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Unit 337 Spreadsheet software 
 

UAN: J/502/4626 

Level: 3 

Credit value: 6 

GLH: 45 

Aim: This is the ability to use a software 
application designed to record data in rows 
and columns, perform calculations with 
numerical data and present information 
using charts and graphs.  
 
On completion of this unit a candidate 
should be able to select and use a wide 
range of advanced spread sheet software 
tools and techniques to produce, present 
and check complex and non-routine spread 
sheets.  
 
Spreadsheet software tools and techniques 

 
lation and 

outputting techniques will be complex and 
non-routine;  

to analyse and interpret the required 
information require complex and non-
routine knowledge and understanding (for 
example, data restrictions, data validation 
using formula, pivot tables, data maps); 
and 

setting up and developing the functionality 
of the spread sheet. 

 

Learning outcome 

The learner will: 
1. use a spreadsheet to enter, edit and organise numerical and other 

data 

Assessment criteria 

The learner can: 
1.1 identify what numerical and other information is needed in the 

spreadsheet and how it should be structured 
1.2 enter and edit numerical and other data accurately 
1.3 combine and link data from different sources 
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1.4 store and retrieve spreadsheet files effectively, in line with local 
guidelines and conventions where available. 

 

Learning outcome 

The learner will: 
2. select and use appropriate formulas and data analysis tools and 

techniques to meet requirements 

Assessment criteria 

The learner can: 
2.1 explain what methods can be used to summarise, analyse and 

interpret spreadsheet data and when to use them 
2.2 select and use a wide range of appropriate functions and formulas 

to meet calculation requirements 
2.3 select and use a range of tools and techniques to analyse and 

interpret data to meet requirements 
2.4 select and use forecasting tools and techniques. 

 

Learning outcome 

The learner will: 
3. use tools and techniques to present, and format and publish 

spreadsheet information 

Assessment criteria 

The learner can: 
3.1 explain how to present and format spreadsheet information 

effectively to meet needs 
3.2 select and use appropriate tools and techniques to format 

spreadsheet cells, rows, columns and worksheets effectively 
3.3 select and use appropriate tools and techniques to generate, 

develop and format charts and graphs 
3.4 select and use appropriate page layout to present, print and 

publish spreadsheet information 
3.5 explain how to find and sort out any errors in formulas 
3.6 check spreadsheet information meets needs, using IT tools and 

making corrections as necessary 
3.7 use auditing tools to identify and respond appropriately to any 

problems with spreadsheets. 
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Unit 337 Spreadsheet software 
Supporting information 

Guidance 
The learner should be able to and understand: 
 Enter and edit: 

 Insert data into single and multiple cells, clear cells, edit cell 
contents, replicate data, find and replace, add and delete rows 
and columns 

 Use absolute and relative cell references 
 Add data and text to a chart 

 
 Numerical and other information: 

 Numbers, charts, graphs, text, images 
 
 Spreadsheet structure: 

 Spreadsheet components (eg cells, rows, columns, tabs, pages, 
charts, ranges, workbooks, worksheets) 

 Structure, design and layout 
 
 Store and retrieve: 

 Save, save as, find, open, close 
 Open CSV file in spreadsheet application, save spreadsheet file as 

CSV 
 Templates 

 
 
 Analyse and manipulate: 

 Totals, sub-totals and summary data 
 Sorting and display order 
 Lists, tables, graphs and charts 
 Filter rows and columns 
 Judgment of when and how to use these methods 

 
 Functions and formulas: 

 Design of formulas to meet calculation requirements 
mathematical, statistical, financial, conditional logical functions 


