LESSON PLAN

Class: Computer Applications  


Unit: Excel Spreadsheet  

Technical Standards
CTE - Information Support and Services Pathway

A7.1 Know common industry-standard software and its applications.

Academic Skills Reinforced: CAHSEE Math 

1.3   Convert fractions to decimals and percents and use these representations in estimations, computations and applications

Lesson/Performance Objectives:

Upon completion of this lesson, student will successfully complete a payroll spreadsheet converting percentages to decimals to calculate taxes and benefits. 

Assessment: 

Error-free, correctly formatted spreadsheet with correct calculations.

Anticipatory Set/Opening:

How will knowing how to calculate payroll taxes and cost of benefits help you in your future?  Why should you have an understanding of this information?  How will it impact your personal finances?

Connection to today’s lesson: (Key Concept)

The objective of this lesson is to provide you with the ability to understand and manipulate calculations that will impact your personal finances.

	Time Frame in

minutes
	Teacher
	Student
	Materials/

Supplies needed:

	0-20


	Input: (new material presented)

· Review objective and agenda for the day.

· Observe students during warm-up as they practice keyboarding skills.


	· Listen while objective and agenda are presented

· Practice touch- typing skills.
· Internet Resource Learn2type, on-line typing program.
	Personal Computers



	21-41
	· Excel Spreadsheets assist you with performing calculations, analyzing information, and managing lists in spreadsheets or Web pages.

· Present converting percentages to decimals, and decimals to percentages.
	Listen and take notes.


	Handouts:

1) Outline

2) Practice

Worksheet

	21-41
	Model:

Demonstrate calculations on white board
	      Take notes on outline provided.

	White Board

	42-80
	Check for Understanding:

· Questions will be asked of students throughout presentation.

· Monitor student progress through observation.

	· Respond appropriately to questions.

· Complete practice worksheet.


	

	
	Guided Practice:

· Monitor student progress through observation.


	· Will open Microsoft Excel Application

· Using handout recreate a payroll spreadsheet with the information provided following the same format as handout.

· Finish the spreadsheet by completing the necessary calculations to fill in all the missing information in the spreadsheet.


	CPU’s with Microsoft Office Package.

Handout

	81-86
	Closing:

Direct students to save work, log off and then turn off computers.


	Save work and turn off computers.
	


Independent Practice: (homework)
This assignment will be completed in class.
