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Computer system with block diagram, Characteristics and Limitations, History & Generation of Computer,
Hardware, Software, Types of Computers according to size.

What is Computer?

Computer is an advanced electronic device that takes raw data as input from the user and processes these
data under the control of set of instructions (called program) and gives the result (output) and saves output
for the future use. It can process both numerical and non-numerical (arithmetic and logical) calculations.
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1. Input: This is the process of entering data and programs in to the computer system. You should know that
computer is an electronic machine like any other machine which takes as inputs raw data and performs some
processing giving out processed data. Therefore, the input unit takes data from us to the computer in an
organized manner for processing.

2. Storage: The process of saving data and instructions permanently is known as storage. Data has to be fed
into the system before the actual processing starts. It is because the processing speed of Central Processing
Unit (CPU) is so fast that the data has to be provided to CPU with the same speed. Therefore the data is first
stored in the storage unit for faster access and processing. This storage unit or the primary storage of the
computer system is designed to do the above functionality. It provides space for storing data and
instructions.

The storage unit performs the following major functions:

* All data and instructions are stored here before and after processing.
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» Intermediate results of processing are also stored here.

3. Processing: The task of performing operations like arithmetic and logical operations is called processing.
The Central Processing Unit (CPU) takes data and instructions from the storage unit and makes all sorts of
calculations based on the instructions given and the type of data provided. It is then sent back to the storage
unit.

4. Output: This is the process of producing results from the data for getting useful information. Similarly
the output produced by the computer after processing must also be kept somewhere inside the computer
before being given to you in human readable form. Again the output is also stored inside the computer for
further processing.

5. Control: The manner how instructions are executed and the above operations are performed. Controlling
of all operations like input, processing and output are performed by control unit. It takes care of step by step
processing of all operations inside the computer.

Functional Units:

In order to carry out the operations mentioned in the previous section the computer allocates the task
between its various functional units. The computer system is divided into three separate units for its
operation. They are

1) Arithmetic logical unit, 2) Control unit, 3) Central processing unit

Arithmetic Logical Unit (ALU): After you enter data through the input device it is stored in the primary
storage unit. The actual processing of the data and instruction are performed by Arithmetic Logical Unit.
The major operations performed by the ALU are addition, subtraction, multiplication, division, logic and
comparison. Data is transferred to ALU from storage unit when required. After processing the output is
returned back to storage unit for further processing or getting stored.

Control Unit (CU): The next component of computer is the Control Unit, which acts like the supervisor
seeing that things are done in proper fashion. Control Unit is responsible for co-ordinating various
operations using time signal. The control unit determines the sequence in which computer programs and
instructions are executed. Things like processing of programs stored in the main memory, interpretation of
the instructions and issuing of signals for other units of the computer to execute them. It also acts as a switch
board operator when several users access the computer simultaneously. Thereby it coordinates the activities
of computer’s peripheral equipment as they perform the input and output.

Central Processing Unit (CPU): The ALU and the CU of a computer system are jointly known as the
central processing unit. You may call CPU as the brain of any computer system. It is just like brain that
takes all major decisions, makes all sorts of calculations and directs different parts of the computer functions
by activating and controlling the operations.

Basic characteristics about computer are:

Speed: - As you know computer can work very fast. It takes only few seconds for calculations that we take
hours to complete. You will be surprised to know that computer can perform millions (1,000,000) of
instructions and even more per second.

Accuracy: - The degree of accuracy of computer is very high and every calculation is performed with the
same accuracy. The accuracy level is 7

Diligence: - A computer is free from tiredness, lack of concentration, fatigue, etc. It can work for hours
without creating any error.

Limitation of Computer:

a) No Self Intelligence

b) No Decision-Making power

c) No learning power

Computer System:

All of the components of a computer system can be summarized with the simple equations.
COMPUTER SYSTEM = HARDWARE + SOFTWARE+ USER

» Hardware = Internal Devices + Peripheral Devices

All physical parts of the computer (or everything that we can touch) are known as Hardware.
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* Software = Programs

Software gives "intelligence" to the computer.

« USER = Person, who operates computer.
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History of Computer:
The following tables explain the Timeline of Progress of the Modern Computer:
Timelines of Ancient Electronics Devices
Time Period Name Details Picture
3000 BC Abacus e Dbeads on rods to count and ‘
calculate
o Still widely used in Asia!

1630 Slide Rule e based on Napier’s rules for
logarithms
e used until 1970s

19th Jacquard Loom | e Used metal cards with punched
Century holes to guide weaving process
e First stored program - metal cards
e First computer manufacturing
e Still in use today!

wj
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Timelines of Ancient Electronics Devices

Time Period

Name

Details

Picture

1822

Difference
Engine

Huge calculator, never finished

1833

Analytical
Engine

Could store numbers

Calculating "mill" used punched
metal cards for instructions
Powered by steam!

Accurate to six decimal places

Timelines of Modern Computer

Time Period

Name

Details

Picture _

1975

MITS Altair

256 byte memory

2 MHz Intel 8080 chips

Just a box with flashing lights
Cost $395 kit, $495 assembled.

1977

Apple
Computers

Founded 1977

Apple Il released 1977 - widely
used in schools

Macintosh (left) - released in 1984,
Motorola 68000 Microchip
processor (below)

Macintosh is first commercial
computer  with graphical  user
interface (GUI) and pointing device
(mouse)

1981

IBM PC

IBM-Intel-Microsoft joint venture
First wide-selling personal
computer used in business

8088 Microchip - 29,000 transistors
4.77 Mhz processing speed

256 K RAM (Random Access
Memory) standard

One or two floppy disk drives
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Timelines of Modern Computer

Time Period Name Details Picture
1984 Motorola e RAM memory 64KB i
68000 e Speed 8 MHz
e It has one floppy drive
1990 Pentiumsand | e Early 1990s began penetration of

Power Macs computers into every niche: every
desk, most homes, etc.

e Faster, less expensive computers
paved way for this

e Windows 95 was first decent GUI
for "PCs"

e Macs became more PC compatible -
easy file transfers

e Prices have plummeted

Generation of Computer:

Genera Time Advantages Disadvantages Example
tion Period
1st 1942-1955 | ¢ Vacuum tubes were the |e The computers were very | e ENIVAC
only electronic component large in size. e UNIVAC-1
available  during those | e They consumed a large
days. amount of energy.
e Vacuum tube technology | e They heated very soon due
made possible to make to thousands of vacuum
electronic digital tubes.
computers. They were not very reliable.
e These computers could Constant maintenance was
calculate data in required.
millisecond. Costly commercial
production.
Limited commercial use.
Very slow speed.
2nd 1955-1964 | e Smaller in size as Cooling system was | e IBM 7094
compared to the first required series
generation computers. Constant maintenance was | ¢ IBM 1400
e The 2nd generation required series
Computers  were  more Commercial production was
reliable difficult
e Used less energy and were Only wused for specific
not heated. purposes
e Wider commercial use Costly and not versatile
e Better portability as Punch cards were used for
compared to the first input.
generation computers.

Ul
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Genera Time Advantages Disadvantages Example
tion Period
e Better speed and could
calculate data in
microseconds
e Used faster peripherals like
tape drives, magnetic disks,
printer etc.
e Used Assembly language
instead of Machine
language.
3rd 1964-1975 | e Smaller in size as|e Air conditioning was|e IBM
compared to previous required. System/360
generations. e Highly sophisticated | ¢ UNIVAC
e More reliable. technology required for the 1108
e Used less energy manufacturing of IC chips.
e Produced less heat as
compared to the previous
two generations of
computers.
e Better speed and could
calculate data in
nanoseconds.
e Used fan for heat discharge
to prevent damage.
e Maintenance cost was low
because hardware failure is
reare.
4th 1975- e More powerful and reliable | ¢ The latest technology is|e Apple
Present than previous generations. required for manufacturing Macintosh
e Smallinsize of Microprocessors. e IBMPC
e Fast processing power with
less power consumption
e Fan for heat discharging
and thus to keep cold.
e No air conditioning
required.
e Totally general purpose
e Commercial production
e Less need of repairing.
e Cheapest among all
generations
e All types of High level
languages can be used in
this type of computers
5th Present & | e It is based on the technique | ¢ Human more idle due to |e IBM
Beyond of Artificial Intelligence depends very much to Watson
[Under (Al). computer
Researchab | ¢  Computers can understand
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Genera Time Advantages Disadvantages Example
tion Period
le] spoken words & imitate

human reasoning. Can
respond to its surroundings
using different types of
Sensors.

Hardware of Computer:

e Input Devices collect & translate raw data into form useable by computer. e.g keyboard accepts letters
and numbers and converts them to a binary code such as Unicode.

e Output devices produce results in useable form for user (or another device). e.g. monitor converts
binary codes to characters and images, whilst modem converts digital data to analog form for
transmission over telephone lines.

1 Input Devices
Mouse
Keyboard
2 Output Devices
Monitor (VDU)
Printer
3 Secondary Storage Devices
Hard Disk
CD/DVD / Floppy
Software of Computer:
Software:

Software, simply are the computer programs. The instructions given to the computer in the form of a
program is called Software. Software is the set of programs, which are used for different purposes. All the
programs used in computer to perform specific task is called Software.
Types of software:
1. System software:
a) Operating System Software
DOS, Windows XP, Windows Vista, Unix/Linux, MAC/OS X etc.
b) Utility Software
Windows Explorer (File/Folder Management), Windows Media Player, Anti-Virus Utilities,
Disk Defragmentation, Disk Clean, BackUp, WinZip, WinRAR etc.
2. Application software:
a) Package Software:
Ms. Office 2003, Ms. Office 2007, Macromedia (Dreamweaver, Flash, Freehand), Adobe
(PageMaker, Photoshop)
b) Tailored or Custom Software:
SAGE (Accounting), Galileo/Worldspan (Travel) etc.
3. Computer Languages & Scripting:
a) Low Level Language
i) Machine Level Language
i) Assembly Language

~N)
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b) High Level Language
COBOL (COmmon Business Oriented Language), FORTRAN (FORmula TRANSslation),
BASIC (Beginner's All-purpose Symbolic Instruction Code), C, C++ etc. are the examples of
High Level Language.

Types of Computer
I Computer
I Analog —> Hyvbrid — Digital
| | ]
Super Mainframe I Mini Micro
| |
Super Micro Desktop I Laptop
|
Notebook | | PDA

On the basis of Size

a) Super Computer

The fastest type of computer. Supercomputers are very expensive and are
employed for specialized applications that require immense amounts of
mathematical calculations. For example, weather forecasting requires a
supercomputer. Other uses of supercomputers include animated graphics, fluid
dynamic calculations, nuclear energy research, and petroleum exploration.

b) Mainframe Computer

A very large and expensive computer capable of supporting hundreds, or even
thousands, of users simultaneously. In the hierarchy that starts with a simple
microprocessor (in watches, for example) at the bottom and moves to
supercomputers at the top, mainframes are just below supercomputers. In some
ways, mainframes are more powerful than supercomputers because they support
more simultaneous programs. But supercomputers can execute a single program
faster than a mainframe.

¢) Mini Computer

A midsized computer. In size and power, minicomputers lie between
workstations and mainframes. In the past decade, the distinction between large
minicomputers and small mainframes has blurred, however, as has the
distinction between small minicomputers and workstations. But in general, a
minicomputer is a multiprocessing system capable of supporting from 4 to
about 200 users simultaneously.

d) Micro Computer

I. Desktop Computer: a personal or micro-mini computer sufficient to fit on a desk.
ii. Laptop Computer: a portable computer complete with an integrated screen and keyboard. It is generally
smaller in size than a desktop computer and larger than a notebook computer.

8
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iii. Palmtop Computer/Digital Diary /Notebook /PDAs: a hand-sized computer. Palmtops have no keyboard
but the screen serves both as an input and output device.

Palmtop PDA P

Desktop

e) Workstations
A terminal or desktop computer in a network. In this context, workstation is just a generic term for a user's

machine (client machine) in contrast to a "server" or "mainframe."

sssr Eng of Classl *+x*

(Vo) |
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Input Device

R Laudo Misusl |

MIDI

Microphone Keyboard

Scanner OCR Track-pad Mouse Keyboard

Graphics Touch
Sensors Camera OMR Tabiet Screen

Input device categorization:

1) Online input devices/Direct line entry devices: On line input devices are those devices which are
directly connected to computer example keyboard, mouse etc.
2) Offline input devices/Source entry devices: Offline input devices are those devices which are not
directly connected to computer example scanning device.

Types of common input devices: SR S
1)Keyboard: Keyboard is a well-known input __[TJ, I“I, e i SI ll Ii ,L'IJO I "[I :1'1 ]’J
device which contains alphabets, numeric/digits, - : F=E

special keys, function keys etc. Keyboard can be of
serial or parallel.

Alphabets:- Ato Z,atoz

Numeric key:-0to 9

Special keys:-shift, spacebar, ctr, alt etc.

Functions !(GYI-F]., F2.....F12. _ EE— Keyboard Finger Settlng
Keyboard is used to convert these above mention keys into

digital form of computer.

Keyboard Layout

Fscape F s Taden e  Backapece Tevte L TIPS A o Eae s A

“SEEFEE TEERERSE

——— -~ —-.H-Q~ —

Windows | | &t | Spare bar A K i Covdved | | Shide | Arcows | | Nuaowbes Past |
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2) Mouse: Mouse is an input device which is
also called a pointing device. It is used to move
the cursor on the screen. Mouse works in GUI ™,

(Graphical User Interface) mode. Mouse is of | |4 sk ™~ \,/
different-2 types in which some are physical
mouse, optical mouse, and cordless mouse.

Right Click

1 ¥ Mouse
Pointer
Mouse
Buttons
Mouse F5 YOU MOVE TNe MOLEE NOTICE TE
_ moverment of the ponter on the screen,
‘ If you move the mouse to the left or right
the pointer moves to the left o right on
the screan, When you move the mouse
forward or bacdkward the mouse goes to
Mouse forw ard or backward the 52
. the top ar the bottom of the screen
Handling

3) Scanner: A scanner is an input device that scans documents such as
photographs and pages of text. When a document is scanned, it is converted into a
digital format. This creates an electronic version of the document that can be
viewed and edited on a computer.

Most scanners are flatbed devices, which mean they have a flat scanning surface.
This is ideal for photographs, magazines, and various documents.

4) Bar-Code Reader: A barcode reader, also called a price scanner or point-of-sale ( POS ) scanner, is a
hand-held or stationary input device used to capture and read information contained in a bar code . A
barcode reader consists of a scanner, a decoder (either built-in or external), and a cable used to connect the
reader with a computer. Because a barcode reader merely captures and translates the barcode into numbers
and/or letters, the data must be sent to a computer so that a software application can make sense of the data.

.9
L
L™ 3

N
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5) OMR: Short for optical mark recognition, the technology of electronically extracting intended data from
marked fields, such as checkboxes and fill-infields, on printed forms. OMR technology scans a printed form
and reads predefined positions and records where marks are made on the form. This technology is useful for
applications in which large numbers of hand-filled forms need to be processed quickly and with great
accuracy, such as surveys, reply cards, questionnaires and ballots. A common OMR application is the use of
"bubble sheets” for multiple-choice tests used by schools. The student indicates the answer on the test by
filling in the corresponding bubble, and the form is fed through an optical mark reader

., . e /

"> Qutput Tray

Power Switch Answer Key on Top

6) Joystick: A joystick is an input device commonly used to control video games. Joysticks consist of a base
and a stick that can be moved in any direction. The stick can be moved slowly or quickly and in different
amounts. Some joysticks have sticks that can also be rotated to the left or right. Because of the flexible
movements a joystick allows, it can provide much greater control than the keys on a keyboard.

Point-Of-View switch

Joystick
Base

Throttle

Suction cap

wj
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7) Microphone: Microphone is an input device to input sound that is then stored in digital form. The

microphone is used for various applications like adding sound to a multimedia presentation or for mixing
music.

8) Webcam: Webcam is a small camera that is either plugged into the computer or built into the top of the
monitor. It captures images and inputs them into the computer system

Webcam

Output Device
An output device is any device used to send data from a computer to another device or user. Most computer
data output that is meant for humans is in the form of audio or video. Thus, most output devices used by

humans are in these categories. Examples include monitors, projectors, speakers, headphones and printers.
Types of common Output devices:

CRT Monitor TFT Monitor

B E]

Laser Printer Inkjet Printer

Dot Matrix Printer Speakers

»

Plotters Multimedia Projectors
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1) Monitor: The device which displays computer output. The monitor displays the video and graphics
information generated by the computer through the video card. Monitors are very similar to televisions but
usually display information at a much higher resolution.
Types of Monitor

*Cathode Ray Tube (CRT)

*Liquid Crystal Display (LCD)

Light-emitting Diode (LED)

CRT Monitors:
CRT stands for Cathode Ray Tube. These are all old model
monitors. Main disadvantages are heavy weight, occupy more
place, high power consumption, high radiation and supports low
B 3
.

resolution. These are all main reasons to prefer LCD or LED
monitors.

LCD Monitors:

LCD stands for Liquid Crystal Display. The main advantage of
LCDs are light weigh, occupy less place, 12v power
consumption, low radiation and supports high resolutions.

LED Monitors:

LED stands for Light Emitting Diode. Actually there are no
differences between LCD and LED monitors, but better picture
quality in LED monitors. So now all are prefer LED monitors
than LCD monitors.

, &

-

&’
—

2) Printer: A printer is an electromechanical device which converts the text and graphical documents from
electronic form to the physical form. Generally they are the external peripheral devices which are connected
with the computers or laptops through a cable or wirelessly to receive input data and print them on the
papers. A wide range of printers are available with a variety of features ranging from printing black and
white text documents to high quality colored graphic images.

Printer
Impact Hon-Impact
Character Printer Lines Printer Character Printer Page Printer
Dot Matrix Ink-Jet Laser

Impact Printers: In this hammers or pins strike against a ribbon and paper to print the text. This mechanism
is known as electro-mechanical mechanism. They are of two types.

(i) Character Printer

(ii) Line Printer

(O] |
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Character Printer: It prints only one character at a time. It has relatively slower speed. Eg. Of them are Dot
matrix printers.

Dot Matrix Printer: It prints characters as combination of dots. Dot
matrix printers are the most popular among serial printers. These have a

matrix of pins on the print head of the printer which form the character. | = e
The computer memory sends one character at a time to be printed by the |/

printer. There is a carbon between the pins & the paper. The words get |: )
printed on the paper when the pin strikes the carbon. There are generally

24 pins. =y

Laser Printer is a type of printer that utilizes a laser beam to produce an
image on a drum. The light of the laser alters the electrical charge on the
drum wherever it hits. The drum is then rolled through a reservoir of toner,
which is picked up by the charged portions of the drum. Finally, the toner
is transferred to the paper through a combination of heat and pressure.

Non-Impact Printers: There printers use non-Impact technology such as
ink-jet or laser technology. There printers provide better quality of O/P at
higher speed. These printers are of two types:

Ink-Jet Printer: It prints characters by spraying patterns of ink on the paper
from a nozzle or jet. It prints from nozzles having very fine holes, from
which a specially made ink is pumped out to create various letters and
shapes. The ink comes out of the nozzle in a form of vapors. After passing
through a reflecting plate, it forms the desired letter/shape at the desired
place.

Other Types of Printers
Photo Printer — Is a type of printer use for printing photographs.

Dye-Sublimation Printer — Is a type of printer which employs a printing process
that uses heat to transfer dye to a medium such as a plastic card, printer paper or
poster paper.

Thermal Printer- Is a type of printer that produces a printed image by
selectively heating coated thermo chromic paper, or thermal paper as it is
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commonly known, when the paper passes over the thermal print head. The coating turns black in the areas
where it is heated which then produce an image.

All-in-One Printer - A printer than can also do scanning, fax and make copies

Plotter - A large device use to print large posters and documents

3D Printer - Prints 3D objects

Wireless Printer (WiFi, Bluetooth and Infrared)

3) Speaker: Speakers are popular output devices used with computer systems. They receive audio input
from the computer's sound card and produce audio output in the form of sound waves. Most computer
speakers are active speakers, meaning they have an internal amplifier which allows you to increase the
volume, or amplitude, of the sound. Speakers usually come in pairs, which allow them to produce stereo

sound from two separate audio channels.
| Speaker

4) Digital Projector: A digital projector is a device which connects
to a computer and is used to project the video output from the
computer onto a wall or screen. In classrooms they are often used
with electronic whiteboards. The projector can be portable and
placed on a stand or it can be permanently fixed to the ceiling.

~j
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Software

Definition: Software consists of carefully-organized instructions and code written by programmers in any of
various special computer languages. Software is divided commonly into two main categories: (1) System
software: controls the basic (and invisible to the user) functions of a computer and comes usually
preinstalled with the machine. See also BIOS and Operating System. (2) Application software: handles
multitudes of common and specialized tasks a user wants to perform, such as accounting, communicating,
data processing, word processing.

Classification of Software:

Software

I — |
Systemn Software | Application Softvware
| | e g
9’4 |
/_ Lniversal Special
Froduet Froduect

Operating Systems: The operating system is the software that allows you to operate the hardware. The
programs that we want to execute, the applications that we want to use all
require a platform on which to execute. That platform is provided by the
operating system.

One role of the operating system is to provide a virtual machine. This refers to
the way that, by clicking on icons and menus, or by typing in commands at a
prompt, we get to interact with the computer hardware without having to
understand its complexity. By hiding the true complexity of the system from the
user, the operating system makes it easier for ordinary people to make computers perform useful
tasks.

Example: Windows 7, Linux Ubuntu etc.

Utility Programs: Some utility programs are bundled in with operating system software
these days. Others you buy or source in some other way.

Utility programs tend to perform specific tasks related to the management of hardware.
Examples of utility programs include compression programs, formatters, defragmenters and
other disk management tools.

Example: Anti-Virus Utilities, Disk Defragmentation, Disk Clean, BackUp, WinZip,
WInRAR etc

Library Programs: Library programs are compiled libraries of commonly-used routines. On a Windows
system they usually carry the file extension dll and are often referred to as run-time libraries. The libraries
are run-time because they are called upon by running programs when they are needed. When you program
using a run-time library, you typically add a reference to it either in your code or through the IDE in which
you are programming.

Language Translators: Whatever language or type of language we use to write our
programs, they need to be in machine code in order to be executed by the computer. There
are 3 main categories of translator used,

Assembler: An assembler is a program that translates the mnemonic codes used in assembly
language into the bit patterns that represent machine operations. Assembly language has a one-

to-one equivalence with machine code, each assembly statement can be converted into a single machine
operation.

Compiler: A compiler turns the source code that you write in a high-level language into object
code (machine code) that can be executed by the computer. The compiler is a more complex |
beast than the assembler. It may require several machine operations to represent a single high-
level language statement. As a result, compiling may well be a lengthy process with very large programs.

Language Dperating TTtilihd

Translator Systern

8
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Interpreter: Interpreters translate the source code at run-time. The interpreter translates statements one-at-a-
time as the program is executed.

Interpreters are often used to execute high-level language programs whilst they are being developed since
this can be quicker than compiling the entire program. The program would be compiled when it is complete
and ready to be released.

Interpreters are also used with high-level scripting languages like PHP, Javascript and many more. These
instructions are not compiled and have to be interpreted either by the browser (in the case of Javascript) or
by interpreters on the server (in the case of PHP).

— —

/0011 1100 cout << "a " ) )
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Application Software: Application software tends be used for the tasks that have some relationship to the
world outside of the computer. For example, you might use a word processor to write a letter or an essay.
Although you use the computer to perform the task, the task itself might reasonably be considered to be a
non-computer task.

General-Purpose Software: Software is general-purpose if it can be used for lots of different tasks. You
can use a word processor to write letters, memos, essays, instructions, notes, faxes, invoices and lots more.
These days we tend to use integrate suites of office software where a range of general-purpose software is
provided, usually with the facility to combine elements from each application in a single file.

Example: M.S.Word, Open Ofiice etc.

Special-Purpose Software This software performs a single specific task. This task might be complex like
payroll calculation, stock control etc. but will be based on a single task.

As with many abstract concepts, you can stretch these definitions until they blur a little. These days, web
browsers can contain a lot of features. They are still primarily focused on a single task, rendering web pages
and so the web browser is special-purpose. Being able to access an application using a browser does not
change the main purpose of the browser software itself.

Bespoke Software Bespoke software is written for a single client. Large organizations have a need for well-
developed applications suited to their specific needs. Such software is often expensive to develop since the
development costs are not shared among a large number of people purchasing the software.

Memory

Memory is an essential element of a computer. Without its memory, a computer is of hardly any use.
Memory plays an important role in saving and retrieving data. The performance of the computer system
depends upon the size of the memory.
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Memory is of following types:

1. Primary Memory / Volatile Memory.

2. Secondary Memory / Non Volatile Memory.

1. Primary Memory / Volatile Memory: Primary Memory is internal memory of the computer. RAM

AND ROM both form part of primary memory. The primary memory provides main working space to the

computer. The following terms comes under primary memory of a computer are discussed below:

e Random Access Memory (RAM): The primary storage is referred to as random access memory (RAM)
because it is possible to randomly select and use any location of the memory directly store and retrieve
data. It takes same time to any address of the memory as the first address. It is also called read/write
memory. The storage of data and instructions inside the primary storage is temporary. It disappears from
RAM as soon as the power to the computer is switched off. The T 1 O T O O O
memories, which lose their content on failure of power supply, are 1| | |
known as volatile memories .So now we can say that RAM is s
volatile memory.

e Read Only Memory (ROM): There is another memory in computer, —
which is called Read Only Memory (ROM). Again it is the ICs inside .
the PC that form the ROM. The storage of program and data in the
ROM is permanent. The ROM stores some standard processing
programs supplied by the manufacturers to operate the personal
computer. The ROM can only be read by the CPU but it cannot be
changed. The basic input/output program is stored in the ROM that

10
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examines and initializes various equipment attached to the PC when the power switch is ON. The

memories, which do not lose their content on failure of power supply, are known as non-volatile

memories. ROM is non-volatile memory.

e« PROM: There is another type of primary memory in computer, which is called Programmable Read
Only Memory (PROM). You know that it is not possible to modify or erase programs stored in ROM,
but it is possible for you to store your program in PROM chip. Once the programmers’ are written it
cannot be changed and remain intact even if power is switched off. Therefore programs or instructions
written in PROM or ROM cannot be erased or changed.

« EPROM: This stands for Erasable Programmable Read Only Memory, which overcome the problem of
PROM & ROM. EPROM chip can be programmed time and again by erasing the information stored
earlier in it. Information stored in EPROM exposing the chip for some time ultraviolet light and it erases
chip is reprogrammed using a special programming facility. When the EPROM is in use information can
only be read.

e Cache Memory: The speed of CPU is extremely high compared to the access time of main memory.
Therefore the performance of CPU decreases due to the slow speed of main memory. To decrease the
mismatch in operating speed, a small memory chip is attached between CPU and Main memory whose
access time is very close to the processing speed of CPU. It is called CACHE memory. CACHE
memories are accessed much faster than conventional RAM. It is used to store programs or data
currently being executed or temporary data frequently used by the CPU. So each memory makes main
memory to be faster and larger than it really is. It is also very expensive to have bigger size of cache
memory and its size is normally kept small.

e Registers: The CPU processes data and instructions with high speed; there is also movement of data
between various units of computer. It is necessary to transfer the processed data with high speed. So the
computer uses a number of special memory units called registers. They are not part of the main memory
but they store data or information temporarily and pass it on as directed by the control unit.

2. Secondary Memory / Non-Volatile Memory: Secondary memory is external and permanent in nature.

The secondary memory is concerned with magnetic memory. Secondary memory can be stored on storage

media like floppy disks, magnetic disks, magnetic tapes, This memory can also be stored optically on

Optical disks - CD-ROM. The following terms comes under secondary memory of a computer are discussed

below:

e Magnetic Tape: Magnetic tapes are used for large computers like mainframe
computers where large volume of data is stored for a longer time. In PC also
you can use tapes in the form of cassettes. The cost of storing data in tapes is
inexpensive. Tapes consist of magnetic materials that store data permanently. It
can be 12.5 mm to 25 mm wide plastic film-type and 500 meter to 1200 meter
long which is coated with magnetic material. The deck is connected to the
central processor and information is fed into or read from the tape through the
processor. It’s similar to cassette tape recorder.

e Magnetic Disk: You might have seen the gramophone record, which is circular like a disk and
coated with magnetic material. Magnetic disks used in computer are made on the same principle. It
rotates with very high speed inside the computer drive. Data is stored on both the surface of the disk.
Magnetic disks are most popular for direct access storage device.
Each disk consists of a number of invisible concentric circles called
tracks. Information is recorded on tracks of a disk surface in the form
of tiny magnetic spots. The presence of a magnetic spot represents
one bit and its absence represents zero bit. The information stored in
a disk can be read many times without affecting the stored data. So
the reading operation is non-destructive. But if you want to write a
new data, then the existing data is erased from the disk and new data is recorded. For Example-
Floppy Disk.

11
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« Optical Disk: With every new application and software there is greater
demand for memory capacity. It is the necessity to store large volume of
data that has led to the development of optical disk storage medium.
Optical disks can be divided into the following categories:

1. Compact Disk/ Read Only Memory (CD-ROM
2. Write Once, Read Many (WORM)
3. Erasable Optical Disk
Memory Unit:
e Itisthe amount of data that can be stored in the storage unit.
o The storage capacity are expressed in terms of Bytes.
Following are the main memory storage units:

SL|  Unit Description

A binary digit is logical 0 & 1 representing a passive or an active state of a component in an
electric circuit.

| 2 || Nibble ||A group of 4 bits is called nibble.
A group of 8 bits is called byte. A byte is the smallest unit which can represent a data item or a

1 Bit

3 Byte

character.
4 Word A computer word Ii_ke a byte, is a group of fixed number of bits processed as a unit which varies
from computer but is fixed for each computer.
Few higher storage units are following
Sr. No. Unit Description
| 1 |Kilobyte (KB) |1 KB = 1024 Bytes \
| 2 |Megabyte (MB) |1 MB = 1024 KB |
| 3 |GigaByte (GB) |1 GB = 1024 MB |
| 4 |TeraByte (TB) |1 TB =1024 GB |
| 5 |PetaByte (PB) |1PB=1024TB |

Number System: When we type some letters or words, the computer translates them in numbers as
computers can understand only numbers. A computer can understand positional number system where there
are only a few symbols called digits and these symbols represent different values depending on the position
they occupy in the number.
A value of each digit in a number can be determined using

e The digit

e The position of the digit in the number

e The base of the number system (where base is defined as the total number of digits available in the

number system).

Decimal Number System: The number system that we use in our day-to-day life is the decimal number
system. Decimal number system has base 10 as it uses 10 digits from 0 to 9. In decimal number system, the
successive positions to the left of the decimal point represent units, tens, hundreds, thousands and so on.
Each position represents a specific power of the base (10). For example, the decimal number 1234 consists
of the digit 4 in the units position, 3 in the tens position, 2 in the hundreds position, and 1 in the thousands
position, and its value can be written as
(1x1000)+ (2x100)+ (3x10)+ (4x1)
(1x10°)+ (2x10%)+ (3x10%)+ (4x10°)
1000 + 200 + 30 + 4
1234
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Binary Number System:
Characteristics of binary number system are as follows:
e Uses two digits, 0 and 1.
o Also called base 2 number system
« Each position in a binary number represents a 0 power of the base (2). Example 2°
« Last position in a binary number represents a x power of the base (2). Example 2* where x represents
the last position - 1.
Example
Binary Number: 10101,
Calculating Decimal Equivalent:

Step  Binary Number Decimal Number

Step1 10101, (1x2) +(0x2%) +(1x2%) +(0x2") + (1x2%)0
Step 2 10101, (16+0+4+0+1)
Step 3 10101, 2149

Note : 10101, is normally written as 10101.

Binary to Decimal Number System Conversion:

1001101 1-=

g € gt ap® gavst e
1286432168421

e 1. Write down the binary number and list the powers of 2 from right to left. Let's say we want to
convert the binary number 100110112 to decimal. First, write it down. Then, write down the powers
of two from right to left. Start at 20, evaluating it as "1". Increment the exponent by one for each
power. Stop when the amount of elements in the list is equal to the amount of digits in the binary
number. The example number, 10011011, has eight digits, so the list, with eight elements, would

128 64 32 16 8 4 2 1
1 o 0 1 1 0 1 1

look like this: 128, 64, 32, 16, 8,4, 2, 1

e 2 Write the digits of the binary number below their corresponding powers of two. Now, just write
10011011 below the numbers 128, 64, 32, 16, 8, 4, 2, and 1 so that each binary digit corresponds
with its power of two. The "1" to the right of the binary number should correspond with the "1" on
the right of the listed powers of two, and so on. You can also write the binary digits above the
powers of two, if you prefer it that way. What's important is that they match up.

128 64 32 16 8 4 2 1

| | E 1 U x 4 3
1 O O 1 1 0 1 1
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e 3 Connect the digits in the binary number with their corresponding powers of two. Draw lines,
starting from the right, connecting each consecutive digit of the binary number to the power of two
that is next in the list above it. Begin by drawing a line from the first digit of the binary number to
the first power of two in the list above it. Then, draw a line from the second digit of the binary
number to the second power of two in the list. Continue connecting each digit with its corresponding
power of two. This will help you visually see the relationship between the two sets of numbers.

128 64 32 16 8 4 2 1

] X I I 11131}
1 0 0 1 1 0 1 1

128 0 O 16 8 0 2 1

e 4 Write down the final value of each power of two. Move through each digit of the binary number. If
the digit is a 1, write its corresponding power of two below the line, under the digit. If the digit is a 0,
write a 0 below the line, under the digit.

e Since "1" corresponds with "1", it becomes a "1." Since "2" corresponds with "1," it becomes a "2."
Since "4" corresponds with "0," it becomes "0." Since "8" corresponds with "1", it becomes "8," and
since "16" corresponds with "1" it becomes "16." "32" corresponds with 0" and becomes "0" and
"64" corresponds with "0" and therefore becomes "0" while 128" corresponds with "1" and becomes
128.

12|86|432168421

S O )
1 0 0 1 1 0 1 1

128+ 0 + 0 +16+8+0+2+1
= 155

e 5 Add the final values. Now, add up the numbers written below the line. Here's what you do: 128 + 0

100110112 = 15510

+0+16+8+0+2+1=155. This is the decimal equivalent of the binary number 10011011.

