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Instructor’s Notes

Introducing Excel
This first section will familiarize students with the basic parts of Excel and show them a very simple worksheet.  Suggest that they think of each worksheet as a large sheet of paper.  Just as a book is comprised of sheets of paper, so too is an Excel workbook comprised of worksheets.  Because all sorts of calculations can be made in the Excel spreadsheet, it is much more flexible than a paper spreadsheet. 

Have students familiarize themselves with the names of all the parts of the Excel window called out in Figure 1-3 and listed in Figure 1-4. These names will be used over and over again throughout the text, so their understanding of key terms such as these as they read the text will help them to build their knowledge and execute assignments with ease.  In addition to the class, knowing these terms and using them correctly will help them as they talk with colleagues.  Explain that using the terms correctly helps them sound more professional among their peers.
Classroom Activity

Divide students into groups of two or three.  Have each group consider the sample spreadsheet in Figure 1-1.  Have the groups discuss how What-if analysis could be used in the Cash Flow comparison worksheet.  Ask students to determine how What-if analysis could help this company reach an even high Net cash flow in the next month.  After about five minutes have the groups share with the class what they discussed.
Navigating a Worksheet
In class, have the students spend some time practicing all the different ways to move within and between worksheets.  Have them try the menus, the mouse, keystrokes and other suggestions throughout this section so they can decide for themselves which methods they like and that work best for them.  Having them practice this in class will also help you to identify which students will need additional assistance in learning these fundamental skills.  Be sure to go over the shortcut keys which are listed in figure 1-5 and explain that knowing these will help them work quickly and efficiently.
Show the students the basics of using the scroll bars and how they can make very small to very large moves across the spreadsheet.  Show them how they can click and drag the vertical or horizontal scroll boxes to make large moves across the spreadsheet.  Clicking in the scroll bar above the vertical scroll box yields the same result as the Page Up key.  Clicking below the vertical scroll bar yields the same result as the Page Down key.  Demonstrate to them that when they use the Ctrl key in conjunction with the Page Up or Page Down key that it moves you “up” or “down” through the worksheet tabs, sort of like flipping through pages in a book.

Navigating Between Worksheets
Be sure students realize that there are, by default, three worksheets in a workbook.  Navigating is as simple as clicking the corresponding tab.  Explain that later they will learn how to add additional worksheets and how to delete unwanted worksheets.  Also explain that, by default the worksheets are named Sheet1, Sheet2, and Sheet3.  Later they will learn how to rename the worksheets so that the tabs have meaningful names on them.

Quick Quiz

1. The intersection of a row and column is called a _____. (Answer: a)
a. Cell

b. Worksheet

c. Workbook

d. Formula

2. _____ is a process by which you change one or more of the values in the worksheet and then examine the recalculated values to determine the effect of the change. (Answer: what-if analysis)
3. True/False:  By default, each workbook contains one worksheet.  (Answer: false)
Developing a Worksheet
Be sure to go over the planning process that is listed on page EX 9 and the Planning Analysis worksheet which is shown on page EX 10 (Figure 1-7).  Students often want to skip the whole planning process.  Be sure to emphasize its importance and the fact that it will actually save them time in the long run.

Classroom Activity

Divide the class into groups of five or six.  Ask each group to think of an example where a workbook would be beneficial (for example, to keep track of income for a fund drive for their club).  Then have each group go over the planning and execution of the steps on page EX 9.  Each group should prepare a list of questions that need to be answered with the workbook.  The list of questions presented on page EX 9 can serve as a guide.  If you can allow the time, have each group develop a Planning Analysis Sheet similar to the one in Figure 1-7.  After several minutes, have the groups share their findings with the rest of the class.
Entering Data into a Worksheet
Now that students have learned how to move around within Excel and manipulate existing data, they will learn how to enter and edit data into a worksheet.  There are three basic types of information they can enter into cells: text, values and formulas.  Remind them that telephone numbers or social security numbers that have other characters in them (like a dash or parentheses) are treated as text and cannot be used in calculations.  Encourage them to practice entering dates in different formats on their own.

Walk them through entering some sample values into cells and then have them try their hand at entering some simple formulas in class.  Have them use parentheses and try longer, more complicated formulas involving multiple cells and operations to see if they get the results they expect as they make changes to the formulas.  This is a basic but important skill that will make them comfortable with entering data and calculating cells with formulas.  No matter how many times someone has set up a spreadsheet, there will occasionally be a simple mistake in a formula which creates incorrect results.  In complex spreadsheets with many, many calculations within and between worksheets, it can be very time-consuming to track down an errant formula. 

