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How to use this workbook
Certificates on Skillnaija are earned by passing this project, not by finishing the lessons. This workbook is the whole brief in one file so you never have to search for what is required.
· Work through every step below and write your answers under it (type here, or print and write by hand, then photograph).
· Keep evidence as you go: photos, screenshots, spreadsheets, receipts, links. Tick the evidence checklist before you submit.
· Score yourself against the rubric at the end. If you would not give yourself the pass mark, improve the weak part first — you can only resubmit after a fail, not after a pass.
· Then paste your write-up into the submission box. If you also have files or photos, put them in a public Google Drive folder and mention the link in the write-up.
Your brief — what to submit
A written numbers file, in your own words, containing: the situation and where the figures came from; the starting figures in naira; at least four fully worked calculations covering percentage or margin, ratio or proportion, an equation you formed and solved and checked, and break-even or interest; a decision statement after each calculation; your checking section; and a closing list of what changed and the one number you will track monthly.
What to do, step by step
Step 1 of 6
Choose one real situation you genuinely know: a small business (yours or one you help with), your household budget, or a building or materials job you are planning. Write one short paragraph describing it and where your figures come from — your own records, a market survey you did, or written quotes. If you are using someone else's business or household, change the names and leave out anything personal such as account numbers, addresses or phone numbers.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 2 of 6
List your starting figures in naira before you calculate anything: prices, costs, quantities, measurements, rates and dates as they actually are. Say which figures are measured, which are quoted by someone else, and which are your own estimate — a grader must be able to see where every number entered your work.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 3 of 6
Apply at least four techniques from the course and show every step in writing, not just the final answer. You must include (a) a percentage calculation that is either a margin or markup decision, or a VAT or commission calculation; (b) a ratio or proportion calculation, such as sharing, scaling, mixing or a unit-price comparison; (c) an equation you formed yourself from a word problem, solved step by step, with the answer substituted back to check it; and (d) either a break-even calculation or an interest calculation. Add measurement and quantity estimating as a fifth if your situation is a building or materials job.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 4 of 6
After each calculation, write one or two sentences naming the decision that number supports — for example what price you will now charge, how many units you must sell, which supplier or pack size you will buy, which loan you will refuse, or how many cartons of tiles you will order. A number with no decision attached does not count toward the requirement.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 5 of 6
Check your own work and say so. Re-add every total a second way, substitute your equation answer back into the original equation, and state one figure you are unsure about and how you would confirm it — a supplier, an official source, or your own measurement.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 6 of 6
Finish with a short section listing the two or three things this exercise changed in what you were going to do, and one number you now intend to track every month.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Evidence checklist — tick before you submit
	Evidence
	Included? (✓)
	Where is it (file / link / page)

	Step 1 — work and proof
	
	

	Step 2 — work and proof
	
	

	Step 3 — work and proof
	
	

	Step 4 — work and proof
	
	

	Step 5 — work and proof
	
	

	Step 6 — work and proof
	
	

	The final deliverable described in the brief
	
	

	Your write-up (what you did, choices, what you learned)
	
	


How it is graded — score yourself first
The examiner scores each criterion 0–100 and weights them as below. You need 65% overall to pass.
	Criterion
	Weight
	My honest score (0–100)

	Real, sourced starting figures in naira are listed before any calculation, with each figure labelled as measured, quoted or estimated
	15%
	

	At least four required techniques appear (percentage/margin or VAT/commission; ratio or proportion; a self-formed equation; break-even or interest), each shown step by step rather than as a bare answer
	30%
	

	The arithmetic is correct throughout and every total or answer is verified — sums re-added a second way, and the equation answer substituted back into the original equation
	25%
	

	Each calculation is followed by a stated decision naming the specific action it supports (a price, a quantity, a supplier, an order size, a loan refused)
	20%
	

	The submission names at least one figure the learner is unsure about with a specific way to confirm it, and closes with what changed plus one number to track monthly
	10%
	


A useful habit: read each criterion and ask “where in my submission would an examiner SEE this?” If you cannot point to it, it is not there yet.
Your write-up — paste this into the submission box
Keep it under 5,000 characters. Three short parts:
1. What I did
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
2. The choices I made and why
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
3. What I learned and what I would improve next time
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Before you submit — make your link PUBLIC
Learners fail this project for one avoidable reason: the link they paste is private. The examiner and any employer who later views your certificate cannot “request access” — a link that asks for sign-in counts as no submission.
· Google Drive (file or folder): right-click the file → Share → under "General access" change "Restricted" to "Anyone with the link" → role "Viewer" → Copy link. Then open the link in a private/incognito window: if it asks you to sign in or "Request access", it is NOT public yet.
· Google Docs, Sheets or Slides: Share (top right) → "Anyone with the link" → Viewer → Copy link. Same incognito test.
· Dropbox: Share → Create link → make sure it says "Anyone with this link can view".
· OneDrive: Share → "Anyone with the link can view" → Copy link.
· Canva: Share → "Anyone with the link" → Can view → Copy link.
· GitHub: the repository must be Public (Settings → Danger zone → Change visibility). Private repos cannot be opened.
· YouTube or video: "Unlisted" is fine; "Private" is not. WhatsApp links and files sent by chat cannot be graded.
· Photos: put them in one Drive folder shared as above and paste the FOLDER link — not one photo per link.
Final test: paste your link into a private/incognito browser window. If the work opens with no sign-in, you are ready.
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