Microsoft Office 2003

Lesson 3: Organizing the Worksheet


Unit 3—Introductory Microsoft Excel

Lesson 3—Organizing the Worksheet

Objectives

· Copy data to other cells.

· Move data to other cells.

· Insert and delete columns and rows.

· Freeze titles.

· Split a workbook screen.

· Use print options when printing a worksheet. 

· Check the spelling of words in a worksheet.

Teaching Materials

· Learner text

· Data files from the Data Files for Students drop-down menu on the Instructor’s Resource CD-ROM 

· PowerPoint presentation from the PowerPoint Presentations drop-down menu on the Instructor’s Resource CD-ROM 

· Solutions to Step-by-Step exercises, review questions, and projects from the Solutions to Exercises drop-down menu on the Instructor’s Resource CD-ROM 

· ExamView( test questions from the Test Bank & Test Engine drop-down menu on the Instructor’s Resource CD-ROM 

· Grading rubrics and annotated solutions from the Additional Faculty Files drop-down menu on the Instructor’s Resource CD-ROM

Prepare

· Focus learners’ attention on the objectives for the lesson.

· Set up a projection system and show the PowerPoint presentation for the lesson, if desired.

· Make sure learners know how to access the data files for this lesson.

· Prepare questions from ExamView.

Technical Notes

Make sure all computers are connected to a functioning printer. 

Lecture Notes and Teaching Tips

This lesson addresses copying and moving data in a worksheet. In addition, the lesson instructs the learner on inserting and deleting columns and rows, freezing headings, and checking worksheet spelling. Learners also learn print options in this lesson.  

Learners with experience in word processing should have relatively little difficulty with cutting, copying, and pasting in the worksheet. The concepts of the Clipboard are typically familiar to those with beginning computer experience. 

Copying Data

This section covers the various methods for copying data from one cell to another. Learners should become familiar with all of them so that they can make quick decisions about which one to use and when.

Copy and Paste

The copy and paste method is probably the most familiar to learners. Explain that, when you select a cell or range and then select the Copy command or click the Copy button, a moving border appears around the selection. Click where you want to paste the copied data. The border remains until you execute another action, such as entering data in a cell or pressing the Esc key.

Using the Drag-and-Drop Method

The drag-and-drop method for copying data is quick and easy. Be sure, however, that learners know that they must hold down the Ctrl key while dragging the selection, for otherwise they will move the data.

Using the Fill Command

The Fill commands work only when you want to copy data to adjacent cells. You might want to discuss the information on fill series in the Hot Tip box and illustrate how it works in an actual worksheet.

Quick Quiz

1.
The Copy command is on the __________ menu.


Answer: Edit
2.
True or False? You can use the Fill commands to copy data to cells that are not adjacent to the original cell.


Answer: False
Moving Data

To move data, you use commands and actions similar to those you use to copy data. Select the cell or range you want to move and then click the Cut button, or select the Cut command on the Edit menu. You can also move data by selecting it and then dragging it to its new location. When you cut data, you remove it from its original location.

Quick Quiz

1.
True or False? You cannot use the drag-and-drop method to move data.


Answer: False
2.
Which key must you hold down when moving data using the drag-and-drop method?

A.
Tab


B.
Ctrl


C.
Shift

      D.
You do not need to hold down any key.


Answer: D
Inserting and Deleting Rows and Columns

This section discusses how to insert and remove rows and columns. Make sure learners understand where the highlight must be positioned in order to insert: a row is inserted above the highlight, and a column is inserted to the left of the highlight.

Quick Quiz

1.
True or False? To delete an entire column, simply select any cell in the column and press the Delete key.


Answer: False
2.
Open the __________ menu to access the commands for inserting a row, column, or cell.


Answer: Insert
Freezing Titles

Freezing titles is a handy feature in any worksheet in which you have to scroll to bring data into view. To freeze a row, place the highlight below the row you want to freeze. To freeze a column, place the highlight to the right of the column you want to freeze.

Quick Quiz

1.
True or False? You can freeze a row, but not a column.


Answer: False
2.
To unfreeze a portion of the worksheet, select the __________ command on the Window menu.


Answer: Unfreeze Panes
Splitting Workbook Screens

This section explains how to split the workbook screen. As with the freezing feature, splitting the screen is most useful in worksheets in which you have to scroll to see all of the data. Explain to learners that you must click in a screen to make it active and then you can enter, edit, and format data just as you would in the full screen view.

