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Michael Allen
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shagsterl124@yahoo.com

SPONSOR COMPANY:

Lockheed Martin

MENTOR NAME:

Sandra Bennett

ABSTRACT (50 words or less:)

The project gives teachers an introduction to the basic features and functions of Excel. Examples
of student projects will be shown to illustrate a vareity of uses for the software application.
Instruction, guidance, and support will be given to teachers on how to create classroom projects
using Excel.

ETP TYPE:  Conventional GRADE LEVEL.: Staff Development
Subject: Technology Document Format(s):>XWorddoc [ ]PowerPoint [ ]Excel [_]Other:
If “Other,” please describe:

Describe how your ETP aligns with NBC or State standard as stated in your proposal:

This project addresses the National Board of Certification standard: Standard VI Multiple
Teaching Strategies for Meaningful Learning. Teachers will be introduced to an instructional
tool and strategy that engages students and promotes learning in their classrooms. The project
addresses three ISTE National Educational Technology Standards. Standard I11A- facilitate
technol ogy-enhanced experiences that address content and student technology standards,
Standard I11C- apply technology to develop students' higher order thinking sills and creativity,
and Standard IVA- apply technology in assessing student learning of subject matter using a
variety of assessment techniques.

Describe the connection between your ETP and the Summer Fellowship.

My summer fellowship responsibilities were to learn the latest version of Microsoft Office and
present the new features at staff development sessions. It is clear that computer ills are used
extensively and necessary to complete a variety of tasks in the workplace. Staff needs to be
updated on software applications as new versions are introduced. To help teachers prepare
students for the workplace in the future, they need to be proficient in software applications and
the ability to create technology rich projects.
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Abstract

Teachers will receive an introduction to the basic features and functions of Excel.
Examples of student projects will be shown to illustrate a vareity of uses for the software
application. Instruction, guidance, and support will be given to teachers on how to create
classroom projects using Excel. The workshop demonstrates an effective method of
integrating technology with content standards.

Objectives
Teachers will understand the basic functions and features of Excel
Teachers will participate in an Excel professional development training
Teachers will create five projects using Excel
Teachers will complete pre and post surveys regarding their proficiency in Excel

Teachers will evaluate the training, indicate if they will implement one or more of the
projects learned in class, and identify if they would like additional help.

Description

“Excel with Excel” has been designed to introduce the basic features and functions of Excel
Teachers will be taught how to use the application by creating five interactive learning
activities. Teachers will aso be given a variety of internet resources and view a variety of
student and teacher created projects using Excel.

The workshop has been divided into five modules. Each module contains a brief
introduction, list of objectives, and step by step instructions on how to create an Excel based
activity. The first module is a basic introduction to Excel and is designed for those that have
minimal or no experience using the application. The remaining modules provide instruction
and practice of new skills and each result in afinished project, an interactive learning activity.
These activities can then be used in the classroom and as templates to create similar one.

The most effective method for the delivery of content outlined would be one or two staff
development training sessions. Depending on the grade level and ability of their students,
teachers have a variety of options after leaving the workshop. Some teachers, especially those
in the lower grades, can use what they learn to create similar projects for their students to
complete. Teachers of older students can actually teach their students how to use Excel and
help them create their own projects.

At the end of the training workshop teachers will have learned and practiced a variety of
skillsin Excel. Teachers will receive printed instructions for each module completed. These
can be used as a reference when designing their own interactive Excel based learning activities
that are specific to the needs of their individual classrooms. In addition, the instructor of the
workshop will be available throughout the year to assist teachers in the design, planning,
and/or implementation of their classroom projects.



Standards

This project addresses the National Board of Certification standard: Standard VI Multiple
Teaching Strategies for Meaningful Learning. The project also addresses three ISTE National
Educational Technology Standards: Standard 111A- facilitate technol ogy-enhanced experiences
that address content and student technology standards, Standard 111C- apply technology to
develop students' higher order thinking sills and creativity, and Standard IV A- apply
technology in assessing student learning of subject matter using a variety of assessment
techniques.

