TOPIC: MS Word- Formatting Documents

Key Learning: Use Microsoft Word to format documents including: Letters, Memos, Brochures, and Newsletters


Unit Essential Question:  How is Microsoft Word used to create business documents including letters, memos, brochures, and newsletters?

Concept:





Concept:









    



TOPIC: MS Word- Formatting Documents

Key Learning: Use Microsoft Word to format documents including: Letters, Memos, Brochures, and Newsletters


Unit Essential Question:  How is Microsoft Word used to create business documents including letters, memos, brochures, and newsletters?

Concept:





Concept:









    



TOPIC: MS Word- Research Paper

Key Learning: Use the Internet and MS Word to research a topic, compose and edit, and format a research paper.


Unit Essential Question:  How is MS Word used to compose a formally written research paper using APA and MLA formatting?

Concept:





Concept:









    



TOPIC: MS Word- Research Paper

Key Learning: Use the Internet and MS Word to research a topic, compose and edit, and format a research paper.


Unit Essential Question:  How is MS Word used to compose a formally written research paper using APA and MLA formatting?

Concept:





Concept:









    



TOPIC: MS Word- Research Paper

Key Learning: Use the Internet and MS Word to research a topic, compose and edit, and format a research paper.


Unit Essential Question:  How is MS Word used to compose a formally written research paper using APA and MLA formatting?

Concept:





Concept:









    



TOPIC: MS Word- Web Page

Key Learning: Use the MS Word to create a Web Page document


Unit Essential Question:  How is MS Word used to create and edit a Web Page document?

Concept:





Concept:









    



TOPIC: MS Excel- Worksheet/Workbook

Key Learning: Use MS Excel to create a worksheet and workbook


Unit Essential Question:  How does MS Excel assist in creating worksheet spreadsheets?

Concept:





Concept:









    



TOPIC: MS Excel- Worksheet/Workbook

Key Learning: Use MS Excel to create a worksheet and workbook


Unit Essential Question:  How does MS Excel assist in creating worksheet spreadsheets?

Concept:





Concept:









    



TOPIC: MS Excel- Calculations

Key Learning: Use MS Excel to perform mathematical calculations


Unit Essential Question:  How does MS Excel work to perform simple and complicated mathematical calculations?

Concept:





Concept:









    



TOPIC: MS Excel- Calculations

Key Learning: Use MS Excel to perform mathematical calculations


Unit Essential Question:  How does MS Excel work to perform simple and complicated mathematical calculations?

Concept:





Concept:









    



TOPIC: MS Excel- Charts/Graphs

Key Learning: Use MS Excel to create charts and graphs that summarize


Unit Essential Question:  How can MS Excel be useful to create graphs or charts that summarize excel spreadsheets, functions, or statistical information?

Concept:





Concept:









    



TOPIC: MS Excel- Charts/Graphs

Key Learning: Use MS Excel to create charts and graphs that summarize


Unit Essential Question:  How can MS Excel be useful to create graphs or charts that summarize excel spreadsheets, functions, or statistical information?

Concept:





Concept:









    



TOPIC: MS Excel- Functions 

Key Learning: Use MS Excel to perform complex mathematical, statistical, financial, date/time, and logical functions


Unit Essential Question:  How can MS Excel perform complex mathematical, statistical, financial, date/time, and logical functions for use in college setting?

Concept:





Concept:









    



TOPIC: MS Excel- Functions 

Key Learning: Use MS Excel to perform complex mathematical, statistical, financial, date/time, and logical functions


Unit Essential Question:  How can MS Excel perform complex mathematical, statistical, financial, date/time, and logical functions for use in college setting?

Concept:





Concept:









    



TOPIC: MS Excel- Functions 

Key Learning: Use MS Excel to perform complex mathematical, statistical, financial, date/time, and logical functions


Unit Essential Question:  How can MS Excel perform complex mathematical, statistical, financial, date/time, and logical functions for use in college setting?

Concept:





Concept:









    



TOPIC: MS Excel- Charts/Graphs

Key Learning: Use MS Excel to create charts and graphs that summarize


Unit Essential Question:  How can MS Excel be useful to create graphs or charts that summarize excel spreadsheets, functions, or statistical information?

