	NC Excel Basics for ESL – Lesson 1
	



	Lesson # 1: Microsoft Excel Introduction

	Activity
	Materials/Notes

	Course Introduction
1. Welcome to class – Syllabus and lab rules. 
2. This class is only an introduction to working with spreadsheets with Excel. For more information students should consider taking other, regular, CSIS classes when ready. 
3. Student introductions – name, computer/Excel knowledge, what they want to learn in the class. 
Lesson 1 Main Points: 
· What Excel is
· From the Desktop, how to open Excel 
· Introduction to the interface
Introduction 
1. Introduce Microsoft Excel
1. Excel is a computer program that helps a person create spreadsheets 
1. Excel is a program that helps the user carry out tasks by holding, organizing, and performing mathematical actions on data
(will be clearer when we see examples)
2. The Computer & Desktop (Review)
1. Computer and monitor power buttons
… Computers in this lab are left On/Off after use
Proper computer turn-on or wake-up procedure.
1. USB Ports (we will save out work on our USB Flash drives)
· Keyboard
· Letter keys
· Number keys – two places
· Space bar
· Enter keys
· Esc 
· Shift
· Ctrl (often used with “keyboard shortcuts”)
· Backspace vs Delete
· Mouse
· Left vs Right click
· Double click
· Desktop
· Program Icons
· Internet Icons
· Task Bar & Start Button
· Explorer Folder: Taskbar Icon & from Start
Practice Together – Exploring the Excel interface
	3. How to Access Excel
Start button  >  All apps  >  Microsoft Office  > Excel
Icon can be placed on desktop or Taskbar for quick access

4. The Excel environment
· Like any other program, Excel opens in a Window
· Vertical Scroll Bar
· Horizontal Scroll Bar 
· Menu items in the Ribbon under each Tab 
(we will learn more about as we learn about using Excel)
· Title bar shows the name of the Workbook

· An Excel document is called a Workbook
· When you save the file, that is the name of the workbook.
· How to save a file to the desktop
· How to save a file to the USB drive

· A workbook always has at least one Worksheet. Worksheets are the spreadsheet, the grid, where you can store and calculate data.  
· You can have many worksheets stored inside a workbook.
· Click the + to create a new worksheet
· Right-click on the worksheet title  >  Delete
to get rid of a worksheet
· You can give each worksheet a unique name. 
· Right-click on the worksheet title  >  Rename
to rename a worksheet

· Worksheets are laid out in columns (vertical) and rows (horizontal).  
· The intersection of any given row and column is a cell.  Cells are where each piece of information (data) is kept.  
· [image: ]Each cell has a name. 
The name of the cell is its column and row location. 
· A highlighted or outlined cell is the active cell.
· Multiple highlighted or outlined cells - a group, or whole column or row - is a range.

	


[bookmark: _GoBack]Assignments
1. Give students Lesson 1 handouts: 
EX_L01-Practice  &  EX_L01-The Microsoft Excel Spreadsheet
2. Introduce assignments
Note the optional video. Language may be too advanced for some learners. Suggest they just watch to remember what was covered in class.


	
15 min.
Handout: Syllabus 


Note particular areas of interest to be sure to cover  





10 min.
FYI https://support.office.com/en-us/article/Get-started-with-Excel-f3937fb3-0a80-4b75-b45b-cffff35c19fa#ID0EAABAAA=Basics

(USB Flash drives for first-time students)
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Handout: EX_L01-Practice  &  EX_L01-The Microsoft Excel Spreadsheet
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