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ABSTRACT

This project addressed the need to develop a
handbook, using the Microsoft Office XP suite of products,
for use in the classroom by teachers. The literature
review outlines the increasing importance of computer
technology in today’s modern classroom, both for student
use as well as that of teachers. Over 80% of the teachers
in the profession today received their formal education
prior to the beginning of the information age, it is
imperative that these teachers enhance their existing
skill set with the knowledge of how they can use
technology to support their own administration support. In
s0 doing, these teachers can become more efficient and
effective at performing these tasks which will provide
them with time to develop to preparing and delivering
instruction. To accomplish this goal, teachers were
sampled to idgntify five computer projects using Microsoft
Office XP they would like learn, and would allow them, in
turn, to become more efficient and effective.

Another challenge for teachers is finding the time to
take the computer courses which would allow them to
develop the skills and confidence to integrate computer
technology into their classrooms. Given this, the

computerized projects are included in a step—by—step
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handbook which can be easily referenced and mastered, and
therefore, are not constrained by time. Each project
provides step-by-step instructions with graphics to assist

the teacher in the use of the software.

iv



ACKNOWLEDGMENTS

I would like to thank my faculty advisor, Joseph
Scarcella, Ph.D., for his help, guidance, and support. Dr.
Scarcella’s enthusiasm, dedication, and attention to
detall were critical components to the successful
completion of this project. I also wish to thank Timothy
Thelander for his patience and persistence in assisting me
with the fundamentals of constructing a master’s thegis
and Darren Lamb for providing such great editorial input.
Ronald K. Pendleton, Ph.D., I want to thank you for
sharing your valuable time to review, critique and review
again the thesis. I thank my family for their support and
patience during the time spent in classes, at the~compuﬁer
and in performing the various other tasks associated with
the completion of this project. A very spééial thank you
goes to my husband, Craig, who put forth a great deal of
energy to keep our household running smoothly, and our

marriage on track. I could not have done it without him.



DEDICATION
I would like to dedicate this thesis project and the
resulting handbook to the many teachers who will benefit
from having a handbook developed specifically for their

unigque needs.



TABLE OF CONTENTS
ABSTRACT .« v v e e e e e e e e e e e e e e iii
ACKNOWLEDGMENTS -« e e et ettt e ee e e e e e e Ly

CHAPTER ONE: BACKGROUND

IntrodUuCEIon & vttt ettt et et e e e e e e e e 1
Purpose of the Project ........... e et e e e, 1
Context of the Problem ........ e e 1
Significance of the Project ....... ... .. ... ... ..., 3
ASSUMPEIONS & vt ittt ittt e e 4
Limitations and Delimitations .................... 5

Limitations .. ..ottt e e e 5

Delimitations ....... . ieinennnnnn. 5
Definition of Terms . ... ...ttt nitnnnneeeennnn 5
Organization of the Thesis ........ ... 7

CHAPTER TWO: REVIEW OF THE LITERATURE

15 ') i T L 5 X o o 9
Background ... ...t ittt e e e e e e e e e 10
Teachers’ Comfort Level ....... .. ... .. 11
Teacher Trainiﬁg ................................. 13
Types of Technology Use ........ i eeeann. 14
Teaching EXperience ........c.c..i it ennennnnnnn 15
Access and USaAge . .. v vttt it ittt iieti et 15

Obstacles to Utilizing Computer Technology
and Professional Development .............ccuuiann.. 16

Computer System Requirements ..................... 18

vi



Matrix of Professional Teachers’ Proficiency
in Computer-Based Technolody .........ceiiienn.. 20

SUMMATLY v v ettt vttt vt et ot e st s e ceas oo asaeaseeaean 20

CHAPTER THREE: METHODOLOGY

IntrodUCElOm & vttt i i e e e e e e 21
Population Served ............ ... I 21
Handbook Development ........ ... ..t 21
Handbook Resources and Content
Validation «vu et i e e e e e e 21
Handbook Design .. ...ttt eeeennn 22
S 401 (7= Y 23

CHAPTER FOUR: CONCLUSIONS AND RECOMMENDATIONS

R ol Yo L 5 <o) o o 24
(@03 o L B = s ' = 24
Recommendations ... v vttt it n ettt it e eee s et 25
SUMMATLY & i it et ettt e et et s et a et s ettt et s e senee e 25

APPENDIX A: PROFESSIONAL TEACHERS’ PROFICIENCY IN
COMPUTER-BASED TECHNOLOGY ................. 26

APPENDIX B: EDUCATOR PROJECT USING MICROSOFT
OFFICE XP ..ttt it i it e et et ittt ei i e e 33

REFERENCES . . ittt ittt ittt ittt ittt s st et ananseens 86

vii



CHAPTER ONE

BACKGROUND

Introduction
Chapter One presents an overview of the project. The
contents of the problem are discussed followed by the- .:
purpose, significance of the project, and assumptions.
Next, the limitations and delimitations that appiy to the
project are reviewed. Finally, definitions ofnferms are

presented.

Purpose of the Project

The purpose of the project was to develop a teacher
handbook to using computer technology and the Microsoft
Office XP software in the performance of their
administrative tasks. The handbook was designed to provide
teachers with step-by-step instructions that would enable
them to automate many administrative tasks that were
previously performed manually, without the benefit of

computer technology.

Context of the Problem
There is a significant need for teachers to integrate
computer technologies and related educational software
when performing their work responsibilities. In so doing,

teachers will be able to incorporate greater efficiency



and effectiveness when performing these tasks, and will
ultimately have more time to devote to teaching students
instead of tracking and reporting on student performance.

In his book, The Road Ahead, Bill Gates made the
statement, “One thing is clear. We don’t have the option
of turning away from the future. No one gets to vote on
whether technology is going to change our lives” (1995,
p- 74). This statement is as true for educators as it is
for business leaders who use computers to lead
multimillion-dollar companies. Computer technology is
available in clagsrooms and it is impacting the way
teachers think about teaching and all that it entails
(Hasselbring et al., 2000). Teachers also serve as role
models for students. It is easy to recall those teachers
who have had an impact on your life. While the reasons may
vary, it is important to be mindful of the example
teachers set and the impressions they make on a student’s
life. It is for these reasons that teachers need to
demonstrate their computer literacy by using the computer
in the performance of their job duties.

The specific context of the problem was to address
the problem where teachers are not taking advantage of the
computer technology available today which will allow them

to increase their productivity and allow them to provide



more comprehensive information because they will be able
to drill down on data, and create highly informative
reports for parents, students, school administrators and

themselves, at the click of a button.

Significance of the Project

The significance of the project was to design a
handbook that covers various routine tasks that are being
performed manually by teachers, and which if automated,
could increase the teachers’ productivity and the gquality
of the work being produced through the succesgsful use of
computer technology, and Microsoft Office software.
According to a study published in October 2000 by the
CBEDS, approximately forty-four percent of the teachers in
California were 46 years of age or older. The significance
of this statistic is that the majority of teachers in
California received their education before computer
literacy courses were required as part of there course of
study. One can only conclude that in order for these
teachers to incorporate the use of computer technology to
support the delivery of instruction, the teachers need to
be trained. This is why many teachers feel uncomfortable
integrating technology into their classroom because they

do not possess the skills and knowledge necessary to use



the computer technology and the Microsoft Office XP
software. Beyond this, most teachers‘do not want, or have -
the time to enroll in course to develop computér skills
and knowledge that may or may not meet their unique needs.
The real value of the handbook is that the projects were
specifically selected and developed to meet the negds of a
teacher, using the Microsoft Office XP softwére, becéuseI 
of its ease of use and market penetration throughout the

United States.

Assumptions

The following assumptions were made regarding the

project:

1. Teachers using the handbook will posgssess the
basic knowledge on how to operate a personal
computer including creating, modifying, printing
and saving files.

2. Teachers using the handbook will have some
knowledge of Microsoft Word and Excel,
specifically in the areas of formatting, and
opening and saving files.

3. Teachers will have access to a IBM compatible

personal computer, loaded with Microsoft Office

XP.



Limitations and Deiimifaﬁions'

During the development of the project, a number of
limitations and delimitations were noted. These
limitations and delimitations are presented in the next
section.

Limitations

The following limitations apply to the project:
1. The curriculum section of the handbook was
designed for use with the Microsoft Office XP
Suite of products.

2. The handbook was limited to teacher needs.

Delimitations
The following delimitations apply to the project:

1. The handbook may be altered for use with the
Macintosh or Claris Works software and earlier
versions of Microsoft Office software.

2. The handbook could be modified to meet the needs

of teachers teaching higher education.

Definition of Terms
The following terms are defined as they apply to the
project.

Application program - Computer program that accomplishes a

specific task, such as word processing or processing



of payroll data (California Department of Education,
2001) .

Database - A file created by a database manager that
contains a collection of information-organized into
records, each of which contains labeled catégories
called fields (Rutkosky, 2002).

Desktop publishing - The use of computer software to

integrate text with charts and pictures and to
design, display, and print high-quality documents
comparable to typeset print (California Department of
Education, 2001).

Hardware - A computer or other piece of technological
equipment (California Department of Education, 2001).

Knowledge Worker - a person who works with and produces

information as a project (Haag, 2002).
Internet - a vast network of computers that connects
millions of people all over the world (Haag, 2002).

Mail Merge - The merging of database information (such as

names and addresses) with a letter template in a word
processor, in order to create personalized letters
(Rutkosky, 2002).

Scanner - A device used to translate print media into

computer language so that a document can be viewed



and later read on the computer screen (California
Department of Education, 2001).

Software - The programs used with a computer to perform
tasks such as word processing or accounting. The term
was coined to contrast with hardware of a computer
system (California Department of Education, 2001).

Spreadsheet - A computer program that turns a computer

terminal into a huge ledger sheet with large columns
and rows of numbers that change according to
parameters determined by the user (California
Department of Education, 2001).

Storage - Device, or part of a device. That can retain
data; memory (California Department of Education,
2001).

Word processing - The production of typewritten documents

through automated and usually computerized typing and
text-editing equipment (California Department of

Education, 2001).

