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Introduction 
This module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level QQI major or special purpose award.  

The educator [footnoteRef:1]should familiarise themselves with the information contained in Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme prior to delivering this module.  [1:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


The module is structured as follows: 
	1. Title of Module 

	2. QQI Component Title and Code 

	3. Credit Value of module

	4. Duration in hours

	5. Status 

	6. Special Requirements 

	7. Aim of the Module 

	8. Objectives of the Module 

	9. Minimum Intended Module Learning Outcomes (MIMLOs)

	10. Content
a. Indicative Content
b. Suggested Methodologies for Delivery
c. Suggested Resources

	11. Assessment 
a. Assessment Techniques 
b. Mapping of MIMLOs to Assessment Techniques 
c. Guidelines for Assessment Activities 
d. Eligibility for Certification  

	12. Grading 

	13. Learner Marking Sheet(s) 
Assessment Criteria

	Appendices
a. Suggested Content for Delivery
b. Sample Assessment 
c. Assessment Rubric
d. Sample Specific Learning Marking Sheet for Examination – Practical 
e. Sample Practical Exam Resource



Integrated Delivery and Assessment 
Where this module is delivered as part of a major or special purpose award the educator is encouraged to integrate the delivery of content where an overlap between MIMLOs of this module and one or more modules is identified. 
 
Likewise, the educator is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one module. 
1.       Title of Module
Spreadsheets
2.       Component Name and Code
Spreadsheets 6N4089
3.       Credit Value
15 Credits 	
4.       Duration in Hours
150 hours (typical learner effort includes both directed and self-directed learning)
5.       Status
This module can be delivered as a stand-alone minor award or as part of a relevant full CAS major or special purpose award.  

In some major and special purpose awards this module is mandatory and in others it offered as an elective. Educators should check Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme to confirm the status. 
6.      Specific Validation Requirements
Personal Computers with internet access and suitable spreadsheet software
7.      Aim of the Module
This module aims to equip the learner with an in-depth working knowledge, advanced skills and competence to create and modify spreadsheets using a wide range of advanced spreadsheet features and working independently or within a supervisory capacity. 
8.       Objectives of the Module 
· To facilitate the learner to develop an advanced understanding of spreadsheet concepts and their range of applications; exploring common uses for spreadsheets in business and other activities. 
· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to spreadsheets.
· To facilitate the learner to gain extensive practical skills to create spreadsheets from design specifications and thereby implement and evaluate a spreadsheet under time constraint.
· To enable the learner to exercise substantial personal autonomy and responsibility for his/her own learning.
9. 	Minimum Intended Module Learning Outcomes (MIMLOs)
On completion of this module learners will be able to: 	
	Minimum Intended Module Learning Outcomes (MIMLOs) of Level 6 Spreadsheets
	Mapped to QQI component specification for the minor award

	1. Implement design principles to create spreadsheets that meet advanced specifications by using a broad range of features
	LO 1 & LO 8

	2. Analyse data in a spreadsheet, critically assessing spreadsheet suitability and recommend improvements for the required purpose
	LO 5, LO 6, LO 9 & LO 10

	3. Use data manipulation capabilities to enhance usability of spreadsheets 
	LO 3 & LO 7

	4. Customise spreadsheets with an optimal use user interface, creating and applying complex automations
	LO 2 & LO 4




10a.	Indicative Content  
 
The indicative content in Section 10 does not cover all teaching/instructing possibilities and is not intended to be prescriptive. The educator is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The educator is free to use other examples, as appropriate. The indicative content ensures all MIMLOs are addressed but it may not follow the same sequence as that in which the MIMLOs are listed in Section 9. It is the educator's responsibility to ensure that all MIMLOs are included in the delivery of this module. 

Educators delivering this module as part of a CAS Major or special purpose award should ensure that the content is focused on the specific vocational field of learning of the target award.  

MIMLO 1:  Implement design principles to create spreadsheets that meet advanced specifications by using a broad range of features. 

· Describe spreadsheet design principles; could include
· Spreadsheet requirements analysis, solution design, data inputs, processing requirements, worksheet layout, data formats, expected results and output, implementing the design, producing/printing/displaying and evaluating the produced spreadsheet 
· Design a spreadsheet to meet an advanced specification; could include 
· Implementing a comprehensive range of spreadsheet features to produce the required outcome for advanced specifications
· Cell comments, linking and importing, lists, names, outlines, scenarios, sorting, templates etc. 

MIMLO 2:  Analyse data in a spreadsheet, critically assessing spreadsheet suitability and recommend improvements for the required purpose. 

