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Lesson 1
Excel Essentials
Learning Objectives

Students will learn to:
· Start Excel
· Work in the Excel window
· Change Excel’s view

· Work with an existing workbook

· Use Excel’s help system
MOS Skills

· Use Hotkeys




1.1.1
· Use the Name box




1.1.2
· Manipulate the Quick Access Toolbar



1.3.1
· Split window views




4.2.1
· Arrange window views




4.2.2
· Open a new window with contents from the current worksheet
4.2.3
· Use Normal workbook view




4.3.1
· Use Page Layout workbook view




4.3.2
Lesson Summary – Lecture Notes
Lesson 1 presents the essential information that students need to begin using Microsoft Office Excel 2010.

Show the students how to open Excel, both from the Start menu and from the desktop. If students are familiar with older versions of Excel, they will immediately notice differences in Excel 2007. Students may find it helpful to refer to Figure 1-1, which identifies various components of the opening screen. Explain that in this version, most commands are located on the Ribbon across the top of the screen. Click each tab in turn and explain that tabs are divided into groups of related commands. 

Another new element is the Quick Access Toolbar on the left side of the title bar, just above the Ribbon. Show students the default commands that are located on this toolbar. Demonstrate how the toolbar can be customized by clicking the down arrow at its right side and clicking the desired option (see Figure 1-2).

Click the Microsoft Office Button at the upper-left corner of the screen (another new feature). Explain that it contains commands such as Print and Save that let you manipulate entire workbooks.
Explain that when Excel first opens, a blank worksheet appears on the screen. Point out that the sheet consists of a grid of horizontal rows and vertical columns and that each cell is referenced by its column letter and row number. Point to various cells and ask students to state each one’s reference.
Use the keyboard to enter data into several cells and then click Page Layout View. Explain that this view lets you see a worksheet’s margins. You also can enter headers and footers while in Page Layout View.
Tell students that in the real world worksheets can become very large. In order to see different parts of the same sheet at the same time, you can use the Split command. Click the Split command in the Window group and then demonstrate how each quadrant can be scrolled independently. Remove the split by clicking Split again--Split is an example of a “toggle” command. Demonstrate how the New Window command also can be used to view various parts of the same worksheet.
Show students how to access Microsoft Office Excel Help, either by clicking the question mark on the right side of the Ribbon or by pressing F1. Cover the various elements found on this dialog box and practice looking for help on a few topics.

Show students how to open an existing workbook by clicking the Microsoft Office Button and then clicking Open. Explain the steps in locating the data files that will be used in this class. Open the Contoso Employee Info file.
Students should know how to navigate a worksheet using either keystrokes or the mouse. Demonstrate using the various navigation keys, such as Ctrl+End, Page Up, and Ctrl+Right Arrow, to move around the worksheet.
Much of the time spent in working with worksheets involves entering or modifying data. Therefore, it is important that students can perform these tasks efficiently. Demonstrate how Tab and Enter are used when keying data and make certain students understand the difference between these two keys.
Key a label that is too long for the cell’s width. Then double-click the column marker to widen the column. Explain that if a cell is too long and the next cell is empty, the label will “spill over” into the next cell (even though it is stored only in the first cell). However, if the next cell contains data, the label is “cut off.”
Show how the Delete key can be used to delete the contents of a single cell or a selection. Have students examine the options in the Delete dialog box (Figure 1-9). Click the Select All button to demonstrate how it selects all cells in the worksheet. Then ask students what they think would happen if you were to press Delete with all the worksheet’s cells selected.
Use Quick Print in the Quick Access Toolbar to print the current worksheet. If necessary, explain to students which printer their output will be directed to.
Remind students that the changes you have made have not been saved. Click Save As under the Microsoft File Tab and save the workbook under a new name. Make certain students know the location to which they should be saving their work for this class.
End the lesson by clicking the Close button at the upper-right corner of the workbook’s window to close the workbook. Mention that if several workbooks are open, you can close each one individually. When the last workbook is closed, Excel also is closed.
Explain the uses of Excel help. Include why keyword search is important. Also stress the online search feature.

Key Terms
active cell
A cell that is highlighted or outlined by a bold black line.
Backstage
A view that enables you to easily navigate and customize different features that you frequently use in Excel. 

cell 
A box on the grid identifi ed by the intersection of a column and a row.
column
Cells that run from top to bottom on the grid and are identified by letters.
command tab
Task-oriented tabs that are organized on the Ribbon. 