Concept:





Concept:









    



TOPIC: MS Excel- Charts/Graphs

Key Learning: Use MS Excel to create charts and graphs that summarize


Unit Essential Question:  How can MS Excel be useful to create graphs or charts that summarize excel spreadsheets, functions, or statistical information?

Concept:





Concept:









    



TOPIC: MS PowerPoint- Creating a Presentation

Key Learning: Use MS PowerPoint to create a presentation that is visually appealing


Unit Essential Question:  How is MS PowerPoint useful for creating and editing visual presentations?

Concept:





Concept:









    



TOPIC: MS PowerPoint- Creating a Presentation

Key Learning: Use MS PowerPoint to create a presentation that is visually appealing


Unit Essential Question:  How is MS PowerPoint useful for creating and editing visual presentations?

Concept:





Concept:









    



TOPIC: MS PowerPoint- Creating a Presentation

Key Learning: Use MS PowerPoint to create a presentation that is visually appealing


Unit Essential Question:  How is MS PowerPoint useful for creating and editing visual presentations?

Concept:





Concept:









    



TOPIC: MS PowerPoint- Creating a Presentation

Key Learning: Use MS PowerPoint to create a presentation that is visually appealing


Unit Essential Question:  How is MS PowerPoint useful for creating and editing visual presentations?

Concept:





Concept:









    



TOPIC: MS PowerPoint- Automated Presentation

Key Learning: Use MS PowerPoint to create an automated presentation


Unit Essential Question:  How can an automated presentation be created using MS PowerPoint

Concept:





Concept:









    



TOPIC: MS PowerPoint- E-Portfolio

Key Learning: Use MS PowerPoint to create and electronic portfolio


Unit Essential Question:  How can PowerPoint be utilized to create an electronic portfolio?

Concept:





Concept:









    



TOPIC: MS PowerPoint- E-Portfolio

Key Learning: Use MS PowerPoint to create and electronic portfolio


Unit Essential Question:  How can PowerPoint be utilized to create an electronic portfolio?

Concept:





Concept:









    



TOPIC: MS Access- Database Management

Key Learning: Use MS Access to create, edit, and manage a database


Unit Essential Question:  How is MS Access used to create, edit, and manage a database?

Concept:





Concept:









    



TOPIC: MS Access- Database Management

Key Learning: Use MS Access to create, edit, and manage a database


Unit Essential Question:  How is MS Access used to create, edit, and manage a database?

Concept:





Concept:









    



Memorandum


CA- 1.1.1, 1.1.2, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 2.1.4, 2.1.5, 3.1.1, 3.1.3, 3.1.6, 3.1.7, 3.2.1, 3.2.2, 3.2.3, 3.2.4, 3.2.6, 3.2.7 


CAA- 2.1.1, 2.1.2, 2.1.3, 3.1.1, 3.1.5, 3.2.1, 3.2.3





Letters


CA- 1.1.1, 1.1.2, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 2.1.4, 2.1.5, 3.1.1, 3.1.3, 3.1.6, 3.1.7, 3.2.1, 3.2.2, 3.2.3, 3.2.4, 3.2.6, 3.2.7 


CAA- 2.1.1, 2.1.2, 2.1.3, 3.1.1, 3.1.5, 3.2.1, 3.2.3





Lesson Essential Questions:


How is MS Word used to create business and personal letters?


Why must business documents have correct formatting, spelling, and punctuation? 


How do various types of letters differ in formatting?








Lesson Essential Questions:


How is MS Word used to create business memos?


How are memos used within the workplace?


How are different types of memos differ in formatting?








Additional Info:





Vocabulary:


Memorandum (Memo)





Vocabulary:


Business Letter, Personal Letter





Additional Info:





Newsletters


CA- 1.1.1, 1.1.2, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 2.1.4, 2.1.5, 3.1.1, 3.1.3, 3.1.6, 3.1.7, 3.2.1, 3.2.2, 3.2.3, 3.2.4, 3.2.6, 3.2.7 


CAA- 2.1.1, 2.1.2, 2.1.3, 3.1.1, 3.1.5, 3.2.1, 3.2.3





Brochures


CA- 1.1.1, 1.1.2, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 2.1.4, 2.1.5, 3.1.1, 3.1.3, 3.1.6, 3.1.7, 3.2.1, 3.2.2, 3.2.3, 3.2.4, 3.2.6, 3.2.7 


CAA- 2.1.1, 2.1.2, 2.1.3, 3.1.1, 3.1.5, 3.2.1, 3.2.3





Lesson Essential Questions:


How is MS Word used as a desktop publisher?


