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Designed for applying what was learned in my

Microsoft Office Course

v % 2 EXCEL Jobs
¥ [ 3 POWERPOINT Jobs
2 WORD Jobs

SEVEN JOBS INCLUDED:

= Xmas Holiday Spending (Spreadsheet)

" Fall Festival Ticket Sales (Spreadsheet)
= Coffee Shop Drinks (Brochure)

Fun Locker Art

Easter Candy (Slideshow)

Thank a First Responder (Formal Letter)
Xmas Reindeer Sitting (Insert a Table)




9-Page Printahle Packet for Students

Easter Candy | | Create a formal business letter: | This is an example

of a formal
WE ASKED AMERICANS
Create a PowerPoint of the top 6 Easter ABOUT THEIR &% Reference Page

ies according to the graphic. aIQG’I !te t bUSiIIeSS lette il’l
candie ing he gi ic. ~ " [

Start with a title slide. Dedicate one slide to v

each of the top favorite candies. 8W Ca[[dg[, . e | RewmAdes WITHQUT a

Use the Internet to research facts and Suies

Morgarile, PA 15069

history about each of the candies. THIS YEAR INCLUDES: S 41— —— | Dae letterhead. This
Inc{u:f-gn each slide: . s vt «———— [ |ctterAddress letter has a return
X . itle e e X
‘ FU n LOC ke r Al't! Lepila bl QuickReferance Photo of the candy : ‘vﬁ S%gs:o/tms gngﬁ%/gsns o —— | Salutation address instead.

List 3-5 facts about the candy
A page border i o,
Insert a spring picture ﬁ. 15%

axparionce and what you lkod and distid aDut those obe.

hape Format

Let’s create a sign with your name on it that shows your personality!

