DAILY AGENDA- WEDNESDAY, June 10, 2010

	6:00-6:05
	INTRODUCTIONS- Students open the class website and check the Daily Agenda. 

	6:05-6:25
	REVIEW- Students complete the following review questions for using cursors from Introduction to Excel-Lesson.

1) Where and how is the big, White Cross Mouse Pointer used?
2) Where and how is the smaller, Black Cross Mouse Pointer used?
3) Where and how is the two, arrows, Mouse Pointer used?
4) Where and how is the All Arrows, Mouse Pointer used?
5) Where and how is the single Arrow, Mouse Pointer used?


	[bookmark: _GoBack]6:25-7:00
	TODAY’S  SKILLS/OBJECTIVE- 

A. Merging Cells-(Exercise 4 pg. 381)- Sometimes when you want a cell to occupy more column width but you don’t want to change the width of the whole column, like in a Title Row. To have the cell take more space without affecting other cells width you use a merge.
a. Note: Merged Cells cannot be used in sorting or filtering data. 

B. Using AutoFill Options(Exercise 4)- How to make a series (copying text and formatting) using the fill handle and the AutoFill Options drop down arrow to make a series like 1,2,3,1,2,3 
a. Can be used also to Fill only Formatting. 
b. If the series 1,2,3,1,2,3 were 16 font, Garamond, underlined, bolded, and italics, you could copy this formatting to the next cells, and leave the cells blank. Try this autofill option.

C. Entering Formulas- (Exercise 5 pg. 387)- Understand the following:
· Most Math Operations can be calculated using Number Formulas, Relative Reference Formulas, or Preset Functions. 

a. A Number Formula only uses numbers and cannot create a series with other numbers. Example (1+2+3) 
b. A Relative Reference Formula uses cell references so that a series can be created using other numbers. Ex. (A1+B1+C1)
c. A preset function for adding is:  SUM(A1:C1)
d. Try each one with the numbers provided in part a.

· As you type the formula in the cell they are viewed in the cell and formula bar. (All formulas begin with an = symbol) 
· After you finalize the formula in the cell, the answer is viewed in the cell and the formula is viewed in the formula bar.
· How do order of operations affect the answer to an operation?
a. Try finding the answers to the following without Excel. Then enter the number formula into Excel to see if you were correct.
1. 100+50+20*15
2. 6-(9-2)+3*6
3. 7+5*(4*8-9)

D. Formulas and Series- MINI-ACTIVITIES
a. Make a spreadsheet for the month of April that enters the day on one row and the dates on another row for a person that works on Monday, Wednesday and Friday.
b. Make a spreadsheet that enters the days and dates on separate rows for a person that works only on Tuesdays, and Thursdays.

E. 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.

F. 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.

	7:20-8:00
	CLASSWORK ACTIVITY- Complete Activity-Exercise 04MAAC Invoice


	8:00-8:40

	CLASSWORK ACTIVITY- 
· Complete Exercise 05BalanceSheet_xx found on page 389 and in the class J Drive. Save in your ID Folder.
· Complete Exercise 05TimeSheet found on page 390 and in the class J Drive. Save in your ID Folder.

	8:45-9:00
	REVIEW- Review today’s objectives. Answer any questions. 


LESSON OBJECTIVES- SWBAT- Wednesday June 10, 2010

1) Review objectives from yesterday’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- Merging Cells, AutoFill Options and Fill Handle, Entering Formulas with and without a Series, Order of Operations, Number Formats, and Editing Formulas.
3) Complete Activity - Exercise 04MAAC Invoice
4) Complete Activity- Exercise 05BalanceSheet- page 389 and 
5) Complete Activity- Exercise 05TimeSheet- page 390.
