	NC Excel Basics for ESL – Lesson 3
	



	Lesson # 3: My First Spreadsheet

	Activity
	Materials/Notes

	
Previous Lesson Check 
· Any questions from Lesson 2, or Lesson 2 Practice Assignments?
· Review:
· What is the name of the Active cell? 
(The letter of the column and the number of the row.)
· How can you change the height of a row? 
(Move the cursor over the line between two rows, and when the cursor changes shape to a double arrow, click down and drag.)
· How can you change the text in a cell? (Select and type.)
Lesson 3 Main Points: 
· Creating a spreadsheet
· Basic font changes
· Highlighting cells  
· Naming/Saving 
Practice Together – Making a Spreadsheet 
1. Open a Blank Excel File
Start button  >  All apps  >  Microsoft Office  >  Excel
Or just click icon if it is on Desktop or Taskbar
2. Cell A1, type your name & Enter
3. Cell A2, type a list title (Drinks) & Enter
4. Complete your list (Water, Soda, Milk, Rum, Coffee, Tea, Beer, Wine, Juice…)
5. “Select to effect”
· Select your name and make italic  (Font Group)
· Select the title and make bold   
· Experiment briefly with:
·  fonts and font sizes
·  changing text colors  
·  cell alignment  (Alignment Group)
6. Review changing the size of cells by dragging on the lines between columns or rows, then demo selecting multiple lines or rows so that multiple cells change to the same width or height
7. Select your favorite drink and highlight the cell (Font Group, fill color)
8. Put a different color highlight on some other cells
Optional: Use Ctrl + click to select multiple/various drinks (healthy, or that have caffeine or alcohol) and add highlight 
9. [bookmark: _GoBack]With a dark background, black text may not be readable
Use a light color/white text on a dark background
10. Removing highlight(s) 
      select cell  >  Fill Color dropdown  >  No Fill
11. Save As to rename and save file
FILE tab >  Save As  >  Computer  >  USB drive
12. Review safely ejecting the USB flash drive:
File Explorer  >  This PC  (Computer or My Computer on older versions)
  >  RIGHT-click on the USB drive  >  Eject



Practice Assignments
1. Give students Lesson 3 practice handout: EX_L03-Practice
2. Introduce assignments

Practice “My First Spreadsheet” in class, and redo again later for homework if possible. 
Note the optional video for homework. Language may be too fast/advanced for some learners. Don’t worry about the speaking; just watch.
At end of class, review closing down program and computer.
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Demo making a list



















Save for lesson 4





20 min.
Lesson 3 practice handout: EX_L03-Practice
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