12
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e 6 Write the answer along with its base subscript. Now, all you have to do is write 1550, to show that
you are working with a decimal answer, which must be operating in powers of 10. The more you get used to
converting from binary to decimal, the more easy it will be for you to memorize the powers of two, and
you'll be able to complete the task more quickly.

e 7 Use this method to convert a binary number with a decimal point to decimal form. You can use
this method even when you want to covert a binary number such as 1.1, to decimal. All you have to do is
know that the number on the left side of the decimal is in the units position, like normal, while the number
on the right side of the decimal is in the "halves" position, or 1 x (1/2).

e The "1" to the left of the decimal point is equal to 2, or 1. The 1 to the right of the decimal is equal
to 2.4, or .5. Add up 1 and .5 and you get 1.5, which is 1.1, in decimal notation.

Decimal to Binary Number System Conversion:

Example:
15610

1 Set up the problem. For this example, let's convert the decimal number 1561 to binary. Write the decimal
number as the dividend inside an upside-down "long division" symbol. Write the base of the destination
system (in our case, "2" for binary) as the divisor outside the curve of the division symbol.

e This method is much easier to understand when visualized on paper, and is much easier for
beginners, as it relies only on division by two.

« To avoid confusion before and after conversion, write the number of the base system that you are
working with as a subscript of each number. In this case, the decimal number will have a subscript of
10 and the binary equivalent will have a subscript of 2.

2)156 0@’
738

2 Divide. Write the integer answer (quotient) under the long division symbol, and write the remainder (0 or
1) to the right of the dividend.
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« Since we are dividing by 2, when the dividend is even the binary remainder will be 0, and when the
dividend is odd the binary remainder will be 1.

2)156 Remainder:

N
G
20022400

3 Continue to divide until you reach 0. Continue downwards, dividing each new quotient by two and writing
the remainders to the right of each dividend. Stop when the quotient is 0.

16
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2 !1 §§ Remainder:
2)78
2)39
2)19

2)9
2)4
2)2
2)1

1561 0= 10011100:

¢ 4 Write out the new, binary number. Starting with the bottom remainder, read the sequence of
remainders upwards to the top. For this example, you should have 10011100. This is the binary equivalent of
the decimal number 156. Or, written with base subscripts: 15610 = 10011100,

e This method can be modified to convert from decimal to any base. The divisor is 2 because the
desired destination is base 2 (binary). If the desired destination is a different base, replace the 2 in the
method with the desired base. For example, if the desired destination is base 9, replace the 2 with 9.
The final result will then be in the desired base.

End of Class2
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Windows 7 Interface:

Unlike its predecessor, Windows Vista, which introduced a large number of new features, Windows 7 was
intended to be a more focused, incremental upgrade to the Windows line, with the goal of being compatible
with applications and hardware with which Windows Vista was not at the time. Presentations given by
Microsoft in 2008 focused on multi-touch support, a redesigned Windows shell with a new taskbar, referred
to as the Superbar, a home networking system called HomeGroup, and performance improvements. Some
standard applications that have been included with prior releases of Microsoft Windows, including Windows
Calendar, Windows Mail, Windows Movie Maker, and Windows Photo Gallery, are not included in
Windows 7; most are instead offered separately at no charge as part of the Windows Live Essentials suite.
What is a desktop?

If you are using Windows 7, after you start your computer the first thing you see is the desktop. The desktop is
your work area.

Explanation of Windows 7 desktop:

The following table explains the various features of the Windows 7 desktop.

Feature Explanation

Taskbar By default, the taskbar is located on the bottom edge of the desktop. You can click the
taskbar and drag it to other locations. The Start button, active program buttons, icons for
quick access to programs, and the notification area are located on the taskbar.

Recycle Bin When you delete an object, Windows 7 sends it to the Recycle Bin. You can restore objects
from the Recycle Bin or you can permanently delete them.

Shortcut icon | Icons with an arrow in the lower-left corner are shortcut icons. Click the icon for quick

access to the object it represents (program, document, printer, and so on).
. sl asa
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Explanation of taskbar: The taskbar is a long bar that by default runs along the bottom of your desktop. The
Start button, Quick Launch toolbar, active program buttons, and the notification area are located on the taskbar.
You click the Start button to display the Start menu. You use the Start menu to open programs and to perform
other functions such as searching for files.

On the taskbar, right next to the Start button is the Quick Launch toolbar. Using the Quick Launch toolbar, you
can open a program or file simply by clicking its icon.

1032AM |
2/23/X11

Start

S \ | Acm e Program Blm.y
| Quick Launch Toolbar ‘ Notlncatlon Area ‘

Using the Start Menu:

How do I open the Start menu? - oo

To open the Start menu, click the Start button in the ", [ O

lower-left corner of your screen. Or, press the Windows —

logo key on your keyboard. The Start menu appears. g Veicome Center e

1. A menu showing the programs you use most €D vinson: Mesia Cente

frequently appears on the left, and commonly performed o o St e Mo
tasks appear on the right. Garmes

2. Click the program you want to open. Windows 7 starts R L Vindows MediePloyer Recent Rems
the program. ] Vindows Phato Gallr S
Creating Shortcuts to the Desktop 20 ipdons e Mesenger Dowriesd. [N

What is a desktop shortcut?
A desktop shortcut, usually represented by an icon, is a |
yw Small file that ] Windows Meeting Space Controt Panel

lg" Windows DVD Maker Connect To

& Internet B

[E4 paint.NET pesfic et p0|nts to a Default Programs
& Windows Pl program,

= All P Help and Support
#5 Windows More Games from Microsoft fOIder, b’ S

 Windows | L I— PR N
\\:J\ Windows i document’ or I ¥
=] Windows Pin to Taskbar Internet

<4 XPS View| Pin to Start Menu location.

Accessor Restore previous versions

Broderbd CIICklng on a 1) Start menu 2 Search box 3 Start button
* | shortcut icon

Games | Send to

g;‘;:c Cut takes you directly to the object to which the shortcut points.
B Gamq oY Shortcut icons contain a small arrow in their lower-left corner.
- ;&T % Delete Shortcuts are merely pointers; deleting a shortcut does not delete
@ vinel W B the item to which the shortcut points.

% Purbl|  Properties How do I create a desktop shortcut?

S] Seliaice If the item is located on the Start menu:

X_.l Spider Solitaire -
Back

Click the Start button. The Start menu appears.

Programs Games

the Solitaire link which you will create a shortcut from.
4. Right-chgk the item. A context menu appears.

5. Click Send To. A submenu appears.

6. C|ICk Desktop (Create Shortcut) Windows 7 creates a shortcut to the item.

N
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View »
Sort by »
Refresh

How do I create a folder on my desktop?

1. Right-click the desktop. The context menu will appear.
2. Click New. A submenu will appear.

3. Click Folder. Paste

4. Accept the default name or type over with a new name. Paste shortcut

Deleting and Retrieving Files

You can permanently delete any unwanted files or folders to
save disk space, or to just “clean out” your computer. When | B Screen resolution
you delete items from your hard drive, they move to the

Recycle Bin. Files are not permanently removed until you empty the Recycle Bin.
1. Let’s remove, or delete the shortcut to Solitaire that we just created.

2. Locate both the Shortcut to Solitaire, and the Recycle Bin on your desktop. Simply, click and drag your
shortcut to Solitaire into the Recycle Bin.

NOTE: As you drag the shortcut to the Recycle Bin, the bin itself will highlight. This is your indication that
the computer understands you want to delete the shortcut. If the Recycle Bin is not highlighted, position the
shortcut over it until it does become highlighted. Once highlighted, you can let go of the mouse button.

3. This should eliminate the Shortcut to Solitaire from your desktop. Take a look at the Recycle Bin, and
notice that is now has papers in it. This indicates that there are some item(s) in the bin.

4. Double-Click on the Recycle Bin. This will open the Recycle Bin Window, and displays the Shortcut to
Solitaire that you just deleted. Highlight the Shortcut to Solitaire by clicking on it once.

5. In the menu bar, click on the word File. In the File menu, there is an option to Restore. (If you do not
have a Restore option, go back and highlight an item first, then click on File.) Click on the Restore option.
This will remove the Shortcut to Solitaire from the Recycle Bin, and put it back into its original position or
place (the desktop). Close the Recycle Bin window, and verify that the Shortcut to Solitaire is on the
desktop.

6. Let’s delete the Shortcut to Solitaire again. This time, instead of dragging the item to the Recycle Bin,
simply point to the icon with your mouse pointer. As you point, right-click. In this object menu, there is an
option to delete. Highlight the Delete option, and left-click once. This will move the Shortcut to Solitaire to
the Recycle Bin, without you dragging it there.

7. Now point to the Recycle Bin with your mouse, and again, right-click. In this object menu, there is an
option to Empty Recycle Bin. Highlight this option and left-click once. This will actually empty the Bin,
making all items that were inside, unrecoverable.

Working with Windows

A window is a framed area on the desktop that contains an application, document, icon, or task. You can
control the appearance and location of windows, and you can switch between open windows on the desktop.
You can also use menus when working with windows.

What is a window?

We will use WordPad as an example.

1. Double click on the Wordpad icon on the desktop.

Restore i

New » Folder
# Shortcut

- SRERES
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1. | Ribbon 2. | Title Bar
3. | Minimize 4. | Maximize
@ 5. | Close button | 6. | Border
@ 7. | Status Bar 8. | Work Area
Part Description
Ribbon Displays a variety of menu options found within each grouping of operations (i.e.
Clipboard, Font, Paragraph) that will be discussed in the MS Word 2010 class.
Title bar Displays the name of the current file and the name of the current program.
Minimize button Click to temporarily decrease the size of a window or remove a window from view.
While a window is minimized, its title appears on the taskbar.
Maximize button Click to make the window fill the screen.
Close button Click to exit a window or close a program.
Border Separates the window from the desktop. Drag a window’s borders outward to expand
it and inward to contract it.
Status bar Provides information about the status of your program.
Restore button Click to restore a minimized window to its former size.

Windows Aero: Snap, Preview Desktop, Shake, and Flip3D

Windows 7 has introduced several new graphical user interface features for desktop and windows
management. These are collectively referred to as Aero and are explained briefly below:

Docking Windows: Windows 7 now incorporates a feature that allows for windows to be “docked” or
“snapped” to the sides of the desktop, taking up half of the screen space. A window can be docked to the left
or right side of the screen. To do this, just drag the window to the side where you want it to be docked.
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Unclick the mouse button once the mouse pointer hits the left or right side of the screen. To undock a
window, just drag it toward the center of the desktop.

Preview Desktop: As most Windows users have experienced, the desktop can get cluttered very quickly
when multiple windows are opened over the course of time. On the right side of the time and date on the
taskbar is a hotspot — a small box (highlighted above) which is used to trigger a function called Preview
Desktop. When a user holds the mouse over this box, all windows are made transparent, and the desktop can
be seen temporarily. When the mouse is moved off of this hotspot, the windows are restored. This hotspot
provides a toggle function: clicking it minimizes all windows to the taskbar; clicking it again restores the
windows to the desktop.

- —

Preview

o ’ /Desktop

Aero Shake: In some cases, you want to minimize all open windows with the exception of a single program.
In Windows 7, you can accomplish this by clicking the title bar of the desired window, holding the left
mouse button, and shaking the window. All other windows will be minimized to the task bar. To restore all
windows back to the desktop, just shake the window again.

Flip3D: Windows now icludes the ability to cycle through open applications using a three-dimensional
mechanism called Flip3D. To use it simply hold the Windows key and tap the Tab key. This rotates the
selections until the desired window is displayed. Repeating this process while holding the Shift key rotates
the selections backwards. Releasing the Windows key brings the selected window to the forefront.

inned
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and recent files. Easy way to open files, documents and pictures from the taskbar.

o0 Right click on program icon from the taskbar & select file under pinned or recent to open

0 To move a file from the recent to pinned group: right click on file name and click on push pin icon
0 Note: Windows Explorer and Internet Explorer also have Jump Lists.

Windows Explorer
Windows Explorer has become a very powerful utility for navigation and searching directories for files the
system. The field at the top used to contain an address like C:\Documents and Settings\Directory. This
address is now much more functional. You can still see the path, but now you have the ability to click an
arrow to the right of any directory in the path and perform branched browsing from that point. You can still
get that old-style path name by clicking to the right of the address.

CFEI = |+ Compute b Loca Dik(G) b Pragam Ffes » Moceoft Ofice b JE— : Explorer Path

menizce v g Open nciude m idrary - Srare arth - Jaw F i ey - 1 9

Office1s Folder Metadata

ﬁ it 63072010 358 W 5

Windows Search

You can also perform location-specific searches from any directory. Just navigate to the folder and initiate
your search from the search field in the upper-right corner of the window. Next, Windows Explorer now
gives you the ability to preview documents as you select them from search results. This is an option which
can be enabled and disabled on the right side of the Menu Toolbar. Finally, the pane at the bottom of the
Explorer window provides a way to view and modify the metadata associated with your documents. Much
of this metadata can be used to perform advanced searches. For example, from any search field, you can
type tags: ***** or category: ***** or author: ***** etc to restrict the results of a search to metadata from
that field. With the improved search capabilities of Windows 7, finding programs, documents, and utilities
has never been easier. From the Start menu, as you begin typing what you’re looking for, results are updated
and categorized in the search results. Then, just make your selection for the resulting list. You can also
search from within specific locations in Windows Explorer, including libraries by selecting the location in
the left-navigation and entering the search criteria in the search box in the upper-right corner of the window.
If you have defined tags in your documents, you are able search the tags field as well, using the Tags
criteria. You can use Boolean operators such as AND and OR to refine your searches.
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- ) .
= | =)
€18 = ’-’! ; : 4 Left-nav Search

Left-navigation

Vendor Training

& Computer o
e etuore Offerings
3 Control Panel
Recycle Bin
3) Documents OFca 200 e Fatines i Chnes Fl Exchange Server 2010 (PSU)
d Music Windo ceniew ) File Preview
S Pictures " Grant Funded Offerings Description: (incorporate customization)
B Videos IQ] Grant Funded Oferings Exchange Server 2010 budds on the success of
& jumplise previous versions and offers s
B Compier & Ma<Docs in perfarmance and managemen

provides the in-depth knowledge necessary to
successfully install Exchange Server 2010 and transition
from lz2gacy servers, You develop the skifls to
administer server roles and recipient objects for

maximum system performance.

& Local Disk {C:]

2 CD Drve [0 Virt !

EWindows 7 Guerview - b

& Network
W KEN-PC | WinExplorer Ohiectives
S— ojecives 2
. Builld and Mamtain a robust Exchange Server

JE VBQXSVA

es Add a category

Microseft Word U Content status Add ted
|- e t content type Add ted -
WN - thors Ken A <€ File Metadata
- Size: 214 KB Subject:. Specify the subject

ilied: 9/22/2010 326 PM Lomme Add comment

Desktop Gadgets: Gadgets, such as Weather or CPU meter can be placed on your
desktop.

0 Right click anywhere on your desktop and select gadgets

0 Double click on desired gadget to add or click on Get more gadgets online

0 When you point to the gadget on the desktop, you will notice a small vertical toolbar.
Click on the x to close and remove the gadget from the desktop, click on the arrow to
increase the size of the gadget and click on the wrench to change the options

Personalize your PC:

00 Change your use

o Click Start / your account picture is located on the 2nd column above your name
o0 Click on the picture

o Click on Change your picture

0 Select desired picture or click on browse for more pictures to locate personal picture
o Click ok

O Change your wallpaper (|

0 Right click on your desktop

0 Click on Personalize

0 Select from Aero theme pictures or

o Click on Desktop Background / click Browse to select picture location and locate folder and click ok /
click Save changes

O Change the size of th

0 Right click on your desktop

0 Click on Screen Resolution

0 Click on Make text and other items larger or smaller

0 Select desired option

o0 Click apply and select logoff later or logoff now to apply changes

Other Windows 7 Features:

1 Snipping Tool: used to make screen shots or to crop a portion of your screen:
0 Go to the window you want to crop

~j
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o0 Click on Start / type snipping / press enter to select and run Snipping Tool

0 Click on New or click the arrow next to New to define type of snip

o0 Click and drag + sign to define region

0 Options:

[J Minimize the snipping tool

0 Copy, save, highli

O Sticky application that lets you post sticky notes to your s ta”
desktop: Mengy,
0 Click on Start / type sticky / press enter

0 Type your message on the note

0 To add notes: click on the +

0 Note: Since this is an app, when you close the program, the notes are not visible.

The app must be open to see the notes.

00 Windows Li set of free programs that allow you to create and share movies, share photos
online, chat using Instant Messenger & create a blog. We can download the free program suite from the
Microsoft site.

0 Go to www.microsoft.com and search for windows live essentials

Paint in Windows 7:

Paint is a drawing tool that can be used for simple drawings and basic image editing. Paint has been included
in every version of Microsoft Windows, starting with Windows 1.0 which was released in 1985. After more
than 20 years of development, Paint reached version number 6.1 in Windows 7 and 6.2 in Windows 8. Even
though the version number is different between Windows 7 and Windows 8, the application is the same in
both operating systems. But, compared to earlier versions of Windows, Paint has been changed and
improved dramatically, after years of stagnation. It finally feels like a basic image editing tool worth taking
into consideration.

In this article we will show you where to find Paint, how to work with the new interface and which are the
most important options and improvements.

Where to Find Paint in Windows 7: You can find Paint by typing the word
‘paint’ in the search box of the Start Menu, in Windows 7,

Programs (1)

An Overview of the Paint Interface ! Paint
D 2 3 a -~ See more results
:—.:-"‘ : (paint
o = In
g e [~ = e E
me - O
| i | 13 -
1) Paint button 3) Ribbon
2 k Access Toolba 4 ) Drawing area

oo}
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How to Work: We have the Home tab with all the main image editing items that you would expect to see
in Paint.

YW

W YN RN

Sedect y ¥ Seuther -~ Shaper e Cotar | Color
- -" A . . . 1 3

-
N
.':1;
Il

1}

Also the selections have new options. When selecting parts of an image, you

can decide if you want the background color to be included in the selectionor | | — 7 ¢ A |
not. Simply check or uncheck the "Transparent selection™ option. If you want Selm i g
the background included, uncheck the option and vice-versa. B ok v [ [T
‘ Selection shapes {
Finally, there are the Brushes and Shapes tools which also gained new options, | . Redangularselection |
shown in the screenshot below. |{ s Eree-form selection |
. e \
> / % Selection options
(-’j [-' i} Select all
'Brushes Shapes
._.,. ._’\ D' |& /'. iz [
(l i\j } » 2 ‘ B <> N C Jl__':/ <‘;l ( Transparent selection )
0 /? ‘J ‘n—l V= 1_—}

VT |
&

Drawing lines
« Open Paint by clicking the Start button €, clicking All Programs, clicking Accessories, and then
clicking Paint.
You can use several different tools to draw in Paint. The tool you use and the options you select determine
how the line appears in your drawing. These are the tools you can use to draw lines in Paint.
Pencil tool
Use the Pencil tool #”to draw thin, free-form lines or curves.
1. On the Home tab, in the Tools group, click the Pencil tool #
2. Inthe Colors group, click Color 1, click a color, and then drag the pointer in the picture to draw.
To draw using the Color 2 (background) color, right-click while you drag the pointer.
Brushes
Use the Brushes tool “to draw lines that have a different appearance and texture—it's like using different
artistic brushes. By using different brushes, you can draw free-form and curving lines that have different
effects.
1. On the Home tab, click the down arrow under Brushes.
2. Click the artistic brush that you want to use.
3. Click Size, and then click a line size, which determines the thickness of the brush stroke.
4. Inthe Colors group, click Color 1, click a color, and then drag the pointer to paint.
To paint using the Color 2 (background) color, right-click while you drag the pointer.
Line tool:
Use the Line tool “to draw a straight line. When using this tool, you can choose the thickness of the line, as
well as the appearance of it.

(Vo) |
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1. On the Home tab, in the Shapes group, click the Line tool
2. Click Size, and then click a line size, which determines the thickness of the line.
3. Inthe Colors group, click Color 1, click a color, and then drag the pointer to draw the line.
To draw a line that uses the Color 2 (background) color, right-click while you drag the pointer.
4. (Optional) To change the line style, in the Shapes group, click Outline, and then click a line style.
Curve tool
Use the Curve tool "/to draw a smooth, curved line.
1. On the Home tab, in the Shapes group, click the Curve tool .
2. Click Size, and then click a line size, which determine the thickness of the line.
3. Inthe Colors group, click Color 1, click a color, and then drag the pointer to draw the line.
To draw a line that uses the Color 2 (background) color, right-click while you drag the pointer.
4. After you have created the line, click the area in the picture where you want the arc of the curve to
be, and then drag the pointer to adjust the curve.
Drawing different shapes:
You can use Paint to add different shapes in a picture. The ready-made shapes range from traditional
shapes—rectangles, ellipses, triangles, and arrows—to fun and unusual shapes, such as a heart, lightning
bolt, or callouts (to name a few). If you want to make your own custom shape, you can use to the Polygon
tool £5to do this.

NOOOLA
e N ,~. v ‘,"—" — \
NOCOOD A
JLSMNNETO
N \/ - — o W
( "') («
Text tool : ;
Use the Text tool Ato enter text in the picture. | TextTools | Untitled - Paint
1. On the Home tab, in the Tools group, click the Text tool View Text
A' {Ak Opaque
2. Drag the pointer in the drawing area where you want to Calibri B | e
add text. 1Ar Transparent

. . - U
3. Under Text Tools, on the Text tab, in the Font group, click 3 BB |5 e

the font face, size, and style.

4. In the Colors group, click Color 1, and then click a color

for the text.

Type the text that you want to add.

6. (Optional) If you want the background of the text area to be filled, in the Background group, click
Opaque. In the Colors group, click Color 2, and then click a background color for the text area.

7. (Optional) If you want to change the appearance of some of the text in the text box, select the text
you want to change, and then choose a new font face, size, style, or color for the selected text.

End of Class3

o
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Disk Cleanup: Simply click on your Windows 7 Start button and || i’fc"“m‘;:m i

go to All Programs > System Tools > Disk Cleanup and/or B Compus

Defragmenter as show below: & Control Panel

Select the drive you want to use Disk Cleanup on and click on OK. In m, 252
most cases, you will select Drive: C. & Intenet Bplores (No Addror) | L

You will now see this screenshot below for a moment. @ Resource Moriter i
' &) System Information i Compute

i’ System Restore i
(1) Task Scheduler | ControiPanel
Sk Windows Essy Transfer Reports

Disk Cleanup

Disk Cleanup is calculating how much space you will be

S5 able to free on Window 7x64 Utimate {C). This may take Administrative Tools »

a few minutes 1o complete. s Windows Easy Transfes .

Calculatng., 4 Back Help and Support
[ — ] | Cancel I
Scannng: System emor memory dump files earth orogions o s p‘ @WW

To Delete Unnecessary Non-System Files
Check the type of files box that you want to delete, and click on OK.

Ebscmea

. Youcanuse Disk Cleanup 1o free up to 21 2 MB of diac
[ space on \C)

!'V_:@Ct'the\\'cbpa;cs 112K8 =

| L 5/ Recycle Bin 116K L

.'r | Tamporary Slas Obries «

(& . _Sand W ————

Total amourt of dsk space you gan {3 bptas
Cescrphion

Comrdondad Frogram Flas am ActvaX ooolide and Java sppists
downloaded sutomaticaly from the inlemst when you view cadan
pagas. They ars temrporardy siored n = Downloadad Progam
Fes folder ca your hard diakc.

(B Ccan up gysten fies | | MewFies |

Defragmenter
Fragmentation makes your hard disk do extra work that can slow down your computer. Removable storage
devices such as USB flash drives can also become fragmented. Disk Defragmenter rearranges fragmented
data so your disks and drives can work more efficiently. While Disk Defragmenter can run on a schedule,
this will show you how to open and use Disk Defragmenter to manually analyze and defragment your disks
and drives in Windows 7.

To Anaylze a Disk -

NOTE: This will anaylze the selected disk to see what percentage fragmented it is. If the number is above
10%, you should defragment the disk.

A) Select a disk, and click on the Anaylze disk button.

To Defragment a Disk -

NOTE: Disk Defragmenter might take from several minutes to a few hours to finish, depending on the size
and degree of fragmentation of your hard disk. You can still use your computer during the defragmentation
process.

A) Select a disk, and click on the Defragment disk button.
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Upon doing so you will be presented with the following Disk Defragmenter prompt screen located below,
simply select Analyze or Defragment now and you’re good to go!

It says it’s “Defragmenting hard disks...”, now what?

Provided you’ve followed all steps correctly - and I don’t doubt you have - you should hopefully be looking
at the screen which confirms that the hard drive defragmentation process is currently under way:

Ej Disk Defragmenter I.il_lﬂ

% Disk Defragmenter consolidates fragmented files on your computer's hard disk to improve system
performance. Tell me more about Disk Defragmenter.

Schedule:

Scheduled defragmentation is turned on [ '@ Configure schedule...
Run at 01:00 every Wednesday

Mext scheduled run: 16,/12/2009 02:58

Current status:

Disk Last Run Progress
E,(C:] Running... 28% analyzed
—a Backup (D:) 04/11,/2009 11:16 (0% fragmented)

Only disks that can be defragmented are shown.
To best determine if your disks need defragmenting right now, you need to first analyze your disks,

| '@ Stop operation |

Close

Control Panel:

Remove Program:

Steps

Open the Control Panel. You can access the
Control Panel from the Start menu. The Start
menu can be opened by clicking the Windows
logo in the bottom-left corner of the display, or
by pressing the Windows key on your keyboard.

N
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2
Open Programs and Features. The Control
Panel is typically displayed in one of two

| foe Gt Vew Toow ey

different ways: either a Category View or an -
Icon view. Category view will have 8 or 9 '
icons with a few options under each one, while @, enmiseny
Icon view will be a large list of icons. @ il

Adjust your computer’s settings o ! Anyory ©

§ snd bio praduies

Network and ntermet
—~ houss wyriug ard haeng ot
85

o In Category view, click the “Uninstall a
program” link under the “Programs”
category

S Program

e InIcon view, click the “Programs and e

. oy
Features™ icon.

Search Programs and Fzatu

' File Edit View Tools Help

Control Panel Home .
" Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

¥ Tum Windows features on or
off

Organize ¥  Uninstall  Repair = v @

-

Name Last Used On e
® | AOME! Partition Assistant Home Edition 5.1.2
ﬂApple Application Support

* Apple Mobile Device Support
(%) Apple Software Update
(3) avast! Free Antivirus
= AVS Audio Converter version 6.1
= BitGuard
5 BlackBerry Device Software Updater
&3 BlackBerry Device Software v5.0.0 for
| & BlueStacks App Player
& BlueStacks Notification Center
4,' CCleaner
& ) CloudBerry Explorer for Amazon S3 3.8.2

L CamirBark N0 155 .
‘ ) ’

m

smartphone

I - BlueStack Systems, Inc. Product version: 0.7.18.921
N

flo. WAL

Find the program you want to uninstall. When you open Programs and Features, you will see a list of all of your
installed programs. You may need to wait a few moments for the list to fully load. Click the program in the list to
select it.

wj
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e If the program you want to remove does not appear on the list, check to see if it has its own uninstallation
tool. This will be typically located in the Start menu group, which you can get to by clicking Start = All
Programs ->Program Name or Company.

e If you can’t find the uninstallation tool anywhere, it may be malware and will need special procedures to

Control Panel Home

Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

#' Tum Windows features on ot
off

Organize ¥  Uninstall  Repair = 0

Name Last Used On <
(=T AOMEI Partition Assistant Home Edition 5.1.2
£ Apple Application Support
- Apple Mobile Device Support
(=) Apple Software Update
(&) avast! Free Antivirus
=7 AVS Audio Converter version 6,1
=7 BitGuard
@Black&my Device Scftware Updater
& BlackBesry Device Software v5.0.0 for the BlackBerry 8900 s
& BlueStacks App Player
© BlueStacks Notification Center [ | .
s CCleaner

QCIoudBerry Explores for Amazon 53 3, Repair

N CammicRask N0 185 %
<« | 1 | »

" BlueStack Systems, Inc. Product version: 0.7.18.821

remove. Download a program such as Malwarebytes and scan your computer for malware.

"] Inthe future, do not show me this dia
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o Click the Uninstall button. This will appear in the top toolbar when a program is selected in the list.
You can also right-click on the program to find Uninstallation in the menu that appears. Click it to
begin the uninstallation process. You will be asked if you want to continue.

5

Follow the prompts. Different programs will have different uninstallation programs. You may get asked if you want
to keep settings can configuration files. If you plan on reinstalling the program at a later date, leaving these could
make getting it set up easier.

e If the program refuses to uninstall, or reappears after being installed, you probably have a virus. To deal with
a virus, you may need to run several different virus removal programs. See this guide for some tips on
dealing with virus infections.
Date and Time:
First, Open the Date and Time Window

Changing all these settings is done from only one window, named "Date and Time". As always in Windows,
there are many way to access it.

One way to open it is to go to the Desktop. On the taskbar, go to the notification area on the right and right
click (or press and hold) the time.

The right click menu is shown. There, click or tap on "Adjust date/time".

Toolbars »

Adjust date/time

Customize notification icons

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop
Task Manager

Lock all taskbars
Properties

Alternatively, you can click or tap on the time. The time and calendar are shown. Then, click or tap "Change
date and time settings".

(O] |
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Thursday, July 18, 2013

< July 2013 ’
Mo Tu We Th Fr Sa Su [/

1 2 3 4 586 7 4 /

8 9 10 11 12 13 4 K / ~

15 16 178119 20 21 . N

2 2324252 2728 ~'7 S

29 30 31t 2 3 4 12:35:33 PM 5:35 AM 2:35 AM

Thursday Thursday Thursday

‘ Change date and time s&ttings.., ’

You can also use the Control Panel. Open it and go to "Clock, Language, and Region™. Then, click or tap
"Date and Time".

;' « 4 & » Control Panel » Clock Language, and Region v & Search Control Pane

Control Panel Home :
Uate and Time
Tt o Change the time zone
System and Security Setthe time and date ~ Change the time zone
Add clocks for different trme zones

Language

Network and Internet

Hardware and Sound

Add a language Change Input methods
Programs
Region
User Accounts and Farmily 9 - 9 L
Safety Change location Change date, ime, or number formats
Y

Appearance and
Personalization

* Clock, Language, and Region

Ease of Access

Obviously, you can also use search, both in Windows 7 and Windows 8. But... we've shown enough ways
for you to access the "Date and Time" window.
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Date and Time ﬂ

Date and Time | Additional Clocks | Internet Time

Date:
“ N Thursday, July 18, 2013
V._ |
, <f Time
&, 12:13:45 PM
- % Change date and time...
Time zone

(UTC+02:00) Athens, Bucharest

Change time zone...

Daylight Saving Time ends on Sunday, October 27, 2013 at 4:00 AM. The
clock is set to go back 1 hour at that time.

[] Notify me when the clock changes

oK Cancel

In the screenshot above you can see how it looks. In this tutorial we will work with two of its main tabs:
Date and Time and Internet Time.

How to Change The Date, Time & Their Format

On the first tab (Date and Time) you can change the date, time and the time zone used by Windows. Also,
you can view information about the Daylight Saving Time - when it ends or when it starts. You can select

whether you want to be notified when the clock changes by checking "Notify me when the clock changes™.

To modify the date and time click or tap “Change date and time"

~j
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Date and Time ﬂ

Date and Time | Additional Clocks | Internet Time

N Date:
“ N  Thursday, July 18,2013

e

\ </

.. N ; 12:13:45 PM
L
e % Change date and time...
Time zone

(UTC+02:00) Athens, Bucharest

Change time zone...

Daylight Saving Time ends on Sunday, October 27, 2013 at 4:00 AM. The
clock is set to go back 1 hour at that time.

[v] Notify me when the clock changes >

oK Cancel

In the Date and Time Settings window, set the appropriate time and date. In the calendar you can zoom-in

and out if you click on the name of the month. You can also press the Ctrl key on your keyboard and then
use the scroll wheel of the mouse to perform the same action.

oo}
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n Date and Time Settings ﬂ
Set the date and time:
Date: Time:
: July 2013 > N
Mo Tu We Th Fr Sa Su /'~ "
24 25 26 27 28 29 30 " 1
1 2 3 4 5 6 7 i\
8 9 10 11 12 13 14 \ -
15 16 17 £i8119 20 21 & %Y
22 23 24 25 26 27 28 el

29 30 31 1 2 3 4

I €

Change calendar settings

oK Cancel

At first, you will see all the months from the current year and, if you continue, all the years from this decade
and finally all the decades from this century.

Date and Time Settings =
Set the date and time:
Date: Time:
1 2010-2019 y >

1000

2000 2010 2011 | 2012 i \'I

2013 2014 2015 2016 e

& i \S 4
2017 2018 2019 2020 N
12:1432PM | =

Change calendar settings

oK Cancel

You can zoom back in by selecting the appropriate decade, year, month and day. Also you can use the small
left-right arrows to move from one decade/year/month/day to another.

(Vo) |
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click on the clock from the taskbar.

In the same window there is a link to "Change calendar settings”. Click or tap on it if you want to change
the date or time format. The Customize Format window opens. Here you have the possibility to change the
format of the date. There are two date formats that you can customize: a Short date and a Long date. The
short date appears in the taskbar right under the clock and the long date appears only when you hover or

5. Customize Format
Numbers Currency | Time  Date
Example
Short date: 7/18/2013
Long date: Thursday, July 18, 2013

Date formats

Short date: M/ d/yyyy v
Long date: dddd, MMMM d, yyyy v

What the notations mean:
d, dd = day; ddd, dddd = day of week: M = month; y = year

Colendar
When a two-digit year 1s entered, interpret it as a year between:

and 2029 I

First day of week: Monday

Click Reset to restore the system default settings for
numbers, currency, time, and date

Reset

Canced

You can use the drop-down list menu to choose from
format.

different date formats or you can directly edit each

Date formats
Short date:
Yry)
Long date: My
MM/ ddfyy
What the notations m MM/ dd/yyyy
d, dd = day; ddd, dd{yy/MM/dd
wyyy-Mh-dd
dd-MMP-yy

Calendar

As an example, let's assume that | want to display the short date like this: Wednesday, 01 / Jan. - 09. In order
to accomplish this, | have to write in the short date format text box this code: dddd, d / MMM - yyyy. As you
can see you can add punctuation marks like *. , / -* and spaces, between the default day, month or year code.
One limitation that I noticed is that you cannot insert MMMM (which is the full name of a month) in the
short date format. Apparently this code works only in the long date format.

