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SCENARIO: 

You are working as an administative assistant in a small sales office.  A review of business running costs is being done which you will be helping out with.  One aspect that needs review is power usage.  Your manager is responsible for finding out if any savings can be made by reducing or changing how ICT is used in the offices.  You will be working with your manager and a colleague to survey and analyse data to present to other managers.
ITQ EVIDENCE REVIEW FORM
After you complete this exercise you should try to complete the ITQ Evidence Review Form.  

Blank Evidence Review Forms (ERF), guidance sheets and examples are available from ITQ page of the BRC Student resources website or if internet access is unavailable please ask your tutor.
TASK 1 – Design and Format a Basic Spreadsheet
Your manager wants to create a table that can be printed out for a colleague.  The manager has your colleague to undertake a survey and record information relating to the power usage for the current items (assets) used in the department.
1) Create a new spreadsheet.  

2) Set the page orientation to landscape.  Set Left and Right page margins to 1.40cm
3) Create the following basic layout for a spreadsheet using Arial 12 font:
a) In Cell [A1] enter the heading: IT EQUIPMENT - POWER CONSUMPTION 

b) On [row 3] enter the following 6 column headings:
ASSET TYPE; UNITS; AVERAGE STANDBY AMPS; AVERAGE STANDBY POWER FACTOR; AVERAGE OPERATIONAL AMPS; AVERAGE OPERATIONAL POWER FACTOR

c) In the first and second columns enter the following ASSET TYPES and number of UNITS (show in brackets) :
ERGO DESKTOP (4); DELL OPTIPLEX 760(5); DELL D630(6); HP NX7300(5); HP 615(6); ZOOSTORM SFF(4); HP SERVER(1); HP DC5700(3); HP PRINTER(1); OKI PRINTER(1); DELL PRINTER(1); CANON PRINTER(1); LARGE SCREEN(3);
4) Ensure that all the column headings are displayed in full by adjusting column widths as necessary.
5) Your manager notices that the column headings are very long and are causing excess horizontal space to be used.  Your manager would like all the columns to fit on to one page. Some words can be abbreviated; use an automated function to: 

a) replace each occurrence of AVERAGE with AVG.

b) replace each occurrence of POWER FACTOR with PF.

6) Adjust the column widths of all affected columns to be as narrow as possible.

7) Your manager intends that a colleague will enter data using a pen; the rows need to have enough space to clearly record the information and the rows need to be visible on the print out:

a) increase the height of the rows to 25pt.

b) Make sure gridlines are visible on the print out.

8) In the footer enter an automatic filename on the right and automatic date on the left.  
9) In the header enter your Name on the left and centre number (21253) on the right.
10) Save the spreadsheet using the filename POWER-SURVEY
TASK 2 – Formatting Headings

11) Your manager has asked for a few additional changes:

a) Format the main heading to Courier New font, size 18, bold.  
b) Centre and merge the main heading across Columns A-F
c) Apply a thick border to the outside of the newly merged cells.
d) Apply dark shading to the column headings.  Change the column headings to white text, bold.
e) Right align the heading and data in the first column.

12) Save the updated version using the same filename as in task 2.  Make a print out of the spreadsheet.  Ensure all data fits on to one page.

13) Close your work.  Log out of your computer.

TASK 3 – Add and format data  

1) Log in and open the file that you saved in the previous task.

2) The survey data collected by your colleague is shown on the next page.  Transfer all the new data to your spreadsheet.

3) Format all the numerical data to 3 decimal places except for the data in the UNITS column which should be formatted to be integer format.

4) Format the columns containing data relating to POWER FACTOR to 2 decimal places.
5) Save your spreadsheet with the new filename POWER-SURVEY-COMPLETE[image: image1.jpg]|
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TASK 4 – Extend Spreadsheet

Your spreadsheet should already have 6 columns of data.  New columns need to be added to accommodate data about daily usage for each asset. Further columns for daily, weekly and yearly power usage and costs also need to be added.  

1) Insert these new column headings to the right of the AVG STANDBY PF

· ESTIMATED STANDBY HOURS

· AVG STANDBY POWER (W)

· DAILY STANDBY POWER USE (kWh)
You should now have 9 column headings.
2) Add these column headings for columns 10-15 
· ESTIMATED OPERATIONAL HOURS

· AVG OPERATIONAL POWER (W)

· DAILY OPERATIONAL POWER USE (kWh)

· WEEKDAY POWER USE PER DAY (kWh)

· NON-WEEKDAY POWER USE PER DAY (kWh)

· WEEKLY POWER USE (kWh)

· YEARLY POWER USE (kWh)

· YEARLY POWER COST (£)
You should now have 17 columns
3) Ensure all column headings are consistently formatted and all clearly visible.

