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Class: 

Outcome: Use spreadsheet software to solve an ongoing information problem, taking into account the information needs of an organisation, produce onscreen user documentation and evaluate the effectiveness of their problem solving strategies. 

Nature of Task:  

a) Information product in response to a design brief
b) On-screen user documentation
c) Document the product to indicate how the information needs of the organisation are met.
Scope of Task: 

· Software: Excel, Dreamweaver, Word and other approved support software
· Date:  Monday 8 August – Friday 19 August
· Time: 7 periods
There are TWO deadlines within this time frame:

· Analysis will be done in class (on paper) on Monday 8 August – 40 minutes allowed

· Closed book 

· Design will be completed and submitted by Friday 12 August – 3pm
Key skills 

· identify the goals of information systems and explain how the systems enable the creation of the information needed by organisations
· analyse current information-processing practices in order to identify the nature of the problems, the constraints and the requirements of the ongoing solutions
· select and apply appropriate tools and techniques to represent the input requirements, the processing steps and the output requirements of information products, and of the on-screen user documentation
· use spreadsheet software, and apply suitable functions, formats, conventions, data validation and testing techniques to efficiently and effectively produce ongoing information products
· use web authoring or multimedia authoring software to create on-screen user documentations
· evaluate how the solutions and user documentation meet the information needs of organisations
Task conditions
· Access to folder only during class time

· No USBs

· No email
· 7 periods
wiiFone 

Ian Fone and his girlfriend Sam Sung have been running a small, specialist tele-marketing call centre wiiFone for 4 years. They started the business in a small office (in the suburbs to take advantage of low rents) to allow them to use their skills in marketing and IT and to become financially independent, by building the business and selling it within 10 years. They strive to provide high quality marketing services using a small team of motivated, skilled and enthusiastic staff. As the industry has a poor image, they insist all employees work to the highest standards and treat all customers ethically, whilst delivering outstanding results for their client companies. They usually market for ISPs, utilities, telecoms, spas and gyms who want to widen their customer base.

Employees are chosen for their marketing skill and are paid well to reward them for high performance.
wiiFone has been growing rapidly and they have put on four contract staff to assist in the business. Ian’s retired father Voda does most of the paper work for the business, as he has had some management and business experience. His computer skills, however, are very limited.

wiiFone derives its income switching contacts to their client’s business. They have two different leads provided to them by the client – hot and cold leads. Hot leads are potential customers who have made an initial contact with the client. Cold leads have had no contact with the client but come from lists the client buys.
wiiFone staff contact a potential switcher and try to persuade them to switch to their client’s business by providing incentives to switch. As cold leads usually require more work than hot leads they receive a higher bonus for a cold lead switch.  wiiFone charges a client $95 for each switch.

Employment contract terms are as follows:

· Staff work a 32 hour week at a normal rate and are paid one and half times their normal pay for extra hours they work. They are required to work between 20 and 65 hours per week.
· Sales Bonus: 
Hot Call

$18 per switch
Cold Call

$25 per switch
Additionally they receive a bonus of 2.5% of their total sales if they earn bonuses of more than $750 in any week.
Currently Voda has to go through the various forms and paperwork to manually work out everyone’s pay. There have been numerous mistakes and employees have become frustrated and occasionally angry about having to sort out their pay frequently.
 An example of this week’s pay figures and sales data is attached.
Sample Payroll data 

	Name
	Sex
	Hours

worked
	Hourly Rate ($)
	Switches

	
	
	
	
	Cold call
	Hot call

	Ian Fone
	M
	52
	40
	17
	21

	Sam Sung
	F
	47
	40
	15
	19

	Voda Fone
	M
	10
	22.50
	NA
	NA

	Tim O’Bile
	M
	55
	35
	16
	18

	Ora Nge
	M
	39
	37
	14
	20

	Lee Bara
	M
	37
	39
	12
	14

	Ver Gin
	F
	28
	27
	6
	9


Tax rates – your solution must be able to easily allow for changes to the tax rates and other data.
	Taxable income
	Tax on this income (2008-2009) (Based on YEARLY income)

	$0 – $6,000
	Nil

	$6,001 – $37,000
	15c for each $1 over $6,000

	$37,001 – $80,000
	$4,200 plus 30c for each $1 over $37,000

	$80,001 – $180,000
	$18,000 plus 40c for each $1 over $80,000

	Over $180,000 
	$58,000 plus 45c for each $1 over $180,000


You must also calculate
· Superannuation – 9% of gross taxable income (SG)
· Medicare levy – 1.5% additional tax paid by all employees
Your on-going solution must be able to easily allow for changes to all fixed values.
Ian and Sam have contracted your services to produce a solution to the payroll problem and to provide an multimedia user guide that describes how the payroll system operates.

