	NC Excel Basics for ESL – Lesson 4
	



	Lesson # 4: My Favorite Foods List 2.0


	Practice Assignments
	Check Off

	
Assignment 1 – Read follow the instructions below in My Favorite Foods List 2.0.
Assignment 2 – Practice and review any new vocabulary from Lesson 4.
My Favorite Foods List 2.0
We will now practice opening our previously saved “My Favorite Foods” list and adding more formatting concepts.  Formatting helps make a spreadsheet look better.
1. [image: ]Insert your USB flash drive.   
2. Double-click to open the USB drive. 
3. Find your “My Favorite Foods” file, 
and double-click to open the file.

4. Click on the word “Food”.
5. Type in the words, “My Favorite Foods”.
6. With the title still highlighted, in the Font group, click on the Font Style dropdown arrow and change the Font Style to whatever you like.
7. Click on the Font Size dropdown arrow and change the Font Size to 14.
8. Click on the Center button in the Alignment Group to center your title.
9. Click on your name, and choose a Font Style and a Font Size you like for your name.
10. Click, hold, and drag to highlight all the foods in your favorite foods list.
(You have just selected a range.)
11. In the Alignment Group, click on the Increase Indent button three times.
12. [image: ]Click on the small arrow in the bottom right corner of the Alignment group 

to get the Format Cells window. 
Make sure that the Alignment tab is selected.
13. Change the Indent to 1, and click OK. 
Notice that the indent on the cells is now smaller.
Let’s see what our file would look like if it was printed.
14.  Click the FILE tab and select Print.
Notice that only the text would be printed. 
15. [image: ]Use the back arrow at the top left to return to the file.
16. Move your cursor to the top of the A column so that it becomes a small down pointing arrow, and click to select the whole column.
17. [image: ]Click on the small arrow in the bottom right corner of the Alignment group to get the Format Cells window.
18. Click the Border tab.
19. In the Border box, click left edge, right edge, top, middle, and bottom, so that all the lines turn black, and then click OK.  

Let’s see what our file would look like if it was printed now.
20.  Click the FILE tab and select Print.
Notice that now the text and the cell borders will be printed. 
21. Under Printer, click on Printer Properties.
22. Make sure Black & White is selected, and click OK.
23. Your teacher will let you know if you should print, or not.
24. [image: ]Use the back arrow at the top left to return to the file.
25. Save your file to your USB drive with the name, “My Favorite Foods-02”.
(Look at the lesson 3 practice if you need help.)
26. Safely eject your USB drive. 
(Look at the lesson 3 practice if you need help.)


Optional Assignment – Watch the Formatting Cells video:   
https://www.gcflearnfree.org/excel2016/formatting-cells/1/
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