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Online Workshop

. Adobe Connect overview
. Core curriculum TEKS

- Spreadsheet basics
Cell — cell name
Column and row
Entering data into a cell
Moving cursor from cell to cell



Online Handouts

Atomic Learning
Desktop Setup
EasyTech

Elementary Storytelling

Audacity

Copyright Infringement

Creating a Digital Story

Digital Cameras

EPISD Photo Release

iPod - Getting Started

Podcast Projects

Sample Movie Maker files

Syncing video iPod

Using 1Tunes

Windows Movie Maker
MOV-WMV converter
MP4-AVI converter
WMV-MP4 converter

TEAMS for Teachers

Attendance

Gradebook
1 Gradebook Options
2 Category Setup
3 Copying Categories
4 Adding Assignments
5 Entering Grades
& Copying Assignments

Parent Portal

Progress Report

Report Card

Transfer Grade

W
qo webclass.org

Education and training via the internet are growing rapidly. Accessibility from home or school
makes Internet handouts a viable alternative to hardcopy handouts. The PDF format is
accessible on both Windows and MAC platforms using Adobe Reader, or the fast and simple

open-source reader for Windows called Sumatra.

Elementary Storytelling in iTunes

View all 21 digital stories from El Pasc ISD teachers and students
Elementan Elementary Storytelling illustrates how video and audio tools are
Story used to tell a story - a digital story. Curriculum topics chosen by the
reting KB teacher vary from class field trips to the reenactment of historical or

current events.

Some digital stories
smaller group of sel
10 minutes.

de the entire class, while others use a
students. Video length is generally 2 to

Technology Webinars
using Adobe Connect
"‘ Creating PDF files using Office 2007
Adobe Customizing Quick-Access Toolbar in Office 2007
€2 o Using Paint for Math-Science-Lang Arts

W Using HP webcam for Digital Storytelling
Windows 7 Features

Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 3



Login

Adobe® Acrobat® Connect™ Professional

Integrating Spreadsheets into

Core Curriculum = Part 1
# Enter as a Guest
Independent
‘ School Districte

Type your name:
NOTHING LESS THAN SUCCESS!

El Paso

| First and Last name

" Enter with your login and password




Attendee List

fechnology - Webinar,

IntegratingfSpreadsheets
IntorCorerCurriculiim

Pantil
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Presentation Area

Attendee List(2)
My Status:Active | »
& Asus laptop

8 Meeting Host 3 episd

fechnology - Webinar,

IntegratingfSpreadsheets

Intoy CorerCurricuium

Pantil
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Presentation Area

;ﬁg_e_n_gggﬂb_)_i,_] (Webinar, Quick-Access Toplbar.- Office 2007,ppt —
My Status:Active | » iy
& AsuS laptop “} cut Calibri MEENM §||@;-v = Wrap Text
8 Meeting Host 3 episd =3 Copy )
Past || 55 - - - = = =||2= £5|| & -
o - Format Painter | i 15 || = || &_ Y | |= = =||§_ tr_| Merge & Center
Clipboard M | Font E Alignment M= |
L17 - (> £ |
A B C D

1 Snake Lake Exhibit
2 Species

3 Boa

4 |Coral Snake

5 Dwarf Blind Snake
6 Flying Tree Snake
7 King Cobra

8

9

Length (inches) Venomous
120 N
30Y
4 N
48 Y
216 Y

Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 7



Chat

fechnology - Webinar,

IntegratingfSpreadsheets
IntorCorerCurriculiim

Pantil

Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 8



Recording Attendance

Integrating Spreadsheets into Core Curriculum =1

Thank you for attending this online workshop. Complete this sign-in form to record your
O I I l p et e at attendance. Email if you encounter any problems.

Larry Nelson

session end
El Paso Independent School District

LNELSON@episd_org

FIRST name e

FIRST name *

LAST name | |
School T

- Comments
optional | |

Comments (optional)

click

Submit -;
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Content TEKS

. Math

Collect — organize and interpret data
Construct charts and graphs

. Sclence

Collect and organize data
Construct charts — graphs and maps
Interpret data

- Language Arts
Improve comprehension — listening skills
Use drawings — keywords for predictions

11



Start — All Programs

Pictures
! Connect to a Projector

) Music
'Jf',jj Paint »

Computer

Sticky Motes

Control Panel
% Snipping Tool

Devices and Printers
Calculator

HH
rrrH

w APS Viewer

@f Windows Fax and Scan

Default Programs

Help and Support

» I All Programs I

| Search programs and files 2 | | Shut down | » |

Start

12



Pin Microsoft Excel

elnstruction Documents
EPISD Groupwise Messenger
Google f_:hn:-r'ne Pictures
GroupWise

HP

IBM iSeries Access for Windows Music

iSpring Free

iTunes
LightScribe Direct Disc Labeling

Cornputer

Microsoft Office I Control Panel
*= Bicrosco Ice Access

[2=] Microsoft Office Excel 2003

- i . evices and Printers
e —C IC i Microsoft Office Excel 2007

@ Microsoft Office FrentPage 200
—

. ! Microsoft Office InfoPath 2007 Default Programs
MS Offlce i~ Microsoft Office Cutlook 2007
\ 5| Microsoft Office PowerPoint 2003 HE||E| and SIJFIFIIIII"I:
1 Microsoft Office PowerPoint 2007
Microsoft Office Publisher 2007

