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Excel 2013 Unit G: Creating a Worksheet

A Guide to this Instructor’s Manual:

We have designed this Instructor’s Manual to supplement and enhance your teaching experience through classroom activities and a cohesive chapter summary. 

This document is organized chronologically, using the same heading in blue that you see in the textbook. Under each heading you will find (in order): Lecture Notes that summarize the section, Figures and Boxes found in the section, if any, Teacher Tips, Classroom Activities, and Lab Activities. Pay special attention to teaching tips, and activities geared towards quizzing your students, enhancing their critical thinking skills, and encouraging experimentation within the software. 

In addition to this Instructor’s Manual, our Instructor’s Resources CD also contains Windows Presentations, Test Banks, and other supplements to aid in your teaching experience. 

For your students: 

Our latest online feature, CourseCasts, is a library of weekly podcasts designed to keep your students up to date with the latest in technology news. Direct your students to http://coursecasts.course.com, where they can download the most recent CourseCast onto their mp3 player. Ken Baldauf, host of CourseCasts, is a faculty member of the Florida State University Computer Science Department where he is responsible for teaching technology classes to thousands of FSU students each year. Ken is an expert in the latest technology and sorts through and aggregates the most pertinent news and information for CourseCasts so your students can spend their time enjoying technology, rather than trying to figure it out. Open or close your lecture with a discussion based on the latest CourseCast.
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Unit Objectives

Students will have mastered the material in Excel Unit G when they can:

· Navigate a workbook

· Enter labels and values

· Work with columns and rows

· Use formulas

· Use AutoSum

· Change alignment and number format

· Enhance a worksheet

· Preview and print a worksheet

Excel 180: Navigate a Workbook

LEARNING OUTCOMES

· Start Excel and open a blank workbook

· Identify Excel Interface elements

· Navigate a worksheet and select cells

· Add a new sheet

LECTURE NOTES

· Explain that an Excel worksheet is an electronic grid of rows and columns, sometimes referred to as a spreadsheet. 

· Using Excel, you create a file called a workbook that has an .xlsx file extension. A workbook contains one or more worksheets. Any new workbook you create contains three worksheets. You can switch between worksheets by clicking the sheet tabs at the bottom of the worksheet window. 

· Use FIGURE G-1 to point out all of the elements in the Excel program window, including the worksheet window, the Ribbon, the Quick Access toolbar, the status bar, zoom controls and view buttons. 

· Explain that the worksheet window is the grid area where you enter data. It consists of columns and rows of cells. Explain that the intersection of a row and column is a cell. You enter data, labels, and calculations in cells. The letters along the top of the worksheet window are called column headings, the numbers running down the left side of the worksheet window are called row headings. 

· You refer to a cell’s location using its cell address, which consists of its column letter followed by its row number (for example E7). 

· Point out that there are also some elements that are special to Excel, including:

· The formula bar, which is used to enter and display calculations called formulas. The formula bar is located just above the column headings. 

· The name box, just to the left of the formula bar, displays the cell address of the current or active cell. You can tell which cell in a worksheet is the active cell by the dark border (or cell pointer) around it. 

· When you first start a blank workbook, the active cell is cell A1. You can move to a different cell by clicking it, or by pressing the arrow keys. You can also select cells using the mouse or keyboard. Use TABLE G-1 to review methods for selecting cells in a worksheet. 

· At the bottom of the worksheet window are three tabs on the left side labeled Sheet1, Sheet2, and Sheet3. To display a tab, click its sheet tab. These sheets are part of any new workbook. You can also delete sheets if you don’t need them, or simply leave them blank.

· Use FIGURE G-2 to define a cell range as a group of cells that share boundaries and are selected.

FIGURES: G-1, G-2

TABLE: G-1: Methods for selecting worksheet cells
BOXES

1. Trouble: You are running Windows 7: click the Start button on the task bar, click All Programs, click Microsoft Office 2013, then click Excel 2013.

2. Quick Tip: You can quickly move the cell pointer to cell A1 by pressing [Ctrl][Home].
3. Quick Tip: To navigate quickly to a specific cell, press [Ctrl][G] to open the Go To dialog box, type the cell address you want to navigate to in the Reference text box, then click OK.

TEACHER TIPS

Many of today’s students have never created a manual spreadsheet, so it will probably be difficult for them to see the practical advantages of its electronic counterpart. You can really drive the point home by showing a spreadsheet containing columns of numbers that are totaled. Change one number, then show students how the numbers in the total column change. Ask them to imagine using an eraser to make all the necessary changes and they’ll soon appreciate the time-saving aspects of an electronic spreadsheet.

