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INTRODUCTION

This manual is developed to provide training content that addresses the specific ‘Unit of Competency’ as outlined
on the following pages.

It provides the teacher and/or trainer with a document that includes all that the student and/or trainee manual
content plus guidance notes as well as answers to the learning activities in the student/trainee manual.

This manual can be packaged with various manuals addressing other ‘Units of Competency’ in order to meet
the 'Packaging Rules’ of a particular Australian Training Package Qualification.

This resource has been designed to be delivered in a form that is conducive to the learning environment
including:

#% Online delivery
#* Classroom delivery
# On the job training

The documents are designed in a ‘landscape’ format in order to make reading on a computer screen easier as
well as reduces the need to scroll down pages. Documents can be easily printed if the learning environment
requires the student or trainee to have hard copies of the learning materials.
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INTRODUCTION—CONT’D
LEARNING ACTIVITIES

The learning activities in the student and/or trainee manuals are ‘Form Enabled’ so that if the resources
delivered online, the activities can be filled in using the computer keyboard.

Each learning activity is identified with the following icon.

Learning
Activity

Learning activities come in the following forms.

% Questions
% Research
% Tasks

Y Interviews

Questions

Questions would relate to the information presented on previous pages.

Research

This type of learning activity would require the student or trainee to locate information by using research

methods. The information they would be require to locate would be in line and/or support the information that the
manual had outlined in previous pages.
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INTRODUCTION—CONT’D
Tasks

This learning activity type would require the student/trainee to actually do or undertake something and would be
reinforcing the knowledge they have gained from reading the manual’s previous pages.

Interviews

This learning activity type would require the student/trainee to interview person(s) in an actual workplace
environment or a person(s) who are experienced in the industry sector which the student/trainee is currently
undergoing training.

The student/trainee is made aware of the type of learning activity by noting the learning activity type displayed
under the learning activity icon.

Learning
Activity

Research

SELF ASSESSMENT
At the end of each manual is a series of questions that the student/trainee should review and answer.

This self assessment is to ensure in the student’s or trainee’s mind that they have reviewed and understood the
information that was presented in their manual.

If they are unsure of their understanding in any of the topics reviewed, they are encouraged to go back and
review the information again and/or seek the assistance of their teacher or trainer.



Teacher/Trainer
Manual

Copyright
2021

FSKNUMO18 Collect data and construct routine tables and graphs for work 8

UNIT OF COMPETENCY OVERVIEW

The following pages are extracts from Training.gov.au website and outlines this specific ‘Unit of Competency’
including the ‘Elements’ and the ‘Performance Criteria’. The content within this manual has been developed to

address this unit.

FSKNUMO018 COLLECT DATA AND CONSTRUCT ROUTINE TABLES AND GRAPHS FOR WORK

ELEMENT

PERFORMANCE CRITERIA

1. Identify relevant and familiar
workplace data

1.1 Identify basis and specifications of data collection requirements for workplace task including
being aware of audience of data and purpose of collection

1.2 Identify source(s) of familiar and routine data in the workplace and possible methods of
collection

2. Collect data and develop routine
tables and graphs for workplace task

2.1 Select mathematical problem solving process for completing workplace task

2.2 Describe an expected result of the data collection and results

2.3 Select method to collect routine workplace data and collect relevant data sample

2.4 Collect, order and collate data into a table or spreadsheet

2.5 Determine scale and axes and construct routine graph or chart using appropriate tools

2.6 Check and reflect on expected result, data collection and outcomes and appropriateness of
outcome to workplace task

3. Communicate results

3.1 Use informal and formal written mathematical representation to document and report on
workplace data and problem solving process and results

3.2 Use informal and formal mathematical language to present and discuss workplace information
and problem solving process and results

Passing Lane acknowledges that the copyright ownership of the above information is the Commonwealth of Australia and this extract has been provided for reference purposes only.
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COLLECT DATA AND CONSTRUCT ROUTINE TABLES
AND GRAPHS FOR WORK

SECTION ONE—IDENTIFY RELEVANT AND FAMILIAR WORKPLACE DATA

INTRODUCTION
In many workplaces, information is displayed in tables and graphs.

This is especially true where the information can be difficult to understand unless it is organised in more of an easier format such
as a table, or graph.

In this training manual we will be learning what data is and how it is used for constructing tables and graphs in a workplace
setting.

SECTION LEARNING OBJECTIVES

At the completion of this section you will learn information relating to:

* ldentifying basis and specifications of data collection requirements for workplace task including being aware of
audience of data and purpose of collection
* ldentifying source(s) of familiar and routine data in the workplace and possible methods of collection
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To successfully complete this part of your training, you will be asked to do a number of tasks that will show
you have learned and have used what you have learned about ‘collecting data and constructing routine
tables and graphs at work’.

Generally, you as a student or trainee would be doing those tasks (called assessment tasks) at work.
You could be a full time or part time employee, or even doing work experience.
These ‘assessment tasks’ are provided to you to do as if you were at work.

However, sometimes we have students or trainees who do not have a job as yet, so your teacher or trainer
will take the place of your employer and watch you do your assessment tasks at school or wherever you are
taking the training course.

To complete this training unit it is important that you have access to a word processing application such as
Microsoft Word and a spreadsheet application, such as Microsoft Excel.

We are assuming that you have basic skills in using a spreadsheet application and a word processing
application.

In this manual we do not go into much detail about spreadsheet or word processing applications, except to
show you how to use the basic table and graph tools in each application.
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IDENTIFY BASIS AND SPECIFICATIONS OF DATA COLLECTION REQUIREMENTS FOR
WORKPLACE TASK INCLUDING BEING AWARE OF AUDIENCE OF DATA AND PURPOSE OF
COLLECTION

Before we go on with this section of the manual it is important that you understand the meaning of
‘data’ and the difference between ‘data and ‘information’.

The common definition of ‘data’ is:
‘A collection of facts or numbers not organised in a meaningful way’

Data becomes ‘information’ when the facts or numbers called data are organised, structured and
presented in a way that is clear and understandable.

In this training manual we will be looking at collecting data and presenting it in tables or graphs as
understandable presentation of information.

You will also hear the term ‘audience’.

In simple terms, the tables or graphs will be read by certain people who are known as the ‘audience’.

An audience can be one person, or a group who are wanting the information and have skills in
reading and understanding the information.

It is very important to understand who the audience of your tables or graphs are.
For example, some audiences want certain information presented to them in a simple way.

So giving this audience information in tables or graphs that they have no interest in or is so
complicated they cannot understand it would be a waste of time.

As an example, the audience could be the sales manager of an organisation so he or she may want
detailed sales volumes and sales expenses of the business.

However, the audience could be sales staff and the information presented could be sales volumes of
specific products over a period of time.

The amount of information and detail for the above two types of audiences differ dramatically.
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IDENTIFYING BASIS AND SPECIFICATIONS OF DATA COLLECTION REQUIREMENTS

A person given the tasks of constructing tables or graphs at work need to first understand the basis of the data that
will be used in the tables, or graphs.

The basis of presenting information in tables or graphs can be to:

# Inform

% Educate
% Persuade
+* Motivate

This again is why it is important to know your audience.

The data in the tables or graphs may be showing the financial position of the business to management,
shareholders or banks.

Data in tables and graphs are often used to teach sales people about new products, students or trainees about a
new topic, or persons in the organisation about new procedures.

Tables and graphs are often used in presentations to new customers, banks for financing, investors and so on.

And presentations with tables or graphs could often include data that will motivate sales people to seek more
sales, workers to work safer, staff to be more efficient and so on.

Knowing the basis of the data to be used can then help you to determine what type of data to collect.

This is when you need to know what the specifications of the data are.

