
 

 

 

 

 

 

 
 

eDigital Competence Certificate 
Assessment Form 

 

1. Plan Spreadsheet 
a. Create a spreadsheet that will test a model, theory or 

hypothesis. 
b. Create a worksheet that will model and analyse 

numerical relationships, e.g. between the number of 
flights to a resort and the number of passengers, or    
number of houses sold in southern and northern England 
and house prices. 

 

 

 

 

 

 

 

2. Build Spreadsheet and Enter Data 
a. Construct your worksheet. Select appropriate row and 

column widths and heights for headings. 
b. Enter numerical data and text into the worksheet 

making best use of cell format features, e.g. number of 
decimal places, text wrapping etc. 

c. Use AutoFill to enter months, dates and numbers. 

 

3. Use Named Ranges and Formulae 
a. Give each column or row of figures a name. 
b. Enter a formula to calculate the total of a column or 

row. Use the range name rather than cell references. 
c. For all other columns use AutoSum to calculate  

       the totals. 

 

4. Find Averages and Ranges 
a. Enter a formula to find the average of a column of 

figures. 

b. Enter a formula to find the highest and lowest number 
in a column of figures. 

 

5. Create a “What If” Scenario 
a. Create a scenario to show how changing information in 

one cell affects the worksheet. 
b. Check to see if your model behaved as predicted. 
c. If necessary, amend the worksheet until 

       predictable behaviour is obtained. 

 

10.Create a Macro 
a. Construct a macro to automate some aspect of your 

process e.g. change column width, add data to 
spreadsheet etc. 

b. Demonstrate macro. 

 

9. Entitle Chart 
a. Give your chart a title and label its axes. 
b. Decide on a legend to explain the features of your chart 

and enter it. 
c. Print your chart.  Write your name on the print  

       out. 

 

7. Link Worksheets 
a. Create a spreadsheet that will combine figures on 

sheets 1 and 2 to give a total of both sets of figures. 
Use a linking formula rather than retyping figures. 

b. Change one of the figures on sheet 1 or 2. Check sheet 
3 to ensure it has automatically changed. 

 

 

6. Rename Sheets and Copy Data 
a. Rename Sheets 1, 2 and 3. Give the sheets appropriate 

names e.g. January Figures or Income. 
b. Copy worksheet 1 to sheet 2 and change some of the 

figures, titles etc. 
c. Save the document using your name. 

 

 

 

8. Create Charts 
a. Create a graph for your spreadsheet. Select data from 

just one of your sheets. 
b. Print the chart. Write your name on the print out. 
c. Change the type of chart between line, bar and pie. 
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The Assessor should tick the square in the bottom right hand corner of each task box when the candidate has finished that task correctly. Complete the information 
below in PRINTED CAPITALS and finally, all sign. 

Candidate’s Surname  ........................................................................... First Name  .............................................................  

Candidate’s Signature  .......................................................................... Date of Birth …………………………………………………………. 

Candidate’s Email address ………………………………………………………………………………………………………………….    M □ F □ please tick 

Name of Centre ……………………………..…………………………………….    Centre I.D. ……………………………………..  Date ……………………….  

Name of Assessor ……………………………..………………………………...   Assessor's Signature ……………………………………………………………....                                                         

By giving us your email address you consent to us sending information and updates about the eDCC certificate scheme to such email addresses. We do not pass your information to any other organisations other than to administer the account. You 
may opt out from receiving such information by email at any time by emailing: edcc@princes-trust.org.uk. You can visit our website at www.princes-trust.org.uk/edcc for full details of our privacy policy. 

 © 2011 The Prince's Trust - registered charity:  

England & Wales 1079675 and Scotland SC041198 

Version PT 

 

 

 

PROJECT – SPREADSHEET – ADVANCED LEVEL 

mailto:edcc@princes-trust.org.uk
http://www.princes-trust.org.uk/edcc

