[image: ]Delivery of RFT 
· [image: ]To support all live lessons, I created short videos on skills student were to master eg posting from day books to ledgers; each day book was recorded separately, this allowed lessons to be chunked up and in my opinion helped to improve retention of information and increase engagement.

· I used Class Notebook to store all my Lesson plans – all Lessons Plans were created in advance of delivery allowing students to access learning materials in an orderly manner. Giving students control of their Learning with some even looking at materials in advance of classes, giving them a great understanding during delivery and improving flexibility of delivery.
[image: ]
· All lessons were delivered live – at beginning of session I would have half the class in and the other half joining remotely – virtual classroom was created.  This helped to sharpen all student digital skills.

· [image: ]All lessons were recorded which allowed students who may have missed lessons to go back and watch at a later day/time so no learning was ever missed.

· [image: ]Use of Quizzes to support knowledge and understanding covered in each section of learning.  Helping students to identify gaps in their learning and by practicing retrieval of information after learning it made them more likely to retain it for longer.

· My Learning embedded in Team page so everything in one place giving easy access to materials.

· [image: ]Use of Bitmojis within my Team page to create and build a colourful virtual environment making it a welcoming environment 

· Ensuring recorded lessons are stored in weekly channels making it easy for students to find.
[image: ]Delivery of Advanced Excel/Advanced Database
· [image: ]To support all live lessons I created short videos on each skill student was to master eg using financial functions; creating a pivot table etc this allowed lessons to be chunked up and in my opinion helped to improve retention of information and increase engagement.

· I used Class Notebook to store all my Lesson plans – all Lessons Plans were created in advance of delivery allowing students to access learning materials in an orderly manner. Giving students control of their Learning with some even looking at materials in advance of classes, giving them a great understanding during delivery and improving flexibility of delivery. 
· [image: ] All lessons were delivered live – virtual classroom was created.  This helped to sharpen all student digital skills.
· All lessons were recorded which allowed students who may have missed lessons to go back and watch at a later day/time so no learning was missed
· Had one-to-one team meetings with students if struggling with any feature and they were encouraged to share screen with me where I would watch them demonstrate a function/feature and help support them with it – just as I would do in the classroom
[image: ]

· My Learning embedded in Team page so everything in one place, making it easy for students to locate resources.



· Use of quizzes to support knowledge and understanding covered in unit – encouraging motivation and engagement – making learning fun! Helping students to identify gaps in their learning and by practicing retrieval of information after learning it made them more likely to retain it for longer.
· [image: ][image: ]Many students enjoyed the quizzes - see examples of feedback from students across various groups.
[image: ]


[image: ]

· Use of Bitmojis within my Team page to create and build a 
colourful virtual environment making it a welcoming environment.

· [image: ]Encourage feedback from class through Team posts – keeping all feedback in one area supports full class.

· [image: ]Ensuring recorded lessons are stored in weekly channels

· Set group challenges through team posts to encourage engagement and maintain motivation and build team community. 



Delivery of Office Admin
[image: ]
· I used Class Notebook to store all my Lesson plans – all Lessons Plans were created in advance of delivery allowing students to access learning materials in an orderly manner. Giving students control of their Learning with some even looking at materials in advance of classes, giving them a great understanding during delivery and improving flexibility of delivery.
· All lessons were delivered live – virtual classroom was created.  This helped to sharpen all student digital skills.
· My Learning embedded in Team page so everything in one place, making it easy for students to locate resources.
· Use of Bitmojis within my Team page to create and build a colourful virtual environment making it a welcoming environment for all students.
· Ensuring recorded lessons are stored in weekly channels making it easy for students to find.
· [image: ]Use of quizzes to support knowledge and understanding covered in unit – encouraging motivation and engagement – making learning fun! Helping students to identify gaps in their learning and by practicing retrieval of information after learning it made them more likely to retain it for longer.
· Set up Class Notebook to provide a collaboration space to allow students to work in groups and collaborate on tasks[image: ].  This helped to build relationships in class and allowed students to make individual progress in tandem with others in their group, all working towards a common goal.  This helped to make them accountable to one another and encouraged them to self-manage their tasks. – flipping the classroom. 


Delivery of DTfA
[image: ]
· To support all live lessons I created short videos on each skill student was to master eg how to use planner app in teams.

· [image: ] I used Class Notebook to store all my Lesson plans – all Lessons Plans were created in advance of delivery allowing students to access learning materials in an orderly manner. Giving students control of their Learning with some even looking at materials in advance of classes, giving them a great understanding during delivery and improving flexibility of delivery.

· All lessons were delivered live – at beginning I would have half the class in and the other half joining remotely – virtual classroom was created.  This helped to sharpen students’ digital skills.

· [image: ]All lessons were recorded which allowed students who may have missed lessons to go back and watch at a later day/time – each lesson stored in appropriate channel.

· My Learning embedded in Team page so everything in one place, making it easy for students to locate resources
[image: ]
[image: ]


· Use of Bitmojis within my Team page to create and build a colourful virtual environment making it a welcoming environment.

· [image: ]Use of Kahoot quizzes to test elements of 
and understanding – injecting element of fun into 
delivery encouraging engagement and motivation




· [image: ]Set up Class Notebook to provide a collaboration space to allow students to work in groups and collaborate on tasks.  This helped to build relationships in class and allowed students to make individual progress in tandem with others in their group, all working towards a common goal.  This helped to make them accountable to one another and encouraged them to self-manage their tasks – flipping the classroom.
 



[image: ]Delivery of Payroll
· To support all live lessons I created short videos on each skill student was to master eg how to use planner app in teams and in my opinion helped to improve retention of information and increase engagement.