10
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Date formats
Short date: dddd Y W
Long date: dddd, MMMM d, yyyy W

What the notations mean:
d, dd = day; ddd, dddd = day of week; M = month; y = year

This is how this code looks like in the taskbar clock.

11
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Word Processing Concept: Word processing is the application that is used most often and most
widely. We will start with it to learn about the terms and features that are common to most applications, as
well as some that are specific to word processing. Then we will look at other major applications and what
they do.

Examples of word processing programs: Microsoft Word, WordPerfect, Lotus WordPro, and Open Office
Writer.

Word Processing

Word processing is the most used computer application!

It has replaced the typewriter as the main way words are put on paper. Documents can be revised and
corrected before they are ever printed. An existing document can be used as a template, or pattern, for a
new one. So the user doesn't have to recreate standard documents from scratch each time. This is a major
time-saver and helps keep things consistent.

Purpose: e To produce documents <
in ad ] e Can easily change what has been done
Main advantage: | o reuse existing documents as a template
Steps to produce a document
e Create
e Edit
e Format
e Print
e Save (often!!)
Let's look at the terms involved in these steps more closely.

Most of these terms also apply to the other standard applications, so we will not redefine them for all.

Create
You create a document when you open a blank document and enter text.

Features/Terms:

Word wrap - Automatically wrapping the text to the next line so it all fits within the screen's width.
Change the size of the screen and the text moves to fit in the space.

Cursor - Symbol for where text will appear like: 1

Enter text- Type new text

Scrolling - Moving document around within window

Select - Highlight text, usually by dragging. Commands and keystroke combinations will apply
to the selected material.

Edit - Make changes

Cut - Remove selection from document and store temporarily on the Clipboard, which is a
section of computer memory. The Windows Clipboard can hold only one thing at a
time. The Office Clipboard from Office XP and later versions can hold many items.

Copy - Duplicate selection onto Clipboard

Paste - Place contents of the Clipboard at cursor location

Undo - Reverses whatever change you just made
Some programs will only "undo” the last change.
Others keep a list and can undo more, depending on how many changes the program
tracks.

Insert - Add text at location without overwriting existing text

Overwrite - Typing overwrites existing text, replacing whatever characters were there already

Delete - Remove text (not saved anywhere)
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Search - Look for specific word(s) or character(s) in the document
Replace - Can replace specific word(s) or character(s) with stated text
Template - Document that serves as a pattern for a new document
Thesaurus - Looks for synonyms for selected word

Spelling check - Looks for spelling errors

Grammar check - | Looks for grammar/style errors (of limited help)

Format

Once a document has been created, or during the process, you arrange how it will look by selecting the kind
of letters and their sizes and colors, how much space is left and where, how things line up. All of this makes
up the formatting of the document.

Features/Terms:

Typeface - Set of characters of similar design like:
IBraggadocio
’Dfngmwlclc.
Renfrew

Point size - One point = '/, of an inch like:

12pt18 pt 24 pt 36 pt
Font - Combo of typeface & point size, includes styles such as BOLD, italics, underline
Margins - J
Space at the page borders
Justification - left center right justify

Spacing - \
Space between letters and lines

Borders/shading - | | B \
E Lines around table or page; background color

Headers/footers -

Footer
L] Info to repeat on each page

N
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Style set - aanicend | asgbcers RABNC AaBbCe
wutecel MA@ AaBh aceccs
AaBbCel

x
W, AdfaccDn A AABBCCI
M

Saved sets of formats to reuse in different places in the document
and with different documents. Possible confusion with 'style' used for bold, italics, and

underline!
Columns - \
Columns of text side by side as in a newspaper
Tables - ﬁ \
Items listed in rows and columns
Graphics - 2@

0 T

Pictures and charts

Print

When a document is finished, you can print it onto paper, if you have a printer connected to the computer.
You will have several choices to make as part of the printing process:

Features/Terms:

Number of copies/pages to print

Orientation: \

Portrait Landscape

Qualit Most printer can print with a low quality
uality:
y (Draft) as well as with better quality levels.

Print Preview: Shows you how it will look in print
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WIWord 2010:
Interface:
IQLuck Access toolbar ] IRlbbon ] llu biarA
—
A A EiE 2N AsBbCeOr | Asbbces  AnBh A‘*. iy
. - w. oA e um ' \eaang |
I v N
Document I
modow

Navigation
pane

i!iiirt'm)l bars

Status bar
3

Ribbon Tabs
The ribbon in Office programs runs across the top of the program window and contains tabs which hold tab
groups of items that are related.

2 Fina -

o Re

TimesNewRom * 12 * A &7 Aa &% el o dEe3loq AaBbC AaBbC AsBSCD: 63«
Heas P € Nurs e

B 7 U - e %, X . A EE WM = & - EHEAE 1§

For example, the Home tab shown above has the tab groups Clipboard, Font, Paragraph, Styles, and Editing.
Each group holds items that are related. So the Font group has buttons for formatting text like font, font size,
bold, italics, underline, strikethrough, subscript, superscript, etc.

The default tabs for the ribbon in Word are:

e Home Format text, Cut, Copy, Paste, Find, Replace
e Insert Insert an object - image, table, shape, symbol,
header/footer

e Page Layout Margins, sections, orientation, themes
e References Create sources, footnotes, bibliography entries,
table of contents

e Mailings Envelopes, address labels, mail merge
e Review Spelling and grammar, thesaurus, translation, track changes
e View Select a view, arrange windows

Context tabs become available as needed, such as Drawing Tools, which appears when you insert or select a
Drawing shape. This keeps the ribbon from getting entirely too full!

We have already seen part of the View ribbon on the Views page. In these lessons we will get very familiar
with the Home tab and specific features on some other tabs plus what you can do from the Office button or
File tab.
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What's that button for?
W e (g 1O find out what an item on a ribbon tab is actually for, just hover the mouse
3! ~ 7 ¥ 77 pointer over the button. A screen tip will appear below the ribbon. It tells
¥-A- E==E = youthe name of the command and usually more information.
Para 9_(3_;3!1

Change Case

]

Change all the selected text to

common capitalizations.

UPPERCASE, lowercase, or other

] XProblem: A control on the

ribbon is gray and does not work.
Grayed out controls are not

-J available right now.
@ Press F1 for more help.
A2

FER=Sr=s) § Pegoems caguapy —a= X - am=

Solution: Select the object or text
that you want first. Then the controls that make sense for your
selection will be active.

Example: In the illustration at the right, an AutoShape is selected,
so the buttons for formatting text are grayed out. But Paste, Cut,
Copy, and Format Painter are still active because you can use those on a shape.

If the shape contains text (it was really a text box), then the text formatting tools will still be active.
Backstage View:

The Ribbon contains the set of commands for working in a document, while the Microsoft Office Backstage
view is the set of commands you use to do things to a document.

Open a document, and click the File tab to see the Backstage view.

The Backstage view is where you manage your documents and related data about them — creates, save, and
send documents, inspect documents for hidden metadata or personal information, set options such as turning
on or off AutoComplete suggestions, and more.

(W] 0.4/
When you click the File tab, you see many of the same basic commands Home | Insert  Pagelayou
that you saw when you clicked the Microsoft Office Button or on the File s ]
menu in earlier releases of Microsoft Office. You'll find Open, Save, and ||| = | = ©Werfesn =i = A
Print, as well as a new Backstage view tab called Save & Send, which Pty B L U ke x X
offers multiple options for sharing and sending documents. loionoan -

TIP: To quickly return to your document from the Backstage view, click the Home
tab, or press ESC on your keyboard.

kwi :-‘L‘ﬂ
il Sove mecer p— " 1
bl Sove Ax
F Ope w e =
o Ciaxe ) s
. "‘_J ey 1 =py.Sec
) -
[y - }
e wir s
|
e - ] ¥
e - ‘ " )
2 Opt ~
3 e i ' -
L l ¥
~X_j B u
LA ] &
| '
e -

(O] |
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Click a Ribbon Object...
What happens when a ribbon object is clicked? It depends!

Command Button: Menu:
Performs an action, like making selected text bold or An arrow under an icon drops a menu of
opening a pane choices, like this one for what to delete.

%3y Selection Paﬁ. A Rotate ~ X %
Arrange =

Delete Insert Insert 1

F

| Selection and Visibility v x ~ | Above Below
“ | Shapes on this Page | &% Delete Cells... .
Picture 1 [T 13 Delete Columns K
Picture 2 l_‘ =% Delete Rows
B 7 I
or i Delete Table
Drop list: _ ' Dialog Box Launcher:
A down arrow at the right of a button drops a list of The tiny diagonal arrow button at bottom right
choices for a single characteristic, like font size or of a ribbon group opens a dialog or a pane
borders.

related to the group on the ribbon. The
illustrations show buttons for launching the Font
T Mormal | T Mo Spaci. dialog and the Style pane.

Eottom Border

Top Border
Left Border S
Right Border bwio) o
11 Font
3 Mo Border o lieumeces
o
g All Borders Font For
|10 Qutside Borders sBody
11 i sody L
Inside Borders +Headings ital
12 J Academy Engraved LET Bol
14 | S RS W T T X o vac MEplate
3 Change E
T | Styfes v kg Select -
.{::: L ‘Tﬂ"x —
: Styles om v X
Cear Al A
Normay L 11
No Spacng T
Heading 1 £2
Heading 2 £a
Title fa
Subbtle 22|
Subte Emphass a
Emphasis a ‘
[ intense Emphasic a]
Syeng a
Spin box: Checkbox:
Adjusts the number in the box, up or down when you Toggles the feature on/off

click an arrow, or you can type in a value.




RKMSWS

PDF, File Tab& Home Tab Options.

Word Processing Concept, Concept of Ribbon, Customize of Ribbon, Components of Word 2010 screen,
Backstage View, The Quick Access Toolbar, Mini Toolbar and Command Tabs, Save Documents, Save as a

Applies the clicked choice to whatever is selected.

Styles

AaBbC AaBbC AaBbCcDc¢ AaBbCcD<¢ AaBbCc
THeadingl THeading2 T Mormal 1Mo 5Spaci.. Heading3

. V] Ruler
IS left: 0.1 L\s [ Gridlines
== Right 07 v [] Navigation Pane
Show
Gallery: Complete Gallery:

Clicking the More button '~ at the right end of
the gallery opens a larger palette of choices.

e e [ousiTon |

o

Vet ereain LU [T Wew Fotmat

Shape Styles

This area will collapse when the window is narrow.

The up and down arrows rotate what shows in the ribbon.

B B G
] [ElE] ‘

- |

EEEECE0O0
B
! ]
I‘I

Customize the Quick Access Toolbar

The Quick Access Toolbar is a customizable toolbar that
contains a set of commands that are independent of the tab
on the ribbon that is currently displayed. YOu can move the
Quick Access Toolbar from one of the two possible
locations, and you can add buttons that represent commands
to the Quick Access Toolbar.

Add a command to the Quick Access Toolbar

1) On the ribbon, click the appropriate tab or group to display
the command that you want to add to the Quick Access

Toolbar.

2) Right-click the command, and then click Add to Quick

Access Toolbar on the shortcut menu.

Intert Fage L

yout Reterences

-2 - "§ A

B J U - abs x, x' -l

te P R R

A B3P

~j
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Mini-Toolbar

1. Select line 7 by dragging back across the line to the left. Do
not highlight any of the line above.
The Mini-Toolbar appears above your selection.

2. Mword 2010: Move your mouse pointer up toward the
Mini-Toolbar to make the toolbar solid and clear.

L] “ar
JanSmith{

" Jan-SmithY

Jig-Smithﬁl

|| Calibri (Body) |20 |+ A" A" & As-
r

Styles

* a—

Jan-SmithY

2013

3. On the Mini-Toolbar:
o Click onthe B £ Bold and Italics buttons

o Change the size to 20 using 1! ~ the Font Size drop list.
4. Click in a blank part of the document to deselect the text.

Save a document in Word z
You can use the Save and Save As commands to store your work, and you can adjust
the settings that Microsoft Word uses to save your documents.

<CTRL> + S (same “ Home as:)
=l save

Home Insert

Times New Ror

_4_1 ;.7-7 B r 3 <

Give the document a name, and remember to save a place where you can find it again. finish by pressing the Save
button,

W

» hhhashem (V\sokmatesi (M) » Jurteket » kum » Word »

1 1) Document location on your computer.

iq}&wls

o Libraries

New ftolde

* Documents
o Musi
! Pictures

B Videos

& toaalDink Gy |
- CORSAIR (M)
* Nehasbam (\polkr

o wrgg (\\det) [F

"
Laey
Garmmed
Office 2003
=] vededning master WaT docx
%) veiedning-master-wl0.docx

— 2

3

Fhenume RTINS ENO

Save a1 type: | Word Documment (*.docy)

2) Choose where you want to save the document.
3) Name of the document and file format.

oo}




RKMSWS

Word Processing Concept, Concept of Ribbon, Customize of Ribbon, Components of Word 2010 screen,
Backstage View, The Quick Access Toolbar, Mini Toolbar and Command Tabs, Save Documents, Save as a

PDF, File Tab& Home Tab Options.

Save as PDF

To keep your file’s format when you share your files with other people or print your files by using
commercial methods, you can use Microsoft Office 2010 programs to save files as PDFs without needing

additional software or add-ins.

Use PDF format when you want a file that:
[J Looks the same o

[] Has a sma

[ Complies with a

How to

1) Click the File tab.

2) Click Save As.

3) In the File Name box, enter a name for
the file, if you haven't already.

4) In the Save as type list, click PDF
(*.pdf).

5) If you want the file to open in the
selected format after saving, select the
Open file after publishing check box.

6) If the document requires high print
quality, click Standard (publishing online
and printing).

Cptipas.

* e Foiden

—65-'

7) If the file size is more important than print quality, click Minimum size (publishing online).
8) Click Options to set the page to be printed, to choose whether markup should be printed, and to select

output options. Click OK when finished.
9) Click Save.

Home Tab

This is the most used tab; it incorporates all text formatting features such as font and paragraph changes.

Cut, Copy and Paste

Word 2010 Tutonal - Microsoft Word

If you would like to remove text from your document you can copy or cut the text from the document.
Simply highlight the text and go to the Home tab in the Clipboard group and click
Cut or Copy. You can also right click on your mouse and select Cut or Copy.

Pasting Text

If you Copy text, you typically need to Paste it somewhere. The Paste feature in
2010 is much more detailed than in previous versions of Word. When you paste
content, the Paste Options button provides different options, depending on the

source of the content.

Home Insel

=4 ¥ Cut
53 Copy
Paste y
- J Format Painter

Clipboard

(Vo) |
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/Keep Source Formatting: This option preserves the lock of the original text.
A Keep Text Only: This option removes 3l the original formatting from the text.

. Link & Keep Source Formatting: This option preserves the look of the original text, and it
“¥ maintains a link to the source file and updates the pasted text with any changes that are made to the
source file.
Link & Use Destination Styles: This option formats the text to match the style that's applied where
“the text is pasted. It also mantains a Ink to the source file and updates the pasted text with any
changes that are made to the source file.
™ Merge Formatting: This option changes the formatting so that it matches the text that surrounds it

& Picture: This option nserts the text as an image

Use Destination Styles: This option formats the text to match the style that's applied where the text
Is pasted.
+; Use Destination Theme: This option formats the text to match the theme that's applied to the
~ document where the text is pasted.
To Paste, click on the area you want your information to be inserted and either go to the Home tab in the
Clipboard group and click Paste or right dlick on your mouse and select Paste.

Undo

The Quick Access Toolbar holds a variety of commands right at you
finger tips. It is located in the top left of the document above the File and F‘
Home tab.
You can add or remove command by clicking on the arrow to the right of the Quick Access Toolbar.

If you make an error in your document click on the Undo command and it will remove the last thing you did.
Press Ctrl + Z to undo action to any document.

Show/Hide Formatting Marks

The Show/Hide command allows you to see every time you hit the space bar, hit enter or tab. This feature
can be quite useful when creating documents to understand where everything is placed within your
document and see if any errors have been made. On the Home tab, in the Paragraph group, click Show/Hide.

— g — —
— W g ==

T

t=. Sy~ -

v= J—

nvi

"
N>
G

1
(1]
bl
Il

Paragraph

Formatting Text
Formatting a document can range from modifying text size to adding graphics. It is easy to add creative
touches to any document with the options Microsoft Word has to offer.

Modifying Fonts

The Font Group allows you to change your text font style, size, color and many other elements.

1. Highlight the text you would like to modify.
2. Click on the drop down arrow of font style and font size and | Arial 11 - A A | Ad | BB
select the changes you would like to make.

3. While text is highlighted you can also click on the color,

bold, italics or underline commands to modify the text even Fond
more.

B /7 U ~abe x, X° . A




RKMSWS

Word Processing Concept, Concept of Ribbon, Customize of Ribbon, Components of Word 2010 screen,
Backstage View, The Quick Access Toolbar, Mini Toolbar and Command Tabs, Save Documents, Save as a
PDF, File Tab& Home Tab Options.

Change Text Case
You can change the case of selected text in a document by | Arial i1 A AT |||
clicking a single button called Change Case on the ribbon.
1. Highlight the text for which you want to change the case.

2. On the Home tab, in the Font group, click Change Case. ko

3. Choose an option from the dropdown list, which includes
Sentence case, lowercase, UPPERCASE, Capitalize
Each Word, and tOGGLE cASE.

Adding text effects

1. Select the text that you want to add an effect to. Calibriiody) ~ 11 ~ A" A" Aa~ 4
2. OrT the Home tab, in the Font group, click Text Effect. B AT T ik a2 % - A-
3. Click the effect that you want.

For more choices, point to Outline, Shadow, Font

Reflection, or Glow, and then click the effect that you want to add.

Remove text effects CalibriiBody) ~ 11 ~ A" A" | Aa~ | &%
1. Select the text that.you want to remove an effect from. . Bl kel S A -
2. On the Home tab, in the Font group, click Clear Formatting. s

Format Painter
The Format Painter feature allows you to quickly copy a format that you have applied to text already in
your document.

1. Select the text or graphic that has the formatting that you want to copy.

2. On the Home tab, in the Clipboard group, single click Format Painter. The (w] | =

pointer will change to a paintbrush icon. “ H

3. Bring your cursor to the text or graphic that you want to format and click on the text. ==

4. To stop formatting, press ESC or click on the Format Painter command again. =} & :
NOTE: Double-click the Format Painter button if you want to change the format of ERste &
multiple selections in your document.
Clear Formatting

~

Clipboard

To get rid of all the styles, text effects, and font formatting in

your document, do the following: Calibri ody) ~ 11~ A A" Aa~ ;/J
1. Select the text that you want to clear the formatting from. | o, | 4. . LB, A
Or press CTRL+A to select everything in the document. = : s

2. On the Home tab, in the Font group, click Clear Font

Formatting.

NOTE: The Clear Formatting command will not remove highlighting from your text. To clear
highlighting, select the highlighted text, and then click the arrow next to Text Highlight Color and click No
Color.

Formatting Documents

Adjusting Line Spacing

The default spacing is 1.15 line spacing and 10 points after each paragraph. The default spacing in Office
Word 2003 documents is 1.0 between lines and no blank line between paragraphs.

The easiest way to change the line spacing for an entire document is to highlight the paragraphs or entire
document that you want to change the line spacing on.

1. On the Home tab, in the Paragraph group, click Line Spacing.

2. Do one of the following:

11
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Click the number of line spaces that you want. X AT e
For example, click 1.0 to single-space with the spacing that is used in earlier versions |z & - - | 1noma
of Word. Click 2.0 to double-space the selected paragraph. Click 1.15 to single-space

with the spacing that is used in Word 2010.
Click Remove Space Before Paragraph to remove any additional lines added after
each paragraph as a default

NOTE: If a line contains a large text character, graphic, or formula, Word increases
the spacing for that line. To space all lines evenly within a paragraph, use exact |z remowes
spacing and specify an amount of space that is large enough to fit the largest LT
character or graphic in the line. If items appear cut off, increase the amount of spacing.

Add Space After Paragraph

Bulleted or Numbered List 1) @2

You can quickly add bullets or numbers to existing lines of text, or || |

Word can automatically create lists as you type. By default, if you | := = = =3 4 | [
start a paragraph with an asterisk or a number 1., Word recognizes | "~ ' i

that you are trying to start a bulleted or numbered list. If youdon't | E = == ‘= & -
want your text turned into a list, you can click the AutoCorrect | ! o
Options button that appears. | Paragraph

Bullets Command

Numbering Command

Insert Bulleted or Numbered List
1. Click on the area where you would like your list to appear or highlight the text you would like to be in a
list.

2. Go to the Home tab, in the Paragraph group, click Bullets or =

|
"

|
m
i
=_|

AaBbCcDe A4

Numbering. A

. . tone - 5
3. A bullet(s) or number(s) will be inserted. E il B =
Select Bullets or Numbering Style > Vv

1. Select the items that you want to add bullets
or numbering to. Detine New Bullet
2. On the Home tab, in the Paragraph group, click the arrow next to
the Bullets or Numbering command.

3. Select the bullet or number format you would like to be inserted. i. e
Move a List Left or Right o e
If you do not like the location of your bullets or numbers you can easily move them | 5 :

. ltem
to a preferred location. 'lsub-item
1. Click a bullet or number in the list to highlight the list. b, Sub-item
2. Drag the list to a new location. The entire list moves as you drag. c Sub-item

The numbering levels do not change.
Setting Detailed Tab Stops

If you want your tab stops at precise positions that you can't get by clicking the ruler, or if you want to insert
a specific character (leader) before the tab, you can use the Tabs dialog box.

1. Click the Home tab, click the Paragraph Dialog Box
Launcher SriEcie |[FEE T
2. A Paragraph box will appear, click on the Tabs button at the
bottom left of the dialog box.

3. A Tabs dialog box will appear.

I
([
il
(I
1
4
4
[
4

Paragraph
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4. Under Tab stop position area, type the location where you want to set 2]
the tab stop. Hit enter. 20 210 poskony i;ef;“'t LS =
5. Under Alignment, click the type of tab stop that you want. See the |[o= =T 1 ab stops tobe deared:
table above for an explanation of the different types of tab stops.

6. To add dots with your tab stop, or to add another type of leader, click -

the option that you want under Leader. Alignment

7. Click Set. & Left " Center " Right

8. Repeat steps 4-5 to add another tab stop, or click OK. Le;iec'mal =

9. The Tabs dialog box will disappear and you should see your tabs set | ¢ & e C2in 3

on the document ruler. Fe—

Clear Tab Stops = [ e ([ ema
You can clear tab stops in a variety of ways, the simplest is going to the o | cancel |

ruler, click and hold on the tab stop and drag in down towards the
document. The tab stop will disappear. To quickly clear multiple tab stops and start fresh:
1. Click the Home tab, click the Paragraph Dialog Box Launcher

2. A Paragraph box will appear, click on the Tabs button at the bottom left of the dialog box.
3. A Tabs dialog box will appear.

4. In the list under Tab stop position, click the tab stop position that you want to clear, and then click
Clear. To remove the spacing from all manual tab stops, click Clear All.

5. Click OK.

USing StyleS AsBCel | AsEECE  AaBn( . AdbB
1. Select the Home tab.

2. Select the text you wish to style.

3. In the Styles box, select the style you would like to use. For
additional styles, select the down arrow on the right-hand side of the
Styles box.

Formatting Styles

1. Select the Change Styles option. A drop-down menu appears.

2. Scroll through the options and select your preferences. You can make changes to colors, fonts, and more.
Removing Styles

1. Select the styled text you want to remove. i IR B
2. Select the Normal option from the Styles Ribbon. Your text switches back to e - & o
your default font and font size. A e ot

Find and Replace:

Find a Word:

In Word 2010, you can access find and replace using the Home tab and the Find option at the right
(note Advanced Find option):
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If you just choose Find, you’ll get the sidebar shown below, if you choose Advanced Find, you’ll jump
straight to the dialogue box.

Pressing Ctrl-F will bring up a sidebar with a simple search option. This seems very odd if you’re used to
Word 2003 and Word 2007, as you are left wondering where the familiar dialogue box is, but it’s actually
very useful, as you can see at a glance how many times your word is used and where in the text it can be
found, and the word searched for (in this case localization) is highlighted in the text:

-

(| o « *3 § ¥ show Rewtsions in Ealioons s Gong & alone at 40.docx [Read-Only] [Compatibiity Mode) « Microsoft Wored
Fle Home nart Page Lagol I ng Revie
lr‘;avlpdmw‘!’ VK?T Re 18 3o : - FMINDT SV 3 £ TRY EINECE THIVCY 1t
[ x| ]~ people on an unpaid basis for years, and had lots of experience |
¢ matches when a colleague at the Library where | worked (full-time at the ti
| = el proofread a couple of students’ dissertations that | decidedto go

S registered with the Inland Revenue and went on an HMRC cours

My roster of clients grew, and rather than work every hour of the
the business, | decided to go part time at the Library, dropping or
2011 and a further day in May | kept spreadsheets of how | was
built up my customerp dlversified to offer proofrea

typing, transcription ahd localisation, afjd | could see during Nove
to make the big move'andtakeshe-buginess full time from Janua

My regular customers by this point included a few I'd picked up ir
writing company and a journalist who needed interviews to be tra
more collectedin 2011, including a student proofreading agency,

2 littse DIt of transLiptior

10 Jockised '..ﬂ"‘. ST 2t : companies in Poland, China, India and Finiand that used my pro
materials translated into English but needing that extra polish. an

g, prootieamng started off using my transcription services then booked me to edi
s dridanpmrny 2 end of 2011 | picked up a big transcription client that took me saf

an came self-employment, and as we will see, | kept gaining new regularc

new policy I turned down &
oupse af Lnad localisation
bs, passed on some student

Some boundary setting: | won't be talking about my clients by na
features (so, if I've worked for you, don't worry if you're reading{

A typical week — before

| thought it might be useful to write down what happened in a typ
. part-time employed and part-time seif-employed, just before goin

350 put the Tinn
on }lo(ﬂh”l’ﬂn d
) big ne Y Cller

If you want to access the more advanced Find and Replace dialogue box that you’re used to from Word
2010, you need to either choose Advanced Find from the Home tab Find area, or click on the arrow to the

right of the magnifying glass in the side panel. If you do that,
you’ll get a drop-down menu which includes Advanced Find.
Whichever option you choose, you will then be confronted with
the familiar Find and Replace dialogue box:

(w]| = : 7 - EL 9 [V show Revisions in Ball

Home Insert

Navigation v X l L

Page Layout References

Search Document P r :

5 | oo | = Options...
2 |5 | &

E}B Advanced Find... :I

a
You can search fortext in | “ac
your document by typing | g
the search box above.

Click the Magnifying Glas{ —
button to find commands \‘g
search for objects, such ag
Graphics, Tables, Equation
or Comments,

AR
-

Find:

Replace..,

GoTo..

Graphics

= Tables

Equations
Footnotes/Endnotes

Comments

m

12




RKMSWS

Word Processing Concept, Concept of Ribbon, Customize of Ribbon, Components of Word 2010 screen,
Backstage View, The Quick Access Toolbar, Mini Toolbar and Command Tabs, Save Documents, Save as a
PDF, File Tab& Home Tab Options.

B 7Y ox v-4 EEaAN

P A

Once you’ve brought up the dialogue box, type in the text you want to search for and press Enter or the
Find Next button.

Replace text Word 2010:

(Note: all screenshots are from Word 2010; however this works exactly the same for all versions of Word
back to Word 2003 and up to Word 2013 (at least)).

To Replace text, you need to go to the second tab along in the Find and Replace dialogue box, marked

Replace. You will then be given an extra space to fill in the text you want to replace your found text with. In
this case, I’'m finding “localization” and replacing it with “localization’:

[ Find and Replace | % d:hl‘

‘ Find SoJo:.|

Find what: localisation | -

I Replace with: lo-:all:ahonl I I - I

[ << Less | | Replace | I Replace Al | | t!nd Nex( I I Cancel |

Search Options

Searchy | All I - I
| Match case | Match prefix
| Find whole words only | | Match suffix

Use wildcards

| Sounds like (English) || Ignore punctuation characters

| Find all word forms (English) || Ignore white-space characters

Replace

Format ~ ‘ | Special ~ |

At this point you have a choice: hitting Find Next (to find the next instance of the word) and then Replace
(to replace it with your new word) for each individual occurrence, or going wild and pressing Replace All

(which will automatically replace every occurrence of the word you’ve found with the one you’re replacing
it with),
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Word Processing Concept, Concept of Ribbon, Customize of Ribbon, Components of Word 2010 screen,
Backstage View, The Quick Access Toolbar, Mini Toolbar and Command Tabs, Save Documents, Save as a
PDF, File Tab& Home Tab Options.

Find and Replace l PRl
Replace GoTo
Find what: localisation IZ|
Replace with: |localization |Z|

E&eplace ] [ Replace Al ] [ Eind NEJ’ Cancel ]

Search Options

Search; |Al Izl

[[] Match case [ Match prefix

[ Find whale words anly [ Match suffix

[ Use wildcards

[ Sounds like (English) [ 1gnore punctuation characters

[ Find all word forms (English) [ 1gnore white-space characters
Replace

Format ~ ] [ Special

I would always recommend using Find Next — Replace unless you absolutely know that you are not going
to be replacing something you don’t mean to replace. Even replacing a double space with a single might
play havoc if the person who wrote the document has used spaces to format tables (even if they shouldn’t do
that, some still do).

End of Classb
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Options from Insert Tab & Page Layout Tab

Insert Tab
This tab allows you to insert a variety of items into a document from pictures, clip art, tables and headers
and footers.

Word 2011) Tutond - Microsoft Woed

Page Break - Moo ’ * v Nmbarr Borr Parsv

Create a cover page

Microsoft Word offers a gallery of convenient predesigned cover pages. Choose a cover page and replace the sample
text with your own.

Cover pages are always inserted at the beginning of a document, regardless of where
the cursor appears in the document. ] Cover Page ~
1. On the Insert tab, in the Pages group, click Cover Page. ] Blank Page
2. Click a cover page layout from the gallery of options. A
After you insert a cover page, you can replace the sample text with your own text by »—:I' Page Break
clicking to select an area of the cover page, such as the title, and typing your text.
NOTES . Feges -
If you insert another cover page in the document, the new cover page will replace the first cover page you
inserted.

To replace a cover page created in an earlier version of Word, you must delete the first cover page manually,
and then add a cover page with a design from the Word gallery.

To delete a cover page inserted with Word, click the Insert tab, click Cover pages in the Pages group, and

Page Breaks:

Word automatically inserts a page break when you reach the end of a page. If you want the page to break in
a different place, you can insert a manual page break.

Inserting a Page Break ,A—J
1. Click where you want to start a new page. -]
2. On the Insert tab, in the Pages group, click Page Break. Cover Blank Page
NOTE: You can also insert breaks into your document by going to the Page Pagev Page Breal
Layout tab, Page Setup group and clicking on the Breaks command to view a Pages

variety of page and section breaks you can insert into your document.

Deleting a Page Break
You cannot delete the page breaks that Word inserts | ]~ P ek A
automatically; you can only delete a page break that you insert | = q

manually.

1. Go to the page break you would like to remove.
2. Select the page break by clicking in the margin next to the dotted line.

Headers, Footers, and Page Numbers: Header
You can add headers, footers and page numbers numerous ways. The simplest World Feavat Jae.
way is to double click on the top or bottom of the page and the header and footer |
area will appear. Enter the text you wish to be displayed at the top or bottom of <2
every page.

Add Page Numbers
If you want a page number on each page, you can quickly add a page number
from the gallery.

Footer
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1. On the Insert tab, in the Header & Footer group, click Page Number.
2. Click the page number location that you want.

4. To return to the body of your document, click

3. In the gallery, scroll through the options, and then click the page number format that you want.

Close Header and Footer on the Design tab (under Header & Footer Tools).

A

e-Mumbers

Add Header or Footer:

header or footer area will open.
3. Type text in the header or footer area.

the Design tab (under Header & Footer Tools).

Remove page numbers, headers, and footers:

1. Click on the Header, Footer or Page Number Command.
2. A drop down menu will appear.

3. Click Remove at the bottom of the menu.

Working with Graphics

Inserting Shapes:

You can add one shape to your file or combine multiple shapes to make a
drawing or a more complex shape. Available shapes include lines, basic
geometric shapes, arrows, equation shapes, flowchart shapes, stars, banners,
and callouts. After you add one or more shapes, you can add text, bullets,
numbering, and Quick Styles to them.

1. On the Insert tab, in the Hlustrations group, click Shapes.

2. A drop down menu will appear, click the shape that you want.

3. Click anywhere in the document, and then drag to place the shape.

Insert Text to Shapes:

Once you have added a shape, you may want to add text inside the shape.
All you have to do is click on the inside of the shape and start typing.
NOTE: The text that you add becomes part of the shape — if you rotate or
flip the shape, the text rotates or flips also.

Format Shapes:

After you insert a shape a new tab called Drawing Tools Format will
appear every time you click on the shape.

1. Click the shape that you want to apply a new or different Quick Style to.
2. Go to the Drawing Tools Format tab, in the Shape Styles group; click
the style that you want to be applied.

j A—/ J (4:1 [ | @ 2’3 Footer 1
# = <&
Page Text Quick Word4| A @
Number ~ Box~ Parts~
8 Top of Page
5] Bottom of Page
] Page Margins L
#] Current Position Close Header q
B Format Page Numbers... and Footer Header | Headers -Footers.-and-Pag
#3  Remove Page Numbers Close

1. On the Insert tab, in the Header & Footer group, click Header or Footer.
2. Click the header or footer that you want to add to your document and your

4. To return to the body of your document, click Close Header and Footer on

BB =

Heacder Footer Page
v v NMumber >
Heacler & Foater

P2l - @

Shapes|SmartArt Chart Screenshot | Hyperli

-

Recently Used Shapes

B~ NO0O0ALLd G
KORTA ¢

Lines

NSNS TTLL Y ARG g
Rectangles

[ O I L |

Basic Shapes
HEOAMNOITASOOO®®
@GCodOr by s
HO@PHOV G (<™
(101 L 5

Block Arrows

DA RTRLER ST
g @ wnpeD » Ll alfH
LoA

Equation Shapes

=R ==

Flowchart

Do JOdlldcecCdayd
ODCONKRE X &AVED

N




RKMSWS

Options from Insert Tab & Page Layout Tab

3. To see more Quick Styles, click the more button.

The Drawing Tools Format Tab also allows you to change the shape fill, outline, effects and select how the
text in your document is wrapped around the shape.