Data specifications generally include the following examples:

Period - such as time, days, months and/or years

Category - such as what department, what country, state or city, customer, supplier and so on
Type - could include products, services, processes, sales, expenses, profits and so on

Detail - these are numbers such as sales numbers, part numbers or facts such a type of sale (new/
repeat), product problems (rework/failure/replace) and many more.

o % %

The purpose of a graph or a table is to present data that is too numerous or complicated to be described in a
understandable way in text and in less space.
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Learning
Activity

Question
LEARNING ACTIVITY ONE

1)  We gave you the definition of ‘data’ in this Section. What was it?

2)  When does data turn into ‘information’?

3) Whyis it important to know who your audience for your tables or graphs is?

4)  What were the four reasons or the basis for presenting data in tables or graphs as we outlined in this Section?

5) Data specifications can generally include four areas as we outlined in this Section. What are they?

6) What is the main purpose of a table, or graph?
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TEACHER/TRAINER GUIDANCE NOTES

1) ‘A collection of facts or numbers not organised in a meaningful way’.

2) Data becomes ‘information’ when the facts or numbers called data are organised, structured and presented in a way that is
clear and understandable.

3) They need to be able to read and understand the information you are presenting in your tables or graphs.

Inform
Educate
Persuade
Motivate

pOON~

Period

Category

Type

. Detall

6) The purpose of a graph or a table is to present data that is too numerous or complicated to be described in a
understandable way in text and in less space.

LYSINES
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Learning
Activity
Task
LEARNING ACTIVITY TWO

As we mentioned earlier in this training manual, to successfully complete this ‘Unit of Competency’ you will be required to
demonstrate your ability do a number of assessment tasks.

The main assessment requirements that your teacher or trainer should have explained to you include:

* identify and collect a set of workplace data on at least one occasion for a workplace purpose and order and collate
into an appropriate format, such as a graph, or chart

To start your assessment process we want you to consult with your employer, supervisor or a nominated person where you work
and decide on a project that requires you to collect workplace data and collate the data into a table, or graph.

On the next page describe the project and include the basis (or reason for) the project and describe the audience who will be
reading the data in the table or graph.

If you are currently not working then your teacher or trainer will develop this activity into one that has you working in a simulated
workplace.

TEACHER/TRAINER GUIDANCE NOTES

The assessment requirements for this ‘Unit of Competency’ states:
Performance Evidence

The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation
skills of this unit, including evidence of the ability to:

# identify and collect a set of workplace data on at least one occasion for a workplace purpose and order and collate
into an appropriate format, such as a graph or chart

In many cases the assessment requirements relate to a specific ‘Performance Criteria’ and in this case it is:

“Identify basis and specifications of data collection requirements for workplace task including being aware of
audience of data and purpose of collection”



Teacher/Trainer
Manual

Copyright
2021

FSKNUMO18 Collect data and construct routine tables and graphs for work

What do you do at work? (a simple job description)

A brief description of the project you have been given that involves you taking ‘data’ and
constructing a table or graph.

What is the purpose of this project? (Use the information we outlined in this Section)

Describe the audience?
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IDENTIFY SOURCE(S) OF FAMILIAR AND ROUTINE DATA IN THE WORKPLACE AND
POSSIBLE METHODS OF COLLECTION

Once you have learned the ‘specifications’ of the data required for your task, as well as the
audience and purpose of the data presentation, the next step is to locate the data for the
task.

Remember that what we are reviewing is the presentation of data in tables, or graphs.

In this training unit we are looking at sourcing ‘familiar’ and ‘routine’ data that will be used to
construct a table or a graph.

The term ‘familiar’ refers to data that you already have seen, know about or is considered
common data in the workplace.

The term ‘routine’ means something that is done as a regular procedure.

So this means that the data you would be identifying and collecting would be data that is
produced regularly in the workplace and everyone would have seen the data at some point,
so it is not new to them.

When collecting data for a particular workplace task, the data collected is known as a ‘data
set’.

The definition of a ‘data set’ is:
“A collection of numbers or values that relate to a particular subject.”
For example, it could be the sales data of a particular state or territory.

Another example could be the number of ‘widgets’ being produced per day by a certain
production team.
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METHODS OF COLLECTION
Methods of collecting data can vary, depending on how the data is created and stored.
There are two basic methods that ‘data’ could be created and stored.

One is in a ‘hardcopy’ format; in other words, paper based documents that contain ‘data’ stored in filing
cabinets or storage boxes.

For example these include:

% Customer orders

# Shipping or delivery documents

*% Sales receipts

#* |nventory sheets

* Workplace forms such as accident reports

This means that the person collecting the data from hardcopy documents would need to locate the
required documents that had the relevant data.

The second method is accessing electronic, or digital files.
For example these could include:

Financial information such as sales, expenses and so on
Customer information

Inventory data

Supplier information

Production levels

ROk R %

...and many more.

It is very important that you know the policies and procedures of the workplace as to accessing
organisational data.

Some of the data you may need could be private, confidential or sensitive and you would need approval
to access and use the data.
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Learning
Activity
Question

LEARNING ACTIVITY THREE

We are quickly going to review the meaning of some terms
mentioned in this training manual.

1)  What is the definition of ‘routine’?

2) What is the definition of ‘familiar’ as it relates to data?

3) What is the definition of a ‘data set’?

TEACHER/TRAINER GUIDANCE NOTES

1)  The term ‘routine’ means something that is done as a regular procedure.
2) The term ‘familiar’ refers to data that you already have seen, know about or is considered common data in the workplace.
3) Adata setis a collection of numbers or values that relate to a particular subject.
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Learning
Activity

Question
LEARNING ACTIVITY FOUR

We are quickly going to review the meaning of some terms mentioned in this training manual.

1)  What were the two format types of data in a workplace?

2)  When accessing and using workplace data, what do you need to know and follow?

3) What is the definition of a ‘data set’?

TEACHER/TRAINER GUIDANCE NOTES

1)  Hardcopy and digital
2)  You need to know and follow any workplace policies and procedures that relate to the access and use of business data.
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Learning
Activity
Task
LEARNING ACTIVITY FIVE

In Activity Two we started you off on one of the main assessment requirements in this training unit.

You were to consult with your employer, supervisor or a nominated person where you work and decide on a project that requires
you to collect workplace data and collate the data into a table or graph.

As part of the next step in this assessment requirement, on the next page describe the type of data you will be locating for this
project and what methods you will be using to collect this data.

If you are currently not working, then your teacher or trainer will develop this activity into one that has you working in a simulated
workplace.

TEACHER/TRAINER GUIDANCE NOTES

The assessment requirements for this ‘Unit of Competency’ states:
Performance Evidence

The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation
skills of this unit, including evidence of the ability to:

* identify and collect a set of workplace data on at least one occasion for a workplace purpose and order and collate
into an appropriate format, such as a graph or chart

Knowledge Evidence

The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and
foundation skills of this unit, including knowledge of:

#* routine data collection and collation methods relevant to workplace
In many cases the assessment requirements relate to a specific ‘Performance Criteria’ and in this case it is:

“Identify source(s) of familiar and routine data in the workplace and possible methods of collection”
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The following information needs to relate to the ‘project’ you described in Activity Two of
this Section.

A brief description of the data you will be collecting for your assessment project.

In what format is the data?

Hardcopy YES or NO Digital YES or NO Both YES or NO
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Collect Data and Develop
Routine Tables and Graphs for
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FSKNUMO018 Collect data and construct routine tables and graphs for work

COLLECT DATA AND CONSTRUCT ROUTINE TABLES
AND GRAPHS FOR WORK

SECTION TWO—COLLECT DATA AND DEVELOP ROUTINE TABLES AND GRAPHS FOR WORKPLACE
TASK

INTRODUCTION

In Section One we looked at the steps that a person would take when given workplace tasks that involve the collection of data to
be used in constructing tables or graphs.

