TOPIC: Excel - Formatting


Key Learning: Formatting an existing worksheet    

Unit Essential Question:  What is the purpose of Microsoft Excel and how 

do you format data within a Microsoft Excel worksheet?

Concept:





Concept: 
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TOPIC: Excel – Formatting 

Key Learning: Formatting and existing worksheet    

 Unit Essential Question:  What is the purpose of Microsoft Excel and how 

 do you format data within a Microsoft Excel worksheet?

Concept:                                                                          Concept: 









    



TOPIC: Microsoft Excel  - Charts, Tables, and Formulas

Key Learning: Creating charts and tables within Microsoft Excel and working with formulas


Unit Essential Question:  How are mathematical equations created and 

used with Microsoft Excel to develop charts and tables?

Concept:





Concept: 









    



TOPIC: Microsoft Excel  - Charts and Formulas

Key Learning: Creating charts within Microsoft Excel and working with formulas


Unit Essential Question:  How are mathematical equations created and 

used within Microsoft Excel to develop different types of charts?

Concept:
Concept: 









    



TOPIC: Excel  - Advanced Concepts 

Key Learning: Understand how to share work between multiple worksheets and other Microsoft applications.  Understand how to use Microsoft Excel tools to make data relevant for use.


Unit Essential Question: How does information in Microsoft Excel relate 

to data within other Microsoft application software?  What options are 

       available to change the data within the Excel application to 

                                 make data more useful?

Concept:
Concept: 
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TOPIC: Access - Tables


Key Learning:  Creating and formatting tables in Access


Unit Essential Question: How are tables created and formatted using 

                                    Microsoft Access?

Concept:





Concept: 









    



TOPIC: Access - Queries


Key Learning:  Manipulating data in Queries


Unit Essential Question: How can data be manipulated to provide desired

 results using Microsoft Access Queries?

Concept:





Concept: 









    



TOPIC: Access – Forms and Reports

Key Learning:  Using forms to create a method for input


  Unit Essential Question: How are forms and reports used to generate and organize

 information from preexisting tables and queries?

Concept:





Concept: 









    



TOPIC: PowerPoint - Formatting


Key Learning:  Formatting PowerPoint Presentations


Unit Essential Question: How are formatting techniques used within a 

PowerPoint presentation to enhance the overall appearance?

Concept:





Concept: 









    



TOPIC: PowerPoint –Tables and Charts


Key Learning:  Working with Tables and Charts in PowerPoint


Unit Essential Question: How are tables and charts used to enhance objects 

In PowerPoint?  Which applications are used to insert tables and charts and 

                                      enhance their appearance?

Concept:





Concept: 









    



TOPIC: PowerPoint – Printing and Working with external sources

Key Learning:  Printing and working with external sources


Unit Essential Question: How is a PowerPoint object printed?  

Which Microsoft application software can be added to a PowerPoint 

presentation?

Concept:





Concept: 









    



Formatting Cells in Microsoft Excel


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, 3.3.3, 3.3.4


CAA 3.3.1, 3.3.3, 3.3.8





Navigating through Microsoft Excel


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, 3.3.1, 3.3.2, 3.3.3


CAA 3.3.1, 3.3.6, 3.3.13





Lesson Essential Questions:





How can you enhance data within a within a worksheet 


How can numerical data be formatted and what is the purpose behind each type of formatting?


How do you create a custom format for numerical data and why would one want to create a custom format?


What steps are necessary to create a personal style and how is this helpful for users?


How do you create a conditional format and how is it different from the style function?


How is the format painter used to format data?








Lesson Essential Questions:





How does a worksheet and workbook differ?


How are cell references formulated?


Compare and contrast the main components within a Microsoft Excel workbook to those in a worksheet?


How are tools used to work within Microsoft Excel?


How are different data types entered into Microsoft Excel?


What methods are used to save an excel spreadsheet?








Additional Info:





Vocabulary:


Font color, boarders, fill color, line color, cell formatting, style, conditional formatting, format painter, font type, font size, 





Vocabulary:


Worksheet, workbook, cell, row, cell reference, formula bar, name box, save 





Additional Info:





Adding graphics to the worksheet


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, 3.3.6, 3.3.13


CAA 3.3.1





Organizing the worksheet data	


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, 3.3.3, 3.3.4, 3.3.7, 3.3.8


CAA 3.3.1





Lesson Essential Questions:





Why would a user insert clip art into a spreadsheet?


