ICT – Coursework Framework for the Spreadsheet

Introduction

	What is the name and the nature of the organisation?
Required – a paragraph of at least 3 sentences.
LESSON 1
	· Blockbusted DVD’d are a shop that rents out …….  

· Miss Smith has computerised her records of DVD’s and membership details. She has now bought the Unit in the main shopping mall in Bexleyheath and has expanded her staff to cope with the increased business.  
· The staff are Holly Hughes the supervisor, James Jones, Amy Adams and Emily Edwards are the shop assistants.


Identify
	  1.  What problems need to be solved?

Required – a paragraph of at least 6 sentences.

LESSON 1
	Explain in as much detail as you can:

· The problem is that Miss Smith is using a paper based system..
· Wages data is kept in accounts books in files, folders……..
· When wages are calculated  it takes time to calculate using…..

· Wages are often written down more than once……

· Errors are often made due to…….

· Accuracy is important because……

· In the past disputes between Miss Smith and her staff…….


	  2.  What solution is presently being used?
Required – a paragraph of at least 8 sentences.
LESSON 1
	· The paper based system consists of………
· Staff wages details are kept……

· A calculator is used……..

· Hours worked by staff are recorded……..

· Pay and deductions are calculated using………

· Miss Smith spends 2 hours each week..……….and if she makes     a mistake, much longer when finding the error…..
· Miss Smith only wants to spend 20 minutes…..

· If staff get a pay rise or their tax changes..….

· If staff have a query or problem…….


	  3.  Who will be using your system?

Required – a paragraph of at least 2 sentences.
LESSON 2
	· Miss Smith is the owner and she will oversee……
· I will be the computer technician and will produce…..

· Holly is the supervisor and wil use the system……….


	  4.  What alternatives can be used?
Required – a paragraph of at least 6 sentences.
LESSON 2
	· Miss Smith may use a database for recording wages but it is too complex a program……..
· Miss Smith may use a Word processor but……

· I recommend that Miss Smith uses a Spreadsheet as it can do the following……….. facilities to calculate data, set headings, create charts, and produce a variety of different outputs on screen and paper.


	  5.  What objectives will your solution aim to achieve? Identify at least three objectives that can be measured.

Required – a paragraph of at least 5 sentences.
LESSON 2
Complete for homework.
	· The spreadsheet will have 3 linked worksheets that……
· I will add data to the spreadsheet to test it works by entering….

· I will create formulas that will……….total hours, calculate pay using hourly rate, and calculate deductions such as tax.
· I will create a chart to display the results……..
· I will create a print out for…...


IDENTIFY Marks:
	Objectives:
	1. What problems need to be solved?
	2. What solution is presently being used?
	3. Who will be using your system?


	4. What alternatives can be used?


	5. What objectives will your solution aim to achieve?
	

	Mark
	1
	1
	1
	1
	1
	Total : 5


Note: The marking breakdown is an approximation, your teacher will give you a more accurate assessment.
Analysis
	  1.  What software and/or hardware will be needed?
Required – a paragraph of at least 5 sentences, or a bulleted list.
This section should be exactly the same as the Database section.
LESSON 3
	Software: Miss Smith bought to following for the database :
· An Operating system (e.g. Microsoft Windows XP) to run the…..
· A Word processor (e.g. Microsoft Word, Microsoft Notepad) to use to send……
· A Database (e.g. Microsoft Access) to store, sort and search…
· A Spreadsheet (e.g. Microsoft Excel) to calculate financial……
· A Desktop publishing (e.g. Microsoft Publisher) for producing advertising flyers…..
· Other software to get and what it will be used for.

Hardware: Miss Smith bought to following for the database :
· Personal computer give some details such as: 
· Processor - Pentium 2.4 GHz 
· Memory - RAM 256 Mb or 512Mb
· Hard Drive- 40 Gg or 60Gb or 80Gb.
· DVD or CD drive.
· Network connection for future upgrade
· Monitor (VDU) 17”, or 19”, or 21”.
· Keyboard and Mouse 
· A Printer, ink jet colour or laser colour.

· A Scanner 

· Digital camera 

· USB connections for outside devices.


	  2.  How will any data used be collected?
Required – a paragraph of at least 6 sentences.
LESSON 3
	· Data will be transferred from the old paper based system and entered…..

· Data (hours worked) will be collected from staff each day…..

· Data will be collected from the tax office for correct rates of……….

· Data will be entered each day for….. and calculated weekly…


	  3.  What data has been identified as necessary to the system?

Required – a paragraph of at least 3 sentences, and the bulleted lists.
LESSON 3
	· Hours worked needs to be collected to be entered into individual tables in the worksheet. 
· Hourly rates of pay for the job position to be entered on the wages worksheet ……. Different rates for……..
· Tax and Nat insurance details to be enterd on the wages worksheet..

· A table to be created for rates for savings……….


	  4.  How will data be entered? (Inputs).
Required – a paragraph of at least 5 sentences.
LESSON 3
	· Once the worksheets have been created, hours worked are entered …….

· A formula will total…….

· The totals will automatically be entered into….