How are brochures different and compare/contrast how are they used in the workplace versus the college setting?


How do components of brochures affect their usefulness?


How is MS Word used to create and format a brochure?


How can a brochure be created to be visually appealing and easily read?





Lesson Essential Questions:


How is MS Word used to create newsletters or newspapers?


How do brochures act as a communication device?


Why would a college student or business worker create a newsletter?


When have you seen newsletters be used?





Additional Info:





Vocabulary:


Brochure, Desktop Publishing 





Vocabulary:


Brochure, Desktop Publishing 





Additional Info:





MLA Formatting


CA- 1.1.1, 1.1.2, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 2.1.3, 2.1.4, 2.1.5, 3.1.6, 3.1.7, 3.2.1, 3.2.2, 3.2.3, 3.2.5, 3.2.6, 3.2.7, 5.1.1, 5.1.2, 5.1.3, 5.1.4, 6.1.3


CAA- 2.1.1, 2.1.2, 2.1.3, 3.1.1, 3.1.5, 3.2.2, 3.2.3, 3.2.5





APA Formatting


CA- 1.1.1, 1.1.2, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 2.1.3, 2.1.4, 2.1.5, 3.1.6, 3.1.7, 3.2.1, 3.2.2, 3.2.3, 3.2.5, 3.2.6, 3.2.7, 5.1.1, 5.1.2, 5.1.3, 5.1.4, 6.1.3


CAA- 2.1.1, 2.1.2, 2.1.3, 3.1.1, 3.1.5, 3.2.2, 3.2.3, 3.2.5





Lesson Essential Questions:


Why is it important to document sources within a research paper?


How can you avoid plagiarism in a research paper?


Which organization guides APA formatting?


How is a paper formatted using APA style?








Lesson Essential Questions:


How does MLA formatting differ from APA formatting?


Which organization guides MLA formatting?


How is a paper formatted using MLA format style?


How are citations used to reference materials?


How is a works cited created?





Additional Info:





Vocabulary:


MLA Formatting 





Vocabulary:


APA Formatting 





Additional Info:





Table of Contents


CA- 1.1.1, 1.1.2, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 2.1.3, 2.1.4, 2.1.5, 3.1.6, 3.1.7, 3.2.1, 3.2.2, 3.2.3, 3.2.5, 3.2.6, 3.2.7, 5.1.1, 5.1.2, 5.1.3, 5.1.4, 6.1.3


CAA- 2.1.1, 2.1.2, 2.1.3, 3.1.1, 3.1.5, 3.2.2, 3.2.3, 3.2.5





Title Page


CA- 1.1.1, 1.1.2, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 2.1.3, 2.1.4, 2.1.5, 3.1.6, 3.1.7, 3.2.1, 3.2.2, 3.2.3, 3.2.5, 3.2.6, 3.2.7, 5.1.1, 5.1.2, 5.1.3, 5.1.4, 6.1.3


CAA- 2.1.1, 2.1.2, 2.1.3, 3.1.1, 3.1.5, 3.2.2, 3.2.3, 3.2.5





Lesson Essential Questions:


Why is a title page required for research papers?


How does a title page differ for APA and MLA formatting?


How is a title page formatted using APA and MLA style?











Lesson Essential Questions:


Why is a table of contents useful for research papers?


Which formatting style requires a table of contents?


How is a table of contents created for a research paper?








Additional Info:





Vocabulary:


Table of Contents 





Vocabulary:


Title Page 





Additional Info:





Citation


CA- 1.1.1, 1.1.2, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 2.1.3, 2.1.4, 2.1.5, 3.1.6, 3.1.7, 3.2.1, 3.2.2, 3.2.3, 3.2.5, 3.2.6, 3.2.7, 5.1.1, 5.1.2, 5.1.3, 5.1.4, 6.1.3


CAA- 2.1.1, 2.1.2, 2.1.3, 3.1.1, 3.1.5, 3.2.2, 3.2.3, 3.2.5





Paper Formatting 


CA- 1.1.1, 1.1.2, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 2.1.3, 2.1.4, 2.1.5, 3.1.6, 3.1.7, 3.2.1, 3.2.2, 3.2.3, 3.2.5, 3.2.6, 3.2.7, 5.1.1, 5.1.2, 5.1.3, 5.1.4, 6.1.3


CAA- 2.1.1, 2.1.2, 2.1.3, 3.1.1, 3.1.5, 3.2.2, 3.2.3, 3.2.5





Lesson Essential Questions:


How are papers formatted using APA style?


