	NC Excel Basics for ESL – Lesson 3
	



	Lesson # 3: My First Spreadsheet

	Practice Assignments
	Check Off

	
Assignment 1 – Read follow the instructions below in My First Spreadsheet.
Assignment 2 – Practice and review any new vocabulary from Lesson 3.
My First Spreadsheet
[image: C:\Users\Student\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\F9U4FVNW\Nuvola_devices_mouse[1].png]Before we begin, it is important to know that a spreadsheet is the same as an Excel file.  So you can use the word spreadsheet or Excel spreadsheet.  They are the same.  Also, did you know 90% of our mouse clicks are “LEFT” clicks?  When your instructor says “click,” it is a “left” click.  Your instructor will tell you when to make a rare “right” click.  
Let’s begin the process of making your first Excel spreadsheet.
1. Open Excel.
2. Click Blank Workbook to open a new, blank spreadsheet.
3. Adjust the zoom to a size you like.
4. Now make cell A1 active. 
5. Type your first and last name and press the Enter key.
You are now in cell A2.
6. Type the word “Food” and press the Enter key.
7. Now type in the name of one of your favorite foods, and press the Enter key.
8. Type the name of another favorite food, and press the Enter key.
9. Continue doing this to make a list of your 10 favorite foods.
10. Look at your ten favorite foods, and find the one you LOVE the most!
11. Click on the food you love the most to select it.
12. [image: ]Using the Fill Bucket in the Font group, highlight the cell.  
Now it is time to save your work to your USB flash drive.
1. Plug in your USB drive.
2. Go to File, and click on Save As.
3. Select Computer, then Browse.
4. [image: ]Click on This PC (or Computer or My Computer on older versions.)  
5. Double click on the icon for your USB drive to open it.
6. For File name, name your spreadsheet “My Favorite Foods”.
7. Click on the Save button.
[image: ]Safely eject your USB flash drive.
1. Open File Explorer. 
2. Click on This PC (or Computer or My Computer on older versions.)
3. RIGHT-click on the icon for your USB drive, and in the pop-up menu, click on Eject.
4. [bookmark: _GoBack]When the computer notifies you that it is safe to remove hardware, you can unplug your drive.  
Great work!!! 
Optional Assignment – Finish watching the video: The Beginner's Guide to Excel - Excel Basics 2017 Tutorial  https://www.youtube.com/watch?v=rwbho0CgEAE   Timestamp from 14:40 to 21:22. 
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