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Introduction
When doing your assignments make sure you keep all your handwritten information, corrections and workings out in your folder. Any references you use, leaflets, handbooks etc. keep a copy of these as well to show where you obtained the information from. If this is not possible, in the case of a text book or internet web site, then make sure you make a note of this in your assignment, on a separate sheet if necessary.

Remember that all the work you do on the computer should be saved on your Hard Drive under your username and password, in the My Documents folder. It may help you if you create a folder for each assignment then you can find the information easily.

It is also important to get your worked checked before you print it. There are many different ways to print something and you must know what you are doing, otherwise it can cost time and money and it may be of no use to you anyway, so ask before you print.

Getting your work assessed
Whenever you have completed the first draft of an assignment, it is necessary to have it assessed so that any amendments can be made before you complete a final copy.

To do this you can e-mail your tutor and attach the document to it.

The assignment will then be marked, and any amendments or comments will be in a different colour.

These are the steps to follow:

1. If you do not already have an e-mail address, then obtain one from any of the online providers such as www.hotmail.com, www.yahoo.com, www.google.com . Instructions and guidance to do this will be given in one of your lessons. This will be an internet e-mail address, and so accessible from anywhere.
2. Start a New Mail and address it to the tutor ( tony.unsworth@colegsirgar.ac.uk ).

3. In the Subject box Type in the name of the assignment you are wishing to be marked.

4. The CC Address box is there if you wish to send the assignment to someone else as well.

5. The BC Address box is there if you wish to send it to other people without other people knowing you have sent it to anyone else.

6. In the message area, type in a message to the tutor, try to use correct spelling and a conventional letter format, remember you will need to print out a copy of the e-mail you send as evidence for your portfolio.

7. Click on the Attach Icon and navigate to your assignment.

8. Click once on the assignment in the dialogue box to select it, and then click OK, your assignment should now be attached.
9. Make sure you have ticked the box that lets you save the e-mail in your Sent Folder (this is at the bottom of the screen, generally.
10. Click on File and print a copy of your e-mail and put it in your Key Skills Portfolio.
11. When you are happy, click on Send.
12. When your assignment has been marked you will receive an e-mail with the assignment attached.
13. Print out a copy of the e-mail and put it in your Key Skills File.
14. Open the attached assignment and save it in My Documents in a new folder named ‘Marked Assignments’.
15. Print out a copy of the marked assignment and put it in your Key Skills File.
16. Open your original assignment (you may want to save it as Version 2) and make the appropriate corrections using the ‘Marked assignment’ as a guide.
17. When it is complete send it to your tutor again as an attachment to an e-mail.
18. When you receive it back and everything is ok, print it again for your file, with a copy of the e-mail and any other attachments that have been sent with it.

Induction Assignment

During your time at college you will have two folders, one is your Practical Portfolio file for all your NVQ assessments (small file), the other is your Portfolio of Evidence file (large), where you keep all the other information concerning your personal tutorial information, scheme of work, timetables, Key Skills evidence and so on. You need to become acquainted with both files and so it is a good idea to put a cover label on them. Designing a label will also be a good way to learn a little about computers, so let’s begin.
1. Click on the Start button, select Programs from the pop-up menu and click on Microsoft Word.

2. A new document will appear, this is a good time to learn about saving files, so click on the File menu and choose Save As.

3. A dialogue box will open, type a name for your file in the File Name box such as ‘Logbook labels’ (Don’t use the quotation marks).

4. At the top of the box, in the Save In box, make sure it says My Documents, and click on Save

5. Now we need some tools to draw a label, so click on View, then Toolbars and make sure the Drawing toolbar is ticked in the dropdown menu, the drawing Toolbar should now be at the bottom of your screen.

6. Click on the oblong shape on the drawing toolbar.

7. Left Click anywhere in your document and hold the mouse button down, drag the mouse until you see a box being formed, then let go of the button.

8. Right click inside the box and from the drop-down menu choose Format Auto shape.

9. In the properties dialogue box that appears we can change all the properties of this box, such as colour, outline, shape and so on, but first click on the Size Tab.

10. Now we can set the actual size we want, the height of the front label for both portfolio’s is 10.5  cm, and the width is 15 cm.

11. It is in this dialogue box that you can change the background colour as well, feel free to experiment with shading and transparency to get the effect you want.

12. You need to include certain information on the label.

a. Centre Number – 068260

b. Your Name

c. Candidate Number

d. Course

13. To enter text on your label click on the little icon that has an A on it, on the Drawing tool bar and click and drag a text box on your label (you can re-size it later) choose the type of text you want, and write the information.

14. Remember all the properties of your label can be adjusted and changed, try to get the information you need on the label first and then change it around to suit you.

15. You could also insert images to spice the label up, it’s up to you. You will also need to design a label for the spine of your files, so that you can quickly identify your file in the cupboard, since your file will be personalized this will be much easier.
Use a ruler to measure the size of the label you need, cut them out carefully (there is a guillotine to do this) and slot them in.

Assignment 1  Reading and summarising Information
In preparation for writing your assignment on Health and Safety and writing and presenting a short talk using PowerPoint, 
Much of the work can be done from the Health and Safety Handbook, the Student Handbook or your Level Two Textbook. Any further information can be gained from searching the internet.

Summarising information

You need to summarise information when you read books, the internet, or if you listen to someone else’s presentation.
Here is a six-step approach you can use to summarise written material:

1.
Scan the material to ensure that it is relevant. Look at headings, key words or phrases and the first and last paragraphs to find out what the article is about.

2.
Skim read the material to gain an understanding of the subject.

3.
Read the material again more closely, this time underlining or highlighting key words or phrases that seem important to the main subject.

4.
Make notes from the underlined phrases but make sure that you maintain the meaning of the text. Explain things in your own words rather than just copying sentences word for word.

5.
Use the notes to prepare a draft summary.

6.
Check the draft and compare it to the original material. Have you missed any important details? Does your summary still convey the original meaning of the text?

The text you have read with the areas you have highlighted should be placed in Your Key Skills File, this will provide evidence of your skill in finding and selecting information. Any hand written work should also be kept.

Tips on searching the Internet.
Go to ‘www.google.com’

If you enter the words health and safety, the search engine will look for sites that contain the word ‘health’ and then for words about ‘safety’.
If you enter ‘health and safety’, you will get sites just about health and safety.

If you enter health+safety, then you will get sites that must have both words in them.

After entering your search words, click on the ‘web’ tab if you want relevant web sites, or the ‘images’ tab if you just want images.

Remember, to help you decide which site may be worth looking at;

If it is a ‘.com’ site it will be a commercial site and may be trying to promote a particular product, you must always be wary when selecting information from a commercial site.

