	Unit Title: Spreadsheet Software Skills

	URN:  Y/505/1698
	
	

	Credit Value: 2
	
	

	Level: Entry Level
	
	



	

	Assessment Method
	Evidence Ref.
Page number, Method
	Assessor Decision
Sign and Date

	You must be able to: 

	1 Be able to enter and edit information in a spreadsheet

	1.1 Enter and edit information into a spreadsheet
	
	
	

	1.2 Store spreadsheet files effectively
	
	
	

	1.3 Retrieve spreadsheet files effectively
	
	
	

	2 Be able to use formulae and tools

	2.1 Identify how to summarise and display information in a spreadsheet
	
	
	

	2.2 Use spreadsheet formulae and tools to summarise data and process information
	
	
	

	3 Be able to use tools and techniques to present spreadsheet information

	3.1 Use appropriate tools and techniques to format spreadsheet:
(a) cells
(b) rows
(c) columns
	
	
	

	3.2 Identify the chart or graph type that they will use to display information
	
	
	

	3.3 Use appropriate tools to generate a chart or graph
	
	
	

	3.4 Select a page layout to present and print spreadsheet information
	
	
	

	3.5 Check spreadsheet information using IT tools making corrections as appropriate
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Assessor sign off of completed unit:
I confirm that the learner has met the requirements for all assessment criteria demonstrating knowledge and skills for this unit. 
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