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	TEKS Content Standards Addressed


	TEKS Technology Applications Standards Addressed



	Overview & Purpose 

The purpose of this lesson is to demonstrate to student how to create a database and intergrate that database into a word processing document 
	


	Objectives
	Teacher Guide (what will you do)
	Student Guide (what will students do)
	Materials Needed

	
	
	
	Computer Lab with access to database and word processing programs.
Set of data for students to input into database

	Time
	Anticipatory set

(Give and/or demonstrate necessary information to prepare students for the lesson)


	A database is used in many ways. Some people use a database to create address books, lists or reports. In our class today, we are going to create and address book. 

Create a list of data for students to input into their database:
Example:
Fields: Name Address City State
Joe 3 Oak St. Poquoson VA
Sara 2 River Rd Yorktown VA
Billy 34 Main St. Houston TX
(you can create a list to suit the amount of time you have in your class)
	Students will create a database by defining fields and entering data.
Students will use the sort and filter features of a database.
Students will integrate a database into a word processing document using Print Merge.
Students will identify various uses for a database and the integration of a database into a word processing document. 
	

	
	
	
	
	

	Time
	Instructional activity

(Describe the activities to be used to engage the students in meeting the objective)


	Once the document is complete, the instructor may then show students valuable tools like the sort and filter feature.
Sort: Using the sort feature will allow students to put their data in order according to Name, address, city, and/or state. For example, instruct students to click on the menu bar labeled Record. Under record their is the option to sort. When you choose sort, it will then allow you to choose the field or fields you wish to sort by. I would suggest you have them sort by state and then by city. This will take the data and group it by city and then state. So, now matter what order you type it in, you can have the data in the format you desire. This would be a good time to explain by telling the students we often add people to our address book and this sort feature makes it easy to keep all of your names in alphabetical order. 
	Now student are ready to input the data into their database. Students may adjust the size of the columns and row by clicking between fields and dragging to make the cells larger. Students will input the data the teacher has supplied into their database. Once students have finished have them save their document for safety.
	Other Resources

	
	
	
	
	

	Time
	Evaluation

(Steps to check for student understanding)


	Observe student to make sure they input data into their database and word processing document correctly. Monitor class as the lesson goes on.
	
	

	
	
	
	
	

	Reflection

(Was the lesson successful?  What were the successes and failures? What was the student's reaction?)


	
	
	Instructional Location