If it is an ‘.org’ site, it will generally be an information site, and the information should be impartial as they will not be trying to sell you anything.

If it is an ‘.ac’ site, it means it is the web page of a college, university or academic site. The information will be research based or educational and will be useful and impartial.

If it is a ‘.gov’ site, it is a government site, so the information will be accurate and up to date and very impartial, these sites should always be checked if you are talking about laws, regulations and so on.

If you find some useful information, then you must select the text, copy it, and paste it into a word document for editing.

NEVER print directly from the Internet, it provides no evidence for key skills, and you have no control over how much will be printed or in what format it will appear. The skill is in selecting the right information and disregarding the information that is not relevant.

However you must make reference to how you searched for the information and which sites you used to help you.

When choosing which site to visit from the list found in a search, right click on the address and ‘choose’ ‘Open in a new window’, this means you can browse the site, and then close it down when you have finished, and your list will still be there.
You must use a search with multiple criteria, this means entering more than one word and try to include a phrase. After you have entered the search words and pressed search, you need to provide evidence that you have searched by pressing the Shift Key and the Print Screen key, this will copy an image of the screen. Open Microsoft Word, go to the Edit menu on the Toolbar and select paste (Ctrl+V), this will paste a copy of the screen image into your document. Click on the image, and on the Picture Toolbar click on the Dog icon and select behind Text. You will now be able to resize and move the image easily. Type your name at the top and a little explanation about your search and what it was for. Save the file and print it out for your key Skills folder.
Assignment 2   G1 Health and Safety
Ensure your own actions reduce risks to health and safety

For this assignment you are expected to:

Design a cover for your assignment with your name, your tutor’s name, the unit number and unit name on it, making sure you have inserted an image from the Internet.

	Step 1

	Go to START – PROGRAMS-Microsoft WORD

When the program has opened a new page the first thing you must do is save you file

Go to FILE-and click on Save As

When the dialogue box has opened make sure that you select your Hard Drive in the Save in box
In the main window click on the folder you want to save your file, or create a new folder by clicking on the New folder button and call it ‘Assignments’

In the ‘File name’ box type a name for your file e.g. G1 Assignment

Click on Save


	Step 2

	Design your cover using a style you prefer, and use Word Art if you wish.

If you cannot see the Word Art button go to View – Toolbars and from the drop down list of toolbars select Drawing, this will put the Drawing toolbar on the bottom of your window, you will need this later

While you can, go to Tools-Options and click on the General Tab

The box marked ‘Automatically create drawing canvas when inserting auto shapes’ will be ticked, un tick it. Click OK


	Step 3

	When you have finished designing your front cover, make sure that your cursor is underneath all the work you have done and press Ctrl + Enter at the same time, this is the simplest way to create a new page


	Step 4

	At the top of the new page write CONTENTS and press Enter


	Step 5

	Press Ctrl+Enter again to get a new page


	Step 6

	Underneath the word ‘File’ at the top left corner of your screen is a drop-down box with the words ‘Normal+10pt’ or something similar, if this is not showing go to the top right of the screen and click on the button that has two down pointing arrowheads on top of each other and click on the box that says ‘Show buttons on two rows’, you should now be able to see the formatting box at the top left.


	Step 7

	Click on the drop down arrow on the formatting box ( the one that says ‘Normal+10pt’ and select ‘Heading 1’, now type in the word ‘Introduction’

Press Enter, the formatting box at the top left corner should now be showing Normal+10 pt again

Now write your introduction, which should explain briefly what information you are going to include in this assignment.


	Step 8

	When you have finished press Enter and then Ctrl+Enter again to create a new page

You should do this each time you start a new page, so that the heading or title is formatted as ‘Heading 1’ and the rest of your text is normal, this way Microsoft Word will be able to recognize all the headings it needs to create an automatic index when you have finished you assignment


Now write the rest of the assignment, making sure that you format each heading as Heading 1 and the rest of the text as normal, you can still change the size or style of the Font as you wish

Part A 

In part A give brief description of the following using each of the following titles as Heading 1’s.

1. The Health & Safety at work Act

2. The Workplace (Health, Safety & Welfare) Regulations

3. The Manual Handling Operations Regulations

4. The Provision and Use of Work Equipment Regulations

5. The Personal Protective Equipment at Work Regulations (PPE)

6. The Control of Substances Hazardous to Health (COSHH)

7. The Electricity at Work Regulations

8. Reporting of Injuries, Diseases And Dangerous Occurrences Regulations

9. The Environmental Act

This information may be found in your Health & Safety handbook, your NVQ textbook or at www.hse.gov.uk
You may insert images if you feel they are appropriate.

Part B

1. In Part B you must give a detailed description of your Job Role, you can enter the information in the form of a Bulleted List if you like (use the bulleted list Icon to start the list, this is on the menu bar, the button with three little squares and three lines on it).

2. You must also say how, when working in the salon, you would ensure the Health & Safety of yourself, the people you work with, and your clients. Saying how you might control and reduce the risks and hazards in your salon.

3. Also, write about some of the Health & Safety things that you would be unable to deal with, or are not responsible for, and who would you tell if you felt that you could not deal with them yourself.

You will find this information in both your student handbook, your text book, or you’re the Health & Safety Handbook.

Part C 

	Step 1

	Create a new page by pressing Ctrl+Enter


	Step 2

	Go to File and select Page Setup


	Step 3

	In the Page Setup dialogue box change the Orientation from Portrait to Landscape by clicking on the button

In the Apply To dialogue box change Whole Document to This point forward

Click OK


	Step 4

	At the top of the page write ‘A Diagram of My Salon’

Press Enter


	Step 5

	Click on the rectangle icon on the Drawing toolbar and click and drag on the blank page to draw a rectangle that fills about two-thirds of the page, this will be your salon floor area


	Step 6

	Click on Auto shapes on the drawing toolbar and select More Auto shapes, this will bring up a menu of shapes for your furniture on the right of the screen, click and select any of the shapes to put them in your plan, remember they can be coloured any colour you like and copied and pasted if you want more than one


Using a simple colour key or text boxes on your diagram to show the locations of: 

· Exits for evacuation

· Specified assembly points

· First aid equipment and accident book

· Fire fighting equipment

You must also say which fire fighting equipment can be used on:

· Electrical fires

· Non-electrical fires  

You must also write about the possible consequences of:

1. Using incorrect fire fighting equipment

2. Failing to follow evacuation procedures 

Can you then write a conclusion, stating what you thought you learned from writing this assignment?  Where you summarised the relevant information from, including any internet searches you made to complete this assignment.

