Lesson 1 Instructions

Excel 2010: Excel Basics
(Lesson e1-6)

5 points
Key Concepts:
*Identify parts of the Excel screen

*Open and close workbooks

*Name and save a workbook

*Insert and edit cell contents

*Calculate a sum

*Print a worksheet

	First Quarter Sales
	

	January
	1500

	February
	1350

	March
	2000

	
	

	Total
	4850


HINT: To see your formulas in Excel, hit the CTRL key and the Tilde key (just below the ESC key)
· Start reading on pg. 202 and keep reading through pg.204, taking note of key terms and why it’s important to understand the Excel program.

· The Step-by-Step section starts on pg. 205.  A lot of the steps here help you identify parts of the Excel screen – important for those quizzes you’ll take!

· Continue with the steps up through pg.217 (Remember, you do not need to create a new folder (on page 209), since you already have an Excel folder – be sure to save to this folder each time!

· DO NOT PRINT (Pg.216) Just save to your U:drive.  I will come around to your station to grade it on your screen!


· Pg. 217, don’t fret if the HELP feature doesn’t work/load

· On pg. 218 do the Concept Review #s 1-5, 7-11
Excel 2010
(Lesson e1rev-1 and e1rev-2 and e1-rev3)

Pgs. 219-221 Practice It Activity

5 points
· Note, you are opening e1-6, and making changes to this file 
        and resaving as e1rev, then e1rev2, then e1rev3, I know, 
        confusing, right?


· Start the Step-by-Step on pg. 219

· End the lesson on pg. 221, no printing necessary!

· Save to the U:drive so I can check it on your screen!


Excel 2010: Business and Personal Finances
(Lesson e1rev-4)

Pgs. 222-223
5 points
· Starts on pg. 222

· Ends on pg. 223

· Save to your U:drive; I’ll check it on your screen!
YOU HAVE COMPLETED LESSON 1!

STOP and READ

Before moving on to Lesson 2, you will complete the Unit 2, Lesson 1 Quiz for EXCEL!
See the G:Drive – Computer Apps –Tests-Self Check Quizzes file for further instructions.  Please email me your score/results.
Unit 2 Quiz, Lesson 1 Below!

http://glencoe.mheducation.com/sites/007661395x/student_view0/unit2/lesson1/self_checks.html
Unit 2, Interactive Review

http://glencoe.com/olc_games/game_engine/content/gln_compedu/icheck_2012/unit2/l1/conc_game/index.html
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Once complete, show me for 5 points!
LESSON 1 is DONE!
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