

[bookmark: _GoBack]Lecture Notes
Chapter 2
Calculating Student Grades Using Formulas
Overview
In this chapter, learners will use Excel to create formulas and discover how to apply the order of operations correctly. They will learn how to rearrange data through inserting and deleting rows, columns, and cells, hiding and unhiding rows and columns, and sorting data. Finally, learners will work with multiple worksheets, manage worksheets by inserting, deleting, or even hiding data, and also create cell references to other worksheets and workbooks. 
Chapter Topics
	Creating Formulas
Mathematical Operators
Cell References
Order of Operations
	Rearranging Data 
Insert and Delete Rows, Columns, and Cells
Hide and Unhide Rows and Columns
Sort Data by Column
	Managing Multiple Worksheets
Insert and Delete Worksheets
Rename Worksheets
Move Worksheets
Change Worksheet Tab Colors
Hide Worksheets
Create Cell References to Other Worksheets
Create a Copy of a Worksheet
Edit Multiple Sheets at One Time


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

	2
	1 hr 20 mins
	20 mins
	25 mins
	25 mins
	50 mins
	1 hr 30 mins
	4 hrs 50 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

	Creating Formulas
	· Mathematical Operators
· Cell References
· Order of Operations
	Discussion
· Explain that Excel uses formulas to perform calculations that are written as mathematical problems.
· Share with learners that we always begin formulas and functions with an equal (=) sign.
· Write out the common mathematical operators for learners (addition, subtraction, multiplication, and division), and then show them the symbols that Excel uses for them.
· Discuss advantages of using cell references in formulas. (Formula results are automatically recalculated; easier to copy the formula).
· Write PEMDAS up on the board and use it to explain the importance of the order of operations. 
· Show a mathematical problem with parentheses and without to show how the answer will be different based on how parentheses are used.
Questions/Activities
· Ask: If you have a formula with multiple operators, how do you control the order of operations? (Answer: use parentheses)
· Ask: What is the benefit to using cell references in formulas?
· Activity: Have learners practice creating formulas both by typing in numbers and using cell references.

	Rearranging Data
	· Insert and Delete Rows, Columns, and Cells
· Hide and Unhide Rows and Columns
· Sort Data by Column
	Discussion
· Discuss various reasons that Excel users may need to insert rows, columns, or cells.
· Explain that the defaults are: column(s) insert to the left of the selected column(s); row(s) insert above the selected row(s).
· Insert multiple rows or columns by selecting the number you want to insert (select two columns to insert two new columns).
· Inserting cells gives you the choice to shift the existing data to the right or down.
· Show learners how to hide rows and columns and explain that hidden columns will not print.
· Demonstrate that you can sort columns alphabetically or numerically, and that the adjacent data in the same row moves with the sorted data in the row.
Questions/Activities
· Ask: What are some examples of data you can think of that you might want to sort?
· Ask: Why might you want to hide certain columns or rows?
· Activity: Have learners delete and insert columns and rows and then hide a column and a row in their worksheet.

	Managing Multiple Worksheets
	· Insert and Delete Worksheets
· Rename Worksheets
· Move Worksheets
· Change Worksheet Tab Colors
· Hide Worksheets
· Create Cell References to Other Worksheets
· Create a Copy of a Worksheet
· Edit Multiple Sheets at One Time
	Discussion
· Show learners that a new workbook contains one worksheet named Sheet1.
· Explain that you can add multiple worksheets in a workbook if you have related topics; this makes it easier to manage rather than having multiple workbooks you have to switch between.
· Discuss the importance of being careful when deleting a worksheet.
· Demonstrate how to rename a worksheet tab and explain that naming worksheets makes it easier to remember what is on each one.
· Show learners how to move a worksheet tab.
· Demonstrate how to change the color of worksheet tabs.
· Show learners how to hide a worksheet and discuss reasons that they may wish to do it.
· Explain that cells can be linked between different worksheets or workbooks. 
· Show learners how to create a cell reference to another worksheet and what it looks like in the Formula Bar.
· Discuss why it is a better idea to use the point-and-click method to create a cell reference from another worksheet or workbook. (Excel will insert all of the necessary formatting.) 
· Discuss why a learner may want to copy a worksheet rather than create a new, blank one.
· Demonstrate how multiple worksheets can be edited at the same time if you create a group by selecting the sheet tabs to be included.
· Show learners how to ungrouping the sheets.
Questions/Activities
· Ask: Why do you need to be careful when deleting a worksheet?
· Ask: What are some reasons that you may want to create a link to a different worksheet or workbook?
· Activity: Have learners create a new worksheet, rename it, apply a color to it, and then create cell references between the two sheets.
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