Can you also include a bibliography that states from where you got the information?
Go to Tools and select Word Count from the drop down menu, you should have more than 500 words in your document, write down exactly how many words you have written and how you found this out.

You must also write about how you wrote your assignment, which font and font size you used, and other formatting techniques you used such as bullet points, Headings, paragraphs, pictures and how you got them

NVQ Level Two textbook

Health and Safety Handbook

City and Guilds Candidate Logbook

http://www.hanford.gov/fire/safety/extingrs.htm
http://www.hse.gov.uk
Go back to your contents page and put your cursor under the title CONTENTS.

Click on Insert – Reference – Index and Tables and select the Table of Contents Tab.

Click OK

An automatic Table of Contents should now be inserted

Go to Insert again and click on page numbers on the drop down menu, choose where you want the page numbers to go, and remember you might not want them on the first page, and click OK
Remember: - You must read two documents, both of them more than 500 words long and select the information you need from them. The information you find for your assignment must then be summarized into your Health and Safety Assignment. Make sure you have hi-lighted the information you have chosen in the text books,

Make sure you check the spelling and grammar of your document (mis-spelt words are underlined in red, and incorrect grammar is underlined in green,) go to Tools and click on Spelling and Grammar (or just press F7) and run a check. Make the appropriate corrections.

Your sentences must make sense and make sure you have put in the correct punctuation (commas, full stops etc.)

Check for capital letters, and format your document as consistently as possible

Assignment 3   Writing a letter

In this assignment we will be writing a letter to obtain a booklet from The Hairdressing and Beauty Suppliers Association called ‘A GUIDE TO THE HEALTH AND SAFETY OF SALON HAIR PRODUCTS’.
They are legally obliged to send you this information, and help you understand the products you will be using the rest of your life and the implications for health and safety, you will be questioned many times about this during your college education and by concerned clients during your working life.

How to do it

Open Microsoft Word

Save your file in your hard drive with a suitable name.

Choose a suitable Font and size for your letter e.g. Ariel 10 (The drop down boxes to do this are on the file bar).

Type your name and address (you may use the college address if it is more convenient).
Remember to use your full postal address including postcode
Put the date a few lines under the postcode, try to write the full date e.g. 24th October 2004. Remember every letter must be dated.
Type the recipients name and address under the date leaving a few spaces, make sure it is their full address.

Include a reference number as this will enable both parties to keep a record of any correspondence you enter into. Tell the company, who you are, where you are training, the reason you require the information (as part of an assignment for your NVQ) and thank them for considering your letter.

Remember to include; 
1. your name and address

2. their name and address

3. the date

4. a reference number

5. the reason you require the information

6. a request for the information

7. a request for some publicity material so you can use the images in your report or presentation
Remember to sign your letter appropriately, (Yours faithfully if it is Dear Sir/Madam, or Yours sincerely if it is Dear Mr. Jones) and thank them in anticipation of receiving a reply. 

Write a first draft of the letter and have it checked for spelling and grammar, if necessary write it again before you type it up.

Keep all the drafts of your letter and a copy of the final one and put them all in your portfolio.

Use appropriate layouts for presenting information in a consistent way

Develop the presentation so it is accurate, clear and meets your purpose

Save the information on your hard drive so it can be found easily.

Finally write a short note on the purpose of writing the letter, and keep this in your portfolio.

You need to include four 1st class stamps in the envelope and send it to:
HBSA

MANFIELD HOUSE

1 SOUTHAMPTON STREET

COVENT GARDEN

LONDON

WC2R OLR

Other letters to be written

Job Application

Thank you letter for work experience, or asking for work experience

A letter asking a tutor for a reference
Punctuating Sentences
We use punctuation marks to make it easier to read written material. When producing written materials you must show that you can use punctuation appropriately. This sheet explains:

•
When you need to use full stops, commas and paragraphs.

•
When to use colons and semi-colons in your written work.

Full stops (.)
A full stop is used at the end of every sentence except those closed with an exclamation mark (!) or a question mark (?).

•
Question marks should only be used at the end of a direct question.  

•
Exclamation marks are not usually found in formal business writing.    

Commas (,)
Commas are used to indicate a natural pause in a sentence.

They are also used to separate items in a list within a sentence. 

For example:

Hospitality Plus offers short courses in food hygiene, customer care, leadership skills and selling skills.

Paragraphs
A paragraph is a group of sentences that relate to a single subject. In some cases a paragraph has only one sentence, though often paragraphs contain 4 or 5 sentences. 

You should start a new paragraph when moving on to a new subject or topic. To show the start of a new paragraph you should start the first sentence on a new line. You can either leave a one line gap between the previous paragraph and the new one or indent the first word of the new paragraph.

Semi-colon (;)
The semi-colon is used inside a sentence to separate one part of the sentence from another.  It is more decisive than a comma.  It separates two sets of words that are closely related to each other while maintaining the connection between them.  If a full stop were used the two groups of words could be two separate sentences.  Semi-colons are used when: 

•
The second part of the sentence gives more information about the first part e.g.

He completed his NVQ; it was a Level 2 Food Preparation & Cooking.

•
The second part of the sentence could detail the cause of the first part e.g.

The annual projected income statement was unrealistic; it was based on optimistic restaurant sales projections.

•
The second part of the sentence is as a result of the first part e.g.

I switched off the computer; the report was complete.

•
They are also used between items in a list when there is a phrase within the list that contains commas e.g.

I need to purchase new boots which are brown, cheap and hardwearing; waterproof, ventilated and smart; and available locally.
Colon (:)
The colon is used quite differently from the semi-colon.

•
It is used to introduce lists e.g.

The short courses delivered by Hospitality Plus are: food hygiene, customer care, leadership skills and selling skills.
•
The colon is also used prior to a quotation e.g.

The teacher said: “This is the worst class I have this year.”

•
The colon may also be used prior to a phrase that summarises the sentence e.g.

There was only one course of action open to the manager: dismiss the employee.

Assignment 4   Writing a presentation in PowerPoint

PowerPoint is much like any other computer program such as Word or Publisher, the only big difference is that what ever you write will have to be presented on a big screen, which means you cannot put too much information on one page as the audience will not be able to see it.

But remember try to use a font that is size 16 or bigger otherwise people will not be able to see it, and use a plain font such as Ariel or Verdana, so that is easily readable from a distance.

It is also advisable to use a dark background, incase the room is quite light

This is why you should only put two or three points on one page or ‘slide’ as it is called in PowerPoint.

Try to write your presentation so that each slide has a heading or title or perhaps a ‘Frequently Asked Question’. This will help keep your bullet points relevant and to the point. Remember each student will have written on a different subject, so you will be giving them information that they will need for their NVQ, you will be taking turns in educating each other.

