Spreadsheet Checklist
	Pass
	Merit
	Distinction

	Design



	Create a basic design for a spreadsheet in line with user requirements
	Create a design for a spreadsheet in line with user requirements
	Create a detailed design for a spreadsheet in line with user requirements

	The design will include the basic layout,  Cell formats, and formulas including at least 2 +,-,*,/
	The design will include details of the layout,  Cell formats, and formulas including at least 2 +,-,*,/
	The design will include comprehensive details of the layout,  Cell formats, and formulas including at least 2 +,-,*,/ and brackets


	The spreadsheet will have functions from at least 2 different categories

	The spreadsheet will have functions from at least 3 different categories
	The spreadsheet will have functions from at least 4 different categories

	Relative Cell references will be used.  Not all choices will be appropriate

	Relative or absolute Cell references will be used.  Most choices will be appropriate


	Relative or absolute Cell references will be used.  All choices will be appropriate

	Create



	Create a functional Spreadsheet


	Create a functional Spreadsheet
	Create a functional Spreadsheet

	The spreadsheet contains only 1 sheet

	The spreadsheet contains more than 1 sheet
	The spreadsheet contains more than 1 linked sheet

	Spreadsheet has text, background colour and cell borders.  These may not show the different types of cell in the most helpful way
	Spreadsheet has text, background colour and cell borders to distinguish between different types of cells(e.g. cells to input data, cells which automatically calculate)
	Spreadsheet has text, background colour and cell borders to distinguish between different types of cells(e.g. cells to input data, cells which automatically calculate)

	Adjust Row heights or column widths and merge cells
	Adjust Row heights or column widths, hide and show rows and merge cells

	Adjust Row heights or column widths, hide and show rows and merge cells

	Set the direction of text



	Set the direction of text
	Set the direction of text

	
	Wrap text



	Wrap text

	Add at least 1 example of help for the user e.g. instruction on the sheet, cell comment, input message, Validation.  This may not be high quality


	Add help for a new user.  This help will include at least 1 cell comment and appropriate validation in at least 1 row/column
	Add sufficient help to help a beginner use it with ease.  Suitable cell comments will be used and validation with useful feedback to users.

	
	Use conditional formatting


	Use conditional formatting to make the output clearer

	
	
	Set cells for input from a drop down list




	
	
	Use worksheet protect to prevent a user changing/deleting formulas

	Sort Data and use Simple Filters



	Sort Data using 1 field



	Sort Data using 2 fields
	Sort Data using 2 fields

	Filter Data using 1 field



	Filter Data using 2 fields
	Filter Data using 2 fields

	
	
	Customise at least 1 filter




	Carry out modelling activities using a Spreadsheet



	Change variables and make simple predictions
	Change variables and make predictions and/or decisions
	Change variables and make suitable predictions and/or decisions

	
	Write about your investigation and results



	Write about your investigation and results

	Analyse Data using Graphs and Charts



	Create 2 Charts



	Create 1 example of each type of graph, line, pie, and bar.  At least 1 should compare values
	Create 1 example of each type of graph, line, pie, and bar.  At least 1 should compare values

	
	Graphs should have appropriate titles and axis labels



	Graphs should have appropriate titles and axis labels

	Create Macros to automate procedures in a Spreadsheet



	Record a Macro to automate 1 task



	Record 2 Macros to automate a sequence of tasks
	Record 2 Macros to automate a sequence of tasks

	Enable the macro to be run by a keyboard shortcut or button on the toolbar



	Enable the macro to be run by a keyboard shortcut or button on the toolbar
	Enable the macro to be run by a keyboard shortcut or button on the toolbar

	Access Macro code and print it out


	Access Macro code and print it out
	Access Macro code and print it out

	
	Describe what the Macro does and how it can be run



	Describe what the Macro does and how it can be run.

	
	
	Annotate the code to show the functions of at least 3 items of the code 





