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Objectives
Students will be able to:

☐   Understand how to access Google Drive as part of their email (Gmail) account.

☐  Understand how to use Google Drive on multiple devices (cloud storage)

☐  Create a spreadsheet

☐  Navigate a spreadsheet

☐  Input and change look of text and numbers

☐  Create a chart 

☐  Use Auto sum function

Vocabulary
Discuss what you already know about these words with a partner:

· Google

· Email account

· Google Drive

· Spreadsheet

· Save

· Select

· Font

· Font color

· Cell

· Column

· Row

· Cell Address

· Formula

· AutoSum

· Chart

· Sign out

Discussion
1. You want to find out how much you spend on coffee in a week. You want to make a list of when you buy and how much you spend. You don't have paper or pen but you have a computer. What can you do?

2. Can you write on a computer? How? Turn on the computer and show each other. Then complete the steps below.
· Step 1: Turn on the computer, log on

· Step 2: ____________________________________

· Step 3: ____________________________________

3. What 2 things can you do with your email account?
Task 1 – Explore
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	What is a spreadsheet? How is it different from document?
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	To “sign out” means…




Task 2 – My Luck with M&Ms
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Task 3 – The Cost of Chocolate Addiction





Follow-Up Exercises

Exercise 1: Vocabulary 

Write the vocabulary word for each sentence in the crossword.

[image: image1.png]Google Drive: Spreadsheet

Complete the crossword below

H ] .

Created on ThaTeact





Horizontal (Across)

4. Is connected to a Google email accounts and we can make different types of files on it.

6. This means highlight text before you change it.

7. This is a combination of a letter (from the column) and number (from the row). Example: A2

11. When we change the color of the words and numbers, we change this.

12. This changes how text and numbers look. It comes in many different types and each one has a name.

14. This is a button with a formula to add the contents of cells.

Vertical (Down)

1. Is a company that makes Gmail, Google Drive, Google Search and other software.

2. This is tells the program to make calculations. There are many different ones to make different calculations.

3. Every box in a spreadsheet is called this.

5. We need this to send electronic letters to family and friends.

6. This is a program with boxes. We can write information in these boxes. This program also has a calculator for mathematical calculations.

8. When we are finished with our Gmail account or Google Drive, it is very important that we do this.

9. This is a set of boxes in a spreadsheet organized vertically.

10. This is a set of boxes in a spreadsheet organized horizontally.

13. Information organized in a visual representation, with only a little text.

15. This keeps your work safe on a computer or flash drive so you can look at it later. You don’t need to do this on Google Drive. It is automatic!
Exercise 2: Google Drive Spreadsheet
Please answer these questions

1. What is Google Drive? How can you get to Google Drive? What are the steps? Please write down the steps.
Step 1:
Step 2:
Step 3:
2. What can you do on a Google Drive Spreadsheet?

3. Do you need to save a spreadsheet in Google Drive? Why or Why not?
4. Can you open your spreadsheet on a different computer? Why or Why not?
5. What is a cell address?

6. What is Autosum? What are the steps to using it? Write it down here.
Step 1:
Step 2:
7. When you are finished with your Google Drive Spreadsheet, what do you do?

8. What is the annual cost of chocolate addiction for your teacher? Is this a lot? What could your teacher do to change that? Are there any health consequences to health because of this addiction?

9. How are YOU going to use Google Drive Spreadsheet?

Repeat & Remember
Assignment 1:
1.  Create a Google Drive Spreadsheet.

2.  Change its name to “My Attendance”.

3.  Track your attendance in this class. What % of classes have you missed?
Assignment 2:

1.  Create a Google Drive Spreadsheet.

2.  Change its name to “Birthdays and presents”.

3.  Track the presents you have given to family and friends for their birthdays in the last year. What is the average cost? How many presents do you give a year?

Figure � SEQ Figure \* ARABIC �1�: Explore Google Drive








Work with a partner to discuss the questions inside Figure 1.


























In Figure 2, what do you think will happen if “Spreadsheet” is clicked? 





What do you think are spreadsheets?  Is a grocery list with prices a  “spreadsheet”?  On the lines to the right, write down what you think can be done with a spreadsheet and how it is different from a document.








4.  Work with a partner to discuss what “sign out” means.  


Write your answer in the space provided.  





Figure 3: Explore User Icon








Click on CREATE





Click on SPREADSHEET





























Create a new spreadsheet similar to this one.











Make the changes listed in the orange circle.  








5. Change the Text to match the colors of the words.





You are now going to use a FORMULA: AUTOSUM to calculate the total


6. Click on MORE > Σ > SUM














7. The formula for sum is =sum(). Next highlight the cells you’d like to total.





















































 CONGRATULATIONS!  YOU ARE FINISHED!








You are now going to CREATE a chart! 


8. Highlight the color words and the numbers of the M&Ms. 


Click on MORE > INSERT CHART

















9. Select PIE CHART. 































































































 CONGRATULATIONS!  YOU ARE FINISHED!








10. Click on CUSTOMIZE. Change Title to: MY Luck with M&MS. Click INSERT.



































CONGRATULATIONS!


You are FINISHED!













































































 CONGRATULATIONS!  YOU ARE FINISHED!








Click on CREATE





Click on SPREADSHEET


























Copy the information


Use your teacher’s name in the title


Make the title bigger


Use AutoSum for Day Totals and weekly total



































Copy the information on cost


Calculate using


Multiplication


AutoSum


Average


Maximum


Minimum


























4. INSERT a CHART













































































Remember to change the CHART TITLE!























CONGRATULATIONS!


YOU ARE FINISHED! 
































When you are finished, always remember to sign out!
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