- - iw, Microsoft Office Word 2007
I 2 I g t-C I C Microsoft Office Tools
Microsoft Silverlight

Excel 2007 « ook

Select Pin to
Start Menu




Open Excel 2007

I & Audacity 1.3
Calculator
4. CleanMyPC - Registry Cleaner

B Connect to a Projector

Cucusoft DVD Ripper + Video Conv...
= Cucusoft DVD Ripper Ultimate Documents
| ¥ HP Webcam
Efd iSeries Sign On
Microsoft Office Excel 2003 Music
[ Microsoft Office Excel 2007
E Microsoft Office PowerPoint 2007 Computer
v Microsoft Office Word 2007
.";f Paint

43 Radio & MP3 Player Devices and Printer
& Sticky Notes *
B Windows Live Movie Maker

& WS_FTP Pro

Lawrence Melson

Pictures

Control Panel

Default Programs

Help and Support

» All Programs

14



Excel

@u EHHB- 8BV ilFFi==y EdiMA % 7 Bookl.. - = X
i
Home Insert Page Layout Formulas Data Review View Get Started (7] 2 X

== W Calibri 11 - |§ ='—|5¢ [Generati ~||| A |l|S=Insert~ | X -
P-i&‘a BZ U-|AA||EE=E||$-% 2| | Fpelete- @gﬂ
- |_ v||<3|- ﬁv| |§§ §;§||§r'| o ;“.E| E= Format ~ || <2~ Filter~ Select -
Clipboard T« Font ] Alignment ] Mumber s Cells Editing ||
Al - fe ¥
A B | ¢ | o | e | £ | & | w | 1 | 1 |B
1 L |
2 _ =
£ Spreadsheets organize,
i [ |
5| calculate, and store information
7 |
8

M 4 » M| Sheetl , Sheet? - Sheet3 ¥ '
| Ready | EH(E - v
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Word - PowerPoint - Excel

O DSORGBV HUNFF = Ml %A % 7 Bokl. - =5 X

Toa

|I Home | Insert Page Layout Formulas Data Review YView Get Started @' - = x_
== ¥ | calibri -1 - || ==|5 | Genera -~ A || S=inset - | X ~ ﬂ
Pfe’.‘a B Z U-|A L] [ESFEE (8% of ) Foeeter |G- 5
o J |_ "’|| @’I'_' A "'| |§E *‘EHM o -:'-n.g| t::rres (&) Format ~ || (2~ Fi?ter'r EIETEI:I"’
Clipboard & | Font fa || Alignment G| Mumber M Cells | Editing ) ]
Al - (2 L ¥
A B | ¢ | o | e | ¢ | 6 | w | 1 |
1
= Organize data by:
4 .
= Lists Charts
B
= Tables  Graphs

M 4 » M| Sheetl , Sheet? - Sheet3 ¥
Ready |

16



Excel

e LUGEOHR GBI T EAd %A% )7 ook -

= X
LA
. Home l Insert Page Layout Formulas Data Review YView Get Started x
ﬁ Calibri |11 - | |General e “Insert w ﬂ
j'% |B 'y UTHA |$"".|"n L] E"‘Delete* [ﬁ
Paste  _ || St:.rres : Sort & Find &
- F |_ '||{h' ﬁ.'| a0 -:-n.g| (5] Format - &' Filter = Select =
Clipboard T« Font ] Alignment ] Mumber s Cells Editing
Al - fe ¥
A | 8B | ¢ | o | E | f | 66 | uw | 1 | 1 |®B
1
2 . n =
B3 Data organized by:
a4
5 ROWS
7|
o . Columns
W 4 > ¥ Sheet1 'Sheet2 . Sheet3 %] |
| Ready | EE — 7
Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 17




Cell Name

DECHR SRBYHLUFF3=5 D% A % )7 sok.. _ o x
Lﬂ | Home l Insert Page Layout Formulas Data Review View Get Started @ - B X
= K Calibri 11 - = = General - g Insert ~
j |B Pl | | ||A lf| |§§E|‘ |$"".|"n L] -& g’k[}elete @*ﬂ [ﬁ
e EEr sl M e N A
lipboard s Font I Alignment ] Mumber s . Cells Editing ||
Al > (2 L ¥
A | 8B | ¢ | o | E | f | 66 | uw | 1 | 1 |®B
1 .
o Columns indicated by letters |
3 |
A . .
£ Rows indicated by numbers
| 6
7
0 Cell A1 shown by arrows

M 4 » M| Sheetl  Sheet2 , Sheet3 . ¥J ' '
| Ready | EH O e U &

18




Open Spreadsheet

w

H Save As
@ Erint
@ Prepare

m Send r

w

w

Recent Documents

S (20 = | qun s kg [

Fart=

Part2

M5 Paint 9-22-11 PM

M5 Paint 9-19-11 PM

Ab Template

Partl

Spreadsheet Basics - Part 1

Partl

Part2

Creating PDF files 0908-11 PM
Creating PDF files 090&6-11 PM
TEAMS Gradebook Setup 902-113
TEAMS Gradebook Setup 9-02-11b

Y Y EYY¥YYUYEUTY L LY

A = Wrap Text

Merge & Center =

Alignment

]