· Assess the suitability of using a spreadsheet to achieve a given requirement and analyse the spreadsheet data for the required purpose; could include 
· Graphics, 2D and 3D chart types embedded and to separate worksheets and modifying charts, graphics and pivot tables 
· Listing, filtering (advanced, extraction filtering etc.), grouping and sorting of rows, columns, worksheets and workbooks.

· Critique spreadsheets created and created by others to include recommendations for any required changes; could include 
· Cell comments; create, display, edit and delete comments on spreadsheet suitability etc.
· Debug spreadsheet errors, formula auditing, analyse data, pivot tables, charts, graphics
· Auditing, tracing precedents, dependents and errors

MIMLO 3:  Use Data Manipulation capabilities to enhance usability of spreadsheets. 

· Use advanced application-provided data manipulation capabilities; could include 
· Input formulas using relative, absolute and mixed cell referencing
· Date and time, H Lookup, V Lookup, X Lookup, mathematical, logical, Text and Statistical functions
· [bookmark: _Int_B0RHancF]Nested and Compound Logical functions with a logical operator And, Or or Not
· Enhance spreadsheet usability; could include 
· Worksheet and cell protection, restricting data entry, data validation, alignments, formatting and conditional formatting

MIMLO 4:  Customise spreadsheets with an optimal use user interface, creating and apply complex automations. 

· Customise the user interface; could include 
· Optimise application usability by creating default file locations (physical and virtual), saving using a number of different formats and templates, customising toolbars, customising window display, creating custom menus, showing and hiding rows and columns, hide and unhide formulas, hide and unhide worksheets and workbooks, freezing panels, showing and using multiple and split windows 
· Automate tasks; could include
· Creation, execution, and management of complex automation processes e.g. macros, functions and the function wizard, use of names or ranges in formulas, auto filling and replicating in worksheets, workbooks and between workbooks, importing, exporting and linking worksheets, workbooks, hyperlinks and applications etc.  
· Cloud/online features, shared user access to spreadsheets, comments to assign tasks and automating notification emails



10b. Suggested Methodologies for Delivery 
Educators are encouraged to be creative with their methodologies for module delivery for the benefit of the class group, below are suggested methodologies but others can also be identified and used. 

· Face to Face classroom-based learning 
· Practical Demonstrations 
· Research Activity/Real World Examples
· Problem Based Learning; using helpful solution facilities where appropriate
· Simulated Work Environment
· Instructional lecture 
· Video/Digital Medias/Podcasts
· Self-Direct Learning 
· Flipped Classrooms
· Supported Tutorials
· Blended Learning subject to local governance

Other suitable and creative activities as appropriate to the learner group can be used; and should be adapted to suit the context of an overall award (vocational area).
[bookmark: Bookmark1]10c. Suggested Resources
Suggested books 
· [bookmark: _Hlk193198405]Further Education Support Service and Education and Training Boards Ireland (2019) Referencing handbook for the FET sector. Available from
https://www.fess.ie/images/stories/ResourcesForTutors/Referencing_Handbook_files/Referencing_Handbook_February_2019.pdf  [accessed 10 June 2024]

· Further Education Support Service and Education and Training Boards Ireland (2019) Academic writing handbook for learners in the FET sector. Available from
https://fess.ie/images/stories/ResourcesForTutors/AcademicWritingHandbookForLearnersInTheFETSector.pdf [accessed 10 June 2024]. 

Suggested web resources 

	Organisation / Author 
	Resource
	Web location  

	ETBI Library 
	Referencing guide
	https://library.etbi.ie/referencing 

	ETBI Library 
	Academic integrity guide 
	https://library.etbi.ie/ld.php?content_id=34423196 

	ETBI Library 
	Support material for Spreadsheets Level 6 module 
	ETBI library 

	ETBI Library
	Universal Design in Learning and Assessment
	UDL - Document Library - LibGuides at Education and Training Boards Ireland, ETBI 

	ETBI Library
	Teaching and Learning 
	Teaching & Learning - Document Library - LibGuides at Education and Training Boards Ireland, ETBI 




11a. Assessment Techniques 
To demonstrate that learners have reached the standards of knowledge, skill and competence identified in all the MIMLOs, the following assessment techniques are used to assess learners:

1. Examination – Practical:  	60%
2. Project: 			40%

The rationale for the selection of the assessment techniques is:

Examination – Practical:  An examination provides a means of assessing a learner's ability to recall and apply knowledge, skills and understanding within a set time period for this assessment of two hours.  A practical examination assesses specified practical skills demonstrated with clearly specified conditions.  The examination will be completed over two hours divided into three tasks; assessing the knowledge, skill and competence needed to use Spreadsheets with a weighting of 60%.  The learner will be assessed on MIMLO 1, MIMLO 2, MIMLO 3 and MIMLO 4.