How do you insert clipart into an Excel worksheet?


How can clip art be manipulated within an Excel worksheet?


Which tools are used to change the appearance of a piece of clip art?


How are graphics added to the Excel worksheet and how can they be manipulated?





Lesson Essential Questions:





How do you freeze panes within an Excel and how is it useful?


Compare and contrast the uses of cut, copy, paste, and delete.


In what ways can text be manipulated within an Excel worksheet?


How can columns and rows be expanded and contrasted?      


How can I protect my worksheet or workbook from other users?                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           





Additional Info:





Vocabulary: 


Freeze panes, cut, copy, paste, font color, formatting, wrapped text, rotated text, indented text, center and merge, protection, 





Vocabulary: 


Clip art, drawing toolbar, transparent, rotation, graphic objects, autoshapes, wordart, embedded objects, 





Additional Info:





Applying templates and auto format to worksheets


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, 3.3.4�CAA 3.3.4, 3.3.1





Printing options within Microsoft Excel


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, 3.3.1, 3.3.5, 3.3.15          


CAA 3.3.1





Lesson Essential Questions:





Why would a user create a template in Excel?


How do you alter an existing template?


Why would you apply and autoformat?


How can you alter the style of an autoformat?








Lesson Essential Questions:





How do I set parameters to print a data set within Excel?


Which printing option will I use to print my worksheet based on instruction?


How are printing options changed? 


How are headers and footers added to a worksheet and compare and contrast their purpose?


Which margin setting will you use for printing your worksheet?


How and why do you print formulas?





Additional Info:





Vocabulary: 


Templates, autoformat, 





Vocabulary:


Print Screen, print preview, print, headers and footers, print area, gridlines, 





Additional Info:





Advanced Mathematical Functions


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, 3.3.9, 3.3.10, 3.3.11, 3.3.12


CAA 3.3.1, 3.3.2, 3.3.9, 3.3.10





Basic Mathematical Formulas


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, 3.3.9, 3.3.10, 3.3.11, 3.3.12 


CAA 3.3.1, 3.3.2, 3.3.9, 3.3.10





Lesson Essential Questions:





Which function will you use to solve your equation?


How is order of operation important in developing an equation in Microsoft Excel?


How do I create an absolute cell reference?


Compare and contrast the usage of addition and autosum?








Lesson Essential Questions:





Compare and contrast formulas and functions. 


Which tool on the toolbar should users identify to insert functions into their worksheet?


How do you identify what type of function to use?


Compare and contrast mathematical functions and logical functions. 


How are logical functions used within a worksheet?





Additional Info:





Vocabulary:


Functions, argument, function name, formula palette, expand dialog, collapse dialog, if functions, vLookup function





Vocabulary: 


Formulas, operator, operand, addition, subtraction, multiplication, division, cell reference, absolute cell reference, autosum





Additional Info:





Developing and working with PivotTables	


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, 3.3.4, 3.3.13 3.3.14, 3.3.15


CAA 3.3.1, 3.3.15





Creating charts based on data


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, 3.3.4, 3.3.13 3.3.14, 3.3.15


CAA 3.3.1, 3.3.11, 3.3.12





Lesson Essential Questions:





How do you select data to be organized into a chart?


Why would a user choose a line chart instead of using a pie chart?


How can you edit the data within an existing data set?


How do you enhance the appearance of a chart?


Why would you add axis labels, data labels, or a legend to your chart?





Lesson Essential Questions:





Why are pivot tables created?


How does one determine were to place field names?


Compare and contrast Pivot Tables and Pivot Charts.


Which Pivot object creates both a table and a chart in one step?











Additional Info:





Vocabulary:


Scenario, pivot table report, pivot chart,  labels, Pivot table wizard, fields,





Vocabulary: 


Chart, column chart, line chart, pie chart, scatter chart, embedded chart, chart wizard, chart labels





Additional Info:





Formatting outlines, grouping, auditing, and solver


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, 3.3.2, 3.3.3, 3.3.5


CAA 3.3.1, 3.3.7





Using macros to repeat movements


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, 3.3.2, 3.3.3, 3.3.5


CAA 3.3.1, 3.3.16





Lesson Essential Questions:





How are outlines used to analyze the given data?


