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INTRODUCATION TO COMPUTER SYSTEM

A computer is an electronic device that works under the control of instructions stored in
its memory that can accept data, process the data, produce the results and can store the
results for later use.

The word “Computer” has been derived from the word “Compute” which means to
Calculate.

Normally, a computer is considered to be a calculating device that can perform arithmetic
and logical operations at a great speed.

Basically, a computer consists of hardware and software.
Hardware
The physical or tangible parts of the computer are called hardware.
Or
The physical parts of the computer that we can touch and feel are called hardware.
Monitor, Keyboard, CPU, Mouse etc. are the examples of the Hardware.

Software
The set of instructions, that tells the computer, what to do and how to do.

Data and Information

Data

A collection of raw facts and figures is called data

Or

Data is a collection of unprocessed items, which can include text, numbers, images, audios and videos etc.

Information

The processed data is called information. Information is an organized and processed form of data.

Or

Information conveys meaning and is useful to one or more people. i.e. when data such as course codes, course credit hours,
and grades are arranged in the form of a grade report, a student has information.

Information Processing Cycle (IPC)
Information processing cycle consists of a series of tasks or steps required to convert data into
information. Different steps of information processing cycle are as follows.

Input
In this step, data is given to the computer for processing.

Processing
In this step, computer actually processes the data to generate
Information

Information

Output

In this step, the information is given to the user as an output. Processing
Cycle (IPC)

Storage

In this step, information is stored in the computers memory for later use.

Characteristics of a computer

Computers are powerful for a verity of reasons. They operate with amazing speed reliability, consistency, and
accuracy. Computer can store huge amount of data and information. Also, computer allows users to communicate other users
or computers. A user is anyone who communicates with a computer or utilizes information it generates.

Speed

In the system unit operation occur through electronic circuits. When data, instruction, and information flow along
these circuits, they travel at incredibly fast speeds. Most computers carry out billions of operations in a single second. The
words fastest computer can perform trillions of operations in one second.

Reliability and consistency
The electronic components in modern computers are dependable because they have a low failure rate. The high
reliability of computer enables the computer to produce consistence results.

Accuracy

Computers process large amount of data and generate error- free result, provided the data is input correctly and the
instruction work properly. If data is inaccurate, the resulting output will be incorrect. A computing phrase-known as garbage
in, garbage out, points out that accuracy of a compute output depends on the accuracy of the input.
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Storage
With current storage devices, the computer can transfer data quickly from storage to memory, process it, and then
store it again for future reuse. Many computers store enormous amount of data and make this data available for processing
any time it is needed.

Categories of Computers
Computers are classified into different categories on the basis of computer’s size, speed, processing power, power of
remembering and its price.

1. Micro or Personal Computers

A personal computer is a computer that can perform all of its inputs,
processing, outputs and storage activities by itself. A personal computer contains a
processor, memory, and one or more input, output, and storage device.

Micro or Personal computers are also further divided into two main types.
e Desk Top Computers
e  Notebook Computer

Desk Top Computers
Desk top computers are the most common type of personal computer. It is designed in a
way that all its components fit on a desk or a table.

Notebook Computer or laptop Computers

Notebook computer is also a laptop computer. Laptop computer is very small in size and
can be placed easily on lap. Only one user can use it at a time. It uses less power. It can be used
using batteries. It is portable from one place to other.

Components of Computer Note Book comp"ten

A computer contains many electric, electronic and mechanical components known as hardware. These components
include input devices, output devices, a system unit, storage devices, and communications devices etc.

INPUT
Everything that we give to the computer system through input devices is called input.

Input Devices
An input device is any hardware component that allows you to enter data or instruction into a computer. Most
commonly used input devices are the keyboard, mouse, microphone, scanner, digital camera, and PC video camera.

Keyboard
It is used to enter text. It contains alphabetic, numeric and other keys for entering different type of data.

Humeric Keypad
Functional Keys =
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Mouse is a small handheld pointing device. It controls the pointer on the screen. The user gives
instructions to the computer through mouse. It contains different buttons.

Scroll Button
Button

Trackball:
Instead of moving the whole mouse around, the user rolls the trackball only, which is on the top or
side.

(BN

Glide pad:

Uses a touch sensitive pad for controlling cursor. The user slides finger across the pad and
the cursor follows the finger movement. You can tap on the pad with a finger or stick. The
glide pad is a popular alternate pointing device for laptops.

Microphone
Microphone is used to enter voice into the computer.

Scanner
It reads printed text and graphics and translates the results in digital form.

Digital camera is used to take and store picture in digital form.
With digital camera, you make pictures and then transfer the
photographed image to the computer or printer instead of storing
the image on traditional film.

PC Camera

A PC video camera is a digital video camera that allows users to create a movie or take
still photographs electronically. With the PC video camera attached to the computer,
users can see each other as they communicate via computer.

Multimedia:

Multimedia is a combination of sound and images with text and graphics. This would include movies, animation, music,
people talking, sound effects like the roar of a crowd, smashing etc.
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System Unit:

System unit is a box that contains different electronic components of computer system. It is also called
chassis. It protects the internal components from damage. The electronic circuits in the system unit are
connected to motherboard.

Microprocessor or Central Processing Unit (CPU)

The Microprocessor, also called the central processing unit, interprets and
carries out all the basic instructions that operate the computer. The processor
significantly impacts overall computing powers and manages most of computer’s
operation.

Processor contains a Control Unit (CU) and an Arithmetic Logic Unit (ALU). These
components work together to perform processing of operations.

Control Unit (CU)

The control unit is the component of the processor that has direct coordination most of operations in the computer.
The control unit has a rule much like a traffic cops: it interprets each instruction issued by a program and then initiates the
appropriate action to carry out the instructions.

Arithmetic Logic Unit (ALU)

The Arithmetic and Logic Unit (ALU) another component of the processor performs arithmetic, comparison, and
logical operation. Arithmetic operations include basic calculation such as addition, subtraction, multiplication and division.
Comparison operations involve comparing one data item with another to determine whether the first item is greater than,
equal to, or less than, the other item. Depending on the result of the comparison the different action may occur.

Logical operation include conditions along with logical operator such as AND, OR, and NOT. For example, if only
employees paid hourly can receive overtime pay, the ALU must verify to condition before computing an overtime wage:

1. The employee is paid hourly AND.

2. The employee worked more than 40 hours

Machine cycle
For every instruction, a processor repeats a set of four basic operations.

Conirol Unit ALU
e Fetching Decode : '
e Decoding
e  Executing and if necessary,
e  Storing
Fetching

Fetching is a process of obtaining a program instruction or data item from memory.
Decoding

The term decoding refers to the process of translating the instructions into the signals
the computer can execute.
Executing

Executing is the process of carrying out the commands.

Storing
In this context, means writing the result to the memory (not to a storage medium). Together, these four operations
(Fetching, decoding, executing and storing) comprise a machine cycle.

Storage Devices
The hardware components that are used to store data, instructions and information temporarily or permanently are
called storage device. Some important permanent storage devices are floppy disk, hard disk, zip disk etc.

Storage:
Storage refers to the media either data are stored temporarily or permanently.

RAM (Random Access Memory)

RAM Stands for Random Access Memory. RAM is also called main memory or
primary storage, it consists of memory chips that can be read from and written to by the
processor and other devices. When you start the computer certain operating system files are
loaded into the RAM from the hard disk. These files remain in RAM as long as computer has
continuous power. RAM varies in size like 128 MB, 256 MB, and 512 MB to 2 GB. It plays an
important role in processing of a computer system. A bigger RAM size means better speed for
processing.
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RAM cannot store data and instruction permanently. When we switch off the computer, all data and instructions

from RAM are washed or vanished. All data that stored in the Hard disk first load in the main memory (RAM) then executes.
Any computer can not work without a RAM.

Hard Disk

It is most popular and widely used type of magnetic disk. It is also called a fixed
disk.
It consists of more than one metal plates or platters that are coated with magnetic material.
Hard disk provides large storage capacity. It is much faster and reliable than floppy disk.
The capacity of computer hard disk is from 2 GB to 1 TB.

Floppy Disk

It is flexible magnetic disk enclosed in a protected plastic jacket. It consists of a thin
plastic disk coated with magnetic material. It is also known as diskette. Floppy disk can only
store very small amount of data. Data access speed of floppy disk is very slow. A standard
size of floppy disk is 3.5 Inch. A floppy disk can store 1.44 Mb of data. At the top end, it has
a read and writes area covered with a metal shutter. Shutter is automatically opens when the
disk is entered into the disk drive.

USB flash Drive

USB flash drive is a portable storage device that has much more storage capacity than
a floppy disk or Zip disk but is small and lightweight enough to be transported on a key-chain or
in a pocket.

Magnetic Tape (Sequential Access)

It is an example of old type storage media to store large amount of data permanently.
Magnetic Tape consists of a thin ribbon of plastic. The tap is coated with magnetic material.
The process of reading or writing of data on the tape is very slow. In magnetic tape, data can
only be accessed sequentially. It is mostly used for taking backup of data.

CD - ROM

It stands for Compact Disk Read only Memory. It is the most popular optical medium. It is an easily
portable storage device. All kind of data like text, graphics, audios and videos etc. can easily be
stored and transferred into the computer through CD-ROM. It can hold 650 MB to 800 MB of data.
The data on the CD-ROM can not be erased like magnetic diskettes.

DVD - ROM

It is stands for Digital Video Disk. Its working technique is similar to CD — ROM.
But it uses a laser beam with short wave length. The short wave length makes it possible to
read smaller holes on the disk surface. So data storage capacity of the disk is increased |
automatically. It can store 5- 10 GB of data. \

OUT PUT

The every thing that computer display after processing is called out put.

OR

Output is data that has been processed into useful form, now called Information.

Types of Output:-

1: Hard copy: Printed on paper or other permanent media.
2: Soft copy: Displayed on screen.

Categories of Output:

There are three general types of Output:

1: TEXT Documents: including reports, letters, etc.
2: Graphics: charts, graphs, pictures, etc.
3: Multimedia: Combination of text, graphics, video & audio, etc.
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OUTPUT DEVICES

Output Devices
Computer hardware components that are used to receive processed information from computer are called output
devices.
Or
An output device is any hardware component that conveys information to one or more people.

Three commonly used output devices are

>  Printer

»  Monitor

»  Speaker
Monitor:

A monitor displays text, graphics and videos on screen. Many monitors look similar to a
television.

Flat-Panel Displays

An LCD monitor also called an LCD flat panel monitor, is a desktop monitor that
uses a Liquid Crystal Display (LCD). LCD monitor also uses less than one third the power
consumed by monitor, produces less heat and does not produce Electro-Magnetic Radiation
(EMR).

Speakers allow you to hear music, voice and other audio
(sound) data.

Printers

A printer is output device that produce text and graphics on a physical medium such as
paper or transparency film. Printed information called hard copy. A hard copy also called a print out.

Motherboard AGP Siot cPU

The mother board sometime called a
system board is the main circuit board of the
system unit. Many electronic components
attached to the mother board; others are built
into it figure shows a photograph of a desktop
personal computer mother board and identifies
component that attach to it, including cards, the
processor, and memory. The processor,
memory, and other component consist of one or
more computer chips.

PCI Slots

Floppy
IDE Connector

' Connectors

Slots Battery

Communication Device

A communication device is a hardware component that enables a computer to send (transmit) and receive data,
instructions and information to and from one or more computers. A widely used communication device is the Modem.

For example two computers connected by a communication device such as a modem, can share stored data,
instruction, and information. These two computers can be located in the same room or thousands of miles away from each
other in two different countries.

Communication occurs over cables, telephone lines, cellular radio networks, satellites, or other transmission
media. Some transmission media, such as satellites and cellular radio networks, are wireless, which means they have no
physical lines or wires. People around the world communicate with each other using transmission media.

Signals
Computer uses two types of signals for data transmission, Analog and Digital.
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Digital Signals
A digital signal is a stream of “0” and “1” so this type of signals is appropriate particularly for today computer.

Analog Signals
Analog signals use variation (Modulation) in signals to convey information. It is particularly useful for Wave data
like sound waves. Our phone lines and speakers are the Examples of Analog Signals.

Modem

Modem stands for Modulation and Demodulation. Modulation means conversion of Digital Signals into Analog
signals While Demodulation means conversion of Analog signals into Digital signals. It is used to connect to the Internet or
Global Network.

Computer Software
Software, also called Programs. Software is a set of instructions that tells the computer what to do and how to do it.

Types of the Software

Basically there are two types of the Software
»  System Software
»  Application Software

System Software
System software consists of the programs that control or maintains the operations of the computer and its devices.
System software serves as the interface between user, computer and application software.

There are further two types of the system software
Operating Software
Utility Programs

Operating Software

Operating software is a set of programs that coordinates all the activities among computer hardware devices. The
operating system also contains instructions that allow users to run application software. For examples Windows, DOS,
Linux, Unix, Apple Macintosh, Sun-Solaris etc. Now a days computers use Microsoft’s operating system called Windows.

Utility Programs
A utility program allows a user to perform maintenance type tasks usually related to managing a computer, its
devices, or its programs. For examples Antivirus, Backup and Recovery of software, Disk cleanup, Defragmentation etc.

Application Software
Application Software consists of programs that perform specific tasks for users. Popular application software
includes word processing software, spreadsheet software, database software and presentation graphics software.

Word Processing Software
It allows users to create documents such as letters, memos, and brochures.

Spreadsheet software
It calculates numbers arranged in rows and columns and allow users to perform financial tasks such as budgeting
and forecasting.

Database Software
Database software provides a way to store data in an organized fashion, as well as retrieve, manipulate, and display
that data in a variety of formats.

Presentation Software
With the help of presentation software, users create visual aids for a presentation.
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Microsoft Word

Introduction

Microsoft Word is part of the Microsoft Office. Its main function is for producing documents that can include text, graphics,
table, clip art etc. The most familiar application among the members of the Office is Word. With MS word, you can
accomplish all of your basic word processing duties and fulfill your desktop publishing needs. You will be using word to
generate all of your memos, letters, Reports and other text intensive documents

Word Processor

Word Processor is software that helps you to create any type of written communication. A word processor can be used to
manipulate data to produce a letter, a report, a memo, or any other type of correspondence & text data. (i.e. Microsoft Word,
Word Pad, Word Star and Word Perfect are the common word processors). But the Microsoft Word is popular word
processor.

This lesson will introduce you to the Word window. Use this window to interact with Word. To begin this lesson, open
Microsoft Word 2007. The Microsoft Word window appears and your screen looks similar to the one shown here.

1-Getting Started
1.1-Microsoft Office Button

1.2-The Ribbon (Formerly the Toolbars)
1.3-Quick Access Toolbar

Screen Layout
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Menus
When you begin to explore Word 2007 you will notice a new look H Save s
to the menu bar. There are three features that you should
remember as you work within Word 2007: the Microsoft Office c ol
Button, the Quick Access Toolbar, and the Ribbon. These three ;
features contain many of the functions that were in the menu of
previous versions of Word. The functions of these three features g sed
will be more fully explored below.

2] word Options | | 2 Ext Word
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1.1-The Microsoft Office Button
The Microsoft Office button performs many of the functions that were located in the File menu of older versions of Word.
This button allows you to create a new document, open an existing document, save or save as, print, send (through email or
fax), publish or close.

1.2-The Ribbon

The Ribbon is the panel at the top portion of the document. It has seven tabs: Home, Insert, Page Layout, References,
Mailings, Review, and View that contain many new and existing features of Word. Each tab is divided into groups. The
groups are logical collections of features designed to perform functions that you will utilize in developing or editing your
Word document. Commonly used features are displayed on the Ribbon, to view additional features within each group, click
on the arrow at the bottom right of each group.

Each of the tabs contains the following tools:

Page Lapoud Atlricnied KERHANGT Rcwitar Wkt
. [ e e ! ra re— — T L = sy ] .
1z A A FA— i= el - - 1) AafbCchx ] AaBbColx AaBbC: AaBbCc ’ﬁ
b ¥, X' Aa~ - A - HEE E M S-S 2 1T nomal |1 e Span Meading 1 sieading I . :g“*-:"":
Ayhes
Fart . Pasngiaps - r———— s

| Pacaprapn \

Home: Clipboard, Fonts, Paragraph, Styles, and Editing.

Insert: Pages, Tables, Illustrations, Links, Header & Footer, Text, and Symbols

Page Layout: Themes, Page Setup, Page Background, Paragraph, Arrange

References: Table of Contents, Footnote, Citation & Bibliography, Captions, Index, and Table of Authorities
Mailings: Create, Start Mail Merge, Write & Insert Fields, Preview Results, Finish

Review: Proofing, Comments, Tracking, Changes, Compare, Protect

View: Document Views, Show/Hide, Zoom, Window, Macros

Quick Access Toolbar

O ol v o=
)

The quick access toolbar is a customizable toolbar that contains commands that you may want to use. You can place the
quick access toolbar above or below the ribbon. To change the location of the quick access toolbar, click on the arrow at the
end of the toolbar and click on Show below the Ribbon.
o g e
Home ad Customdne Ok Acoeis Toolbad

Poewr
Cabbri (B Open
7 B I V| See
e E-mail

Chuick Print

Frienl Previtw

Speting & Grammas
v | Undo
o | Reae

Buawy Table

Klore Commands

hires Bt the fibben

Mipimize the Ribbon

o
You can also add items to the quick access toolbar. Right click on any item in the Office Button or the Ribbon and click on
Add to Quick Access Toolbar and a shortcut will be added to the Quick Access Toolbar.
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i Research [~ ] =

spelin| | Ad1o Quick Access Toolbar

Grame
Lustomize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Mipimize the Ribbon

|

2-Working with Documents
2.1- Creating a New Document
2.2- Open an Existing Document
2.3- Saving a Document
2.4- Save As or Renaming Documents
2.5- Working on Multiple Documents
2.6- Document Views
2.7- Close a Document

2.1-Create a New Document
There are several ways to create new documents, open existing documents, and save documents in Word:

C

a )
= Click the Microsoft Office Button - and Click New or
®=  Press CTRL+N (Hold the CTRL key while pressing the “N”) on the keyboard
You will notice that when you click on the Microsoft Office Button and Click New, you have many choices about the types
of documents you can create. If you wish to start from a blank document, click Blank. If you wish to start from a template
you can browse through your choices on the left, see the choices on center screen, and preview the selection on the right
screen.

Murvr Do vt

Terpluter "~ - - Mew Elog Post

Tk Edag Pail Eanity Fin

+

2.2-Opening an Existing Document
O
. £ .
= Click the Microsoft Office Button — and Click Open, or
= Press CTRL+O (Hold the CTRL key while pressing the “O”) on the keyboard, or

= If you have recently used the document you can click the Microsoft Office Button and click the name of the
document in the Recent Documents section of the window Insert picture of recent docs

2.3-Saving a Document
Eg )
= (lick the Microsoft Office Button - and Click Save or Save As (remember, if you’re sending the document
to someone who does not have Office 2007, you will need to click the Office Button, click Save As, and Click
Word 97-2003 Document), or
= Press CTRL+S (Hold the CTRL key while pressing the “S”) on the keyboard, or
=  Click the File icon on the Quick Access Toolbar

ol
—-’} H Ingsdt
CalibMyJE odyj
., B I
i o
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2.4-Renaming Documents
To rename a Word document while using the program:

(=]

2
]
®=  (Click the Office Button - and find the file you want to rename.
= Right-click the document name with the mouse and select Rename from the shortcut menu.
=  Type the new name for the file and press the ENTER key.
djrommating et
“elect

Open
Edt
Mew
Prirt

% Corvert to Adobe POF

T Corrvert to Adobe POF and EMal
Open With,

&7 Scan for viruses....

3 winlip b
Upkaad Using WS_FTP Upload Wizard
Send To [

ot
Copry

Créste Shortout
Dbt

Resname 1-‘—\—
Properkies

2.5-Working on Multiple Documents
Several documents can be opened simultaneously if you are typing or editing multiple documents at once. All open
documents will be listed in the View Tab of the Ribbon when you click on Switch Windows. The current document has a

checkmark beside the file name. Select another open document to view it.
Lol

w | 1) View Sede | =
ol 5
Switch Macros
Windows = -

L Creating and Opening a Document

v | 2 Document?

2.6-Document Views
There are many ways to view a document in Word.
=  Print Layout: This is a view of the document as it would appear when printed. It includes all tables, text,
graphics, and images.
= Full Screen Reading: This is a full view length view of a document. Good for viewing two pages at a time.
=  Web Layout: This is a view of the document as it would appear in a web browser.
®=  OQutline: This is an outline form of the document in the form of bullets.
=  Draft: This view does not display pictures or layouts, just text.
To view a document in different forms, click the document views shortcuts at the bottom of the screen

(EEEIEIS ™

=  (Click the View Tab on the Ribbon
®=  Click on the appropriate document view.

] NE: N FEI N

Print | Full S<reen Web  Outline  Draft
Layout| Reading Layout
Document Views

2.7-Close a Document

To close a document:
= Click the Office Button
= (Click Close
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3-Customize the Word Environment j —
3.1-Popular L
3.2-Display -
3.3-Proofing L e
3.4-Save
3.5-Advanced H e
3.6-Customize M ——_
IS
Word 2007 offers a wide range of customizable options that allow !
you to make Word work the best for you. To access these | [7F . .. ,
customizable options:
| _é Send k
2. Click the Office Button
3. Click Word Options LS pyblish b
5
3.1-P0pular | Chose

These features allow you to personalize your work environment

ais -

Recent Documents

1 ANGEL_Quiz_template
2 Merge Courses Directions
3 Course Backup

4 Outline

2 Table of Contents

& Styles

1 References and Citations
& Proofreading & Dacument

Fage Formatting
Macros

Lists

Graphies

Farmatting Test
Formatting Paragraphs

Creating Web Pages

Edil

|jJ Word Options ||X Exit Werd |
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with language, color schemes, user name and allow you to access the Live Preview feature. The Live Preview feature allows
you to preview the results of applying design and formatting changes without actually applying it.

Word Options ljl[?l

- = i I - - -
—— ._ﬁ Change the most popular options in Word.
Display
Proofing Top options for workang with Woesd
Save Show Mini Toolbar on selection
Auchraevard Enalble Linve Preview

[¥] Shaw Developer tab in the Ribbon &

Customize Always use ClearType

Ada-ins

Color schame: Elue
Trust Centas -
SepeanTip style: | Show feature deseriptions in SeraenTips

Regources

Personalize your copy of Micosoft Office

Usermame: | John Student]

fnitians: s

[ ©pen e-mail attachments in Full Soreen Reading view ©

Cheose the languages you want o use with Micresoft Office: Language Settings...

) |

Cancel

Word Options EEI

FDDular P
printed.
e —
3.2-Display Proating Page display options
Sere [F] Show mhite space between pages in Pring Layout wiew

[ Show highlighter marks

Advanced
This feature Show document tooltips on hover
Customaze
allOWS yOu to Abways show these Tormatting marks om the soneen
. Add-Ins
modify how the S [ Tab characters -
rust Center .
document content O] spaces
. . Resources [0 Paragraph marks 1
is displayed on the [ matden tet Hes.
screen and when [ optional mmnens =
. [] Object anghors Wi
printed. You can 0 Show ail formatting marks

opt to show or
hide certain page
elements.

:
i
i
i

Print drawingi created in Word
Print background colors and images
Print dacument properties

Print hidden text

Update :Icldi before pllﬁtlﬂg
Update inked dats before printing

00000

Change how document content is displayed on the screen and when

>

] [

Cancel

|
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3.3-Proofing

This feature allows you personalize how
word corrects and formats your text. You
can customize auto correction settings and
have word ignore certain words or errors

in a document.

3.4-Save

Ward Optioms

Fopular

“Prmahng
Save
Advances
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Actadng
Truagt o
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Disglay
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Change e Foad coareds and formats et 25 youhype: | SutoCoredt Optisnd...
Wen coerecting speifing in Micosof Officn progr s

Sgresee wara in UPPERCASE
Bgreane ward that contsin numpes
sre Intennet nd e addienies
Flag pepested wards
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Suggest from main dictionany onty

French modes:

O

Tracitinnal snd new spefings

W 00T Echined SPESIng and Qramma in Word

Check speiling 2 yaw type
& copberiusl epelling

Shark Gramenar ersors 83 yeu Bepe

SR radalility Bt

Writing Sty | Geammar Oty W | Segtings.
Rethers Document
Emetomtne ] Outier -

] #de speiting ermae: in this denment onky
) ¥ gramemen raon i his ocument ol

e ] o ]
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This feature allows you personalize how your document is saved. You can specify how often you want auto save to run and
where you want the documents saved.

Waord Dpliens

Pogeda
Criglay

Prncding

Custareize
Adddng
Trust Cenber

Rt idir s

3.5Advanced

H Cuitornze how JoCuments g Simed.

Sier el ineTiby

Sarve fes in this fommak

] Sawe sutaRecoves information Esery

‘Wead Document [*.dacd -

= ETARS

Sutafaddwi e leodtisn | o Derumenti Snd Srttrgi i parew Appteaban DUt Aiog LS8 ar d,

Dot Thie bacatinmn

CoDoowwers and Settesyd jspamow’ iy Dostuments

CHTine Editing apbons o SoCumEent MensgeesEnt Lt

Saren chartad-Sut Rl 15

(EF Teve pareer TS BICNE ON Chis COmpUter

CF T et perwer
Serger drafis bacsbsan

Freseres figelty when iharing B dodument:

] Embed tanit i the e

ChDengmaers and Settingsispamaew’ iy Documents' SharePoint Drafts

=] Cwmmng w

= T

This feature allows you to specify options for editing, copying, pasting, displaying, printing and saving.

Custamioe
sad-ing
Frust Cenber

Resouroes

7 mdeanced cptions Tor mocking with dcnd

Efang nesdares salemed 1ent

e CTRAL =
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g drmaet urtssng

OEE0DEEEE

[ e spertype made
Prompd o we-dsie shile

8O0

Efep I of formaaming

1 Mark formasting inconssbenoees

]
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PECIND s en Sonmments

P S1m ) Bttt £N SELLAENS Wen (0 Selifutand cordbo:

Pacting [1om sther pregrama:

Ineertpaste picture: s

LB D e i oy FSe Bbif e
Shaww Parte Qptions Botlans

HE0E

Wie dresst cud and @asie

Ltoe B B et oty B0 COnined greertype mse

[[semtine=.. }

WaTie selectorig, aUhamaticaiy cetect enbre yeourd
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3.6-Customize.

116

Customize allows you to add features to the Quick Access Toolbar. If there are tools that you are utilizing frequently, you

may want to add these to the Quick Access Toolbar.

Word Options

Popuisr

EHigay

Brgaling

T

Advanced
T

A ing

Trarik Cendter

Riensies

i Customize the Quick Acoeds Tookber and keyboasrd shortons.

Lherde cammand: frem

Papular Commands

sFeparytars

Accept and Move to Mest
Borders and Shading...
Desw Tabie

Extet Fasbar

Ladet Heasdes

E-mail

Fant...

Ieriert Hyperink

Ieiet Page snd Lestisn Breaki
et Picture Brom Fiike
Fotvr

Hew Comment

Open

Page Setup

Paragraph

Fafe Spena

Frint Prewiew

Qb Pt

Reda

Rajast sna Meren 1o M
S

Show &l
Spaling & Gramensr
Soyle

YAal@ o da b LE VRN Dunb e

>

[ Showe Quéck Access Toaibar btsaw the Ribbon

Enybgmd ihsdoats Luifemin.. |

Customize Quitk Lo0ets Toolbar
bt For sl documents [defaul) bl

~ bl Sewe
) Undo
O Fedo
wrw Punl

gadrs |

I~ [ et

4-Editing a Document

4.1-Typing and inserting Text

4.2-Selecting Text

4.3-Inserting Additional Text
4.4-Rearranging Blocks of Text
4.5-Deleting Blocks of Text
4.6-Search and Replace Text

4.7-Undo Changes

4.1-Typing and inserting Text
To enter text, just start typing! The text will appear where the blinking cursor is located. Move the cursor by using the arrow
buttons on the keyboard or positioning the mouse and clicking the left button. The keyboard shortcuts listed below are also
helpful when moving through the text of a document:

Move Action

Beginning of the line

End of the line

Top of the document

End of the document

4.2-Selecting Text

Keystroke
HOME

END
CTRL+HOME
CTRL+END

To change any attributes of text it must be highlighted first. Select the text by dragging the mouse over the desired text while
keeping the left mouse button press, or hold down the SHIFT key on the keyboard while using the arrow buttons to highlight
the text. The following table contains shortcuts for selecting a portion of the text:

Selection
‘Whole word
‘Whole paragraph

Several words or lines

Entire document

Technique

double-click within the word

triple-click within the paragraph

drag the mouse over the words, or hold down SHIFT while using the arrow keys

choose Editing | Select | Select All from the Ribbon, or press CTRL+A
Deselect the text by clicking anywhere outside of the selection on the page or press an arrow key on the keyboard.
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4.3-Inserting Additional Text
Text can be inserted in a document at any point using any of the following
methods:
=  Type Text: Put your cursor where you want to add the text and
begin typing
=  Copy and Paste Text: Highlight the text you wish to copy and right
click and click Copy, put your cursor where you want the text in the
document and right click and click Paste.