· The formula on the wages sheet will use the hours worked to create staff……..

· Weekly wage totals will automatically be entered into the charts worksheet to…..


	  5.  How will the database operate showing data flow in the system? (Processing).
	LESSON 4


	Flow diagram:






	  6.  How will information be displayed? (Outputs).
Required – a paragraph of at least 3 sentences.
LESSON 5
	· Screen displays used by the Miss Smith or Holly when doing the weekly wages.
· Printouts of the totals for…….and pay slips for……...
· Screen display of charts as a visual…….


	  7.  What system backup and security has been used?
Required – a paragraph of at least 6 sentences.
LESSON 5
Complete for homework.
	· The computer is kept in the office which is locked………

· The spreadsheet will save automatically every……………

· The data will be backed up on CD Rom every week, and taken……………..by…………….

· This will safeguard the data in case of burglary…………..

· Anti-virus will protect………….

· Staff will have passwords to prevent…………




ANALYSIS Marks:
	Objectives
	1.  What software and/or hardware will be needed?


	2.  How will any data used be collected?


	3.  What data has been identified as necessary to the system?


	4.  How will data be entered? (Inputs).


	5.  How will the spreadsheet operate? Show data flow in the system.

(Processing).


	6.  How will information be displayed? (Outputs).


	7.  The system backup and security has been used.

	

	Marks
	1
	1
	2
	1
	2
	1
	1
	Total : 9


Note: The marking breakdown is an approximation, your teacher will give you a more accurate assessment.

Design (Handouts Necessary)
	  1.  How will the initial sketched designs look on paper?
LESSON 6
	· Draw sketches of the three worksheets on paper, include tables for hours worked. 
· Draw sketches of the framework for the calculations.
· Draw sketches of the type of charts to be created.


	  2.  Has the user given any feedback on the initial design?
Required – a paragraph of at least 6 sentences, or a bulleted list.
LESSON 6 
	· Write a note or letter from Miss Smith and include recommendations for improvements…………

· The improvements will be the changes from your designs to the designs given for you to type in. These are:
· Designs of the tables needed fot hours.

· Design of the calculations sheet……

· Design of the charts……




	3.  Design the worksheets on the computer for your report.

LESSON 7
	Use word processing techniques to show the designs of the worksheets and the pay slip.


	  4.  List the Validation techniques used to prevent data being entered in error.
Required – a bulleted list.
LESSON 8
	Look through the designs and comment on: 

· Data types for certain fields, some are number, some are currency, and some are text.

· Validation rules….hours range from 0-8.


	  5.  How will the design be tested?
Required –bulleted list.
LESSON 8
Complete for homework.
	· Create a testing program that will test the various elements of your design when it is implemented.
· The testing program should include relevant tests that can be performed and which will show any errors that need to be corrected I will test the data validation rules; 
· I will add data to a spreadsheet to ensure that the data entry procedures work; 
· I will set the spreadsheet and manually check with a calculator that the formulas calculate correctly.
· I will manually check the Look up table……

· I will manually check the IF function for…..

· I will manually check the automatic data transfer……..


DESIGN Marks:
	Objectives:
	1. The initial sketched designs on paper
	2.  User feedback on the initial design.
	3. Computer produced designs for tables and forms.
	4. List the Validation techniques


	5. How will the design be tested?


	

	Mark
	1
	1
	2.5
	2
	2.5
	Total : 9


Note: The marking breakdown is an approximation, your teacher will give you a more accurate assessment.

Implementation (Handouts Necessary)
	  1.  Has the final designs been approved by Miss Smith ready for implementation?

Required – a paragraph of at least 1 sentence.
LESSON 9
	· The final designs have been approved by Miss Smith and she has given me instructions to start the implementation of the database.


	2a. Create 3 worksheets: hours, wages, charts.

2b. Formula for hours totals.

3a. Wages automatically receives the hours totals.
3b. Formula for totals, pay, deductions, gross and net.

3c. Lookup table and If functions.

4a. Charts automatically receive net pay and hours automatically.

4b. Charts created using the data.

5. Pay slip for one employee.

6. Button created for reset on hours worksheet ready for the next week.
LESSONS 9 - 12

Show print screens of all the work done with annotations?
LESSONS 12 – 16
Complete for homework.
	· Create the worksheets, Hours tables, Totals, Automatic data transfer, formulas, and charts. Correct some errors, and do some tests.

· Record everything you did and copy / paste into your report.

Here is a checklist:

· For each new stage show how you created it using step by step instructions.
· The implementation should have the following diagrams/pictures and each annotated with a caption of what you have done.
· Hours entry tables showing formulas, and your test data.

· Validation of the data entry cells for hours worked..

· Calculation of wages worksheet showing formulas of:

· Hours totals;
· Pay calculations using the hourly rate of pay;

· Deduction calculations using the tax and insurance rates;

· Savings lookup table;

· Gross pay and Net pay;

· The IF function calculating whether a bonus is payable;

· Wages worksheet showing the data.

· A charts worksheet showing automatic transfer of data;
· Two different types of chart for two different data.

