	Microsoft Excel 2003: Instructor’s Guide
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Note to the instructor
	There are two things to keep in mind about computer training in the field.

1. Our mission is to train participants in what they need to know and be able to do in order to perform successfully their job(s). 

2. Time is of the essence. You will work with the DFTO Unit Leader to decide how long classes will be. Generally this is 2 – 3 hours. Although it does not make for good training, there is very little time in a 2 hour class to do any independent practice.  There are separate take-home practice exercises included with this course material. 

This course has been designed with both of those factors in mind. This means you should not take the time to review the content of each menu or the use of every button. Get participants working in the program as soon as possible. It also usually means showing participants only one way to complete a task. It is recommended that the right mouse button be used whenever possible as this is almost always the fastest way to complete a task. Also, because many activities begin in the last cell where data has been entered, consider using the green check-mark to enter data into cells. This will negate the necessity of always have participants press Enter or Tab and then having to click back in the cell. 

Everybody has a different interpretation of what is meant by “basic”, “intermediate” and “advanced” skills. Whenever possible, a thorough needs assessment is helpful in deciding what topics should be covered in each class. These course materials can be used “as is” or use them to build customized classes based on the outcome of your needs assessment. 



	Course Goal

To enable FEMA personnel to use basic features in Microsoft Excel.

Course Objectives
The objectives of this course are to enable participants to:

· Identify the parts of an Excel workbook 

· Navigate through an Excel workbook

· Enter, delete, edit, copy, move, and format data

· Using the fill handle feature

· Perform basic calculations and copy formulas

· Center titles across several columns

· Print usable worksheets


	Preparation Checklist

· Maximum class size is up to you but a maximum of 10 is recommended. 

· Find out the generic user name and password to use on the computers in the classroom. 

· Find out if the common drive is accessible from the classroom computers using the generic login. If it is not, ask IT if they can configure the computers so that the common drive is accessible when participants login using the generic user name and password. 

· If participants will be able to access the common drive, load all practice exercise onto the common drive. Create a folder on the desktop called “Class Exercises” and copy all the practice files from the common drive into the Class Exercises folder. 

· If participants cannot access the common drive, you will have to load the practice exercises onto each individual computer.  Create a folder on the desktop called “Class Exercises” and copy all the practice files into the folder.

· Instruct participants not to save files when they close them. You will still have to check before or after each class to ensure that each new participant has clean files. 

· If you need participants to save files for any reason, have them make a folder with their name or initials on the desktop and save the files there. 

· Put shortcut icons for Word, Excel, Access, PowerPoint and Outlook on the toolbar at the bottom of the screen. 

· Check the size of the project image on the screen. 
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Note to the instructor
	Introductions
Begin class by introducing yourself and have the participants introduce themselves. Ask them:

· Their name

· Their department

· How long they have been with FEMA

· What their experience is with using Excel

Classroom etiquette.

· Have participants turn off phones and pagers.

· Point out the locations of rest rooms and emergency exits.

· Generally, a 2 hour class does not allow time for a break. Tell participants if you will or will not be taking a break. Tell participants that if they must leave the room during class to please not expect the person sitting next to them to catch them up. Explain that you will have them join back in at the next possible point. 

· Ask participants not to ask the person sitting next to them for help. Explain to the participants that their neighbor is there to learn and your job is answering their questions. If they need help, participants should as you.


	
	Begin class by reviewing the parts of the main window
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Direction for participants
	Direction for participants: 

Have participants open Excel by single-clicking the button on the toolbar 
[image: image4] at the bottom of the screen.
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	Point out and review the:

· Title bar

· Minimize, Restore/Maximize, Close buttons 
[image: image6]
· Menu bar (do not take the time to go through each menu)

· Standard and Formatting toolbars 

· Show participants where the buttons are that they can’t see 
[image: image7]
· The Name Box

· The Formula Bar 

· Horizontal and Vertical scrollbars

· Worksheet tabs
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	Explain Columns, Rows and Worksheets

· Point out the columns. Explain that there are: 

· 255 columns

· Every column is label with a letter

· After the letter Z, they are labeled AA, AB, AC, etc.

