	NC Excel Basics for ESL – Lesson 2
	



	Lesson # 2: Introduction to using Microsoft Excel

	Practice Assignments
	Check Off

	
Assignment 1 – Read follow the instructions below in Introduction to the Excel Spreadsheet.

Assignment 2 – Practice and review any new vocabulary from Lesson 2.
Introduction to the Excel Spreadsheet
1. Open Excel.
2. [image: ]Click Blank Workbook to open a new spreadsheet.
3. [bookmark: _GoBack][image: ]Change the worksheet view to the Page Layout option. 

(Bottom right, next to the zoom slider.)
4. Change the worksheet view back to the Normal Layout option.  
5. Adjust the zoom to a size you like.
6. [image: ]Click a cell to select it. 
A border will appear around the selected cell, and the column heading and row heading will be highlighted. 
7. Look at the Name Box (top left). What is the name of the cell?  
See that the name is the letter of the column and the number of the row. The name of the selected cell in the picture above is “B2”.
8. Click cell B2 to select it. 
9. Type “COMPUTER TRAINING” into the cell.
 See what you typed in the cell also shows in the Formula Bar.
10. Press Enter on your keyboard. 
11. Type “excel class” in the Formula Bar and press Enter.  
See that what you typed in the Formula Bar is now in the cell.
12. Press the up arrow on the keyboard.
13. Type “powerpoint class” and press Enter.  
Since the cell was selected, this text replaced the text that was there.
14. Use the keyboard shortcut Ctrl + Z to undo the typing. 
15. [image: ]Now double-click on the cell, select first “e” in excel, and make it capital.
16. Click in the Formula Bar, select the “c” in “class”, and make it capital. Then press Enter.  

                       Your sheet should look like this now:  
17. [image: ]Move your cursor to the top of the sheet to the line between the B and C columns. When the cursor changes shape to a double arrow click down and drag right so that the B column gets wider.
18. Click cell B2 and drag over B3 so that both cells are selected.
19. Press the Delete key on your keyboard.
All of the text is removed.
Optional Assignment – Watch the next seven minutes of the YouTube video: 
The Beginner's Guide to Excel - Excel Basics 2017 Tutorial  https://www.youtube.com/watch?v=rwbho0CgEAE  
Timestamp from 7:45 to 14:30. 
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