	Lesson Plan

	

	Class:	
	9
	Date:
	
	Sequence: 
	2/10
	Ability:
	

	Aim:

	Enhance Digital Literacy skill set, improve touch-typing ability so that the students become confident and efficient at using Microsoft Excel


	Teaching Objectives:

	· Cells/Insert, Select & Edit.
· Skills 2.1.1-2.1.4, 2.2.1-2.2.4

	Learning Objectives:

	· I understand that a cell in a worksheet should contain one element of data
· I know how best to create a list
· I can enter a number, date and text into cells
· I can select a cell
· I can select a range of adjacent cells
· I can select a range of non-adjacent cells
· I can select an entire worksheet
· I can edit a cell
· I can use undo and redo
· I can use the Find tool to locate specific content
· I can use the Replace tool to locate and replace specific content

	Resources:
	Differentiation:

	
	Lower:


	
	Higher:
[bookmark: _GoBack]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 2 - Skills audit
· Demo skills on projector
· 5-10 minutes to complete QuickSkills 2 (they’ll need to also use worksheet 1 to help them)
· 30 minutes to complete Worksheet 2

	Plenary:

	Have they completed the end of lesson skills audit?
Display a blank excel workbook on to the screen. Get a student to shade in the cell you request, then they pick someone and say which cell they have to shade in.
Q&A – how to you select adjacent or non-adjacent cells; How do you select an entire worksheet


	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.