=  Cut and Paste Text: Highlight the text you wish to copy and right Clipboard T Clioboard Menn
click and click Cut, put your cursor where you want the text in the - W

document and right click and click Paste. 1 of 24 - Clipboard -
=  Drag Text: Highlight the text you wish to move, click on it and drag
it to the place where you want the text in the document. [uﬂ Paste Al ] [_"5'; Clear Al ]

You will notice that you can also use the Clipboard group on the Ribbon. e

‘L] - Home Insert
4.4-Rearranging Blocks of Text [ s ')
I j Calibri [Body)

To rearrange text within a document, you can utilize the Clipboard Group on =F
the Home Tab of the Ribbon. |'Paste | g B L B
Insert picture of clipboard group labeled -

=  Move text: Cut and Paste or Drag as shown above [ | Paste

= Copy Text: Copy and Paste as above or use the Clipboard group on - s

the Ribbon iﬁ Paste special...

= Paste Text: Ctrl + V (hold down the CTRL and the “V” key at the
same time) or use the Clipboard group to Paste, Paste Special, or Paste as
Hyperlink

i

4.5-Deleting Blocks of Text

Use the BACKSPACE and DELETE keys on the keyboard to delete text. Backspace will delete text to the left of the cursor
and Delete will erase text to the right. To delete a large selection of text, highlight it using any of the methods outlined above
and press the DELETE key.

4.6-Search and Replace Text

To find a particular word or phrase in a document:
=  (lick Find on the Editing Group on the Ribbon
®=  To find and replace a word or phrase in the document, click Replace on the Editing Group of the Ribbon.

24 Find ~

2ac Replace

g Select ~
Editing

4.7-Undo Changes

To undo changes:
=  (Click the Undo Button on the Quick Access Toolbar

(P B R
'-Hme Insert

5-Formatting Text
5.1-Styles

5.2-Changing Font and Size
5.3-Font Styles and Effects
5.4-Change Text Color
5.5-Highlight Text
5.6-Copy Formatting
5.7-Clear Formatting

5.1-Styles

A style is a format enhancing tool that includes font typefaces, font size, effects (bold, italics, underline, etc.), colors and
more. You will notice that on the Home Tab of the Ribbon, that you have several areas that will control the style of your
document: Font, Paragraph, and Styles.
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. E}_)'
= Hame ingern Page Lot Raferenies hpbags Repal b Wakw Devdoper
= r 2 =l = 4 Find -
J ; Calibsi [Bady) it . e = =R et - AaBbCcDe AaBbocDe AaBbC: AaBbhlc | % i

¥ Beplace
1 e
Pasie | - i - b - b= e % £ Y Change
_ ‘r B I U abi ®, ¥ Aa ar & EEE - i = | O H Motmal Ho Spaci..  Heading & Heading 2 Flrle:g' [ Seert >
Clipooard = Fant i Faragraph T Styles fa Ediking

5.2-Change Font Typeface and Size
To change the font typeface:
=  (Click the arrow next to the font name and choose a font.

Calibri [Body) =

Font

=  Remember that you can preview how the new font will look by highlighting the text, and hovering over the new

font typeface.

. nin - IA A== || BB L enccoc] aaebecoc Aal
Therme Fonty = E RS :E'I :5,,1}_1- g~ i T Normal || T Mo Spad...  Hea
Cambria {Headings} =
Paragraph = Style
Calibori {Body)
Recently rsed Fonts
B Verdana
T Times New Foman
AH Fonts
i hgency B
Formatting Text
i ALGERLAN %
T Arnial
' 'n_ﬂ" Hisok oal that includes font typefaces, font size, effects {bold, italics
b Arial Namow i notice that an the Home Group of the Ribbon, that youw hawve
% Arial Roundad MT Boid Fafyour document: FONT, PARAGRAPH, AND STYLES,
T Arial Unicode MS

To change the font size:
®  Click the arrow next to the font size and choose the appropriate size, or
®  (Click the increase or decrease font size buttons.

iZalibri (Body) 11 - A" ﬁ'”aaﬂl’,
‘B I U - e x Aa~||B7NA -
Font T

5.3-Font Styles and Effects

Font styles are predefined formatting options that are used to emphasize text. They include: Bold, Italic, and Underline. To
add these to text:

= Select the text and click the Font Styles included on the Font Group of the Ribbon, or
= Select the text and right click to display the font tools

Calibri (Bt~ 11 = A" o7 Ay F

B|I =E%-A-&EsEi--
2 Group of the Ribbon, == I

L

zfaces, font size, effe

, Paragraph, and Styles.

5.4-Change Text Color

To change the text color:
= Select the text and click the Colors button included on the Font Group of the Ribbon, or
=  Highlight the text and right click and choose the colors tool.
= Select the color by clicking the down arrow next to the font color button.

Calibri (B 11 ﬁ PVt 4

B I =E®- A==l

5.5-Highlight Text
Highlighting text allows you to use emphasize text as you would if you had a marker. To highlight text:
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= Select the text

= Click the Highlight Button on the Font Group of the Ribbon, or

=  Select the text and right click and select the highlight tool

= To change the color of the highlighter click on down arrow next to the highlight button.

Miiﬁkjt‘* . W "l .
I _ Sia= %

L s &
B EW-A-EZ=Es - AaBbC: AaBbCc ]
Heading 1 Heading 2 — g:;l'”ge 1
es ~ |
5.6-Copy Formatting Sigec i \

If you have already formatted text the way you want it and would like another Styles

portion of the document to have the same formatting, you can copy the

. . . Clear all
formatting. To copy the formatting, do the following: Il mormal
= Select the text with the formatting you want to copy. FTic spadng i
=  Copy the format of the text selected by clicking the Format Painter | | Heading 1
button on the Clipboard Group of the Home Tab Heading 2
=  Apply the copied format by selecting the text and clicking on it. | | Tide
o L Subtite

Subte Emphasis
L Emphasis
=E | | " )
Past Intense Emphasis
il j Strong

1 | te
Clipboard ™ || Que
| Intense Quote

Subte Reference
5.7-Clear Formatting Intense Reference

To clear text formatting: | | Book Title
= Select the text you wish to clear the formatting List Paragraph
=  Click the Styles dialogue box on the Styles Group on the Home Tab '
®=  (Click Clear All

AgpplilEeewolEER--

[ Show Prewviews

6-Formatting Paragraphs | [ Disable Linked Styles
6.1-Change Paragraph Alignment :
6.2-Indent Paragraphs - -- e Optlc""s

6.3-Add Borders and Shading

6.4-Apply Styles

6.5-Create Links

6.6-Change Spacing Between Paragraphs and Lines

Formatting paragraphs allows you to change the look of the overall document. You can access many of the tools of
paragraph formatting by clicking the Page Layout Tab of the Ribbon or the Paragraph Group on the Home Tab of the

Ribbon.

all

~"". Hame Insert Page Layout References Mailings Reiew Wiew Dewvelaper

A ] K- | [y Crrientation = ¥= Breaks = 2} watermark = Indent Spating i ,_ t i - % ANgn -
4 ki
""" (Al |3 size - FLine Numbers = % Page Color = ERE Lett: 0 s | b Before: 0 pt . _ 1y k- I8

Themes Margins . . 1! e -
- [._,_1- = M Columns - e Myphenation - _"I Fage Borders ﬁ Right: 0 - pam After  10pt = W L
Themes Fage Setup “ || Page Background Faragraph ‘ Arrange

Home Ingert Page Layout References Mailings Review View De

Calibri [Body) ST = =~ 2 JIEY L o

_}" nru.ﬁ.xhxnhfﬂyfﬁ. El:.,tgf \'_-:,1._1-
d = Font - . Paragraph

6.1-Change Paragraph Alignment
The paragraph alignment allows you to set how you want text to appear. To change the alignment:
=  (Click the Home Tab
®=  Choose the appropriate button for alignment on the
Paragraph Group. = - | |EE gg”%l” qq |
o Align Left: the text is aligned with your = ==

left margin | [[#=~ || Sy -
O  Center: The text is centered within your b_\
margins Paragraph ]

o Align Right: Aligns text with the right
margin
o Justify: Aligns text to both the left and right margins.

e
I11

4
e
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== -SE | IR T

A |ET W W5 H-

6.2-Indent Paragraphs
Indenting paragraphs allows you set text within a paragraph at
different margins. There are several options for indenting:

=  First Line: Controls the left boundary for the first
line of a paragraph
Hanging: Controls the left boundary of every line
in a paragraph except the first one
Left: Controls the left boundary for every line in a
paragraph
Right: Controls the right boundary for every line in
a paragraph
To indent paragraphs, you can do the following:

=  Click the Indent buttons to control the indent.

Click the Indent button repeated times to increase
the size of the indent.

= FE 2T

Click the dialog box of the Paragraph Group
Click the Indents and Spacing Tab

AaBbCchx | AaBbCeDa |20

T Mormal | ¥ Mo Spaci...

Paragraph "_
Paragraph E El
Inderts and Spacng | Line and Page Bresks
General
Abgriment: e
Cuthre level: | Body Text 5
Endentation
Left: o % Spexial; By:
Right: o s (rone) i >
] pewar indents
Spacing
Befiore: opt 2 Lipe spacing Ak
After: wopr 2 Multipls ~ 115 2
] Don't add spage betwesn parsgraphs of the same style
Frenvisy
[ zabs.. | [ pefour... | [ ox [ comen |

Select your indents

6.3-Add Borders and Shading

You can add borders and shading to paragraphs and entire pages. To create a border around a paragraph or paragraphs:

Choose the Border and Shading

=  Choose the appropriate options

=gl =ML bl 241

EE NN |90

Paragraph f

+0/@

CEBEW~N =20

—

6.4-Apply Styles.

Select the area of text where you want the border or shading.
Click the Borders Button on the Paragraph Group on the Home Tab

AaBbCch
T Marmal

Eottom Border
Top Border
Left Border
Right Border
Ho Border
All Borders
Qutzide Borders
Inside Borders
Inside Horizontal Border

Inside Vertical Border

Harigantal Line
Draw Table
View Gridlines

Borders and Shading...

AaBbCcy
T Mo Spaci..

Styles are a present collection of formatting that you can apply to text. To utilize Quick Styles:

= Select the text you wish to format.

Click the style you wish to apply.

Click the dialog box next to the Styles Group on the Home Tab.

AaBbCcDe | AaBbCclx AaBbC: AaBbCc %
T Hormal | 7 Mo Spad.. Headingl Heading _ Change
'_’) Styles -

Styles

L]
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6.5-Create Links

121

Creating links in a word document allows you to put in a URL that readers can click on to visit a web page. To insert a link:

= (Click the Hyperlink Button on the Links Group of the Insert Tab.
= Type in the text in the “Text to Display” box and the web address in the “Address” box.

Insert Fage Layout References Mailings Review Vi

j = 3[R E’) =P 3, Hyperink
Chc| FIE] =
Az Bookmark
Table | Picture Clip Shapes SmartArt Chart
- Art - (&) Cross-reference

Tables Mustrations Links

Insert Hyperlink E

Lirik: bo: Tenet to desplay: | FEOU Home Page| |
s ockin: | ) My Documents v
Current | Sy ANGEL Trairing Materials

Place in This |0y Lange Graphacs
Document Browsed || My sBooks

Pages A My Music
My Pactires

My Wideos
Chote tiow Flee | Office 2007 Tutorial
| Snagt Cataog |
Addrgss: | hekpaffwwan. Focu. edul w

j

E

Exjatirs] Fie or
| B | (oot

|3y Canntasia Shudio Targat Frame, ..

E-mlil-ﬂ-d:h':s |

6.6- Change Spacing between Paragraphs and Lines.
You can change the space between lines and paragraphs by doing the following:
= Select the paragraph or paragraphs you wish to change.
®  On the Home Tab, Click the Paragraph Dialog Box
=  (lick the Indents and Spacing Tab
= In the Spacing section, adjust your spacing accordingly

[49) |52~ 4= - -l 3R SR T | nasbcene | asBbcene
A~ |EE 2N = 2 - THormal | T Mo Spaci.
= Paragraph fa -“_
Indents snd Spacng | Line and Page Breaks

Geereeral
Algnment: IR~
Qutine level: | Body Taxt w

Irdent aticn

Lefi: o° - Special: By

Right: r B rerie) o | .
[ Warree indents

Spaing

Before: Opt . Line spacing: f15

Aftes: wp = Paikiple v [115 2|

[[] bon't add space between paragraphs of the same style

P

bomae T b e T e T T e T e e T b e T e T T
B T B T B T B g i e et T b e T s B g s B g T
Lae am T D T B T

(=] () (==
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7. Styles
7.1-Apply a style
7.2-Create New Styles
7.2.1-New Style
7.2.2-New Quick Style
7.3-Style Inspector

The use of Styles in Word will allow you to quickly format a document with a consistent and professional look. Styles can
be saved for use in many documents.

7.1-Apply Styles
There are many styles that are already in Word ready for you to use. To view the available styles click the Styles dialog box
on the Styles Group in the Home Tab. To apply a style:

= Select the text

=  (Click the Styles Dialog Box

®  Click the Style you choose

AaBbCcDi || A2BbCcD¢ AaBbCi AaBbCc %
T Hormal |7 Mo Spad.. Headingl Heading _ Change
___’) Styles -
Styles ra
7.2-Creating New Styles

You can create styles for formatting that you use regularly. There are two ways to do this: New Styles or New Quick Styles.

7.2.1-New Styles
To create a new style: AaBchDcl faBbCcDe AaBbCi AaBbCc %
1 Ngrmal

= Click the Styles Dialog Box THo Spaci.. Meadingl  Heading2 - Change

= Styles
= (Click the New Style Button Styles —
Styles - x

= Complete the New Style dialog box.

= At the bottom of that dialog box, you can [ x:‘:' 5]
choose to add this to the Quick Style List or to rrr—— =
make it available only in this document. Headng 1 LE]

Create Mew Style from Formatting Heading 2 12
Properties Tite T
tasme: [Stvten e =
Style type: :P&”mh Subtie Emphasis a
Style hased on: | W Hormal Emphass .
Stvle For following paragragh: | W Shyel Intense Emphass a

- Strang a

Formatting ) ) Cuote a
Calibri (Body) R EEIE N I S Fustomats - Intenss Quoate - L]
E F = = - = = 2 12 i e Subtie Reference a
Inbernse Referenoe a

Book Titde a

List Paragraph w

Sampie Text Sample Test Samche Text Samcbe Text Saompie Tt Sample Text Sampie Test Samphe Test
Sampie Text Sampie Test Samphe Text Sampbe Text Saempie Text Sample Text Sampie Test Sample Test
Sampie Taxt Sampis Test Sampbe Tass Samobs Tast Saenpie Teo

DSIWP!M

\ )l Desabile Linkad Styles
Style: Quick Style, Based on: Normal
B optons..
Add to Quick Style kst [ Automatically updste
) Oty iy bhiss o £ 1 Mew based on this bemplate
o ] [Ceconea |
7.2.2-New Quick Style [ AaBbCcDe | AaBbCcDe AaBbCeDe  AaBbCa
To create a style easily: 1 Mormal TStylel T Mo Spaci.. Heading 1
= Insert your cursor anywhere in the chosen style aaBbce AAADB acsbce. acsbccoe
=  Click the Styles dialog box Heading 2 Title Subtitle  Subtle Em...
Ag8bCcly AaBBCcix AaBbCcx Ac8bBCclx
AaBbCEU{ Ath’cht MBbC[EI{ AaHhcl = Emphasis Intense E... Strong Quote
T Hormal T Stylel T Mo Epa:n.._uuﬂna.'. _ Change AaBbCcy AsSBECCDT AABRCCDL  AABBCCDC
‘Sty‘fﬂ - Intense Q... Swbtie Ref... Intense A EBook Title
Siyles la
. . . AaBbCcDe
= Click Save Selection as New Quick Style - List Para
Save Selection as & Mew Quick Style...
a4, Clear Formatting
44, Apply Styles...
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7.3-Style Inspector
To determine the style of a particular section of a document:

AaBbCcDc
a5 rdormal

= Insert cursor anywhere in the text that you want to

AaBbCoDe  AaBbCcDco

7 Stylel 1 Mo Spac.

Styles

explain the style
= (lick the Styles Drop Down Menu
= (Click the Style Inspector Button

8-Adding Tables

8.1-Create a Table
8.2-Enter data in a Table
8.3-Modify the Table Structure and Format a Table.

Definition
Tables are used to display data in a table format.

8.1-Create a Table
To create a table:

= Place the cursor on the page where you want the new table
= Click the Insert Tab of the Ribbon

23

AaBbC: . %
Chamge
e

Headging 1 =

L

<

Chear AH

[Tiomma

PO Spacna
Headeg 1
Headng 2

Tithe

Subbite

Subtie Empihasis
Emphasss
Intense Emphass
Swrong

Quote

Intense Quots
Subtie Reference
Intense Reference
Book Tithe

List Paragrasi

[ Sthouw Pravesw
Llnl'-Ed Stybes
EnE=aNEE]

AappphBoppoBEERAJ

= (Click the Tables Button on the Tables Group. You can create a table one of four ways:

o  Highlight the number of row and columns
Click Insert Table and enter the number of rows and columns

o
o  Click the Draw Table, create your table by clicking and entering the rows and columns
o

Click Quick Tables and choose a table

Insert Page Layout Referem
K w.l Kkl __IJ 2
Table Picture Clip Shapes Sma
- Art -
Insert Table

0

I
I
I
I
I
I
N

Insert Table...

Draw Table

Excel Spreadsheet

E & v E E

CQuick Tables L4

8.2-Enter Data in a Table
Place the cursor in the cell where you wish to enter the information. Begin typing.

8.3-Modify the Table Structure and Format a Table

D d 9
mo

o Header Row

Total Row

¥ Banded Row

Table

- i3 "i:!"' =
Insent Page Layaut Referendes Mailings Review Wiew
| First Column ——TT  ———
Ltcounn | |BEEER | SE2E5 ZEIiC EEE
1 Banded Columng Emlmes’) =s=EE
Style Options able Style

To modify the structure of a table:
= (Click the table and notice that you have two new tabs on the Ribbon: Design and Layout. These pertain to the

table design and layout.

On the Design Tab, you can choose:

Table Tools

-Demuu-u" Design

Layaut "_

3% Shading = — ..j{_ p—
£ Borders|~ Wpt —— = = —
- Lraw  Eraser

.i:‘-r' Calor = Table

Draws Barders
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= Table Style Options
= Table Styles
"  Draw Borders
To format a table, click the table and then click the Layout Tab on the Ribbon. This Layout tab allows you to:
®  View Gridlines and Properties (from the Table Group)
=  Insert Rows and Columns (from the Rows & Columns Group)
= Delete the Table, Rows and/or Columns (from the Rows & Columns Group)
=  Merge or Split Cells (from the Merge Group)
= Increase and Decrease cell size (Cell Size Group)
= Align text within the cells and change text directions (Alignment Group)

| 5‘5 - O Document5 - Microsoft Word Table Tools
Home Inesert Page Layout References RAailings Rewiew Wiew Developer Design Layout -‘_
g Select= x| | B & Insert Below im 3] oar - |:1 == A= J :\l 74 Repeat Header Rows
(] View Griglinges et —== <] nsert Lo E sptie Cems ol |22 e — <k Conven 1o Text
2 Properties Dﬂ"te :n;:_; ol Ensert Right _: Split Table i AutoFit - = = e EITT:{;::WH h-|;:,e°|:m S J& Formula
Tabile Rows & Columng i Merge Cell Size I Alignment Data

9-Graphics
9.1-Symbols and Special Characters
9.2-Equations
9.3-Illustrations, Pictures, and SmartArt
9.4-Watermarks

Word 2007 allows you to insert special characters, symbols, pictures, illustrations, and watermarks.

Dol 9- 0 =N Graphics - Micrasoft Word - B
= Home Insert Page Layout References Mailings Revigw View Developer
2] Cover Page * j Bl _}} 2 \r u & Hypenink J _] _J 5| Quibck Parts = | g% Signature Line = | T Equation -
_) Blank Page 15a] Bl 1 A Bookmark = L ..i Waordart = [E) Date & Time £2 Symbel =
Tt Table Pacture Cllp Shapes Sman.-'m Chart Head#r Foaoter Page
v=, Page Break - Art - () Cross-reference E = Humber= Hm AEprop Cap - Mg Object -
Pages Tables Rustrations Limiks Header & Footer Tewt Symibiaks
9.1-Symbols and Special Characters
Special characters are punctuation, spacing, or typographical characters that are not generally available on the standard
keyboard. To insert symbols and special characters:
= Place your cursor in the document where you want the symbol
®  Click the Insert Tab on the Ribbon
= (Click the Symbol button on the Symbols Group
=  Choose the appropriate symbol.
9.2-Equations
Word 2007 also allows you to insert mathematical equations. To access the )
mathematical equations tool: SR T A = (R et = G =igrater i | JT Equation )
™ Place your cursor in the document | A::‘.'Z,,c,, =
(7] where you want the symbol {[2=mr2
= Click the Insert Tab on the Ribbon |
Line - TT Equation ~ ®  (Click the Equation Button on the
- [m Symbols Group . . Sinomial Theorem
=  Choose the appropriate _equation Fmd (x+a)" = Z (:} xEgr—
£ F ¥ & structure or click Insert New Equation =0
Expansion of a Sum
™oy + < > = To edit the equation click the equation nx _nln—Da®

{1+4}"=J_+1—+

and the Design Tab will be available
in the Ribbon

2!

x e nu a

Fourier Series

9.3-Illustrations, Pictures, and SmartArt

B = aQ 3 @ Word 2007 allow you to insert illustrations | R ,Z_:. (Gncos™F + bustn 0=
and pictures into a document. To insert
£1 More Symbaols... illustrations: | T insent Hew Equation  -atff—
* Place your cursor in the | -
\d9-U& ) F Document5 - Microsoft Word Equation Tools - =53
—i‘!)l Home Ingert Page Layout References Mailings Review View Developer Design |

=

[ e EREEEOEENED: ¥ e | [ & o w 4 ln A B

Equation Zll=l®llg]l2 ; = lxlls|lw Fraction Script Radical Integral  Large  Bracket Fundtion Accent Limit and Operator Matnx
- abe Mormal Tet || L LT S P 0L 0L L= n_J |7 . . - *  Qpeator -+ . - Log~ . -
Toals fa Symbals Structures

document where you want the illustration/picture
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Table

Tables

Click the Insert Tab on the Ribbon
Click the Clip Art Button
The dialog box will open on the screen and you can search for clip art.
Choose the illustration you wish to include
Fage Layout References Mailings Review View Developer

ol B TP = o) 2o D) 9 DA

Ar Booksark
Picture | Clip |Shapes Smartdrd Chart Header Foolter  Page Text
Art - i Cross-reference -

= Humber = Box -
/ Buitrations Links Header & Fooler

/

To insert a picture:

Insert

Place your cursor in the document where you want the illustration/picture
Click the Insert Tab on the Ribbon

Click the Picture Button

Browse to the picture you wish to include

Click the Picture

Click Insert

Page Layout References Maalings Roewiew Wi Developer

Pl B P = gl B Ee@eEeE

Tabile

A5 Bookmark

Picture Clip Thapes SmartArt Chart Hesader Footer Page Text
At -

Zh) Cross.refesence = - Mumber- || Box-

Insert Piciure

Fille: numes: ]
Flles of bype: | a8 pictures

Teols =

AS

L]
& Quick Farts ~ | 2 Signature Line =TT Equation -
Al wordart - 5], Date & Time 2 Symbal -
_- ap Mgl Object -
Test Symiteols
[5 Clip Art -
B search fo:
-
Searchin:
Selected colections w
Presuits <heuid be:
AN ks File bypes -

2N

2 Cruiick Parts - | 4% Signature Ling -
.iw;rm

51, Dake & Time
g Object -

Smart Art is a collection of graphics you can utilize to organize information within your document.

processes, or workflow. To insert SmartArt

Place your cursor in the document where you want the illustration/picture
Click the Insert Tab on the Ribbon

Click the SmartArt button

Click the SmartArt you wish to include in your document

25

It includes timelines,
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et Fage Layout Relerenies Mlailangs REvigw Wikw Developer

BlEl =) = b, Hyperink E & Qusck Pamz < | gX Ssgnatur
j -:I Eed u‘—‘l'; }—? “ Az Bookomark j Q ﬂ 4 ..‘ Wordart - _ﬂﬂate &T

Toble | Picture Clip  Shapes Smartist Chart Header Footer  Page Test -
- Art = ) Cross-reference = = Mumber= Box= = Drop o Obpe
Tables PEELrationg Limks Heades & Footer Tent

Choose a Smarthrt Graphic

BEE 228 ggg HEE oo

L Pyramd
— Use to show non-sequential or grouped
- ] '_-‘ blocks of nformabion. Maxmizes both
b= | [~] horizontal and verbcal deplay spece for
[ — = = v shapes.
b

o -

®  Click the arrow on the left side of the graphic to insert text or type the text
in the graphic.

Resize Graphics
All graphics can be resized by clicking the image and clicking one corner of the

image and dragging the cursor to the size you want the picture.

126

C = B
9.4-Watermal‘ks Hame Ingert F'age Ld)‘ﬂul References Mailunqs Review View Demnper
A watermark is a translucent image that appears M- J LIy Orientation » %=, Breaks » [ watemark=] et Spacing
behind the primary text in a document. To insert a [4l° Mo 155 F)uine Numbers | Confidential
watermark: (9] « Il Columns = b¥" Hyphenation -
= Click the Page Layout Tab in the Ribbon ~ “ Ea o
=  Click the Watermark Button in the Page |
Background Group
= (lick the Watermark you want for the
document or click Custom Watermark
and create your own watermark : . :
= TO remove a Watermark, fOllOW the steps I CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOTCOPY 1
above, but click Remove Watermark
10-Proofing a Document
10.1-Spelling and Grammar
10.2-Thesaurus T
10.3-Customize AutoCorrect | [—
10.4-Create a New Default Dictionary 2 -
&% Bemove Watermark

10.5-Check Word Count Y

There are many features to help you proofread your document. These include: Spelling and Grammar, Thesaurus,

AutoCorrect, Default Dictionary, and Word Count.

10.1-Spelling and Grammar
To check the spelling and grammar of a document

=  Place the cursor at the beginning of the document or the beginning of the section that you want to check

= (Click the Review Tab on the Ribbon
= (Click Spelling & Grammar on the Proofing Group.
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_x'fi%. d9-0vE G Documents - Microsoft Ward
- Home Insert Page Layout References Mailings Review Vitw Developer
(), Researen [ _J #] Delete - L'_zy & 23| Final Showing Markup .
e Thesaurus ﬂ ) Previous Show Markup -
Hew Track Balloons

i3 | Comment T Mest Changes= = [B] Reviewing Pane -
Comments Tracking

Spelling &
Grammar g Tra

Praofing
=  Any errors will display a dialog box that allows you to choose a more appropriate spelling or phrasing.

Spelling and Grammar: English (L.5.)

Mot in Déctionary's )
Spe Erll"ld -~ Ignore Cnce

Igroee: All

!
Suggestions: -
Speeding hanige
(=

Steeling o
Pesling SutoCorrect
Check, grammar

If you wish to check the spelling of an individual word, you can right click any word that has been underlined by Word and
choose a substitution.

Speeljng

Steeling

Peeling

Tgnere

Ignore Al

Sudd to Dhctionany
AutoCorrect
Language
Speling...

Look Up...