Organization of the Thesis
The thesis portion of the project was divided into
four chapters. The first chapter provides an introduction
to the context of the problem, purpose of the project,

significance of the project, limitations and delimitations



and definitions of terms. Chapter Two consists of a review
of relevant literature. Chapter Three documeﬁ£s the-steps
used in developing the project. Chapter Four presents the
conclusions and recommendations drawn from the development
of the project. The Appendices for the project consists
of: Appendix A Professional Teachers’ Proficiency in
Computer-Based Technology; Appendix B Educator Projects
using Microsoft Office XP. Finally, the Project

references.



CHAPTER TWO

REVIEW OF THE LITERATURE

Introduction

Chapter Two consists of a discussion of the relevant
literature. The relevant literature reviewed was separated
into nine sections. Specifically, the first section
consists of literature providing a framework for the
remaining sections. Section two, Teachers’ Comfort Level,
congsists of literature covering teachers’ comfért level
utilizing technology. Section three, Teacher Training,
consists of literature covering teacher training in
technology. Section four, Types of Technology Use,
consists of literature covering the types of technology in
use by teachers. Section five, Teaching Experience,
consists of literature covering teacher experience.
Section six, Access and Usage, consists of literature
covering access and usage of technology in classrooms.
Section seven consists of literature covering the
obstacles to utilizing computef technology and
professional development. Section eight, Obstacles to
Utilizing Computer Technology and Professional
Development, consists of literature covering computer

system requirements. Section nine, Computer System



Requirements, consists of literature outlines the matrix
of professional teacher’s proficiency in computer-based

technology.

Background

Teachers face many challenges in successfully
performing their job responsibilities. School
administrators and the media are continuously comparing
the test scores of U.S. students with those achieved by
students from other countries. The pressure U.S. teachers
are experiencing to improve student test scores is
significant. One tool readily available or soon to be
available to all teachers is a computer. While teachers
may not feel they have sufficient hardware and software to
inteérate the delivery of instruction using computer
technology, teachers should all be using such to support
the performance of their job responsibilities (Trotter
2002 p. 41). And while the problems in our classrooms
today are too severe to be solved with computer technology
alone, effectively training our teachers and deploying and
employing the computer resources can go a long way in
enabling teachers become more productive in performing

their administrative responsibilities, thereby freeing up
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time that can be redirected to the instruction side of
there jobs (Wilkes 2000 p. 8).

According to John P. Bailey, the director of
education technology for the Department of Education, “you
can have the fastest Internet connection, the best
computer, and the most sophisticated curriculum software,
but if teachers aren’t trained in how to use it, it’s not
going to make a difference in the classroom” {(Skinner,
2002, p. 54). The remainder of the literature review
presents some of the more important reasons noted for
teachers not integrating computer technology to improve

their productivity.

Teachers’ Comfort Level

There have been numerous research studies that reveal
some common results as to why teachers are not jumping at
the opportunity to integrate computer technology into
their classrooms. The first observation noted in a few
studies on teacher comfort with computer technology found
that a teachers’ comfort level relates directly to the
teachers use of technology in the classroom (Milbrath,
2000; Seamon, 2001 a and b). The more comfortable the
teacher is with the using computer technology the more

likely they will integrate it into their classroom
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(Mulqueen, 2001; Schwab, 2001). In a study conducted in
1995 of 72 elementary teachers, it was found that 60% of
the teachers avoided using computers and treated computer
lab visits as an aimless activity (Milbrath, 2000).
Dupagne and Krendl (1992) stated that “teachers who have
had computer training are more likely to show positive
attitudes toward computer use in the classroom” (p. 423),
while those who had no prior experience exhibited high
anxiety towards using computer, (Liu et‘al.,'l992). To
overcome these barriers, it is essential that teachers be
provided adequate computer training to ensure these new
tools are effectively employed.-

According to a 1999 National Center for Education
Statistics study on teacher quality, it was reported that
only 20% of all teachers feel “very well prepared” to
integrate technology into their teaching (Hasselbring et
al., 2000). This suggests that while a classroom can be
outfitted with the latest and greatest technology, it is
unlikely that it will be used if the teacher is not
trained or is uncomfortable with how it can be effectively

and efficiently employed to aid in their teaching.
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Teacher Training

Teacher Training is important in the successful
integration of technology in the classroom, and yet, most
teachers said they and not received the technology
training necessary to incorporate technology in their
classrooms (Jones, 2001). Since very few teachers entering
the profession prior to the mid-1980s received instruction
that included the use of software applications and
computer hardware, district training efforts tend to be
focused more on how to use the hardware, instead of
covering methodology on how to integrate technology into
their classrooms (Hasselbring et al., 2000). Training
focused primarily on the hardware leaves a significant
void in rounding out a teacher’s skills and information on
how computer technology can be integrated into their
profession to enhance their personal productivity and
expand their instruction methods. To maximize the
effectiveness of the training, it should be aligned with
the curriculum and be relevant to what teachers are doing
in their classrooms (Trotter, 1999).

The more training the teacher has, the more likely
the teacher will use technology in the classroom (Milbrath
2000; Mulqueen, 2001; Schnorr, English, Armani, & McCabe

1999; Seamon, 2001 a and b). Along with the ideas of

13



training it was also found that there are better forms of
training. In-service and peer tutoring or teaching worked
better to inform the teachers than general coliege classes
(Schnorr et al., 2001; Mulgueen, 2001). The types of
teacher training available offered the teacher instruction
in the area they felt necessary and let the teacher
customize their learning experience.

Some have suggested that teachers shy away from using
computers in the classroom because computers cause them to
guestion their existence as educators (Falk, 1987). For
teachers to use computer technology, they must view
technology as a tool to make their jobs easier. Teachers
can also benefit from role models, encouragement, ongoing
training, time to explore the capabilities of computer
technology, and a supportive environment (Hope, 1997).
Teachers need to have sufficient time to practice using
computers and have the technical resources available to

answexr their questions.

Types of Technology Use
Several articles have demonstrated the need for
increasing technology available to teachers and students
in the classroom (Nelson 2000; Junui, 2001; Molenda,

2002) . Several authors have suggested using computer

14



technology and software in the classroom as a means of
delivery different from the normal and more common lecture
(Jones, 2001; Junui, 2001). There is an abundance of

technology software available to help out in classrooms.

Teaching Experience
The more teaching experience educators have the less
likely they are to integrate technology into their
classroom. Experienced teachers seem to lack formal
knowledge and do not feel comfortable using technology. On
the other hand, teachers entering the edudétion field with
recent degrees seem better prepared and more comfortable

(Anonymous, 2001; Jones, 2001; Molenda, 2002).

Access and Usage
Teachers use computers very little on a day-to-day

basis. Access to computers is the biggest barrier for
teachers. There are either scheduling conflicts to use
labs or not enough computers in classrooms (Anonymous
2001; Molenda, 2002). Further studies have found that uses
of technology are limited by both the quantity and quality
of the hardware and software available in the schools.
While the number of computers in schools has increased in
recent years, the inequitable distribution of hardware and

software is a problem, often referred to as the “digital

15



divide.” The U.S. Department of Education found in 1998
that students from more affluent schools as measured by
their eligibility for federally subsidized lunches are
much more likely to be technologically rich as compaged to
gschools with high minority enrollments and high rate of

federally subsidized lunches (Hasselbring et al., 2000).

Obstacles to Utilizing Computer
Technology and Professional
Development

In his book, The Road Ahead, Bill Gates states, "“One

thing is clear. We don’t have the option of turning away
from the future. No one gets to vote on whether technology
is going to change our lives” (1995, p. 74). This
statement is as true for educators as it is for an
automobile mechanic working on today’s sophisticated
computerized cars. Computer technology is readily
available in our schools, which is forcing teachers to
rethink and reengineer their teaching practices. And while
the many teachers recognize that they live in a world in
which highly refined computer skills offer increased
opportunities for accessing new ideas and information, few
believe that they have the skills that are necessary to
use these tools effectively or to teach their students to

do so (Hasselbring et al., 2000). In a study that examined

16



rural teachers (Matthews, 1998), it was reported that more
than one half of the teachers surveys perceived themselves
as novices in all aspects of technological use, with less
than one half never actually using computer technology for
instructional purposes. The data from this study also
suggest that the teachers are not likely to use these
resources to increase their personal productivity or to
support their own professional development.

Several reports cite equipment, software, time and
training as the most common obstacles to the integration
of computer technology, the elimination of these barriers
does not necessarily facility a smooth transition to
computer technology use by classréom teachers (Hall,
1997) . A study was designed to train and support
gschool-based teams of teachers and administrators to use
computer technology, and to further remove all known
obstacles to the integration of computer technology in
five elementary schools. In this situation, the project
coordinators emphasized integrating the technology to
support higher level thinking skills. The project appeared
to be successful in years one and two, but in the third
year when the curriculum was changed, the teachers and

administrators felt very constrained to use the new
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techniques, and in fact many reverted back to their old
teaching methods (Hasselbring et al., 2000).

In another study conducted in 1997 of 298 teachers,
it was found that, on average, teachers spend between one
to eight hours per year of professional development time
on computer technology training. This study further noted
that teachers felt that there was (a) insufficient time
for experimenting with computer technology and (b)
problems with the quality and timing of the training, (c)
the length of time that elapsed between training and the
acquisition of technology, and (d) problems of
malfunctioning computer technology (National Council for
the Accreditation of Teacher Education, 1997). These
studies clearly suggest that the time, quality and scope
of computer technology related training provided to
teachers significantly impact the type and degree to which

computer technology play’s a role in the classroom today.

Computer System Requirements

It was reported that the ratio of students to
computers dropped below 6 to 1 (Hasselbring et al., 2000).
However, upon taking a closer look into this fact, one
would find that in this count is computer equipment that

is outdated and unable to perform more than simple word

18



processing type functions. The equipment being referred to
are old Apple II and 386 computers, which are not powerful
enough to function in today’s high functioniné computer
environment. School districts in California are given the
latitude to establish their own hardwaré and software
standards for new purchases (California Department of
Education, 2001). At a minimum, new equipment puéchase

standards should consist of the following:
. 300 MHz or faster

) 128 MB or more for Windows 2000 or 256 MB or

more for Windows XP operating system

° 4 GB or larger hard drive
° 10x or faster CD-ROM drive
. High resolution graphics adapter with at least 2

MB video RAM, supporting at least 24-bit color

at 800 X 600 resolution.