Be sure to go over the operations and their operators which are listed in figure 1-12.  This figure describes the operation and provides an example of each one.  It is very important that students understand the kinds of operations used in worksheets.  In addition the Order of Precedence is very important.  Make sure students understand that if they do not follow the rules of the Order of Precedence, they could receive unexpected results.  Figure 1-13 will help you explain these concepts.
Changing the Size of a Column or Row
It take a little practice to position that mouse pointer just right so they get the special pointer to appear on the screen, denoting when they can start clicking and dragging columns or rows to make them smaller or larger. Use Figure 1-17 and, if possible, your screen display to illustrate how the mouse pointer changes shape when hovered over the column dividing line.  If you can, illustrate the effect of double-clicking the dividing line for a “Best fit” or dragging the line to get a specified width.
Use Figure 1-19 to illustrate how you can also alter the height of a row.

Working with Ranges

Working with ranges is an important feature because it allows users to select groups of cells and manipulate them within the worksheet or copy them to other areas, even to other applications such as Word or Outlook. Have the students practice selecting both adjacent and nonadjacent ranges as explained in the text.  Use Figure 1-21 to illustrate a range that has been selected.  In this case, the range is A1:G5.  Be sure students understand that this is selected of all the cells from A1 to G5.  
Go over Figure 1-23 and explain the additional techniques for selecting ranges of cells.
Moving a Selection of Cells

Moving a selection of cells is easy and they can even copy the selection as well.  Remind students that if they drag a selection with their Ctrl key pressed, Excel will make a copy of the selection wherever they choose on that worksheet.  If they use their Alt key as they drag, they can select another worksheet tab, which makes that worksheet active and allows them to copy the selection to another worksheet.  

Calculating Sums with AutoSum

The AutoSum feature allows you to quickly enter a sum in a cell.  Explain that the SUM function is the most widely used function and the AutoSum allows you to automate the process.  Explain that when you choose the AutoSum feature, Excel will “guess” which cells should be included in the sum.  Caution students to check the AutoSum range to make sure it is really what they want.
Working with rows and Columns 
Have the students enter some data into several cells and be sure to span multiple rows and columns.  Have them practice inserting and deleting entire rows or columns as well as individual cells or small groups of cells to see the impact of these actions.  Have them try multiple methods of performing these tasks as outlined in the text.  Encourage them to experiment to find which method they are most comfortable with, and then to continue to use that method each time.  Go over the various results of inserting rows, columns, and cells illustrated in Figure 1-27.  Students need to understand the results of these kinds of insertions.
Remind students that when they delete (remove) cells, columns, or rows, if a formula in another cell referenced a cell that was deleted—this will cause an error in calculating that formula.  This is easy to fix, but when they have large, complex spreadsheets, the resulting formula error may not be showing on the cells visible on their screen and could even be on another worksheet or in a different workbook altogether.

Quick Quiz

1. In the Order of Precedence rules, Excel calculates _____ second. (Answer: c)
a. Exponentiation

b. Addition

c. multiplication and division

d. subtraction


2. A(n) _____ is a mathematical expression that calculates a value. (Answer: formula)
3. True/False: A worksheet can contain the following type of data:  text, numeric values, dates, and calculated values. (Answer: true)
Editing Your Worksheet

As soon as you begin to type a value for a cell, you enter Edit mode.  Explain that they must complete the edit before they can perform some other operation.  Completing the edit is accomplished either by pressing the Enter key or by moving the cursor to another cell.
Undoing an Action
Illustrate how students can easily reverse the effect of an action by pressing the Undo button.  This is a great “safety net” as long as too many actions have not been completed before you decide you want to reverse an action.
Working with Worksheets
Remember that worksheets in a workbook are much like sheets or pages within a book. Think of them as being stacked on top of one another and you just peruse through them like you flip the pages of a book.  As with other features in Excel, there is more than one way to move, copy, and work with worksheets.  Once again, have students practice all the ways for accomplishing these tasks that are listed in the book, and have them decide with which one they are most comfortable.  Once they have done so, they should perform that task the same way every time.  The advantage of this is that they will become faster at working with Excel, and they won't have to stop and think about which one of several ways to do something.  They just simply do what they have trained themselves to do and eventually become proficient at the simple and the complex tasks as well.

Briefly cover with the students the Reference Window on page EX 37, which gives the quick and easy steps for moving and copying an entire worksheet.  This is a very useful feature.  Have them create a quick, simple worksheet and practice moving it around.  Tell them to insert other sheets and then create a copy of an existing worksheet and insert it between some existing sheets.  They should note how the copied worksheet has the same name as the original, but with a (2) following the name.  Have them rename the sheet to something else.

Using the Spell Checker

Students are likely already familiar with spell checking if they have used Word or one of the other Office applications.  Explain that this the exact same process and that it even uses the same dictionary for the spell check.  Also explain that there is really no excuse for having misspelled words in their workbooks.  They should always run spell check before they submit a final copy of any workbook.
Previewing and Printing a Worksheet
The short section on printing is very straightforward.  It is not mentioned at this stage in the book, but Ctrl-P is a quick keystroke means of bringing up the Print Dialog box.  Remind them to memorize the default settings in this dialog box so they will know what to expect when they just hit the print button.  Using that button is the fastest way to get printing started, but they will want to know what results to expect.  If you have a printer available in class, this is a good time to let students preview and print any of their assignments or practice the various print features.