¥

¥

PLeEYQ

Paste

10.2-Thesaurus
The Thesaurus allows you to view synonyms. To use the thesaurus:
= (Click the Review Tab of the Ribbon
= (Click the Thesaurus Button on the Proofing Group.
=  The thesaurus tool will appear on the right side of the screen and you can view word options.

g
u Home  Ingert Page Layout References Mailings Review | View Develapet L]
? i, Research| 4~ ] ) Delete -'_29 j <13 Final Showing Markup . &) Reject - j 1 E
e5aUmnIS ) Previous 2 Show Markup = ) Previous -
Spelling & New Track  Balloons _ Agcept Compare Show Source Protect
Grammar anslate ﬁ Comment —d est Changes~ - E Reviewing Pang - = ?} Hext = Documents Dooument ~
Proofing Comments Tracking Changes Compare Protect
/ E-; Research ¥ X
Final et
[Fal -

[ Thesaurus: English {L1.5.) vl
ol

| J Thesaurus: English (U.5) ~

J last (adj.)
last
4 conduding
&, Hyperiink...
. PP . i, ogup.. l
You can also access the thesaurus by right-clicking any word and choosing PR - -
Synonyms on the menu. Transtate C conduding
Shles L dosing
10.3-Customize AutoCorrect ending
You can set up the AutoCorrect tool in Word to retain certain text the way it is. uttimate
To customize AutoCorrect: finishing
= Click the Microsoft Office button e

bt | Thesaurus..
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= Click the Word Options Button

= (lick the Proofing tab

= Click AutoCorrect Options button

Word Options

Popul ABC|
i :u? 4 Change how Word corrects and formats your text.
Display }
[Ferooting 0| AutoCormect options \
Save Change how Weord cormects and formats text a3 you type: l AutoCorrect Options... I
Adwanced
When comecting spelling in Microsaft Office programs
Cuttamize

] Ignore weords in UPPERCASE
Add-Ing Ignore words that contain numbers
[v] Ignore Intermet and file addresses
Flag fepeated words
] Enfarce accented uppercase in French
[ suggest from main dictionary only

Custom Dictionaries...

French modes: | Traditional and new spellings

Trust Center

Resources

"  On the AutoCorrect Tab, you can specify words you want to replace as you type

AutoCorrect: English [U.5.)

AUbOFDrTSt St Tags
AutoCorrect Math AuteCorrect ButoFormat As You Type

Shaowy Autolorrect Opbions buttons

Comect Two INtial CApkals

[#] Capialize first letter of gerkences

[#] Capitalize Firsk latber of table calls

[#] Capitalize names of days

[#] Comect accidental usage of cAPS LOCK hey

Replace bext &2 you byps
Replace: With: (%) Plain bext () Foemakbed baxt
[ |Final

o __e___________J}

{r) ®
() ™
n &
- a »

[#] tustomatically use suggestions from the speling checker

Lok J[ come |

10.4-Create a New Default Dictionary

Often you will have business or educational jargon that may Pepulr A l Change how Viord correcs and formats your et
not be recognized by the spelling and/or grammar check in Display o
Word. You can customize the dictionary to recognize these

words. Froufing AutoCorrect options

= Click the Microsoft Office button

«  Click the Word Options Button e Change hawr Werd correcs and Tormatstet b4 you type:
= Click the Proofing tab Advanced When comecting speling s Msoft Offie propras
=  (lick the When Correcting Spelling tab Custamize
= Click Custom Dictionaries an 9] lgnore werds In UPPERCASE
= Click Edit Word List Adiang Ignore words that contain nungers
= Type in any words that you may use that are not Trust Center Ignar Intemet and file addrésses
recognized by the current dictionary. . Flag epeated wards
s

D Enfarég accented upperease in French
[ suggestirom main dictionary only

Custom Dictlonaries. ‘_

French modes: | Traditional and néw ipellings ¥
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Custom Dicticnaries ? ||i
Dictionary List el 5t Word ist...

.A.'ll.anquag-u:
CUSTOM.DIC (Default)

CUSTOM.DIC ? %]
|

W

Cosers ) (osewa

[ ox ][ conce |

10.5-Check Word Count
To check the word count in Word 2007 look at the bottom left corner of the screen. It will give you a total word count or if
you have text highlighted it will tell you how many words are highlighted out i){f the total.

£

Tt

Page: 1 of 2 | Words: 14/295 |

11-Page Formatting
11.1-Modify Page Margins and Orientation

11.2-Apply a Page Border and Color

11.3-Insert Common Header and Footer Information
11.4-Create a Page Break

11.5-Insert a Cover Page

11.6-Insert a Blank Page

11.1-Modify Page Margins and Orientations Home Insert Fage Layout References
Page margins can be modified through the following steps: K- [ | |2 orientation = += Breaks -
= Click the Page Layout Tab on the Ribbon al- rb_L [ size - ¥ Line Numbers ~
®  On the Page Setup Group, Click Margins NEE OIS B comumns = 3 Hyphenation -
= (Click a Default Margin, or - T
®  Click Custom Margins and complete the dialog box. lTﬁzf i: gﬂ'-'lt-:_'m 1:
To change the Orientation, Size of the Page, or Columns: — ) .
@ o e R ¥ 7 Manow B )
— Home Insert Page Layout References ;r::: gg. E::;I?:m g:;..
- 1 |ty orientation ~ 4= Breaks ~ D ——
o [al- M‘ = 13 size - . Line Mumbers = T T Moderate
emes argins ) 1 - . q=
- [=]- - Bl columns - b2~ Hyphenation - Top: 1" a""““’_’"' L
i P rr | Laft: 0.75 Right:  9.75
= (lick the Page Layout Tab on the Ribbon o Wide
s . s : Top: 1” Bottam: 17
"  On the Page Setup Group, Click the Orientation, Size, or . ek = Right: 2
Columns drop down menus —_——
®  Click the appropriate choice B *ﬁ“m!dl' et -
geliH {alaodaliiH
11.2-Apply a Page Border and Color | |_] Inside  1.25° Outside: 17
To apply a page border or color:
®  Click the Page Layout Tab on the Ribbon — %ft 200 Dt o 1
= On the Page Background Group, click the Page Colors or Left 135" Right 1,25
Page Borders drop down menus
Page Layout | References Mailings Rewvi Custom Margins...
rrientation Vé Breaks — A watermark -
Ee - %[;‘1 Limne Mumbers — @Page Color —
olumns — bE- Hyphenation — Q Page Borders
Page Setup —"'__:”Page Eackground
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11.3-Insert Common Header and Footer Information

To insert Header and Footer information such as page numbers, date, or title, first, decide if you want the information in the
header (at the top of the page) or in the Footer (at the bottom of the page), then:

®  Click the Insert Tab on the Ribbon
"  (Click Header or Footer
=  Choose a style

Insert Page Layout References Mailings Rewvigw View Developer
j ElE | _J) )j ‘a2, Hyperiink J j _j
) = ; ¥
—J Bkl 1 Al Bookmark =
Table Picture Clip Shapes Smartart Chart Header Footer [Page
" Art ,- \'#) Cross-reference - " Number =

Tables lustrations Lln!.'l_.' Header & Footer

=  The Header/Footer Design Tab will display on the Ribbon

Choose the information that you would like to have in the header or footer (date, time, page numbers, etc.) or type
in the information you would like to have in the header or footer

o
—-j Home Insert Page Layout References Kaslings Review View Developer Design
j j j 3 = ] Ei& —-I" T} Previous Section Different First Page =i Header from Top: (0.5 :
2 | =] L] (55 Mext Section Different Odd & Even Pages | S Footer from Bottom: 0.5 H
Header Footer  Page Date Quick Pcture  Clip Goto Goto ) ) Close Header
= = Humbeér = & Timé Parti= Art Header Footer wo LNk DO Fremou | Show Document Text _'] Insert Alignment Tab &nd Faater
Header & Footer Insent Havigation Options Position Close

11.4-Create a Page Break
To insert a page break:
= (Click the Page Layout Tab on the Ribbon

= On the Page Setup Group, click the Breaks Drop Down Menu
=  (Click Page Break

Insert Fage Layout References Mailings Reviewar Wi
3 'y Orientation - |¥.:', Breaks ~ ) Watermark = | Indent
[3 Size - Page Breaks
Wargins
= E® Columns - Page
P St ™ Mark the poink at which one page ends
AP = l‘sl and the next page begins.
1 Cobhumn
Imducate that the text followeng the oolwmn
= break will Begin in the next column.
Text Wrapping
= Separate text around objedts on web
pages, such as caption text from body bext.
Section Breaks
HMHext Page
» Imsert a section break and start the new
_.21-—_ section on the next page.
Continuouws
Imsert a section break and start the new
section on the same page.
= I Ewven Page
Imsert a section break and start the mew
r:-l:;l jection on the néxt eveén-numbered page.
= I Ogdd Page
—. el Imsert a section break and start the new
Livpe text]) i=3d section an the next odd-numbered page.
(O = 9 5= o
Home Insernt Page Layout Referances Mailings Re
(E)-Comer Pages) | [T L EE [y g, ollm | S tee
Built-1n -
]
11.5-Insert a Cover Page [ F— l :
To insert a cover page: —

= Click the Insert Tab on the Ribbon

®  (Click the Cover Page Button on the Pages
Group

®  Choose a style for the cover page

TYP Trw SO T

Alphabet Annual Austeres

T T

Conservative Contrast Culbricles -

-5‘ Bemove Current Cower Page

—idl
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To insert a blank page:
=  Click the Insert Tab on the Ribbon
= (Click the Blank Page Button on the Page Group

11.6-Insert a Blank Page " (e | [ R I@
i

Home Insert

=] Cover Page = | =

_] Blank Page -afff———
12-Lists = Table
12.1-Bulleted and Numbered Lists k= Page Break -

12.2-Nested Lists

Fages Tables
12.3-Formatting Lists

Lists allow you to format and organize text with numbers, bullets, or in an outline.

12.1-Bulleted and Numbered Lists

Bulleted lists have bullet points, numbered lists have numbers, and outline lists combine numbers and letters depending on
the organization of the list.

To add a list to existing text:
= Select the text you wish to make a list
®=  From the Paragraph Group on the Home Tab, Click the Bulleted or Numbered Lists button

Hame Insert Page Layout References Wﬂ. FLévidwy Vidw De

".‘ Calibri (Eody) =11 A A 2
=3

E
7 B J U -abs 3 x Aa-||V-A- |EEZBE|I=|(d-H-

S
[LN
il
i
L
i}

d = Font . Paragraph
To create a new list:
=  Place your cursor where you want the list in the document
=  C(lick the Bulleted or Numbered Lists button
=  Begin typing

12.2-Nested Lists

A nested list is list with several levels of indented text. To create a nested list:
=  Create your list following the directions above
= (Click the Increase or Decrease Indent button

= =21 T

12.3-Formatting Lists

The bullet image and numbering format can be changed by using the Bullets or Numbering dialog box.

= Select the entire list to change all the bullets or numbers, or Place the cursor on one line within the list to change a
single bullet

= Right click
Click the arrow next to the bulleted or numbered list and choose a bullet or numbering style.
Calibri Bot ~ |11~ A" o7 My~ <F

B EY-A-iFEiEHe—

L Recently Used Bullets
- ®
Bullet Library

nore (| @ Il O || || & || o
> v

Document Bullets

*

== Change List Level b

Define New Bullet...
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13-Working with mail merge
13.1-Mail merge wizard
13.2-Inserting merge fields
13.3-Matching fields
13.4-Previewing results
13.5-Complete merge

13.6-Saving
Mail Merge Wizard
To start the Mail Merge in /o, el ¥ - ™ 43 = dipshtm = Microsoht
the new Word 2007, click . 4

on the Mailings tab. The Home Insert Page Layout References Mailings Review View Ad

Ribbon, the groups of 5 . 5 = ; =
commands you see on each _J ‘J _._,.'J _Qg ;

tab, replaces the toolbars | gnyelopes Labels  StartMall  Select Edit Highlight  Address Greeting Insert Merge
and menus. Commands are Merge ~ Recipients ~ Recipient List || Metge Fields Block Field
organized in groups related Create Start Mall Merge Write & Insert Fields

to activities such as you
see below in the Create, Start Mail Merge, and Write & Insert Fields groups on the Mailings tab.

When you click on the arrow beside Start Mail Merge, a drop-down list appears as shown below. Select the last option,
“Step by Step Mail Merge Wizard.”

.'/En Hd9-0& 7
Ll

Normal Word Document

Home Insert Page Layout References Mailings
— —83 P> .
Envelopes Labels Select Edit Highlight Addre
Merge ~ |Recipients ~ Recipient List || Merge Fields Bloch
Create 3 Letters t
57 : :
B A ARG } (=4 E-Mail Messages R "* ’
=1 Enyelopes...
b i Llabels...
q =] Directory
\
=

Step by Step Mail Merge Wizard...

9

This brings up the task pane as shown below. Select Letters (or whatever type you want) as the type of document and then
click on the “Next: Starting document” link at the bottom of the task pane to go to the next step to select your starting
document.
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Mail Merge * X

Select document bype

What tvpe of docurent are wou
wiorking on?

@ Letters
) E-mail messages
() Envelopes

) Labels

O Direcbory

Letters

Send letters to a group of people.
You can personalize the letker
that each person receives,

Click. Mexk bo conkinue,

Step 1 of B

% Mext: Starting document

Selecting a Template

You have options to use the current document you have open, to select a template, or to browse to an existing document not
open. For this practice, select “Start from a template.” This brings up a link you click on to “Select template.”

Select starting document

How do wou want Eo set up your
letters?

() Use the current: document
(3) Start from a template
() start From existing document

Start from a template

Start from a ready-to-use mai
merge template that can be
customized to suit wour needs,

iE] select template. .,

Step 2 of 6

& MNext: Select recipients
@ Previous: Select document type

This opens the “Select Template” dialog box shown. Select the “Letters” tab and choose “Oriel Merge Letter.” Click on OK.
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Select Template

X

| General | Faxes | Letters | Other Documents | Reports | Resumes |

& & & €& BEa

Preview
Equity Letter Equity Merge Median Letter Median Merge
Letter

Letter
9 @ 9 9

Oriel Letter SRR Origin Letter  Origin Merge
Letter )
o i I
Urban Letter  Urban Merge
Letter
Create New
®pocument O Template
[ Templates on Office Online ] [ OK ] [ Cancel ]

This takes you to Step 3 in the Mail Merge process in which you “Select recipients.”

Selecting Recipients

Select “Use an existing list” and click on the “Browse” link. Locate and open the file containing your data source.

Select recipients

{(®) Use an existing list
() Select From Oublook contacks
() Type a new fist

Use an existing list

Use narmes and addresseas from a
File: or a databass,

1 Browse..,

o racipiamt st
+']

Step 3 of B

& Mext: \Write vour letter

W Previous: Starting document

This opens the following dialog box in which you select the table (the named range defined within Excel) containing the
mail merge recipients info you want to pull into the merge fields in your document. Select “seminar” or “training” or

whatever you named the range in your spreadsheet containing the names and addresses you want to use for the mail merge
("attendees" is the defined range selected as shown below).
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Select Tah

le

[ sheet1$
[E shestz$
[ shestsg
[ mitle

| £

MNanie Desl:rption_ Modified
[ attendees |

Conference

4/1/2003 9:50:04 AM
4712003 9:50;04 A
4/1/2003 9:50:04 AM
4112003 9:50:04 A
4/1/2003 9:50:04 AM
4/1/2003 9:50:04 AM

[#] First rowe of data contains column headers

Created

4712003 9:50:04 AM
4112003 9:50:04 AM
4/1/2003 3:50:04 AM
41172003 9:50:04 AM
4/1/2003 9:50:04 AM
4112003 9:50:04 AM

TABLE
TABLE
TABLE
TABLE
TABLE
TABLE

>

o ) [ concal |

#

Make sure to check the box indicating that the “First row of data contains column headers” so that the field labels (Last
Name, First Name, Addressl, etc.) on your spreadsheet won’t be mistaken for data.

This opens the Mail Merge Recipients dialog box shown below. Here you can select which recipients to include or deselect
by unchecking the check box by the name.

Mail Merge Recipients

Thiss 5 thes sk of recipesnts that will be used in your merge. Use the options below o sdd bo or change your kst Use the
checkboices bo add o remove reciplents from the merge. When your s is readly, dhdk i

[ e

| Creren ]

8} sot..

L Birel Qoo
&) Eined recipiant,
" vaidate addresces...

Dt Souice [ | Last Mams w | Fret Hame - |THe w0y B

Mergalist.x v | Bob | Al | 3540
MadMargelist, sk [ Gray M Ms. Howthpat AL 4
FeilMer gelist. s [+ adams Ken Mr. Ermingham AL 52l
MaiMar galist, s [  Jenbane Lechs Mrs, Tuscakooss AL 541
Madiergelist. s [¥  Burke Susan Mrs. Bubl AL 2544
Masiergelist. s [ Draw Jakn Mr- Parsacola FL 253
MalMer golist. i [ P Hancy M55 Arfrghon Wiy 2224
Mt geList, b [V Lewe SHiS M. Hiksviles ™ 3
MadMergelist, s [ Tumer Gy Mr. Brurswick: GA 3153
Misdargelist sk v Kramer Chergd Mrs, Humbsville AL 3550
£ ¥
Ciats Source Rafine raciplart lot

(=]

You can sort and filter the list using the drop-down list located on each field name indicated by the triangular black arrow.

Note there are also links to Sort and Filter or Find Duplicates and recipients in the “Refine recipient list” section.
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Mail Merpge Recipients

This ks the st of recipients that wall be used in your merge. Uise the options below o add to or dhange your kst Use the
checkboxes to add or remove recpsents from the mesge.  Whaen your kst & ready, cick OF.
w | City - Shate - Zp
| " h
He J l Sort Ascending 547
MadMargeList, xls [+  Adams Ken T [%] 5ot Desgending =
MaiHergeList, x5 [¥  derbirs Lisshe Mrs. | 540
Mailierget izt x5 [V Burke Susan Mrs. [ {AH) 2544
Maergelist, s [+ Drew Jobhn M, =F— 3252
Maiergelict, xls [V Pika Marcy Mg Frrd
Malttergelict, xls [*  Lewis S B, | Harthpart iR
Maitlergelist, xls [¥  Turner Gy b, [ ns2
Msiiergel ik s [  Kramer Charyl Mrs. | Birmingham 3560
Buhl
£ Fensacola -
Data Source Fiafine rescipient st
: Arlinglon
| MsltargaLict. <k & sort
& Huntiville
;1 Lize Brumswi ol
3 Find dupleates. .
= [BRanks)
g : [Nonblanks)
Yallate atfdiosses,.
{Advanced..)

| | )

Click on the link “Next: Write your letter” to go on to the next step to edit the mail merge template letter content.
Inserting Merge Fields

Notice that the Address Block and Greeting Line fields are already inserted into this template letter. If you weren’t using a
preformatted mail merge letter, you would just simply click on the links on the right to insert the Address block, Greeting
line, or more items (more merge fields). You also have these same options on the Mailings toolbar at the top—you don’t
have to use the wizard each time you do a mail merge. Pick the date and replace the letter content with your own and then go
on to the next step to preview your letters by clicking on the link at the bottom of the task pane.

oL LU B rn )
44 ten i Pt Baroerd ».)

Peovew [y
Bevty 3 At ek for Doy igwge

>

Drrinpns (oben || Tntaned  Selet
Mege s beieenn

e your tter

¥ i b vt dheads Sre w,

ek the dat

«AddressBlocks

Ve ;b Srmbed artrg
o beer, chch et Thee you
O pravene wred parsoriien sact
ot

uGreetinglines

On the insert tab, the galleries include items that are designed 1o coordinate with the overall lo
your document, You can use these galleries to insert tables, headers, footers, lists, cover pages,
other document building blocks, When you create pictures, charts, or diagrams, they also coor

with your current document look

You can easily change the formatting of selected text in the document text by choosing a look
selected text from the Quick Styles gallery on the Write tab. You can also format teat directly b

the other controls on the Write tab. Most controls offer a choice of using the look from the cur

theme or using a format that you specify directly
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When you click on the Address block link, the following dialog box appears in which you can choose the format of the
address. Also, you can click on the Match Fields button to match the missing address field (the Match Fields button is also

on the Mailings tab in the "Write and Insert Fields" grouping).

Insert Address Block E?g'

Specky address clements Preview
[¥] Insert recipient’s name in this formak: Here & a preview from your recipient ket:
Jostusa Al K4 P M
Joshsa Randall .
Joshus Q. Randsl X, Mr. Bob Smith
tr:Jash Rancll . Tuscalooss , AL 35401
M.ME.RM&. ’
v

[¥] insert postal address:

Correct Problems

Formak address according to the destination country/region

I Reers in your address block are missing or cukt of crder, use
Match Fields to identify the correct address elements from your
mading kst

Bhatch Fields...

|

) Com )

Clicking on the Match Fields button brings up the following dialog box. Use the Address 1 drop-down list to select the

Street field name from the Excel spreadsheet.

Match Fields

In order to use spedal features, Mail Merge needs to know
which Fields in wour recipient st match to the required Fields.
|Ise the drop-down list to select the appropriate recipient lisk
field for each address field component
Required for Address Block ~
Courtesy Title
First Mame
Last Name Last Mame R
Suiffis I i,:r_mt rnak ch_Eu:I_ }___v_'
Company i.'rmt matched}l_v1
pdcress 1 (oot moiched) [
Address 2 Title |
City First Name v |
Postal Code Street |89
. City =
Couritry or Region State V|
Ootional information 7 o
Use the drop-down lists to choose © (ot makched)
database that corresponds bo the £ y Maill
Merge expects (Isted on the left.)
[ ] Remember this matching For this set of data sources on
this computer
I OK ] [ Cancel

Previewing Results

You have buttons on both the Preview Results group on the Mailings ribbon as well as the task pane to look at different

recipient info before going on to the next step to complete the merge.
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ek > i =

' ¢2JFind Recipient
a Finish &
+ Auto Check for Errors || Merge ~
SR o

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click one of the
Following:

a Recipient: 1
>d material "
4] Find a recipier...
Make changes

Completing the Merge

When you click on the link, “Next: Complete the merge,” the following appears:

Complete the merge

Mail Merge is ready to produce
your letters,

To personalize vour letters, click
"Edit Individual Letters." This wil
open & new document with your
rerged letters. To make changes
ko all the letters, switch backta
the original document,

Merge

23 Print...,
) Edit individual letters...

[M:rgctu new document

Click on the link “Edit individual letters” which you can see from the screen tip is the link to “Merge to new document.”
This is also a button on the "Finish & Merge" dropdown list on the Mailings Ribbon.

Finish &

rErrors: || |perge =

&9 EditIndividual Documents..,
% Frint Documents...

fda 5end E-mail Messages..,

The Print link on the Task Pane or Print Documents on the Ribbon dropdown list allows you to merge directly to the printer.
When you click on the link to edit the letters, the following dialog box appears:
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Merge to Mew Document

P

Merge recards

() Current record

'DEru:um: | | To: |

| ok

][ Cancel ]

139

You can choose whether to merge all or selected records. Click OK and then a new merged document entitled Letters] is
created. It contains the individual letters for each recipient. If you look at the status bar, you will see that it indicates

multiple letters.

~Samctor Dreok: (Meest Fage)

Saving

Save your work by clicking on the new Office button which replaces the file menu.

3

Select "Save As" to view the new options for saving in
different formats.

The new "default" file format is *.docx, a new file
format for Word documents. It is one of the new Office ||
XML formats. You also have the option to save in the
Word 97-2003 format so that your file is compatible
with those versions and can be opened in these
versions.

NG EZLE

, N &

€

MNew

Open

Save

Save As

Save-As
Print

Prepare

Send

Publish

Close

L}

»

*

*

JI AnBECcD | AnBECcThE

41

Save a copy of the document

Word Document

Save the document in the default file
format,

Word Template

Save the document as a template that can
be used to format future documents.
Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97 -2003.
PDF or XPS

Publish a copy of the document as a PDF or
XPSs file.

Other Formats

Open the Save As dialog box to select from
all possible file types.

T

23 Word Options | |X Exit Word
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Microsoft Excel

1-Getting Started

Spreadsheets

Microsoft Office Button
Ribbon

Quick Access Toolbar
Mini Toolbar

2-Customize Excel

=  Popular

=  Formulas
=  Proofing

= Save

= Advanced
= Customize

3-Working with a Workbook

= (Create a Workbook
= Save a Workbook

®=  Open a Workbook
=  Entering Data

4-Manipulating Data

= Select Data

=  Copy and Paste
= Cut and Paste

= Undo and Redo
= Auto Fill

5-Modifying a Worksheet

= Insert Cells, Rows and Columns
= Delete Cells, Rows and Columns
®  Find and Replace

®  Go To Command

= Spell Check

6-Performing Calculations

= Excel Formulas

=  (Calculate with Functions

®  Function Library

= Relative, Absolute, & Mixed Functions
= Linking Worksheets

7-Sort and Filter
= Basic Sorts
= Custom Sorts
. Filter

8-Graphics

Adding a Picture

Adding Clip Art

Editing Pictures and Clip Art
Adding Shapes

Adding SmartArt

9-Charts

Create a Chart
Modify a Chart

Chart Tools

Copy a Chart to Word

10-Formatting a Worksheet

Convert Text to Columns

Modity Fonts

Format Cells Dialog Box

Add Borders and Colors to Cells
Change Column Width and Row Height
Hide or Unhide Rows and Columns
Merge Cells

Align Cell Contents

11-Developing a Workbook

Format Worksheet Tabs

Reposition Worksheets in a Workbook
Insert and Delete Worksheets

Copy and Paste Worksheets

12-Page Properties and Printing

Set Print Titles

Create a Header and a Footer
Set Page Margins

Change Page Orientation

Set Page Breaks

Print a Range

13-Customize the Layout

Split a Worksheet
Freeze and Unfreeze Rows & Columns
Hide and Unhide Worksheets
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Microsoft Excel
Introduction
Microsoft Excel is an excellent program for organizing, formatting, and calculating numeric data. Excel displays data in a
row-and-column format, with gridlines between the rows and columns, similar to accounting ledger books or graph paper.
Consequently, Excel is well suited for working with numeric data for accounting, scientific research, statistical recording,
and any other situation that can benefit from organizing data in a table- format.

1-Getting Started
1.1- Spreadsheets

1.2- Microsoft Office Button
1.3-Ribbon

1.4-Quick Access Toolbar
1.5-Mini Toolbar

Getting started with Excel 2007 you will notice that there are many similar features to previous versions. You will also
notice that there are many new features that you’ll be able to utilize. There are three features that you should remember as
you work within Excel 2007: the Microsoft Office Button, the Quick Access Toolbar, and the Ribbon. The function of these
features will be more fully explored below.

Cin ' i ¥ Bookl - Microsoft Excel -
-4
- Home | Ingert Page Layout Formulas Data Review Vitw Deweloper Adddns wWo-
2 4 — = B ii | 4 7| Selnset - | E - & ﬁ
4 Caliri o] |4 I = L Genenal 5 u| - ’ I
I 0 : A it BN il o ¥ o Delste - 3" ’”?
Paste B L U-lE--A-EEREE 5% % Conditional Format  Cell || ... Sart & Find &
- 7 U= a E = W Formatting = as Table = Styles = | (ZdFormat= || L2" Fier= Select~
Clipboard M Faont E Alignment H Humber i Styles Cells Editing
Al - I Function Bar
A B C D E F G H 1 J k L M N 0

i

M 00w On LN ds a R e
=
(=]
=
==

Column Call

=
=

1

1.1-Spreadsheets

A spreadsheet is an electronic document that stores various types of data. There are vertical columns and horizontal rows. A
cell is where the column and row intersect. A cell can contain data and can be used in calculations of data within the
spreadsheet. An Excel spreadsheet can contain workbooks and worksheets. The workbook is the holder for related
worksheets.

1.2-Microsoft Office Button
The Microsoft Office Button performs many of the functions that were located in the File menu of older versions of Excel.
This button allows you to create a new workbook, Open an existing workbook, save and save as, print, send, or close.

-

Home Insert Page Lz

J * Calibri |11

Faste (B & U ~| &~
\}’ =3

-

Clipboard ™ Font

| Al e
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1.3-Ribbon
The ribbon is the panel at the top portion of the document. It has seven tabs: Home, Insert, Page Layouts, Formulas, Data,
Review, and View. Each tab is divided into groups. The groups are logical collections of features designed to perform
function that you will utilize in developing or editing your Excel spreadsheets.

b“.;\. ] ¥ Tabs \* Bookl - Microsoft Excel =
vl
= Home Ingert Page Layout Formulat Data Fl#nawy Vidw Developer Add-ng W -
h;\l % Canr oA | |8 S| Genenal - Fﬂt J‘d' ‘d . i %? ﬁ
F - ™ ¥ Delete - || (3]~ &

Faste B [ - w|| iy - - EE W EEE - $ - % (%3 ; Conditional Format  Cell S Sort & Find &
- 7 U-s 4 e K| o W 58 Formatting = as Table = Styles = || (2 Format = (2~ Fiar~ Seleqt-

Clipboard Font “ Alignment £ Number fa Styles Cells Editing
Commonly utilized features are displayed on the Ribbon. To view additional features within each group, click the arrow at

the bottom right corner of each group.
Home Insert Page Layout Fo

& Calibri 111 || A AT
4 |B Z U~ (| Dy~ A -
rd = Faont ﬁ 7]

Home: Clipboard, Fonts, Alignment, Number, Styles, Cells, Editing

Insert: Tables, Illustrations, Charts, Links, Text

Page Layouts: Themes, Page Setup, Scale to Fit, Sheet Options, Arrange
Formulas: Function Library, Defined Names, Formula Auditing, Calculation
Data: Get External Data, Connections, Sort & Filter, Data Tools, Outline
Review: Proofing, Comments, Changes

View: Workbook Views, Show/Hide, Zoom, Window, Macros

1.4-Quick Access Toolbar

The quick access toolbar is a customizable toolbar that contains commands that you may want to use. You can place the
quick access toolbar above or below the ribbon. To change the location of the quick access toolbar, click on the arrow at the
end of the toolbar and click Show Below the Ribbon.