- JELLY BEANS = M&MS OR Basedon your
1. Open a blank PowerPoint file. A A Text Outine ~ Yy SKITTLES o P o
=1 the foll tools & fi oboier Body of the letter
2. Insert a textbox and type your name. ) A Text effects ~ ‘Use the following tools & functions in your B o
3. Format your text with a bold, thick font. Make the font large enough to fill your whole page. slide file: :’{ﬁ}: 9 % . 8 % kot e ot e, st o s el of o s i
4. Selectyour text and go to ‘Shape Format’. Select ‘Text Fill’ and ‘Picture’. i [E— WordArt sﬂ] MARSHMALLOW GUMMY CANDY e —  Complementary Close
.
5. Select ‘Online Pictures’and choose a picture to fill your letters and act as a fill. TextB Create a table
Suggestions for I 3D Mc = . eowen Coftsis Letter Signature R . d S itti ———
filler pictures: 1] I“ QUICK Reference Head of HR at Androws & Spencor —————————————— L Nameofauthor einaeer ol |ng -
Flowers —— Insert Thank a First Responder Format a formal lettel _— N Title Organize data
Gems e :‘"" Transi Add - Initials of preparer
men < — . . .
6. Format the background of your page with gradient fill. Go to the Design tab, select ‘Format B‘:':“’e’:flfes wr Anired Y Indlcation thatthera You are to create a table that includes information for
Background". Select ‘Gradient Fill. Change the colors of the clips whatever color scheme Ralnbow More FAC t 1. Open a blank Word Document. is an attachment the new reindeer caretaker.
you desire. Minecraft 2. Adjust your margins to be 1 inch all the way around. Introduce yourself.... (fpresant) )
* Format Background x Ocean 3 Wr_i(e aformal letter to a first responder‘ (fireman, police Who a': vr::’ :Vf:e:‘ d:hw: sout: slc*:‘wt" 1. Open a blank Microsoft Word Document.
> officer, EMT, etc.) thanking them for their service and the AT 360G mzation Yol belong. 1o ‘Business Education with Denise Laigh ©
important work that they do. OR a subject 2. Inserta 10 row, 3 column table.
. #5 s 4. There is a basic format to the right to refer to and the next page that you like the best. 3. F;o tothe La,yout tab and change the Orientation of your page to
is a reference page to refer to for formatting purposes. Landscape’.
r 5. When you are done with your letter, insert a watermark. To do Why are you writing this letter? 4. Goto ‘Table Properties’ and format the table with the following
so, €0 to the ‘Design’ tab and select 'Walermgrk' on the far Are you writing it for a class project? measurements:
“f_:':m'"'f'wm et right. Sele‘f‘ ‘Cus(om'wa(evmavk'. C}‘CK on ‘Picture “In computer applications class, we were Rows: 0.5 height Columns: 3” Width
atermaric and henySelectiiotures asked to write a letter to a first responder 5. The column headings for each of the columns should be:
6. Be sure to have ‘Creative Commons’ checked so that you are thanking them for their service.” P e e——— st o
using an image that you have permission to use. e . = r—
Some suggestions of images to use as a watermark: . olumn: Personality Traits
“Thank you” image, ‘police officer symbol’, fireman Send a message of gratitude. 3" Column: Preferred Food
symbol’, ‘EMT symbol’. "Th'ankynu Inrynur;ew
'"'a"kY.°,",,’:',,':f,'f:',§:’;f,’r,:,::f:;ﬁ Use formulas and functions ik Ref Santa’s 9 Reindeer: They like to eat:
) sothat I an have abetter | D, Quick Reference = Dasher-fast and good-looking « Dasher-Cornbread
4| se paint can shading — . L -
e e Insert 3D model = Dancer-agile and timid = DancerGingerbread
) > o Closure Stateme Insert and format chart = Prancer-lively and agile . N
Business Education with Denise Leigh © - Toge Background P s | Your'Senool crganbatian s having s fall lestivall Yot are W e et P!'a ncer_Sourdough
[ “I am happy that | had a chanc responsible for keeping track of ticket sales and profit. The A B C D E F g = Vixen-Cinnamon bread
thank yi cost of each ticket is $2.00 with the cost of the actual ticket ] Comet-speedy onice = Comet-Cornbread
“Know that you are appreciat and the expenses incurred. Now that all 4 weeks are over and . f . )
you have the number of ticket sales, you can complete your | <t L * Cupid-lovingand gentle = Cupid-Cornbread
1
spreadsheet. = Donner-thunder and fast! = Donner-Sourdough
- - | S Complimentary Closi 1. Open ablack Excel Workbook. 2 ® Blitzen-Nervous and timid = Blitzen-Gingerbread
T “Sincerely Yours 2. Complete the table with the data to the right. Format the Expense Income = Rudolph-personable and strong = Rudolph-Cornbread g
o “Very Truly Yours table to be as close to the table image as possible. Ticket per per Ticket
= “With Gratitud 3. Insert the appropriate formulas in cells D4, F4, and B9. 3 Price  Ticket Ticket  Sales Profit Business Education with Denise Leigh & 2024
Replicate the formulas to all appropriate cells. 4 Week1 § 1000 § $ 820.00
4. Insertachart much like the chart shown. Thechartshould |5 week2 § 1000 §  2.00 $ 640.00
only display column A and column F.
8 Ed h Denise Leigh X . .
uskiecs EdUCANiC With Denids Léigh & 5. Format the table in fall colors and change the title of the ‘;’ xwk 3 |8 10008 200 $ 730.00
table to reflect its content. eekd |§ 100018 200 $ 81000
6. Insert a 3D model of a fall decoration or two. 8
7. Change the colors of the table to reflect fall colors. 9 _TOTAL
8. Be sure that the data in the table s easy-to-read and T ; : 3
professional looking. > o o
o .
Format table
Holiday Spending| Uspan censhadng ? ?
Insert stock images Quick Reference
= Format cells . .
7 g - .. yhop Drinks | s 2
" i ° o ° o ' & #1
FurE el My Holl oo, DR - | -
- 2 Background
nsies ofouE cheosingincalami A- 2 mount hange the paper size to 8.5X 11. To do S0, g0 to the Design’ / poamen
ustor
1. Open a blank Excel Workbook. j e ;‘e’:;'r") ";ggg" o iding a rectangle shape and formatting it with no fill. Make
% Funetions for comerng, b e Usamamesctyour |0 (orvperon) 35000 sw R o enoosing Gotothe esgr b and sl
CHecaing IR Sl A ” P ¥ 6 (any person) $30.00 Jul Business Education with Denise Leigh © Eorofyour choosing- Gotothe Design:tab and selec
e 5 7 (any person; 25.00 Hat andist
3. Use the appropriate formula for cell E4. 8 Ecn: ze,soni :20_00 Golf Balls $18.12 8 font for the title that reads: “Spring Drinks at Main Street Coffee
4. Replicate that formula down the column. 9 (an Shop™.
‘ ¢ y person) $3500 Perfume $38.20
5. Use the appropriate formula in cells B15, D15, and cell [ Fcny gevson) $45.00 Game Voucher $45.00 5. Insert 3 coffee cups from the stock images. Your page should look similar as the illustration
E15. 11 (any person) $50.00 Spa Gift Card $50.00 below.
6. Format columns B, D, and E to currency and 2decimal 12 (any person) $20.00 Hat and Scarf $16.70 6. ftemove the wl':ile background of the cofﬂ‘ae cups by selecting l!’!e image anq clicking‘on the
spaces. 13 (any person) $15.00 Coffee Shop Gift Card $15.00 'Shape Format’ tab. At the far left, select ‘Remove Background'. Use the refine tools ‘Mark
7. Insert a stock image to your spreadsheet. Searchwithin 14 (any person) $15.00 Coffee Shop Gift Card ~ $15.00 Areas to Keep; and ‘Mark Areas to Remove'.
the stock images for ‘holiday’ images. Be sure to select, (15 TOTALS 7. Insert 3 test boxes with the names and descriptions of the new spring drink on each of the
‘Place Over Cells’ so that your image is not captive in 16 cups. Cookies and Cream Frappuccino-This is a mocha cookie crumble
one small cell. - Frappuccino with créme base.
8. Use the paint can icon to color and fill columns, rows, @ T #7 Sunset Refresher-This is a passion tea lemonade with peach juice and a #3 =
and cells in a holiday color theme. Remember to assure N F—— o QA A pump of classic syrup. Alomats
Vthat your table is easy to read and select colors thatare | = s Al Pink-a-colada-This is a pink style drink with vanilla sweet cream cold foam Theme Colors
not too dark. Change the font color if necessary. < Insiet Plcturd From B I Uu-v@ @_ v and 4 pumps pineapple ginger syrup. Insert Draw Des| o EEEEEEN
9. Incell E15, shade that cell different from the rest and o — : G i
. . Font Gpaing Drinks al :
I C ro S Oft 0 l I d a wselec!aborderto surround that cell only. " m N = Main Gtreet Copgee Shop ; jat | | III i I il
I { I I l y o 3 o 8 liikkdli ‘ R
I Standard Col
#9O [cenyGothic 1 s #4 1 nsr ictreFom 0 : = o:- 1T
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product may = 7 eyedropper
font look 3

