

Name:				Day:		Period:  		Date: 
E-1a Take Away Worksheet: Microsoft Word Training 
Directions:
1. Students will view 9 short videos and gather facts of knowledge they have gained awareness of after watching each video.
2. Click the HYPER LINK using RIGHT CLICK, OPEN LINK to access each video. Save after each answer [CTRL + S]
3. Students can use the Close Caption (subtitles) feature for assistance.  Students can pause the video as needed to gather facts.
4. Students should save this file to their Excel Folder in their Comp Apps Folder.

	
	Video Title

Right Click the blue link to open the video.
	Questions
Instructions: Watch the video and answer the questions in the Answer column to the right. 
	Answers

	1
	What is Excel? 
	Instructions: Just view the introductory video.
	View the video, no questions asked.

	2
	Create a workbook

	

You can create a work book in Excel from which two ways:

	
A.


B.

	3
	Insert, delete, or rename sheets​ 

	(3a) How do you insert a worksheet?
	3A.

	
	
	(3b) How do you rename a worksheet?
	3B.

	
	
	(3c) How do you delete a worksheet?
	3C.

	4
	 Fill data automatically
	Name one use for the Fill Data Function?
	One use of the Fill Data Function is: 

	5
	Move or Copy Worksheets
	Name one way to move a worksheet around in MS Excel?


	One way to move a worksheet around in MS Excel is… 

	6
	Create a Drop Down List
	What a good use for a drop-down list, like the one seen in the video?
	A good use for Drop Down Menus would be… 

	7
	Insert or delete rows or columns
	Name one way to insert a row in MS Excel.

	One way to insert a row in MS Excel is…


	8
	Change Column Width and Row Height
	8a. Name one way you can you change row height?

	8a. 

	
	
	8b. Name one way you can change column length (width)?
	8b. 

	9
	Auto Fill Dates
	What is a good use for using the Auto Fill Date Function?
	A good use for the Auto Fill Date function would be…
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