° Sound support, including speakers and headphones
U 56kbps V.90 modem
° Bundled software, which includes Microsoft

office suite.
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‘Matrix of Professional Teachers’
Proficiency in Computer-Based
Technology
Appendix A contains the matrix adopted by the
California State Board of Education in January 2001

describing the professional teachers proficiency in

computer-based technology (Appendix A).

Summary

Reviews of research on in-service teacher
professional development agreed that the components of
time, sufficient hardware and software, formalized
instruction, training curriculum, support, and teacher
motivation and commitment play a vital role in creasing
the effective integration of technology into the
classroom, and allowing for the teacher to improve their
personal productivity by utilizing the technology in a

supportive role.
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CHAPTER THREE

METHODOLOGY

»Introduction
Chapter Three documents the steps used in developing
the project. Specifically, the population served by the
curriculum is presented. Next, the resources and content
validation is discussed. Finally, the design of the

curriculum is outlined.

Population Served
The handbook was intended for use primarily by
teachers who are not presently using the computer to
improve their personal productivity. The handbook is also
suitable for implementation and adoption by any individual
who has a specific application to utilize the projects

demonstrated in the handbook.

Handbook Development

Handbook Resources and Content Validation

The source of validation for the handbook was from
many sources including Microsoft Office textbooks, general
computing textbooks, and an advisory group. The advisory

group consists of the following:

21



] Second grade teacher who is over 50 years of age

° Third grade teacher who is over 30 years of age

) Seventh grade English teacher who is 30 years of
age

. Special education teacher who is between 40 and

50 years of age

o Technical writer who prepares technical computer
user documentation as his primary occupation.

Handbook Design

Research on contextual learning gives a format for
contextual based lesson plans. According to the Horizons
Electronic Lesson Plan Resource web page, lesson plans

should include the following:

° The overview should provide the title of the
lesson, recommended grade level,'recommended
timeframe, subject areas, and the objectives of

the lesson.

] A brief introduction of what the lesson is about
and how the lesson relates to students’ prior
knowledge.

° The content standards for the lessons presented
in the project section of the thesis will be

from the Secretary’s Commission on Achieving

22



Necessary Skills Course Competencies and the
California State’s Professional Teachers’
Proficiency in Computer-Based Technology
requirements as presented in the literature

review.

. The lesson section included the concepts to be
taught, the procedures for teaching these
concepts, the materials needed during the lesson
and how the student’s performance will be
measured to ensure they mastered the lesson

objectives.

Summary
The methodology section of the thesis addressed the
population served and the design of the curriculum
presented in the handbook. The iesson plan format was

based on research on contextual learning.
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CHAPTER FOUR

CONCLUSIONS AND RECOMMENDATIONS

Introduction
Included in Chapter Four was a presentation of the
conclusions gleamed as a result of completing the project.
Further, the recommendations extracted from the project -
are presented. Lastly, the Chapter concludes with a

summary .

Conclusions
The conclusions extracted from the project follows.

1. Based on the review of published books and
discussion with experts, the current handbooks
in the marketplace, developed specifically for
teachers, do not incorporate the most recent
capabilities of Microsoft Office XP.

2. A handbook needs to be developed that helps
educators utilize the hardware and software
readily available which will enable teachers to
improve their productivity.

3. Based on the review of literature and
discussions with various K-12 teachers, they are
not utilizing the software and hardware

available to them as they are not familiar

24



enough with the software and how it can be
applied in the performance of their job

responsibilities.

Recommendations

The recommendations resulting from the project follows.

1.

It was recommended that a handbook for teachers
be developed with detailed, step-by-step
instructions for utilizing the Microsoft Suite
of applications, XP version, to assist the
teachers in increasing their productivity and
enhancing the learning environment for their
students.

Create sample projects which are geared
specifically for teachers and the type of
projects that would be most beneficial for

teachers.

Summary

Chapter Four reviewed the conclusions extracted from

the project. Lastly, the recommendations derived from the

project were presented.
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APPENDIX A

PROFESSIONAL TEACHERS'

PROFICIENCY IN COMPUTER-BASED

TECHNOLOGY
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Professional Teachers’ Proficiency in Computer-Based Technology

s Ogdar s Setesional oty |« Bettormmnegfndicstre .

Communicates ¢ |dentifies, selects, and e Evidence of the use of a

through a variety uses digital variety of communication

of electronic media communication tools tools based on resources
appropriately. available (e.g., telephone,

Uses digital tools to
communicate with
students, parents, and
community members to
enhance management

e-mail, fax, listserv or Web
page)

Evidence of management
of information using
technology to increase

and learning. communication, (e.g., Web
pages, voice mail,
homework hotlines
Interacts and ¢ Supports student e Evidence of sustained

collaborates with
others using
computer-based
collaborative tools

learning through
collaboration with
parents, subject matter
experts, educators, and
others using digital tools
Participates in
professional growth
activities by using digital
communication tools.

communication with
parents, students, and/or
colleagues through mailing
lists, video conferencing,
online staff development,
shared network folders,
etc.

Lesson/activity plans are
designed collaboratively
using appropriate
communication tools as a
medium (e.g., e-mail,
listserv, shared network
folders, mailing lists, video
conferences, etc.).

Collaborates with
other teachers,
mentors,
librarians,
resource
specialist, and
other experts to
support
technology-
enhanced
curriculum

Uses digital
communication tools to
work with educators and
subject matter experts to
design classroom
activities to support
student learning

Seeks out and draws
upon the expertise of
others to support the
learning process and
technology-enhanced
curriculum.

Student work that
exemplifies evidence of
active collaboration with
outside experts
Interdisciplinary lessons
and cross grade-level
projects (see also
Planning, Designing, and
Implementing Learning
Experiences)

27




T Fag_:to'rs‘ to .
.~ Consider * ..

~ Professional Profile -

‘| Performance Indicators

Continues to site-
based planning or
local decision
making regarding
the use of
technology and
acquisition of
technological

Provides leadership by
participating in school-
wide decision-making
and learning activities
that support learning
through the use of
technology

Actively contributes to the

Participation in grade-level
or department activities to

develop a school site

technology plan
Pursues continuing
education (e.g.,
educational technology,

conference attendance,

resources development or updating curriculum integration,
of site or district-based online courses workshops)
technology plans e Evidence of active
Explores new participation in the site or
technologies and district decision-making
recommends innovative process regarding the use
educational applications of acquisition of
appropriate to the technology (e.g., grade-
curricular needs of the level technology
students and site committee, technology

planning)
Demonstrates Evaluates authenticity, e Research on curriculum

competence in
evaluating the
authenticity,
reliability, and bias
of data gathered;
determines
outcomes and
evaluates the
success or
effectiveness of
the process used

accuracy, reliability, and
bias of resources to be
used in the planning and
designing of instructional
activities

Identifies the process
used to evaluate data
and determines the
success or effectiveness
of that process

Applies information
literacy competencies in
professional practice

resources incorporates
multiple references from a
variety of credible
electronic and traditional
sources

Evidence of self-reflection
and evaluation on the
outcome and success of
the process used through
anecdotal records, self-
reflections, journals, and
lesson plan revisions
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Optimizes lessons
based upon
technological
resources
| available in a
variety of learning
| locations

-Appiies best practices

and research findings on
the use of technology in
managing resources for
specific student
populations

Analyzes the needs of
students and organizes

appropriate and available |-.
technological resources -
for curricular applications

Establishes technology
procedures and routines
that engage all students

- in a variety of learning

environments

.. Classroom activities reflect. |
the availability of

technology tools and
resources at site,
communlty and home -

“Lesson activities use =

appropriate technology
resources based upon

. specific student needs " |
" (e.g., drill and practice,

simulation, video-based

instruction)

Lesson activities reflect
access'to-a varigty of
learning locations (e.g.,

- one computer room,
- computer lab, multiple

workstations in a room,
and portable technologies)

'Designs, adapts, -
and uses lessons

| that develop
student
information literacy
and problem-
solving skills as
tools for lifelong
learning

Implements lessons that-

- engage students in

evaluating information,
problem solving, and
critical thinking to make
subject matter
meaningful

Facilities activities that
engage students to
become self-directed
learners through effective
use of technology aligned
with curriculum standards
Incorporates lessons
using appropriate
technological and
traditional tools for
student research, data
gathering, analysis, and
presentation

Student research projects
incorporate multiple
references from a variety
of credible electronic and
traditional sources

Student methods of
utilizing valid information .
are analyzed for success
(e.g., rubrics, student
reflection, and/or
bibliographic cross
referencing)

Evidence that
improvements to future
student activities are
planned :
Lesson plans indicate
activities to maximize
student learning by
matching the most
appropriate technology
resources to instructional -
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~ Factorsto. .
_: Consider .. |

, Prﬁfé’ééic’nal »sP;ofilé e ’

" Performance Indicators .

Creates or makes
use of learning
environments
inside the class-
room, as well as in
library media
center or computer
labs, that promote
the effective use of
technology aligned
with curriculum

Selects appropriate
technology that supports
state academic content
standards

Implements effective
classroom management
techniques using
technology in a variety of
educational settings
Employs a variety of
technology-based
instructional strategies to
enhance learning (e.g.,
direct, cooperative,
individual, etc.)

Supports varying learning
styles and modalities by
integrating a variety of
technological resources
in lesson design for all
students

Sample technological-
integrated lessons are
clearly aligned with state
academic content
standards

Evidence of lessons that
provide for equal access to
technological resources for
all students in a variety of
locations

Sample technology-
integrated lessons use
technology appropriately.

Uses technology in
lessons to
increase each
student’s ability to
plan, locate,
evaluate, select,
and use
information to
solve problems
and draw
conclusions

Engages students in the
process of planning,
locating, and evaluating
information obtained by
using technology
Designs technology-
infused lessons to
increase student’s
critical-thinking skills
Facilitates technology-
infused experiences that
promote autonomy,
interaction, and choice

Incorporates instructional
strategies to develop
student skills for
assessing validity and
reliability of information

Evidence of lessons that
provide engaging activities
for students to evaluate
information, solve
problems, and draw
conclusions

Student projects
demonstrate student’s
increased ability to plan in
order to select and use
information

Models the use of
technology to plan
activities for solving
problems and drawing
conclusions
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Demonstrates
knowledge and
understanding of
the legal and
ethical issues
concerned with the
use of computer-
based technology

" Professional Profile.

