Lecture Notes
Chapter 7
Date Functions and Conditional Formatting
Overview
In this chapter, learners are taught a variety of methods to work with an important type of data, date and time information. They will identify date serial numbers, apply custom date formatting, enter times, and create date and time calculations. Learners will also create conditional formatting and use the Conditional Formatting Rules Manager.
Chapter Topics
	Date Serial Numbers

	Applying Custom Date Formatting
	Entering Time Information

	Using Date Functions

	Calculations Using Date and Time
	Conditional Formatting Using Graphics and Custom Rules
Conditional Formatting with Graphics
The Conditional Formatting Rules Manager
Conditional Formatting Using Formulas


Chapter Timing
The following table lists the estimated time to complete this chapter:
	Develop Your Skills
	Self-Assessment (online)
	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills
	TOTAL

	1 hr 30 mins
	20 mins
	40 mins
	30 mins
	1 hr 30 mins
	1 hr 30 mins
	6 hrs


Preparing for This Chapter
A complete installation of Microsoft Excel 2019 and an Internet connection are required for successful completion of this chapter.
[bookmark: _GoBack]A customizable PowerPoint presentation is available to support this chapter.
Lecture Plan
	Major Topic
	Subtopic(s)
	Notes

	Date Serial Numbers
	
	Discussion
· Explain that dates are stored as serial numbers so they can be used in calculations.
· Share that Excel dates start with January 1, 1900, which is serial number 1.
· Give an example of a date calculation, such as: subtract today’s date from the due date to find the number of days until a payment is due.
Questions/Activities
· Ask: How are dates stored in Excel?

	Applying Custom Date Formatting
	· VIDEO: “Custom Date Formatting”
	Discussion
· Explain that the Format Cells dialog box offers many formatting options in the Date and Custom categories.
· Write on the board and explain:  d = day, m = month, y = year.
· Show the video “Custom Date Formatting” and then discuss the contents:
· Uses d, m, and y codes to create a custom format
· Uses a variety of symbols, codes, and text for custom formats
· Creates several different custom date formats
Questions/Activities
· Ask: What is the difference between the Short Date and Long Date format?
· Activity: Have learners open an Excel workbook and practice formatting dates and using them in simple calculations.

	Entering Time Information
	
	Discussion
· Explain that times are entered similar to dates.
· Share that times have serial numbers so they can be used in calculations.
· Explain that 6:00 AM is stored as 0.25 since six hours is one-quarter of the day.
· Discuss how Excel applies correct custom number formatting when time is entered correctly, so learners don’t have to worry about the serial number.
· Explain that if no AM or PM is entered, Excel automatically stores it as AM.
· When typing AM or PM, emphasize they must be preceded by a space.
Questions/Activities
· Ask: What happens if a time is entered with no AM/PM designation?
· Activity: Using the workbook from the previous section, have learners practice entering and formatting times.

	Using Date Functions
	
	Discussion
· Explain that date functions are stored in the Function library.
· Discuss how date functions and formulas are used to insert the current date or extract information.
· Write and explain the TODAY function on the board.
· Review the other date functions in the table:
· NOW: Displays date and time
· DATE: Displays a specific date
· YEAR: Displays only the year of a specific date
Questions/Activities
· Ask: What is the difference between the TODAY and the NOW function? (Answer: NOW also displays the time.)

	Calculations Using Date and Time 
	
	Discussion
· Explain how you can perform mathematical operations such as addition and subtraction with dates; for example:
· Subtract two dates to find out how many days are in between.
· Add days to a specific date to see what the date would be 90 days from now.
· Find the difference between two times.
· Show how you can combine mathematical operations with date functions; for example: 
· Use TODAY plus a future date and then subtract the two to calculate how many days are left.
Questions/Activities
· Ask: Without using a function, how would you calculate how many days are left until New Year’s Day?
· Activity: Have learners calculate how many days are left until New Year’s Day using a combination of a function and a formula.

	Conditional Formatting Using Graphics and Custom Rules
	· Conditional Formatting with Graphics
· The Conditional Formatting Rules Manager
· Conditional Formatting Using Formulas
	Discussion
· Explain that conditional formatting applies formatting to cells that meet certain criteria.
· Explain that multiple rules can be set for the same data.
· Mention that new conditional formatting rules can be created if the presets are not what is needed.
· Show the graphic options that can be used as conditional formatting:  
· Data bars 
· Color scales
· Icon sets
· Explain that the Conditional Formatting Rules Manager is used to create, edit, and delete rules and rearrange the order applied.
Questions/Activities
· Ask: If you don’t find a conditional formatting rule you want, where do you go to create your own?
· Ask: Give some examples of when you might use data bars or icon sets.  
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