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National 4/5

Administration and IT
Personal Learning Plan
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This document has been produced to help you track your learning within Administration and IT
Your teacher will tell you when you should complete the ‘I Can’ statements, this will usually be after you have completed each area of the course.
Each topic also allows you to reflect on the areas you are confident with and what areas you need to work on.  It will also allow you to identify where else in school you can use your Administration and IT skills.

To begin with, you need to consider what your aims are for your time in Administration and IT and how you are going to achieve these aims.  Use the space below to record this.

My aims for Administration and IT are:
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How I am going to achieve these aims:
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I am going to achieve these aims by:


COMMUNICATION IN ADMINISTRATION – POWERPOINT
Using traffic lights, decide how well you think you can do the following things?

	I know how to change insert, delete and edit text
	

	I know how to change the format of text e.g. bold, italics, underline, font and size
	

	I know how to insert and delete a graphic
	

	I know how to insert bullets and numbers
	

	I know how to add and delete slides
	

	I know how to animate text and objects
	

	I know how to import data from other documents
	

	I know how to change the layout of slides
	

	I know how to apply slide transitions
	

	I know how to change the slide order
	

	I know how to apply and change background, colour scheme and design templates
	

	I know how to insert items into a footer
	

	I know how to insert action buttons
	

	I know how to use the slide master
	

	I know how to print presentation in slide and handout formats
	


What areas of PowerPoint are you confident with?


What areas of PowerPoint do you think you need more help and guidance with?

What other subjects in school do you think you could use your PowerPoint skills?

COMMUNICATION IN ADMINISTRATION – INTERNET, INTRANET, EMAIL AND EMERGING TECHNOLOGIES

Using traffic lights, decide how well you think you can do the following things?
	I know how to compose an email entering text and sending
	

	I know how to use the address book facility on my email account
	

	I know how to mark an email as urgent
	

	I know how to add attachments to a document
	

	I know how to create a signature on an email
	

	I understand the concept of blogs and why businesses may use them
	

	I understand the concept of podcasts and why businesses may use them
	

	I understand the concept of websites and why businesses may use them
	

	I understand the concept of social media and why businesses may use them
	

	I understand the concept of virtual learning environments
	

	I know how to schedule an appointment in an e-diary
	

	I know how to set a reminder in an e-diary
	

	I know how to print from an e-diary e.g. daily, weekly, monthly view
	

	I know how to schedule recurrent meetings
	

	I know how to open a web browser and use a search engine
	

	I know how to navigate hyperlinks within a website
	

	I understand the term intranet and how to use one
	

	I know how to copy information from a web page to a word processing document or screen dump it
presentation
	

	I know how to use favorites
	

	I know how to print information from a website
	

	I understand the features of reliable sources of information
	

	I understand the consequences of using unreliable sources of information
	


What areas of internet, intranet, email and emerging technologies are you confident with?

What areas of internet, intranet, email and emerging technologies do you think you need more help and guidance with?

What other subjects in school do you think you could use these skills?

IT SOLUTIONS FOR ADMINISTRATORS – WORD PROCESSING

Using traffic lights, decide how well you think you can do the following things?
	I understand the different manuscript corrections and can apply them
	

	I know how to change my margins and line spacing as required in a task
	

	I know how to change the alignment of my text e.g. centre, left/right align, justify
	

	I know how to change my font and my font size as required in a task
	

	I know how to bullet or number a list within a document
	

	I know how to change the orientation of my page
	

	I know how to insert a graphic into a document
	

	I know how to insert a page break into a document
	

	I know how to insert page numbers into a document
	

	I know how to add information into a header/footer within a document
	

	I know how to use different styles in a document e.g. underline, bold, italics
	

	I understand how to lay out a letter using house style
	

	I understand how to lay out an itinerary using house style
	

	I understand how to lay out notice of meeting and agenda using house style
	

	I know how to insert a table into a document
	

	I know how to alter a table as required e.g. merge cells, insert rows/columns
	

	I know how to sort a table
	

	I know how to rotate text within cells in a table
	

	I know how to perform a calculation in a table
	

	I know how to use a table to create a Business Form
	


What areas of Word Processing are you confident with?


