INTRODUCTION TO EXCEL

Guiding  Question:

How can we use excel effectively to arrange and convey data meaning fuly if the data are varying .

The delivery of the unit will be in three sections:--

Section A,Representing a variable data in a meaningful form using Excel –Duration:  weeks

Section B,Representing a variable data in a meaningful form using Excel –Duration:  weeks

Section C, 
     -Duration:   weeks

Section D,  

-- Duration:   weeks

Understanding how to use Excel for data manipulation and representation  is not the sole purpose of this unit. It is intended that you will learn new skills or improve existing ones.The purpose of this unit is also to familiarize you with the various stages of design cycle. 

To understand these things, we should become familiar with Microsoft Excel and  you will use research and retrieval strategies to obtain information for your projects  from electronic, online and print media. By following the plan of this booklet and  consulting with your teacher frequently, you will be able to successfully complete all the projects outlined in this booklet.

OBJECTIVES

At the end of this unit you will be able to 

· Demonstrate subject knowledge, specific vocabulary and terminology.

· Present information in an organized manner.

· Analyze and interpret commercial data and information.

· Clearly document the sources of information used.

· Be able to convey your ideas effectively to others.

· Be able to work in a team

· Be able to design various worksheets using Excel to solve real world problems.

As mentioned before the unit will be presented in three sections. Handouts and worksheets will be provided in each section.

Apart covering the four stages of design cycle, the other  teaching/ learning activities covered  in these sections will be:--regular formative and summative assessments  which will mostly test students subject knowledge. This  unit will involve extensive teaching sessions in the computer lab.To gauge student response , quizzes and short question answer sessions will also be organized in the respective classes themselves.

In section A the discussion will be centered around the  world wibe web,computer fundamentals and the useful tools for communication like email,chatting etc.To drive home the idea,the students will create a solution to a problem .It’s a group activity and each group can choose the questions that they want to tackle. The six  problems available are…

Section B,Representing a variable data in a meaningful form using Excel –Duration:    weeks

Community and service  and the general ATL skills will be the main focus of this section

The general ATL skills covered in this section are: Thinking skills(Gaining knowledge, Application)   collaborative learning, communication skills, research skills ,problem solving skills and self management skills. The criteria against which you will be evaluated are A,B,C,D&E. The rubrics and other worksheets are provided with this document.

In section C,we will be dealing with Image maps,forms and form elements. As part of your assessment task you will  create a website about  contagious diseases in your area  and the  preventive measures against them. Again you have to do some research work  on the topic and design the website. At this point you will be evaluated against criteria A,B,C,D&E. The related rubrics and other worksheets are provided with this document.

The section C will be centered around Health and social eduation.

The other ATL skills covered are :Thinking skills, collaborative learning, communication skills, research skills and self management skills
The details  of your end of term project work “My city—jakarta” are given separately .Apart from designing the pages, you are also  required to present the same in front of the class through a multimedia presentation. For the project work , you will be assessed against criteria A,B,C,D,&E.The rubrics for the project presentation are also included in this document.

Section A

  Section A is an introduction into the world wide web 

Homofaber and the general ATL skills will be the main focus of this section

The general ATL skills covered in this section are: Thinking skills(Gaining knowledge, Application)   collaborative learning, communication skills, research skills and self management skills

Introduction:

People learn better when they take part in the learning process.You along with  your friends will work together and will present the answers to the selected problems in the class.The presentation should  be such that the other students should benefit from it.

Aims

The aims of this section is to enable students to produce a presentation which will  educate their fellow students about the fundaments of computers and computer networks and the health hazards posed by the use of computers.

Objectives

At the end of this section the students should be able to:


Work as a member of a team


Gather information


Understand the importance of clear communication


Evaluate their work and suggest where they might improve.

In section A the discussion will be centered around the  world wibe web,computer fundamentals and the useful tools for communication like email,chatting etc.To drive home the idea,the students will create a solution to a problem .It’s a group activity and each group can choose the questions that they want to tackle.The six  problems available are…

1,How do you convince your friends about the health hazards(health risks ) involved in the use of computer equipment and how you will explain to them the precautions to be taken while using computers?

2,How will you explain about the generations of computers to your fellow students?

3,If some of your friends don’r know about the internet or if they are new to E-mail,chatting and search  engines,how will you help them to understand these concepts?

4,How will you explain to your friends about the different parts of a personal computer?

5,Your role is to explain to your friends what are the different areas  in which the use of  computers are essential?

6,Some of your friends are confused about the terms   hardware and software.

How you will assist  then understanding of these concepts clearly?

Instructions:

1,This will be a group project involving all the four stages of design cycle. You  will have to work together with your fellow students to achieve the successful completion of the project within the given timeframe(2 weeks in this case)

2,Each group will present the solution to the  problem they selected in front of the class. Each group member should take part in the presentation actively. 

