[image: image1.jpg]% INTRODUCTION




[image: image9.jpg]G E O RG IA PEACH STATE PATHWAYS

Career, Technical, & Agricultural Education







COURSE:  

Computer Applications I
UNIT 3: 

Spreadsheet Fundamentals 
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Annotation: 
This unit includes lessons on identifying spreadsheet terms, creating and manipulating worksheets and workbooks, entering formulas and functions into a worksheet, formatting cells within worksheets, and applying page setup features to enhance a worksheet.  

Grade(s):  

	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
3 hours
Author: 
Dr. Michelle Nichols
Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
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GPS Focus Standards: 
BCS-CA1-4 
Students will use spreadsheet software to create, edit, and publish industry appropriate files.

a)
Identify components of the spreadsheet window using industry terminology and efficiently navigate throughout the worksheets and workbook.

b)
Demonstrate creating, opening, saving, renaming, inserting, deleting, retrieving, and closing a worksheet and workbooks.

c)
Differentiate among and enter text, numbers, formulas, and functions.

d)
Apply editing and enhancement features to cell contents, e.g. edit, fill, rotate, move, merge, size, number formats, styles, borders, and colors.

e)
Apply page setup features, e.g. margins, headers/footers, page order, grid lines, repeating row/column titles, comments, shrink-to-fit, page orientation, and center horizontally/vertically.

f)
Create, insert, modify, and position appropriate graphics.

g)
Apply freeze rows and columns and window tile.

h)
Create, enter, and edit formulas using arithmetic expressions and math order of operations.

i)
Apply and edit functions, e.g. SUM, MIN, MAX, AVE, COUNT.

k)
Copy, move, and verify accuracy of formulas.

GPS Academic Standards:
MM1G2 
Students will understand and use the language of mathematical argument and justification.

MM1P1 
Students will solve problems (using appropriate technology).

MM1P2 
Students will reason and evaluate mathematical arguments.

MM1P3 
Students will communicate mathematically.

MM1P4 
Students will make connections among mathematical ideas and to other disciplines.

MM1P5 
Students will represent mathematics in multiple ways.
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Enduring Understandings: 

Students will:



•Demonstrate how to create, edit, and print spreadsheet workbooks.

•Explain how to enter data as labels, values, or numeric labels as well as perform 
calculations using formulas in a workbook.

•Recognize how to enhance spreadsheet worksheets using format, color, fill and border 
options.

•Know how to use page setup features to revise or enhance worksheets.

•Comprehend how to insert and manipulate graphics in a spreadsheet.

•Be aware of how to insert functions in a spreadsheet.
Essential Questions: 
•
What is a spreadsheet?

•
Why are spreadsheets used?
· What are the different parts of a spreadsheet?
· How can different formatting be applied to a spreadsheet?

· How is a formula entered in a spreadsheet?

· Why are formulas used?

· When is it better to use a function rather than a formula?
· What different ways can be used to enhance a worksheet using color and borders?
· What other enhancements can be used to improve a spreadsheet?

· How can graphic images and text boxes enhance spreadsheets?

Knowledge from this Unit:  
Students will: 
•Use page setup features to revise or enhance worksheets.
•Insert and manipulate graphics in a spreadsheet.
•Use functions in a spreadsheet.
•Be able to identify parts of a spreadsheet and know what and why a spreadsheet is used in business.
Skills from this Unit:  
Students will:

•Create, edit, and print spreadsheet workbooks.

•Enter data and perform calculations using formulas in a workbook.

• Enhance spreadsheet worksheets using format, color, fill and border options.
•Express how to create, edit, manipulate and print spreadsheets.


• Enter formulas and/or functions in a spreadsheet.
•Insert and format graphics in a spreadsheet.
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Assessment Method Type: 
	
	Pre-test

	X
	Objective assessment - multiple-choice, true- false, etc.

	
	_X_ Quizzes/Tests

__ Unit test

	
	Group project

	X
	Individual project

	
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	_X_ Self-check rubrics   

__ Self-check during writing/planning process

__ Journal reflections on concepts, personal experiences and impact on one’s life

__ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	
	Subjective assessment/Informal observations

	
	__ Essay tests

__ Observe students working with partners

__ Observe students role playing

	
	Peer-assessment  

	
	__ Peer editing & commentary of products/projects/presentations using rubrics

__ Peer editing and/or critiquing

	X
	Dialogue and Discussion

	
	__ Student/teacher conferences
__ Partner and small group discussions

_X_ Whole group discussions
__ Interaction with/feedback from community members/speakers and business partners