Why would a user use group to compare their data?


Explain how the auditing application is used to find data entry problems.


How does solver work to identify missing information?





Lesson Essential Questions:





Why are macros created?


How are macros used within a worksheet?


How are macros edited?





Vocabulary:


Auditing, dependent, precedent, solver, outlining, grouping, 





Vocabulary:


Macros, macro code, 





Additional Info:





Additional Info:





Working with multiple worksheets	


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, 3.3.2, 3.3.3, 3.3.5


CAA 3.3.20, 3.3.1





Importing and exporting data to other applications


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, 3.3.2, 3.3.3, 3.3.5


CAA 3.3.19, 3.3.20, 3.3.1, 





Lesson Essential Questions:





How does information from Word become integrated with information from Excel?


Why would a user transfer information from Excel to Word?


Why would a user want to combine a worksheet in Excel to a table in Access?


How can a user integrate information from Excel into a PowerPoint?





Lesson Essential Questions:





How do I move from one worksheet to another within the same workbook?


How do I copy data from one worksheet to another within the same workbook?


Why would a user link formulas between worksheets and workbooks?


How are workspaces created and used?





Additional Info:





Vocabulary:


Worksheet movement buttons, workspace, linking





Vocabulary:


Importing, exporting, drag and drop, 





Additional Info:





Making the toolbar useful


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, 3.3.2,3.3.3,3.3.5








Filtering existing data


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, 3.3.2,3.3.3,3.3.5


CAA3.3.17, 3.3.8





Lesson Essential Questions:





Which options are missing from the toolbar that I need?


How do I add tools to the toolbar?


How do I create my own toolbar?





Lesson Essential Questions:





How do you filter data to obtain your desired results?


Which method will you use to filter?


Why would an individual filter data?





Additional Info:





Vocabulary:


Toolbar, customize, 





Vocabulary:


Filter, top ten, greater than, less than





Additional Info:





Formatting Tables


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, 3.6.1, 3.6.2, 3.4.2, 3.4.3, 3.4.4, 3.4.5, 3.4.10, 3.4.11


CAA 3.4.1, 3.4.2, 3.4.3, 3.4.4





Creating Tables


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, 3.6.1. 3.6.2, 3.4.1, 3.4.2, 3.4.3, 3.4.4, 3.4.5, 3.4.10, 3.4.11


CAA 3.4.1, 3.4.2, 3.4.3, 3.4.4








Lesson Essential Questions:





Which options are available to manipulate data to fit your needs and how are the different types of manipulations used?


How does a user add new fields and records and delete existing fields and records?


Which tools are available to format data within a table?


How are tables printed in Access that best fit different situations?








Lesson Essential Questions:





How are databases opened, created and saved in Access?


Which type of creation method works best for given situations?


How are fields added to a database?


Which types of situations require the use of a primary key?








Additional Info:





Vocabulary:


 Primary Key, Input Mask, Validation Rules, Lookup Field, Printing, Record Printer, Freeze Panes, Field Properties, 





Vocabulary:


 Table, Field, Record, Database, Field Name 





Additional Info:





Creating Relationships


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, 3.6.1, 3.6.2, 3.4.6


CAA 3.4.1, 3.4.12





Designing Queries


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, 3.6.1, 3.6.2, 3.4.7, 3.4.8, 3.4.9


CAA 3.4.1, 3.4.11





Lesson Essential Questions:





Which relationships should be created to 


How are relationships used in Microsoft Access and how are they created?


Which type of referential integrity correlates to unique situations?


How are relationship used when creating queries or working with tables?


How can relationships be changed and what happens to preexisting relationships as a result?








Lesson Essential Questions:





Compare and contrast the use of a query and the filter feature.


How are tables inserted into a query and how can tables be combined to create a new query?


How are queries used to obtain desired information?


Which method of query creation works best with given unique situations?


How can data within queries be manipulated to create new data through the use of expression builder?








Additional Info:





Vocabulary:


Referential integrity, one to one relationship, one to many relationship, many to many relationships





Vocabulary:


 Expression builder, Run, concatenation, And query, Or query, Filter, parameter query, append query, delete query, update query, make table query, 





Additional Info:





Creating Reports


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, 3.6.1, 3.6.2


CAA 3.4.1, 3.4.10





Designing Forms


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, 3.6.1, 3.6.2


CAA 3.4.1, 3.4.6





Lesson Essential Questions:





Compare and contrast the use of forms and reports for input and output data.


