Lesson 4 Instructions - Excel 2010
Analyzing Data

“February” Data File – 10 points
Key Concepts:

· Filter and sort data

· Write, edit, and use formulas

· Use absolute, relative, and mixed references

· Create, modify, and position diagrams

· Create, modify, and position charts

· Read pg. 282-283!  Learn what you will learn to do!

· Review the Key Terms on pg. 283
· Begin the steps on pg. 284.


· End the steps on pg. 285


· Save to your U:drive; when I check this, be ready to perform a sort for me!
Lesson 4 Instructions - Excel 2010
Copy, Move, & Edit Formulas
“Bonus” – 5 points
· Begin steps on pg. 286 (note, data file link)


· End on pg. 289


· Save to your U:Drive

· Look to the next pg. for the next set of lessons!

Lesson 4 Instructions - Excel 2010
Enter a Range by Dragging, Use Relative, Absolute and Mixed References
“Books”

· Start the steps on pg. 290
· See data file link!
· End on 293
· Save

Lesson 4 Instructions - Excel 2010
Create Diagrams & Charts
“Shoes”

· Begin steps on pg. 294 (Note, data file here!)

· Proceed carefully!

· End on pg. 297

· Save to U:drive

Lesson 4 Instructions - Excel 2010
Use the Count and Counta Functions
“Expenses”

· Start steps on pg. 298

· End on 298

· Save to U:drive

Lesson 4 Instructions - Excel 2010
Use the NOW and PMT Functions

Use the Conditional Logic and the IF Function

 “Cars”
· Begin the steps on Pg. 300 (Note, the data file!)

· End on Pg. 303

· Save to your U:drive


· Now, read Pg. 304 “Presenting Information Graphically”


· Complete the Concept Review on Pg. 305 #1-5, 7-10.  Turn into the basket.  Don’t forget to put the page number on your paper!
Lesson 4 Instructions - Excel 2010
Practice It Activity

“Commission”

· Start on pg. 306 (Note, the data file link!)

· End on pg. 308

· Please just save only as “Commission”

· Save to your U:drive

· Skip Pg. 309-312
STOP and READ –
Before moving on to Lesson 5 you will complete the Unit 2, Lesson 4 Quiz for EXCEL!

http://glencoe.mheducation.com/sites/007661395x/student_view0/unit2/lesson4/self_checks.html

Please email me your score/results. ameyer@portageps.org
Next, complete the Interactive Review for lesson 4 (True/False game)

Show me for 5 points!

http://glencoe.com/olc_games/game_engine/content/gln_compedu/icheck_2012/unit2/l4/tf_game/index.html[image: image1.wmf][image: image2.wmf][image: image3.png]
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