Step by Step

Go to ‘Start’, ‘Programs’, ‘Microsoft PowerPoint’.

Opening a presentation

1. When the program opens it will ask you to choose how you want to start, we want ‘Blank Presentation’ which is selected by default.
2. You will then be asked what type of page you want to start with, choose the default setting, as this is the title page. This dialogue box will pop up each time you insert a new slide and you can then choose the format you want or just make your own from a blank page.
3. When it opens you will see on the right hand side of the screen the area where you will type in your presentation, on the left hand side is a diagram telling you which page you are on as you work on your presentation.

4. Click inside the box in the title slide and type in the title of your presentation.
5. Click in the box underneath and type in your name.
6. While you are on this page you may want to choose a design, or you can design your own.

Designing a background

To choose a design, go to ‘Format’ and choose ‘design template’, and select the design you like.

If you feel more confident you can design your own by colouring the background and drawing outlines and borders etc.

Animating your show

To animate your presentation, go to Slide Show and choose ‘Custom Animation’, in the dialogue box click on the section you want to animate or appear first and then choose ‘effect’ to select how you want it to appear, do this for each object on your page, and then click ‘preview’ to see if it appears how you want, and then close the dialogue box.

Viewing your show

At anytime you can see how your presentation looks by choosing ‘Slide Show and selecting ‘View Show’ or just press F5 for a shortcut. Each time you press enter the slide will change or a new bullet point will slide in.

Inserting a picture

At any point you can insert a picture to illustrate your presentation, by right clicking on an image you have found on the internet, selecting ‘Copy’, and ‘Pasting’ it into the slide where you want it. If you want to resize the picture try to do it by ‘grabbing’ a corner, as this will constrain the proportions. Remember that an image is an ‘object’ so you can change its format or properties, so that it becomes a watermark, or ‘behind the text’. Do this by right clicking on the ‘object’ and choose ‘format picture’.

Inserting a hyperlink

You may also ‘Insert’ a ‘Hyperlink’ in your presentation, so that you can go directly to a web page you have found which you think is relevant to your subject, and would provide additional information, which your audience might find useful. Remember that when you paste it into your presentation you must press ‘Enter’ after the web address to create a hyperlink, it will show as a hyperlink if the text becomes underlined and changes colour. The last slide should include all the hyperlinks as a reference, showing where you found the information that helped you, and include a reference for any non-ICT sources you used such as text books. 
Making notes

It is very important that you make notes that will help you give your talk, so you are not just reading the slides. To do this, click in the area under your slide where it says ‘Click to add notes’. The information you type in this section can be printed for your reference but will not be seen on the screen by your audience.

Printing your presentation

Click on ‘File’, choose ‘Print’, in the dialogue box, select ‘handout’ in the ‘Print what;’ dialogue box. 
Choose the number of slides per page (3), and select Grayscale or Colour.
Enter the number of copies you want (1).
Make sure you have chosen the right printer, then press Print, and save a copy for your Key Skills folder.

Assignment 5  Planning and presenting your presentation

The best presentations are planned whether the audience is 1 or 1,000. You should never panic but you can use the word to help you remember the key points like this:

	P
	Purpose
	What is the purpose of the presentation/meeting?

	A
	Audience
	Find out as much about your audience as possible and focus your presentation accordingly

	N
	Needs
	What are the needs of your audience? Information? Encouragement? Clarification?

	I
	Information
	Collate and prepare your information - Not too little!! Not too much!!

	C
	Communication
	Plan the structure of your presentation


The structure of your presentation

Here is a simple summary of a good presentation:

Introduction: Tell them what you are going to tell them
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Main content: Tell them
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Summary: Tell them what you have told them and why

Introduction

Your audience will form an impression of you very quickly – so the first minute of your presentation is vital:

Get everyone’s attention
Establish your credibility
Set the mood

Your introduction might include a brief list of things that you will be talking about and the possible benefits to your audience – this might be general interest or work-related. It might be helpful to give some background information about yourself and why you have chosen to speak about the subject.

Main content 
If your presentation is more than a few minutes long you need to plan a structure for this part of the presentation by breaking the content of what you want to say into chunks. In addition to this:

Tell them what they need to know – not too much information and not too little
Show them pictures or use images to clarify, support and enhance your verbal messages 
Create opportunities for interaction, ask them questions and listen actively
Don’t waffle – keep to the point
Don’t be afraid of silences as this will give your audience time to absorb what you have been saying.

Allow your audience time to ask questions and encourage them to do so. If you are involved in a discussion, then this should be a two-way experience. You may need to ask questions to encourage audience participation.

Summary
This will be the part of your presentation which is remembered! Plan in advance how you will end the presentation. Key points are:
•
When you come to the end stop!

•
No last minute ideas

•
Always finish on a positive note

You may link the summary to the introduction and summarise the key points discussed.

Making a Presentation
Make sure that you are prepared in advance:

•
Practice the presentation either mentally or out loud. If necessary, use video or audio tape to record it. This will provide you with feedback. Alternatively, you could ask someone to rehearse with you.

•
Photocopy any handouts.

•
Check through your notes.

•
Set up any equipment well in advance. Make sure there are no trailing wires.

•
Check the layout of the room. Make sure that everyone will be able to see and hear you. 

You can help to release tension by tightening your muscles and then relaxing them and taking deep breaths. Start at your toes and work up to your shoulders.

Making your voice interesting

What is your voice like?

•
High/Low?

•
Fast/Slow?

•
Interesting/Monotonous?

Most people should aim to:

•
Slow down a bit

•
Deepen their voices

•
If they are nervous increase the modulation (ups and downs) in their voices.

Body language and appearance

Create an impression! Here are some points to help you:

•
Use eye contact – with all of your audience. Make sure that the eye contact is not fixed just on one person or section of the audience.

•
Stand or sit up straight with an open posture and open gestures.

•
Move around slightly during the presentation – this will stop your muscles tightening up. But avoid fidgeting or pacing around too much as this will create a distraction.

•
Smile – this affects your voice as well

•
Relax – nervousness shows. Take deep breaths to help calm your nerves and try to relax beforehand.

•
Don’t fiddle with hair, nails, jewellery, etc.

•
You should be neat, tidy and clean – err on the side of conservative clothes rather than top fashion

•
Practice using gestures – the right ones can create empathy with your audience

•
Practice your presentation in front of a mirror – it may sound weird but it really helps.

Taking part in discussions
Introduction
You need to use a number of skills if you want to contribute well to discussions. These include:

•
making contributions

•
listening

•
asking questions.

