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COURSE:  

Computer Applications 2
UNIT 6: 

Spreadsheet Features
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Annotation: 
In this unit students will learn and use advanced spreadsheet features to produce industry appropriate workbooks  These features include database functions, pivot tables, pivot charts, macros, setting print areas, inserting comments, linking workbooks, creating charts, and importing and exporting data.

Grade(s):  
	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
4 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-CA2-1
Students will use technology as a tool to increase productivity in completing a variety of input technologies to create, edit, and publish industry appropriate documents.
b)
Demonstrate appropriate handling and use of supplies and equipment. 

c)
Apply appropriate use of editing tools, e.g. spell check, thesaurus, find and replace, 
grammar, and hyphenation. 

d)
Demonstrate the use, movement, and display of a variety of icons, toolbars, and the 
task pane. 

e)
Demonstrate effective time-management to complete tasks in allotted time. 

f)
Utilize print options. 

BCS-CA2-3
Students will use spreadsheet software to create, edit, and publish industry appropriate files. 
h)
Create an effective chart or graph which represents relevant data. 

i)
Edit and label chart components such as axis, legends, titles, and data tables. 

j)
Create pivot tables and charts. 

k)
Create, edit, and run command buttons, macros, and macros with buttons. 

l)
Utilize database functions, e.g. filtering, extracting. 

m)
Import and export data to and from spreadsheet. 

n)
Link and merge worksheets/workbooks. 

o)
Establish viewing and printing parameters for worksheets and workbooks. 

p)
Incorporate headers and footers in business spreadsheets. 

q)
Create, view, edit, and remove comments. 

GPS Academic Standards:
ELA11W2
The student demonstrates competence in a variety of genres. 
MM2P1 
Students will solve problems (using appropriate technology). 
MM2P3 
Students will communicate mathematically. 
MM3P4 
Students will make connections among mathematical ideas and to other disciplines. 
MM3A4 
Students will perform basic operations with matrices. 
MM3A7 
Students will understand and apply matrix representations of vertex-edge graphs. 
MM3P5 

Students will represent mathematics in multiple ways.
National / Local Standards / Industry / ISTE:
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Enduring Understandings:
· A spreadsheet is an excellent way to manage data when calculations need to be made. 

· Excel charts and the components of the charts will improve efficiency when using spreadsheets. 

· A chart is graphic representation of data, gives an overview of data and makes it easy to understand complex information. 
Essential Questions: 
· Why are charts used to illustrate information within a spreadsheet?
· What are the various components that can be added to a chart?
· How does linking affect contents of a workbook?

· How are workbooks linked or merged?

· How are macros created?

· What is the difference in importing or exporting data in a workbook?

· How are print areas established?

· How are headers or footers inserted into a workbook?

· What is a comment?

· Why are comments used in workbooks?

· What are database functions?

· Why are they used in Excel workbooks?

· What is a pivot table?

· Why are pivot tables used?

Knowledge from this Unit:  
· The student will be able to create a workbook and link other workbooks to it.
· The student will be able to create a chart and add components within the chart.
· The student will be able to create and run a macro.
· The student will be able to insert comments and header/footers within a workbook.

· The student will be able to enter database functions and make calculations in a workbook.

· The student will be able to insert a pivot table or pivot chart into a workbook.
Skills from this Unit:  
· The student will create spreadsheets that include links.

· The student will create a chart with components based on spreadsheet data.
· The student will create a spreadsheet that runs a macro for printing as well as displays comments.

· The student will create a memo that requires exporting data from Excel.

· The student will edit a inventory file to create a pivot table, a pivot chart, as well as make database function calculations in the workbook.
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Assessment Method Type: 
	
	Pre-test

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

	
	__ Quizzes/Tests

__ Unit test

	
	Group project

	X
	Individual project

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

	
	__ 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

	
	Dialogue and Discussion

	
	__ Student/teacher conferences
__ Partner and small group discussions

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

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test


Assessment Attachments and / or Directions:
Stock Performance Analysis Handout_Part_I
Nike

Aflac

Google

Microsoft

Stock Average Semiannual Summary

Stock Performance Analysis Handout_Part_II

Stock Average Semiannual Summary_commentsatend

Stock Average Semiannual Summary_asdisplayed

Stock Performance Memo

Movie Activity Handout

DVDInventory
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Instructional planning: 
•
LESSON 1:  INTRODUCTION TO SPREADSHEET FEATURES - LINKING AND CHARTING

1.
Identify the standards. Standards should be posted in the classroom.
BCS-CA2-1
Students will use technology as a tool to increase productivity in completing a variety of input technologies to create, edit, and publish industry appropriate documents.

b)
Demonstrate appropriate handling and use of supplies and equipment. 

c)
Apply appropriate use of editing tools, e.g. spell check, thesaurus, find and replace, 
grammar, and hyphenation. 

d)
Demonstrate the use, movement, and display of a variety of icons, toolbars, and the 
task pane. 

e)
Demonstrate effective time-management to complete tasks in allotted time. 

f)
Utilize print options. 