These steps included:

% Understanding the purpose of the tables or graphs using the data
# Specifications of the data

% The audience reviewing the data

# Sources of the data

#* Deciding on data collection methods

In this section we now look in more detail at the construction of the tables or graphs after the data has been collected.

SECTION LEARNING OBJECTIVES
At the completion of this section you will learn information relating to:

Selecting mathematical problem solving process for completing workplace task

Describing an expected result of the data collection and results

Selecting method to collect routine workplace data and collecting relevant data sample

Collecting, ordering and collating data into a table or spreadsheet

Determining scale and axes and constructing routine graph or chart using appropriate tools

Checking and reflecting on expected result, data collection and outcomes and appropriateness of outcome to

Teacher/Trainer Workplace task
Manual
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SELECT MATHEMATICAL PROBLEM SOLVING PROCESS FOR COMPLETING WORKPLACE

TASK
AND

DESCRIBE AN EXPECTED RESULT OF THE DATA COLLECTION AND RESULTS
(Over the next few pages we cover two ‘Performance Criteria’ points at the same time to avoid repetition)

When constructing tables or graphs, there is generally an expected ‘result’ from the data presented in
the table or graph.

For example, your supervisor wants to show that customer returns are going down over the last six
months by collecting customer returns data and displaying them on a graph.

Or, the manager of the warehouse wants to compare the cost packaging materials with the number of
deliveries sent over the last twelve months.

Knowing the expected results will determine whether the data collection efforts and the data collected
will achieve those expected results.

It helps those collecting the data to focus on data that will help achieve the expected results.

It will also help the person decide on whether a table or a graph would be more suitable to present the
data to the selected audience.

A table would show numbers or facts that are related, but independent of each other.

For example, if you are the sales manager of a company, you may have a table in which five columns
represent order dollar amount, order quantity, salesperson and territory, each with totals or summaries.

There are two main types of graphs - a line graph and a bar graph.

A bar graph shows numbers or facts that are related but independent of each other and generally used
to show relationships or trends between different data sets.

A line graph would show numbers or facts and are used more frequently to demonstrate trends over a
period of time.
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MATHEMATICAL PROCESSES

In almost all cases, data collected needs to be collated and certain mathematical processes applied to
ensure that the data is in a form that will achieve the ‘expected results’.

The task is likely to require you to use some ‘problem solving’ techniques or processes’ to ensure that
your mathematical calculations have the results expected and needed.

‘Mathematical problem solving processes’ is a term used by trainers and teachers to describe how a
person should solve an mathematical task.

Simply it includes you:

* Fully understanding the mathematical problem - this would have you fully understand
what are the expected results required of you and how these results will be worked out.

% Working out what you need to do to solve the mathematical problem - this is called
coming up with a ‘strategy’ that usually includes choosing what mathematical operations to
use.

* Using the chosen strategy - this means taking the steps to solve the mathematical
problem.

* Going back and determine whether the mathematical problem solution is reasonable -
this is called ‘reflection’ and simply means you look at the result of your problem solving
steps and see if it looks right.

As part of you selecting and using any mathematical problem solving processes, would be the choice of
mathematical operations.

The common mathematical operations include:

Addition

Subtraction

Multiplication

Division

Percentages (requires multiplication as well as addition and/or subtraction often is used)
Averaging (requires both addition and division)

Frequencies (requires addition as well as division)

FOROR R
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MATHEMATICAL TOOLS

Canon_ e Handheld

- calculator There are a number of tools that are used by persons who are collating and processing data
and then constructing tables or graphs.

s The simplest tool is the handheld calculator.

Graphing
-ﬂ EBEB

calculator The handheld calculator is capable of all mathematical processes, including percentages.

There is also a ‘graphing calculator’, although not commonly used for routine data processing.

This is a type of scientific calculator that performs calculations and displays outcomes in the
form of a graph.

Spreadsheet applications all have calculation tools called 'formulas’ and are also used to
construct tables and graphs.

Spreadsheet
application

ME - - A= Excelxdsx [Read-Only) - Excel
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER
3[‘ Calibri ‘u AN E=E o Swepte General
vm‘f BIU- - DA =E=E &£ EMeage&Center - $-% 1 B
Clipboard Font ~ Alignment n Number
) - fe
A 8 3 ) € F G
1 date x y 2= (x4y)"2 Sum (2) 330
2 31/01/2017 1 9 82 Average (2) 31
3 01/02/2017 2 8 66 count (2) 7
4| 02/03/2017 3 7 s2
s | 02/04/2017 a 6 a0
6 | 02/05/2017 s s 30
02/06/2017 6 4 2
s | 02/07/2017 7 3 16
9| oso2r2007 8 2 12 —1
10 02/09/2017 9 1 10
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As you know, to successfully complete this part of your training, you will be asked to do a number of tasks
that will show you have learned and have used what you have learned about ‘collecting data and
constructing routine tables and graphs at work’.

This can include using a number of mathematical operations.
In this training manual we do not get into any detail about the basics of mathematics.

We assume that you are able to perform general mathematical calculations and if you struggle with some
maths calculation seek some assistance from your teacher or trainer.

We will provide some details on ‘averaging’, calculating ‘percentages’ and simple ‘frequency’ calculations.
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CALCULATING PERCENTAGES

Many tables or graphs will be presenting data as ‘percentages’.
Percentages describe a part of 100 whole numbers.

For example, out of 100 whole numbers, you are given 10 whole numbers.
This means you are given 10 percent.

Or, if you have 200 whole numbers and you gave someone 100 whole numbers, they would have received
50 percent of your whole numbers.

All percentages are based on 100 and any part of 100.

The formula used to calculate the percentage of something, goes like this:
20 percent of 200, is calculated as 20 times 200 = 4000.

4000 divided by 100, equals 40.

So, 20 percent of 200, is 40%.

All numbers that are percentage numbers are followed by this symbol:

%

So 20 percent would look like 20%.
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CALCULATING AVERAGES

An average is taking a series of amounts over a set period of time or events and then dividing the amounts
by the period of time, or events.

An example could look like this.
We want to learn the average number of cartons a warehouse sends per day for the week.

The warehouse has shipped out 5 cartons on Monday, 7 cartons on Tuesday, 3 cartons on Wednesday, 6
cartons on Thursday and 9 cartons on Friday.

The amounts are the number of cartons sent out added together being - 30 cartons
There are 5 days in the working week.

To determine the average, 30 is divided by the 5 days and the average is 6 cartons per day.



FREQUENCY
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CALCULATING FREQUENCY

‘Frequency’ is similar to ‘averages’.

For frequency there is an additional variable involved in the calculation.

An example could look like this.

To calculate we want to determine customer order frequency over 12 months.

You take the number of orders the business has received and divide that number by the number of
customers.

Then you divide that by 12 months (or any time period)
Let’'s say that ABC Pty Ltd has received 1200 orders over twelve months from 20 customers.
That works out to be 60 orders per customer.

Order frequency is 60 divided by 12 months which works out to a frequency of 5 orders per customer per
month.

Businesses use ‘averages’ and ‘frequency’ for planning purposes such as inventory levels, financing levels
and so on.
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Learning
Activity

Task
LEARNING ACTIVITY ONE

Going back to your assessment project you have settled on in Section One, we want you to tell us what the ‘expected results’ are
from the collection of the data for your project.

Also, tell us what types of mathematical operations you will be using to achieve the expected outcome.
We have provided space on the next page for you to complete this activity.

If you are currently not working, then your teacher or trainer will develop this activity into one that has you working in a simulated
workplace.