Making contributions
You can help discussions go well if you: 

•
take your turn – it’s important that everyone has a chance to speak if they want to

•
keep what you say short

•
don’t interrupt other people – wait until they finish speaking

•
stick to the point – avoid spending ages on topics that interest you but no-one else.

Effective listening
We should always listen carefully to what people say to us. Sometimes we only listen to what we want to hear! We often take listening skills for granted – effective listening means concentrating on what the other person has to say. You should:

•
concentrate actively on what they say

•
show you are listening by looking at them – avoid looking distracted 

•
get a feel for other people’s requirements, ideas and preferences 

•
listen carefully and be ready to intervene where necessary with suggestions and questions to get more information.

Asking questions
Use the following questioning techniques to help in discussions.

Using open questions
These are ones that require more than just a yes or no answer. Make sure that you design ‘open’ questions to use when you are trying to gain information from the other person.

For example:
‘What’s your price range?’

Not:

‘Are you looking for a house over £150,000?’

The first question requires the customer to be specific about their price range whereas the second one will only lead to a ‘yes’ or a ‘no’ and will mean you need to ask further questions.

Using closed questions
Closed questions are ones that require a one-word or a yes/no answer. They aren’t very useful when trying to get the other person to talk, but you should use them when checking or summarising.

For example:  ‘You gave three reasons, didn’t you?’

They are also very useful when you are requiring a decision, for example:

‘Do you wish to go ahead on that basis?’

Preparation
When preparing for a discussion, you should:

•
think about what you want to say yourself, and find out from other people

•
prepare a list of open questions to gain information and closed questions to check that you have obtained the correct information

•
write down your questions and make sure that you are well prepared beforehand

•
test your questions on a colleague first.  In this way, you will be able to tell if your questions work or not.  Change the ones that don’t!

Assignment 6  Taking part in a group discussion

Use the following as a guide to your own discussion:

Minutes of a meeting held in the Lecture Theatre on the 4th February 2004

Present:

Names of persons in your group

Possible subjects to be discussed:
1. How you think you are developing on your course, individually or as a group.
2. Suggestions for improvement, things you would like to learn.
3. General college facilities and suggestions such as canteen or smoking area.
4. Transport.
5. Department facilities i.e. salons or key skills room.
6. Uniform.
7. Equal opportunities and ways in which we could improve.
8. Bilingualism.
Do you speak Welsh, do you speak it or read it?

What were your experiences at school, or home? Do you think it is important for work? Is it right to have everything available bi-lingually in College? Does it make you feel alienated when others speak Welsh? Would you like to learn it?

9. Learning support.
Remember, everyone should make a contribution.

Note down any responses that are made.

Note down any ideas that might resolve the problem and any action that could be taken so you can move on to the next item.

Use this table to help you record the minutes of the meeting.

	Name
	Comment

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Assignment 7  Writing a CV

You need to write a CV for many reasons, it should also be updated regularly and perhaps amended for particular occasions, for this reason it is probably best to design a form in Microsoft Word, which contains a table so that the information can be kept in their appropriate boxes and so updated and amended easily.

What is a CV?

A CV is a summary containing:

· Personal details

· Education, Training and employment.

· Qualifications and awards

· Relevant skills, qualities and achievements.

· Names and addresses of people willing to provide a reference for you.

Why should I write one?

· Your CV is your personal publicity leaflet; it is the story of your life.

· Your CV is the passport to success.

· Your CV makes a good first impression.

· Your CV should keep up to date with your life.

What should I include?

· Give the correct contact details, name, address, postcode, telephone, e-mail etc.

· Give your personal details e.g. date of birth, age, health, driving license.

· Give details of schools and colleges.

· Give details of qualifications, credits and awards

· Give details of all work experience, part-time jobs, holiday jobs, training etc.

· Give details of all your hobbies and interests

· Give details of two referees who will write or speak on your behalf

· Tell everyone about your achievements, skills and ambitions.

What may I include?

Some details are optional and you can choose whether or not to give details of the following;

· Health

· Disabilities

· Marital Status

· Ethnic background

· Parental/caring responsibilities

How do I start?

It helps to write out your CV on pen and paper as a draft copy, it will help you design the table ready for designing it on the computer. When you are ready, log on to a computer using your username and password.

Open a file in Microsoft Word, Name your file and save it in the appropriate place. 

Click Table on the Menu bar and select ‘Insert table’.

You can choose the number of rows and columns, but remember you can always adjust it later if you feel you want three columns instead of two, so don’t worry.

As you work if you feel the design is how you want it, remember to save as you go, either click on ‘File’ on the menu bar and choose save, or save as if you are saving it for the first time, or press ‘Ctrl S’ for a shortcut.

When you have finished, print a copy for your Key Skills portfolio and you will always have a CV ready when you need it.

Assignment for Unit G5
Give clients a positive impression of yourself and your organisation

The last assignment in your NVQ Level 2 for hairdressing, provides plenty of evidence for Key Skills, both for IT and Communication. If you include a response form on the leaflets you produce you may also be able to create a survey and use the results to create a chart and so provide evidence for Number Key Skills.

What do I have to do?

Task 1

The assignment requires you to produce two leaflets that you will use to inform clients in the salon of the services that you provide.

You use the leaflets to talk to clients, promoting the service and giving them advice.

By providing a response section on the leaflet you will gather evidence both for your Customer Services NVQ and key Skills.

For instance if you design a leaflet on colouring services, you may like to find out how many of your customers have had colour before, if not why not, or do they know what tests have to be carried out before a service, or do they know how and why they need to use the right products at home. 

The leaflet can be produced in Microsoft Publisher, as this provides a good template for a three fold brochure, and a Wizard to get you started, but remember you may want to delete most of the text boxes so that you can design your own.

You may also want to insert some images, especially if your salon has its own logo. Images can be found on the internet or on the Public drive on the college Network.

Use the opportunity to insert a table that covers all the tests that may have to be carried out, or perhaps the contra-indications to carrying out a service.

On the back of the leaflet you may also want to list the relevant regulations and acts to re-assure your client that they are in good hands.

Remember to include information on what the service is about, who can and cannot have the service, prices, duration of appointment, expected benefits of the various services, and aftercare in the salon and at home. Your research will benefit you when you do future written tests.

Include a discount system e.g. 10% disount for students, OAP’s etc. show these prices and on a separate piece of paper for your file show your workings out. Remember to show how much the cost of your service is VAT.

How do I start?

Go to Start, Programs, Microsoft Publisher. When it opens it will ask you to choose a type of publication, choose Brochure, any of the three fold templates will do, as you can always alter the format later. Follow the wizard as much as you want entering any information you feel appropriate, leave anything you are not sure of, as this can be deleted or changed later.