Quick Quiz

1.
True or False? To split the screen horizontally, you select a row rather than a column and then choose Split on the Window menu.


Answer: True
2.
True or False? You can divide a screen into as many as eight parts.


Answer: False
Printing Options

Learners should already be familiar with the Print command and the Print dialog box. This section covers in detail the various options for setting up the worksheet and preparing to print it. 

Printing Options in the Print Dialog Box

Learners should understand that the active worksheet will be printed when you click the Print button. In some instances (although not in any of the workbook files prepared for this course), the active sheet may contain a great deal of data that prints on multiple sheets of paper. The options in the Print range section of the Print dialog box allow you to determine the pages of the active sheet that you want to print.

Setting Page Breaks

Learners will not need to set page breaks in the workbook files prepared for this course, but it is a feature they should be familiar with. You might want to demonstrate in an actual worksheet how to insert a page break and then view and manipulate it in Page Break Preview. You open Page Break Preview from the View menu.

Designing the Printed Page

Encourage learners to familiarize themselves with the options on the various tabs in the Page Setup dialog box. Have them click the ? button and then click an option on the tab to display Help information on the option.

Previewing a Worksheet Before Printing

Encourage learners to always preview the worksheet before they print it. The Print Preview window provides an excellent opportunity for them to identify formatting, page setup, and spacing problems or inconsistencies.

Quick Quiz

1.
How would you print only the first page of a three-page worksheet?


Answer: Open the Print dialog box and, in the Print range section, click the Page(s) option and enter 1 in the From box and 1 in the To box.

2.
You would specify to print row and column headings on the __________ tab of the Page Setup dialog box.


Answer: Sheet
Checking Spelling on a Worksheet

Excel uses the same dictionary to spell check text in a worksheet as is used in other Office applications. Make sure learners are comfortable with the options provided in the Spelling dialog box.

Quick Quiz

1.
True or False? Excel’s spell check feature can only check text one column at a time.


Answer: False
2.
True or False? You can add a word, such as a proper name, to the spell check dictionary.


Answer: True
Discussion Questions

1.
Excel’s Fill command can be used to fill a range with a series of data. What are some examples of a series, and when might you use them in a worksheet?  

2.
In what type of situation might you want to freeze panes in a worksheet? 

3.
You have a worksheet containing salary and other information on company employees that prints on eight pages. What kind of header and footer would you put on this sheet? What other page setup options might you apply to the worksheet? 

Key Terms

· Filling: Copies data into the cell(s) adjacent to the original.

· Freezing: Keeps row or column titles on the screen no matter where you scroll in the worksheet.

· Splitting: Divides the screen into two or four parts so that more than one area of the worksheet may be viewed at the same time.  
Projects to Assign

· In Project 3-2, learners will insert a column and row, adjust column width, move data, indent data, and apply the underline font style. They will then save, print, and close the workbook file.

· In Project 3-3, learners will freeze column headings, check the spelling on a worksheet, and change page orientation, scaling, and margins. They will then save, print, and close the workbook file.

· In Project 3-4, learners will cut and paste data, use the Fill command to copy data, delete a row of data, apply bold font style, and change the page orientation. They will then save, print, and close the workbook file.

· In Project 3-5, learners will delete rows of data, enter data, freeze column headings, insert a row, copy data, preview the worksheet, and change the orientation and alignment of data on the page. They will then save, print, and close the workbook file.

· In Project 3-6, learners will merge and center titles, insert a column and enter data in it, preview the worksheet, change the orientation and alignment of data on the page, and manipulate the header and footer. They will then save, print, and close the workbook file.

· In Project 3-7, learners will apply bold font style and change the alignment of column headings, insert rows, freeze column headings, use the Fill command to copy data, apply the Currency format to data, enter data, and adjust values to arrive at a specified total amount. They will then save, print, and close the workbook file.

· In Project 3-8, learners will use the formatting features and the data moving techniques they have learned so far to prepare the worksheet. They will then save, print, and close the workbook file.

· In Critical Thinking Activity 3-1, learner solutions will vary. Class discussion after the completion of this activity may include:

1.   Was a descriptive title used at the top of the worksheet?  

2.   Were the behaviors inserted as rows or columns? Why?

3.   What fonts were used? Why?  

4.   What portions of the worksheet were bolded or italicized? Why?

Assess

Administer the ExamView test for Lesson 3.
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