Excel as a Learning Tool - Excel In the Classroom 
What's the hype?
“Seen by many as the industry standard for data analysis, including graphing and producing tables, Microsoft's Excel is a wonderful application that can be used to achieve student learning outcomes.” … “…Excel not only need to be introduced in a students' K-12 program, but it need to be introduced early and revisited often to reinforce the skills associated with such applications. Yet, many educators seem to be intimated by the level of understanding and competence required to effectively use applications like Excel in their teaching.”…

taken from: http://www.teach-nology.com/tutorials/excel/
Microsoft Excel Tutorial

http://www.fgcu.edu/support/office2000/excel/
	Excel In the Classroom 
What's Good About It?
	


1. Using Excel can enhance understanding of content within a grahic presentation of the information; it provides a visual representation of data that makes it easier to analyze. 

2. Excel reduces the difficulty of plotting data and allows students a means for interpreting the data. 

3. You can also reverse the traditional process of analyzing data by giving students a completed chart and see if they can reconstruct the underlying worksheet. This goes a long way toward helping them understand the relationship between the data and the chart. 

4. Excel can easily convert any chart or data set into a web page, making it very easy to share information among groups. Many universities are using this model for data sharing between students who aren't even on the same continent. 

5. Excel's ability to dynamically generate charts and graphs in seconds makes it easy to quickly demonstrate relationships between numbers. 

6. As a teaching tool, students can see how different types of graphs and charts can be used to represent the same series of data. As one teacher stated, "For years it took me three to five days to teach kids the use a pie chart, bar graph, and/or a line graph to accurately represent information. Now with Excel, it makes it so much easier because the kids are far more motivated to use the application to manipulate data and to chart any information." 

7. One of the best things is that you can compare data between any two or more variables. Using storage devices (disks), you can store data and use it to conduct a comparative analysis of any information that you have collected over time. For example, you can compare data collected by a group of collaborating teachers within one school, one county, or around the world. 

Spreadsheet Basics

Excel allows you to create spreadsheets much like paper ledgers that can perform automatic calculations. Each Excel file is a workbook that can hold many worksheets. The worksheet is a grid of columns (designated by letters) and rows (designated by numbers). The letters and numbers of the columns and rows (called labels) are displayed in gray buttons across the top and left side of the worksheet. The intersection of a column and a row is called a cell. Each cell on the spreadsheet has a cell address that is the column letter and the row number. Cells can contain either text, numbers, or mathematical formulas. 

Microsoft Excel 2000 Screen Elements
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Adding and Renaming Worksheets

The worksheets in a workbook are accessible by clicking the worksheet tabs just above the status bar. By default, three worksheets are included in each workbook. To add a sheet, select Insert|Worksheet from the menu bar. To rename the worksheet tab, right-click on the tab with the mouse and select Rename from the shortcut menu. Type the new name and press the ENTER key.

The Standard Toolbar

This toolbar is located just below the menu bar at the top of the screen and allows you to quickly access basic Excel commands.
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New - Select File|New from the menu bar, press CTRL+N, or click the New button to create a new workbook.

Open - Click File|Open from the menu bar, press CTRL+O, or click the Open folder button to open an existing workbook.

Save - The first time you save a workbook, select File|Save As and name the file. After the file is named click File|Save, CTRL+S, or the Save button on the standard toolbar.

Print - Click the Print button to print the worksheet.

Print Preview - This feature will allow you to preview the worksheet before it prints.

Spell Check - Use the spell checker to correct spelling errors on the worksheet.

Cut, Copy, Paste, and Format Painter - These actions are explained in the Modifying A Worksheet section.

Undo and Redo - Click the backward Undo arrow to cancel the last action you performed, whether it be entering data into a cell, formatting a cell, entering a function, etc. Click the forward Redo arrow to cancel the undo action.

Insert Hyperlink - To insert a hyperlink to a web site on the Internet, type the text into a cell you want to be the link that can be clicked with the mouse. Then, click the Insert Hyperlink button and enter the web address you want the text to link to and click OK.

Autosum, Function Wizard, and Sorting - These features are discussed in detail in the Functions tutorial.

Zoom - To change the size that the worksheet appears on the screen, choose a different percentage from the Zoom menu.
Keyboard Shortcuts
Keyboard shortcuts can save time and the effort of switching from the keyboard to the mouse to execute simple commands. Print this list of Excel keyboard shortcuts and keep it by your computer for a quick reference. 
Note: A plus sign indicates that the keys need to be pressed at the same time.
	Action
	Keystroke


	Document actions
Open a file

CTRL+O

New file

CTRL+N

Save As

F12

Save

CTRL+S

Print

CTRL+P

Find

CTRL+F

Replace

CTRL+H

Go to

F5

Cursor Movement
One cell up

up arrow

One cell down

down arrow

One cell right

Tab

One cell left

SHIFT+Tab

Top of worksheet (cell A1)

CTRL+Home

End of worksheet
(last cell with data)

CTRL+End

End of row

Home

End of column

CTRL+left arrow

Move to next worksheet

CTRL+PageDown

Formulas
Apply AutoSum

ALT+=

Current date

CTRL+;

Current time

CTRL+:

Spelling

F7

Help

F1

Macros

ALT+F8
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	Action
Keystroke
Selecting Cells
All cells left of current cell

SHIFT+left arrow

All cells right of current cell

SHIFT+right arrow

Entire column

CTRL+Spacebar

Entire row

SHIFT+Spacebar

Entire worksheet

CTRL+A

Text Style
Bold

CTRL+B

Italics

CTRL+I

Underline

CTRL+U

Strikethrough

CTRL+5

Formatting
Edit active cell

F2

Format as currency with 2 decimal places

SHIFT+CTRL+$

Format as percent with no decimal places

SHIFT+CTRL+%

Cut

CTRL+X

Copy

CTRL+C

Paste

CTRL+V

Undo

CTRL+Z

Redo

CTRL+Y

Format cells dialog box

CTRL+1




Links for Lessons:
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http://www.forsyth.k12.ga.us/kadkins/zillions.htm
http://www.forsyth.k12.ga.us/kadkins/resources.htm
Classrooms that Excel Resources
Guides, Tutorials, Applications and Lesson Plans 
http://www.sabine.k12.la.us/class/excel_resources.htm
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http://www.willard.k12.mo.us/co/tech/excel.htm#science
