OCR Level 2 Nationals in ICT - Unit 6: Spreadsheets – Design and use

Candidate Name:_________________________________  Form _______

	
	Pass

	A01 – Task 1a

User Needs
	A1   Identified and described the User's needs.
	

	A01 – Task 1b

Design a Spreadsheet
	A1   produced a basic design for a spreadsheet in line with identified user requirements. Some choices may not be appropriate.   
	

	
	A2   The design includes basic details of spreadsheet layout and cell formats 


	

	
	A3   The design includes formulae including at least two of +, -, * and /    
	

	
	A4   The design includes different functions from at least two categories 

Category: ___   Function:______   

Category: ___   Function:______   


	

	
	A5   Relative cell referencing has been used. 

	

	1. Arithmetic and statistical: SUM, AVERAGE, MAX, MIN, MEDIAN, MODE, COUNT, COUNTIF 

2. Mathematical/trigonometric: SIN, COS, TAN, LOG, POWER, RND 

3. Rounding: INTEGER, ROUNDUP and ROUNDDOWN, TRUNC 

4. Logical: IF, AND, OR and NOT, including nested IF statements 

5. Lookup: VLOOKUP, HLOOKUP, MATCH 

6. Reference: ROW, COLUMN 

7. Text: LEFT, MID, RIGHT, LEN, VALUE, TEXT, CONCATENATE, FIND 

8. Date and time: TODAY, NOW, YEAR, MONTH, DAY 
	

	A02 – Task 2

Create a spreadsheet
	A1   The spreadsheet contains at least 1 sheet.   
	

	
	A2   Use text and background colour and cell borders. 
	

	
	A3 Adjust row height or column width 

merge cells 
	

	
	A4   Set the direction of text in a cell. 
	

	
	A5 Add an instruction or a cell comment on the spread sheet  
	

	Task 3

Sorting & Filtering the spreadsheet
	A1   Sorted the data using one field  

	

	
	A2   Filtered data using one field   
	

	Task 4

Changing variables & making predictions
	A1 - made two simple predictions   
	

	
	A2 - changed variables in the spreadsheet  
	

	
	A3 – described the outcome of your predictions 
	

	A05 – Task 5

Analyse data using appropriate graphs/charts
	A1   Created a suitable pie chart using your spreadsheet and given it a title   
	

	
	A2   Created a bar chart using your spreadsheet and given the chart a title, and labelled the axis   
	

	AO6 – Task 6

Create macros to automate procedures a spreadsheet
	A1 Recorded a Macro to automate at least 1 task   
	

	
	A2   Assigned a keyboard shortcut   
	

	
	A3   printed out the Macro code   
	


