Curriculum Map
Course Title:  Excel Certification	                      Grade:  10th - 12th 
	Unit (Name/Number):  Creating a Worksheet and a Chart
	Pacing:  9 days


	Essential Question(s):   How do we use Excel to create spreadsheets with text and numbers? What is the procedure to create a simple function? How can styles be applied to cells in a worksheet? What steps should be followed to create a 3-D pie chart? When is it useful to change a tab color and the document properties on a worksheet? How can you use the autocalculate area to display statistics? How do you correct errors on a worksheet?




	Content/Key Concepts
	Standards
	Key Vocabulary
	Learning Activities/Resources
	Evidence of Learning
(Assessments; Performance Tasks)



	Entering text
	15.4.12.A
15.4.12.G
	Autocorrect feature
	Overview of unit and components presented through demonstration and visuals.

Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and, questioning.
Assessments- Unit Study Guide notes/question completion, and submission of completed required activities and exercises.



	Entering Numbers and Using the Fill Handle to Copy a Cell to Adjacent Cells
	15.4.12.A
15.2.14.G
	· SUM function
· Source area (copy area)
· Destination area (paste area)
· Fill handle
	Students will work through the lessons in the unit independently with assistance as needed. Examples of differences in pointer views will be given.
	Demonstration of learning will be through daily observation of student progress, monitoring, and, questioning.
Assessments- Unit Study Guide notes/question completion, and submission of completed required activities and exercises.



	Formatting the Worksheet
	15.4.12.A
15.2.14.G
	· Format
· Font style and size
· Point size
· Merging
· Name box
	Students will work through the lessons in the unit independently with assistance as needed. 
	Demonstration of learning will be through daily observation of student progress, monitoring, and, questioning.
Assessments- Unit Study Guide notes/question completion, and submission of completed required activities and exercises.



	Adding a Pie Chart to the Worksheet
	15.4.12.A
15.2.14.G
	· Chart sheet
· Category names
· Data series
	Students will work through the lessons in the unit independently with assistance as needed. 
	Demonstration of learning will be through daily observation of student progress, monitoring, and, questioning.
Assessments- Unit Study Guide notes/question completion, and submission of completed required activities and exercises.



	Changing Sheet Tab Names and Printing a Worksheet
	15.4.12.A
15.2.14.G
	· Document properties
· Hard copy (printout)
	Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and, questioning.
Assessments- Unit Study Guide notes/question completion, and submission of completed required activities and exercises.

	AutoCalculate and Correcting Errors
	15.4.12.A
15.2.14.G
	· AutoCalculate area
· Edit mode
· Overtype mode
	Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and, questioning.
Assessments- Unit Study Guide notes/question completion, and submission of completed required activities and exercises.
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