	NC Excel Basics for ESL – Lesson 6
	



	Lesson # 6: AutoSum Introduction

	Activity
	Materials/Notes

	
Previous Lesson Check 
1. Any questions from Lesson 5, or Lesson 5 Practice Assignments?
2. Review:
a. How can you rotate a shape or image?
(Select image. Click and drag on the circular rotate handle.)
b. How do you make a copy of a shape or image?
(Select image and…
    - Ctrl + C, Ctrl + V
    - Right-click & drag, and select Copy Here
    - On the HOME tab, use the Copy and Paste buttons  )
c. Where is the FORMAT tab? 
(You only see it when you have a shape or image selected.)
Lesson 6 Main Points: 
3. Number formats in Excel
4. Using AutoSum
Introduction to Working with Numbers 
5. Open a blank File
6. Point out that so far we have only used Excel for lists/text
In this lesson we will start working with numbers
7. [image: ]HOME tab ribbon > Number group  
(Tell Excel what kind of numbers)
a. Number Format dropdown options
b. More Number Formats… opens the Format Cells window to the Number tab
i. Click each to see examples, options, and info
ii. Note “Text” option
c. Quick select buttons under the Number Format dropdown:
Currency, Percent, Comma for thousands, Increase & Decrease Decimals
8. In cells, type in some different kinds of numbers. 
Watch the Formula Bar. 
Excel tries to understand what kind of numbers they are.
· 1/1/2018
· March 15
· 10:32
· 22.56
· 1/2
· 50%
9. When using numbers, make sure Excel is using the type of number you want.
10. HOME tab ribbon > Editing group > AutoSum
 (Tell Excel what to do with the numbers)
AutoSum acts like a built in calculator

Practice Together – Introduction to AutoSum 
1. Give students Lesson 6 practice handout: EX_L06-Practice and walk through Introduction to AutoSum together.
2. Have them try the Extra Practice with “My Favorite Foods” on their own (or with partners first if they need extra support)  

       
Practice Assignments
1. Introduce assignments. 
[bookmark: _GoBack]Redo “AutoSum Introduction” and “Extra Practice - AutoSum Practice with Your ‘My Favorite Foods’ File” for homework practice if possible. 
2. Note the optional video for homework. 

	
5 min.












15 min.


  
FYI
https://www.gcflearnfree.org/excel2016/understanding-number-formats/1/


















25 min.
Lesson 6 practice handout: EX_L06-Practice


2 min.
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