	X
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

_X_ Application of skills to real-life situations/scenarios

	X
	Post-test


Assessment Attachments and /or Directions: 
Arties Repair
Can You Identify Each Term on the Screen
Employee List

Excel Battleship

Flowers Spreadsheet

Grocery List Exercise Handout

Kat & Kpow Handouts
Screen Quiz blank 
Spreadsheet Crossword Puzzle

Spreadsheet Vocabulary Word find
Spreadsheet Vocabulary Word Scramble
Timeline of Spreadsheet History

Traveling Internationally Culminating Project
Vocabulary Quiz Spreadsheet Fundamentals
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Instructional planning: 
•
LESSON 1:  INTRODUCTION TO SPREADSHEETS

1.
Identify the standards. Standards should be posted in the classroom.

BCS-CA1-4 
Students will use spreadsheet software to create, edit, and publish industry appropriate files.

a)
Identify components of the spreadsheet window using industry terminology and efficiently navigate throughout the worksheets and workbook.

2.
Review Essential Question(s). Post Essential Questions in the classroom. 

· What is a spreadsheet?

•
Why are spreadsheets used?

· What are the different parts of a spreadsheet?

3.
Identify and review the unit vocabulary. Terms may be posted on word wall.

	Range
	Fill Handle
	Active Cell

	Grid lines
	Auto Format
	Sheet

	Numeric label
	Graph
	Sheet tab

	Row
	Label
	Spreadsheet

	Formula
	Value
	Work book

	Selecting
	Cell
	Column

	Auto Sum
	Cell Address
	


4.
Interest approach – Mental set


First, ask students what they think a spreadsheet is and its purpose.  


(Ask students to think of different ways that someone might use a spreadsheet.  

(Ask them if they can identify any parts of a spreadsheet because some students may have used a spreadsheet at home or may have seen their parents use spreadsheets.  


(Lead the discussion with various ways to use spreadsheets and why.
5.
Project the Excel screen so that all the students in the class can see it.  Identify and define each term on the screen.  Give the Can You Identify Each Term on the Screen handout to the students so they will also have it as a reference as you discuss each term.  Have students make notes or key up with the terms and definitions.  Students will use this handout and the definitions to prepare for a vocabulary quiz and screen quiz as you deem appropriate.  (Screen Quiz blank and Vocabulary Quiz Spreadsheet Fundamentals)
7.  
Assign one or more of the following puzzle activities for vocabulary reinforcement.


Spreadsheet Crossword Puzzle

Spreadsheet Vocabulary Word Find
Spreadsheet Vocabulary Word Find Answers
Spreadsheet Vocabulary Word Scramble Answers

Spreadsheet Vocabulary Word Scrambler

6.  
As an extra assignment to understand the origin of spreadsheets, have the students create a timeline on the history of spreadsheets.  Use attachment provided – Timeline History of Spreadsheets.
•
LESSON 2:  CREATING SPREADSHEETS USING FORMULAS AND FUNCTIONS

1.  Identify the standards. Standards should be posted in the classroom.


BCS-CA1-4 
Students will use spreadsheet software to create, edit, and publish industry appropriate files.

b)
Demonstrate creating, opening, saving, renaming, inserting, deleting, retrieving, and closing a worksheet and workbooks.

c)
Differentiate among and enter text, numbers, formulas, and functions.

d)
Apply editing and enhancement features to cell contents, e.g. edit, fill, rotate, move, merge, size, number formats, styles, borders, and colors.

i)
Apply and edit functions, e.g. SUM, MIN, MAX, AVE, COUNT.

k)
Copy, move, and verify accuracy of formulas.
2.
Review Essential Questions. Post Essential Questions in the classroom. 
· How can different formatting be applied to a spreadsheet?

· How is a formula entered in a spreadsheet?

· Why are formulas used?

· When is it better to use a function rather than a formula?

3.
Lead a general discussion on how to create a spreadsheet and enter data in the spreadsheet using a guided practice activity with the Grocery List file.  Explain the differences in labels, values and numeric labels.  Discuss different types of number formatting. Also explain how to enter a formula and the difference in a formula and function.  Walk and observe the finished product of Grocery List to see that proper creation, formatting, and formulas were used.
4. 
Assign students the following spreadsheet exercises to complete:

Kat and Kpow Handouts

Arties Repair


Spreadsheet Students Handouts
•
LESSON 3:  ENHANCING SPREADSHEETS THROUGH COLOR AND BORDERS

1.
Identify the standards.  Standards should be posted in the classroom. 

BCS-CA1-4 
Students will use spreadsheet software to create, edit, and publish industry appropriate files.

d)
Apply editing and enhancement features to cell contents, e.g. edit, fill, rotate, move, merge, size, number formats, styles, borders, and colors.

e)
Apply page setup features, e.g. margins, headers/footers, page order, grid lines, repeating row/column titles, comments, shrink-to-fit, page orientation, and center horizontally/vertically.

f)
Create, insert, modify, and position appropriate graphics.