Translates the school’s
acceptable-use policy
(AUP) into
understandable rules and
procedures for students

Demonstrates and
advocates legal and
ethical behaviors for
students and colleagues
regarding the use of
technology and
information

Models, teachés, and

reinforces intellectual
property rights and
acceptable-use policies
Evidence that students are
following the acceptable-
use policy

Evidence of lessons that
include copyright and
policy citations

Student reports include
appropriate bibliographic
information

Uses computer
applications to
manipulate and
analyze data

Collects, organizes, and
analyzes data using
technology for the
purpose of managing
resources, learning
environments, and
project design

Uses technology to
collect and analyze data
for school instructional
planning

Evidence of the use of a
gradebook spreadsheet or
database program to
record and report student
progress

Instruction is modified
based on the analysis of
student mastery of data by
using district-adapted
student information system
Evidence of the use of
assessment tools and
strategies to evaluate
student activities
Customized documents for
school planning use
technology tools
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" “Consider

. Factorsto . 17 professional Profile .

. _Performance Indicators

Uses technology
to assess student
learning and
provide feedback
to students and
parents

Devises project
assessments that allow
students and parents to
monitor progress and
adapt educational
activities appropriately
Produces individualized
learning reports of
students

Shares learning reports
with students and parents
to provide feedback to
improve purposeful
student engagement in
learning

Collects, interprets, and
reports student
performance data using
technology

Evidence of the use of
electronic means to collect
student data (e.g., grade-
books, web-based testing,
computer-aided
instruction, etc.)
Presentations are
produced for a variety of
audiences to illustrate
student performance
Evidence of the use of
technology to create
individual learning reports
for parents and students

Frequently
monitors and
reflects upon the
results of using
technology in
instruction and
adapts lessons
accordingly

Analyzes the effects of
technology integration on
student learning and
modifies lessons to better
meet curricular goals
Uses technology tools to
collect and analyze
student data to effectively
manage instruction and
classroom management
Analyzes best practices
and research findings on
the use of technology
and designs lessons
accordingly.

Plans identify, manage,

and organize resources

available for appropriate
student use

Portfolio of progressive
lesson plans indicates
more effective use of
technology in alignment of
best practices and
research findings
Evidence of reflection on
the process of monitoring,
analyzing, and modifying
the effective use of
technology in lessons

(California Department of Education, 2001)
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APPENDIX B

EDUCATOR PROJECT USING

MICROSOFT OFFICE XP
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Educater
Profieats

using Microsoft Office XP

By Darcy Coulter
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DISCLAIMER
The references provided at the end of the handbook are not éited within
the handbook as the references were used to enhance the author's

knowledge of the subject.
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Lesson Plan Project

It is imperative to every teacher’s success that you have an organized method
for preparing and storing the lesson plans. In this lesson plan, you will master
the skills needed to:

Q> Create file folders on your PC
Q> Create a lesson plan template
The steps are as follows:
Part 1 — Creating File Folders
1. Open MS Word and create the document you need to store.

2. Save the document by clicking on File from the menu, and click on Save.

From the dlalogue box
click on the ———— | T ‘
file folder
button. This
button
allows you
to create a
new folder.

Folder
Eolder
Folder
Folder
Folder
Foider
Folder
Foldar
Foldee
£ Tradtional Program with Irterns... Folder
B ca Imergedata ' 25 KB Mirosoft Word ...

20KB Microsoft Word L.

23¥B Mitrosoft Word ...

258 Wicrosoft Word ...

22K8 Wicrosoft Word

3. When the new folder dialogue box appears, type the folder name. In this
case, name the folder Lesson Plans |z -
and click OK. -

L;’zi‘?‘{“?’ iLcssor{Ptansi

x..w««.;—w«

Next, you may want to create folder for each subject or course you
j will be creating lesson plan for. To do this, you need to open the
-/ folder Lesson Plan and repeat step 3 until you have created the
desired folders.
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Part 2 — Creating a Lesson Plan
1. Open MS Word to a blank document.

2. From the Format menu, choose Font. Change the font type to Arial, font
style to bold, and the font size to 16.
Type Lesson Plan Template. Change
the font settings back to the original
settings.

CIEN IR AwsE s

Highlight the title text and click Align
Center from the format toolbar.

3. Adjust the side, top and bottom margins of your lesson plan, by clicking on
File menu and selecting Page Setup, and then Clle Margms tab. The
Page Setup dialogue box below appears to allow '
you to make the adjustments.

Change all margin seﬁings to 1” for the entire
document by either using the up/down arrows or
typing directly in the white box
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4. Using the table feature ament] - Microsolt Word
of MS Word, we will  f e  Took [Table | tndon_ e
create the lesson plan |/ (S8 Vb N
template. From the
Table menu, choose
Insert, Table.

- ButorRt »
. Headng Rews Repem

il § e I

@f Shiow Gridines

- H 1, 4, 5
b Tahle Provtien.

4. At the Insert Table dialogue box, change the number of columns to three
and verify that the rows are two. Use the

up/down arrows to change the number, or type Tabl S0 o e
directly over the number appearing in the box. | Nemberof colms:
Click OK. The grid below will appear on your | Momber of o
i putoFit behavios, e
screen. 1 {EFxed colimn widh;
»CititeEtto contents
[= Tu IE Jn ¥ Cﬁmoﬂmm
[= = [a e athe style: TableGrid
1 .

In the grid, type Subject, Unit Title, Lesson ' : :
Title in the first row and Student Grade, Lesson ‘““"‘"“‘F;“*_”gif_”]”;‘f%ﬁfl
Timeframe and Instructor Name. Be sure to ;
highlight the typed text and click Bold from the Format toolbar to make
your titles bold.

Your lesson plan template should look like this.

LESSON-PLAN-TEMPLATE(

1
Subjectrn Unit:Titlex Lesson-Y i)
Titlext
Graden Lesson( Instructorq vl
Timeframer Namext
1
hl
b
1
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may want to

bold your titles.

Your lesson
plan template
should now
look like this.

LESSON PLAN TEMPLATE

Te

5. Add eight more rows, one column each to your table which Will contain
the other areas needed to complete your lesson plan template. Again, you

Subject: Unit Title: Lesson
Title:

Grade: Lesson Instructor
Timeframe: Name:

Objectlves

Teaching Methods/Techniques

Introduction:

Content:

Summary:

Evaluation:

Assignments:

Resources Required:

£ Asyou begin to use your lesson plan template, the cells in the table
¢ will adjust to fit the text.
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Sample Lesson Plan Template

LESSON PLAN TEMPLATE

Subject: Unit Title: Lesson Title:
Social Science & Health | Unit2 .| Multicultural Cuisine
Grade: .| Lesson Timeframe: Instructor Name:
7th Grade Paced over 2 weeks Brook Sikora ..

Objectives: By the end of this lesson, students will be able to:

@ Discuss exchanges of plants, anlmals and culture among varlous o
continents in the 16th century

& Explore a wide variety of healthy foods consumed durlng this t|me
period on the continents studied.

Teaching Methods/Techniques:
& Demonstration/lllustrated talk
& Directed discovery
L@ Interactive/Cooperative groups
& Display
& Oral presentations

Introduction: Ask students to list favorite foods, and why they like them
Discuss the origins of these foods. Teacher will have some sample foods for
students to taste.

Content: Content will include all the aspects of the unlt that you plan on
covering.

Summary: This will contain a description of the wrap up activities including
reviewing for the test.

Evaluation: Students will complete two Lzzes and a unit test.

Assignments: Students will be required to prepare and deliver a
presentation to the other students on the food/dish they prepared.

Resources Required: Textbooks, foods to sample, handouts, overheads
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Mail Merge Project

As a teacher, you will need to periodically correspond with the parents of your
students. Some typically events which would create a need for
correspondence are:

Back to School Night

Holiday parties

Field Trips

Parent — Teacher Conferences
End of School Year Calendar

99§89

In this project, you will master the skills needed to:

%Create a letter/invitation inviting the parents to Back to School
Night '

Q}Create a mailing list/database of the parents

Q> Merge the two documents/files so that individualized letters can
be created for each parent.

The steps are as follows:
Part 1 — Creating fhe Letter/lnvitation‘
1. Open MS Word to a blank document.

2. Click on the Center Alignment icon in the format toolbar at the top of
the screen.

ment] ~ Microgolt Word
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3. Click Format in the menu bar, and then click on Fontto develop your
letterhead.

Here is the
“Font”
Dialogue Box

4. Scroll through the fonts and click on a decorative font you like. In the
example, the “Tahoma” font is used.

5. Click Bold and Font point size of 20.

6. Click OK. Type the name of your institution. In the example, we are
typing “The Children’s Center.”

7. Click Format menu, then Font and select a different decorative font. In
the example, the “News Gothic” is used. Also, if you are using a color
printer and want to add color to your font, you will see in the Font
dialogue box, you have this option. Black is the default color or
“automatic.”

8. Type your school address, hit enter and type the school city, state and
Zip. Hit enter.

9. Click on “/” for italics icon on the Format toolbar and type your
telephoenumber Click on /” agalnto turn off this feature
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10.Hit enter and click the Align Left icon in the Format toolbar at the top
of the screen. :

Zf Dut.umc.nt’) Microsoft Wmd

11.Hit enter three more times to give three lines of space between your
school’s address information and the date: D :

12.Go to the Font box in the Format toolbar and click on the List Arrow.
Select the “Arial” font from the list, or another of your choosing. -

In the box, directly to the right of the  [FTIEE - ES—"——1
Font box, select the list arrow and a
Font point size of “12.”

4 CETSY oABCAE RS

& BakerSignet

& JALLPOSIERICC
i Adal Marow

b al

13.Click Insert on the Menu Bar, and then
click on Date and Time.

Click on the Date Format “Month, Day
and Year (i.e. January 20, 2003). | also
have checked the box “Update

automatically” as this will automatlcally

Update Da!e and g
the date &%aﬂ&blefurmv '
in future uery 20

years.

BT
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14.Hit enter four times to put four I|nes between the date and the parents
address information. -

15.Save and name your document as “BacktoSchool Form Ltr.” You will
want to do this often so you don’t loose your work. To 'save the letter
click File, Save. Type the name of the letter into the dialogue box and
click on Save.