To demonstrate the relationship between the Name box, the formula bar, and the active cell, activate different cells, including cells containing labels and those containing values, and point out how the Name box and the formula bar change based on the cell that is active.

Emphasize that there are more columns and rows to the worksheet data than can be seen at one time. Students should not think that they have lost some of their worksheet just because they cannot see it on the screen. [Ctrl][Home] will take you back to the upper left corner of the worksheet. They can use the arrow keys or the scroll bars to navigate to any part of the worksheet.

CLASSROOM ACTIVITIES

1. Class Discussion: Ask students how many of them have already used Excel. What did they use it for? What features did they like? What did they dislike?

2. Quick Quiz:

1. In Excel, the electronic spreadsheet you work in is called a(n) ____. (Answer: worksheet)

2. The cell in a worksheet that has a dark border around it is called the  ____. (Answer: active cell) 

3. What is the element in the Excel program window that shows the address of the selected cell? (Answer: Name box)

4. What elements in the Excel program window are also found in the Word program window? (Answer: Quick Access toolbar, the FILE tab, a document window, Ribbon, status bar, scroll bars, View buttons, and window sizing buttons)

5. What elements in the Excel program window are unique to Excel? (Answer: formula bar, name box, row headings, column headings, cells)

6. The intersection of a column and a row is called a(n) ____. (Answer: cell)

7. The formula bar displays the active cell address. T/F? (Answer: False)

LAB ACTIVITY

If you plan to use Excel frequently, you can add an Excel icon to your desktop, allowing you to double-click the icon to start the program. To create an Excel desktop icon, right-click on an empty portion of your desktop. From the shortcut menu that displays, select New, and then select Shortcut. In the Create a Shortcut dialog box, enter the path to your Excel program file (or click the Browse button to locate it), then click Next. In the Select a Title for the Program dialog box, type Excel, and then click Finish. An Excel icon will appear on your desktop. Once a shortcut is created on the desktop, using it will save time and keystrokes. Use the desktop shortcut by double-clicking it.

Excel 182: Enter Labels and Values

LEARNING OUTCOMES

· Define labels and values

· Enter text and numbers in cells

· Edit cell contents

LECTURE NOTES

· Explain that you can enter both values and labels in a worksheet. A label is text that describes values or calculations in a worksheet; values are numeric data that can be used in calculations. 

· To enter data in a worksheet, click the cell in which you want to enter the data, type the data, then press [Enter] to lock in the cell contents and activate the next cell down. 

· Explain that you can also click the Enter button on the formula bar to lock in the contents of a cell. When you use the Enter button to accept a cell entry, the active cell remains the cell where you entered the data. 

· Note that you can also use the arrow keys to lock in the contents of a cell entry. 

· You can also use the [Tab] key to lock in a cell entry and activate the cell to the right. Using the [Tab] key is a good way to enter a row of data. When you reach the end of the row and want to move to the next row down, press [Enter]. Pressing [Enter] at the end of a row of data activates the first cell in the next row down.

· Point out that when you enter data in a cell, the cell contents also appears in the formula bar. 

· Explain that text you type in cells (labels) are automatically left aligned. Values (or numbers) that you type in cells are automatically right aligned. 

· Remind students that, just as in any Office 2013 program, they can click the Undo button on the Quick Access toolbar to cancel previous changes as necessary.

FIGURE: G-3, G-4

BOXES

1. Quick Tip: In FIGURE G-3 the zoom level is set to 120%. If you want your screen to have the same zoom level as the figures, click the Zoom in button [+] on the status bar twice.

2. Quick Tip: Pressing [Tab] has the same effect as pressing [Right Arrow].
3. Quick Tip: Pressing [Ctrl][Enter] has the same effect as clicking the Enter button.

TEACHER TIP

Students might be confused when the contents of a cell extend into the next cell because the adjacent cell is empty. They might conclude that the neighboring cell contains the contents, too. One way to help students understand this is to type a long word or phrase into a cell so that the contents extends to the adjacent cell. Then, click the adjacent cell to show that no contents appear in the formula bar. 

Make sure students understand the three-part process of entering data in a cell: selecting the cell, entering the data, and then accepting the entry. Students might become frustrated if they type data in cells and the results are not saved because they don’t press [Enter] or [Tab], or click the Enter button on the formula bar.