2.
Review Essential Questions. Post Essential Questions in the classroom. 

· What different ways can be used to enhance a worksheet using color and borders?

3.
Introduce to students how to change font color and how to use the fill bucket to change color for a cell.  Also show how to use borders from the font or format cells commands.  Students will also need to know how to display and print gridlines as well as how to change row height and column width.  Students will create two documents that use color, fill, shading, and borders to enhance the spreadsheet.


Cross Stitch Sampler



Excel Battleship

4.  
In addition to using color, fill and border enhancement, in the next exercise the students will learn to rotate text and add cell styles to improve the look of the spreadsheet.  Show students how to rotate text within a cell and how to use cell styles (2007) or auto format (97-2003) to add color and variety to the spreadsheet’s appearance.



Employee List

•
LESSON 4:  OTHER ENHANCEMENTS TO THE SPREADSHET

1.
Identify the standards.  Standards should be posted in the classroom. 

BCS-CA1-4 
Students will use spreadsheet software to create, edit, and publish industry appropriate files.

e)
Apply page setup features, e.g. margins, headers/footers, page order, grid lines, repeating row/column titles, comments, shrink-to-fit, page orientation, and center horizontally/vertically.
f)
Create, insert, modify, and position appropriate graphics.

g)
Apply freeze rows and columns and window tile.

h)
Create, enter, and edit formulas using arithmetic expressions and math order of operations.

2.
Review Essential Questions. Post Essential Questions in the classroom. 

· What other enhancements can be used to improve a spreadsheet?

· How can graphic images be used to enhance spreadsheets?

3.
Students will create the Sports Grill Spreadsheet using the following enhancements and page setup options to change a spreadsheet:  page order, repeat row/column titles, shrink to fit, freeze titles, and center horizontally and vertically.
4. 
Students will create the Flowers Spreadsheet and insert graphics and comments into the spreadsheet.
•
ATTACHMENTS FOR LESSON PLANS

Arties Repair
Can You Identify Each Term on the Screen

Cross Stitch Sampler

Employee List

Excel Battleship

Flowers Spreadsheet

Grocery List Exercise Handout

Kat & Kpow Handouts
Screen Quiz blank 
Sports Grill Spreadsheet

Spreadsheet Crossword Puzzle

Spreadsheet Students Handout

Spreadsheet Vocabulary List

Spreadsheet Vocabulary Word Find

Spreadsheet Vocabulary Word Find Answers
Spreadsheet Vocabulary Word Scramble

Spreadsheet Vocabulary Word Scramble Answers
Timeline of Spreadsheet History

Traveling Internationally Culminating Project
Traveling Internationally Culminating Project Rubric
Traveling Internationally Project Example

Vocabulary Quiz Spreadsheet Fundamentals

•
NOTES & REFLECTION: 
All lessons are written in a 90-minute block format.  However, each lesson can be divided for a 50 minute class period.  It is the responsibility of the instructor to find a natural point in each lesson to divide the activities up over multiple class periods.
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Culminating Unit Performance Task Title: 
Traveling Internationally Culminating Project
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
Students will research traveling to a country they find interesting to see how much the trip would cost.  Students should find at least three valid sources, and create a spreadsheet that includes all the skills learned in the Spreadsheet Fundamentals unit.  (See handout entitled “Traveling Internationally Culminating Project”.

Differentiation may include the following:  

~ Providing sources of valid information (handouts, books, web addresses, etc.)

~ Providing a “skeleton” spreadsheet that students would use to “plug in” information

~ Requiring a different number of sources

~ Requiring sources to be listed within the spreadsheet
~ Requiring different formatting options
Attachments for Culminating Performance Task: 
Traveling Internationally Culminating Project

Traveling Internationally Project Example
Traveling Internationally Culminating Project Rubric
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Web Resources:
•
Internet

Materials & Equipment: 
•
Computer
· Microsoft Excel

· Internet Access 
· Color Laser Printer

· Projector/Screen or smart board

· Various handouts

21st Century Technology Used: 
	
	Slide Show Software
	X
	Graphing Software
	
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	
	Graphic Organizer

	
	Student Response System
	X
	Desktop Publishing 
	X
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	X
	Electronic Game or Puzzle Maker

	
	Email
	
	Website
	X
	Internet
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Administrative/information Support
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