Microsoft Excel: Basics
Description: Learn the basics of working with an Excel spreadsheet: navigation, entering data and using formulas.
Instructor notes: This class covers a huge amount of information for the time available. Take the time to have students introduce themselves and state their comfort levels with MS Excel and be prepared to edit the presentation based on student questions and experience levels.
Time: 2 hours
Handouts: Basics tasks in Excel 2007
Introduction

Welcome and orientation to building and room (bathrooms, water fountains, beverages with lids, etc.)
The Excel window
· Workbook

· Ribbon
· Tabs

· Groups
· Formula bar
· The workspace

· Worksheet and sheet tabs
· Column and row headings
· Cells and Cell names/Cell addresses 

· Active cell and cell pointer
· Name Box and Formula Bar
Moving around the worksheet
Demonstrate:
· Arrow keys. 
· Vertical scroll bar and horizontal scroll bar
· Pageup and pagedown keys

· Home and ctrl+home
Entering data in a cell
· Three types of data
· Text
· Numbers
· Formulas
Demonstrate the following:
· Direct cell data entry

· Formula bar data entry
· How To Edit Information in a Cell
· How To Delete Data from a Cell
· Performing Undo and Redo

· Selecting Multiple Cells

Formulas and Functions
· Fast Facts

Demonstrate the following:
· Create a formula

· Cell ranges

· Build a function using SUM

· Autosum 
Last 15 minutes: 

Ask class to fill out Survey (on Classes page http://www.hclib.org/pub/events/Classes.cfm under More Resources)

Other resources 

· CustomGuide

· Suggested Reading

· Other classes and workshops (ours and others) 

· Registration process
· Class Survey 