16. Click enter four times to create four lines. One line will be used for the
Address Block of information during the merge. Also, the greeting line
will be created during the merge, so we will need an additional line for -
this information. Typically, there are two lines between the address
information and the greeting line and one line between the greeting line
and the first line of the letter.

17.Click enter two more lines. Begin typing the body of the letter. Below,
you will find the body of the example letter mcludlng the salutation.

| am writing today. to let you know that “Back to School” night will be held on
Wednesday, September 15, 2004. We will have two sessions. in order to -
accommodate parents with more than one student attending the school. The first
session begins at 7:00 p.m: and the second session begins at 7:45 p.m.

During our time together, | will review the learning objectives for the year, and plan to
. share my educational philosophy. Since | know many of you will want to get involved
" by assisting in the classroom or with the parent support group, | will have information
on both these areas as well. .

~In closing, | am really looking forward to working with this year, and | hope you will be-
able to join us to learn more about the educational journey we just embarked upon.

Best regardé, ‘

Your Name

You will notice that in the closing paragraph, between the words
“with? and “this” a space has intentionally been inserted as we will
_be inserting the students name in this spot during the mail merge.
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18.To adjust the side, top and bottom margins of your document, click on
File menu and choose Page Setup, and then click Marglns tab. The
Page Setup dialogue box below —
appears to allow you to make the
adjustments.

Change all margin settings to 1” for the
entire document by either using the
up/down arrows or typing directly in the
white box
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Part 2 — Create Mail List/Database with Excel

1. Open MS Excel to a blank spreadsheet.

2. Incell A1, type “Last Name.” In cell B1, type “First Name.” Continue as
follows:
A1 = Last Name
B1 = First Name
C1 = Students Name

D1 = Address
E1 = City

F1 = State
G1=Zp

H1 = Phone Number

Here is a sample of how your spreadsheet should appear..

& Microsoft Exeel

~ . 'mdogﬁ@a@moawc
Ele £t o ot Farmat Iooia ity mow uez‘ : - ;
m@ "wa By, &ﬁ%t‘ﬁﬁ, «am.{ gz-g

V éludeni Address -Cily

3. To make the column headings bold, highlight the entire row by placing
your mouse directly over the number 1 and press the left mouse button.
This highlights the first row. Next, click the Bold icon and the Align
Center icon on the Format toolbar.

E}'Mimosoh Excel, " — T,
z , iy e m@oﬂﬂﬂ@@wcﬁ
;" EE E_dit Eéw y\sﬂt‘ F'Q!mat 10015 Qaba kY,mdcw He!p N § .
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4. Move the cursor into cell B1 and begin keying the information on your
first student. Continue until you have 5 students in your Excel
database. Below, you will see the example database with five student
records.

‘EﬁMicmsqN Exeel )
e gdzt wcw et Fwt Iools Q&ta Hndow: te

;y

“Last ¢ Firsl | Stadeni | Addtess. Ciy . Stale 1 Zin i Phone |

' [Rendrick 10on & GayBarbara 9863 Jadgﬂﬂwersue CA 92503 909) 636.2560
Janes Karen & GLauta 7312 Elm R CA G250 (G09) 784-3494
Goldghine Marilyn & (Warcen aple: Riverside 1GA 92503 (808) 704-4285

_iBinghan Beth & PaiTeddy 875 agm: Riverside iCA 92505 805 E86-5412
Rogen  Harry & M:Brook 4285 Oeny Riverside CA T EE04TGH0) 7645719

e

You can quickly see that not all the data in each cell is visible. To
correct this, place your courser on the line between the “B” and “C.”
You should see a double arrow. Click the left mouse button twice
quickly and Excel will automatically adjust the column width to the data.
Continue this
process for
any other
columns
needing
adjustment.

Ei Mlcmsolt E xcel

Below, is a :
. Studant ddres e Zi Phone
plctu re of the ARendrick_IDon & Gaynel <Babara 9853 Jade Ave, . [Hwerside (A 97503 (903) 6362960
. 1.3 YJones  :Karen & Gary iLaura 7312 Elm Ave. Riverside :CA  192502/(908) 764-3494 1
database with | 4 {Goldshine iMerilyn & Gus iWarten 3123 Maplewood St. Riverside ICA 92503 00%) 764-4308
Binghan ‘Beth & Paul  iTeddy 1675 Magnolia St ‘Riverside ICA 1 928051(300) 685-5412
the Rosen Hatry & Marcy ‘Brook 14285 Denwer St Riverside 1CA . 92504:©09) 784.5719

adjustments. W10

5. Save and name your Excel database as “ClassRoster 2002-03.” You
will want to do this often so you don’t loose your work. To save the
database click File, Save. Type the name of the database into the
dialogue box and click on Save.

6. Close the file by selecting File from the Menu toolbar and click on
Close. Next, exit Excel by clicking File from the Menu toolbar and click
Exit. A shortcut method is to click the “X” in the upper right hand side of
your screen.
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Part 3 — Merge Letter with Excel Database
1. Open MS Word and the letter you created in Part 1.

2. Click Tools, Letters and Mailings, and Mail Merge.

2. You will now notice that the Task Pane automatically came up on the
right hand side of your screen.

G5 BacktiaSebiont Fonm LY - Microsolt Waid

¥ Ememessages
€5 Envalopas
 Labels

€ Dencteny,
eiters:

Siond fetiées ty a graup of pétple,

Yeus can périoindize Hye lstherthiat
each pécson roceives,

The-Children’s-Centerf]
7177.Potomac.Streetq
Riverside,.CA..92504-39359
{908).784-00209

ick Next to'continue. -
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We will now cove the six steps to performing the mail merge. Make
sure the letter you created in Part 1 is open when you complete step 1.

2. MS Word has determined that we are working on a Letter created in
Part 1; hence, the bubble beside the word ‘Letters’ is highlighted.

3. Click on Next: Starting document to continue.

T

whist type of dorument are you
workn oo .
@ Letters

: % E-mat messayes

§ > Erivedopes

@ Crtabets
5 % 3 Direstery
i

- l.ette{s
Send Jetters Yo @ group of people,
5 Voudan Persofslize thalatter that

3 eachperson receives,

Chick ik Xo. continue.
| StepLofb

P Hexty Starting dociarent.

Hewt vizmd step l

i

Thiswi‘g the

Werge -

. Selectstartingdocument
i Howr do you want to set up your
letters?

185 Use the rurrent domument
O Seark from s template

£ Start from existing domument

Use the current dotument |

Stark:Fron the dorumant shoves
Trgre anid Lise the 19al Merge wizard
to add recipiar iformation,

FEPZOE. st
dy Jorts Selact recgients
$ Previug: Select document type
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4. Next, we need to select the starting document.
The default is to Use the current document.
option we will select.

5. Next, we will need to select
our recipients. We will use
the default Use an existing
list since we created our list
in Excel.

| selectredplents

e | @ Lse.an muistiog et

o €2 selent from Otlock contadts W e Now

i OTipen ewibat need tO

| [ Use anewistiby st N .

: - Use names and addresses from's CIICk on
Browse to
locate our
database
file.

2] sten3ofs
oy ; st Newkt Wrike your lstter
[ 4 & Previvts: Starting doturent




6. Browse your system until you locate your database file. Here is a
picture of the database created in Part 2.

SulettTedtpients
@ Use an existig kit

U5 Setect from Cukodk tartedts

L Oy a2

il i o
|t oradatabasy.

- Bromsan..

£F Botvite e, |

7. On the database we created, we saved our data on sheet 1. Given this,
select OK and you will see your data pop up.

elect Tahln

Dascription | todiied: liCrestad, L iyee
Blsenis] L20j036:01:06 P 1/20/03 6:01:04 PM  TABLE

msham 1/20/03 5DV RA 1J20]03 6:01:04 FM  TARLE
[ shaetas /20003 6:01:04 P 1/20/03 6:01:04 PM  TABLE

¥ irrstinow of data conkains ¢olisan };eadera ,

8. You may also want to follow the instructions for sorting the data in
alphabetical order Next select OK to proceed

rdr the appfopnate cc!wm beadm, Toinarow dovn thireciients disdlaved bya:
spechi crrena; suchiag by titytlickithe arrowmnaxt to the column heaénu, s the chedsboxes ot
blttons to add or remoye reciplents fronithe nw{ merge; "
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9. Click Next in the Task Pane area to proceed to the next step. Now, we
will need to add recipient information to our letter.

First, move your cursor to the location
where you want the address block to
appear. '

Scroll through the list to determine the
format you would like the parent’s
names to appear.

You will also want to de-select the
Insert company name as that is not
necessary for this application. | P vo——
| vk e 27700
Next, select OK. You will notice that
the words ««AddressBlock»»now
appear where the address information

will be placed during the merge.

10.Next, we will need to format the Greeting Llne To do this, move your
cursor to the space just in front of the L :
colon. Click on Greeting Line in the
Task Pane.

Choose the format that best suits your
needs.

11.We have one more item to include in our letter and that is the student’s
name. To do this, we place our cursor in the last paragraph between
the words with and this. Next, we click on
More items.

The following list will pop up. You need to
select Student and click Insert. If you look at
your letter, you will now find this “«Student»”
in between with and this.
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12.The next step will allow us to preview our letter. Click' Next: preview
letter in the Task Pane. '

Use the
double
arrow keys
in the
Preview
your letters
section to

£} BackloSchoul Form L~ Miciosolt Word

scroll TSP
FISMagnoha Sty
through the B ssos
letters.
1 .
Y re I‘-’#am-wrinng-:«:’sday‘!olol-you-kno&«‘mab'aa«:klo-Schoal'~n|ght~mII be-heldon:
fadnasday, Septamber 15,2004 . -We-will- hava- two-sessionsin-ordarto-
oua now accommodata-parants-vith-mare thanore-studantatiending the-school. The-first:
re ad y tO s683ion beging at7:00-p.m.-and the-second-session begins 1. 7:45p.m.g
b}
Duting-our-time togsthier,| el ravisvs the learning-objectves-for the year -and-
ta ke th e planto-sharemy-educational-philossphy.-Since: I know miany-af youwill want-to-
gstinvoivad by-assistingin-the-ck orwiththe parent-suppent-group,-bwilt
next Ste p , haveinformation-on both-these-areas-as wel.-Y
hi s
i . In-closing,-1-amrealy- lookeng fonward-to-working-with Teddy this-year,-and Hiope
CI Ic k N eXt - yourwil-be-ablsto-join-us-to-fearn more-abowt-the-educetional journey we-just:
Al
complete : " e
the merge.