Office 2003 — select File - New

19




Basic Spreadsheet

Al

- I::"" _f._-

B C D E F G

l

O

. Columns Indicated by letters

. Rows Indicated by numbers
. Cell Al Is Home

20




Enter Data

Al

- (: fx | Snake Lake Exhibit

A B C D E F G

Snake Lake Exhibit_

‘m‘umm-&-wmu

Cell A1l —type Snake Lake Exhibit

Pressing ENTER moves cursor
to next row

Pressing TAB KEY moves cursor
to next column

Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 21




Enter Data

—

A3 *iQ Jx | Boa
A B C D E F

1 Snake Lake Exhibit

2 Species Length (inches) Venomous

3 [Boa | 120 N

4 | Coral Snake 30Y

5 | Dwarf Blind Snake 4N

6 | Flying Tree Snake 48 Y

7 |King Cobra 216 Y

. Enter data horizontally
. Use TAB KEY or ARROW KEYS

to move cursor from cell to cell

22




Save Worksheet

)0 5 T b 3 u ¥ B~ = & =8) &) ) = Spreadsheet Basics - P..

() e

Open

W

J

Save

Save As

Print

Frepare

Send

h

Publish

|_TI Close

Save a copy of the document

[~

B e

A {0
Lo —

Excel Workbook
Save the file as an Excel Workbook,

Excel Macro-Enabled Workbook

Save the workbook in the XML-based and
macro-enabled file format.

Excel Binary Workbook

Save the workbook in a binary file format
optimized for fast loading an wing.
Excel 97-2003 Workbook

Save a copy of the workbook

compatible with Excel 97-2003.
OpenDocument Spreadsheet

Save the workbook in the Open Document
Format.

PDF or XP5

Fublish a copy of the workbook as a PDF or
XPS file.

Other Formats

Open the Save As dialog box to select from
all possible file types.

2] Excel Options | | XX Exit Excel |l

MRead'y'

eI

0 View PDF & - x
A S=Insert - E - &7~
ji‘ Delete - El = ﬁ'
Styles .
t{ I_EL_LIF:::rmat' AT
Cells Editing
] >
D E F L




Save Worksheet

[f_;_', Save As

s a LE.

- —— W

<1®

;<< Local Disk (C:) » My Docurmnents

=)

- | +y |'| Search My Documents

Organize - Mew folder

s

4 £ Local Disk (C2)
> ) AdebeConnect podcasts

MName

== -

| Connected Tech AVO|d Sa_V|ng |n

Save as type: ’Excel Workbook

| Desktop cps
} HomepageTls ' c . . m
— | Cruzer
s @ it Libraries —
= ) Cucusoft
= L Intel
> 1. My Documents N B Documents
| EasyTech
> i Novell Hlementary Storytelh
| Elermenta orytellin
» | ) PerfLogs . ~ ?
) | Ewaluation
, Presentations -
= Proaram Files | <1 | J E
File name: Spreadsheet Basics - Part 1 =

Authors: EPISD

[ Sawve Thumbnail

= Hide Folders

Tags: Add atag

Tools - [ Save Cancel ]

|

24
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Online Workshop
. Adobe Connect overview

. Review core curriculum TEKS

- Cell Formatting
Tables made of cells
Parts of a table

Cell alignment (left — center — right)
Format cells (date — decimal)

26
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Core Content TEKS

. Math

Collect — organize and interpret data
Construct charts and graphs

. Sclence

Collect and organize data
Construct charts — graphs and maps
Interpret data

- Language Arts
Improve comprehension — listening skills
Use drawings — keywords for predictions

28



Start — All Programs

Pictures
! Connect to a Projector

) Music
'Jf',jj Paint »

Computer

Sticky Motes

Control Panel
% Snipping Tool

Devices and Printers
Calculator

HH
rrrH

w APS Viewer

@f Windows Fax and Scan

Default Programs

Help and Support

» I All Programs I

| Search programs and files 2 | | Shut down | » |

Start

29



Open Microsoft Excel

elnstruction Documents
EPISD Groupwise Messenger
Google f_:hn:-r'ne Pictures
GroupWise

HP

IBM iSeries Access for Windows Music

iSpring Free

iTunes
LightScribe Direct Disc Labeling

Cornputer

Microsoft Office I Control Panel
*= Bicrosco Ice Access

[2=] Microsoft Office Excel 2003

- i . evices and Printers
e —C IC i Microsoft Office Excel 2007

@ Microsoft Office FrentPage 200
—

. ! Microsoft Office InfoPath 2007 Default Programs
MS Offlce i~ Microsoft Office Cutlook 2007
\ 5| Microsoft Office PowerPoint 2003 HE||E| and SIJFIFIIIII"I:
1 Microsoft Office PowerPoint 2007
Microsoft Office Publisher 2007

- - iw, Microsoft Office Word 2007
I 2 I g t-C I C Microsoft Office Tools
Microsoft Silverlight

Excel 2007 « ook

Select Pin to
Start Menu




Open Spreadsheet

Open

Save As

Erint

Prepare

N@g ZL U O

Send

k

Recent Documents

1 Part3

Part2

3 MS Paint 9-22-11 PM
4 MS Paint 9-19-11 PM
Ab Template

([%]

([¥y]

[=4]
=

d

8

7 Spreadsheet Basics - Part 1
8 Pa

|
”3&

Creating PDF files 0908-11 PM
Creating PDF files 090&6-11 PM
TEAMS Gradebook Setup 902-113
TEAMS Gradebook Setup 9-02-11b

