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Microsoft Excel Training: Take A Way Worksheet
Directions:
1. Students will view several short videos and gather facts they’ve gained knowledge/awareness of after watching.
2. Students can pause the video at any point to write down the fact as well as use the Close Captions option to help them gather information.  When the sheet is done, student can change font color, styles, fills colors.  
3. Students are required to use complete sentence structure, proper grammar and punctuation.
4. Headsets are at the back of the lab & should be returned to the crates at the end of class.
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	Video Title
	Fact #
	Using complete sentence structure, write a fact you learned or already knew from the video:


	What is Excel? 

	Fact 1
	

	Create a Workbook
	Fact 2
	

	Insert or Delete a Worksheet
	Fact 3
	

	Hide or Unhide Columns 
	Fact 4
	

	Freeze Columns or Rows 
	Fact 5
	




	Move or Copy Worksheets
	Fact 6
	

	Applying Themes to work Workbook Appearance
	Fact 7
	

	Add and Edit Data
	Fact 8
	

	Align Text in a Cell
	Fact 9
	

	Format Numbers in a Cell
	Fact 10
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