TOPIC:  Excel

Key Learning:  Students will be able to use Microsoft Excel Features and Commands to successfully create, edit, and publish worksheets within a workbook.


Unit Essential Question:  How do you create, edit, and publish worksheets using Excel formatting, editing, mathematical, and charting tools?  

Concept:  Starting to Use Microsoft Excel
         Concept:  Navigating in the Worksheet
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Lesson Essential Questions:


How do you move to a particular cell? Within a selection? Between worksheets?





How do you select a cell, range of cells, row, column, and an entire worksheet?





Why would you need to insert/delete cells, rows, and columns within your worksheet?





How do you insert/delete cells, rows, and columns within your worksheet?























Lesson Essential Questions:


How do you open Excel and create a new workbook?





How are a worksheet and a workbook different?  List and explain the difference between a worksheet and workbook.





How do I create, edit, and format a spreadsheet using the special features on the standard and formatting toolbar?





How are text and numbers entered differently into cells?


 


How do you save a workbook?  


























Vocabulary:  Range, Active Cell





Vocabulary:  Table, Worksheet, Workbook, Column, Row, Cell
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Lesson Essential Questions:


Why is it important to be able to identify between the standard and   formatting toolbars?  





How do I use the menu bar and drop down menus to create, edit, and publish a worksheet?





How do I use the special features on the standard and formatting toolbars to create, edit, and publish a worksheet?
































Lesson Essential Questions:


How is font formatting applied to a cell, range of cells, or an entire worksheet?





Why would you need to format numbers in Excel to percentages, decimals, and currency?  





How is this formatting applied to a cell, range of cells, or an entire worksheet? 





How do you align data within a cell, range of cells, or an entire worksheet?























Vocabulary:  Cell, Range, Worksheet, Workbook, Alignment
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Lesson Essential Questions:


Why and how do you insert ClipArt into a worksheet?





How do you insert graphics into a worksheet using a scanner, digital camera, and graphics file?





Why do you use WordArt?  How do you apply WordArt to your worksheet?





Why would you apply border styles to a cell, a range of cells, or an entire worksheet?  





Why would you apply shading to a cell, a range of cells, or an entire worksheet?  














Lesson Essential Questions:


Why would you need to change the width of a column?  How do you adjust column width?





Why would you need to change the height of a row?  How do you adjust row height?





How do you delete the contents of a cell?  How would you delete an entire cell?    
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Lesson Essential Questions:


Why is the role of mathematical formulas and functions important in an Excel worksheet?





How do you create, enter, and edit formulas using arithmetic expressions and math order of operations? 





Which method is better to use for addition?  














Lesson Essential Questions:


What is the difference between cut and copy?





How do you cut/copy the contents of a cell?  





How do you paste the contents of a cell?





How do you move the contents of a cell using the drag and drop method?





How do you copy a column/row?





How do you paste a column/row?
































 


























Vocabulary:





Vocabulary:





Additional Information:


Standards:   � HYPERLINK "http://www.doe.in.gov/octe/bme/curriculum/pdf/ComputerApplications.pdf" ��http://www.doe.in.gov/octe/bme/curriculum/pdf/ComputerApplications.pdf�


Cheltenham Courseware LTD – (Public Folder – Courses USA)


� HYPERLINK "file://\\\\sv-ad-fp-01\\Public\\Buildings&Offices\\TechnologyDept\\Cheltenham_Courseware" �\\sv-ad-fp-01\Public\Buildings&Offices\TechnologyDept\Cheltenham_Courseware�


Microsoft Office 2000 Basics Textbook








CA 1.1.1	CA 1.1.6	CA 2.1.1


CA 2.1.2	CA 3.1.2	CA 3.3.1


CA 3.3.2	CA 3.3.4	CA 3.3.5


CA 3.3.6	CA 3.3.9	CA 3.3.12 FCS 11.1.6B	FCS 11.1.6E


FCS 11.1.6F    FCS 11.1.9B


FCS 11.1.9F








CA 1.1.1	CA 1.1.6	CA 2.1.1


CA 2.1.2	CA 3.1.2	CA 3.3.1


CA 3.3.2	CA 3.3.3	CA 3.3.4 CA 3.3.5	CA 3.3.6	CA 3.3.12


FCS 11.1.6A    FCS 11.1.6B  


FCS 11.1.6C	FCS 11.1.6D


FCS 11.1.6G    FCS 11.1.9A


FCS 11.1.9C    FCS 11.1.9D





Additional Information:


All info on this page in column one and column two - Embedded Family Consumer Science LEQ’s.





Lesson Essential Questions:





How and why do resources need to be managed?





What are the rights and responsibilities of consumers in the United States?





Why is it important to understand the difference between a good and a service?





When using goods and services how can consumers protect their rights?





What steps can a consumer take to prolong the life of a product/service?





How can consumer goods and services be maintained and/or repaired for longer life?





How do public and nonpublic services support individuals and families within the community?























 


























Lesson Essential Questions:





Why are child Labor Laws important?





Why is it important to manage money responsibly and to keep good banking records?





How does having a spending plan (budget) help you manage money?





Why is it important to have an effective savings plan?





Why is it important to understand the relationship among income, expenses, and savings to manage our personal finances?





Why is it important to analyze a personal spending plan?





Why should a consumer analyze information on a product they are deciding to purchase?

















Vocabulary:  Child Labor Laws, budget, savings, income, expense





Vocabulary:   resources, scarcity,  consumer, good, service, prolong, product
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Lesson Essential Questions:


Why would you change page margins in a worksheet?





Analyze page orientation and explain the difference between portrait and landscape.





Why are headers and footers used?  How are they placed within a worksheet?




















Lesson Essential Questions:


How does your data determine the type of chart you will use?





How do you create effective charts/graphs to represent relevant data in Excel?





How do you manipulate or change the data for your chart/graph? 
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Lesson Essential Questions:























Lesson Essential Questions:


Why is it important to Print Preview your worksheet?





How do you print a selection, active sheet, and/or an entire worksheet?





Why would you change the print setup?  





How do you change the printer location and page range?
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