
	
	IT2000 Office: figures and charts
	Suggested portfolio items

	1
	Calculations and forms
	

	1.1
	Select and open the most appropriate application for a task
	Observation sheet

	1.2
	Arrange information in a spreadsheet or table
	profits, reviews, exams, staff list

	1.3
	Create a form or document to which data can be added with automatic totalling or other simple calculation
	tea club, profits, reviews, exams, (with formulae print outs)

	1.4
	Store blank or master forms for future use
	Observation sheet

tea club, invoice master sheet print outs showing layout and formulae

	1.5
	File completed items appropriately
	Observation sheet
Screen print of folders and contents

	1.6
	Apply appropriate numeric formats to data
	tea club, profits

	2
	Graphs and charts
	

	2.1
	Select and open the most appropriate application for the task
	Observation sheet

	2.2
	Create a summary of data, from information supplied, in the form of charts and graphs
	profits, tea club, staff list, Course Report

	2.3
	Add appropriate titles, labels and axis titles to charts
	profits, tea club, staff list, Course Report

	2.4
	Delete a chart
	Observation sheet

print outs of sheets with and without

	2.5
	Save a chart to a file in a given location
	Observation sheet
Screen print of folders and contents

	2.6
	Select the most appropriate type of chart for display of different types of data
	Observation sheet

Bar, pie and line graphs for various tasks
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