Why are headings and subheadings formatted differently using the APA style?


How does paper formatting differ with the MLA formatting style?


Why is formatting important to research papers?











Lesson Essential Questions:


How are resources cited using APA style?


Why must sources be cited within the paper?


How do citations differ using MLA and APA formatting?


Why are citations required for professional documents?








Additional Info:





Vocabulary:


Citation 





Vocabulary:


Paper Formatting 





Additional Info:





Formatting WebPages


CA- 1.1.1, 1.1.2, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 2.1.3, 2.1.4, 2.1.5, 3.1.5, 3.1.6, 3.1.7, 3.2.6, 3.2.7


CAA- 2.1.1, 2.1.2, 2.1.3, 3.1.1, 3.1.5, 3.1.6, 3.2.6





WebPages Creation 


CA- 1.1.1, 1.1.2, 1.1.3, 1.1.4, 1.1.6, 1.1.7, 2.1.1, 2.1.2, 2.1.3, 2.1.4, 2.1.5, 3.1.5, 3.1.6, 3.1.7, 3.2.6, 3.2.7


CAA- 2.1.1, 2.1.2, 2.1.3, 3.1.1, 3.1.5, 3.1.6, 3.2.6





Lesson Essential Questions:


Why would an individual use MS Word to create a web page?


How does creating a web page file differ from creating a typical word document?


Why is it easier to use the preinstalled templates to create a web page?


How does a web page document provide a unique way to present a document?











Lesson Essential Questions:


How are WebPages formatted after they are created?


How does formatting enable a user to personalize templates?


Explain the different ways that a web page file can be formatted and edited.











Additional Info:





Vocabulary:


Web Page Format





Vocabulary:


Web Page, Template 





Additional Info:





Editing a Worksheet


CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 6.1.3


CAA- 3.3.1, 3.3.6, 3.3.8, 3.3.9





Creating a Spreadsheet File 


CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 6.1.3


CAA- 3.3.1, 3.3.6, 3.3.8, 3.3.9





Lesson Essential Questions:


How is a spreadsheet created?


Why would a college student or business professional need a spreadsheet program?


How is MS Excel set up?


How do you create a file using MS Excel?


How do worksheets and workbooks summarize information?











Lesson Essential Questions:


How can a worksheet be edited?


Why does editing a worksheet improve the overall effectiveness of the document?


Which editing tools are the most useful for an excel spreadsheet?











Additional Info:





Vocabulary:


Editing a Worksheet





Vocabulary:


Spreadsheet, Worksheet, Workbook





Additional Info:











Formatting Worksheets 





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 6.1.3


CAA- 3.3.1, 3.3.6, 3.3.8, 3.3.9





Lesson Essential Questions:


How might a worksheet be formatted to make it more visually appealing?


Why must numbers be given the correct format?


Why is it important to format the worksheet?


How do you print a worksheet with gridlines?


How do you print a worksheet so it is scaled to fit on only one page?











Lesson Essential Questions:














Additional Info:





Vocabulary:








Vocabulary:


Worksheet Formatting, Gridlines, Fit to Page, Print Area





Additional Info:





Order of Operations





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.9, 3.3.11, 3.3.12, 6.1.3


CAA- 3.3.1, 3.3.2, 3.3.6, 3.3.8, 3.3.9, 3.3.10, 3.3.13





Formulas 





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.9, 3.3.11, 3.3.12, 6.1.3


CAA- 3.3.1, 3.3.2, 3.3.6, 3.3.8, 3.3.9, 3.3.10, 3.3.13





Lesson Essential Questions:


Why is excel an excellent program for performing calculations?


How does excel perform mathematical calculations?


Why is it important to include an = at the beginning of the formula?


How does the point and click method work when adding cells into an equation?














Lesson Essential Questions:


Why is the order of operations important to excel spreadsheet calculations?


How can an equation be formatted to use correct order of operations?


How does writing an equation with parentheses affect the outcome of the equation?


