
Unit 4: Computer Applications 

Grade Level: 9 
Unit Name: Construct Business Documents using Spreadsheet Applications 
Pacing 4.5 weeks 

Priority Standards:  
Create basic formulas with addition, 
subtraction, multiplication, and division 
Create, design, and edit spreadsheets 
 

Learning Targets: 
I will demonstrate correct use of spreadsheet 
terminology. 
I will create, design, and edit spreadsheets. 
I will create basic formulas with addition, 
subtraction, multiplication, and divisions. 
I will format cells, columns, and rows. 
I will format columns and rows. 
I will use basic functions and formulas. 
I will create, format, and edit charts and 
graphs. 
I will interpret and organize spreadsheet data 
I will integrate spreadsheets in other 
applications. 
I will link spreadsheet data 
I will use advanced functions and formulas. 
I will use lookup tables. 
I will demonstrate protecting and freezing 
features. 
I will use relative and absolute cell references. 
I will create and use named ranges in formulas 
I will analyze spreadsheet data using “what if” 
scenarios 
I will manipulate multiple worksheets in a 
workbook. 

Supporting Standards:  
COMM.I.B.1.4 Demonstrate correct use of 
spreadsheet terminology  
COMP.I.1.2 Create, design, and edit 
spreadsheets  
COMP.I.1.5 Create basic formulas with 
addition, subtraction, multiplication, and 
division  
COMM.IV.3.8 IT.V.3.5 Format cell, column, 
and row contents (e.g., font, color, alignment, 
shading, decimal 
COMM.IV.3.8 Format columns and 
COMP.III.1.2 IT.V.1.2 Use basic 
functions/formulas (e.g., auto sum, average, 
IF)  
IT.V.3.5 Create, format, and edit charts and 
graphs  
COMP.I.1.6 COMP.I.1.8 Interpret and organize 
spreadsheet data (e.g., sort and filter)  
IT.V.3.5 Integrate spreadsheets in other 
applications  
IT.V.3.5 Link spreadsheet data  
IT.V.3. Use advanced functions/formulas (e.g., 
payment, future value, statistical)  
IT.V.3.5 Use lookup  
IT.V.3.5 Demonstrate protecting and freezing 
features  
IT.V.3.5 Use relative and absolute cell 
references 
. IT.V.3.5 Create and use named ranges in 
formulas  
IT.V.3.5 Analyze spreadsheet data using "what 
if" scenarios  
IT.V.3.5 Manipulate multiple worksheets in a 
workbook 



Big Ideas: 
Students will use spreadsheet application 
software to create professional quality 
business documents. 
 

Essential Unit Questions: 
 
1. What is a spreadsheet?  
2. What are the fundamentals of creating an 
equation?  
3.What process would you use to create charts 
and graphs using spreadsheet application 
software? 

Vocabulary: 
 
Excel              Auto sum              IF 

Look up tables               Relative cell reference 

Absolute cell reference              Cells 

Accounting number format      Percent style 

Comma style         Increase decimal 

Decrease decimal         Insert cells 

Delete cells       Fill          Sort and filter 

Conditional formatting       Format as table 

Analyze data                 MAX 

 


