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KEY WORDS 

 

Spreadsheets | excel | page setup | excel formula | keyboard 
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ALSO USEFUL FOR 

 

Maths | Business studies | Economics | Accounting | Finance |Human Resources 

 

PROGRAMME OUTLINE 

 

2 POINTS OF CONTACT  

• Business representatives come into classroom during three-week spreadsheets unit (x1)   

• Workplace visit (x1) 

 

EXAMPLE 

  

1. Business representatives come into classroom, introduce themselves to the students, 

background to accounting, their careers and how IT and spreadsheets are used in the 

industry.  Student activity: Interactive spreadsheets presentation using excel shortcuts and 

Copycat Limited exercise. 

2. Workplace visit:  Includes overview of the wider company, its employees, offices around 

the world etc.  Student tour of bank branch, meeting staff and hearing about different 

careers.  Seeing accounting ‘behind the scenes’.  Student activity: Exercise showing 

students what a typical accounting job looks like and a few Xero tips and tricks. 

 

 

 

 

 

 

 

 

 

 

http://www.smartnz.nz/


Digital Technology  
 

 

SSEP EXAMPLE // ACCOUNTANT 

DEVELOPED BY // Hamilton Boys High School and KPMG 

 

For more on SSEP see: 

www.smartnz.nz  

 

 

 

 

 

 

 

 

 

   

 

 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.smartnz.nz/


Digital Technology  
 

 

SSEP EXAMPLE // ACCOUNTANT 

DEVELOPED BY // Hamilton Boys High School and KPMG 

 

For more on SSEP see: 

www.smartnz.nz  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.smartnz.nz/


Digital Technology  
 

 

SSEP EXAMPLE // ACCOUNTANT 

DEVELOPED BY // Hamilton Boys High School and KPMG 

 

For more on SSEP see: 

www.smartnz.nz  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.smartnz.nz/


Digital Technology  
 

 

SSEP EXAMPLE // ACCOUNTANT 

DEVELOPED BY // Hamilton Boys High School and KPMG 

 

For more on SSEP see: 

www.smartnz.nz  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.smartnz.nz/


Digital Technology  
 

 

SSEP EXAMPLE // ACCOUNTANT 

DEVELOPED BY // Hamilton Boys High School and KPMG 

 

For more on SSEP see: 

www.smartnz.nz  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.smartnz.nz/


Digital Technology  
 

 

SSEP EXAMPLE // ACCOUNTANT 

DEVELOPED BY // Hamilton Boys High School and KPMG 

 

For more on SSEP see: 

www.smartnz.nz  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.smartnz.nz/


Digital Technology  
 

 

SSEP EXAMPLE // ACCOUNTANT 

DEVELOPED BY // Hamilton Boys High School and KPMG 

 

For more on SSEP see: 

www.smartnz.nz  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.smartnz.nz/


Digital Technology  
 

 

SSEP EXAMPLE // ACCOUNTANT 

DEVELOPED BY // Hamilton Boys High School and KPMG 

 

For more on SSEP see: 

www.smartnz.nz  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Step 1: Separate first and last names using text to columns. Note: make sure to add new column 

first. 

Step 2: Copy and paste special values over formulas generating random numbers. 

Step 3: Sum total hours worked for the month. Alt + equals. 

Step 4: Apply filters to data set. 

Step 5: Extract data for Admin department only using copy visible values. New Sheet. 

Step 6: Create a list of the different departments (manual input needed). 

Step 7: Use sumIF function to calculate number of hours worked in a month for different 

departments. 

Step 8: Apply conditional formatting to show employees who has worked less than 7.5 hours 

showing up as red. 

Step 9: Create a pivot table of the data. Filter by department, names in the rows and hours 

worked as values. New Sheet. 

 

Teacher note: This material goes beyond what is ordinarily taught at Year 10 level and was 

designed for more advanced students.  The material would need to be pared back and/or 

co-delivered with the teacher for most students at this level.  
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