Unit 10: Spreadsheet Software - Tasks
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Preamble

Remember, you must:

· Meet all the requirements of the Ps to achieve a Pass grade for this unit.

· Meet all the requirements of the Ms to achieve a Merit grade for this unit.

· Meet all the requirements of the Ds to achieve a Distinction grade for this unit.
Background

After working in the Administration Department you have now been sent to spend some time with the Production Department. The Head of Department is Simon Scullion (Executive Director – Production). You will be working in this Department as part of your induction into the company. Later on you may spend time in other departments to find out more about the work that they do.
Information about the Production Department

It is responsible for producing all the products sold by the company.

This means that the Production Department has to liaise with the Sales Department to ensure that the do not under or over produce any of the numerous recordings that are in production at any one time.

They also have to liaise with the Distribution Department to ensure that products are not piling up in the production area when they should be securely stored in the warehouse.

The Department is based in the Production Centre (Bramshot Avenue, Charlton, London, SE7 5GG).
Task 1

Simon Scullion (Executive Director – Production) has asked you to look at some spreadsheets that he has been sent by the Distribution and Sales Departments. They contain information about recent sales of CDs and DVDs, and he wants them compared with the data on his own spreadsheet for the same period.
Because the spreadsheets are laid out differently he wants you to describe what each of the spreadsheets is trying to show and whether or not the calculations and list management used are correct.

Things you need to do:
Describe with examples, the uses of at least three different spreadsheets. (P1)

Guidance:

You will need to look at the spreadsheets in their finished form and with the formulas displayed.

Look for the following features on the spreadsheets and include comments on them in your descriptions:

What fonts and font sizes have been used? Why have different font sizes and styles been used?
Have cells been formatted in any particular ways? Why has this been done?

Has any conditional formatting been used? Why has this been done?

What calculations have been used? Have they worked correctly?

Have any functions (e.g. average) been used? Why has this been done?

Has the data been sorted in any particular ways?
Task 2

Simon Scullion has created a spreadsheet that is supposed to calculate how much added value (i.e. the difference between the cost of running the Department and the income generated by the sale of CDs and DVDs) the Production Department contributes each month to the company’s overall income. He admits that he is not an expert at creating spreadsheets and thinks that he may have made mistakes. He has asked you to check that the spreadsheet he has made works and, if it does not, to fix it for him.
Things you need to do:
Check, fix as necessary and document a spreadsheet to ensure that formulae and functions work correctly. (P4)

Guidance:

Print out a copy of Simon’s spreadsheet both with and without the formulas and functions displayed.

Add some test data to the spreadsheet and manually check the results.

Visually check the formulas and functions, and correct any obvious mistakes.

Use annotated screen shots of each stage of the work you do to show how you have checked whether or not the spreadsheet works and the changes you have made.

Print out a copy of the corrected spreadsheet with and without the formulas and functions displayed.
Task 3
Because you were able to correct the mistakes on Simon Scullion’s spreadsheet, he has now asked you to design a replacement that will perform a similar task, but for 3 months. This will be a multi-page spreadsheet (also known as a workbook), with one page for each month and a summary page for the three-month period.
He would like you to prepare your designs on paper and then to implement and test your design. In particular he wants to see a copy of the final spreadsheets – showing the formulae and functions used – so that when you leave the Department he can work out how to make changes that will work.

Things you need to do:
Create a spreadsheet solution to meet a specified need that makes appropriate use of simple and complex formulae and functions and includes a chart. (P2)

Use data types and formatting to present information as appropriate to use need. (P3)

Create and check a multi-sheet spreadsheet solution to meet specified user needs that uses a selection of appropriate functions and both simple and complex formulae. (M1)

Guidance:

Make sure that your paper designs show all the information necessary for someone else to use them to create the spreadsheets/workbook.

Make sure that data filtering and sorting used in your designs is noted and explained to show that it is appropriate for the interpretation of the data to be displayed.

Include the formulae and functions you will use, and explain the choices you have made.

Use annotated screen shots of each stage of the implementation of your design to show how you created the spreadsheets.
Make sure that appropriate data types (text, currency, date) have been used on the spreadsheets/workbook and that appropriate formatting (Cell colour, cell shading, cell alignment, cell border, decimal point, row height, column width, and merged cells) has been used.
Show how test data was added to the spreadsheets.

Show how the results generated were checked.

Print out copies of the spreadsheets/workbook with and without the formulas and functions displayed.
Task 4
Now that the spreadsheets/workbook has been created Simon Scullion realises that he can display the data and results to show how well his Department is doing. He wants a set of graphs and charts created that will do this, and has asked you to do this as part of the spreadsheets/workbook you have produced.
The graphs and charts he wants must show the following information:

· The monthly costs of production.

· The monthly income generated.

· The monthly added value (i.e. the difference between the cost of running the Department and the income generated by the sale of CDs and DVDs) the Production Department contributes each month to the company’s overall income.

The data will need to be filtered and sorted before it can be used.

He has left the choices of which type of chart and graph you use to you, but he has insisted that they must be easy to understand.

Things you need to do:
Create a spreadsheet solution to meet a specified need that makes appropriate use of simple and complex formulae and functions and includes a chart. (P2)

Make appropriate use of charts, graphs, filtering and sorting to interpret spreadsheet data. (M2)

Guidance:

Produce at least two graphs and charts that show the selected data.

Use annotated screen shots of each stage of the processes you used to create the graphs and charts.
Make sure that appropriate formatting (titles and labels, headers and footers, page set-up, and page breaks) has been used.

Explain why your choices of particular graphs and charts are appropriate for the interpretation of the data to be displayed.
Task 5
Now that your spreadsheets/workbook is fully functioning Simon Scullion has shown it to Brian Hatcher (Deputy Chairman and Assistant Chief Executive). Brian Hatcher has asked Simon Scullion to explain the benefits of your design and to make suggestions as to how it could be improved. As you are the designer Simon has asked you to:

· Explain how your spreadsheets/workbook will improve efficiency.

· Make recommendations as to how and why the spreadsheets/workbook could be improved.

Things you need to do:
Evaluate the benefits of a particular spreadsheet solution and describe potential refinements to improve efficiency. (D1)

Guidance:

Make sure that that you explain why and how your spreadsheets/workbook has improved efficiency in comparison to other methods of achieving the same results.

Make sure that the improvements you identify are justifiable (i.e. they are achievable and would not require a massive redesign of the spreadsheets/workbook) and will improve efficiency.
Notes

Throughout the work you have done for the tasks in Unit 10 you should have been regularly checking that words have been spelt correctly (using a spellchecker) and that your grammar has been checked (using a grammar checker). You should also have proof-read your work and corrected any mistakes that you found. It is important that you show evidence that you have done this.
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