· Point out the rows. Explain that there are:

· Over 60,000 rows

· Every row labeled with a number

· Point out the worksheet tabs. Explain that:

· By default the workbook opens with three worksheets

· You can add up to 255 sheets
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	Explain the active cell:
· The intersection or a column and a row is called a cell

· All cells have addresses – the column letter and the row number

· The active cell is where text or numbers will be entered

· Current active cell is A1

Explain that there are three ways to identify the active cell. 

1. The cell is outlined

2. The column letter is highlighted and the row number is highlighted

3. The address of current active cell is in the Name box

Be sure participants are able to identify the highlighted column and row headings and find the Name box.
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Directions for participants


	Directions for participants 

Have participants:
1. Make another cell active by clicking in some other cell. Be sure participants notice the column header, row number and Name box that now identify the new active cell.

2. Click back in A1
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	Point out
The cursor is shaped like a white plus sign when you are pointing at or clicking on a cell.
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Note to the instructor
	From this point on, participants will be building a small spreadsheet from scratch. When completed the new worksheet will look like this:
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Directions for participants
	Directions for participants
Have participants type a word in cell A1. 
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	Review the following:

· Point out the insertion point in the cell. Explain that because the insertion point is there they can edit the contents of the cell.

· Point out the green check mark and the red x between the Name box and the Formula bar. Explain that if the entry was completely incorrect, it can be deleted with the red x.

· Point out that the content of the cell is in the formula bar. Explain that it is important to remember that the content of the cell is in the formula bar. This concept will become much clearer when participants learn how to enter formulas. 

· Explain that this data is not yet entered into the cell and we know this because the insertion point, green check mark, red x are still visible. 

· Explain that there are several ways to complete the data entry process.

· 
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Directions for participants
	Directions for participants
Have participants press the Enter key on their keyboard.

· 
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	Review the following:

· Explain contents is now entered into cell A1 and cell A2 has become the active cell

· 
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Directions for participants
	Directions for participants
Have participants type a word in cell A2.
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	Review the following:

· Point out the insertion point in the cell. Explain that because the insertion point is there they can edit the contents of the cell.

· Point out the green check mark and the red x between the Name box and the Formula bar. Explain that if the entry was completely incorrect, it can be deleted with the red x.

· Point out that the content of the cell is in the formula bar. Explain that it is important to remember that the content of the cell is in the formula bar. This concept will become much clearer when participants learn how to enter formulas. 

· Explain that this data is not yet entered into the cell and we know this because the insertion point, green check mark, red x are still visible. 

· 
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Directions for participants


	Directions for participants

Have participants press the Tab key on their keyboard
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	Explain that the content is now entered into cell A2 and cell B2 has become the active cell.
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Directions for participants


	Directions for participants 

Have participants:
1. Type a word in cell B2.

2. Complete the entering process by pressing the green check-mark.
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Ask participants
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	Ask the participants what happened differently this time as opposed to pressing Enter or the Tab key.

Point out that the data is entered but you are still in the same active cell. Explain why you will be using this feature during class. (See Suggestion at the beginning of this document).
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Note to the instructor

	Deleting data

So far you have been entering data into cells. We are now going to review deleting data. 
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 Directions for participants
	Directions for participants

Have participants select cells A1:B2. To do this point in cell A1, hold down the mouse button and drag to cell B2.
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	Point out that anytime you select more than one cell, it is considered selecting a range of cells. The first cell in the range is called the anchor cell and does highlight.
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Directions for participants


	Directions for participants 

Have the participants
1. Delete the contents of the cells by pressing the delete key on their keyboard.