Delete Shapes

If you decide you no longer want the shape in your document then click on the shape and then press
DELETE.

Inserting Text Boxes

A text box is an object that lets you put and type text anywhere in your file.

1. On the Insert tab, in the Text group, click Text Box and a drop down menu will appear.

2. Click on a text box template or click Draw Text Box at the bottom of the drop down menu to draw your
own text box.

3. If you elect to draw your own text box you need to click in the document, and then drag to draw the text
box the size that you want.

4. To add text to a text box, click inside the text box and then type or paste text.

To format text in the text box, select the text, and then use the formatting options in the Font group on the
Home tab.

To position the text box, click it, and then when the pointer becomes a, drag the text box to a new location.
NOTE: If you have problems printing text boxes, make sure that the Print drawings created in Word
check box are selected. To do this, click the File tab, click Options, click Display, and then under Printing
Options, select the Print drawings created in Word check box.

Deleting Text Boxes:

To remove a text box just click the border of the text box that you want to delete, and then press DELETE.
Make sure that the pointer is not inside the text box, but rather on the border of the text box. If the pointer is
WordArt

WordArt can be used to add special text effects to your document. For example, you can stretch a title, skew
text, make text fit a preset shape, or apply a gradient fill. This WordArt becomes an object that you can

move or position in your document to add decoration or | ; N i Hing ¥
emphasis. You can modify or add to the text in an existing A_‘ jJ {ﬂl =4 '
WordArt object whenever you want. To add WordArtto text | 1. oquick wordart e

in your document, complete the following steps: Box~* Parts*  ~ *$4 Object ~

1. On the Insert tab, in the Text group, click WordArt, Text

2. A Drop down menu will appear, click the WordAurt style that you want.

L 3. A Text Bax will appear with the words” Enter your text here”, Enter_your fexf.. - - _______.
Insert Picture/Clip Art - -
Pictures and clip art can be inserted or copied into a || El& iT| ) - ﬂ‘ﬂ gy
document from many different sources, including — __]J B ¢ - *
downloaded from a clip art Web site provider, copied from a | "< P 21t shapes smartAre chart sereenshot
Web page, or inserted from a folder where you save TS
pictures.

Insert Clip Art:
1. On the Insert tab, in the Illustrations group, click Clip Art.

2. A Clip Art task pane will appear on the right of your screen, in the Search for box, type a word or phrase
that describes the clip art that you want.

3. Click Go.

4. In the list of results, double click on the clip art to insert it into your document.

Ilustrations

3
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Insert Picture from Web:

1. Open the document.

2. From the Web page, drag the picture that you want into the Word document.

Insert Picture from File:

To insert a picture saved in your computer, insert it by following these steps.

1. Click where you want to insert the picture in your document.

2. On the Insert tab, in the Illustrations group, click Picture.

3. Locate the picture that you want to insert. For example, you might have a picture file located in My
Documents.

4. Double-click the picture that you want to insert and it will appear in your document.

NOTE: To resize a picture, select the picture you've inserted in the document. To increase or decrease the
size in one or more directions, drag a sizing handle away from or toward the center.

Advanced Formatting Techniques
Create Columns:

Columns can be used in documents such as brochures, newsletters or to save space when creating lists.
Add columns before entering text:

1. Go to the Page Layout tab, in the Page Setup group, click Columns.

2. Click the layout that you want. Your document will be formatted in columns.
NOTE: To add a vertical line between the columns, click Columns again, click J | = Breaks ~
More Columns, and then select the Line between check box. You can also adjust 3 Line Numk
the column width and spacing. = b2 Hyphenati
Add columns to part of a document: 4] Siie

To do that highlight the text you want formatted in columns, or place your cursor —
where you want columns to begin.

1. On the Page Layout tab, in the Page Setup group, click Columns.

==
2. Click More Columns. 4] Thiree
=

3. Click the number of columns that you want.

4. In the Apply to list, click Selected text or This point forward.

NOTE: To change the layout again further on in your document, select text or click
where you want to change the layout, and then follow the same steps. For example, 4] Right
you can change from one column to a two-column layout, and then you can change

Left

EE More Columns...

SmartArt Graphic
A SmartArt graphic is a visual representation -
of your information that you can quickly and | g g aaa I
[}
2 .

. . My Favorite Drinks
easily create, choosing from among many

different layouts, to effectively communicate m
your message or ideas. You can create |T o mms = |

SmartArt graphics in  Excel, Outlook,
PowerPoint, and Word.

SmartArt graphics enables you to create
designer-quality illustrations with only a few
clicks of your mouse. When you create a
SmartArt graphic, you are prompted to
choose a type of SmartArt graphic, such as Process, Hierarchy, Cycle, or Relationship. Each type of
SmartArt graphics contains several different layouts. After you choose a layout, it is easy to switch the
layout or type of a SmartArt graphic. Most of your text and other content, colors, styles, effects, and text
formatting are automatically carried over to the new layout.
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When you select a layout, placeholder text (such as [Text]) is displayed, so that you can see how your
SmartArt graphic looks, nor is it displayed during a slide show. However, the shapes are always displayed
and printed, unless you delete them. You can replace the placeholder text with your own content.

Create a SmartArt Graphic

1. On the Insert tab, in the Illustrations group, click SmartArt. I ’ ) P &
2. In the Choose a SmartArt Graphic dialog box, click the type and layout that L S

you want. Shapes SmartArt Chart
3. Enter your text by doing one of the following: Bt sticns

Click [Text] in the Text pane, and then type your text.
Copy text from another location, click [Text] in the Text pane, and then paste your text.

Crocse & Smartae Gaghc U -

(L)

s (I
EEp =
[ [ 2 -
T — -
— e
’ =N
™
L

=
11+
gaa BEE i!a

Add or Delete Shapes in SmartArt Graphic:

1. Click the SmartArt graphic that you want to add another shape to.

2. Click the existing shape that is located closest to where you want to add the new shape.

3. Under SmartArt Tools, on the Design tab, in the Create Graphic group, click the arrow under Add

Shape. e . ,

4. Do one of the following: _J Add Shape -~ « Promote % Move Up
To insert a shape after the selected shape, click Add i3 Add Bullet 9 Demote ¥ Move Down
Shape After. i) TextPane 2 Right to Left

To insert a shape before the selected shape, click Add

Shape Before.
NOTE: To delete a shape from your SmartArt graphic, click the shape you want to delete, and then press
DELETE. To delete your entire SmartArt graphic, click the border of your SmartArt graphic, and then press
DELETE.

Tables

Using tables in Word can provide you with additional elements to any document. [ | Fagelayout  References
Tables_ can be used to create lists or format text in an organized fashion. SEsE = - T_} by
Inserting a Table: Table | Picture Clip Shapes Sm3
1. Click where you want to insert a table. = At

2. On the Insert tab, in the Tables group, click Table 000
3. A drop down box will appear; click and hold your mouse then drag to select LI
the number of rows and columns that you want inserted into your document. DDDDDDD%%%
You will see your table appearing in your document as you drag on the grid. EnEREREEEE
4. Once you have highlighted the rows and columns you would like let go of %%EEEE%%%%
your mouse and the table will be in your document

Add Row/Column to Table: EEIEEEDDDDD
1. Click on the table. A DrawTable

2. Under Table Tools, go to the Layout tab :

3. Click on the Insert Above or Insert Below to add a row, Click on Insert Left |3 excel spreadsheet

or Insert Right to insert a column. [ Quick Tables

(O] |
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4. Click on Delete to remove a column, row or cell.

fage € 1 22 Wty #1220 P Nerweger Scemie = JT RS T o

Delete a Table
1. Rest the pointer on the table until the table move handle appears, and then click the table move handle.
2. Press BACKSPACE on your keyboard.

Word 2010 Tutorial - Microsoft Word Table Tools I
Page Layout References Mailings Review View Design Layout
i == . =h | EEES X : -
N | B B WS : R 2 || Height: 0.18
Delete Insert Insert Insert Insert = Split Split AutoFit | =1 width: 1.23°
v Above Below Left Right Cells Table v
Rows & Columns . Merge | Cell

Delete Table Contents.

You can delete the contents of a cell, a row, a column, or the whole table. When you delete the contents of a
table, the table's rows and columns remain in your document.

1. Select the contents that you want to clear by following the table below:

TO SELECT DO THIS

The entire table In Print Layout view, rest the pointer over the table until the table move handle
appears, and then click the table move handle.

A TOW Or rows Click to the left of the row. &2 |8 |&

A column or columns o ¥

Click the column's top gridline or border.

A cell Click the left edge of the cell, 22|

2. Press DELETE.

Page Layout Tab
This tab has commands to adjust page elements such as margins, orientation, inserting columns, page
backgrounds and themes.

Word 2010 Tutonal - Microsoft Word

Al

Mt et

hemes
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Apply Themes to Word Documents
You can quickly and easily give your document a professional look Home  Insert | Page Layout
by applying a document theme. A document theme is a set of N B~ | 2 orientation » 1= Bred
formatting choices that include a set of theme colors, a set of theme @ &~ ’J . £ ine
fonts (including heading and body text fonts), and a set of theme | Themes A Margins I;:J"“' 5‘,‘_ -
effects (including lines and fill effects). v [l o AL AR B
IMPORTANT Document themes that you apply affect the styles L1220 Fege el
that you can use in your document.

1. On the Page Layout tab, in the Themes group, click Themes.

2. Click the document theme that you want to use.

NOTES

If a document theme that you want to use is not listed, click Browse for Themes to find it on your computer
or network.

— CERECE: — —
?dsd Ilngtla!]nePNumlf)ers tt b Home Insert Page Layout References Mailings Review View
. Select the Page Layout tab. — R = —— ..
2. Select the Line Numbers option. @ Foms. J L I _J gjznmumbe,s, Al
3. Scroll through the options and select your Themes Q] erreds - e
preference. Themes | Page Setup. Continuous
Removing Line Numbers Restart Each Page
1. Repeat Steps 1-2 of Adding Line Numbers. Restart Each Section
2. Select None. This removes any line numbers b
you have in your document. Liie Nimbieying OBons:
Editing Margins: g E— ]
In Word 2010, your document automatically has one-inch margins. However, you R[] e
change these to another one of the pre-formatted margin settings Word provides or |use s o comn
customize your own margins. ——— o
Pre-Formatted Margins o 1
1. Select the Page Layout tab.

2. Select the Margins option. A drop-down menu with pre-formatted options appears.
3. Select your preference. Word automatically applies your changes. | Moderste
Customizing Your Margins | en

1. Follow Steps 1 and 2 of Pre-Formatted Margins. Wide .
2. Select the Customize Margins option at the bottom of the drop-down menu. A box et 2
appears on your screen. py  Miored
3. Fill in the opinions according to your preferences. e

S E— Office 2003 Default

4. Se|eCt OK. Vage Setup » g P——

A]‘

A

Margins Orientation Size Columns s
v v v . None

Froer AN

or
Iop r Gotton

= §
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Adding and Deleting Watermarks

Watermarks are useful for identifying certain documents. You can use watermarks to classify a document as
a memo, a draft, and more.

Adding a Watermark

1. Select the Page Layout tab of the Microsoft Word Ribbon.

2. Select the Watermark option.

3. Scroll through the available options and select your preference. The watermark appears on your
document.

4. If you wish, you can edit your watermark by selecting the Custom Watermark option.

= R NE cover letter draft.c
Home Insert Page Layout References Mailings Review Wiew

Aa n Colors = 3 *—, Breaks n:” J
Q Fonts = = H=) Ij £3 Line Numbers ~ J J :

Themes Margins Orientation Size Columns e Watermark Page Page
B E Effects ~ - - - - be Hyphenation - - Color~ Borders
Themes Page Setup . Page Background
b -8 [ |
Printed Watermark
— - -— e -

") No watermark

(") Picture watermark

[=]
Text: ASAP [~]
Font: Calibri E]
Size: Auto E]
Color: [ZI [] semitransparent
Layout: @ Diagonal () Horizontal

{ Apply 1 [ oK J [ Cancel

Deleting a Watermark
1. Place your mouse tab on the page with the watermark you wish to remove.
2. Repeat Steps 1-2 of Adding a Watermark.
3. Select the Delete Watermark option.

Inserting and Deleting Page Borders i3 .
Page borders are typically optional. However, you can still use [|osstzion sce Comnns
them to add a decorative flair to your document if you wish. S

Inserting a Page Border

1. Select the Page Layout tab.
2. Select the Page Borders option near the center. = | i
A box with multiple border options appears on your screen. '
3. Select your preference and click OK.

Acoe

End of Class 6
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Picture Tools Format:
To move your image to the right hand side, try this:

o Click on your image to get the sizing handles back

e Hold down your left mouse button

o Keep the left mouse button held down

e Drag your mouse to the right
What happens? Nothing! The image refuses to move to the right hand side! What's going on? And how do
you move an image in Microsoft Word?
The reason the image won't move to the right is because of the way it is formatted. The wrapping style is set
to "In line with text". What this means is that you can move your image up, and the text will shift to the top
and bottom of the image. But it won't move to the right. It will be like this one below:

Mr Presto Does It Again

@ Ef Voila!

4 he remarkable Mr P:lsw pulled arabbit cutaf atop hat during a children’s birthday

¢ A - marty vesterday. He previously had shown
“the hat to be empty. With & wave of what he called his “magic wand™, Mr Prasto dug
deep into the top hat. To the amazemeant of the audizncs, ha then pullad outa live whits
rabbit by ths sars. And thev say sntertainment is dead!

To move your image anywhere on the page, do the following:
o Click on your image so that it has the sizing handles around its edges
o From the Ribbon at the top of Microsoft Word, make sure the Format tab is selected, if it's not
already
At this stage, you could choose a style for your picture, if you wanted. Try some of them out. Move your
mouse over any of the Picture Styles to see what happens:

—_— — — ~o R— - __'}’ Picture Shape ~

|
R | d et '«‘ ﬁ ‘ D - L Picture Border ~
T = Picture Effects ~

Picture Styles M=

If you find one you like, you can click on it to insert that style.
But leave the style alone, and locate the Arrange panel. The option we're looking for is Position:

@| | Ty Bring to Front = |2 Align ~
| j 133 ~ -

Position| . o
i €] Text Wrapping ~ S Rotate ~

Arrange

Position means the position of the image in relation to the text. We want it square and to the right.
Click the arrow on the Position option to see a dropdown list:
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iﬂ

Position|

In Line with Text

=

With Text Wrapping

=] =] =]
= ‘ = =
=] =] =]

=] m™ore Layout Options...

Again, move your mouse over each one to see what they do. But don't left click any. Instead, click the link at

the bottom that says "More Layout Options”. When you do, you'll see this dialogue box (select the Text
Wrapping tab if it's not already selected):

Advanced Layout [

Picture Position | Text\Wrapping

Wrapping style

Sguare Tight Through Top and bottom
Behind text In front of text In line with text
Wrap text
() Both sides @ Leftonly () Right only (@ Largest only

Distance from text

Top 0cm Left |1.5cm

v | [/

Bottom |0cm = Right |0.32cm

Select the same option we have, in the image above:

Wrapping Style: Square

Wrap Text: Left Only

Distance from Text: 1.5 cm Left (0.59 inches)

When you have set the three options above, click the Picture Position tab at the top of the dialogue box.

Advanced Layout [ 7 &J
Horizontal
(@ Alignment @_E relative to Column IZ|
() Book layout Inside of Margin
() Absolute position  |0.08 cm | to the right of |Column
Relative position | relative to Page
Vertical
() Alignment Top relative to Page
(@) Absolute position  |0.47 cm = below Paragraph |Z|
Relative position =| relative to Fage
Options
[£] Move ohject with text Allow overlap
[ Lock anchor Layout in table cell
’ OK ] [ Cancel

N
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For the Horizontal alignment, set it Right. Then click OK on the dialogue box. Your article and image
should then look like this:

Mr Presto Does It Again

Et Voila!

The remarkabls hir Prasto pulled = L ~
arabbitout of a top hat duringa b e T
children’s birthday party

wvastarday. He previouslyhad

shown the hatte be empty. Witha

wava of what he callad his “magic

wand”, Mt Prasto dugdesp into

thatop hat. To the amazement of

tha audisncs, he then pullad cuta [
live white rabbit by the zars. And

thaw sav sntertsinment is dead!

You should now be able to move your image around the page. Position it on the right, with the top of the
image aligned with the top of the article text. Now select the text of the article and change the font size to
14. Change the size of the headings as well, any size you want. Your article will then look something like
this:

Mr Presto Does It Again

Et Voila!

The remarkable Mr Presto
pulled a rabbit out of a top
hat during a children’s
birthday party vesterday.
He previously had shown
thehatto be empty. With a
wave ofwhathe called his
“magicwand”, Mr Presto
dug deep into the top hat.
To the amazementofthe
audience, he then pulled out
a live white rabbit by the
ears. And they say
entertainment is dead!

To straighten the right edge of the text, do the following:
« Highlight all the text from "The remarkable Mr Presto" right down to the end "And they say
entertainment is dead!"
o Click the justify icon in the Home tab, on the Paragraph panel:

i= v = - N ||[E 2| T
=== = |$=v| P,
Paragraph P

Your finished article will then look like ours:
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Mr Presto Does It Again

Et Veila!

Tha remarksbls Mr Prasto pulled a
rabbit out of a top hat during a
children’s birthday party vesterday.
Ha praviously had shown the hat to
bz empty. With a wave of what hs
called his “magic wand”, Mr Prasto
dug dezp into the top hat To the
amazsment of the audisncs, ha then
pulled out a live whits rabbit by tha
zars. And thev sav entertainment is
dead!

Reference Tab
This tab has commands to use when creating a Table of Contents and citation page for a paper. It provides
you with many simple solutions to create these typically difficult to produce documents.

Word 2010 Tutorial - Microsoft Word

File Home Insert Page Layout References Mailings Review View
= Add Text ~ [}y Insert Endnote Ay Manage Sources A Insert Table of Figures Insert Index — 53 Insert Table of Authorities
Table'g( j;UpdateTable s f;[;flm Footnote Ej:: istyle:gAPAFim - [i 5 ’ ﬁ:‘ = t :‘ﬁ:} ‘J
Contents ~ Footnote t Citation ~ 44 Bibliography ~ Caption 4] Cross-reference Entry Citation
Table of Contents Footnotes . Citations & Bibliography Captions Index Table of Authorities

Word Count: Fitioa Conh )
Include text in footnotes, endnotes and text in boxes in the word count e
1) On the Review tab, in the Proofing group, click Word Count. S o
2) In the Word Count dialog box, select the Include textboxes, e fokere
footnotes and endnotes check box. Characers (v spoces) ez |
Footnotes Sesia 1o ||
Footnotes and endnotes are used in printed documents to explain, prvigtrsnd e o
comment on, or provide references for text in a document. YOU Might USE || 4 s teutbones, fostrones sd endtes |
footnotes for detailed comments and endnotes for citation of sources. Came !
Footnotes and endnotes )
A footnote or an endnote consists of two linked parts — the note reference mark and the corresponding note
text. 1
1) Footnote and endnote reference marks 4
2) Separator line
3) Footnote text :

4) Endnote text

Insert a footnote or an endnote
Microsoft Word automatically numbers footnotes and endnotes for you. You [
can use a single numbering scheme throughout a document, or you can use |z
different numbering schemes within each section in a document. Y
Commands for inserting and editing footnotes and endnotes can be found on the References tab in the
Footnotes group.

1) Insert Footnote

2) Insert Endnote

3) Footnote & Endnote Dialog Box

Delete a footnote

When you want to delete a note, you work with the note reference
mark in the document window, not the text in the note.

In the document, select the note reference mark of the footnote or

7
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endnote that you want to delete, and then press DELETE.

If you delete an automatically numbered note reference mark, Word renumbers the

notes in the new order.
Table of contents

On page two in the master template is inserted into a table of contents. When you
apply styles throughout your document, Word 2010 will automatically create a TOC

based on your headers.

kn-

You create a table of contents by applying heading styles — for example, Heading 1, Heading 2, and

Heading 3 — to the text that you want to include in the table
of contents. Microsoft Word searches for those headings and
then inserts the table of contents into your document.

When you create a table of contents this way, you can
automatically update it if you make changes in your
document.

5.1.1 Mark entries by using built-in heading styles

1) Select the text that you want to appear in the table of contents.

2) On the Home tab, in the Styles group, click the style that you want.

Update the table of contents

If you added or removed headings or other table of contents
entries in your document, you can quickly update the table of
contents.

1) On the References tab, in the Table of Contents group,
click Update Table

2) Click Update page numbers only or Update entire table

Y

[V i

Word is updating the table of contents. Select one of
‘ the following options:

o Update page numbers oriy
Update entire table

-
Update Table of Contents

\

End of Class7

(O] |
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. L v 16 o
Check spelling and grammar .ﬁ R —
1) On the Review tab, in the Proofing group, click Spelling & ‘ R gy @ 3 '
Grammar. soeing & =

Tip! You can access this command quickly by adding it to the Quick Access Speang b Glamumas 117
Toolbar by right-clicking the Spelling & Grammar button, and then clicking e o . oy
Add to Quick Access Toolbar on the shortcut menu.

2) If the program finds spelling mistakes, a dialog box or task pane appears with the first misspelled word found

by the spelling checker.

3) After you resolve each misspelled word, the program flags the next misspelled word so that you can decide
what you want to do.

4) After the program finishes flagging the spelling mistakes, it shows you the grammar mistakes. For each
mistake, click an option in the Spelling and Grammar dialog box.

=] -
This sentance has a spellingerror
st e o) This phrase has a grammatical errors
Inserting and Deleting Comments Euma ¥

Word’s Comments feature is one of the most valuable for
an academic setting. You can use it for grading,
collaborating with colleagues (especially when grading
and/or collaboration are taking place through email), and
even writing notes to yourself.

Insert a Comment

1. Select the Review tab.

2. Select the text you would like to comment on.

3. Select the New Comment option. A red box appears on
the right side of your document. A
4. Type your comment in the red box. YR T IS T —
Delete a Comment Pelivusodst sisforen s
1. Right-click on the comment you wish to delete.

2. Select the Delete Comment option.

434l derdeperar d commeic dovdepeent ue c0m dawond wasdtwsrnls [ e p——

Track Changes

Track Changes is a helpful tool for an academic setting. You can use it for collaborating with colleagues or
editing students’ papers.

Turning on Track Changes

1. Select the Review tab.

2. Select the Track Changes option. This turns the feature on.
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neiiew oo After you have turned on Track Changes, Word records any changes you
| £3 73 *_}* s mnasnownaisp - | Make to the document. These changes are be visible to anyone who sees
T ?r'a(k 2 Show Markup ~ the document.

Changes v E Reviewing Pane ~
.| 2 Track Changes

mments

Change Tracking Options...

Change User Name...

After you have turned on Track Changes, Word records any changes you make to the document. These changes
are be visible to anyone who sees the document.

Political development and economic development are often discussed simultaneously. Even
though one feedsinto the other, it is important to remember that they are not the same thing.
Political development refers to the growth of government (democratic fascist socialist or
otherwise), or the growth of the stateitself, which according to sociologist Max Weber is Max
Weber's definition, “a human communitv that successfully claims the monopoly of the
legitimate use of physical force within a given temitory™ ("Politics as a Vocation,”™ 77).

Unedited text

Political development and economic development are often discussed simultaneously. Even
though one influences feedsinte-the other, it is important 1o remember that they are not the same
thing. Political development refers to the growth of government (democratic, fascist, socialist, or
otherwise), or the growth of the state itgelf, which aceording 1o sociologist Max Weber ia Do
Wieber s—definition-"a human community that successfully claims the monopely of the
legitimate use of physical force within a given territory’ (“Politics as a Vocation,” 77)._Itis also
important to pote that the use of "state’ ' in this context does not follow the same delinition as the

word “state’ in relation toa U5, state

Edited text

Turning off Track Changes
1. Select the Review tab.

2. Select the Track Changes option. If the feature is on, this turns it off.

Accepting or Rejecting Track Changes and Comments

If you receive a document with comments or tracked changes, you can choose to either accept these changes or
apply them to your document, or you can reject
them and retain your original content. ene %
Accepting Track Changes and Comments ) 20 B (B larwmeeeaw <) R [ahe % Ao

1. Select the Review tab. e mevous Nea | maa e e e o
2. Select the tracked change or comment you wish [ nuscsdboiEr —[prp——"

to accept.

3. Select the Accept option. If you accept a AGhiat Al Chbgred s Discmian

tracked change, it is fully applied to your
document. If you accept a comment, it remains in

your document so you can delete it when you are | 59 | i Finee shom Mark 2 (o] s oren )
ready oot Moot | IR 8 P M Aot BT [comses
Rejecting Track Changes and Comments . i AN 2

1. Select the Review tab. B B Reiedt hange

2. Select the tracked change or comment you wish
to reject.

3. Select the Reject option. The tracked change or comment disappears.

Mail Merge:

When you are performing a Mail Merge, you will need a Word document (you can start with an existing one or
create a new one) and a recipient list, which is typically an Excel workbook. If you'd like to work along with
the lesson, you can download the examples below.

N
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e  Letter (Word document)
e Recipient list (Excel workbook
To use Mail Merge:

Open an existing Word document, or create a new one.

1.
2. Click the Mailings tab.
3.

Click the Start Mail Merge command.
4.  Select Step by Step Mail Merge Wizard.

The Mail Merge task pane appears and will guide you through the six main

steps to complete a merge. The following is an example of how to create a form letter and

merge the letter with a recipient list.
Step 1:

1. Choose the type of document you wish to create. In this example, select Letters.

2. Click Next: Starting document to move to Step 2.

Step 2:
1. Select Use the current document.

2. Click Next: Select recipients to move to Step 3.

Step 3:

Now you'll need an address list so Word can automatically place each address into the
document. The list can be in an existing file, such as an Excel workbook, or you can type

a new address list from within the Mail Merge Wizard.

1. From the Mail Merge task pane, select Use an existing list, then click Browse.
2. Locate your file in the dialog box (you may have to navigate to a different folder),

then click Open.

3. If the address list is in an Excel workbook, select the worksheet that contains the

Insert Page Layout References

=__=:|

= L
Start Mail Select Edit Highlight Addres
Merge = | Recipients ~ Recipient List | Merge Fields Block

Letters

Mailings

E-mail Messages Toopoe
Envelopes...
Labels...

Directory

Normal Word Document

AE LD LD D

Step by,Step Mail Merge Wizard...

L

Mail Merge - X

Select starting d

How do you want to set up wour
letters?

@ Use the current document
¥Start from a template

() Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add redipient
information.

Step 2 0f 6

||St then CI |Ck O K ® MNext: Select recpients
f .
4 Previous: Select document type
Mail Merge - % (] Select Data Source [=X=)
- — @Qv[ B » Libaies: » Documents » Letters v [43 ][ Search Letters )
lect recipien
@) Use an existing list it e foldes -G e Select Table M
() Select from Outook contacts e " Documents library Arrangeby:  Folder ¥
o) : etters
® Type a new list i Name Description  Modified Created Type
S i ibories gy Nome Datemoddfied " Type 8/3/2010 £57:17PM  B/3/2010 4:57:17PM  TABLE
Useanexistinglist Y Documents |%| (3] Adgress List 83/2010457PM __ Microsoft chiabos 832010 457 7P 8/3/2010 457:17PM  TABLE
Use names and addresses from a o Music T o
T o dLE e 5 Pictures | Type: Microsoft Office Excel Worksheet Sheet3g 8/3/2010 457:17PM  8/3/2010 4:57:17PM  TABLE
| Size: 101 KB
B videos | Date modified: 8/3/2010 4:57 PM

«& Homegroup

% Computer
Step 3 of 6

B Mext: Write your letter

4 Previous: Starting document

L New Source...

J

File name:  Address List

il

~ [AuDataSources B

<

m ] »

First row of data contains column headers

Tools v [_Open [v] [ Concel |

4. In the Mail Merge Recipients dialog box, you can check or uncheck each recipient to control
which ones are used in the merge. When you're done, click OK to close the dialog box.

wj
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r = N
Mail Merge Recipients m
This is the bist of recpients that will be used in your merge. Use the options below to add to or change your list. Use the
to add gczemave from the merge. When your list is ready, click OK.
Data Source [V |Last Nome - [Fist Name o [ Tae [ Address |Gy v |[Sse  +
Address Listxlsx | [V |Albettson __ Kathy Ms. 1024 Lekeview Cir  Peachtree City GA
Address Listxlsx | [V |Brennan Michael Mr. 1123 Main St Wilmington  NC
Address Listxisx | [V |Davis William Mr. 540 W 4th St, Apt121  New York NY
Address Listxisx | [V |Forest Eliza Ms. PO Box 4551 Reno NV
Address Listxisx | [V |Jones Dan Mr. PO Box 805 Raleigh NC
Address Listxisx | [V [Post Melissa Ms. 3202 Maplewood Ave Richmond VA
Address Listxisx | [ |Thompson  Shannon Ms. 500 Acme Ln, Apt 3C  Springfield L
Address Listxisx | [V [Walters Chris Mr. 436 Church St Columbia SC
Data Source Refine recpient kst
[Address List.xdsx 1 4] sort..
‘{J Fiter...
g Find duplcates...
ﬂ Find recipient. .,
 Voldate pddresses...
A

5. From the Mail Merge task pane, click Next: Write your letter to move to Step

Step 4:

Now you're ready to write your letter. When it's printed, each copy of the letter will
basically be the same, except the recipient data (such as the name and address) will be
different on each one. You'll need to add place holders for the recipient data so Mail
Merge knows exactly where to add the data. If you're using Mail Merge with an existing

letter, make sure the file is open.

To insert recipient data:

1. Place the insertion point in the document where you wish the information to appear.

Mail Merge - X

Write your letter

If you have not already done so,
write your letter now.

To add redpient information to
your letter, dick a location in the
decument, and then dick one of
the items below.

|2 Adgress blodk. ..
2 Grésting li

+ Insert formatted address
=5 El

Bl More items. ..

When you have finished writing
your letter, dick Mext. Then you
can preview and personalize each
recipient's letter.

Step 4 of 6
® Mext: Preview your letters

@ Previous: Select redpients

2. Select Address block, Greeting line, Electronic postage, or More items from the task pane.
3. Depending on your selection, a dialog box may appear with various options. Select the desired options,

and then click OK.

{©) Only indude the country/region if different than:
United States

[V] Format address according to the destination countryfregion

3

-
Insert Address Block m
Spedify address elements Preview
[V] Insert recipient's name in this format: Here is a preview from your recipient ist:
|Mr. Josh Randall X. ~ ' 1 P M
|Mr. Josh Q. Randall X,
— Joshua Randal }. _J” Ms. Kathy Abertson
P Ran ,“Q' : 1024 Lakeview Cir
The Famdy ’ Peachtree City, GA
{Josh and Cynthia Yl :
insert company name
[¥] Insert postal address:
Never indude the country fregion in the address
Always incude the country region in the address
3Ys n e ounTyfegon In the a es Correct Pr

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your
mailing kst,

) [Lconcel |

1. A nplaceholder appears in your document. For example: «AddressBlock».

2. Repeat these steps each time you need to enter information from your data record.

3. From the Mail Merge task pane, click Next: Preview your letters to move to Step 5.

Step 5:




RKMSWS

Mailing Tab- Mail Merge Features and steps, Track Change, Spelling & Grammar Check option from
Review Tab

1. Preview the letters to make sure information from the recipient list appears correctly in the
letter. You can use the left and right scroll arrows to view each document.

Mail Merge v X
Use arrows to Preview your letters
preview each letter One of the merged letters is

previewed here, To preview

\ another letter, didk one of the

Make changes

Ms. Kathy Albertson
1024 Lakeview Cir

Peachtree City, GA You can also change your redpient
list:
@ Edit redpient list...
Dear Ms. Albertson, ’ Exdude this recipient

When you have finished

previewing your letters, dick Mext.
Asyoum now, 2010 mark Then you can print the merged
grown from a tiny startup intg  letters or edit individual letters to
add personal comments.

P bl Lol & VE b
. Step 5 of 6
The preview allows unt) B
you to see how ing ® Mext: Complete the merge
recipient data will ay| 4 Previous: Write your letter

look in each letter.

2. Click Next: Complete the merge to move to Step 6. Mail Merge v X
Step 6:
. . . Complete th
1. Click Print to print the letters. omp e e e
. . . . Mail Merge iz ready to produce
2. The Merge to Printer dialog box opens. Click All, then click OK. your letters.
r _ ¢ | To personalize your letters, dick
Merge to Printer m "Edit Individual Letters.” This wil
open a new document with your
Print records merged letters, To make changes

to all the letters, switch back to
the original document,

(“PCurrent record Merge

() From: 1 70s [ By

i > i Pript...
m Egimdividual letters. ..
—_——

Step 6 of 6

4 Previous: Preview your letters

End of Class 8

Ul
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AttelCoricss o .
Automatically detect and correct typos and misspelled words ||~ = —
For example, if you type teh plus a space, AutoCorrect replaces i l Y e

-
J

what you typed with the. Or if you type This is theh ouse plusa | i
space, AutoCorrect replaces what you typed with This is the ~ ‘

Thange Sew Weed (oaerts aag foomal ted 3 putipe | AtoCommt Sotioen.
house.

Waer, comectng wedeg i Mosaf! Other pogaes

1) Click the File tab and then, under Help, click Options. L 5 e

2) Click Proofing. : '

3) Click AutoCorrect Options.

4) On the AutoCorrect tab, make sure the Replace text as you type check box is selected.

5) In the Replace box, type a word or phrase that you often mistype or misspell — for example, type usually.
6) In the With box, type the correct spelling of the word — for example, type usually.

