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Functional Skills Qualification in ICT
	Level 2 ICT Activity 6



Activity 6: Mobile phone sales 
Sample lesson plan: Analyse data and present

Course no: _________________________________     Course title: Functional Skills ICT – Level 2
Tutor’s name: _____________________ Date: _____________   Time: ____________   Lesson length:  1 hour    Room: ____________  


Lesson topic:  Mobile phone sales
	Aims: 
1. Use mobile phone information to develop a spreadsheet that allows analysis of the data.
2. Use ICT applications to present a summary of the information.
3. Communicate information about mobile phone sales using ICT systems.

	Learning outcomes: enable learners to

1. Identify instructions.
2. Determine the information required in the spreadsheet.
3. Create a spreadsheet.
4. Format text and number and produce a style that gives a ‘professional’ appearance to the spreadsheet.
5. Use spreadsheet functions ( =min, =max, =average, =if, =count), where applicable, to answer questions.
6. Use the information contained in the spreadsheet to produce a summary document.
7. Use an application such as PowerPoint (or similar) to present a draft version of this summary.
8. Obtain feedback on the draft version from others and use collaborative tools such as track changes, comments and highlighting to produce the final version of the summary.
9. Write an email which communicates their findings.
10. Explain how to attach relevant information to the email.
11. Identify skills used in the activity and indicate how to apply them to other ICT systems.



	Timing

(min.)
	Work to be covered
	Teaching activity/assessment
	Learner activity
	Resources

	5
	Register learners at the start of the session.
Introduction.

	Brief introduction to the activity to be undertaken and outline of the problem to be solved.
Q&A.
Consolidate learning from the last session/linked topics.


	Brief discussion / Q&A about the activity.
	Handout: Information – Activity 6 – Mobile phone sales



	5
	Logging on to the computer network.

	Ensuring that learners have logged on to the network successfully.
	Learners to log on to the computer network.

	Computer

Appropriate software
Applications
Printer

	5
	Information gathering and planning.
	Circulate around individuals providing assistance and guidance.
	Learners to:
· Read the email (given in the handbook), which outlines the activities to be undertaken.
· Read the printout of the email attachment (given in the handbook).

	Handout: Information – Activity 6 – Mobile phone sales 


	5
	Activity problem solving and completion of the worksheet. 
	Individual assistance should be provided when necessary to:
· Decide on the number of columns they require in the spreadsheet.
· Explain the use and operation of spreadsheet functions such as =min, =max, =average, =if, =count.
· Choose a suitable ICT application for the summary document.
· Insert images, graphs or tables into the summary document.
	Learners to: 
· Work out the number of columns they require in the spreadsheet.
· Decide on what spreadsheet functions to use.
· Choose an ICT application that is appropriate for the summary document.
· Decide whether the summary document will contain images, graphs or tables.
	Handout: Problem Solving – Activity 6 – Mobile phone sales
Whiteboard

Pens and paper


	10
	Activity problem solving and completion of the worksheet.
	Individual assistance should be provided when necessary to:
· Create the spreadsheet.
· Explain the meaning of ‘looking professional’.
· Alter style, fonts and number formats.
· Arrange data in alphabetical order.
· Add additional columns.
· Total data.
· Answer the seven questions about which spreadsheet function to be assigned to a particular task.
	Learners to: 
· Create the spreadsheet.
· Choose the style, font and number format that will produce a professional looking spreadsheet.
· Sort the data so that the networks are in alphabetical order.
· Add an additional column.
· Total data where required.
· State which spreadsheet function they would use to find the answers to the seven questions asked in the handbook.

	Handout: Worksheet – Activity 6 – Mobile phone sales

	5
	Activity problem solving and completion of the worksheets.
	Individual assistance should be provided when necessary to:
· Decide on the information to be included in the summary document.
· Choose an appropriate ICT application.
· Include images, graphs or tables.

	Learners to: 
· Consider the information that will be needed in their summary document.
· Decide on the ICT application they will use.
· Produce a draft document.
· Decide whether they will include images, graphs or tables.
	Handout: Worksheet – Activity 6 – Mobile phone sales

	5
	Activity problem solving and completion of the worksheets. 
	Individual assistance should be provided when necessary to:
· Enable a ‘review’ by a friend, ie organising a friend or partner.
· Indicate the changes made by showing how to track changes, add comments and highlight changes.
	Learners to: 
· Ask a friend to review their work (either their spreadsheet or summary document).
· Record three improvements that the friend has suggested.
· Try these suggestions.
· Track the changes made, highlight changes and insert comments.
	Handout: Worksheet – Activity 6 – Mobile phone sales 


	5
	Activity problem solving and completion of the worksheets.

	Individual assistance should be provided when necessary to:
· Write a suitable email that is ‘fit for purpose’.
· Find the size of a file.
· Attach a file to an email.
	Learners to: 
· Discuss with their friend what needs to be included in the email to the boss.
· Decide how they will decide if its contents are suitable for purpose.
· Describe how to find the file on the computer, determine its size and work out how to attach it to the email.
· Explain any other things that need to be considered.
	Handout: Worksheet – Activity 6 – Mobile phone sales

	5
	Practice questions.
	To be competed individually in order to check their learning.
Individual assistance should be provided when necessary to:
· Identify the skills used.
· Find other areas in which these skills could be used.
· Explain the meaning of ‘copyright’.
· Describe how not to breach copyright when downloading items.
	Learners to:

· Identify four skills they have used in developing their document.
· Describe how they could use these skills with other ICT systems.
· Explain how to ensure that copyright has not been breached if they want to download a video file and images to include in their documents.
	Handout: Skills Check – Activity 6 – Mobile phone sales 
Whiteboard

Pens and paper


	5
	Plenary/Reflection.
	Individual assistance should be provided when necessary to:
· Explain how the spreadsheet can be used to achieve the task set.
· Create the ‘Car Sales’ spreadsheet and adapt it to show the two pieces of information required.
Directed questioning/led group discussion to reflect on the activity, the problem solving process and about what went well and/or what was challenging.
Recap of learning.


	Learners to:
· Explain how the boss could use the spreadsheet to explore what happens to his budget if he changes the price of the mobile phones in stock.
· Using the information given in the ‘Car Sales’ table, create a spreadsheet.

· Adapt the spreadsheet to show the turnover for each car model and how the turnover has varied over the 6-month period.
	Handout: Skills Check – Activity 6 – Mobile phone sales

Whiteboard

Pens and paper


	
	Extension activities

(additional).
	
	Learners can:
· Learners to actually email their summary documents to an email address of choice on the school/college system.
· Incorporate graphs and charts in the reporting of turnover figures.
· Research nationwide sales figures and illustrate the most popular mobile phone handsets.
	Extension activities

(additional)
Internet
Software

Computers

Printers

	How is learning to be measured? 
Level to which the worksheet tasks have been completed.


	Homework/Research work: 
· Any unfinished task(s) to be completed for homework?
· Carry out research in preparation for the next session – Job applications.


	Lesson Evaluation

(Delete as appropriate)
	· Was the lesson better than expected?
· As expected?
· Worse than expected?

	Suggestions/Modifications for next lessons:



Lesson evaluation/comments:
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