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Learner Guide for KM-03: Computer Technology and Operations (NQF Level 2, 4 Credits)
Purpose of the Knowledge Module
This knowledge module, KM-03, serves as an introductory framework for understanding and applying fundamental information and communication technology (ICT) skills in a workplace setting, particularly within the furniture manufacturing industry. Through this module, learners will gain a well-rounded foundation in computer technology, including familiarity with hardware components, electronic communication principles, and essential office software applications. The module’s content supports the development of technical competencies that contribute to effective digital communication, data management, and presentation skills.
Learning Outcomes and Knowledge Topics
Upon completion of this module, learners will be able to demonstrate an understanding of and apply knowledge in the following areas:
· KM-03-KT01: Information and Communication Technology (5%)
· Understand the purpose and impact of ICT in a business environment.
· Familiarise with basic concepts of ICT, such as data storage, retrieval, and transmission.
· Recognise the role of ICT in enhancing workplace efficiency.
· KM-03-KT02: Computer Hardware (10%)
· Identify key hardware components, such as CPU, memory, storage devices, and peripheral devices.
· Understand the functions of different hardware components within a computer system.
· Perform basic troubleshooting and maintenance on hardware devices.
· KM-03-KT03: Electronic Communication (10%)
· Understand the principles of electronic communication, including email, messaging, and cloud-based collaboration tools.
· Utilise electronic communication platforms effectively for workplace interaction.
· Recognise security and privacy considerations in electronic communication.
· KM-03-KT04: Software Packages for Office Use (8%)
· Gain familiarity with commonly used office software packages.
· Understand the functionality of word processing, spreadsheet, and presentation software.
· Use office software packages to support daily administrative tasks.
· KM-03-KT05: Operating a Software Package (16%)
· Demonstrate proficiency in navigating and operating a selected software package.
· Apply software skills to perform basic operations such as document editing, formatting, and saving files.
· Customise software settings to improve workflow efficiency.
· KM-03-KT06: Create Text Documents Using an Appropriate Software Package (16%)
· Develop text documents with a word processing software package.
· Format, edit, and structure documents for readability and professionalism.
· Save, print, and share text documents as required for business needs.
· KM-03-KT07: Create Spreadsheets Using an Appropriate Software Package (16%)
· Design and format spreadsheets for data organisation and analysis.
· Utilise basic functions and formulas to calculate and summarise data.
· Generate charts and tables to visually represent data.
· KM-03-KT08: Presentations (12%)
· Create presentations using a presentation software package.
· Apply principles of effective visual design to enhance presentations.
· Deliver presentations with confidence, using slide transitions and multimedia where appropriate.
· KM-03-KT09: Specialised Computerised Management Production Systems (7%)
· Understand the role of specialised computerised systems in managing production workflows.
· Gain familiarity with management information systems that support furniture manufacturing.
· Apply knowledge of production software to monitor and record operational data effectively.
Module Overview
By completing this module, learners will be better prepared to use digital tools effectively in their roles, supporting productivity, clear communication, and data management in the workplace. This module builds essential ICT skills that are increasingly vital in the manufacturing environment, fostering a digitally capable workforce ready to meet industry demands.
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[bookmark: _Toc798458532]Formative Assessment: Accessing Information and Using Computer Technology for Communication

Multiple Choice Questions

1. Which of the following is the best search term to find suppliers of sustainable furniture materials?
· A) "Furniture"
· B) "Materials"
· C) "Sustainable furniture materials suppliers"
· D) "Office supplies"
Model Answer: C
2. When using a search engine, which symbol should you use around a phrase to search for exact matches?
· A) Asterisk (*)
· B) Hashtag (#)
· C) Quotation marks (" ")
· D) Parentheses ( )
Model Answer: C
3. Which of these tools is most effective for informal, real-time communication within a team?
· A) Email
· B) Spreadsheet software
· C) Messaging app like WhatsApp
· D) Word processor
Model Answer: C
4. What is the primary purpose of using an internet browser in a business setting?
· A) To play online games
· B) To access information, research materials, and communicate
· C) To send emails only
· D) To store files locally on the device
Model Answer: B

True/False Questions

5. True or False: Using quotation marks around a phrase in a search engine will narrow the search results.
· Model Answer: True
6. True or False: Email is an example of using computer technology as a communication tool.
· Model Answer: True
7. True or False: A search engine is only used to access entertainment content online.
· Model Answer: False
8. True or False: Microsoft Teams is a suitable tool for team communication and collaboration on work projects.
· Model Answer: True
Short Answer Questions

9. Describe two effective search techniques you can use when looking for information on a search engine.

· Model Answer: Two effective search techniques include using quotation marks around specific phrases to narrow down the results and using relevant keywords or filters (such as date or location filters) to find the most current or specific information.

10. Provide an example of how computer technology can be used as a communication tool in a furniture manufacturing business.

· Model Answer: An example of using computer technology as a communication tool could be using email to communicate with suppliers about orders or using a messaging app like WhatsApp to update team members on production progress.

11. List one advantage of using internet browsers and search engines for accessing information in a workplace setting.\

· Model Answer: One advantage is that internet browsers and search engines provide quick access to a wide range of resources, including supplier information, market trends, and technical guides, supporting faster and more informed decision-making.


[bookmark: _Toc817567152]Marking Rubric

	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Multiple Choice Questions
	All answers correct
	2-3 answers correct
	1 answer correct
	No correct answers

	True/False Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	Short Answer – Search Techniques
	Provides 2 correct techniques with clear explanations
	Provides 2 techniques but with minimal detail
	Provides 1 technique with limited detail
	No response or irrelevant response

	Short Answer – Communication Tool
	Gives a relevant example and explains its purpose in detail
	Provides an example but with limited explanation
	Gives an example but lacks relevance to communication in business
	No response or incorrect example

	Short Answer – Advantage of Browsers
	Clearly explains a valid advantage with a practical example
	States an advantage but lacks supporting details
	Provides a general answer with no connection to workplace use
	No response or irrelevant answer




Total Score: ___ / 15

Grading Guide:
· 13-15 Points: Excellent understanding of using search engines and communication technology in a workplace.
· 10-12 Points: Good understanding with minor gaps.
· 7-9 Points: Basic understanding; needs further improvement.
· Below 7 Points: Limited understanding; additional support recommended.

This assessment and rubric allow learners to demonstrate understanding of accessing information via search engines and using computer technology for communication within a professional context.
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Case Study Scenario

You work at Crafted Elegance Furniture, a company specialising in custom wood furniture. Your team has received a new project to design a sustainable, eco-friendly range of office furniture. To support the project, you need to research sustainable materials and suppliers, communicate with team members, and collaborate with external partners.

Your manager has asked you to:
1. Find information on the latest sustainable materials for furniture and eco-friendly suppliers using search engines.
2. Communicate your findings to the team and initiate contact with suppliers for material samples.

Scenario-Based Questions

Question 1: You start by using an internet browser to search for sustainable materials for furniture. Which search terms would you use to get the most relevant results? Why?

· Model Answer: I would use specific search terms like "sustainable materials for furniture" or "eco-friendly furniture materials suppliers South Africa". Using specific keywords helps narrow down the results to relevant information on eco-friendly materials and suppliers within the furniture industry.

Question 2: During your research, you find two websites: one offers detailed information about sustainable materials, and the other is a supplier’s online catalogue. Describe how you can validate if these sources are reliable.

· Model Answer: To check if the sources are reliable, I would look for indicators like the publication date (to ensure the information is recent), any credentials or certifications mentioned (such as sustainability certifications), and reviews or testimonials for the supplier. Additionally, I would check the website's domain (like .org or .edu) as these can indicate a more credible source.

Question 3: After gathering information, you need to share it with your team. Which communication tools would you use to efficiently share your findings, and why?

· Model Answer: I would use email to send a detailed summary with links to the information sources, as email is suitable for sharing comprehensive data. Additionally, I could use a group messaging app like Microsoft Teams to inform the team that the email has been sent, and to answer any questions in real time.




Question 4: Your manager asks you to contact a supplier you found online and request material samples. Write a short, professional email to this supplier introducing the project and requesting samples.

· Model Answer:
Subject: Sample Request for Sustainable Furniture Materials

Dear [Supplier’s Name],

My name is [Your Name], and I am a project coordinator at Crafted Elegance Furniture. We are developing a new range of sustainable office furniture and are exploring eco-friendly material options. After reviewing your catalogue, we are interested in learning more about your products.

Could you please provide us with samples of your sustainable materials, including specifications and pricing information? This will greatly assist us in evaluating options for our project.