(Op) 9 o e——

_,/ Home Inser Customize Quick Access Toolbar

- Mew

i j ) Calibri Open

Past = W

aste B 7 1 Save
- \; | —

Clipboard

Al Quick Print

Print Preview

=
[n=]

Spelling
Undo
v | Redo

I

Sort Ascending
Sort Descending

Maore Commands...

— Show Below the Ribbon

Minimize the Ribbon

D00 =] o L0 |da |2 pa | =

You can also add items to the quick access toolbar. Right click on any item in the Office Button or the Ribbon and click
Add to Quick Access Toolbar and a shortcut will be added.
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j & | Calibr -l A AT ==
B S
Paste 3 Add to Quick Access Toolbar
Clipboard Customize Quick Access Toolbar...

] Show Quick Access Toolbar Below the Ribbon

A Minimize the Ribbon

1.5-Mini Toolbar
A new feature in Office 2007 is the Mini Toolbar. This is a floating toolbar that is displayed when you select text or right-
click text. It displays common formatting tools, such as Bold, Italics, Fonts, Font Size and Font Color.

Calibri (11 -

B 7 A-A W

Ir--

2-Customize Excel
2.1-Popular
2.2-Formulas
2.3-Proofing
2.4-Save
2.5-Advanced
2.6-Customize

Excel 2007 offers a wide range of customizable options that allow you to make Excel work the best for you. To access these
customizable options:

= (lick the Office Button

®  Click Excel Options

&7

Recent Documents
j Hew i
1 Training Needs Analyiis L
- Gpen 2 ML1B3328 - I
3 Test Book

II I Sove 4 PayCalendar -

Ei Prepare F
ﬁ Send v

Publish ¥

L
Llase
1] Excel Options || 2 Exit Excel

2.1-Popular

These features allow you to personalize your work environment with the mini toolbar, color schemes, default options for
new workbooks, customize sort and fill sequences user name and allow you to access the Live Preview feature. The Live
Preview feature allows you to preview the results of applying design and formatting changes without actually applying it.
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Excel Options

Feoputar

Formulas
Proafing
Save
Advanced
Customize
Add-lns
Trust Center

Resources

} Change the most popular options in Excel. IE‘ E

Top options for working with Excel

Show Mini Taslbar on selection
Enable Live Preview (

E Show Developer tab in the Ribbon
[#] Always use ClearType

Color scheme: Blug

ScreenTip style: | Show feature descriptions in ScreenTips A4

Create lists for use in sorts and fill sequences: | Edit Custom Lists...
‘When creating new workbooks

Use this font: [Bogy Font v

Font sige: 11 |

Drefault yiew for new sheets: | Normal View b4

Include this many sheets: 3 3'

Personalize your copy of Microsoft Office

User name: | lennider Sparrow |

Choose the languages you want 1o use with Microsaft Office: l Language Settings... ]

2.2-Formulas

This feature allows you to modify calculation options, working with formulas, error checking, and error checking rules.

Excel Options I_?['?|

Popular

| Formutas |

Proofing

Save

Advanced

Customize

Add-Ins

Trust Center

Resources

?ﬁ Change options related to formula calculation, performance, arﬂm

Calculation options

Workbook Caloulation [ Enabile iterative calculation
& Automatic Magimum Rerations:
A i Il
() Automatic except for data tables pemomum cnange:  [oom |
O Manual
wiith

[ BLC1 reference style &

Eormula AutoComplete

[¥] uUse table names in formulas

] Use GetPivotData functions for PivotTable references

Error Checking

Enable background error checking

Reset [gnored Emors
Indicate gmors using this color [Resetia J

Ermor checking mules

[#] cells contaiminmg formulas that result in an emor =] Formulas which omit calls in a regiom

Inconsistent caloulated column Tarmula in tables Unlocked cells containing formulas
Cells containing years représented as 2 digits (- [ Formulas refering to emply cells

Mumbers formatted as text or preceded by an i Drata entered in a table is ingalid
apostrophe

[#] Formulas inconsistent with other formulas im the
regian

| ok | | cancet |

2.3-Proofing

This feature allows you personalize how word corrects and formats your text. You can customize auto correction settings

and have word ignore certain words or errors in a document through the Custom Dictionaries.
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Excel Options

Popular Al

f g i Change how Excel corrects and formats your text.
Formulas '
Praoting AutaCorrect options
Save Change how Excel corrects and fonmats text as you type: | AutoCorrect Options... ]
Advanced N "

When correcting spelling in Microsoft Office programs

Customize

Ignare wards in UFPERCASE
Add-ns Ignore wards that contain numfers
[=] ignore Internet and file addresses
[+] Flag gepeated words

Trust Center

Resources |:| Enforce accented wppercase in French

[ swggest from main distianary only

Lustom Dictionaries... I

French modes: Traditional and new spellings |

Dictionary language: | English (U.5.) w

l oK ] | Camcel

2.4-Save
This feature allows you personalize how your workbook is saved. You can specify how often you want auto save to run and
where you want the workbooks saved.

Excel Options

PFopular 5
; H Custamize how workbooks are saved.
Foarmulas
Proofing Save workbooks
P-SHI "I Sawe files im this format: Excel Workbook b
Advanced Save Autofecover information every [10 :. minutes
Customize AutoRecover file location: :E:'-.Do:ument-s and Seftings\jsparrow’Application Data'\Microsof
Add-lns Default file location: C\Documents and Settings'jsparrow'\My Documents
Trust Center AuteRecover exceptions for: = Bookl w
Resouroes [] Disable AutoRecover for this workbook only

Offine editing options for dotument management server files

Sawe checked-out files to:
(&) The server dratts location an this computer

() The web server

Seryer drafts location: 'C\Documents and Settings'jsparrow’ My Document

Preserve visual appearance of the workbook

Choose what cobors will be seen in previous versions of Excel: 0 Colars..

[ ok ][ concer ]

2.5-Advanced
This feature allows you to specify options for editing, copying, pasting, printing, displaying, formulas, calculations, and
other general settings.
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Excel Options

Popular
Formulas
Proafing
Save

| Advenced

Customize

Add-Ins
Trust Center

Resources

2.6-Customize

j Advanced options for working with Excel.

Editing options

After pressing Enter, move selection
Direction: | Down

|:| Automatically insert a decimal point

Enable fill handle and cell grag-and-drop
Alert before overwriting cells

|E| Allow sditing directly in cells

Extend data ramge formats and formulas

Enable automatic percent entry

Enable AutoComplete for cell values

[ Zoom on roll with IntelliMouse

|46

[#] Alert the user when a potentially time consuming operation ocours

‘When this number of cells in thousands) is affected: 33554

Lse system separators

Cut, copy, and paste

r
-

w
>

|I OK ]l Canicel ]

Customize allows you to add features to the Quick Access Toolbar. If there are tools that you are utilizing frequently, you
may want to add these to the Quick Access Toolbar.

Excel Options

Popular @ Customize the Quick Access Toolbar.
Formulas
Choose commands from: Customize Quick Access Toolbar o
Proof . . :
cating Popular Commands v For all documents (default) v
Save '
Advanced <Separator> A~ i save
@ catleulste Mow ¥} undo »
m u:i Caloulate Sheet  Redo k
AdduIns iﬁ Create Chart
TH Custam Sort...
Trust Center % Datasheet Formatting
Resources 5% Delete Cells... -
W' Delete Sheet Columns .
=% Delete Sheet Rows
@ E-mail
== Insert Cells...
& Insert Hyperlink
Ll Insert Picture from File
34 Insert PivotTable
3 Insert Sheet Columns
~=3 [Insert Sheet Rows ~ |
[ show Quick Access Toolbar below the Ribban
[ o || conen |

AL
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3-Working with a Workbook
3.1-Create a Workbook
3.2-Save a Workbook
3.3-Open a Workbook
3.4-Entering Data

3.1-Create a Workbook

To create a new Workbook:
®  (Click the Microsoft Office Toolbar
= Click New
"  Choose Blank Document

@

[ Recent Documents
i Hayy -lff———
1 Warkout =i
— 2 Training Meeds Analysis W=l
i 7 Open
3 J0183323 =
I I Save 4 Test Book =~=J
3 PayCalendar P
H Save a5
L%J Brint *
:7 Freparse  ®
g sena >
S Publish  »
I"‘I Close
{_; Excel Options ] EX Exit Excel ]I
If you want to create a new document from
a template, explore the templates and choose one that fits your needs.
New Workbook [? X
Templates €) >  [seachMicrosott Office Online for [3] || Billing Statement
Elank and recent
Installed Templates Installed Templates
A
My templatas...
Hewr fram existing... I
Microsoft Office Online R
Featured N
. n O] c o
Apendas ; Your Company Name
Budgets Billing Statement Blood Pressure Tracker j e l‘:“
Calemdars Py R —
Expanse reports E
& Stotement
Forms 7
T — . Lomn Amoriraton e
Invoices
Lists
IMemas
Expense Repaort Loan amartization
Flans " "
[ creste | [ comes |

3.2-Save a Workbook
When you save a workbook, you have two choices: Save or Save As.
To save a document:

= (Click the Microsoft Office Button

= (Click Save
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5
]

D e Recent Documents
1 Warkout =
e'_} Qpen 2 Training Needs Analysis =
3 0183328 =]
4 Test Book =
-

G

send L

I:‘j Excel Optjons I [){ Exit Excel .
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You may need to use the Save As feature when you need to save a workbook under a different name or to save it for earlier
versions of Excel. Remember that older versions of Excel will not be able to open an Excel 2007 worksheet unless you save

it as an Excel 97-2003 Format. To use the Save As feature:

Click the Microsoft Office Button
Click Save As
Type in the name for the Workbook

In the Save as Type box, choose Excel 97-2003 Workbook

Save As
Savei: | (L) My Documents
[y Recent Iqi'lm;ﬂ
Documents \CYANGEL Training Materials
(&} Desktop If_—‘;.mmm
(LDICTI Documents
ﬂmumrh Ibtaqa&qﬂ‘h
=W My efocks
% Corvoctar ﬂﬁmm
My ol | My Pictures
ﬂm = My Videos
(C30ffice 2007 Tutorial
(snaglt Catalog
) Technology Trainings

? %
¥ @ @ Xci@-

File pame: Bock?

Save 22 UvPR! | Eucel 97-2003 Workbook

| —

[__save

][mﬂL

3.3-Open a Workbook
To open an existing workbook:

Click the Microsoft Office Button
Click Open

Browse to the workbook

Click the title of the workbook
Click Open
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3.4-Entering Data

There are different ways to enter data in Excel:
To enter data in an active cell:

-t
— Erint

xf Frapare

_ﬁ Sang

e Pyblish

-
| Llase

Recent Documents

1 Workout

£ Training Heeds Analysis
3 M183328

4 Test Book

5 PayCalendar

[ 2} Excel Options || X Exit Exeel |

in an active cell or in the formula bar.

Click in the cell where you want the data

Begin typing

A2

v (3 X & fe| celln

[= R B SR T S R

To enter data into the formula bar
Click the cell where you would like the data

Place the cursor in the Formula Bar
Type in the data

&

B C

Cell A2 data

D

A2

Y,

X v | Entering Data in Formula Bar  -li——

1

A

C

D E

2 Entering Data in Formula Bar

3

4-Manipulating Data
4.1-Select Data

4.2-Copy and Paste

4.3-Cut and Paste

4.4-Undo and Redo

4.5-Auto Fill

Excel allows you to move, copy, and paste cells and cell content through cutting and pasting and copying and pasting.

4.1-Select Data
To select a cell or data to be copied or cut:

Click the cell

F

G

H
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il B C

1

2 2-Jun

3 4-Jun

| ]

4 6-Jun

5

B

7

®  Click and drag the cursor to select many cells in a range
A B C D E F
Widgets Customers Sales Price
2-lun
4-Jun 2 4 2 3
6-Jun
| ]

SR T, N - T O e

Select a Row or Column
To select a row or column click on the row or column header.

& B [ b E F
1 Widgets Customers Sales Price
2 2-Jun
3 4-Jun 2 4 2 5
4 Jun
5

4.2-Copy and Paste
To copy and paste data:
= Select the cell(s) that you wish to copy
= On the Clipboard group of the Home tab,l clicli Copy

b |
—/l Hame
E G
Past -
as I
¥4
pboard M
| 3

= Select the cell(s) where you would like to copy the data
®=  On the Clipboard group of the Home tab, click Paste

237/
—-/I Hame
E Ci
Past -
aste I
- wt
Cliph-:ua&
| c3 ™

4.3-Cut and Paste
To cut and paste data:
= Select the cell(s) that you wish to copy
®=  On the Clipboard group of the Home tab, click Cut
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Pa | E

ipbhoard ™

C3
= Select the cell(s) where you would like to copy the data
= On the Clipboard group of the Home tab, click Paste

4.4-Undo and Redo

To undo or redo your most recent actions:
®  On the Quick Access Toolbar
=  (Click Undo or Redo

. | = =
{ +F \ H H:I
Home ert
& Calibri
_.lé
Paste B I U -~

4.5-Auto Fill
The Auto Fill feature fills cell data or series of data in a worksheet into a selected range of cells. If you want the same data
copied into the other cells, you only need to complete one cell. If you want to have a series of data (for example, days of the
week) fill in the first two cells in the series and then use the auto fill feature. To use the Auto Fill feature:
=  Click the Fill Handle
= Drag the Fill Handle to complete the cells
A B C D

Widgets Customers Sales
2-Jun

4-Jun EI 4!
B-Jun /

Ln | (L | pa | e

5-Modifying a Worksheet
5.1-Insert Cells, Rows and Columns
5.2-Delete Cells, Rows and Columns
5.3-Find and Replace
5.4-Go To Command
5.5-Spell Check

5.1-Insert Cells, Rows, and Columns
To insert cells, rows, and columns in Excel:

=  Place the cursor in the row below where you want the new row, or in the column to the left of where you want the
new column

= (lick the Insert button on the Cells group of the Home tab
= (Click the appropriate choice: Cell, Row, or Column

;,"ﬂ[nsertq E - h §

Insert Cells...

i

Insert Sheet Rows

C UU mo

.|

& Insert Sheet Columns
L_,J Insert Sheet

5.2-Delete Cells, Rows and Columns

To delete cells, rows, and columns:
= Place the cursor in the cell, row, or column that you want to delete
= Click the Delete button on the Cells group of the Home tab
=  (Click the appropriate choice: Cell, Row, or Column
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g=lInsert ~ ﬂ [ﬁ

|_De|eteq D*

Delete Cells...

Delete Sheet Rows

Delete Sheet Columns

ﬂ’%%

Delete Sheet

5.3-Find and Replace
To find data or find and replace data:
®  (Click the Find & Select button on the Editing group of the Home tab
=  Choose Find or Replace
= Complete the Find What text box
= (Click on Options for more search options

N e g
23] s 3* Delete - @ K

] “'ﬁE _;_ﬂg Conditional Format Cell . Sort & Find &

== =) Formatting = as Table = Styles ~ B Format = || (2~ Filted Select ~

Styles Cells Editing

Find and Replace

Find Replace |
Find what: | W |
Replace with: | w |
[ Replace Al ] [ Replace ] [ Find &ll ] L Find Mext J [ Close ]

5.4-Go to Command
The Go to command takes you to a specific cell either by cell reference (the Column Letter and the Row Number) or cell
name.

®  Click the Find & Select button on the Editing group of the Home tab

- Cll‘Ck GO IO
i

Sort & |Find &
<27 Filter~ 'Select -

&4 | Eind...
ﬂta‘m Beplace...

= | GoTo.,

o To special..
Formulas

Comments

Conditional Foarmatting
Canstants

Data Validation

kg | Gelect Objects
Eh. Selection Pane...

5.5-Spell Check
To check the spelling:
=  On the Review tab click the Spelling button
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—-/ Home Insert Page Layout Formulas Data Review
¥Vl QT
' ‘3 Sh
Spelling Research Thesaurus Translate Mew Delete Previous MNext
Comment

Proofing Comments

5h

6-Performing Calculations
6.1-Excel Formulas
6.2-Calculate with Functions
6.3-Function Library
6.4-Relative, Absolute, & Mixed Functions
6.5-Linking Worksheets

6.1-Excel Formulas
A formula is a set of mathematical instructions that can be used in Excel to perform calculations. Formals are started in the

formula box with an = sign.

Proofing Comme

COUNT - [ Xv‘fr|=| 4
A B C D E F

1
2
2

There are many elements to and excel formula.
References: The cell or range of cells that you want to use in your calculation
Operators: Symbols (+, -, *, /, etc.) that specify the calculation to be performed
Constants: Numbers or text values that do not change
Functions: Predefined formulas in Excel
To create a basic formula in Excel:

= Select the cell for the formula

= Type = (the equal sign) and the formula

®=  Click Enter

COUNT (" X & _frl ={f1:f3}|
A B C D E F
=(fL:f3) |

6.2-Calculate with Functions
A function is a built in formula in Excel. A function has a name and arguments (the mathematical function) in parentheses.
Common functions in Excel:
Sum: Adds all cells in the argument
Average: Calculates the average of the cells in the argument
Min: Finds the minimum value
Max: Finds the maximum value
Count: Finds the number of cells that contain a numerical value within a range of the argument
To calculate a function:
= (Click the cell where you want the function applied
=  Click the Insert Function button
®=  Choose the function
=  Click OK
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f X AutoSum T ﬁ? Logical = (_,1 Lookup & Reference ~
[ Recently Used = [A Text & Math & Trig -
Insert ! _ .
Function @} Financial ~ E‘ff' Drate & Time ~ |J]T_J More Functions -
Function Library
A2 - K |
A B C D E F

=  Complete the Number 1 box with the first cell in the range that you want calculated
= Complete the Number 2 box with the last cell in the range that you want calculated

Function Argumentis

TYPE

¥alue ||

Returns an integer representing the data bvpe of a walue: number = 1; text = 2; logical value
= 4, errar value = 16; array = 6,

¥alue canbe any value,

Formula resulk =

Helo on this funckion o4 l [ Cancel

6.3-Function Library

The function library is a large group of functions on the Formula Tab of the Ribbon. These functions include:
AutoSum: Easily calculates the sum of a range

Recently Used: All recently used functions

Financial: Accrued interest, cash flow return rates and additional financial functions

Logical: And, If, True, False, etc.

Text: Text based functions

Date & Time: Functions calculated on date and time

Math & Trig: Mathemailical Functions

_,/ Home Insert Page Layout Formulas Data Re

f & AutoSum < ﬁ Logical = [_,1 Lookup & Reference ~
[ Recently Used = [A Text - [ Math & Trig -
Insert . . - ) e .
Function [8? Financial = 57 Date & Time - [fi] More Functions =
Function Library

6.4-Relative, Absolute and Mixed References
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Calling cells by just their column and row labels (such as "A1") is called relative referencing. When a formula contains
relative referencing and it is copied from one cell to another, Excel does not create an exact copy of the formula. It will
change cell addresses relative to the row and column they are moved to. For example, if a simple addition formula in cell C1
"=(A1+B1)" is copied to cell C2, the formula would change to "=(A2+B2)" to reflect the new row. To prevent this change,
cells must be called by absolute referencing and this is accomplished by placing dollar signs "$" within the cell addresses in
the formula. Continuing the previous example, the formula in cell C1 would read "=($A$1+$B$1)" if the value of cell C2
should be the sum of cells Al and B1. Both the column and row of both cells are absolute and will not change when copied.
Mixed referencing can also be used where only the row OR column fixed. For example, in the formula "=(A$1+$B2)", the

row of cell Al is fixed and the column of cell B2 is fixed.

6.5-Linking Worksheets

You may want to use the value from a cell in another worksheet within the same workbook in a formula. For example, the
value of cell A1 in the current worksheet and cell A2 in the second worksheet can be added using the format "sheet name!
cell address". The formula for this example would be "=A1+Sheet2!A2" where the value of cell Al in the current worksheet

is added to the value of cell A2 in the worksheet named "Sheet2".
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7-Sort and Filter
7.1-Basic Sorts
7.2-Custom Sorts
7.3-Filter

Sorting and Filtering allow you to manipulate data in a worksheet based on given set of criteria.
7.1-Basic Sorts

To execute a basic descending or ascending sort based on one column:
= Highlight the cells that will be sorted
®  (Click the Sort & Filter button on the Home tab
= (lick the Sort Ascending (A-Z) button or Sort Descending (Z-A) button

- [af| i

D Sort & |Find &
<2~ |Filter  |Select ~
|5l sortatez
&) sotztoa
| |ER  custom sort..

= | Filter
B | Clear
x{_b Reapply

7.2-Custom Sorts
To sort on the basis of more than one column:

®  Click the Sort & Filter button on the Home tab
®=  Choose which column you want to sort by first
"  Click Add Level

=  Choose the next column you want to sort

="  (Click OK

[ “‘1";1 Add Level ” X Delete Level ” 53 Copy Level ]| ir % | Options... My data has headers
Column Sort On Order
Sort by | w | |'u'a|ues w | |.ﬁ. to 2 w

[ 0K ][ Cancel .J:E

7.3-Filtering

Filtering allows you to display only data that meets certain criteria. To filter:
= Click the column or columns that contain the data you wish to filter
®=  On the Home tab, click on Sort & Filter
= (Click Filter button
= Click the Arrow at the bottom of the first cell
= (Click the Text Filter
= (Click the Words you wish to Filter
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1|
2 Monday
4] sortAtez

(3

2] sotztoa
Sort by Color bk

Text Filters 4

(Select All)
Friday
Monday
Saturday
Sunday

[] Thursday
[w] Tuesday
Wednesday

[ K ] [ Cancel

"= To clear the filter click the Sort & Filter button

= Click Clear
"\ oF | @

Sort & | Find &
2™ IFilter ~ |Select =

2] sortatez

21| sotztoa
E Custom Sort...

“=| Filter
B | Clear
Kb Reapply

8-Graphics
8.1-Adding a Picture
8.2-Adding Clip Art
8.3-Editing Pictures and Clip Art
8.4-Adding Shapes
8.5-Adding SmartArt

8.1-Adding a Picture
To add a picture:
®  Click the Insert tab
®  Click the Picture button
=  Browse to the picture from your files
®  Click the name of the picture
= Click Insert
=  To move the graphic, click it and drag it to where you want it
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Imsert m Formulas Data e WView Deweloper Add-Ins

al B ¥ B ﬂi&ﬂﬁhLU AlE 4 A

PFicture Clip Shapes Smartart  Column  Line Fie Bar  Area Scatter Other Hwtrllnlc Text Header WordArt Signature
Art - o - o b o - Charts = Box & Footer - Line =
lustrations Charts fa Links Text

Look jn: =) Sampls Pictures

i‘h il [ R
Fias of type: | ol prctures F
Took ~ [ st o | conce |
8.2-Adding Clip Art
To add Clip Art:
= (Click the Insert tab
®=  (lick the Clip Art button
= Search for the clip art using the search Clip Art dialog box
= (lick the clip art
=  To move the graphic, click it and drag it to where you want it
Insert Page Layout Formulas Data Wisw Develaper Add-Ins L 7 x
_ "t A : ;
ESe = nm-:-a.l;o Q@ 1] D 4 [«
Picture l:llp Shapes Smartart | Column  Line Bar Area Scatter Other Hyperiink Text  Header Wordart Signature Object Symbol
Art - - - - - ~  Charis~ Box & Footer = Line =
Iius! oINS Charts T Lindks Tt
ZCm— E
B N D E E G H I ) K & clip Art x
:l .Searqh sz )
5 [schod | [
Search in
| Setected collections
sts.ts shouibd be:
_AI miedia file bypes

s

dn

&
(&
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8.3-Editing Pictures and Clip Art
When you add a graphic to the worksheet, an additional tab appears on the Ribbon. The Format tab allows you to format the
pictures and graphics. This tab has four groups:
Adjust: Controls the picture brightness, contrast, and colors
Picture Style: Allows you to place a frame or border around the picture and add effects
Arrange: Controls the alignment and rotation of the picture
Size: Cropping and size of graphic

‘iﬁﬂ' I RN Micrasoft Excel Picture Tools | -
HMome  lInset  Pagelayout  Formulss  Dats  Reiew  View  Developer  Adddns | Format | W - =

3 L
% Brightness = LI Compress Pictwres ||
(D Contrast = I3 Change Picturs ‘. —

- o 1] B s b o o B "o
e T ([ Picture Shape & Bring to Front |=‘I ﬁj {2
‘ ,‘ L] Eﬁdureﬁaldﬂ' A, Send to Back E*

- - Crop 3 1. &
{htecor{:r = g Reset Picture ® | w Picture Effects ~ T—b Selection Pane Sk~ L -
Adjust Piture Styles fa Armange Size f

8.4-Adding Shapes

Layout Farmulas Review
To add Shape:
= (Click the Insert tab ER ‘ ﬁ ?::‘:5{ -
- Cth the Shapes button Shapes|Smartart Column Line Pie Ear
=  (lick the shape you choose - - - - -
" (Click the Worksheet Recently Used Shapes -
®  Drag the cursor to expand the Shape N e e Y e [ W B I =5 T
@ AR
| Lines
= ~S S TLTLTL R RS R
Rectangles
e e e e e
Basic Shapes
ElO A MO OCOO @@ @
WG COOar L ¢ e 06D
O0@®™ L@ =& C <9
a0 1L =
Block Arrows
= <P AP L I o IO P [ T T
To format the shapes: & D owwran = 2 L] 8]y
®  Click the Shape Akl R
®  (Click the Format tab
Vidd e F Bookl - Microsoft Exg Drawing Tool = X
!E!_!ﬁy awing Tools
- Home  Inset  Pagelayowt  Formulss  Data  Review  View  Developer  Adddng Farmat
2ENNOO - - Shapt!'llt- 4 Bring to Frant - |% ) -
Dﬂ-l--l-.'i){!' . e Einaue{)utlme' A A B send to Back * :-j:';_'-'.'.;: ™
GADAL )= = ihape Effects - -'L' = Ry Selection Fane S Rotate + S
Insert Shapes Shape Styles fa WordArt Styles T Amange Size fu

8.5-Adding SmartArt
SmartArt is a feature in Office 2007 that allows you to 4 EREELEEA S
choose from a variety of graphics, including flow

charts, lists, cycles, and processes. ﬂ o List

To add SmartArt: = =-
= Click the Insert tab " process -
=  Click the SmartArt button Ty Cyde
= Click the 2 ecchy - I I i

=  SmartArt you choose ,
Rela
= Select the Smart Art R Restostp

. . . . .3 Malrix [-T- 5] i
® Drag it to the desired location in the III 115 Ill Bosic Block List

worksheet A Pyramid

To format the SmartArt: (A == I v mﬂmﬁmmﬂw
= Select the SmartArt ([ == ¥ harizontal and vertical dsplay space for
= (lick either the Design or the Format tab s = e v shupes.

"  (Click the SmartArt to add text and . ’BB . —
pictures. ' E
L4
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) B Smutittock s
Home Insert Fage Layout Formulas Data Review Wiew Developer Add-Ins Design Farmat W -
== Add Bullet v Promate ad

] S HE B8 o oo BN W B = )
Right to Left | = Demoke B ’ - =
Add s — h .- — _ Change - - - - Reset
Shape~ ot i Text Pane . || Colors = — Graphic
Create Graphic Layouts Semartart Styles Reset
9-Charts

9.1-Create a Chart
9.2-Modify a Chart
9.3-Chart Tools

9.4-Copy a Chart to Word

Charts allow you to present information contained in the worksheet in a graphic format. Excel offers many types of charts
including: Column, Line, Pie, Bar, Area, Scatter and more. To view the charts available click the Insert Tab on the Ribbon.

