	Lesson Plan

	

	Class:	
	9
	Date:
	
	Sequence: 
	10/10
	Ability:
	

	Aim:

	Enhance Digital Literacy skill set, improve touch-typing ability so that the students become confident and efficient at using Microsoft Excel. Learn ECDL skills to become confident in using Microsoft Excel.

	Teaching Objectives:

	· Prepare Outputs – Setup 7.2.1 – 7.2.5

	Learning Objectives:

	· I can check and correct spreadsheet calculations and text. 
· I can turn on & off display of gridlines for printing purposes. 
· I can turn on & off display of row and column headings for printing purposes.
· I can apply automatic title row(s) printing on every page of a printed worksheet. 
· I can preview a worksheet.
· I can print a selected cell range from a worksheet 
· I can print an entire worksheet
· I can print a number of copies of a worksheet
· I can print the entire spreadsheet
· [bookmark: _GoBack]I can print a selected chart.

	Resources:
	Differentiation:

	
	Lower:

	
	Higher:
ECDL Excel - CIA Workbook

	Starter:

	(Approx 10 mins) Touch-typing – to enhance and aid literacy within the group and to help students type more efficiently.

	Activities:

	Main
· Open and complete the worksheet Lesson 10 - Skills audit
· 5-10 minutes - demo skills on projector
· 15-20 minutes - to complete QuickSkills 1 (using Worksheet 1)
· 20 minutes to complete worksheet 2

	Plenary:

	Have they completed the end of lesson skills audit?
Load up worksheet 1 and then select random students to complete some of the tasks in front of the class. (start at the beginning of the sheet as some tasks require previous ones to be completed)

	Homework:

	Students should spend 20 minutes practising their touch-typing using BBC touch-typing or 10 fast fingers.
Get them to teach at least one of the skills they have learnt in today’s lesson to their parents.