2. Click in cell A1 and type the word Monday. 

3. While there is still an insertion point in the cell, have participants practice deleting two or three letters by using the Backspace key. 

4. Delete the rest of the word using the red x (to the left of the Formula Bar).
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	Review the different ways to delete cell content.

· After data is entered in the cell, delete the cell content by clicking on the cell and pressing the Delete key on the keyboard

· While entering data in the cell, use the Backspace key to delete one letter or number at a time

· While entering the data in the cell, delete the entire contents by clicking on the red x. Note: this delete the contents but leave the insertion point.
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Note to the instructor
	Using the fill handle with text
· Explain to the participants that Excel can automatically enter a range of days, dates, months and numbers by using the fill handle.  The next exercise demonstrates how the process can work for days, dates, and months. How the process works with numbers will be covered later in class.
· Show participants where the fill handle is located. (Lower right-hand corner of the active cell).
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Directions for participants
	Directions for participants 
Have participants
1. Type Monday in cell A1 and click the green check-mark.
2. Point the mouse at the Fill handle until the cursor changes configuration so it looks like a black plus sign +
3. Drag the fill handle to E1 and release the mouse.
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	Point out that this process can be used dragging across or down.
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Note to the instructor
	Formatting cells
· Explain to participants that formatting in Excel is just like formatting in Word. Select the cell and use the formatting toolbar to bold, italicize, right align, center, change font or font size, etc.
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Directions for participants
	Directions for participants 

1. If the range A1:E1 are not selected have participants select these cells.

2. Have participants make use the buttons on the toolbar to format the cells as bold and centered.
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Note to the instructor
	Explain to participants that formatting relates to the cell, not its contents. In other words, regardless of what they type in cells A1:E1, the contents will be bold and centered.
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	Working with columns
· Point out that the contents of cell C1 (Wednesday) is cut off. This is because the column is not wide enough to show the whole word.
· Explain there are several ways to change the column width and the same processes apply to changing the height of rows. We will use three different processes depending on the situation.
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Directions for participants
	Directions for participants
To make the contents fit in the C column, have participants widen C by double-clicking the border between the letters C and D.
[image: image1.wmf]
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	· This will auto-fit the column to the widest entry in the column.

· Explain to participants that you might want to make all the columns the same width. To do this you have to know how wide the widest column is so we want to get a measurement for the column width of column C.
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Directions for participants
	Directions for participants 

Have participants
1. Point at the same place where they double-clicked to widen the column. 
2. Hold down the mouse and a measurement will appear in a pop-up box.

3. Note the measurement and release the mouse.
4. Have participants select columns A:E.
5. Right-click in the highlighted area

6. Select Column width

7. Type in the width number and press Enter. 
All columns are now the same width.
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Note to the instructor
	The next step to building this worksheet is to add names down the left side so you can add some names. However, there is no place to enter the names so participants will have to add a column.
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Directions for participants
	Insert a column
Directions for participants
Have participants 
1. Right-click on the letter A

2. Select Insert
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	· Explain that columns can be inserted anywhere in the spreadsheet

· Columns will always be inserted to the left of the selected column

· If several columns are selected, Excel will insert the that number of columns
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Directions for participants


	Widen and format the new column

Have participants make the new A column as wide as the others

Directions for participants
1. Drag the border between the A and B until the number in the yellow pop-up box is the correct measurement.

2. While the A column is selected, have participants click the Bold button. 
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	· Explain that because formatting lives in the cell and does not have anything to do with the contents of the cell, cells can be preformatted.

· Now everything typed in the A column will be bold.
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Note to the instructor
	Adding names to the table

· You will continue the process of building this small worksheet by having participants add names in column A.  (See the example at beginning of this Instructor’s Guide for suggestions.)
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Directions for participants
	Directions for participants 

Have participants type a list of 6 names in A1:A6 and put the word Total in A7.
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Note to the instructor
[image: image50.wmf]
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	Using the fill handle with numbers
Remind participants about using the fill handle to put in the days at the tops of the columns. 