9.1-Create a Chart

To create a chart:
= Select the cells that contain the data you want to use in the chart
®  Click the Insert tab on the Ribbon
=  Click the type of Chart you want to create

1] v Bookl - Microsoft Excel
Insert Page Layout Formulas Data Review Vi Developer Ad
wal B8 ) B ml & o N 2 0D
Picture Cllp Shapes Smartart | Column  Line Bar Area Scatter Other
Art - - - - - - - Charts =
Nllustrations Charts F]

9.2-Modify a Chart
Once you have created a chart you can do several things to modify the chart.
To move the chart:
®  (Click the Chart and Drag it another location on the same worksheet, or
= (lick the Move Chart button on the Design tab
®  Choose the desired location (either a new sheet or a current sheet in the workbook)

Chart Tools - B X
Design Layout Format @ - = X
il
. . . _ kove
T Chart
Chart Styles Location

To change the data included in the chart:
= Click the Chart
= (lick the Select Data button on the Design tab

| ,l:!.?:‘. wll 7 o = : L t Chart Toa
— Home Ensert Page Layouwt Formulas Data Rewview e Developer Add-Ens Dresign
=1 B E—— .
Dara
= Select Data Source =7 ><]
m—— T ||
. B Chart data range:  SESSIIErCERTIE]
i
_________________________
2 mronday - = 1 =
ST St Ruoew POk MmN
3 MMuesda ZE [‘: — ]
4 mwednesday Ay Legend Entries: {(Series) Horirontal (Category) Axis Labels
.
5 IThursday 5 THada || ermst || < memove | = | @ = eat
6 rFriday =3 = = —
7 iSaturday al - v
8 Ssunday 53
E H Wednesday
9 «monday 31 i
10 Muesday 23 -
11 iwwvednesday &1 Fraday =
12 [Thursday e [ enoden and Empty celis | L o ] [ conca ]
13 iFriday 24

To reverse which data are displayed in the rows and columns:
®  Click the Chart
=  (lick the Switch Row/Column button on the Design tab
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¥ i)

Home Insert Page Layout

o, @ B

_| Change Save As Switch Select
Chart Type Template | Row/Column Data
I Type Data
&
Chart 4 - £ |

To modify the labels and titles:
=  Click the Chart
= On the Layout tab, click the Chart Title or the Data Labels button
®  Change the Title and click Enter

ilas Data Review View Developer Add-Ins Design Layout

| Wall

e o] ) (] ) (] | ]

Ifﬂﬂ—| s | S |l i | || | |

.®| Chart Floor
Chart  Axis Legend Data Data Axes  Gridlines Plot ) Tt
Title= Titles* =  Labels~ Table~ v - Area~ [ 3-D Rotation

Labels Axes Background

9.3-Chart Tools
The Chart Tools appear on the Ribbon when you click on the chart. The tools are located on three tabs: Design, Layout, and
Format.

Within the Design tab you can control the chart type, layout, styles, and location.
‘@ Wd9-0- s Bookl - Microscft Excel | Chart Tagls - =

Heme  [nset  Pagelsyout  Formulas  Data  Review  View  Developer  Adddns | Design  Layeut  Format (7

S -
RO GEE hhlkdbdhd b2

F

| Cnart Type Template  Row/Column Data Chart
| Type Data Chart Layouts Chant Styles Lotation
Within the Layout tab you can control inserting pictures, shapes and text boxes, labels, axes, background, and analysis.
L’E.l bd - 0¥ : Bookl - Microsoft Excel Chart Tools - B
il .
Home  Insert Fage Layout  Formulas Data View Developer  Add.dns Design  Layout Format - =

e DA 5] ] o] )

% Format Selection

s J i i 1

Picture Shapes Tet || Chart  Axis Legend Data  Data Axes  Gridlines = Trtndllnc Froperties
&5 Reset to Mateh Style +  Box || THle= THles* *  Lsbels Table® 5 = area~ [ 3.0 Rotation ﬂ Error Bars = 5
Current Selection Ingert Labeals Axes Background Analysis

Within the Format tab you can modify shape styles, word styles and size of the chart.

1@ -0 )= Bookl - Microsoft Excel Chart Toals - =
e Home  lnset  Fagelsyout  Formulss  Dasts  Resiew  View  Developer  Adddns  Design  Laout | Format W - =
Chart Area ﬁShlpt Fill = = & Bring to Front = |5 Align - J-J 3 .

-+ e -
B, Format Selection . . . & shape Outline = A A v || B Send to Back = I3 Group =
-'.". %ﬁ.‘i:l:mun Pane Gk Rotate - Gls =

.ﬂ Reset to Match Style = Shape Effecs - -

Current Seledtion Shape Styles Wordart Styles E Arrange Size &
9.4-Copy a Chart to Word u Iﬂ w
= Select the chart E!:'.l
=  (Click Copy on the Home tab Hl::um

=" Go to the Word document where you want the chart located
®  Click Paste on the Home tab

Cifpboard ™
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10-Formatting a Worksheet
10.1-Convert Text to Columns
10.2-Modity Fonts
10.3-Format Cells Dialog Box
10.4-Add Borders and Colors to Cells
10.5-Change Column Width and Row Height
10.6-Hide or Unhide Rows and Columns
10.7-Merge Cells
10.8-Align Cell Contents

10.1-Convert Text to Columns
Sometimes you will want to split data in one cell into two or more cells. You can do this easily by utilizing the Convert Text
to Columns Wizard.
=  Highlight the column in which you wish to split the data
= (lick the Text to Columns button on the Data tab
=  Click Delimited if you have a comma or tab separating the data, or click fixed widths to set the data separation at a
specific size.

|ba] Connections al A=z ]_? - Clear %I e =

operties wrozla T Rea = —
= Properties {0 Reapply H=
g Refresh ii_ Sort Filter . Text to Remowe —
tions Al == Edit Links M7 Advanced Columns Duplicates &5F
Connections Sort & Filter Crata To

Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that wour daka is Fixed widkh.
IF this is correck, choose Mexk, or choose the data tvpe that best describes wour daka.
original daka Eype

wpe Ehat best describes wour daka:
- Characters such as commas or tabs separate =ach Field.

th - Fields are aligned in colunns with spaces bekbween each Field.

Preview of selecked data:

Modity e 1L o

Fonts
Modifying fonts in Excel will allow you to emphasize titles and headings. To modity a font:
= Select the cell or cells that you would like the font applied
®=  On the Font group on the Home tab, choose the font type, size, bold, italics, underline, or color

|'r/t'in 9 v
iy
Home Insert Page Layout Faor
Bl calibri -l - A A
_.lé
Paste ¥ B I U - || - A
Clipboard ™ Font lw
A1 v fe | smitt
A B C
1 [Smith 11ohn
2 |Lee Tom

10.3-Format Cells Dialog Box

In Excel, you can also apply specific formatting to a cell. To apply formatting to a cell or group of cells:
= Select the cell or cells that will have the formatting
®=  Click the Dialog Box arrow on the Alignment group of the Home tab
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Alignment
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T IE

General
||| % - %

] Mumber

|| %8

00
.0

P}

Conditional

-/

Format

Formatting = as Table ~ &

Styles

| Font || Border || Fill || Pratection
Text alignment Orientation
Horizontal: * .
|General V| . .
Wertical: |E| 3 T
|Eh:|tt|:|m w | i Text _*
t -
*
Text conkrol .

[ ] wrap text

[ shrink ko Fit

[ mMerge cells
Right-ko-left

Text direction:

Dedgrees

(04 l [ Cancel

There are several tabs on this dialog box that allow you to modify properties of the cell or cells.

Number: Allows for the display of different number types and decimal places

162

Alignment: Allows for the horizontal and vertical alignment of text, wrap text, shrink text, merge cells and the direction of

the text.

Font: Allows for control of font, font style, size, color, and additional features

Border: Border styles and colors

Fill: Cell fill colors and styles Hame Insert Page Layout Farmulas
# Calibri =lar | AT AT
10.4-Add Borders and Colors to Cells L =
Borders and colors can be added to cells manually or o ||| P St
through the use of styles. To add borders manually: g 4 m::..,m S
®  (Click the Borders drop down menu on the Font At . ~ N — E——
group of the Home tab == c' I Lert Border
®=  Choose the appropriate border | | Bight Border
(=13 S3 Mo Eorder
To apply colors manually: | BB | & Borders
= Click the Fill drop down menu on the Font group | g ::;l“"i";"‘ 5:"’:"
of the Home tab | - e
=  Choose the appropriate color | : f::::ol::;‘:nb:n?:;? =
| IZ | Top and Bottom Border
| @ Top and Thigk Bottom Border
| — Top and Double Bottom Barder

| Dwaw Borders

| ¥  ODvaw Border

| o Draws Border Grid
| Erase Border

| a2 | Lime Color

| Lime Style

| EH | More Borders...
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rd & | Font Theme Colors
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A | E
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To apply borders and colors using styles:
= (Click Cell Styles on the Home tab
= Choose a style or click New Cell Style

Standard Colors
HNR FAEEEER

|:| No Fill

15 | More Colors...

§ = . Selnset~ | X - ﬂ ;
|| EF General -‘riill ﬁ p = tﬁ
®8|E- [5-w o)) oo et EE)) - | - E0% 002
™ Good, Bad and Neutral
_.[ Mormal ] Bad Good Meutral
_i Data and Model
m m Explanatory ... |Input Linked Cel Mote
' Warning Text
| Titles and Headings
| Heading 1 Heading2  Heading3 Heading 4 Title Total
| Themed Cell Styles
| 20% - Accentl  20%- Accent2  20% - Accent3  20%- Accentd 208 - AccentS  20% - Accents
40% - Accentd  40% - Accent5  40% - Accent6

| 40% - Accentl  40% - Accent2  40% - Accent3
505 - accents oo Accentz |
m Accent

| Number Format

| comma Currency

Comma [0]

| =] Hew Cell Style...
;ﬁ ferge Styles...

10.5-Change Column Width and Row Height
To change the width of a column or the height of a row:

60% - Accentd

Currency [0] Percent

= (Click the Format button on the Cells group of the Home tab

Manually adjust the height and width by clicking Row Height or Column Width
To use AutoFit click AutoFit Row Height or AutoFit Column Width

T T T L
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= lInsert ~ X - % []c
j* Delete - Iﬂ'
— Sort & Fir
[=)Format ={|| (2~ Filter~ Sel
Cell Size

*[ Row Height...
AutoFit Row Height
3 Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide 3
Organize Sheets
Eename Sheet

Move or Copy Sheet...
Tab Color b

Protection

&g Protect Sheet...
21| Lock Cell

ﬁ' Farmat Cells...

10.6-Hide or Unhide Rows or Columns
To hide or unhide rows or columns:
= Select the row or column you wish to hide or unhide
= (Click the Format button on the Cells group of the Home tab
"  (Click Hide & Unhide
e e ol || S=Insert ~ E - rﬁ,
i _j;d e F* Delete - | (3]~ ET L?
tipnal Format Cell || = .| . Sort& Fin
ting - a5 Table = Styles - l_:j Format =| 2~ Filter~ Sel¢
Styles | Cell Size |

| :E Row Height... |
| J K| AutoFit Row Height |
|.'|I 'J.|, Calumn Width...

AutoFit Column Width

Drefault Width.,

Visibility
Hide Bows . Hide & Unhide ko
Hide Columnsg Organize Sheets
Hide Sheet Rename Shest
Unhide Rgws Maowve ar Copy Sheet...
Unhide Cojumns Tab Color v |

Protection

[ &)y protectsheet..
2| Lock Cell

' Format Cells...

10.7-Merge Cells

To merge cells select the cells you want to merge and click the Merge & Center button on the Alignment group of the
Home tab. The four choices for merging cells are:

Merge & Center: Combines the cells and centers the contents in the new, larger cell

Merge Across: Combines the cells across columns without centering data

Merge Cells: Combines the cells in a range without centering

Unmerge Cells: Splits the cell that has been merged
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10.8-Align Cell Contents

Alignment =3 Merge & Center
;—El Merge Across
Merge Cells
D g |dd Mer
EE Unmerge Cells

To align cell contents, click the cell or cells you want to align and click on the options within the

Alignment group on the Home tab. There are several options for alignment of cell contents:
Top Align: Aligns text to the top of the cell
Middle Align: Aligns text between the top and bottom of the cell

Bottom Align: Aligns text to the bottom of the cell

Align Text Left: Aligns text to the left of the cell

Center: Centers the text from left to right in the cell

Align Text Right: Aligns text to the right of the cell

Decrease Indent: Decreases the indent between the left border and the text
Increase Indent: Increase the indent between the left border and the text
Orientation: Rotate the text diagonally or vertically

11-Developing a Workbook
11.1-Format Worksheet Tabs

== §'|@“’| =
== === E-
Alignment ]

11.2-Reposition Worksheets in a Workbook

11.3-Insert and Delete Worksheets
11.4-Copy and Paste Worksheets

11.1-Format Worksheet Tab

You can rename a worksheet or change the color of the tabs to meet your needs.

To rename a worksheet:
®=  Open the sheet to be renamed

®=  (Click the Format button on the Home tab

= Click Rename sheet
= Typein a new name
=  Press Enter

S=Insert — 3 = % =]
o= Delete — EI - &

A Sort & Fir
=1 Format — <2~ Filter ~ Sel

Cell Size
I Row Height...
AutoFit Row Height
™3 | Column Width...
AutoFit Column Width
CDrefault Width...
Wisibility
Hide & Unhide [ 4
Drganize Sheets
BRename Sheet -ifff——
PMowve or Copy Sheet...
Tab Calor »
Protection
(Zly | Protect Sheet...
23| Lock Cell
= Format Cells...
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To change the color of a worksheet tab: n T 5 - A
= Open the sheet to be renamed N };ﬁzli __J“’d b 4| i ?T
= Cli I Detete ~ | (3]~ =
ick the Format button on the Home tab g Condiional Format Cell | o Sort &
= Click Tab Color =2 Formatting = a5 Table = Styles - || |[Z]Format={ | L3~ Fiper~
= (Click the color £ Styles | Cel Size
=
) : +L PRaw Height...
H | ] K AutoFit Row Height
B3 Column Width...

11.2-Reposition Worksheets in a Workbook
To move worksheets in a workbook:
= Open the workbook that contains the sheets you
want to rearrange
=  (Click and hold the worksheet tab that will be
moved until an arrow appears in the left corner
of the sheet
= Drag the worksheet to the desired location

26

27 el

Theme Colors
B EEENENN potetion

AutoFt Column Width

Default Width..
Visibility

Hide & Unhide
Organize Sheets

Bename Sheet

Move or Copy Sheet...

| Tab Colar

&y Protect Sheet...

34| Lock Cell
YRFEi Sheetl  Sheet? | Sheet3 %3 0 IIII'I'II'; Format Cglls..

11.3-Insert and Delete Worksheets .5 E.nd“d cubm. ~MTI111
To insert a worksheet |
= Open the workbook Ho Colar
=  (lick the Insert button on the Cells group of % More Colors...

the Home tab
= Click Insert Sheet

L
-

jﬂlnsertj] E - h
j‘ﬂ Insert Cells...
j*ﬁ Insert Sheet Rows

' Insert Sheet Columns

Hi =

Insert Sheet

To delete a worksheet
"  Open the workbook
=  (lick the Delete button on the Cells group of the Home tab

=  Click Delete Sheet
J=lInsert - z - ?
.j‘“ Drelete j] |j K

e A

4

=

Delete Cells...

Delete Sheet Rows

Delete Sheet Columns

& %W ¥

Delete Sheet

11.4-Copy and Paste Worksheets:

To copy and paste a worksheet:
®  Click the tab of the worksheet to be copied
=  Right click and choose Move or Copy
= Choose the desired position of the sheet
=  (lick the check box next to Create a Copy
= Click OK
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Insert...

Delete

Rename

Move ar Copy...
View Code

Protect Sheet...

E A

Tab Colar g

Hide

Select All Sheets

1et3 - Sheetl | Sheet? ~vI

12-Pa2e Properties and Printing Page Layout Fommulas Data Review View Developer Add-Ins
12.1-Set Print Titles T — | = . . ;
33 \1 ; {04 Width:  Automatic Gridlines  F
-~ i L A 1= .
12.2-Create a Heade.r and a Footer L_}] IJ =] _g;__',] j $1] Helont: | Automatic - || 7] view
12.3-Set Page Margins 1 Orientation  Size  Print  Breaks Background  Print . .
12.4-Change Page Orientation = = Areav /) Titles | ok Seale:  100% O Print
12.5-Set Page Breaks Fage Setup fa Scale to Fit fa || Sheet Opti
.
12.1-Set Print Titles c D . et
The print titles function allows you to repeat | Poge | Marghs | Hoader/Footer || L
the column and row headings at the beginning Privk area: |
of each new page to make reading a multiple Prink bles —
page sheet easier to read when printed. To =
Print Titles: Bows torepast skl |
= Click the Page Layout tab on the Gohmng to repeat at left; |
Ribbon B
= (Click the Print Titles button O -
= In the Print Titles section, click the g Comments: | (Nene) |
box to select the rows/columns to be gaﬂm — Col grrors 52t | desplayed v
repeated Draft guskty : :
= Select the row or column [ Row and colume headings
"  (Click the Select Row/Column Page crder
Button (%) pown, then aver
. .
Click OK ) Oyer, then down
12.2-Create a Header or Footer
To create a header or footer:
=  (lick the Header & Footer button | Print... | [ Print Préviey | I Options. .. |
on the Insert tab L
= This will flisplay the Header & i oK ] [ Cancel I
Footer Design Tools Tab
= To switch between the Header and Footer, click the Go to Header or Go to Footer button
t!‘n a0y * Bookl - Microsoft Excel Header & Foater Toals
e
Hame Insert Pﬁg! l.!]'Du‘f Farmulas Data Review Viewr I}tueluper Add-Ins DHigI‘l
j J ﬂ “j _-i.% :_:_L;.l _}' r.-'_f'ﬂ _QJ Fical i . I Ditferent First Page ¥ Scale with Document
Header Footer Fage HNumber Cument Currént File File  Sheet PFicture Format ot Gote Different Odd & Even Pages ¥ Align with Page Maiging
b o Humber of Fages Date Time Fath  Hame MName Tu H er Footer
Header & Foaber Heéader & Footer Elements Navigation Options
Al [ |

= To insert text, enter the text in the header or footer
= To enter preprogrammed data such as page numbers, date, time, file name or sheet name, click the appropriate
button
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=  To change the location of data, click the desired cell

D0 U UM I R IR U I BRUMMREN

- B C D E F G H I

6/27/2007 11:31 AM

12.3-Set Page Margins

To set the page margins:
= (lick the Margins button on the Page Layout tab
= Select one of the give choices, or

=  Click Custom Margins

= Complete the boxes to set margins Page Setup e
=  Click Ok :
| Page ||Margns || Header/Footer | Shest |
iert Page Layout Formulas Data Top: -
X I.E @ ) = 07s |5 03 8
B D | =
Margins| Orientation  Size Print Breaks Bz
* * - Area * wt Right:
Mormal 0.7 | 0.7 &
Top: 075" Bottom: 075"
Left: 0.7 Right:  0.7"
f Header: 9.37 Footer: 0.37
Bottom: Foater
Wide 0S| 03 [
Top: 1" Bottom: 17 Cenber on page
Left: 1" Right: 1" 0O
Horigontally
[ e ! =
f Header: 0.5 Footer: 0.5 [ verticaly
Marrow :
Top: 0,757 Battam: 0,75 prew... | | Pk preview | [ gptions... |
Left: 0,25" Right:  0.25" !
Header: 0.37 Footer: 0.37 [ 8 | [ Canoel |
Custom Margins...
12.4-Change Page Orientation
To change the page orientation from portrait to landscape:
®  Click the Orientation button on the Page Layout tab
= Choose Portrait or Landscape
[nsert Page Layout Form

L]

Margins

——— |==I Portrait

i A = Landscape

12.5-Set Page Breaks

You can manually set up page breaks in a worksheet for ease of reading when the sheet is printed. To set a page break:
"  C(Click the Breaks button on the Page Layout tab
= (Click Insert Page Break
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Data Review View
==l
" Tl = i

. |Breaks |Background Print
i - Titles

EINE S

P Insert Page Break

Eemove Page Break

q Reset All Page Breaks

12.6-Print a Range
There may be times when you only want to print a portion of a worksheet. This is easily done through the Print Range
function. To print a range:

= Select the area to be printed

"  (Click the Print Area button on the Page Layout tab

= Click Select Print Area
¥ - <
|_5| A

Print | Breaks Background
Area~ i

& SetPrint Area

Clear Print Area

13-Customize the Layout
13.1-Split a Worksheet
13.2-Freeze and Unfreeze Rows & Columns
13.3-Hide and Unhide Worksheets

13.1-Split a Worksheet
You can split a worksheet into multiple resizable panes for easier viewing of parts of a worksheet. To split a worksheet:

= Select any cell in center of the worksheet you want to split
= (Click the Split button on the View tab
=  Notice the split in the screen, you can manipulate each part separately

Wiew Developer Add-Ins

..... = Arrange All ....; Hide
m 100% Zoomto
: selection || o Freeze Panes - ] Unhide
Zoom Wind

13.2-Freeze Rows and Columns
You can select a particular portion of a worksheet to stay static while you work on other parts of the sheet. This is
accomplished through the Freeze Rows and Columns Function. To Freeze a row or column:

®  Click the Freeze Panes button on the View tab

=  Either select a section to be frozen or click the defaults of top row or left column

= To unfreeze, click the Freeze Panes button

"  (lick Unfreeze

View Developer Add-Ins

:. _Z- £33 New Window E S;-:ulit __ _;H %

----- S Arrange All

m 100% Zoomto _ . Save Switch
Selection |Qﬂ Freeze Panes '|_=| Unhide | 14 | workspace Windows
Zoom Freeze Panes
E Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).
H Freeze Top Row
E Keep the top row visible while scrolling through

the rest of the worksheet.

Freeze First Column
U:I Keep the first column visible while scrolling
through the rest of the worksheet.
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13.3-Hide Worksheets

To hide a worksheet:
= Select the tab of the sheet you wish to hide
= Right-click on the tab
= Click Hide

QT-]
(g

Insert...

Delete

Eename

Move or Copy...
View Code
Protect Sheet...
Tab Colar

Select All Sheets

iheet2 ] Sh
To unhide a worksheet:

= Right-click on any worksheet tab
= Click Unhide
®  Choose the worksheet to unhide

QT-]
S

Insert...

Delete

Eename

Move or Copy...
View Code
Frotect Sheet...
Tab Color

Hide

Unhide...

Select All Sheets

2efl ] Sheetz ~v2

170

©Management and Professional Development Department

Govt. of the Punjab



71

Microsoft PowerPoint

1-Getting Started

=  Microsoft Office Toolbar

=  The Ribbon

*  Quick Access Toolbar

=  Mini Toolbar

= Navigation

= Slide Views
2-Customize

= Popular

=  Proofing

= Save

=  Advanced

= Customize
3-Creating a Presentation

= New Presentation

= Save a Presentation

= Add Slides

= Themes
4-Working with Content

= Enter Text

= Select Text

» Copy and Paste

= Cut and Paste

=  Undo/Redo

»  Spell Check
5-Formatting Text

»  Change Font Typeface and Size .
» Font Styles and Effects 12-Tips
» Change Text Color .
=  WordArt .
» Change Paragraph Alignment .

» Indent Paragraphs

= Text Direction
6-Adding Content

= Resize a Textbox

7-Graphics

Adding a Picture

Adding ClipArt

Editing Picture and ClipArt
Adding Shapes

Adding SmartArt

Adding a Photo Album

8-Tables

Create a Table

Enter Data in a Table

Format a Table

Insert a Table from Word or Excel

9-Charts

Create a Chart

Edit Chart Data

Modify a Chart

Chart Tools

Paste a Chart from Excel

10-Slide Effects

Slide Transitions
Slide Animation
Animation Preview
Slide Show Options

11-Printing

= Bulleted and Numbered Lists

= Nested Lists

» Formatting Lists
*» Adding Video

= Adding Audio

Create Speaker Notes
Print a Presentation
Package a Presentation

Design Tips
Presentation Tips
Spell Check
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Power Point

Getting started with PowerPoint 2007 you will notice that there are many similar features to previous versions. You will
also notice that there are many new features that you’ll be able to utilize. There are three features that you should remember
as you work within PowerPoint 2007: the Microsoft Office Button, the Quick Access Toolbar, and the Ribbon. The
function of these features will be more fully explored below.

Presentations

A presentation is a collection of data and information that is to be delivered to a specific audience. A PowerPoint
presentation is a collection of electronic slides that can have text, pictures, graphics, tables, sound and video. This collection
can run automatically or can be controlled by a presenter.

1-Getting Started
1.1-Microsoft Office Toolbar

1.2-The Ribbon

1.3-Quick Access Toolbar

1.4-Mini Toolbar

1.5-Navigation

1.6-Slide Views
Getting started with PowerPoint 2007 you will notice that there are many similar features to previous versions. You will
also notice that there are many new features that you’ll be able to utilize. There are three features that you should remember
as you work within PowerPoint 2007: the Microsoft Office Button, the Quick Access Toolbar, and the Ribbon. The
function of these features will be more fully explored below.

{_ -3 Presentationd - Micrasalt PewerPoint e
.

T

Home Imsen Design ARIMMIZNT Fede Fhanw Rview View Ceveloper Add-drs Agienat

20 P R e
samamn , || swswan ] | | =wmmn- Lo . EEHHH' " Hige Background Graphacs

Fage Slice
Background &

Setup  Orientatian =~

PITCHE

Chono sdd putho efoomamar

Click to add notes

Sioel o6 Pchonok | D a7 el el
Presentations
A presentation is a collection of data and information that is to be delivered to a specific audience. A PowerPoint
presentation is a collection of electronic slides that can have text, pictures, graphics, tables, sound and video. This collection
can run automatically or can be controlled by a presenter.

1.1-Microsoft Office Button

The Microsoft Office Button performs many of the functions that were located in the File menu of older versions of
PowerPoint. This button allows you to create a new presentation, Open an existing presentation, save and save as, print,
send, or close.
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u

Home Insert Design
D =
A
Page Slide EEEEEE T
Setup Orientation -
Page Setup

1.2-Ribbon

The ribbon is the panel at the top portion of the document It has seven tabs: Home, Insert, Design, Animations, Slide
Show, Review and View. Each tab is divided into groups. The groups are logical collections of features designed to
perform function that you will utilize in developing or editing your PowerPoint slides.

Din) e -5 5 Prasentationd - Migrosoft PowerPoant
o
— Hame Infert Détign animation Slede Show Févew Vitwr D evedop-ef Add.ln Acrabat
= Layoud ~ LIS | [ = — i i=n I ¥ Y Fang
B, = A= E e eEE ) P By 0,
¥ _|Rtsvrt - b o ._',q‘Ft{gl.\u o
Fafle Mew F 85 AV % E 3 1 BB Shapes ArrAmge Otk
Slide = ) Delete g =" Aa = . . . - Pect 3 Select -
Chipbparg ™ Slides Fami Faragraph Deavwang Editing

Commonly utilized features are displayed on the Ribbon. To view additional features within each group, click the arrow at
the bottom right corner of each group.

ign Animations Slide Show Review View Developer A

Calibri (Body)  ~ |10 ~ |A A7 [|%h] [iZ - i=-||E=

%
il

n¥
I

IB| 7 U abe & AV~ Aa~|| A - ||
Font —_— Paragraph

Home: Clipboard, Slides, Font, Paragraph, Drawing, and Editing
Insert: Tables, [llustrations, Links, Text, and Media Clips
Design: Page Setup, Themes, Background

Animations: Preview, Animations, Transition to this Slide

Slide Show: Start Slide Show, Set Up, Monitors

Review: Proofing, Comments, Protect

View: Presentation Views, Show/Hide, Zoom, Window, Macros

1.3-Quick Access Toolbar

The quick access toolbar is a customizable toolbar that contains commands that you may want to use. You can place the
quick access toolbar above or below the ribbon. To change the location of the quick access toolbar, click on the arrow at the
end of the toolbar and click Show Below the Ribbon.

() 90—

Haome Inse Customize Quick Access Toolbar
T : Mew
j 4 FIEs |y
=1 |:| Cpen
=3 f
Paste Mew v | save
- j Slide = A _
Clipboard ™ 5 E-mail
sides [ Qutine. | U

Print Preview
1
Spelling

Undao

Redo

- Slide Show From Beginning

daore Commands..

Show Below the Ribbon

Minimize the Ribbon

You can also add items to the quick access toolbar. Right click on any item in the Office Button or the Ribbon and click
Add to Quick Access Toolbar and a shortcut will be added.
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H9-0 3 Presentation® - Mic

| Haome I Insert Design Animations Slide Show Review

j‘: ‘:l g;aiift' Calibri [Body} = 10 - | AS ;

Mew _ Add to Quick Access Toolbar
J | slider %D

wrd = Slides Customize Quick Access Toolbar...

