Excel Basic – Week 2 - Lesson Plan

	Lesson Plan
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	Course Information

	Course Name 
	Microsoft Excel Basic – for e-Learning

	Course Code
	INFO BW161

	Course Classification 
	Foundational

	Course Type
	Core 

	Program Code and Name
	Microsoft Office Basic Certificate

	Total Course Hours
	36

	Total Course Weeks
	12

	Week #
	2

	Total Session Hours
	1 of 3

	Week 2 - Objectives

	Using the Worksheet - Upon successful completion of session 2 the student will be able to successfully use the Worksheet.  Students will select cells, copy and move data, adjust and manipulate columns and rows and manage Excel Worksheets.

	Week 2 - Related Learning Outcomes

	LO01
	Exhibit Proficiency in Data Management by Be aware of multiple ways to perform various functions in Excel, Select, copy and move data from cell to cell, worksheet to worksheet and workbook to workbook, Use tools such as AutoFill, Find and Replace and Styles to input and alter data

	LO02
	Conduct Data Manipulation in Excel with Confidence by Manipulate columns, rows, and data alignment

	Week 2 – Instructor Responsibilities

	Required Time
	Topic/Activity
	Resources

	60 + minutes
	· Promote learner success by providing feedback to student based on submissions, questions and queries
· Provide technical support and/or refer issues to appropriate technical support
· Acknowledge and share consolidated results from Feedback Reports with the class
· Develop ongoing formative evaluations of teaching and learning
	- Course web site
- Learner submissions, questions and queries

- Courseware pg. 40-62 & 97-99
- Excel Help Files

- Technical Support

- Feedback Reports


	Week 2 – Learner Responsibilities

	Suggested Time
	Topic/Activity
	Resources

	6 minutes
	Undo/Redo

· Read courseware pg. 40

· Work through Undo/Redo exercise on course web site or the Learn the Skill exercise on
pg 41-42 in your courseware.

If you require more practice try the following:

· Practice the Skill, pg. 42-43
	- Course Web Site
- Courseware
- Excel Help Files

- Instructor

- Peers


	6 minutes
	Copying & Moving Data

· Read courseware pg. 45
· Work through Copying & Moving exercise
on course web site or the Learn the Skill exercise on pg 46-48 in your courseware.
If you require more practice try the following:
· Practice the Skill, pg. 49-52
	- Course Web Site
- Courseware
- Excel Help Files
- Instructor

- Peers


	6 minutes
	AutoFill

· Read courseware pg. 52
· Work through AutoFill exercise on course web site or the Learn the Skill exercise on
pg 52-54 in your courseware.

If you require more practice try the following:
· Practice the Skill, pg. 54-55
	- Course Web Site
- Courseware
- Excel Help Files
- Instructor

- Peers



	6 minutes
	Adjust Columns Width
· Read courseware pg. 56-57
· Work through AutoFill exercise on course web site or the Learn the Skill exercise on
pg 57-58 in your courseware.


If you require more practice try the following:
· Practice the Skill, pg. 58-59
	- Course Web Site
- Courseware
- Excel Help Files
- Instructor

- Peers


	6 minutes
	AutoFit
· Read courseware pg. 59
· Work through AutoFill exercise on course web site or the Learn the Skill exercise on
pg 59-60 in your courseware.

If you require more practice try the following:
· Practice the Skill, pg. 61-62
	- Course Web Site
- Courseware
- Excel Help Files
- Instructor

- Peers


	15 minutes
	Checkpoint
· Perform the Develop Your Skills exercise on pg. 97 & 98 in your courseware. 
 
· Save your work and email to your instructor before the end of the week.
(brian.gould@learnlink.mcmaster.ca)
	- Course Web Site
- Courseware
- Excel Help Files
- Instructor

- Peers


	10 minutes
	Self-Quiz
· Type your full name when prompted at the start of the quiz

· Answer Week 2 Online Self-Quiz questions

· Feel free to take this quiz as many times as you wish


	- Courseware:

Pg. 40-99,

Appendix B: Productivity Tools,

Appendix C: Glossary of Terms

- Course Web Site


	5 minutes
	Feedback Report
· Submit response to Feedback Report
	- Course Web Site
- Technical Support

- Feedback Report


	Week 2  - Assessment

	Assessment Criteria
	Points

	Attendance & Participation
	

	- meet checkpoint requirements
	0.5

	- completion of Self-Quiz
	0.5

	- completion of Feedback Report
	0.5

	
	

	TOTAL
	1.5 %
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