13. You are now able to Print your letters by selecting
at thergosready toproduce print in the Task Pane or you an individually edit each

L] Topersonsics youfeters, dick letter by selecting Edit also in the Task Pane.
H “Ecit Individug! Letters.” This will

FeeE open a new document with your
. merged letters. Yo make

changes .
walteltes sicnbacktotie 1 14, Once your letters are printed, they are ready for

Vo distribution to your students. Your project is complete!
. X Briti,

8y Edt iodvidual leters...

step 60l

& Previous: Preview your fetters

53



Sample Letter for Mail Merge Project

- The Children’s Center
7177 Potomac Street
Riverside, CA 92504-3935
(909) 784-0020

April 28, 2003

Harry & Marcy Rosen
4285 Denver St
Riverside, CA 92504

Dear Harry & Marcy:

| am writing today to let you know that “Back to School” night will be held on
Wednesday, September 15, 2004. We will have two sessions in order to
accommodate parents with more than one student attending the school.
The first session begins at 7:00 p.m. and the second session begins at 7:45
p.m.

During our time together, | will review the learning objectives for the year,
and plan to share my educational philosophy. Since | know many of you will

want to get involved by assisting in the classroom or with the parent support
group, | will have information on both these areas as well.

In closing, | am really looking forward to working with Brook this year, and |
hope you will be able to join us to learn more about the educational journey
we just embarked upon.

Best regards,

Your Name
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PowerPoint Project

Microsoft PowerPoint is a presentation graphics application program which is
frequently used as an alternative to an overhead projector as PowerPoint
displays information directly on your screen for the audience to view.

The objective of this next assignment is to use PowerPoint to create a
slideshow presentation. For our example, the slideshow presentation covers
how to create your presentation. During this lesson, you will learn how to add
text, graphics, animation and sound. | am sure you have already begun to
think of applications for this project. Whether its creating a presentation to run
during open house or to add some pizzazz to your next lesson, | am sure you
will find many occasions to use PowerPoint!
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Part 1 — Creating a PowerPoint Presentation Using the Wizard
The steps are as foIIowsf
1. Open MS PowerPoint.

This screen should
appear.

For our first
presentation, we will
be using the
AutoContent Wizard.
Like all other wizards
used in the Microsoft
products, the wizard
will save us time.

P b

2. From the menu bar, click File, New.

As you can see, the
task pane for New
Presentations popped
up on the right-hand
side of your screen.

Under ‘New’ you will
find the option for
‘AutoContent Wizard.

Click on AutoContent
Wizard and click OK.
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3. The Office Assistant
asks you if you need
help with this feature.
Click No.

Here we see the path
the AutoContent
Wizard will take us
through to create your
presentation.
AdtoContent Widadd
It begins
with

:
3 ;s ) senkebion type s Sutacontert Wizard gats you started by
Sta rt . .. providing ideas and an organization for your

tatlorestyle

CIICk : P:asentqtic:xnﬂbtims%
Next to
move to
the next
step

! Fiush

4. Select the type of presentation by choosing General. Then, select
Training in the white scroll box.

As you can see, there are many
other choices in the
AutoContent Wizard to choose
from.

Fleish
Click Next as we are not
finished just yet.

5. The next step is asking us to determlne what type of output will use. Slnce
we are planning on creating this s
presentation for our classroom,
we will accept the default with is
‘On-screen presentation.’

Eraty

Preseritation typs

Click Next

W riwh
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6. Atthe Presentation options dialog box, enter the presentation title,
“PowerPoint Project.” Click under “Presentation title” and start typing, then
tab to the text box and put your name in the footer. For this presentation,
uncheck Date last updated and Slide number.

Click Next, and then click Finish.

7. Your screen should have two panes: the outline pane, and the slide pane.
You can see that
presently, the
‘Outline Pane’ is
displayed. This
allows us to view

218 mtroduction
the proposed R - PowerPoint Project
outline for our »Eodatary lov ke

] erestof o zalirs Darcy Coulter
presentation. b o comens

» Listthe gmes aliotien! to each

1 (8] Powerpeint Project
Dercy Coutter

The Slide Pane :ggimzezm:.::zzf&:m
e

allows the + ] Vosstry

Glossry of terms

Creator to View _____ Deline e terms o3 used In s stisct

& i1 Topls One

each individual ;;’;;%mw
Sllde 2} Topic Two )

4ive an exatmpl
Esercive b rel
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8. 1 would suggest that you save your presentation frequently as you don’t
want to loose your hard work. To save your project, select File from the .
menu bar, and Save As.

When the dialog box
appears, the File
Name shouid be

3] @iIne Summes Instite

Craep ColegeCoaelo My 1 “PowerPoint Project.”
» 4 You may choose to
~ Eomfmxrﬂy Sattlerman Associstion _@JHyWebs : . R .
(1Pl Programs A keep this title, or -
21 Pagim Ohuch . .
%) Cug Sl £21PowaiPoint Peseristons g name it something
*1L3USB Documerds 12 Teaching Employment Information k .
") Daten’s Schoot Wk C:]Tlainingl’]og{aym Unlque
¥ L%%ULV Infomation .
) Kara's Documents @Pﬁgm&mmywm&l Church ; You Wi” also note that
2 Lesonn Plans @ Presentation) . )
My Data Surces ] under Save as type,

Presentation is the
default.

Click Save.

. Whenever you want to save to a different location, from the File
menu, choose Save As. You are also able to save the same
information under a new file name using this method.

9. With your presentation in Outline view, you will want to modify the text that
was automatically placed in the presentation when it was created. On the
first slide, make sure your name is below the title ‘PowerPoint Project.’
Now, type the name :
of your school, for
example “The

1 {5 vowerpoint Project

Children’s Center,” sryco

and press enter. Type w;‘;:x;““m |
the city and state. o anes
Your outline should e

have the following R
information on the first kb
slide. S vy

» Glossary of torm
* Dafon tha s s tserd 1 s subject
« {4} Topic Coe
« Bxpln getais
« Gva an atangh
« Enercise i cainires lesrnng

Please note that you
can either type
directly on the slide or
in the outline itself.
Try both ways!
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10.To replace text, click in front of the word to be replaced then click-and-
drag the mouse to the end of the text. For

example, on the next slide, we will replace the & PowerPaint Project
word “Introduction” with the words “Presentation e conter
Plan” by following this procedure. . ——
. » Define the subject matter
With the word “Introduction” highlighted, we will e e auerce wil feam n s
replace this word with “Presentation Plan.” " atostof e e yourd and

11. Continue replacing the remainder of the information on with slide so that
your slide looks like the one below.

The remaining bullets
describe the essential
components of preparing
a well throughout
presentation.

Presentation Plan

+ A Graghos e Photyagtes
<PULISE

Agenda
o List ¥ Tpxs o be toversd
» Lt e timas aliotied to cach i |~
+{i} ovorview e Put in I,ml\s
+ G ta bl picure of o sbyect
« Expla hew a1l the xfricas! opics 6t
der

ocamiry
« Gy of trms
« Defre the rme a2 used i this suafeet

L et dzials
Qﬂe 31 o 3: e

pr_esentation, select the slide titled “Agenda.”

Notice that when you do this, the entire slide is highlighted. Press the
delete key. This removes the slide. '

If you make a mistake and decide that you no longer want to delete the
slide, do the following: a) from the edit menu, choose Undo Clear (Ctrl+Z),

or b) use the i’ 2 Undo button to undo the last action.
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i.t.fr

% siide

13.To add a slide, you can press the New Slide : ~_i button found on your
toolbar or using the menu bar, go to Insert, New Slide. ‘

You now see
that when you
request-a new
slide,

115} pawerpnint Froject

e PowerPoint

Riversids, California .

5 resantation automatically
-th;Smmad . . e
s gt selects a slide .

S 5 overow layout for you.

. g;:eme big p:clwe‘cf e .
'Z‘ﬁi‘!‘n’&%é’éﬁ,m"”' & Avoid Clashing Colors BUt lt als,o

s o * Na mate thaty ' 1l brings up the
« &t Erphasis t Work = & bullefs perslide and . .
ottt oo e 6 words pr bule _ : ]| different types
e At Niour Work _, == of slide layouts

« & words par bulist 3

et for you on the

b snaines . right hand slide
v e .M of the screen so
you can choose

the appropriate
layout for your
slide.

Here are some Presentation Guidelines.

To delete a title or graphic on a slide, move the mouse cursor on
top of the graphic until it becomes a four-headed arrow and click on
it. Next, press the delete key.

Part 2 — Inserting WordArt

1. To insert WordArt in your presentation, click on Insert WordArt button
found on the Drawing toolbar at the bottom of your screen, or use the
menu path Insert, Picture, WordArt.
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Let's go back to slide 1 and change the title of our presentation to
WordArt. First, we will ¢
need to delete the title

that is there by

clicking on the title, ™ e
and then clicking on Ep—
the outer box until we rr—
see the four-headed  mower
arrows. Next, click B st it
delete. B o

o A Errphasks to work
* D0 Not Use Too Many Fonfa
» Attt Clashing Colors

» Mo more than:

* 6 bulate per shide and

The original title
should have
disappeared.

At the dialog box, select the text that is in the third column, second row,
and click OK.

At the Edit WordArt Text dialog box,
the text is highlighted. Type “Creating
a PowerPoint Presentation.”

‘“‘NA'% ﬂld!ﬂ% Wm*dAl'éE 2

4 WordArt fordst|rorasn umm

nananely

1| Be sure to put returns after ‘é’ and
W) ‘PowerPoint.” You will also need to

.[*;zz@;:ﬁ%& piordAr i arinet [

_‘W; adjust the remaining text on the slide
! so that everything can be seen.

it iaiaxdlu:éf

Here is an example of the finished
slide.

' @Mm%

Underthe Word “Slze Clle on 36 and choose 44, then click OK. The
WordArt is now in the middle of
the slide along with the WordArt
Toolbar. Move your mouse
cursor on top of the WordArt @
title until it turns into a four- 20
headed arrow. Next, click-and- creatln' % % a

drag the title above your name.