\m— Show Quick Access Toolbar Below the Ribbon

ﬁﬂ Minimize the Ribbon

1.4-Mini Toolbar

A new feature in Office 2007 is the Mini Toolbar. This is a floating toolbar that is displayed when you select text or right-
click text. It displays common formatting tools, such as Bold, Italics, Fonts, Font Size and Font Color.

CalibrifE- 10 - A" a7 ﬁ TS §

TPHEEE

H b=

gﬁh:m;tfwﬂurriim
e

1.5-Navigation

Navigation through the slides can be accomplished through the Slide Navigation menu on the left side of the screen. Also,
an outline appears from materials that have been entered in the presentation. To access the outline, click the outline tab.

Haome | Insert
f xS e
-~ -4 Reset
Paste 5
- - 3 s||,ug = 3 Delet
Clipboard = Slides
| stides

1.6-Slide Views

Presentations can be viewed in a variety of manners. On the View tab, the Presentation Views group allows you to view the
slides as Normal, Slrde Sorter Notes Page, Slide Show, Slide Master, Handout Master, and Notes Master.

ome Insert Design Animations Slide Show Review View

QJ'_I_JJ

Gridlines
Hnrmul Slide MNotes Slide Slide Handout Motes Zoom Fitto
Sorter Page Show | Master Master Master Message Bar Window
Presentation Views ShiowHide Zoom
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2-Customize

2.1-Popular

2.2-Proofing

2.3-Save

2.4-Advanced

2.5-Customize
PowerPoint 2007 offers a wide range of customizable options that allow you to make PowerPoint work the best for you. To
access these customizable options:

= Click the Office Button

"  Click PowerPoint Options include picture of OB menu.

@.ﬂ" g s Pra
B

Recent Documents
Hev
1 Palitical Science Presentation.pptx =
’} Qpen 2 Philasophy Presentation.ppix -—
' 3 English Presentation.pphbe B
4 Mathematics Presentation.pptx =
Lave
L 5 Widescreen Powerpoint.pptx L
= & Marketing Pitch,pplx w
id Save s ¥
T Eiglogy Quiz.ppix =
Fm § Powerpoint Photo Album.pptx =
. Bint 2 9 Introducing PowerPoint 2007.pptx =
B Prepare  #
g
. Publish  *
L]
Close

_.' [L‘l PowerPoint Optjons r){ Exit PowserPoint |

2.1-Popular

These features allow you to personalize your work environment with the mini toolbar, color schemes, personalize your user
name and allow you to access the Live Preview feature. The Live Preview feature allows you to preview the results of
applying design and formatting changes without actually applying it.

PowerPoint Options

m - o - - .
_a Change the most popular options in PowerPoint.

Proofing
Save Top options for working with PowerPoint
Advarnced Chawy Mini Toalbar an selaction

Enabile Live Preview

Cunsht e
Fustemize [ show Leveloper tak in the Ribbon

Add.Ins [#] ansmys use Clesrlype
Trugt Center Colar scheme: Bhug |w
Besources ScreenTip style Show feature descriptions in SoreenTips o

Personalize your copy of Microsoft Office

Lser mame:  [Jennifer Sparraw

Enitials: i%

CMoase the IAMGUSGES yOU WaNT 1o USE with Micrasaft Office LANgruage Settings...

[ ok ][ conce ]

2.2-Proofing
This feature allows you personalize how word corrects your text. You can customize auto correction settings and have word
ignore certain words or errors in a document through the Custom Dictionaries.
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2.3-Sav

PewerPoint Options

Papular ale| 2

zﬂ Change how PowerPoint corrects and formats your text.

Sre—

Save AutoCorrect options
Advanced Change how PowerPoint cormreds and formats ted as you type: [ AutoComect Options.. ]
Customize ~ N

When corecting spelling in Microsoft Office programs
Add-In;

Ignore words in JPPERCASE

Trust Center Ignare words that contain mumpers
— [#] 1gnore Internet and file sddresses

Flag repeated words
] entorcs accented uppercase in Franch
D Suggest from main dictionan anby

[ Qustom Dictionaries... ]

French podes: | Traditional and neaw spellings  »

When correcting spelling in PowerPoint

Check spelling a5 you type
[ wse coptestual spelling
[ Hide gpetiing errors

I % ][ Cancel ]

€

This feature allows you personalize how your workbook is saved. You can specify how often you want auto save to run and
where you want the workbooks saved.

PowerPoint Options

Popular :
2 H Customize how documents are saved.
Proafing
Fome ] e presentations
Advanced Save files in this format: | PowerPoint Presentation -
Customize Save AutoRecover information every |10 :_ mimutes
Addn: Default file location |&\Documents and Settings jsparrow’ by Documents
Trust Center Offline editing options for document management sarver files
Fespurces Save checked-out fites ta: [

(%) The server drafts [ocation on this computer
() The ywab server

Seryer drafts location: | C'Documents and Settingsjsparrow’ My Documents S

Preserve fidedity when sharing this presentation: .t.-r_,-'_'l Presentationd ¥ |

] Embeatants in the tile

l =14 ][ Cancel ]

2.4-Advanced
This feature allows you to specify options for editing, copying, pasting, printing, displaying, slide shows, and other general

settings.
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PowerPaint Options

Cut, copy, and paste
Trust Ceptar

[#] wse smart cut and paste

R&sgurces
Show Paste Options buttons

Display

Show this number of Recent Documents: .'EI
[#] Show all gindows in the Taskbar

Chaw shortout keys in ScreenTips

Show yertical nuler

Slide Shiow

Show menu on right mouse dick
Show popup toolbar -

E] End with black shide

Prompt ta keep ink annotations when exting

Popular L - - . 5
) j Advanced options for working with PowerPaint.
Pracfing
Save Editing options
m [#] When selecting, sutamatically saleet sntirs ward
[#] amow test to be dragged and dropped
Customize
Magimum number of undas: |20 .
Add-Ins

Dpen all documents using this view | The view saved inthe file A

[ ox

Cancel ]

2.5-Customize

Customize allows you to add features to the Quick Access Toolbar. If there are tools that you are utilizing frequently, you

may want to add these to the Quick Access Toolbar.
PowerPoint Dptions Elrzl

lar ; :
Popu @ Customuze the Quick Access Toolbar.
Prooding
Choose commands from:
sae Popular Commands b
Advanced
FCustomize A 2
Ation
Add-In

Bring Farward

Brimg to Fromt

Custom Animation...

Crrawi Table

Drawr Vertical Téxt Box

Duplicate Selected Slides

E-mail

Format Background...

Farmat Thaps

Group

Insert Hypédink

Insert Picture from File

Layout *
MNews d

Trust Canter

Resources

OCEerEeet i IRgs e

Show Quick Access Toolbar b&law the Ribbon

3-Creating a Presentation
3.1-New Presentation
3.2-Save a Presentation
3.3-Add Slides
3.4-Themes

Custamize Quick Sceess Toolbar |

Foer all doouments (el ault]
.H Save
¥} uUndo 3
3 Redo
L ek ][ concer |
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3.1-New Presentation
You can start a new presentation from a blank slide, a template, existing presentations, or a Word outline. To create a new
presentation from a blank slide:

®  Click the Microsoft Office Button

=  (Click New

®  Click Blank Presentation

Mew Presentation Flf'zl

Templates s + Blank Presentation
Elank and recent
Blank and recent

Installed Templates

Installed Themes
Iy bempilates... r .1
Mew fram existing...
Blanik
Microsoft Office Online Presantation
Feantured
" Recently Used Templates

Agendas
sward certificates
Calendars
Content shdas
Design slides
Diagrams

Pitchbook
Invitations

Flans

Fresentations
Reports
Rasumes and OV L - |

To create a new presentation from a template:
= (Click the Microsoft Office Button
= (Click New
®  (lick Installed Templates or Browse through Microsoft Office Online Templates
= Click the template you choose

| Create |[ Cancel

? 1%
Templates =l (& <+ | Introducing PowerPoint 2007
Blank arsg rbgbnk
[ enstamea Temptates Installed Templates

Instaed Thesed
By templates:
Fiewy Fram exishing

Miroscdt Office Online

Featured
Agendas

0 Clagsic Photo Album | Bnbroducing PowerPoint
bl CEMiTaCMEd ¥

Calendars

Content slides

NTRODU
Design Flides R ——
Caagrams
Erraifpti @i u

Flans
Contemporany Photo Pitdhbo ok
Brésentyleang album
Repaors
Fesumes and CVs N e

|_ Creste Il Cancel

To create a new presentation from an existing presentation:
= Click the Microsoft Office Button
" Click New
®  (Click New from Existing
=  Browse to and click the presentation
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Mew Presentation

Templates = =arch
[ Blank and recent l
| Installed Templates | Blank and recent
Installed Themes
My templates...
Mew fram existing... ..‘
Microsaoft Office Online Pre SBEIEFEED n
i Recently Used Templates

To create a new presentation from a Word outline:
=  Click the slide where you would like the outline to begin
"  (Click New Slide on the Home tab
= Click Slides from Outline
=  Browse and click the Word Document that contains the outline
Hame Ingert Design Animations Llide Show

& E| Layout = = =l
3 ) Lay Al
' lin '?‘]n‘m
e r & A A
Chida = | 3] Delete Bd ek o
da% | orel
...... .‘ B
'.‘. = i
- I |
[ 4! = L]
L Title Slide Title and Content Section Header
SRS S
P il o
] la 1 £ . .
Two Content Comparson Title Onily
§
- : i H
0 H i 1
| ill li i
L] i . .
Blank cantent with Picture with
Caption Caption

=] Duplicate Selected Slides

L) Sides from Outfine... -‘_

=l Reuse Slides..
- L

3.2-Save a Presentation

When you save a presentation, you have two choices: Save or Save As.

To save a document: _
= Click the Microsoft Office Button @ = I
= (Click Save

You may need to use the Save As feature when D Recent Documents

you need to save a presentation under a different

name or to save it for earlier versions of .

PowerPoint. Remember that older versions of l_/7 Qpen =

PowerPoint will not be able to open PowerPoint

2007 presentation unless you save it as a

PowerPoint 97-2003 Format. To use the Save As | H Save |

feature:

®  (Click the Microsoft Office Button =
= Click Save As ﬁ\

= Type in the name for the Presentation
=  In the Save as Type box, choose Excel L@
Print 4

1 Political Science Presentation.pptx

%]

Philosophy Presentation. pptx

[LE1)

English Presentation.pptx

4=

Mathematics Presentation.pptx

wn

Widescreen Powerpoint.pptx
Marketing Pitch.pptx

1= 13

Biology Quiz.pptx

[[==]

Powerpoint Photo Album.pptx
97-2003 Presentation

(=]

Introducing PowerPoint 2007 .ppix
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Sawve a copy of the document
Hew L

.®=Q“J'ﬂ;; Py
]

E?F. = PowerPoint Presentation

Save the presentation in the default file
format.

]
f 7 DOpen
b =
E_i Save As | B
[ |
L Print 3
]
@ Prepare F
E Send k

0/ Publish »

PowerPoint Show

Save as a presentation that always opens in
Slide Show view.

PowerPoint 87-2003 Presentation

Save a copy of the presentation that is fully
compatible with PowerPoint 97-2003.

Adobe PDF

BDF or XP5

Publish a copy of the presentation as a PDF
or XP5 file.

Other Formats

Open the Save As dialog box to select from
all possible file types.

Z % B @

3.3-Add Slides
There are several choices when you want to add a new slide to the presentation: Office Themes, Duplicate Selected Slide, or
Reuse Slides.
To create a new slide from Office Themes:
= Select the slide immediately BEFORE where you want the new slide
®  Click the New Slide button on the Home tab
®  Click the slide choice that fits your material

Home | Inset  Design  Animations  Slide Show
& |7z (Eavout - o IR
EF | | o) Reset -
s AV . a4
F snde-lﬂnelel: B £ [ oabe & M- Aac|lA
|| ore

Title Slide Section Header

Title Cnily
T
- |-
-t ~
- | e — 1 - -:‘
Elank Content with Ficture with
Caption Caption

1Z]| Duplicate Selected Slides
Y| slides from Qutline...
2] PBewse Shdes..
To create a slide as a duplicate of a slide in the presentation:
= Select the slide to duplicate
=  Click the New Slide button on the Home tab
®  Click Duplicate Selected Slides
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Home | Insert Design Arnimati Slide Shaw
'y 3E |=E) Layout = B N A | I
10 Ao -

<< |1 ‘J g‘ﬂR:—set l - |[
3 B B I aks 8 AV - AL || S

F || sude - | = Delete

rd M= | il

e B

Title Slide Title and Content Section Header

Twwo Content Tithe Oy
= i i e
EBlank Content with Picture with
Caption Caption

i=] Duplicate Selected Siides "_
I slides from Qutline...
=l PReuszes Slides...
To create a new slide from another presentation:

= Select the slide immediately BEFORE where you want the new slide

= (Click the New Slide button on the Home tab

®  Click Reuse Slides

=  Click Browse

= (Click Browse File

=  Locate the slide show and click on the slide to import

Haome | Insent Design Animations Slide Show
it 5| Layout = T
Bl =) = o [&E
' B Reset :
Hew AY . -
7 |lionl i peiete ||/ B L 1 she & 5~ Aa fl
rd ||| Oried
i
' Tithe Slide Section Header
]
Two Content Comparison Title Only
s | -
Blank Content with Picture with
Caption Caption

(5] [uplicate Selected Slides
UL | slides from Qutling...

=zl | Beuse Shdes.. ‘_

3.4-Themes
Themes are design templates that can be applied to an entire presentation that allows for consistency throughout the

presentation. To add a theme to a presentation:

= (lick the Design tab
®  Choose one of the displayed Themes or click the Galleries button

nsert | Cesigni | Animnations Slide Show Review Wiew Developer Add-Ins Agcrobat

oy | | - B

Aa
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To apply new colors to a theme:
= (lick the Colors drop down arrow
®=  Choose a color set or click Create New Theme Colors

To change the background style of a theme
= (Click the Background Styles button on the Design tab

E Colors —
F‘ — |{§j Background Styles

J-ins Acrobat

Aspect
Civic

Concourse

Equeity
Flowr
Faundry

Median

kMetro

Madule

<] | Format Background...
Ld

Technic

ek

Urban
AN EEEE oo

TIT LE—. Create Mew Theme Cobors...

4-Working with Content
4.1-Enter Text
4.2-Select Text
4.3-Copy and Paste
4.4-Cut and Paste
4.5-Undo/Redo
4.6-Spell Check

4.1-Enter Text
To enter text:
= Select the slide where you want the text
=  (Click in a Textbox to add text

To add a text box:
= Select the slide where you want to place the text box
®=  On the Insert tab, click Text Box
=  (Click on the slide and drag the cursor to expand the text box
=  Type in the text
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Insert Design Animations Slide Show Review View Dreveloper Ad

Elgl h [ b ' A aty 4 =
B YDl QL AT 35
Clip  Photo Shapes SmartArt Chart _h.- Text | Header WordArt Date

Art  Album~ = Box & Foober & Time |

Mustrations Limiks Tent
S X
4.2-Select Text
To select the text:
=  Highlight the text

e O
ZJ.iThis is the text to highlight
L_F'_ __________________ —_—— — —

4.3-Copy and Paste

To copy and paste data:
= Select the item(s) that you wish to copy
=  On the Clipboard Group of the Home Tab, click Copy
= Select the item(s) where you would like to copy the data
= On the Clipboard Group of the Home Tab, click Paste

|I'fﬂf:;\\|| HY-3 s
|
—-’} Home Insert Desii

= X \_—I i=| Layout ~
B . -
EE] -‘_ Reset

m=]
Paste Mew
v i 4] Delete
Clipboard ™ Slides

4.4-Cut and Paste
To cut and paste data:
= Select the item(s) that you wish to copy
"  On the Clipboard Group of the Home Tab, click Cut
= Select the items(s) where you would like to copy the data
"  On the Clipboard Group of the Home Tab, click Paste

|,.f5@ H9-0 7

Home Insert Desii

{ =2 ¥ ‘j =] Layout =
; _j 53 EReset
Paste Mew
v i 4] Delete

Clipboard ™= Slides

4.5-Undo and Redo

To undo or redo your most recent actions:
" On the Quick Access Toolbar
"  Click Undo or Redo

!..-f ‘%\I =90 ‘-
_/I Home Insert Design
=] j 55| Layout -
—j 'h:lﬂslwf

B
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4.6-Spell Check

To check the spelling in a presentation:
= Click the Review tab
®  Click the Spelling button

P
(a0
gy

_,/ Home Insert Design Animations Slide Show Review

VI L 3 Pq 2 AL

Spelling Research Thesaurus Translate Language Show Mew Edit Dele
Markup | Comment Comment

41

Presentationl - Micro

Proofing Comments

S5-Formatting Text
5.1-Change Font Typeface and Size

5.2-Font Styles and Effects
5.3-Change Text Color
5.4-WordArt

5.5-Change Paragraph Alignment
5.6-Indent Paragraphs

5.7-Text Direction

5.1-Change Font Typeface and Size
To change the font typeface:
®=  Click the arrow next to the font name and choose a font.

|84

=  Remember that you can preview how the new font will look by highlighting the text, and hovering over the new

font typeface.

. . AT [
Calibri [l - (A o= = - == §?'|$§'|“4“ '-[_/1}'
Theme Fonts — gf,| -F Sh;pe
T Calibri {HeadingﬂH
aragraph F]

T Calibri {Body)
Recently Used Fonts

{} Arno Pro Smbd

All Fonts [TOKS WITH TISHTLY P&CHED TEXT 2
{} Adobe Cason Pro PO .
CHEOOK PRESENT ATION INCLUDE:
(} Adobe Caslon Pro Bold
it layouts to enable comMwgpication of lar
{} Adobe Garameond Pro ickly and accuratsly
ez and among s=ctions of slides
{} Adobe Garamond Pro Bold S
E& I'.QEHE'EII'FE h= Home tab and then click to dropdown

? ELEERIH L[l sections of Side

W

To change the font size:
= Click the arrow next to the font size and choose the appropriate size, or
= (lick the increase or decrease font size buttons.

ign Animations ﬁwriw Revi

CaliovmiBeer—f (11~ | A" A7 || %)
B I U abe 8 AV- Aa-| A -

Font ]
5.2-Font Styles and Effects

Font styles are predefined formatting options that are used to emphasize text. They include: Bold, Italic, and Underline. To

add these to text:
= Select the text and click the Font Styles included on the Font group of the Home tab or
= Select the text and right click to display the font tools
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Calibri (Body)  ~ (11 - | A A7||%|
B 7 U de 8 2 Aa-|A-|

Font L

5.3-Change Text Color

To change the text color:
= Select the text and click the Colors button included on the Font Group of the Ribbon, or
= Highlight the text and right click and choose the colors tool.
= Select the color by clicking the down arrow next to the font color button.

Calibri Bodyl  ~ 110~ [AT A7 |[%)]

B/ U e & 2V~ pa-||A+| [=

A’[ heme Colors

Standard Colors
| J EREEER

Recent Colors
|
) | More Colors...

- — 1—
a— o F—
- —_— 3 —

i

=1

Font

5.4-WordArt
WordArt are styles that can be applied to text to create a visual effect. To apply Word Art:
=  Select the text
®  Click the Insert tab
= (Click the WordArt button
®  Choose the WordArt

e Wiew Developer Add-Ins Acrobat Farmat

A E O Qe & d

Text Header [Wordart| Date Slide  Symbol Object MMovie Souw
Box & Footer = & Time MNumber = =
Y

il

To modify the styles of WordArt
= Select the WordArt
=  (Click the Format tab for the Drawing Tools
= (Click the WordArt Fill button, the WordArt Outline button, or the Text Effects button
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PowerPaint Drawing Tools

B Developer Add-Ins Acrobat Format

~ | 3, Bring to Front

A A A ﬁ' '-.]__]]Sendt:uEiacl"

& "?il} Selection Pane
WordArt Styles P Arran

5.5-Change Paragraph Alignment
The paragraph alignment allows you to set how you want text to appear. To change the alignment:
=  Click the Home Tab
®=  Choose the appropriate button for alignment on the Paragraph Group.
o  Align Left: the text is aligned with your left margin
o  Center: The text is centered within your margins
o Align Right: Aligns text with the right margin
o  Justify: Aligns text to both the left and right margins.

i . AT
|i= ~ = -||iE i?l|$§*|““

Faragraph P

5.6-Indent Paragraphs
To indent paragraphs, you can do the following:
=  Click the Indent buttons to control the indent.
®=  Click the Indent button repeated times to increase the size of the indent.

3= - i= - ||EE £E|| }=- “j*v
sEs=s7| .
Paragraph 7

5.7-Text Direction

To change the text direction:
= Select the text
®=  (lick the Text Direction button on the Home tab
®  (Click the selection

e

6-Adding Content
6.1-Resize a Textbox
6.2-Bulleted and Numbered Lists
6.3-Nested Lists
6.4-Formatting Lists
6.5-Adding Video
6.6-Adding Audio

6.1-Resize a Textbox
To resize a textbox:
= Click on the textbox

®  Click the corner of the box and drag the cursor to the desired size

186
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6.2-Bulleted and Numbered Lists
Bulleted lists have bullet points, numbered lists have numbers, and outline lists combine numbers and letters depending on
the organization of the list.
To add a list to existing text:
= Select the text you wish to make a list
®  (Click the Bulleted or Numbered Lists button

=== =—||==,|

Paragraph ]

To create a new list:
= Place your cursor where you want the list in the document
®  Click the Bulleted or Numbered Lists button
- Begin typing

6.3-Nested Lists

A nested list is list with several levels of indented text. To create a nested list:
= Create your list following the directions above
®  Click the Increase or Decrease Indent button

— AL
= -=|| I— |“ll

-— i— -
— T F— v|| .y
-— F— =

6.4-Formatting Lists
The bullet image and numbering format can be changed by using the Bullets or Numbering dialog box.
=  Select the entire list to change all the bullets or numbers, or
Place the cursor on one line within the list to change a single bullet.
= Click the arrow next to the bulleted or numbered list and choose a bullet or numbering style.

=3 Jammp= 18" [P H1,

* o
Mone o o
* [s]
n a 3.
n a 3.
n a 3.
p=3 v
p 4
p 4
EE Bullets and Mumbering...

6.5-Adding Video
Video clips can be added to the presentation. To add a video clip:
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Insert

PPl @Al D 4

Clip  Photo Shapes Smanan Chan Hyperink Aion

Click the Movie button on the Insert tab
Choose Movie from File or Movie from Clip Organizer
Design Animatians Slide Show Rewiw

At Album~ =
IMustrations Links

]|

To edit the video options:

= Click the movie icon
=  Click the Format tab
) 90

-
= Hange et Design anirglianie Shide Show

il || [l

6.6-Adding Audio
Audio clips can be added to the presentation. To add an audio clip:

Haome

SRR @ J_dej_lﬂﬂ & 4

Pidure Chip Pholo Shapes Smartart Char Hypérlink Adion
At Album+ -

A Qulines, %

Click the Audio button on the Insert tab
Choose Sound from File, Sound from Clip Organizer, Play CD Audio Track, or Record Sound

Inzert Design Animations Slide Show add-Ing

Niustrations Links

To edit the audio options:

" (Click the audio icon
"  (Click the Format tab
I:!:j) d9-06 ) Presentation] - Micrasaft PowerPoint
- Home Insert Design Animations Slide Show Review View Developer Add-Ing
— —
¢ - o, B 12
Hide During Show &y Play Sound: | Automatically u |
’ 2l S 2 = S8 ft [+
Prévigw | Shde Shaw Loop Until Stopped -l'-_-J Max Sound File Size (KB 100 : Bring te 5end to Selection Align
Velume = Front* Back=®  Pane v
Py Sound Qptigns I= AITange
P

7-Graphics
7.1-Adding a Picture

7.2-Adding ClipArt
7.3-Editing Picture and ClipArt
7.4-Adding Shapes

7.5-Adding SmartArt
7.6-Adding a Photo Album

7.1-Adding Picture
To add a picture:

Click the Insert Tab

Click the Picture Button

Browse to the picture from your files
Click the name of the picture

Click insert

Text

v Davelaper

Ry Vit Developer

i ol o

Piciure Shyler

Wiew Developer

Text  Header Wordart Date

Bax & Footer = ETimé Mumber
Text

To move the graphic, click it and drag it to where you want it

Header ‘Wordart Date
Box & Footer - & Time Humber
Teut

Add-dng

5 5 Q @) &o

Slide  Symbol Object

addEn

-'rl"

Acrobat

chuig Shape =

z_.. i Border v

Dide Symbal Object

Pt et -

Atrabat

acrehd

|88

2

E.;-_', Mowie fram File...

Ligvie from Clip Organizer...

o il 133 -

e E o :

[
-

[

—

Medd () saundfrom File

Sound from Clip Organizér...
Flay G0 Audig Tragk.,,
Bacord Saund

Farmat

1] Heignt: 033 =

=
i

Picture Tools | Sound Toals

Qptigns

Width: 033

Size f
—_—
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Home

Insert Design Animations Slide Show Review Viewr Developer
m
o P>l ¢ Al 3 4
Picture 'Cllp F'hnl:{l Shapes Smartart Chart !-_:' Agtion Test Header Wordart
At Albwm = = Box & Faoter =
Nustrations Lirks

Insert Picture

Look fn:

iy Riecent
Jmm

[ Deskiop

iy My
'—]Dn-cl.merh
Py
'iclamp..mr
() My Betwork
tjphcrs

Eiue hils. ipg Sunset.pg

Wint

File nuime:

Fles of bYpes | g pictures (*. ey wmf® jpg:*. ipeg; ™. JiF*. jpe;®.

Tooks =

P = . bmp; . by rie;*

Add-fns

Date  Slide
& Time Mumber
Text

v @@ XL@ad-

w1400

r'd
%

Arroiat

“
.

|89

v &

baol Objec

-
yml

i

Jbma;* of * ofaz® emz W

Movie 5

Media C

)%

[ et o) [ cancel |

e

7.2-Adding Clip Art

To add Clip Art:

= Click the Insert Tab

®  (Click the Clip Art Button

=  Search for the clip art using the search Clip Art dialog box

®  (lick the clip art

=  To move the graphic, click it and drag it to where you want it
Inser

Hame Design

Animations Slide Show Review View Developer Add-Ins
u””ﬂqﬁjﬂw AlE 438G

Picture Cllp Photo Shapes SmartArt Chart || Hyper

Album= =
Nlustrations

Text Header Wordat Date
& Faater

Slide

At

Bax

Limks Texi

Acrobat

ol Object

& Time Number

2 w) &3 ¢

Mavie Sound

7.3-Editing Pictures and Clip Art

Media Chips

Chip Art -
Saarch for:

scod
Saarch in:

Seldected colackions b
Results should be:

Al media file bypes

E=1a

&4

When you add a graphic to the presentation, an additional Tab appears on the Ribbon. The Format Tab allows you to format

the pictures and graphics. This tab has four groups:
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Adjust: Controls the picture brightness, contrast, and colors

Picture Style: Allows you to place a frame or border around the picture and add effects
Arrange: Controls the alignment and rotation of the picture

Size: Cropping and size of graphic

2 bemd b Deiign  Animatises  ShdeShow  Beview  View  Developer  Adddnd  Accbat | Foemat |
& Brightness « 1 Compress Pichures — - _-_ [ Pichure Shape = | O Bring to Front = L - Il = -
Contrast » M Change Picture : e H| i .- = [ Acture Borser = | WL Sendto Back » - —H e
Ay Recotor = S Revet Picture f o Pcture EMeds ~ | Wy Selechion Pane Sk crop &3 |user -
Sedpurd Ficture Shles s Amange Size ]
7.4-Adding a Shape i : : :
To add Shapes: | Insert l Design Animations Slide Show Review
®  Click the Insert Tab Elg 5 -
= Click the Shapes Button Bk] a ﬁ "@'I 5
®  Click the shape you choose Clip  Photo |Shapes|SmartArt Chart  Hyperlink Action
At Album ~ =
= Click the Slide DIUst  Recently Used Shapes =
= Drag the cursor to expand the Shape & 2@~ ~OoDALLESS O

AN T

Lines

NS%SNTLL WWNG %
Rectangles
DoLRhoREEE

Basic Shapes
BOAMIACOROO®
®@LOOOrbkygooga
O0@HO O™
[RESI NI

Block Arrows

DG QTdLFRIT
E v D5

To format the shapes:
= (lick the Shape

= (Click the Format tab Equation Shapes
=R =8
f HW-u0 )+ Presentationd - Microsoft PowerPaint Drawing Teals - 2 X
. Home  Injert  Design  animations  SideShow  Review  View  Developer  Adddns  Acebat Farmat ¢

T Ening to Front = |2 Align = §ilz

DE~NNOO0 - 43 shape Fin = A ngta Front = |2
OAL LD - . . n & shape Outline = A A #\ S & Wsmowna: B
G4 ) T ol Shape Etfects - T [ | Sy Selection Pane 54 Rotate -

Inzert Shapes Shape Styles ‘Waordan Styles ] Amrange Size "-

»

7.5-Adding SmartArt
SmartArt is a feature in Office 2007 that allows you to choose from a variety of graphics, including flow charts, lists, cycles,
and processes. To add SmartArt:

®  Click the Insert Tab

®  Click the SmartArt Button

= (Click the SmartArt you choose

mier | Desion Anamations Sticte Sraow v

HY = LGP = e %-ﬁl__]'_’ldﬂlﬂ?'j &3 B

s Priots Shape: Smarart Chart Hypertink  Sctice Hesdsr Uerdist Date SHde Symbel OBject BEswie Saamma
Are smor - Bow & Footer & Time tumDers
Musteatiam: I Tt 1 Rte e Clips

Choose a Smartfre Graphic

r List L.
B s } T { R e —
— Evocems R | onas ce——
T Cwce —
e [N .. i ! e
Bl Raoetonshes —
5 renatric [ — =g
ot EmEs S== goa HEE
R — —— E
L — —— ! =3
S BBEE BEE —
= —_—— -

=
= (lick the SmartArt
"  Drag it to the desired location in the slide
To format the SmartArt:
= (Click the SmartArt
= (lick either the Design or the Format tab
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®  (Click the SmartArt to add text and pictures.