Thank you for your time and assistance. I look forward to your response.

Best regards,
[Your Name]
[Your Position]

Crafted Elegance Furniture
[Contact Information]

Question 5: Your team decides to hold a virtual meeting to discuss the materials and suppliers. What communication technology would you use for this, and how would you prepare?

· Model Answer: I would recommend using a video conferencing platform like Zoom or Microsoft Teams. To prepare, I would ensure all necessary links, files, and reference materials are ready to share during the meeting. I would also test my internet connection and microphone to avoid technical issues and create a meeting agenda to stay organised and focused.
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	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Question 1 – Search Terms
	Provides specific, relevant search terms with reasoning
	Provides relevant terms but lacks clear explanation
	Provides general or vague search terms
	No relevant search terms given

	Question 2 – Source Validation
	Lists multiple reliable indicators and justifies selection
	Lists a few indicators but with limited explanation
	Provides one general indicator with no reasoning
	No response or irrelevant indicators

	Question 3 – Communication Tools
	Chooses appropriate tools and explains their benefits
	Chooses appropriate tools but with limited reasoning
	Chooses one tool without explanation of appropriateness
	No response or incorrect tool

	Question 4 – Professional Email
	Provides a well-structured, polite, and clear email
	Provides a polite email but lacks some professional tone
	Provides an email but lacks clarity or key information
	No response or unprofessional email

	Question 5 – Communication Technology
	Chooses appropriate platform with preparation details
	Chooses a platform but with limited preparation steps
	Suggests a platform but lacks preparation details
	No response or inappropriate platform



Total Score: ___ / 15

Grading Guide:
· 13-15 Points: Excellent understanding and application of search and communication skills.
· 10-12 Points: Good understanding, minor gaps in reasoning.
· 7-9 Points: Basic understanding, needs improvement in detail or appropriateness.
· Below 7 Points: Limited understanding; additional practice recommended.

This case study-based assessment evaluates the learner's ability to use search engines effectively and demonstrate communication skills using computer technology in a workplace context.
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Multiple Choice Questions

1. Which of the following best describes the primary purpose of a monitor?
· A) To store data temporarily
· B) To display information and images from the computer
· C) To process data within the computer
· D) To produce physical copies of documents
Model Answer: B
2. What is the main function of a scanner?
· A) To connect multiple devices to the internet
· B) To convert physical documents into digital format
· C) To output audio for video conferencing
· D) To increase the computer’s memory capacity
Model Answer: B
3. Which device is commonly used as an input device for entering numbers quickly?
· A) Monitor
· B) Mouse
· C) Numeric keypad
· D) Printer
Model Answer: C
4. Which type of storage device is portable and allows you to save and transfer files between different computers?
· A) Hard drive
· B) Memory stick
· C) Projector
· D) CD drive
Model Answer: B

True/False Questions

5. True or False: A printer is an input device used to add data to the computer.
· Model Answer: False
6. True or False: The primary purpose of a mouse is to control the cursor and allow for navigation on the screen.
· Model Answer: True
7. True or False: A compact disk (CD) can be used to store and transfer data between different computers.
· Model Answer: True
8. True or False: The keyboard is an output device because it displays data on the screen.
· Model Answer: False



Short Answer Questions

9. Explain the purpose of a memory stick and give an example of how it might be used in a workplace setting.

· Model Answer: A memory stick is a portable storage device used to save and transfer files between different computers. In a workplace, it could be used to save a presentation that can be transferred to a different computer in a meeting room for display.

10. What is the purpose of the keyboard, and why is it important for data entry tasks?

· Model Answer: The keyboard is an input device used for entering text, numbers, and commands into the computer. It is essential for data entry tasks as it allows for efficient and accurate input of information.

11. Describe the purpose of a scanner and provide one workplace application.\

· Model Answer: A scanner is an input device used to convert physical documents or images into a digital format. In a workplace, it can be used to digitise printed documents, making them easier to store, share, and access electronically.

[bookmark: _Toc1769737314]Marking Rubric
	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Multiple Choice Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	True/False Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	Short Answer – Memory Stick Purpose
	Provides a correct purpose with a clear workplace example
	Provides a correct purpose but a general example
	Provides a purpose with limited or no example
	No response or irrelevant answer

	Short Answer – Keyboard Purpose
	Clearly explains the purpose with relevance to data entry tasks
	Explains the purpose with minimal connection to data entry
	Gives a basic answer without context for data entry tasks
	No response or incorrect answer

	Short Answer – Scanner Purpose
	Describes the purpose accurately and provides a workplace example
	Describes the purpose with limited workplace application
	Provides a general purpose without specific application
	No response or incorrect answer


Total Score: ___ / 15

Grading Guide:
· 13-15 Points: Excellent understanding of computer hardware and its applications.
· 10-12 Points: Good understanding with minor gaps.
· 7-9 Points: Basic understanding; needs improvement in detail or context.
· Below 7 Points: Limited understanding; additional guidance recommended.

This assessment and rubric allow learners to demonstrate their understanding of computer hardware and its purposes, with applications to workplace tasks.
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Case Study Scenario

You work at Modern Creations Furniture, a company known for its custom furniture design and manufacturing. The company is updating its digital tools to streamline work processes, and your manager has asked you to familiarise yourself with the new computer hardware. During your onboarding session, you are introduced to various hardware devices, including a monitor, keyboard, mouse, printer, scanner, and a memory stick.

Your manager provides you with a list of tasks, including:
1. Identifying each piece of hardware.
2. Explaining the purpose of each device in the context of your work at the furniture company.

Scenario-Based Questions

Question 1: Your manager points to a large screen on the desk and asks you to identify the hardware and explain its primary purpose in the workplace. What would you say?

· Model Answer: The device is a monitor. Its primary purpose is to display information from the computer, allowing users to view and interact with documents, design software, and other applications. In this workplace, it would help me view and adjust furniture design details in CAD software, making it easier to ensure accuracy in our projects.

Question 2: Next, you’re shown a device with buttons, numbers, and letters. What hardware is this, and how would it be used in your role?

· Model Answer: This device is a keyboard, which is used to input text, numbers, and commands into the computer. In my role, I would use the keyboard to draft emails to clients, enter data into project management software, and create documents to track our inventory or design details.

Question 3: You are asked to identify a small, portable device that connects to the computer via a USB port. What is this device called, and how could it be useful in your daily tasks?

· Model Answer: This device is a memory stick, also known as a USB drive. It is used for storing and transferring files between computers. In my daily tasks, I could save CAD design files on the memory stick and transfer them to another computer for presentations or share design drafts with team members.

Question 4: Your manager shows you a device that produces physical copies of digital documents and images. Identify this device and explain its purpose in the furniture company.

· Model Answer: This is a printer. Its purpose is to produce hard copies of digital files. In our company, the printer can be used to print out furniture design blueprints, project plans, and client invoices, providing physical documents that can be shared during team meetings or client consultations.

Question 5: You are shown a flat device that can convert physical documents or images into digital form. Identify this device and explain how it might be helpful for the team.

· Model Answer: The device is a scanner. It is used to digitise physical documents or images. In our team, we could use the scanner to convert hand-drawn design sketches into digital files, making it easy to store, edit, and share these designs with clients or team members.
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	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Question 1 – Monitor
	Correctly identifies monitor and explains purpose in workplace
	Identifies monitor, with a basic purpose
	Identifies monitor but provides an unclear or incomplete purpose
	No correct answer or irrelevant response

	Question 2 – Keyboard
	Identifies keyboard and explains use in role effectively
	Identifies keyboard, with a brief purpose
	Identifies keyboard but provides a general or incomplete purpose
	No correct answer or irrelevant response

	Question 3 – Memory Stick
	Correctly identifies memory stick and explains use in tasks
	Identifies memory stick with basic use
	Identifies memory stick but provides limited or unclear purpose
	No correct answer or irrelevant response

	Question 4 – Printer
	Correctly identifies printer and explains purpose in workplace
	Identifies printer, with a basic purpose
	Identifies printer but provides a limited purpose
	No correct answer or irrelevant response

	Question 5 – Scanner
	Correctly identifies scanner and explains its relevance
	Identifies scanner with general purpose
	Identifies scanner but provides a limited or unclear purpose
	No correct answer or irrelevant response





Total Score: ___ / 15

Grading Guide:
· 13-15 Points: Excellent understanding of computer hardware and its applications.
· 10-12 Points: Good understanding with minor gaps in reasoning or detail.
· 7-9 Points: Basic understanding; needs improvement in explanation or relevance.
· Below 7 Points: Limited understanding; additional instruction recommended.