Release your mouse. Powe rPOII‘t

Your title slide should look
something like this.

[ai; arial sm
Lot -

'(?‘
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If you want to change the shape of your
WordArt title,
click on the
WordArt Shape
button on the toolbar.

For my title, | selected “Can Up.” Sometimes you just
need to try out some of the styles to see which one
you like best.

To edit your WordArt text, double-click on any part of the WordArt
text, and the Edit WordArt Text dialog box will appear.

Part 3 — Insert Clip Art

1. Toinsert Clip Art, click the Insert Clip Art button on the
Draw toolbar. You can also access Clip Art by using the
menu options Insert, Picture, Clip Art.

You will notice that
when you clicked on the
Insert Clip Art button, a
; ( new task pane

e Creating o = appeared on the right
o powerPoing hand side of your

' screen. Fill in the
“Search For” blank with
the name of the clip art
object you want to
search for. In this case,
type in “Presentations.”

Th Crikdven's Gater
Rivorsido, Calforna

+ Give $:3 8Ny Fictra of o
wdipat

+ Explan how 31l he wdvidual
i &t tagater

 Teadvag Cbjectives
+ 231 Emphasis to Work
« DoNatUs: Tro Many Forts
« Avoid Chnhing Cobrs
« Ko toove tunt
» 6 itk g slida aod
» & Wit por gt
< B Yeas Werk

« Glossary 6f wrow
« Deiina tha tprms &5 ysed W
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As you can see, different clip art pictures will appear. Use the scroll button
on the right hand side of the pictures to scroll through the remaining
pictures.

For this presentation, we will select the picture
hlghllghted '

Once you are ready to insert the
picture, click on the down-arrow
button. The following drop down
menu appears.

To insert the picture, select Insert.
This inserts the picture on the slide.

~ rommurications males, men.,
: “%(w)xxis(hfpixe& 13)8, GIF

You many need to relocate and resize your picture. To relocate/move the
" picture, follow the same pictures as you did with the WordArt, Click-and-
drag on the picture.

To resize your clip art, select you image so that the size handles surround
it. Position the mouse pointer over a corner handle until the pointer
changes to a double-headed .
diagonal arrow.

Click on the corner size handle
and drag the mouse toward the
picture to make the image
smaller or away from the picture
to make it larger. The middle
size handles distort thé object.
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Here is the finished title slide!

If you make a mistake, go to the Edit menu and choose Undo
Resize Object (Ctrl+2).

Part 4 — Changing the Appearance of Text

1. To change the appearance of text, click in the middle of text, and then click

anywhere on the crosshair border to select
the entire text box.

\ The Chil

Now you can use either the Format toolbar or
the Format menu to complete your formatting
changes.

- N %
Riverside,

If you use the Format
following dialog box will
Here, you can make

to fond, font style, size,
among others. Try using
Shadow button to create
effect to tyou text.

menu, the
appear.
changes
color

the

a unique

orbislyle: o TSpan

Part 5 — Printing the Presentation

1. To print your presentation, click File, choose Print. At the Print dialog box

select current slide, one copy. From the pull-down menu opposite Print
What: select Slides and click OK.

You are also able to print an outline
of your presentation, handouts, 2, 3,
4 or 6 to a page and your
presentation with notes pages.

Also, at the Color/grayscale box,
you can select to have your slides
print out in color, purely black and
white, or grayscale. | recommend
Grayscale.
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Part 6 — Adding Animation and Sound

1. We will now animate the title of the presentation so that it swivels to an
applause sound. To do this, we must be in Slide View or Normal View.

Go to slide 1 and select the title “Creating a PowerPomt Presentation” so
that it has size handles.

From the Slide
Show menu, select
Custom Animation.

When you
completed this step,

sn

@x@aéﬁmg a
powerPoinyg -
. pms@gmta&ﬁ@@

you will find a new
task pane has
appeared on
the right hand
side of the
screen.

Emphasis

Exit
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The new animation features of XP allow you to automate a something on
1) entrance, 2) emphasis something while on the

screen and 3) as the item exits.
You can also create custom e
motion paths for each item. 7 fopea Btnis
Fy sox £x Cuderboad
Y Cude e Crad in
2. At the Custom Animation o et
. . 7. Flash Qe In
dialog box located on the right  Jawiw o
hand side of the screen, make | ™~ ?;'::"“'m
the following selection from the |{z v e e
Add Effects tab: e
%@w«u BET
i B ot Sl
= Click anywhere in the area >

| Spyevien Effack
i .

of the WordArt title ——

» Click the down-arrow on the Add Effect

» (Click Entrance, and More Effects

» The Add Entrance Effect dialog box appears which have basic, subtle,
moderate and exciting effect categories to choose from.

»  Swivel, the effect we have selected is in the exciting category.

= Click on Swivel and OK.

3. To add a sound to an animation, the text or object must already have an
animation applied to it before you can complete this
process. On the slide, select the text or object you
want to add an additional effect to, in this case, the
title.

On the Slide Show menu, click Custom Animation. © Taree
In the Custom Animation task pane, click the arrow
on the selected item in the Custom Animation list, and
then click Effect Options.

On the Effect tab, under Enhancements, click the

arrow in the Sound list, and do one of the following:

» [f you want to add a sound from the list, click an
option.

» If you want to add a sound from a file, click Other
sound, and then navigate to the file.

Show advanced Timéling:
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For our project, go to the down arrow on i _ : ,
sound and select Applause, and click OK.

You are also able to control the timing of the
animation effects as seen on this dialog box.

Follow these same procedures for animating text, Clip Art (graphics) and
WordArt throughout your presentation. My only caution is to seriously
consider how much animation you add. Just because you can add
animation, too much animation can detract from the presentation.

Part 7 — Creating an Action Button

1. In most instances, you will want to advance your slide manually. You can
advance a slide by using the keyboard s Page Down key and Page Up key,
or by clicking on your slide. et Pomcont= P soriotione]

Adding an Action button lets e
you jump to any slide, go
backward or forward, or stop a
presentation.

From the Slide Show menu, .
scroll to Action Buttons, and
then select Action Button:
Forward or Next.
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2. The mouse pointer is now a cross hair. In the lower rlght-hand corner, C|ICk-
and-drag to draw a small button. Release ]
the mouse.

The Action Setting dialog box appears
allowing you to Hyperlink anywhere in your
presentation, to any file on the computer,
or to the Internet. This can be a handy tool
in class!

For this project, Hyperlink to: Next Slide,
from the drop-down menu

Place check in box to left of Play sound:

Play sound: Arrow from drop-down menu and click OK. If the action
button needs to be relocated, simply click on the action button until you
see the four-headed arrow. Once the four-headed arrow appears, you
can grab the button with the left mouse button and move the button, just
like we did with the clip art and word art.

Part 8 — Changing the Color Scheme and Slide Transitions
1. From the Format menu, choose Background. In the

dialog box, select the down arrow. Here, you can ABeskgiousd
see more colors and various fill effects. ’

Let’s select the yellow color (the 6th across) and
click Apply. This changes the color to that one slide.
If we selected Apply to All, it would change the slide
color of all the slides in the presentation.
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. ! i *

2. Transitions are special effects that transport the user from one slide to the
next. Let’'s add a transition to slide two.

From the View menu, choose Slide
Sorter, or click on the Slide Sorter
button on the bottom scroll bar.

3. The Slide Sorter dialog box appears.
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Click on the slide you want to add a transition to, in this case, slide one.
From the Slide Show menu, choose Slide Transition. You can also
select the Transitions icon from the format toolbar.

Select the
following from the
Slide Transition
task pane.

Effect:
Checkerboard
Across
Speed: Slow
Advance: On
mouse click

Sound: Push

You can Apply to
All Slides or the
slide you have
highlighted, in this
case, slide 2.

Part 9 — Ending Features

1. To prevent the PowerPoint program from appearing at the end of a show,
you can end the presentation with a black slide.

From the Tools menu, select Options. Click the View tab. Under Slide
Show, check End with black slide and click OK.

2. If you want the PowerPoint program
to continue looping, you can set
that option by completing the
following:

i Set Up Show

From the Slide Show menu,
choose Set Up Show.

o vkt ok narvalion

Sabow witboud aoination -

Under Show Options, check the
box Loop continuously until ‘Esc’
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3. To view the slideshow, select from the Slide Show menu, View Show.
Click on each slide to advance to the next one. Click on the black slide to
exit.

4. To save and quite the slideshow, select from the File menu, choose Save.
To leave PowerPoint, from the File menu, select Exit.
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Certificate Project
Teachers enjoy rewarding their students. Many times, this gives a

Certificate of Ward to show the student how proud there are of their
accomplishment. In this next assignment, you will learn to:

Q> Enter text on a MS Word document
Q} Insert WordArt and Clip Art
Q> Insert a Page Border

The steps are as follows:

Part 1 — Inserting WordArt

1. Open MS Word to a new
document.

2. From the Insert menu, Picture
and WordArt.

3. At the WordArt Gallery select
the WordArt that is 3 across
and then click OK.

A A

Sl prom Pl

From icarsﬁ)efwcomeva,...
Qrgarization Chart :

oAt Ballery

[N & .
sdlect wiliandat stvles

z«m«mzlﬁﬁm@

| Woint I?fﬁfés‘arf

T —

;}f«« g
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4. Choose the find Monotype
Corsiva from the Edit WordArt
dialog box. Type “Student of the
Week,” and select the font size
of 48, and click OK.

5. Center the WordArt on the page by going to Format menu, select
Paragraph and under “General” take the option to Align Center.

6. Add a few additional lines by hitting the Enter key a few times.
Part 2 — Inserting Clip Art
1. From the Insert menu, drag to Picture, and then choose Clip Art.

2. From the Microsoft Clip Art
Gallery, click the Pictures Tab.

3. The Insert Clip Art dialog box
appears. In the Search text box,
type in awards
and click on
Search.

Text Box ' _ ot Searmir é Cangta,. .

4. Scroll through ;
the list, using | f:ﬁ:;;“;m . o s
the scroll bar L] oesis shoudbe; 1 1 .
on the right | lamedetietpes Ty :
hand side of " s )T e e T _
your screen = r
until you find a
clip art you
want to insert.
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5. When you find the picture, click on the down-arrow, and then click Insert.
This inserts your picture on your certificate. ok 2

6. To move the graphic, click on the award graphic
and from the Format menu, choose Picture.

Delete fremn Qg Orpanizer

 OpenCipii.. '
. Tomsion the Webie. .
. Copyto Cullaction...

