Prerequisite
1. If you haven’t already got a folder called Year 9 ICT create one!
2. Inside of the folder called Year 9 ICT, create a new folder called Lesson 2
3. You should save all work from this lesson into Lesson 2
Tasks: (no more than 30 seconds each!)
1. Open the Excel spreadsheet Lesson 2 - Worksheet 1
2. Create a list of five numbers in Column O
a. Avoid having blank rows and Columns in the main body of the list
b. Insert a blank row before the total row
c. Ensure cells bordering the list are blank
3. Type your first name in to C2 and you last name in to cell C3
4. Type today’s date in to cell C4
5. Type your age (as a whole number) in to cell C5
6. Use the mouse to select a single cell e.g. cell D8
7. Use the mouse and the CTRL button to select all of the non-adjacent numbers
8. Use the mouse and the SHIFT button to select all of the adjacent numbers
9. Use the mouse and with only one click and no keyboard button select the entire worksheet (Tip: click on the triangle between A & 1)
10. Edit cell B4 so that instead of reading Todays date is reads Today’s date
11. Undo the last action
12. Redo the last action
13. Use the Find tool to search for the number 1, how many times is it used?
14. Use the Replace tool to find and replace the number 18 with the number 3
15. Save and close the spreadsheet


End of lesson skills audit:
	[bookmark: _GoBack]Skill
	Tick

	I understand that a cell in a worksheet should contain one element of data
	

	I know how best to create a list
	

	I can enter a number, date and text into cells
	

	I can select a cell
	

	I can select a range of adjacent cells
	

	I can select a range of non-adjacent cells
	

	I can select an entire worksheet
	

	I can edit a cell
	

	I can use undo and redo
	

	I can use the Find tool to locate specific content
	

	I can use the Replace tool to locate and replace specific content
	



