	NC Excel Basics for ESL – Lesson 4
	



	Lesson # 4: My Favorite Foods List 2.0

	Activity
	Materials/Notes

	
Previous Lesson Check 
· Any questions from Lesson 3, or Lesson 3 Practice Assignments?
· Review:
· What is the Active cell?  (The highlighted cell. The cell where content can be entered or changed.)
· How can you change the height of multiple rows? 
(Select multiple rows; then move the cursor over the line between any two selected rows. When the cursor changes shape to a double arrow, click down and drag.)
· What are some ways you can change the text in a cell? 
(Select cell, and type new text/delete all text.
 Select text to change in cell, and type new text.
 Select cell, and type new text into the Formula Bar.)
Lesson 4 Main Points: 
· Opening a saved Excel file
· Formatting & Alignment 
· Printing 
Practice Together – Working with a Spreadsheet 
1. Open a saved File
· Option 1 – Open Excel first
(Old) In Excel  >  File tab  >  Open  >  find file 
(New) find on Recent list 
or Open Other Workbooks at bottom of list
>  Computer  >  Browse/find file
· Option 2 – Find the saved file on the computer first
File Explorer  >  This PC/Computer  >  find file
2. Review “Select to effect”  -  Select cell OR cell content
Font Group 
· Bold  /  Italic  /   Underline 
· Fonts  /  Font size
· Cell background color
· Text color 
3. Rest of Font Group [image: ] -  Select CELL 
· Demo Border button 

and  Border button dropdown
· [image: ]2nd option - Open the Format Cells window from the small arrow in the bottom right corner of the Font group  (marked Font Settings)  
· Introduce the tabs
· Demo Border tab options
Remind students that programs often offer different ways to get to the same commands. They can use what they find easiest.

· 3rd option – Right click on cell  >   Format Cells… 

4. Alignment Group 
Review 
· Text alignment in cell – right, center, left
New 
· Text alignment in cell – top, middle, bottom
· Orientation 
· Increase Indent & Decrease Indent buttons
· [image: ]Open the Format Cells window from the small arrow in the bottom right corner of the Alignment group (marked Alignment Settings) Yes, it is the same window from earlier!  
· Demo Alignment tab options 

5. Review Save As to rename and save file
FILE tab >  Save As  >  Computer  >  USB drive
6. Demo checking what file would look like if printed
       FILE tab >  Print
· Note page choice at bottom
· Printer Properties under Printer to choose Color or Black & White
· [image: ]Back arrow at the top left to return to the file  
7. Review safely ejecting the USB flash drive:
File Explorer  >  This PC  (My Computer on older versions)
  >  RIGHT-click on the USB drive  >  Eject

Practice Assignments
1. Give students Lesson 4 practice handout: EX_L04-Practice
2. [bookmark: _GoBack]Introduce assignments 
Let students know if they should print out their assignments, or not.
Demo how to print if needed.
3. Practice “My Favorite Foods List 2.0” in class, and redo again later for homework if possible. 
YOU MAY WANT TO WALK STUDENTS THROUGH PRACTICE 4 TOGETHER, then have them go back and do it on their own.
4. Note the optional video for homework. Note that the information from the video is also written on the page.
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