T VYT JUIF YT Y YL N

o = Wrap Text

Merge & Center -
Alignment Fa |
| E F G

31



Table Parts

. Title cells

cells

. Jx | Boa
E Title cells == - - E
Snake Lake Exhibit

2 Species Length (inches) Venomous Labe'
3 [Boa | 120 N CE”S
4 ICoral Snake 30Y

5 |Dwarf Blind Snake 4N

6 [Flying Tree Snake 48 Y ﬂ Data
7 JKing Cobra 216 Y

. Label or column heading cells

. Data cells

Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org
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Format Cells

A3 - (a f« | Boa
A | - E F

1 Snake Lake Exhibit Ce nter tltle
2 Species Lehgth (inches) Venomous
3 |Boa | 120 N
4 |Coral Snake 30 Y
5 | Dwarf Blind Snake 4 N
6 | Flying Tree Snake
7| King Cobra Center column data

. Format cells for easier reading
. Merge several cells into one cell
. Cells can be merged for titles

Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 33



New Spreadsheet

Prepare

Send

Recent Documents

S (20 = | qun s kg [

Fart=

Part2

M5 Paint 9-22-11 PM

M5 Paint 9-19-11 PM

Ab Template

Partl

Spreadsheet Basics - Part 1

Partl

Part2

Creating PDF files 0908-11 PM
Creating PDF files 090&6-11 PM
TEAMS Gradebook Setup 902-113
TEAMS Gradebook Setup 9-02-11b

¥ ¥ ¥ ¥ ¥ Y¥Y¥ Y Y YUYV YTY

% Wrap Text
Merge & Center -

Alignment Fa |

34



Merge Cells

Al - (2

The Weasel Family Tree

A | B

C

D

E

F

G

H

CO | =] | |LA | f | L | D

The WEES!EI Family Tree

. Type title in cell Al

. Title appears to “bleed over” into
cells B1 and C1

35




Format Cells

Al & fx | The Weasel Family Tree

A B C D E | [®cu

The Weasel Family Tree ! 43 copy

CO | =] | |LA | f | L | D

| .
gz | Cdste

Insert...
Delete..,

Clear Contents
Filter
Sort

id | Insert Comment
] % Format Cells... |
. Left-click on cell Al -
and highlight cells to be merged

. Right-click — select Format Cells

36



Alignment Tab

I R =)

Alignment | Font I Barder I Fill IFrﬂhE-diﬂn |

Text glignment

Orientation
Horizontal: - .
|General | - I Indent: .
- Vertical: |U Ii" T
|Elutb::m | - I i Text *
[ Justify distributed t
Text contraol - " *

o Click T
T ‘ Merge cells

Text directon:
|l:nr1text | - I

Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org 37



Cells Merged

A B C D E F G H

ot

The Weasel Family Tree

B | =] €T LA | L R

. Five cells merged into larger cell

. Column lines are removed
. Title centered horizontally

38



Title Centered

A B - D E F G H

The Weasel Family Tree
calibri ~ 11 -~ A‘ A 5 - 0 J
B I | EH-O-A-% 0%

= e N = I B S R R S T

. Right-click on cell Al
. Click center to center title

39



Create Weasel Spreadsheet

A B - D E F G H

1 The Weasel Family Tree

2 Mustelids at the Zoo

3 |Name Species |Arrival Date Birth Weight {oz.)
4 Bob Badger  1/15/2000 3.5

5 Compah Otter Feb 1,1999 4.53

b |Skitty Skunk 5/17/2002 1.005

7 |Webster Weasel April 7,2001 0.105

8 'Wahida Woverine 3/20/1997 15.5

9

10

Spreadsheet data needs to be
formatted for easier reading

40



Letters Left Ali

ed

B

- D E F

gn

H

The Weasel Family Tree
Mustelids at the Zoo

(B N N A

Mame Species |Arrival Date Birth Weight {oz.)
Bob Badger  1/15/2000 3.5
Compah Otter Feb 1,1999 4.53
Skitty Skunk 5/17/2002 1.005
Webster Weasel April 7,2001 0.105
Wahida Woverine 3/20/1997 15.5
Letters
aligned

left

41




Numbers Right Alighment

A B - D F G H

1 The Weasel Family Tree

2 Mustelids at the Zoo

3 |Name Species |Arrival Date Birth Weight {oz.)

4 Bob Badger  1/15/2000 3.5

5 Compah Otter Feb 1,1999 4.53

b |Skitty Skunk 5/17/2002 1.005

7 |Webster Weasel April 7,2001 0.105

8 'Wahida Woverine 3/20/1997 15.5

9

10 Numbers
aligned

right

42



Change Cell Alignment

Jx

A3 - (>

The Weasel Family Tree

=

Calibri ~[11 ~ A" A" % ~ % » <F

.0 .00 [

E

. Highlight column
. Right-click on any cell in column A
. Click center to center all cells

A

BIE_*{E"*ﬁ' 00 .0 [
3 |Name Sp Arrival Date Birth Weight (oz.)
4 |Bob Bad 1/15/2000 3.5
5 |Compah |Ott Feb 1,1999 4.53
6 Skitty Skunk 5/17/2002 1.005
7 |Webster |Weasel April 7,2001 0.105
8 |Wahida |Woverine 3/20/1997 15.5