7) Click Add.

r Y
8) Click OK AutoCorrect: Norwegian (Bokmal) |M
AutoFormat i Actons
i AutoCorrect | Math AutoCorrect AutoFormat As You Type

V| Show AutoCorrect Options buttons
V| Coerect Two INitial CApitals [ Exceptions...
V| Capitaize first letter of gentences it
V| Capitaize first letter of table cels
V| Capitaize names of days
/| Correct accidental usage of cAPS LOCK key
Correct keyboard setting
! Replace text as you type —— 4
Replace: With: t
innstallasjon nstallasjon

inat I natt

infor 5 Jon informasjon 6

iorden i orden

isenk | senk

isrne | Snne

isteden for istedenfor v

7 " lanhdd
V| Automatically use suggestions from the speling checker

Word Count:

Microsoft Word counts the number of words in a
document while you type. Word can also count the
following:

U Pa

(] Parag

0 Li

[0 Characters, either incl

spaces

\ Resea v ] - v
e, Mesearcn ‘ “ 3 4 ¢

- j’ J 7

o Thesaurun J > i

peiling &

S od o = .
crammat  zig Word Coomt ’ . Comment -J Changes » &

. Word Count

1) On the Review tab, in the Proofing group, click
Word Count.
2) In the Word Count dialog box, select the Include textboxes, footnotes and endnotes check box.
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Word Count l- —‘7
Statistics:
Pages 81
Words 9328
Characters (no spaces) @|su
Characters (with spaces) 57625
} Paragraphs 650
Lines 1499
l Non-Asian words 9328
Asian characters, Korean words 0
| [¥] Indude textboxes, footnotes and endnotes |/

View Tab:

This tab allows you to change the view of your document to a different two page document or zoom.

Word 2010 Tutorial - Microsoft Word

File Home Insert Page Layout References Mailings Review View
=l =g 7] Ruler [ 8 LY ne Page ew Sid ! -

I B @ G R QA= & gQ/e el
{ \ ’ [[] Gridlines =2 [0 Two Pages —‘ : Cre =3
Print |Full Screen Web  Outline Draft i Zoom 100% : New Arrange Split Switch Macras
Layout| Reading Layout [ Navigation Pane =] Page Width | window Al 214 Reset oW Position ' windows ~ v

Document Views Show Zoom Window Macros

Navigation pane:

Looking for text or a table in your document? The new Navigation pane can help you find text, tables,
graphics, comments, footnotes or endnotes, and equations.

You can also get a quick look at the structure of your document, and you can change the structure by
dragging headings inside the Navigation pane.

To get the navigation pane in Word 2010, select the Navigation Pane in the Show group in the View tab

22 Nyt Miloemt
Filet + Word 2010 ender pd docy, Ecxel 2010 pd 2d

fileadelsen ppu

2 11 Sruhergerams - Detwye filformarer gir deg mulighet ol 4 bnudee funks
Wiz 2000 SenartAst-grafikk er o eksevnped pd o oli
bvordan ca staster en slik grafikk i Weed 2010, bvix ¢

dobument vil du lides ha rilgang ol alike fesksjoner

N
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In Word 2010 you can do the following with the Navigation pane:

[J Move between headings in your document b

0 Collapse levels of the outlin you can work easily with the map even in deeply
structured and complicated long documents.

O Type text into the search bo:

[J Drag and drop headings within your document to I copy
headings and their content.

1 Easily promote or demote a given heading, or a heac

the hierarchy.

0 Add new headings to your document to build a | g to
scroll around in the document.

O Stay aware of the content being edited by otk -authoring
indicator.

O See thumbnails of all the pages in your document .

Thumbnail images of pages

1) On the View tab, in the Show group, select the Navigation Pane check box.
2) In the Navigation pane, click the Browse the pages in your document tab

W' Yo% . master-wil. ror]
Woms  Inaert  Pagelssoat  References  Mafingr Reslew .

y Bw ot 2] Ruter e Fage

» \ o | |

»
ol
1)

521 Sedokumen
&4 65 2 I mwgnlcn(mlﬂ: keat
giennom dokumentet

1 bruke overskriftssul
Vise mmiaty rbilder

Merk sv for Navigasj

Klikk du kategorien E

Fage 76 of 53 Worde B 1% D Normegan Bokrmdld

Layout Views: Use layout views while you are working on your document. Some of Layout Views are
follows:

a) Print Layout: Standard documents, such as letters, memos, and reports, are often written and edited in
Print Layout view. One advantage of working in this view is its adherence to WYSIWYG (what you see is
what you get). The margins, headers, and footers correspond to the printed output. Pages are shown as
equivalent pieces of paper with physical breaks between pages.

b) Full Screen Reading View: Full Screen Reading view is

J _U iij = optimized for reading a document on the computer screen. In Full
- Screen Reading view, you also have the option of seeing the
Print |Full Screen Web  Outline  Draft document as it would appear on a printed page. You should view

Layout | Reading Layout
Document Views
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the document in full screen reading view to maximize the space available for reading or commenting on the
document.

c) Web Layout: Use web layout view to view the document as it would look like as a web page. In this view you can
see the background, text is wrapped to fit the window, and images appear as they would online.

d) Outline: Work in outline view to look at the structure of a document and to | GGG
move, copy, and reorganize text by dragging headings. In outline view, you can
collapse a document to see only the main headings, or you can expand it to see i o
all headings and even body text.

Outline view also makes it easy to work with master documents. A master
document makes it easier to organize and maintain a long document, such as a
multipart report or a book with chapters. In outline view, page boundaries,
headers and footers, graphics, and backgrounds do not appear.

To switch to outline view, click Outline on the View menu.

d) Draft: Work in Draft view when speed is of primary importance. In Print Layout view, physical pages
and breaks are drawn. Draft view displays a document as a continuous text scroll; page breaks are denoted
by dashed lines. Because repagination occurs almost instantly as you compose, this is an ideal view if you
have an older, slower computer.

2) Viewing Modes: Use viewing modes when you want to read or move around in a document.

a) Reading Layout View: To read a document with a minimum of eye strain and with tools optimized for
reading, use reading layout view. Reading layout view is designed to make reading documents on the screen
more comfortable. In this mode, Word removes distracting screen elements, such as extraneous toolbars.
Word also uses your computer's screen resolution settings to size the document for optimum readability.
Reading layout view does not display the document the way the document is formatted for printing. Text
may appear larger than expected, and the page breaks do not necessarily correspond to breaks between
printed pages.

b) Thumbnails: Thumbnails are small renderings of each page in your document, displayed in a
separate pane. Thumbnails give you a visual impression of the content of each page. You can click a
thumbnail image to jump directly to a page. Thumbnails are available in normal view, print layout
view, outline view, and reading layout view. They are not available in Web layout view or in conjunction
with the Document Map.

i 1

Thumbnails Pane

2 Document

: I
&

@& T

b) Document Map: The Document Map is a separate pane that displays a list of headings in the document.
Use the Document Map to quickly navigate through the document and keep track of your location in it.
When you click a heading in the Document Map, Word jumps to the corresponding heading in the
document, displays it at the top of the window, and highlights the heading in the Document Map. You can
show or hide the Document Map at any time.

To switch to the Document Map, click Document Map on the View menu.

|
= >
1 Document Map Pane
| 7 | 2 Document
1 2
- -
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Getting Help in Word

Word’s Help index is a good resource when you are trying to use an

unfamiliar feature or starting a new project. To get help in Word:

e Click on the blue question mark. the Microsoft Office Word Help
button, in the upper right corner of the Word window.

,Vt)‘ )

e The Word Help window will appear.
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e Click in the box next to the blue question mark. and type a description
of the task in Word about which you would like to learn.
e Click on the button labeled Search.

comect spelling * B Search »

e The topics that relate to the task you described will then be listed.
Click on one of the topics to display its contents.
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Working with Macro:

To create a macro in Word, you first have to have something you want recorded, for this example, we will
create a macro that will change the font of some highlighted text to Arial, the size to 16, and then make the
text both bold and italicized, all automatically with just one click.

Before you can record a macro to do what you want, you have to first know yourself how to do it so that you
can record those steps. In this case, the way to do it is to first highlight some text, then, follow these steps:
click on the Current Font box and choose Arial, then click on the Current Font size box and select 16,
then finish by clicking on the Bold and Italicize icons.

To create a macro to perform these steps, first highlight some text in your document, then click on the View
tab on the main ribbon, then click on the tiny down arrow under the Macros icon to get the following drop-
down menu..

) [
— (LS8
Switch Macros
Windows ~

_‘; View Macros

22 Record Macro...

Click where it says Record Macro and you should get a screen like this:

(‘Record Macro [ e S |
Macro name:

Macro_Exampiel
Assign macro to

ﬁ« Button @ Keyboxd
Sta:maao:;\

Al Documents (Normal.dotm) ']

Description:

Type in a name for your macro, then click on the Button icon.

Note: If you use more than one word in your macro name it must have an underscore between the two words
or Word will reject it.

You should get a screen that looks like this:
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Click on the new macro name listed on the left side of the screen (under where it says <separator>) to
highlight it, then click the Add button to add the macro to your Quick Access Toolbar , then click the Ok
button.

The macro setup window will go away and you will be taken back to your document and your cursor will
have been turned into a tiny picture of an old fashioned tape recorder. This means your macro is recording,
so now it’s time to do the things you want recorded.

Click on the Current Font box and select Ariel.

Click on the Font Size box and select 16.

Click on the Bold and Italics icons.

Tab / Ta‘)y Referer
Arial 165 A A Aar
B 7 U - ¥ x, x° - -4

L

That’s all you want your macro to record, so to make it stop recording, click on the View tab again from the
main ribbon, then click on Macros, and then Stop recording.

) . =

Switch Macras
Windows * .

New Macroz

\.’ d Stop Recordging

9 Paute Recarding

Your macro should now be ready for use. To test it, highlight some text, then look at the Quick Access
Toolbar; on it there should be a new Macro icon:

] TTT———

Home Test Tab Insert
gl B (e = (=

Print |Full Screen Web Outline Draft
Layout | Reading Layout

Document Views

Hd9-0 & =

A

To test your macro, highlight some text, then click on the new Macro icon on your Quick Access Toolbar.
Your macro should run and perform all of the formatting tasks you assigned it to do.

There are of course more options and ways to record macros in Word, but this is by far the easiest and
simplest.

End of Class 9

~j
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What is a spreadsheet? Loan Payments
A spreadsheet is basically a document which has been ——
divided into rows and columns. i

IS A

Excel and its fellow spreadsheet applications are designed to |uaz

173 200

ease the management of numbers and calculations. Various |zz=

1 2

commands and buttons make it easy to arrange and format |

columns of numbers and to calculate totals, averages, |:oam=

EIEs we

percentages, budgets, and complex financial and scientific |@% o

formulas. e
The look of a spreadsheet application comes from the e t
account ledgers that have been used to keep records for centuries. Ledger
pages are lined off into rows and columns to record such things as items in
inventory, income and expenses, debits and credits, and census data, like
the illustration.

The biggest advantages of a computer-based spreadsheet over these paper
ledgers are the ability to create and update totals and other calculations
automatically as you enter new data and the ability to search the whole

document quickly.

What is Excel?

Excel is a spreadsheet program in the Microsoft Office system. You can use Excel to create and format

workbooks (a collection of spreadsheets) in order to analyze data and make more informed business

decisions. Specifically, you can use Excel to track data, build models for analyzing data, write formulas to
perform calculations on that data, pivot the data in numerous ways, and present data in a variety of
professional looking charts.

Common scenarios for using Excel include:

e Accounting You can use the powerful calculation features of Excel in many financial accounting
statements—for example, a cash flow statement, income statement, or profit and loss statement.

e Budgeting Whether your needs are personal or business related, you can create any type of budget in
Excel—for example, a marketing budget plan, an event budget, or a retirement budget.

¢ Billing and sales Excel is also useful for managing billing and sales data, and you can easily create the
forms that you need—for example, sales invoices, packing slips, or purchase orders.

e Reporting You can create various types of reports in Excel that reflect your data analysis or summarize
your data—for example, reports that measure project performance, show variance between projected and
actual results, or reports that you can use to forecast data.

e Planning Excel is a great tool for creating professional plans or useful planners—for example, a weekly
class plan, a marketing research plan, a year-end tax plan, or planners that help you organize weekly
meals, parties, or vacations.

e Tracking You can use Excel to keep track of data in a time sheet or list—for example, a time sheet for
tracking work, or an inventory list that keeps track of equipment.

e Using calendars Because of its grid-like workspace, Excel lends itself well to creating any type of
calendar—for example, an academic calendar to keep track of activities during the school year, or a
fiscal year calendar to track business events and milestones.

3
S
¥
¥
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¥
¥
¥
¥
¥
¥

o
o

Opening Excel

You may have a shortcut to Word on your desktop, if so double click the icon and Word will open. If not
follow the steps below:

1. Click on the Start button

2. Highlight Programs

3. Highlight Microsoft Office

4. Click on Microsoft Excel 2010
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% Whcows Lodte ¥ . ) Microsoft Office 2010 Tools ’
& Microsoft Update 7] Accessories ’@ Microsoft Access 2010

,:] Games 1| Microsoft Excel 2010

N 1| Microsoft InfoPath Designer 2010

1| Microsoft InfoPath Filler 2010

v

»
rﬂ Programs

fa Microsoft Office

»

L.b Rocuments 4 m LD @ Microsoft OneNote 2010
@ D,- Cettings » Pj UtratihiC ¥ O Microsoft Outiook 2010
> . '
5 D @ Internet Explorer |P.| Microsoft PowerPoint 2010
(2 ./ Search » —~ 15
= N SN Explorer [gj Microsoft Publisher 2010
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= . [ Microsoft Word 2010
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;’ SR ihindrime Marcannar
-§ J Log OFf abeauchemin. .,
2 Ehy')'“ Disconnect, .,

Izi iStart 0| Inbox - ABeauchemin@g. .

Interface

If you have worked with Windows programs before, you already know a lot about Excel's window. It has all
the normal window parts, like the Status bar, Title bar, scroll bars. The Excel window is actually a lot like
what you saw in Word 2007/10/13.

FAm" | s Sookl - Microsoft Excel
Howme nsert Page Layout Formalas Dsta Reven \iew Agd-ins

&< Cali> = = = L ;7 General o= s < ):-
R Name Box T T 3 < S
& with active BEEA T Buad AN Fo 2<
0 cell
At reference v
% 8 c o : £ G H | X " N 0 P Q R 5 =
3 \ Heawvy
s Border
s surrounds
(3 active cell
7
Highlighted Grid
2. row and lines 2
e column
1 headings
12 indicate cell
13 Al is active
15
16
33 Scroll
: Tab bars
3 scrolling
20 buttons
2 Sheet
2 tahs Tab split
23 box
z = 8588 E_ i
4 €0 ¥ Sheetl 12 Sheat3 J 1 »
Ready ST 100% (- +
Spreadsheet Terms
Term Explanation
spreadsheet Document that is entirely made up of rows and columns. Used to list and analyze data.

?@? point of Confusion: People tend to use the word spreadsheet in two ways:
o the entire Excel workbook file
e an individual worksheet in a workbook

2
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Term Explanation
workbook The basic document for Excel. The default workbook name is Book1.xlsx where the extension
xIsx seems to come from Excel spreadsheet in XML format. Older versions of Excel use a
different format, xIs.
worksheet |ttt g |

)
N o A ®iE P

A v
1 Pay Records
2010

1

A single sheet of data. One or more worksheets make a workbook.
Think of them as pieces of paper that are stacked on top of each other to form the workbook.
The default workbook contains three worksheets, named Sheetl, Sheet2, Sheet3. You will
want to change these names to something more interesting and helpful!

The maximum number of worksheets in a workbook depends on your computer's
memory.

A worksheet, also called just a sheet or spreadsheet, can have up to 1,048,576 rows by
16,384 columns with up to 32,767 characters in a single cell. This is enough for
most purposes! ©

workbook window

The document window inside an Excel window. (See next section for illustrations)
EExcel 2013 shows each workbook in its own window.

columns Named with letters in the following pattern: A, B, C,...Z, AA, AB, AC,...AZ, BA, BB,
BC,...BZ, CA,...IA, IB,...IV... XFD, which is the last column possible.
rows Named with numbers from 1 to 1,048,576.
cell Intersection of a row and a column on a worksheet.
active cell A B o
_— A, B (
1 1
2 2
| 1 [ —1
* 2013 |} 2010

Has a dark border around it and the row and column headers are colored.

This is the cell that receives your keystrokes and commands. You make a cell the active cell
when you select it, by clicking it or by moving into it with keys. The TAB or the arrow keys
are handy for moving from cell to cell.
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Term Explanation
gl’ld |II’IES (P-:ge Setup

Page Margns- | HeaderFooter Sheet

Prnt arcal

Prnt tities

Thtge“&r'é;"lines that form the cells. By default they don't print.
If you want to print the gridlines, there is a check box in the Page Setup dialog

sheet tab

Each worksheet has a tab at the bottom of the workbook window with the name of the
worksheet on it.

active worksheet | The  worksheet  that  receives  your  keystrokes  and commands.
It has a white sheet tab with its name in bold.
If you group two or more worksheets together, you can have more than one active
sheet. This is a cool feature, when it is not a disaster because you did not realize that
your typing was going to show up on more than one sheet!

workspace The area below the ribbon that holds your documents

The Worksheet & Formula Bar

The Formula Bar is a feature that is special to a Cancel

spreadsheet program. To help keep life confusing, Enter

the term Formula Bar is used both for the whole bar Name Box Insert FOfPélrlaula Bar
you see above the cells and also for just the text box | o e Ere—

on the right above the cells, which displays what is - = - = : :

in the selected cell. In older versions of Excel, you
had to do all editing in the Formula Bar but recent
versions let you edit directly in the cell. Much better!
The Formula bar in Excel 2007, 2010, and 2013
behaves the same, except from some color
differences.

The Name Box shows the cell reference for the current cell or for the upper left cell of the current selection
or the name of the selected cell or range of cells.

The buttons to the right of the Name Box apply to the Formula Bar.

« % Cancel: Clears any changes.
« Y Enter: Accepts changes and exits Edit mode. More typing will replace cell contents.

« = Insert Formula: Opens a dialog where you can choose one of Excel's pre-defined formulas. That
dialog then opens the Function Arguments dialog, which has text boxes for you to fill in. No risk of
typing errors messing up the formula you meant to enter!

[This is cell B3

ol M=
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Worksheet Terms
Term Explanation
headings The buttons at the top of columns (letters) and at the left end of rows (numbers).

For a selected column or row the heading is colored.

enter data

Select the cell, type your data, and press the ENTER key or click the Enter button v

on the Formula bar. What you typed is now contained in the cell.

Name Box

At the top left above the sheet cells and headings. Used to display cell references and
to assign and display names for a cell or a range of cells.

range

4R x 3C - £
A B C

i

A rectangular set of cells, referred to by using the upper left and lower right cell
references with a colon between them, like A2:C5 for the range illustrated at the right.
The absolute  reference  for the range would be  $A$2:$C$5.
You select a range by dragging, for example from the upper left cell to the lower right
cell. As you drag, the Name Box shows the number of rows and columns that are
selected. Once you quit dragging, the Name Box displays the upper left cell only.

T LA | WK

Formula bar

F11 v Je | =E11%(100%+5B58)

Shows the
contents of a selected cell, whether it is plain text, numbers, or a formula. Sometimes
the whole bar that contains the Name Box and the formula text box is called the
Formula bar. Sometimes just the text box that shows the formula or text is meant.

formula

Looks rather like part of an algebra equation, like =SUM(A4:D7) or =AVERAGE(C3,
F5, H10). Most formulas use cell references to get the values to calculate with.

cell reference or
relative reference

The usual way we refer to a cell, using the letter of the cell's column followed by the
number of the cell's row, like B3 or AD345.

Cool feature: If you move the contents of a cell, any formula that contains a
relative reference to that cell is changed to match the new cell reference. A very handy
feature - most of the time.

absolute reference

When you don't want the cell reference to change in a formula as things are moved
around, you must use an absolute reference, by putting a $ in front of both the column
letter and the row number, like $B$3 or $AD$345.

Triangles in Cell Corners
Microsoft Excel uses small triangles in the corner of a cell to indicate formula errors or comments.

o #NAME? Error = Green triangle in upper left corner

o ﬂ' ZNAME? ]

Invalid Mame Error

Help on this error

Show Calculation Steps...
Ignore Error

Edit in Formula Bar

Error Checking Options...

Click the cell and the Trace Error icon appears. Click the arrow next to the icon to see a menu of options.
ol
282 Comment = Red triangle in upper right corner

(O] |
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Jan Smith:
282 | Total of cells above
(example of 3 comment)

Hover over a cell to show an embedded comment.

59l

Delete.

[l

mments

Create a New Workbook

1. Click the File tab and then click New.

2. Under Available Templates, double click Blank Workbook or Click Create
Enter Data in a Worksheet

1. Click the cell where you want to enter data.
2. Type the data in the cell. I]:l
3. Press enter or tab to move to the next cell.
Select Cells or Ranges

In order to complete more advanced processes in Excel you need to be able to highlight or select cells, rows
and columns. There is a variety of way to do this, see the table below to understand the options.
To select Do this

A single cell Click the cell, or press the arrow keys to move to the cell.

A range of cells Click the first cell in the range, and then drag to the last cell, or hold
down SHIFT while you press the arrow keys to extend the selection.

A large range of cells Click the first cell in the range, and then hold down SHIFT while you
click the last cell in the range. You can scroll to make the last cell
visible.

All cells on a worksheet a| Click the Select All button or press CTRL+A.
1

Nonadjacent cells or cell Select the first cell or range of cells, and then hold down CTRL while

ranges you select the other cells or ranges.

NOTE: You cannot cancel the selection of a cell or range of cells in a
nonadjacent selection without canceling the entire selection.

An entire row or column s 2 Click the row or column heading.
: Row heading
' Column heading

Adjacent rows or columns Drag across the row or column headings. Or select the first row or
column; then hold down SHIFT while you select the last row or
column.

Nonadjacent rows or columns | Click the column or row heading of the first row or column in your
selection; then hold down CTRL while you click the column or row
headings of other rows or columns that you want to add to the
selection.




RKMSWS

Introduction to Excel, Cell, Row, Column, Work Sheet, Work Book, Workspace, Selecting Cell. Cell
Addressing, Basic Calculation, File Tab & Home Tab Options.

To select Do this

Cells to the last used cell on Select the first cell, and then press CTRL+SHIFT+END to extend the
the worksheet (lower-right selection of cells to the last used cell on the worksheet (lower-right
corner) corner).

Cells to the beginning of the Select the first cell, and then press CTRL+SHIFT+HOME to extend
worksheet the selection of cells to the beginning of the worksheet.

Modifying Spreadsheets = &t

In order to create an understandable and professional document you will need to = 3 Copy ~

make adjustments to the cells, rows, columns and text. Use the following processes to | Pt 3 Format Paiiiter
assist when creating a spreadsheet.

Cut, Copy, and Paste Data
You can use the Cut, Copy, and Paste commands in Microsoft Office Excel to move or copy entire cells or
their contents. NOTE: Excel displays an animated moving border around cells that have been cut or copied.
To cancel a moving border, press ESC.

Move/Copy Cells

When you move or copy a cell, Excel moves or copies the entire cell, including formulas and their resulting
values, cell formats, and comments.

1. Select the cells that you want to move or copy.

2. On the Home tab, in the Clipboard group, do one of the following:

a. To move cells, click Cut.

b. To copy cells, click Copy.

3. Click in the center of the cell you would like to Paste the information too.

4. On the Home tab, in the Clipboard group, click Paste .

NOTES: Excel replaces existing data in the paste area when you cut and paste cells to move them.

When you copy cells, cell references are automatically adjusted. If the selected copy or paste area includes
hidden cells, Excel also copies the hidden cells. You may need to temporarily unhide cells that you don't
want to include when you copy information.

Move/Copy Cells with Mouse

1. Select the cells or a range of cells that you want to move or copy.

2. To move a cell or range of cells, point to the border of the selection. When the pointer becomes a move
pointer, drag the cell or range of cells to another location.

Pointer Shapes

The mouse pointer has a number of shapes in Excel. The shape indicates what the effect will be of your
mouse actions and keystrokes. As you move the pointer around, it may flicker from one shape to another.
The examples below were taken from Excel 2010, but Excel 2013 is the same except for color differences.

Cliphoard

Shape: Used to:

Ilrl Select a cell or range
| ]

:_!r+ Drag a selection to new location. The pointer must be over the border of the selection to
a% change to the Move shape.

:l Fill (copies values into the cells you drag across) or fill series (copies a pattern of values,
2 such as filling in the days of the week or months of the year).

I]I Entering or editing data. The cursor (vertical line inside the cell) blinks.

T Resize column

'i' Resize row

~)
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Shape: Used to:

T Select whole column

: Select whole row

-

5 - -
A Copy cell formats with Format Painter
Select & Navigate: Range B7 - £ | 20000
A range is a rectangle of cells. The normal form for the range A B C

reference lists the upper left cell first, then the lower right |fl &
cell, like B7:C9 or b7:¢9. (The column letters do not have to 7
be capitalized.) e

9
Range = upper left cell : lower right cell 10

Bc Range B7:C9
Co
Consulting

Srnce Soloc

20000
35000
10000

20000
35000
100001

E0000N

EONNNN-

Name Box shows upper left only

To select more than one cell is not hard, if the cells are next to each other. Just drag over the cells that you
want.

For cells and ranges that are scattered around (non-adjacent), you will need to use the CTRL key along with
your mouse. The SHIFT key is a great help when you need to select large numbers of cells that are next to
each other (adjacent).

Highlight Colors

When you select more than one cell, Excel highlights all but the first cell in the selection. The highlight
color combines with any existing colors. When you select cells that have a dark background, the
highlighting can be very hard to see, but the column and row headers for the selection change also, which is
easier to spot. You just have to remember to look! The border around the selected cells changes color. The
border itself may not show well at the edges of the sheet, next to the headers.

Original Cells Selected A1:C2
Al - 5 Al - & a1
A B C A B C D
fl 1 fa1 _|b1 cl 1 a1 bl cl |
2 a2 b2 c2 2 |az2 b2 c2 1
b ] b |
A B c A B C
1 |31 _lbl 1 1 |al bl cl
> a2 b2 c2 2 |a2 b2 = .
3 3
Black text;

Black text on white;

o colored background except upper left cell;
border is thick

border is thick

Select & Navigate: Row/Column

Suppose you want to rearrange the order of columns or you want to apply formatting to a whole row. You
need to select whole rows or whole columns but no one wants to scroll to the far edges of a sheet to do this
kind of selecting. (Remember the 1,048,576 rows in 16,384 columns!)

oo}
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So, what's the easy way? Use the column and row headers to do your selecting!

B3 - F= | Thisiscell B3
| A B C D E |

Column headings
IThi5 is ceI.BB

— Row headings

[, I - K R Y

Home Tab

This is the most used tab; it incorporates all text and cell formatting features such as font and paragraph
changes. The Home Tab also includes basic spreadsheet formatting elements such as text wrap, merging

cells and cell style.

Book! - Microsoft Excel

LEyy
™

* |

O~
> .y
e 1

o

Column Width and Row Height

On a worksheet, you can specify a column width of 0 to 255 and a row height of 0 to
409. This value represents the number of characters that can be displayed in a cell
that is formatted with the standard font. The default column width is 8.43 characters
and the default row height is 12.75 points. If a column/row has a width of 0, it is
hidden.

Set Column/Row Width/Height

1. Select the column(s) or row(s) that you want to change.

2. On the Home tab, in the Cells group, click Format.

3. Under Cell Size, click Column Width or Row Height.

4. A Column Width or Row Height box will appear.

5 In the Column <
Width or Row Helght Row Height M Column Width @I&J
box, type the value | |growheight: Column width: |8.43]
that you want your
column or row to be. |

oK ] l Cancel J oK | [ Cancel }

X AutoSum - —’\?
J 7

@] Fin -
Format - Sort &
- <2 Clear ~ Filter ~

Cell Size
' Row Height...

AutoFit Row Height
™ Column Width..,
AutoFit Column Width
Default Width...
Visibility

Hide & Unhide
Organize Sheets

Eename Sheet

Mowve or Capy Sheet...

Tab Color
Protection
lz)g Protect Sheet...
(23| Lock Cell
Er

P Format Cells...

Automatically Fit Column/Row Contents

1. Click the Select All button

2. Double-click any boundary between two column/row headings.

3. All Columns/Rows in the entire worksheet will be changed to the new size
NOTE: At times, a cell might display #####. This can occur when the cell
contains a number or a date that exceeds the width of the cell so it cannot display
all the characters that its format requires. To see the entire contents of the cell with

elect all butkon

| A

its current format, you must increase the width of the column.

(Vo) |
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Set Column/Row Width/Height with Mouse

To change the width of one column/row Drag to resize

1. Place you cursor on the line between two rows or columns. A B +hC
2. A symbol that looks like a lower case t with arrows on the horizontal line will | [4

appear 2

3. Drag the boundary on the right side of the column/row heading until the | [3

column/row is the width that you want.
To change the width of multiple columns/rows

1. Select the columns/rows that you want to change A B C
2. Drag a boundary to the right of a selected column/row heading. 1

3. All selected columns/rows will become a different size. -;-

To change the width of columns/rows to fit the contents in the cells

1. Select the column(s) or row(s) that you want to change |Dr-._=.g to resize

2. Double-click the boundary to the right of a selected column/row heading.
3. The Column/Row will automatically be size to the length/height of the longest/tallest text.

Merge or Split Cells

When you merge two or more adjacent horizontal or vertical cells the

cells become one larger cell that is displayed across multiple columns | = =/_| 8~  SiwrapTed
or rows. When you merge multiple cells, the contents of onlyonecell | /7~
appear in the merged cell. = E = | £ iF [ Merge & Center v

Merge and Center Cells it

1. Select two or more adjacent cells that you want to merge.
2. On the Home tab, in the Alignment group, click Merge and Center.
3. The cells will be merged in a row or column, and the cell contents will be centered

in the merged cell. =i Wrap Text -
Merge Cells T

To merge cells only, click the arrow next to Merge and Center, and then click Merge |2 Merge & Center -] §
Across or Merge Cells. | = Merge & Center
Split Cells = Merge Acrass

1. Select the merged cell you want to split (B Merge Cells

2. To split the merged cell, click Merge and Center. The cells will split and the | &g ynmerge cens

contents of the merged cell will appear in the upper-left cell of the range of split cells.
Formatting Spreadsheets
To further enhance your spreadsheet you can format a number of elements such as text, numbers, coloring,

and table styles. Spreadsheets can become professional documents used for company meetings or can even
be published.

Wrap Text

You can display multiple lines of text inside a cell by wrapping the text.
Wrapping text in a cell does not affect other cells.

1. Click the cell in which you want to wrap the text. Alignment

Pr- =¢ Wrap Text

5 55 b Merge & Center =

2. On the Home tab, in the Alignment group, click Wrap Text.

3. The text in your cell will be wrapped.

NOTE: If the text is a long word, the characters won't wrap (the word won't be split); instead, you can
widen the column or decrease the font size to see all the text. If all the text is not visible after you wrap the
text, you might have to adjust the height of the row. On the Home tab, in the Cells group, click Format, and
then under Cell Size click AutoFit Row

Format Numbers

In Excel, the format of a cell is separate from the data that is stored in the cell. This display difference can
have a significant effect when the data is numeric. For example, numbers in cells will default as rounded
numbers, date and time may not appear as anticipated. After you type numbers in a cell, you can change the
format in which they are displayed to ensure the numbers in your spreadsheet are displayed as you intended.

10
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1. Click the cell(s) that contains the numbers that you want to format.

2. On the Home tab, in the Number group, click the arrow next to the Number enel O

.0 .00
$ v % » %00 3.0

Format box, and then click the format that you want.

If you are unable to format numbers in the detail you would like that you can click

on the More Number Formats at the bottom of the Number Format drop down list. SAmper
1. In the Category list, click the format that you want to use, and then adjust settings to the right of the
Format Cells dialog box. For example, if you’re using the Currency format, you can select a different

currency symbol, show more or fewer decimal places, or change the way negative numbers are displayed.

Cell Borders

| =] i | .

. General ?i Format Cells 1

Al * |
lz.‘ No specific format — o i ) =

3 e MNurmber Allgnment I _ Font l Border I Iiiﬂ*l_?«{

:‘vn‘ Currency Category :

- | A N IGeneraI .| Sample :

¥ -y cocounting Number {

| emry 138,690.63 |

— l Short Date ‘—‘1‘? $ 2 :

& Cromncng Decimal places: |2 =

Long Date \Date =ed p 1

i Time Symbol: | § ;

Time | Percentage 1

: | Fraction Negatwe numbers: |

O7. Pecentage !Scmntlﬁc [-41,234. :

7o !;exF | \ $1,234.10 :

1 Fraction { Peclal ($1 234, 10) :

72 | Custom ($1,234.10) ;

2 Sclentific :

10 !

M Numk r t L

By using predefined border styles, you can quickly add a border around cells or ranges of cells. If predefined

cell borders do not meet your needs, you can create a custom border.
NOTE: Cell borders that you apply appear on printed pages. If you do not
use cell borders but want worksheet gridline borders for all cells to be
visible on printed pages, you can display the gridlines.

Apply Cell Borders

1. On a worksheet, select the cell or range of cells that you want to add a
border to, change the border style on, or remove a border from.

2. Go to the Home tab, in the Font group

3. Click the arrow next to Borders

4. Click on the border style you would like

5. The border will be applied to the cell or cell range

NOTE: To apply a custom border style, click More Borders. In the
Format Cells dialog box, on the Border tab, under Line and Color, click
the line style and color that you want.

Remove Cell Borders

1. Go to the Home tab, in the Font group

2. Click the arrow next to Borders

3. Click No Border.

NOTES: The Borders button displays the most recently used border style.

You can click the Borders button (not the arrow) to apjply that [
- Y

style.

Cell Styles

11

Farmulas Data Review
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You can create a cell style that includes a custom border, colors and accounting formatting.

1. On the Home tab, in the Styles group, click Cell Styles.

2. Select the different cell style option you would like applied to your spreadsheet.

NOTE: If you would like to apply a cell fill and a cell border, select the cell fill color first ensure both
formats are applied.

Cell and Text Coloring

You can also modify a variety of cell and text colors manually.
Cell Fill

1. Select the cells that you want to apply or remove a fill color from.

2. Go to the Home tab, in the Font group and select one of the following | B £ U~ - &~ A~
options:

Calibri 11 v A A

a. To fill cells with a solid color, click the arrow next to Fill Color, and

then under Theme Colors or Standard Colors, click the color that you want. Arld- EEE F
b. To fill cells with a custom color, click the arrow next to Fill Color, click More Theme Colors

Colors, and then in the Colors dialog box select the color that you want. B EBEEEEEE

c. To apply the most recently selected color, click Fill Color

NOTE: Microsoft Excel saves your 10 most recently selected custom colors. To |

quickly apply one of these colors, click the arrow next to Fill Color, and then | & illlllll
click the color that you want under Recent Colors.

