Lesson 3 Instructions - Excel 2010
Formatting Data and Content

“Goals”
 5 points

· Key Concepts!

· Change font, font size, font style, and font color

· Convert text to columns

· Apply cell and table styles

· Modify the size of rows and columns

· Hide and unhide rows, columns, and worksheets

· Change horizontal and vertical alignment

· Insert, move, and modify SmartArt graphics

· Read pg. 249

· Note there is a data file here!

· Review the Key Terms on pg. 250

· The Steps begin on pg. 251

· Ends on pg. 259 – Save to your U:Drive!
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“Supplies”

· Begin the steps on pg. 260 * Note, data file available!

· End the steps on pg. 264

· SAVE; I’ll check it on your screen!
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“Computers”

· Begin the steps on Pg. 265


· Note, there is a data file here!


· When you get to Pg. 269 to insert a picture called CompuBold, you need to look in the L: Drive  in our data files!


· Again, on page 271, you have to insert a date file from the L:Drive.


· End the lesson on Pg. 272 and save to your U:drive

Moving on…

· Complete the Concept Review on Pg. 274 #s 1-5, 7-10 and turn into the basket.  Don’t forget the Pg. # and circling answers!
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“Office-1” (Keep resaving over the original file)

· Begin the steps on Pg. 275


· Note, there is a data file here!


· On page 277, you will need to insert a picture file from the  
          L:drive!


· End on Pg. 277 and Save to your U:Drive

· Skip Pg. 278/279
STOP and READ

Before moving on to Lesson 4 you will complete the Unit 2, Lesson 3 Quiz for EXCEL!

http://glencoe.mheducation.com/sites/007661395x/student_view0/unit2/lesson3/self_checks.html

 Please email me your score/results.
ameyer@portageps.org
Lastly, please show me once you have 10 out of 10 on the Interactive Review Game for lesson 3!

Interactive Game here:

http://glencoe.com/olc_games/game_engine/content/gln_compedu/icheck_2012/unit2/l3/txtid_game/index.html