Dialog Box Launcher
An arrow in the lower-right corner of some command group headers in the Ribbon tabs
File tab
Displays a menu of basic commands for opening, saving, and printing files as well as more advanced options

Help system 
A system in Excel 2010 that is rich in information, illustrations, and tips that can help users complete any task as they create a worksheet and workbook.
Hotkey 
Another name for a Keytip.
Keytip 
Small “badges” revealed by pressing and releasing the Alt key, which displays keyboard shortcuts for specifi c tabs and commands on the Ribbon and Quick Access Toolbar.
Name box 
Located below the Ribbon at the left end of the formula bar. When the user keys a cell location in this box and presses Enter, the cursor moves to that cell.
Quick Access Toolbar
A toolbar that permits fast and easy access to the tools a user employs most often in any given Excel session.
Ribbon
A broad band that runs across the top of the window that organizes tools from the Menu toolbar into an easy-to-use interface.
row
Cells that run from left to right on the grid and are identified by numbers.
ScreenTip
Small onscreen windows that display descriptive text when users rest the pointer on a command or control.
workbook
A spreadsheet file
worksheet
Sheets similar to pages in a document or a book in which you can enter information
Solutions for Step-by-Step Exercises
The Contoso Employee Info Revised solution file is located in the Solutions/Lesson01 folder and is referenced in the following step-by-step exercises:
· Open an Existing Workbook
· Navigate a Worksheet

· Enter Data in a Worksheet

· Select, Edit, and Delete a Cell’s Contents

· Quick Print a Worksheet

· Save an Edited Worksheet

· Close a Worksheet

Answer Key
Knowledge Assessment

Fill in the Blank
Complete the following sentences by writing the correct word or words in the blanks provided.

1.
An arrow at the bottom of a group header on the Ribbon tells you that a(n) _____ is available that will offer additional options.
Answer: dialog box

Section Ref: Changing Excel’s View
Difficulty: Medium
2.
A selected cell is called the ______.
Answer: active cell

Section Ref: Starting Excel
Difficulty: Easy
3.
________ view is a new feature in Office 2010 that enables you to easily navigate and customize different features in Excel.
Answer: Backstage

Section Ref: Working in the Excel Window
Difficulty: Easy

4.
After a file has been opened, the filename appears in the ________.

Answer: title bar
Section Ref: Starting Excel
Difficulty: Medium

5.
When you split a window, the window is divided into ______ panes.

Answer: four
Section Ref: Changing Excel’s View
Difficulty: Medium

6.
When you click the Help button, the _______ opens.

Answer: Help Dialog Box or Help Window
Section Ref: Working with Excel’s Help System
Difficulty: Easy
7.
A cell is formed by the intersection of __________.

Answer: a column and a row
Section Ref: Starting Excel
Difficulty: Easy
8.
The _________ can be customized and contains the commands you use most frequently.

Answer: Quick Access Toolbar
Section Ref: Working in the Excel Window
Difficulty: Medium

9.
A new Excel workbook opens with ___ worksheets.

Answer: three
Section Ref: Starting Excel
Difficulty: Easy
10.
An active cell is identified because it is the ________cell. 
Answer: highlighted
Section Ref: Starting Excel
Difficulty: Medium

True / False

Circle T if the statement is true or F if the statement is false.

T
F
1.
Pressing the F1 key will activate Backstage.

Answer: False

Section Ref: Working with Excel’s Help System
Difficulty: Medium
T
F
2.
Pressing the Alt key will activate ScreenTips that help you use the keyboard shortcuts.

Answer: False

Section Ref: Working in the Excel Window
Difficulty: Medium
T
F
3.
Ctrl+O will open a new blank workbook.
Answer: False
Section Ref: Working with an Existing Workbook
Difficulty: Easy
T
F
4.
The Quick Access Toolbar appears on the right side of the title bar, above the Ribbon.

Answer: False

Section Ref: Working in the Excel Window
Difficulty: Medium
T
F
5.
Ctrl+F will activate Backstage.

Answer: False

Section Ref: Working in the Excel Window
Difficulty: Easy
T
F
6.
Keytips can guide you to access the Backstage area.

Answer: True
Section Ref: Working in the Excel Window
Difficulty: Medium
T
F
7.
Excel opens with a new blank workbook displayed.

Answer: True
Section Ref: Starting Excel
Difficulty: Easy
T
F
8.
The columns in a worksheet are identified by numbers.

Answer: False

Section Ref: Starting Excel
Difficulty: Medium
T
F
9.
The active cell in a worksheet is outlined by a bold black line.

Answer: True
Section Ref: Starting Excel
Difficulty: Easy
T
F
10.
Page Layout view is useful when preparing your data for printing.

Answer: True
Section Ref: Changing Excel’s View
Difficulty: Medium
Solutions for Competency Assessment 

Project 1-1

There is no solution file for Project 1-1. Students will navigate through Excel 2010 by using the help feature to discover new topics in Excel 2010 and how Office Excel 2010 will be used with earlier versions of Excel.
Project 1-2

There is no solution file for Project 1-2. Students will navigate through Excel 2010 Backstage and Ribbon, discovering ScreenTips and command options.
Solutions for Proficiency Assessment

Project 1-3

The solution for Project 1-3 is named Items for Sale_1 and is located in the Solutions/Lesson01 folder.

Project 1-4

The solution for Project 1-4 is named Items for Sale_2 and is located in the Solutions/Lesson01 folder.

Solutions for Mastery Assessment

Project 1-5

The solution for Project 1-5 is named Items for Sale_3 and is located in the Solutions/Lesson01 folder.

Project 1-6

The solution for Project 1-6 is named Items for Sale and is located in the Solutions/Lesson01 folder.
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