Remove Cell Fill

1. Select the cells that contain a fill color or fill pattern.

2. On the Home tab, in the Font group, click the arrow next to Fill
Color, and then click No Fill. e

Text Color 3  Maore Colors..,

Standard Colors

Recent Colors

1. Select the cell, range of cells, text, or characters that you want to format with a
different text color.

2. On the Home tab, in the Font group and select one of the following options:

a. To apply the most recently selected text color, click Font Color.

b. To change the text color, click the arrow next to Font Color, and then under Theme
Colors or Standard Colors, click the color that you want to use.
Bold, Underline and Italics Text

1. Select the cell, range of cells, or text.

2. Go to the Home tab, in the Font group B 7 U - - O
3. Click on the Bold (B) Italics (I) or Underline (U) commands.
4. The selected command will be applied.

Advanced Spreadsheet Modification

Once you have created a basic spreadsheet there are numerous things you can do to make working with you
data easier. Some of these elements are hiding, freezing and splitting rows. You can also sort and filter data,
these features are quite helpful when working with a large amount of data.

Hide or Display Rows and Columns

You can hide a row or column by using the Hide command or when you change its row height or column
width to O (zero). You can display either again by using the Unhide command. You can either unhide
specific rows and columns, or you can unhide all hidden rows and columns at the same time. The first row
or column of the worksheet is tricky to unhide, but it can be done.

Hide Rows or Columns

1. Select the rows or columns that you want to hide.

2. On the Home tab, in the Cells group, click Format.

3. Under Visibility, point to Hide & Unhide, and then click Hide Rows or Hide Columns.

Calibn vill ~| A A

>
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NOTE: You can also right-click a row or column (or a selection of multiple rows [ == = 5 = 4y
or columns), and then click Hide. e Ovee Pt 3o
Unhide Rows or Columns

1. Select the rows, columns or entire sheet to unhide. o ) n i

2. On the Home tab, in the Cells group, click Format. 23 Cokmnype

3. Under Visibility, point to Hide & Unhide, and then click Unhide Rows or
Unhide Columns. -

TIP You can also right-click the selection of visible rows and columns
surrounding the hidden rows and columns, and then click Unhide.

Using the Fill Series Command :
If you have a specialized or very long list, it may be more efficient to use the S D
EDIT, FILL, SERIES option. . ¢
Examples If you had to have a column numbered 1 to 600, it would be quicker to | |
use the EDIT, FILL, SERIES command. Another example is if you had to have a
monthly date entered for 25 years (for a mortgage repayment schedule??)

The screenshot above shows the example of having a column numbered from 1 to 600.

1. Type a#1 in a blank cell. - :
2. Click on EDIT, FILL, SERIES Sgries S
3. Select either ROWS or COLUMNS (specifies where data will | [seriesin Type

be filled — column is L_f: Bows l_f: b Lf:

the more common). * Solumns - E;Dt:’th -

4. Excel recognizes #1 as being a number and therefore has || -  autofl ~
automatically selected LINEAR. -

5. Make sure Step Value = 1, and Stop value = 600 Step walue: |1 Stop value:  [600

6. Click on OK to finalize.

NOTES: Linear — will create a linear series based on the value o« | _ concd |

you have entered on the worksheet. If the TREND option is

cleared, Linear uses the value in the STEP VALUE text box. This value is the amount you want adding each
time to the value you have on the worksheet — 1 would make it 1,2,3,4 etc. 2 would make it 1,3,5,7 etc).
STOP VALUE is the value you want to stop at.

If TREND is enabled, the STEP VALUE AND STOP VALUE are greyed out. In this scenario you would
enter an example of the trend desired in 2 or more cells on the worksheet, then select all the cells which you
want filling before going to the EDIT, FILL, SERIES command. For example, if you put #5 in cell Al, and
#10 in cell A2, then select A1:A12, the result would be 5,10,15,20,25,30,35,40.....60.

Growth — will create a series whereby the number is multiplied by the number in the STEP VALUE. If you
have #1 in cell Al, then go into EDIT, FILL, SERIES and select COLUMN, GROWTH, STEP VALUE =2
and STOP VALUE = 20 the result would be 1,2,4,8,16.

Creating a Conditional Format 0B - A =IF(CB<=7 "Fail' "Pass")

Steps 1-8 show how to make cells in Column D in the & B C NN ¢ z E
screenshot below change color if a student has passed || +
(using 19 marks or over as the benchmark)1 (the 2 |Make those cells containing students with a score of over 19 turn yellow
formula will have to refer to the data in Column C to 3

Work th|$ OUt). Steps 9_10 ShOW hOW to make the 5 |Surname Christian | Score  Pass/Fail

) ) | 6 |Richards Julia 15[ Pass _I
score in Column C change color if a student has 10 |[7 smith  Gavin 7 Fai
marks or less (to show that they have failed). o Drown Al 4| Fai

. A erking | Gysell 19 Pass

A working example of the following has been set up || 10 BroadhurstPenelope 16 Pass
11 |Jenking  Harry 13 Pass

on _the. CONDITIONAL FORMATTING worksheet 152 by Margaret TS
which is in the Advanced Excel Exercises workbook. 13 Thiele  Karen 11 Pass

14

1. Click in the first cell that will have conditional

13
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formatting attached (D6)
2. Click on FORMAT, CONDITIONAL FORMATTING. The CONDITIONAL
FORMATTING dialog box will appear.

Condition 1
|Ce|| Yalue Is ﬂ |between ﬂ | E and .,
Preview of Format to use Mo Format Set Format
when condition is true: =

add>> | [0

oK ‘ Cancel |

3. Change the first dialogue box to FORMULA IS. This allows you to enter the instructions to refer to
another location other than the one you are currently in.

4. The formula is the condition i.e. to find out if the figure to the left is greater than or equal to (>=) the pass
mark of 19 . If you use the pointer to enter the cell address, make sure you change it to relative (as a default
Excel will make it Absolute).

5. Click on the FORMAT button

6. In the FORMAT CELLS dialogue box that appears, make all the required changes.

Condition 1
|Formula Is j |=C6>=19 E
Preview of format ko use Mo Format Set Farmat
when condition is true: =
Add == | Delete, ., | OF | Cancel |

In the example being used here you would choose the PATTERNS tab, and then choose a yellow fill colour
for the cell.

7. Click on OK (twice) to finalise the formatting.

8. To copy the formatting to the rest of the cells in the column either:

» use the FORMAT PAINTER ;

» use the fill handle (use this only if the cell contains a formula) to copy to the other cells — beware - if you
use the fill handle on cells containing values, you will change the values; or

* use the normal COPY command and then use the EDIT, PASTE SPECIAL,

FORMATS option to apply to the other cells

9. To apply conditional formatting to an active cell (in our example, changing the cell to red if the student
has 10 or less marks) - place the cursor in Cell C6. Click on

FORMAT, CONDITIONAL FORMATTING

10. Select CELL VALUE IS (this will make Excel look at the value of the cell you are currently placed in).
Make the changes the same as the screenshot below (the fill color is red). Click on OK to finish, then copy
the formatting to the rest of the column as [FYITRT=y———

previously described. Condition 1
|CeII Yalue Is j |Iess than or equal ko j |10
Preview of format to use _ ‘
when condition is true:
Add == | Delete, .. | [o]4 | Cancel |
End of Class10
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View Tab

This tab allows you to change the view of your document including freezing or splitting panes, viewing
gridlines and hide cells.

Book! - Microsoft Excel

File Hom Inset  Page layod Fomulas  Data Reas
] I — e j Split p— === B
| — ~ - o - " j—
! MFomulsBz Y | B RN [t e B =
e \ e =Y B | | & =m Hig j‘ iy =3
Nomal Fag ‘i Godlines 1‘ Headings m 100% Zoomto  New Amange Freeze Save Switch  Maaos
Layout fection  Wandow  All N Workspace Windy

View Choices

All views listed below have buttons on the View tab except Print
Preview and Full Screen in Excel 2013. There are buttons at the
bottom right of the Status Bar for Normal, Page Layout, and Page

@] |

Normal| Page Page Break

Layout

Preview

= S

Custom Full
Views Screen

Break Preview.
View tab > Workbook Views tab group

Workbook Views

View: Normal

1. If necessary, select the View tab and click on button Normal J

T I ok il *- i1 — frudart 010~ lan-Smthsder - Ascacecht bacel '-(,-'-\-,—:1-_:‘
= = 4 g i = 5 A X 5
s [petortd Zreavdt e,
2 Buaget2010 = Page break >
L
|
| |EH|O £

Alternate method: Click the Normal view button at the right of the Status Bar.
Normal View displays the document with the grid lines in gray. This is the default view.

In Normal view you may see a dotted line between rows or columns to show where a page break falls. Such
a line is hard to see and only shows after you have viewed the document in a way that shows how it fits on
paper and then return to Normal view.

View: Page Layout

1. JOn View tab, click the button Page Layout.
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[ | Gk to 2dd heades
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2 | Budget 2010
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Alternate method: Click the Page Layout view button at the right of the Status Bar.

Page Layout shows how the spreadsheet will fit on paper. It is not a Print Preview because you can add a
header or footer. Just click in the header or footer area and type or insert what you want. You can also edit
what is in the cells.

View: Page Break Preview
1. On the Status bar, click the button Page Break Preview.

[x[EJExcel 2007, 2010; &
A message may appear that explains this view.

You can adpst where the page beealks are by dhding and
draggng them with your mouse,

2. Click on OK to close the Welcome dialog if it appeared.

N
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The Page Break Preview uses wide blue lines to show what parts of the worksheet that will print on
the same page.
Pages are labeled with large gray numbers (that won't print) in the center of each page area so you
can see what order the sections of the worksheet will print. The size of the gray text depends on the
size of the area.

For large sheets with many rows and columns, it can get confusing as to what parts will print on
which pages and in what order.

View: Full Screen | =

For large spreadsheets you may need a larger space to work in. Full Screen View can help with that.
1. Change to Full Screen View:

[ [Xlgxcel 2007, 2010: On the View tab click the button Full Screen -
2 I&E - X

[ ------ Auto-hide Ribbon
) Hide the Ribbon. Click at the top

of the application to show it %

F Show Tabs
Show Ribbon tabs only. Click a

tab to show the commands,

— | Show Tabs and Commands

S5how Ribbon tabs and
commands all the time.

The view expands to take up the whole monitor screen except for the Windows taskbar at the bottom.
The ribbon and Status bar for the Excel window go into hiding.
2. R_e;turn to Normal View:
i Il_T-lExceI 2007, 2010: Press the ESC key.
Your screen returns to the previous view.

Sometime you need to see widely separated areas of a sheet at the same time. You can split the screen into 2
or 4 panes that you can scroll separately.
The Split button on the View tab automatically divides the CURRENT window into 4 equal panes. There are

also horizontal and vertical split bars which create just 2 panes. If you resize the window, the 4 panes do not
resize.
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A Split View with four panes is created.

View: Frozen Panes ;El
Frozen panes do not scroll while the rest of the sheet does. This effect is used primarily to hold labels for
the rows and/or columns in place while you scroll to the part of the sheet you are interested in. Without the
labels it can be hard to tell what you are looking at.
1. Scroll the window vertically until row 4 is out of sight.
Is it easy to tell what these columns mean without the labels?
2. Scroll the window horizontally until column A is out of sight.
Is it easy to know what these rows mean without the labels?
3. Select row 5.

[
;EI 1 split B
. Hide
Freeze ] Save
Panes = 1 Unhide Workspai

Freeze Panes
Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection). |

! Freeze To
- :l Freeze Sheet P L
Keep th|=_'?1 ,_rEEIE SELranes crolling through

the rest of the worksheet.

Freeze First Column
Keep the first column visible while scrolling
through the rest of the worksheet.

4. ;ElOn the View tab click the Freeze Panes button.
A menu with three choices appears. The first choice freezes the rows above the selected cell and the
columns to the left of the selected cell.

5. Click on the first choice, Freeze Panes.
The rows above your selected row are frozen. Since you selected the whole row, no columns are
frozen.
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it First 4 rows frozen ]
o B RN e % Dividing
= R -
2030 20% 2000 Q 200 28000}
o o

6. Scroll up and down.
The top four rows of the sheet stay put!

Freeze
Panes = _j Unhide W

| Unfreeze Panes
;El Unlock all rows and columns to scroll
through the entire worksheet

- :__l Freeze Top Row | Freeze Sheet Panes |

Keep the top row visible while scrolling
through the rest of the worksheet.,

Freeze First Column
:l_| Keep the first column visible while scralling
through the rest of the worksheet.
7. Unfreeze the pane: Click the Freeze Pane button again and select Unfreeze Panes.
8. Select Column B and then freeze the panes. The columns to the left of your selected column are
frozen.
9. Scroll left and right. The first column remains in place.
10. Unfreeze the panes.
11. Select cell B5 and freeze the panes.
The rows above and the column to the left are frozen.
12. Scroll up and down and also left and right. The top and left of the sheet remain in place so you can
see the labels. Very useful on large sheets.

13. Unfreeze the panes.
by

View: Print Preview
There is no button for Print Preview on the View tab. Unexpected!

Excel 2007 and Excel 2010/13 handle Print Preview differently. All three versions can have a Print Preview
button on the Quick Access Toolbar. (Recommended!)

Remember the No-Print Area: The bottom rows of the Budget sheet will not show in Print Preview. In
Page Break Preview, we changed the print area to leave them out. If those rows are included, the print-out
takes 4 sheets of paper.

1. Open Print Preview:

2. [ [ElExcel 2010: Click the File tab and then on Print.

5
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3. The print preview appears at the right of the Print pane in the Backstage view. The Status bar below the
preview shows that there are 2 pages. You can use the arrows at the bottom or the vertical scrollbar to
see other pages. The header you created earlier shows here on all pages. The cells that you excluded in

Page Break Preview are not here. At the bottom right is the Zoom to Page button "—E.Clicking this
button toggles between showing the whole page at once and showing 100% zoom. You cannot adjust the
zoom otherwise. Also at the bottom right is the button to show/hide margins ._I.Dotted lines shows where

the page margins are. You can drag them to new locations and the document will re-wrap.
T T TS TR e (- S o -« i

G fone Prir
e 2o
hoagsvans & __iv e de e
y - - —; ) ; -
¥
ke v
_Pages
4 B :
! AR L ]
o o
EE "
=
7

sefebyediedt st ol E

5 0O éExperiment: Print Preview
Try out the choices in the ribbon or pane. What can you change from here? Excel 2007 and 2010/13 are
quite different here.
Change the page orientation to Landscape. (In Excel 2007 open Page Setup to do this.)
How many pages will print now?

6. No editing allowed in Print Preview.

7. 0 HEEE] save to your Class disk in the folder excel projectl with the name
budget-2010-views-Firstname-Lastname.xIsx
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8. [ ﬁlPrint the whole worksheet in Portrait orientation.
[Check with your instructor before printing. There may be special instructions for using your classroom
computer or perhaps you need to submit your document electronically.]

Insert Tab
This tab allows you to insert a variety of items into a document from pictures, clip art, and headers and
footers.

Bookd - Microsoft Excel

Charts in Excel
Microsoft Excel no longer provides the chart wizard. Instead, you can create a basic chart by clicking the
chart type that you want on the Insert tab in the Charts group. Charts are used to display series of numeric
data in a graphical format to make it easier to understand large quantities of data and the relationship
between different series of data.

To create a chart in Excel, you start by entering the numeric data for the chart on a worksheet. Then you can
plot that data into a chart by selecting the chart type that you want to use on the — |QTR1 e
Insert tab, in the Charts group. Worksheet data Actuzl D —sa 9o
Chart created from worksheet data
A chart has many elements. Some of these elements are displayed by default; |,,,

others can be added as needed. You can change the display of the chart elements | s '

120

by moving them to other locations in the chart, resizing them, or by changing the | o - 2
format. You can also remove chart elements that you do not want to display. 40 1

1 The chart area is the entire chart and all its elements 207

2 The plot area is the area of the chart bounded by the axes. ° s arez

3 The data points are individual values plotted in a chart [

represented by bars, columns, lines, or pies. 1 £ | East Asia Sales :

4 The horizontal (category) and vertical (value) axis | ssoo0 - e

along which the data is plotted in the chart. 30000 1. 2 - — 7

5 The legend identifies the patterns or colors that are 25000

assigned to the data series or categories in the chart. 20000 4= 5

6 A chart and axis title are descriptive text that for the |: ;5000 - 2005 | .
axis or chart. | 10000 - w2006 | |
7 A data label provides additional information about a <000 - | M 2007 |
data marker that you can use to identify the details of a o | 4 ,

data point in a data series. a1 k2 Gws v

Create a Chart

3 ) sales by Quarter

1. On the worksheet, arrange the data that you want to
plot in a chart. The data can be arranged in rows or
columns — Excel automatically determines the best way to plot the data in the chart.

2. Select the cells that contain the data that you want to use for the chart.

NOTE: If the cells that you want to plot in a chart are not in a continuous range, you can select nonadjacent
cells or ranges as long as the selection forms a rectangle. You T N =
can also hide the rows or columns that you do not want to ﬂ M e :" M L ".)
plot in the chart. Column Line  Pie Bar  Area Scatter Other
3. Go to the Insert tab, in the Charts ' 2 T e R e L
4. Click the chart type, and then click a chart subtype from D s

7
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the drop menu that will appear.
5. Click anywhere in the embedded chart to activate it. When you click on the chart, Chart Tools will be
displayed which includes the Design, Layout, and Format tabs.

6. The chart will automatically be embedded in the worksheet. A chart name will automatically be assigned.
Move Chart to New Sheet = |
1. On the Design tab, in the Location group, click Move Chart. Foesee
2. Under Choose where you want the chart to be placed, click on the New sheet bubble rAove
3. Type a chart name in the New sheet box.

Change Chart Name

1. Click the chart. Chart Name:
2. On the Layout tab, in the Properties group, click the Chart Name text box. Chart1

3. Type a new chart name.

4. Press ENTER. Broperties

Change Chart Layout .
1. Click anywhere in the chart. — || o | g
2. Go to the Chart Tools, the Design group = | & 1—“ Z

3. In the Chart Layouts, click the chart layout that you want to use. To see all _ — 1]
available layouts, click More . Siis '
Change Chart Style

1. Click anywhere in the chart. T ;, "1
2. On the Design tab, in the Chart Styles group, click Il I h ‘ i ‘ i ‘ ‘ [ L ‘ ‘
the chart style that you want to use. To see all |

predefined chart styles, click More.

Chart or Axis Titles
To make a chart easier to understand, you can add titles, such as chart and axis titles.
To add a chart title: _

in 3 y i
1. Click anywhere in the chart. dn| i e | |
2. On the Layout tab, in the Labels group, click Chart Title. Poes TRaw e e Tabiare
3. Click Centered Overlay Title or Above Chart. Labess

4. In the Chart Title text box that appears in the chart, type the text that you want.

5. To remove a chart title, click Chart Title, and then click None.

NOTE: You can also use the formatting buttons on the ribbon (Home tab, Font group). To format the whole
title, you can right-click it, click Format Chart Title, and then select the formatting options that you want.

To add axis titles:

1. Click anywhere in the chart.

2. On the Layout tab, in the Labels group, click Axis Titles.
3. Do one or more of the following: | ] Chart Tools
a. To add a title to a primary horizontal (category) axis, click Primary Horizontal
Axis Title, and then click the option that you want.

b. To add a title to primary vertical (value) axis, click Primary Vertical Axis
Title, and then click the option that you want.

4. In the Axis Title text box that appears in the chart, type the text that you want.
5. To remove an axis title, click Axis Title, click the type of axis title to remove,
and then click None.

Data Labels

1. On a chart, do one of the following:

a. Click on the chart area to add a data label to all data points of all data series

b. Click in the data series to add a data label to all data points of a data series

[
s

View Design | Llayout |

-
|mr

o
o
=
& oo

,_
m

o
[

None

Turn off Data Labels for
selection

Center

Display Data Labels and position
centered on the data pointis)
Inside End

Display Data Labels and position
inside the end of data point(s)
Outside End

Display Data Labels and position
outside the end of data point(s)
Best Fit

Display Data Labels and position
with Best Fit

Viore Data Label Options...

oo}
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View Tab Options, Options from Insert Tab, Chart Option etc.

c. Click on a specific data point to add a data label to a single data point in a data series

2. On the Layout tab, in the Labels group, click Data Labels, and then click the display option that you want.

3. Text boxes will appear in the area of your chart based on your selection.
4. Click on the text box to modify the text.
5. To remove data labels, click Data Labels, and then click None.

NOTE: Depending on the chart type that you used, different data label options will be available.

Legend

When you create a chart, the legend appears, but you can hide the legend or change its
location after you create the chart.

1. Click the chart in which you want to show or hide a legend.

2. On the Layout tab, in the Labels group, click Legend.

3. Do one of the following:

a. To hide the legend, click None.

b. To display a legend, click the display option that you want.

c. For additional options, click More Legend Options, and then select the display
option that you want.

NOTE: To quickly remove a legend or a legend entry from a chart, you can select it,
and then press DELETE. You can also right-click the legend or a legend entry, and
then click Delete.

Legend
v |+

o
)
Tl

Mo

=

Data
ihols «
None
Tutn off Legend

Show Legend at Right
Show Legend and allgn
right

Show Legend at Top
5how Legend and top
align

Show Legend at Left
Show Legend and align
lefl

Show Legend at Bottom
Show Legend and align
bottam

Overlay Legend at Right
Show Legend at right of
the chart without resizing
Overlay Legend at Left
Show Legend at left of
the chart without resizing

ore Legend Options

End of Class11

(Vo) |
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Data Tab
This tab allows you to modifying worksheets with large amounts of data by sorting and filtering as well as
analyzing and grouping data.

Bookl - Microsoft Excel

Macros in Excel are not macros in the normal sense. Excel comes with its own programming language,
Visual Basic for Applications. This means that very powerful macros can be created by almost anyone with
the time and patience to construct them. A macro is a recording of actions to automate tasks that are tedious
or you do frequently.

Filter:

Select the data that [Jan Feb mar Apr May Jun Jul Aug Sep Oct Nov Dec| YOU want to filter

40 38 44 46 51 56 67 72 70 59 45 41
34 33 38 41 45 48 51 55 54 45 41 38
61 69 79 83 95 97100 101 94 87 72 66
0 2 9 24 28 32 36 39 35 21 12 4

On the Datatab, in the Sort & —— = . Filter group, click Filter.
AP (.
b A < ilte i
Al Sort Filter Yy Advanced
Sort & Filter

Click the arrow'. ™! in the column header to display a list in which you can make filter choices.

Note Depending on the type of data in the column, Microsoft Excel displays either Number Filters or Text
Filters in the list.

Filter by selecting values or searching

Selecting values from a list and searching are the quickest ways to filter. When you click the arrow in a
column that has filtering enabled, all values in that column

appear in a list. ‘ : “ H
1. Use the Search box to enter text or numbers on which to |l srsmmettogen
search
2. Select and clear the check boxes to show values that are found
in the column of data

3. Use advanced criteria to find values that meet specific ] = [ o 2
conditions 7 (5eect ) «
To select by values, in the list, clear the (Select All) check box. J :l e
This removes the check marks from all the check boxes. Then, - P
select only the values you want to see, and click OK to see the = 2

results. ‘

To search on text in the column, enter text or numbers in 2 =l
the Search box. Optionally, you can use wildcard characters, Do ] Dianai] | custom e

such as the asterisk (*) or the question mark (?). Press ENTER to
see the results.
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Advanced Filter: AT - % | sohnson
This example teaches you how to apply an advanced filterto only | _ » = & ¢ o ¢

. L 1 |Last Name Sales Country Quarter |
display records that meet complex criteria. : ™ oata’
When you use the Advanced Filter, you need to enter the criteria on the |
worksheet. Create a Criteria range (blue border below for illustration | ... o .
only) above your data set. Use the same column headers. Be sure there's |& smm  sismssooux aua
at least one blank row between your Criteria range and data set. e :”u?: oA ij
And Criteria 9 Jones $1,3%0.00 USA  Qr3
To display the sales in the USA and in Qtr 4, execute the following i: ?_;jj;j-;( *42$ U ;":
steps. Biiohnson | $9339.00UX  Qtr2
1. Enter the criteria shown below on the worksheet. 13 smith  $13,919.00USA  Qtr3
2. Click any single cell inside the data set. S A o
3. On the Data tab, in the Sort & Filter group, click Advanced. 16 Brown  $3,255.00 USA  Qtr2
Formulas Data Review View Developer :1 :{:[::,: :;:;:ig jS~ g:;

- |Lb] Connections Al A Z] A 3 h} soith PAAD VA A5
Reﬂflrlevsh = _ ;le Sort Filter s hvanced
Connections Sort & Filter

4. Click in the Criteria range box and select the range A1:D2 (blue).
5. Click OK. Advanced Filter @

Notice the options to copy your filtered data set to another location and
display unique records only (if your data set contains duplicates).
Result.

AT - fe | Johnson
A B C D E

1 |Last Name Sales Country Quarter
2 USA Qtr 4

3

a

5 Last Name Sales Country Quarter
7 [Johnson _|$14,808.DD Usa Qtr4
10  Brown $4,865.00 USA Qtra
14 |Jones $9,213.00 USA Qtr4
20

21
Goal Seek

Action

Copy to:

Unique records only

@) Filter the list, in-place
Copy to another location

List range: SAS5:8DS19
Criteria range: | Sheetl!SA51:5052

i) [

i
ol ‘.ﬁ

&"I

| oK L\;'J| Cancel

What if you want to know how many books you need to sell for the highest price, to obtain a total profit of

exactly $4700? You can use Excel's Goal Seek feature to find the answer.
1. On the Data tab, click What-If Analysis, Goal Seek.

Data Review View Developer
1ections Al Az A 3 T’ B4 @8 |2 Data Validation ~ ‘vg] VJ‘ZJ ;
ARFAP | == o = LE =
s {#@ Consolidate
/—l Sort Filter Textto Remove 5 Group Ungroup Suk
A 2 Advanced | Columns Duplicates |22 What-If Analysis v - -
s Sott:a Ftes Bt Scenario Manager.., | Qutline
Goal Seek.., %
D E F { Data Table... ]

The Goal Seek dialog box appears.

2. Select cell D10.

3. Click in the 'To value' box and type 4700.

4. Click in the 'By changing cell' box and select cell C4.

2
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5. Click OK.
rGrc:ial Seek @1

Set cell: D10 FRz
To value: 4700

By changing cell: | $Cs4 ERs

| CK %J | Cancel |

Result. You need to sell 90% of the books for the highest price to obtain a total profit of exactly $4700.

8 - f | =Ba*(1-c4)
A B C D E

1 Book Store

2

3 total number of books % sold for the highest price

a 100 90%

5

6 number of books unit profit
7 highest price 90 S50
2 lower price 10 320
9

10 total profit $4,700|
11

12
Scenarios:

Create Different Scenarios

But what if you sell 70% for the highest price? And what if you sell 80% for the highest price? Or 90%, or
even 100%? Each different percentage is a different scenario. You can use the Scenario Manager to create
these scenarios.

Note: You can simply type in a different percentage into cell C4 to see the corresponding result of a scenario
in cell D10. However, what-if analysis enables you to easily compare the results of different scenarios. Read
on.

1. On the Data tab, click What-If Analysis and select Scenario Manager from the list.

Data Review View Developer
Tections Al i::] - - T’ = K| 24| Data validation ~ ng ‘J.ZJ g
Zv |Z|A f =CF =N LE :
; 4 5 : e Fia Consolidate & = <
fsl Sort Filter 7 Textto Remove — | Group Ungroup Sub
%7 Advanced | Columns Duplicates |22 What-If Analysis v v v
s ) Sort & Filter ) 31‘} Scenario Manager... i Qutline
Goal Seek..,
D E F | Data Table... J

The Scenario Manager dialog box appears.
2. Add a scenario by clicking on Add.
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Scenaric Manager

Scenarios:

Mo Scenarios defined. Choose Add to add scenarios.

Merge...
Changing cells;
Comment:
Close
3. Type a name (60% highest), select cell C4 (% sold for the highest price) for the Changing cells and click
on OK.
Add Scenario @
Scenario name:
60% highest

Changing cells:

$Cs4) B3
Cirl+dick cells to select non-adjacent changing cells.
Comment:

Created by excel-easy.com on 4/11/2013

Protection

/| Prevent changes
Hide

| OK M | Cancel |

4. Enter the corresponding value 0.6 and click on OK again.

Scenario Values @

Enter values for each of the changing cells.

1 e [E

Add | oK D‘sJ| Cancel |

5. Next, add 4 other scenarios (70%, 80%, 90% and 100%).
Finally, your Scenario Manager should be consistent with the picture below:
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Scenario Manager

(]

Scenarios:

60%% highest -
709G highest
30%& highest

0% highest
100% highest

Delete

Edit...

Merge...

Summary...

(b=
[~
=
H

Changing cells: | $C$4 |

Comment: Created by excel-easy.com on 4112013

| Show || Close |

Solver:

Excel includes a tool called solver that uses techniques from the operations research to find optimal

solutions for all kind of decision problems.
Load the Solver Add-in

To load the solver add-in, execute the following steps.

1. On the green File tab, click Options.

active Appication Add

tame 1 Loo®ek CoLAvSSixl  Bacel Adso
Anafyse Too®ak - VA OV AENIYLAM  Dxcel A0dn .
cees Toolbar Custam IML Osta CLADOWL  Dacunent Inspectar
Curo Currency Toals CL.OLYLAM B
A3adm Fnanos Symbol oY) CLLMOFLOLL A
Hep d Pooter CLISMD DU Cocumert Inspectar
1 Conter = C CL.FAHDDW  Document Inspectar
FEHDOW  Document Inspector

CLFRHDDIL  Document Inspectar
IML Ecpansan Patk

ey 38 in O VOROAM _ Dicel Addan

Sguate Clumrdan  Eacel AdSn
hdd Sotver Add-in
Publiher
Compatibity: No compatibibty information swwiable
Lootion CAProgram Files DGEXAMIDIO Mt Office' Ofice] L Reary

SOLVER'SOLVEROLAM
Desription Too! for optimization and equation solving

Maprage:  Extel ASSms - @9 »

Excel Opttioens % ﬁ
aen
& ar ana Tosoht Ot A
.........
P a9 ASd s
Harme Lacstan Troe
st
e

3. Check Solver Add-in and click OK.

Ul
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Add-Ins

2wl

Add-Ins available:

(] Analysis ToolPak r Ok I:
|| Analysis ToolPak - VBA
Euro Currency Tools
Solver Add-n
Salver Add-in

Tool for optimization and equation solving

4. You can find the Solver on the Data tab.

Data Review View Developer 0@ o R
Tl S‘?ﬂ =4| Data Validation ~ % Group ~ = '{; Solver
SES & Consolidate @ Ungroup » “=
x Textto Remove y r
Y Advanced Columns Duplicates £P What-If Analysis ~ :L] Subtotal
Er Data Tools Outline Analysis
Formulate the Model
The model we are going to solve looks as follows in Excel.
A B & D E F G H J

1 Cycle Trader

2

3 Bicycles Mopeds Child Seats

s Unipon

5 Resources Resources
6 Used Awvailable
7 Capital 300 1200 120 0 < 93000

8 Storage 0.5 1 0.5 0 < 101

9

10

11 Bicycles Mopeds Child Seats Total Profit
12 Order Size | 0 0 0 |

13

14

1. To formulate this linear programming model, answer the following three questions.
a. What are the decisions to be made? For this problem, we need Excel to find out how much to order of

each product (bicycles, mopeds and child seats).

b. What are the constraints on these decisions? The constrains here are that the amount of capital and storage
used by the products cannot exceed the limited amount of capital and storage (resources) available. For
example, each bicycle uses 300 units of capital and 0.5 unit of storage.

c. What is the overall measure of performance for these decisions? The overall measure of performance is
the total profit of the three products, so the objective is to maximize this quantity.

2. To make the model easier to understand, name the following ranges.
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Range Name Cells
UnitProfit C4:E4
OrderSize C12:E12
ResourcesUsed G7:G8
ResourcesAvailable 17:18
TotalProfit 112

3. Insert the following three SUMPRODUCT functions.

E F G H J
5 Child Seats
Resources Resources
Used Available
120 =SUMPRODUCT(CV-E7,OrderSize) < (93000
04 =SUMPRODUCT(C8:ES,OrderSize) = [101
5 Child Seats Total Profit
0 =SUMPRODUCT({UnitProfit, OrderSize)

Explanation: The amount of capital used equals the sumproduct of the range C7:E7 and OrderSize. The
amount of storage used equals the sumproduct of the range C8:E8 and OrderSize. Total Profit equals the
sumproduct of UnitProfit and OrderSize.

Trial and Error

With this formulation, it becomes easy to analyze any trial solution.

For example, if we order 20 bicycles, 40 mopeds and 100 child seats, the total amount of resources used
does not exceed the amount of resources available. This solution has a total profit of 19000.

A B & D E F G H I J
1 Cycle Trader
2
3 Bicycles Mopeds Child Seats
4 Unit Profit 100 300 50
5 Resources Resources
6 Used Available
7 Capital 300 1200 120 GEO00 = 93000
B Storage 0.5 1 0.5 100 < 101
g
10
11 Bicycles Mopeds Child Seats Total Profit
12 Order Size | 20 40 100 | 19000
13
14

It is not necessary to use trial and error. We shall describe next how the Excel Solver can be used to quickly
find the optimal solution.

Solve the Model

To find the optimal solution, execute the following steps.

1. On the Data tab, click Solver.

~j
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Data Review View Developer o @ oF R
Ti g*g :_:;jData Validation ~ % Group ~ = 7_9 Solver
S== T Consolidate @ Ungroup ~ “=
" Textto Remove ) r
Y Advanced Columns Duplicates =2 What-If Analysis ~ :]_J Subtotal
er Data Tools Outline « | Analysis
Enter the solver parameters (read on). The result should be consistent with the picture below.
[ Sohver Parameters (=%
Gat Olpectve: Totavefit .‘.3:
Te o Max Mo olue OF

Qy Changng Varisble Cels:

Orderee 5

Sdct tn $w Conptrants

Resoriesised <= Resourcesivadabie

Aad
Change
Qeiete
Reset A}
oodfSave
¥ Make Uncongtraned Visables Non-Negative
Seinct o Soberg Method: Serpiex LP v Cghens
Schang Method

Select the GRG Nerdnear engrw for Sciver Probierrs that ae smooth roriiness . Select S LP Senplex
engne for knear Solver Froblems, and seect the Evolutionany engine for Sokver probiens that are
non-smooth

You have the choice of typing the range names or clicking on the cells in the spreadsheet.
2. Enter TotalProfit for the Objective.