This case study assessment helps evaluate the learner's ability to identify different types of computer hardware and articulate their purposes in a practical work context.
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Multiple Choice Questions

1. Which of the following is the best platform for face-to-face online meetings with clients?
· A) Internet forum
· B) Email
· C) Virtual meeting platform like Zoom
· D) Digital library
Model Answer: C
2. What is the primary purpose of using email in a professional setting?
· A) To play games
· B) To organise in-person meetings
· C) To send and receive messages, files, and updates
· D) To browse for information
Model Answer: C
3. Which of the following would be most suitable for discussing industry trends with other professionals?
· A) Virtual meeting platforms
· B) Internet forums
· C) Personal chat groups
· D) File-sharing platforms
Model Answer: B
4. Which digital learning tool allows employees to track their training progress and complete courses online?
· A) Email
· B) LMS (Learning Management System)
· C) Virtual meeting software
· D) Web browser
Model Answer: B

True/False Questions

5. True or False: Internet forums are typically used for real-time, face-to-face communication between team members.
· Model Answer: False
6. True or False: Digital libraries can provide access to research articles, industry journals, and other resources relevant to professional development.
· Model Answer: True
7. True or False: In virtual meetings, screen sharing is commonly used to display documents, presentations, and design files to other participants.
· Model Answer: True
8. True or False: Email is generally the best tool for collaborative, real-time brainstorming sessions.
· Model Answer: False

Short Answer Questions

9. Describe two uses of email in a business setting and give an example of each.

· Model Answer: Email can be used to send project updates, where a team member emails the client with an update on the project timeline. It can also be used for sharing files, such as when a designer attaches a CAD file to an email for the production team’s reference.

10. What is the primary purpose of using a virtual meeting platform in a professional environment?

· Model Answer: The primary purpose of a virtual meeting platform is to facilitate real-time, face-to-face communication, allowing team members or clients to discuss projects, make decisions, and collaborate effectively without needing to meet in person.

11. Give one example of how a Learning Management System (LMS) can be used to improve employee training.

· Model Answer: An LMS can be used to deliver onboarding training for new hires, allowing them to learn about company policies, health and safety protocols, and job-specific tasks at their own pace, with progress tracked by the system.
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	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Multiple Choice Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	True/False Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	Short Answer – Uses of Email
	Provides two clear, relevant uses with examples
	Provides two uses but examples are limited or unclear
	Provides one relevant use with or without an example
	No response or irrelevant answer

	Short Answer – Purpose of Virtual Meeting Platform
	Clearly explains purpose with relevance to professional context
	Explains purpose but lacks detail or relevance
	Provides a general purpose with minimal context
	No response or incorrect answer

	Short Answer – Use of LMS for Training
	Gives a relevant example with explanation of how LMS improves training
	Provides a general example with limited context
	Provides a basic answer but lacks relevance to training
	No response or incorrect answer


Total Score: ___ / 15

Grading Guide:
· 13-15 Points: Excellent understanding of electronic communication options and their applications.
· 10-12 Points: Good understanding with minor gaps in reasoning or detail.
· 7-9 Points: Basic understanding; needs improvement in detail or context.
· Below 7 Points: Limited understanding; additional guidance recommended.

This assessment and rubric evaluate the learner’s ability to identify electronic communication options, describe their purposes, and apply them in workplace contexts.
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Case Study Scenario

You work as a project coordinator for Elite Furniture Design, a company that designs and manufactures custom furniture. Your team collaborates with clients, suppliers, and remote team members frequently, making electronic communication essential to your workflow. Recently, the company introduced new tools and platforms for communication, and you are responsible for coordinating projects using these tools effectively.

Here are a few scenarios related to your responsibilities:
1. Client Updates via Email: You need to keep clients updated on the progress of their custom furniture orders.
2. Team Collaboration with Virtual Meetings: Your team has remote members who need to stay aligned with ongoing projects.
3. Research on Industry Trends: You want to learn more about sustainable furniture design by connecting with professionals in online forums.
4. Employee Training: You are responsible for helping new team members access training materials online to learn about safety procedures and company standards.

Scenario-Based Questions

Question 1: Your manager asks you to send a project update to a client using email. What information should you include in the email, and why is email an appropriate communication tool for this task?

· Model Answer: In the email, I would include a summary of the project’s current status, any milestones achieved, upcoming tasks, and an estimated completion date. I would also attach images of the progress if available. Email is appropriate because it allows for a formal, documented communication that the client can refer back to and reply to with any questions or feedback.

Question 2: During a virtual team meeting on Zoom, you want to show the design team a 3D rendering of a furniture piece. Which virtual meeting feature would you use, and how would it help communicate the design details effectively?

· Model Answer: I would use the screen sharing feature to display the 3D rendering on my computer for the team to view in real time. Screen sharing allows everyone to see the design details and makes it easy for team members to provide immediate feedback, ensuring that everyone has a clear understanding of the design elements and any adjustments that may be needed.

Question 3: You want to explore industry trends and learn more about sustainable materials. Which online communication tool would you use, and how can this tool help you connect with other professionals in your industry?

· Model Answer: I would use an internet forum focused on furniture design or sustainable materials. Forums allow me to post questions, participate in discussions, and access advice from other professionals. This can help me learn about current trends, gain insights into sustainable material options, and build a network with others in the field.

Question 4: As part of employee onboarding, you need to assign training on health and safety procedures. Which digital learning tool would you use, and what is the benefit of using this tool for training?

· Model Answer: I would use a Learning Management System (LMS) to assign health and safety training modules. The LMS allows new employees to access training at their own pace, and I can track their progress to ensure completion. This method ensures that all employees receive consistent training and that their understanding of safety protocols can be monitored effectively.
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	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Question 1 – Client Update via Email
	Provides complete, relevant information for an email update, and explains the choice of email
	Provides relevant information but lacks a complete explanation
	Identifies email as the tool but with minimal context
	No correct answer or irrelevant response

	Question 2 – Virtual Meeting Screen Sharing
	Correctly identifies screen sharing and explains its use effectively
	Identifies screen sharing but with limited explanation
	Identifies screen sharing but without a clear purpose
	No correct answer or irrelevant response

	Question 3 – Industry Research via Forum
	Accurately describes forum use for professional connection and learning
	Identifies forum but gives a limited purpose
	Identifies forum with little explanation on application
	No correct answer or irrelevant response

	Question 4 – LMS for Employee Training
	Correctly identifies LMS and explains benefits for consistent training
	Identifies LMS with a basic explanation
	Identifies LMS with minimal context
	No correct answer or irrelevant response




Total Score: ___ / 12

Grading Guide:
· 10-12 Points: Excellent understanding of electronic communication options and their practical applications.
· 7-9 Points: Good understanding, with minor gaps in explanation or application.
· 4-6 Points: Basic understanding; needs improvement in detail or practical context.
· Below 4 Points: Limited understanding; additional guidance recommended.

This case study-based assessment evaluates the learner's ability to identify and effectively apply electronic communication options in workplace scenarios, demonstrating their practical use and benefits.
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Multiple Choice Questions

1. Which software would you typically use to create a budget and perform calculations?
· A) Microsoft Word
· B) Microsoft Excel
· C) Google Chrome
· D) Adobe Photoshop
Model Answer: B
2. What is the primary purpose of using an email platform in a business setting?
· A) To design logos
· B) To create detailed reports
· C) To communicate with clients and team members
· D) To edit photographs
Model Answer: C
3. Which of the following platforms is most appropriate for hosting a virtual meeting?
· A) Zoom
· B) Microsoft Word
· C) Google Sheets
· D) Canva
Model Answer: A
4. Which tool is best for creating and sharing a presentation?
· A) Google Docs
· B) Microsoft PowerPoint
· C) Adobe Reader
· D) Microsoft Excel
Model Answer: B

True/False Questions

5. True or False: Google Sheets is commonly used for creating text documents.
· Model Answer: False
6. True or False: Microsoft Teams is a software used for video conferencing and virtual meetings.
· Model Answer: True
7. True or False: A virtual seminar or webinar can be attended live or accessed as a recorded session later.
· Model Answer: True
8. True or False: Microsoft Excel is an ideal tool for writing long-form reports or letters.
· Model Answer: False

Short Answer Questions
9. Describe one use of Microsoft Word in the workplace and explain why it is suitable for this task.
· Model Answer: Microsoft Word is used to create reports and formal documents. It is suitable for this task because it provides tools for formatting text, adding headers, and inserting tables, which make the document clear and professional.