3,All the students should maintain the process journal clearly mentioning  all the four stages of design cycle, namely –investigate, plan ,create a product/solution and evaluation. Include personal comments, observations ,illustrations etc wherever necessary.

4,You will be marked depending upon the rubrics provided below. Evaluation will be based upon the process journal and the presentation in the class.

5,The time limit for this project will be 2 weeks and each group will get 15minutes to present their solution to the problem they have chosen.

RUBRICS

CRITERION A--INVESTIGATE

	0
	The student has not reached a standard described  by any of the descriptors

	1-2
	The student shows little knowledge and ability in identifying and applying technological research skills. There is hardly any attempt to analyse the problem. Only one source is listed as the reference.

	3-4
	The student  demonstrates some knowledge and  ability I when identifying and applying technological research skills .Some comments are there about the significance of the solution. The student uses at least two sources and it is also acknowledged.

	5-6
	The student demonstrates clear and consistent application of technological research skills. Personal comments, original thought about the need and some analysis of the significance of product or solution  for students are evident. Student  uses at least three sources and they are acknowledged also.

	7-8
	The student demonstrates excellent foresight when identifying and applying technological research skills. There is high degree of questioning and  critical analysis. A clear understanding of the potential significance of the product or solution is manifest. Student uses at least four sources and they are acknowledged also.


CRITERION B-- PLAN

	0
	The student has not reached a standard described by any of the descriptors below.

	1-2
	The student shows limited ability to identify and consider priorities. Very few alternatives are explored in relation to the task. The student is unable to predict outcomes. The explanation about the presentation is unclear.

	3-4
	The student shows some ability to identify priorities and consider outcomes. At least two alternatives are explored in relation to the task. There is adequate communication of ideas. Time required for each activity is also mentioned.

	5-6
	The student demonstrates consistently the ability to identify priorities and consider possible outcomes within a given timeframe. At least three alternate ideas and resources are explored in relation to the task. Ideas are communicated effectively. Time required for each activity is clearly mentioned with major tasks divided into subtasks.

	7-8
	The student show excellent ability to identify and consider a wide range of resources and strategies. The ideas are thoroughly developed and communicated. The work shows an outstanding level of time management and logical planning.


CRITERION C-- CREATE A PRODUCT OR SOLUTION

	0
	The student has not reached a standard described by any of the descriptors below.

	1-2
	The student provides:-

-Very little information which is also not directly connected to the problem

-Visual aids does not support much in the understanding of topics discussed.

-Unstructured, much of the presentation is out of logical order.

-Very poor confidence displayed during presentation with little evidence of preparedness.

	3-4
	The student provides:-

-Questionable information, which can confuse others.

-Visual aids gives a general understanding of the topic researched.

-Somewhat structured but too much time spent on unimportant material. Disjointed sequence.

- Poor confidence displayed with some evidence of preparedness

	5-6
	The student provides:-

-Accurate organized information that speaks to the issue

-Visual aids gives a solid understanding of the topic researched .

-Mostly structured but parts may be unconnected to rest of the presentation. 

- A confidence presentation with strong evidence of preparedness

	7-8
	The student provides:-

-Accurate well organized information that speaks directly  to the issue

-Visual aids gives others a thorough understanding of the topic researched with specific samples and illustrations.

-Well structured and presented in a logical sequence. 

- A very confident presentation with very strong evidence of preparedness


CRITERION D: EVALUATE

	0
	The student has not reached a standard described by any of the descriptors given below.

	1-2
	The students  provides poor evaluation of the effectiveness and quality of the product /solution. He /she has completed a rudimentary evaluation of the process and his or her judgment is heavily biased towards either self assessment or product /solution assessment.

	3-4
	The student has adequately recognized the significance of the evaluation process. However the analysis is lacking elements such as justification of any deviation from the original plan, assessment of social significance and efficiency of the planning process. The evaluation includes adequate analysis of the quality of the product or solution in relation to the original design specification.

	5-6
	The student is able to appropriately assess both the product /solution and his/her performance. He/she has taken into account the social significance of the product/solution and provided justification of any deviation from the original design specification. The evaluation includes a good analysis of the effectiveness and quality of the product or solution in relation to the original design specification.

	7-8
	The student provides a thorough evaluation (self assessment and assessment of both product/solution and process.) that manifests insight and suggests possible further improvement .The evaluation includes excellent analysis of the effectiveness and quality of the production or solution in relation to the original design specification. 


CRITERION E:PERSONAL ENGAGEMENT AND INDEPENDENCE

This criterion focuses on an overall assessment of two aspects.


A, The students personal engagement (motivation, general attitude, confidence etc..)


B, The degree of personal independence in His/her work.

	0
	The student has not reached a satisfactory standard in any aspect listed below.

	1 
	The student has displayed a satisfactory standard in one aspect listed above.

	2
	The student has displayed a satisfactory standard in both of the aspects listed above.



	3
	The student has displayed a high standard in one aspect listed above and satisfactory standard in the other.

	4
	The student has displayed a very high standard in both aspects listed above