Why should the user check the equation and order of operations?














Additional Info:





Vocabulary:


Order of Operations








Vocabulary:


Formula, Cell Reference, Point and Click





Additional Info:











Absolute/Relative Values





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.9, 3.3.11, 3.3.12, 6.1.3


CAA- 3.3.1, 3.3.2, 3.3.6, 3.3.8, 3.3.9, 3.3.10, 3.3.13





Lesson Essential Questions:


Why are absolute and relative values important to performing calculations in MS Excel?


How do absolute and relative values change the outcome of equations?


How are relative and absolute values important when auto filling an equation?


How do college students or business professionals use relative and absolute values in mathematical equations?














Lesson Essential Questions:

















Additional Info:





Vocabulary:











Vocabulary:


Relative Value, Absolute Value, Auto Fill





Additional Info:





Edit Appearance of Graphs





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.10, 6.1.3


CAA- 3.3.1, 3.3.2





Create Graphs 





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.13, 3.3.14, 3.3.15, 6.1.3


CAA- 3.3.1, 3.3.11, 3.3.12, 3.3.15





Lesson Essential Questions:


How is information from an Excel Spreadsheet formatted into a graph?


Explain the various types of graphs, their uses, and how they might be useful to summarize information


How are titles, axes, data points, and labels useful in improving the appearance of a graph?














Lesson Essential Questions:


How is a chart or graph able to be edited to improve overall visual appearance?


Why would someone need to change colors, styles, font size/type, etc?


How can a chart be edited so it is still visually appealing?














Additional Info:





Vocabulary:


Visually Appealing 








Vocabulary:


Pie Chart, Line Chart, Bar Chart





Additional Info:











Axes and Titles 





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.13, 3.3.14, 3.3.15, 6.1.3


CAA- 3.3.1, 3.3.11, 3.3.12, 3.3.15





Lesson Essential Questions:


How are axes and titles used to enhance the appearance of an Excel graph?


Why would some graphs need data labels to be present?


Explain the various changes that can be made to axes and titles














Lesson Essential Questions:

















Additional Info:





Vocabulary:











Vocabulary:


Axes, Data Labels








Additional Info:





Statistical Functions





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.10, 6.1.3


CAA- 3.3.1, 3.3.2





Mathematical Functions





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.10, 6.1.3


CAA- 3.3.1, 3.3.2





Lesson Essential Questions:


How do Mathematical Functions go above and beyond basic Excel Questions?


Explain the various ways extensive amounts of data might be added together


Why is it important for a ROUND function to exist in calculations?


How does a ROUND up or down function help mathematical calculations?














Lesson Essential Questions:


What types of statistical functions are available in Excel to compute information?


How are COUNT functions used to provide statistical information?


How are the MEDIAN, MEAN, MODE, and RANGE functions useful in determining statistical average information?


Explain an instance where MAX, MIN, and STDEV might be used in the college setting

















Additional Info:





Vocabulary:


COUNT, MAX, MIN, MEDIAN, MEAN, MODE, RANGE, SLOPE, STDEV











Vocabulary:


ROUND, SQRT, SUM








Additional Info:





Date/Time Functions





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.10, 6.1.3


CAA- 3.3.1, 3.3.2





Financial Functions 





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.10, 6.1.3


CAA- 3.3.1, 3.3.2





Lesson Essential Questions:


How can Financial Functions be useful for determining information associated with loans or payments?


What information is required to use the Future Value (FV), Payment (PMT), or Present Value (PV) functions?


How can financial functions be used to calculate depreciation on plant assets?














Lesson Essential Questions:


Why are Date/Time functions useful in the preparation of ongoing business documents?


How would be a business and/or student utilize a date/time function within an excel document?


How would the DAYS360 function be useful within certain excel spreadsheets?

















Additional Info:





Vocabulary:


NOW, DATE, DAYS360








Vocabulary:


PV (Present Value), FV (Future Value), PMT (Payment), DDB (Double-Declining Balance), SLN (Straight Line), and SYD (Sum-of-the-years-digits).








Additional Info:





Statistical Analysis





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.10, 6.1.3


CAA- 3.3.1, 3.3.2





Logical Functions 





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.10, 6.1.3


CAA- 3.3.1, 3.3.2





Lesson Essential Questions:


How are Logical Functions used to compose formulas to solve complex questions?