something
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Students Exampies Inclucled as Teacher’s Keys

Cookies and
Cream
Frappuccino-
Tl\lllllmoe:l:
cookie crum!
Frappuccino with
- R;:::;r ol Personality Traits Preferred Food Skills Applied
h’:’:"umuo.. Reindeer Y Create a table
md gl Format tabl
Peach juice and 5 ~ ~ . ormat table
PUMpof clammis Dasher| Dasher-fast and good-looking Cornbread Organize data
d Dancer Dancer-agile and timid Gingerbread
Pink-a-colada-
bl Tl Prancer| Prancer-lively and agile Sourdough
‘sweet cream cold n N N N N
e b g Vixen Fierce and intelligent Cinnamon bread
Comet Speedy onice Cornbread
Cupid Loving and gentle Cornbread
Donner Thunder and fast Sourdough
Blitzen Nervous and timid Gingerbread
Rudolph Personable and strong Combread
Skills Applied
I l Amount Priceof  Money Format table
3 Person fo Spend Gift Gift Left-over Use paint can shadin
'yg ' ' ) l \ pQ 4 Mom $50.00 Coat $4288  $7.12 I A Ki g
il 5 Dad $50.00 Sweater $47.12  $288 nsert stock images
4 Micheal $30.00 Jumper $2850  $1.50 Format cells
7 Jessie $25.00 Hatand Scarf $22.80 $2.20
& Bl $20.00 Golf Balls $1812  $1.88
9 Debra $35.00 Perfume $38.20 -$3.20
= 10 MeMaw $4500 Game Voucher $4500  $0.00 y [a
| a2 11 Papaw $50.00 Spa Gift Card $5000  $0.00 \C
b 12 Michelle $20.00 Hat and Scarf $1670  $3.30
l 13 Grefchen $1500 Coffee Shop GiftCard ~ $1500  $0.00 g
14 Matace $15.00 Coffee Shop Gift Card $15.00 $0.00
-~ i | 15 TOTALS $355.00 $339.32 [ $15.68
16 .
— i
Student Exam P les for 1 Skis Applic
| 20 Use formulas and functions
/ 21 Format table
2

Use paint can shading
Insert 3D model
Insert and format chart

Teacher’s Use

T

Microsoft Holiday EFa"-CFe;ﬁvai e —
— -

Ticket per per Ticket
. «, 3 Price Ticket  Ticket Sales Profit

ACt IV It I e S 4 Week 1 § 1000 $ 200 § 800 S 82000 § 6,560.00
5 Week 2 § 1000 § 200 § 800 S 640.00 § 5,120.00
6 Week3 $ 1000 S 200 § 800 § 73000 $ 5,840.00
7 Week 4 $ 1000 S 200 § 8.00 S 81000 $ 6,480.00
8

Business Education with Denise Leigh © 9 TOTAL $3.000.00 § 24,000.00 J

NOTE: If your students are using the free version

of Microsoft, some tools and functions will not be
available to them.




Fun & Seasonal Activities

Great for In Person & Independent Learning
Great for Home Schooling

ALSO CHECK OUT MY
MICROSOFT WORD,
EXCEL, AND POWERPOINT




Hi! My name is Denise Leigh. | have been teaching Business
Education for over 25 years! | love collaborating with business
educators all over the world. | am a 2022 Pennsylvania
Teacher of the Year Finalist and relentless lifetime learner and
lover of everything education. Engaging students and
connecting them to their world is my jam!

Thank you for exploring my resources and sharing my passion
for BUSINESS EDUCATION!

Denise Leigh is an expert
on student-led instruction.
She was featured on

CBS Pittsburgh for her

City Collaborative™
Project-Based Business
Education (PBL)
Classroom.
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