· Voda needs payslips printed for each employee showing all required information for each employee.

· Ian and Sam need a summary table and graphical representation comparing each staff’s hot and cold sales performance for the week as well as an indication of staff with a weekly bonus below $450. They want details of income derived from all sales for the week and the cash flow for the week after paying salaries (including bonuses).
· Voda also needs information to ensure he can make accurate superannuation and tax payments each week, as well as the amount of money required to meet the week’s payroll commitment.

· Ian has specified that data must be validated electronically where possible and the data protected as appropriate.
Whilst you will need to create additional test data to check the integrity of your solution, your solution will only show the data for the sample week given.
Problem-solving steps

1. Analysis – you have 40 minutes to do this task on a separate sheet provided.    8 Marks (scaled from 12)
a) Provide an overview of the organisation including its purpose, function and goals Define the problem – describe the current problem faced by Greenacres in your own words by providing a succinct and logical problem statement.

b) Identify input and output requirements - analyse the problem by describing input and output requirements using an IPO chart. In the Input column of the IPO chart list all input data and graphics that will be used in the spreadsheet solution. In the Processing column ensure that you include all manipulation of data that will take place. In the Output column be sure to specify all products that will be developed and the information they will contain.

c) Identify any technical and non-technical constraints - the constraints should identify any restrictions on the solution.
d) Identify the goals of the new information system.
e) Explain how the new information system will enable the creation of the information needed by the organisation and will benefit the organisation.

2. Design a solution –  Parts a – d  submitted by Friday 12 August – 3pm
 
12 marks
a) Produce fully annotated layout diagrams for all aspects of the spreadsheet solution.

That is: sketch your spreadsheet solution (including any graphs) and annotate this to indicate formats and conventions, calculations, and formulas and functions that will be used.

b) Identify data validation tests. That is: use manual and electronic validation methods that will be used to validate data entered and output produced.

c) Identify a set of test data to test your solution and the validation procedures determined above. The test data should include typical (correct) data, unusual data and incorrect data.
d) Develop evaluation criteria to determine the ability of the solution and the user documentation to meet the needs of the organisation.
Development









12 marks
3.1 Design a solution to the problem by:

a) Ensuring data quality by using both manual and electronic validation techniques. Annotate the solution to illustrate the techniques and procedures used to validate the solution and/or output: i.e., submit printouts that describe and identify three validation techniques undertaken. Hence you need to:

· check spelling and grammar electronically and manually, where appropriate
· check data quality of information produced – i.e., accuracy, reasonableness, reliability, relevance, flexibility of access and timeliness of data

· check calculations using a calculator

· employ electronic validation rules and test that these work as expected

b) Using appropriate formatting and software conventions in producing your spreadsheet solution. Submit printouts that describe and identify four formatting conventions employed. Accepted formats and conventions:

Text

· one space after all punctuation 

· consistency with capitalisation of headings and names 

· consistency with margin widths, page numbering, column spacing, indention 

· consistent and minimal use of font sizes
· consistency with dates, for example, 27 April 2001. Note: no punctuation; date/month/year in full 

· use a serif font (has small strokes at the end of the character) for paragraph text 

· use a sans-serif font for headings, tables and diagrams. 

