Microsoft Excel 2007: Simple Budgets 
Description: Download and adapt a budget template from Microsoft Office website. Learn to identify and alter the formulas to suit your own needs. Prerequisite: Microsoft Excel Basics or familiarity with spreadsheets is highly recommended.
Instructor notes: This class relies heavily on demonstration and class participation. Be sure to review the handouts and familiarize yourself with the computer setup in the classroom before class time.

Time: 2 hours

Introduction

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

Handouts 
Simple Budgets, CustomGuide Quick Reference sheet: Microsoft Excel 2007
Microsoft Office Templates
Define terms

· Template

· Preinstalled template

· Online template
Identifying Formulas

· Overview of formula and function basics
· How to use formulas
· Cell range review
Demonstrate

· New document button
· Preinstalled template: Personal Monthly Budget
· Conditional formatting 
· Tracking subtotals and totals
· Online templates: 
· Add and delete rows—cells group

· Convert btw spreadsheet and excel table
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 
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