Teachers will be introduced to an instructional tool and strategy that engages students and
promotes learning in their classrooms. The projects teachers create as a result of the workshop
will give them the skills to integrate content standards with technology. The Excel based
projects teachers choose to implement in their own classroom, will allow their students to be
creative, learn about design and learn required on content. Projects created Excel can be used
as an alternative to assess the learning progress of students.

Materials

Computers with the Microsoft Office software application
Connections

During my fellowship | was responsible for learning Microsoft Office 2003 and present its
new features at staff training sessions. It is clear that computer skills are used extensively and
necessary to complete a variety of tasks in the workplace. Staff needs to be updated on
software applications as new versions are introduced. To help teachers prepare students for the
workplace in the future, they need to be proficient in software applications and the ability to
create technology rich projects.

Resour ces

This website is a great resource for learning, using, and implementing Excel projects in the
classroom. It has extensive lists of tutorials, project ideas, and links to other useful websites:

http://www.internet4classrooms.com/on-line excel .htm

The learning modules outlined here have been adapted from the following website:

http://www.education-world.com/a tech/archives/techtorials.shtml

Procedure

Ask teachers to complete “Pre-Workshop: Staff Excel Survey” form
Plan, schedule, and invite teachers to Excel workshop
Conduct Excel workshop

Ask teachers to complete “ Post-Workshop: Staff Excel Survey” and “Workshop
Evaluation” forms

Provide assistance as needed throughout the year to those teachers who choose to
implement an Excel based project in their classroom



MODULE 1- INTRODUCTION
Excel is a software program that allows users to enter and manipulate data.

Objectives:
Open anew Excel spreadsheet
Enter data
Changecell size
Sort data
Format borders
Save and print

Open a new Excel spreadsheet
Click the Excel icon on the Dock or
Double click the hard drive icon on the Desktop/Applications/Excel

Explain the following:

Spreadsheet-  basic document in Excel B oot et ]

g)némgsr [i)den)tified by letters S ————C—————
y Dy &y, U L | v | Ay g3

Rows- identified by numbers: os E

1,23,4...)

Cdls rectangular field where data is

entered and each one isidentified by a

letter and number (A1, B4, C23.....)

o o e e |k

Enter Data
Once students understand basic spreadsheet terms and layout, they are ready to enter data
into their spreadsheets.

1. Incdl A1, type NAMES BET VBT

2. Continue down column A (A2, A3, A4....) iy s
typing one student’s name in each cell oo rowe |
until all names are listed. g s

3. Incell Bl, type TV TIME D 3

4. Continue down column B (B2, B3, B4....) 5 [Frank !
typing the number of hours per day each § [Harry 3
student watches TV. liack ;

5. Click File/Save to save work lLints 5

s i
156 [Oscar 4
15 [Paul o
o 1
[EREE 5

]




Sort Data
It is sometimes necessary to arrange datain a particular order. Tell students that they are
going to arrange their TV viewing times in order, from most hours to the fewest hours.

1. Highlight all the cells with data
in them, click cell A2, hold down

the mouse button, drag the cursor E
down and to right until al the |
cells are included :
2. Inthe menu bar go to Data/Sort ;
3. Inthe menu sdect TV Time 3
4. Select Descending :
5. Click OK :
6. Save your work 3
:
E
Create a Border
1. Highlight all the cells with text or T E P 5T . 7
numbers in them, click cell A1, 5|
hold down the mouse button, o — R
drag the cursor down and to right A = e
un?ﬁ al thecellsareincludedg B B =
2. Click Format/Cells then click oy 7T
theBorder Tab 11 I — Sp—
3. Click the boxes above Outline 81— — —
and Inside B ok
4. Hit OK B @ BE —
5. Save your work s s e L e o
Print
1. Highlight all the cells with texts Q| B Mrsssts ol £17.
or numbersin them, click cell i e e e
A1, hold down the mouse button, —j . B r—
drag the cursor down and to right ) [ _
until al the cells are included =L el s p E L F U
2. Click File/Print Area/Set Print - o I fp— ,
Area Ll | rorsenp.
3. Click Print = 1 TS
7| .3 prot rreien | gear ek besa |
g | .. P O ———
10 LETR.ck
3 }; 2 CelabalpuaderDesbtoptrip. e
13 3 Ce'patal rnaderé et LELost. s




MODULE 2- CHARTS AND GRAPHS
Charts and graphs are used to show relationships between numbers. Use the table of data

created in the introduction.