10. What is the main purpose of using an online meeting platform, such as Zoom, in a professional setting?
· Model Answer: The main purpose of using an online meeting platform is to enable real-time communication with remote colleagues or clients. This allows participants to discuss projects, share ideas, and receive immediate feedback without needing to meet in person.

11. Explain how using Google Sheets can help a team manage project tasks.
· Model Answer: Google Sheets allows team members to input, update, and view task statuses in real time, making it easier to track progress and ensure everyone is aligned with deadlines and responsibilities.


[bookmark: _Toc1281856862]Marking Rubric

	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Multiple Choice Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	True/False Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	Short Answer – Use of Microsoft Word
	Clearly explains a relevant use with detail on why Word is suitable
	Provides a relevant use with limited detail on why Word is suitable
	Provides a general use but lacks detail
	No response or irrelevant answer

	Short Answer – Purpose of Online Meetings
	Accurately explains purpose with relevance to real-time collaboration
	Explains purpose but with limited relevance to real-time collaboration
	Provides a general purpose with minimal context
	No response or incorrect answer

	Short Answer – Use of Google Sheets
	Clearly describes how Sheets supports task management with specific examples
	Provides a general explanation with limited details
	Identifies Google Sheets but lacks explanation on task management
	No response or incorrect answer


Total Score: ___ / 15

Grading Guide:
· 13-15 Points: Excellent understanding of software packages for office use and their applications.
· 10-12 Points: Good understanding with minor gaps in reasoning or detail.
· 7-9 Points: Basic understanding; needs improvement in detail or context.
· Below 7 Points: Limited understanding; additional guidance recommended.

This assessment and rubric evaluate the learner's ability to identify and describe various software packages, understanding their applications in office tasks.


[bookmark: _Toc2087317056]Case Study: Applying Software Packages for Office Use

Case Study Scenario

You work as an administrative assistant for Elite Furniture Designs, a company that specialises in custom furniture. Your daily tasks involve creating documents, managing schedules, and supporting the sales team. Your manager has asked you to become familiar with various office software packages to streamline your tasks and support the team effectively.

Consider the following situations:
1. Document Creation: You need to create a formal project report to send to the client, detailing the project’s scope, timeline, and budget.
2. Data Management: The sales team needs a tool to track monthly sales figures, compare them to previous months, and calculate total revenue.
3. Virtual Meeting: Your manager schedules a meeting with a remote supplier to discuss materials. You need to set up and join the meeting online.
4. Collaboration on Project Updates: The project team needs a platform to update and track project milestones, so everyone stays aligned on progress.

Scenario-Based Questions

Question 1: You need to create a detailed project report for the client. Which software would you choose, and why is it suitable for this task?

· Model Answer: I would use Microsoft Word for the project report because it allows me to format text, add headings, and insert tables or images to present information clearly. Word’s formatting tools help create a professional-looking document that the client can easily read and understand.

Question 2: The sales team needs to calculate monthly sales totals and compare them to previous months. Which software is best for this task, and how does it support accurate data management?

· Model Answer: Microsoft Excel is ideal for this task because it allows me to input sales figures, use formulas to calculate totals, and create charts for easy comparison with previous months. Excel’s functions help ensure accuracy in calculations and make it easy to analyse trends over time.

Question 3: Your manager asks you to schedule and join a meeting with a supplier who works remotely. Which software would you choose, and what are its main advantages for this purpose?

· Model Answer: I would use Zoom to schedule and join the meeting with the remote supplier. Zoom allows for video conferencing, screen sharing, and audio features, making it easy for all participants to communicate and share visual information without needing to meet in person.




Question 4: The project team needs a tool to collaborate on project milestones and 
track updates. Which software would you select, and how would it support effective collaboration?
· Model Answer: I would choose Google Sheets for tracking project milestones because it allows team members to access and update the document in real time. Google Sheets enables everyone on the team to see updates instantly, make edits as needed, and comment directly on specific items, ensuring everyone stays informed about progress.



[bookmark: _Toc1352571704]Marking Rubric
	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Question 1 – Document Creation with Microsoft Word
	Correctly identifies Microsoft Word and explains its suitability with detail on formatting benefits
	Identifies Microsoft Word with basic explanation of purpose
	Identifies Word but lacks clear explanation on suitability
	No correct answer or irrelevant response

	Question 2 – Data Management with Microsoft Excel
	Correctly identifies Excel and explains data management features for accurate calculations and comparison
	Identifies Excel with limited explanation of data management
	Identifies Excel but lacks explanation on calculations or accuracy
	No correct answer or irrelevant response

	Question 3 – Virtual Meeting with Zoom
	Correctly identifies Zoom and describes main benefits for remote communication effectively
	Identifies Zoom with basic explanation of purpose
	Identifies Zoom but lacks clear context for remote meetings
	No correct answer or irrelevant response

	Question 4 – Collaboration with Google Sheets
	Correctly identifies Google Sheets and explains its real-time collaboration features for team tracking
	Identifies Google Sheets with limited explanation of collaboration
	Identifies Google Sheets but lacks explanation on team use
	No correct answer or irrelevant response





Total Score: ___ / 12

Grading Guide:
· 10-12 Points: Excellent understanding of office software packages and their applications.
· 7-9 Points: Good understanding with minor gaps in reasoning or detail.
· 4-6 Points: Basic understanding; needs improvement in detail or context.
· Below 4 Points: Limited understanding; additional guidance recommended.

This assessment evaluates the learner’s ability to identify appropriate software packages, understand their purpose, and apply them to workplace tasks effectively.


[bookmark: _Toc461854380]KM-03-KT05: Operating a Software Package (16%)

[bookmark: _Toc1277104251]Formative Assessment: Systemising and Optimising Computer Operations

Multiple Choice Questions

1. Which feature allows you to temporarily store deleted files, providing a way to restore them if needed?
· A) Clipboard
· B) Recycle Bin
· C) Task Manager
· D) File Explorer
Model Answer: B
2. When using the search function to find a specific file by type, which of the following search queries is most effective for locating an Excel file?
· A) "Spreadsheet"
· B) ".docx"
· C) ".xlsx"
· D) "Presentation"
Model Answer: C
3. Which keyboard shortcut is commonly used to undo an action in most software applications?
· A) Ctrl + Y
· B) Ctrl + Z
· C) Ctrl + C
· D) Ctrl + V
Model Answer: B
4. What does the “Cut” function do when moving files?
· A) Creates a copy of the file
· B) Deletes the file permanently
· C) Moves the file to a new location
· D) Opens the file in a new program
Model Answer: C

True/False Questions

5. True or False: Emptying the Recycle Bin permanently deletes all files within it, freeing up storage space on the computer.
· Model Answer: True
6. True or False: Using the "Find" feature helps locate specific files by typing in keywords or filtering by file type.
· Model Answer: True
7. True or False: The Undo command is used to restore previously deleted files from the Recycle Bin.
· Model Answer: False
8. True or False: The “Copy” function is the best choice when you need to keep the original file in its place but use a duplicate for other purposes.
· Model Answer: True

Short Answer Questions

9. Describe one advantage of using folders to organise files on a computer.
· Model Answer: Using folders allows users to group related files together, making it easier to locate specific documents and reducing clutter in the workspace. This organisation supports a more efficient and streamlined workflow.

10. Explain how the Undo command is useful in document editing.
· Model Answer: The Undo command allows users to quickly reverse accidental changes, such as unintended deletions or formatting adjustments, without needing to manually fix them, saving time and ensuring accuracy in the document.

11. Why is it important to check the contents of the Recycle Bin before emptying it?
· Model Answer: Checking the Recycle Bin before emptying it ensures that no important files are permanently deleted by mistake, allowing users to restore any essential items if needed.

[bookmark: _Toc2126868139]Marking Rubric
	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Multiple Choice Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	True/False Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	Short Answer – Organising Files with Folders
	Clearly describes an advantage with detail on improved workflow
	Provides a relevant advantage but with limited detail
	Provides a general advantage with minimal explanation
	No response or irrelevant answer

	Short Answer – Undo Command in Document Editing
	Accurately explains usefulness with relevance to document accuracy
	Explains usefulness with limited relevance to document editing
	Provides a basic advantage with minimal context
	No response or incorrect answer

	Short Answer – Checking Recycle Bin Contents
	Clearly explains importance of checking to avoid unintended data loss
	Provides general explanation with limited detail
	Identifies importance but lacks explanation
	No response or incorrect answer



Total Score: ___ / 15

Grading Guide:
· 13-15 Points: Excellent understanding of systemising and optimising computer operations.
· 10-12 Points: Good understanding with minor gaps in reasoning or detail.
· 7-9 Points: Basic understanding; needs improvement in detail or context.
· Below 7 Points: Limited understanding; additional guidance recommended.