TEACHER/TRAINER GUIDANCE NOTES

The assessment requirements for this ‘Unit of Competency’ states:
Performance Evidence

The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation
skills of this unit, including evidence of the ability to:

* identify and collect a set of workplace data on at least one occasion for a workplace purpose and order and collate
into an appropriate format, such as a graph or chart

Knowledge Evidence

The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and
foundation skills of this unit, including knowledge of:

#* methods to perform calculations with data and information, including frequencies and percentage frequencies
In many cases the assessment requirements relate to a specific ‘Performance Criteria’ and in this case there are two being:

“Select mathematical problem solving process for completing workplace task”
“Describe an expected result of the data collection and results”
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The following information needs to relate to the ‘project’ you described in Activity Two of
Section One.

A brief description of the ‘expected results’ from your data collection activities for your
assessment project.

What mathematical operations you will be using to achieve the ‘expected results’ for your
assessment project?
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SELECT METHOD TO COLLECT ROUTINE WORKPLACE DATA AND COLLECT RELEVANT DATA

SAMPLE
AND

COLLECT, ORDER AND COLLATE DATA INTO A TABLE OR SPREADSHEET

(Over the next few pages we cover two ‘Performance Criteria’ points at the same time to avoid repetition)
On the previous pages we went through a number of ways or methods to collect routine data.
In most data collection to be used in basic tables or graphs is known as a ‘data sample’.

This is a term used for taking a portion of a data source that would achieve the ‘expected result’ of the
data collection task.

In some cases the data source may be very large and cover a wide range of time periods,
overwhelming amount of facts, or both.

For example, if the data source has sales data for ten years and your data collection task ‘expected
result’ is to see if the sales increased over the previous twelve months, then the ‘data sample’ would be
for the specific twelve months, not the whole ten years.

As we learned the data could be in a few formats that could include:
#* Hardcopy - handwritten or printed document
* Electronic versions - spreadsheets, word documents, emails (including emails with
attachments), files and so on.

Whatever method you choose to use, it is important that you fully understand what data sample is
required for the table or graph you are asked to construct.
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CONSTRUCTING A TABLE AND ENTER DATA
We first look at constructing a table and then entering some data.
To start off, we want you to launch Microsoft Word and open up a new document.

At the top of the blank document is the Word tool ribbon. On this tool ribbon you will see a tool tab called ‘Insert’. When you click
on the ‘Insert’ tool tab you will see a series of tools - one being ‘Tables’.

Insert tool tab

Constructing a Table - Word

Design Layout References Mailings Review View Developer Help Acrobat Q Tell me what you want to do

B Cover Page ~ D r].\ ) + . & Link + A

2 = B Get Add-ins W ! 4
[) Blank Page - ] @ \/ I I &+ o @ | Bookmark -

Table Pictures Online Shapes SmartArt Chart Screenshot 3 My Add-ins ~ Wikipedia | Online Comment | Header Footer Page Text Quick WordArt
¥ Page Break : & My Add-ins " 51 Cross-ref
— Page Breal v Pictures ~ v Video 2] Cross-reference v v Number~ Box~ Parts~ v
Pages Tables Illustrations Add-ins Media Links Comments Header & Footer

L |-2-|-l-l-§-|-1-1-2-|-3-|-4-1-5-|-6-|~7-|-8-1-9-|-10-1-11-1-12-|-13-|-l4~|-15-|~Q-|-l7-|-”-

Tables tool T
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We will be using this tool to construct our ‘table’.
Our table will consist of seven columns and two rows.

To construct this size of a table you click on the ‘table icon’ and a template will appear.

Insert tool tab
/

Constructing a Table - Word

Design Layout References Mailings Review View Developer Help Acrobat Q Tell me what you want to dc|
§ Cover Page ~ ) + . & Lin +
S(B:Iank:ag D E Eé @/ rl:] II e+ B:‘G“Add""s W Eé > I;o:kmark ij D
Table icon ’-‘thk Pictures p?;[:r:s Sha.ps SmartArt Chart Scree:\shot & My Add-ins ~ Wikipedia (\)/:‘::oe [ Cross-reference Comment Hel:de
Pages Insert Table rations Add-ins Media Links Comments H
L OO0O0O0O00000O .-z-.-l-.-g..-1..-z..-3..-4..-s~.-s~--7~--s~.-9~.-w~.-u-.-u
I O O
N I O O O
Table template —~ 0000000000
able template —7.
P d I O O O
: I O O O

(I O NS

5 Insert Table...
[ Draw Table

EE Excel Spreadsheet
F3  Quick Tables »

cr 432 el

\
Table data cells

In this template you will see a series of squares.

These are called ‘table data cells’.
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The table template is ‘mouse driven’, in other words when you drag the mouse corner over the squares starting in the top left
corner of the template, they change colour.

You drag the mouse cursor over the squares until you have the right number of columns and rows you require.

The template also tells you the size of the table you have constructed (in our example 7 columns and 2 rows).

Copyright
2021

B o
File Home Design Layout Referen
B Cover Page~ D rf) ™
[) Blank Page ; ] @ <> -
Table Pictures Online Shapes SmartA
LJ
Table ______pagec ___ 7x2 Table rations
size L DD [:] ]
As you construct the table using the template tool, the table
/ OO0 appears on the Word document.
Change _— 0000000000
A UOO0000000 It has, however, no data in the cells as yet.
b O O O
- %%%%%%%%%% Constructed table
; D D D D D - — - - — Constructing a Table - Word
- D Insert Table... Layout  References  Mailings  Review  View  Developer  Help  Acrobat Q) Tell me what you want to do
- . I Cover Page - | [ & $Getaddains W/ t : A A
K ™ Draw Table E:ugnk :ag: Table | Pictures Ponun; Sh\a,;es SmaEn (!haln Scrf?n:hot i:ﬁy::_i"s . Wikipedia ?’%% Caﬁm HeaDder FQ:« N% ;!Ii-;ic]k WﬁArt
~ ' Page Breal - ictures - ideo - - lumber ~ ox~ Parts ~
; = - Pages [7)(2 'hblﬁ " “ ‘—”—”—\ rations = ﬂ — A'ddlzns — IMtdsla NG .Clor.l\::E.nlts.". 1 .:faldfllf(vF::u')::l' S Text
- Eﬁ Excel Spreadsh [ "D"D" 7BBB
. _ 2 0000000000
: B QuickDsbles |§  |HEHCEEERS
-« ; 0ood
: 00o0od [ [ [ I I [ [ |
E B Insert Table... [ [ I I I [ [ J
Teacher/Trainer B D e ene
Manual B Bh Excel Spreadsheet
i B Quick Tables N
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The next step is to enter the data into the table cells.

In this example we first put in a title ‘Donuts Sold this Week'.
Then along the top row we enter each day of the week into each cell and on the second row the amount of donuts sold in each

cell.
To move from one cell to the next you can either use the ‘Tab’ button on your keyboard, or use the mouse cursor.

Constructing a Table - Word

Help Acrobat Q Tell me what you want to do
v v | A g e e
Ra- e | i=-i=-%2- |83 2l T | |assbeene] AaBbcene AaBbC¢ AaBbCcl Aa B AaBbCcC AaBbCcD¢ AaBbCcDc
Y- A === 1= - - T Normal | TNo Spac.. Heading1 Heading 2 Title Subtitle  Subtle Em... Emphasis
[ Paragraph [ Styles
|-2-|-l-|-§-|-1-|-2-|-3~|-4-|-S-|~6-|-7-|-8-|-9-|-10~|-11~|-12-|-13-|-14-|-15-|-0-|-17-|-18-

Title

\ Donuts Sold this Week

First
row —> Monday Tuesday Wednesday | Thursday Friday Saturday Sunday
/ 16 10 24 30 44 51 34
Second _—
row
1

At this point you have constructed a simple table using two variables; being the day of the week and the number of donuts sold

each day.
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ENTERING DATA INTO A SPREADSHEET

Next we look at entering data into a spreadsheet.

