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 4
3. You should save all work from this lesson into Lesson 4
Tasks: (no more than 30 seconds each!)
1. Open Excel Worksheet Lesson 4 - Worksheet 1
2. Select row 1
3. Deselect the row
4. Select Rows 1,2 & 3
5. Deselect the rows
6. Select Row 1, Row 3 & Row 5
7. Deselect the rows
8. Select Column A
9. Deselect the column
10. Select Columns A, B & C
11. Deselect the columns
12. Select Columns A, C & E
13. Deselect the columns
14. Delete Columns A & C
15. Delete Rows 1 & 3
16. Insert a column between columns A & B
17. Insert a row between rows 1 & 2
18. Resize the width for column A to 20
19. Type your full name into cell B1
20. Resize the width for column B to the optimal width (double click in between B & C)
21. Resize the row height for row 1 to 20
22. Resize the row height for row 1 to the optimal height
23. Insert a new sheet (called sheet 2)
24. Switch back to sheet 1
25. Delete sheet 2
26. Rename Sheet1 to Skills
27. Write your name into A1
28. Freeze Row 1
29. Scroll down then back to the top
30. Unfreeze Row 1
31. Freeze Column A
32. Scroll to the right and then back again
33. [bookmark: _GoBack]Unfreeze Column A
34. Save and close the worksheet





End of lesson skills audit:
At the end of today’s lesson my knowledge is:
	Skill
	Tick

	I can select a row, range of adjacent rows, range of non-adjacent rows. 
	

	I can select a column, range of adjacent columns, range of non-adjacent columns. 
	

	I can insert, delete rows and columns. 
	

	I can modify column widths, row heights to a specified value, to optimal width or height. 
	

	I can freeze, unfreeze row and/or column titles. 
	

	I can switch between worksheets. 
	

	I can insert a new worksheet, delete a worksheet. 
	

	I can recognize good practice in naming worksheets: use meaningful worksheet names rather than accept default names. 
	

	I can copy, move, rename a worksheet within a spreadsheet. 
	



