DAILY AGENDA- THURSDAY, April 8, 2010

	6:00-6:05
	INTRODUCTIONS- Students open the class website and check the Daily Agenda. A few students need to complete the final test.

	6:05-6:10
	WARMUP- Students briefly learn what is a Venn Diagram in terms of comparing and contrasting descriptions and where to document these in the diagram.

	6:15-6:25


6:25-6:35
	GROUP ACTIVITY- Students make a Venn Diagram comparing and contrasting the Spreadsheet area of the Excel Window (page 359) with the Document Area of the Word Window (page 33). Have at least five of each. 
We share ideas and enter the results on the board regarding the similarities and differences between WORD and EXCEL.

	6:40-6:55
	VOCABULARY/NOTES- Understand what are the basic components of an Excel Spreadsheet in order from highest to lowest.  
1. Group of Workbooks
2. Workbook
3. Worksheet
4. Cells (Cell Reference)
· Active Cells
5. Data in the Cells (Examples)
· Text
· Numbers
· Formulas
· Field Types
· Pictures/Photos

	7:20-7:50
	VOCABULARY/NOTES- 

A. Navigating the Worksheet.
1. Applying, Understanding different ways to navigate the Worksheet.
a. Using the Mouse to Scroll- Horizontal/Vertical Scroll Bar
b. Using the Mouse to Click in a Cell
c. Using the Keyboard- Up/Down/Left/Right Arrows, Page Up/Page Down/ Ctrl Home/ Ctrl End
d. Using the Go To or Name Box- Tools

B. Changing Between Worksheets
1. Default Number of Worksheets
2. Adding or Deleting Worksheets
3. Creating a Copy of Worksheets
4. Changing Between Worksheets
5. Rename Worksheets
C. Worksheet Views
1. Normal View
2. Page Layout View
3. Page Break Preview
4. Full Screen View

	8:00-8:20
	CLASSWORK ACIVITY- Open the Spreadsheet included on the Class Website and use to follow the steps on page 363. Make changes to each active cell as instructed then save Spreadsheet in your IDFolder as 01Activity_xx 

	8:20-8:40
	REVIEW- Review the results of the Microsoft Word Test. Give students a printout of their results.

	8:40-9:00
	DEAR TIME- Students read an article on Microsoft Excel Tutorial from www.microsoft.com 



LESSON OBJECTIVES- SWBAT
1) Understand the Basic Differences between the Word Window and the Excel Window and list using a Venn Diagram.
2) Understand the Basic Components of an Excel Spreadsheet from highest to lowest
3) Navigating the Worksheet and how this changes the Active Cell.
4) Changing Worksheets and Changing between Worksheets
5) Understand in general the benefits of each Screen View.
6) Complete ClassWork Activity.
7) REVIEW Final Word Test
8) DEAR TIME



