
Spreadsheet Processing Techniques 
(8970)
Syllabus

www.city-and-guilds.co.uk
April 2004



2 Spreadsheet Processing Techniques (8970)

City & Guilds is the UK’s leading provider of vocational qualifications, offering over 500 awards 
across a wide range of industries, and progressing from entry level to the highest levels of 
professional achievement. With over 8500 centres in 100 countries, City & Guilds is recognised by 
employers worldwide for providing qualifications that offer proof of the skills they need to get the 
job done. 

The City & Guilds Group includes City & Guilds Pitman Qualifications, specialising in IT, office-based 
qualifications and English as a second language awards, and ILM (the Institute of Leadership & 
Management) providing management qualifications, learning materials and membership services. 
Land based qualifications are offered through NPTC, also part of the City & Guilds Group.  City & 
Guilds also manages the Engineering Council Examinations on behalf of the Engineering Council. 

General information about City & Guilds is available on our website www.city-and-guilds.co.uk
or from our Customer Relations team at the address below or by phoning 020 7294 2800 or e-
mailing enquiry@city-and-guilds.co.uk

City & Guilds fully supports the principle of equal opportunities and we are committed to satisfying 
this principle in all our activities and published material. A copy of our equal opportunities policy 
statement ‘Access to assessment’ is available on our website or from the Customer Relations
team.

City & Guilds publications are available from our Publication Sales department at the address 
below or by phoning 020 7294 2850 or faxing 020 7294 3387

First published 2004
©2004 The City and Guilds of London Institute All rights reserved.
City & Guilds is a trademark of the City and Guilds of London Institute.

Every effort has been made to ensure that the information contained in this publication is true and 
correct at the time of going to press. However, City & Guilds’ products and services are subject to 
continuous development and improvement and the right is reserved to change products and 
services from time to time. City & Guilds cannot accept 
liability for loss or damage arising from the use of information in 
this publication.

City & Guilds
1 Giltspur Street
London, EC1A 9DD
T +44 (0)20 7294 2468
F +44 (0)20 7294 2400
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Essential Level

Underpinning knowledge and skills

Candidates must be able to demonstrate and have the following 
knowledge and skills to operate competently at this level.

General
Candidates must be able to plan and organise work so that it can be 
completed within the time available.

Page layout
Candidates must be able to change page orientation. (All printed 
spreadsheets will fit on one page of A4 portrait when using a 10 point 
font.)

Prepare system for use
Be able to:
switch on/log on to the system and access appropriate software.

Create a new spreadsheet
Be able to:
prepare a new spreadsheet, enter text, date and build formulae.

Save a spreadsheet
Be able to:
save a spreadsheet, save a retrieved and amended spreadsheet with a 
different filename so as to retain the original.

Retrieve a spreadsheet
Be able to retrieve a spreadsheet for amendment.

Precedence or order of calculation in arithmetical formulae
Be able to use parentheses in formulae following the rules of precedence 
to obtain the required result.

Error values
Be able to recognise error values when an incorrect formula is inserted 
and when the cell is too narrow to accommodate the number.

Operate printers
Be able to check the status of the printer, eg on-line, out of paper.

Close down the system
Be able to close down the system following correct procedures.

Security and legal issues
Be able to:
save work frequently, make regular backup copies of work, store backup 
copies in another location
Be able to identify the purpose of file protection/encryption techniques 
when transmitting data.
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Intermediate Level

Underpinning knowledge and skills

In addition to the knowledge and skills required at the Essential level, 
candidates must be able to demonstrate and have the following 
knowledge and skills to operate competently at this level.

Page layout
Candidates at this level must be able to change page settings.

File handling
Be able to:
create sub-directories/folders to organise files, save spreadsheets in 
other directories/folders, make backup copies of files, locate and retrieve 
files on other disks in other directories/folders, rename files, delete files 
which are no longer required.

Work with large spreadsheets
Be able to:
freeze titles, split worksheets, find cells and text.

Represent data graphically
Be able to use appropriate graph or chart for the data given using single 
data series.

Prepare to print spreadsheets
Be able to use:
print preview facilities to check layout.
Know when to:
replenish paper in a printer, print multiple copies, set print area for later 
printing.
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Advanced Level

Underpinning knowledge and skills

In addition to the knowledge and skills required at the Intermediate level, 
candidates must be able to demonstrate and have the following 
knowledge and skills to operate competently at this level.

Find files
Be able to use search facilities to find files where the filename is known 
but the location is not.

Use on-line help
Be able to use on-line help facilities, if required, to find out how to carry 
out a task.

Work with multiple worksheets
Be able to:
name, rename and use multiple worksheets; link worksheets; delete 
pages, page breaks, and worksheets; move and copy worksheets.

Using advanced techniques
Be able to:
use arrays, use manual and automatic calculation, protect and unlock 
cells, hide and unhide cells, use password protection, set up customised 
lists, create macros, templates and toolbars for users, work with macros.

Analyse and test data
Be able to:
analyse user requirements in the design of a spreadsheet, including 
designing templates; establish trends and forecasts; use test and 
validation procedures; use error functions and messages; debug 
spreadsheet design.

Export and import
Be able to export and import data in different file formats.

Print spreadsheets
Be able to:
change settings for the paper source where more than one is available; 
select the correct printer driver for the printer being used; printed 
selected pages of a multi-page spreadsheet.
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Further information

Further information regarding centre/scheme approval or any aspect of assessment of our 
qualifications should be referred to the relevant City & Guilds regional/national office:

Region Telephone Facsimile

City & Guilds Scotland 0131 226 1556 0131 226 1558

City & Guilds North East 0191 402 5100 0191 402 5101

City & Guilds North West 01925 897900 01925 897925

City & Guilds Yorkshire 0113 380 8500 0113 380 8525

City & Guilds Wales 02920 748600 02920 748625 

City & Guilds West Midlands 0121 503 8900 0121 359 7734

City & Guilds East Midlands 01773 842900 01773 833030

City & Guilds South West 01823 722200 01823 444231

City & Guilds London and 
South East 

020 7294 8139 020 7294 2419

City & Guilds Southern 020 7294 2677 020 7294 2403

City & Guilds East 01480 308300 01480 308325

City & Guilds Northern 
Ireland/ Ireland

028 9032 5689 028 9031 2917

City & Guilds Customer 
Relations Unit 

020 7294 2800 020 7294 2400

Website www.city-and-guilds.co.uk
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