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Chapter 1
Tracking Customer Data
Overview
In this chapter, learners will be introduced to Excel 2019. First they will use Excel to enter detailed information into a worksheet. They will then discover fundamental ways to create and modify a simple worksheet. By the end of this chapter, learners will have a strong base that will allow them to progress to the more in-depth chapters that follow.
Chapter Topics
	Introducing Excel
What Is a Worksheet?
Cell Ranges
Cell Selection and the Mouse Pointer
	Entering and Editing Data
Completing Cell Entries
Navigating Around a Worksheet
Using AutoComplete to Enter Data
Rearranging Data in Excel
	Adjust Column Width and Row Height

	Formatting Cells
Borders and Fill
Cell Alignment
Clear Formatting and Clear All
	Working with Numbers and Dates
Negative Numbers
Date Entries
	Entering a Series Using AutoFill


	Printing Worksheets
	Zoom Tools

	Other Navigation Methods
Find
Go To or the Name Box


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

	1
	2 hrs 10 mins
	20 mins
	30 mins
	30 mins
	40 mins
	1 hr 30 mins
	5 hrs 40 mins


Preparing for This Chapter
A complete installation of Microsoft Excel 2019 or 365 and an Internet connection are required for successful completion of this chapter.
A PowerPoint screen show is available to support this chapter. You can customize this file if desired.
Lecture Plan
	Major Topic
	Subtopic(s)
	Notes

	Introducing Excel
	· What Is a Worksheet?
· Cell Ranges
· Cell Selection and the Mouse Pointer
	Discussion
· Explain how Excel is used to “crunch” numbers, but it is also used to do a variety of other tasks such as: creating budgets, controlling inventory, tracking invoices, and analyzing sales data.
· Describe that an Excel file is called a workbook and it may contain one or more worksheets.
· Explain that the word spreadsheet comes from the old days of accounting, when a large piece of paper with a grid of rows and columns—a ledger—was used to record financial data for use in comparative analysis. The word came from spread, an item that covers two facing pages, extending across the center fold.
· Discuss how worksheets are made up of rows and columns of individual cells.
· Show that cell A1 is the first cell in a worksheet and is selected when you open a new file.
· Demonstrate how to select different ranges: both adjacent and nonadjacent to each other.
· Explain how ranges are referenced by the first cell, a colon (:), and the last cell in the range; for example, A4:E4.
· Show the various mouse pointer shapes and how to select rows and columns.
Questions/Activities
· Ask: What is the difference between a worksheet and a workbook? Can a workbook be within a worksheet?
· Ask: What is the intersection of a row and column called?
· Activity: Have learners brainstorm the ways that they may use Excel.

	Entering and Editing Data
	· Completing Cell Entries
· Navigating Around a Worksheet
· Using AutoComplete to Enter Data
· Rearranging Data in Excel
	Discussion
· Explain the difference between text and numerical data entries in cells—how they are used differently. Excel recognizes whether entered data is text, numbers, or formulas.
· Demonstrate how cell entries are completed by pressing [Enter], [Tab], an arrow key, the Enter button (on the Formula Bar), or clicking on another cell.
· Show how the Cancel button (on the Formula Bar) and the [Esc] key will both cancel what is being entered into the cell.
· Explain that the cell with the thick border is the active cell.
· Show how the active cell’s name shows in the Name Box, while its contents display in the Formula Bar.
· Explain that if a cell contains content, you can double-click the cell to edit it.
· Share that worksheets have 1,048,576 rows and 16,384 columns; use the Name Box to type a cell address to jump quickly to it.
· Demonstrate the various keystroke methods for navigating in a worksheet.
· Show students how they can use AutoCorrect to enter data.
· Demonstrate how to copy and paste using the various paste options and how to drag-and-drop cell contents.
Questions/Activities
· Ask: There are several ways to complete data entry in Excel. Which do you think is most convenient and why? Do you think that the different options will come in handy as you work more with the application?
· Activity: Have students practice using all of the different navigation methods.
· Ask: To save from having to re-enter the entire contents of a cell, how can you edit a portion 
of it?

	Adjusting Column Width and Row Height
	
	Discussion
· Show how column widths and row heights can be changed in a variety of ways.
· Explain that adding blank rows and/or columns to make a worksheet more readable can cause problems when some of Excel’s sophisticated features are used later on; therefore, they should make column and row adjustments instead.
· AutoFit causes row heights to fit the tallest entry in a row and column widths to fit the widest entry in a column.
· Share that in a new workbook by default a column width is 8.43 characters and a row height is 15.00 points. Explain that the reason columns look so much wider than rows look tall is because one character is bigger than one point.
Questions/Activities
· Ask: To make a dense workbook more readable, should you insert blank rows? Why or why not?
· Activity: Have students practice adjusting column widths and row heights using various methods.

