	Lesson Notes for Microsoft Excel 2013 Expert

	Lesson 3: Filtering and Sharing Workbooks
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	93
	2
	Lesson Objectives
	
	Review the objectives with students so they know what will be covered in the lesson.
	
	7-15

	94
	3-4
	Advanced Filtering
Using Advanced Filters
	2.2
	Objective 2.2 – create advanced filters
Talk about using Advanced Filters to carry out more complex filtering using virtually unlimited And and Or conditions and the ability to save and reuse criteria.
Explain that Advanced Filtering also provides a method for copying records from the data area to another area to perform analysis without affecting the original data.
	Open Sales and save as Sales Filtering – (your name)
	12-35

	95
	
	
	
	Explain why copy and paste should be used for the header rows in criteria range. 
Explain the And and Or conditions in more detail.  
	
	

	98
	5
	Using Comparison Operators
	
	Objective 2.2 – create advanced filters
Explain the text string operators, especially wildcard characters.
	Sales Filtering – (your name)
	12-35

	100
	6
	Workgroup Functions
	1.1, 1.2, 1.3
	Discuss briefly how computers have evolved over time, from being used by only 1 person (the “personal” part of personal computers) to now wanting to share data with others.  
Exclusive access means that the user who opens the workbook is the only one who can make changes to it. If someone else tries to open it, Excel will inform them that the first person still has it open. They can then wait until the first person has closed it, or open it in read-only mode.  
Emphasize the last bullet on this slide because spreadsheets are not designed to be shared by many users at the same time.
	
	12-35

	101
	7
	Creating a Shared Workbook
	
	A switch setting can be done to make the workbook “shared” so that more than one person can open the workbook at the same time and make changes. However, Excel does not allow certain things to be done when it is made to be shared. This slide lists those limitations. 
Other features and functions not available in a shared workbook are any formatting or special items (e.g., named ranges, print titles, freeze panes, etc.).  These should be done before the workbook is shared. 
	Open Bookings Activity save as Bookings Activity (shared) – l(your name)
	12-35

	102
	8
	
	
	Point out to students that it is important to turn on sharing for the workbook before giving it out to others (e.g. sending it out by e-mail or saving to the network drive).
	Bookings Activity
	

	103
	9
	Resolving Shared Workbook Conflicts
	
	Explain that if two users enter different data in the same cell at the same time, the conflict will not be discovered until the second user tries to save his/her worksheet. This is demonstrated in the exercise.
	Bookings Activity (shared) – l(your name)
	12-35

	106
	10-11
	Tracking Changes
	
	Objective 1.2 - set Track Changes options
Objective 1.3 – track changes
Introduce, describe and demonstrate the topic of tracking changes in a workbook.
Point out that sharing workbooks automatically tracks the changes on this workbook. The option will need to be turned on before any changes are tracked. 
Discuss the Who, Where, and When options available in the Highlight Changes dialog box.
	Bookings Activity (shared) – l(your name)
	10-30

	108
	12
	Showing the History of Changes
	
	Objective 1.3 – display all changes
Objective 1.3 – retain all changes
Point out that the history of changes only shows the accepted values, and the rest are discarded. 
	Bookings Activity (shared) – l(your name)
	10-30

	109
	13
	Merging Workbooks
	
	Objective  1.1 – merge workbooks
Be sure to point out that this approach needs to be used when other users make changes to their copies of the shared workbook and then send the entire workbook back to the originator. If everyone had updated the same shared workbook, then merging is not necessary.
Also point out the weakness of the merge workbook approach: the workbook being merged in always replaces the current workbook if both have different values in the same cells. This is demonstrated in the exercise in cells B16, C16, and D16. Bob’s workbook is the current open workbook. Susan’s workbook with different numbers in those cells will replace Bob’s because her workbook is being merged in. 
	Bookings Activity (Susan), Bookings Activity (Bob), 
	12-35

	112
	14
	Removing Shared Use of Workbooks
	
	Describe how to disable the shared use of a workbook. Point out that if another user also has the workbook open, that user will not be able to save any changes during that session. 

	Bookings Activity (shared) – l(your name)
	10-30

	113
	15
	Mark as Final
	
	Objective 1.2 – mark as final
Point out that this feature will still allow users to click the Edit Anyway button and make changes to the workbook. To fully protect a workbook from more changes, protect it with a password – this topic is covered in lesson 6. 
	Bookings Activity (shared) – l(your name)
	10-30

	114
	16
	Using Comments
	1.3
	Objective 1.3 – manage comments
Discuss the advantages of using comments in worksheets, and that students should look for the comment markers because they will likely contain important information. 
Also point out that there is an option to include comments when the worksheet is printed. 
	Open Income Statement and save as Income Statement – (your name)
	12-35

	116
	17
	Internationalization
Using International Currency and Number Formats
	2.4
	Objective 2.4 – display data in multiple international formats
Point out that the currency symbol and format is set in the Windows Control Panel. As a result, most users don’t even know how it’s set – it’s only done once when Windows is installed (or re-installed) on a computer. This is rarely a problem unless they open a workbook that was created in a different country that uses a different currency. A workbook will show a number (e.g. £550.00) that clearly shows their local currency symbol when it was created. 
	Open Consolidated Income and save as Consolidated Income  (your name)
	12-35

	121
	18
	Using International Currency Symbols
	
	Objective 2.4 – demonstrate how to use international symbols
Point out that only a few common currency symbols are available in the list.
	Consolidated Income  (your name)
	10-30

	122
	19
	Using Custom and International Date and Time Formats
	
	Objective 2.4 – display data in multiple international formats
The Locale is set by default to the Region Setting in the Windows Control Panel. 
	Open Date and Time Demo and save as Date and Time Demo – (your name)
	12-35

	125
	20
	Using Accessibility Checker Tool
	2.4
	Objective 2.4 – modify worksheets for use with accessibility tools
Point out that this tool is not perfect, but is a good start. The tool is primarily designed to comply with an American federal statute (Section 508 of the United States Rehabilitation Act of 1973). 
	Open Tour Prices and save as Tour Prices – (your name)
	10-30

	127
	21
	+Body and +Heading Fonts
	2.4
	Objective 2.4 – manage multiple options for +Body and +Heading fonts
This feature works the same as other Office Suite programs such as Word.
	Tour Prices – (your name) Tour Prices – (your name)
	10-30

	129
	22
	Modify Tab Order
	2.4
	Objective 2.4 – modify tab order among workbook elements and objects
The worksheet protection alternative is the most common method of creating forms using Excel. However, the tab key will only allow jumping to the next unlocked cell to the right of the current cell. The VBA program shown here allows you to select any worksheet cell to jump to next.
	Open Hotel Calculator and save as Hotel Calculator – (your name)
	10-30

	131
	23
	Lesson Summary
	
	These are the objectives for this section. Use this list as a quick review of the topics learned.
	
	10-30

	132
	24-26
	Review Questions
	
	Answers to the Review questions are found in the Instructor Resources and can be used at the end or beginning of a class. Alternatively, you can also assign these for homework and then mark them at the beginning of the next class.
	
	15-45


	
	
	
	
	Total Hours
	3.5-10
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