Y11 | Information Technology in Action
Preparation for Unit 1 – Outcome 1
Select data from data sets, design solutions and use a range of spreadsheet functions to develop solutions that meet specific purposes.
Nature of Task

Select data from data sets, design solutions and use a range of spreadsheet functions to develop solutions that meet specific purposes.

Scope of Task
Software:  Microsoft Excel

Date: TBA
Time: 6 Periods
Key skills 

These skills include the ability to:

· Identify data required for particular purposes
· Select graphic representations appropriate to the purposes of creating solutions

· Select and apply appropriate design tools to represent solution designs, including the presentation

of information

· Use spreadsheet software, and select and apply functions, formats, conventions, data validation and testing techniques to efficiently manipulate data and produce effective graphic representations

· Explain why the solutions, including graphic representations, are suited to the purposes.
The Task
Design
Select and apply appropriate design tools to represent the solution including any chart/s:
a) Data structure table (Table in Word)
b) Spreadsheet – P29 (Clean spreadsheet with grid, column/row headings)
c) Charts – P29 (Clean spreadsheet with gridlines, column/row headings)
Development

1. Using your designs, develop a solution that meets the client’s needs.
1. Annotate the solution to illustrate the software tools and functions used to process data. In your output, you must demonstrate most of the following functions. (Clean printout of all your solution including gridlines, column/row headings)
a) conditional formatting

b) formulae including simple functions (sum, average, maximum, minimum, count), conditional statements and lookup tables

c) cell protection

d) graphs

e) insert notes/comments

f) macros

g) relative and absolute cell references

h) naming a range
i) electronic validation

j) sheet referencing

k) formatting/layout

2. Ensure that your spreadsheet follows the accepted formats and conventions.
Testing
All formulas and charts need to be tested to ensure all output is accurate.  
Clearly annotate your printouts showing all testing.

Submit one annotated printout for each worksheet and chart/s. (Clean printout of all your solution including gridlines, column/row headings)
Evaluate

Explain why the solution meets the needs of the client.
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