Remember Publisher differs from Word in that you have to draw a text box or picture box wherever you want to insert text or pictures.

Remember to save your document straight away on your hard drive, so it can be found easily, Publisher will prompt you to save your document many times before allowing you to continue, so you’ll have to do it anyway.

When you have finished your leaflets and the tutor has approved them, they can be printed. Remember they have to be printed on both sides so please ask for advice.

As always keep a copy or reference of where you got the information from for your brochure, and put it in your key skills folder

Task 2

During the next few weeks look for opportunities where clients might wish to have the service you have produced your leaflet for, with the help of your leaflet, provide all the necessary information to the client. Encourage the client to ask questions, and try to answer them professionally and to the best of your ability

Write a detailed report on your activity. This should include the following information:

1. How did you recognize your client’s needs and expectations on each occasion?

2. What actions did you take to respond positively to your client’s needs and expectations?

3. Did you come across a stressed, angry, anxious or confused client? How did you recognize the signs?

4. How did you cope with the situation?

5. What did you learn from this activity?

Task 3

Include the following in your assignment:

1. A detailed description of your job role – this should include either a job description of your job or your training agreement and notes on how this relates to the role of other team members.

2. A copy of the code of conduct, including the standards of behaviour that are expected of you when you are working.

3. A copy of an appraisal procedure or tutorial plan which will cover:

4. Any information and/or support you provided to others

5. A statement about the limits of your authority for giving assistance and to whom you would report difficulties in working with others

.

Task 4

Summarise the key aspects of the following legal requirements:

1. Health & Safety.

2. Data Protection.

3. Equal Opportunities.

4. Disability Discrimination.

5. Sale of Goods & Services.

6. Trades Description.

You may find information from your student handbook useful for the above task
Assignment 8 -  Writing and printing a leaflet

What do I have to do?
This assignment requires you to produce a leaflet or brochure that you will use to inform clients in the salon of the services that you provide.

The leaflet can be produced in Microsoft Publisher, as this provides a good template for a three fold brochure, and a Wizard to get you started, but remember you may want to delete most of the text boxes and pictures so that you can design your own.

You may also want to insert some images, especially if your salon has its own logo. Images can be found on the internet or on the Public drive on the college Network.
On the leaflet you may also want to include other information such as service times, phone number, e-mail, retail products, opening times etc.
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How do I start?
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Go to Start, Programs, Microsoft Publisher. 
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When it opens it will ask you to choose a type of publication, choose Brochure, any of the three fold templates will do, as you can always alter the format later. Follow the wizard as much as you want entering any information you feel appropriate, leave anything you are not sure of, as this can be deleted or changed later.
Publisher differs from Word in that you have to draw a text box or table wherever you want to insert text or information. The icons for this are on a menu bar on the left side of the screen. Click on the one you want and then drag a box the size and shape you want on the brochure.
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The information you put on your brochure must include the services you offer, the service times and the price, you will need this information for your next assignment.

Remember to save your work and print out a copy for your file.
Using Excel to collate Data and Create Charts

From data you have collected, we can enter it into a spreadsheet in a formal way; this will allow us to perform various calculations that will provide useful information, ranging from peoples opinions to how a business is performing.

Let’s look at the basics of Spreadsheets;

Opening Excel
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When you open Excel a screen will be displayed as below:

Notice the layout of the screen.

The page is divided into a number of boxes, these are known as CELLS
Rows and columns

Cells are identified in a particular way.

Each cell forms part of a continuous COLUMN, which goes from the very top of the document, to the very bottom of the document. Each column is referred to by a LETTER or letters from left to right.

In order to work with the spreadsheet we must be able to identify the other direction. These are simply known as ROWS and are numbered from 1 downwards.
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To give an example: the first box we see is simply:
A1

If you look immediately above the box A1, you will see a slightly larger box. This shows the ‘cell reference’ – a location on the spreadsheet. In this case cell A1 is highlighted and this is the cell reference shown.

Move the mouse pointer to a box on the screen, and leave it there. The CELL REFERENCE will appear in this box, this can be useful if working on larger spreadsheets, to identify the point you are at.
Note that if you click on the letter A, this will highlight the whole of column A. If you click on the number 1, this will highlight all of row 1.

Assignment 9   Designing and using a computerised appointment book.

A computerized appointment book can do far more than a paper based one. It can be far clearer and easily altered; it can also keep a record of each stylist’s takings for the day, the week, month and year, along with the total takings for the salon.

To design our appointment book we are going to use a Spreadsheet Program (Microsoft Excel).
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Go to Start-Programs-Excel

1. Use column A to list the available appointment times. Excel may need to know what type of thing you are entering into a Cell so that it will display it how you want it. Sometimes you may want to enter numbers but you want it to appear as text, as in this case, so before entering the number in the cell start with an apostrophe (‘) and then the number. Alternatively right click on A at the top of the column and on the drop down menu select Format cells and choose number or try the other categories to see what they do.

2. Drag and select cells B1 to C2, then click on the merge and center icon to make one cell that stretches over two columns.

3. Now you can use column B to fill in the names of the clients or the services that have been booked.

4. Use column C to enter the amount paid for the service by each client.

5. Now we need to total up the stylists takings for the day.

6. Click in a cell (column C) below the last appointment.

7. Click on the AutoSum Icon

8. A blue border should appear around the cells that Excel thinks you want to add up, if this isn’t quite right then click and drag over the cells you do want to add up.

9. Press enter and the cell should display the total of the numbers in the column above it.

10. Do the same for the Daily total, in this case you will definitely need to tell Excel which cells to add up.

11. If you want to write the formula yourself, it must always begin with an = sign and then ‘sum’ and then in brackets the range of cells you want to add up, in this case (C2:C18). The : stands for ‘all the way to’, so the full formula would read ‘=sum(C2:C18)’.
Formatting Your Appointment Sheet
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Once you have finished your appointment page, ensure that it is free of appointments i.e. blank.

Your formulas i.e. the totals, should read zero. You can then copy the whole appointment sheet and paste it into all the other days. 

Save your File as ‘Blank Appointment Book’ and then for the start of each week a separate file can be created for that week i.e. Week 1, Week 2 etc. by opening your ‘Blank Appointment Book’ and immediately saving it with an appropriate name.

After you have filled in your appointment book. You need to create a formula in a cell on the last working day, that shows the Grand Total for the week.

To do this select the cell in which you want it to appear, and in the formula bar type an = sign, now click in the first days total, the reference for it should now appear in the formula bar. 

Now type in a + sign and click in the next days total, do this for each day until every day appears in the formula bar, and press enter.