Explain that the process for entering a range of numbers is slightly different. 
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Directions for participants
	Directions for participants
Have participants

1. Type the number 1 in B1, click the green check-mark

2. Drag the fill handle down to B6

The column should be filled with 1s.

3. Have participants type the number 1 in C1.

4. Holding the Ctrl key, drag the fill handle down to C6

Note: It is important to let go of the mouse before letting go of the Ctrl key

5. The column should now be filled with consecutive numbers.
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	Copying and Moving cell contents

· Explain the difference between Copy and Move

· Point out that both copying and moving can be accomplished using drag and drop and using right-click to cut or copy and paste.
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Directions for participants
	Directions for participants
1. Using drag and drop have participants move a column of numbers to another column. Point out the change in the cursor’s configuration to an arrow.

2. Holding down the Ctrl key and using drag and drop have participants copy a column of numbers to another column. Point out how a plus sign + appears next to the arrow (cursor). 

3. Using the right mouse button have participants copy and paste a column of numbers to another column.

4. After practicing Copy and Paste and Move and Paste adjust the spreadsheet so participants have a complete table A1:F8.  Delete any other data.
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Note to the instructor

	Doing the math

This is where you will introduce the four basic math functions: Add, Subtract, Multiply and Divide.
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	The two key concepts here are:
1. All math in Excel begins by typing = (equal sign)

2. The content of the cell is in the formula bar. What is shown in the cell is the calculation performed by the formula.
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Directions for participants
	Directions for participants

Have participants 
1. Type the number 5 in one cell (ex: J1) and press Enter 
2. Type the number 5 in the cell below (ex: J2) and press Enter.
3. In the third cell have participants type the formula to add the two cells (ex: =J1+J2). 

4. Have participants click the green check mark. 
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Ask participants
	Ask participants what the content of the cell is. 
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	Point out that the content is in the formula bar and not in the cell itself.
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Note to the instructor
	To understand the concept 
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Directions for participants
	Directions for participants
Have participants type the number 10 in the first cell of their list (ex: J1) and press Enter twice. This will make the cell with the formula the active cell.
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	Explain that Excel did not add 5 and 5 but rather add the contents of the first cell (J1) to the contents of the second cell (J2) so as the result is always correct.
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Note to the instructor
	Editing the formula
You are going to continue explaining the rest of the basic math formulas: subtract, multiply and divide. At the same time you are going review how to edit formulas.
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	Explain that there are two ways to edit the formula. One is to click in the formula bar to get an insertion point.
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Directions for participants
	Directions for participants

Have participants 

1. Click in the formula bar. An insertion point will appear.

2. Delete the + (plus) from the formula and replace it with a – (minus). 
3. Click the green check mark.
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Key Point
	· The formula has now subtracted the contents of cell J2 from cell J1.

· The other way to edit the formula is to double-click the cell that contains the formula.
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Directions for participants
	Directions for participants

Have participants:

1. Double-click the cell with the formula. An insertion point will appear. 

2. Delete the – (minus) and replace it with an * (asterisk or star).Then click the green check-mark.
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	The formula has now multiplied the contents of J1 and J2.

	[image: image68.jpg]



Directions for participants
	Directions for participants

Using the method of their choosing, have the participants delete the * (asterisk or star) and replace it with a / (forward slash). Then click the green check-mark.
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	The formula has now divided the contents of J1 by J2.
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Directions for participants
	Directions for participants

Have the participants delete the contents of the three cells.
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Note to the instructor
	Using the AutoSum feature
 Explain the when adding a column or row of numbers, Excel provides a shortcut. It is not necessary to type in a formula of any kind. 
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Directions for participants
	Directions for participants
Have participants
1. Click in B8 or which ever cell you have designated for the total of the first column of numbers.