BCS-CA2-3
Students will use spreadsheet software to create, edit, and publish industry appropriate files. 
h)
Create an effective chart or graph which represents relevant data. 

i)
Edit and label chart components such as axis, legends, titles, and data tables. 

j)
Create pivot tables and charts. 

k)
Create, edit, and run command buttons, macros, and macros with buttons. 

l)
Utilize database functions, e.g. filtering, extracting. 

m)
Import and export data to and from spreadsheet. 

n)
Link and merge worksheets/workbooks. 

o)
Establish viewing and printing parameters for worksheets and workbooks. 

p)
Incorporate headers and footers in business spreadsheets. 

q)
Create, view, edit, and remove comments. 


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

· Why are charts used to illustrate information within a spreadsheet?
· What are the various components that can be added to a chart?

· How does linking affect contents of a workbook?

· How are workbooks linked or merged?

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

	Argument
	Criteria range
	Database

	Database range
	Field
	Function

	Record
	Pivot table
	Pivot chart

	Column field
	Row field
	Legend

	Data labels
	x-axis
	y-axis

	Linking
	Importing
	exporting


4.
Interest approach – Mental set


Ask students to reflect back on charting and graphs from Computer Applications I.  Review the basic components of charts which include legend, data labels, titles, and x and y axis.  Students prepared charts in a previous unit so hopefully they will remember basics of charting for this activity.

Give each student the Stock Performance Analysis_Handout_Part_I.  Students will create four (4) spreadsheet files (Nike, Aflac, Google, Microsoft) that records stock prices for a six month period for each different stock.  Prepare example files so students can recreate these or have them look up current prices using the Internet.  Using the four spreadsheets prepared, students will create a new workbook that gives summary information for each stock.  Students will link information from each of the workbooks to the new workbook and save it as Stock Average Semiannual Summary. Included is an example file for  use.  After linking the information, students will create a column chart using the summary data.  Students will add chart components to the chart to include a title, legend, x axis, y axis, and data labels.  
•
LESSON 2:  MORE SPREADSHEET FEATURES – MACROS, COMMENTS

1.
Review Essential Questions. Post Essential Questions in the classroom. 
· How are macros created?

· What is the difference in importing or exporting data in a workbook?

· How are print areas established?

· How are headers or footers inserted into a workbook?

· What is a comment?

· Why are comments used in workbooks?

2.
Students will use the file and documents created in Lesson 1 for this lesson. 


Give each student Stock Performance Analysis Handout_Part_II.  Students will first create and record a macro to print a table.  Students will then insert comments, edit a comment, and delete a comment in the workbook.  Students will be asked to print comments in two ways:  at end of sheet and as displayed.  Students have previously used comments as in Computer Applications I.  This process should also be a review.  

3. 
Next students will prepare a memo (Stock Performance Memo) to include the exported Excel spreadsheet and chart they prepared earlier.  Students will print their document.
•
LESSON 3:  USING DATABASE FUNCTIONS AND PIVOT TABLES

1.
Review Essential Questions. Post Essential Questions in the classroom. 

· What are database functions?

· Why are they used in Excel workbooks?

· What is a pivot table?

· Why are pivot tables used?

2.
Ask students to think of different ways that they organize information.  Have students call out different ways and write them on the board.  Explain how it is easy to keep a database list in a workbook and how you can use database functions to calculation totals for a very large informational file.


Students will use a prepared file – DVDInventory.  Using the Movie Activity Handout students will use database functions to make the following calculations:  daverage, dcount, dmax, dmin, and dsum.  Students will print the spreadsheet showing the answers and then again showing the formulas.
3. 
Students will then use the DVDInventory file to prepare pivot tables and a pivot chart using the Movie Activity Handout.  Students will be required to print 2 tables and 1 chart.
•
ATTACHMENTS FOR LESSON PLANS

Stock Performance Analysis Handout_Part_I

Nike

Aflac

Google

Microsoft

Stock Average Semiannual Summary

Stock Average Semiannual Summary comments at end

Stock Average Semiannual Summary as displayed

Stock Performance Analysis Handout_Part_II

Stock Performance Memo

DVDInventory

Movie Activity Handout

•
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.  Instructions are also written for Office 2007.
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Culminating Unit Performance Task Title: 
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
Attachments for Culminating Performance Task: 
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Web Resources:
· Internet (if you want to use current stock prices)
Materials & Equipment: 
· Computer 

· Microsoft Office Suite

· 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
	
	Desktop Publishing 
	
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	
	Email
	
	Website
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