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	Cellular
	


Assessment Process Flow


Agreed Assessment Plan

	Candidate's Name: 
	

	Assessor's Name:
	

	Standard Title:
	Using a Graphical User Interface (GUI)-based spreadsheet application, enhance the functionality and apply graph /charts to a spreadsheet 

	EVENT
	DATE, TIME AND LOCATION
	RESOURCES REQUIRED
	EVIDENCE TO BE GENERATED

	Attend Training
	
	Training material, equipment as specified 
	Attendance Register

	Complete formative assessment
	
	Formative workbook
	Completed formative workbook

	Complete summative assessment
	
	Summative workbook
	Completed knowledge questionnaire


Signature of Candidate: 
______________________________

Signature of Assessor: 
______________________________


Date: 



______________________________


SECTION A: FORMATIVE ASSESSMENT
Answer the following questions;
Question 1 (SO 1, AC 1)

Identify the purpose and use of the following types of graphs,

· Pie chart

· Bar graph

· Scatter graph

· Line graph










(12)

Question 2 (SO 2, AC 1, AC 3)

I. Describe the process of importing external data to a spreadsheet.



(3)

II. Why is it important to check external data file before importing them to a spreadsheet?
(2)

Question 3 (SO 1, AC 2)

Outline the steps of creating a graph using a set of data in Microsoft excel 2010. 


(6)

Question 4 (SO 1, AC 4)
Outline the steps that one can use to change the chart type of a graph in a worksheet.

(4)

SECTION B: SUMMATIVE ASSESSMENT
Complete the following tasks in the presence of the assessor.
Task 1 (SO 1, AC 2, AC 3, AC 4, AC 5, AC 6, AC 7)
Use the following End User Computing test results for Thabo and attempt the following tasks;
	Thabo
got 80% (Subject F, 60% (subject A), (Subject C) 90% (Subject D) ,76% (subject B), 60% (Subject E)




Demonstrate the following;

I. Open Ms Excel 2010 application

II. Enter the above data in the worksheet. The table must appear as follows;
	
	Subject A
	Subject B
	Subject C
	Subject D
	Subject E
	Subject F

	Thabo
	
	
	
	
	
	


III. Create a Bar chart (stacked column) using the data 

IV. Add graph title: Thabo’s results

V. Change the background colour to dark grey

VI. Add the x-axis title: subjects and y-axis percentage mark attained.

VII. Move the graph 10 column from its current location.

VIII. Copy and move the graph to a new worksheet.

IX. Increase the size of the graph both vertically and horizontally.

X. Change the graph type from the bar chart to a pie chart.

XI. Delete the graph from the worksheet.

XII. Click undo and save the worksheet as ‘End User Computing’
XIII. Close the program

NOTE:

· This task must be done in the presence of the facilitator or assessor.

· The facilitator or assessor must use the attached observation checklist to assess the learners.

Task 2 (SO 2, AC 1, AC 2, AC 3, AC 4)
Your assessor of facilitator shall give you a set of data in Ms Word 2010 to export to Ms Excel 2010. The data must be in a table format.

Demonstrate the following;

I. Checking the external file to ensure the data will achieve the best results.

II. Determine the format of the file to ensure correct input into the spreadsheet.

III. Input the data from Ms Word 2010 to Ms Excel 2010.

IV. The resulting table must meet the specifications given by the assessor or facilitator.

V. Save the worksheet as ‘task 2’

VI. Close the programme.

NOTE:

· This task must be done in the presence of the facilitator or assessor.

· The facilitator or assessor must use the attached observation checklist to assess the learners.

Project 3 (SO 3, AC 1, AC 2, AC 3)
Your assessor shall save images, and pictures in your computer. Ask the facilitator to check if all pictures and images have been saved.  Demonstrate the following;

I. Open Ms Excel 2010 program

II. Insert an object from clipart into the spreadsheet.

III. Insert a picture from pictures ‘my documents’ into the spreadsheet.

IV. Create an autoshape in the spread sheet (Notched Right Arrow)

V. Using the drawing tools, draw a simple car in the spreadsheet.
VI. Increase the size of the object, picture and the autoshape.

VII. Save the worksheet as ‘Task 3’

NOTE:

· This task must be done in the presence of the facilitator or assessor.

· The facilitator or assessor must use the attached observation checklist to assess the learners.

	NAME 1: ……………………………………….

COMPANY…………………………………..

ID……………………………………………..


	EVALUATION CHECKLIST

DATE:

TIME: 

TASK NO: 1-5


	EVALUATION CRITERIONS
	MET REQUIREMENTS
	DID NOT MEET REQUIREMENTS
	COMMENTS OR ACTION REQUIRED

	TASK 1
	
	
	

	CREATING AND EDITING A GRAPH


	
	
	

	Ability to open Ms Excel 2010 
	
	
	

	Ability to enter data in a table 
	
	
	

	Ability to create a bar chart
	
	
	

	Ability to add graph title
	
	
	

	Ability to change the background colour
	
	
	

	Ability to add x-axis and y axis titles
	
	
	

	Ability to move the graph within the worksheet
	
	
	

	Ability to move the graph to a new worksheet
	
	
	

	Ability to increase the size of the graph
	
	
	

	Ability to change the graph type from a bar chart to a pie chart
	
	
	

	Ability to delete the graph from a worksheet
	
	
	

	
	
	
	

	TASK 2
	
	
	

	LOADING DATA FROM AN EXTERNAL DATA SOURCE TO A GIVEN SPREADSHEET


	
	
	

	Ability to check the external data file to ensure that the input into the spreadsheet will achieve the desired result
	
	
	

	Ability to determine the format of the input file to ensure correct input into the spreadsheet. 
	
	
	

	Ability to copy the external file to the spreadsheet 
	
	
	

	The resulting spreadsheet meets the requirements of the assessor or facilitator
	
	
	

	
	
	
	

	TASK 3
	
	
	

	COPYING DATA INTO SPREADSHEET


	
	
	

	Ability to insert an object from clipart
	
	
	

	Ability to insert pictures from my document 
	
	
	

	Ability to create autoshape.
	
	
	

	Ability to use drawing tools to create a car
	
	
	

	Ability to increase and decrease the size of the object, picture and the autoshape
	
	
	


	GENERAL COMMENTS:

	

	Date……………………..
	Time started………………..
	Time completed……………….



	FACILITATOR NAME

………………………………
	FACILITATOR SIGNATURE

…………………………………….
	ASSESSOR ENDORSEMENT

(SIGNATURE)

………………………………….
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  USING A GRAPHICAL USER INTERFACE (GUI)-BASED SPREADSHEET APPLICATION, ENHANCE THE FUNCTIONALITY AND APPLY GRAPH /CHARTS TO A SPREADSHEET  


116943


NQF LEVEL: 4, CREDITS: 3


NOTIONAL HOURS: 30








ASSESSMENT INSTRUMENT








Assessment Plan agreed by candidate & completed by the assessor before the actual assessment





Knowledge Questionnaire conducted as per the Assessment Plan





Observation conducted as per the Assessment Plan





Portfolio of Evidence compiled as per the Assessment Plan








A detailed Assessor Report compiled & forwarded for Moderation





Record of Learning Updated





Appeal form completed by the candidate in the event of dispute





Feedback Report Completed by Assessor & individual feedback given to the candidate





Assessment Results Moderated





Action Plan Completed by Assessor





All records & evidence filed





Completed Assessor Report / Moderator Report / Record of Learning 





Approval & Certification obtained 





Certificate of Competencies issued to successful candidates





Register candidates on the Learner Record Database





Portfolio of Evidence submitted as per the Assessment Plan
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