This assessment evaluates the learner’s ability to identify and apply methods for systemising and optimising computer operations, focusing on file management, efficiency tools, and recovery functions.


[bookmark: _Toc1033850753]Case Study: Systemising and Optimising Computer Operations

Case Study Scenario

Background: You are an administrative assistant for Global Innovations, a company that handles multiple projects simultaneously. To keep projects on track and data organised, the team relies on a well-structured digital filing system and effective computer operations. Recently, your manager has asked you to improve your file management skills to ensure that project documents are easy to locate, store, and retrieve. Here are some situations you encounter in your daily tasks.
1. Organising Project Files: Your manager has given you a folder containing several documents for a project. Some files are outdated, and others need to be moved to specific subfolders to organise them by category.
2. Recovering Deleted Files: You accidentally delete an important document that was part of a project proposal. You realise this mistake and want to recover it quickly.
3. Finding Files Efficiently: You frequently need to access certain project files and reports. Navigating through various folders each time takes too long, so you need to find a quicker way to retrieve these documents.
4. Managing Disk Space: You notice the computer is running slowly, and the storage drive is almost full. You decide to clear unnecessary files from the Recycle Bin to free up space.

Scenario-Based Questions

Question 1: Your manager has asked you to organise project documents by moving them into specific subfolders. Describe how you would use folders and file organisation to improve accessibility and streamline the workspace.

· Model Answer: I would start by creating subfolders within the main project folder, such as “Drafts,” “Final Reports,” and “Client Communications.” I would then move each document into its relevant subfolder, making it easy to locate specific files based on their category. This system reduces clutter and ensures that anyone accessing the project folder can find the necessary documents quickly.

Question 2: After accidentally deleting a project proposal, you realise that you still need it. Explain how you would recover the file using the Recycle Bin and the importance of checking the Recycle Bin regularly.

· Model Answer: I would open the Recycle Bin, locate the deleted project proposal, right-click on it, and select “Restore” to return it to its original folder. Checking the Recycle Bin regularly is important because it allows for the recovery of accidentally deleted files, preventing data loss. It also lets me confirm which files are safe to delete permanently, freeing up storage space.

Question 3: You frequently need to access project reports stored in various folders. Describe one method you could use to quickly find these files without navigating through each folder manually.

· Model Answer: I could use the search function in File Explorer to locate the project reports. By typing specific keywords or filtering by file type (e.g., “.docx” for Word documents), I can quickly pull up the files without having to browse through each folder. This saves time and allows me to retrieve frequently used files efficiently.

Question 4: Your computer is running out of storage space, and you notice that the Recycle Bin is full of old files. Explain the steps you would take to manage disk space effectively, including the role of the Recycle Bin.

· Model Answer: To manage disk space, I would start by emptying the Recycle Bin to permanently delete all unnecessary files and free up storage. Additionally, I would review the Recycle Bin contents beforehand to ensure no important files are permanently deleted. Regularly clearing out the Recycle Bin helps maintain adequate storage and ensures the computer runs more smoothly.

[bookmark: _Toc2029271480]Marking Rubric
	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Question 1 – Organising Project Files
	Describes a structured approach to organising files in subfolders with clear, practical examples
	Identifies folder organisation but with limited detail on subfolder use
	Suggests organisation but lacks clear details on categorisation
	No correct answer or irrelevant response

	Question 2 – Recovering Deleted Files
	Clearly explains how to restore files and importance of checking Recycle Bin for data recovery
	Explains file restoration with minimal detail on Recycle Bin’s importance
	Mentions Recycle Bin but lacks detail on recovery process
	No correct answer or irrelevant response

	Question 3 – Finding Files Efficiently
	Describes search function use with relevant details on keywords or file type filters
	Mentions search function but with limited explanation of use
	Provides a general method without explaining how search helps
	No correct answer or irrelevant response

	Question 4 – Managing Disk Space
	Provides clear steps on managing storage by emptying Recycle Bin with emphasis on file review
	Explains storage management by emptying Recycle Bin with minimal detail
	Mentions Recycle Bin use but lacks explanation on disk space management
	No correct answer or irrelevant response



Total Score: ___ / 12

Grading Guide:
· 10-12 Points: Excellent understanding of systemising and optimising computer operations, with clear, practical applications.
· 7-9 Points: Good understanding with minor gaps in reasoning or detail.
· 4-6 Points: Basic understanding; needs improvement in detail or application.
· Below 4 Points: Limited understanding; additional guidance recommended.

This assessment evaluates the learner’s ability to identify and apply ways to optimise computer operations, focusing on file organisation, recovery, efficient search methods, and storage management.


[bookmark: _Toc357829670]KM-03-KT06: Create Text Documents Using an Appropriate Software Package (16%)

[bookmark: _Toc234666857]Formative Assessment: Creating Text Documents Using Software

Multiple Choice Questions

1. Which of the following features allows you to organise data in rows and columns within a document?
· A) Header
· B) Table
· C) Bullet points
· D) Footer
Model Answer: B
2. To align text consistently without manually spacing, which function should you use?
· A) Space bar
· B) Enter key
· C) Tab stops
· D) Copy and paste
Model Answer: C
3. What is the best way to change all instances of “2023” to “2024” in a document without manually editing each occurrence?
· A) Type over each one
· B) Use Find and Replace
· C) Highlight all text and press delete
· D) Use bold formatting
Model Answer: B
4. Which shortcut allows you to quickly paste text from the clipboard?
· A) Ctrl + X
· B) Ctrl + C
· C) Ctrl + V
· D) Ctrl + Z
Model Answer: C

True/False Questions

5. True or False: Using the “Copy” function removes text from the original location.
· Model Answer: False
6. True or False: The “Undo” command can be used to revert recent changes in a document.
· Model Answer: True
7. True or False: Applying bold, italics, and underline to text can help highlight important points in a document.
· Model Answer: True
8. True or False: The Recycle Bin permanently deletes files from your computer.
· Model Answer: False

Short Answer Questions

9. Describe one benefit of using the “Find and Replace” function in a document.
· Model Answer: The Find and Replace function saves time by allowing users to quickly locate specific words or phrases and replace them with new text, ensuring consistency and accuracy throughout the document.

10. Explain how adjusting font size and colour can improve a document’s readability.
· Model Answer: Increasing font size can make text easier to read, especially for titles and headings, while using different colours can highlight important sections, making the document more visually appealing and easier to navigate.

11. Why is it useful to format text alignment, such as left, right, center, and justified, in a document?
· Model Answer: Formatting text alignment helps structure the document, making it look organised and professional. It also improves readability by arranging the text consistently within the document’s margins.

[bookmark: _Toc1379746847]Marking Rubric
	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Multiple Choice Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	True/False Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	Short Answer – Benefit of Find and Replace
	Clearly explains benefit with example, showing clear understanding
	Describes benefit with limited example or general reasoning
	Identifies benefit but lacks example or detail
	No response or irrelevant answer

	Short Answer – Font Size and Colour Use
	Fully explains how font size and colour improve readability with examples
	Provides general explanation without examples or full detail
	Mentions readability improvement but lacks clarity or context
	No response or irrelevant answer

	Short Answer – Text Alignment Use
	Clearly explains purpose of alignment and its role in document structure
	Provides general benefit of alignment with limited detail
	Mentions alignment but lacks detailed purpose
	No response or incorrect answer



Total Score: ___ / 15

Grading Guide:
· 13-15 Points: Excellent understanding of software tools for creating text documents.
· 10-12 Points: Good understanding with minor gaps in reasoning or detail.
· 7-9 Points: Basic understanding; needs improvement in detail or application.
· Below 7 Points: Limited understanding; additional guidance recommended.

This assessment evaluates learners' ability to use software tools effectively for creating text documents, focusing on formatting, text editing, and layout skills.




[bookmark: _Toc861358758]Case Study: Creating and Formatting a Professional Document

Case Study Scenario

Background: You are an administrative assistant for Green Solutions, an environmental consulting company. Your manager has asked you to prepare a project proposal document for a new client. This proposal will outline the project objectives, timeline, team members, and budget overview. It must be professional, well-organised, and visually engaging to make a positive impression on the client. 

Your manager has outlined some specific requirements and provided feedback along the way.
1. Document Structure and Formatting: You need to create a document with clear headings, subheadings, and a logical flow of information. Key sections include “Introduction,” “Project Objectives,” “Project Timeline,” “Team Members,” and “Budget.”
2. Using Tables: The “Project Timeline” and “Budget” sections require tables to organise data effectively. The timeline table should show tasks and deadlines, while the budget table should outline costs by category.
3. Formatting and Emphasis: Important points, such as project objectives and key milestones, need to be emphasised through formatting (e.g., bold, italics, font colour).
4. Consistency and Professional Appearance: The document must use consistent font styles, font sizes, and alignment to ensure a cohesive and professional appearance.