· A pay slip for a member of staff.
· A button on the hours worked worksheet to reset the data.


IMPLEMENTATION Marks:

	Objectives:
	1. Has the final designs been approved by Miss Smith ready for implementation?


	2. Create three worksheets 

Paste and annotate in the report.
	3. Enter the formulas in the Hours sheet.

Paste and annotate in the report.
	4. Enter the formulas in the Wages sheet.
Paste and annotate in the report.
	5. Enter the Lookup table and IF function in the Wages sheet.
Paste and annotate in the report.

	6. Enter the formulas in the Charts sheet chart wizard.
Paste and annotate in the report.

	Mark
	0.5
	1
	1
	2
	1.5
	1

	7. Some error correction done.

Paste and annotate in the report.
	8. Unstructured testing done.
Paste and annotate in the report.
	9. Create a reset Button
Paste and annotate in the report.
	10. Pay slip print out showing a mail merge.
Paste and annotate in the report.
	11.  Full structured list of Validation techniques tested, from design plan.

Paste and annotate in the report.


	

	1
	1
	1
	1
	1
	Total: 12


Note: The marking breakdown is an approximation, your teacher will give you a more accurate assessment.

Evaluation
	  1.  Does the final design match the original requirements?
Required – a paragraph of at least 4 sentences.
LESSON 17
	· Compare the completed design with the list of the original requirements.

· How close does the completed design match the original requirements?
· In what ways does it differ and why?

· If you didn’t achieve everything detail what you couldn’t do. 


	  2.  What problems needed to be overcome?

And how did you overcome them?
Required – a paragraph of at least 4 sentences.
LESSON 17
	· I had the following problems when implementing:
· A problem or a difficulty creating the worksheets – and the solution.

· A problem or a difficulty automatically transfering data - and the solution.

· A problem or a difficulty with validation - and the solution.

· A problem or a difficulty creating formulas (Look up, IF) - and the solution.

· A problem or a difficulty creating the charts - and the solution.

· A problem or difficulty creating the button – and the solution.

· A problem or a difficulty with any errors - and the solution.


	  3.  Has Miss Smith given any feedback on the final design?
Required – a paragraph of at least 4 sentences.
LESSON 17
	· Miss Smith gave the following feedback to you on the effectiveness of the solution.
· List the things she liked and used.

· List the things that she didn’t like and couldn’t use.

· Be honest and mention some things you didn’t do as well as the things you did well.


	  4.  What further improvements and/or upgrades could be made to the final design?
Required – a paragraph of at least 6 sentences.
LESSON 17
Complete for homework.
	Explain what further developments and/or upgrades could be made to the final design in the future.
Examples:

· I could have added extra function to the spreadsheet, such as average weekly wages bill……….

· I could have added more navigation buttons to the other worksheets for better navigation.
· I could have tried a few more tests to ensure the system worked correctly in all processes.
· I could have………………………………….to make the project much more effective for Miss Smith and her staff.


EVALUATION Marks:
	Objectives:
	1. Does the final design match the original requirements?


	2. What problems needed to be overcome?

And how did you overcome them?
	3. Has Miss Smith given any feedback on the final design?


	4. What further improvements and/or upgrades could be made to the final design?


	

	Mark
	1
	1.5
	1
	1.5
	Total : 5


Possible Marks:
	Section
	Identify
	Analysis
	Design
	Implementation
	Evaluation
	Total

	Marks
	5
	9
	9
	12
	5
	40

	
	
	
	
	
	
	


Grade Boundaries:
	5 = G
	9 = F
	13 = E
	17 = D
	21 = C
	26 = B
	31 = A
	35 = A*


Coursework Timetable:

Spreadsheet 9 weeks approx 18 lessons.

	Week
	Lesson 1
	
	
	Lesson 2
	

	Week 13
	Introduction and Identify 1, 2.
	
	
	Identify 3, 4, 5.
	

	Week 14
	Analyse 1, 2, 3, 4.
	
	
	Analyse 5.
	

	Week 15
	Analyse 6, 7.
	
	
	Design 1, 2.
	

	Week 16
	Design 2.
	
	
	Design 3, 4.
	

	Week 17
	Implementation 1, 
Implementation 2. Create three worksheets, formula for Hours.
	
	
	Implementation 3. Wages formula, Look up, and IF.
	

	Week 18
	Implementation 4. Charts. 
Implementation 5. Pay slip.
	
	
	Implementation 6. Button macro. 
Print screen with annotations.
	

	Week 19
	Print screen with annotations.
	
	
	Print screen with annotations.
	

	Week 20
	Print screen with annotations.
	
	
	Print screen with annotations.
	

	Week 21
	Evaluation 1, 2, 3, 4, 5.
	
	
	Final chance to amend and improve work
	


Hours calculated with rates of pay and deductions calculated.





Net pay for each member of staff displayed.





Automatically transferred into the charts worksheet.





Hours entered into the hours worksheet.





Reset hours worksheet ready for next week.





Print out for record keeping and Pay slips.








Automatically totalled hours for the week.











Automatically transferred to the wages worksheeet.
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