Explain that the Landscape orientation if very often used when printing a worksheet because there are often many columns.  Printing in landscape allows you to see more columns at once.

Explain also that printing the formulas (shown on page EX 42, is usually done to check your formulas.  As an instructor, you might consider having students print their formulas along with any worksheets they turn in.  This way when you see an error in their results you can compare the error with their formulas to see why they are not getting the correct results.

Quick Quiz

1. To print a worksheet you click Print off the _____ menu on the menu bar. (Answer: B)
a. Preview

b. File

c. View

d. Edit


2. To edit a cell’s contents, you need to work in _____. (Answer: edit mode)
You can reverse more than one action by clicking on the Undo button’s list arrow. (Answer: True)

Tutorial Discussion Questions

1. After being introduced to Workbooks and Worksheets, do you think there is any need for a calculator?  What benefits does a worksheet have over a calculator?  What do you have to do if you are summing a long list of numbers on a calculator and you discover you have made an error?  What do you have to do if you have made the same error in a worksheet?

2. Poll the class to find out the various lines of work different students do.  Even if they are full time students, they may have some recent work experience.  It is fairly easy to think of ways to use spreadsheets for those who work in an office, but a little more challenging for those who maybe work in a restaurant kitchen or do construction.  Yet, these lines of work have a lot of uses for spreadsheets.  Pick 4 or 5 different job categories from the students’ input, and then ask the class to come up with ways for which using Excel spreadsheets could be beneficial to those jobs.  Benefits can be monetary or along the lines of improved efficiency in the workplace.  Examples would be work schedules, kitchen-ordering checklists, materials lists for a construction job, etc.


3. With the advent of the World Wide Web, where do traditional spreadsheets fit in?  Will features and functions as we know them today all be replaced by web-fronted applications?  What type of programming or technical skills requirements will change as a result of this?  Do the students feel that traditional computing will go away completely, or that it is only being supplemented by web-friendly interfaces?

4. Why would a company want to do What-if analysis?  If the company makes a product and profit is calculated as Revenue minus Cost, what types of What-if analysis would the company consider?  Would it be helpful to do What-if analysis of the past year’s figures?  Why?  What benefit could there be in this type of analysis of a year that has already gone by?

Key Terms
	Term
	Definition

	Active Cell
	The ONE cell that is currently selected in the worksheet

	Adjacent Range
	A single rectangular block of cells

	Arithmetic Operators
	Symbols that indicate the type of calculation (arithmetic operation) to perform

	AutoComplete
	A feature in Excel that tries to anticipate the text you are typing and, if recognized, completes the word

	AutoSum
	A feature that quickly and conveniently enters the SUM function

	Cell
	The intersection of a column and row in a spreadsheet

	Cell Range (range)
	A group of worksheet cells which can be adjacent or nonadjacent

	Cell Reference
	The address of a cell which indicates its column and row 

	Column
	Vertical blocks of cells in a worksheet

	Documentation Sheet
	A worksheet that provides information about the content and purpose of the workbook

	Edit Mode
	When a cell is double-clicked and is ready to be edited

	Formula
	An expression used to calculate a value

	Formula view
	A view where the formulas are displayed in the worksheet rather than the values

	Formula Bar
	The portion of the Workbook window that displays the formula in a cell

	Function
	A predefined formula that performs calculations using specific values

	Landscape Orientation
	Where the page is wider than it is tall

	Name Box
	The portion of the workbook window that displays the cell name

	Nonadjacent Range
	Two or more separate adjacent ranges

	Order of Precedence
	A set of predefined rules that Excel follows to unambiguously calculate a formula by determining which operator is applied first, which operator is applied second, and so forth

	Portrait Orientation
	Where the page is taller than it is wide

	Range reference
	Indicates the location and size of a cell range

	Rows
	Horizontal blocks of cells in a worksheet

	Spell Checker
	A feature that checks the words in the workbook against the program’s internal dictionary

	Spreadsheet
	A business tool that helps you analyze and report data

	SUM function
	A function you enter in a worksheet to calculate the sum of value in a cell range

	Values
	Numbers that represent a quantity of some type

	What-if analysis
	A process whereby you change one or more of the values in the worksheet and then examine the recalculated values to determine the effect of the change

	Workbook window
	The document window that contains workbooks and is inside the program window 

	Workbooks
	Documents that contain electronic spreadsheets

	Worksheets (or sheets)
	A single spreadsheet within a workbook


PAGE  
1

Page 1 of 8