Scenario-Based Questions

Question 1: You are structuring the document with headings and subheadings for each section. Explain why it is important to use consistent font styles and sizes for headings, subheadings, and body text in a professional document.

· Model Answer: Using consistent font styles and sizes creates a cohesive look and makes the document easier to read. It helps readers navigate the content by distinguishing between main sections, sub-sections, and body text, improving overall readability and maintaining a professional appearance.

Question 2: In the “Project Timeline” section, you need to create a table showing the tasks, deadlines, and responsible team members. Describe how using a table enhances the readability and organisation of this information.

· Model Answer: A table organises data in rows and columns, making it easy for readers to scan and understand key information quickly. By aligning tasks with deadlines and team members in separate columns, the table provides a clear, structured layout that enhances readability and helps the client quickly find specific details.

Question 3: Your manager asked you to emphasise the project objectives by formatting them in bold and changing the font colour to green, the company’s brand colour. Explain how using formatting, such as bold and colour, can make certain information stand out in a document.
· Model Answer: Formatting with bold and colour draws attention to important information, making it stand out visually. In this case, bolding and using green font for the project objectives aligns with the company’s brand and signals to the reader that this section contains critical information, enhancing focus and engagement.

Question 4: After completing the proposal, you review the entire document to check for consistent alignment, spacing, and font usage. Why is it important to maintain consistency in alignment and spacing throughout the document?

· Model Answer: Consistent alignment and spacing ensure the document looks organised and professional. It prevents visual clutter and distractions, making the content easy to follow and enhancing the reader’s experience. Consistency also reflects attention to detail, which is important in presenting a polished and credible document.

[bookmark: _Toc288368288]Marking Rubric
	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Question 1 – Consistent Font Styles and Sizes
	Clearly explains importance with focus on readability and professional look
	Provides a general explanation of consistency with limited detail
	Identifies importance but lacks detailed reasoning
	No correct answer or irrelevant response

	Question 2 – Use of Tables for Organising Data
	Explains the advantage of tables for readability and clarity with examples
	Describes the use of tables but lacks full reasoning or examples
	Mentions tables but lacks explanation of readability benefits
	No correct answer or irrelevant response

	Question 3 – Formatting for Emphasis
	Clearly describes how bold and colour enhance focus with brand alignment
	Provides general benefit of emphasis formatting without detail on brand
	Mentions formatting but lacks clarity on specific advantages
	No correct answer or irrelevant response

	Question 4 – Importance of Consistent Alignment/Spacing
	Fully explains how consistency enhances professional look and readability
	Provides basic explanation of consistency benefits with limited detail
	Identifies consistency but lacks explanation of its importance
	No correct answer or irrelevant response


Total Score: ___ / 12

Grading Guide:
· 10-12 Points: Excellent understanding of document formatting, structure, and emphasis.
· 7-9 Points: Good understanding with minor gaps in detail or explanation.
· 4-6 Points: Basic understanding; needs improvement in detail or application.
· Below 4 Points: Limited understanding; additional support recommended.

This assessment evaluates the learner’s ability to use software tools for creating professional text documents, with a focus on structure, tables, formatting for emphasis, and visual consistency.


[bookmark: _Toc524833054]KM-03-KT07: Create Spreadsheets Using an Appropriate Software Package (16%)

[bookmark: _Toc613762083]Formative Assessment: Creating Spreadsheets (IAC0701)

Multiple Choice Questions

1. Which of the following functions would you use to calculate the total cost of items listed in a column?
· A) AVERAGE
· B) SUM
· C) COUNT
· D) MIN
Model Answer: B (SUM)
2. If you want to keep a reference to a fixed cell while copying a formula across multiple cells, which reference type should you use?
· A) Relative reference
· B) Absolute reference
· C) Conditional reference
· D) Dynamic reference
Model Answer: B (Absolute reference)
3. Which function is best suited for calculating the profit margin as a percentage?
· A) COUNTIF
· B) MAX
· C) AVERAGE
· D) (Selling Price - Cost) / Selling Price * 100
Model Answer: D
4. What feature should you use to automatically change the text colour in cells based on values (e.g., marking high costs in red)?
· A) Copy and paste
· B) Find and replace
· C) Conditional formatting
· D) Drag and drop
Model Answer: C (Conditional formatting)

True/False Questions

5. True or False: The Copy and Paste function in spreadsheets allows you to move data without leaving a copy in the original location.
· Model Answer: False
6. True or False: Absolute references are used to ensure that a formula consistently points to the same cell, even when copied to different cells.
· Model Answer: True
7. True or False: The "What-if" analysis feature in spreadsheets allows users to experiment with different cost and pricing scenarios.
· Model Answer: True
8. True or False: The Paste Special function allows users to paste only certain aspects of copied data, such as values or formats.
· Model Answer: True

Short Answer Questions

9. Describe one benefit of using the SUM function in a spreadsheet when working with financial data.
· Model Answer: The SUM function allows users to quickly add up a range of values, making it easier to calculate totals for expenses, revenues, or budgets without manually entering each number. This saves time and reduces errors.

10. Explain the purpose of using conditional formatting in a spreadsheet.
· Model Answer: Conditional formatting allows users to highlight specific data based on certain conditions, such as marking cells in red if they exceed a budget limit. This makes important information stand out and helps users identify critical values quickly.

11. What does an absolute reference look like in a spreadsheet formula, and why would you use it?
· Model Answer: An absolute reference uses dollar signs (e.g., $A$1) to lock the cell reference so it doesn’t change when copied to other cells. It is used when you want a formula to always reference a specific cell, such as a fixed tax rate or total amount.

[bookmark: _Toc2047273654]Marking Rubric
	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Multiple Choice Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	True/False Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	Short Answer – SUM Function
	Clear explanation with relevance to financial data and benefits
	General explanation with limited detail
	Mentions function but lacks explanation of benefit
	No response or irrelevant answer

	Short Answer – Conditional Formatting
	Clearly explains purpose and practical benefit with examples
	General explanation of purpose
	Mentions purpose but lacks clarity or examples
	No response or irrelevant answer

	Short Answer – Absolute Reference
	Clear and accurate explanation of syntax and use case
	General description of syntax or use case
	Mentions absolute reference but lacks detail
	No response or incorrect answer



Total Score: ___ / 15

Grading Guide:
· 13-15 Points: Excellent understanding of spreadsheet creation and data management.
· 10-12 Points: Good understanding with minor gaps in detail or explanation.
· 7-9 Points: Basic understanding; needs improvement in detail or application.
· Below 7 Points: Limited understanding; additional guidance recommended.

This assessment evaluates learners' understanding of core spreadsheet skills, including basic functions, references, and formatting tools, to effectively manage and analyse data.


[bookmark: _Toc395116252]Case Study: Using Spreadsheet Software for Project Costing and Reporting

Case Study Scenario

Background: You are a project coordinator for GreenBuild Solutions, a company specialising in sustainable construction projects. You’ve been assigned to create a project costing and reporting spreadsheet for a new eco-friendly housing development. The spreadsheet will track expenses, manage budgets, and report on project progress.

To ensure the spreadsheet is accurate, useful, and easy for others to interpret, your manager has outlined specific requirements for its design and functionality:
1. Cost Tracking: Include columns for item descriptions, unit costs, quantities, and total costs. Use formulas to calculate the total cost for each item and overall project cost.
2. Markup and Profit Calculation: Add a markup to each item’s cost to determine the final price for budgeting purposes.
3. Progress Reporting: Use conditional formatting to highlight cost overruns, pending purchases, and completed tasks, ensuring stakeholders can quickly identify the project’s status.
4. Data Consistency: Ensure data consistency by using absolute references for any fixed values, such as tax rates or profit margins, to apply the correct calculations throughout the spreadsheet.

Scenario-Based Questions

Question 1: You need to calculate the total cost for each item by multiplying the unit cost by the quantity. Describe the formula you would use and explain how it applies to all items in the “Total Cost” column.

· Model Answer: The formula =Unit Cost * Quantity (e.g., =B2 * C2 if unit cost is in B2 and quantity in C2) calculates the total cost for each item. By copying this formula down the “Total Cost” column, each row’s total cost is calculated accurately, allowing for quick updates if costs or quantities change.