CLASSROOM ACTIVITIES

1. Class Discussion: Ask students to discuss if they think it matters if you enter labels or values first in a worksheet. Are there situations where entering one first is better? Or should you always enter one of these types of data before you enter the other?

2. Quick Quiz

1. What is the difference between a label and a value in a worksheet? (Answer: a label is text that describes data in a worksheet; a value is a number)

2. What happens if the label or value you type in a cell doesn’t fit in the cell? (Answer: It extends into the adjacent cell, if it is empty.)

3. What happens when you press [Enter] after typing a row of data? (Answer: The cell pointer moves down to the cell at the beginning of the next row.)

Excel 184: Work with Columns and Rows

LEARNING OUTCOMES

· Insert and resize columns

· Insert and resize rows

· Explain AutoComplete

LECTURE NOTES

· If data does not fit in a cell because it is too long, you can resize a column so that all of the data is displayed. 

· Point out that the easiest way to resize a column is to position the mouse pointer between the column headings until the resize pointer (a double-headed arrow) appears, drag the column to the right or left, and then release the mouse button. As you drag the column, a ScreenTip appears showing the exact measurement of the column. 

· Mention that you can also double-click the resize pointer between column headings to automatically resize the column width to accommodate long cell entries. This feature is called AutoFit. 

· To improve the appearance of a worksheet, you may also want to resize row height to add or reduce space between different rows of data. To resize a row using the mouse, position the mouse pointer between two row headings until the resize pointer appears, then drag the pointer up or down. As you drag, a ScreenTip appears showing the exact measurement of the row height. Use Figure G-5 to illustrate how to resize a row.

· Explain that you can also resize a row or column using the Format button in the Cells group on the Ribbon. To resize a row, click the Format button, click Row Height, then enter the height measurement you want in the Row Height dialog box (shown in Figure G-6). To resize a column, click Format in the Cells group on the HOME tab, point to Column Width, then enter the width measurement you want in the Column Width dialog box. 

FIGURES: G-5, G-6, G-7

BOXES

1. Quick Tip: To use AutoFit more than one column at a time, drag to select all the column headings of the columns you want to widen, then double-click any column boundary in the selection.
2. Trouble: to change the row height you can also select the row, click the Format button in the Cells group, click Row Height, type the row height measurement, and then click OK.

TEACHER TIP

In Step 7 of the lesson steps, students are instructed to resize row 2 to an exact height of 24.00. Students might have trouble doing this. Reassure them that if they make a mistake, they should simply try dragging it again. If it’s still too difficult, show them how to use the Row Height dialog box to enter a precise measurement. 

CLASSROOM ACTIVITIES

1. Quick Quiz:

1. If you want to resize a column so that it automatically resizes to the longest entry in the column, what should you do? (Answer: Double-click the column boundary on the right edge of the column)

2. If you want to resize a row so that it is exactly 21.00 (28 pixels) what should you do? (Answer: Drag the row boundary until the ScreenTip reads (21.00 28 pixels) or enter the exact measurement you want in the Row Height dialog box)

2. Critical Thinking: What are the benefits of resizing rows and columns? What are the potential problems that can result from not resizing rows and columns? 

Excel 186: Use Formulas

LEARNING OUTCOMES

· Create a simple formula with cell references

· Identify mathematical operators used in formulas

· Copy a formula using the fill handle

· Explain relative cell reference 

LECTURE NOTES

· A formula is an equation that calculates a new value from existing values. Formulas can contain values, mathematical operators such as (+ or –) as well as cell references, which are references to cell addresses, such as A5 or F27. 

· Make sure that students understand that the mathematical operator for multiplication is an asterisk (*). They use the multiplication operator in Step 4 in this lesson. Mention, too, that the mathematical operator for division is a backward facing slash (/). 

· Make sure to review the order of precedence, shown in TABLE G-2.

· All formulas must begin with an equal sign (=). You can enter a formula directly in a cell, or enter a formula in the formula bar. Any formula you type in a cell also appears in the formula bar. 

· You lock a formula in a cell by pressing [Enter] or clicking the Enter button on the formula bar. The advantage of using the Enter button is that the cell containing the formula remains active after you click the Enter button. This allows you to see the formula result in the cell and the formula itself in the formula bar. 

· When you enter cell references in a formula, you can either type them or click the cells in the worksheet that you want to reference. The lesson steps only have students click the cells they want to reference.