Project: A project is a response to a brief devised by the assessor; it is usually carried out over an extended period of time.  Projects may involve research, require investigation of a topic, issue or problem or may involve a process such as a design task, performance or practical activity or production of an artefact or event.  The project will be completed over 40 hours self-directed learning in duration; assessing the knowledge, skill and competence needed to use spreadsheets.  The learner will be set a project brief worth 40 marks with 3 sections in the project brief; assessing MIMLO 1, MIMLO 2, MIMLO 3 and MIMLO 4. 

Learners need to be provided with the opportunity to complete the assessments, and it is the assessor's responsibility to devise assessment instruments (e.g. project and assignment briefs, examination papers, etc.), and marking schemes, consistent with the assessment techniques and assessment criteria identified below. Assessment briefs should be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate.  Assessment evidence can be submitted to assessor or uploaded to VLE/LMS e.g. Moodle 

Where this module is being delivered as part of a CAS major or special purpose award, the educator is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module.

The assessor must ensure all MIMLOs are assessed, and learners must achieve all MIMLOs to pass the assessments.    


11b. 	Mapping of MIMLOs to Assessment Techniques 
To ensure that the learner is facilitated to demonstrate the achievement of all MIMLOs, each minimum intended learning outcome is mapped to one or more assessment technique(s). This mapping should not restrict an educator from taking an integrated approach to assessment. 

	Minimum Intended Module Learning Outcome 
	Assessment technique/s

	1. Implement design principles to create spreadsheets that meet advanced specifications by using a broad range of features 
	Project
Examination – Practical

	2. Analyse data in a spreadsheet, critically assessing spreadsheet suitability and recommend improvements for the required purpose 
	Project 
Examination – Practical

	3. Use Data Manipulation capabilities to enhance usability of spreadsheets 
	Project 
Examination – Practical 

	4. Customise spreadsheets with an optimal use user interface, creating and applying complex automations.
	Project 
Examination – Practical



The original learning outcomes, outlined in the component specification have been mapped to the Minimum Learning Outcomes (MIMLOs) listed above.  Therefore, learners will be assessed on, and must achieve these MIMLOs, rather than the original learning outcomes.


11c.   Guidelines for Assessment Activities 

	Assessment Technique 1
Examination – Practical:   60%

Guidelines for assessors:
The Practical Examination shall be two hours in duration. The learner will undertake a practical examination in creating, editing, organising, saving/displaying spreadsheets and creating visual representations of data e.g. charts.  Please refer to MIMLO 1, MIMLO 2, MIMLO 3 and MIMLO 4 for assessment purposes when devising the practical examination paper.  All instructions for the learner must be clearly outlined in the assessment paper. 

All instructions for the learner must be clearly outlined in the assessment paper.   Assessment evidence can be submitted to assessor or uploaded to Virtual Learning Environment (VLE)/Learning Management System (LMS) e.g. Moodle.  Paperless classrooms will present all evidence digitally; evidence for this assessment technique can take the form of hard copy and digital.

The assessor is required to devise assessment briefs and marking schemes for the Examination - Practical.  In devising the assessment briefs care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the MIMLOs.   MIMLOs must be assessed and MIMLOs must be achieved: The learner is eligible for certification because they have demonstrated achievement of all MIMLOs.

The learner will undertake a practical examination of two tasks to provide evidence of the following:

Task 1:  25 Marks
Data inputted accurately
Cells accurately formatted
Formulas accurately applied
Count If accurately applied
Sum If accurately applied
Compound If accurately applied
Lookup function accurately applied
Sort on multiple column/rows applied
Graph/Chart accurately produced  
 
Task 2:  35 Marks
Open an Existing Spreadsheet
Items added
Depreciation
Conditional formatting
Validation checks
Pivot table
Import
Error and tracing precedents
Recommendations
Customise and upload

Assessment briefs should be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate.  Paperless classrooms will present all evidence digitally; evidence for this assessment technique can take the form of printed and/or digital. Assessment evidence can be submitted to assessor or uploaded to VLE/LMS e.g. Moodle.

Assessment Technique 2
Project:   40% 

Guidelines for assessors:
The project shall be 40 hours self-directed learning in duration. The learner will be set a Project Brief worth 40 marks; with 3 sections to the Project Brief.  Design (15 Marks), Implementation (20 Marks) and Modifications (5 Marks). Please refer to MIMLO 1, MIMLO 2, MIMLO 3 and MIMLO4 for assessment purposes when devising the project assessment paper.  

