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Learning Contract

Project Detail
Within my business I use Microsoft Excel spreadsheets to -
· Keep customer records, including name, address, contact details.

· Keep a record of materials for customers jobs used in the creation of quotes/estimates and invoicing.

· Create invoices.

· Record purchases made (invoicing in) and payments in required to submit yearly accounts.

Although I have been using Excel for over 20 years I have never learnt how to use it in a structured way. My learning has been one of trial and error or through necessity for specific tasks or operations. Information gathered from other work colleagues, internet sources or the Excel help feature.

The aim of this project is to learn how to use Excel 'properly' i.e. in a structured way so as to broaden the scope and utilisation within the business. I would like this to result in -

· A speedier, more efficient interaction with Excel software. Knowledge and use of specific functions and shortcut keys to minimise time taken in use.
· Creation of weekly/monthly cashflow and profit/loss tables.

· Ways of improving accuracy and efficiency whilst creating customer details, materials job sheets.

· Creation of self generated customer payments tables, quotes/estimates and invoices (from job sheet data).

· Extraction of data from historic records to show trends in cashflow and profit/loss.

	
	What will be learnt through this project? (Objectives)
	How are you going to learn it? (Resources and Strategies)
	Target date for completion

	 a.
	To achieve a basic understanding of the menus, functions and 'quick keys' available in Microsoft Excel.
	1. Work through the Excel online help facility one section at a time.
2. Look at tips and guides online.

3. Look at specific instruction for 'quick keys and functions'.
	Jan 27th

	 b.
	To create weekly/monthly cashflow and profit/loss tables.


	1. Use recommended formats (online) or a template to create main structure.
2. Look at how this can be modified/customised for my business needs.

3. Devise a strategy with help from online advice/forums to ensure time is allocated in the week/month to update this.
	Feb 19th

	 c.
	To improve accuracy and efficiency whilst creating customer details, materials job sheets.


	1. Evaluate how efficient the creation of a job sheet is. i.e time taken for various types of job.
2. Look at how this can be modified with the use of formulas, autofill, groupings etc. to improve speed and accuracy. This will involve learning specific functions from Excel help or online resources.
	March 9th

	 d.
	To create/set up self generated customer payment information sheets, quotes and invoices.
	1. Work through the Excel online help facility and guides online for exporting data.

2. Use 'Outlook' help resources to understand importing data.
	March 30th

	 e.
	To use data from historic records to highlight trends in cashflow and profit/loss.
	Work through the Excel online help facility and guides online for extracting and displaying data.
	April 13th


	
	How are you going to know that you learned it? (Evidence)
	How are you going to prove that you learned it? (Verification)
	Advising faculty member feedback (Evaluation)

	 a.
	This will be achieved through self assessment in the performance of tasks i.e. menu navigation and use of function (hot) keys. I will also seek out online testing resources to further back this up.
	This objective will be communicated to the advising tutor. I will demonstrate my understanding of the menu system and function/quick keys within the Excel software.
	

	 b.
	I will create weekly cashflow and profit/loss tables templates to a good standard. Particular attention paid to ease of use, clarity, useful functions (i.e. formula calculations).
	The templates will be put into practical use showing actual business figures shown over at least a 2 month timeframe. These will be presented to the advising tutor to verify completion of the objective. 
	

	 c.
	This will be an ongoing improvement of the way in which customer and materials information is gathered. The objective will be met when I am able to reduce time taken during this process significantly whilst ensuring accuracy.
	I will present the advising tutor with a 'before' and 'after' excel job/materials sheets showing improvements including added functionality and revised layout. I will practically demonstrate how these sheets can be used more effectively.
	

	 d.
	The objective will be completed when I have successfully :
· Created an automated customer payments sheet showing customer and payment details, generated when the job sheet is updated with payment details. This will be linked to cashflow and profit/loss sheets.

· Created an automated quote/estimate email template.

· Created an automated invoice email template.
	The advising tutor to be presented with examples of generated payments sheets, affected cashflow sheets, quote/estimate templates and invoice templates. 
This can also be practically demonstrated to the tutor to verify the objective has been met.
	

	 e.
	The objective will be completed when I have created graphical representations of analysed data from actual cashflow and profit/loss over time and per job. 
	The advising tutor to be presented with examples of generated graphs and charts highlighting cashflow and profit/loss. 

This can also be practically demonstrated to the tutor to verify the objective has been met.
	


(Centre for Teaching Excellence, 2019)
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