43



Center Alighment

A B C D
1 The Weasel Family Tree
2 Mustelids at the Zoo
3 Mame Species Arrival Date
4 Bob  Badger  1/15/2000
5 | Compah Otter Feb1,1999
6 Skitty Skunk 5/17/2002
7 | Webster Weasel |April 7,2001
8  Wahida Woverine 3/20/1997
9
10

All data In column A
IS Now centered

E F

Birth Weight (oz.)
3.5
4.53
1.005
0.105
15.5

G

H

44



Change Cell Alignment

A B C D E F G
||

il The Weasel Family Tre

E Mustelids at the Zoo

-3 | Name Species Arrival Date Birth Weight {oz.)
Y lcalibri 11 - A AT S % + F =
=l | 4.53
6B 7 |- v A~ %% | w00s
7 | Webster el April 7,2001 0.105
8 | Wahida erine 3/20/1997 15.5
=

10

. Highlight column E

. Right-click on any cell in column E
. Click center to center all cells

45



Center Alighment

A B C D
1 The Weasel Family Tree
2 Mustelids at the Zoo
3 |Name Species Arrival Date
4 Bob Badger 1/15/2000
5 |Compah Otter Feb 1,1999
b |Skitty Skunk 5/17/2002
7 |Webster Weasel April 7,2001
2 'Wahida Woverine 3/20/1997
9
10

All data in column E
IS NOW centered

E

Birth Weight (o0z.)
3.5
4,53
1.005
0.105
15.5

F

G

46



Change Decimal Format

A B C D E F G
1 The Weasel Family Tree ' ;ut
2 Mustelids at the Zoo ) )
53 | Copy
3 |Name Species Arrival Date Birth Weight =
4 Bob Badger 1/15/2000 3.5
5 |Compah Otter Feb 1,1999 41.53 Insert..
6 |Skitty Skunk 5/17/2002 1005 | L.
7 |Webster Weasel April 7,2001 0.105 Clear Contents
2 'Wahida Woverine 3/20/1997 15.5 Filter .
£l Sort b
10 _d | Insert Comment
ﬁ‘ Format Cells... I

. Highlight cells
. Right-click on any highlighted cell
. Select Format Cells

Fick From Drop-down List?

47




Number Tab

e R
Format Cells l 2

| Font | Border | Fil | Protection |

Mumber

Category:

GEHEF:; | SEE::J :a'eight (oz.) S e | e Ct
Decimal

s oecmel laces
Use 1000 Separator )
=]
Megative numbers: p | aces
Select =
1254.0

(1234.0)
Number g 1

-

dalized formattng

Mumber is used for general display of numbers. Currency and Accounting o
for monetary value,

48



Decimal Format

E

F

G

A B C D
1 The Weasel Family Tree
2 Mustelids at the Zoo
3 Name Species Arrival Date
4 Bob Badger 1/15/2000
5 Compah Otter Feb 1,1999
6 |Skitty Skunk 5/17/2002
7 Webster Weasel April 7,2001
8 'Wahida Woverine 3/20/1997
9
10

Birth Weight (o0z.)
3.5
4.5
1.0
0.1
15.5

All data in column E is now formatted to
one decimal place

49




Change Date Format

A B C D | & Cut
1 The Weasel Family Tree | =3 Copy
2 Mustelids atthe Zoo |2
3 MName Species Arrival Date
4 Bob Badger 1/15/2000] —
3 [Compah Otter Feb 1,1999 e
b (Skitty Skunk 5/17/2002 Clear Contents
7 |Webster Weasel April 7,2001
i b
8 \Wahida  Woverine | 3/20/1997 i
" sort b
9
10 —d Insert Comment
. . _ﬁ‘ Format Cells... I
° H Ig h I I g ht Ce I IS Pick From Drop-down List...

. Right-click on any highlighted cell
. Select Format Cells

50



Number

Tab

Format Cells

Mumber

Category:

>

General
Mumber
currency
Account

Select
Date

Font | Border | Fil | Protection |

Sample

1/15/00

Type:

~3/14/2001 Select "

Wednesday, M

031401
194-Mar
194ar-01

Locale {location):

English (United States)

Date formats display date and time serial numbers as date values. Date for
asterisk (*) respond to changes in regional date and time settings that are
system. Formats without an asterisk are not affected by operating system s 5.

3/14/01

at begin with an
d for the operating

51



Date Format

A B C D E F G
1 The Weasel Family Tree
2 Mustelids at the Zoo
3 Name Species Arrival Date Birth Weight (o0z.)
4 Bob Badger 1/15/00 3.5
5 Compah Otter 2/1/99 4.5
6 |Skitty Skunk 5/17/02 1.0
7 Webster Weasel 4/7/01 0.1
8 'Wahida Woverine 3/20/97 15.5
9
10

1

All data in column C is now formatted to
the selected date format

52



Save Worksheet

)0 5 T b 3 u ¥ B~ = & =8) &) ) = Spreadsheet Basics - P..

() e

Open

W

J

Save

Save As

Print

Frepare

Send

h

Publish

|_TI Close

Save a copy of the document

[~

B e

A {0
Lo —

Excel Workbook
Save the file as an Excel Workbook,

Excel Macro-Enabled Workbook

Save the workbook in the XML-based and
macro-enabled file format.

Excel Binary Workbook

Save the workbook in a binary file format
optimized for fast loading an wing.
Excel 97-2003 Workbook

Save a copy of the workbook

compatible with Excel 97-2003.
OpenDocument Spreadsheet

Save the workbook in the Open Document
Format.