FSKNUMO18 Collect data and construct routine tables and graphs for work

To start off, we want you to launch Microsoft Excel and open up a new document.

We will not go into much detail about how to use Excel and only using this to show how to construct graphs from a spreadsheet.

Using the same simple data from the Word table we enter the data as below but this time we have added a ‘“Total’ column.

To come up with the totals we used the ‘addition formula’ as highlighted below.

-
Home Pag 0 0 Da elp Acroba ’ 0 o do
i E‘?(’C”t Calibri A A A E=E ¥ Bwepte [General .
3 Copy ~
v | o < vl === & 3= v v <0 00 | Co
~' Format Painter B I U = O A = = = E 3= EMerge&Center $ % 2 |0 35 For
— Clipboard ~ Font = Alignment ~ Number ~
17 - J< >=SUM(B7:H7)
4 A | B | C A D 1 E | F | G A H [ )
1 —
2 —
3 Donuts Sold for the Week
o fo Total
| . column
5 Monday Tuesday Wednesday  Thursday Friday Saturday Sunday Total
—— -1
?\‘
7 36 10 24 30 44 51 34 229.
8

Save this spreadsheet as we will be using this as an example for constructing a graph.
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Using the same spreadsheet and data this time we are adding an ‘Average’ column.

Put the data below the previous data.

This still has the “Total’ column and we use the data in this column to calculate the ‘Average’ of donuts sold each day.

To come up with the ‘Average’ we created an ‘Average’ formula as highlighted below.

H
Home Pag 0 0 a Data Revie e elp Acroba , e e at vo a o do
A5y —
0 gg’c”‘ Calibri [ A A | =E=E ¥ Bweptet (Number -|
@ Copy ~

Paste . . . . = = &= 3= . . €0 .00 Conditional F

- ~' Format Painter B I U - 2~ A - IEI = | &= 32 | E Merge & Center $ ) <[ =) Formatting ~

Addition Clipboard 5 Font H Alignment H Number 5
formula - ‘
na v | Sy =SUM(114/7)
4 A B 1 C j D . E ‘ F 1 G j E L J K
ga
10 Donuts Sold for the Week
1
12 | Monday Tuesday Wednesday  Thursday Friday Saturday Sunday Total Average
Data —13 Average

7 s 10 24 30 a 51 34 229 32714 9 column
15
16
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You will have noticed that the ‘Average’ amount appears as 33.714
We want this number to have no decimal places for the purposes of the construction of a graph.
To do this, you right hand click on the cell with the average amount.

A new window will appear and you click on ‘Format Cells’ and on the next window change the ‘Decimal places’ to 0 and click ‘OK’

Sample - Excel

Insert Page Layout Formulas Data Review View Help Acrobat Q Tell me what you want to do

S X, Cut

G KK | ==E o Bwme i3

o e} Copy ~ =

aste . . . v | = =|e 3= 5 >

. <~ Format Painter B I U = O A = E] = & 3= [E Merge & Center $

Clipboard s Font 5 Alignment s

na v fe | =SUM(114/7)

‘l A 1 B 1 c 1 D 1 E 1 F 1 G 1 H 1
9
10 Donuts Sold for the Week
n
12 day day Wednesday  Thursday Friday lay day Total Average . .
13 ¥ cu Right hand click

14 36 10 24 30 4

Copy
Paste Options:
-

D

Paste Special... Format Cells

Decimal places at 0

£ Smart Lookup —

i Number | Alignment Font Border Fill Protection
Insest... Category:
Delete... General Sample
Clear Contents Currency 33
Accounting : . A
/8 Quick Analysis Date Decimal places: | 0 =
Time Use 1000 Separator
Filter Percentage Ou P v
Sort Fraction ﬁegative numbers:
= Scentinc
5] Get Data from Table/R| Text 1234
Format Ce"S - Special 1234

\ %3 Insert Comment . -1234
] FormatCelis.. |

Pick From Drop-down|

Define Name...

& Link |
- Number is used for general display of numbers. Currency and Accounting offer specialized
Teacher/Trainer formatting for monetary value.
Manual

OK
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Put the data below the previous data.
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For the purposes of demonstrating how to construct graphs, we again use the same spreadsheet and data, but this time we are
adding a ‘Percentage’ row.

This still has the “Total’ column and we use the data in this column to calculate the ‘Percentage’ of donuts sold each day based on
the total for the week.

To come up with the ‘Percentage’ we created a formula as highlighted below, however this number we need to convert to a
percentage number.

T —
33A\>

34| Percentage
35 | of week
36 total

0.16

0.04

0.10

0.13

- P
Home Page Layo o Da elp Acroba ' & & 3 0 3 o do
ela
g(’c“t [ Calibri A == ¥ Bweptet (General .
2e) Copy ~
v | 53 . . = = = | &= = . . €0 .00 Con
~ Format Painter J 4 - > A = = = £ 3= [EMerge&Center $ v % » % %8 R
Percentage , ,
formula — Clipboard N Font S Alignment s Number Y
4 A | B 1 C 1 D 1 E ‘ F 1 G ‘ H [ 1 | )
27|
28 | Donuts Sold for the Week
Data ~_ 29 |
3'9: Monday Tuesday Wednesday  Thursday Friday Saturday Sunday Total
Percentage 3L\
data ™32 36 10 24 30 a4 51 34 229

0.19 0.22 0.15
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To convert the data to display as percentages you first highlight the entire row and the right hand click on the row.

A new window will appear and you click on ‘Format Cells’ and on the next window click on ‘Percentages’ and change decimal
places to 0 and click ‘OK’.

Sample|

Page Layout Formulas Data Review View Help Acrobat Q Tell me what you want |

-y
gg Cut Calibri 'HH '] A A = E] - 2 Wrap Text
@ Copy ~
Past = - = = = & 5= . . .
a‘, €~ Format Painter B Iu s > A = |§| = == 65 Merge & Center $ % * DECImal p|aceS at 0
Clipboard s Font = Alignment < Number /
B34 v | fe | =SUM(B32/$1$22 — 4
{ ) Format Cells ? X
y | A B | c | D | E | F | G H |
27 Number  Alignment Font Border Fill otection
28: Donuts Sold for the Week Category:
29 General Sample
=1 . Number 16%
30 Monday Tuesday Wednesday  Thursday Friday Saturday Sunday T |curreney
31| 3:2“"“"9 Decimal places: | 0f =+
32 36 10 24 30 a4 51 34 Time
334 Percentage
2 raction
34| percentage] 016 | o004 | o010 | o013 | o019 | 02 | o015 | Scientific
=| Text
35 of week Special
36 | total Custom
- - C t
Highlight row &% Cu
Bd Copy
Right hand click on row Ty Paste Options:
— -
Percentages Percentage fo D the result with a percent symbol
Paste Special... )
Q Smart Lookup K
Insert... 0
Delete...

)‘ Clear Contents

Quick Analysis

iy

Filter »
Sort »
Get Data from Table/Range...

Format Cells

Insert Comment

Format Cells...
Pick From Drop-down List...

|

~
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This is what the result should look like.

