Lesson 1: Using Excel to Record Attendance 
This lesson needs to be done at the beginning of the year or term so that students can begin recording their attendance right away. No previous knowledge of computers is required for this. It works best if there is a projector attached to a computer for demonstration and practice, and also relies on experienced students to show new students how it works and help them the first few times they do it. Teachers need to have already set up the worksheet(s) that students will use on the designated computer.

Outcome: 


Parents record their attendance daily on a spreadsheet – opening a file, entering data, saving, and closing the file.

Objectives: parents

· gain number familiarity

· use an Excel spreadsheet

· learn basic file operations of opening, entering data, saving, and closing

Before the Activity:


Teacher sets up spreadsheet(s) on an accessible computer. These can be set up individually for each student or for the entire class, depending on the teacher’s preference.

	
	Basic Activity
	Technology Options

	Warm-up / Review
	Put numbers on the board and have Ss say them
	

	Introduction
	Go around a circle and count to 100

Discussion: anyone working? how do they keep track of hours at work? Talk about importance of taking attendance and how it is a job skill.
	

	Presentation
	Demonstrate (using projector) (make sure to use regular mouse rather than touchpad)

· how to find their own spreadsheet [navigating Windows]

· how to open that spreadsheet

· how to record their attendance each day

· how to save and close their spreadsheet


	If no projector available, use screen-capture printouts to hand out to students.

If a computer lab is available, students can do this as the teacher demonstrates it.

Teacher sets up spreadsheet(s) on one computer or network as appropriate.

	Practice
	One returning student and then two new students try it on the laptop with the projector. All students watch these three doing it, while teacher narrates what is happening for repetition with each one.
	If no projector available, then have students practice at a computer in pairs, with experienced ones helping the newer ones.

Alternatively, show one or a few students how to do this, and have them teach new ones as they come in to class.

	Application
	Each student records their attendance on the computer each day during class time.
	

	Evaluation/Outcome
	Students keep track of their own attendance each day.
	If each student has her/his own worksheet, then do a printout at the end of the term to put in a portfolio.


Extensions/Variations: Parents can also record children’s attendance, in order to raise awareness of the necessity of consistency for the children as well as for themselves.

