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L_earn by Doing

Doing is 10 times faster, 10 times easier, and results in10 times the comprehension.

We learn by doing. “Doing” results in immediate, positive and negative feedback, from which we alter our
behavior to better approximate “correct” doing. Anyone sitting in front of a computer wants to start working
immediately. This training manual is comprised of learner centered activities which start the user creating
applied examples where the use and need of spreadsheet skills is obvious and requires little or no

introduction.

How to use this Manual

This manual is designed for students to work through on their own, at their own pace, without lecture!

Lectures, or theory, are embedded in the creation of applied examples. By creating these applied documents,

you know where they are used in the “real world” and how to apply them.

This is a workbook that has simple mathematical theory embedded into the practical documents rather than
the typical introduction section which discusses abstract ideas that you will eventually get to see and do. This
approach is considered “minimalist” and has proven to be highly effective over my 30 years of teaching and
is statistically supported through vigorous research. The more meaningful questions a student works through,
the deeper their understanding and the student who works through practical problems will encounter all of
the ideas that would have normally been discussed (abstractly) in an introduction but will have a
significantly deeper appreciation of the same material! There is an incredible efficiency in “getting
underway” with practical problems immediately. You will be continually surprised at how much material a
student can successfully digest in a regular class period when freed up to investigate interesting problems by
themselves rather than passively listening to a lecture. You will find that students can move ten times as

quickly through the material with a corresponding increase in comprehension and retention.
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The assignments were created in conjunction with the Mathematics Department and are examples taken from
various math and engineering areas commonly used in the work world. The flow of the text is one that

hopefully fosters curiosity and the understanding of how to create professional looking documents.

The instructors “job” is to answer all questions and, if necessary, give mini lectures or hold discussion
sessions — in other words, “the cleanup crew”. Often an entire lecture can be reduced to a sentence when

presented at the “right” time — when the student has done the work necessary and is now “ready”.
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= MS Word 2010 Engineering Book [Compatibility Mode] - Microsoft Word Taxt BO% TO0IS = P EL
Home Insert Page Layout References Mailings Review View Add-Ins Acrobat Format [~ 9
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Searched for: "underline text"

'@ Double underline the text
Help = Formatting > Formatting text > Change text formatting

m

@ Underline text
Help = Formatting > Formatting text > Change text formatting

@ Clear all text formatting
Help > Formatting > Formatting text

@ Where are the Spelling and Grammar options?
Help = Writing = Spelling, grammar, and thesaurus

'@ Move or resize the Text pane
Help = Working with graphics and charts = Adding charts, diagrams, or tables = SmartArt graphics

'@ Make text superscript or subscript
Help = Formatting > Formatting text > Change text formatting

Using the Help Menu (click on the ?)

What are the 5 different types of underlines that you find here?

orwdPE

What are the steps to underline “Words Only”?

What are the steps to create a “Decorative Underline”?

What are the steps for subscripting (H20)? (Type in the word “subscript” in the Help, Search area,
and proceed)

What are the steps for creating a left indent for a paragraph? (Type “left indent” in the Help, Search
area,
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Getting Started with MS Excel
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button, All Programs,
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|0 Microsoft Outlook 2010 Recenk Tems b
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| Microsoft Press | ConnectTo
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, Mozilla Firefox
| Nikan Transfer LI Default Programs
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e e 2. To increase the font size, select cell D3 again, and click on the
[ Font Size down arrow, 16 and the Font style down arrow to
Pt S roma (2] Arial. The title is Bold, 16 (all titles in this book are Bold, 16).

D3 - £ | pe g rand Area N

D E F G H

% |Perimgter and Area

28
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72

) This is called the Formula bar. You
can edit phrases and formulas in here.

1. Type in this phrase in cell D3 (under
the D, 3), and press the Enter key.
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- - - - Charts Box & Footer -
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< Perimeter and Arg Type in the x’s and y’s, as shown and press the Enter key. To

Bold them, select each one again and click on the Home tab.
Now click the Bold speed button circled. You might have to
resize the rectangle.