H ©- s Sample - Exce

Insert Page Layout Formulas Data Review View Help Acrobat Q Tell me what you want to do

&D g{;z:;y ) Calibri v |11 'l A A == Ig -~ 29 Wrap Text lGeneraI v
Pafte o P B I U~ =+ O A~ §|§IE €= 3= [E Merge & Center ~ $ v % G %
Clipboard Y Font Y Alignment N Number LY
D52 v [ Je
4 A | B 1 C D , E j F 1 G 1 H [ 1 |
27 |
28 | Donuts Sold for the Week
29
30 Monday Tuesday Wednesday  Thursday Friday Saturday Sunday Total
31
32 | 36 10 24 30 24 51 34 229
33
34 | Percentage 16% 4% 15%
35 of week
total

Percentages
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Learning
Activity

Task
LEARNING ACTIVITY TWO

In this activity you are now to collect the data for your assessment project, collate the data into a table or a spreadsheet.

This is an ‘observable assessment task’ which means your employer, supervisor or a nominated person where you work will
observe you or watch you access the required data, collecting a data sample and collate the data into a table or spreadsheet.

Your teacher or trainer will provide your employer, supervisor or a nominated person where you work the necessary assessment
forms to fill in, sign and return.

These documents will be part of your assessment evidence portfolio.

If you are currently not working then your teacher or trainer will be your ‘observers’ and will develop this activity into one that has
you working in a simulated workplace.
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TEACHER/TRAINER GUIDANCE NOTES

The assessment requirements for this ‘Unit of Competency’ states:
Performance Evidence

The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation
skills of this unit, including evidence of the ability to:

* identify and collect a set of workplace data on at least one occasion for a workplace purpose and order and collate
into an appropriate format, such as a graph or chart

#* perform a workplace task using routine tables and graphs, including:
* identifying features and uses of tables and graphs
¢ constructing a table and appropriate graph for a workplace purpose
Knowledge Evidence

The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and
foundation skills of this unit, including knowledge of:

% routine data collection and collation methods relevant to workplace
In many cases the assessment requirements relate to a specific ‘Performance Criteria’ and in this case there are two being:

“Select method to collect routine workplace data and collect relevant data sample”
“Collect, order and collate data into a table or spreadsheet”
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DETERMINE SCALE AND AXES AND CONSTRUCT ROUTINE GRAPH OR CHART USING APPROPRIATE TOOLS
The term ‘graph’ is also known as ‘charts’ and in Microsoft Excel all graphs are known as ‘charts’.

Two of the most common and popular charts are the ‘Pie Chart’ and the ‘Bar Chart’ (also known as a .Bar Graph’)

Pie Chart Sales by Salesperson Sales by Salesperson Bar Chart

M Dodsworth

M Suyama

M Fuller

M Peacock [
M Leverling )
¥ Callahan )

M Buchanan

The most common graph is the ‘line graph’.
Some line graphs will have two or more lines.

These are used to compare two sets of data over a period of time, usually past events as shown in the example below.

Single line Warehouse Accidents Line graph Multi line
graph 50 graph

150

120

L

60

Number of Accidents
~

30

0 0
Jan  Feb Mar Apr May Jun J' A= Sep Oct Nov Dec Jan Feb Mar Apr Mav lun Jul Aws Sen Oct Nov Dec

Months of 2021 — 2021 — 2022
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ELEMENTS OF A GRAPH
The true definition of a ‘graph’ refers to a chart that ‘plots’ data along two dimensions - the ‘Y’ axis and the ‘X’ axis, as shown

below.
Yy A

v

When you ‘plot’ your data, the ‘known’ data value goes on the ‘X’ axis and the ‘measured’ data value goes on the ‘y’ axis.

For example, if you were to plot the measured sales for a number of months, you'd set up axes as shown below.

Yy A

Sales

v

Months X
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As we mentioned earlier, another common graph is known as the ‘Bar Chart'.

A ‘Bar Chart’ also uses the X’ - ‘y’ axis except instead of using a line to chart the data, it uses ‘bars’ or ‘columns’.

Sales by Salesperson

COUNT ORDER

1 L] - 154
A 0 III|III
G B 2 7 p; P L, B & 2 < %
;‘; N - v
% o 2

<

NAME

4

%

a
v
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CONSTRUCTING A GRAPH USING DATA FROM TABLE

Over the next few pages we will show you how to construct first a line graph and then a bar chart using the same data from the
table that we constructed earlier as an example.

On the Word document that has the table you first highlight the table by clicking on the cell with Monday and hold down the
mouse button and drag across the table until the whole table is highlighted.

Do not highlight the title.

Word document

Constructing a Table - Word

Insert Design Layout References Mailings Review View Developer Help Acrobat Design Layout Q Tell me what you want to do
% Cut ibri S /v o | = i=. %=, |e=a=| A
0 R Copy Calibri (Body) |11~ A" A" Aa~ A | i=-i=-%z- EE32 2l T | |aappcene] asbcede AaBbCc AaBbCc A QB aasbcer aabeene acsbee
Paste S 2 cay ., - ERE=E= =, vl 1 1 i i i i i
. ' Format Painter B I U~abex, x* A~ A = === =S & S I Normal | T NoSpac.. Heading1 Heading2 Title Subtitle  Subtle Em... Emphasi
Clipboard [ Font [ Paragraph o Styles
L P21 ® o1 @ 300 48 5 6B 70 8 B 0100 1B o120 138 240 (1S (ER16 0 (1700 118
~m
~
o __Donuts Sold this Week
- c2
Monday Tuesday Wednesday | Thursday Friday Saturday Sunday
/ 16 10 24 30 44 51 34
Highlighted table

Drag to highlight
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While the table is highlighted, right click on the Monday cell and then click on ‘Copy’.

Then ‘minimise’ the Word document window by clicking on the ‘minimise line’ on the far right of the Word window.

Constructing a Table - Word

Acrobat

Q Tell me what you want to do

Mailings Review View Developer Help Design Layout

Calibri (Body) ~ |11~ A" A" m. [;l.

i i g{"/. '{)' S v Inse elete
nghtCI|Ck — ~D°B I A AV g == Insert Delet

[+
Nmmdmee Preacdns Taaindcesday | Thursday | Friday Saturday | Sunday
1 % Cut 30 24 51 34
E® Copy (-
/ ‘s Paste Options:
- - £

Copy — 2,

27 L LA

Insert »

Delete Table

Distribute Rows Evenly

B B %2

Distribute Columns Evenly
Border Styles >

AutoFit >

£

Text Direction...
Insert Caption...

Table Properties...

¢ al@

New Comment

v | A =fvi—Tvhi="v =3= A
Aa~ [ R | == =32 2l | asbced] AsBbeede AaBbC( AsBbCc AQB  aasbccr aasbeeoe agsbeeoc
-A- BE=== = O T Normal | TNoSpac.. Heading1 Heading2 Title Subtitle  Subtle Em... Emphasis
™ Paragraph ™ Styles
P2 et ® o0 o100 @ 230048 S0 6@ 7080 @0 1000 18 1200 138 1400 215 @160 01700 18

Editing

G L
Create and Share Request
Adobe PDF  Signatures
Adobe Acrobat ~
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Next, ‘launch’ (open) Microsoft Excel and then open a ‘blank workbook’ by double clicking on the thumbnail.

Excel signin © ® ? - a X
Excel
A §

1. :1 Get started with Make your first

3 Take a tour Formulas PivotTable
Blank workbook a G G G
Blank workbook Welcome to Excel Formula tutorial PivotTable tutorial

More templates —>

What will appear is a new spreadsheet workboo

k.

We want you now to right click on the very first cell ‘A’-*1" and then click on the ‘Paste’ icon button.

Cell A -1 Al
AN

4

Insert Page Layout Formulas Data Review|
“ - —
3 Cut Calibri AN ==
Em Copy ~
Paste | ¥ = -l ==3
v ' Format Painter B I U - o A - = 7
Clipboard ] Font F

Calibi ~11 ~ A A" $~ % » &

B I =D-A-H

€0 00 o
v 60 30 N

Paste button ~

m/&wm-a
| B 4 I

| |

O 0 N >
!

