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PROGRAMME 
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ETQA MICT SETA NQF LEVEL 2 CREDITS 10 

DURATION 4 DAYS 
MINIMUM 
CONTACT 

HOURS 
30 

ASSESSMENT 
HOURS 

2 

 

PURPOSE OF SKILLS PROGRAMME 
 

This skills programme is intended for people who need to create and edit spreadsheets using a Graphical User 
Interface (GUI)-based spreadsheet application either as a user of computers or as basic knowledge for a career 
needing this competency, like the ICT industry. 
 

METHOD OF ASSESSMENT 
A combination of practical and knowledge-based leading to completing a Portfolio of Evidence (PoE) and a 
summative assessment in which application of skills is required. The competency declaration will be in line with the 
skills programme assessment strategy and relevant ETQA requirements. 
 

LEARNING OUTCOMES 
 
A person who completed this skills programme, will have gained more information to be able to:  
 

 Demonstrate an understanding of the principles of spreadsheets. 

 Create, open and save spreadsheets. 

 Produce a spreadsheet from a given specification. 

 Edit a spreadsheet. 

 Format a spreadsheet. 

 Check spelling in a spreadsheet. 

 Print a spreadsheet using features specific to spreadsheets 

 Prepare and produce a spreadsheet to provide a solution to a given problem.  

 Adjust settings to customise the view and preferences of the spreadsheet application.  

 Work with multiple worksheets.  

 Apply formulae to worksheets to provide alternative solutions to a problem.  

 Apply simple built-in functions of the spreadsheet application to the given problem.  

 Apply formatting to a spreadsheet applicable to the given problem.  

 Use special effects to improve the presentation of the spreadsheet.  

 Evaluate a spreadsheet.  



 
This Skills Programme is aligned to the following unit standard: 
 

UNIT STANDARD 

NUMBER 
TITLE 

NQF 

LEVEL 
CREDITS 

116930 

Use a Graphical User Interface (GUI)-based 

presentation application to enhance presentation 

appearance 

2 4 

116940 
Use a Graphical User Interface (GUI)-based 

spreadsheet application to solve a given problem  
3 6 