What areas of Word Processing do you think you need more help and guidance with?


What other subjects in school do you think you could use your Word Processing skills?

IT SOLUTIONS FOR ADMINISTRATORS – SPREADSHEETS (ALL)

Using traffic lights, decide how well you think 
you can do the following things?
	I know the different parts of a spreadsheet e.g. row, column, cells, cell reference
	

	I know how to format cells in a spreadsheet e.g. text alignment, fonts, styles and sizes
	

	I know how to change the data type in a cell or range of cells e.g. currency, percentage
	

	I know how to use borders and shading to highlight information
	

	I know how to calculate basic formulae e.g. add, subtract, multiply, divide
	

	I know how to use more advanced functions e.g. sum, average, min, max, count
	

	I know how to create a graph or chart from adjacent cells
	

	I know how to create a graph or chart from non-adjacent cells
	

	I know how to label charts/graphs meaningfully
	

	I know how to print a chart separately
	

	I know how to print a chart embedded in a spreadsheet
	

	I know how to print a spreadsheet showing values
	

	I know how to print a spreadsheet showing formulae
	

	I know how to print a spreadsheet showing row and column headings and gridlines
	

	I know how to add headers and footers to a spreadsheet
	

	I know how to print a spreadsheet so that it fits to one page
	


What areas of Spreadsheets are you confident with?


What areas of Spreadsheets do you think you need more help and guidance with?

What other subjects in school do you think you could use your Spreadsheets skills?

IT SOLUTIONS FOR ADMINISTRATORS – SPREADSHEETS (NATIONAL 5 ONLY)

Using traffic lights, decide how well you think you can do the following things?
	I know how to use an IF statement
	

	I know how to set up conditional formatting
	

	I know how to link cells within worksheets
	

	I know how to name a cell and use it in another worksheet
	

	I know how to use absolute cell references within a calculation
	


What areas of Spreadsheets are you confident with?


What areas of Spreadsheets do you think you need more help and guidance with?

What other subjects in school do you think you could use your Spreadsheets skills?

IT SOLUTIONS FOR ADMINISTRATORS – DATABASES 

Using traffic lights, decide how well you think you can do the following things?
	I know what the terms field, field type, record and file mean
	

	I know how to set up a flat database by creating fields and using appropriate data types
	

	I know how to input and edit information in a flat database
	

	I know how to add and delete fields and records
	

	I know how to sort a flat database on one field
	

	I know how to sort a flat database on more than one field
	

	I know how to query a flat database using equals, greater than, less than, or, and not
	

	I know how to copy a database to Word in order to add a footer and print
	

	I understand the term relational databases
	

	I understand the terms primary and foreign keys
	

	I know how to set up relationships between databases within the same file
	

	I know how to create a database form
	

	I know how to use a database form to input and change data within a database
	

	I know how to perform a query using relational databases
	

	I know how to create a database report
	

	I know how to insert a graphic into a report/form
	

	I know how to insert a header/footer in a report or form
	

	I know how to print a database report or form
	


What areas of Databases are you confident with?


What areas of Databases do you think you need more help and guidance with?

What other subjects in school do you think you could use your Database skills?

ADMINISTRATIVE PRACTICES

Using traffic lights, decide how well you think you can do the following things?
	I understand what the tasks, skills and qualities of an administrator are
	

	I understand the key features of good customer service
	

	I understand the benefits of good customer service
	

	I understand the impact of poor customer service
	

	I understand the key responsibilities of a business in terms of health and safety
	

	I understand current UK health and safety legislation
	

	I understand the key responsibilities of a business in terms of security of people, property and information (both paper and electronic based)
	

	I understand the Data Protection Act 1998 and what it means to a business
	

	I understand and can undertake planning tasks when organising an event
	

	I understand and can undertake preparing documents to support an event
	

	I understand and can undertake follow-up activities after an event
	


What areas of Administrative Practices are you confident with?


What areas of Administrative Practices do you think you need more help and guidance with?

What other subjects in school do you think you could use your Administrative Practices skills?
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