Microsoft Excel: Creating and Managing List
Description: Learn to create a list such an inventory, contact list, or collection, sort data and print using Microsoft Excel.  Prerequisite: Microsoft Excel Basics or familiarity with spreadsheets is highly recommended.
Instructor notes: At locations where training rooms are also used as public labs, the programs are launched from the computer lab homepage. 

Time: 2 hours

Introduction

Welcome and orientation to building and room (bathrooms, water fountains, beverages with lids, etc.)
Terminology

From -- Data List: one or more columns of data depicting multiple instances of a single thing, such as an order, address, or inventory)
To -- Data Table: A new Microsoft Office Excel 2007 object that enables you to store and refer to data based on the name of the table and the names of its columns.
Skills Covered

· Records and fields

· Adding button to quick access bar
· The Data Tab
· Sorting Lists

· Advanced Sorting

· Using AutoFilter

Handouts 

Microsoft Excel: Creating and Managing Lists
Records and Fields
Explain what records and fields are
The Data Form

Adding the data form to the quick access bar.

The Data Tab
· Sorting

· Filters

Using the Autofilter

Get help 

· Give brief description/demo of Microsoft help on the menu bar, standard toolbar, or keyboard shortcut
· Show students where to locate online tutorials on our homepage demonstrate Customguide tutorials
· Suggest books from our catalog on the topic of MS Word
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- 3 options 