4) Enter the following data about usage. Format the data to 2 decimal places
	ASSET TYPE
	ESTIMATED OPERATIONAL HOURS
	ESTIMATED STANDBY HOURS

	ERGO DESKTOP
	7
	17

	DELL OPTIPLEX 760
	5
	19

	DELL D630
	6
	18

	HP NX7300
	2
	0

	HP 615
	4.5
	1

	ZOOSTORM SFF
	7
	17

	HP DC5700
	8
	16

	HP SERVER
	24
	0

	HP PRINTER
	.15
	23.85

	OKI PRINTER
	.25
	23.75

	DELL PRINTER
	.65
	23.35

	CANON PRINTER
	.75
	23.25

	LARGE SCREEN
	3
	4


5) Save a copy of your work using the filename POWER-SURVEY REV3
Task 5 - Add formulae

Your manager would like you to enter some formulae in to the spreadsheet to automatically calculate the power rating for each asset while on standby and in use (in operation).  To help calculate cost of electricity a formulae to work out Kilowatt-hours (kWh) is also needed.  
1) Calculate the AVG STANDBY POWER for the ERGO DESKTOP. Use the formula:

AVG STANDBY AMPS x AVG STANDBY PF x 240
2) Calculate the AVG OPERATIONAL POWER for the ERGO DESKTOP.  Use the formula:

AVG OPERATIONAL AMPS x AVG OPERATIONAL PF x 240
3) Calculate the DAILY STANDBY POWER USE (kWh) for the ERGO DESKTOP.  Use the formula:
ESTIMATED STANDBY HOURS x AVG STANDBY POWER (W) x 0.001

4) Calculate the DAILY OPERATIONAL POWER USE (kWh) for the ERGO DESKTOP. Use the formula:
ESTIMATED OPERATIONAL HOURS x AVG OPERATIONAL POWER (W)  x 0.001
5) Replicate the formulae for all ASSET TYPES.
6) Your manager has asked you to add the following formulae for all assets:

	WEEKDAY POWER USE PER DAY (kWh)
	DAILY STANDBY POWER USE (kWh) + DAILY OPERATIONAL POWER USE (kWh)

	NON-WEEKDAY POWER USE PER DAY (kWh)
	AVG STANDBY POWER (W) multiplied by 24 multiplied  by 0.001

	WEEKLY POWER USE (kWh)
	WEEKDAY POWER USE PER DAY (kWh) x 5 + NON-WEEKDAY POWER USE PER DAY (kWh) x 2

	YEARLY POWER USE (kWh)
	WEEKLY POWER USE (kWh) multiplied by 365 divided by 7

	YEARLY POWER COST(£)
	YEARLY POWER USE (kWh) x 0.11 x UNITS


6) Save a copy of your work using the filename POWER-SURVEY REV4
Task 6 – MAKE CORRECTIONS
1) Your manager has seen some problems. You must make some amendments.

a. There should be 11 UNITS for ERGO DESKTOP
b. It has been decided that the server should not be included as no power saving can be made.  Remove the HP SERVER row and all data on the row.

2) A mistake has been made in the way standby usage is calculated.  Several changes in the design, data and formulae need to be made.

a. Rename the column headed ESTIMATED STANDBY HOURS to be ESTIMATED WEEKDAY STANDBY HOURS
b. Insert a new column to the right of the column that you renamed with the name ESTIMATED NON-WEEKDAY STANDBY HOURS
c. Change the formula that calculates   NON-WEEKDAY POWER USE PER DAY (kWh) to be:
AVG STANDBY POWER (W) multiplied by ESTIMATED NON-WEEKDAY STANDBY HOURS multiplied by 0.001
d. Add the following data for the ESTIMATED NON-WEEKDAY STANDBY HOURS column:

ERGO DESKTOP

24

DELL OPTIPLEX 760
24

DELL D630


24


HP NX7300


0

HP 615


0

ZOOSTORM SFF

24

HP DC5700


24

HP PRINTER

24

OKI PRINTER

24

DELL PRINTER

24



CANON PRINTER
24

LARGE SCREEN

24

3) Save a copy of your work using the filename POWER-SURVEY REV4
Task 7 – Advanced Formatting

1) The spreadsheet is now very large and will not completely fit  on one sheet of A4 paper.  Make the following adjustments and changes.
 a) All data should be formatted to size 12 and Arial font.  

 b) All column headings should be rotated 90 degrees anti-clockwise. 

 c) Apply Text wrapping to all column headings 

 d) Format row height for the data (not the headings) to 18pt

 e) Adjust the row height for the headings to ensure all headings are visible and all data is on a single page

 f) All data should be displayed with 3 decimal places, except for UNITS (integer) YEARLY POWER COST (2 d.p.) and any data that concerns HOURS (1 d.p.)

 g) Adjust column widths for all columns to ensure that columns are as narrow as possible in order to fit on a single page whilst ensuring all data should remain visible.
 h) Unmerge the main heading.  Merge and centre the main heading across all 18 columns of the spreadsheet.
2) Save a copy of the completed spreadsheet using the filename POWER-SURVEY REV5
3) Produce a print out of the completed spreadsheet.
Task 8 – Print out formula sheet

Your manager wishes to check that all the formulae you have entered are correct.  Some adjustments will need to be made before you can produce a formula sheet.