-
o

|

-
-y

I | ||
% Cut

Ed Copy

‘D Paste Options:

-

D

Paste Special...
Q Smart Lookup
Insert...

Delete...
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The table that you copied from the Word document now appears on the new Excel spreadsheet workbook.

Insert Page Layout Formulas Data Review View Developer Help Acrobat
L) PO —
D ¥ Cut Calibri 11 -~ A A = == - ‘2'3 Wrap Text General -
Past ER Copy ~
aste v B - v  EE=E E3=E - - €9 00
v ' Format Painter B IU - O-A === £3E [EMerge&Center $-% * % 3%
Clipboard P Font ~ Alignment ] Number 7
W17 vl : fx
y A B C D E F G H | | | J | K | L

Copied table ~

16 10, 24| 30, 44 51 34

ﬁ,‘}Monday Tuesday |Wednesday |Thursday |Friday Saturday |Sunday
2
3~.
4<
5<

Over the next few pages, using that table, we will first construct a ‘line graph’ and then a ‘bar chart’.
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CONSTRUCTING A LINE GRAPH

We will now show you how to construct a ‘line graph’ using the tools in Excel.

First you highlight the table on your Excel workbook, using the same method you did when highlighting the table in Word.

Next click on ‘Insert’ tool tab.
Insert tab

H o

Construct graph and chart - Excel

File Home Page Layout Formulas Data Review View Developer Help Acrobat Q Tell me what you want to do
- s= [(@ Online Pictures g, Screenshot ~ + ) - " R SR -
E? D m * B Get Add-ins 1?2 e |l:- i | “@
PivotTable Recommended Table Pictures = 3 My Add-ins u Recommended . - PivotChart 3
PivotTables [ SmartArt Charts L RS - Mg
Tables lllustrations Add-ins Charts &l To
Al v| fe Monday
High|ighted 4 A B C D E F G H I J K L | M
table \Tilmonday Tuesday |Wednesday |Thursday |Friday |Saturday |Sunday
2 16| 10| 24| 30] 44| 51 34
3 B
A

Charts tools /

As we mentioned earlier we will first be constructing a simple ‘line graph’.
On the ‘Insert’ tool ribbon there are a collection of ‘Charts’ tools.

We will be using these over the next few pages.
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While the table is still highlighted you click on the ‘Line Graph’ tool icon and then click on the first ‘line graph’ tool button.

Highlighted
table ™~

Page Layout

Line graph tool icon

Line graph tool button

Formulas Data Review View Developer

Construct graph and chart - Exc
Q Tell me what you yfnt to do
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What appears is your simple ‘line graph’ using the data from the table you constructed in Word.
It still needs a ‘main title’ and ‘axis titles’.

On the next page we show you how to add those titles to the line graph.
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To add titles you click on the ‘“+’ button next to the line graph.

An ‘elements’ menu will appear.

Click on the ‘Axis titles’ and the ‘Chart title’ boxes.

The title ‘textboxes’ will appear on the line graph.
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To add the titles click on the textbox and type in the title.

What you type in will appear in the formula’ field area at the top of the workbook.

We first start by adding the bottom horizontal axis titte—'Days of the Week’ and then hit ‘Enter’.

The title will appear on the line graph.

Formula field area
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Next we will add the side vertical axis titte— Number of Donuts
Sold’.

You simply click on the textbox and type in the title.
And finally, we add the chart title - ‘Donuts Sold this Week'’.
Below is what your

completed line graph
would look like.
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Next we will show you how to construct a ‘Bar Chart’ using the same data from the table in the same Excel workbook.

Again highlight the table and this time we will be using the ‘Bar Chart’ tools.

Highlighted
table ™
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The bar chart appears on the screen.

The same methods of adding the titles are used as you did when constructing the line graph.

Below is what the new bar chart would look like with the titles added.
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A bar can show two columns for comparison purposes.

Earlier we gave an example of showing ‘percentages’ in a spreadsheet.

When this was used to construct a bar chart, two columns appeared - one showing the donuts sold for the day and what the
percentage of the week that amount equalled.
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The tools in Excel for creating graphs and charts are very flexible and can be used for any type of presentation of data.
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Over the pervious pages we gave some basic examples of entering data into a Word document table and
entering data in various formats into an Excel spreadsheet.

Those examples may or may not align with what your assessment project is, so it is important that you use
the tools available to you that you have the most skills with.

With regards the chart tools in Excel, there a wide range of styles and types of charts (graphs) and each
type has a multitude of formatting options, so we encourage you to experiment with the tools to get the
best result for your assessment project.

We also suggest that you seek some assistance from someone with experience using those tools as they
can often provide you hints and tips that you may have not been aware of, or used before.
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Learning
Activity

Task
LEARNING ACTIVITY THREE

In this activity you are now to use the data in your table or a spreadsheet and construct a graph (or chart) as agreed to with your
employer, supervisor or a nominated person where you work as part of your assessment project.

This is an ‘observable assessment task’ which means your employer, supervisor or a nominated person where you work will
observe you, or watch you taking the data from a table or spreadsheet and construct a graph or chart.

Your teacher or trainer will provide your employer, supervisor or a nominated person where you work the necessary assessment
forms to fill in, sign and return.

These documents will be part of your assessment evidence portfolio.

If you are currently not working then your teacher or trainer will be your ‘observers’ and will develop this activity into one that has
you working in a simulated workplace.
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TEACHER/TRAINER GUIDANCE NOTES
The assessment requirements for this ‘Unit of Competency’ states:
Performance Evidence

The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation
skills of this unit, including evidence of the ability to:

* identify and collect a set of workplace data on at least one occasion for a workplace purpose and order and collate
into an appropriate format, such as a graph or chart

Knowledge Evidence

The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and
foundation skills of this unit, including knowledge of:

common features of routine graphs and tables

use of routine tools to draw and construct tables and graphs
appropriate use of different kinds of graphs

routine scales and axes

R X%

In many cases the assessment requirements relate to a specific ‘Performance Criteria’ and in this case it is:

“Determine scale and axes and construct routine graph or chart using appropriate tools”
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CHECK AND REFLECT ON EXPECTED RESULT, DATA COLLECTION AND OUTCOMES AND
APPROPRIATENESS OF OUTCOME TO WORKPLACE TASK

After a workplace task that involves collecting data samples, collating into spreadsheets and constructing
graphs or charts, it is always important to check the outcome of the completed task.

We learned that such workplace tasks would have needed a clear understanding of the purpose of the data
collection task, what the data specifications were and the audience who would be presented the data in the form
of a graph or chart.

Earlier, we reviewed the need to determine the ‘expected results’ of a data collection task and the final graph or
chart.

Reflecting back on the ‘expected results’ and then checking the outcome of the data collection task and final
graphs or charts would determine whether you were able to achieve the outcomes expected from such a
workplace task.

Also, it is generally a good idea and sometimes required that tables, charts or graphs, as well as the data
contained in them are checked by someone else for reasonableness and correctness.

This could be done with your supervisor or an experienced fellow worker.

When checking for reasonableness, an experienced person can look at the original ‘data sample’ and compare
it to the table, chart or graph.

Often another person is able to see that it does not look quite right just by experience.
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Learning
Activity
Question

LEARNING ACTIVITY FOUR

1)  What does it mean to ‘reflect on expected result’, when reviewing the outcome of a data collection and graph/chart
construction tasks?

2)  Why would you have someone else check the data collected and the graph or chart constructed before it was finalised?

TEACHER/TRAINER GUIDANCE NOTES

1)  Data reflection involves comparing the outcomes that were achieved to what was ‘expected to occur’ when the data
collection and graph/chart construction task began.