· After you create a formula in one cell, it’s common to want to copy the formula to neighboring cells. To copy a formula from one cell to an adjacent cell, drag the fill handle to the new cells, and then release the mouse button. You can use Figure G-9 to illustrate how to copy a formula using the fill handle. 

· Point out that when you copy a formula containing cell references to another cell, the cell references are automatically replaced with cell references that are in the same relative position as those in the original formula. This is called relative cell referencing. By default, all cell references are relative, meaning that they will change to reflect the new cell location of the copied formula. 

· If you want a cell reference in a formula to remain the same if the formula is copied to a new cell, then you need to use an absolute cell reference to reference that cell. An absolute cell reference is a cell reference that remains the same if the formula is copied to a new cell. Absolute references contain a $ before the column letter and row number of the cell reference. For example, $A$7 is an absolute cell reference. 

FIGURE: G-8, G-9

TABLE: G-2: Useful mathematical operators and sample formulas listed in order of precedence
BOXES

1. Quick Tip: You can also enter cell references in a formula by typing them, using either uppercase or lowercase letters.
2. Quick Tip: You can also double-click the fill handle to Auto Fill a formula to the adjacent cells below. The formula will be copied down to the last cell that is next to a cell containing data.
3. Quick Tip: If you want your worksheet to display formulas instead of their results in cells, click the FORMULAS tab, then click Show Formulas in the Formula Auditing group.

CLASSROOM ACTIVITIES

1 . Quick Quiz: 

1. What character must you type first in a formula? (Answer: =)

2. How do you copy a formula to adjacent cells? (Answer: Drag the fill handle)

3. What happens to cell references when you copy a formula to a new cell? (Answer: They change to reference the cells that are in the same relative position to the active cell as they were to the copied cell.)

2. Critical Thinking: Think about the importance of formulas in Excel. Could Excel have been a successful spreadsheet program without having the ability to use formulas? 

LAB ACTIVITY

Ask students to use the spreadsheet using in the lesson to experiment with changing some of the values in the Estimated Year 1 Units column, and then observe how the values in the Year 1 Sales column change accordingly. Instruct them not to save any of their changes.
Excel 188: Use AutoSum
LEARNING OUTCOMES

· Explain what a function is

·  Identify arguments in a function

· Calculate totals using AutoSum

LECTURE NOTES

· Define functions and explain that SUM is the most frequently used worksheet function. Walk students through the use of the SUM function as shown in FIGURES G-10 and G-11.

· Explain what an argument is and why it is important in a function’s calculations.

FIGURES: G-10, G-11, G-12

BOX

1. Clues to Use: Viewing sum data on the status bar

If you want to know the sum of a range of cells without creating a formula or using AutoSum, you can use the status bar. To do this, select the range of cells that you want to total; the sum of the selected range will appear at the right end of the status bar, along with the average value of the selected range. The status bar also displays a value for Count, which represents the number of cells in the selected range.

TEACHER TIP

Point out that you don’t have to make edits to a cell entry in the formula bar. Instead, you can press [F2] or double-click a cell to put it in edit mode. You can tell if you are in edit mode by looking at the indicator at the far left of the status bar. The status indicator reads Edit when you are in Edit mode. To edit cell contents in Edit mode, press [Backspace] to delete characters or use the arrow keys to move the insertion point in the cell. 

CLASSROOM ACTIVITIES

1. Class Discussion: Explain what what-if analysis
 is and illustrate the benefits of using Excel to perform what-if analysis. Take a worksheet example that contains formulas, such as the worksheet featured in this lesson, and change a value in it to show how the formula automatically recalculates the result. Plug in a few different values to watch how the results change. Ask students to imagine creating this type of a worksheet without a computer, and having to make all the necessary calculations and changes by hand and they’ll soon appreciate the power of using Excel. 

2. Class Discussion: Ask students to discuss if they believe that it is better to edit cell content in the formula bar or directly in the cell. Then, ask them if there is really a “better” way or it is simply a matter of personal preference.

3. Quick Quiz:

1. What is an argument? (Answer: Information a function needs to make a calculation)

2. What are functions? (Answer: Prewritten formulas designed for particular types of calculations)

Excel 190: Change Alignment and Number Format

LEARNING OUTCOMES

· Change cell alignment

· Apply number formats

LECTURE NOTES

· Remind students that by default, Excel automatically left-aligns labels in a cell and automatically right-aligns values. Explain that you can change the alignment using the alignment buttons in the Alignment group on the HOME tab.

· Explain that you can also format numbers to appear in many different standard formats such as currency, percent, and date. 