Sikd B ) F Presentationd - Microsoft PowerPoint dmartint Tooks -

-F’J Home Insert Design Animations Shide Show Review View Developer &dd-ins Acrobat Dresign Format

= Add Bullet 4 Promote
S [ g AEm o g B
) = Right to Left | % ™1 :
g::d;- [ I Text Pane v ”-"'“ . . - . . . eiet

Graphiic
Create Graphic Layouts SmartAr Styles Reset

7.6-Adding a Photo Album
The photo album feature is new in PowerPoint 2007 and allows you to easily create a photo album to share pictures. To
create a photo album:

=  Click the Photo Album button on the Insert tab

"  (Click New Photo Album

®  Click File/Disk to add pictures to the photo album

®  Move the pictures up and down in the order of the album but clicking the up/down arrows

Insert Design AnirmsEong Elide Shaw Peview Widw Develaper add-lms
P ] :IIJ 1 "
oy BD M @ ) 4 G
Clln Phota Shapes Smartant Chat | Hyperink Actian Test Hﬂder Wordart Date Sl
A Al = - Baw & Fooled - & Time Mumk
Dhstrations Links Text

Iresart pickure From: Fictupes in abm: Frevview:
Treert bast:
E Nﬂpfmw'uwid&fnfﬂ'}s
T | Pacture Cptions:
=
(e Gk M|
At Lyt
e

8-Tables
8.1-Create a Table
8.2-Enter Data in a Table
8.3-Format a Table
8.4-Insert a Table from Word or Excel

Tables are used to display data in a table format.

8.1-Create a Table
To create a table:
= Place the cursor on the page where you want the new table
= Click the Insert Tab of the Ribbon
= (Click the Tables Button on the Tables Group. You can create a table one of four ways:
o  Highlight the number of row and columns
o  Click Insert Table and enter the number of rows and columns
o  Click the Draw Table, create your table by clicking and entering the rows and columns
o  Click Excel Spreadsheet and enter data
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Home | Iﬁseﬁ | Desig

(| [a| B8 EE

Table Picture  Clip Photo Sh
~ At Album ™

Insert Table

I
I
I
I
I
I
I
| o

I InsertTable...
L"ﬁ Draw Table
@ Excel Spreadsheet

8.2-Enter Data in a Table
Place the cursor in the cell where you wish to enter the information. Begin typing.

Cell 1 Datd

8.3-Modify the Table Structure and Format a Table
To modify the structure of a table:

192

=  (lick the table and notice that you have two new tabs on the Ribbon: Design and Layout. These pertain to the

table design and layout.
On the Design Tab, you can choose:
= Table Style Options
= Table Styles
=  Draw Borders

ﬂ Da " ER.BL 4 b £ . Takle Taals
-5)

Hame Injert Credign animatiang Shide Shaw Rwitw iew Develaper add-Ind agrahat Dresign Lagsaut

5| W Header Row First Colusmn ] @ @ @ - - & Lt — T
i e e Ees | EaEas | Eaaa | e S| Z- 1w o [

3 & Banded Rewi Barded Columng —E E=———IlE==== ====ll= - Seybes - ol Pren Cotor = Tabse

" Tabde Style Options Table Soyled Wiordar Sad,, D Badded

To format a table, click the table and then click the Layout Tab on the Ribbon. This Layout tab allows you to:
®  View Gridlines and Properties (from the Table Group)
= Insert Rows and Columns (from the Rows & Columns Group)
=  Delete the Table, Rows and/or Columns (from the Rows & Columns Group)
= Merge or Split Cells (from the Merge Group)
" Increase and decrease cell size (Cell Size Group)
= Align text within the cells and change text directions (Ahgnment Group)

| cﬂ H NG 7 v Table Tools
—"‘; Home Inesesrt Design Arumations Shde Show Reevaenr Wiew Developer Add-lns agobat Dresign Layout
E " B Inert Beow E 3] - ‘W EEE "P J £l Height: L2 -
= Imsert Left o] Widehe 85T o
frea ,;:::,,, D“,m .::I: (b frsert Bight || e é:'": o B U R B ::tlunv Mangias = Lock Asped Ratio
Table Eom & Columms Merge el Sare ARgnament Table Size

8.4-Insert a Table from Word or Excel
®  Open the Word document or Excel worksheet

-:i Bring 19 Frant = |2
By Sendito Back - |

"1--'_‘. felection Pane

AITANG
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= Select the chart
=  Click Copy on the Home tab
= Go to the PowerPoint document where you want the chart located
= (Click Paste on the Home tab

1o\ e 9 -0 7
roaly——
| Home I Insert Desii

ﬁ \j .Laynut*

E[a -‘_ - Reset
Paste

i - ||dev 'ﬂ Delete
Clipboard M« Slides

9-Charts

9.1-Create a Chart

9.2-Edit Chart Data

9.3-Modify a Chart

9.4-Chart Tools

9.5-Paste a Chart from Excel
Charts allow you to present information contained in the worksheet in a graphic format. PowerPoint offers many types of
charts including: Column, Line, Pie, Bar, Area, Scatter and more. To view the charts available click the Insert Tab on the

Ribbon. _
i 2 - Presenta

Home |Ir15ert l Design Animations Slide Show

O L= 2 @
9.1-Create a Chart

Table Picture  Clip Photo Shapes SmartArt _Chart Hyperlink
- At Album ~ ki
Tables | Mustrations | Lint
To create a chart:

®  Click the Insert tab on the ribbon
= (Click the type of Chart you want to create
= [Insert the Data and Labels

Irgert l Design Animationd Slide Shaw Rt Wiw Deweloper Add-bmg Acrobat Faorm
d@m YD @I D430 €
Cllp Photes Shapes Smaman Cham Hyperink Actidn Header “Wardart Date Slige Symbol Object Mnll
At Album - - Bmt & Footer - & Tome Mumber
Mustrations | Links | Text L M

= 103 1 [ 1 [ 1
| Hanage Tampiates... | l_E!tHDEFM'CI’W! |

s | 8] (28] (10| V03] (3] (53] o
= 08| |3 | JaA| JAA] ] hhae] [1aA] AA
PR = —
el EEEEEEE
i Radsr Pic
V| @ @ (8 & @
HEREERAEI=EEE
. |

9.2-Edit Chart Data
To edit chart data:
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®  (Click on the chart
= (Click Edit Data on the Design tab

=  Edit data in the spreadsheet
et Design Animationi Shide Show Rewview Wiew Developer Add-ng berobat Dresign Layaut Fi

@ 2Rk
Switich Sell:! Edit ":!"_jl-lnl'|j -l-j—-li- "_ - ——— ”dh_*: I‘ ‘!:'_-!—JJ “kl_—‘.—
Row/lalumn Data Data  Data w

Dats Chsrd Layouls Chait Styles
-"fnn T I
- Hame | Ingert Page Layout  Formulas Dats  Review  View  Developer  Addlns  Acrobat G — = X

‘:3 & Canbai 1 - | gy 'I =,l Gemeral r .&r g lnger - I gr |ﬁ
“— Lia

Chart in Microsoft Office PowerPoint - Microsoft Excel - = X

-l

o BZU-AL] EEEE ($-% 0 . 3 Detete - o
TH —T— = a in

- @ .m A e w4 - | [E)Format - Hav Fiter = Select -
Clipboard = Muqnment G Mumber = Ceils Editing

AG £
BBl s B e K

1 Senes i SE'HE'S 2  Series3

2 Category 1 4.3 24 2

3 Category 2 2.5 a4 2

4 Category 3 3.5 1.8 3

5 Categoryd 4.5 2B 5 i
]

7

] To resize chart data range, drag lower right cormner of range.
9

10

11

12

13

14

IP1 v m| Sheati <73 1ML
reagy | 1

9.3-Modify a Chart
Once you have created a chart you can do several things to modify the chart.
To move the chart:
"  Click the Chart and Drag it another location on the same slide, or
= Copy it to another slide
= Choose the desired location and click Paste

On)\ d9-0 )+
=T

| HUE] Insert Desii

& 12 |7=] Layout ~
E ‘:I @ Reset

|94

Paste
. - Nde, % Delete
| Clipboard ™= Slides

To modify the chart size:
®  Click the Chart
®  (Click on any of the corners and drop and drag to
resize

To modify the labels and titles:
= (Click the chart
=  (lick the Layout tab

= Choose the appropriate label to change & 3 & T
‘sb‘b ‘:b'b 5 t;'j't!.I
N & S &0
A \:;E'z‘b d;u

M Series 1
M Series 2
M Series 3
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ns Slide Show Review View

Axis  Legend Data Data
Title = | Titles = = Labels = Table -

— Mone
||L|.?" Do not display a chart Title

—— 1 Centered Owerlay Title

ﬂl Cwerlay centered Title aon
——| thart without resizing chart

— Above Chart

I Display Title at top of chart
area and resize chart

Mare Title Options...

9.4-Chart Tools

|95

The Chart Tools appear on the Ribbon when you click on the chart. The tools are located on three tabs: Design, Layout, and

Format.

Within the Design tab you can control the chart type, layout, styles, and location.

nﬂ. d )~ 5 |7 Presentationl - Microsoft PawerPamt Chart Toaols

Home Insert Design Animatians Slide Show Review View Developer Add-Ins Atrobat Design Layout Format

b bt St
AR b R iAol ey ey

Change  Save As witc Celect  Edit =
Chart Type Template | | mn Data  Data :
Type Data Chart Layouts Chart 3tyles

bt bd

Within the Layout tab you can control the insertion of pictures, textboxes, and shapes, labels, backgrounds, and data

analysis.
'/En d9-0 )¢ Presentation] - Mecrosoft PowerPoint Chart Tooks
Tl
Home Insert Design Animations Shide Show Review Wiew Developer Add-Ins fucrobat Design
Chart Title - = - =
Vaad| Y }) A ul i s |G l': in| e ! ﬁ g
\'3_!‘. Format Selection — — =l
Piclure Shapes Ted Cna axid  Legend Data  Data Angy  Gridlingd Plat  Chart  Chat 3.0
o] Rieset to Mateh Style *  Bex || Titler Tdles= =+ Labels~ Table = . . i Walt= Floor~ Rotation
Cuanrent Selection Imsent Labels Axgd Background

Within the Format tab you can adjust the Fill Colors and Word Styles
D;) b9-0 = : tat t Chart Tools

Home Insest Design Animations Slide Show Review View Developer Add-Ins Acrobat Design

Layout Farmat
i QIS g C

Analyiis

Lagout Farmat

Chart Asea - S shape Fin A - | SyeingtoFront - |2 ANgn= | i
M Format Selection H G shape Qutline * E A E - - Blor '_. .
d Reset to Match Style = i Shape Effects = "'Q; Selection Pane  SLF ol 58 g
Current Seiection Shape Styles Waordart Styles ] ATTange fize
9.5-Paste a Chart from Excel _
®  Open the Excel worksheet | (0= = 9 - T Preset
= Select the chart ad . . . _
= Click Copy on the Home tab | Home Insert Design Animations Slide She
* Go to the PowerPoint document where | J: =] Layout -
you want the chart located j 216 ~|[A&

= Click Paste on the Home tab l_"| Reset

Paste Mew . | B 7
10-Slide Effects - F '\%, % Delete
10.1-Slide Transitions I Clipboard Ms Slides

U abe & AV- A

Font

10.2-Slide Animation
10.3-Animation Preview
10.4-Slide Show Options

10.1-Slide Transitions

Transitions are effects that are in place when you switch from one slide to the next. To add slide transitions:
= Select the slide that you want to transition
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®  (Click the Animations tab
®  Choose the appropriate animation or click the Transition dialog box

Animations Slide Show Review View Developer Add-Ins Acrobat

a :EL Transition Sound: | [Mo Sound] =
—, - Er‘ i' z Z' ﬂ?‘ - 5,_:-;:?|_ Transition Speed: Fast bt
' ' | i o

Transition to This Slide

To adjust slide transitions:
®  Add sound by clicking the arrow next to Transition Sound

BF Add-Ins Acrobat

g.EL Transition Sound: Breeze IZI Aol 2

b 1;ﬂ’_ Transition Speed: | [Mo Sound]

= JADDIFTU All [Stap Previous Sound]
Applause

ansition to This Slide
Arrow

Bomb
Breeze

Camera

Cash Register
Chime

Click

Cain

Crrum Rall
Explosion

Hammear

=  Modify the transition speed by clicking the arrow next to Transition Speed
Add-Ins Acrobat

g.EL Transition Sound: | Breeze =
ﬁ_iﬂ Transition 5peed: Fast

" 4ol Apply To ANl
sition to This Slide

Slow
Pedium
Fast

To apply the transition to all slides:
= (Click the Apply to All button on the Animations tab

Animations Shide Show Review View Developer Add-Ing Acrobat Farmat

- - — e Transition Sound: | Mo Sound]
| J _i'J ﬂJ _A] ﬂ_l ;&J - '__'H;_ Transition Speed:  Fast y
= 7 3l Apply To A1) -eij—
Transition to This Slide
To select how to advance a slide:
=  Choose to Advance on Mouse Click, or
=  Automatically after a set number of seconds

Advance Slide
¥| On Mouse Click
Avtomatically After:  00:00 .

10.2-Slide Animation
Slide animation effects are predefined special effects that you can add to objects on a slide. To apply an animation effect:
= Select the object
®  (Click the Animations tab on the Ribbon
= Click Custom Animation
=  (Click Add Effect
®  Choose the appropriate effect
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Home Insert Design Animations Sl Show Review  View Devtloper Add-Ing Amobat Farmat L]
5] Animate: | bio Animstion - - . - - Hi Transition Sound: Ereeze = | Advanie Shide
L i - '_#mmmnsneed: Fast = | ¥ On Mouse Click
[m"ummmmm] ¢ * jad Apply To Al Automatically After: 00:00 &
Animations Transdion to This Shide

a_‘l Custom Animation - ¥
= F, [—
[ﬂlfil‘lﬂ L

t',‘é Emphasis B _l
# Ext » |
& Mation Baths » I
o :

m . - Salect an slamant of the sidle, then

L e 1 ——— 4_r_ ik “Ackd EXTect” 10 Sk AN,

10.3-Animation Preview
To preview the animation on a slide:
=  Click the Preview button on the Animations tab

d9-0 -

Home Insert Design |

*‘W: Mo Snimation =

Preview [Egﬂ Custom Ani.ma.ti.un]

| Preview | Animations

10.4-Slide Show Options

The Slide Show tab of the ribbon contains many options for the slide show. These options include:
=  Preview the slide show from the beginning
®  Preview the slide show from the current slide
=  Set up Slide Show

1@ H-0B 5 Presentations - Microsaft PowerPoint Drawin
Home Insert Design Animations Slide Show Review Wiew Developer Add-Ins Agrobat Fan
=i - . .
*E © I t\g .!lrr S ] w5 Record Mamation (&l Resolution: Use Current Resolution
—& (I Rehearse Timings [#F Show Presentstion On: *
Fram From Custam SetUp  Hide
| Beginning Current Slide | Slide Show= | Shide Show Shide ¥ Use Rehearsed Timings Use Fresenter View
Start Slide Show Set Up Monitors
Set Up Slide Show

This option allows you to set preferences for how the slide show will be presented. The options include:
=  Whether the show will run automatically or will be presented by a speaker
=  The looping options
= Narration options
®  Monitor resolutions

Animations Slide Show Roewiewr Wheww Developer Add-Ens
- —ijn Il W5 Record Marration (=8 Resolution: Use
= rse Timings 59 Show Presentation O
Set Up Hide N
Slide Show Slide  Use Rehearsed Timings Use Presemter Wiew
Set Uip

Set Up Show

Shows bype Show shdeas
(=) Presented by a speaker (Full screen) LOF- |
Owwmmm;m} Oerom: || ¢|I°< l :J

OWK;W{F\JM I R |

Shuowe oplicres Achrance shdes

[Cluoop cortiucushy: until Esc’ ) Msnualhy

] Showe without: parration () Lising timings,  present

] Shoaw weithout: animation Tlultiple monitors
Dasplay shde show on:

Pen color: | E— | [Primary Monitor ~ |
[l Shvow Presenter wisw

Parformanos

[luse hardware araptacs accsierstion

Shde show resclution: | Use Curment Resohstion v]

Record Narration
When you want to record narration for the slides:
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= Click the Record Narration button

"  (Click Set Microphone Level to check the levels of audio input

" Click OK to record the narration

Animations Slide Show Review
T,
23 [o]
@ Rehearse Timings
Set Up Hide

Slide Show  Slide

Set Up

View

Developer

W Record Narration - o [Utio n:

Show Presentation Omn:

| Use Rehearsed Timings

Use Presenter View

Add-Ins

|98

Acro

Use Current F

Monitors

Current recarding quality

Quality: [untitled]

Disk use: 10 kb/second
Free disk space; 53650 MB (on C:h)
Max record time: 85044 minukes

Tip

| oK

[ Set Microphone Lewel, .

]
[ Cancel |
]
]

[ Change Quality. ..

recording quality uses more disk space, Large narrations should be linked for better

@ Adjust quality settings ko achieve desired sound quality and disk usage. Higher

Rehearse Timings

performance,
[ILirk narrations in: <. AisparrowiMy Documents), [ Browse, ., ]
Use Rehearsed Timings to rehearse the timings of slide with audio. Ll e S Review
®  (Click the Rehearse Timings button Iy, b Record Narration
®  Practice speaking and advance the slides as you would in the e @
presentation - .ﬁ Rehearse Timings
Set Up Hide

=  When you have completed this click through the end of the slide
= Choose whether or not to keep this timing or to retry

11-Printing
11.1-Create Speaker Notes
11.2-Print a Presentation
11.3-Package a Presentation

11.1-Create Speaker Notes

Slide Show  Slide

| Use Rehearsed Timings
Set Up

Speaker Notes can be added to allow you to create notes for each slide. To add speaker notes:

= Select the slide
" (Click View
"  (Click Note Pages

= Click the Click to add Notes section of the screen

®=  Type in the Notes for that slide

Home Animatzans

N e

reotes | Snae
Page | Shene

Bnsert Design

= EEES

SEede  Handout MoTes
BAnstesr Riaster hiaster

TRT
Sorter

Preteriation Vieves

11.2-Print a Presentation

Shde Show
Rutes
Grannes

Showwrriide

Femiew

q

Tooes
[P
Team

Weew

=3

Fimto

Devclomer
[ cover]
. Greyicase

e

Add-tns

e Frare Bisckc and White

Aorob.

-—
reew
[T

CalteGrayscale

There are many options for printing a presentation. They are:
=  Slides: These are slides that you would see if you were showing the presentation, one slide per page
®*  Handouts: 1, 2, 3, 4, 6 or 9 per page, this option allows for more slides per page
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= Notes Page: This includes the slides and the speaker notes
®  Qutline View: This will print the outline of the presentation

To access the print options:

Printer

Llarme: 22 Lexmark Optra TE1Z PS - | Eroperties |

Skaktus: Idle y -
Find Prinker. ..
Twpe: Lexmark Opitra T&1z PS

Where: IP_172.25.40.57

Comnmenk: []Print ko File
Prinkt rang= Copises

ol 2 Currenk slide Mumber of copies:

[ |
2 Slides: I !1
Enker slide numbers andfor =slide ranges. For example,

1,3,5-12
Collate
Prinkt wvahak: Handout=s
Handouts ~ || e .
- ides per page:

Siides L]
Handouk
Mokes Pages
Cutline iews [ Scale ko Fik paper

Frame =lides [1High gualiks

e =

"  Click the Microsoft Office Button

= Click Print

®  In the Print Dialog Box, click the arrow next to Print what
®  Choose the format and click OK to print

To print preview:
= (Click the Microsoft Office Button
=  Place the cursor over Print
®  (Click Print Preview
®  Click the arrow next to Print What to change print options

= To print from Print Preview, click Print
o
"/f Pl Priview

-t - 5 ] —
S0k priet what 3 1[G | Chnetrage %
Prind  Options Handauts 3 = | Drientaticn Iesam Fitio 1 Chage Prisvi
= - Window : Preview
Print Page Setup Joom Preview
&71/2007

To Exit Print Preview:
"= Click the Close Print Preview button

Print Previsw
I\l Print What: £ L9 - : - 4 Mext Pa E
il U= A [ | eTednee
Oplions | Outine view = | Orientation  Zoom  Fitte b Close Print
- o Window Previsw
rink Fage Setup LM Préview

199
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11.3-Package a Presentation

There are times when you want to package a
presentation with all of the additional files attached as
well. To package a presentation for CD:

12-Tips
12.1-Design Tips
12.2-Presentation Tips
12.3-Spell Check

12.1-Design Tips

100

Distribute the document to other people

i 4 Package for CD
- :ﬂn:, e pradEantation and madis linki 1o &
Eﬂeﬁ folder that can be burned toa CD

Click the Microsoft Office Button

EC GO

Click Publish | Publish Slides
Click Package for CD Save T otation ta reuse tater, O iher
Type a name for the CD =iy Create Handouts in Microsoft Office Word
Click Copy to CD or Copy to Folder v iy b W| Open the presantation in Ward and
prepare custom handout pages
=0 frint " Document Mansgement Serer

.—T] Share the presentation by savng it to &
document management senoer.
Frepare P B Creste Document Workspace
8 B Create s new site for the presentation and

w5 g

keep the local copy synchronized
Send k
Slides should be of a consistent design 7 Publish
throughout the presentation e
Use graphics and pictures when possible

—

. . Close
Remove unnecessary information and

graphics

Use contrasting background and text colors

Keep the number of fonts used in the presentation to 3
Keep the fonts consistent throughout the presentation

12.2-Presentation Tips

Identify the critical information for your presentation

Use no more than 6 bullets per page

Bullets should be short ideas, not complete sentences (these should be your talking points)

To start the Slide Show, Click Slide Show on the Presentation Views group on the View tab

Use the arrow keys to move forward or backward in a presentation

Press the Escape (Esc) key to end the slide show

A pen tool is available for drawing on the screen with the mouse. Press CTRL+P or click the right mouse button
at any time and a popup window will appear. Choose Pen and the pointer will change to a pen that allows you to
draw freehand on the screen using the mouse. Press the E key to erase all pen strokes. Press CTRL+A to disable
the pen feature and revert the pen back to a pointer arrow.

If you would like to use the pen to draw on a blank screen during a presentation, press the B or W keys, or select
Screen/Black Screen from the popup menu and the screen will turn black. Press B or W again or choose Next
from the popup menu to return to the presentation when you are finished drawing.

To hide the pointer and button from the screen press the A key.

Be sure to preview the slide show using a projector if one will be used during the presentation. Words or graphics
that are close to the edge of the screen may be cut off by the projector.

12.3-Spell Check
To check the spelling throughout a presentation:

-
=
il

VAl Ll 3 Bgq | 4 4

Spelling Research Thesaurus Translate Language Show Mewr Edit Dre

Click the Spelling button in the Proofing group on the Review tab

i | ¥ -5 = Presentationl - Micro

Home Insert Design Animations Slide Show Rewview

M

Markup | Comment Comment
Proofing Comments
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INTERNET & E-MAIL

Internet
The Internet is a collection of computer networks that connects millions of computers around the world. Internet is a Global
Network, Which provides users the access to the information available throughout the world.

Web Page

A Web page is a document on the Web. Web pages can include text, pictures, sound and video. The World Wide Web is
also called the Web, WWW or W3.

Web Site
A Web site is a collection of Web pages maintained by a college, university, government agency, company or individual.

3 Yahoo! - Microsoft Internet Explorer =3 x|
Fle Edt Wew Favorites Tools Help | 14
e~ - \ﬂ \Eb] _:‘, | /,_\‘ Search \;‘: Favortes {E4) | - =
Address [] http:/fumm yahoo,comf EC L

Make Yahoo! your home page Gt vahoo! Toolbar with Anti-Spy =
ﬁ Y ’ bje nﬂg\? =)
AHOO- = 7 -
Finance Music Trauel Mail My ¥ahoo!  Maszenger
Selest Search Categony m Images | Video | Directary | Local | Mews | Praducts
Search the Web: | Yahoo! search |  2INE
Yahoo! Messenger: Send & receive instant messages on your mobile phone. Connect on the road
< _x Check your mail status: Sign In Free mail: Sign Up
Autos Horoscopes ovies Real Estate Lr:Theat;\rs S;‘Talza‘ Amityvilla L
Chat HotJobs Music Shopping MO R CHL AR
Finance Kids ly Vahoo! Sports — -
Games Iail Mews Travel In the News
GeoCities Maps People Search T
Graups Messenger Parsonals Yellow Pages = Warld officials to :onfr_unt ecaonamic woes
Health Mobile Photas RIS * Reports; Airport security hasn't improved
i = Mew anti-lapanese protests erupt in China
= Ecuador president dissolves Supreme Court
= African cardinal among papal contenders o=
= Reporter fabricated story on seal hunt
= Afghan boy dies after return fram U.S
= NBA : MLE : NFL - Golf : Soccer- Tennis
News + Popular » Sports « Stocks
Entar City or U.5. Zip Code
See the New Solstice - Replay Animation - Ad Feedhack £ I— =g
Yahoo! Small Business Yahoo! Featured Senvices i saeiseatiomon i pags
Web Hosting  Sell Online Personal Wehsite Personals
Domain Names Search Listings Fantasy Baseball Hotlohs Marketplace
= . - ‘ Mortgage rates at historic lows =
] opening page hitp: s, yahoo.com... [
Bistart| | (B @ D) ” [[&] vahoo! - Microsoft Int... <« QR zosem

Popular Web Sites
Some informative Web sites URLs (Uniform Resource Locator) are listed here;

www.yahoo.com
www.Google.com
www.Punjab.gov.pk
WWW.msn.com
www.hotmail.com

X B X B K

What you need before you first visit the Internet!

1. Computer with Internet connection. PC with an Operating System like Windows is fine and a modem with telephone
line.

2. Internet account with a connection provider. Often called "ISP" (Internet Service Provider), these are usually
companies that charge subscription fee for Internet access; you will need to pay perhaps some rupees per hour. Charges of
their services for internet depend upon the service they are providing

3. Internet browser software. The most popular is called Internet Explorer version 8 ("IE"). Netscape Navigator is the
second most-common. Opera is another choice for internet users.

4. Email software. You can use web mail or choose from the very popular Outlook or Outlook Express or the free "web-
mail" offered by Yahoo or Hotmail.

5. Other supported software. If you want to listen songs via internet you probably need Real Player, if you want to chat
with your friends or relatives you must need MSN or Yahoo messenger this is a big topic in its own. Like for some websites
you need Flash Player to get that view.
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6. Optional: stereo speakers, microphone, and webcam. These hardware devices will allow you to hear game sounds, do
Internet telephoning, and send images to your friends and family.

Internet Service Provider (ISP)

An Internet Service Provider (ISP) is a company that gives you accesses to the Internet for a fee. You can visit these
websites by typing the given home page addresses in URL of internet explorer or if you are using Netscape then type
addresses in Location bar

Here is the List for some local Internet Service Providers (ISPs) available in Lahore

ISP’s Home Page

1. Comsats http://www.comsats.net.pk
2. Brain http://www.Brain.net.pk
3. Nexlinx http://www.nexlinx.net.pk
4. WOL http://www.wol.net.pk

5. Worldcall http://www.magic.net.pk
6. Cyber Net http://www.cyber.net.pk

Some internet sites have different extensions, given below are the extensions which are being used for different sites.