All instructions for the learner must be clearly outlined in the assessment paper. The assessor may observe a sample of formula and functions construction during creation or submission. Assessment evidence can be submitted to assessor or uploaded to Virtual Learning Environment (VLE)/Learning Management System (LMS) e.g. Moodle.  Paperless classrooms will present all evidence digitally; evidence for this assessment technique can take the form of hard copy and digital.

DESIGN (15 marks)
Project design clearly described
Demonstrate common spreadsheet usability features
Detailed specifications for: Input data
Processing 
[bookmark: _Int_XNYLatRp]Mathematical Functions - +,-,*, / 
Simple If / Count If / Sum If 
Statistical formulas – Max, Min, Count
Output data - Type up column name, formulas, explanation & give example
Detailed specifications of format for all data – specify column/field name will be formatted, aligned & the ranges involved 
Design for a data capture form & the screen layout – ensure headings match those on worksheets

IMPLEMENTATION (20 marks)
Data & labels accurately inputted
Four mandatory processing features applied:
Pivot or graph/chart
Automated techniques
Formulas, functions and features; accurately validated
Lookups & text functions
Nested & compound ifs
Six other processing features applied:
Worksheets & workbooks linked appropriately and managed effectively
Formulas must use relative/absolute/and mixed cell addressing
Use custom and advanced sorts on multiple columns/rows to display information effectively
Use advanced filtering
Use of Date/Time functions
Use of Financial (depreciation) functions
Use of comments and naming cells/ranges
Spreadsheet accurately saved (with protection)
Output*of entire spreadsheet formatted appropriately 
Output* of spreadsheet with formula 
Output*of spreadsheet after a variable has been changed
[bookmark: _Int_eMNLX0nG]*Output example not limited to: print, publish, screen clip evidence etc. 

MODIFICATIONS/IMPROVEMENTS (5 marks)
Suggest 2 modifications or improvements to the original design.  (Could Include passwords/ security/validation checks as example).

The assessor is required to devise assessment briefs and marking schemes for the Spreadsheet Project.  In devising the assessment briefs care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the MIMLOs:  The learner is eligible for certification because they have demonstrated achievement of all MIMLOs.

Assessment briefs should be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate.  Paperless classrooms will present all evidence digitally; evidence for this assessment technique can take the form of printed and/or digital. Assessment evidence can be submitted to assessor or uploaded to VLE/LMS e.g. Moodle.



11d. Eligibility for Certification

The learner is eligible for certification because they have demonstrated achievement of all MIMLOs.
12. Grading

Distinction:  		80% - 100%  
Merit:  			65% - 79% 
Pass:  	 		50% - 64% 
Unsuccessful: 	 	0% - 49% 
 
At levels 4, 5 and 6 CAS major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.


13. Assessment Criteria - Learner Marking Sheet(s)

	Individual Learner Marking Sheet 
Spreadsheets 6N4089
	Learner Name: 
 

	Assessment Technique: 
Examination - Practical 60%
	Maximum Mark 
	Learner Mark 

	
Assessment Criteria:
 
Task 1 
 
· Data inputted accurately
· Cells accurately formatted 
· Lookup function Accurately Applied 
· Compound If accurately applied 
· Formulas accurately applied 
· Sort applied 
· Filter applied 
· Count If accurately applied 
· Sum If accurately applied 
· Grap/Chart accurately produced 
 
Task 2 
 
· Question 1 
· Question 2 
· Question 3 
· Question 4  
· Question 5 
· Question 6 
· Question 7 
· Question 8  
· Question 9 
· Question 10 
 
	

 
25 Marks 
 
 
 

 
 
 
 
 
 

 
35 Marks
	 

	Total Mark 
	60
	 

	 

	External Authenticator’s Signature: 
 
	 
	Date: 
	






	
Individual Learner Marking Sheet 
Spreadsheets 6N4089 
	Learner Name: 


	Assessment Technique: 
Project 40%
	Maximum Mark 
	Learner Mark 

	
Assessment Criteria:

DESIGN 
· Project design clearly described
· Demonstrate common spreadsheet usability features
· Detailed specifications for: 
· Input data
· Processing 
· Output data
· Detailed specifications of format for all data
· Design for a data capture form & the screen layout
  
IMPLEMENTATION
· Data & labels accurately inputted 
· All of the four mandatory processing features applied
· Least six other processing features applied
· Spreadsheet accurately saved
· Printout/Display of entire spreadsheet formatted appropriately
· Printout/Display of spreadsheet with formulas shown 
· Printout/Publication of spreadsheet after a variable has been changed
 
MODIFICATIONS/IMPROVEMENTS 
· Suggest 2 modifications or improvements to the original design
	 



15 Marks 











20 Marks













5 Marks 


	 

	Total Mark 
	40
	 

	

	External Authenticator’s Signature: 
 
	 
	Date: 
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