 Technology In the Classroom Using Excel 
__________________________________________________________________

[image: image1.png]| Gridlines




Making an Excel Template for Money and Time
Get rid of the Excel gridlines
1. Go to the Tools menu, slide down to Options and click one time. 

2. On the View tab, in the bottom left corner there is a checkmark by the word Gridlines. [image: image3.png]raw - |3 | Autoshapes~ \ N IO Al 2 8] -2 - A




  

3. Click in the box to remove the check mark and then click OK to return to a blank worksheet.

Create Shapes to Hold the Coins
1. You must have the Drawing toolbar open. If the toolbar is open you will see the word Draw in the bottom left corner of the Excel window. 
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If you do not see the word Draw, go to the View menu, select Toolbars and slide over to Drawing and click one time.

3. Click on the rectangle shape on the Drawing toolbar and move your cursor onto the blank sheet. Notice that the mouse pointer has changed to a crosshair. That is the drawing cursor. 

4. Click on the left mouse button, leave the button pressed down, and drag diagonally to the right and down to draw a rectangle. 
5. Take the color from the rectangle. Right click on the shape, select Format AutoShape. On the Colors and Lines tab click on the down triangle in the Fill color area and select No Fill.
6. Duplicate the rectangle by holding down the Ctrl key and tapping the D key (Ctrl + D) three times. 



Get coin images
1. Coin images can be found on these web pages: 

a. http://www.aplusmath.com/cgi-bin/flashcards/money 
b. http://www.funbrain.com/cashreg/ 
2. Using Internet Explorer, copy and paste one of each coin picture, back and front, individually at the bottom of the worksheet you created without the lines.  You will have to use both web pages as one only has the front of the coins and one has the back of the coins.
3. After you get the coin images, you may need to format them to get rid of the background white area. 
4. Click on a coin to highlight it. Go to the View menu and click on Toolbars then select Picture. 
5. The second button from the right is the set transparent color tool. Click on that tool.  The cursor turns into a brush with a triangle end. Click the white area around the coin with the triangle end and this will make the background invisible. Now you can put the coins closer together with no overlapping.
6. Duplicate as many coins as you need and move them into the shapes you drew to hold the coins. You can duplicate as many as you wish to create the change you want the students to count.
Get a clock image
1. A clock image can be found on these web pages:
a. http://www.fi.edu/time/Journey/JustInTime/worksheet.html 
b. http://www.fi.edu/time/Journey/JustInTime/hour_quiz.html 
2. Right-click on a clock and select Copy Image.
3. Go back to the blank sheet. Go to the Edit menu at the top and select Paste  
4. To duplicate, hold down the Ctrl key and tap one time on the letter D. 
5. Repeat tapping the D key until you have the amount of clocks you need.
http://www.internet4classrooms.com 