Objectives:
Format numbers
Add and delete rows in a spreadshest
Align data
Create a chart or graph

Format Numbers
Numbers have to be formatted correctly depending on the type being displayed.

1. Highlight al the cellsin column
B containing a number

2. Click Format/Cells’fNumber woker [ | tot | s | vt | s
3. Click Number in the Category e 20
window et Cecmdlplaoss! (2
4. Choose 2 in the Decimal Places L T 1000 S )
window e R —
5. Click OK = (i

Paurntr o5 kel for gereral displiny of rwrvbeirs. Currency Bnd ACcoanting
nffer spanskrm ot For moret s ashie

Add. Delete, or Align Data
Columns or rows can be added or deleted from a spreadsheet at any time.

vasedt Excol - F TP, xi

1. Click Row 2 to left of the first -

name to highlight the entire PA) e e dew [l | Foma Tods Qea Wi e
second row e 3 ) B A3
2. Click Insert/Row. delaletidd gl . B
3. Type“in the name of the _ R} & et
instructor” and “the number of - B
hours of TV watched” 4 [Erenda s
4. To delete acolumn or row, click L —
the number of the row or letter of = 4
the column and then click ﬁ EZLE. E

Edit/Delete



Numerical datain is a spreadsheet is automatically aligned to the right of a cell

1. Torealign the data highlight all
the cells in column B that contain

numbers

2. Click Format/Cellg/Alignment
and then under the Horizontal
window choose Center

Createa Chart or Graph

1. Highlight all the cells with text or numbersin =~ 5
them, click cell A1, hold down the mouse :
button, drag the cursor down and to right until
all the cells are included

2. Gotolnsert/Chart or click the Chart Button EP
3. Chart Wizard e

Step 1: Choose Column as the Chart type g

Step 2: Click Next il

Step 3. Type TV Viewing asthetitle it s

Names as the Category X axis
HoursastheVaueY axis
Click Next

Step 4: Click as New Sheet

Step 5: Click Finish

4. Save your Wgrk

Bl - AT [ ) DO o B i ) o A
I
:' P [ ) v pre— — —
. 4.1 dhgraras
e -
— Garard - .
il el
[ Batiory - T .
o "
3 - s
F |. g B
2 [ v i 9B Dwgreew
1 [ e e
i Bighe ro-alt
o Tral, Breian
1) daud -
=
"""" = [ o ]
—_— — —

Standsd Teres | Qustonm Typss
Chart Evpeee

& CRart Wirard - Step 1 of 4 - Charl Typ= "_?_Yl o

That cuhi -y

.i!lli!l

Chisbared Cobneny Conperss vehiss aoes
b O

| Pressendtow bo v Secke |

coresl |

[[wet= J[ Ewish |

TV isiing Tina




MODULE 3- TESSELLATIONS
Tessellations are patterns that have a single repeated shape arranged so that there is no
overlapping or space between shapes.

Objectives:
Modify page orientation
Use Drawing Toolbar to create and color shapes
Copy and paste shapes
Manipul ate shapes on a worksheet to create a pattern

The Basic Polygon

1. Open Microsoft Excel

2. Click View/Toolbars/Drawing i5)

3. Click File/Page il
Setup/L andscape/OK E- .

4. OntheDrawing Toolbar, find 21 [ oo Shooms ) H—
the Auto Shapes buttor/click S| [y He s 2
Basic Arrows/choose Chevron 26 | | s ard paccurs % | el

5. Draw achevron on the TR [ b e
spreadsheet, make it about two s g S OIS 0 2l

columns wide and four rows tal
6. Save your Work

The Tessdllation

1. Click Edit/Copy

2. Click Edit/Paste 15 times

3. Arrange the chevrons so they are
row upon row and end to end
with no spaces in between —— ]

4, Usethe Paint | cononthe S — —1- , /
Drawing toolbar to color the A — '
polygons. Alternate with two L O—~ 5
colors - -

5. Save your work

10



MODULE 4- INTERACTIVE CROSSWORD PUZZLES
Using Excel creates a crossword puzzle that is interactive. As students type in their
responses to a clue they are given immediate response to whether they answered correctly

Or not.

