	
	Learning resources

The following learning resources may be used to support the delivery of this module:

· NTA Training Manual – Produce basic spreadsheets

	
	Occupational health and safety

Providers of training must ensure that relevant industry Codes of Practice and occupational health and safety regulations are observed during the delivery and assessment of this module.

	Delivery of the module [continued]
	Recognition of prior learning

Acknowledges the skills and knowledge obtained through:

· Formal training

· Work experience 

· Life experience

The main focus is on the learning outcomes of these experiences, not the how, when and where learning occurred.  Some people applying to do this module may be currently competent in one or more of the learning outcomes and should then be given the opportunity to apply for recognition of prior learning.


PAGE  
1