What types of information can logical functions help an individual obtain?


How are IF/THEN statements combined with conditional formatting to create


How can Logical Functions help an end user answer questions about multiple data sets?














Lesson Essential Questions:


How can MS Excel and functions and equations be useful in analyzing extensive data?


How are Excel functions likely to be helpful for a college bound student?


Why must raw data be organized and complete before proper functions can be used for analysis purposes? 


Explain an instance where analysis could be done using MS Excel

















Additional Info:





Vocabulary:


Statistical Analysis











Vocabulary:


Logical Functions





Additional Info:





Edit Appearance of Graphs





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.10, 6.1.3


CAA- 3.3.1, 3.3.2





Create Graphs 





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.13, 3.3.14, 3.3.15, 6.1.3


CAA- 3.3.1, 3.3.11, 3.3.12, 3.3.15





Lesson Essential Questions:

















Lesson Essential Questions:

















Additional Info:





Vocabulary:











Vocabulary:








Additional Info:





Line/Scatter Plot





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.10, 6.1.3


CAA- 3.3.1, 3.3.2





Bar/Pie 





CA- 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.13, 3.3.14, 3.3.15, 6.1.3


CAA- 3.3.1, 3.3.11, 3.3.12, 3.3.15





Lesson Essential Questions:

















Lesson Essential Questions:

















Additional Info:





Vocabulary:











Vocabulary:








Additional Info:





Editing Textboxes





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.12, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7, 3.5.13





Creating Slides 





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.12, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7, 3.5.13





Lesson Essential Questions:


Explain the purpose of MS PowerPoint and how it might be used in the college setting


How are slides used to organize information?


Why does MS PowerPoint provide preinstalled slide templates?


How are slides added, deleted, and moved within MS PowerPoint?


Why must slides be created to be visually appealing?














Lesson Essential Questions:


How does a user edit textboxes?


Explain the various edits that can be made to text within a textbox


How are textboxes created, modified, deleted, or moved within MS PowerPoint?


How might bulleting and numbering be used within a PowerPoint presentation?


Why should a user edit textboxes in a way that is uniform to other slides?

















Additional Info:





Vocabulary:


Bulleting, Numbering











Vocabulary:


Slide, Design Template, Slide Layout





Additional Info:





Design Templates





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.12, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7, 3.5.13





Pictures 





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.12, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7, 3.5.13





Lesson Essential Questions:


Why are pictures a useful part of PowerPoint presentations?


How can pictures enhance a PowerPoint presentation?


What are the various types of edits that can be performed to pictures within MS PowerPoint?


What are other uses for pictures within PowerPoint?


How do media objects enhance presentations?














Lesson Essential Questions:


How are design templates used within MS PowerPoint?


Explain the various changes made by design templates


How are design templates applied, removed, or edited?


How are color schemes important to design templates?




















Additional Info:





Vocabulary:


Design Template, Color Schemes











Vocabulary:


Picture Toolbar, Crop





Additional Info:





Printing





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.12, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7, 3.5.13





Animation





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.12, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7, 3.5.13





Lesson Essential Questions:


How is animation used in MS PowerPoint?


Explain what types of items can receive animation


How does a user add animation effects to an existing PowerPoint presentation?


How can animation enhance and distract from a PowerPoint presentation?


Explain the magnitude of animation options available to a PowerPoint user














Lesson Essential Questions:


How is slide sorter useful in determining the proper flow of slides?


Why is it useful for PowerPoint to include different printing methods?


How are various printing methods used to produce different documents?


How does a presenter print both the presentation and notes for a PowerPoint presentation? 














Additional Info:





Vocabulary:


Handouts, Outline, Notes, Slide Sorter








Vocabulary:


Animation





Additional Info:











Presentations





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.12, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7, 3.5.13





Lesson Essential Questions:


How is MS PowerPoint used as a presentation tool?


Explain the various options available for the user to use when presenting with PowerPoint


What types of things should a presenter do and not do when presenting with PowerPoint?


How can a presenter enhance their presentation beyond just using PowerPoint?


How is Slide Navigator used in MS PowerPoint? 