PDF or XP5

Fublish a copy of the workbook as a PDF or
XPS file.

Other Formats

Open the Save As dialog box to select from
all possible file types.

2] Excel Options | | XX Exit Excel |l

MRead'y'

eI

0 View PDF & - x
A S=Insert - E - &7~
ji‘ Delete - El = ﬁ'
Styles .
t{ I_EL_LIF:::rmat' AT
Cells Editing
] >
D E F L




Save Worksheet
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» 1 AdobeConnect podcasts A 'd . . |
e emeasten  AVOid SAVING IN - |f
J CPS _
o HomepageTls - . .
— , Cruzer
- @ neiui : Libraries —
E | Cucusoft
>0 Intel B DATE
" . My Documents | Documents
| EasyTech
> 8 Novell Elementary Storytelh
, Elermenta orytellin
> 4 PerflLogs . v J
) | Ewvaluation
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» Pronram Files | < | L :
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Save as type: ’Excel Workbook -
Authors: EPISD Tags: Add atag
[ Save Thumbnail
<« Hide Folders Tools - [ Save J [ Cancel ]

54



JECHINoIogY, w:e._'r)]nar

IntegratngisSpreausneets
[NTOYCorercurrcuiom

Partis



Online Workshop
. Adobe Connect overview

. Review core curriculum TEKS

. Columns and Rows
Insert columns and rows

Enter data into a spreadsheet
Center data horizontally
Sortdata AtoZ or Zto A
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Panias

COIUMNS!
and PROWS



Core Content TEKS

. Math

Collect — organize and interpret data
Construct charts and graphs

. Sclence

Collect and organize data
Construct charts — graphs and maps
Interpret data

- Language Arts
Improve comprehension — listening skills
Use drawings — keywords for predictions
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Start — All Programs

Pictures
! Connect to a Projector

) Music
'Jf',jj Paint »

Computer

Sticky Motes

Control Panel
% Snipping Tool

Devices and Printers
Calculator

HH
rrrH

w APS Viewer

@f Windows Fax and Scan

Default Programs

Help and Support

» I All Programs I

| Search programs and files 2 | | Shut down | » |

Start
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Open Microsoft Excel

elnstruction Documents
EPISD Groupwise Messenger
Google f_:hn:-r'ne Pictures
GroupWise

HP

IBM iSeries Access for Windows Music

iSpring Free

iTunes
LightScribe Direct Disc Labeling

Cornputer

Microsoft Office I Control Panel
*= Bicrosco Ice Access

[2=] Microsoft Office Excel 2003

- i . evices and Printers
e —C IC i Microsoft Office Excel 2007

@ Microsoft Office FrentPage 200
—

. ! Microsoft Office InfoPath 2007 Default Programs
MS Offlce i~ Microsoft Office Cutlook 2007
\ 5| Microsoft Office PowerPoint 2003 HE||E| and SIJFIFIIIII"I:
1 Microsoft Office PowerPoint 2007
Microsoft Office Publisher 2007

- - iw, Microsoft Office Word 2007
I 2 I g t-C I C Microsoft Office Tools
Microsoft Silverlight

Excel 2007 « ook

Select Pin to
Start Menu




Excel Review

D DEDHR- @ QHV il F5==% Eidi % A % |7 Bookl.. - = X
Ll
x Home l Insert Page Layout Formulas Data Review View et Started W - = X

ﬁ Calibri |11 - = — % | |General e & _E“Insert* [| X = {
A m s a3 4 B
- - J |_ "’|| - ﬁ,'| |§_.= !_.'—”??'| it -:-.n| @Fnrmat' <27 Filter~ Select~
Clipboard T« Font I Alignment ] Mumber s . Cells Editing ||
Al - fe ¥
A B | ¢ | o | e | £ | & | w | 1 | 1 |B
1 L |
Z _ -
£ Spreadsheets organize,
i n u
| calculate, and store information
s
8

M 4 » M| Sheetl , Sheet? - Sheet3 ¥ '

| Reaay | EE - 0
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Excel Review

D\ UUE0HER- & QB2 i3 F3=3=73 [Hidl®» A % )5 Bookl.. - = x
LA

|- Home l Insert Page Layout Formulas Data Review YView Get Started @ - = x_
=S¥ calibri -1 - = ==|5 | Geneal -~ Al B=mnsert - || = - ﬂ
e | ][ | [ e | @
aste e €5 || e o in
‘ - |_v||<31-_&v| |§__§§__§||Er'| o ;.“.E| - || EfiFormat~ || 2~ Filter~ Select~
Clipboard & | Font fa || Alignment G| Mumber M Cells Editing
Al - (2 L ¥
A B | ¢ | o | e | ¢ | 6 | w | 1 | L
1
. L}
- Dat d by:
= ata organized by:
L2
s . ROws
N
o Col
8 | ° O umns

M 4 » M| Sheetl , Sheet? - Sheet3 ¥
Ready |
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Cell Name Review