3. Click Max.

4. Enter OrderSize for the Changing Variable Cells.

5. Click Add to enter the following constraint.

Add Constraint @

Cell Reference: Constraint:

Resourceslzed | | <= IEI ResourcesAvailable| 5.5

L3

6. Check 'Make Unconstrained Variables Non-Negative' and select 'Simplex LP".
7. Finally, click Solve.
Result:

oo}
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Solver Results @
Solver found & solution. All Constraints and optimality
conditions are satisfied. Reports
Answer
(% Keep Solver Solution Sensitivity
Limits

{2 Restore Original Values

[ Return to Solver Parameters Dialog [ outline Reports

Cancel Save Scenario...

Solver found a solution. All Constraints and optimality conditions are
satisfied.

When the GRG engine is used, Solver has found at least a local optimal
solution. When Simplex LP is used, this means Solver has found a global
optimal solution.

The optimal solution:

A B Z D E F G H J

1 Cycle Trader

2

3 Bicycles Mopeds Child Seats

4 Unit Profit 100 300 50

5 Resources Resources
6 Used Awvailable
7 Capital 300 1200 120 93000 = 93000

8 Storage 0.5 1 0.5 101 = 101

9

10

11 Bicycles Mopeds Child Seats Total Profit
12 Order Size | 94 54 0 | 25600
13

14
Protect Workbook:

This example teaches you how to protect the workbook structure and windows in Excel.

Structure

If you protect the workbook structure, users cannot insert, delete, rename, move, copy, hide or unhide
worksheets anymore.

1. Open a workbook.

2. On the Review tab, click Protect Workbook.

mulas Data Review View Developer

= Tu - | g*ﬂ Protect and Share Workbook

; = [+ b t.’J
—J —J ‘J _p' Show All Comments —fj E==2 i
....... Protect Protect I}, Share

_> Show Ink Sheet Workbook Workbook )Tracb; Changes ~

( um_r!n:nt — '_’.L.’r_-"“__ —
3. Check Structure, enter a password and C|ICk OK.
Protect Structure and Windows -@

Protect workbook for

Structure
[ windows

éﬁ Allow Users to Edit Ranges

Password {optional):

QK !}J[ Cancel

4. Reenter the password and click on OK.

(Vo) |




RKMSWS

Option from Data and Review Tab, Track Changes, Protection, Goal Seek, Scenarios, Solver etc. Creating Macro

Confirm Password @

Reenter password to proceed.

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive.)

| Ok [}J | Cancel |

Users cannot insert, delete, rename, move, copy, hide or unhide worksheets anymore.
29

30 %

31

32

33
34 O View Code

35 4y Protect Sheet...
36
37
38

39
an Select All Sheets
4 4 » M| Sheeix TITSETE FITETLF *_c;l

Recording a macro

These are instructions for recording a simple macro — selecting a range of cells you need to enter data into
on a regular basis. :
1. Select TOOLS, MACRO, RECORD NEW MACRO. The [GEZiAEY 3
RECORD MACRO dialog box will appear. e e

2. In the MACRO NAME text box, type a name for your macro. |_5.3|Ect_.;e"s

Macro names cannot include spaces — an underscore is a good | . iieu key: Store macro in:

way to separate words. Do not use a cell address in the name as celtfs [Personal Macro workbook v |
this will cause an error. Also, you may not use names of
commands that already exist, e.g. Close. We have used
Select_Cells for our example.

3. You may wish to give the macro a keyboard shortcut (which
is typed in the SHORTCUT KEY text box). You can have a o | cancel |
lower case or upper case letter. If you use a shortcut that is
already assigned to another function (i.e. CTRL + B has already been assigned to BOLD), you will
overwrite that shortcut whilst the workbook that is storing the macro is open.

4. Decide where to store the macro This information gets entered in the STORE MACRO IN text box:

* Personal Macro Workbook — a workbook that is usually hidden from view, amacro stored here will be
available every time you use Excel, no matter which workbook or worksheet.

 This Workbook — the current workbook. Useful if the macro
you are going to record is only to be available when you are St v X

using this workbook. s H

« New Workbook — Will open a new workbook where you can P T

store the macro. You might do this because you want to have a | The sTOP Relative / Absolute
similar macro workbook like the button togyle

Personal Macro workbook — although unlike the Personal
Macro workbook, this one will not open automatically. If you want to use the macros stored in this new
workbook, you would have to physically open it first.

5. If desired, fill in a brief description in the DESCRIPTION text box — this is for your information only.

Description:

Select a range of cells
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6. Click on OK to start the recording process. You will be placed back in the main worksheet. A STOP
RECORDING toolbar should appear (if not, click on VIEW,

TOOLBARS, STOP RECORDING). This toolbar has two icons. An icon to stop the recording and one to
toggle between recording relative or absolute addresses (explained later)

Running a Macro

The computer terminology for playing a macro is “Run”.

To run a macro you can use any one of the methods |

following: [PERSOMAL.HLSISedect_Cells [ oen |

1. Click on TOOLS, MACRO, MACROS (or use the E.::ens Cancel

keyboard shortcut ALT + F8), select your macro from the

list. Click on RUN: _ sepino_|

2. Use the shortcut key if you created one (our example is Edit

CTRL +5);

4, Use an icon on the toolbar if one has been created for the sl

macro’ or . Macros in: All Open Workbooks j O_t'

5. Use a button on the worksheet if one has been created bescrpton __gptors..._|
Select a range of cells

11
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Sorting Data

Sorting data is an integral part of data analysis. You might want to arrange a list of names in alphabetical

order, compile a list of product inventory levels from highest to lowest, or order rows by colors or icons.

Sorting data helps you quickly visualize and understand your data better, organize and find the data that you

want, and ultimately make more effective decisions.

Sort Data in Single Column | E J,"
l Sort Filter

1. Select a column of data in a range of cells
2. On the Data tab, in the Sort & Filter group, do one of the following:
To sort in ascending or smallest to largest order, click Sort A to Z. Sort & Fifter
To sort in descending or largest to smallest order, click Sort Z to A.
3. To reapply a sort after you change the data, click a cell in the range or table and then, on the Data tab, in
the Sort & Filter group, click Reapply.
Sort Data in Multiple Columns or Rows
You may want to sort by more than one column or row when you have data that you want to group by the
same value in one column or row, and then sort another column or row within that group of equal values.
1. Select a range of cells with two or more columns of data.
2. On the Data tab, in the Sort & Filter group, click Sort.
3. The Sort dialog box will appear.
4. Under Column, in the Sort by box, select the first column that you want to sort.
5. Under Sort On, select the type of sort.
To sort by text, number, or date and time, select Values.
To sort by format, select Cell Color, Font Color, or Cell Icon.

BN NP

{/ Advanced

6. Under Order, select how you want to sort. T
For text values, select Ato Zor Zto A.
For number values, select Smallest to Largest or | _,_. o e
Largest to Smallest. Sutdy. | Cobn? - Nl -

For date or time values, select Oldest to Newest or
Newest to Oldest.
To sort based on a custom list, select Custom List.

7. To add another column to sort by, click Add

Level, and then repeat steps four through six. "J e

Yisadtevel | X Qelete Level | ) Copy Level Qplors. ., My data has headers

8. To copy a column to sort by, select the entry and
then click Copy Level.

9. To delete a column to sort by, select the entry and then click Delete Level.

10. To change the order in which the columns are sorted, select an entry and then click the Up or Down
arrow to change the order.

11. To reapply a sort after you change the data, click a cell in the range or table and then, on the Data tab, in
the Sort & Filter group, click Reapply.

Consolidate:

You can use Excel's Consolidate feature to consolidate your worksheets (located in one workbook or

multiple workbooks) into one worksheet. Below you [ . . — ——
can find the workbooks of three districts. (&2 - 5 nzs

Before you start: if your worksheets are identical, it's 4
probably easier to create 3D-references (if you have | : cosee
one workbook) or External References (if you have | , ...
multiple workbooks) to consolidate your data. 3

As you can see, the worksheets are not identical.
However, the beauty of the Consolidate feature is that it can easily sum, count, average, etc this data by
looking at the labels. This is a lot easier than creating formulas.
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1. Open all three workbooks.

2. Open a blank workbook. On the Data tab, click
Consolidate.

3. Choose the Sum function to sum the data.

4. Click in the Reference box, select the range
A1:E4 in the districtl workbook, and click Add.

5. Repeat step 4 for the district2 and district3
workbook.

6. Check Top row, Left column and Create links to
source data.

Note: if you don't check Top row and Left column,
Excel sums all cells that have the same position.
For example, cell B2 (in districl.xls) + cell B2 (in
district2.xls) + cell B2 (in district3.xlIs). Because

Zld t mpstbity Mode] - ) #
B2 ~ f 2016
A 8 ( D ; G 7
1 Quarter 1 Quarter 2 Quarter3 Quarter4
3 coffes 546 S015  $76
d Malk s8.528 §3,837 59,605 52,559
S »
L . Sheet . »
ety 7 Hiw +
b AR ompatiity NMode)] - Mcrosoft Eecel
82 ~ f~ 9037 v
8 C D H $T
Quarterd Quarter 3 Guarter i
7 Coffes 57,156 52,480
Tea 6,529 51,230 56,002
4 Mk $7.144 S2.505 58,674
. -
M4 » N Sheetl . »
Nesey | O | MX [

our worksheets are not identical, we want Excel to sum cells that have the same labels. If you check Create

Data Review View Developer
3] Connections j Fd
: AlZ ’
Z Sort Filter
al Y Advanced
nections Sort & Filter

e
==

Text to

[ e —ea
== —0

Remove Data

Columns Duplicates Validation -

Data Tools

o

Consolida

l} What-If

Analysis v

&ty
=" ).)
AR

links to source data, Excel creates a link to your source data (your consolidated data will be updated if your

source data changes) and creates an outline. Consolidate =
7. C“Ck OK Function:
Result. sum [*]
Reference:
5 = F :Sum{cz:m} [district3.xls]Sheet1! SAS1: 5054 E‘ Browse...
All references:
A B C D E F G H | [gish'ictl.x:s]slgeetl! SAS1:SESH - Add
1 Quarter 1 Quarter 2 Quarter3 Quarter4 Ll D e ety 22
cet1l A ) :
5 |Coffee I $6,624.| §7,032 520,079 527,198 "
se labels In
2 Tea $10,941 $2,148 85,148 §12,450 ] Top row
12 | Milk 518,625 58,071 517,446 511,238 J;ef'tcolumn
13
14 QK ] | Close
c2 - F= | =[districtl.xls]Sheetl!SBS2
k‘ A B C D E F G H 1
1 Quarter 1 Quarter 2 Quarter 3 Quarter4
2 Districtl 52,128_ 53,486 55,904 50,400
3 District2 ~ $2,016  $3,546  $7,019  $8,761
-1 4 District3 52,480 57,156 59,037
[=] | 5 coffee 46,624 57,032 520,079 527,198
[ . | & Districtl 54,939 52,148 53,918 85,921
- | 7 District3 26,002 21,230 46,529
|E| 8 Tea 510,941 52,148 55,148 512,450
-1 9 Districtl 51,423 54,234 55,336 51,535
10 District2 98,528  $3,837 99,605  $2,559
-1 District3 58,674 52,505 57,144
=] |12 milk 418,625  S8,071 $17.446 511,238
13
14

N
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Data Validation Example
In this example, we restrict users to enter a whole number between 0 and 10.

c2 - I
A B C D E

How many glasses of alcohol do you drink per day? I I

WM

Create Data Validation Rule o _
To create the data validation rule, execute the following [. .. # i | =
steps. : W g st o
1. Select cell C2. i o
2. On the Data tab, click Data Validation.
On the Settings tab:

3. In the Allow list, click Whole number.

4. In the Data list, click between.

5. Enter the Minimum and Maximum values.

Data Validation @ Data Validation @
Settings | Input Message | Error Alert | Error Alert
validation criteria | Show input message when cell is selected
Allow: When cellis selected, show this input message:
Whole number IZ| /| Ignare blank Title:
Data: Glasses of Alcohol
between IZ| Input message:
Minimum: Flease enter a whole number between 0 and 10.
0 53
Maximum:
10 55 -
Apply these changes to all other cells with the same settings
Clear Al [ oK ] | Cancel | Clear Al | OK | | Cancel

Input Message
Input messages appear when the user selects the cell and tell the user what to enter.
On the Input Message tab:

1. Check 'Show input message when cell is selected'.
2. Enter atitle.

3. Enter an input message.

Error Alert

g . . [ Date Veliclekion el
If users ignore the input message and enter a number that is not —— —
. Sottngs | Input Message |+ Emor Net
valid, you can show them an error alert. B R
On the Error Alert ta‘b- Vihen Lser anter s inuai data, dhaw this erroe s
1. Check 'Show error alert after invalid data is entered'. sne:
2. Enter a title. e =] Lot
3. Enter an error message. Are you drnking o much?
Data Validation Result @
1. Select cell C2.
"~ Gearal \ [ ox || coed |
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€2 - I
. B | c | &) E
1
2 How many glasses of alcohol do you drink per day? I I
z Glasses of Alcohol
4 FPlease enter a whole
5 number betweern 0
and 10,
6
7
8

2. Try to enter a number higher than 10.

Mot a Valid Number

Are you drinking too much?

Result:

Retry | [Cancel ] [ Help ]

Subtotal:

Was this information helpful?

Outlining data makes your data easier to view. In this example we
will total rows of related data and collapse a group of columns.
1. First, sort the data on the Company column.

D2 - S XungFood
A B C D E

1 latName  Sales Prodoct Type Company

2 lones §1,290.00 DF-3 [xung Food |

3 Williams $1,24300 FD-2 Xung Food

4 Johnson $9,333.00 ©<C-1 Xung Food

5 Jones $7433.00 D&7 Kung Food

6 Brown $3255.00 FD-2 Pancakes on the Rocks

7 Williams SL330.00 A-34 Pancakes on the Rocks

8 Williams $3,06400 EE-2 Peace A Pizza

9 Brown $4.865.00 EEE-&S Peace A Pizza
10 Smith $5,698.00 F-3334 Peate A Pl2zza
11 Smith SL675.00 EEE-312 Wok N Roll

12 Johnson $1,480.00 Wok N Roll
131 Smith $1.891.00 Wok N Roll
14 Jjones $5,213.00 FG-5 Wok N Roll
15 Willlams S1A86.00 A4 Wok N Roll
16
17

2. On the data tab, click Subtotal.

Data Review View Developer Subtotal (-2 sl
rections Al PAlZ { B = m [2]Datavalidation~ % Group ~ £ GHE=En G
Z ZA y f‘; ‘?’1* = ‘ o Company |Z|
: & I ; i@ Consolidate @ Ungroup v = Pp——
Ll Sort Filter . Textto Remove ; = Use function:
A Y advanced | Calumns Duplicates £ What-If Analysis ~ | £ Subtotal Count v
15 Sort & Filter Data Tools Outlase . Add subtotal to:
- B - jLastName -
3. Select the Company column, the column we use to outline our worksheet. s
Product Type

4. Use the Count function.
5. Check the Company check box.
6. Click OK.

| D2 - e Kung Food
[alz1al) A " 5 | o |
I Last Name sales Product Type Compan
[ 2 |Jones %1,390.00  DF-3 [Eongrood 1
3 [ Willlams %1,243,00 ro.2 Kung Frood
4 Jahnsan S9, 249,00 01 Kung Faad
5 |Jones $7,422.00 OF-7 Kung Food
| -] o Kunyg Frood Count “
. ’ Brown 5,00 ro-2 Pancakes on the Hooks
|- B Willlams 1.00 A-aa Pancakes on the Rocks
[=] o Pancakas on the Rocks Count 2
[ 10 Willtums %1,004.00 re-2 Pauce A Pleca
L1 Rrown S, RO5.00 FEE-a Poace A Mizra
12 amith #9,690.00 F-2224 Panace A Plzza
|| 12 Ponce A Plees Count 3
[ 14 Sooith S1,87%.00 EEE.-312 WOk NMoll
15 Johnson $1,4R0.00 0e-1 Wwaok N Rall
16 | Smith %1,091.00 CEE-212 Wok N Rall
17 Jones 59,215,00 ro-s Waok N ol
18 (Williams £1,486.00 A-34 Waok N Rall
= 19 Wok N Roll Count 5
| =] 20 Cirand Count 14
21
22

Elcompary ]

Replace current subtotals
[ Page break between groups
Summary below data

’R_emove All ] ’ oK %7] ’ Cancel
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7. To collapse a group of cells, click a minus sign. You can use the numbers to collapse or expand groups by
level. For example, click the 2 to only show the subtotals.

D2 - Jf< | Kung Food
A B c | D |
* 1 lastName  Sales Product Type Company
6 Kung Food Count 4
9 Pancakes on the Rocks Count 2
13 Peace A Pizza Count 3
13 Wok N Roll Count 5
20 Grand Count 14
21
22

Note: click the 1 to only show the Grand Count, click the 3 to show everything.
To collapse a group of columns, execute the following steps.

8. For example, select column A and B.

9. On the data tab, click Group.

Data Review View Developer
rections Al ‘AE F  Clea T’ = W] =8| Data Validation ~ | & Group ~  #Z
z ZIA =TT - I = =
, Co Reapy (SEE . [Fa Consolidate ¥ Ungmdup ~ =2
Ll Sort Filter . Textto Remove 3 ) s
% ¥ Advanced Columns Duplicates = What-If Analysis ~ :Ll Subtotal
1S Sort & Filter Data Tools Qutline
10. Click the minus sign (it will change to a plus sign).
Result:
Al - L Last Name Subtotal @
1 +
3| At each change in:
11213 : C 0 £ : |E|
Company
1 [Product Type Company
[« 2 joF3 Kung Food Use function:
3 FD-2 Kung Food |E|
4 {oc-1 Kung Food Count
5 |oF-7 Xung Food Add subtotal to:
&= § [Kung Food Count 4 D Sales N
[ 7 FD-2 Pancakes on the Rocks I:l PdeLIEtT}I'pE
8 JA-34 Pancakes on the Rocks =
| Compan =
- 9 {Pancakes on the Rocks Count 2 Cu:untau:tersu:un
[ 10 [€E-2 Peace A Prza I:l Fh
11 JEEE-45 Peace A Pizza I:l': Dni_ i
12 |F-3332 Peace A Pizza ountry
- 13 [Peace A Pizza Count 3
[+ 14 feee.312 Wok N Aol Replace current subtotals
5 foc-1 Wok N Roll [7] Page break between groups
16 JEEE-312 Wok N Roll
| summary below data
17 |FG-5 Wok N Roll = ¥
= 1B jA-34 Wok N Roll
=1 118 hwok N Roll Count 5 [ Remowve Al {i [ oK ] [ Cancel
- 20 |Grand Count 14

NN
[ R

11. To remove the outline, click any cell inside the data set and on the data tab, click Subtotal, Remove all.
Data Table:

To create a two variable data table, execute the following steps.

1. Select cell A12 and type =D10 (refer to the total profit cell).

2. Type the different unit profits (highest price) in row 12.

3. Type the different percentages in column A.

4. Select the range A12:D17.

We are going to calculate the total profit for the different combinations of 'unit profit (highest price)' and ‘%
sold for the highest price'.

(O] |
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A2 ~ 5L =010
A B { D E

: Book Store
3 total number of books % sold for the highest price
1 1:‘0| 60%|
5
[ | number of books unit profit
7 nighest price 60 S50
0 lower peice 40 S0
3
total prof L swm0]
1
121 $3,800 450 $60 $70
13 60%
14 0%
15 BO%
10 S0
17| 100% 5

(=

5 On the Data tab, click What-If Analysis and select Data Table from the list.

Data Review View Developer
ections 51 s ,7‘71 w8 Data Valigation * o5 .15 5
’ PARN 1 =12 - A I T t
3 . i I'w Cansolidate
;‘1 Sort Filter Text to Remove 2oy Group Ungroup 5Sub
7 Advanced | columns Duplicates |18 What-If Analysis » : 2
sort & Filter | Dty scenario Managet... utline
Goal Seek
F | G H | J K | I Data Table., P

Y

6. Click in the 'Row input cell' box (the unit profits are in a row) and select

cell D7. Data Table @

7. Click in the 'Column input cell' box (the percentages are in a column) —

and select cell C4. Row input cell: §D&7 s
We select cell D7 because the unit profits refer to cell D7. We select cell | Celumninputcel: | sC4 E3
C4 because the percentages refer to cell C4. Together with the formula in [ - ] I — I
cell A12, Excel now knows that it should replace cell D7 with $50 and anee

cell C4 with 60% to calculate the total profit, replace cell D7 with $50 and
cell C4 with 70% to calculate the total profit, etc.

8. Click OK.
Result.
B13 - J= |{=TABLE({D7.Ca)}
A | 8 [ = &) E
1 Book Store
2
3 total number of books % sold for the highest price
a 100| 60% |
=
G | number of ncu:hk:| unit profit
7 highest price [la] 550
8 lower price 40 520
=]
10 total rJrU'I'lil ;a,mcq
11
12 3,800 &850 S60 &70
13 60% | 43,800] 24,400 45,000
14 FO% S4,100 4,800 85,500
15 80% S, 400 55,200 56,000
16 0% 54,700 45,600 56,500
17 100% 5,000 56, 000 57,000
18

Conclusion: if you sell 60% for the highest price, at a unit profit of $50, you obtain a total profit of $3800, if
you sell 80% for the highest price, at a unit profit of $60, you obtain a total profit of $5200, etc.

Note: the formula bar indicates that the cells contain an array formula. Therefore, you cannot delete a single
result. To delete the results, select the range B13:D17 and press Delete.
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Formulas & Functions

The organization of the formulas is new to Excel 2010. Previously in Excel 2007, to obtain all of the formulas Excel
had to offer you had to click on the AutoSum dropdown arrow and select More Functions. Here there are the same
options that appeared in the More Functions dialog box now appear on the Formula Tab. Each formula is divided up
among relevant general topic categories. The categories are listed across the top of the Formula Tab group titled
Function Library.

X]| & 2~ =
g Home Insert Page Layout Formulas Data Review View Add-Ins
" <R = P = )
S = B E @ PE B @ @ =

Insert AutoSum Recently Financial Loglcal Te:«‘t Date & Lookup & Math More Name ]
Function v Used ~ v Y Time v Reference v & Trig ¥ Functions v | Manager !

Function Library |

With the new Excel Formula Bar the majority of all formulas you may need are at your fingertips. For example: a
Math professor is interested in determining which formula would be best to convert radians to degrees. We will go to
the Formula Tab, and select the Math & Trig downward arrow.

Tip: When you scroll the mouse over a formula Excel will have a small dialog box that explains the purpose of each
formula.

Basic Formulas

Add the Values in Rows or Columns

Use the SUM function, which is prewritten formula, to add all the values in a row or column:
Click your mouse in the cell in which you wish your result to appear

Click the AutoSum button on the Home Tab or the Formulas Tab

Highlight the range of cells you wish to add

Press Enter

To add some of the values in a column or row:

Type an equal sign, type SUM, then type an opening parenthesis.

Type or select the cell references you want to add. A comma (,) separates individual arguments that tell the
function what to calculate

Type a closing parenthesis, and then press ENTER.

For example: =SUM(B2:B4, B6) and =SUM(B2, B5, B7)

Find the Average, Maximum, or Minimum

Use the AVERAGE, MAX, OR MIN functions.

Click your mouse in the cell in which you wish your result to appear

Click the arrow next to AutoSum on the Home Tab or the Formulas Tab.

Click the Average, Max, or Min

Highlight the range of cells you wish to find the value for

Press Enter

To see more functions, click More Functions on the AutoSum list to open the Insert Function dialog box
OR go to the Formulas Tab and click on the More Functions orange textbook icon.

Ranges and Individual Cells

As you start to write excel formulas, you may realize you want to use a range of cells or nonadjacent cells in your
formula. A range of cells will include the value of every cell within the range specified (for example, the range Al:A4
includes the cells A1, A2, A3 & A4). Ranges of cells are identified with a colon.

Nonadjacent cells can be listed in the formula by separating them with a comma rather than a colon. For example,
=SUM(A2,A4) will add cells A2 and A4, but not A3.

Copy a Formula

Using the Fill Handle Cell

1. Select the cell that contains the formula, then position the [ETEEeeTe
mouse pointer over the lower-right corner of the cell until the IR The cell in column A and row 10
black cross (+) appears. A10,A20 Cell A10 and cell A20

2. Drag the fill handle over the cell or cells to which you want to The range of cells in columns A
copy the formula, then release the mouse button. through E and rows 10 through 20

MNEPERRODE

ook wndER~WONW

Refers to Values

A10:E20
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Using Traditional Copy & Paste
1. Select the cell that contains the formula, and on the Edit menu, click Copy.
2. Select the cell or cells that you want to copy it to.
a. To copy the formula and any formatting, on the Edit menu, click Paste.
b. To copy the formula only, on the Edit menu, click Paste Special, and then click Formulas.

Referencing Cells in Formulas

You can include or reference other cells in a formula. When you do, the result of the formula depends on the values in
the referenced cells and changes automatically when the values in the referenced cells change. This is extremely
powerful in what-if scenarios.

To see how this works, enter 10 in cell Al. Now select cell A2 and type =A1*2, and press ENTER. The value in cell
A2 is 20. If you change the value in cell A1 from 10 to any value, the value in cell A2 will also change. Cell
references are especially helpful when you create complex formulas, or conduct what-if analysis.

Pressing [F4] repeatedly over a reference (cell) will allow you to Column & Row Absolute (SAS1)
?WItCh be'Eween making the column, the row, or nothing Column Absolute (SA1)
Absolute. Row Absolute (AS1)

Mothing Absolute (A1)

Relative References
By default Excel uses Relative Referencing. In relative reference, you actually refer to cell that is above or below or
left or right to a number of rows or columns. For example, if you refer to cell D2 from F2, you are actually referring to
a column that is two columns to the left of cell D2 and in the same row (the second ‘2’row). When a formula that
possesses a relative reference is copied from one cell to another cell, the value in the copied cell also changes. i.e., if
you copy a formula =C2+D2 from E2 to the cell F2, the formula in F2 adjusts in such a way that when the cell F2 is
dragged downwards by one row, the formula automatically changes to C3+D3 and places the resulting value of
C3+D3in cell F3.

Absolute References

In case, if you wish to maintain the original references as they were, then you should make use of the absolute
references. If you want to make the above example retain the original reference when it is copied, then you should
precede the columns A2 and B2 and the row number by a Dollar ($) symbol. i.e., you should use the formula as
=$C3$2+$B3$2 so that when you copy the formula the original reference is retained.

To make the cell appear in absolute format ($) click on the cell you would like to edit and press [F4] and press enter.
You will observe the cell Al turn into =$A$1.

For example, if you copy or fill an absolute reference in cell B2 to cell B3, it stays the same in both cells

=$AS%1.

Mixed References

In some situations, you may need to make the cell reference as ‘Mixed’ reference, so that you can lock either a column
or a row by preceding it with a Dollar ($) symbol. For example, if you use a formula as

=$D4+E4, then you are making the value that is present in cell D4 as absolute and the value in cell E4 as Relative.

References to Other Worksheets

You can refer to cells in other worksheets within the same workbook just as easily as you refer to cells in the same
worksheet. For example, to enter a reference to cell A2 in Sheet2 into cell Al in Sheetl, do this:

1. Select cell Al in Sheetl, and type an equal sign.

2. Click the Sheet2 tab.

3. Click cell A2, and then press Enter.

After you press Enter, Sheetl is now active. Select cell A1, and you will see that it contains the formula

=Sheet2!A2.

The exclamation point separates the worksheet portion of the reference from the cell portion.

Other Workbook References

You can refer to cells in worksheets in other workbooks in the same way you refer to cells in other worksheets within
the same workbook. These references are called external references. For example, to enter a reference to Book2 in
Bookl, follow these steps:

1. Create 2 workbooks; Bookl and Book?2

2. Select cell Al in Sheetl of Book1, and type an equal sign.

3. Switch to Book2. Click to select A2.

4. Press Enter

N
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After you press enter, your formula in Workbook 1, Cell Al, should be =[Book2]Sheet1!$A$2. This reference has 3
parts: The Workbook Book2 in square brackets, the worksheet and the cell. So referencing cells in external workbooks
by selecting the workbook, then worksheet, and then the cell you want to reference.

Quick Reference Guide

Add, Subtract, Multiply & Divide

Type an equal sign (=), use math operators, and then press ENTER.

=10+5 to add

=10-5 to subtract

=10*5 to multiply

=10/5 to divide

Formulas are visible in the formula bar when you select a cell that contains a result. If the formula bar is not visible,
on the Tools menu, click Options. Click the View tab, and select the Formula bar check box.

Understand Error Values

#H### The column is not wide enough to display the content. Increase column width, shrink contents to fit the
column, or apply a different number format.

#REF! A cell reference is not valid. Cells may have been deleted or pasted over.

#NAME? You may have misspelled a function name.

Practical Purposes of Excel Formulas
Excel formulas are used to make the data you have entered more useful. Through the use of formulas you are able to,
at a minimum, maintain finances, schedules, and detailed reports. Here are a few examples of some common ways
Excel formulas may be applied into your daily activities. Additional formulas will be described in detail later on in the
tutorial.

Using Date & Time Formulas F6 -
In this example we have a list of birthdays. Our objective with this data is to find out how A B
many birthdays occurred more than six months ago, and how many occurred five years | 1 = Today 5 yearsago
ago. To start we want to know todays date. 2 |2/15/2011 2/15/2006
3
Step 1: Click in cell A2. Type in =TODAY/() and press ENTER. 4  Name  Birthday
The computer will automatically enter in today’s date. 5 [Namel 12/21/2007
6 |Name 2 6/1/2003
Step 2: Click in cell C2. In this example, we want this value to be five years before | 7 names 10/4/2004
today’s date. To do this, the formula must be =EDATE(A2-60) and press enter. g Named  9/19/2002
e 60 months in five years 9 |Name5 1/6/2003
e If you simply get a numerical value instead of a date, that means you have to format | 10 name&  10/6/2005

the cell to be a date.
Right click on the cell and click Format Cells. In the Number tab of the format dialog box, choose Date.
Choose whatever date format you wish and then click Ok. P RrE— @@

Step 3: Select your current data (A4:B10) and go to the Home Tab. | Shaw rows where:

Click on the Sort & Filter dropdown arrow and select Filter. Now in | &

the Name and Birthday column you should see a dropdown arrow. is after orequalto | [ 215{2008 b
Click on the arrow under Birthday and select Date Filters and ®and Oor

between. is before or equalto % | |2/15(2011] v

Step 4: You will be prompted with an AutoFilter box which we will | Use ? torepresent any single character
use to help sort your data |Ise * to represent any series of characters

e In the “is after or equal to” field, put the date that occurred five | ok ][ canel ||
years ago

e In the “is before or equal to” field, put today’s date | : | || 4 Name~- Birtday-T
Click Ok 4| SortOldest to Newest

z .
Step 5: Any dates ranging between the dates five years ago and today’s Al sortNewest to Oldest

date will show, but all others will disappear from view. Sort by Color

Step 6: We can do basically the same thing we just did by using a &  Clear Filter From "Birtday
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formula. We will use the AND formula because we have two things to check.
e First, click the down arrow by Birthday and click Clear Filter from “Birthday”
e Add a new column heading in C5 reading

Today to 5y Ago

Step 7: Click your mouse in C6 and enter =AND( click on cell B5 is greater than or equal to only

B2, and comma B5 is less than or equal to only A2.

0 =AND(B5>=$B$2,B5<=$A%$2)

0 Note that we are using an absolute reference for Al and A2 because we don’t want our formula to reference cells
lower than those if/when we drag/copy the formula.

Step 8: Click enter, it will show us the statement is TRUE. months ago, and how many occurred five years ago. To
start we want to know todays date.

Step 1: Click in cell A2. Type in =TODAY() and press ENTER.
The computer will automatically enter in today’s date.

Step 2: Click in cell C2. In this example, we want this value to be five years before today’s date. To do this, the
formula must be =EDATE(A2-60) and press enter.

e 60 months in five years

o If you simply get a numerical value instead of a date, that means you have to format the cell to be a date.

Right click on the cell and click Format Cells. In the Number tab of the format dialog box, choose Date.

Choose whatever date format you wish and then click Ok.

Step 3: Select your current data (A4:B10) and go to the Home Tab. Click on the Sort & Filter dropdown arrow and
select Filter. Now in the Name and Birthday column you should see a dropdown arrow. Click on the arrow under
Birthday and select Date Filters and Between.

Step 4: You will be prompted with an AutoFilter box which we will use to help sort your data.

o In the “is after or equal to” field, put the date that occurred five years ago

o In the “is before or equal to” field, put today’s date

e Click Ok

Step 5: Any dates ranging between the date five years ago and today’s date will show, but all others will disappear
from view.

Step 6: We can do basically the same thing we just did by using a formula. We will use the AND formula because we
have two things to check.

e First, click the down arrow by Birthday and click Clear Filter from “Birthday”

e Add a new column heading in C5 reading

Today to 5y Ago

Step 7: Click your mouse in C6 and enter =AND( click on cell B5 is greater than or equal to only B2, and comma B5
is less than or equal to only A2.
e =AND(B5>=$B$2,B5<=$A%$2)

o Note that we are using an absolute reference for Al and A2 because we A B c
don’t want our formula to reference cells lower than those if/when we || 1 today 5 Years Ago
drag/copy the formula. 2 2/15/2011 2/15/2006

3
Step 8: Click enter, it will show us the statement is TRUE. 4  Name~- Birtday - Today to 5y Agp
5 MNamel 12/21/2007 TRUE

Step 9: Now we want to have this formula we just created to be applied to || 6 Name2z 6/1/2003 FALSE

the entire list of birthdays. To do this roll your mouse over C5 until you get | 7 |Namez = 10/2/2004 FALSE

the + symbol from the mouse. Once the mouse pointer looks like the +, drag | 8 ‘Name4 = 9/19/2002 FALSE
all the way to the bottom of the column and release. Each column will now || 5 Names 1/6/2003 FALSE
have a TRUE or FALSE in the box indicating that the birthday was between | 10 nName&  10/6/2005 FALSE

six months to five years ago, and will indicate FALSE if the birthday was
within the last five years.
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Commonly Used Functions & Formulas

Below is a list and description of commonly used formulas within Excel.

