	NC Excel Basics for ESL – Lesson 2
	



	Lesson # 2: Introduction to using Microsoft Excel 

	Activity
	Materials/Notes

	
Previous Lesson Check 
· Any questions from Lesson 1, or Lesson 1 Practice Assignments?
· See if they can identify some of the main items of the Excel interface:
· Workbook / Worksheet
· Tabs / Ribbons / Button Groups
· Columns / Rows
· Cells / Active cell
 
Lesson 2 Main Points: 
· Creating a blank spreadsheet
· Entering data in cells  

Practice Together – Introduction to the Spreadsheet 
1. Review “Left Click” (most used, we just say “click”, used for selecting and opening) and “Right Click” (for context menus) 
2. Review opening a Blank Excel File
Start button  >  All apps  >  Microsoft Office  >  Excel
Or just click icon if it is on Desktop or Taskbar
3. Start page interface
· Option to open a recent file
· Option to open a template
· Option to search for a template online
· > Blank workbook option at top left
4. Save As to rename and save file
FILE  >  Save As  >  Computer  >  Desktop or USB drive
Note the new name in the window’s title bar
5. Navigating – go to a particular cell:
· Click on cell with mouse, Point-and-Click method
· Use the keyboard Arrow Keys
· From selected cell, Enter key – next cell down 
· From selected cell, Tab key – next cell right
6. Viewing the sheet
· Scroll sheet with scrollbars
· Zoom view slider, bottom right
· Change view options next to zoom slider
7. Adding and changing data
· Click on an empty cell and type
· Select an empty cell, and type in the Formula Bar
· Click on a cell with content and type – contents are replaced

Note: click ON selects cell/replaces contents 
     vs. click IN (double-click) to add or edit cell contents
· Select a cell with content, and type in the Formula Bar
– cell contents can be added to, changed, or replaced (highlight and type new content)
8. Deleting
· Select a cell/multiple cells with content, and press the Delete key
This deletes the contents, not the cell(s)


Practice Assignments
1. Give students Lesson 2 practice handout: EX_L02-Practice
2. Introduce assignments
Practice in class and review later: 
         “Introduction to the Excel Spreadsheet” 
Encourage students to review outside of class to remember what was taught.
· Review class handouts / notes / vocabulary
· Practice if possible:
Labs available __________________________________________
Home or library computers if they have Excel installed 
(Older versions may work if they don’t try to open files from class.)

Note the optional video. Language may be too advanced for some learners. Suggest they just watch to remember what was covered in class.
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20 min.
Lesson 2 practice handout: EX_L02-Practice






What are available lab hours/locations this semester?
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