Objectives:
Create borders
Color cells
Alignment of datain cells

Modify column width and row height

Add cdl comments

Add conditional formatting for cells

Create atemplate

Typing the Basic Puzzle

Lo

Open aworksheet in Excel

2. In cells B3 through F3 type the
word CHALK horizontally (one
letter per cell)

3. Incells C3 through C10 type the
word HOM EWORK vertically

4. Incells C5 through F5 type the
word MATH

5. In cells E3 through E9 type the

word LETTERS

Save your work

Highlight al the cells from Al to

G12 and click

Format/Cells/Border/Outline/O

K

8. Highlight each word and click
Format/Cells/Border/Outline
and Inside/OK

9. Save your work

N o

.5 - ®
= LB T & T W [ E T

E

D H

M
E

= = e

S e ey

et 1R M

P -

HElple B vew ot Fpwet Tock s Mrdew  Bep
RN T N A N T, R SR Rl 1|
R It Tl | 1 = g b v l
&1 - F3
A [ B [ o T 1o 1 E ] F ] @ H
[
il
1| T H s L i
4| o E
B M & T H
B | E T
| 7| i E
A | o R
3 | R 3
1) K
Farmat Cells
Lre
Tr R lEE| Tk
BHE ==
Cadhres  Jrebds p—
s et
L:'==z
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Finishing the Basic Puzzle

1. Highlight a group of cellsin the puzzle that
do not have letters in them, for example: A1
through A12

2. Choose Format/Cells/Patter n/yellow/OK

3. Continueto color al the empty cells
(Do not color cells with letters in them)

4. Highlight all cellsfrom Al to G12

5. Click Format/Cells/TextAlignment/
Horizontal and Vertical choose

Center/OK

6. Click Format/Row/Height/type 30/0OK

7. Click Format/Column/Widt h/type 10/0OK

8. Save your work

e ? x i
| e [
n Lohumn L fuboft
n | Shent . ke T
P — (ke Bombheght (W
| Fonmtinialll = (o ]
..
L] I A I T I H
Evy =T o
1 I |

Adding the Puzzle Clues

1. Click cell 3B, click I nsert/Comment
and in the sticky note that appears,
erase what appears and type the clue
used on a blackboar d

2. Click cell 3C, click Insert/Comment,
erase what appears and type school
work you do in the evening

3. Click cell 5C, click Insert/Comment,
erase what appears and type subject
that teaches you about numbersand
shapes

4. Click cell 3E, click I nsert/Comment,
erase what appears and typethereare
26 of thesein the alphabet

5. Save your work

Sangde

Pk | Algrwant

Tack airmand
Harkmstak

Tack rosbrod

Fat | Bver | Pantsre | Beotemion

Crmrduon

B! Microsoft Excel - Book?

iH] g EE Wew

T e e

ia®ary 4

Enzert
[Ef=2H

]

LinE

b

:

E [ ©

T—— ———
“used on a blackhoard
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Making it Interactive

A condition in Excel tells the program that if a certain value is typed, the formatting will
change. Conditions must be set to let students know whether their answers are correct or
not. To let students know when a correct letter is typed into a box it will turn blue.