· Explain that when you set alignment or change the format of a cell value, you must first select the cells you want to format. Explain how to select a range (a group of two or more cells) and also how to refer to a range using a colon (for example A1:B7). 

· Use the Currency Style button in the Number group on the HOME tab to format a cell as a dollar amount. Use the Percent Style button to format a value as a percent. Use the Comma Style button to display values with commas.

· Use FIGURE G-14 to discuss options on the Number Format list. In this lesson, students apply a new date format. Demonstrate the other types of number categories and their different formats. 

· Click the launcher in the Number group on the HOME tab to open the Format Cells dialog box. Take some time to briefly mention the uses for the tabs in the Format Cells dialog box (Number, Alignment, Font, Border, Fill, and Protection). 
FIGURE: G-13, G-14, G-15

BOXES

1. Quick Tip: To increase the number of digits following a decimal point, click the Increase Decimal button in the Number group.
2. Quick Tip: The Alignment group also has buttons to align text at the top, middle, or bottom of a cell.
3. Quick Tip: The Orientation button in the Alignment group lets you align cell contents at any angle you specify.

TEACHER TIPS

Explain that sometimes Excel formulas will return numbers with multiple decimal places. In some instances, this might cause values not to fit in cells, and you might not want or need to see so many decimal places in the values. To decrease the number of decimals, select the cells, then click the Decrease Decimal button in the Number group on the HOME tab. You can also increase the number of decimals using the Increase Decimal button. 

Some students might be tempted to enter dollar signs and commas into worksheet cells that contain currency values. Remind students that cells contain data only; formatting is applied using commands on the Ribbon or in the Format Cells dialog box. 

CLASSROOM ACTIVITY
1. Quick Quiz:

1. By default, Excel right aligns values. T/F? (Answer: True) 

2. By default, Excel right-aligns labels. T/F? (Answer: False)

Excel 192: Enhance  a Worksheet

LEARNING OUTCOMES

· Add a header and footer to a worksheet

· Apply a theme

· Apply cell styles

LECTURE NOTES

· Worksheet data can be much easier to read and understand when it is formatted and arranged correctly on the page. Explain that students can make their worksheets more professional-looking by using different fonts, font styles, and font sizes for important calculations. They can also use borders and shading to group related worksheet data.

· Explain that formatting labels and values in cells is similar to formatting text in Word. You first select the cells you want to format, then apply fonts, font styles, and font sizes using the buttons on the Mini toolbar or in the Font group of the HOME tab.

· You can add borders to a worksheet to draw attention to different cells using the Borders button in the Font group on the HOME tab. 

· Review the process of adding a border. First select the cells around which you want to add a border, click the Button list arrow, then select the border style you want to use or click More Borders to open the Format Cells dialog box with the Borders tab active, make your selections on the tab, then click OK. 

· Review the process of adding shading to selected cells using the Fill Color button in the Font group on the HOME tab or the Fill tab of the Format Cells dialog box.



FIGURES: G-16, G-17, G-18

BOXES

1. Quick Tip: To apply borders around selected cells, click the Borders list arrow in the Font group, then click a border style.
2. Quick Tip: To apply shading to selected cells, click the Fill Color button list arrow in the Font group, then click a color.
3. Trouble: Some themes use larger font sizes, which might require you to widen columns so all data entries are visible. If a cell is too narrow to fit its contents, you will see ###### instead of numbers.
4. Trouble: If you do not see the Cell Styles button in the Styles group, click the More button in the Styles group to open the Styles Gallery.

TEACHER TIPS

When choosing a border in the Border tab of the Format Cells dialog box (as opposed to using the Borders list arrow in the Font group), make sure that students choose a line style and color before choosing a Preset style. If they choose a Preset style first and then choose a line style and color, the settings in the Preview area will only show the original Preset style with the original line style. 

CLASSROOM ACTIVITIES

1. Quick Quiz

1. What dialog box do you use to apply borders and shading? (Format Cells dialog box) 

2. Describe the process of adding a border to a range of cells using a dialog box. (Answer: First, select the range, click the Borders list arrow in the Font group, click the appropriate borders choice, click the line style you want, and then indicate what borders you want to add in the Border area.)

2. Critical Thinking: What are the benefits of formatting a worksheet using fonts, borders, and shading?

3. Critical Thinking: Are there certain parts of a worksheet that should be formatted in a particular way? For instance, should labels be formatted differently than values? If so, how?