ORGANIZATION COUNTRY

COM commercial pk Pakistan

EDU education ca Canada

GOV government it Italy

MIL military JP Japan

NET network au Australia

ORG organization uk United Kingdom

Using Internet Explorer

Internet Explorer is a Web browser produced by the Microsoft Corporation. This tutorial will cover the major features of
version 6. For the sake of brevity, we will refer to the software as IE6.

THE TOOLBARS

File Edit ¥iew Favorites Tools Help
) Q@ HRERG PO 2% B-

Menu Bar: Contains menu items that open up dropdown lists for related options. Among the items are options for printing,
customizing IE 6, copying and pasting text, managing Favorites, and accessing Help.

Navigation Toolbar: Contains icons for a variety of features including navigating among Web pages, searching the Web
using a selection of search tools, accessing and managing Favorites, viewing a History of visited pages, printing, and
accessing email and newsgroups.

HOW TO ACCESS RESOURCES ON THE WEB

1. If you have the URL (address) of a Web page

Type the URL to go directly to the page. You have got two ways to do this.

e Type the URL in the Address bar at the top of the screen. Like www.Domainxcess.com then press ENTER
Click on File/Open at the top left of the screen. A pop-up window will appear with a text entry window. Within
that window, type the URL like www.Domainxcess.com Press the Enter key.
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2. Ifyou are on a Web page

Click on:
v" words or images which change the shape of the mouse pointer from an arrow to a hand and display a URL on the
bottom of the screen when the mouse pointer is placed over it
v’ the blue words on the display screen
v’ the purple words on the display screen (the purple color indicates that the resource has been recently accessed on
your terminal)

Note: The color blue is generally the default color for text that contains a link, and purple is the default color for text
representing a link that has been visited in the recent past. Nowadays, Web page creators are coloring their links in all sorts
of ways. The best way to figure out which text represents a link is to position your mouse over the words and see if the
pointer shape changes from an arrow to a hand. The hand represents a link.

3. If you want to use pre-installed links
Click on Favorites on either the text bar or the tool bar at the top of the screen to access these resources.

NAVIGATING THE WEB

To go back to previous sites:

Click on the small Back left arrow on the navigation bar near the top left corner of your screen. Each time you click on this
arrow, you will return to the next previous site that you visited. If you hold your mouse over the Back arrow, the title of the
upcoming page will briefly appear.

File Edit Yiew Favorites Tools  Hel
e - i \iLI |_'
Back Stop Refr

Menys
Reference Collection
University Libraries, University at Alb

Histary Ctrl+H
To move forward:

When you have returned to previous sites with the Back arrow, you can go forward again by clicking on the small right-
pointing arrow next to the Back arrow. To move foward ahead, click on the small black triangle to the right of the Forward
arrow in the menu bar at the top of the screen. This presents a list of several sites you have visited.

File Edit “iew Favorites Tools H

> . © .| I

Farward Stop Re
Address @)y Reference Collection
Google~ Mews
Site Index
Tex

History Cirl+H

ADDITIONAL TOOLBAR OPTIONS

Stop: The circle containing the X will stop a page while it is in the process of loading.

Refresh: The square containing the two curved arrows re-retrieves the page you are currently viewing. This is useful if the
page does not load successfully or completely.
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Home: The home icon takes you back to the page that was on the screen when you first started internet explorer.

Search: The search button opens up a function that uses one or more Web search tools. You can also customize your search
experience. Ask your instructor in Lab. to demonstrate the search practically.

Favorites: Favorites are Web sites you have visited that you would like to store for easy access. You can add, delete and
organize your Favorites.

File Edit “iew BREiEgi==M Tools Help
e Add to Favorites.,.,

Organize Favorites...
Forw

—— ) A List r
2o (550 w@ Blogs J

Google~- = Dell (]

To add the current Web page as a favorite, click on Favorites and then Add. To choose the folder where you want to store
this listing, click on Create in and choose the folder you want. At this point, you also have the option to create a new folder.

History: The history function allows you to view and select Web pages you have recently visited. You can sort your items
by clicking on the black triangle to the right of the word

View. You can sort by size, date, the number of times visited, and the order you have visited today.

Mail: You can read email from this window. Choose the email software you wish to use by going back to the Menu Bar and
choosing Tools/Internet Options/Programs.

Print: Allows you to print the current page.

Edit: You may edit the current page in the HTML editor of your choice. Choose the editor by going back to the Menu Bar
and choosing Tools/Internet Options/Programs.

Discuss: You may set a default Usenet newsgroup server.

USEFUL OPTIONS ON THE MENU BAR

The menu bar at the top of the screen includes some useful options. Here are a few highlights.

SIEN Edit  Wiew Favorites  Tools  Help

ey Window Cirl+M
Open... CtrH+0
p. ) ) . . Message
Edit with Microsoft Wisual Studio \NET 2003 Post
5 N Contact
B A Internet Call
Page Setup...
Print... Cir+F

WANY 3

Send 4 =
Irmport and Export...

Frint Preview. ..

ORIES CALENDARS & SCHEDUIL

Properties RESEARCH IT SERVICES

\Work Offline
Close

File/New/Window: You can open up a second copy of Internet Explorer by using this feature. This allows you to visit more
than one Web page at a time.
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File/Edit with...: You can edit the current Web page using the editor of your choice. Select the editor by going back to the
Menu Bar and choosing Tools/Internet Options/Programs. You choices will be determined by software installed on your
computer.

Edit/Find (on This Page): Internet Explorer allows you to do a text search of the document on your screen. Choose this
option and type in the word or phrase you wish to search.

The Tools menu offers you many ways to customize Internet Explorer.

v" SAVING WEB DOCUMENTS FOR LATER USE
v' HOW TO DOWNLOAD, EMAIL, AND PRINT

You can download to disk, email, or print the Web page on the IE 6 screen.
To DOWNLOAD

Click on File/Save As (top left of screen). A pop-up window will appear.

SEVEN T ¥ | ocal Dizk [C:] w -J A HERg
y [DELL
/ f? I)Documents and Settings

by Becent I DRIVERS
Documents Chl3es

= I Inetub
La Iy Downloads
ICiProgram Files

temp
I=WINDOWS

Deszktop

by Documents

!
A

.
ky Computer

“_'] File name: [dzing Internet Explorer 6 A
-
by Metwork, | Save as lype: ‘web Page. complete [ htm;* html] w

Encoding: Western European (1300 W

Save in: Choose the desired drive.

Save as type: Make sure you save the page to the file type that will be useful to you. If you save the page as a Web page,
you will need a Web browser or HTML editor to view it. A text file (txt) can be viewed in a word processing program such a
Word or WordPerfect.

e C(Click on Save
To EMAIL
e Click on File/Send (top left of screen).

You may send the current page as an email message, or you may insert the link to the current page within an email message.
Once you make your selection, your email software will open. You can change the default software by going to the Menu
Bar and choosing Tools/Internet Options/Programs. You choices will be determined by software installed on your
computer.
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To PRINT

To PRINT THE ENTIRE DOCUMENT

e  (Click on the Print icon on the Tool Bar
e  (Click on OK

General | Options

Select Prinker

[2) add Printer
@ Acrobat Distiller

Enter either a zingle page number or a single
page range. For example, 512

Status:  Fleady [ Print ta file

Location:

Cammert:

Fage Range

OF Mumber of copies:
Selection Current Page

() Pages: 1

o]

Print

l[ Cancel ] Applhy

CUSTOMIZING INTERNET EXPLORER

106

Internet Explorer offers a number of customization options. This section will highlight some of the more useful features

available under Tools/Internet Options on the Menu Bar.

Tools/Internet Options is divided into six tabs. Each one is explained below.

Internet Options

General |Sec:urit_l,.l Frivacy || Content | Connections || Programs || Adwvanced

Horme page

“ou can change which page to use for your home page.

Address:

| htkp: fflibrary . albany . eduf |

[ Usze Current ] [ Use Default ] [ =2 Blank ]

Temporary Internet files

< Fage= you wiewe on the Internet are stored in a =pecial folder
&= Y for quick wiewing later.

[Delete Cook_ies...] [ Delete Files. .. ] [ Settings. .. ]

Hiztorge

The Hiztory falder containz links to pages pou've wvisited, For
quick access to recently viewed pages.

Daps to keep pages in historne: |5 2 | [ Clear Hiztory ]

[ Colors. .. ] [ Fonts=... ] [ Languages=. .. ] [Ac:c:gssibility... ]

L_ox  JI

Cancel ] Spply
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General

Home Page: Specity the URL of the page you want to appear whenever you open IE 6, or whenever you click on the Home
icon

Temporary Internet Files: This option allows you to view the files in your browser's cache. The cache holds viewed Web
pages for subsequent quick viewing. Retrieving a file from the cache is much faster than repeated trips to the remote Web
server where the file originated. You can customize the Settings to decide how often to check for newer pages, to specify
how much disk space to reserve for your cache, and to view files in the cache.

Connections

Here you can store the information about your Internet Service Provider, configure your LAN settings, or send your browser
requests through a proxy server.

Opening a Website using Internet Explorer

To open a web site Click the address bar and type out the URL, (e.g.; http://www.Domainxcess.com) then click Mat
right hand end of the address bar or hit the enter key on your keyboard. If you are already on a web site there may be 'links'
on that page which will also take you to other web sites. A link is a hypertext connection between two documents. In short,

wherever your cursor turns to a hand myou have a link which you can click on.

As you navigate these pages using hypertext links, you probably unaware of the hyperlink "history" you have taken just
clicking around. There may even be times when you would like to go back to a page previously clicked on, being unable to
do so can mean more frustrating time spent online to find that all important page.

Fortunately, the browser keeps a record of your journey using hypertext links, and you can retrace your steps by using the

& >

backward Back and forward Forward buttons found at the top left of your screen.

The Back & Forward buttons only keep track of your browsing whilst you have Internet Explorer open. Once you close the
program you start again fresh.

Searching for a Topic @
Search

To search for a topic you can click on the search button and Internet Explorer will automatically take you to a Search Engine
site where you can type in the key words you are looking for, or you can use the search button on our home page. Your
instructor will demonstrate the practical for using YAHOO.com & GOOGLE.com as Search Engines with different queries
in your computer lab. This will give you an idea what you can and how you

Search Information on Internet

A website that provides you the feature to search information over the web known as SEARCH ENGINE e.g.; YAHOO &
GOOGLE are the most popular search engines.

Popular Search Engines
There are three popular search tools that can help you find information on the web. You can browns through categories,
such as arts or sports, to find information that interests you or you can search for a specific word or topic.

Yahoo http://www.yahoo.com

Google http://www.Google.com

Alta Vista http://www.Altavista.Digital.com
Infoseek http://www.Infoseek.com

Lycos http://www.lycos.com

Netscape http://www.netscape.com

1. Open Internet Explorer
2. Open www.Yahoo.com (wait till the Yahoo page get downloaded in browser)
3. Type “UNIVERSITIES OF PAKISTAN in Search box Click Yahoo Search
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Microsoft Internet Explorer o [=] 5]
J File Edit View Favorites Tools Help | 'i',”
. . =
+ Y~ 3 L i z |
J \‘) Biaich. J |£| @ ._l\| | 2 Search . Favarites ﬁ} . .
JAddress ISBi hitp:  fwase yvahoa, comf j Go
Make Yahoo! your home page Get ahoo! Toolbar with Anti-Spy &)
W ® YaHOO! & w
Finance Music Travel Mail My vahoo! Messenger

Selet Search Category m Images | ideo | Directory | Local | Mews | Products

‘ Search the Weh: |F‘AKISTAN UNIVERSITES] [ ¥ahoo! search | :4dvanzed

Yahoo! Local Listings - Mow every business in the LS. can get a free web site. Sign up now.

et B Check your mail status: Sign In Free mail: Sign Up o! ESSENGER
Autog Horoscopes Mavies Real Estate ;
Chat Hotdobs hiusic Shopping
Finance Kids My Yahool Spos
Garnes Wil Mews Travel In the News
GeoCities haps People Search TV ; i
Groups hessenger Personals Yellow Pages * China rEJe_cts_.Japans demand far apclogy
Health Mobile e Py . Eodyl of rissing Ha. airl believed found

: » Cardinals check in before conclave

» hjltinatinnal rrewe dncks at anara statinn J

] LT ememe

(wait until your search results available in same window)

4.

You have a list displaying the Hyperlinks for the desired web pages.

5. Click any of listed hyperlinks to open the desired website that you have searched.
3 Yahoo! Search Results for PAKISTAN UNIYERSITIES - Microsoft Internet Explorer ==l =]

6.

File Edt View Favorites Tools Help ‘ o

@Back - \ﬂ \g] 7:]|/.V‘Search \“‘Favontes {1“ _,F =~ A @ % v

Address [ 2] hitpe isearch. yshon, comjsearthipeP AKISTAN+INIVER SITIESGspe | o= shon?21+ Sear chikongle=1ieim ITF-8GFr=FP-tob-web-taspelShate =n-2014575962_o-Qeitt DkPB.: =] (B 60

Yahoo! MyYahoo! Mail ‘Welcome, Guest [Sign In] Seach Home Help %]
Wah | Images | Viden | Directory | Local | Mews | Products
YAEOO! SEARCH [PAKSTAN UNVERSTES _Search |
Shortcuts  Aduanced Search Preferences
Search Results Results 1 - 10 of about 795,000 for PAKISTAN UNIYERSITIES - 0.07 sec. (about this page)

1. Jihad Watch Pakistan's "Universities of Jihad" =
Maovember 24, 2003 Pakistan's "Uni ities of Jihad" i ities of Jihad" M ! | 1o the Jamia Uloam
Islamia religious academy in the mountains of Pakistan ... the fact that Pakistan desperately needs its
wnir jihadwatch org/archives/000215. php - More from thi

2 Universities and Colleges in Pakistan - CampusProgram com =
T n.com - List of uni ities and colleges located in Pakistan. ... www.campusprogram.com. Universities
and CuHeges in Pakistan Humg = Um\rersmes = YWorld Univel s > Pakistan. Paklslam Universities ..

WA, CAMPUSE i htenl - 16k

[

Pakistan Universities =
Study abroad advice and information an courses, colleges and universities worldwide, for students who are considering an o
international education in a country other than their own. ... Pakistan Education. International Education Media. Pakistan
Colleges and Polytechnics ... College of F‘hyslc\ans and Surgeuns Pakistan. College of Physicians ..

mip I htm - B4k - Cached - More fro

=

Pakistan Universities - Apnakarachi.com®
Preparation Book. Universities in Pakistan. Win a. Cd Player. Question
wwrw. apnakarachi.comfeducationfpakunifpakuni asp - 27

o

Pakistan Universities - Pakistan Colleges =

List of Colleges & Unive in Pakistan included Addresses Telephones Faxes emails mails & websites. .. Directory »>
European Colleges £ Universities. >> Pakistan Colleges & Universities

pakistan top10-colleges-universities.com - 14k - Cached - More frarm this site

6 Universities in Pakistan =
Universities in Pakistan. Cites. Universiteis. Research Institutes. Libraries. Education page. Aga khan University.
Agricultural University Faizalabad. Allama lgbal Open University. Azad Kashmir University. AlKhair University ... Sir Syed

University of Ensineering and Technolony. Textile Universitv of Pakistan. University of Ena |
@ T e
Aistart| | (B @ @ > | ] Internet final - Microsoft ... | | Intenet marual | B INTERNET - Microsoft ... |[E7 Yahoo! Search Result.. [« QW Ca, ) 700

You can easily navigate using your internet explorer BACK and FORWARD icons in toolbar.

Keep practicing on searching the internet using popular search engines; you may search any of desired information.
You can also search images by using IMAGES tab over the search box on Yahoo page.
Search images for PAKISTAN FLAG using same search get some help of your instructor if required.
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Introduction to E-Mail

Electronic mail, or e-mail, is the most frequently used service on the Internet for many reasons:

ms You can send a message anytime, anywhere and the
recipient can read it at his or her convenience.

m+ You can send the same message to several people at the
same time.

s+ You can forward information to co-workers without
retyping it.

m+ You can save time. E-mail is fast, usually taking no
more than a few minutes to be received.

#+ You can e-mail electronic documents and the recipients
can then edit and return revised versions

=+ You can send messages around the world as easily as to
co-workers in the next office.

How E-mail Works on the Internet

s+ Like a postal address, an e-mail address specifies the
destination of an electronic message.

An Internet e-mail address looks like this:

username @domain name

maghus @yahoo.com
maghus @hotmail.com
maqhus @gmail.com
The user name is a unique name that identifies the MAIL SERVER
recipient.

ms E-mail is sent and received through electronic "post offices" known as mail servers.

ms To read your e-mail, you must retrieve it from the mail server.

ms+ Once you enter the address of the recipient, compose your message, and click Send, your e-mail software
handles the delivery.

/s [f the message isn't delivered, because of an incorrect address, for example, you typically receive an e-mail

message explaining why

E-mail provides a fast, economical and convenient way to send messages to family, friends, colleagues, and business
organizations.

To read your email on a Web-based email site, you have to SIGN IN on the web-site with a USERNAME and
PASSWORD. This means you can use your browser -- or a browser anywhere in the world.

Hotmail & Yahoo may not have been the first Web-Based email sites, but both were certainly one of them to become so
popular.

Now, most all of the search engines are offering free web-based email.

e  Hotmail.com (Free Web based E-mail service Provider)
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®  Yahoo.com (Free Web based E-mail service Provider)

Create an E-mail account through a web Browser.

1110

We use www.Yahoo.com to create a new e-mail account. Open this site in your internet explorer. Then follow the given

below steps as shown through the encircled options.

hoo!

icrosoft Internet Explorer

Edit Wiew Favorites Tooks Help

)

oo © - B &

@, =~ # | R ’@ Al s
7, Search “y..( Favarites 1\ P i % 3

‘Bes I%j http: fwaa. yahoo, comf

Make Yahao! your home page

Finance

Select

arch Categ

Get rahoo! Toolbar with Anti-Spy

! My Yahoo!  Messenger

m Images | Wideo | Directary | Local | News | R

l Search the Weh: ||

= Advanced
Yahoo! Search | - Preterences ‘

Yahoo! Local Listings - Mow every business in the LS. can get a free web site. Sign up now.

O N

vamil mdnbiins Cian ln

Evam wnnils Clan Tn

|7 .

To create an Email account through you web Browser, Do as shown above click on MAIL on the following screen click the
circled SIGN UP NOW otherwise if you have already created e-mail account fill the right encircled boxes for SIGN IN

YAEHOO! MAIL

ol o

Yahoo! Mail
helps me
stay in touch.

New to Yahoo!?
Get afree Yahoo! Mail account — it's a bresze (o
stay connected and manage your busy life.

Need more? Get Yahoo!
Mail Plus

Wail Plus offers
personalized spam
protection, a virlually
unlimited 2GB of starage,
POP access, and mare
for only $19.994ear

+ 250MB of email storage (1GH coming soonl)
Keep more ofwhat's irmpantant to you
Powerful spam protection
Read anly the rmail you really wart
+ Get your mail amywhere

Allyau need is & web connection

Learn Mare

Leam mare.

Sign Up Now

To create your E-mail account through Web Browser you have to provide some Information related to your account, for
filling up a form on yahoo.com mail server. You will be shown a web form on which you are asked to fill up with some

information like

First Name,

last name
Country,

Yahoo ID,

Date of Birth,
Password,
Re-Type Password

And at the end you will be asked to click on a Button named I AGREE

After clicking the I AGREE button you will get a news message of your e-mail account and you will get this screen

L ¢ S it s Deem o oo g mess s Dem  meem impe oo

e ma

“vahoo! lty vahoo! hail

e A oo
YAHoO! M o s masroseo
m Addresses ~ Calendar ~ HNotepad -~

-
Search. | —

Search I
the Web

Mail Horne - Mail Tutorials - Help

What's New - Mail Upgrades - Mail Options

Check Mail I Compose I |

Saarch Mail - I Search the Wab

e offer 4
credit card choices

“ou have 1 un
Inbox(1)

Folders

R Inbox (1)

[add - Wi

T online accounts, be very
nformation you disclose
in your online communications.

& Sent
CF Trash

What's your Cradit
Score? See it FREE!

Set up your Address Book
Put your contacts within easy
reach soit's a snap to stay in
touch.

“Wahoo! Garmeszj-
Rack' =rm up

Make it vour own

0o of 250.0MB

More from Yahoo!

My Yahoo!

Check out a preview of your Yahoo! Mail inbowx - as
well as personalized news, weather and rnore!
Yahoo! Messenger

Get an alert whenever you have new mail, and
cormmrnunicate instantly with your anline friends,

ks

11 T | |4 mternet
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Once your e-mail account is created, you are ready to send and receive the e-mails by SIGN IN and after completing your
task do not forget to SIGN OUT your e-mail account.
After you have been logged on, several options will be available to you. as shown in left circle options.

1. Inbox
m Addresses ~ Calendar ~ HNotepad ~ What's Mew - Mail Upgrades - Mail Options
checle hail | Compose | | Saarch Mail - Search the Web
o offor 4 Inbox 095 of 250.0MB

credit card choices

s [add - Edit]
< ﬁlnhax (1
faft

wiew: aAll Meszages = Messages 1-1 of 1 First | Previous | Mesxt | Last

Delete I Spam

" Sender Subject
I Yahoo! Welcome to Yahoo!

=

Sun 0417 515k
CdSent
Il - Clear all Messages 1-1 of 1 First forTT ] Manck | Last
L Trash [Ernpty]
Delata I Span | Mardk vI Mowve... vI
I o W T R R U P

Inbox contains the new mail which you have received. From here you can read new mail, delete old mail and reply to the
old messages etc.

Structure of an E-mail Message

The software you use to send, receive, and manage electronic messages is called an e-mail client. (Most web
browsers have with this software.) To send an e-mail, you enter information similar to the heading of a typical
interoffice memo.

ms To contains the e-mail addresses of the
Send Save as a Draft Cancel

recipients. This is a mandatory entry.
You can send your email to multiple
recipients. Ask your instructor for the
practical.

it addresses | Add CC - Add BCC

=+ Attachment contains the names of files
that you may be sending, for example, a
word-processing document or a
spreadsheet.

Il
o
Ilial

@] Stationery

Ji

«

m+ Body contains the message itself, ]

which can be of any length. >

[ Use my signature

Send Save as a Draft Cancel

ms Subject contains the main topic of the message. Keep this brief. Recipients see this in their summary of
incoming e-mails.

m+ Send button is used to send your message to the recipients
Internet E-mail Addresses

Here is how to interpret the parts of an e-mail address:
magsood @yahoo.com

m+  maqsood--The user name of the e-mail account holder is a unique, assigned name that can be
a real name, initials, a nickname, or a descriptive word such as "information."

s+  @--The axon sign is required in all Internet e-mail addresses. It allows the e-mail software to
distinguish between the user name and the domain name.

ms  yahoo.com--The domain name identifies the company or organization of the account holder.
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Reading E-mail Messages

When you launch your e-mail program, it usually shows you the messages you have received. From here you can
read, reply to, and manage your e-mail.

ms Received mail is typically kept in

2§ Yahoo! Mail - masrose@yahoo.com - Microsoft Internet Explorer -10fx]
an Inbox; outgoing mail is stored [ e Bk Vow Fawtes Tock e
in an OutbOX, 1l 1 =0 AYres QoI5 BD“ . . '
‘ @ Batk * J . \ﬂ @ fH ‘ / ) search :' Favories &E‘ ‘ i = B - | @ -
J Address |-§} http:jfus.F421,mail wahoo comyym/login? rand=evpaiSstcds0s j Go
s To read an e-mail, you typically 4
double-click on the envelope Best MastetCard Inbox L
icon or the Subject line of the = for bad cradit i : :

A iew: All Meszages *  Messages 1-39 of 39 First | Previous | Next |
message. This opens a new Last
window containing the header Folders [Add - Edit] [ = ;
and body of the message. E3Inbox (39 | Qe | Zhsi | etk '| HORE

(& Drat [~ Sender Subject Date [l Size
ms To review mail in other folders or C3sent :
boxes, click or (double-click) on e " MSH [none] Mon 0328 1k
the folder. Then click the [ Bulk [Ernpty] [Boson Router
message that interests you. Trash [Empty] Simulator] Reminder
. . iang@ Shop Smart Save  Mon 03728 8k
yahoogroups.com Money
What! Credit ;
g\j Score? See it FREE! htp:jwww.reck...
' T [ MSH [none] Tue 0329 1k
Rack' em up Monopril crawlers
high blood pressure,
[7 Mary Leal certain heart Tue 03729 8k
conditions, and
kidnaow dica 3
{ | _>|_|

|@ Opening page httpfus.f421,mail yahoo, comfym/instacompose?masy |_ |_ |_ |_ |_ ,ilntemet 4

Replying to E-mail Messages
After you have read a message, you may decide to reply.

s+ The window with the e-mail you are reading
typically has a Reply button. Click on this
button to open a new window. The To and
Subject lines are automatically filled in with the

1 i i mation
e-mail address of the sender and the subject of y to: subj: your reauast for inlar
the message. i‘?:pll?lnda@“ﬁ:{ﬂ? Ay enm
; slave '
toate: 5116199

ginal mossage seats sr4Q/8

9
s+ You might also have a Reply To All or similar

ot
button that also opens a new window. In this

ton
wast for nforma
~ Thank you 197 ¥2UL TR0005 Hous seruices

. . . ding our n 71 would like
case, all the addresses in the CC list are included e our cnnlg_f:l'fng'cﬁ'ﬂﬁf various
1 1 to receive 3
in the To and CC lines. 7 e aducts. o
Linda, § witl gladly sond you 3 omass .
I h ioinal Would you like .sl.];ﬂﬂl.lllﬂ of your amell
= In some programs, the original message appears includad in the
automatically

i ting
i interestad in maets e
i ‘Ia- I?::Ju:l.uynu ean S0C o{.!rl i::{ih'l
7 gurm am idea fof ihe qpnan iky
: ?lgw?uus wo will be peeding-

o your aifice nexl waok.

Linda. | can come 18 XS aay?

Would you like 12 P

Thanks,

Stevea.

ms# You can choose to place your reply before or after the original text.
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Sending Files as Attachments
In addition to sending text messages, most e-mail programs allow you to attach word-processing
documents, spreadsheets, graphics, audio, video, and other electronic files to your message.

Pt sod | swwmatat | coce | To attach a file:

Irawt addaous | Sdd 05~ dod B0 e Click on the Attach Files button
I available in the same window as
Subjees | circled.
7 itach s
= e Jocate the file on your computer's
¥ALARLIITILRAHRELSE EE @ . .
il ol b & Vv/0aRE . hard drive or other storage device
[em|

from the window

e  Select the file you want from the
Attach file. The name of the file
appears in the Attachment line of
your message window.

[ llse ey dyraiure

fend forve o Dt Canesl

ISPs Internet Service Providers

An ISP is a company that supplies Internet connectivity to home and business customers. ISPs support one or more forms of
Internet access, ranging from traditional modem dial-up, to DSL and cable modem broadband service, to dedicated T1/T3
lines.

Dial Up Internet Access
Dial-up networking technology supply PCs and other devices access to a LAN or WAN via telephone lines. An ISP -
Internet Service Provider - offers dial-up subscription plans to home computer users.

Broadband - DSL and Cable Modem Services
In home networking, the term "broadband" refers to a specific form of high-speed Internet access. Broadband Internet
service is high-speed, but not all forms of high-speed Internet access employ broadband technology.

DSL and Cable - Comparison and Contrast
When evaluating cable and DSL services, you should consider the following:

v" Speed (advantage - Cable): Cable boasts faster speed than DSL Internet in theory. However, cable does not
always deliver on the promise in everyday practical use.

v' Popularity (advantage - Both): In the U.S., cable Internet enjoys significantly greater popularity than DSL,
although DSL has been closing the gap recently.

v' Customer Satisfaction (advantage - DSL): Even if a technology is popular, customers may be unhappy with it
whether due to cost, reliability or other factors. Indeed, in the U.S. cable services generally rate lower than DSL in
customer surveys.

v Security (advantage - Both): Cable and DSL implement different network security models. Historically, more
concerns have existed with cable security, although cable providers have definitely taken steps to improve security
over the past few years. It's likely both DSL and cable are "secure enough" for most people's needs.

Wireless Internet Access - Providers and Wireless Services
Wireless Internet access makes mobile email access and Web searching possible from phones and roaming mobile
computers. Wireless Internet services have been available for years but are now becoming easier to find and more affordable.
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