1. Click cel B3 [
2. Click Format/Conditional o e B i 15 5
Formatting e m— 1 (e |
3. Click Add, There are now two Toavamn B =
menus, Condition 1 and Condition 2 P oo T, o (rame_|
4. For Condition 1. In the drop down (oo ] (o] [ Cima ]

menu that says “between”, select
“equal to” and typetheletter Cin

the empty box, click e S |
Format/Patter ns/choose light oy Qands g -_.,,
blue/OK Presn o o e AERO s ===
5. For Condition 2: In the drop down reen
13 (1] il | didirdas ML |3
menu that says “between”, P 1w 1 o1 ——— ([
select “not equal to”, and type the P —

letter C in the empty box, click
Format/Patter ns/choose grey/OK

6. Click OK again — ; . .
7. Repeat steps 1-5 for every letter in 7]
the puzzle 1)
8. When Conditional formatting is 4
done, erase al the text from the 5
puzzle. The puzzle should be blank &
with grey boxes and red trianglesin J
the corner of the clue cells o
9. Save your work A

Creating a Template

1. Click File/Save as/Format/change the typeto Template
2. Notice the extension is not “.xIt” not “ xIs’

a
T
B
x

w o &l i ||h n i b=

L7 I e S I 1 I N N IR I A1 |

ZE|lalal|lE]|nm|=Z|a

EEH =]




MODULE 5- CALCULATION FORMS

Formulas can be created to make calculations of data from severa cells.

Objectives:

Merge Célls

Select moncontiguous cells

Insert and modify graphics
Create functions to calculate data
Add protection to a worksheet
Lock and unlock cells

Adding and Formatting Text

1.
2.

o s

Open an excel spreadsheet
Highlight cells B2 through I3 and
in the Formatting Toolbar
choose Bold for font, 20 for size,
and click the M erge and Center
Button

Click Format/Cells/Alignment/
choose Center for both Vertical
and Horizontal/OK

Type Trip Cost Estimator
Highlight cells B5 through G5,
press the control key and highlight
B9 through G9, B13 through G13
and B17 through G17

In the For matting Toolbar click
12 for font size, B for bold and
then the M erge and Center
Button

In cells B5 through G5 type The
number of mileswill you travel
In cells B9 through G9 type How
many miles of gallons doesyour
car get?

In cells B13 through G13 type
How much does a gallon of gas
cost?

10. In cells B17 through G17 type

The cost of your trip will be:

11. Save your work

B idicrondt Ducel - Baekd
i) e Bl fee Fest Foeal [l (s wedie e

Ll A il 30T et B K - A s -
s e e e FET

m - B Trip Cou Cxieain

% B e E F | & [ ®w [ 1 ] 4
i‘ Trip Cost Estimator
]
i

A P RN SR W W Ny B A IO E-“_Iu_l.ma
el 2T o it L ¥
s - & The ot of your1np will ke

G i v ) ) s e - I

Trip Cost Estimator

The number of miles you will travel
How many miles per gallon does your car gelf?

Haow much doas a gallon of gas costy

| The cost of yvour trip will be:

14



Adding Color

1.

Highlight cells A1 through J1, press
the Control Key and then highlight
cells A22 through J22, A2 through
A21, and J2 through 21

Click Format/Cells/Patter ng/
choose red/OK

Highlight cell H5 click
Format/Cells/Patter ng/

choose light yellow/OK

Highlight cell HO click
Format/Cells/Patter ng/

choose light green/OK

Highlight cell H13 click
Format/Cellg/Patter ns/

choose light blue/OK

Highlight cell H17 click
Format/Cellsg/Patterng/

choose light purple/OK
Highlight cell H5, pressthe
Control key and then highlight
cellsH9, H13, and H17

Click Format/Cells/Border/click
Outline/OK

Save your work

Adding Functions

1.

4.

Highlight cell H17 and place your
cursor in the long blank space at
the top of the worksheet next to
the symbol fx (inthe small box
H17 will appear)
Type=H5/H19*H13 (#DIV/0!
will appear but ignore it)
Highlight cell H13 click

For mat/CellNumber/choose
currency and 2 decimal
places/OK

Save your work

bl o ik e ol
- =k o s il F Y T

B i e L e T
Trip Cost Estimator

Tha numbar of mias you wall Tavel

R T [)
]

o sy e par e an doss pour car gert

How much doas & gellon of gas coxt?

