
Excel for Edata – Intermediate

Lesson Plan

Lesson Plan Submitted by:  Katherine R. Stamler; kstamler@jccap.org

Lesson Plan Title:  Excel and Edata
Learning Level:  Appropriate for 7th grade level and above

Pre-Instruction or Prerequisite Knowledge/Skills

Basic computer skills

Keyboarding skills

Mouse skills

Open/Save documents

Excel basics skills

Excel sort and find skills

Lesson Duration

One 3 hour session with the option of 2 hour Practice Lab Time

Number of sessions; length of sessions

Include opportunities for independent learning/lab time

Learning Location

Computer Lab

On-line, Classroom, Computer Lab, etc…

Materials

PC Computer system

Monitor

Keyboard

Mouse

Disk

Printer

Modem 

Internet connection

Microsoft Excel

Include computer hardware/software-internet connectivity

Load pre-made Excel file, “Practice 2 Edata” on each computer

Load Pre-made Word file, Excellent Exercises in Subtotal and Filter quiz.

Learning Objectives

Measurable, behavioral objectives (skill-based & demonstrable)

1. Student will be able to use filter on a preexisting Excel file.

2. Student will be able to use subtotal to on a preexisting Excel file.

3. Student will be able to locate specific information with filter command/s.

4. Student will be able to locate specific information using subtotal command/s.

Procedure

Step-by-step instructions

Describe the end product

1. Review of simple Excel basics.  Time: 20-30 minutes

a. Movement of cursor by using TAB and by using arrow keys.

b. Cells: highlighting by clicking on cell (rectangle) and by moving to cell.

c. Location of cell (rows and columns) and display above table which shows location of cell you are working on.

d. Explore to the right and down to see how large the table can be.

e. Highlight entire column by clicking on a gray letter-block instead of a cell.

f. Highlight entire row by clicking on a gray number-block instead of a cell.

g. Column width changes by:

i. Move to Gray column blocks at top of table (column header).

ii. Move in-between two blocks until the verticle line with two (right-left) arrows displayed.  Double click and the column will automatically size so the contents of each cell in the column will be displayed.

iii. Move in-between two blocks until the verticle line with two (right-left) arrows displayed.  Left click and drag to the right.  The column will expand until you drop.

iv. Repeat with row header.

h. Getting into cell.  Clicking on and clicking in. 

i. Click on cell with contents.

ii. Double click on cell with contents.  What is the difference.  Where is the cursor.

iii. Go to 20A and create your own contents.

iv. Contents of cell will also be displayed in a window above the table.  Compare them.

i. Location of cell contents display near top instead of in cell.

i. Move to 20A and type =3+4.  Cell contents will be in window beside cell location.  Answer to function will be in cell.

j. Column width can be set by right clicking on column header.  READ the number.  Reset the column width by changing the number, increasing it by 5.  Then reset again to the original number.

k. Click on data from the menu.

l. Choose the data you want to sort

i. Using the drop down menu, choose level in an ascending order.

ii. You will see blank spaces located at the top.

m. Sort again choosing level in a descending order.  Now the levels are in descending order and the files without levels are at the bottom.

n. Click on Edit from the menu.

o. Click Find from the drop down menu.

p. Type in the person you wish to find. (use Sur)  Discuss the data on Sur.

2. Filter by Steps:

3. Step One: Highlight the entire sheet.

a. Go to the solid gray square to the upper left of the first cell, A1 and click on it.  The entire sheet is highlighted.  This is always the first step in sorting or filtering anything on the sheet.

4. Step Two: begin the filtering

a. Click on data from the menu.

b. Click on filter – automatic.

i. You will see that the header in the columns now has a drop down menu.

ii. Go through the same steps and click on filter again.  The drop-down menus disappear.  When you can click on and click off any function by clicking the same button, this is called a toggle button…toggle on, toggle off.  Activate the filter again.

iii. Choose the primary enrollment column and click on the arrow to produce the drop-down menu.

5. Step Three:  Choose the item you want to see. 

a. Choose class.  Notice that only the files that have a class are not on the screen.  The others under the field are no longer there.

b. To restore the full sheet and all the entries, click on the arrow for the drop-down menu again and click on all.

c. Choose the drop-down on the Social security column.  Notice that one of every choice is listed in the menu so all you have to do is choose one.  Choose 999-99-9999.  How many are there?

6. Step Four:  Restore

a. To restore the full sheet and all the entries, click on the arrow for the drop-down menu again and click on all.

b. You can also click on the undo button on the menu until the sheet is restored.

7. Subtotal by Steps:

8. Step One: Highlight the entire sheet.

a. Go to the solid gray square to the upper left of the first cell, A1 and click on it.  The entire sheet is highlighted.  This is always the first step in sorting anything on the sheet.

9. Step Two:  Sort what you want to total, which in this case is Primary Enrollment. 

a. Click on data from the menu.

b. Choose the data you want to sort.

c. Using the drop down menu, choose Primary Enrollment in a descending order.

