Microsoft Excel 2007 – Level 4

Installation Notes

This product assumes a new default setup of Microsoft Excel 2007 on a computer that did not contain a previous version of Excel. If a previous version of Excel was installed on the computer, the Excel 2007 installation may not display the true program defaults. 

The courseware is designed with classroom systems as clients of a Microsoft Windows Server 2007, and classroom systems running Windows Vista configured with a Windows Vista theme. Although the course can also be taught with classroom systems running Windows XP, the graphics in the courseware will differ.

A default installation of Microsoft Excel 2007 displays just three buttons on the Quick Access Toolbar. In Level 1 in the Exploring Excel lesson, the Customizing the Quick Access Toolbar topic, students learn how to add buttons to the toolbar. Students conclude the topic by resetting the toolbar to its default state. All subsequent topics are taught with the default Quick Access Toolbar displayed until the Creating Macro Buttons lesson in this level. In the Adding a Macro to a Quick Access Toolbar topic, buttons are added to the toolbar. In the Changing a QAT Macro Button Image topic, the added buttons are modified and in the Deleting a Macro Button from the QAT topic, the added buttons are removed from the Quick Access Toolbar.

In the Solving Problems lesson, it is assumed that the Solver Add-in has already been loaded. If preferred, instructions can be given to students as to how to do this at the start of this lesson. (See below under Topic Notes.) 

General Instructor Notes

Certain topics must be completed in conjunction with other topics. Certain lessons must be completed in their entirety.

	1. In the Solving Problems lesson, the Using Solver, Saving a Solution as a Scenario, and Restoring the Original Values topics must be completed in sequence and in their entirety.

	2. In the Editing Macros lesson, the Typing Macro Commands and Running a Macro from the Code Window topics must be completed in sequence and in their entirety.

	3. In the Creating Macro Buttons lesson, the Adding a Macro to a Quick Access Toolbar, Changing a QAT Macro Button Image and Deleting a Macro Button from the QAT topics must be completed in sequence and in their entirety.


Module 7 - Using Advanced Functions
Topic Notes

In the Working with Data Series lesson

You may want to point out to the students that they can type the first item in a series (e.g., the month January), point to the lower right corner of the cell until the cell pointer turns into a cross, click the cross, and drag the desired series of cells. They will see months entered for them.

In the Using Advanced Functions lesson

In the Using Advanced Functions exercise

Step 3: The formula is: =VLOOKUP(c6,table,e6). Student must first select the table from the Name Box.

Step 6: The formula is: =IF(H5>20000,"Yes","No").

Step 8: The formula is: =IF(B5=1,0,IF(B5=2,5%,IF(B5=3,7.5%,10%))).

Step 13 The formula is: =IF(ISERROR(AVERAGE(C5:C13)),"No data",AVERAGE(C5:C13)).

Step 15: The formula is:  =ROUND(B5*0.125,2).

In the Creating/Revising PivotTables lesson

In the Creating a PivotChart Report topic:

If you have not completed the previous topic Formatting a PivotTable Report, then the PivotTable Report you will select in step 9 will be [Pivot2a.xlsx]Pivot1!PivotTable1].

In the Publishing PivotTable Reports to the Web topic:

Students must have Microsoft Internet Explorer installed as their web browser and have the Microsoft Office Web components installed.

Depending on the students’ setups, it may take a minute or two for the PivotTable list to open in their browsers.

In the Using Scenarios and Goal Seeking lesson

In the Using Scenarios and Goal Seeking exercise:

Step 9: The answer is 13%.

In the Solving Problems lesson

The Using Solver, Saving a Solution as a Scenario, and Restoring the Original Values topics must be completed in sequence and in their entirety.
It is assumed that the Solver Add-in has already been loaded. If preferred, instructions can be given to students as to how to do this at the start of this lesson (as referred to in the Note on this subject), as follows:

1. Click the Office button, and then click Excel Options.

2. Click Add-Ins, and then in the Manage box, select Excel Add-ins.

3. Click Go. 

4. In the Add-Ins dialog box, select the Solver Add-in check box, and then click OK.

5. If Solver Add-in is not listed in the Add-Ins dialog box, click Browse to locate the add-in.

6. If you are prompted that the Solver Add-in is not currently installed on your computer, click Yes to install it.

7. After you load the Solver Add-in, the Solver button is available in the Analysis group on the Data tab.

Module 8 – Auditing Tools, Macros and Toolbars
General Notes

The following defaults are expected for teaching the Auditing Tools, Macros and Toolbars module:

The Using Auditing Tools lesson assumes that, in the Excel Options dialog box, on the Formulas page, in the Error Checking section, the Enable background error checking option is enabled and Indicate errors using this color is set to Automatic. On the same page, in the Error checking rules section all the options are selected except the Formulas referring to empty cells option, which should be deselected.

The Using Macros, Recording Macros, Editing Macros and Creating Macro Buttons lessons assume that, in the Trust Center dialog box on the Macro Settings page, the Disable all macros with notification option is selected. 

Topic Notes

In the Using Auditing Tools lesson

In the AUDIT.XLSX file used throughout the lesson, the lookup tables referenced by the VLOOKUP formulas in the Orders and EastWest sheets are formatted as Excel Tables. The instructor may wish to point out the advantages of formatting lookup tables as Excel Tables:

 easy to expand or contract the lookup range by inserting or deleting rows within a table

 easy to sort the tables into the correct order required by VLOOKUP formulas

 by using descriptive Table Names, easy to refer to them in VLOOKUP formulas
For comparison, in the Orders sheet the lookup tables are referenced by cell addresses, in the EastWest sheet, they are referenced by Table Name. As Table Names are simply Range Names, you can also go to a table by selecting its name from the Name Box list. The filter buttons on the tables also make it possible to perform a ‘manual’ lookup by filtering on the first column (for example, if you want to quickly check the price of a part). Filtering the tables does not affect the operation of the VLOOKUP formulas.

The file also contains a sheet not explicitly used in the lesson (Orders Table). This has been included for discussion, if desired. The sheet contains the same data used throughout the lesson but formatted as an Excel Table. The instructor may wish to briefly point out the advantages of using an Excel Table with its calculated columns and structured referencing to avoid many of the common errors found throughout the lesson.

In all the Macros lessons

None of the macros that open other Excel files use any path information. The instructor should point out that it is generally better to include path information to ensure that the files are correctly identified by the macro.

In all topics, make sure that students open the required data files by using the Open command in the Office menu and drilling down to the student data folder then selecting the file, and not any other method. This will ensure that the current folder is set for the path containing the student data files. If the file is opened directly from Windows Explorer by double-clicking the file, or by using Excel’s recent files list, the path may not be set correctly for some of the Topics’ Steps. 

In the Using Macros lesson

In the Using the Visual Basic Editor Window topic, at Step 3 in the Step-by-step, if the Properties Windows task pane is not already open, simply do Step 4 before Step 3. Similarly if at Step 6 the Modules folder is already expanded, tell students to click the minus sign before expanding the folder again with the plus sign.  
In the Editing Macros lesson

The Typing Macro Commands and Running a Macro from the Code Window topics must be completed in sequence and in their entirety.

In the Creating Macro Buttons lesson

The Adding a Macro to a Quick Access Toolbar, Changing a QAT Macro Button Image and Deleting a Macro Button from the QAT topics must be completed in sequence and in their entirety.