4. Critical Thinking: When do you think it is helpful to apply shading? When do you think it is helpful to add borders? 

Excel 194: Preview and Print a Worksheet

LEARNING OUTCOMES

· Preview a worksheet

· Adjust the scaling and set orientation

· Print a worksheet 

LECTURE NOTES

· Make sure students understand the importance of previewing a worksheet before they print. Doing so can save time as well as paper and promotes efficient working habits. Also, make sure students get in the habit of saving their work before printing.

· Point out that in Backstage view the Print Preview area in Excel looks a little different than the Print Preview area in Word.
 Point out that to make edits, you must return to Normal view or Page Layout view.

· Discuss how the tools on the Page Layout tab of the Ribbon allow you to adjust the print orientation, paper size, and page breaks.

· Remind students of the difference between landscape and portrait orientations.

· Explain to students that gridlines are not printed unless the Gridlines Print checkbox in the Sheet Options group on the Page Layout tab is checked.

· Demonstrate how to define the print area by first selecting cells that you want to print, then clicking the Print Area button in the Page Setup group of the Page Layout tab, and then clicking Set Print Area.

FIGURES: G-19, G-20, G-21

BOXES

1. Quick Tip: To open the Print tab of Backstage view using the keyboard, press [Ctrl][P].
2. Quick Tip: To change the margin settings, click Normal Margins in the Settings area, then click a different setting.
3. Quick Tip: As an alternative to Print Preview, you can verify the page breaks in your worksheet by clicking the Page Break Preview button on the status bar. You can adjust where page breaks are located by dragging them with your mouse.

TEACHER TIP

You may want to show students how to set and clear a print area; this is not covered in the book. Explain that if you want to print only part of a worksheet, you can first select the cells you want to print, click the Page Layout tab, click the Print Area button, and then click Set Print Area. This tells Excel to print only the cells in the defined print area. Clicking the Print button prints the defined print area. To clear a print area, click the Print Area button, and then click Clear Print Area. 

CLASSROOM ACTIVITIES

1. Class Discussion: It takes time, ink, and paper to print a worksheet. Ask the class to brainstorm reasons for wanting a hard copy of a worksheet created in Excel.

2. Quick Quiz:

1. How can you open the Print screen in Backstage view using the keyboard? (Answer: [Ctrl][P]) 

2. What view lets you see how a worksheet will look when printed? (Answer: Print Preview area of Backstage view)

End of Unit Material

· Concepts Reviews consist of multiple choice, matching, and screen identification questions.

· Skills Reviews provide additional hands-on, step-by-step reinforcement.

· Independent Challenges are case projects requiring critical thinking and application of the unit skills. The Independent Challenges increase in difficulty, with the first one in each unit being the easiest. Independent Challenges 2 and 3 become increasingly open-ended, requiring more independent problem solving.

· Real Life Challenges are practical exercises to help students with their everyday lives by focusing on important and useful essential skills, including creating photo montages for scrapbooks and photo albums, retouching and color-correcting family photos, applying layer styles and getting Help online.

· Advanced Challenge Exercises set within the Independent Challenges provide optional steps for more advanced students.

· Visual Workshops are practical, self-graded capstone projects that require independent problem solving.

Glossary of Key Terms
· worksheet (Excel 180)

· workbook (Excel 180)

· spreadsheet (Excel 180)

· cell (Excel (180)

· active cell (Excel 180)

· cell pointer (Excel 180)

· cell address (Excel 180)
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· formula bar (Excel 180)

· cell range (Excel 180)

· label (Excel 182)

· values (Excel 182)

· column heading (Excel 184)

· row headings (Excel 184)

· AutoFit (Excel 184)

· AutoComplete (Excel 184)

· formula (Excel 186)

· cell reference (Excel 186)

· order of precedence (Excel 186)

· relative cell referencing (Excel 86

· fill handle (Excel 186)

· functions (Excel 188)

· SUM (Excel 188)

· argument (Excel 188

· cell styles (Excel 192)

· portrait orientation (Excel 194)

· landscape orientation (Excel 194)
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�Not covered at all in this unit.


�Not covered in unit.


�Most of the content in this lesson seems to be missing from these lecture notes.  I am not sure if this is left from a previous edition but Borders and Shading are only covered in Quick Tips for this lesson. . . the lesson is now focusing on themes and cell styles.  Recommend updating. 


�See my comment above.  Most of these activities surround borders and shading which are only covered in the Quick Tips.  Recommend changing.


�How is it different?





