	NC Excel Basics for ESL – Lesson 7
	



	Lesson # 7: AutoSum Introduction

	Activity
	Materials/Notes

	
Previous Lesson Check 
1. Any questions from Lesson 6, or Lesson 6 Practice Assignments?
2. Review:
· Where is the AutoSum button?
(HOME tab, Editing group)
· What does the AutoSum button do?
(It automatically adds a range of numbers selected – can be in a column or in a row.)
· What does the dollar sign ($) button in the Number group do? 
(It makes a number into a money/Accounting number.)
Lesson 7 Main Points: 
· Constructing a budget
· Copying & pasting
· Format as Table 
Introduction to Creating a Budget 
Discussion before going to Excel
1. What is “Budget”
· What is it?
· Who has one?
· What do they track?
2. We are going to make a household monthly budget. What should we include?
· Write down budget items class suggests
For this practice, keep things basic, and group items – for example, “Utilities” - so that you do not have too long of a list
3. Have class decide on prices for each expense 
First time through, everyone should use the same numbers. Once successful, they will make their own budget with their own numbers.  
4. “How should we set up our budget?” We need:
· A title - both on the file, and at the top of the spreadsheet
· A column for the expense items
· A column for the costs
· Then we’ll want to know the total expenses
5. OK. Let’s do it!
Practice Together – Creating a Budget
1. Open a blank File
2. Review using Save As to name and save a file (name file “Monthly-Budget”)
3. Put the sheet title in A1 (“Monthly Budget”)
4. Put your name in A2
5. Skip A3
6. Put the first column title in A4
7. Fill in the column items from the classes’ list
8. Put the second column title in B4
9. Fill in the costs from the classes’ list
10. Are any of the numbers the same? Cells can be copied and pasted.
· Ctrl + C, Ctrl + V 
· Or Copy and Paste buttons up in the Clipboard group
11. “What kind of numbers are these?”
Dollars – so select the costs and click the Accounting Number Format $ button
12. “How do we know the total amount we spend each month?”
AutoSum!
13. Add the word Total to the left of the total cost, and format it to stand out
right align, bold, font size…
14. Select the two bottom cells 
and in the Font group, click the Top Boarder button 
15. Remind students how we formatted the titles in previous lessons – there are faster ways 
· Select all the data and headers
· In the Styles group, click on Format as Table  
· Select whatever you like
Or
· [image: ]Select all the headers
· In the Styles group, click on the More dropdown button arrow  
· Select one of the Titles and Headers 
– note the Total option
16. Save
· Save icon at the top left corner of the window 
or 
· type Ctrl + S 
We already used Save As to tell the computer the file’s name and where we wanted to save this file, so now Save just saves it to the same place

Now everyone can do their own budget with their own numbers…

My Budget Practice 
1. Give students Lesson 7 practice handout: EX_L07-My Budget 
2. Note that this sheet is for them so they should make the budget items correct for their lives. They can cross out or change the bill items and then put in the costs they want to use next to each item. They should use their items and costs for the “My Budget” practice.
Note that a budget can be used for planning too. Going from a smaller to a larger apartment, or buying a house, what would happen to their bills?
Practice Assignments
No new assignments sheet.  
Redo “My Budget” for homework practice if possible. 
Continue to practice any new vocabulary.
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Save file for lesson 8
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Lesson 7 practice handout: 
EX_L07-My Budget
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