The cost of yous miE wil be;

F R Fel s e Al

Trip Cost Estimator

Tha madm e ot il les you will fravel | |

Fiow many milles par galion doss yous car get? | 7|

]

Haw misch does & gallon of gns cost?

Thu b i o symair Mg v || s ey

5 Micresaft Eecel - Book

i8] fe [t Wew [rest Fomat Tooks  Dsts Windew  Hep
RN A NS TP BNf A N e WL, SO e enl e e Y L]

T i 3l T ettt Cranges . Erl ||
Hi7 B & -HEHEHId

Trin mact Ectimatar

ost Estimator

—1

¥ yrou will traeel

N doss your car get?

=

Hon of gas cost?

trip will ba: [#]
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Inserting and Modifying Graphics

1. Click Insert/Picture/Clip
art/Search for “car"/OK

2. Choose and click one picture you
like, it will appear on your
worksheet

3. Drag the image to the top left
hand corner of the worksheet

4. Grab acorner of theimageto
resizeit so it doesn’t cover any
text

5. Repesat the steps above to insert
three more images and place one
in each of the three corners

6. Save your work

Adding Protection

1. Highlight cell H5, pressthe
control key and highlight cells H9
and H13

2. Click Format/Cells/Protection/
uncheck the L ocked box/OK

3. Click Tools/Protection/Protect
Sheet/type in school for a
password/OK

AT TR IVE 3 1 R ¥ T ~ o i
" = B et e 8
7l FIETE . R

------ TP T PRI

P i e I e

How many mies par gallon doas your coe gafT |

Fosn ks dovir m galinr of g

Thet cosdl §phadl Wi &8 e

L L R o= [ B WRAE T |

Thes reurrsr sl you will st [ |

o Tl T R A T

coaf? I |

|
L] TR |

Ak | ot | ot | B | | e

oo
:“-w

oo il b o e s e
et sl ol Rrewmiert, oee:
Prudetie b ek e, e oo Pocle:
a4 aned s i

] (o ]

Pagtect Sveet

[¥] Profect kb suc pootents of bocked sl
Pesmanr] by mpenker chasd:

reraa

Mg ol s of Hiswlshest oy

¥
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v
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The coet of your trip will be:

How much deas a gallon of gas cost?
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Name (circle one)
pre-workshop  post-workshop

Staff Excel Survey

Please identify your overall experience with Excel
(circleone)

No Experience Beginner Inter mediate Advanced

Please rate your ability in each of the following skills:
(check one box for each sKill)

SKill | can | think | | have
doit know how noidea

Open a new spreadsheet

Save and print

Modify Page Orientation

Enter data

Align data

Sort data

Format numbers

Change cdl size

Merge cells

Color cdls

Select non-contiguous cells

Add cell comments

Add conditional formatting

Createborders

Add and delete rowsin a spreadsheet

M odify column width and row height

Create and color shapes

Copy and paste shapes

Manipulate shapesto form a pattern

Insert and modify graphics

Createachart or graph

Create functions

Add protection to a wor ksheet

Lock and unlock cdlls

Createatemplate

Please indicate your interest in attending an Excel Workshop
(circleone)

Yes, | am interested Maybe, dependswhen it is No, | am not interested

17



Name

Evaluation
Excel Staff Development Training Workshop

Pleaserate your satisfaction with thetraining
(usethisscale)
1- Very Dissatisfied

2-Dissatisfied

3-Neither Satisfied or Dissatisfied

4-Satisfied

5-Very Satisfied

Usefulness of training 1- 2 S R — 1 I 5
Format of training 1- 2 S O — Y — 5
Content of training 1- 2 S O —— y/ — 5
Objectives outlined 1- 2 SR T — Y/ 5
Topics covered 1- 2 S R — /I 5
Speaker’s sKills 1- 2 S — Y TO— 5
Overall rating 1- 2 S S — A — 5

General comments:

Please answer the questions below:
(circle onefor each question)

Areyou going to create an Excel based project for your studentsto complete?
yes maybe no

Areyou going to teach your students how to create their own projects using Excel?
yes maybe no

Would you like additional help and support to complete a project using Excel?

yes maybe no

18



