DAILY AGENDA- MONDAY, April  19, 2010

	6:00-6:15
	INTRODUCTIONS- Students open the class website and check the Daily Agenda.

	



6:15-6:30
	
REVIEW- Students complete the following review questions from yesterday’s Introduction to Excel-Lesson.
1) What are some of the options when you select AutoFill Options? How is it related to the use of the fill handle?
2) With what symbol does a formula begin?
3) What are three types of formulas that can be used?
4) What are Order of Operations? Answer this next question using the order.
a. = 14-3*3+12/4
5) If you want to make a series that will make a calendar that shows the date only for every Monday what would be the formula?


	






6:30-6:55
	
TODAY’S  SKILLS/OBJECTIVE- 
A. Number Formats- (Ex. 5 pg. 388)
· The answers to divisions can be expressed in percentage or decimal formats. You need to change the number format.

B. Editing Formulas- (Ex. 5 pg. 388)
·  After you entered a formula you can edit it by double clicking in the cell with the answer and making the changes or:
· Click on the cell once then make the changes in the formula bar.
· How the changes are made depends on what type of formula you have entered.
C. Print Options in the Print Dialog Box- (Ex. 23 pg. 474)
a. Active worksheet can be printed with QuickPrint.
b. When using the Print Dialog Box you have three sections:
· Printer 
· Print Range
· Print What
· Copies
C1. Print What Options
c. You can select to print the entire workbook from this section.
d. You can select to print a range of cells from this section but you must first select the cells within the worksheet.
e. You can select to print multiple worksheets, but you must first select more than one worksheet prior to choosing to print.
C2. Print Range
f. Choose to select certain pages to print.


C3. Copies
g. Choose to select certain number of copies or to collate.

D. Page Setup Dialog Box
a. Found in the Print Preview button or in the Ribbon.
b. There are four sections
1. Page
2. Margins
3. Header/Footer
4. Sheet

	7:15-8:30
	CLASSWORK ACTIVITY- Complete Exercise 23TripBudget_xx found on page 480 and in the class J Drive. Save in your ID Folder.

	8:40-9:10
	Read about Excel from www.microsoftoffice.com
 



LESSON OBJECTIVES- SWBAT- Monday April 19, 2010

1) Review objectives from Thursday’s lesson-Introduction to Excel- 
a. Understanding different types of mouse pointers where and how they are used.
b. Questions and Objectives are above. 
2) Today’s Topic/Objective-
a. How to use Number Formats, 
b. How to Edit Formulas, 
c. How to change Print Options in the Dialog Box, 
d. How to change Page Setup Dialog Box Options.
3) Complete Activity- Exercise 23TripBudget- page 480 and 
4) Complete Activity- Print out previous exercises.
5) We will review the Objectives from today Monday.
6) DEAR TIME

