	Microsoft Excel 2003: Instructor’s Guide
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2. Time is of the essence. Although it does not make for good training, there is very
ltle time in a 2 hour class to do any independent practice. Take-home practice
exercises are attached

_a‘

This course outline has been designed with both of those factors in mind. This includes
usually only shawing participants one way to camplete a task. Itis recommended that
the right mause button be used whenever passible as this is almost ahways the fastest
way to complete a task.

Allfiles used for exercises are included with this dacument. Feel free to substitute your
own. Have all sample documents in a falder an the desktop for easy access

1. Warking in Excel
A. Open Word using the hutton an the taolbar
1. Reviewthe parts of the main window
a. Tile bar

Minimize, RestorefMaximize, Close buttons | =181I
Menu bar (da not take the time to go through each menu)
Standard and Formatting toolbars

() Show paticipars whersth butons ar that they carft see. &

The Ruler

Horizontal and Vertical scrollbars

Previous and Next Page buttons

View buttons| =
i, Status bar

2. Explain Save and Save As and the use of the Save button

3. Close the document using the Close buiton -
1. Working in documents :
°
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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:

· Sort data using Sort button and multiple sorts using Data menu

· Filtering data

· Working with multiple documents

· Copy worksheet to Word or PowerPoint

· Link worksheet to same Word or PowerPoint document

· Freeze Pane

· Wrapping text

· Merging cells

· Working in Page Break view

· Printing issues

· How to get larger documents to print one page across

· Creating basic charts using the Chart Wizard



	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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Direction for participants
	Direction for participants: 

Have participants open Excel by single-clicking the button on the toolbar 
[image: image9] at the bottom of the screen.
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	Sort data using Sort button and multiple sorts using Data menu

· Title bar
· 
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Note to the instructor
	Point out
When sorting data it’s important to highlight all data prior to sorting.  Otherwise, it’s possible that excel will only sort that which you have selected or the column that you are focused on and the rest of the data will stay the same.  This means your data will become misaligned and the information will no longer be accurate across the entire spreadsheet.
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	· Filtering data

· 
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Directions for participants


	Directions for participants 

Have participants:
1. M
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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.

· Working with multiple documents

· Copy worksheet to Word or PowerPoint

· Link worksheet to same Word or PowerPoint document

· 
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Note to the instructor
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Directions for participants
	Directions for participants
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	Review the following:

2. Freeze Pane

3. 
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	4. Wrapping text

5. 
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Note to the instructor
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Directions for participants
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	6. Merging cells

7. 
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Note to the instructor
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Directions for participants
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Note to the instructor
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	8. Working in Page Break view

9. 
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Directions for participants
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	10. Printing issues

· How to get larger documents to print one page across

11. 
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Directions for participants
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Note to the instructor
	12. Creating basic charts using the Chart Wizard
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Directions for participants
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Have participants type inside the document

Explain (warn ther) about Overtype

Have participants delete using the Backspace button

a. Point out that the Backspace hutton deletes in the direction of its arrow —
to the left

Have participants delete using the Delete button

a. Point out that the Delete button deletes in the opposite direction — to the
right

Have participants select and delete aword and a sentence

opying and moving text

Explain the difference hetween copying and mehing

Have participants move a sentence.

Have participants copy a sentence.

Have participants experiment with the Undo button

Format text
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