Curriculum Map
[bookmark: _GoBack]Course Title:  Excel Certification	                      Grade:  10th - 12th 
	Unit (Name/Number):  Creating Templates, Importing Data, and Working with SmartArt, Images, and Screen shots
	Pacing:  10 days


	Essential Question(s):   In what ways can we use templates for create documents? What are the main components we need to understand in order to import data from various programs? Describe the different ways to paste data. When is the Quick Analysis tool helpful? How can WordArt and SmartArt be used to represent data? What is the procedure used for adding screen shots? When might a cone chart be the best choice of representing data?



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



	Creating Templates
	15.4.12.A
15.4.12.G

	Template

	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.



	Importing data
	15.4.12.A
15.2.14.G

	· XML (Extensible Markup Language)
· Text file
· Delimited file
· Fixed-width file
· Comma-delimited text file
· HTML 
· Transpose
· Copy (Replication) vs. Move
	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 the Quick Analysis Tool and Find and Replace Commands
	15.4.12.A
15.2.14.G


	· Quick Analysis tool
· Search string
	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.

	Inserting a 3-D Cone Chart and SmartArt
	15.4.12.A
15.2.14.G


	· SmartArt graphic
· Demote vs. promote (levels)

	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 Screen Shots on a Worksheet
	15.4.12.A
15.2.14.G

	· Screen clipping
	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.





