	NC Excel Basics for ESL – Lesson 9
	



	Lesson # 9: Final

	Activity
	Materials/Notes

	
Previous Lesson Check 
· Any questions from Lesson 8, or Lesson 8 Practice Assignments?

Lesson 9 Main Points: 
· Inserting/Deleting & Copying/Pasting rows and columns
· Sorting with tables
· Workbook Templates 
· Online resources
Last Useful How-Tos Practice Together 
1. Open the “Monthly Budget” file from lesson 7 (class, not personal)
2. Demo Inserting/Deleting & Copying/Pasting rows and columns
1. Delete rows for items that don’t apply to you
2. Copy and Insert rows to change doubled items to single entries (then edit text in each)
3. Copy the Amounts column, highlight the next 5 columns, and Paste to create an expenses sheet for half the year
4. Edit a few items that change (the headers, water, extra expenses for birthday gifts or travel, car payment completed?) 
3. Reminder, with Microsoft Office programs you can do everything yourself, but often short-cuts or templates are provided. So for this data we could:
· Format/color each item as we wish
· Use individual cell styles
HOME tab  >  Styles group  > Cell Styles
· Use one of their table styles 
HOME tab  >  Styles group  > Format as Table
· Check for a template 
FILE tab  >  New  >  Scroll to view options, or Search Online
[bookmark: _GoBack]Note that the following is presented just so students become aware of some common Excel capabilities – they will not have to use them on their final
If time is short, present quickly without going through all the steps
4. Scroll down and check out SIMPLE MONTHLY BUDGET template – Create
· See Help notes that disappear when you click on the sheet
· Note Monthly Expenses sheet where we could put our data
· See new Monthly Income and Summary sheets that provide us more information
· Delete Income 2 on Monthly Income sheet, and note changes on Summary sheet
· Note dropdown arrows for Filter & Sort on all charts – not really needed on sheets without much data, but can be very useful when there is a lot of data
5. Close SIMPLE MONTHLY BUDGET template file without saving


6. Back in our Monthly Budget file, select the data and in Styles group, Format as Table select one of the table styles
7. Note we now have the dropdown arrows for Filter & Sort
8. Click somewhere in the first column, and Sort A to Z
9. Note that the Total line got mixed in – Undo
10. Cut the Total row, click down a few rows, and Insert 
11. Now click somewhere in the first column, and Sort A to Z
It works (since now there is a space between the table and the Total row)
Any last questions from students?
If students want to save this file, remind them to save it with a new name
Time now for them to put it all together…
       
Handout
1. Give students EX_L09-Final handout.
2. Advise if they are to print their Final or not.
3. Note Resources for continued study on the back of the handout.
	
5 min.






15 min.


  





































30 min.
Lesson 9 handout: 
EX_L09-Final
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