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Instructor Outline
Excel for Beginners


Title: Excel for Beginners



Length of Class: 90 minutes

Description: Take the mystery out of Excel. Learn how to create a simple budget using formulas and formatting. 

Audience: Students who can comfortably navigate a Windows environment and want to learn how to use basic workbooks and spreadsheets

Learning Objectives: 
1. Students will be able to create a basic workbook navigate between worksheets 

2. Students will become familiar with the Excel ribbon and menus 

3. Students will be able to format columns, rows, and cells

4. Students will be able to create and use formulas

Materials Needed:

For Instructor: Computer, projector, lesson plan outline, flash drive with example spreadsheet

For Class: handouts, practice spreadsheet file on computer, curiosity
Note: This class was developed using Microsoft Excel 2010, and can be adapted to fit other versions of Excel.
Resources: 
GCF Learn Free – Excel

http://www.gcflearnfree.org/excel 

Introduction

· Time: 7 mins
· Content: Introductions, Announce Learning Objectives, “Rules” of the classroom
· Activity: Have students share first name and for what purpose they might use Excel.

Learning Objective #1: Students will be able to create a basic workbook and navigate between worksheets
· Time: 10 mins

· Content: Explain difference between workbook and worksheet. A workbook can have many worksheets.  Demonstrate how to name a worksheet. 

· Activity: Have students open Excel and view title bar “Book 1” headline.  Navigate to file menu and “save as” practice. Note new headline in title bar. Have students tab between “worksheets” in bottom left-hand corner of window. Double-click on “sheet1” and name “personal budget.


Learning Objective #2: Students will become familiar with the Excel ribbon and menus 

· Time: 20mins

· Content: Show video from GCF LearnFree.org on how to navigate the Excel workbook http://www.gcflearnfree.org/excel2010  

· Show students ribbon, File, Home, and View tab. Explain and demo how menu functions are used. Demo entering text/numbers in cells. 

· Activity: Students will click on File, Home and View tab. Students will type row and column headings from practice file into worksheet. Have students create a simple budget spreadsheet. Label rows “Expenses” and columns “May, June, July, August, Sept.” 

Learning Objective #3: Students will be able to format columns, rows, and cells

· Time: 20mins

· Content: Explain and Demo formatting cells, rows, columns using AutoFormat and by moving cell grids

· Activity: Students should center the text in the columns, bold the column headings and adjust rows/columns to fit the text size
Learning Objective #4: Students will be able to create and use formulas

· Time: 23 mins

· Content: Demo entering data (numbers) into rows. 

· Watch GCF LearnFree.org Creating formulas video http://www.gcflearnfree.org/excel2010/6.2 
 Stop video periodically and have students repeat the functions displayed. 

· Activity: Students will enter data (numbers) into cells. Students will create simple formula to add columns and rows.  Have students enter various types of expenses beneath the row heading such as, mortage, car insurance, groceries, fuel, etc. Have students enter amounts ($) beneath the month headings. Students will add the column and row amounts to figure the monthly expenses for each given month. 


Conclusion

· Time: 10mins

· Content: Review objectives and what we learned in class. Ask for questions. 

· Activity: Students will share one thing they will do as a result of what they learned. 
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