2. Click the AutoSum button
[image: image73]
3. Ask participants to notice how Excel is picking up all the numbers in the column
4. Click the green check mark.
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Key Point
	Review the formula

=SUM(B2:B7)

This formula reads:

Equals the sum of the range of cells B2 through B7
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Directions for participants
	Copying formulas
Directions for participants
Have participants 
1. Copy the formula to the rest of the columns by dragging the fill handle.

2. Click on each total and note the difference in the formulas.
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Note to the instructor
	Explain that these formulas use relative cell references.
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	Relative cell references
· Notice how the formulas changed in each column. If they had not adjusted the same formula would be at the bottom of each column and the result would be incorrect. 
· Because the formulas adjusted when they were copied, the results are always correct. 

· Example:

In the B column the formula is =SUM(B2:B7)

When copied to the C column the formula is =SUM(C2:C7)
When copied to the D column the formula is =SUM(D2:D7)

· This adjustment process keeps the formula relative to its column.

Microsoft definition

Relative references:  A relative cell reference in a formula, such as A1, is based on the relative position of the cell that contains the formula and the cell the reference refers to. If the position of the cell that contains the formula changes, the reference is changed. If you copy the formula across rows or down columns, the reference automatically adjusts. By default, new formulas use relative references. For example, if you copy a relative reference in cell B2 to cell B3, it automatically adjusts from =A1 to =A2.
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Note to the instructor
	Either later in this class or during Intermediate Excel, you will show participants how to calculate percentages. When calculating percentages you will use relative and absolute cell references.
Microsoft definition

Absolute references    An absolute cell reference in a formula, such as $A$1, always refer to a cell in a specific location. If the position of the cell that contains the formula changes, the absolute reference remains the same. If you copy the formula across rows or down columns, the absolute reference does not adjust. By default, new formulas use relative references, and you need to switch them to absolute references. For example, if you copy a absolute reference in cell B2 to cell B3, it stays the same in both cells =$A$1.
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Note to the instructor
	Centering titles across several columns

Many Excel users do not know how to center a title for their table. They click a cell and then press the space bar until they think they are in the middle and then type.

You are going to show them how to merge and center titles for their tables.

Because there is no blank row for the title, participants will have to insert a one.  
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Directions for participants
	Inserting a row

Directions for participants

Have the participants:

1. Right-click on the 1 row label.
2. On the short-cut menu have participants select Insert.
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	Explain that rows can be inserted anywhere in the spreadsheet

Rows will always be inserted above the selected column

If several rows are selected, Excel will insert the that number of rows.
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Directions for participants
	Merge and Center
Directions for participants
Have participants select cells A1:C1 and click the Merge and Center button 
[image: image83]
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Key Point
	Explain that there is now just one large A1. There is no B1 or C1.
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Directions for participants
	Directions for participants
Have participants type a title for the table. (Suggestion: Weekly Numbers)
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Note to the instructor
	Cell formatting: Borders and Shading
Explain that you will be doing some additional cell formatting. This formatting will affect the color in the cells and the borders around the cells.
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Directions for participants
	Cell formatting: Borders and Shading

Directions for participants

1. Have participants change the fill color.
[image: image88]
2. Have participants add a bottom border. 
[image: image89]
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Key Point


	Explain that by default Excel prints without gridlines. They should not draw in borders when they want lines to print.

Show participants where they go in Page Setup to turn on Print Gridlines.
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Note to the instructor
	Printing
You will be reviewing very basic printing skills. Additional printing options will be covered in the Intermediate class.
To make the document print in a more attractive way

Have participants go to Page Setup set the top margin to 2” and click center on page horizontally.

Have participants review the layout in Print Preview.
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Directions for participants
	Directions for participants
1. Have participants look at the spreadsheet in Print Preview 
[image: image93]
2. Return to the regular view and point out the line indicating the margin.
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	Until you view the worksheet in Print Preview, you do not know where the margins are and what will fit on the page when the worksheet is printed.
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