Question 2: The manager has asked you to add a 20% markup to each item’s cost to determine the final price. How would you set up this formula, and why might you use absolute references here?

· Model Answer: I would calculate the final price by multiplying each item’s cost by 1.2 (to include the 20% markup) with a formula like =Total Cost * 1.2. If the markup rate is stored in a specific cell, say B1, I would use an absolute reference ($B$1) to ensure that each formula refers to the same markup rate when copied across the column, maintaining data consistency.

Question 3: To make the spreadsheet more user-friendly, you want to highlight any costs that exceed the budget. Explain how you would use conditional formatting to achieve this and why it’s beneficial in this context.


· Model Answer: I would use conditional formatting to automatically change the text colour or cell background to red for any total costs that exceed the budgeted amount. This is done by setting a rule, such as “Cell Value > Budget Amount.” Highlighting over-budget items makes it easy to identify and address potential issues without needing to manually scan through the data, helping keep the project on track financially.

Question 4: Describe the importance of using absolute references when applying a tax rate or markup across multiple items in a spreadsheet and provide an example.

· Model Answer: Absolute references ensure that a single, fixed cell (like the tax rate or markup) is consistently referenced in formulas, even when they are copied across rows or columns. For example, if the tax rate is in cell B1, using =$B$1 in formulas locks this reference. This is important to avoid errors and maintain consistent calculations, ensuring all items are calculated with the correct rate.

[bookmark: _Toc1346004312]Marking Rubric
	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Question 1 – Total Cost Formula
	Correct formula with clear explanation on column application
	Provides formula but lacks clarity on usage across all items
	Identifies multiplication but lacks formula or clear application
	No correct answer or irrelevant response

	Question 2 – Markup Calculation
	Detailed setup with absolute reference explanation and correct formula
	Provides formula setup but limited detail on absolute reference use
	Mentions markup but lacks formula detail or absolute reference
	No correct answer or irrelevant response

	Question 3 – Conditional Formatting for Cost Overruns
	Full explanation with benefits of conditional formatting for tracking
	General description of conditional formatting benefits
	Mentions highlighting but lacks conditional formatting clarity
	No correct answer or irrelevant response

	Question 4 – Importance of Absolute References
	Clear explanation of absolute references with example for consistency
	Basic explanation of absolute reference use
	Identifies reference need but lacks full explanation
	No correct answer or incorrect response





Total Score: ___ / 12

Grading Guide:
· 10-12 Points: Excellent understanding of spreadsheet design for costing and reporting.
· 7-9 Points: Good understanding with minor gaps in reasoning or explanation.
· 4-6 Points: Basic understanding; needs improvement in detail or application.
· Below 4 Points: Limited understanding; additional guidance recommended.

This case study assesses learners’ ability to design a spreadsheet for costing and reporting, demonstrating skills in formula creation, markup calculation, conditional formatting, and data consistency.


[bookmark: _Toc1025994003]KM-03-KT08: Presentations (12%)

[bookmark: _Toc660692899]Formative Assessment: Creating Presentations (IAC0801)

Multiple Choice Questions

1. Which of the following is an example of an Entrance animation in presentation software?
· A) Pulse
· B) Fade In
· C) Zoom Out
· D) Flip
Model Answer: B (Fade In)
2. When should you use the “Rehearse Timings” feature in Slide Show mode?
· A) To edit text on each slide
· B) To practise slide transitions and overall pacing
· C) To add animations to slides
· D) To apply a theme
Model Answer: B (To practise slide transitions and overall pacing)
3. Which tool would best help you emphasise a specific point on a slide during a presentation?
· A) Text box
· B) Animation Pane
· C) Laser pointer
· D) Slide layout
Model Answer: C (Laser pointer)
4. What feature should you use to view your notes and upcoming slides while the audience sees only the main slide?
· A) Slide Sorter View
· B) Slide Master
· C) Presenter View
· D) Review Mode
Model Answer: C (Presenter View)

True/False Questions

5. True or False: Using too many animations can make a presentation look disorganised and distract from the main content.
· Model Answer: True
6. True or False: In Presenter View, the audience can see both your notes and the main slide.
· Model Answer: False
7. True or False: The “Go to Slide” feature is useful when you want to jump to a specific slide during a presentation.
· Model Answer: True
8. True or False: The Animation Pane allows you to control the sequence and timing of animations on each slide.
· Model Answer: True

Short Answer Questions

9. Describe one benefit of using Presenter View during a presentation.
· Model Answer: Presenter View allows the presenter to see their notes, a timer, and upcoming slides, helping them stay organised and track their timing without the audience seeing these tools. This helps keep the presentation smooth and well-paced.

10. What is the purpose of using slide transitions in a presentation, and when should they be used?
· Model Answer: Slide transitions provide a visual effect as one slide changes to the next, helping to create a smooth flow. They should be used to enhance the presentation's pacing and structure but should be kept subtle to avoid distracting from the content.

11. Explain how the “Rehearse Timings” feature can improve the delivery of a presentation.
· Model Answer: The “Rehearse Timings” feature allows the presenter to practise their delivery, recording the amount of time spent on each slide. This helps them set an appropriate pace and make adjustments to stay within their time limit, leading to a more polished and well-timed presentation.

[bookmark: _Toc1476227336]Marking Rubric
	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Multiple Choice Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	True/False Questions
	All answers correct
	3 answers correct
	1-2 answers correct
	No correct answers

	Short Answer – Presenter View
	Clear explanation of Presenter View benefits with relevant details
	General explanation with limited details
	Mentions Presenter View but lacks explanation
	No response or irrelevant answer

	Short Answer – Slide Transitions
	Describes transitions' purpose with detail on appropriate use
	General description of transitions’ purpose
	Mentions transitions but lacks clarity
	No response or irrelevant answer

	Short Answer – Rehearse Timings
	Clear explanation of Rehearse Timings with details on pacing benefits
	General description of Rehearse Timings
	Mentions timing but lacks connection to improved pacing
	No response or incorrect answer





Total Score: ___ / 15

Grading Guide:
· 13-15 Points: Excellent understanding of presentation software features and their application.
· 10-12 Points: Good understanding with minor gaps in reasoning or explanation.
· 7-9 Points: Basic understanding; needs improvement in detail or application.
· Below 7 Points: Limited understanding; additional guidance recommended.

This assessment evaluates learners’ understanding of presentation software features, such as transitions, Presenter View, and animation tools, to ensure effective, engaging presentation delivery.


[bookmark: _Toc875491540]Case Study: Creating an Engaging Presentation for a Product Launch

Case Study Scenario

Background: You are a marketing coordinator for EcoTech Solutions, a company specialising in sustainable home products. Your manager has asked you to prepare a presentation for the launch of a new product, an eco-friendly water filtration system. The presentation will be delivered at an industry conference, and your goal is to create a visually appealing, informative, and professional presentation that highlights the product’s features, benefits, and unique selling points.

You decide to use various features in the presentation software to enhance engagement and maintain a smooth flow. To accomplish this, you plan to use transitions, animations, and Presenter View to help guide the audience’s attention, keep your delivery on track, and emphasise key points.

Scenario-Based Questions

Question 1: You want to introduce each product feature one at a time on a slide to avoid overwhelming the audience. Describe how you would use animations to achieve this and explain why this approach is beneficial.

· Model Answer: I would use Fade In animations for each feature, setting them to appear “On Click” so that I can introduce each feature one at a time. This approach allows me to control the flow of information, helping the audience focus on each feature individually, which is especially helpful for maintaining engagement and avoiding information overload.

Question 2: To ensure you stay organised and remember your speaking points without overcrowding each slide, what feature would you use during the presentation, and how would it help?

· Model Answer: I would use Presenter View during the presentation. This feature allows me to see my notes, upcoming slides, and a timer, helping me stay organised and on schedule without showing the notes to the audience. This keeps the presentation professional, as I can reference key points without reading directly from the slides.

Question 3: You want to maintain a professional tone throughout the presentation, so you decide to use subtle transitions. Describe one type of transition you might use, and explain why this choice suits a professional setting.

· Model Answer: I would use the Fade transition for each slide. This type of transition is smooth and subtle, creating a seamless flow between slides without distracting from the content. Fade transitions are well-suited to professional settings as they maintain a polished and focused presentation style.

Question 4: Your manager suggests adding a Q&A section at the end of the presentation. How would you use Slide Show tools to handle audience questions effectively during this part of the presentation?
· Model Answer: I would use the “Go to Slide” option in Slide Show mode, allowing me to jump to specific slides if needed to clarify any points from earlier in the presentation. This feature is helpful for navigating directly to relevant slides during the Q&A, making it easy to address audience questions without breaking the flow of the presentation.


