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Title: Spreadsheet Applications. 

Level: 1 

Credit value: 3 

GLH: 27 

Unique 
Reference 
Number: 

 
A/618/2889 

 
Sector 
Subject Area: 

 
 
15.2 Administration 
 
 

Aim: The aim of this unit is to provide learners with the skills and knowledge to 
understand how to use spreadsheet applications to create and 
manipulate worksheets for a range of purposes which could include 
education, entertainment, information sharing or work. 

Assessment 
Type: 

Assessment of this unit will be through the completion of a mandatory 
internally set and internally assessed portfolio of evidence. 

 

Learning outcomes 

The learner will: 

1. Be able to understand how to use spreadsheets to enter, edit and organise 
numerical and other data. 

Delivery content:  

The aim of this learning outcome is to provide the learners with the knowledge and skills 

to understand how to use spreadsheets to enter, edit and organise numerical and other 

data. 

 

The learner must: 

1.1 Identify what numerical and other information is needed and how the 

spreadsheet should be structured to meet requirements. 

1.2 Enter and edit numerical and other data accurately. 

1.3 Store and retrieve spreadsheet files, in line with local guidelines and 

conventions where available. 

2. Be able to understand how to use formulas and tools to summarise and display 
spreadsheet information. 

Delivery content: 
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The aim of this learning outcome is to provide the learners with the knowledge and skills 

to understand how to use formulas and tools to summarise and display spreadsheet 

information. 

 

The learner must: 

2.1 Use a variety of formulas to manipulate spreadsheet data. 

2.2 Use absolute referencing. 

2.3 Sort and filter data to more than one level. 

3.    Be able to understand how to select and use tools and techniques to present 
spreadsheet information effectively. 

Delivery content: 

The aim of this learning outcome is to provide the learners with the knowledge and skills 

to be able to understand how to select and use tools and techniques to present 

spreadsheet information effectively. 

 

The learner must: 

3.1 Select and use appropriate tools and techniques to format spreadsheet cells, 

rows and columns. 

3.2 Insert, delete and rename worksheets. 

3.3 Move and copy worksheets. 

3.4 Create and amend a chart including legends and axis labels. 

3.5 Select and use page layout to present and print spreadsheet information. 

3.6 Check information meets requirements, using spreadsheet tools and making 

corrections as necessary. 

 

 

Scope of Training 

 
The Scope of Training identifies areas that must be covered during the delivery of this 

unit. This is the minimum that is expected but tutors are expected to include other areas, 

knowledge of which will benefit their learners, based on location, types of work available 

and from the tutors own professional experience. 

 

 

Requirements 

2.1 Variety of formulas. • Formulas may include but are not limited to:   
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• SUM 

• AVERAGE 

• COUNT 

• MEDIAN 

• MIN 

• MAX 
 

• Additionally at this level the learner should be able to 
use the SUM function for subtraction. 

Learning Objective 2 and 
Learning Objective 3 

Spreadsheets should ‘meet requirements’ such as those set 
out by customers both internal and external or the 
requirements of the task as set by the tutor/assessor. 
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