Lesson 5 Instructions - Excel 2010
Create a Workbook from a Template
 “Timecard”
· Begin reading on pg. 313 


Key concepts:
  Organize worksheets and use a template
  Split, freeze, hide, and arrange workbooks

  Save and preview worksheets as Web pages

  Set up pages for printing

  Rename folders and convert files to different formats

· Read the Key Concepts on pg. 314.  If you don’t, you won’t really get a grasp on what you are learning!


· Review the Key Terms on pg. 314


· Steps start on pg. 315

· Steps end on pg. 318

· Save to your U:drive
Lesson 5 Instructions - Excel 2010
Split/Freeze/Unfreeze Workbooks
 “Insurance”

· Begin the steps on pg. 319 (Note, there is a data file!)

· End on pg. 332

· Save to U:drive (No printing please)
Almost done…

Do the Concept Review on pg. 334 #1-5, 7-10 – Turn in to basket!

Almost there!

Lesson 5 Instructions - Excel 2010
Practice It Activity
“Costs”

· Begin the lesson on pg. 335 and ends on pg. 337.


· Note, there is a data file!


· Just save as Costs


· Please save this exercise – no printing!
Lesson 5 Instructions - Excel 2010
You Try It Activity
“Templates”

Pg. 338
· Please print this and turn in when complete!  Don’t forget to type your name on the page!


· Skip Pg. 339
· You are now ready to take the final Excel, Lesson 5 Quiz!

STOP and READ

You will do the interactive game!

http://glencoe.com/olc_games/game_engine/content/gln_compedu/icheck_2012/unit2/l5/cross_game/index.html
Before moving on to the special Excel Project you will complete the Unit 2, Lesson 5 Quiz for EXCEL!

Please email me your score/results.
http://glencoe.mheducation.com/sites/007661395x/student_view0/unit2/lesson5/self_checks.html
After you complete the quiz, please open the Dream Car or Dream Ring project (your choice) rubric in the L:drive.  
You will conduct research and complete your own price list!  
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