	NC Excel Basics for ESL – Lesson 5
	



	Lesson # 5: My Favorite Foods List 2.0

	Activity
	Materials/Notes

	
Previous Lesson Check 
· Any questions from Lesson 4, or Lesson 4 Practice Assignments?
· Review:
· How can you select a whole column or row?
(Click on the column or row letter or number.)
· What are some ways you can move or shift the text inside a cell? 
(Highlight the cell, and use options in the Alignment group, or from the Format Cells window’s Alignment tab.)
Lesson 5 Main Points: 
· Adding and adjusting shapes
· Adding and adjusting images
Practice Together – Working with Shapes and Images 
1. Open a saved File
File Explorer  >  This PC/Computer  >  Desktop/Documents/USB Drive (wherever)  >  Find and open file
2. Introduce the INSERT tab (quick overview of groups) 
3. Illustrations group (quick overview of buttons)
4. Shapes 
· Adding a shape
· Adjusting & rotating
· Use Shift key to constrain (keeps an oval as a circle, keeps a rectangle as a square, keeps rotation to specified stops…) 
· Moving
· Changing color and outline
Note that when working with shapes we get a new DRAWING TOOLS  > FORMAT tab
· Tab disappears when shape is deselected
· Will reappear when shape is selected – may take single or double click to open
5. Add additional shapes
6. [bookmark: _GoBack]Shapes (and images, and cells) can be duplicated: 
· Ctrl + C, Ctrl + V 
· Right-click & drag  >  Copy here
7. Ctrl + click to select multiple shapes
· Changes will apply to all selected
8. On FORMAT tab, Arrange group, Align button (need to have two or more items selected)
9. Images  (INSERT tab  >  Illustrations group)
· Pictures: you need to have saved them on your computer
· Online Pictures: you can search for an image inline
· Searching for and adding an image
· Adjusting & rotating
· Use Shift key to constrain change 
· Moving
· Changing - Color / Artistic Effects / Picture Styles group options
Crop in the Size group
Remove Background
Note that when working with images we get a new PICTURE TOOLS  >   FORMAT tab
10. Like shapes:
· Ctrl + click to select multiple items
· Changes will apply to all selected 
· On FORMAT tab, Arrange group, Align button (need to have two or more items selected - can be both shapes and images)
11. Review Save As to rename and save file
FILE tab >  Save As  >  Computer  >  USB drive
12. Demo checking what file would look like if printed
       FILE tab >  Print
[image: ]Back arrow at the top left to return to the file  

Practice Assignments
1. Give students Lesson 5 practice handout: EX_L05-Practice
2. Introduce assignments 
3. Practice “Adding Images” in class, and redo again later for homework if possible. 
4. Note the optional video for homework. 
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Lesson 5 practice handout: EX_L05-Practice
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