DECHR SRBYHLUFF3=5 D% A % )7 sok.. _ o x
Lﬂ
| Home l Insert Page Layout Formulas Data Review YView Get Started @ - = x_
Tl ﬁ Calibri i General e ':"ﬂ Insert -
| = B3 | |B I U || = *..|$*‘Fu ’ - | 3 Delete - l ﬂ [ﬁ
T 9| B A | ot & Sorta finas
lipboard s Font ] Alignment ] Mumber s . Cells Editing ||
Al - (2 L ¥
A | 8B | ¢ | o | E | f | 66 | uw | 1 | 1 |®B
1 . .
' . Columns indicated by letters |-
.
4 . .
£ Rows indicated by numbers
| 6 |
7
0 . Cell A1 shown by arrows

1+ ¥ | Sheetl -~ Sheet? . Sheet3 , ¥ ' '

- | =

| Ready | O S G
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Open Spreadsheet

Open

Save As

Erint

Prepare

N@g ZL U O

Send

Recent Documents

|; Part3
d

LT = B Lt I 1= R (W, B oy (91

MS Paint 9-22-11 PM

MS Paint 9-19-11 PM

Ab Template

Partl

Spreadsheet Basics - Part 1

Partl

Part2

Creating PDF files 0908-11 PM
Creating PDF files 090&6-11 PM
TEAMS Gradebook Setup 902-113
TEAMS Gradebook Setup 9-02-11b

ST TS T TAND T TAND T T TG A T 1 [

% Wrap Text

Merge & Center -

Alignment Fa |
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Create Part 3 Spreadsheet

[
-

W oo~ | W N

A B C
Antarctic Penguins at the Zoo
Type Eye Color Population
Adelie Brown 18
Chinstrap  Rust 32
Emperor Brown 24

D

E

F
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Part 3 Spreadsheet

A B C D E F
1 Antarctic Penguins at the Zoo
2 |Type Eye Color Population
3 Adelie Brown 18
4 |Chinstrap  Rust 32
5 Emperor Brown 24
6
ik . *
Letters Numbers
aligned aligned
left right
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Highlight Column

=

B2 * iQ

-

A
Antarct

Type
Adelie
Chinstrap

Emperor

New
|eft

will be Inserted to the

C

c Penguins at the Zoo

Eye Color |Population

Brown 18

Rust 32

Brown 24

Total

column
pf highlighted column
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Select Insert

[

ut

&
53 Copy
— &

U=l
(=i}

9|
Delete

Clear Contents

_ Format Cells...

Hide

Unhide

Column Width...

=
H\c\m\mq\m\m\h

C D E
it the Zoo
|Population
18
32
24

- Right-click on
selected column

. Select Insert
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Blank Column Inserted

-
o V00N OO R WN e

Type
Adelie
Chinstrap

Emperor

B C D E F
Antarctic Penguins at the Zoo
Eye Color  Population

Brown 18
Rust 32
Brown 24
Total

-

Blank column inserted to the
left of highlighted column
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Data Entered

W 0|~ o, bk W KN

=
= O

Type
Adelie
Chinstrap

Emperor

B C D E
Antarctic Penguins at the Zoo
Height (inches) Eye Color  Population

24 Brown 18
30 Rust 32
44 Brown 24

t Total

Letters are left-aligned
Numbers are right-aligned
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O 0~ O N B WM e

=
O

Highlight Row

A B D E
Antarctic Penguins at the Zoo
Type Height (inches) Eye Color  Population
Adelie 24 Brown 18
Chinstrap 30 Rust 32
LEmperDr 44 Brown 24
Total

New row inserted directly above
the highlighted row
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Select Insert

W 0O D B W N K

B e
N RO

A B C D
Antarctic Penguins at the Zoo
Type Height (inches) Eye Color Population
Adelie Calibri - 11 ~ A" A" % ~ % » F 18
Chinstrap B =HE- A A 32
LEmperDr $  cut 24
55 | Copy
|

I Insert I

Delete

Clear Contents

- Right-click on selected row

. Select Insert
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Blank Row Inserted

1

2 Type

3 Adelie
4‘ Chinstrap
© Emperor
7

8

9

10

11

B C D E
Antarctic Penguins at the Zoo
Height (inches) Eye Color  Population

24 Brown 18

30 Rust 32

44 Brown 24
Total

Blank row Inserted above
the highlighted row
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Data Entered

O 0|~ B Ww N e

=
= O

Type
Adelie
Chinstrap
King
Emperor

B C D E
Antarctic Penguins at the Zoo
Height (inches) Eye Color  Population

24 Brown 18

30 Rust 32

37 Gray 26

44 Brown 24
Total

Letters are left-aligned
Numbers are right-aligned
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Center Numerical Data

A

1

-2 Type
Adelie
Chinstrap
Emperor

King

10
11

B

C

Antarctic Penguins at the Zoo
Height (inches) Eye Color

24
30
44
37

Brown
Rust
Brown

Gray

]

Total

D

Population

13
32
24
26

Left-click on cell B1 and
highlight down to cell B6

E
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Select Format Cells

A

1
-2 Type
Adelie
Chinstrap
Emperor

King

11

B C D E

Antarctic Penguins at the Zoo
Height (inches) Eye Color  Population

Filter g
Sort r

Insert Comment

-
éf" Format Cells... _

Pick From Drop-down List...

Mame a REange...

‘__ﬂ'_, Hyperlink...