· [image: ][image: ] I used Class Notebook to store all my Lesson plans – all Lessons Plans were created in advance of delivery allowing students to access learning materials in an orderly manner. Giving students control of their Learning with some even looking at materials in advance of classes, giving them a great understanding during delivery and improving flexibility of delivery.

· All lessons were delivered live – virtual classroom was created.

[image: ]

· Posting Challenges within Teams to create a competitive environment and keep students motivated and engaged.

· [image: ]All lessons were recorded which allowed students who may have missed lessons to go back and watch at a later day/time and so no learning missed.

· My Learning embedded in Team page so everything in one place

· Use of Bitmojis within my Team page to create and build a colourful virtual environment making it a welcoming environment for all students encouraging them to engage.

· [image: ]Ensuring recorded lessons are stored in 
weekly channels making it easy for students 
to locate.

[image: ]Delivery of UFAS

· To support all live lessons I created short videos on each process covered in SAGE Book-keeping software and in my opinion this helped to improve retention of information and increase engagement.


· [image: ] I used Class Notebook to store all my Lesson plans – all Lessons Plans were created in advance of delivery allowing students to access learning materials in an orderly manner. Giving students control of their Learning with some even looking at materials in advance of classes, giving them a great understanding during delivery and improving flexibility of delivery.

· All lessons were delivered live – virtual classroom was created 

· [image: ]All lessons were recorded which allowed students who may have missed lessons to go back and watch at a later day/time and so no learning missed.

· Use of Bitmojis within my Team page to create and build a colourful virtual environment making it a welcoming environment for all students encouraging them to engage. 


· [image: ]Ensuring recorded lessons are stored in weekly channels making it easy for students to locate.
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If you have any questions or require any support from Week 11 please reply here
and | will respond as quickly as | can during work hours. Any feedback may be
taken on board for future tutorials, which may take the form of a face to face or

remote meeting
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LESSON 1

Saturday,September 5,2020 148 PM

Thursday 24th September - Introduction to Unit and Outcome 1 - Core Activities

1

Introduction to Unit

Be able to identify and describe Core Activities carried out by an Administrator

Be able to explain how an Office Administrator plans, organises and coordinates these Core
Activities

Please carry out the following instructions:

- Read through introductory power point - click on this link - Introduction to Unit

+ Access the My Leaming tab at top of the general channel, which should take you directly to the course content
for Office Administration, open the CANDIDATE INFORMATION section and read through the student guide,
paying particular attention to the schedule of delivery’

+ Read the following sway - Week 1 - Core Activities

- Carry out the Student Activity at end of sway using the Practice Case Study - Infinite Green Ltd - you willfind
this flle under the section - CANDIDATE INFORMATION on My Learning page and upload your attempt to
Class Notebook — store it inside your Tasks folder in your personal space and be sure to give the page an
appropriate name (see video on Navigating Glass Notebook if you are not sure how {o o this).

END OF LESSON 1
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LESSON 1

Saturday, September 5, 2020 2.05 PM

Tuesday 22nd September - Introduction to Unit and Outcome 1
Theory and Outcome 3

1 Introduction to Unit
2 To be familiar with Office 365 and its apps
3 Know the difference between the Internet and the Intranet

Please cary out the following instructions:

Read the following sway - Introduction to Unit

Access My Leaming 1ab at top of General channel and go to General section and
read the unit schedule

Watch the following video - Apocalypse
Download the Kahoot app to your smart phone

Watch the following you tube video - What is Office 3652

Access your Office 365 account and make yourself familiar with the apps
Complete the following Kahoot — Office 365 - Gheck your understanding

o Toaccess it - click on link on My Leaming and select classic mode, you will get
agame pin (open Kahoot! app on your phone key in the game pin to start)
Once in, click start on computer. Use computer to navigate through quiz, and
use your phone to answer. Good luck!

Access My Leaming 1ab at top of General channel and navigate to the Office 365
apps section and complete the quiz

Access your Class Notebook — navigate to collaboration section and open GROUP
TASKS folder — complete exercise on Office 365 apps in your groups

Additional reading on My Leaming - Intemet access and Intranet vs Extranet

END OF LESSON 1
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Payroll

Lesson 1- Payroll Lesson 3 - Calculating NICs
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Lesson 1 (Week 1)
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CHALLENGE - CALCULATING TAX

Working out Tax - Week 1
How much tax s paid on a salary of £50,0002 When you have the answer reply to
post.
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Week 2 - Lesson 2

ondy

va oz 2200

Monday 22nd February - Continuing with demos using Going for Gold
(Tan) Ex

By the end of the lesson you should be able fo:

Restore appropriate file from previous week.

Tnput opening balances - Going for Gold (Jan) exercise.
Batch process Sales Invoices

Batch process Purchase Invoices

Batch process Sales Credit Notes

Batch process Purchase Credit Notes

Correcting Errors

Print or print preview the following reports:
« Sales Day Book
« Purchase Day Book
« Sales Returns Day Book
« Purchase Returns Day Book

« Trial Balance at end of page 12 (to be sent to lecturer for checking)

NEREERRRE

There are videos to help support you with above aims. You will find
Videos inside the General channel - Videos Tab - all Week 2 videos.

You should complete up o and including page 12 this week. This
includes:

Restoring work from previous week

Entering opening balances

Processing Sales fo customers and Purchases from suppliers
Processing Returns from customers and Refurns to suppliers
+ Correcting Errors

Check each Trial Balance after completion of each Task. See solutions
inside the Files tab of the General Channel.
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