2) ltis generally a good idea and sometimes required that tables, charts or graphs, as well as the data contained in them are
checked by someone else for reasonableness and correctness.
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Section Three

Communicate Results
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COLLECT DATA AND CONSTRUCT ROUTINE TABLES
AND GRAPHS FOR WORK

SECTION THREE—COMMUNICATE RESULTS

INTRODUCTION

Once you have completed the workplace task that involved data collection, collating into a table or spreadsheet and the
construction of graphs or charts, you would need to explain how you collected and ‘worked’ the data so as to achieve the
‘expected results’.

This could be through a written report, through a verbal presentation to the most appropriate person in the organisation, or to the
intended audience.

In this final section we look at these topics.

SECTION LEARNING OBJECTIVES
At the completion of this section you will learn information relating to:

#* Using informal and formal written mathematical representation to document and report on workplace data and
problem solving process and results

# Using informal and formal mathematical language to present and discuss workplace information and problem
solving process and results
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USE INFORMAL AND FORMAL WRITTEN MATHEMATICAL REPRESENTATION TO DOCUMENT AND

REPORT ON WORKPLACE DATA AND PROBLEM SOLVING PROCESS AND RESULTS
AND

USE INFORMAL AND FORMAL MATHEMATICAL LANGUAGE TO PRESENT AND DISCUSS
WORKPLACE INFORMATION AND PROBLEM SOLVING PROCESS AND RESULTS

(Over the next few pages we cover two ‘Performance Criteria’ points at the same time to avoid repetition)

When you have been given the task of collecting data and then presenting that data in the form of a chart or
graph, you will likely be asked on how this data was gathered and the calculation process undertaken to show
the results as presented in the graph or chart.

These questions could be asked by those requesting the data and subsequent graphs or charts.

Or, the questions could be asked by the intended audience being presented the graphs or charts and want to
know the background on the data and processes used to reach the presented outcome.

Who those questions are being asked by and what setting those question are being asked in will determine how
you should answer those questions.

The setting could be formal such as a meeting with management or shareholders as an example, or the setting
could be informal such as a discussion with co-workers.

This means that the responses to the questions would be either formal or informal verbally.
The responses could also be in writing, both formal and informal.

You could receive a formal request in writing for explanations as to the background on the data and processes
used to reach the presented outcome such as a request from an external account or a manager.

Or, you could receive an informal request in writing for explanations as to the background on the data and
processes used to reach the presented outcome such as a casual email from your supervisor or a co-worker.

In all cases (formal or informal) you need to know your audience.
In both formal and informal situations, the audience may have different levels of data collection and

mathematical knowledge so that any verbal discussions or written response must be in a way that the audience
can understand.
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RESPONDING APPROPRIATELY

As we now know there is always some ‘expected results’ for any data collection workplace task and when it is to
be used to construct graphs or charts, then some type of mathematical problem solving process would be
required to achieve those expected results.

Explaining some of those mathematical problem solving processes and how they achieved the expected results
can be at times complicated, especially when either explaining those processes in writing, or in a discussion.

In mathematics there are symbols used to represent mathematical outcomes that are not commonly used in a
workplace.

For example in a graph or chart it may be showing sales numbers or amounts that are ‘less than’ the monthly
average.

The mathematical symbol for ‘less than’ is <

Some people would not know this if it were shown in a written document or used on a whiteboard presentation.
Instead of using the symbol, it could be simply written out as ‘less than’ or verbally expressed as ‘less than’.

Some more examples of mathematical symbols that could be used to describe sums in a graph or chart can
include:

The mathematical symbol for ‘more than’ is >
The mathematical symbol for ‘equal t0’ is mmmmmm and the symbol for ‘not equal to’ is | mmm
The mathematical symbol for ‘grater than or equal to’ is >=

The mathematical symbol for ‘less than or equal to’ is <=

These are just a few examples of the many mathematical symbols that are used to describe mathematical
problem solving processes.

If unsure it is always safer to describe the mathematical problem solving outcomes in ‘layperson terms’ so that
all can understand.
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Learning
Activity
Task

LEARNING ACTIVITY ONE

In this final activity, you will undertake another ‘observable assessment task’ which means your employer, supervisor or a
nominated person where you work will observe you explaining in simple and understandable terms, the data collection activities
you performed.

Then you will be observed explaining in simple and understandable terms, the ‘expected results’ that was the basis of your
choice of mathematical problem solving processes and what those processes were as well as explaining in simple and
understandable terms the outcome of the overall assessable workplace task.

Your teacher or trainer will provide your employer, supervisor or a nominated person where you work the necessary assessment
forms to fill in, sign and return.

These documents will be part of your assessment evidence portfolio.

If you are currently not working then your teacher or trainer will be your ‘observers’ and will develop this activity into one that has
you working in a simulated workplace.

TEACHER/TRAINER GUIDANCE NOTES

The assessment requirements for this ‘Unit of Competency’ states:
Knowledge Evidence

The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and
foundation skills of this unit, including knowledge of:

# informal and some formal mathematical written and oral language and symbolism
In many cases the assessment requirements relate to a specific ‘Performance Criteria’ and in this case it is:

“Determine scale and axes and construct routine graph or chart using appropriate tools”
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Self assessment is where you ask yourself certain questions to ensure you have understood what you have learned while
reading this manual and completing the learning activities.

This unit requires you the

student or trainee at the completion of your training to have a certain level of ‘Required Knowledge’ in

which you would need to have acquired and in which you will be assessed on.

This self assessment section reviews this required knowledge by way of questions and if you are able to say YES to all of them
you can be confident your assessment will be satisfactory.

* This training

1)
2)

unit had three sections each having information on how to construct routine tables and graphs:
Identify basis and specifications of data collection requirements for workplace task including being
aware of audience of data and purpose of collection?

Identify source(s) of familiar and routine data in the workplace and possible methods of collection?

* After reviewing the information in Section Two, are you confident that you understand and could:

1)

SgLer

% After reviewi

1)
2)

Select mathematical problem solving process for completing workplace task?

Describe an expected result of the data collection and results?

Select method to collect routine workplace data and collect relevant data sample?

Collect, order and collate data into a table or spreadsheet?

Determine scale and axes and construct routine graph or chart using appropriate tools?

Check and reflect on expected result, data collection and outcomes and appropriateness of outcome
to workplace task?

ng the information in Section Three, are you confident that you understand and could:

Use informal and formal written mathematical representation to document and report on workplace
data and problem solving process and results?

Use informal and formal mathematical language to present and discuss workplace information and
problem solving process and results?

If there were any questions that you were unable to confidently say YES to, we encourage you to review the information again
in this manual and if needed seek the assistance of your teacher or trainer.
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POWERPOINT SLIDE PRESENTATION MAPPING
This training manual is accompanied with a PowerPoint slide presentation, titled the same as this training manual.

The following listing is a ‘mapping cross-reference’ between the Slide Number and the corresponding page number in the
‘Student Manual’.

Slide Numbers Student Manual Slide Numbers Student Manual
Page Number Page Number

Slide Number 4 Page 12 Slide Number 17 Page 39-44

Slide Number 5 Page 13 Slide Number 18 Page 46

Slide Number 6 Page 17 Slide Number 19 Page 47-48

Slide Number 7 Page 18 Slide Number 20 Page 49-52

Slide Number 9 Page 25 Slide Number 21 Page 53-58

Slide Number 10 Page 26 Slide Number 22 Page 59-61

Slide Number 11 Page 27 Slide Number 23 Page 64

Slide Number 12 Page 29 Slide Number 25 Page 68

Slide Number 13 Page 30 Slide Number 26 Page 69-70

Slide Number 14 Page 31

Slide Number 15 Page 34

Slide Number 16 Page 35-38
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