Right-click on any cell and
select Format Cells
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Select Horizontal Center

Format Cells

= L2 S

Alignment Font I Border I Fill IF‘r::tectim |

Text dlanment

COrientaton
Horizontal: - .
= || indent: R
0 == T .
Bottom i Text *
[ ] Justify distributed t -
Text control * - *

Wirap text

shrink to fit Degrees

Merge cells
Right-todeft

Text direction:
Context -
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Data Centered

O 0|~ B |W N

=
o

11

A B C D E
Antarctic Penguins at the Zoo

Type Height (inches) Eye Color  Population

Adelie 24 Brown 18
Chinstrap 30 Rust 32
Emperor 44 Brown 24
King 37 Gray 26

t Total

Repeat procedure for column D
or for the entire spreadsheet
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Sort Data

A B C D E
1 Antarctic Penguins at the Zoo
2 |Type Height (inches) Eye Color  Population
3 |Adelie 24 Brown 18
4 |Chinstrap 30 Rust 32
-3 |Emperor 44 Brown 24
6 |King 37 Gray 26
7 Total
8
o | Highlight all cells to be sorted

10, either ascending or descending
11
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Toolbar Icons

Excel 2007 Excel 2003

¥ AutoSum * ﬂ A Z
k. I&l ei

] Fill -

< Clear ~ giﬁ:r:r%
|2} sortAtoz |
%) sortZtoa

| E Custom Sort...
| = Filter Descending Zto A

ar

K | Cleal
";;r Feapply

Sort by selecting:
Ascending Ato Z
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Data Sorted Zto A

O 0| o BB W KN Ee

=
B O

A B C D E
Antarctic Penguins at the Zoo
Type Height (inches) Eye Color  Population
King 37 Gray 26
Emperor 44 Brown 24
Chinstrap 30 Rust 32
Adelie 24 Brown 18
Total

1

Data sorted generally on
Fleld 1 — column A
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Save Worksheet

)0 5 T b 3 u ¥ B~ = & =8) &) ) = Spreadsheet Basics - P..

() e

Open

W

J

Save

Save As

Print

Frepare

Send

h

Publish

|_TI Close

Save a copy of the document

[~

B e

A {0
Lo —

Excel Workbook
Save the file as an Excel Workbook,

Excel Macro-Enabled Workbook

Save the workbook in the XML-based and
macro-enabled file format.

Excel Binary Workbook

Save the workbook in a binary file format
optimized for fast loading an wing.
Excel 97-2003 Workbook

Save a copy of the workbook

compatible with Excel 97-2003.
OpenDocument Spreadsheet

Save the workbook in the Open Document
Format.

PDF or XP5

Fublish a copy of the workbook as a PDF or
XPS file.

Other Formats

Open the Save As dialog box to select from
all possible file types.

2] Excel Options | | XX Exit Excel |l

MRead'y'

eI

0 View PDF & - x
A S=Insert - E - &7~
ji‘ Delete - El = ﬁ'
Styles .
t{ I_EL_LIF:::rmat' AT
Cells Editing
] >
D E F L




Save Worksheet
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@Q'| , % Local Disk (C:) » My Documents » - | +y |'| Search My Documents Pl

Crganize = Mew folder 4=z w Iﬁl
4 &, Local Disk (C:) i Mame - i
» 1 AdobeConnect podcasts A 'd . . |
e emeasten  AVOid SAVING IN - |f
J CPS _
o HomepageTls - . .
— , Cruzer
- @ neiui : Libraries —
E | Cucusoft
>0 Intel B DATE
" . My Documents | Documents
| EasyTech
> 8 Novell Elementary Storytelh
, Elermenta orytellin
> 4 PerflLogs . v J
) | Ewvaluation
| Presentations s 7
» Pronram Files | < | L :
File name: Spreadsheet Basics - Part1 =
Save as type: ’Excel Workbook -
Authors: EPISD Tags: Add atag
[ Save Thumbnail
<« Hide Folders Tools - [ Save J [ Cancel ]
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Online Handouts

Atomic Learning
Desktop Setup
EasyTech

Elementary Storytelling

Audacity

Copyright Infringement

Creating a Digital Story

Digital Cameras

EPISD Photo Release

iPod - Getting Started

Podcast Projects

Sample Movie Maker files

Syncing video iPod

Using 1Tunes

Windows Movie Maker
MOV-WMV converter
MP4-AVI converter
WMV-MP4 converter

TEAMS for Teachers

Attendance

Gradebook
1 Gradebook Options
2 Category Setup
3 Copying Categories
4 Adding Assignments
5 Entering Grades
& Copying Assignments

Parent Portal

Progress Report

Report Card

Transfer Grade

W
qo webclass.org

Education and training via the internet are growing rapidly. Accessibility from home or school
makes Internet handouts a viable alternative to hardcopy handouts. The PDF format is
accessible on both Windows and MAC platforms using Adobe Reader, or the fast and simple

open-source reader for Windows called Sumatra.

Elementary Storytelling in iTunes

View all 21 digital stories from El Pasc ISD teachers and students
Elementan Elementary Storytelling illustrates how video and audio tools are
Story used to tell a story - a digital story. Curriculum topics chosen by the
reting KB teacher vary from class field trips to the reenactment of historical or

current events.

Some digital stories
smaller group of sel
10 minutes.

de the entire class, while others use a
students. Video length is generally 2 to

Technology Webinars
using Adobe Connect
"‘ Creating PDF files using Office 2007
Adobe Customizing Quick-Access Toolbar in Office 2007
€2 o Using Paint for Math-Science-Lang Arts

W Using HP webcam for Digital Storytelling
Windows 7 Features
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