[bookmark: _Toc243360887]Marking Rubric
	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Question 1 – Using Animations
	Describes correct animation choice and benefits of pacing audience focus
	Provides correct animation but lacks detail on benefits
	Mentions animation but lacks specifics or reasoning
	No correct answer or irrelevant response

	Question 2 – Presenter View Benefits
	Clear explanation of Presenter View use with detailed advantages for organisation
	General description of Presenter View with limited details
	Mentions Presenter View but lacks explanation of benefits
	No correct answer or irrelevant response

	Question 3 – Transition Choice
	Explains appropriate transition choice with benefits for professional tone
	States correct transition but lacks detail on professional tone
	Mentions transitions but lacks clarity on professional tone
	No correct answer or incorrect response

	Question 4 – Slide Navigation in Q&A
	Clearly explains how “Go to Slide” aids navigation during Q&A, showing situational awareness
	General description of “Go to Slide” without situational detail
	Mentions slide navigation but lacks connection to Q&A management
	No correct answer or incorrect response


Total Score: ___ / 12



Grading Guide:
· 10-12 Points: Excellent understanding of presentation software tools and their professional application.
· 7-9 Points: Good understanding with minor gaps in explanation or application.
· 4-6 Points: Basic understanding; needs improvement in clarity or practical application.
· Below 4 Points: Limited understanding; additional support recommended.

This case study assesses learners’ ability to use presentation software features effectively, demonstrating skills in animation, transitions, Presenter View, and slide navigation to enhance delivery and audience engagement in professional contexts.


[bookmark: _Toc1297078740]KM-03-KT09: Specialised Computerised Management Production Systems (7%)

[bookmark: _Toc1503769633]Formative Assessment: Capturing Production Information (IAC0901)

Multiple Choice Questions

1. Which of the following data types should be recorded to capture accurate production information?
· A) Time taken for each task
· B) Quantity of materials used
· C) Number of units produced
· D) All of the above
Model Answer: D (All of the above)
2. Why is it important to enter production data in the correct fields within the system?
· A) It makes the system look neat
· B) It ensures data can be easily accessed and analysed
· C) It prevents others from seeing the data
· D) It saves space on the screen
Model Answer: B (It ensures data can be easily accessed and analysed)
3. Before submitting production information, what is a recommended practice?
· A) Submit the data immediately without reviewing
· B) Only enter key details and leave out specifics
· C) Verify entries for accuracy and completeness
· D) Enter estimated values instead of actual data
Model Answer: C (Verify entries for accuracy and completeness)

True/False Questions

4. True or False: Consistency in data entry is not important as long as the information is correct.
· Model Answer: False
5. True or False: Recording the materials used and units produced helps in managing inventory accurately.
· Model Answer: True
6. True or False: Verifying data before submission can help avoid errors in production reporting.
· Model Answer: True



Short Answer Questions

7. Describe one benefit of verifying production data before final submission.
· Model Answer: Verifying production data before submission helps prevent errors in the record, ensuring that the information entered is accurate and complete. This helps maintain reliable data for analysis and decision-making, avoiding costly mistakes.

8. Why is it essential to track both time and labour in a production system?
· Model Answer: Tracking time and labour is essential because it provides insights into productivity, helps manage labour costs, and identifies areas where efficiency can be improved. Accurate time tracking also supports better resource allocation and workforce planning.

9. Explain how capturing material usage data helps manage production processes.
· Model Answer: Capturing material usage data allows the production team to monitor inventory levels, ensure resources are available for future production, and prevent shortages. It also enables more accurate budgeting and cost control, helping optimise material use and minimise waste.

[bookmark: _Toc262640165]Marking Rubric
	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Multiple Choice Questions
	All answers correct
	2 answers correct
	1 answer correct
	No correct answers

	True/False Questions
	All answers correct
	2 answers correct
	1 answer correct
	No correct answers

	Short Answer – Verifying Data
	Clear and relevant benefit with explanation
	General benefit description without detail
	Mentions verification but lacks clarity
	No response or irrelevant answer

	Short Answer – Time and Labour Tracking
	Detailed explanation of benefits with examples
	General explanation with limited detail
	Mentions time and labour but lacks explanation
	No response or incorrect answer

	Short Answer – Material Usage Data
	Clear description of benefits with application to production management
	General description of material tracking benefits
	Mentions material usage but lacks detailed reasoning
	No response or irrelevant answer


Total Score: ___ / 15
Grading Guide:
· 13-15 Points: Excellent understanding of production data capturing and the importance of accuracy.
· 10-12 Points: Good understanding with minor gaps in explanation or application.
· 7-9 Points: Basic understanding; needs improvement in detail or clarity.
· Below 7 Points: Limited understanding; additional guidance recommended.

This assessment evaluates learners’ knowledge of accurately capturing production data, including data verification, material tracking, and labour documentation, to ensure effective use of a production system for operational efficiency.


[bookmark: _Toc741380110]Case Study: Accurate Data Entry in Production Management

Case Study Scenario

Background: You are a production assistant at GreenSteel Manufacturing, a company specialising in eco-friendly metal products. Your job involves capturing production data into the company’s computerised management system. Today, you’re responsible for entering the data from the morning shift, including details such as the quantity of metal sheets used, the number of units produced, the time each machine was in operation, and any machine downtime. This data is crucial for tracking inventory, planning future production, and identifying any issues that could impact production efficiency.

During the morning shift, two machines experienced downtime, and more materials were used than expected to meet the production quota. You need to ensure this information is recorded accurately in the system, as the data will be reviewed by the production manager at the end of the day.

Scenario-Based Questions

Question 1: Before entering the data from the morning shift, you want to verify its accuracy. Describe two steps you would take to ensure the data is accurate before entering it into the system.

· Model Answer: First, I would double-check the raw data recorded by the machine operators and compare it with the production log to confirm that all quantities and times are consistent. Second, I would review the downtime records for each machine to ensure the start and end times are accurately captured, as this will impact the machine utilisation report.

Question 2: You noticed that the amount of material used this shift was higher than usual due to a change in production requirements. How should you record this information in the system, and why is it important to capture this accurately?

· Model Answer: I would record the actual amount of material used in the system and include a note explaining the reason for the higher usage. Accurately capturing this information is important because it affects inventory tracking and cost analysis, allowing management to understand material needs for future production adjustments.

Question 3: After recording the production data, what is one action you should take to verify that all information is complete and consistent within the system?

· Model Answer: I would review the entered data in the system to ensure that each field is filled in correctly and consistently, including verifying the totals for produced units and material usage. I would also check that the machine downtime is properly recorded to maintain accurate production efficiency records.



Question 4: During the end-of-day review, the production manager finds that some of the downtime entries for machines are missing. How would you go about correcting this error, and what might you do differently in the future to avoid similar issues?

· Model Answer: I would check the shift logs and speak with the machine operators to retrieve the missing downtime details. Once I have the correct information, I would update the system with the complete data. To prevent similar issues in the future, I could implement a checklist to ensure each data field is reviewed and complete before final submission.

[bookmark: _Toc1197192201]Marking Rubric
	Criteria
	Excellent (3 Points)
	Good (2 Points)
	Needs Improvement (1 Point)
	No Answer/Incorrect (0 Points)

	Question 1 – Ensuring Data Accuracy
	Describes two relevant, thorough verification steps
	Describes two steps with some detail
	Mentions one verification step but lacks specifics
	No correct answer or irrelevant response

	Question 2 – Recording Material Usage
	Detailed explanation of recording material accurately with rationale
	General explanation of recording material with limited rationale
	Mentions recording material usage but lacks context or importance
	No correct answer or irrelevant response

	Question 3 – Verifying Complete Data Entry
	Clear explanation of verification steps with focus on consistency
	Basic description of data verification without full detail
	Mentions verification but lacks depth
	No correct answer or incorrect response

	Question 4 – Correcting Errors and Preventing Issues
	Thorough corrective actions with preventive measure
	Corrective action with some preventive suggestion
	Mentions corrective action only, lacks preventive measure
	No correct answer or incorrect response


Total Score: ___ / 12
Grading Guide:
· 10-12 Points: Excellent understanding of data entry accuracy, verification, and issue resolution.
· 7-9 Points: Good understanding with minor gaps in explanation or application.
· 4-6 Points: Basic understanding; needs improvement in detail or clarity.
· Below 4 Points: Limited understanding; additional guidance recommended.

This case study assesses learners’ ability to accurately capture production information, verify data entry, and address discrepancies to ensure that production data in the system is complete and reliable.
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