Important:

It is a rule of thumb that each stylist should earn 3 times their weekly wage. For instance if a stylist is paid £200 a week then they should be generating on average £600 a week. Make sure that the salon’s total for the week reflects this, so if the salon employs 3 stylists then the weekly total should be £2400 at least.

 Sample Appointment Book
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Now you have completed your Appointment book you have some very useful figures to add to your business plan.

1. The monthly income total can be estimated by multiplying the Weeks total by 4, the figures you arrive at will only be an averaged guide as salons are busier at different times of the year and quieter at others.

2. The wages bill can be worked out by finding out the National minimum wage multiplying it by the number of hours a week a stylist works, and then by how many stylists there are.

3. As a rule of thumb stylists should be earning for the Salon 3 X what they are being paid. So the weekly total should be at least 3 X the wage Bill, does your appointment book reflect this?

Assignment 10  Using Spreadsheets to run a business
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Using a spreadsheet to help you run a business is a very useful tool to predict how much income will have to be generated to cover the costs of running the business. This can help when you prepare a business plan when you decide to open your own business, and then used to keep records for your accountant, the tax man, and the VAT inspector.

Use the spreadsheet example above as a guide and enter as many costs as you can think of, remembering that bills may arrive monthly, quarterly or yearly. Once the Totals have been added, you can quickly make predictions by changing the figures in the columns.

Try to find out the costs of running the salon you are working in, and from the appointment book you designed, work out the wage bill. You do not need to ask for exact figures from your Salon manager, just a realistic guide for various costs.

The income row can also be estimated from the appointment book you designed. The income should be at least three times the wage bill.
Remember, you can always make adjustments, but at the end of the day you need to show a profit.

Once you have completed your Plan, you need to show what you have found out from your calculations.

To do this type out the following under your plan
Total Outgoings for the year

Average monthly outgoings

Average weekly outgoings

Total income for the year

Average income for the month

Average income for a week

Total Yearly Profit

Average monthly profit

Average Weekly profit

In the cell next to each heading, write a formula that references the cell which holds that particular information e.g. =AA13, the figure will then change if any numbers are changed in your plan.

Using the Chart Wizard make a Line or Bar graph to show the ups and downs throughout the year for income, outgoings and profit. Does the salon make more or less profit at different times of the year? Why do you think this might be?

Let’s have a closer look

















Creating a graph


We need to create a graph from our business plan table to show visually the profit made for each month. This can help identify what times of year are the busiest, or when the salon is quiet. This could help you decide when to give stylist training or holidays etc. and when it is busy perhaps get some part time help in.

It will also help if you draw a line across the graph that represents the average monthly profit, to show which months are below average and which months are above.

Producing a graph step by step:

Step 1.

Step 2

Step 2.

Step 3.


Step 4.


Step 5.


Step 6.



Step 7.


Step 8.


Step 9.

Step 10.

Step 11.

Assignment 11  Writing a Business Plan

Your Business Plan is a collection and bringing together of the work you have done previously. Start your plan by opening your G1 health and Safety Assignment and immediately saving it with a different name, this way you can delete any work about health and safety, but use the formatting of that document, such as contents, introduction etc, for your new document.

 Do not delete your Salon Diagram as we will be using it in the business Plan. 
The following are the sections you should use in writing your report.
The salon diagram

Introduce your salon diagram saying how you designed it, what you have included, how you measured the floor area, and from that, how you worked out the cost of floor covering.
How to do it

If you right click on any selected object a menu will appear, click on Format Auto shape and choose the Size Tab.

This will tell you the width and length of your salon in centimetres, use these measurements to calculate the floor area, using an appropriate scale such as 1 cm is equal to 0.5 metres. 

You can make approximations, estimates or rounding down to help you, and check your answers and remember to make a note of your calculations on the next page. 

Also measure the height of the ceiling and work out the volume of the salon.

The salon inventory

You need to compile a list of all the Capital items, their prices and total cost. To do this insert a Table in your document with 5 columns, list the items in column one then the price of the item for supplier 1 in the next column, use column 3 for the price of an item including VAT. 

The next two columns should be a price comparison from another supplier.
Say how you found out the prices for the items in your salon, and how you worked out the total cost and a brief explanation of VAT. Say how you made a quick check on your total cost by rounding up the cost of each item and rounded it up to the nearest ten to make an estimate of the total. This will give you a rough figure of how much money you would need to borrow to furnish your salon. You can find the prices and pictures on the internet, choose two suppliers and make sure you obtain at least 20 items from each. Total the inventory from each supplier and find the average cost per item, this will tell you which supplier is cheaper on average. State which supplier you have chosen based on cost.
The appointments page

Insert a copy of your last days appointment page, one showing the Total weekly income, explain how you totaled up the stylists, the days and the weeks amounts. How did the income relate to the approximate wages bill, was it 2, 3 or 4 times as much. If the weekly amount was an average how much would you expect the monthly income to be.
The Business Spreadsheet
Say which program you used to make your plan, and include the following:

How did you total each row?

How did you work out the average monthly cost?

How did you work out the average weekly cost?

How did you total the columns?

How did you work out the profit for each month?

Did you check you had got the formula right by making an estimate?

How did you work out the total yearly profit?

What two things could you adjust to make the profit margin acceptable?

How might you achieve either of these two things?
State how you worked out the wages Bill( based on your appointment book)

How did you check that the income was roughly acceptable (at least 3 times the wages bill).
The Chart

What does your chart show?

Why does it vary from month to month?

Draw a line on the graph to show where the monthly average is.

Which months are below and above the average?

Is there a month where you made much more than another month?

If there is, how much more was it? Twice as much, three times as much?
Statistical calculations from your business plan

MEAN (Average)

Using the figures from the salon monthly profit show how you came to the mean amount for a month, it may look like this;

	Month
	Amount
	Rounded down to the nearest 100

	January
	1234
	1200

	February
	2314
	2300

	March
	2768
	2700

	April
	2978
	2900

	May
	2134
	2300

	June
	2358
	2300

	July
	2987
	2900

	August
	2897
	2800

	September
	2567
	2500

	October
	2543
	2500

	November
	3654
	3600

	December
	4399
	4300

	Total
	32833
	32300

	Average
	32833 / 12 = 2736
	32300 / 12 = 2692


MODE

The mode is the number that appears more than once, in our table it is 2300 (in the rounded down column) in the months of Feb, May and June.

MEDIUM

The medium is the middle number, after they have been put into order. Re-arrange your months from lowest to highest and show which figure falls in the middle (6th month).
RANGE

The range is the difference between the highest and lowest number. Highest was December (4399) and the lowest was January (1234).