: Edt Kemprds,,.
Find Sifrdler Zyle

PreviewlPropetties

7. When the Format Picture dialog
box appears, select the Layout tab. If
In-line has been selected, select Tight
and click OK.

This allows text to appear all around
the graphic and tends to provide the
most versatility.

8. To resize your picture, click on the award to place your size handles (small
squares) in each corner.

Click and drag up toward the award to decrease the size (drag away from
it to increase the size).

Move the cursor on top4 of the picture until it turns into a four-headed arrow,
and then click-and drag to position the picture.

Place the picture inside the margins, otherwise, it will not print.
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the students name in the middle of the
page, directly under the graphic.
Continue typing the remaining elements
of the award. A sample is provided.

9. Using the underline key, create a line for = Bsiutome o btk
5tudent of the %%;\

A BATRDIAB Dy sy

Part 3 — Inserting a Page Border 3
1. The last step to our certificate will be to SR i
create a page border. , AP, IT—p—
. The'wgok-om '
From the Format menu, choose T q
Borders and Shading. Awordedrbys___ 1

The Borders and Shading
dialog box appears. Select
Box and scroll through the
Art at the bottom of the
dialog box, until you find a
page border suitable for your
certificate. There are many to
choose from!

k1

s i | ONCE you find one, click on the border and
il | click OK. Your page border now appears on
your certificate.
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2. To save your ceriificate, from the File menu, choose Save As. When the
Save As dialog box appears, type a hame for your document, such as,
“certificate.” Now find a location in which to save your file. Click Save.

3. To print your certificate, from the File menu, choose Print. At the Print
dialog box, choose OK.

4. If you wish to exit Microsoft Word, from the File menu, choose EXxit.

77



Grade Book Project

With Excel, you are able to calculate student averages for a series of tests
and record their final grades. Excel also allows you to save time so that
you can provide your students with feedback on how they performed on
the test. In the next assignment, you will learn to:

Q:)Create and format an Excel Workbook
Q’} Sort information on an Excel Worksheet
QD Use the formula function

With this project, you will complete the spreadsheet below.

Science 100.

Teat2 Tebtd Shudent AvérageFinal Giady
Y

X030 O 3 B0

1§ikora; Brook: .+ 87 1 97 . g7 90

,fcsass Averags
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The steps are as follows:

Part 1 — Creating
a Workbook

1. Double-click on
Excel to Open
Excel. It will
automatically
open to Book1.

2. From the File
menu, choose
Save.

3. At the Save
dialog box, name
your workbook ;
“science scores,” Dubactsiter | [Simenet et [t
and click Save.

4. To begin entering

information, click in
cell A1 and type the
title for your Roser. Horry o ——
worksheet, “Science [Factir e
100,” then press 13 Colne e - .,
Enter, i :
5. When you press 17 I S e R S
enter, it places the ;? SUEET S e P e B
cursor in cell A2. ';‘g L S
Type “Name,” and % R ER . .. o B
then press the tab s
key. ot — :
6. When you press the tab key, it places the cursor in cell B2. Type “Test 1,”

press tab, type “Test 2,” press tab, type “Test 3.”

7. Follow the same procedure and type “Student Average,” and “Final
Grade.”

79



8. Click in cell A3 and begin filling in the student names. Once you type in the
student name, press Enter to advance to the next cell and type the next
name.

9. Click in cell A13 and type “Class Average.”
Part 2 — Sorting Data in a Workbook

1. To sort the names in alphabetical order, click and drag to select the names
you want to alphabetize. Click the Sort Ascending button on the
Standard toolbar.

<-Qg ooé

Sort Ascm

Sort.

Flicetons AT
o ien 0

iﬁ%@m@ﬁ é’élﬁ? %%@m ngy a.ff

=dsi et lﬂsr‘i Format Tﬂoés Q_a.a P

2. To resize the columns to fit the
data, place the cursor in the very
corner of the spreadsheet, beside
the “A” and on top of the “1.” When
the cursor changes to the “+” (plus)
symbol, click the left mouse key
which will turn the entire
spreadsheet blue.

Fie gui bew lnseﬂ amaa: Tods. Qasa Window® {‘_e?z:

;g,ag[,;, G e v ‘;g,;:

‘_znlu? kﬁﬁg}x, @
i Sxkcra Brook

D

E

l..iTest2  iTest3  iStudent AvFinal Grade
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Next, go to Format, Columns, and
select the AutoFit Selection. This
will automatically resize the columns
to fit the largest data element.

Shpet

AutoFormat...

Corditonal Formatarg..,
v

¥

3. Click in cell B3, and type “77,” and then tab. Next, type “85” and tab, type
“87,” and then press Enter. Use the four arrow keys to navigate around the
spreadsheet. Continue keying in the test scores for the remaining
students.

E

A
1 Science 100
2 MNamse Test 1 Test 21 Test 3 1Student Average iFinal Grade
3 iArmstrong, IMarcy 77 85 87
4| Cooney, Med 94 87 &4
5 Delaney, Jog 50 52 92
& Emarson, Jane 78 B8 i)
7 iFrazer, Phyllis 94 93 95
8 iGoldshing, Gus 32 83 82
g ‘Holmas, Joyce 76 57 73
10 Rosen, Harry a5 77 95
11:iSikara, Brook 87 971 @7
12
‘13 iClass Average
14
ET

P o

4. Click the Save © el button on the Standard toolbar to save this worksheet.

Part 3 — Calculating Formula’s
1. To calculate the student average, click in cell E3. This is where the

average score for Marcy Armstrong will appear. Type “=" in the cell as this
lets Excel know that you are typing a formula.
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2. From the Formula Bar, use the Functions drop-down menu to choose
Average. You can also use the menu path Insert-Function.

HYPERLIK

QuNT et oSt 1 iTest 2 Tost 3 iStudant Average ‘Final Grads
X darey 77 1=

G H ?

SR b Y,

il ne 5

ad i 493

e FUncions... Bus §% 53

1 8 iHolmes, Joyce 76 57

Rosen, Hany 861 77 9
iSthare, Bragk  + 87 97 b E

193 Claes Avorage

BEREY

3. Atthe Average dialog box, cells B3
through D3 are chosen. If Excel
had chosen the wrong numbers,
you would simple need to type the
correct cell references in the cell.
Click OK once you verified that the

numbers are correct. | romssents w3
£ geponthis fmf,gg; ;

'
o fegbere]

) Humbg:;lﬂ

: (P I
whishcadbe nunbetsior names,
B < . 3

refiences that cortein numberg,

the‘averane (rithirebz meand ol 910y

You should see 83 in cell E3.

You will be using the same formula to calculate the average for the
remaining students. To use the shortcut method, select cell E3 and drag
the fill handle down, or double-click on the fill handle.

4. To calculate the class average, click in cell B13 and type an “=" sign.
From the Functions drop-down menu on the Formula Bar, choose
Average again. When the Function Arguments drop-down menu
appears, verify that the cells referenced are correct.

Select cell B13 and drag the fill handle across to calculate the remaining
averages.
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5. Since some of your numbers are have too many decimals, select the
numbers in the table you S L
want to change. Locate the
Decrease Decimal Place
button on the Formatting
toolbar to round to the

nearest whole number. e e !
i3y ,Name iTest 1:Tesl 2:Test 3 iStudent Avsrage ;Final Grads
. g Marcy| 771 8587 -
6. Perhaps one of the hardest {Gonnay CE1I VA | IOk I
. {Belaney, dos 9072 g T g AR
aspects of the grade book is Emersan, Jane 1 76; 66 fExEinees) IS BN
. . ; Frazeg_?hylhs ey b2 y
determining the correct s L2 Goldshine, Gus 62 T TRY, e 8383In T T
. Holmes, Joycs 7B 5773 $9. 66666687
formula to figure the letter Rosen, Harry 5T 5
. . Sikcmy Brook 7 97: 37 4033333333
grade. Click in cell F3 and ‘ .’
Clage Average 3467: 81,69, 8556 84.03703704:

type the “="sign.
Next, type the following formula as is:

IF(AVERAGE(B3:D3)>89,”A”,IF(AVERAGE(B3:D3)>79,”B”,
IF(AVERAGE(B3:D3)>69,”C”,IF(AVERAGE(B3:D3)>59,”D”,”F"))))

g fo,AvR»’;GEs,B3:03»59:0':?»)3

Scignce 100 )
flamg 1 1.1 Test 2 Test 3 IStudent Average iFinal Grade
Am1stmng farey g5 87 8318
Cooney. tled 87 84 88
5 Delaney Joe g 2 9 !
. Jane X 7 2
Frazer, Phyllis 4 3: b 34
Geldshine, Gus 3, 8
Holmas, Joycs 7 7
Rosen, Hany
Sikora, Brook

3 {Class Auvsrage

Press the Enter key; a value of B if recorded in cell F3.

Move the mouse to the lower right corner of cell F3. When the cursor turns
into a small black plus sign, pull down the fill handle through cell F11.

Excel has now calculated the letter grade for each student.
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Part 4 — Formatting a Spreadsheet

1. To format the title, select cells @ﬁj_vghrough F1, and then click on the Merge
@]? Y ,':é

E

W

and Center button on the Formatting toolbar.
2. You can quickly format this table by using Excel’s Build-in formats.

Click-and-drag to select the
cells in your table.

Science 100

Delaney, Joe
Emsrson, Jang 78 66 A
Frazer, Phyliis L HY g
13 1Goldshine. Gug 82 82
Helmes, Joyce 76 73
Rosen, Hauy 85! 98]
1 }Sikora, Brook 87 97 7

SISO o

12 )
¢ §:13:4Class Average S 88 32 86 C 8
4 I

In the AutoFormat dialog box,
choose the format you want, for
example Classic 2, and click OK.

You can then make additional
changes to this formatting such
as font size, centering, and

shading. For this example, we

l AutoFormt

= i
Jan_tep fAar_Tofal i
I 7 7 K 185

H i
added centering, increased the font
size, and adjusted the widths of
columns.

4. To print your spreadsheet, choose
Print from the File menu. At the
Print dialog box, choose OK.
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