Lesson Essential Questions:

















Additional Info:





Vocabulary:











Vocabulary:


Presentation, Slide Navigator








Additional Info:





Looping





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.10, 3.5.12, 3.5.13, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7,3.5.9, 3.5.12, 3.5.13





Timing





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.10, 3.5.12, 3.5.13, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7,3.5.9, 3.5.12, 3.5.13





Lesson Essential Questions:


How can timing for animation be created in MS PowerPoint? 


Why is the animation preview important to the planning of timing of slide animation?


How can the rehearse timing option assist in the timing of PowerPoint slides?


How is timing useful for PowerPoint presentations?














Lesson Essential Questions:


How is looping used in MS PowerPoint?


Why would a presenter want to use looping?


How does a user create a PowerPoint with Looping?


Why is the “Set Up Show” menu useful to a presenter?














Additional Info:





Vocabulary:


Looping, Set up Show menu








Vocabulary:


Timing, Animation Preview








Additional Info:





Creating Slides





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.10, 3.5.12, 3.5.13, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7,3.5.9, 3.5.12, 3.5.13





Mapping/Organization





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.10, 3.5.12, 3.5.13, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7,3.5.9, 3.5.12, 3.5.13





Lesson Essential Questions:


How can PowerPoint be used as an electronic portfolio?


Why is it important to organize artifacts prior to creating the portfolio?


How can mapping an e-portfolio beforehand assist in its creation?


What types of design characteristics are involved in creating an e-portfolio?


What information would be useful to include in an e-portfolio?














Lesson Essential Questions:


Why is PowerPoint a good software for creating e-portfolios?


How does creating e-portfolio slides differ from creating typical PowerPoint slides?


What design elements must be followed for proper formatting of e-portfolio PowerPoint slides?

















Additional Info:





Vocabulary:











Vocabulary:


Electronic Portfolio








Additional Info:





Using Links





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.10, 3.5.12, 3.5.13, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7,3.5.9, 3.5.12, 3.5.13





Formatting Presentation





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.10, 3.5.12, 3.5.13, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7,3.5.9, 3.5.12, 3.5.13





Lesson Essential Questions:


How does formatting a PowerPoint e-portfolio differ from a PowerPoint presentation?


Why is animation a bad idea for e-portfolio creation?


How will design characteristics influence the overall effectiveness of the e-portfolio document?

















Lesson Essential Questions:


How are links used in MS PowerPoint to create connections for an e-portfolio?


Explain the different methods of linking available in MS PowerPoint?


How should buttons be used to create flow among all slides of the e-portfolio?


How is the organization map used to assist with linking of the document?


Why must all links be tested upon completion of the e-portfolio?

















Additional Info:





Vocabulary:


Linking











Vocabulary:








Additional Info:





Forms





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.10, 3.5.12, 3.5.13, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7,3.5.9, 3.5.12, 3.5.13





Tables





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.10, 3.5.12, 3.5.13, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7,3.5.9, 3.5.12, 3.5.13





Lesson Essential Questions:


How is a database organized and used in the workplace?


How is a database created in MS Access?


How are items like field name, field type, description, and field size useful to the creation of a table in a database?


Why are tables used to enter information into a MS Access database?


Why is a primary key useful to the organization of a table within a database?

















Lesson Essential Questions:


How are forms used to enter information into a database?


What is the difference between the wizard and design view for creating a form?


Why must a table be created prior to creating a form using the wizard?


Why are different form layouts useful?

















Additional Info:





Vocabulary:


Form, Design View, Wizard











Vocabulary:


Database, Record, Table





Additional Info:





Queries





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.10, 3.5.12, 3.5.13, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7,3.5.9, 3.5.12, 3.5.13





Reports





CA- 3.5.1, 3.5.2, 3.5.3, 3.5.4, 3.5.5, 3.5.7, 3.5.10, 3.5.12, 3.5.13, 3.5.14, 3.5.15


CAA- 3.5.1, 3.5.2, 3.5.6, 3.5.7,3.5.9, 3.5.12, 3.5.13





Lesson Essential Questions:


How are reports used to summarize and visualize records from a database?


Why would a business want to use a report to show data results?


How does creating a report differ between the design view and wizard?


How are the sort options useful to the organization of the report?

















Lesson Essential Questions:


Why are Queries useful in sorting data?


How are relationships important to queries?


Explain how to use queries to single out pieces of information


How would queries be used in the business setting?




















Additional Info:





Vocabulary:


Query











Vocabulary:


Report





Additional Info:








