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TECHNOENTREPRENEUR GETTING STARTED

Project Overview

Introduction to TechnoEntrepreneur

In this project, students become entrepreneurs who operate their own
restaurant. The fun begins, when the fledging restaurateurs survey their

classmates to learn about the type of cuisine to serve their patrons. The survey

datais arranged in Microsoft Excel and the numbers fransformed into a graph.
This information is then used to explain the new business venture to potential
investors in a well-written letter. Once students generate enough money to
start-up their restaurant, they use the drawing tools in Microsoft Word to draft
the floor plan. The business idea is really starting to take shapel!

Soon the entrepreneurs’ dreams become a reality - their restaurant is opened to the public and
it is a huge success. The restaurateurs use Microsoft Excel to calculate their earnings. The business
is making enough money that it is time to expand the operation. Students create a newsletter to
promote their restaurant concept as an excellent business opportunity for like-minded
entrepreneurs.

What type of restaurant will you operate?

Students complete the following tasks:

1. In Session 1, students become entrepreneurs. They organize the start-up of their business
venture — to own and operate a restaurant. To begin, they are infroduced to spreadsheets
and gain an understanding of how this tool is used by ‘real’ professionals. They then survey
their classmates to determine the type of cuisine to serve at their restaurant. With this dataq,
students tabulate and chart the results using Microsoft Excel. This information is interpreted
and summarized in a report to potential investors in the following session.

2. InSession 2, students develop a business plan. By interpreting the survey results from last
session, students determine the type of restaurant they would like fo own and operate. With a
firm idea, they write a professional letter to an investor requesting money to generate
revenue to use towards start up business costs. Students learn how to use a Microsoft Word
template to quickly write a well-formatted document. They insert the Microsoft Excel
worksheet from the previous session into their letter to illustrate the results of their survey and
their rationale for selecting a particular type of cuisine for their restaurant.

3. In Session 3, students receive confirmation that they have acquired enough money to start
their business venture. The investor has requested a floor plan of the restaurant and
permission to make some suggestions with the design. Students launch Microsoft Word and
explore its drawing tools in order to acquire the skills necessary to complete this task.

4. In Session 4, students apply the drawing tools of Microsoft Word to design the floor plan of
their restaurant. Students consider their clientele and the type of dining experience they are
expecting. Shortcuts to complete the project are infroduced as students design seating
arrangements that can be easily grouped and duplicated to place elsewhere in the layout.
Students create a well designed restaurant with a focus on functionality.
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TECHNOENTREPRENEUR

5. InSession 5, students learn advanced spreadsheet skills by designing a worksheet to
calculate their monthly, quarterly, and yearly earnings. Using Microsoft Excel students use the
Fill Series option to easily create a table that holds financial information. Calculations such as
Sum and Average give students a clear overview about their earnings. This information is then
displayed in chart format.

6. In Session 6, students complete a newsletter to help promote their entrepreneurial venture in
the restaurant business. The newsletter includes the company logo, contact information,
financial statistics, a monthly earnings chart, and an attractive description of the restaurant
complete with floor plan.
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SESSION 1

BUSINESS SURVEY

In this session, students become entrepreneurs. They organize the start-up of
their business venture — to own and operate a restaurant. To begin, they are
introduced to spreadsheets and gain an understanding of how this tool is used
by ‘real’ professionals. They then survey their classmates to determine the type
of cuisine to serve at their restaurant. With this data, students tabulate and
chart the results using Microsoft Excel. This information is interpreted and
summarized in a report to potential investors in the following session.

Assignment 1 - Infroduction to TechnoEntrepreneur
Assignment 2 - The Microsoft Excel Window
Assignment 3 - Business Survey

Assignment 4 - Business Survey Results

Session 1 Review

Session 1 Skill Review

Session 1 Extension Activity






TECHNOENTREPRENEUR SESSION 1

Session 1: Business Survey
GETTING STARTED

Overview

In this session, students become entrepreneurs. They organize the start-up of their business
venture — to own and operate a restaurant. To begin, they are infroduced to spreadsheets and
gain an understanding of how this tool is used by ‘real’ professionals. They then survey their
classmates to determine the type of cuisine to serve at their restaurant. With this data, students
tabulate and chart the results using Microsoft Excel. This information is interpreted and
summarized in a report to potential investors in the following session.

Materials

¢ Microsoft Office Excel

¢ Microsoft Office Excel Standard Toolbar Flashcards (Optional)
o Enfrepreneur template

e My Survey sample file

o Restaurant Name Survey sample file for Skill Review (Optional)

Teacher Preparation

o The Enfrepreneur folder must be copied to each workstation before instruction begins.
This folder contains the templates necessary to complete the activities in this project.
Detailed instructions of how to prepare the folder are discussed the in the Preparing to
Teach section of this guide.

e (Optional) Print in color the flashcards outlined in the Preparing to Teach section of this
guide. Separate and mount or laminate each card to increase durability. These
flashcards can be used to create bulletin boards or used to predict or review the
function of program fools.

Teaching Strategy

In this project, students become entrepreneurs. Explain scenario to students:

need fo make is which cuisine, or type of food, you would like to feature in
your restaurant. The best way to do this is fo survey a group of people to find
out which cuisine is most popular. If you serve the type of food which people
really like, your restaurant will make money and be successful.

You are going to own and operate a restaurant. The first decision you will ‘ |
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BUSINESS SURVEY

In this session, students learn about the role of an entrepreneur. Discuss the following:

What is an entrepreneur? An entrepreneur is an individual who starts his or
her own business. Starting a business is a busy fime in any entrepreneurs life. ,ﬁ
Critical steps can be easily overlooked until the process is well underway.

The number one criterion for success is having a good plan. Starting and
running a business is supposed to be fun. This is a chance to be in charge
and live a dream where time is spent doing something you are really
passionate about!

You will become an entrepreneur by owning and operating your own specialty restaurant.
This is a restaurant that specializes in a particular type of food, such as pizza, hamburgers,
tacos, donuts and so on. To begin your business venture you will conduct a survey of your
peers to learn about food preferences. The survey results help you to determine the cuisine to
serve at your restaurant.

Afterwards, you will use a spreadsheet program to organize the information from your survey.

You will be able to change your results easily into a variety of graphs. These graphs will show,
in a very clear pictorial way, which type of restaurant is most popular.

Assignment 1 Introduction to TechnoEntrepreneur

In this assignment, students are introduced to the concepts of entrepreneurs and spreadsheets.
The assignment helps students understand how useful a spreadsheet program is for a business
owner. Prior to beginning, infroduce the following terms:

e Enfrepreneur: a person who starts and runs their own business

e Spreadsheet: a computer program that organizes numerical information and can
perform mathematical functions

Assignment 2 The Microsoft Excel Window

In this assignment, students learn the basic parts of a spreadsheet window, how to select cells,
and how to enter text. If your students are familiar with spreadsheets, you may use this
assignment as a review, or simply omit it. Prior to beginning, infroduce the following terms:

e Columns: Vertical groups of cells in a worksheet. The gray area at the top of each
column is called a column heading. Column headings are labeled alphabetically.

e Rows: Horizontal groups of cells in a worksheet. The gray area at the left of each row is
called a row heading. Row headings are labeled with numbers.

e Cells: A box where arow and column intersect is called a cell. Cells can hold words,
numbers, or formulas. Each cell has a cell reference, which is the unique name or
address assigned to the cell. A cell reference is based on its column and row location in
the worksheet. For example, the cell reference for the cell that intersects column A and
row 1is Al.
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TECHNOENTREPRENEUR SESSION 1

Assignment 3 Business Survey

In this assignment, students prepare to start their restaurant business by conducting a class
survey. They poll their classmates in order to find out the most popular type of restaurant cuisine.
If you wish to view an example of a completed graph, look af the My Survey file in the Sample
File folder of Session 1. You may also wish to show the sample file to the students for them to
understand what they are going fo create.

Prior fo beginning, infroduce the following term:

e Survey: a method of collecting data in which people are asked to answer a number of
qguestions related to a specific topic

Students ask their classmates which food they prefer to eat when dining at a restaurant.
Students may add a fifth type of restaurant cuisine in the "Other" box (upon teacher approval).
Results are recorded by placing a pencil stroke (I) in the appropriate column for each response
received. (I =1 response, Il = 2 responds, Il = 3 responses, and so on). Once each person in the
class has been polled, students tally the results and write the total for each cuisines type in the
“Total” column.

Assignment 4 Business Survey Results

In this assignment, students transfer the restaurant cuisine information from their handouts to a
Microsoft Office Excel spreadsheet.

Prior to beginning, discuss the following term:

e Graph: A picture created from a set of numbers. A graph shows patterns that are
harder to recognize by just looking at the numbers themselves. Some kinds of graphs
are a line graph, a bar graph, and a pie chart.

You may find it useful to demonstrate the Chart Wizard to the class, as a group. lllustrate to the
students how to select multiple cells, or a data series, before clicking the Chart Wizard. In this
way, the computer knows which data is being used to generate the graph. Encourage the
students to explore the variety of possibilities of graphs. Discuss the uses and advantages of
different types of graphs. Discuss with the class which types of graphs would best fit which kind of
numerical information. For example, line graphs are best used to show changes over time, bar
graphs are best used to compare sefs of information to each other, and circle graphs or pie
charts are best used to compare the relationship of parts to a whole.

Collect the printed copies of the worksheet from the students af the end of the session. You may
wish to start a file folder for each student that contains the printed material from
TechnoEntrepreneur. Students will also be printing a lefter in Session 2, floor plan in Session 4 and
a spreadsheet in Session 5. It is important to keep the printouts because, students will need to
refer to the information when they develop a worksheet to calculate business earnings in Session
5 and a newsletter in Session 6.
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BUSINESS SURVEY

Lesson Plan
Assignment 1 - Infroduction to TechnoEntrepreneur

e Whatis an entrepreneur?e
e How does a spreadsheet program help an entrepreneure
e Spreadsheets and you.

Assignment 2 - The Microsoft Excel Window

e Open Microsoft Excel.

e Label the parts of the Microsoft Excel window.
e Learn basic spreadsheet skills.

e Close Microsoft Excel.

Assignment 3 - Business Survey

e Survey classmates to determine the most popular restaurant cuisine.

Assignment 4 - Business Survey Results

e Open the Entrepreneur template.

e Enfer the Business Survey results.

e Select the data series to be graphed.

e Create a pie chart using the Chart Wizard.
e Move and resize the graph.

e Identify your work.

e Save and print a workbook.

o Close the Microsoft Office Excel.

Learning Objectives

Below is a list of the learning objectives for this session. Students should be able to independently
complete each task.

Content Knowledge:
M conduct a survey

M define the terms worksheet, column, column heading, row, row heading, cell, cell
name, name box, and formula bar

M explain the role of an enfrepreneur

M recognize the purpose of a spreadsheet program and how it can be used in the
workplace
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TECHNOENTREPRENEUR SESSION 1

Technical Skills:

Operating Environment

4]

N 8 X

close a program

create a student folder and subfolder

open a Microsoft Excel template

save a Microsoft Excel workbook to the student folder

print a worksheet

Applied Technology

o

organize survey data using spreadsheets

Spreadsheet

]

N NN XNA{ANNNINNNRIMX™

convert the data labels from a value to a percent

enter text info a cell by either typing it directly into the box or into the formula bar
fill a cell with color using the Fill Color tool

graph the results using the Chart Wizard

position the chart on a worksheet

position the legend in the chart

preview and select a pie chart type

resize the chart

select a cell using the mouse pointer, enter key, tab key, and name box
select a specific cell by the cell name

select columns using the use pointer, shift key, and ctrl key

select data series to appear in the pie chart

select multiple cells and remove the fill color

select rows using the use pointer, shift key, and ctrl key

type a title for the chart
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TECHNOENTREPRENEUR SESSION 1

Assignment 1: Infroduction to TechnoEntrepreneur

me beginning the project TechnoEntrepreneur. \

An enfrepreneur is someone who starts and runs their own
business. In your case, you are going to operate a
restaurant.

Read to learn about how Microsoft Excel can help you

organize your business.

What is an Entrepreneur?

An entrepreneur is a person who starts and runs their own busir'_ss. That business may be a store,
restaurant, hair dressing salon, or any other type of money mak. ' x .nture.4An entrepreneur is
responsible for all aspects of starting up a company. They need tCc ~e abld 'to plan their ideas,
raise money to begin the business, operate the compahy once it is ¢ v 1, calculate the financial
data, and continue to get others to invest in the idea. Al ough it is.a lot of hard work and
financial risk, it is a rewarding job. There is no boss o e athe ntrext eneur what to do, because
they work for themselves.

How does a Spreadsheet Program Help an®  ‘repi. eur?
What are Spreadshe=ts?e

Spreadsheets are a grixmact 'p of rows and columns that are used to record
information. € “paf the rihst common types of spreadsheet programs is
Microsoft Exce \The . mat advantage of using a spreadsheet on a computer,
instead of a pa, ef.edger, is that it is much easier to add, change, calculate,

<9 grap’, and anai ze data.

How does Microsoft £ ~Help I n Enfrepreneur?

Microsoft Excel lets an eniicoreneur easily:

v' Record Data: add information into the spreadsheet.

v' Calculate Data: use formulas to quickly add, subtract, divide, multiple, count,
average, and do many other calculations.

v' Create Graphs: graph the data to make pie, bar, line, and many other types of
charts.

v Make Data Look Good: format the text, fill color of cells, or add borderlines to make
the information look atftractive and easy to read.

v' Share Information with Others: information in a spreadsheet can be printed or
copied into other programs like Microsoft Word, making it easy to share information.

v' Store Data: data is stored in workbooks that contain many worksheets.
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BUSINESS SURVEY

Spreadsheets and You

1. How do you use a spreadsheet program?

2. What spreadsheet programs have you used in the past?

3. Why do you think you will be a good entrepreneu:?
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TECHNOENTREPRENEUR SESSION 1

Assignment 2: Spreadsheet Basics

o, 0
In this assignment you learn the parts of the Microsoft Excel L

window. Label the parts of the window below using the A
descriptions on the next page.

Open Microsoft Excel =]
“8 Double click the Microsoft Excel shortcut OR click START — All D 4
Programs — Microsoft Office — Microsoft Office Excel. > I I ‘

Label the Parts of the Microsoft Excel Window

E9 Microsoft Excel - Book1 LEX
bo] Fle Edt View Insert Format Tools Data Window Help  Adobe PDF /‘ Type a question forgely < o & X
RN RERETRE N AR RV R AR SR AN e Y \3)
e ~10 v|B I U = EH 8. % o %8 98 I C{\
Al = I3 4
@ . A I Gl & [ o T E T F [ & | & ] ¥ B\ T K T L [ M T N T3 :getingstarted v x

@
g e
e [fi’.omoeo
5
|6 | Connect to Microsoft Office
T Online.
X get t‘he latest news about using
o QY e
i S
HL Terms:
13| Search for:
[14] z
,},g, Example: Pind [ Title Bar
|17 | Open
% workerest| O Menu Bar
I Worksheet
2 workshest| [0 Standard Toolbar
E s Worksheet
|23 A O Formatting Toolbar
% ) Create an
126 | O Name Box
127
|28 O Worksheet Window
2
12
571 O Help
B
133 O Task Pane
34
i ° O Scroll Bars
7
138 O Sheet Tabs
|39
—‘A‘?— v O Formula Bar
1« » M)\ Sheet1 / Sheet2 / Sheet3 / < >
Ready I

1. _Title Bar 5. _Name Box 9. _Scroll Bars

2. _Menu Bar 6. _Worksheet Window 10. _Sheet Tabs

3. Standard Toolbar 7. _Help 11. Formula Bar

4. Formatting Toolbar 8. _Task Pane
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Parts of the Microsoft Excel Window:

Title Bar

Menvu Bar

Standard Toolbar

Formatting Toolbar

A bar at the top of the window that shows the name of the
document, program name, and the control buttons.

A bar below the title bar that holds the menus including File, Edit,
View, Insert, Format, Tools, Data, Window, and Help. Each menu
contains a list of program options.

Displays the most common tools used when creating a document. This
includes tools to manage a file, graph data, or change the view.

Displays tools used to format text in\ _doci nent. This includes tools to
change the font, adjust the alignment, ¢ add k¢ derlines.

Name Box A box that shows the adamss or e actif e cell.

Worksheet Window A grid in the centhr of el vindow. It is made up of rows and columns
that form cells. Ini i celic swords and numbers can be added.

Help A box at the o izh corner of the window that gives help with the
proasam. Ansv._ rs are listed when a question is entered info the box.

Task Pane A box' {/the right edge of the window that displays program or tool
options: The task pane opens automatically when you do certain

asks suen as start a new document, ask for help, or insert clip art.

Scroll Bars Scroll bars let you change the part of the worksheet shown in the
window. The worksheet can be moved up or down using the vertical
scroll bar, or to the left and right using the horizontal scroll bar.

Sheet Tabs Tabs that let you change the active worksheet in the window.

Formula Bar A bar that lets you add, edit, or calculate data.
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Learn Basic Spreadsheet Skills

An enfrepreneur needs to know how to use a spreadsheet program.
Follow the instructions to learn basic ferminology and functions.

Working with Columns

Columns are vertical groups of cells. The gray area at the top of each
column is called a column heading. Column headings are labeled

AN alphabetically. The worksheet only shows a few columns, but Microsoft Excel
has a fotal of 256 columns.

column heading

1
T —-——column

‘B Click on column heading A.
“B Click on column heading C.

“B  Click on column heading E.

1. What happens when you =iiciyan' e column headings?

The individual coi .. yis selec. »d when the column heading is clicked.

‘B Now, click on'caiumn he ading A, hold down the sHIFT key, and then click the column
heading D.

2. What happens when you click on the column headings?

Columns A, B, C, and D become selected.

‘B Click on column heading A, hold down the c1rL (Control) key, and then click the column
C and column E headings.

3. What happens when you click on the column headings?

Columns A, C, and E are selected only.

TECHNOKIDS INC. 1-1
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Working With Rows

Rows are horizontal groups of cells. The gray area to the left of each row is called a row
heading. Row headings are labeled numerically. The worksheet only shows a few rows, but
Microsoft Excel has a total of 65 536 rows.

A | B | c¢c | b | E
row heading—1 | |
2

row

“B  Click the row heading 5.
“B  Click the row heading 10.

‘B Click the row heading 15.

4. What happens when you click on the row =adings?

The individual row is selected when ¥ =ro \hec 'ino< . clicked.

‘B Now, click the row heading 5, nIiGWaw 2 the SHIFT key and then click the row heading 10.

5. What happens whia ya C s on the row headings?

Rows 5,/,7, 8, 9 and' 9 become selected.

‘B Click the row heading 1, then hold down the CTrL key and click row headings 5§ and 10 to
select only rows 1, 5, and 10.

6. What happens when you click on the row headings?

Rows 1, 5, and 10 are selected only.
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Working With Cells

A cell is where a column and row meet. Cells can hold words, numbers, or formulas. Each cell
has a name called a cell reference. The cell reference is shown in the name box. A cell
reference is the column and row location. For example the cell reference for the cell that
intersects column A and row 1is Al.

name box —» Al - %

A B C

4

cell

v

‘B With the mouse pointer click on cell A1 to select it.

— Move the mouse pointer to column D, then count down 2 2lls ane’ Click to select the
cell.

7. Lookin the name box. Whatis the @il nan 3¢

D2

How to Enter Text

“B  With cell A1 ¢ llectedaane hello.

‘B Your worksheet should/ ok like this picture:

Al v X J & hello < formula bar
1
cell | hel |O <| 7 You can add text by typing in
2 ) the cell orin the formula bar.

B Click the mouse at the end of hello in the formula bar.

‘B Press the SPACEBAR once and type the word there.
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Move from Cell to Cell

‘B Press the ENTER key fo move from cell A1 to cell A2.
“B  Press the TAB key to move from cell A2 to cell B2.

‘B Use the mouse pointer to move to cell C3.
B

Highlight C3 in the Name Box. Type B4, and then press ENTER to select cell B4.

- %
A | B | ¢ | D
1 |hello there
2 You can select i cell by using
3 the ENTER ke, TAB key, mouse
4 pointer, o 1e nad e box.

Close Microsoft Excel

“B Click the Close button (X) or select Exit{ om the File meu.
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SESSION 1

Assignment 3: Business Survey

To organize the start-up of your restaurant business venture, you must
survey your classmates to find out the type of food or “cuisine” they like
to eat when at a restaurant. The results of the survey will be put into a
spreadsheet using Microsoft Excel. The information will be used later to
create areport to try to raise money to start the company.

To begin the survey, ask your classmates what food they like to eat
when dining out. Place a pencil stroke (I) for each response in favor of

a particular cuisine type in its Tally column. When
the results of each type by adding the tally
recording each amount in the Total column.

complete, calculate
marks together and

Restaurant Cuisine

Tally

’ Total

ltalian

Steakhouse

Mexican

Seafood

Other:

TECHNOKIDS INC.
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Assignment 4: Business Survey Results

Now that you have discovered which type of food your
classmates prefer, you are going to put this information into a
spreadsheet. In a few easy steps, you can create a clear
picture, or graph, of the resulfs.

Open the Entrepreneur Template

“B To open the template, double click on the shortcut to the
Entrepreneur folder OR ask your feacher how to get to the

O|de .
W
a

“B Double click the Entrepreneur file to open it.

Enter Business Survey Results

‘B Make sure that the Bugass Survey worksheet is active.

‘B Select cell C5. Type in th \teial nu..iber of people for ltalian cuisine using the information
from the Busingfs olrvey ¢ signment.

9] Fle  Edit Insert Format Tools Data Window Help Adobe PDF
%\/\EJ SEHGNSR TR B S0 o)8 b3 Sl - ol
L] 210 B ZuU|E==ESs % e a AN
- A4
A B © |
2 Business Survey
3
Type of Restaurant Total Number of
4 Cuisine People
5 Italian 4

‘B Press the ENTER key.

‘B Continue to add the survey results using the information from the Business Survey
assignment.
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A graph or chart is a picture or diagram that shows numerical

information in a clear, understandable way. In this activity, you will
make a pie chart from the numbers and words you entered in the
spreadsheet.

Create a Pie Chart Using the Chart Wizard

Select the Data Series and then Activate the Chart Wizard

“B Click the mouse pointer in cell B5.

“B  Hold the mouse button down and drag to include cell C9.

B5 - A Italian

A B \
1
2 Business Survey
3]
Type of Restaurant ‘ . *al Number of
4 Cuisine Reople
5 Italian - 4
6 Steakhouse 6 X
7 NEYiean 8 Selected Data Series
8 Seafood 2
9 Other - Ch: =35 3
‘B Click the Chart Wizard button »a .ia,.Stondard toolbar. @

Step 1: Select a Chart Type

‘B Inthe Chart # oe area. ch ose Pie. In the Chart sub-type area select an option.

‘B To view the opnon, click he Press and Hold to View Sample button.

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types | Custom Types

Chart type: Chart sub-type:
| Column -~

: Bar

A pie graph is a chart that divides a
circle into parts. The circle is like a

| Line “pie”. Each piece of data is shown as
\ng — a slice of the pie.

‘.Area

@ Doughnut The whole pie is100%. Each bit of

. data is shown as a fraction of the

whole pie.

o Bubble v

Pie. Displays ti
to atotal.

The size of the pie piece depends on
how many people liked the cuisine

type - The more people who like the
food, the bigger the piece.

(o

‘B After a chart is selected, click Next to display step 2 of 4.
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Step 2: Identify the Categories

‘B Make certain the Columns radio button is selected.

Chart Wizard - Step 2 of 4 - Chart Source Data @@

Data Range ‘ Series

Datarangs: | =Business Survey'14B45:§C49
Series in: O Rows

® Columns

[ Cancel ][ < Back ][ Mext > ][ Einish

‘B Click Next to display step 3 of 4.

Step 3: Add Title and Place the Legend

“B  Click the Titles tab. In the Chgait Title bt x ty »e Restaurant Cuisine Preferences.

PRI R

= O

| cancel | [ <Back [ mext> | [ Ensh |

L Ttles | Legend | D el

Restaurant Cuisine Preferences

A P

|Res. <ine Preferefs

‘B Click the Legend tab. Make sure that the Show Legend option is selected with a check

mark (v).

‘B Select the placement of the legend - Bottom, Corner, Top, Right or Left.

Click in the Show
Legend check box.

Pick a place for the

legend.

PIx

Chart Wizard - Step 3 of 4 - Chart Options

| Titles |{Legend | DataLabels

Show legend
Placement

Restaurant Cuisine Preferences

© Bottom
O Corner = 17
O1op o ’
© Right

asx

Cancel | [ <Back ][ mext> | [ Emsh |
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‘B Click the Data Labels tab.

‘B Select Percentage.

Chart Wizard - Step 3 of 4 - Chart Options @@

Titles | Legend |{Dal

Label Contains.
[[] Series name

[[] Category name
[ value ) 1
Percentage W

Separator:

Restaurant Cuisine Preferences

5%
[Jegend key
Show leader lines

Cancel | [ <Back [ mext> | [ Finish

‘B Click Next to display step 4 of 4.

Step 4: Place Chart on Worksheet

‘B Inthe Place chart: area, choose As objea’ in: B sines Surl cy.

Chart Wizard - Step 4 of

Place chart:

() As new sheet; [i

Click As object in:

“B  Click Finish tozf.sen'the chi irt into the Business Survey worksheet.

: 3 | c D E (0 I [ e T [
y = —
Asiness Survey /
iype of Restaurant Total Number of
Cuisine People
talian 4
Steakhouse B
Mexican i =
Seafood -
Other - Chinese Restaurant Cuisine Preferences

@ ltalian

OMexican
O Seafood

You can see the

m Steakhouse

m Other - Chinese

cuisine that
people like the
most. It is the

biggest pie

1-20
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Move the Graph

“B With the graph selected, move the mouse pointer on the chart area (background) of the
graph.

™
Restaurant Cuisine Preferences %

Chart Area

@ltalian

® Steakhouse
OMexican

O Seafood

m Other - Chinese

13%

17%

9%

cr[§rt area| 35%

‘B Click and drag the graph until it rests below the Businesd survevdable.

“B  Use the scroll arrows on the right of the window to change. ae par’ of the spreadsheet in
view, if necessary.

Resize the Graph

‘B Move the mouse pointer over the bc fc a rigi aselection handle on the graph.
‘B Click and drag the corner to™ acise fi e criart to the desired size.

— Forexample:

Tu'sine ' Survey /

Type s~ _stav at Total Number of
~uisine People
Italian 4 .
Steakhot 6 Graphs are a great way to give a
Mexican 8 . .
e 5 clear, gffegt|ve p|cTure of
Other - Chinese 3 numerical information. Instead of
looking through rows of numbers,
Restaurant Cuisine Preferences . .
you can easily see the datain a
picture.
13% 17%
Dftalian

B Steakhouse
OMexican

O Seafood

| Cther - Chinese
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Identify Your Work

“B Select cell Al. Type Student Name.

Save a Workbook

‘B To save a document click the Save button on the Standard toolbar. H

“B  Click the drop down arrow beside the Save in: box and go the place where
you save your work.

‘B Click the Create New Folder button in the Save As dialog box.

e
Savein: | [E} Deskiop v @-3 Q@ X i & - Tod
N
‘D‘SMV Recent | )My Dacuments
Documents || i My Computer
(@ Deskiop &My Network Places

ay
Dacuments

Qm
Computer

i | 221~
gty ok - ||:I|:I|_5 -
(SR : h‘
Orons® I_" & Mew Folder

12 curriculum

Flepame:  [gnire] v [ e ]
Saveastype! (Microsof| e el 200385 Morkbook ~ Cancel

“8 Type Entrepreneur in the Nart - ax.

Mz —ntrepreneur | [ Cancel ]

“%  Click OK.

‘B When the Save As dialog box reappears, type in the flename My Survey.

Save As PX
Saveln | () Emrepreneur v @ @ X [ - ek

2y My Recent
Documents

(& Desktop

ay,
Documents

4
Computer

g My Hetwork
Flaces

File name: My Survey w

Fie game: [y survey v (e ]
Save 35 P! |Microsoft Excel 97- Excel 2003 & 5.0/95 Workbook v Cancel

‘B Click the Save button.
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Print the Worksheet

“B  Print the worksheet by selecting Print from the File menu.

Print Ejg‘
Printer
Mame: 56 \\OFFICES\HP Laser Jet: 2200 Series PCL & v
Status: Idle
Type:  HP Laserlet 2200 Series PCL 6
where: DOT4_001
i ik
ommen [ Print to file
Print rangs Copigs
[OF] number of copies: | (TN -
() Page(s)  From: 2| 1o E
Prirt what ﬂﬂ 7] calate
() Selection ) Entire workbook
g Ok Cancel
(3) Bctive shest(s)

“B In the Print what box select Active sheet(s).
“B Click OK to send the document to the printer.

‘B Give the printed survey to your teacher.

Close Microsoft Office Excel

“B  Click the Close button to exif wa.0rogi am.

mill be using this.researc, \isl.ormartion and the
graph in the nexid cssion. Nov, that you know the
type of food the najort _hoe ple prefer, you will
need to write a le. 1o bor bw money for your
restaurant. Including this s« eadsheet information in
your letter will make itiouk professional and

convincing.
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SESSION 1 REVIEW

Match the term to its definition.

E 1. survey

G 2. entrepreneur

A 3. spreadsheet

C 4. graph

B 5. worksheet
D 6. cell

F 7. column

H 8. row

b)

f)

e)

h)

a computer program that organizes numerical
information

a single page of a spreadsheet workbook

a picture created from a sat of numbers

one box of a spreadshec  yrid

a method.aolle rting dad a in which people are asked
fo answs . a nt nber f 2 Jestions related to a specific
fopic

verti:ar mes ¢ hcells in a worksheet

«oerscn who organizes and operates their own
bu. ness

horizontal lines of cells in a worksheet

TECHNOKIDS INC.
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SESSION 1 SKILL REVIEW

The name of your restaurant is very important. If the name is popular, clear and
unforgettable for your customers, your business has a greater chance of being
a success. Follow the directions to generate a variety of names, survey their
popularity, and graph the results.

Make Up Names

1. Using your imagination, write 5 different possibilities for names for your new restaurant.
Here are some guidelines:

¢ the name should make it clear that the business is a restaurant

¢ the name should indicate what type of food the restaurd 1t serves
¢ the name should be catchy and something that a c« omerd.an easily remember

Survey Your Classmates

2. Show the names of your restaurant to g Classt ate.” sk iem to choose their favorite
one. Keep a tally list of the favorites. & % as i iny classmates as you can for their
opinions.

Name of Rentaurcnt Tally

Create a Spreadsheet

3. Open Microsoft Excel. @

4. Label one column Name and the next column | B + c |
Number.

5. Write the possible names of your restaurant in the first ~ Mame Mumber
column. Pizza Pete 11

The Pizza Place 3

6.  Make the Name column wider by dragging the Pizza Stop 5
border of the column heading until the names fit. Fresh Pizza Kitchen 1

7. Write the total number of tallies in the second column.  Hungry Hal's Pizza g
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Make a Graph

8. Select all the names and fotals.

Using the Chart Wizard, create a pie graph. @

10.  Add atitle, select a placement for the legend, and show the data using
percentages.

11.  Place the chart as an object in the worksheet.

12.  Move and resize the graph to place it under the spreadsheet chart.
13.  Add your name.

14. Save the document as Restaurant Name Survey.

15.  Print your work to show which restaurant name was selected by the majority of people.

v =
B3 Microsoft Excel - Restaurant Name Survey

E_] File Edit Wiew Insert Format Tools Data  Window Help  Adobe PDF Type 5 questgiie help -8 X
SO AT E %08 NP © RIS -
134 - fe
A B [ ¢c [ o | & F G | | a
1
|2 | Mame Number
| 3 | Pizza Pete 11
4| The Pizza Place 3
| 5 | Pizza Stop 5
| 6 | Fresh Pizza Kitchen 1
| 7| Hungry Hal's Pizza &}
& |
9 |
10|
11|
12|
13|
14
15|
16 | O Pizza Pete
% W The Pizza Place
19| OPizza Stop
D OFresh Pizza Kitchen
| 2 ‘ T m Hungry Hal's Pizza
=
2
BE
24|
25|
El
El
El |
2
[ =20 | ¥
1« » ni\Sheetl { Sheet2 f Shest3 / < >
Ready LM

A sample of the Restaurant Name Survey is available in the
Session 1 Skill Review folder.
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SESSION 1 EXTENSION ACTIVITY

Comparison of Chart Types

Spreadsheet information can be displayed in a variety of kinds of
graphs. However, certain types of charts show numerical information
more clearly than others, depending on what information is being
presented. Compare different chart types.

Exploring Types of Charts

1. Open the file you created in Session 1 called My Survey.

2. Click on the first worksheet tab at the bottom called Business Survey. @
3. Select the 5 cuisines and totals and click the Chart Wizard buttetrto make a graph.

4. Try out the types of charts by clicking on the Press and Hold«4 » Viewsample button.

= N
Chart Wizard - Step 1 of 4 - Chart Type a v

Standard Types | Custom Types |

Chart type: B Sample:
ud EEE ~ | | ,

B Bar B
i 7

lﬁ Line H
5

—
@ Fie E
I_ XY (Scatter) I’ E
h Area |
> Doughnut

o+

r g 3 &
S PO A
e o

iy Radar
@ Surface

@ Bubble

Cluste: alumn. Compares values across|
ategorie.

_ _.Press and Hold to View Sample N

Co )

5. Make a column grad

a. Which type of graph do you think shows the restaurant cuisine most clearly2 Why?

b. Which type of graph do you think shows the favorite cuisine poorlye Why?

6. From the File menu, select Save As. Save this document as Comparing Graphs.
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Which is the Best Fite

7. Fillin the blanks with the best type of graph for the data. You may wish to have the Chart
Wizard open to look at samples of the charts. Choose from the following types of graphs:

column, line, areaq, pie

Column: A column graph is made of bars. Each baris a piece of data. This type of graph
is used to compare values.

Line: A line graph is points that are connected to make a line. Each point is a piece of
data. This type of graph is used to show how something changes over time.

Area: An area graph is points that are connected, with thedpace between the points
and x-axis filled with color. Each point is a piece of data.4 s type of graph is used to
show changes in values in distance or time.

Pie: A pie graph is a circle that is divided into slices. Each si = of 40 .c is a piece of data.
This type of graph is used to show how one whd » thing is divic ¥ J info smaller categories.

a. You are planning how to spend yourallov. ana . You have broken it down into
categories: long term savings, enteri « »mer. clothing, food, and video games. You are
creating a graph to show how much\f5, hur ni ey is spent in each area. This would best
be shown using a ___gapi.

b. You are working on a S\ te.m=. assig. ment on weather. You are comparing the average
January temperature of | \ma! ties in your country. You choose to show this data using
a grag»

c. Inanother pari“ciyour S¢ ence project, you would like to display the changes in
temperature in your hat ie town over the time period of a year. You use a spreadsheet
and choose a graph.

d. You are planning a bike frip over hilly ferrain. You would like to calculate and graphically
show the altitude changes. You research the altitudes at each checkpoint and plof them
using an graph.
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PROFESSIONAL { ET7ER

In this session, students develop a bl:iriiss poun. By interpreting the survey
results from last session, stude. Jweteimin» the type of restaurant they would
like to own and operate. With G firmi ! \a, they write a professional letter to an
investor requesting mon ,y#'n,.genciate revenue to use towards start up
business costs. Students le arnd .Cito use a Microsoft Word template to quickly
write a well-formg#im dod “ment. They insert the Microsoft Excel worksheet
from the previoy, sessian.ini their letter to illustrate the results of their survey
and their rationCG s or selt cting a particular type of cuisine for their restaurant.

Assignment 5 - Professional Letter
Session 2 Review
Session 2 Skill Review

Session 2 Extension Activity
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Session 2: Professional Letter
GETTING STARTED

Overview

In this session, students develop a business plan. By interpreting the survey results from last session,
students determine the type of restaurant they would like to own and operate. With a firm ideq,
they write a professional letter to an investor requesting money to generate revenue to use
towards start up business costs. Students learn how to use a Microsoft Word template to quickly
write a well-formatted document. They insert the Microsoft Excel worksheet from the previous
session into their letter to illustrate the results of their survey and their rationale for selecting a
particular type of cuisine for their restaurant.

Materials

¢ Microsoft Word

e Microsoft Word Standard Toolbar Flashcards (@ntional)
e My Survey prinfout (created in previous sessian)

e Professional Letter template

¢ Investment Letter sample file (Optiond.

¢ Grand Opening sample file for Skl vievi™ Optional)

Teacher Preparation

e You may wish to view ticinvestma nt Letter sample file to see a completed letter.

Teaching Strategy

In this session, students request/ Jnds for start-up capital by writing a professional letter to
potential investors. Explaitssnario to students:

To open your own restaurant, you need a large sum of money. You have to
buy or rent a building, hire employees, and purchase appliances, furnishings,

and food. As an entrepreneur, you need to convince people, such as family, ‘ﬁ
friends, and banks fo lend you the necessary capital, or money. By

explaining your research survey and your well thought out plans, people will
be more likely to believe that your restaurant will be a success. As a result,
they may lend you their money and expect to make a good investment.

You will be writing a letter explaining your careful research and detailed plans to potential
investors. In the letter, you will describe your restaurant and insert a copy of the spreadsheet
and pie graph that you saved in the last session. Hopefully your investors will be impressed
with how carefully organized and well prepared you are to start your own business!
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Assignment 5 Professional Letter

In this assignment, students compose a letter to try to convince people to lend money for the
opening of the restaurant. To see a sample of a completed letter, view the Investment Letter in
the Session 2 sample file folder.

Prior to beginning, discuss and interpret the survey results from the previous session with the class
as a whole. Distribute the printed My Survey document from the last session to the students.

e Examine the chart results. What was the most popular food choice based on survey
results?

¢ Examine the pie chart. Do the results of the chart reflect the results gathered in the
survey? In the case of a tie, make a decision on the type preferred.

e  What will be on the menu? Consider menu variety —is there a variety of different items
that can be served to customers?

e How popularis the selected cuisine? How many other x staurants of the same type
already exist in your area?

o What type of restaurant will you open?g Discuss some of i, possika.iies: fine dining, drive
through, fast food, family restaurant, roadhous=, or delivery an'c.

Students are now ready to write a letter to potentit. i estC yusing ihe template in Microsoft
Word called Professional Letter. A template de# imines he bc ¥ ~structure for a document and
contains document settings such as AutoText er ries.« unts, key assignments, macros, menus,
page layout, special formatting, and stylest froac e the following term:

e Placeholder: a boundary that define\ar wrea that may contain text or pictures

Discuss the conventional parts of a profc siond.. etter with the students:

o Company Name: the' »fte s a fiime where the company name and logo should
appear. Alogo is a gra_hic synicdl or emblem that represents a company. For
example, thed Zoden AL nes' represent McDonald's fast food restaurants, or the blue
and red cird 2 that.ranares nts Pepsi Cola.

e Return Addrc it Jeside he company name is a text box, or an area that will contain
the company address students key in a home or fictional address for the location of
the restaurant.

e Date: the date is automatically entered on the letter.

e Recipient's Address: the letter has a placeholder for the address of the person who is
receiving the letter. Students can type the school address in this section of the letter or
they should add a fictional address.

e Salutation: a salutation is a polite expression of greeting at the start of a letter. The
template has "Dear Sir or Madam" to indicate the name of the letfter recipient. This text
can be changed by right clicking on the selection and choosing another from the list.

e Body:in the body of the letter students delete the current text. A short letter is
composed requesting money to pay for the start-up costs of the business venture.
Students include in the letter an explanation of their survey results as well as a picture of
the actual Microsoft Excel survey and chart. Students must explain their business plan
indicating why their restaurant is unique and will attract customers.

e Closing: the letter ends with the closing "Sincerely". Students can right click on this text
and select another closing from the displayed opftions.
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e Signature: this final section of the lefter includes the name of the letter writer as well as
their job title.

Collect the printed copies of the letter from the students at the end of the session. You may wish
to start a file folder for each student that contains the printed material from TechnoEntrepreneur.
Students will also be printing a floor plan in Session 4 and a spreadsheet in Session 5. It is
important to keep the printouts because students will need to refer to the information when they
create a newsletter in Session 6.

@cher Tip: \

Clip Art: When adding clip art to the letter, the tfemplate is formatted to add pictures in
line with text. As a result, stfudents can only resize the clip art but not move or drag it
anywhere else on the page. This has been done to keep the letber writing steps simpler. If
students know how to change text wrapping, they will find theii the picture can only be
moved within the placeholder box.

Download Additional Clip Art: You can download additional ¢ »art ffom the Microsoft
website. To do this, open the Clip Task Pane. Click € o art on Ofii  ‘Online at the bottom
of the pane. When the website opens, type in akeyw xd to segsch forimages. When you
find one you like place a checkmark beside < int \ge." ‘ows sllow the on-screen
instructions to download the clip. Please na' c: your ysteni dministrator may have made

it so you or your students can’t download ciiy »ard( i this is the case, ask them to download
wdiﬁonol images for you (especially tF - arelc >d to food or restaurants). /

Lesson Plan
Assignment 5 - ProfessidiCoLettel

e Open the Pifadt Snal’ stfer template.
e Addacompany nam’ .

e Add acompany iugo using clip art.

e Resize the clip art.

e Add areturn address.

e Add the recipient’s address.

e Insert the Microsoft Excel worksheet created in the previous session.
e Type the body of the letter.

e Add a letter closing.

e Add asignature.

e Save the document.

e Print the letter.

o Close Microsoft Office Word.
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Learning Objectives

Below is a list of the learning objectives for this session. Students should be able to independently
complete each task.

Content Knowledge:
M communicate ideas and information to persuade the reader to invest money

organize information using a letter format
proofread their work and make the necessary edits

use correct spelling, grammar, and punctuation

N 8 @ [

recognize the features and structure of a professional business letter

Technical Skills:

Operating Environment
M open a Word template

M close a program
M print a document
4|

save a document to a folder

Applied Technology
M produce a professional letter U.ng Wi | processing tools

Word Processing
type text

add clip arli afes” 7oL, 2cirirame

search the clip art aaf cry for a suitable company logo

insert a Microsoft Excel worksheet info a Microsoft Word document as an object
resize clip art and objects

select letter salutation and closing from a drop down menu

N § 3 8 @ @ H

select text
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Assignment 5: Professional Letter

In order to open your restaurant, you need a lot of m®
You need to buy furnishings, appliances, and food. Also,

you must hire cooks and waitresses. To borrow the

necessary money, you are going to write a letfter to

investors asking them to help fund the building of the
restaurant. Convince your family, friends, and bankers that
you have a successful, well planned idea for your busin&

Open the Professional Letter Template

‘B To open the template, double click on the shortcut to€ e Entf_preneur folder
OR ask your teacher how to get to the folder.

“B Double click Professional Letter to open the ten: Mate in Micro. Uit Word. @ I

Prafessional
Letter

Add a Company Name

“B Triple click the mouse in the Compan, N me . 2re placeholder.

Company Name Here

‘B Type the Restaurant Name.

“B  Press ENTER to place tho\CciimrbelC » the text. §Pizza Pete

Add a Company Lo¢ »

‘B Open the Microsdy@ . pArt Gallery by selecting from the Insert menu Picture and then
Clip Art.

“B In the Search for: box type a keyword that £ Clip Art v X,

describes the type of image you are looking for.

For example, pizza, taco, steak, or seafood. . Search for:
==
Press Go to display search results. - Search in:
: Al collections v
Use the scroll bar on the right edge of the clip art - Results should be:
pane to look Thl’OUgh the results. Selected rmedia file types L7
‘B Toinsert a picture click on it once. j Al

Close the ClipArt Gallery window by clicking the
Close button (X) in the corner of the title bar.
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Resize the ClipArt

“B Click on the clip art once to select it.

To increase or decrease the size, place the mouse pointal over a corner handle.

Click and drag the mouse inward to reduce the size of i a4 oject. @, click and drag the
mouse outward to increase the size of the object.

“B Release the mouse when the object is the desirec ize.

Add a Return Address

“B  Click the mouse pointer in thd mlacehc!der “Click here and type return address].

“B Type an address (real ar fictionai, ¥or tric iocation of the restaurant.

A i
srom atiz

tond o

F

RN
=
T

s i

Add the Recipient's Addres,

“B Click the mouse in the placeholder [Click here and type recipient's address].
‘B Type the school's address or make up a fictional one.

John Knox Christian Schoaol

2232 Sheridan Garden Drive

Cakyville, DM

LEJ 7T

Change Salutation

‘B Right click on the words Dear Sir or Madam:

‘B Choose an alternate greeting from the list.
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Insert Microsoft Excel Worksheet

“B  Place the cursor below the preformatted text in the body of the professional letter by

clicking the mouse pointer at this location.
Dear Sir ar Madarm:

Type your letter here. For mort
this letter, use the Window mer

Sincerely,
“B  From the Insert menu, select Object.
“B Click the Create from File tab.

o

Create New | Create fram File.

Object bype:

Adobe Acrobat Document ~ |
Bitmap Image Crl:' =ka Frl:ll. "lE
Calendar Contral 11.0 —
CDDEControl Class

CDDERoxioControl Class

Corel BARCODE 11.0

Corel PHOTO-PAINT 11.0 Image

CorelDRAW 11.0 Exchange Graphic o J

[ visplay a-

Result
Inserts a new AL = hat Docur =hiject
E@ inta your docume

Y8  Click the Browse button.

‘B Look in the E/ .reprenayr fC der and select My Survey from the Browse dialog box.

g A B0
Laak in; () Entrepreneur v @-@3Q X Ci - Tooks v
3 My Recent
9 bocuments
[ Deskrop
-y My
Oogcuments

Qn
Computer

My Hetwork
Places

File name: | ~

v Cancel

Files of typei | al Flles

‘B Click the Insert button.
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PROFESSIONAL LETTER

“B  With the Create from File dialog box redisplayed, click OK to add the Excel document.

Object X
Create Mew | Create From Eile
File name:
[ Link ta file

[ bisplay as icon

Result

. [nserts the contents of the file inta your
Em document so that you can edit it later using the
application which created the source File.

To resize the worksheet click the object once to select it.

Place the mouse pointer over a corner handle and dra inwd . d fo reduce the size of the
object.

—  Your work will look similar to this:

Pizza Pete ™
=

Septamber 17, 7001

Jahn Knox Ghrisian Sofool
2233 Shandan Garden D
Galodle, ON

7T

Dear Siar Madam:

crarbare Formers daa | mmothE ke, doiblesick B To mmmto

Type the Body of the Letter

‘B Triple click the mouse on the body text Type your letter...

‘B Begin typing the new information. The selection is replaced with new text. Include the
following information:

e Areason for writing the letter (to request investment capital).

¢ An explanation describing the uniqueness of the restaurant and how it will attract
customers.

e An explanation of the survey results.
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SESSION 2

Add a Letter Closing

“B Right click on Sincerely at the bottom of the letter.

‘B Choose a closing from the list. Now press ENTER.

Add a Signature

‘B Press the CAPS LOCK key on the keyboard.

Type the Name of the Restaurant.

B
‘B Press the CAPS LOCK key on the keyboard to turn off the feature.
B

Click in the placeholder [Click here and type your
namel. F spectfully yours,
PIZZAS ZTE
Type Student Name.
“B  Click in the placeholder [Click here and tya@maur; b
fifle]. Christa Love
Fresidert

B Type a Job Title such as; President, Eouinde 2O, or

Manager.

Save the Document as Investm2nt Lettel

‘B From the File menu, sele' t Sa’ e ¢ zlick the Save button on the Standard
foolbar.

Click the Sav_\ina" Ow « na'iocate the Enfrepreneur folder.
Change the docé»at ' name from Professional Letter to Investment Letter.

Click Save.

Print the Letter

% Click the Print button on the Standard toolbar. —4)
‘B Give the printed letter to your teacher.

Close Microsoft Office Word
B To close Microsoft Word, click the Close button.
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TECHNOENTREPRENEUR

SESSION 2

SESSION 2 REVIEW

From the list below, write the names of the parts of a business letter in the boxes.

Dear Sir or Madam: €+—

Pizza Pete 4] Company
@- Name
‘ @ Return
9'&' } Address
v
February 104 2009 44 Aromatic Avenue
Hamilton, ON L8R 4Y0
Date Phone: 905.829.9990
John Knox Christian School +——  Recipient’s
2232 Sheridan Garden Drive Address
Oakville, ON
L6J 7T1
Salutation

displayed in the chart below:

I would like to start up my own pizza restaw ant. |
community and discovered that 33% of ¢_soond! nts preicrred pizza. Where as only
29% want Mexican cuisine, 17% prefeditalic
steakhouse, and a small 8% would ec. s afoC i The resulis of the survey are

ave | v

A

yed the residents of my

 Jisine, 13% would like to eat at a

Fax: 905.829.9999

Busi ss < ey f

—

Type of Restaura: Total Number

Cuisine of People

Italian Cu= | 4

Steakh® e El

‘e’ i Cuisine 7| 4— BOdy

ood 2

E a 8|

Restaurant Cuisine Preferences

29%

@ Italian Cuisine @

O Mexican Cuisine O Seafood ® Pizza

| require money to start up my business venture. | would like you to
business idea of running a pizza restaurant. My restaurant would b
would allow customers to choose from various toppings, crusts, and

Respectfully yours, €— Closing
PIZZA PETE

Christa Love Signature
President

Parts of a Letter:

O Body

O Signature

O Company Name

O Return Address

O Closing

O Date

O Recipient’s Address

O Salutation

TECHNOKIDS INC.
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TECHNOENTREPRENEUR SESSION 2

SESSION 2 SKILL REVIEW

Business Letter from a Pet Shop

You have just opened a new pet shop. You would
like to let the customers and other businesses in the
neighborhood know about the new store, so you are
going to write an announcement about your grand
opening.

Open the Professional Letter Template

1. Double click on the TechnoEnfrepreneur shortcut OR ask v ur teacher how to get to the
Entrepreneur folder.

2. Double click on the Professional Letter template.

Add Pet Store Information

Make up a name for the peft store and wa' e it It the < ar_any Name placeholder.
Add a company logo from the Clip Art C aller
Make up a return address for your p v tore.

Type in a date.

N o ~w

Since you will be sending the scme ytte i to many neighbors, click on the [Click here and
type recipient’s addressl placehd der aird delete the words.

Announce the Pet Store Openin

8. Inthe body ¢ the lettar te \the neighbors about the pet store. Include:

types oraiimals, ) uch as puppies, fish, birds

products yau sa, such as flea collars, toys for kittens, and hamster food
services you provide, such as dog washing and clipping

date of the grand opening

store location and hours

other important information that will encourage customers to visit your store

Complete Letter Closing and Signature

9. Right click on the closing and choose one from the list.

10. Add your name and job title.

Print Letter

11. Proofread your work and edit it carefully.

12. Save the letter with the name Grand Opening. Print the letter.
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Pe‘l’e ! s Pe‘l's 15 Forest Road

Hammondville, Ontario
el Canada K7T 2B5
XZ2A

To see an example of a completed
Grand Opening letter, view the sample
file in the Session 2 Skill Review folder.

February 10, 2009
Dear Sir or Madam:

We are thrilled to announce the opening of a great new nst store in yo. »af.a!l Pete’s Pets is a
brand new business at 15 Forest Road in Hammondville.“ ‘e would like 0 invite you and your
whole family to our grand opening on November 1, 27 fron: .am ur’ . 8 pm. Opening Day will
feature a clown creating balloon animals for the /  Js, fre | popc wrfand soft drinks, and lots of
prizes for the best dressed pets! Join us for a fun®._=d day

Pete’s Pets will carry a complete line of poj « = pete »accessories, and pet food. We feature a
puppy petting area, adorable kittens to adopt, \ le. »e va. ity of cuddly hamsters and gerbils, and
many varieties of beautiful song birds¢ “wou wot 4 lik. to purchase a new pet for your family or just
need toys, food, leashes, cages or any »up,.2s 1 r your favorite animals, come and see our great
selection. We will have a veterinarian on'« 2 prer. as on opening day to answer your questions or
provide helpful advice.

Our regular business hours are: | ‘or .ay to r-riday 9 am to 8 pm and Saturday 9 am to 6 pm.

We look forward to/ 1eetincasmtan. supplying you with all of your pet needs.

Sincerely yours,

Christa Love
Manager and Owner, Pete’s Pets
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SESSION 2

SESSION 2 EXTENSION ACTIVITY

Design a Menu

One of the first and most important tasks you need to do when planning

your new restaurant is to create the menu. The menu should:

e qaffract customers

e describe the dishes in detail and make them sound delicious

e encourage people fo fry new foods

e contain a variety of main dishes, beverages, and desserts

o list prices

Design a menu, listing a minimum of é main dishes. Be sure fo inclu

<

the main ingredients in each dish. Use a variety of descriptive od ,ectivas to make your menu

itfems sound scrumptious!

@e’s Popular Pan Pizza

Small 4 slice - $4.99
Medium 8 ¢ sed /.99

wge 12 slice - $10.99

~

Fresh, hand tossed bt tary crusi xith our own herbed tomato sauce, spicy
Italian pepperoni, fog »ed ith a £ znd of four luscious cheeses — smooth and
silky Mozzarella, tasty k \m«ho, o favored Parmesan, and zesty Cheddar.

/

Helpful Hint: A thesaurus is a great help in finding descriptive words. You can use a book
version of a thesaurus from your classroom or library, or use the thesaurus in Microsoft Word:

‘B Select the word you want to replace.
“B  From the Tools menu choose Language...Thesaurus.
‘B A window appears on the right with a variety of synonyms.

‘B If you find a word that fits, right click on it and choose
Insert. The word is replaced in your writing.

Search Faor:

delicious

Thesaurus: English (U.5.)

°
=l Thesaurus: English {U.5.)
= tasty (adj.)

|tasty

=
appetizing S35 Insert [:
scrumpkious i

ummy A Lookup

luscious
delectable

mouth-watering
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