10. Step Three: begin the subtotaling procedure.

a. The sheet should still be hightlighted.

b. Click on data from the menu.

c. Click on subtotal.  

d. Choose the Primary Enrollment from the 1st drop down menu in the window.  

e. In the second drop down menu of the window, select count.  

f. In the third drop down menu, you will choose where you want the data to be displayed.  Choose Primary Enrollment.
g. Choose Replace current subtotals.

h. Choose Summary below data.

i. Click ok.  You will see several things. 

i.  For each item, there is a subtotal under it.  If there are blanks in the column, they are considered as nothing and are not totaled.  

ii. ** There is also a  1, 2, 3, series in the gray area to the left of the row header.  These are the display options, each one getting progressively more detailed.  

iii. You are observing option 3.  

iv. If you click on option 2, the detail of the full display is rolled up and you will see only the totals.  This may be great if you have a large sheet which has many details/items.  

v. If you click on three, all details are now gone.  This option is not very useful.

vi. It is much easier to read if there is a column to the left of the totaled column in which to enter the subtotal response.

vii. Clear the subtotals by clicking on DATA, then SUBTOTALING, then REMOVE ALL.

11. Now that the sheet is restored.  Go to the SS column. Click on the column header and make a new column to the left by:

a. Click on INSERT.
b. Click on COLUMN.
c. Name the column SS# Totals.

12. Repeat Steps Two and Three but choose SS, COUNT and SS from the drop-down menus.

13.  Perform the filter and subtotal function making up three problems with answers for each.  Write the questions and answers down.  Present them to a neighbor.

14. Answer the questions and problems from your neighbor.  

15. On-line Data: Type in edatatest.ed.state.pa.us  

· Log in using USER: user13 PASSWORD: password1 (or whatever instructor indicates is your username and password)

· Choose the 2002-2003 fiscal year.

· Choose export

· From the dropdown menu that says ADULT, look at the choices of tables you have.

· Choose Adult.

· Click on RUN EXPORT.

· Do a SAVE AS and save this file to the desktop.

· Do the same thing, but this time pull up and save the Adult Goal sheet.

· This is practice data. Practice locating and making at least 5 questions for the rest of the class with the data.

**Notice the numbering on the two pages.  The primary key on the ADULT page is the secondary key on the ADULT GOAL pages.  Any other pages that will provide additional data for clarity that is associated with the main ADULT page, will have the ADULT primary key as its secondary key.  Any sheet that has many items tied to one adult is said to have a “many” relationship with the “one” adult.  This is called a one-to-many relationship.

Evaluation

1. The student will use the sort and find commands to locate and record information from the data in the “Practice 2 Edata sheet, down-loaded Adult and down-loaded Adult-Goal sheets, answering question from the exercises attached, Excellent Exercises in Sort and Find With “Practice 2 Edata” Sheet,  with 85% accuracy.
Excellent Exercises in the use of Subtotal and Filter 

With “Practice 2 Edata” Sheet

By Katherine R. Stamler

1. Filter Levels.

How many Beginning Levels are listed?  
Who are they?     

2. Subtotal the Last name.

How many names are repeated?  
Are they repeats/mistakes?  How can you tell?  
3. How many different birthdays are listed?  

4. Who was born on the same day?  

5. On the ADULT worksheet, subtotal the levels.  

How many levels are there?  

How many are on each level?  
What are the levels
6. How many options are there to view the subtotals?  3
7. Where are they listed?  

8. How many cities are listed in the ADULT worksheet?  
Which one is listed multiple times and how many?  
9. On the ADULT worksheet, filter for the birthday close to yours.

Who is it? ​​​​​​​​​​​​​​​​​​​​​-_______________________
10. How many and Who has “retained employment” as a goal? 

11. Using the filter command, make up three questions and provide answers.

1. 

2. 

3.

12. Using the subtotal command, make up three questions and provide answers.

1. 

2. 

3.

Excellent Exercises in the use of Subtotal and Filter 

With “Practice 2 Edata” Sheet

By Katherine R. Stamler
1. Filter Levels.

   How many Beginning Levels are listed?  3

   Who are they?  Reyda-test, Young, Cannon.

2. Subtotal the Last name.

    
    How many names are repeated?  2

Are they repeats/mistakes?  How can you tell?  William Peapod and William Peapod R.  We think they might be father and son but cannot really tell. As info is only provided on one of them.

3. How many different birthdays are listed?  2
4. Who was born on the same day?  Sonny Daye, Stormy Knight
5. On the ADULT worksheet, subtotal the levels.  

How many levels are there?  3

How many are on each level?  2

What are the levels?  Beginning Literacy ABE, Low Adult Secondary Ed,                                                                  Beginning ESL.
6. How many options are there to view the subtotals?  3 

7. Where are they listed?  To the left of the row headers.
8. How many cities are listed in the ADULT worksheet?  6
Which one is listed multiple times and how many?  Avis, 3

9. On the ADULT worksheet, filter for the birthday close to yours.

    Who is it? ​​​​​​​​​​​​​​​​​​​​​-__answer varies_____________________
10.How many and Who has “retained employment” as a goal?  

     3, Pitt, Pete, Brown
11.Using the filter command, make up three questions and provide answers.

1. answers will vary
2. 

3.

12. Using the subtotal command, make up three questions and provide answers.

1. answers will vary

2. 

3.
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