So the range is 4399 – 1234 = 3165

Business comparison

E-mail your graph and totals to a student working on the same project and ask them for their graph. Insert it into your document and compare their graph and totals with your own. How does it compare and vary? State the actual figures and by how much it differs.
Conclusion

Say what you have learnt from making a business plan, and what advantages there are to using a computerised spreadsheet.

Well done.

Bibliography

This is very important; please show how you obtained the information for your inventory. How did you do the internet search, what search terms did you use. E.g. ‘salon furniture’ or salon+design etc. (see tips on searching the internet on page 5). Also say where you got the information from for your spreadsheet, you may have asked your salon manager, the tutors or information from books or the internet.
Make a page with a picture of your Documents folder.

1. To do this press the shift key and ‘Print Screen’ key together. 

2. Go to Start, Programs, and Microsoft Word.

3. On the blank page, go to Edit and click ‘paste’. 

4. There should be a picture of your folder on the screen that looks something like this:

. 

5. Click on the picture, a small tool bar should now be on screen to let you format the picture, click on the little dog icon, and select ‘Behind text’. 

6. You should now be able to move the image down the page with the arrow keys. 

7. Click above the picture and type your name, and say this is where you have saved all your work, under your username and password

8. Save the file and print a copy for your folder.

Assignment 12  Unit H5

Prepare for hairdressing services and maintain work areas

Briefly describe your duties for preparing and maintaining work areas within the salon for the following services:

1. Perming

2. Colouring – foil highlights

3. Cut and blow dry

You must include Health and Safety requirements relating to:

· Tools, equipment and products

· Yourself and others

· Disposal of waste products

Refer to your NVQ Hairdressing Text Book and your Contact Diary
Assignment for Beauty Therapy
The main assignment in Beauty Therapy is to build your own workbook for future reference in your career. You can use the skills you gained in laying out the health and Safety assignment for your own Beauty therapy course book. You will then always be able to update and edit the book as you progress in Beauty therapy.

1. Open your G1 Health and Safety assignment, rename and save it straight away on your hard drive.

2. Re-design the frontsheet.

3. Leave the index, as it is automatically generated from the Headings.

4. Combine all the information on Health and Safety, and edit it to take into account the various procedures you have learnt about in your practical sessions and the topics you are going to cover below.

5. You can now delete Parts B & C of the remaining Health & Safety Assignment.
6. Insert a new page just before the Conclusion.

7. Now develop each individual chapter based on the following:


· Improve and Maintain Facial Skin Condition

i. Research and write about new skin care products on the market, including pictures / diagrams / information.

ii. Discuss and write about the ageing process, and the available treatments on the market today

· Eyebrow & Eyelash Treatments

i. State the contra-indications for Eyelash / Eyebrow Tinting, Eyebrow Shaping and Eyelash Perming

ii. State the procedure for setting up the work area for the above treatments

iii. Use diagrams and pictures to illustrate how to emphasise and enhance eyebrows to suit individual face shapes.

· Remove Hair Using Waxing Techniques

i. State the contra-indications for a Waxing treatment

ii. Explain health, hygiene and safety precautions for waxing treatments.

iii. List the after care advice for a client after a waxing treatment.

· Manicure Treatments

i. State the contra-indications for a manicure treatment.

ii. Research and write about new manicure products on the market, include pictures & diagrams.

iii. List the equipment and materials needed for a manicure treatment.

· Pedicure Treatments

i. State the contra-indications for a pedicure treatment

ii. Research and write about pedicure products and equipment on the market, include pictures and diagrams to support your work

iii. List the equipment and materials needed for a pedicure treatment.

8. Re-edit the conclusion accordingly
9. Re-edit the bibliography including all the web sites that you obtained information and pictures from
Check out these sites:
http://www.maccosmetics.com
http://www.bobbibrowncosmetics.com
http://www.cfsan.fda.gov/  (This is the site for American regulations governing cosmetics)

http://www.virgincosmetics.com
http://www.urbandecay.com/
http://www.cosmeticscop.com/ (A remarkable site that gives the low down on ingredients)
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Now you can give the first column in the graph a Name (January) and a Value. Click on the Name box to start the process. The box will minimize for you to be able to choose the cell named January





For our graph we need to start adding the labels and the data. Click on the Add button





Click on the series Tab so we can tell Excel which bits of the Table we want to be shown in the graph.


Click Next to continue.





Choose the type of graph you want, in this case we have chosen a 3-D Column Graph. Click on a graph icon to select it. Click next to continue.





Click on the Chart Wizard button





Drag and select an area to choose borders





Drag the cursor over two cells and click on the Merge and Center Icon to join them





Click for Word Art





Click to make a table frame





Click to make a text frame





This box tells you which cell is active, in this case B20





In the January out column we have typed in all the costs the salon has to pay that month.





In column A we have typed in a list of the types of bills a salon can expect to pay over the year





In the January IN column (column C, rows 16 & 17) we have typed in the income that the salon might expect to cover the costs. We have broken it down into Retail and Income.





In cell B20 we have written a Formula to calculate the total of all the figures in column B. You can see the formula at the top of the spreadsheet in the Formula bar (=SUM(B3:B14). Type the formula in and Excel will display the result.





Cell C21 has a formula that works out the profit for January. It takes away the outgoings for January from the Income for January and displays the result. The formula in this case is =C19-B20





Remember to give you file a name and save it!





Make sure you can see all the toolbars you need by clicking on View – Toolbars and selecting Standard and Formatting, and clicking on Formula Bar





If you want to merge cells, select the ones you want and click here





Click the Chart wizard button to start a graph





Colour the background of your cells here





Now you can select the cell with the January label. Next click on the minimised bar to enlarge the box again





Once the box enlarges, click on the Value box to give January a value.





Now click on the cell that shows the salon profit for January, and click back on the box to enlarge it again





Repeat the process of Adding a Series, giving it a Name and then a Value, until all the months have been done, and your graph should start to look like this. If your happy click on Next.





In the next box you can fill in the Chart titles, give it an appropriate title.


The category X axis is the one along the bottom showing the months of the year.


The Value axis is the one going up showing the amount.


When you’re done click Next.





In the next dialogue box you can either choose to have your graph displayed on a separate Sheet or in the same Sheet as your table.


When you’ve chosen click the finish button.





The Stylist Total column contains the formula to add up the days takings





Fill column A with the available appointment times





Use the various Formatting Icons to colour and give borders to your appointment page





Double click on the Sheet Tab and re-name it for each day





Each day has its own sheet, just click on the tab to open it. 


To insert a new worksheet go to Insert and on the drop down menu click on Worksheet.





The Weeks Total is calculated from referencing each days total. Note the formula in the Formula bar
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