1) Show all formulae on your spreadsheet.  Save your work with the filename POWER SURVEY FORMULAE
· Hide all columns that do not contain formulae.   Do not hide column 1.
· Ensure all formulae are completely visible

· The print out should be on a single page – You may adjust borders, text size and column widths

· Ensure Row/column headings and Gridlines are visible on the print out

· Ensure text is readable (i.e. not too small)

2) Close your work.
Your manager would like to create some graphical illustrations to use in a presentation.

Task 9 Pie Chart

1) Open the file that you saved in task 7 (SURVEY REV5)
2) Create a 2-D pie chart showing the YEARLY POWER COST (£) for each PRINTER.  Create the chart with the following specifications:
a) Chart Title:  YEARLY POWER COSTS FOR PRINTERS
b) Add data a label to each sector showing only the percentage 

c) Produce the chart on its own sheet to fit landscape orientation and A4 paper.
d) Include a legend at the bottom of the page 
e) Rotate the chart to ensure that the largest sector is on the right of the pie.
f) Pull the largest sector away from the centre of the pie chart.
g) Apply appropriate formatting (colour/patterns) to fill the sectors in order to ensure all are identifiable on printed copies
h) Add your full name and an automatic date in the footer area
3) Save your work with the SURVEY PRESENTATION GRAPHS.  Produce a printed copy.

Task 10 Bar chart
1) Open the file that you saved in task 7 (SURVEY REV5)
2) Create a Horizontal Bar Chart showing the WEEKLY POWER USE (kWh) for each ASSET TYPE.  Create the chart with the following specifications:
a) Chart Title:  WEEKLY POWER USAGE BY ASSETS 
b) X-axis title:  ASSET
c) Y-Axis title: POWER USED (kWh)
d) Ensure each bar is labelled along the X –axis.

e) Y-axis range: Minimum 0;  Maximum 5.5; 
f) Add data a label to each bar showing only the value.  Position the labels outside of the bars.

g) All bars in the chart must be formatted with a light colour fill and a dark outline.

h) Do not Include a legend 
i) Add your full name and an automatic date in the footer area
j) Produce the chart on its own sheet to fit landscape orientation and A4 paper.
3) Save your work with the SURVEY PRESENTATION GRAPHS.  Produce a printed copy.
Task 11 Comparative Column chart

1) Open the file that you saved in task 7 (SURVEY REV5)
2) Create a Vertical column Chart comparing the DAILY OPERATIONAL POWER USE (kWh) and DAILY STANDBY POWER USE (kWh) for all assets that are not printers. Create the chart with the following specifications:

a) Chart Title:  COMPARISON OF DAILY STANDBY AND OPERATIONAL POWER 
b) X-axis title:  ASSET;  Y-Axis title: kWh PER DAY
c) Ensure each column is labelled along the X–axis.

d) Y-axis range: Minimum 0;  Maximum 0.75; interval 0.05 

e) Add data a label to each bar showing only the value.  Position the labels outside of the bars.

f) Use different fills for each data series to ensure columns can be identified by legend on print outs.
g) Add a legend; apply these 2 labels appropriately:  STANDBY and OPERATIONAL.  Move the legend in to the plot area – ensure no columns are obscured.
h) Add your full name and an automatic date in the footer area
i) Produce the chart on its own sheet to fit landscape orientation and A4 paper.  

3) Save and print a copy.

Task 12 Cumulative Column chart

1) Open the file that you saved in task 7 (SURVEY REV5)
2) Create a Vertical column Chart to show the combined total of DAILY OPERATIONAL POWER USE (kWh) and DAILY STANDBY POWER USE (kWh) for all assets that are not printers. Create the chart with the following specifications:

a) Chart Title:  ANALYSED TOTAL DAILY POWER USE 

b) X-axis title:  ASSET; Y-Axis title: kWh PER DAY
c) Ensure each column is labelled along the X–axis.

d) Y-axis range: Minimum 0;  Maximum 0.85; interval 0.05 

e) Use different fills for each data series to ensure columns can be identified by legend on print outs.
f) Add a legend; apply these 2 labels appropriately:  STANDBY and OPERATIONAL.  
g) Add your full name and an automatic date in the footer area
h) Produce the chart on its own sheet to fit portrait orientation and A4 paper. 
3) Save and print a copy.
Task 13 Close software and Log out 

1) Shut down your application software

2) Log out of your computer.
3) Arrange all print outs in to print order, staple together and hand in for marking.
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