Numeric Information 

· money values usually have two decimal places or none

· numbers are right-aligned in columns 

· align decimal points (within a column and in totals) 

· position labels next to single numbers, for example, $5 

· position labels for columns of numbers at the top of the column
Graphics and Colour

· graphs and charts have titles 

· x-axis and y-axis must be labelled 

· use a key if more than one set of data is provided on the same graph or chart 

· include author identification and/or source of data, date and a file name (if appropriate) 

· include unit of measurement on relevant axis 

· label each segment of a pie chart 

· arrange segments (starting a 12 o'clock position) from largest to smallest 

· include absolute figures as well as percentages 

· choose colours that match the information being discussed. 

c) Using efficient software functions.  Use a range of functions, techniques and procedures to produce a solution that meets current and future organisation needs. Submit printouts that describe and identify three software functions employed  Examples of functions that could be employed are:

· lookup tables 

· conditional formatting 

· conditional statements 

· cell protection 

· insert notes/comments
· command buttons
· naming cell / range
· electronic validation 

· sheet referencing 

· formatting/layout

· drop down boxes

· relative and absolute cell references 

· macros 
3.2 Testing











10 marks
a) Conduct various tests using the test data defined in the Design phase and record and amend errors. Annotate two test output samples to highlight the test data used, anticipated and actual outcomes, errors detected and annotation of next output showing where errors have been corrected. Ensure test outputs show where electronic validation tests occurred. Submit:

· fully detailed and complete test tables to show the entire intended testing to be done (see below)

· annotated printouts, which describe and identify at least three testing techniques used
	Feature Tested
	Description

	Testing of the solution – the solution meets the desired goals
	

	Testing of the output – output is as expected – it matches the design and test data

· Accuracy of information

· Relevance and completeness of information

· Correct formats and conventions are adhered

· Message of the output is clear and understandable/readable and content is appropriate
	

	Functionality – the solution performs all of the required functions including the functionality involved with producing output; software performs all the phases of information processing that it has been designed to do
	Describe what you are testing – see test table below

	Presentation – output produced matches the design of each output
	

	Use of colour
	

	Use of graphics
	

	Clear layout 
	

	Usability – ease of use
	

	Accessibility – solution can be used by a range of users and output is clear and timely for all users
	

	User testing - Test the user documentation and solution (see below). 
	


Functionality 

	Feature tested
	Sample/Test Data
	Expected Result
	Actual Result

	
	Where necessary or possible, enter sample data that you will use to test the feature.  Include a “correct” value, “incorrect” value and extraordinary value
	Describe what you expect to occur after you have tested the feature.
	Describe what occurred after you tested the feature.

	Functions - test the data to ensure that all functions are correct and operate accurately
	
	
	

	Formulas – test the data to perform a manual set of calculations for all formulae in the solution. Thus you can easily identify formulae that have been incorrectly entered
	
	
	

	Data manipulation – test data that will highlight any errors in the manipulation process such as sorting, conditional formatting, creation of graphs 
	
	
	

	Data validation – check any validation rules established
	
	
	

	Data formatting – use test data which checks that the full range of data is catered for by the solution. For example, that column widths are appropriate; spacing is adequate throughout, etc
	
	
	


3.3 Documentation – this is TASK 2 on the Criteria sheet




8 marks
a) Use the storyboard and site plan templates to design on-screen user documentation. Your documentation should be a comprehensive guide on how to use the solution, what output is expected, troubleshooting, other. Use the checklist below to ensure that your user documentation is effective.

	Checkpoints
	(

	· Presentation is clear, attractive, easy to read, easy to follow, well set out, suitable for the person in the organisation who will have the task of maintaining and adding to the solution in the future
	

	· Any assumptions made a clearly stated at the start of the User Documentation
	

	· White space is used well
	

	· Language is appropriate for intended users
	

	· Font type and size are suitable
	

	· All important procedures to be followed are included
	

	· Security is adequately addressed
	

	· Instructions are in the correct order
	

	· Given useful ‘Tips’ and ‘Warnings’
	

	· Suggested what to do to prevent disasters being devastating
	

	· Instructions can be carried out easily by the intended users
	

	· Effectively used annotated illustrations
	

	· Simple and clear instructions – not complex and difficult
	

	· Tested the instructions as if you were a ‘basic user’ and made changes as a result
	


4. Evaluation – this is TASK 3 on the Criteria sheet




10 marks
Evaluate the solution against your criteria developed in 2 d).

Evaluate the ability of the solution and the user documentation to meet the needs of the organisation and enable its ongoing use by annotating them or explaining to indicate:

a. How the solution saves the organisation time and money

b. How easy it is for users to update information

c. How accurate the output is

d. How comprehensive (complete and relevant) the output is

e. How well the solution meets the information needs of the organisation

f. How well the solution improves the presentation and communication of the message

g. How the user documentation contains complete and accurate information
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