<

To get this y right aligned, type it in, Enter key, select them
again, and click on the Right Align speed button circled.
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; Perimeter (distance around the object) | thamy Bold the title that starts in cell E5.
Yy Yy Perimeter =x+y+Xx+y=2x+2y=2(x+y)
7 X Yy ‘ - i i L -
8 5 1 Type in the x and y title headings and click on
. " o : the Center Alignment speed button circled
11 20 4 and the Bold speed button circled.
12 25 5
[
13 30 6
- o : To get a series automatically filled down for you, type
16 a5 9 the 1 and the 2 in the y column as shown. Press the
o 50 10 Enter key, reselect the 1 and 2 cells (F8 and F9) as
10 shown by clicking and dragging from the center of the
20 top cell to the center of the second cell. Now click and
- drag the bottom right corner down until you get 10.
23 Do this for the x column as well. This is called the
= Fill Handle (black box on the bottom right corner).
26 When you put the cursor on it, it changes into a black
2 Cross.
28
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a 3 More Colors..,
5 Perimeter (distance around the object)
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7 x y  Perimeter Type in the formulas shown and press
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X =2*(E9+ .
i 15 3 - answer. The formula will no longer
1 20 4 48 show in the cell but if the cell is
12 25 5 60 .y -
13 0 . 72 selected, you could see it in the Formula
14 35 7 84 Bar above. Use the Fill Handle to fill
e o . ron the formula down. Bold all of these.
17 50 10 120 Note how the formula gets updated
- when you fill it down.
20 [
= ~—— | To get a light gray fill, select the cells
23 shown (G8:G17), click on the Paint
> Bucket speed button circled and
26 choose a light gray color. Everything
- in gray fill in this book is a result of a
I:z;ad;- »Iw Sheetl  Sheet2 ~Sheets ~¥J M« - formula




www.GetToThePoint.com Page 5

E -9~ Bookl - Microsoft Excel = o 5¥(
g Home I t Page Layout Formulas Dat: Review View Add-T Acrobat [~ @ =1 XI
:‘;z:;y . Calibri 1 Genera I E:Ig 453 :;dl j:n :‘r _a_‘ E ::“iSU"' M Z’\? }3
o Format Pame W Sk [ e - st e - sivere | o L T | B ler-  Fitece et
Clipboard on Numk Styles Cells Editing
L8 hd w
A B C D E F G H ) K L M =
1
2
3 x Perimeter and Area
4 ) . _ Type in the titles,
5 Perimeter (distance around the object)
6 vy V' Perimeter=xX+y+X+y=2x+2y=2(x+y) Area=x*y BOId and Center
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et v 1 To get Headers and Footers on your printout click on the
Page | Margins Header/Footer | Sheet | Header/Footer tab, Custom Header and fill out the
Your Name A1 Perimeter and Area 1ol Left, Center, and Right Headers as shown. Click on

Your Technology/section

#1229 the A button to get the Center Header Bold, 14 (and
your name). Click on the Table Calendar button to

SEACETES SIEEEREEREIEEEE] et the Date, Enter, Click on the Time clock button to
Cgmnrester P aponroos.. | get the Time. The date and time will be shown when

you print. OK. Do this for every assignment.

Header |

To format text: select the text, then choose the Format Text button.

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button. To format your picture, place the
cursar in the edit box and press the Format Picture buttaon.

@I TS =N~

Left section:

Center section: Right section:

our Name

Your Technology/section

~—1|A1 Perimeter and Areal— &[Time]|=
& [Date]

QK Cancel
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Page I Marging  Header Footer | Sheet |
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Custom Header... Custom Footer... |
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the A font button. OK. Do
Headers and Footers for
every assignment.

Instructor: 2 ? 7 Al School Name
Footer | -
I pifferent odd and even pages
I Different first page
To format text: select the text, then ¥ Scale with document
Toinsert a page number, date, time, ¥ Align with page margins
insertion paint in the edit box, the Prnt.. | PrintPrevien | options... |
Toinsert picture: press the Insert Pict
. " OK G |
cursor in the edit box and press th | _conce |
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oK Cancel
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Header:
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Instructor: 2 2 7 Al School Name

™ Different odd and even pages
[™ Different first page

V¥ Scale with document
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