Curriculum Map
[bookmark: _GoBack]Course Title:  Excel Certification	                      Grade:  10th – 12th 
	Unit (Name/Number):  Creating, Sorting, and Querying a Table
	Pacing:  10 days


	Essential Question(s):   How can we use VLOOKUP and calculated columns in a table? What are the procedures used to manipulate a table (sort, query, search, filter)? How is Excel similar to Access and what are some basic database functions we can use in Excel? When are features such as outline, group, and hide most used?



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



	Creating a Table with Calculated Fields
	15.4.12.A
15.4.12.G
15.1.12.M
	· Calculated field
· Computational field
· Structured reference

	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.



	Using a Lookup Table
	15.4.12.A
15.2.14.G
15.1.12.M

	· Lookup table
· HLOOKUP function
· VLOOKUP function
· Lookup value
· Column index number
· Return value
	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.



	Conditional Formatting and Sorting
	15.4.12.A
15.2.14.G
15.1.12.M


	· Total row
· Sorting
· Descending order
· Sort keys
· Ascending order
· Intermediate sort key
· Major sort key
· Minor sort key
	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.

	Querying a Table Using AutoFilter
	15.4.12.A
15.2.14.G
15.1.12.M


	· AutoFilter
· Filter
· Criteria
· Selection
· Filter Criterion
· Query
· Search string
· Wildcard character
· Custom filter
	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.

	Using Criteria and Extract Ranges
	15.4.12.A
15.2.14.G
15.1.12.M
	Criterion range
	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.

	Using Database Functions
	15.4.12.A
15.2.14.G
15.1.12.M
	· Database functions
· DAVERAGE function
· DCOUNT
	Students will work through the lessons in the unit independently with assistance as needed. A comparison of Access to Excel may be used to explain database functions.
	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.

	Summarizing Data

	15.4.12.A
15.2.14.G
15.1.12.M
	· Control field
· Outline symbols
	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.