	Formatting Cells
	· Borders and Fill
· Cell Alignment
· Clear Formatting and Clear All
	Discussion
· Explain that text in cells can be formatted in many ways, such as type size, typeface, type style, color, and indent. Numbers can be formatted as currency, dates, times, percentages, and so on.
· Demonstrate how borders can be used to add different styles of lines around cells.
· Use the Fill Color button to fill in cells with various shades of different colors and patterns to show your students how they can use visual differentiation among different data groups.
· Show how cell contents can be aligned horizontally (left, center, or right) or vertically (top, center, or bottom) in cells. Explain that the default horizontal alignment for text is left and for numbers, right.
· Explain how rotating cell contents can be useful if you wish to create vertical side heads in a worksheet.
· Demonstrate how Merge & Center lets you merge multiple cells into one cell and centers the content across the newly merged cells.
· Show that when you click the Clear button on the Ribbon, you can choose to remove the contents, the formatting, or both. Explain the difference between the contents and formatting of a cell.
Questions/Activities
· Ask: If you clear the contents of a cell that has formatting, will the formatting be cleared as well? (Answer: not unless you also choose Clear Formats.)
· Ask: What is the difference between horizontal and vertical alignment? (Guide learners to see that either or both can be manipulated in a cell.)
· Activity: Have students practice applying border and fill to cells, and then have them use the Clear All button to remove all contents and formatting.

	Working with Numbers and Dates 
	· Negative Numbers
· Date Entries
	Discussion
· Explain to students why it is important to know how to enter numerical data properly.
· Demonstrate that you do not need to type a dollar sign, percent sign, or decimal point; all of those can be done with formatting.
· Show that the numerical value in a cell does not change when formatting is applied to it.
· Discuss how numbers are rounded up or down, and that the value is the same regardless of how many decimal places are displayed.
· Demonstrate the difference between the Accounting and Currency formats.
· Explain the four different examples for negative numbers: using a – (minus sign) or ( ) (parentheses) and changing the text color to red.
· Show that dates can have their appearances changed by formatting after they are entered, just as other numerical entries. Explain that dates can be used to perform calculations in Excel.
Questions/Activities
· Ask: Why don’t you need to type a dollar or percent sign when you type numerical data in Excel?
· Activity: Have students enter numbers into their workbook and then practice applying a variety of number formats.
· Ask: How do the Currency and Accounting formatting options differ from each other?

	Entering a Series Using AutoFill
	
	Discussion
· Explain that AutoFill allows you to copy cell contents into adjacent cells via the use of the fill handle.
· Describe how AutoFill enters a series, such as a number sequence, dates, months, and so on; if no series exists, AutoFill simply copies the entry.
· Show that you can override the AutoFill defaults by using the Options button, which provides a menu of choices of different ways to fill the cell(s).
· Explain that double-clicking the fill handle works when there is adjacent data.
Questions/Activities
· Ask: How might you use AutoFill in your worksheets?
· Activity: Have students type Monday into a cell and then use the fill handle to enter the rest of the days of the week into adjacent cells.

	Printing Worksheets
	
	Discussion
· Explain that there are many options available that affect the printing of a worksheet. 
· Demonstrate how Print Preview shows the user in advance how the worksheet will look once it’s printed.
· Show Backstage view and point out the print options, such as which printer to use or how to adjust the number of copies, as well as the three options for printing (Print Active Sheets, Print Entire Workbook, or Print Selection).
· Display the Page Layout tab.
· Discuss how Scale to Fit works and show students where to find the command on the Ribbon.
Questions/Activities
· Ask: What is the difference between printing a worksheet and a workbook?
· Ask: When might you want to print only a selection of a worksheet? Where would you go to issue the command to print a selection?
· Activity: Have students add Print Preview and Print to the Quick Access toolbar, and then click it to view how their current worksheet will print.

	Zoom Tools
	
	Discussion
· Show students how to zoom in to focus on an area of the worksheet, and then zoom back out.
· Demonstrate how you can select a range of cells and choose to Zoom to Selection to focus on that area of the worksheet.
· Explain that they can use either the Zoom tools on the Ribbon or the Zoom slider on the status bar.
Questions/Activities
· Ask: Why is it important to be able to zoom in and out when working with Excel?
· Activity: Have students practice zooming in and out on the entire worksheet, and then have them zoom to a selection.

	Other Navigation Methods
	· Find
· Go To or the Name Box
	Discussion
· Explain to students that when they are working with a large worksheet they may need to use other methods to find data.
· Show how the Find feature allows them to find specific text or values.
· Explain that they can further hone their search by searching for specific formatting, the entire workbook, or searching for formulas, values, or comments.
· Demonstrate to students how they can use the Go To box and the Name Box to immediate move to a specific cell.
Questions/Activities
· Ask: How would you go about finding a record in a large worksheet?
· Activity: Have students practice moving around the worksheet using the Go To box.
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