Math & Trig Icon

PRODUCT Function

The PRODUCT function provides a quick way to multiple numbers in a Excel. The advantage of using this function
becomes apparent if you have several numbers to multiply together. It is easier then building a long formula.

The syntax for the PRODUCT function is: =PRODUCT( Numberl, Number2, ... Number255 )

TIP: Up to 255 numbers can be entered into the function.

SUMIF Function

The SUMIF function is used to add up the values in cells in a selected range that meet certain criteria.

The syntax for the SUMIF function is: = SUMIF (Range, Criteria, Sum Range)

Range - the group of cells the function is to search.

Criteria - determines whether the cell is to be counted or not.

Sum Range - the data range that is summed if the first range meets the specified criteria. If this range is omitted, the
first range is summed instead.

SUMIFS Function

The SUMIFS function adds up the data in selected cells when specific criteria are met in two or more ranges of data.
The SUMIFS function works like the AND function in that it only sums the data if the criterion for each range is true.
The syntax for the SUMIFS function is: =SUMIFS ( Sum_range, Criteria_rangel, Criterial,

Criteria_range2, Criteria2, ...)

Sum_range - the range of cells to be added.

Criteria_range - the range of cells the function is to search.

Criteria - determines whether a cell in the Sum_range is to be counted or not.

Note: Up to 127 range/criteria pairs can be entered into the function.

ROUND Function

The ROUND function is used to reduce a given value to a specific number of decimal places.
The syntax for the ROUND function is: = ROUND ( Number, Num_digits )

Number - the value to be rounded.

Num_digits - the number of decimal places to reduce the above number to.

ROUNDOWN Function

The ROUNDDOWN function is used to round a number down towards the next lowest number. ROUNDDOWN is
similar to the ROUND function except that it always rounds a number downward while the ROUND function will
round up or down depending on whether the last digit is greater than or less than 5. For example, the ROUND function
would round the number 34.567 up to 34.6 because the second decimal place (6) is greater than 5. Since
ROUNDDOWN doesn't care whether the second digit is greater or less than 5 it rounds the answer down to 34.5.

The syntax for the ROUNDDOWN function is: = ROUNDDOWN ( Number, Num_digits )

Number - the value to be rounded.

Num_digits - the number of decimal places to reduce the above number to.

ROUNDUP Function

The ROUNDUP function is used to round a number upwards towards the next highest number.

ROUNDUP is similar to the ROUND function except that it always rounds a number upward while the

ROUND function will round up or down depending on whether the last digit is greater than or less than 5.

For example, the ROUND function would round the number 34.231 down to 34.2 because the second decimal place
(3) is less than 5. Since ROUNDUP doesn't care whether the second digit is greater or less than 5 it rounds the answer
up to 34.3. The syntax for the ROUNDUP function is; = ROUNDUP ( Number, Num_digits )

Number - the value to be rounded.

Num_digits - the number of decimal places to reduce the above number to.

(O] |
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Logical Icon

IF Function

The IF function, one of Excel’s logical functions, tests to see if a certain condition in a spreadsheet is true or false.

The syntax for the IF function is: =IF ( logical_test, value_if true, value_if false ) logical test —a value or expression
that is tested to see if it is true or false. value_if_true — the value that is displayed if logical_test is true. value_if_false
— the value that is displayed if logical_test is false.

Lookup & Reference Icon

VLOOKUP Function

Excel's VLOOKUP function, which stands for vertical lookup, is used to find specific information that has been stored
in a spreadsheet table.

Note: The data in the table should be sorted in ascending order (alphabetically A to Z).

The syntax for the VLOOKUP function is: = VLOOKUP ( lookup_value , table_array , col_index_num,
range_lookup )

lookup _value: The value you want to find in the first column of the table_array.

table_array: This is the table of data that VLOOKUP searches to find the information you are

after.

The table_array must contain at least two columns of data. The first column contains the lookup_values.
col_index_num: The number of the column in the table_array that contains the data you want

returned.

range_lookup: A logical value (TRUE or FALSE only) that indicates whether you want VLOOKUP

to find an exact or an approximate match to the lookup_value. Typing False will return exact

matches only.

TRANSPOSE Function

The TRANSPOSE function, one of Excel's Lookup & Reference functions, is used to copy data located in a row into a
column or copy data located in a column into a row.

The syntax for the TRANSPOSE function is: { = TRANSPOSE ( Array )}

Array - the range of cells to be copied from the horizontal to the vertical or vertical to the horizontal.

The curly braces " { } " surrounding the function indicate that it is an array function.

Date & Time Icon

NETWORKDAYS Function

The NETWORKDAYS function, one of Excel's Date and Time functions, can be used to count the number of working
days between two dates - such as the start and end dates for a project. The function automatically removes weekend
days from the total. Specific holidays can also be omitted.

The syntax for the NETWORKDAYS function is: = NETWORKDAYS ( Start_date , End_date , Holidays )
Start_date - the start date of the chosen time period.

End_date - the end date of the chosen time period.

Holidays - can be used to exclude one or more dates from the total number of working days

AutoSum

AVERAGE Function

The AVERAGE function, one of Excel's statistical functions, is used to find the average or arithmetic mean of a given
list of arguments. The syntax for the AVERAGE function is: = AVERAGE ( argumentl, argument2, ... argument255 )
Argumentl, argument 2, ... argument 255 can be humbers, named ranges, arrays, or cell references.

Tip: Up to 255 arguments can be entered.

MAX Function

The MAX function, one of Excel's statistical functions, is used to find the largest or maximum number in a given list
of values or arguments. The syntax for the MAX function is: =MAX( argumentl, argument2, ... argument30 )
Argumentl ... argument 30: The arguments can be numbers, named ranges, arrays, or cell references.

Up to 30 arguments can be entered.
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MIN Function

The MIN function, one of Excel's statistical functions, is used to find the smallest or minimum value in a list of
numbers or arguments. The syntax for the MIN function is: =MIN ( argumentl, argument2, ... argument30 )
Argumentl ... argument 30: Arguments can be numbers, named ranges, arrays, or cell references. Up to

30 arguments can be entered.

Statistical

AVERAGEIF Function

The AVERAGE IF function is used to find the average of values in cells in a selected range that meet certain criteria.
The syntax for the AVERAGE IF function is: =ZAVERAGEIF( Range, Criteria, Sum Range)

Range - the group of cells the function is to search.

Criteria - the number, expression, or text statement that the data in the Range above is to determines whether the cell
is to be counted or not.

Average_range - the data range that is averaged if the first range meets the specified criteria. If this range is omitted,
the first range is averaged instead.

COUNTIF Function

The COUNTIF function, one of Excel's COUNT functions, is used to count up the number of cells in a selected range
that meet specified criteria. The syntax for the COUNTIF function is: =COUNTIF ( Range, Criteria)

Range - the group of cells the function is to search.

Criteria - determines whether the cell is to be counted or not. This can be a number, expression, cell reference, or text
string.

End of Class14
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Pivot Table and Remaining Excel Options.

Insert a Pivot Table

To insert a pivot table, execute the following steps.
1. Click any single cell inside the data set.

2. On the Insert tab, click PivotTable.

Home Insert Page Layout Formulas Data Review View Developer

i b B P P we all @ Sl |

PivotTable Table Picture Clip Shapes SmartArt Screenshot | Column  Line Pie Bar Area Scatte

A
v Art v - v . v v - -

Tables

IHustrations Charts

The following dialog box appears. Excel automatically selects the data for you. The default location for a
new pivot table is New Worksheet.

3. Click OK.

Create PivotTable @
Choose the data that you want to analyze

@ Select a table or range

TablefRange: | TSI S riL] Ei

" Use an external data source

Connection name:
Choose where you want the PivotTable report to be placed
@ Mew Worksheet
_| Existing Worksheet

Location: Bz

I oK [}J I Cancel

Drag fields

The PivotTable field list appears. To get the total amount exported of each product, drag the following
fields to the different areas.

1. Product Field to the Row Labels area.
2. Amount Field to the Values area.

3. Country Field to the Report Filter area.
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PivotTable Field List v X

Choose fields to add to report: 'ﬁ v
[]Order ID

Product

[[[category

[¥| Amount

[|Date

[/] Country

Drag fields between areas below:

“F Report Filter # column Labels
Country 7

1 Row Labels = Values
Product - Sum of Amount

[T Defer Layout Update pdate

Below you can find the pivot table. Bananas are our main export product. That's how easy pivot tables can

be!
A3 - J | Sum of Amount
| A B c D
1 Country {All) ']
2
3 |Sum t:nfﬁ.mcnunt(l_
4 Product ~ [Total
5 Apple 191257
&6 Banana 340295
7 |Beans 537281
8 |Broccoli 142439
9 |Carrots 136945
10 Mango 57079
11 |Orange 104438
12 Grand Total 1029734
13
14

N



RKMSWS

Introduction to PowerPoint, Creating, Opening, Saving a PowerPoint File. Insert, Delete a slide Layout,
Slide Design, Custom Animation, Animation Schemes, and Adding Sounds. Usage of Different Features
like Setup Show, Pack and Go etc., working with Action Button.

Introduction:

When you have information or ideas to share with an audience, you must do some kind of presentation. You
could just talk and wave your hands around a lot. But, most of us find it helpful to to see your points up on a
screen. We like to have printed handout sheets to take home and to make notes on during your presentation,
too. All of these supplements to your words can be created using presentation software (also called
presentation graphics).

Slide sorter view of a short presentation (PowerPoint 2013)

Advantages: Slides

e Your audience can follow along, even if they dozed off (for just a minute, of course!).

e Pictures and charts explain some things much better than words.

e Sounds, music, and video can make a strong impact and show what even still pictures cannot.

Advantages: Print-outs

e Your audience can review your points later from the print-out.

e Your audience can take notes along side your points.

e Your audience can share what they learned with others who missed your excellent presentation.
[

You can use the Notes Page print-out to include all the other stuff you would like to say to expand on the
slide points. They can act as your cue cards.

Chap. 1 & 2 - Overview, Apps

Jan Smith

Computer Concepts
and Applications

First slide of the example
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Fortunately, you do not have to choose between these different kinds of “presentations™. You can do them all
from the same software!!

In this set of lessons you will learn how to create, edit, and run a presentation. You will also learn how to put
your presentation into hard copy and into a self-running format.

What is a presentation? = R
A presentation is a set of slides, generally in outline format.
Presentations are used most often to accompany a speech. | Fagss
However, a presentation can also be set up to run all by itself. You : Chap. | & 2 - Overview, Apps
can print the slides in several different layouts. -

The illustration above has one title slide and twelve content slides. , -
Thumbnails of the slides show at the left of the PowerPoint - = Mgttt
window. i A
In this first project the presentations that you will create are just s | i

plain text. Adding the pretty stuff is in the next two projects.

What you need for a slide show

To show a presentation to a large group you need:

e ascreen

e acomputer

e aprojector

o the correct cable to connect the computer to the projector

Of course, for just a couple of people, you could have them gather around
your computer's monitor screen. But for four or more, you need to shine your
presentation onto a wall or a large screen. That's just what PowerPoint is
about!

Examples:

In case you are still not sure what a presentation is, there are two ways to view below.

The first downloads a PowerPoint Show, which automatically plays the presentation full screen on your
computer monitor. PowerPoint must be installed on your computer for this one to work.

The second uses PowerPoint Online to run the presentation in a frame on this page. So you have to be online
for this method to work.

How to Start:

To begin Microsoft PowerPoint, go to Start Menu > All Programs > Microsoft Office > Microsoft
PowerPoint 2010 (Figure 1). Select PowerPoint Presentation from the Project Gallery if a blank document
does not open.

N
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= ——
B Windows Fax and Scan
% Windows Media Center
L3 Windaws Madia Playar
] Windows Update
w4 XPS Viewer
Accessaries
Gamen Pictures
Maintenance
Microsoft Office
[A] Micrasoft Access 2010
| 4] Microveoft Excel 2010
K] Microsott InfoPath Designer 2010 B
(L] Microseft InfoPath Filler 2010 ‘
[N] Microseft OneNeote 2010
O Microsoft Outlook 2010 |
[P ] Microsoft PowerPoint 2010 | Defsult Programs
[ 7] Microsoft Praject 2010
[ ] Microsoft Publisher 2010 ‘
[ 5] Microsoft SharePoint Workspace 201
(V] Micresoft Visia 2010 |
(W] Microseft Werd 2010
Microsoft Office 2010 Tools

Music

Computer

Control Panel

Devices and Printers

Molp and Support

1 Back
[Sear programs ana 5]
~ . PowerPoint Window:
File Tab (Backstage View)
®| -‘( ¥ Fratantaionl - MIETOLatt PowwrPm - — / ‘Menll bar tabs
n e maent Detign Nanimon Animations Sk Shawe Review Ad0 v
- - = = oww P *h 52 —— Ribbon
Y —
oo 7
SARSIr,
PowerPoint 2010 Basics
Instructor Marc Patacchiola Slidep(me
Senior Training Specialist
http:/ /Jase tufts. edu /its /training htm
phone ext. 75897
training@ase.tufts. edu
|__— Notes pane
Click to add notes ‘/:
Shaet o OBlee Thene | PR B T - k RN |
T
Slide tab Status bar

Interface: Views
The PowerPoint interface has several different views to help you do your work. Most of your time will be

spent in Normal view.
Presentation Views:

wj
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Normal View - with Outline

— .|

Slide Sorter

Notes Page

Ty

dp -

Reading View

& Print Preview - 2007

EPrint Preview - 2010

@ Print Preview -2013

Master Views:

The Masters control the default look and behavior of your slides and handouts. You can configure a master

for each slide layout, like Title & Content, Two Content, and Section Header.

[Ese = s : | | EsEia=s 2 y L |
|= _‘ e Wl |2
Master - | Master - | Master - Notes Page Master - Handout

Title slide Title & Content

Views Bar | 2% ¥ =
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There is a Views toolbar tucked away at the bottom right of the PowerPoint window next to the Zoom slider.
It has buttons for only 4 views: Normal, Slide Sorter, Reading, and Slide Show.
Slide Sorter is a handy view when you need to move slides around or select and delete several at a time.

Reading view runs the presentation in the PowerPoint window with the ribbon and navigation pane hidden.
Slide Show runs the presentation full screen.

Where are the commands to change views?

E &= E ¥

« ViewsBar; B8 8 7
« Ribbon: View tab > Presentation Views group and Master Views group

EEQ B =@ 8 5

Mormal| 5lide Motes Reading Slide Handout Motes
Sorter Page View Master Master Master

Presentation Views Master Wiews

3] m
ENEREEREINEE
Mormal Outline Slide MNotes Reading

View Sorter Page View
Presentation Views

Master Master Master
Master Views

. @

PowerPoint 2007, 2010: Navigation pane in Normal View: Tabs for Slide thumbnails and Outline

e Quick Access Toolbar: 2@ print Preview - if you followed the steps in a previous lesson.
« Office button menu/File tab: Print > Print Preview

Adding/Deleting Slides

To add a new slide click onto the Home tab click on the New Slide tool and use the slide layout thumbnails

to select the layout for your new slide. To change a layout, select the slide you want to change, click on the
Layout tool and select the layout thumbnail that will be replacing the current layout.

< nsern

D! =5 Layout ~

| l |5 [ |E e

lL d | v et __,}tc.gx
Slide » ) >ection ~

_I 53] Layout

.......

Clipboard

Slides | Owctiine |

1

BsReset

av 5 Sertion

Slides

> |

(O] |
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Delete a slide by selecting the slide in the left column and selecting Cut from the Clipboard group in the
Home tab or pressing the Delete key on the keyboard.

Slide Pane

The Normal View is where you will do most of your work. The Normal view usually shows three panes:
Navigation, Slide, and Notes.

First we will take a closer look at the Slide Pane.

-3y — ORI AT 04 e S — L L,

[ E

= Slide Pane
Navigation J“& ; ‘P'——J
LE

Pane L

i

How computers affect yor
_— Stat“‘ Bar |
: e

Notes Pane ‘ +

Slide Pane
e A large version of the selected slide in the Navigation Pane appears in the Slide Pane.
e You will do most of your editing and format changes directly on the slide.

What's On A Slide?
Most slides have placeholders to hold your text. A placeholder is a special kind of text box.

What text appears in the outline?

Only text that is in a placeholder will show up in the outline in the Navigation Pane. PowerPoint creates
placeholders when you apply a slide layout to a slide. The outline will not see text that you put in a text box.
that you created yourself.

Example Slide Layouts with Placeholders:

A selected placeholder shows a thin border with circles (resizing handles).

R S

\Viﬁ Spam =any unwanted or un-requested
AT -~ email. An increasing burden!

.
« Ads for products or web sites

;‘ ‘w e « Solicitations for help or investment
= Pornography .
. E = Chain letters Bu”et L|St l
o letting a Virus wormitrojan in

« Fakes {0 tnck you int
How computers affect iar f~
E— u bt' tle ——
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Title Slide:
Placeholders for the title and subtitle of the
whole presentation

Title & Content:
Placeholders for slide title and bullet list

(the default layout for a new slide)

What can you do directly on a slide?

Enter and edit text.

Insert a picture, chart, table, text box., or other object.
Resize or move an object or placeholder.

Add an AutoShape, with or without its own text.

Slide Show View: Control with Keyboard
You can use the keyboard to advance through the slides or to back up or to jump around when you need to
skip slides or return to a previous slide.

When the slides are a distraction to your speech or discussion or during a break, you can turn the screen
black or white with a key combo.

Action Key(s)
Show first slide Home
Show last slide End
Advance one step Page Down
Down arrow
Right arrow
N (for Next)
space
ENTER
Back up one step Page Up
Up arrow
Left arrow
P (for Previous)
BACKSPACE
Jump to slide # of slide and press ENTER
Whites/unwhites screen W
, (comma)
Blacks/unblacks screen B
. (period)
Stop  presentation and return to | ESC
PowerPoint CTRL + BREAK
- (hyphen)
Views: Print Preview o &
You have a number of choices to make if you want to print your |° Printing Options
presentation. Happily, you can preview before printing. ‘
Print Preview in PowerPoint is a bit different from the preview in =% .

other programs. You must choose a print layout from several

possibilities.

PowerPoint 2010, 2013: Print Preview is part of the BackStage View on the
File ribbon tab. The preview is at the right with controls for your options in

the middle panel.

~N)
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Print Layout Examples

i

Slides
Each slide takes a whole page

Handouts- 1 slide per page

Handouts- 3 slides per page Handouts- 4 slides per page Handouts- 6 slides per page
Includes lines for taking notes.

Handouts- 9 slides per page Notes Pages Outline
One slide per page
with its Notes

Photo Album:

Here you can create a series of slides or an entire presentation based on images you select from your
computer. Clicking on the Photo Album tool brings up a dialog box to select images and format the series
of slides to place in your presentation, including frames and captions.

oo}
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Photo Album @

Album Content

Insert picture from: Plctures in alburn; Preview:
File/Disk... .1 Winter ‘
lig Blug hills
Insert text: |3 Sunset
|4 Water lilies
New Text Box |

Picture Options:

[]aLL pictures black and white

oD

=4 ~

Alburm Layout

Picture layout: Fit to slide v

Theme: i g

[ Create ][ Cancel ]

Design Tab
The Design tab contains the groups for the tools regarding the formatting of the layout and general look of

the document. Here you can set the slide size and orientation (i.e. Landscape versus
Portrait), add a preformatted theme or set a background color. Note

that Themes and Background Color employ Live Preview to see what the theme or color
would look like on the sllde before applymg it.

od BN

If you want to create a custom theme, you can set the Colors, Fonts, and Effects of the fonts and accents, by
using the individual tools next to the preformatted themes. You can also set a custom background in the
Background Styles tool. Here there are some preformatted colors that you can choose. Create a background
of your own by

L L I’I

Aa ’

(Vo) |
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Mld>0 Presertatony - MIrosoft Fomesycart
BRI vore Susa | oveon | Demiven | Amiounes
| \
- d Aa |Aa
« e [—— l" -
| LI
Sheaei Huthes -
i
|
|23
! v
el M2 | O T’ 135 |10} T A i*103

selecting Format Backround. Here you can set up a backround with a solid, gradient or
picture/texture fill.

FA [ mn FE=S | Fan

Picre {2+ Sobd fll Ficire ¢ Sobd fil
(& Gradent fl 2 Gradent Al
23 Pictre or texture fil & Picure or texture fil = Pichre or texture fil:
[ tie background graghics [7] Hike becharound graphics [ tiee backaround grahics
ok ——— e
Trersparenc: ) 0w 5 Tupe: Linear - Insert fram:
. Co)
Grster: [¥] Tie picture ga texiure
Argle: A Ting eptiers
Gradent stops affety: [0pt 2| scdew: [wow F|
Swoi v [ acd | [ Remee | Offmti: [Dat B Sedew [00% &
Stgp position: ] am = Abgnment: | Topleft -
Cokor: Mrrer type: | Hane P
Trensperency: T Transperency: ) % =
[ reeset Background | [ Clcse ] [ soottn a [ reeset Backgreund | | Cieas ] [ oot [ resetackgraund | | Close ] [ reovmm |

Animations Tab
The Animations tab contains groups for the tools relating to adding custom animations to
slide objects within a slide.

E Home Insest Sesign Transitions Anmazticos Side Shaw Review Hew Developer

36 Animation Pane i ~ Reprder Animation

[Addlng animation: Choose to have text dissolve onto the slide, art objects fIy in from an angle or sound

build as a slide is presented.

1. On your slide you have either text boxes, images or charts (called Slide Objects). Click once on one of
the Slide Objects (text or images) to select it.

2. In the Animations tab click Add Animation to bring up a listing of common effects to add.
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Animations Slide Show Review View Developer Format
l{i E:;L Animation Pane t v Reorder Anima
Add :
Animation ~
Animation Entrance -
| ,Tiq\‘.. \ 1 1 2 1o b e300 0] s ed A
= e s =1 - b -
e K g o 4 » &
Appear Fade Fly In Float In Split
< L] | -
. . ¢ = ~
Shape Wheel Random Bars Grow & Turn
~ 1
X v
Swivel Bou '; ce
PJ];: Color Pulse Teeter Spin Gr-:;-;fhrinr
Desaturate Darken Lighten Transparency Chject Color
3 A
k g A A
Complemen.., Line Color Fill Color Brush Color Font Color
u B B
Underline Bold Flash Bold Revea Wave
Exit
? 3 ‘.‘ ,_’ -

Kk More Entrance Effects...
¥%¥ More Emphasis Effects...
W= More Exit Effects...

{} More Motion Paths..,

. _____________________________________|

tio

| 16
==

2. You can also access a complete listing of animations for Entrance, Emphasis, or EXit effects by selecting
More Entrance/Emphasis/Exit Effects.

3. Once you have selected this option, the appropriate palette will appear on the right side of the slide.

5. Now you can single click on any animation and preview the effect on the selected object. This window

also shows the full range of effects that are a available.

11
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et

Basic
® # Appear 2 Elinds
O——————— .o 0 i i Box E E Checkerboard
-Test Presentation ¢ s cree X bamond
o P O O ‘* Dissolve In ,,1* Flyw In
W Peck In Fr Plus
& Random Bars 2 Split
& Strips iy wedge
e Wheel 2 Wipe
Subtle
B Expand P Fade
F Swivel # Zoom
Moderate
*1* Basic Zoom ,;* Center Revalve
# Float Down # Float Up 3z
| [+] Previews Effect [ [8]4 ] [ Zancel ]

Click OK to add the effect.

NOTE: You can only animate one slide at a time.

Once the animation has been applied, you can click on the Animation Pane tool to customize the applied
animation in terms of timing, triggers for the animation.

MN

— g "2L Arimation Pane
w ”~ b 2 4 ot yger =

B Do 00.00

Asmviabion Ifase v x

-l -
|b e |

[T Tentbocis T w|

|

" Test Presentation

“n
‘
-
=)
v
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Transitions Tab

a5

The next. The default transition doesn’t involve any special effects.
1. Select the slide from the thumbnails on the left.
2. Click on the selection to apply the effect on the current slide. The effect occurs between the selected and

previous slide.
Pld9-0 s

i‘ﬁ ras pa— ihde 3 Pevre " slipe 7 ]

Test Presentation

3. You can then select Effect Options for the transition and slide advancement settings in the tools to the
right of the transitions. Click Apply to All to apply the settings to all slides.

f
..... -
i
. Test Presentation

Slideshow Tab

@l Home Insert Design Transitions Animations Slide Show Review View Developer

- —

= T = C=1 7 x J| Play Narrations (@8] Resolution: Use Current Resolution =
| © B . < 5 |V y rations =il Resolution: Use Curre esolutio
P ¥ B T = E &0 .

|¥] Use Timings

From From Broadcast Custom SetUp Hide Rehearse Record Slide o ot )
Beginning Current Slide  Slide Show Slide Show ~ | Slide Show Slide Timings ow ¥ V| Show Media Controls | || Use Presenter View
Start Slide Show Set Up Monitors

The Slideshow tab contains tools for setting up and viewing the slideshow presentation.

Here you can view the slide show from the beginning or from a current selected slide.

Slide Masters Use the Slide Master feature in PowerPoint to help develop consistency in your presentation
by adding a new style/format to one slide then have it apply to all slides in the presentation.

With the Slide Master feature you can:

e Change the default typeface style and color for all slides in a presentation

13
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e Ad acompany logo, name, department or date to a presentation

e Ad headers, footers and notes to all slides in a presentation to change to a Slide Master click on the
Slide Master button in the Presentation Views group. Make desired changes then click on the Close
Master View button to finish.

Slide Handout Notes

Master Master Master

Master Views

IEI' H2- |= Presentationl - Microsoft PowerPoint

E Slide Master Home Insert Transitions Animations Review View Developer

i-“m" X n Colors = a5 . ; 3 *
J J N -__J Title _] Background Styles =
® R Al Fonts +
Insert Slide Insert A mename Insert Footers | Themes o [ Hide Backaround Graphics Page Slide Close
Master  Layout "+ Flacehaolder = b Effects T Setup Orientation = | Master View
Edit Master Master Layout Edit Theme Background Page Setup Close
q - N R I N B R T - I R T
o . . .
: Click to edit Master title style
Al
. * Click to edit Master text styles
- — Second level
_ * Third level
s — Fourth level
» Fifth level
~
0 0000000000000 SN
i Hl T _
Slide Master | “Office Theme™ | 35 | |EEEeE = 645 (<)
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What is a database?

A database is basically just a list. Some lists are a lot more complicated than others!
You use databases every day. Your grocery list, address book, and telephone book are all simple databases.
(VERY simple!) A teacher's grade book, an accounting ledger sheet, and the address cards in a rolodex are
also simple databases. You don't need a computer and special software to use these, just good eyes and
perhaps a sharp pencil.
Computer database software is useful or even required for more complex databases, like a store's inventory,
a bank's records of your deposits and withdrawals, the state's database of crimes, an airline's database of
upcoming flights and reservations. These are more than just simple lists!
Types of Databases
Databases can be organized into types based on:
e Structure (like text, flat file, and relational)
e Content (bibliography data, full-text documents, images, numbers, info about other databases)
e Function (static information or allowing changes).
A database of databases is called a meta database. Some just list the available databases. Others can reach
into those databases to select documents or data.
We will be looking at three of the types based on their structure: text, flat file, and relational. There are other
types of database structures besides these!
After this first project, you will work with relational databases.
Database Terms
Field = one item of data

Example: the last name or the city in an address book.

LastName -~

Field name = value, like LASTNAME = "Washington". //ashington
Record = a set of fields that belong together
Example- Student info: ID#, name, preferred name, which section, which line in the grade book, birth date,
bus number

Student -~ LastMame « First Mam - Called - | Class - | Line -  Birth Date - Bus -
+ 40730 Washington Bradley Brad A 31 1/27/1981 B

Data type = Each field has a data type, such as text, number, memo, OLE object, etc. Most data types also
have attributes, like the size of the field or a default value.
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Relational Database

Most recent databases are relational databases. These are made up of a set of related tables. Each table is
made up of records which are made up of a set of fields, just like the single table in a flat database.

Printing any one table does not show all of the data. It can be very difficult to print a relational database in a
way that shows all of the data at once because there is so much more data included than in a flat file
database. The more data in a record and the more records you will have in your database, the more useful a
relational database will be to you.

Advantages
e Avoids duplication of data
Example: Student info and Assignments are in separate tables that are linked to a table of Scores
Example: Supplier info and Customer info are in separate tables that are linked to the Orders.
Reduces file size by avoiding duplication
e Can keep data consistent
Example: Choosing from a list of suppliers avoids winding up with "My Supplier, Inc." in one record
and just "My Supplier” in another. Totals and groupings won't work if the names are not exactly the
same.
e Faster queries
Disadvantages
e More complex
e More difficult to set up initially

N
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Different Field Types. Creating,

How to Start M S. Access

Start-> M. S. Office-> M. S. Access 2010

Access Window:

T o]
L™ | v Mooselt Acces -

: : 3) : 1 2 |5 < TH
| 2 g2y = '.l
|8 *‘9 i
‘ o oo foF 26 g
—_— vz 1218
o v s Mrece e
| w ceded =
‘J " ceded. v e Number of A's, B's, efc.
i Caed e esteiGrade amrber of Scores
- - S ! D Usie 24 Spelling delinitions & exercices p 19017
4 the
an Totd Numbirof scoers bt AT 1 39
ot NT vete A At Seaainte
, Report :
; o
3D Rk Report Dralt
“
Data type

The type of data is allowed in a field. There are several allowed data types:

AutoNumber: Assigns a number for each record automatically. The best way to be sure each record
has a unique ID.

Text: Stores text and numbers and symbols, up to 255 characters.

Number: Stores numbers only.

Currency: Accepts numbers and formats as money.

Date/Time: Stores dates and times. Tricky to work with.

Memo: Accepts alphanumeric data. Use when you might need more than 255 characters. Cannot be
sorted.

Hyperlink: Accepts alphanumeric text and formats as a hyperlink, like an email address or a link to
a web page.

Attachment: Accepts one or more objects like photos or Word documents or PDF files.
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Different Form View:
In many ways Excel actually is more user-friendly in its database features than Microsoft Works, but not in
everything.

e S
| & starwars.wdb - Microsoft Works Database b S

foe  Ede Yiew fecced  Jook  Help we Search
D@ eBlivdrry|E=q BELBICAYIEO
E

My Star Wars Collection ; Recent Documents

ItemD: =~ 00008 . 1. starwars.wdd

ItemName:
Ttembescription: [
Episode:
Category: TECTICT N Hotes:
unitstnstock: LY :
YearMade: H | oo somsedocuments
YearAcquired: *7 Brorese Templates
HowAcquired: D hewDocument

. !
Amountpaids: I cardirontType: [N :

£ « Tip of the Day

Condition: 2 I cardsackrype: [N

Add o pscture to a form
Lo %L BT aint warn off nose. Missing gun. ta @

IR _=lall
IALT for commands; F2 to edits CTRL $9GONAR &r rext record, MM 1 1515 i ‘
& 4)

Form View: Unlike in Excel, even in a basic database like Microsoft Works, you can rearrange and format
the form view to suit yourself. Color is nice, but even nicer is being able to see all the fields in a compact
form and with enough room to write.

. . ) I I
172 starwens - Copywdty - Miroooht Works Dasstene s = amn .- |

3 d RE @GPt | X Lo

R

Dokl Mambme mienirgn (poede Coteoy nain i Yeuteds sakiaermkontc g eert e C

Brazel HUM
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Report View: Reports in Microsoft Works can give you a basic print-out. Some of the fields in the Star
Wars Collectibles database need more room than the default formatting gives.

Iz

| &) starwars.wdb - Microsoft Works Database PS5 .
foe Ede Yiew Jusest Fgrmat  Jook  Help O
0 ~DEH SR LR U = @
A I
A 3] C D E F
I Star Wars Collection
Recent Documents
Ve et Mlemtame lemDescrption Episede  Calegory UnitsdnStock Ye 1. starwars.wdbd
Headings
Intr YeatMade
¢ miNam 4 npRIc p Qory J =Y
n
C dlack
E Brormse Documents.
*7 Browse Templates
[ Wew Document
Tip of the Day
Add a pscture to 4 form
"t
=l
Prews A o Core Y » £t LM REPORT :
[ 4

Happily, the Report Design View lets you make some adjustments to the formatting of the report like
widening the space, adding text wrapping, and changing the font.

Clearly the report is based on a datasheet layout.

You can move fields to a second row for the report and group the records.

The example at the right groups the records by YearMade and puts a dividing line between the groups. It
also formats the fields to wrap the text.

—

- ™
oY starwars.wdb - Microsoft Works Database
D (3 &R & | @pine | X Close
[ -
- onbibe temm D
e A ~ FE v
v s o st ca "
Vo v =
&~ s wt Cs -
i
'
Pagel NUM
LS 4

Be forewarned - The text in a field will be cut off if you did not leave enough space in the report design
view.

N
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Queries

A query can organize the data from one or more tables. It can sort the records into a particular order or filter
results to show only the records that match certain criteria. Calculated fields in a query can combine text
fields or do math with number values.

Design View

Nowadays queries are often designed visually. You can drag the fields that you want to see in your results
from the table to the columns in the Design View. Choose which columns to sort on and add restrictions as
criteria. You can even create new calculated fields based on the original ones.

Filter Criteria /

The example query above is a simple one. It selects a few of the fields in the table Students. It creates a new
field called Name by concatenating (putting two of more values together to form a single text string) the
fields LastName and FirstName. The results are filtered to show only the students in class A. The results are
sorted in ascending alphabetical order on the field Name. (Since the field Class is restricted to just class A,
the Sort Ascending command for the field Class does not actually change anything.)

Datasheet View

When you run the query, the results show in a datasheet, neatly in order and filtered and only the fields that
you chose will show.

SQL View :
Behind the Design View, shown above, is | = QFullName sort cless A o B =B
programming code in SQL (Structured Query | [SELECT Students StudentiD, [LastName] &°, * & [FirstName] AS Name, Students.Class
Language). You can view and edit the actual | {yese (stodonts Classi=47

query code, if you choose. Once you know how | |ORDERBY [Lasthame] & °, & [Firsthame], Students.Class;

to write a query in SQL, it can be faster just to |
type simple queries yourself (if your fingers
will type what your brain meant to type).
Sometimes that is a big 'IF'! For the most of us,

drag and drop is a great blessing!




