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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 9
3. You should save all work from this lesson into Lesson 9
Tasks: (no more than 30 seconds each!)
1. Open Excel Worksheet Lesson 9 - Worksheet 1
2. Change the worksheet margins for Top, Right, Bottom & Left to 1.5
3. Change the worksheet orientation to Portrait
4. Change the worksheet paper size to A4
5. Change the worksheet so it fits 1 page wide and 9 pages high
6. Add your full name into the header, close the header
7. Go back into the header and add your form after your name
8. Add the automatic page numbering into the left side of the footer
9. Add the date and time into the centre of the footer
10. Add the file name and worksheet name into the right of the footer
11. [bookmark: _GoBack]Remove all the text from the Header and Footer

End of lesson skills audit:
At the end of today’s lesson my knowledge is:
Section A – Prepare Outputs: Setup
	Skill
	Tick

	I can change worksheet margins: top, bottom, left, right. 
	

	I can change worksheet orientation: portrait, landscape. 
	

	I can change paper size.
	

	I can adjust page setup to fit worksheet contents on a specified number of pages. 
	

	I can add text in headers/footers in a worksheet. 
	

	I can edit text in headers/footers in a worksheet. 
	

	I can delete text in headers/footers in a worksheet. 
	

	I can insert and delete a page numbering information field into headers, footers. 
	

	I can insert and delete a date field into headers, footers.
	

	I can insert and delete a time field into headers, footers.
	

	I can insert and delete a file name field into headers, footers.
	

	I can insert and delete a worksheet name field into headers, footers.
	




