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	1
	1
	
	BRIEFING  CONCERNING TERM TWO WORK
	
	
	

	
	2 & 3
	SPREADSHEET
	By the end of the lesson, the learner should be able to:

i) define the term spreadsheet

ii) explain two types of spreadsheet 

iii) outline advantages of using electronic 

      spreadsheet

iv) name examples of spreadsheet

v) explain the components of spreadsheet
	- question and 

   answer method

- demonstration 

   method

- discussion method
	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P 52-55

Bk 2 

By Dr John Onunga &

Renu Shah

P 71-74
	

	2
	1
	Application areas of a spreadsheet
	By the end of the lesson, the learner should be able to:

i) explain on statistical analysis:

· average 

· median

ii) explain on accounting

iii) explain on data management

vi) explain on forecasting (“ what if” analysis)
	- demonstration 

   method

- discussion method
	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P 55-57

Bk 2 

By Dr John Onunga &

Renu Shah

P 74-75
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	2
	2 & 3
	Creating a worksheet/work book using Microsoft excel
	By the end of the lesson, the learner should be able to:

i) explain the procedure of starting Microsoft 

    excel

ii) explain on various parts of Microsoft excel 

    window:

· title bar

· the menu bar

· formula bar

iii) state the components of the worksheet

vi) navigate the Microsoft excel screen
	- question and 

   answer method

- demonstration 

   method

- discussion method
	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P 57-60

Bk 2 

By Dr John Onunga &

Renu Shah

P 76-80
	

	3
	1
	Creating a worksheet
	By the end of the lesson, the learner should be able to:

i) create the worksheet using the general format

ii) create the worksheet using the template

iii) edit the cell entry

iv) select a range

v) perform practical activity 2.1
	- demonstration 

   method

- discussion method
	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P 61-63

Bk 2 

By Dr John Onunga &

Renu Shah

P 80-87
	

	
	1 & 2
	Selecting multiple ranges
	By the end of the lesson, the learner should be able to:

i) select multiple ranges using shift key or control 

   with combination of a mouse

ii) hide row/column

iii) save a worksheet and retrieve worksheet

iv) explain on cell data type
	- discussion method

- demonstration 

   method


	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P 64-67
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	4
	1
	Cell referencing
	By the end of the lesson, the learner should be able to:

i) define the term cell referencing

ii) two methods used in cell referencing

iii) define the terms: relative, absolute referencing

iv) explain on referencing using labels and names 

v) create a named range
	- question and 

   answer method

- demonstration 

   method

- discussion method
	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P 67-69


	

	
	2 & 3
	Basic factions and formulae
	By the end of the lesson, the learner should be able to:

i) leaner to manipulate statistical functions:

· average

· count

· max

· min

· mode

ii) explain on logical functions

iii) manipulate the mathematical functions

iv) state the order of execution 
	- question and 

   answer method

- demonstration 

   method


	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P 70-72


	

	5
	1
	Editing a worksheet
	By the end of the lesson, the learner should be able to:

i) copy and move data

ii) explain on worksheet formatting 

iii) format text and numbers
	- demonstration 

   method

- discussion method
	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P 73-75
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	5
	2 &3
	Changing columns width
	By the end of the lesson, the learner should be able to:

i) change the column width

ii) change column row height

iii) insert rows and columns

iv) generate global worksheet 

v) use autoformat 
	- question and 

   answer method

- demonstration 

   method

- discussion method
	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P 76-79


	

	6
	1
	Data management


	By the end of the lesson, the learner should be able to:

i) carryout sorting of data

ii) filter data

iii) manipulate autofilter


	- demonstration 

   method

- discussion method
	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P 80-82
	

	
	2 & 3
	Subtotals function
	By the end of the lesson, the learner should be able to:

i) type the data of the spreadsheet

ii) calculate subtotals

iii) state the types of charts

iv) create the charts
	- discussion method

- demonstration 

   method


	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P 82-86
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	7
	1,2,3
&
4
	
	MID TERM EXAMS,
THEN SCHOOL BREAK FOR
HALF TERM/ RECESS
	
	
	

	8
	1
	Moving and resizing charts
	By the end of the lesson, the learner should be able to:

i) manipulate data ranges

ii) set the label

iii) set the heading and titles 

iv) set the legends
	- question and 

   answer method

- demonstration 

   method
	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P 87-88


	

	
	1 & 2
	Printing worksheet
	By the end of the lesson, the learner should be able to:

i) set page setup

ii)preview the document

iii) set printing options

iv) explain the meaning of page orientation and 

     print
	- question and 

   answer method

- demonstration 

   method

- discussion method
	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P  89-91
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	9
	1
	DATABASE
	By the end of the lesson, the learner should be able to:

i) define the term database

ii) outline examples of database

iii) describe database model
	- question and 

   answer method

- demonstration 

   method

- discussion method
	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P  93-96


	

	
	2 & 3
	Queries and query language,

Forms/screen input
	By the end of the lesson, the learner should be able to:

i) analyze forms/screen

ii) analyze the report

iii) define the terms; 

· field

· records

· files/tables

iv) create database using Microsoft access 
	- demonstration 

   method

- discussion method
	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P  96-100


	

	10
	1
	Guideline on designing a good databases
	By the end of the lesson, the learner should be able to:

i) state the guidelines for designing a good 

   database

ii) create a table

iii) describe field data types
	- question and 

   answer method

- demonstration 

   method


	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P  101-103
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	10
	2 & 3
	Field properties
	By the end of the lesson, the learner should be able to:

i) explain on field data types

ii) define the term primary key 

iii) editing a database
	- question and 

   answer method

- demonstration 

   method


	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P  104-109


	

	11
	1
	Form design
	By the end of the lesson, the learner should be able to:

i) create form using design view

ii) create form using form wizard

iii) create form using auto form wizard
	- demonstration 

   method

- discussion method
	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P  110-113


	

	
	2 & 3
	Searching for specific data in a database
	By the end of the lesson, the learner should be able to:

i) name two search tools

ii) use the find command

iii) explain the difference between select query 

      and action query

iv) state four types of action query found in 

     Microsoft access 
	- question and 

   answer method

- demonstration 

   method


	Longhorn Bk 2

Computer Studies

By S. Mburu &

     G. Chemwa

P  115-119


	

	12

&

13


	
	
	EXAMS, MARKING AND CLOSING THE SCHOOL
	
	
	


