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Course Title:  Excel Certification	                      Grade:  10th – 12th 
	Unit (Name/Number):  Working with Multiple Worksheets and Workbooks
	Pacing:  10 days


	Essential Question(s):   What are the main features in a consolidated workbook? When does it make sense to use a 3-D reference? How do we create a custom format code? What steps are used to add a rotated pie chart with an exploded wedge? What procedures are used to insert and remove page breaks?



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



	Creating and Formatting the Consolidated Worksheet
	15.4.12.A
15.4.12.G

	· ROUND function
· Style

	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.



	Working with Multiple Worksheets
	15.4.12.A
15.2.14.G


	· Drilling an entry
· Worksheet reference
· 3-D range
· 3-D reference

	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 Header and Footer, Changing the Margin, and Printing a Workbook
	15.4.12.A
15.2.14.G


	· Page setup
· Page breaks
	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.

	Consolidating Data by Linking Workbooks
	15.4.12.A
15.2.14.G


	Link

	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.