How are reports designed using design view and the wizard?


Which tools are used to create reports in design view?


How are reports used to provide output data from Access?


How are charts inserted into a report for output data?








Lesson Essential Questions:





How are forms used as an alternative method for input?


Which tools are used to create forms in design view?


How are forms created using a wizard and identify the advantages and disadvantages of using the wizard?


How are created and used within the form feature?








Additional Info:





Vocabulary:


Database report, grouping, bound control, unbound control, calculated control





Vocabulary:


 Subform, form, form header, form footer, detail, bound control, unbound control, calculated control





Additional Info:





Formatting PowerPoint Presentations


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, 3.5.4, 3.5.6, 3.5.7, 3.5.11, 3.5.14, 3.5.15 


CAA 3.5.1, 3.5.5, 3.5.13, 3.5.10





Adding text to PowerPoint


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, 3.5.1, 3.5.2, 3.5.3, 3.5.6, 3.5.14, 3.5.15, 3.5.9


CAA 3.5.1, 3.5.5, 3.5.13, 3.5.2, 3.5.3,3.5.8





Lesson Essential Questions:





How do you open a new and existing file in PowerPoint?


Which steps should be taken to add a new slide to PowerPoint? How does one determine what type of slide layout to use?


Which tools are used to format and edit PowerPoint objects?


How can text be added to different objects?


How are different views used in PowerPoint to provide different opportunities and information?


Which view allows a user to create a summary slide and how are summary slides used within the presentation?








Lesson Essential Questions:





How is a Slide Master used to format PowerPoint objects?


How is clip art added to PowerPoint slides and how can it be manipulated?


Compare and contrast the use of bullets and numbering on PowerPoint slides.


How can clipart be added to clip art gallery?


How are templates and background formatting added to a PowerPoint object?


How are music files and video clips inserted into PowerPoint and used to enhance the overall presentation?








Additional Info:





Vocabulary:


 Find and replace, text box, summary slide, presentation, slide sorter, presentation view, notes pages, outline view, slide view, place holder 





Vocabulary:


Numbering, Bullets, text box, crop, clip art, sound objects, movie clips, slide background, custom animation, design template, action buttons, recording narration, slide master, animate, slide transition





Additional Info:





Adding and Formatting Charts


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


CAA 3.5.1, 3.5.5, 3.5.13





Adding and Formatting Tables


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


CAA 3.5.1, 3.5.5, 3.5.13





Lesson Essential Questions:





Which steps are taken to insert a chart into a PowerPoint object?


How are chart titles, axes, gridlines, legends, data labels, and data tables added to a chart object?


How can formatting be applied to chart titles, axes, gridlines, legends, data labels, and data tables?


How is formatting applied to the data table?


How are organizational charts created and formatted within PowerPoint objects?








Lesson Essential Questions:





How are tables added to a PowerPoint slide?


How is a table beneficial to data organization?


Which steps are taken to manipulate a table within a table object?


How is text manipulated within a table object?


How are cells, columns, and rows manipulated within a table object?





Additional Info:





Vocabulary:


Data sheet, data chart, exploded slice, organizational chart, charts, graphics, placeholder 





Vocabulary:


 Table, border style, boarder width





Additional Info:





Working with external data


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, 3.5.8


CAA 3.5.1, 3.5.5, 3.5.13, 3.5.7





Printing PowerPoint Objects


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, 3.5.5


CAA 3.5.1, 3.5.5, 3.5.13, 3.5.2, 3.5.6





Lesson Essential Questions:





How can other Microsoft application software be imported into a PowerPoint object?


How can data be exported to other Microsoft application software?


Which tools are used to format data that has been imported into PowerPoint?


How is linking used in PowerPoint?








Lesson Essential Questions:





How are headers and footers added slides and pages for printing purposes?


What are the different ways that a PowerPoint can be printed?


How can different printing options be useful for different situations?











Additional Info:





Vocabulary:


Importing, exporting, source, destination application





Vocabulary:


 Outline view, handouts, slide view, notes pages 





Additional Info:








