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Unit-l Fundamental of Computer, Window & DOS

Lesson: 1

Computer Concept

A computer is an electronic device that manipulates information, or "data." It has the ability to store, retrieve, and process data. You
can use a computer to type documents, send email, and browse the internet. You can also use it to handle spreadsheets, accounting,
database management, presentations, games, and more. In Other Words "A computer is a fast electronic device that processes the
input data according to the instructions given by the programmer/user and provides the desired information as output."

Definition of Computer In a layman language, a computer is a fast calculating device that can perform arithmetic operations.
Although the computer was originally invented mainly for doing high speed and accurate calculations, it is not just a calculating
device. It gets the data through an input device, processes it as per the instructions given and gives information as output. We can
define a computer follows.

Terms Meaning

Data A set of basic facts and entities which itself has no meaning.
Information Data which has some meaning or value.

Instruction A statement given to computer to perform a task.

Input Data and Instructions given to computer.

Process Manipulation of data.

History of Computer

e  The first counting device was the abacus, originally from Asia. It worked on a place-value notion meaning that the place of a bead
or rock on the apparatus determined how much it was worth.

e 1600s : John Napier discovers logarithms. Robert Bissaker invents the slide rule which will remain in popular use.

e 1642 : Blaise Pascal, a French mathematician and philosopher, invents the first mechanical digital calculator using gears, called
the Pascaline. Although this machine could perform addition and subtraction on whole numbers, it was too expensive and only
Pascal himself could repare it.

e 1804 : Joseph Marie Jacquard used punch cards to automate a weaving loom.

e 1812: Charles P. Babbage, the "father of the computer", discovered that many long calculations involved many similar,
repeated operations. Therefore, he designed a machine, the difference engine which would be steam-powered, fully automatic
and commanded by a fixed instruction program. In 1833, Babbage quit working on this machine to concentrate on the analytical
engine.

e  1840s : Augusta Ada. "The first programmer" suggested that a binary system should be used for storage rather than a decimal
system.

e 1850s : George Boole developed Boolean logic which would later be used in the design of computer circuitry.

e 1890 : Dr. Herman Hollerith introduced the first electromechanical, punched-card data-processing machine which was used
to compile information for the 1890 U.S. census. Hollerith's tabulator became so successful that he started his own business to
market it. His company would eventually become International Business Machines (IBM).

e 1906 : The vacuum tube is invented by American physicist Lee De Forest.

e 1939 : Dr. John V. Atanasoff and his assistant Clifford Berry build the first electronic digital computer. Their machine, the
Atanasoff-Berry-Computer (ABC) provided the foundation for the advances in electronic digital computers.

e 1941 : Konrad Zuse (recently deceased in January of 1996), from Germany, introduced the first programmable computer
designed to solve complex engineering equations. This machine, called the Z3, was also the first to work on the binary system
instead of the decimal system.

e 1943 : British mathematician Alan Turing developed a hypothetical device, the Turing machine which would be designed to
perform logical operation and could read and write. It would presage programmable computers. He also used vacuum technology
to build British Colossus, a machine used to counteract the German code scrambling device, Enigma.

e 1944 : Howard Aiken, in collaboration with engineers from IBM, constructed a large automatic digital sequence-controlled
computer called the Harvard Mark I. This computer could handle all four arithmetic operations, and had special built-in programs
for logarithms and trigonometric functions.

e 1945: Dr. John von Neumann presented a paper outlining the stored-program concept.
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Generations of Computer

The history of computer development is often referred to in terms of five distinct eras, or "generations" of computing devices. Each
generation of computer is characterized by a major technological development that fundamentally changed the way computers
operate, resulting in increasingly smaller, cheaper, more powerful and more efficient and reliable devices.

The First Generation: 1946 to 1955

The first computers used vacuum tubes for circuitry, magnetic drums and magnetic cores for memory, and were
often enormous, taking up entire rooms. They were very expensive to operate and in addition to using a great deal
of electricity, generated a lot of heat, which was often the cause of malfunctions.

First generation computers relied on machine language, the lowest-level programming language understood by
computers, to perform operations, and they could only solve one problem at a time. Input was based on punched
cards and paper tape, and output was displayed on teletype printers. The UNIVAC is the most famous first
generation computer. Manufactured by Sperry-Rand Corporation, the first UNIVAC was delivered to the U.S.
Census Bureau in 1951 - becoming the first computer that was not used for military or scientific purposes.

The Second Generation: 1956 to 1963

Transistors replaced vacuum tubes and used in the second generation of computers. The transistor was

invented in 1947 but did not see widespread use in computers until the late 50s. The transistor was far ) F

superior to the vacuum tube, allowing computers to become smaller, faster, cheaper, more energy- Q N

efficient and more reliable than their first-generation predecessors. Though the transistor still generated a * \ !
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great deal of heat that subjected the computer to damage, it was a vast improvement over the vacuum W !
. . . . . i
tube. Second-generation computers still relied on punched cards for input and printouts for output. \
Second-generation computers moved from cryptic binary machine language to symbolic, or assembly, =
languages, which allowed programmers to specify instructions in words. High-level programming %

languages were also being developed at this time, such as early versions of COBOL and FORTRAN.

It was during this era that IBM became the world-wide leader in computer manufacturing. IBM also developed the first hard disk in
this period - a massive device that was comprised of 50 platters, each with a 2-foot diameter. The entire hard disk could store a
whopping 5MB.

The Third Generation: 1964 to 1970

The third generation is characterized by the development of the integrated circuit- a complete ®
electrical circuit whose components (transistors, capacitors, etc.) are fabricated onto a small "chip"

made of silicon ... otherwise known as an integrated circuit chip, or IC chip. IC chips drastically s ‘%
increased the speed and efficiency of computers. S
Instead of punched cards and printouts, users interacted with third generation computers through .L} :

keyboards and monitors and interfaced with an operating system, which allowed the device to run
many different applications at one time with a central program that monitored the memory. Although
still large by today's standards, third-generation computers were smaller and cheaper than their
predecessors, and were now being mass-produced (primarily by IBM) for commercial use around the
world.

The Fourth Generation: 1971 to 1991

The fourth generation is distinguished primarily as the generation in which the personal computer first
appeared. This was made possible by the development of the microprocessor by Intel Corp. A
microprocessor is a single IC chip that contains an entire computer processor - essentially, an entire
first-generation computer that can fit in the palm of your hand.

The second breakthrough was a series of improvements in IC design and manufacturing methods
which allowed engineers to create IC chips with tens of thousands of transistors, a process now known /
as large scale integration (LSI). This allowed more complex systems to be produced using smaller

circuit boards, and at a reduced cost. Solid-state electronics began to make their way into everyday "

life. home appliances, radios, TVs, games, and more. [ L]

In 1981 IBM introduced its first computer for the home user, and in 1984 Apple introduced the —
Macintosh. As these small computers became more powerful, they could be linked together to form MRy |
networks, which eventually led to the development of the Internet. Fourth generation computers also
saw the development of GUIs, the mouse and handheld devices.
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The Fifth Generation: 1992 to present

In the computing world, there is no real consensus on the timeline (or even the existence of) a fifth generation of computers. It can be
argued that while microprocessors have become more powerful, and integrated circuits have become smaller, the underlying
technology has not really changed since the fourth generation.

If we wish to recognize a "fifth generation" at all, then perhaps it reflects a shift in computer use, rather than computer technology.
The emergence of the Internet, and particular, the World Wide Web has forever changed the way computers are used in society.
Artificial intelligence - a field of study that predates the first generation - is now a reality, with devices that are capable of learning, self-
organization, and natural language input.

If a "true" fifth generation (based on technology only) emerges, it will probably be based upon quantum computation, molecular /
nanotechnology, or some other innovation that will enhance (or replace) the integrated circuit, and once again radically change the
face of computers

Classification of Computer

The classification of computers is based on the following four criteria:

According to Purpose
According to Technology Used
3. According to Size and Storage Capacity

N =

1. According to Purpose Computers are of following two types:

. General Purpose Computers
Computers that follow instructions for general requirements such as sale
analysis, financial accounting, invoicing, inventory, and Management information etc. are called general computers. Almost all
computers used in offices for commercial, educational and the applications are general-purpose computers.

1. Special Purpose Computers
Computers that are designed from scratch to perform special tasks like scientific applications and research, whether forecasting,
space applications, medical diagnostics, etc. are called special purpose computers.

2. According To Technology Used Computers are of the following three types:

| Analog Computer

Analog computers are special purpose computer that represent and store data in continuously varying physical quantities such
as current, voltage or frequency. These computers are programmed for measuring physical quantities like pressure, temperature,
speed etc. and to perform computations on these measurements. Analog computers are mainly used for scientific and
engineering applications. Some of the examples of analog computers are :- (a) Thermometer: It is a simple analog computer
used to measure temperature. In thermometer, the mercury moves up or down as the temperature varies. (b) Speedometer:
Car's speedometer is another example of analog computer where the position of the needle on dial represents the speed of the
car.

1. Digital Computer
Digital computers are mainly general-purpose computers that represent and store data in discrete quantities or numbers. In
these computers, all processing is done in terms of nhumeric representation (Binary Digits) of data and information. Although the
user enters data in decimal or character form, it is converted into binary digits (O's and 1's). Almost all the computers used
nowadays are digital computers.

Il.  Hybrid Computers
Hybrid computers in corporate the technology of both analog and digital computers. These computers store and process analog
signals, which have been converted, into discrete numbers using analog-to-digital converters. They can also convert the digital
numbers into analog signals or physical properties using digital-to-analog converters. Hybrid computers are mainly used in
artificial intelligence (robotics) and computer aided manufacturing (e.g. process control).

3. According to Size and Storage Capacity Computers are of the following four types:

. Micro Computer:

Micro Computers are the smallest category of computer consisting of a microprocessor and associated storage and input/ output
elements. They are designed to be used by one person at a time, meaning they are single user oriented ones.

1. Mini Computers:
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Mini computers are relatively fast but small and expensive Computers with some what limited input/output capabilities. Mini
systems are designed to simultaneously handle the processing needs of multiple user. Mini Computer provides the facility of
more stored capacity and communication link between users.

. Mainframe Computers :
Mainframe computers are large computer systems that have the capability to support many powerful peripheral devices

IV. Super computers :
Computer system characterized by their very large size and very high processing speed. Generally used for complex scientific
applications.

Other Different Types of Computers

When most people hear the word "computer” they think of a personal computer such as a desktop or laptop computer. However,
computers come in many shapes and sizes, and they perform many different functions in our daily lives. When you withdraw cash
from an ATM, scan groceries at the store, or use a calculator, you're using a type of computer.

Desktop Computers: Many people use desktop computers at work, home, school, or the library. They can be

= - small, medium, or large in style, and usually sit on a desk. Once you add a monitor, mouse, and a keyboard, you
! have what is typically known as a desktop computer. Most desktop computers are easy to upgrade and expand,
Y or add new parts. Another benefit of desktop computers is the cost. If you compare a desktop and a laptop with

-
i the same features, you will most likely find that the desktop computer is priced lower. Some desktop computers
have a built-in monitor to save space. These are often called all-in-one desktop computers.

Laptop Computers: You may be familiar with is a laptop computer or laptops as they are often referred to. Laptops

are battery or AC-powered personal computers that are more portable than desktop computers, allowing you to use

them almost anywhere. Since a laptop is smaller than a desktop, it's more difficult to access the internal components.

That means you may not be able to upgrade them as much as a desktop. However, it's usually possible to add f
more RAM or a bigger hard drive. A laptop computer is sometimes called a notebook computer because of its size.

Servers: A server is a computer that "serves up" information to other computers on a network. Many businesses have file servers that
employees can use to store and share files. A server can look like a regular desktop computer, or it can be much larger. Servers also
play an important role in making the internet work: they are where web pages are stored. When you use your browser to click a link,
a web server delivers the page you requested.

Tablet Computers: These use atouch-sensitive screen for typing and navigation. Since they don't require a
keyboard or mouse, tablet computers are even more portable than laptops. The iPad is an example of a tablet
computer.

Game Consoles: A game console is a specialized kind of computer that is used for playing video games. Although they are not as
fully-featured as a desktop computer, many newer consoles, such as the Nintendo Wii, allow you to do non-gaming tasks like
browsing the internet.

PC: This type of computer began with the original IBM PC that was introduced in 1981. Other companies began to create similar
computers, which were called IBM PC Compatible (often shortened to PC). Today, this is the most common type of personal
computer, and it typically includes the Microsoft Windows operating system.

Mac: The Macintosh computer was introduced in 1984, and it was the first widely sold personal computer with a Graphical User
Interface, or GUI (pronounced gooey). All Macs are made by one company, Apple Inc., and they almost always use the Mac OS
X operating system.

Characteristic of Computer

Fast: A computer is so fast that it can perform the given task (arithmetical of logical) in few seconds as compared to man who can
spend many months for doing the same task. A computer can process millions of instructions per second.

Accurate: While doing calculations, a computer is more accurate than a man. Man can make mistakes in calculations but a computer
does not, if it is provided with accurate instructions.

High Memory: A computer has much more memory of storage capacity than human beings. It can store millions of data and
instructions, which can be retrieved and recalled even after number of years. This is not possible in cast of human brain.

Diligence: A computer does not suffer from the human traits of tiredness and boredom. Man will be tired and bored while doing
millions of calculations but computer, being a machine, does this jobs very efficiently and without any tiredness and boredom.

No Intelligence: A computer is a machine and obviously has no intelligence of its own. Each and every instruction must be given to
the computer for doing a task.
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Lesson: 2

CPU (Input/Output Unit)

We know that the computer is machine that processes the input data according to a given set of instructions and gives the output.
Before a computer does processing, it must be given data and instructions.

After processing, the output must be displayed or printed by the computer. The unit used for getting the data and instructions into the
computer and displaying or printing output is known as an Input/Output (/O unit) .The Input Unit is used to enter data and instructions
into a computer. There are many peripheral devices which are used as Input/Output unit for the computer. The most common form of
input device is known as a terminal. A terminal has an electronic typewriter like device, called keyboard along with a display screen,
called Visual Display Unit (VDU) or monitor. Keyboard is the main input device while the monitor can be considered both as input as
well as an output device. There are some other common input devices like mouse, punched card, tape, joystick, scanner, modem etc.
Monitor, Printer and Plotter are the main peripheral devices used as output units for the computer.

Central Processing Unit (CPU)

CPU is the main component or "brain" of a computer, which performs all the processing of input data, its function is to
fetch, examine and then execute the instructions stored in the main memory of a computer. In microcomputers, the CPU
is built on a single chip or Integrated Circuit (IC) and is called as a Microprocessor.

:

The CPU consists of the following distinct parts: slow secondary
store

1.  Arithmetic Logic Unit (ALU) I I

2. Control Unit (CU) input devices output devices

3. Registers such as central memory such as

4. Buses keyhoard and — store ~ screen and printer

5. Clock mouse

1. Arithmetic Logic Unit (ALU)
The arithmetic logic unit of CPU is responsible for all arithmetic
operations like addition, subtraction, multiplication and division
as well as logical operations such as less than, equal to and
greater than. Actually, ail calculations and comparisons are arithmetic unit
performed in the arithmetic logic unit. (= CPL))

2. Control Unit (CU)
The control unit is responsible for controlling the transfer of data and instructions among other units of a computer. It is
considered as the "Central Nervous System" of computer, as it manages and coordinates all the units of the computer. It obtains
the instructions from the memory, interprets them and directs the operation of the computer. It also performs the physical data
transfer between memory and the peripheral device.

3. Registers
Registers are small high speed circuits (memory locations) which are used to store data, instructions and memory addresses
(memory location numbers), when ALU performs arithmetic and logical operations. Registers can store one word of data (1 word
= 2 bytes & 1 byte = 8 bits) until it is overwritten by another word. Depending on the processor's capability, the number and type
of registers vary from one CPU to another. Registers can be divided into six categories viz. General Purpose Registers, Pointer
Registers, Segment Registers, Index Registers, Flag Register and Instruction Pointer Register, depending upon their functions.

4. Buses
Data is stored as a unit of eight bits (BIT stands for Binary Digit i.e. 0 or 1) in a Register. Each bit is transferred from one register
to another by means of a separate wire. This group of eight wires, which is used as a common way to transfer data between
registers, is known as a bus. In general terms, bus is a connection between two components to transmit signal between them.
Bus can be of three major types viz. Data Bus, Control Bus and Address Bus. The data bus is used to move data, address bus to
move address or memory location and control bus to send control signals between various components of computer.

5. Clock

Clock is another important component of CU, which measures and allocates a fixed time slot for processing each and every
micro-operation (smallest functional operation). In simple terms, CPU is allocated one or more clock cycles to complete a micro-
operation. CPU executes the instructions in synchronization with the clock pulse. The clock-speed of CPU is measured in terms
of Mega Hertz (MHz) or Millions of Cycles per second. The clock speed of CPU varies from one model to another in the range
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4.77 MHz (in 8088 processor) to 266 MHz (in Pentium 1I). CPU speed is also specified in terms of Millions of Instructions Per
Second (MIPS) or Million of Float-ing-Point Operations Per Second (MFLOPS)

babhbbhabhibinbhabhnnbhnbhnnibnns

About Front of CPU

1. Optical Disc Drive: Often called a CD-ROM or DVD-ROM drive, these let your computer read
CDs and DVDs. Most optical disc drives can also write (or "burn") data to CD-R and DVD-R discs.
More recent drives can read Blu-ray Discs and write to BD-R (Blu-ray Disc recordable) discs, and
these drives are often called BD-ROM, BD-RE, or Blu-ray drives.

2. Power Button: The power button is used to power the computer on and off. Additionally, you can
use the power button on some computers to place the computer in different energy-saving
modes such as hibernate, sleep, and standby. It is a good idea to read your manual to learn how
these features work on your computer.

3. Audio In/Audio Out: Many computers include audio ports on the front of the computer case that
allow you to easily connect speakers, microphones and headsets, without fumbling with the back of
the computer.

4. USB (Universal Serial Bus) Port: Most desktop computers have several USB ports. These can
be used to connect almost any type of device, including mice, keyboards, printers, digital cameras
and more. They will often appear on the front and back of the computer. A typical Blu-ray disc can
hold 25 gigabytes of data, and some can hold 50 gigabytes or more. This is much more
than CDs or DVDs, making BD-R discs ideal for storage.

Back of CPU

On the back of the computer case are connection ports that are made to fit specific
devices. The arrangement of these vary from computer to computer, and many companies
have their own special connectors for the specific devices. Some of the ports may be color
coded to match a color on the device, which will help you determine which port is used with
a particular device.

1. Power Socket: This is where you'll connect the power cord to the computer.
Audio In/Audio Out: Almost every computer has two or more audio
ports where you can connect various devices, including speakers, microphones,
headsets, and more.

3. Ethernet Port: This port looks a lot like the modem or telephone port but it is a

little bit wider. You can use this port for networking and also connecting to the
internet.
USB Ports: On most desktop computers, most of the USB ports are on the back
of the computer case. Generally, you'll want to connect your mouse and
keyboard to these ports, and keep the front USB ports free so that they can be
used for digital cameras or other devices.

5. Monitor Port: This is where you'll connect your monitor cable. In this example,
the computer has both a Display Port and a VGA port. Other computers may
have other types of monitor ports, such asDVI (Digital Visual
Interface) or HDMI (High-Definition Multimedia Interface).

6. Expansion Slots: These empty slots are where expansion cards are added to
computers. For example, if your computer did not come with a video card, you
could purchase one and install it here.

The following ports are less common today:

7. Serial Port: This is an older port that was frequently used to
connect peripherals such as digital cameras, but today it has been replaced by
USB and other types of ports.

8. PS/2: These ports are sometimes used for connecting the mouse and keyboard.
Typically, the mouse port is green, and the keyboard port is purple.

9. Parallel Port (or Printer Port): This is an older port that is less common on new
computers. Like the serial port, it has now been replaced by USB.
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Inside of CPU

CPU/Processor

The Central Processing Unit (CPU), also called a processor, is located inside the computer case on
the motherboard. It is sometimes called the brain of the computer, and its job is to carry out
commands. Whenever you press a key, click the mouse, or start an application, you're sending
instructions to the CPU.

The CPU is generally a 2-inch ceramic square with a silicon chip located inside. The chip is usually
about the size of a thumbnail. The CPU fits into the motherboard's CPU socket, which is covered by
the heat sink, an object that absorbs heat from the CPU.

A processor's speed is measured in megahertz (MHz), or millions of instructions per second, and gigahertz (GHz), or billions of
instructions per second. A faster processor can execute instructions more quickly. However, the actual speed of the computer
depends on the speed of many different components - not just the processor. There are many processor manufacturers for personal
computers, but the most well-known ones are Intel and AMD.

Motherboard

The motherboard is the computer's main circuit board. It's a thin plate that holds the CPU,
memory, connectors for the hard drive and optical drives, expansion cards to control the video
and audio, as well as connections to your computer's ports (such as the USB ports). The
motherboard connects directly or indirectly to every part of the computer.

Power Supply Unit

The power supply unit in a computer converts the power from the wall outlet to the type of power
\—E,e‘._ needed by the computer. It sends power through the cables to the motherboard and other
e components.
#‘ If you decide to open the computer case and take a look, make sure to unplug the computer first.
| Before touching the inside of the computer, you should touch a grounded metal object (or a metal
part of the computer casing) to discharge any static buildup. Static electricity can be transmitted
through the computer circuits and ruin them.

N

RAM (Random Access Memory)

RAM is your system's short-term memory. Whenever your computer performs
calculations, it temporarily stores the data in the RAM until it is needed.

This short-term memory disappears when the computer is turned off. If you're
working on a document, spreadsheet, or other type of file, you'll need to save it
to avoid losing it. When you save a file, the data is written to the hard drive,
which acts as long-term storage. RAM is measured in megabytes (MB) or
gigabytes (GB). The more RAM you have, the more things your computer can do at the same time. If you don't have enough RAM,
you may notice that your computer is sluggish when you have several programs open. Because of this, many people add extra
RAM to their computers to improve performance. A bit is the smallest unit of data in computer processing. A byte is a group of eight
bits. A megabyte contains about one million bytes, and a gigabyte is about one billion bytes.

Hard Drive

The hard drive is the data center of the computer. This is where the software is installed, and it's

also where your documents and other files are stored. The hard drive is long-term storage, which
means the data is still saved even if you turn the computer off or unplug it.

When you run a program or open a file, the computer copies some of the data from the hard

drive onto the RAM so that it can access the data more easily. When you save a file, the data is

a P copied back to the hard drive. The faster the hard drive is, the faster your computer can start

5 PR A up and load programs.

&*‘-1,-. : ' Most hard drives are hard disk drives, which store data on a magnetic platter. Some computers

L 4/ now use solid-state drives (also called flash hard drives). These are faster and more durable

. than hard disk drives, but they are also more expensive. A USB flash drive is basically a small,

removable flash hard drive that plugs into a USB port. These are a convenient way to bring your
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files with you and open them on a different computer.

If you're using Windows, you can view information about your computer's RAM and processor speed without opening up your
computer. Just go to the Control Panel (in the Start menu) and click System and Security. In Mac OS X, you can view this information
by clicking the Apple icon and selecting About This Mac.

Expansion Cards

Most computers have expansion slots on the motherboard that allow you to add various types of expansion cards. These are
sometimes called PCI (Peripheral Component Interconnect) cards. You may never have to add any PCI cards, as most motherboards
have built-in video, sound, network, and other capabilities. However, if you want to boost the performance of your computer or update
the capabilities of an older computer, you can always add one or more cards.

Below are some of the most common types of expansion Cards:-

Video card-

The video card is responsible for what you see on the monitor. Most computers have a GPU
(Graphics Processing Unit) built into the motherboard, instead of having a separate video

card. If you like playing graphics-intense games on the computer, you can add a faster video
card to one of the expansion slots to get better performance.

Sound Card-

The sound card, also called an audio card, is responsible for what you hear in the
speakers or headphones. Most motherboards have integrated sound, but you can upgrade
to a dedicated sound card for higher quality sound.

Network Card-

The network card allows your computer to communicate over a network and access the
internet. It can either connect with an Ethernet cable or through a wireless connection
(often called Wi-Fi). Many motherboards have built-in network connections, and a
network card can also be added to an expansion slot.

Bluetooth Card-

Bluetooth is a technology for wireless communication over short distances. It's often used in computers to
communicate with wireless keyboards, mice, and printers. It's often built into the motherboard or included in
a wireless network card. For computers that don't have Bluetooth, a USB adapter (called a dongle) can be
purchased.
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Lesson: 3

Bit, Byte & Number System

Computers only understand the binary number system based on the unit 2 denary. Programming often uses the hexadecimal system
base on a unit of 16 denary. For example HTML uses hexadecimal numbering in the color attribute, e.g. color="FFOOFF". Another less
common system is octal based on 8 denary.

You should know how to convert between the different systems. The ASCII table at the foot of this page is useful for a quick
conversions up to 127 denary. The windows calculator (in scientific mode) can be used for conversions. College and University
students may find that calculators are not allowed in the exam, OU course T223 is an example of this, there fore manual conversion
calculations must be made. This should be practiced to speed up the process, the calculator only used to check your manual
conversion.

Bit

A binary digitis called abit. Usually expressed as 0 and 1 the two numbers of thebinary numbering system.
A bit is the smallest unit of information a computer can use. A 16 bit computer would process a series of 16 bits, such as
0100111101011000 in one go, repeating the process thousands or millions of times per second.

Reading a series of bits is very difficult and to make this process easier they are often displayed in groups of 4 bits
0100 1111 0101 1000. This grouping is quite interesting in that a group of 4 bits can be replaced by a single hexadecimal digit
Two groups of 4 bits, i.e. 8 bits (a byte) can be replaced by 2 hexadecimal digits, and 4 hexadecimal digits are required to replace all
16 bits.

Binary |[0200][1111][0101][2000]
|Hexadecima|||4 ||F ||5 ||8 |

Byte

A group of 8 bits are in a byte. With 8 bits (binary digits), there exist 256 possible denary combinations. If you remember that
1 byte can store one alphabetical letter, single digit, or a single character/symbol, such as #. Large numbers of bytes can be
expressed by kilobyte and megabyte.

Kilobyte
The value of a kilobyte is 1024. Worked out as 22™°. Normally Kilo refers to 1000 but in computing kilobyte is 1024.

Megabyte
Likewise, 1024Kb is referred to as a "Megabyte". Normally a Mega refers to a million. In computing 1 Mega byte is 1,048,576
bytes. Worked out as 1024*1024.

1 byte of memory can normally hold one of the following:

A single alphabetical letter (upper or lower case),

A single number 0-9

A symbol (_+ £ # > etc.

A further 127 alternative characters. These could be the letters used in foreign languages, lines to produce boxes etc.

In every day life we usually use the denary number system which has a base of 10. But we also use other number systems, think
of time (base 60, and base 10 within it), imperial distance yards and feet (base 3), there are many others, dates probably being the
hardest number system to do calculations with.

Number Systems

The every day number system we use is the denary system, sometimes called the decimal system. In programming three number
systems are commonly used, binary, hexadecimal and to a lesser extent octal. In the denary, binary, octal, hexadecimal systems, the
value of any digit in a number depends on its position within that number. l.e. which column it is in.

How do numbering systems work?

To understand this we will examine the Denary system in more detail. Because you are so used to the denary system and because it
is very easy to multiply by 10, 100, or a 1000 etc you calculate the number in your head. Let's use the number 256 as an example.
The calculation that is automatically done is the following

The most important calculation to do is to work out the positional values for that system. The positional value is based on the powers
of the number systems base value.

Visit us at: www.sarvaindia.com Licensed by Govt. of India 1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -11-

[Power of the base |[10° |[10° |[10? |[10" |[10° |
Calculation 10x10x10x10  ||10x10x10 10x10 The value of the base gn;/lvcg;gbfr tothe power 0 ‘
|= Position value  |[10,000 |[z000 |[z00 |[20 |l |

Write down the Positional values for the number system you are using so for Denary we would write:

Position value ||10,000 |{z000 |[100 |[10 [[z |I

Underneath the correct positional value write in your number:

[Position value ||10,000 ||1000 |[100 |[10 [[z |
[Enter Number | | |[2 |l5 |l6 |

The calculation that is done:

[Position value ||10,000 |[2000 |[200 |[10 I |
[Enter Number I || |E |ls |l6 |
[Required Calculation I || |[100x2 |[10x5 |[1x6 |
[This equals I I |[200 |[50 I8 |

Add the 3 results 200 + 50 + 6= 256.

You can convert a number in any number system to a denary number using this calculation. Ensure you use the positional values for
the number system you are using.

Denary Numbering (base 10) sometimes called Decimal system
The decimal system name should not be used because of confusion that this could be thought as introducing the decimal point and

money systems. Uses numbers 0, 1, 2, 3, 4, 5, 6, 7, 8, 9, that's 10 numbers. Hence base 10. Radix is another name for base 10.
Adding 1 to 9 we must introduce an additional column to the left i.e. 10

[Power of the base |[107 |[10° |[107 |[10* |[10° |
[Position value ||10,000 ||1000 |[100 |[10 |[z |

A byte of memory can store a number in the range 0 to 255 Denary.

Binary Numbering (base 2)

A series of eight bits strung together makes a byte, much as 12 makes a dozen. With 8 bits, or 8 binary digits, there exist 2"8=256
possible combinations

Uses numbers 0, 1, that's 2 numbers. Hence base 2. Binary numbering is the number system that is used by computers.

Note: The positional value doubles as you go to the next positional on the left.

Power of the base 2 28 2° 2! 2°

Positional value 16 8 4

A binary digit is called a bit. There are two possible states in a bit, usually expressed as 0 and 1, the two numbers used in the binary
number system. But the bit could represent on / off of an electrical circuit, yes / no, true / false, -1 /0, -1/ +1, zero / non zero, or
similar 2 state binary wording.

Visit us at: www.sarvaindia.com Licensed by Govt. of India 1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -12 -

A byte of memory can store a number in the range 00000000 to 11111111 binary.
Numbers are often displayed in groups of 4, as follows, to make them easier to read 0000 0000 to 1111 1111 binary.

How to Convert Binary to Denary?

Convert 1011 binary to denary:

Positional value 16 8 4 2 1
|Enter Number | 1 0 1 1
|Required Calculation | 8x1 4x0 2x1 1x1
|This equals | 8 0 2 1

Add the 3results 8 + 0 + 2 + 1=11.
Therefore 1011(One Zero One One) binary = 11 (Eleven) Denary

Hexadecimal Numbering (base 16)

Uses numbers 0, 1, 2,3,4,5,6,7, 8,9, A, B, C, D, E, F, that's 16 numbers. Hence base 16..
A=10 Dec, B=11 DEC, C=12 DEC, D=13 DEC, E=14 DEC, F=15 Dec. By using the letters A-F a single digit only requires a single
position (column).

[Power of the base |[16" |[16° |[162 |[16® |[16° |
[Positional value  |[65536 |[4,006 |[256 |[16 |[z |

A byte of memory can store a number in the range 00 to FF Hex.

Hexadecimal numbers are often displayed in groups of 2, to make them easier to read. E.g.
10 AF 3C 9F

A single hexadecimal number requires 4 units of binary numbers. This makes it reasonably easy to convert between these two
numbering systems. E.g.

1=0001
9=0101
A =1010

Octal (base 8)

Uses numbers 0, 1, 2, 3, 4, 5, 6, 7, , that's 8 numbers. Hence base 8..

A byte of memory can store a number in the range 0 to 377 Oct.

Power of the base ||8* g g8? gt g8°

[Positional value  |[4096 |[512 ||64 |l8 |[z

Binary Systems
The Binary system is used by digital devices such as computers.

Consists of two possible states such as On - Off, Yes - No, True - False, Zero - Non Zero and possibly more confusing in
programming -1 and 0.

These states are usually represented by either the number 0 or 1 of the binary number system.
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Computer Hardware: Input & Output Devices

Input and Output Devices

The input device can accept data in some suitable form and translate it into sequence of electrical pulses for inputting into the central
processor. Similarly output devices accept data from CPU in sequence of electrical pulses and represent it in suitable form for
human beings. So the input and output unit of a computer system establish the communication between the system and its users.

1.

Key-board

The keyboard is the most important input device of the computer. The computer and its other peripherals are mostly used with
the help of a keyboard only. All commands are given through the keyboard. The keyboard of a computer is similar in many ways
to keyboard of typewriter except that a computer's keyboard has many more keys, more capable and can do several more
functions. Keyboards are mainly of three types (on the basis of number of keys). 84,87,101,106 keys keyboard.

The standard IBM-PC keyboard can be divided into three general areas:

o Typewriter area: Having the standard set of alphabet letters and number keys.
e Function keys: F1 through F10 or F12 which have different functions de pending on the software.

e Numeric Keypad: Having cursor control and number keys some keys on this pad has dual roles.

e Cursor Control Key: by this button we can leave. Right, upper and down side. By using M line or one character to second

character easily. Other four control
key (HOME, END, PGDN, PGUP).
HOME key is use to transfer cursor
on top .END key is use to transfer the
control on the end of page. PGUp key
is use to transfer the control on top of
the page. PGDN is use to transfer the
control on the next page.

e NUMERIC KEY: In right side of
keyboard numeric key pad. These
Key pad like a calculator but some
key use a double function for example
(.) key use as Del. (1) key is use as
END, (9) key use as PGDN, (7) key is
use as HOME . When the on of num
Lock the key pad work as calculator
and off position the pad perform
special function.

e CAPSLOCK: Generally,any character
type in small letter. On the Position of
CapsLock on, the Character type in
Capital letters. On the off the
character type in small letter.

Escaps
!f".g}' |

Function
Kay

F1 through F12

nternal Misraphonn

Spedhet

Insart Koy
(JAWSE Koy}

Juroll Lock
Ly

Uclete, Homae,
Page Lp,
Fage Dawn, End

— Application Key

I
Windows Key

o Shift key: In every key board print two characters on the key. One is upper side and second is lower side. By press the shift
key, we type the upper letter of key. On the position of Caps Lock all the character will type in small letter.

e Ctrl & Alt: For perform special function use these key with the combination of other key. use of These key are depend on
different software. For example the CTRL key use with C for terminate any command in DOS. By pressing CTRL, ALT and

DEL key we can restart of computer.

o ENTER KEY: At the ending time of instruction, we use these key. In other side we use these key for changing the line at the

typing time.

e PAUSE KEY: By using these key, we can break the scrolling of computer Screen.
e TAB KEY: By using of these key we can skip the cursor on decided point, by default setting these point on half inch position.
We can change these as per our requirement. For Paragraph, Column, Text and Table Setting time use these Tab Key.

o ESCAP KEY: By using these key we prevent to execute rest of command.

e PRINT SCREEN: By using these key we can print the information of the screen.
o DELETE KEY: By these key we erase the character. By using these key, the character erased on cursor position.
e Back Space Key: By these key we can erase the character. But the last character will be erased not inside character.
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2.

Mouse

The Invention of Mouse in 1977 by the PRAGLUSH C ENJELVART on stefoun
Laboratory. Mouse is an input device shown in Fig. that is used with your personal
computer. It rolls on a small ball and has two or three buttons on the top. When you rolls
the mouse across a flat surface the screen censor mouse in the direction of mouse
movement. The cursor moves very fast with mouse giving you more freedom to work in
any direction. In mouse there are two metal wheels whose axes are at right angles.
Each wheel of the mouse is connected to encoder which emits electrical pulses for
every incremental rotation of wheel. When the mouse is rolled, its movement is sensed
by the two wheels in two perpendicular directions. The visual feedback is given by the
censor on the monitor screen.

Light Pen

A light pen is a pointing device. It is used to select a displayed menu option on the CRT. It is a
photosensitive pen like device. It is capable of sensing a position on the CRT screen when its tip
touches the screen. When its top is moved over the screen surface, its photocell sensing element
detects the light coming from the screen and the corresponding signals are sent to the processor.
The menu us a set of programmed choices offered to the user. The user indicates his choice by
touching light pen against a desired description of the menu. The signals sent by the light pen to the
processor identify the menu option.

Joystick

The joystick is mostly used in children's games. It is an input device with me-chanica push button. It is used to
control the cursor and for issuing commands. It consists of a long handle with four switches arranged in four
directions. (East, West, North, South) The switch is activated in that directions and the cursor which moves on
the screen in the directions in which the Handle moved.

Track Ball
N\ Trackball is another type of input device, which is used in lap-top computers. It is fixed on the board, cursor on
D\) the screen is moved in a direction according to the Trackball is moved. Trackball is a circular ball.

Scanner

The keyboard can input only text through keys provided in it. If we want to input a picture the
keyboard cannot do that. Scanner is an optical device that can input any graphical matter and
display it back. The common optical scanner devices are Magnetic Ink Character Reader (MICR),
Optical Mark Reader (OMR) and Optical Character Reader (OCR) as discussed below:-

Magnetic Ink Character Reader (MICR)
This is widely used by banks to process volumes of Cheque and drafts. Cheque is put inside the MICR. As they enter the, reading
unit the Cheque pass through the magnetic field which causes the read head to recognize the character of the Cheque.

1624675 1 1001
Date  ARGSS008

Pay to the W
order of CHtittan FBogorot 8] raza0

Fne Aendred and s and no 700

.'g.}d
-
— First Trust Bank of California
0 420 Culver Avenue
Irvine, CA 92714

Signature

5 Sacurlty
Dollars E| f iy
n

Eack

MERO:
LO0LLSLBASGEZA0SRLO P WOLS

IL This is a sample of the required MICR encoded line
including the USA bank’s ABA routing number.

MICR
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Optical Mark Reader (OMR)
An optical mark reader (OMR) is able to rapidly read specially designed —_—
candidate answer sheets, such as the double sided sheet in use at Curtin. OMRASFS*

Optical mark readers look for the presence or absence of shaded areas on :
the form, in specified fields filled in by students to indicate their choice of
answer. Other information such as student name / ID number can also be
captured this way. Note that although they are often called scanners, such
readers don't usually produce an image of the form. Instead, they produce
an output file containing data obtained from reading the form fields. o

Optical Character Reader (OCR)

This techniques units the direct reading of any printed character. Suppose you have
a set of hand written characters on a piece of paper. You put it inside the scanner
of the computer. This pattern is compared with a site of patterns store inside the
computer. Whichever pattern is matched is called a character read. Patterns that
cannot be identified are rejected. OCRs are expensive though better the MICR.

v

Optical Bar Code Readers (OBCR)
This method uses a number of bars (lines) of varying thickness

and spacing between them to indicate the desired information. 03862
Bar codes are used on most manufactured retail products.
Optical bar reader can read such bars and convert them into

0"%27011"00350"" ¢

electrical pulses to be processed by a computer. The most
commonly used bar code is Universal Product Code (UPC). The
UPC code uses series vertical bars of varying widths. These
bars are detected as ten digits. The first five digits identify the
supplier or manufacturer of the item. The second five digits
identify the product. BAR CODE

Visual Display Unit (VDU)

It is nothing but a high resolution TV without sound section and tuner. It is used to display text entered through keyboard. Each
character is displayed by the matrix 5, 7 dots. A display unit normally has 80 characters per horizontal lines and 24 such lines on
the screen. The VDC consists of a Cathode Ray Tube (CRT) which produces a brain of electrons that makes the picture on the
screen.

The monitor or VDU available in various forms:
e Monochrome monitor

¢ RGB monitor (Red, Green and Blue)
o Color Monitor

-
Monochrome Monitor RGB Monitor Color Monitor

Printer

Here is the information about different types of printers you should be
aware of. The main categories are: - laser printers, ink-jets, dot-matrix,
multifunctional, etc. Normally home computer users will use ink-jets as
they are relatively cheap but superior in quality to dot-matrix. Laser jets
and other printers created by new technology are more expensive and
more commonly found in the offices.

Ink-jets (bubble-jets): printers spray ionized tiny drops of ink onto a
page to create an image. This is achieved by using magnetized plates
which direct the ink's path onto the paper in the desired pattern. Almost
all ink-jets offer a color option as standard, in varying degrees of
resolution. Ink-jet printers are capable of producing high quality print
which almost matches the quality of a laser printer. A standard ink-jet printer has a resolution of 300 dots per inch, although
newer models have improved on that. As arule color link-jet printers can also be used as a regular black and white printer.
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Laser printers: operate by shining a laser beam to produce an image on a drum. The drum is then rolled through a pool, or
reservoir, or toner, and the electrically charged portions of the drum pick up ink. Finally, using a combination of heat and
pressure, the ink on the drum is transferred onto the page. Laser printers print very fast, and the supply cartridges work a long
time. Color laser printers use the same toner-based printing process as black and white (B/W) laser printers, except that they
combine four different toner colors. Color laser printers can also be used as a regular black and white laser printer.

LED/LCD printers: are types of electro photographic printers that are identical to laser printers in most ways. Both LCD (liquid
crystal display) and LED (light-emitting diode) printers use a light source instead of a laser to create an image on a drum. In most
contexts, "laser printer" covers LCD and LED printers as well. The print process is almost identical, but LED printers use Light
Emitting Diodes to charge the drum, and the other uses Liquid Crystals. These printers produce a very high quality text and
graphics print out.

Impact (Dot-matrix) printers: use a set of closely spaced pins and a ribbon to print letters or other characters on a page. These
printers actually impact the page to print a character, much like a typewriter. Dot-matrix printers vary in terms of speed and the
number of pins they have. They can run at a speed anywhere between 50 and 500 CPS (Characters Per Second). The number
of pins, which can vary between 9 to 24, determines the quality of the print job. Dot matrix printers are commonly used for
printing invoices, purchase orders, shipping forms, labels, and other multi-part forms. Dot matrix printers can print through multi-
part forms in a single pass, allowing them to produce more pages than even high-speed laser printers.

Solid Ink printers: are page printers that use solid wax ink sticks in a "phase-change" process. They work by liquefying wax ink
sticks into reservoirs, and then squirting the ink onto a transfer drum, from where it is cold-fused onto the paper in a single pass.
Solid-ink printers offer better color consistency than do most technologies, with little variation caused by changes in temperature,
humidity, or type of paper. Solid ink machines have better reliability, because they have fewer components in comparison, for
example with color laser printers.

Dye Sublimation printers: are professional devices widely used in demanding graphic arts and photographic applications. True
these printers work by heating the ink so that it turns from a solid into a gas. The heating element can be set to different
temperatures, thus controlling the amount of ink laid down in one spot. In practice, this means that color is applied as a
continuous tone, rather than in dots, as with an inkjet. One color is laid over the whole of one sheet at a time, starting with yellow
and ending with black. The ink is on large rolls of film which contain sheets of each color, so for an A4 print it will have an A4-size
sheet of yellow, followed by a sheet of cyan, and so on. Dye sublimation requires particularly expensive special paper, as the
dyes are designed to diffuse into the paper surface, mixing to create precise color shades.

Portable printers: are usually fairly lightweight and sometimes carry the option of using a battery instead of drawing power from
the computer. Usually they realize basic print resolutions suitable for plain text printing. You can find on the market the following
types of the portable printers: Thermal printer, Thermal transfer printer and Ink-Jet printer. The main advantage of thermal and
thermal transfer printers is that they can be very small. The smallest thermal and thermal transfer printers weigh approximately
one pound. Usually the ink-jet portable printer weighs more than 2 pounds. Thermal printers require a special type of paper.
Plotters: are large-scale printers that are very accurate at reproducing line drawings. They are commonly used for technical
drawings such as engineering drawings or architectural blueprints. The two basic types of plotters are called flatbed plotters and
drum plotters. Flatbed plotters are horizontally aligned with a flat surface to which a piece of paper is attached. The paper
remains stationary and the printer moves pens across the paper to draw the image. Drum plotters, also called upright plotters,
are vertically positioned. They have a drum that the paper rolls on. Drum plotters usually make more noise and are more
compact than flatbed plotters.

Digital Photo printers: Many middle range printers are now able to print photo quality images. Usually an option with color
printers, specialist photo print heads allow a greater resolution to be achieved to improve photo image quality. Photo ink jet
printers expand their gamuts by adding additional ink colors, usually light cyan and light magenta.

Network printer; is a printer that provides output capabilities to all network users.

Multifunction printers: combine top-quality color ink-jet or laser printing with plain-paper and PC faxing, color copying and color
scanning, telephoning- all in one convenient, space-saving machine. If you work from home or have a small office a
multifunctional device may be ideal.

Bravo Auto Printer: is the world's first automated CD/DVD printing system that can truly be called innovative. It combines
automatic, robotic-based CD or DVD printing along with full-color, 2400 dpi disc printing all in one compact, desktop unit.

Printers for banking: these printers realize innovative technology and functionality to increase productivity, and reduce costs.
EZ CD/DVD Printers: provide a low cost way to create professional printed CD-Rs and DVD-Rs. Instead of writing on the CD or
applying labels, you can print directly on the CD surface! With high speed capabilities, a full color image can be printed directly
on the top surface of your CDs in less than 1 minute.

Label Printers: are the smartest way to print labels one at a time. The printers allow easy installation. You can get high-quality,
professional results every time.

Versalaser: (Universal Laser Systems Inc.) is peripheral tool, that can transform images or drawings on your computer screen
into real items made out of an amazing variety of materials... wood, plastic, fabric, paper, glass, leather, stone, ceramic, rubber...
and it's as easy to use as your printer. 2 models of VersalLaser have 16"x12"(VL-200) and 24"x12" (VL-300) work areas.

3D Printers: (Z Corporation). The ZPrinter 310 System creates physical models directly from computer-aided design system
(“CAD”) and other digital data in hours instead of days.

The printer is fast, versatile and simple, allowing engineers to produce a range of concept models and functional test parts
quickly and inexpensively. The system is ideal for an office environment or educational institution, providing product developers
easy access to a 3D Printer.
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The term memory identifies data storage that comes in the form of chips, and the word storage is used for memory that exists on
tapes or disks. Moreover, the term memory is usually used as shorthand for physical memory, which refers to the actual chips capable
of holding data. Some computers also use virtual memory, which expands physical memory onto a hard disk.

In other words, Memory Unit is that component of a computer system, which is used to store the data, instructions and information
before, during and after the processing by ALU. It is actually a work area (physically a collection of integrated circuits) within the
computer, where the CPU stores the data and instructions. It is also known as a Main/Primary/Internal Memory. Types of Memory:
(1) Primary Memory (2) Secondary Memory (3) Cache Memory.

1. Primary memory: It has following three types:-

(A) Rom (Read Only Memory)

Read only Memory is an essential component of the memory unit. We know that the computer,
being machine, itself has no intelligence or memory and requires instructions, which are given
by man. Whenever the computer is switched on, it searches for the required instructions. The
memory, which has these essential instructions, is known as Read Only Memory (ROM). The
memory is permanent and is not erased when the system is switched off. As appears with its
name, it is read type of memory i.e. it can be read only and not be written by user/programmer.
The memory capacity of ROM varies from 64 KB to 256 KB (1 Kilobyte = 1024 bytes)
depending on the model of computer.

ROM contains a nhumber of programs (set of instructions). The most important program of ROM

- WK,
‘ zggzeﬁéﬁ’lés is the Basic Input Output System (BIOS, pronounced as "bye-os") which activates the
i j hardware (physical components of computer) such as keyboard, monitor, floppy disk etc. in

communicating with the system and application software (set of instructions or programs).

There are following Types of ROM:

Mask ROM: There are many type of ROM chip. In this type of ROM, the information is stored at the time of its manufacturing. So, it
cannot be altered or erased later on.

PROM: A PROM is a memory chip on which data can be written only once, a program has been written onto a PROM, it remains
there forever. Unlike RAM, PROMSs retain their contents when the computer is turned off. The difference as between a PROM and a
ROM (read-only memory) is that a prom is manufactured as blank memory, whereas a ROM is programmed during the manufacturing
process. To write data onto a PROM chip, you need a special device called a PROM programmer or PROM burner. The process of
programming a PROM is sometimes called burning the PROM.

EPROM: EPROM is the acronym for Erasable programmable Read-Only Memory, and pronounced ee-prom, EPROM is a special
type of memory that retains its contents until it is expos-ed to ultraviolet light. The ultraviolet light clears its contents, making it possible
to repro-gram the memory. To write to and erase an EPROM, you need a special device called a PROM programmer or PROM
burner.

EEPROM: Electrically Erasable programmable Read-only Memory or EEPROM is a special type of PROM, that can be erased by
exposing it to an electrical charge, like other types of PROM, EEPROM retains its contents even when it is turned off. Also like other
types of ROM, EEPROM is not, as fast as RAM.EEPROM is similar to flash memory (sometimes called flash EEPROM). The Principal
difference is that EEPROM requires data to be written or erased once byte at a time whereas flash memory allows data to be written
or erased in blocks, this makes flash memory faster.

(B) RAM (Random Access Memory)

Random Access Memory is another important component of the Memory unit. It is used to store data and
instructions during the selection of programs. Contrary to ROM, RAM is temporary and is erased when the
computer is switched off. RAM is a read/write type of memory, and thus can be read and written by the
user/programmer; this memory is known as random access memory. The memory capacity of RAM varies
from 640 KB to several megabytes (1 Megabyte = 1024 KB) with different models of PC. There are two
types of RAM: (i) Static Ram (ii) Dynamic RAM.

(i) Static Ram: is one that can store datas long as power is supplied to chip. These memories have the properly that their contents
are retained as long as power in kept on seconds, minutes, hours even days. The advantage of Static RAM are- No refresh
necessary, simplified timing requirements & Higher Speed.

(i) Dynamic RAM- Dynamic RAM are memory device in which the stored data will not remain  permanently stored, even with
power applied, unless the data are periodically written into memory. The dynamic memory cell of DRAMS retains data for only
a limited time typically 10 nano second after which the data are lost. The advantage of Dynamic RAM are- High storage
capacity, less power requirements, less expensive & Data can not be stored permanent.
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(C) Complentary Metal Oxide Semiconductor Memory (CMOS):

CMOS memory is used to store the system configuration, data, time and other important data. When the computer is switched on
BIOS matches the information of CMOS with the peripheral devices and display error in case of mismatching.

2. Secondary Memory (External Storage Devices)

The purpose of external storage is to retain data and programs for future use. For example a program may be required at regular
intervals. It such information is stored in an external storage media, then one can retrieve it as and when necessary, thus avoiding
repeated typing. Any number of files containing information is stored on external media. Since they are permanent (they are not
erased when the equipment is turned off) one can store a long a long file on external media, and later on work on it in sections,
keeping all the sections in storage except the one currently in use. The popular external storage media used with computers are:
(A) Floppy Disks (B) Hard Disk (C) Magnetic Tapes (D) Optical Disk.

(A) Floppy Disks

The most common storage medium used on small

today is floppy disks. It is a flexible plastic disk

coated with magnetic material and looks like a
phonograph record. Information can be recorded

or read by inserting it into a disk drive connected

to the computer. The disks are permanently
encased in stiff paper jackets for protection and s Cover
easy handling. An opening is provided in the

jacket to facilitate reading and writing Of 45 -
information. Floppy disks are available in two
standard sizes. One is 8-inch size and the other
inch, which is frequently referred to as the mini floppy. An 8-inch floppy
holds much more information than a 51/4inchminifloppy. The actual volume of
information depends not only on size but also on the density with which
information can be recorded. The 5** inch floppy has become a standard one
in industry. Recently, 3¥* inch floppy 5%* disks have been announced for use
in portable computers.

Hub Ring

Wrize Protect Notch

[ecdex Hole

1/4
5

Storage Organization of Floppy Disk:

Data is recorded on disks in circular bands referred to as tracks. The read/write heads are designed to move in smaller increments
across the data access area of the disk to find the appropriate tracks. As the precision of positioning. The read/write head increases
width of the tracks become thinner. As the precision of positioning. The two most common track densities in use today are 48 tracks
per inch (tpi) and 96 tpi. The recording surface of a 5-1/4 inch disk is straightly less than 1 inch therefore the usable tracks per inch
are 40 or 80 in most case. Typically a disk is divided up into eight or nine sectors are equal wedge shaped areas used for storage the
point at which a sector intersects a track is used to reference the data location. The track number indicates where to position. The
read/write head and the sector number indicate when to activate the read/write heads as the disk spins.

Disks and drives are identifies as being either hard sectored or soft as below:-

e Hard Sectored Disk: Hard sectored disks always have the same numbers and size of sectors. The presence of the hard sectored
marks allows date to be retrieved from the disk with less effort then from of double-sided, double density soft sectored disk. Hard
sectored disks have been used most often with dedicated computer system that Handel the manipulation and production of text.

e Soft Sectored Disk: Today most microcomputer systems use soft sectored disk. Soft sectored disk are marked magnetically by the
user's computer system during a process called formatting or initializing which determines the size and number of sectors on the
disk. IBM PC can have following type of diskette drives: Single Side (160KB/ 180 KB) Double Sided (320KB/360KB), High
Capacity (1.2MB)

(B) Hard Disks

Another magnetic media suitable for storing large volumes of information is the hard disk, popularly known
as the Winchester disk. A hard disk pack consists of two or more magnetic plates fixed to a spindle; one
below the other with a set of read / write heads. The disk pack permanently sealed inside a casing to
protect it from dust and other contaminations, thus increasing its operational reliability and date integrity. In
some hard disk system date is stored in the some way as it is diskettes (floppy). Hard Disk has the
following characteristics are:

e They are rigid metal platters connected to a central spindle.

e  The entire disk unit is placed in a permanently sealed containers.
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e Air flows through the container is filtered to prevent contamination and
e  The disks are rotated at very high speed (usually around 3600PRM)

These Disks drives can have four or more disk platters in a sealed unit. In most of disk these disk units the read/write heads never
touch the surfaces of the disks. A set of disk drives are connected to a disk controller. The Disk controller accepts commands from the
computer and positions the read/write head of specified disk for reading and writing. In order to recorder write in a disk pack. The
computer must specify the driver no., cylinder no., surface no. And sector no., drive no. Should be specified because controller.
Normally controls more than one driver.

(C) Magnetic Tapes

Relatively inexpensive storage media known as magnetic tapes are sometimes used a back-
up media. A standard 2,400 feet tape can store about 40 million characters and can be read
at a speed of 1,60,000 characters per second. Remember that a tape, like music cassette, is
a sequential device and therefore one has to read all previous records to reach a particular
one. However, some computers support cassette tapes which are smaller and cheaper but
slower. The storage capacity of a cassette is around 2, 50, 000 characters.

(D) Optical Disk

T The Optical disk is made by resin material and it is coated by optical material such as Aluminum. Internally,
the disk divided into different concentric circle called tracks and tracks divided into different number of block
called sector. In Optical disk, involves the use of a high power laser beam to bum microscopic spots in an
aluminum surface coating. Data is represented by the presence (binary 1) and the absent (binary 0) of
holes in the storage location. A much lower power laser beam is used to retrieve the data. The patterns
spots detected by the leaser (during the read operation) are converted into electrical signals used by the

computer. Following are the main kinds of optical disks: (i) CD-Rom (Compact Disk- read only memory)

T (if) Write once, read many (WORM) (iii) Erasable Optical Disk

(i) CD-Rom (Compact Disk-read only memory): In this disk the data is imprinted by the disk manufacturer.
The user can not erase, change it, or write on the disk, the user can read only. The data thus type of optical

disk is calling CD-Rom. %
(i) Write Once, Read Many (WORM): This optical disk is also imprinted by the manufacturer but the buyer \ D 4

can write once only. After that they can only be read from then on again, no changes can be made.
(iii) Erasable Optical Disk: In these disks the date can be read/write both operations can be performed.

3. Cache Memory

The speed of CPU is extremely high compared to the access time of primary memory. Therefore the
working of CPU decreases due to the slow speed of primary memory. To decrease the mismatch in
operating speed, a small memory chip is attached between CPU and primary (Main Memory) whose
access time is very nearest to the processing speed of CPU. It is called Cache Memory.

Cache (pronounced cash) memory is extremely fast in memory, built a computer’s central processing
unit (CPU), or beside it away on a separate chip. The CPU cache memory used for instructions that
are needed again to run programs that improve the overall system speed store. The advantage of the
cache memory is that not using the CPU on the motherboard system bus for data transmission. If data
needs to be slowed passed through the system bus, the speed of data transmission capacity of the main board. The CPU can
process data much faster by avoiding the bottlenecks of the system bus created.

Why is it when most programs are open and running, they use very little resources. If these resources are held in the cache, programs
can work faster and more efficiently. All other things being equal, cache is so effective, the system performance for a computer with a
fast processor cache can be a little lower, with benchmarks as a system with a slower CPU with more cache memory have. Cache in
the CPU itself was built, referred to as Level 1 (L1) cache. Cache, which is on a separate chip in addition to the CPU, which is called
Level 2 (L2) cache. Some CPUs have both L1 and L2 cache built-in and appoint each cache chip as a Level 3 (L3) cache.

COMPUTER SOFTWARE

Computer consists of four basic element hardware, software, firmware and human ware. The hardware of computer system alone is
little different to any other complex piece of electronic machinery. The hardware would not work without programs (Set of instructions).
The software directs and guides the operation of each device including CPU. The set of programs which control the activities of
computer system or which may be processed on computer to do some useful work, are called software. As car needs fuel to run,
similarly computer hardware needs software to do anything. Software may be put on disk, cassette, magnetic tape or Semi-conductor
memory.
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So we can say that software is a set of programs documents, procedure and routines associated with the operation of computer
system. In other words, software means a collection of programs whose objective is to enhance the capabilities of the hardware.

Classification of Software
Software can be classified into two broad categories: 1. System Software 2. Application Software. System software performs
computer- related tasks, such as managing input and output devices. Application software performs people-related tasks, such as

human resources and marketing.

1. System Software:

System software performs the basic functions necessary to start and operate a computer. It controls and monitors the various
activities and resources of a computer and makes it easier and more efficient to use the computer. System software is
classified into three categories as follow:

(A) System Control software: system control software includes programs that monitor, control, coordinate and manage the
resources and functions of a computer system. The most important system software is the operating system and DBMS.

(B) System support software: System support software is software that supports, or, facilitates, the smooth and efficient operation
of a computer. There are four major categories of systems support software: utility programs, language translators, database
management systems, and performance statistics software.

(C) Systems Development Software: System development Software helps system developers design and build better system. An
example is computer-aided software engineering or CASE, a collection of programs that assist developers in developing an
information system.

2. Application Software

Application software can be divided into two categories: general purpose software and application dedicated software.
Application software is designed to perform people-related tasks such as payroll, inventory, and sales analysis. There are two
types of application software:

e General Purpose Software: General Purpose software is used to perform common business applications such as word-
processing graphics, payroll, and accounting.

e Special Application Based Software: The second type of applications software is Special application-Based software
which includes specialized, applications designed for every specific purpose. Such a program cannot easily be modified and
adopted for other applications because it is designed to perform a specific task. (Educational related application, Medical
related application and scientific application)

Firmware

A programs by which perform predefined instruction in machine memory called firmware, examples ROM, PROM.EPROM etc.
Humanware

The Human beings who used the computer called human ware.

Computer Language

The functioning of a computer is controlled by a set of instructions (called a computer program). These instructions are written to tell
the computer. What operation to perform? Where to locate data? How to present results? When to make certain decisions? and so
on. The communication between two parties whether they are machines or human beings always needs a common language or
terminology. The language used in the communication of computer instructions is known as the programming language into this
language. The computer has its own language and any communication with the computer must be in its language or translated into
this language. A language is a system of communication. We communicate to one another ideas and emotions by means of
language. Similarly, a computer language is a mean of communication, which is used to communicate between people and the
machine (Computer). Using some computer language a programmer can still the computer what he wants to do.

Computer languages divide in three parts:- (a) Machine languages (low level languages) (b) Assembly (or symbolic) languages,
and (C) High level language.
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Lesson: 5

Operating System
Introduction

An operating system (OS) is software (programs and data) that runs on computers and manages the computer hardware and
provides common services for efficient execution of various application software.

For hardware functions such as input and output and memory allocation, the operating system acts as an intermediary between
application programs and the computer hardware, although the application code is usually executed directly by the hardware.
Operating systems are found on almost any device that contains a computer, from cellular phones and video game consoles to
supercomputers and web servers. Operating systems are two-sided platforms, bringing consumers (the first side) and program
developers (the second side) together in a single market. Some popular modern operating systems for personal computers include
Microsoft Windows, Mac OS X, and Linux. Operating Systems is also a field of study within computer science Operating System is the
medium of interaction (communication) between application program and computer hardware.

In other words, An Operating System is System software which directs the computer in performing tasks that are basics to proper
functioning of the system or commonly needed by system users.

The Operating System serves as the "middleman" between the computer hardware and application software. The Operating System
is the set of software routines that sits between the application program and the hardware. All systems have system software.

Functions of Operating System:
An operating system is an integrated set of system programs whose major functions are:—

Manage resources (CPU, disk, tape, printer, memory, etc.)
Schedule resources

Control Input and Output

Handle error recovery

Manage memory

Manage processor

Schedule tasks and jobs

Provides security

Supplies user commands

VVVVVVVYVY

Operating Systems have developed separately from each other over the last thirty years, occasionally borrowing ideas from each
other and occasionally working in a similar manner to solve common problems of the computer and user.

All computers must have an Operating System. The Operating System controls input and output; makes reasonable effort to control
peripherals and in short acts as the interface between the user, the software, and the hardware.

Operating Systems

MS-DOS

IBM compatible machines used an operating system called MS-DOS. MS stands for "Microsoft" (the trade name), while DOS stands
for "Disk Operating System", which tells us that the original purpose of DOS was to provide an interface between a computer and its
disk drives. Technically, DOS is a high-level interface between an application program and the computer. DOS has been extended
further, allowing programs to handle the tasks of simple memory management, disk operations, and assorted system tasks (e.g.
date/time), user input commands and managing input/output devices i.e. it provides operating instructions for the computer to manage
both hardware and software. Versions 3.1 and up also provided basic networking functions. Beyond this, DOS also provides the user
with the important facility of file and disk management (often referred to as disk-housekeeping).

The development of MS-DOS/PC-DOS began in October 1980, when IBM began searching the market for a suitable operating
system. Later, IBM approached a relatively small company called Microsoft, which specialized in language selling.

Many people said that DOS has no future. It has seen it's heyday and now it's up to high-resolution GUI's (Graphic User-Interfaces -
e.g. Windows 95) to lead the operating system pack. But let's not be too quick to dismiss it. There are many reasons why DOS is an
essential part of many of today's finest systems.

0s/2

Having survived some dark ages since its invention in 1987. Operating System/7 (OS/2) was originally developed as a joint project
between IBM and Microsoft. It's intention was to replace the Disk Operating System (DOS) as the operating system of choice.
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0S/2 included several different applications and programs that you can use to perform a variety of tasks. It is a true multi-tasking
operating system suitable for both desktop and server duties. The OS/2 version 2.1 delivers a robust platform that offers a user-
friendly desktop paradigm, flawless DOS and Microsoft Windows support connectivity to all classes of computers.

Microsoft Windows

Microsoft Windows is a family of proprietary operating systems most commonly used on personal computers. It is the most common
family of operating systems for the personal computer, with about 90% of the market share. Currently, the most widely used version of
the Windows family is Windows XP, released on October 25, 2001. The newest version is Windows 7 for personal computers and
Windows Server 2008 R2 for servers.

It originated in 1981 as an add-on to the older MS-DOS operating system for the IBM PC. Released in 1985, Microsoft came to
dominate the business world of personal computers, and went on to set a number of industry standards and commonplace
applications beginning with Windows XP, all modern versions are based on the Windows NT kernel. Current versions of Windows run
on |A-32 and x86-64 processors, although older versions sometimes supported other architectures.

Windows is also used on servers, supporting applications such as web servers and database servers. In recent years, Microsoft has
spent significant marketing and research & development money to demonstrate that Windows is capable of running any enterprise
application, which has resulted in consistent price/performance records (see the TPC) and significant acceptance in the enterprise
market. However, its usage in servers is not as widespread as personal computers, and here Windows actively competes against
Linux and BSD for market share, while still capturing a steady majority by some accounts

UNIX and UNIX-like operating systems

Ken Thompson wrote B, mainly based on BCPL, which he used to write UNIX, based on his experience in the MULTICS project. B
was replaced by C, and UNIX developed into a large, complex family of inter-related operating systems which have been influential in
every modern operating system (see History). The Unix-like family is a diverse group of operating systems, with several major sub-
categories including System V, BSD, and GNU/Linux. The name "UNIX" is a trademark of The Open Group which licenses it for use
with any operating system that has been shown to conform to their definitions. "Unix-like" is commonly used to refer to the large set of
operating systems which resemble the original UNIX.

Unix-like systems run on a wide variety of machine architectures. They are used heavily for servers in business, as well as
workstations in academic and engineering environments. Free UNIX variants, such as GNU/Linux and BSD, are popular in these
areas.

Some UNIX variants like HP's HP-UX and IBM's AlX are designed to run only on that vendor's hardware. Others, such as Solaris, can
run on multiple types of hardware, including x86 servers and PCs. Apple's Mac OS X, a hybrid kernel-based BSD variant derived from
NeXTSTEP, Mach, and FreeBSD, has replaced Apple's earlier (hon-Unix) Mac OS.

UNIX interoperability was sought by establishing the POSIX standard. The POSIX standard can be applied to any operating system,
although it was originally created for various Unix variants.

BSD and its descendants

A subgroup of the UNIX family is the Berkeley Software Distribution family, which includes FreeBSD, NetBSD, and OpenBSD. These
operating systems are most commonly found on web servers, although they can also function as a personal computer OS. The
internet owes much of its existence to BSD, as many of the protocols now commonly used by computers to connect, send and receive
data over a network were widely implemented and refined in BSD. The World Wide Web was also first demonstrated on a number of
computers running an OS based on BSD called NextStep.

BSD has its roots in UNIX. In 1974, University of California, Berkeley installed its first Unix system. Over time, students and staff in the
computer science department there began adding new programs to make things easier, such as text editors. When Berkely received
new VAX computers in 1978 with Unix installed, the school's undergraduates modified Unix even more in order to take advantage of
the computer's hardware possibilities. The Defense Advanced Research Projects Agency of the US Department of Defense took
interest, and decided to fund the project. Many schools, corporations, and government organizations took notice and started to use
Berkeley's version of Unix instead of the official one distributed by AT&T. Steve Jobs, upon leaving Apple Inc. in 1985, formed NeXT
Inc., a company that manufactured high-end computers running on a variation of BSD called NeXTSTEP. One of these computers
was used by Tim Berners-Lee as the first web server to create the World Wide Web.

Developers like Keith Bostic encouraged the project to replace any non-free code that originated with Bell Labs. Once this was done,
however, AT&T sued. Eventually, after two years of legal disputes, the BSD project came out ahead and spawned a number of free
derivatives, such as FreeBSD and NetBSD. However, the two year wait had set the stage for two projects that would ultimately
eclipse both BSD and UNIX: GNU and Linux.

Mac OS X

Mac OS X is a line of partially proprietary graphical operating systems developed, marketed, and sold by Apple Inc., the latest of
which is pre-loaded on all currently shipping Macintosh computers. Mac OS X is the successor to the original Mac OS, which had
been Apple's primary operating system since 1984. Unlike its predecessor, Mac OS X is a UNIX operating system built on technology
that had been developed at NeXT through the second half of the 1980s and up until Apple purchased the company in early 1997.
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The operating system was first released in 1999 as Mac OS X Server 1.0, with a desktop-oriented version (Mac OS X v10.0)
following in March 2001. Since then, six more distinct "client" and "server" editions of Mac OS X have been released, the most recent
being Mac OS X v10.6, which was first made available on August 28, 2009. Releases of Mac OS X are named after big cats; the
current version of Mac OS X is "Snow Leopard".

The server edition, Mac OS X Server, is architecturally identical to its desktop counterpart but usually runs on Apple's line of
Macintosh server hardware. Mac OS X Server includes work group management and administration software tools that provide
simplified access to key network services, including a mail transfer agent, a Samba server, an LDAP server, a domain name server,
and others.

Plan 9

Ken Thompson, Dennis Ritchie and Douglas Mcllroy at Bell Labs designed and developed the C programming language to build
the operating system UNIX. Programmers at Bell Labs went on to develop Plan 9 and Inferno, which were engineered for modern
distributed environments. Plan 9 was designed from the start to be a networked operating system, and had graphics built-in, unlike
UNIX, which added these features to the design later. It is currently released under the Lucent Public License. Inferno was sold to Vita
Nuova Holdings and has been released under a GPL/MIT

Linux and GNU

Linux is the generic name for a UNIX like operating system that can be used on a wide range of devices from supercomputers to
wristwatches. The Linux kernel is released under an open source license, so anyone can read and modify its code. It has been
modified to run on a large variety of electronics. Although estimates suggest it is used on only 0.5-2% of all personal computers, it has
been widely adopted for use in servers and embedded systems (such as cell phones). Linux has superseded UNIX in most places,
and is used on the 10 most powerful supercomputers in the world.

The GNU project is a mass collaboration of programmers who seek to create a completely free and open operating system that was
similar to UNIX but with completely original code. It was started in 1983 by Richard Stallman, and is responsible for many of the parts
of most Linux variants. For this reason, Linux is often called GNU/Linux. Thousands of pieces of software for virtually every operating
system are licensed under the GNU General Public License. Meanwhile, the Linux kernel began as a side project of Linus Torvalds, a
university student from Finland. In 1991, Torvalds began work on it, and posted information about his project on a newsgroup for
computer students and programmers. He received a wave of support and volunteers who ended up creating a full-fledged kernel.
Programmers from GNU took notice, and members of both projects worked to integrate the finished GNU parts into the linux kernel in
order to create a full-fledged operating system.

Google Chrome OS

Chrome is an operating system based on the Linux kernel and designed by Google. Chrome targets computer users that spend most
of their time on the internet—it is technically only a web browser with no other applications, and relies on internet applications used in
the web browser to accomplish tasks such as word processing and media viewing.

Other

Older operating systems which are still used in niche markets include OS/2 from IBM and Microsoft; Mac OS, the non-Unix precursor
to Apple's Mac OS X; BeOS; XTS-300. Some, most notably Haiku, RISC OS, MorphOS and AmigaOS 4 continue to be developed as
minority platforms for enthusiast communities and specialist applications. OpenVMS formerly from DEC, is still under active
development by Hewlett-Packard. Yet other operating systems are used almost exclusively in academia, for operating systems
education or to do research on operating system concepts. A typical example of a system that fulfills both roles is MINIX, while for
example Singularity is used purely for research.
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Lesson: 6

Introduction

Windows is a personal computer operating system from Microsoft that, together with some commonly used business applications
such as Microsoft Word and Excel, has become a de facto "standard" for individual users in most corporations as well as in most
homes.

The original 1985 version of Windows introduced to home and business PC users many of the graphical user interface (GUI) ideas
that were developed at an experimental lab at Xerox and introduced commercially by Apple's Lisa and Macintosh computers.

In other words, Microsoft Windows is a series of software operating systems and graphical user interfaces produced by Microsoft.

Microsoft first introduced an operating environment named Windows in November 1985 as an add-on to MS-DOS in response to the
growing interest in graphical user interfaces (GUIs). Microsoft Windows came to dominate the world's personal computer market,
overtaking Mac OS, which had been introduced previously.

As of October 2009, Windows had approximately 91% of the market share of the client operating systems for usage on the Internet.
The most recent client version of Windows is Windows 7, the most recent server version is Windows Server 2008 R2, the most recent
mobile OS version is Windows Mobile 6.5.

Current versions of windows

Windows 7: for home and business desktops and portable computers.
Windows 7 Starter: A variant for developing countries and netbooks, in which the Aero theme is not included, nor 64-bit
compatibility. This edition will be available pre-installed on computers through system integrators or computer manufacturers.

e Windows 7 Home Basic: Windows 7 Home Basic will be available in emerging markets such as Brazil, People's Republic of
China, India, Indonesia, Mexico, Pakistan, the Philippines, and Thailand. It will not be available in countries such as Australia,
Canada, France, Germany, The Netherlands, United Arab Emirates, Saudi Arabia, New Zealand, the United States, and the
United Kingdom. Some Aero options are excluded along with several new features.

e Windows 7 Home Premium: This edition contains features aimed at the home market segment, such as Windows Media
Center, Windows Aero and touch-screen controls.

e Windows 7 Professional: This edition is targeted toward enthusiasts and small business users. It includes all the features of
Windows 7 Home Premium, and adds the ability to participate in a Windows Server domain. Additional features include operating
as a Remote Desktop server, location aware printing, Encrypting File System, Presentation Mode and Windows XP Mode.

e Windows 7 Enterprise: (Microsoft Windows NT 6.1.7600) This edition targets the enterprise segment of the market and will be
sold through volume licensing to companies which have Software Assurance contract with Microsoft. Additional features include
support for Multilingual User Interface (MUI) packages, BitLocker Drive Encryption, and UNIX application-support. Not available
through retail or OEM channels, this edition will be distributed through Microsoft Software Assurance (SA). As a result it includes
several SA-only benefits, including a license allowing the running of multiple virtual machines, and activation via VLK.

e Windows 7 Ultimate: Windows 7 Ultimate contains the same features as Windows 7 Enterprise, but unlike that edition it will be

available to home users on an individual license basis. Windows 7 Home Premium and Windows 7 Professional users will be

able to upgrade to Windows 7 Ultimate for a fee using Windows Anytime Upgrade if they wish to do so. Unlike Windows Vista

Ultimate, the Windows 7 Ultimate edition will not include the Windows Ultimate Extras feature or any exclusive features.

(6.1.7600)

Windows Server 2008 R2 for servers.

Windows Web Server 2008 R2.

Windows Server 2008 R2 Standard Edition.

Windows Server 2008 R2 Enterprise Edition.

Windows Server 2008 R2 Datacenter Edition.

Windows Server 2008 R2 for Itanium-based Systems.

Windows HPC Server 2008 R2 for high Performance supercomputers.

Windows Server 2008 R2 Foundation.

Windows Mobile 6.5: for smartphones and PDAs

Windows Home Server: Announced at the 2007 Consumer Electronics Show (CES) in Las Vegas. Windows Home Server is

intended to be a solution for homes with multiple connected PCs to offer file sharing, automated backups, and remote access.

e Windows XP Embedded: for embedded systems requiring parts of the Windows XP infrastructure
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e Windows Fundamentals for Legacy PCs: a low-end version of Windows XP that is intended to be a thin-client that works with
older hardware.

e Windows Embedded CE 6.0: for embedded systems (not based on the Windows NT kernel)

Future versions

Windows 8: Currently being developed as the successor to Windows 7. It will be released in 2011.
Windows 9: A voice-activated operating system succeeded by Windows 8 scheduled to be released in Christmas 2013.

Brief Explanation of popular window version.

WINDOWS 95

We have been using DOS and Windows version that ran on DOS. Now we have Windows version that itself is an operating system.
The look and feel of Windows has been improved and make it easier and faster for us to get our work done. Windows 95 is an
integrated and complete Windows Operating System that starts with the basic functionalities of DOS and Windows.

Windows 95 added major enhancements when compared to Windows 3.11. Some of the new features that Windows 95 have
which Windows 3.11 does not have are:

> Plug and Play, which allowed hardware devices to be automatically installed into the computer with the proper software.

> 32 Bit, 32-Bit operating system allowing the computer to run faster and more efficiently.

> Memory, Windows 95 has an improved memory handling processes compared to Windows 3.11.

> Right mouse click, allows you new access and text manipulation by utilizing both buttons instead of one.

> CD-Player enhanced CD-Player with improved usability and AutoPlay feature.

WINDOWS NT

Windows NT 4.0 is the look and feel of Windows 95 however is a completely different Operating System. Windows NT contains
advanced security features, advanced network support, Full 32-bit operating system, advanced multitasking, user administration and
much more. While NT is a very advanced Operating system it does lack the support of drivers, features, and gaming support when
compared to Windows 95/Windows 98 and is why even today Windows NT is still used primarily by businesses and technical users.

WINDOWS 98

Microsoft Windows 98 is the upgrade to Microsoft Windows 95 Operating System. While this was not as big as release as Windows
95, Windows 98 has significant updates, fixes and support for new peripherals. Today every machine is supporting Windows 98
Operating System. You will also be using Windows 98 as your operating system.

In Windows 98, you can move items that are already in the Start menu by dragging and dropping as well. Simply point to an item, click
the left mouse button, it down as you drag. As with adding a shortcut, hovering over a submenu item opens at submenu, and
Windows displays a divider to indicate where the item would appear if you dropped it. Features of Windows 98 Operating System:
Protection: Windows 98 includes additional protection for important files on your computer such as backing up.

Improved support: Improved support for new digital devices

FAT32: Windows 98 has the capability of converting your drive to FAT32 without loosing any information.

Interface: Users of Windows 95 and NT will enjoy the same easy interface.

Internet Explorer 4.0: Included Internet Explorer 4.0 web browser for net surfing.

Customizable Taskbar: It has added many nice new features to the taskbar which Windows 95 and WindowsNT do not have.
Active Desktop: Includes Active Desktop which allows the users to customize there desktop with the look of the Internet.

VVVVVVY

WINDOWS 2000

Windows 2000 was released on February 17, 2000. Some computer manufacturers were selling computers preinstalled with Win

2000 in January. Windows 2000 is the new name for Windows NT 5.0, the replacement for the current Windows NT 4.0. It employs

the same core technologies as NT, but adds many new ones that were not previously available in NT, such as Plug-and-Play, support

for USB devices, power management, DirectX 7.x, etc. There are different types of versions of Windows 2000:

e  WINDOWS 2000 PROFESSIONAL: Windows 2000 Professional is the workstation edition of Windows 2000.

e Windows 2000 Server/Advanced Server: Windows 2000 Server/Advanced Server is the server edition of Windows 2000, which
is designed to serve small to mid-sized businesses and workgroups. Server supports up to 4GB of physical RAM and up to 4
processors per computer. Advanced Server supports up to 8GB of RAM and 8 processors per computer.

e Windows 2000 Datacenter Server: Windows 2000 Datacenter Server is designed for large businesses and computer clusters.
Datacenter supports up to 32 processors per computer and up to 64GB of RAM, as well as built-in clustering and load-balancing
features.

WINDOWS XP

It is produced by Microsoft for use on personal computers, including home and business desktops, laptops and media centers. First
released to computer manufacturers on August 24, 2001, it is the second most popular version of Windows, based on installed user
base. The name "XP" is short for "eXPerience.
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WINDOWS 7

is the current release of Microsoft Windows, a series of operating systems produced by Microsoft for use on personal computers,
including home and business desktops, laptops, netbooks, tablet PCs, and media centerPCs. Windows 7 was released to
manufacturing on July 22, 2009 and reached general retail availability worldwide on October 22, 2009, less than three years after the
release of its predecessor, Windows Vista. Windows 7's server counterpart, Windows Server 2008 R2, was released at the same
time.

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

WINDOWS 8

is the official name for the next version of Microsoft Windows, a series of operating systems produced by Microsoft for use on personal
computers, including home and business desktops, laptops, netbooks, tablet PCs, and media center PCs. According to unofficial
sources, the release date for Windows 8 has been set for October 2012.

How to start up windows.

After a few seconds you'l see the VYlndqws % Open Offics Dacument N (5 accessibiity v

start-up logo. Now the Windows 'starting Adiinistrative Tool N c ot R
. rinisCrakiye 1ools -7 ammunications

screen-the Desktop-appears as below: @ windows Update .

Depending on your computer and the options Adobe Acrobat 4.0 ¥ = Entertainment r

you have chosen, you may see different Confacal Assistant v = Games »

Programs
desktop on your computer.) g Microsoft Cffice Toals ¥ U=| Microsaoft Script Debugger  *
Starting with the " Start" Menu Dacuments 3 Metscape Communicator  * Uss] Swskem Tools L
QuickTime v [ Address Book
. . Sektings 4 —
When you click the Start button using Mouse, ? Startup ¥ G Caloulator
you see a menu that contains everything you search » WinZip - Cormmand Prompt

% [ 1] Y e ] O ) () ) ) (A )

need to begin using Windows. Inkernet Explorer 2] maging
To select an item from the menu, move the Help Microsoft Access | Hotepad
mouse around the menu box and click on it. ) 5l .
. L . Microsoft Excel Y paint
Also, there is a highlighted shaded color which RUM... i ]
moves along with mouse pointer inside the Micrasaft FrantPage 3 synchronize
menu. Microsoft PowerPoint 2] windows Explorer
Shut Dowr. .. ) -
Microsoft Word _:F WordPad
An overview of each command is shown g u o] & & [z Outlook Express |

below:-

Note: Depending on your computer and the options you have chosen, you may see additional items on your menu.
H - Selecting Menu Commands:
Command |Does this
- — — Once a menu is open, you can select any of the
Programs Displays a list of Programs you san start. highlighted commands in the menu. You can
Documents | Displays & list of documents that you've openad praviowshy, also select any of the menu commands in any
of the following ways:
Setting Displays a list of system companents for whish you ean change setfing. *By typing the underlined letter in the command
Find Enables you to find a folder fil. name. L
*By moving the mouse down and clicking on a
Help Starts help. You can then usz the Help Contents, Indes. command’s name.
- - - *By pressing the down-arrow or up-arrow keys
i ] ] o_ C
Run Starts & program or opens a folder when you type an M3-DOE command, on your keyboard to highlight the desired
Shut Down | Shuts doven or restarts you computer, or logs you off, command name and then pressing <Enter>.

u

You can cancel a menu (that is, make the menu disappear without selecting any commands) by simply pressing Esc key or by

clicking from the mouse anywhere outside the menu.
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Special Indicators in Menus

Menus often have special symbols that tell you a little more about the menu commands. For example, notice that many of these menu
commands have additional words or symbols next to the command name. The following are the meanings of these words or symbols:

A Grayed (Dimmed) Command

When a command shown is not highlighted or dimmed or grayed, it means that this choice is not currently available to you. A
command can be dimmed for a number of reasons. For example, if you want to paste the particular item or data you must select that
item or data and then you can access the dimmed commands.

Function of a triangle (>)

A triangle to the right of a menu command means that the command has additional sub choices for you to make. This is called
cascading menu. You can select from the submenu or cascaded menu the same way you select from a normal menu.

Exiting From Windows

After your work is finished, you must shut down the computer. You should not switch off the computer directly. By selecting the shut
down option from start button you can shut down your computer. By clicking on the shut down button you can see your entire desktop
colour changes and menu appears in the middle of your desktop as shown in figure.

What does Accessories mean in window?

Window has word has word processor, calculator,
calendar, etc So to start Accessories click Start on the
Desktop —Program- Accessories.

Following are the accessories in Windows:

Calculator
Character Map
Note Pad
WordPad

Paint

Games

Media Player
Clock

Sound Recorder

©CoNoORrLNE

How to reinstall Windows XP?

First, locate the Windows CD that shipped with your
PC, along with the CDs for your application software. If
you downloaded your antivirus, firewall, or other programs, copy those downloads to a CD or to some other type of removable media.
(If your system didn't ship with a Windows CD, your reinstallation files are situated on your hard drive; I'll describe how to access them
in just a minute.) Also, dig up the instructions that your ISP sent you for configuring your network settings, and keep them close at
hand.

Copy the contents of your 'C:\Documents and Settings' folder (or whichever folder you store your personal files on) to a CD or other
removable medium. Then grab any other critical data and back it up. It helps to collect the installers for the latest drivers for your PC's
graphics card and other hardware, too.

Ready to Reinstall

Now insert the Windows CD that came with your PC, and reboot your system. If you didn't receive a Windows disc with your machine,
the files you need are sitting in a hidden partition on your hard drive. To access them, press the keys indicated on your screen when
you reboot, but before Windows loads. The keys differ from vendor to vendor, so contact your PC's manufacturer if you don't see the
prompt. In many instances, the only available option is 'Return the drive to its factory condition', which destroys all documents, photos,
and other data files on your PC. That's why you made a copy of your data folders.

Visit us at: www.sarvaindia.com Licensed by Govt. of India 1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -28 -

You get more options--including the ability to preserve your files and settings--when you use Microsoft's own Windows XP installation
disc. Make your selection, and follow the on-screen prompts to complete the reinstallation.

Starting Over

Regardless of which option you choose, you'll have to reconfigure your network connections, reinstall some of your device drivers,
and update XP and your applications manually.

To configure your Internet connection, right-click My Network Places, click Create a new connection, and follow the prompts, entering
the appropriate information you received from your ISP.

Once you've re-established your Internet link, you must reinstall and update your firewall, antivirus, and antispyware programs.

Next, check to see which of your device drivers need updates: Right-click My Computer and select Properties, Hardware, Device
Manager. Look for entries with yellow question marks or red exclamation points. A question mark indicates that Windows is using a
generic driver for that device instead of one specifically designed for it; an exclamation point means that the device is not working.

The drivers for graphics boards, sound cards, and printers are most likely to need an update. If you haven't already done so, visit the
vendors' Web sites to download updated drivers to your PC. Run the installer for each updated driver, allowing XP to reboot when
needed, or right-click the entry in Device Manager, choose Update Driver, and step through the wizard, selecting No, not this time to
the Windows Update question, and choosing the specified location option when it appears. When you can navigate to the driver file,
select it and click OK to install it. When you finish updating your drivers, close all open windows.

Updates Galore

Your next stop is Microsoft's Windows Update site. Click Start, Windows Update, and follow the prompts. Since you'll probably be
downloading many megabytes of updates, you might want to find yourself a good book or seek some other diversion while you wait.

When the downloading is complete, you'll be ready to reinstall and update your applications. Don't forget to update your critical apps
as well. Microsoft Office, in particular has some important updates. Download them at the Microsoft Office Online Downloads page.

Once you've restored your applications, begin replacing your data. The first priorities are the My Documents and Application Data
folders, which you'll find in the folder with your logon name inside 'C:\Documents and Settings'. To bring back your Internet Explorer
favorites, restore the contents of the Favorites folder. Also restore the Shared Data and Application Data folders inside 'C:\Documents
and Settings\Shared Documents'. Once you've reintroduced all of your data, your Windows refresh will be complete.

Basic of Window 7

Windows 7 is the latest in graphical operating systems from Microsoft. Its roots go
back to early versions of Windows which acted as a shell on top of MS-DOS.
Today’'s operating system is a distant cousin to the early versions of Windows. You
will find Windows 7 to be a very powerful, friendly, and easy to use operating
system. In the past, Microsoft has been criticized relative to Apple for what was said
to be gaps in power and usability between Windows and Mac OS. Many of these
gaps have now disappeared and in some ways, Windows is easier to use and more
powerful than its nemesis, Mac OS X.

Windows 7 tries to hide a lot of back end processing and is noticeably faster than
Windows Vista at many of the same tasks. You will like what you find in Windows 7.

The first thing you will notice upon booting into Windows 7 for the first time is the

more simplistic feel it provides. Your desktop is not inundated with icons (some with no perceived value to you) and instead a simple
Recycle Bin sits on the desktop. Some PC manufacturers may helpfully provide a bunch of shortcut icons to their favorite applications,
but a clean install of Windows would find a clean desktop. The traditional “Quick Launch” bar is missing and the status bar icons
helpfully hide away so you do not need to see them when you don’t want to. They've added the date to the larger task bar, a great
feature for those of us always running our mouse pointed to the bottom right to figure out what the date is.

At this point, we recommend checking out the new interface. Click on the Start menu, open a few windows. Open an application. It's

going to be a different feel than previous Windows versions, but still feel familiar to you. The first thing we're going to check out is
the Task Bar.
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The Taskbar

The Windows 7 Taskbar is the starting point for almost everything you do in
Windows 7. The first button on the far left is the Start Menu. You'll notice the Quick
Launch toolbar that a lot of us found handy in Windows XP is missing and instead
is replaced with the ability to pin software icons to the bar so that you can quickly
launch it at any time.

On the bar above, the m icon has button outline around it with a second layer behind it. The outline indicates that Internet

Explorer is open and the second layer indicates that two IE windows are open. Contrast this with the E icon which is not open.
Without an outline, the application is simply pinned to the taskbar and not currently open. In the Taskbar image at the top, you can
see Firefox as two layers behind the main one, this indicates Firefox has three or more windows open at a time.

When you run your mouse over the icon on the Taskbar, you will get a preview of the windows currently
open. When you run your mouse over one of the Windows show, it will appear on your screen for you to
preview.

In the taskbar Notification Area (formerly called the System Tray) you will see the first menu, allowing "'j: & P T
you access to all of the hidden notification area icons, and then the other options which have been 8 . .. ... .. ...
pinned to the notification area such as the battery life, windows messages, networking, and audio ST

settings. Additionally, you see the time & current date.

At the far right you see a box with a slight shadow effect. This button is the Show Desktop button and
will minimize your open windows to show you the Windows desktop.

When you click on the show hidden notifications arrow, you will see a popup of all of the notification icons that are currently hidden. If
you'd like to access one of them, simply click on it to open. You can also customize the notification area to include one of those icons
by clicking Customize....

How to Customize the Notification Area

Click on the Show hidden icons button in the Notification Area.

Click Customize...

This opens the Notification Area Icons control panel. To the right of each icon, you have a pull down menu listing Behaviors.

The first option, Show icon and natifications, displays the icon in the notification area and alerts you if the program or utility needs
attention.

The second option, Hide icon and natifications, hides the notifications from view and does not alert you.

The third option, Only show notifications, only displays the icon when the application or utility needs to alert you to something.
Select the menu next to the item you want to customize and change the setting.

When you're finished, click OK to save your changes, or click Cancel to cancel out and keep everything the way it is.

el N S

NG

Just a note, in marketing materials, Microsoft has changed the name of the Taskbar to the Superbar. We've found the help
documentation and options within Windows still refer to it as the Taskbar. If you see something on the web referring to the Superbar,
they typically mean the Taskbar.

The Start Menu

The Start Menu has not changed much from Windows Vista or Windows XP, but if you're used to earlier versions of Windows, the
Start Menu will be a big change for you. 5

On the left hand side of the
Start menu, you see the icons
you have both pinnedto the
Start menu and the recently
used applications. At the
bottom of the left hand column
is the Search programs and
files text field. You can search
for a file in this field, or launch
a shortcut for any software you
know the name of.

In the right hand column of the

Start menu, you see several § .. ...
shortcuts to libraries — folders — P r—
of documents or files such | —
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as Jeremy, my profile folder; Documents, the equivalent of My Documents in previous versions of Windows; Pictures, the equivalent
of My Pictures in previous versions of Windows; and so on.

The remaining items are shortcuts to the associate utility, such as Control Panel or Help and Support. At the bottom of the right hand
column, you have a Shutdown button shortcut. If you click the arrow to the right of Shut down, you will see different options such as
Restart, Shut Down, or Sleep.

Accessing Help
There are several methods to access Windows help. The most common method of accessing help is to press the F1 key to access

context-sensitive help. This will open the help file to help information specific to the window you're in.

If you're in a software

application, most software developed for Windows supports the F1 key to find context sensitive help.

I U bk =

Windows continues to improve its help system and Windows 7 probably has the best help
and support knowledgebase versus any of the previous versions of Windows. When you
select Help and Support from the Start Menu, you will start in a simple and clear help
box. We will explore the help and support system in a whole section of this tutorial devoted
entirely to help. The great thing is — since Windows is so common in home and business
environments, no matter what your problem is, you can likely find someone experiencing
the same thing and either find a resolution or a workaround. The trick is knowing how to
ask the right questions!

Online Help

There are many sources of help available online and we explore those in the Getting Help
section of this free tutorial. We've created a great resource in a Windows 7 reference guide
section on Learnthat.com. You can find step by step instructions to do just about anything
in Windows 7.

Working with Windows

Windows is a powerful operating system. It's easy to use, but it's not simple — there is a lot
going on to run an efficient operating system across a variety of hardware platforms and

manufacturers. After you take this tutorial, you will understand how to work with Windows 7 and make it work for you.
If you're new to Windows, let’'s explore some of what’s going on:

Turn on your computer.
Login to Windows if you have gpassword and user account set.

1.
2.

3. Click on the Start menu, _:.H button.

10.

4. Click on the Computer link in the right hand column of the Start
Menu.
5. In previous versions of Windows, this was called My Computer.

© Now, it's just called Computer. This is the center of what's
happening on your computer system. Let's break down this
screen a little for you to understand how to navigate in Windows

6. At the top of the Computer window is -
your address bar. At the left, you ii'-'"'"'“""’ C

have a left and right arrow. Once you ™ b
start navigating into your computer, = E Compter
you can go back or forward through i & Gecwcefin
the path of navigation. For example, ! &% <ommlPerd
if we double-click on our C: drive and * ‘& lerey
go several folders deep, we can click ' = -k
the arrow to take use back to the  *& ‘kmezss
previous level. W Metwok

In the middle of the address bar, you have location of where you are currently at, surrounded by little black arrows. This address
portion of the address bar tells you both where you are at, and the previous and next levels. If you click on one of the arrows, it
will show the path before, or other options you can pursue.

At the far right of the address bar is your search field.

Organize +

Systern properties

Uninstall or change a program

Map network drive Open Control Panel ;,‘; + [ i@l

The next bar is the toolbar. This replaces the old menu based structure (which is still just hiding under the surface). This toolbar
lets you quickly select a destination to manage your computer.
In the left hand side of your explorer window is the shortcut list of items you can quickly click to go to.
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11. On theright hand side, you see the drives on your computer. Double-click to navigate into one.
. | THAT-PCT Workgroup: WORKGROUP Memony: 4.00 GB
= Processor: Pentiumi(R) Dual-Core ...

12. Finally, at the bottom of the window is your information box. In previous versions of Windows, when you needed to find out your
computer name, workgroup or domain, memory, and processor, there were several places you had to go. Help desks and
support centers often need this information and you now have a quick and easy way to access it.

Shutting Down the Computer

As we learned earlier, there is a Shut down button/menu on the Start Menu. Click Start and select Shut down. This will quickly shut
down your computer.
If you click the arrow on the right of the Shut down button, you will be given a list of options for shutdown. Here's a screenshot of my
list of options (yours may be different):
Switch user Switch user allows you to switch user accounts to someone else while remaining logged into the computer. You will
th:ff use this option if someone else wants to use the computer but you do not want to exit out of your open software
applications. Log off logs you off of your account, but does not shutdown the computer. This option takes you back to
a login screen where you or another user could log in. This option leaves the computer turned on.
21&*’ . Lock locks the screen requiring you to login to unlock the computer. The keyboard shortcut to lock your computer is
e Windows Key + L. Restart turns off your computer, then turns it back on and brings you back to the login screen for
you or another user to enter your username and password. Sleep saves what you're currently working on and sets your computer into
a low power mode (not completely turned off). It is in a low power mode, versus completely turned off, so that you can more quickly
start it back up when you want to use it. Hibernate saves what you're currently working on as an “image” of your current system state
to the hard drive. This allows the computer to completely power down. This is often used by laptops — if your battery runs low, the
computer hibernates so that what you're working on is saved until you can plug the computer in and get recharged.

Restart

Customizing Windows 7

Windows is infinitely customizable from the desktop image, colors on
the screen, to the font size, screensaver, and security settings. You will
find just about every kind of look and feel available to make Windows
look and operate how you want it to. In this section of our free Windows
7 tutorial, we're going to look at how to customize the Windows
desktop, change the video settings, customize the start menu, make
the taskbar work for you, and set folder settings. Along the way, you will
learn about power settings, screensavers, and a few tips on how to
make Windows look like an older version — if you want to revert back to
something old school. First, let's explore the Windows desktop.

Lasm

Customizing the Desktop

The Desktop is the background of what you see when Windows first
starts up. It typically contains many icons, but by default only has the Recycle Bin icon. The other icons you see in my 4
desktop above are Shortcuts to start a program. A shortcut is a link to start an application — it's not the application
itself.

As you can see on the icon above, there is a shortcut arrow,IE, indicating this icon is a shortcut and not the actual
application. Here’s the actual application icon, copied to my desktop:

The icon on the left is the shortcut to the application, the one on the right is the actual application file.

You can delete an icon on the desktop by clicking once on it and pressing the Delete key, by dragging it to the Recycle Bin, or by
right-clicking on the icon and selecting Delete.

As in any other folder on your computer, you can store any types of files you wish on the desktop, including folders. We don’t
recommend using the desktop for file storage (that’s what your Documents folder is for), but many people find it easy to store files on
the desktop to retrieve them quickly.

Customizing the Windows 7 Desktop Ven Y Lgeions

Sort by b @ Mediumicons

Refresh Smallicons

When you right-click in an open area on your desktop, you're going to see a list of

options to change settings on the desktop, like this one: Changing the Desktop Views Pt Hutoarange cons
1. Right-click on the desktop and select the View menu. E:;;::;“ in v Hlgniconsto gid
2. If you would like to change the size of the icons, select the size at the top. 8 s Fodersynchonzton | Show desktopicons
3. If you'd like Windows to Auto arrange the icons how it sees fit, select that option. Grachics Propetics. ¥ Show desktop gadgets
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4. Alignicons to grid keeps the icons well aligned where turning off this feature will allow you to place icons where ever you want.

5. If you don't like all those icons cluttering your desktop, you can turn them off using the Show desktop icons — they are still
present, just hidden.

6. Finally, if you're using Desktop Gadgets, you can show or hide them with the final option.

Personalizing Windows

At the bottom of the desktop right-click menus is
the Personalize option. This link opens the Personalization control

panel allowing you to set the user interface to look and feel how PR— e e e st e e

you desire. PO Gt B b s b b, i ey e e i
e Change desktop icons: decide which desktop icons you e (T

want displayed on your Windows desktop. ﬂ

e Change mouse pointers: don't like your current mouse

pointers? Change the cursors and arrows to suit your desires. P———

e Change your account picture: change the image shown at
login and at the top of your Start menu.

In the middle, you will see the different themes available with an 1 “1 * j
ﬂ [ > [

option to obtain more themes online. As you see, several of the

Tk ord Jowri o)

themes have multiple desktop images — these themes will rotate e T Chissnes [Fr—
the desktop images so you see a different picture throughout the )
day. As you scroll down in the middle, you can select from many Busly n __;? ]

different themes to suit your personal style. You also will see a link
near the top for Get more themes online which allows you to find
many other unique themes to install for your computer.

Across the bottom, you can see there are several different options for you to change if you'd like, including:

e Change the desktop background image/colors
e  Change your window colors

e  Change the default Windows sounds

e Change/enable/disable your screensaver

Setting a New Windows Aero Theme

If you would like to set a new theme, it's pretty simple. In the Personalization control panel, click on the theme you're interested in
activating.

Video Settings

There are several things you can customize for the video
settings on your computer. Windows tries to guess the
appropriate screen resolution and settings for multiple Change e appesrance of i dislg
monitors, but you may want to tweak this to meet your

needs. ¥ | .
- o'
1. Right-click anywhere on the desktop and Select |

Screen resolution.

B n dppmun wd Farcesiaicn & Deisliy B Sowen Roiian - | Ay fonTh e R e

2. The Screen Resolution control panel opens. You have D, L Mok P Cicplay =
several options you can change on this screen. If you Frschier [ e———
have several monitors, click on the monitor you'd like [T e, =

to customize. In the screenshot above, you can see |
have two monitors — the internal laptop screen and a
bigger external screen.

3. To change the screen resolution, pull down
the Resolution menu and select a resolution you
would prefer.

4. You can also decide how you would like to handle
multiple monitors. Extend these displays treats the two
monitors as one, allowing you to move windows -
between them. You can also Duplicate the displays, or have the same screen running on both monitors (for example, if you
treat your laptop as docked, you may only want to work with your external screen). You can also decide if you simply want to
have your desktop on monitor 1 or monitor 2.

5.  Once you've customized your display settings, click OK to save your settings.

Mgk deplic | Eoend e dhoplages T
Tkxn prewdy your repn deples i dverw od xiren

for prectha I iy g P
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Customizing the Start Menu

The Start Menu is one of the most frequent places you will go when using Windows 7. As such, Microsoft wanted it to be highly

customizable to work well for you. You can customize the Start Menu to make it work any way you want it to.

1. Right-click on the Start menu and select Properties.

2. Click on the Customize button.

3. There are many options to customize in the Start menu. Scroll through the list to see all of the different features you can
customize.

4. Once you've made any changes, click OK to save your settings.

Customizing the Taskbar

The Taskbar, aka the Superbar, is where your running applications and any programs pinned are located. There are a few options
you can customize on the taskbar, let's explore them:

To access the Taskbar properties, right-click anywhere in an empty area of the Taskbar and select Properties. The first option is
to Lock the taskbar. This locks the current icons in place. Next, you have an option to Auto-hide the taskbar, selecting this option
will hide the taskbar and start menu whenever your mouse is not at the bottom of the screen, when you move your mouse to the
bottom of the screen, the task bar will show. The third option is to Use small icons, this changes the icon size from large to small.
Next, you can move the taskbar to some other location on the screen (such as left, right, or top).

You can change how Windows groups the icons by changing the Taskbar buttons option to always combine, combine when the
taskbar is full, or never combine.

We discussed changing the notification area icons in an earlier section of this tutorial.

Finally, you can change the peek, if you run your mouse to the Show Desktop button at the bottom right of the taskbar; it will show
you a peek at your desktop and temporarily make all of the windows transparent. You can turn this off.

Once you have configured your taskbar, click OK to close the properties window.

Folder Settings

By default, Microsoft tries to protect you from yourself and hides operating

. : . i 2
system files to keep you from messing anything up! However, you may want | Folder Options
to change folder settings to show hidden files, turn off simple file sharing, or [General | View | Search]
show operating system files. Folder views
X . i i : You can apply the view (such as Details or lcons) that

How to Show Hidden Files in Windows 7 EEE you are using for this folder to all folders of this type.
1. Click on the Start menu. Click on Computer. GLIUDEiE [ Resetodes )
2. Click on the Organize button.
3. Click on Folder and Search Options. Advanced settings:
4. Click on the View tab. Flles and Folders -
5. Click on the radio button next to Show hidden files, folder, and E i:x ::E: ﬁz:fl's”e"e”h”mb”a"s

drives. Display file icon on thumbnails E
6. Click OK to show hidden files. Display file size information in foldel.'tips

[] Display the full path in the title bar (Classic theme only)
How to Show File Extensions of Known File Types e e . feldere or e
Windows hides the extensions (such as .doc or .txt) of known file types. You Hd Show hi:denfi'es';foédeﬁ-andfd:':es <+
. . . y ide empty drives in the Computer folder

can shQW these extensions in E>_(plorer if you'd prefer. Hide extensions for known fik types
1. Click on the Start menu. Click on Computer. Hide protected operating system files (Recommended) =
2. Click on the Organize button. Click on Folder and Search Options.
3. Click on the View tab. Restore Defauits
4. Uncheck the checkbox next to Hide extensions for known file types.
5. Click OK to show hidden files. [ ok [ Caneel || ooy

How to Show Protected Operating System Files

Windows hides protected operating system files. You can show these files in Explorer if you'd prefer.

Click on the Start menu. Click on Computer.

Click on the Organize button. Click on Folder and Search Options.

Click on the View tab.

Uncheck the checkbox next to Hide protected operating system files (Recommended).

Click OK to show the protected operating system files.

As you scroll through the Folder Options list, you will see many options you can use to customize how you interact with Windows
Explorer. If you change some options and find out you made a mistake — don’t worry! — just click on the Restore Defaults button to
get things back to normal.

RN
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Getting Help

Windows 7 has the most robust help system of any version of Windows to date. Unfortunately, in the past, Windows has been lacking
a great help system which forced hundreds of thousands of users to find help online or from a friend or relative. Now, the Windows
help system has a much better search system, step by step instructions for many of your common problems, and an occasional video
resource online to watch how to do it.

Accessing Windows Help

There are two ways to quickly access Windows Help, the first is to press the F1 key on your keyboard while the desktop or a Windows
Explorer window is active. The second way is to click the Start menu, then select Help and Support.

At the top of the window, you have several options: go to the
help home page, print the current topic, browse help topics, |hu:-w do Iturn off uac| jo
learn about other support options, and the options menu for

the help system. If you have an idea of what you're looking for, type it into the Search Help text field and press Enter. We're
going to search for. When you press Enter, you will see a list of help topics.

Working with Files and Folders

Windows organizes your files into folders on your storage device, aka hard drive. Folders can contain both files and subfolders,
allowing you to go as deep as you want in file structure and become as organized as you want. In this section of the Windows 7
tutorial, we're going to discuss the Windows 7 file structure, how to manage folders and files, creating zip archives, using the recycle
bin, and creating shortcuts. First, let's start with the Windows 7 folder structure: libraries.

Windows 7 User Files

Microsoft Windows creates a series of libraries to store your personal data in. You can find - Libraries
your libraries by clicking on the Start menu and then clicking Computer. Click on the Libraries link on j D

the left: = ccuments
This will open the libraries on your computer. A Library is not a real folder; it's really a collection of @' Music

files or folders in different locations around your computer. This enables you to; for example, store & Pictures

all of the music on your computer in a single library but in different locations across your hard drive. )

If you click on the 2 Locations link at the top of the library window, you will see a list of all of the B videos

folders and folders in the library. You can Add a location to the library by clicking on the Add button. When you add other locations,
you will start seeing those files in the library.

Creating Folders

A folder is a directory of files and folders on your computer. There are several ways to create a folder. Here's the most common:
1. Open up the folder or hard drive you want to create a folder in. We're going to create a new folder in the Documents library.
2. Click on the Start menu. Click on Documents.

Mew folder

3. Click on the New folder button at the top of the Explorer window.

4. A new folder is create in the current directory. You can start typing to rename the folder.

Renaming Objects

In an explorer window, click once on the file you want to rename, pause a couple of seconds, then click on the file name. It should
highlight so you can rename it.

Alternatively, right-click on the file or folder and select Rename to rename the object.

Moving and Copying Files/Folders
The most frequent way to move or copy files is to drag and drop them. When you drag and drop a file or older from one place on a
hard drive to another place on the same hard drive, Windows moves the objects. If you drag and drop files

from one hard drive to another, Windows copies the files. When you drag and drop, you can do so with your Copy here
right mouse button and at the destination, a popup window will appear asking you which action you'd like to Move here
take. Select which you'd like to do, Copy the file, Move the file, or create a shortcut. Create shortcuts here

You can also use your standard windows keyboard short cuts — copy a file using CTRL+C and paste it using
CTRL+V. You can move a file by cutting it using CTRL+X and pasting it via CTRL+V.

Cancel
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Deleting and Undeleting Files/Folders

When you delete a file or folder in Windows 7, it isn't completely deleted. Instead, the record of the file locator is moved into a special
storage area called the Recycle Bin. It is removed from display from where it is currently residing, but it can be brought back if you
deleted it on accident. This is also important to remember if you're deleting something confidential — make sure you read the section
of this tutorial which discusses the Recycle Bin. If you delete a file or folder on a removable drive such as a thumb drive, it is likely
deleted forever. Click on the file or folder you'd like to delete once and press the Delete key on your keyboard. You will be asked for
confirmation. Alternatively, right-click on the file or folder and select Delete on the pop up menu. You can also drag and drop the
object into the Recycle Bin and this will delete it as well.

Creating Zip Archives

A zip file is a compressed file containing one or more files or folders. Windows integrated in zipping and unzipping files into Windows
Explorer in Windows XP. This feature allows you to combine several files into one, compress it, and then send it to someone or just
use it to reduce space on your computer.

If you are compressing several files, copy them into a single
folder to make it easier to compress. Right-click on the
folder and select Send tothen click on Compressed
(zipped) folder. This will compress the folder into a single
zip file.

e The file icon of the zipped file
appears to have a zipper on it.
You can unzip a zipped file by

right-clicking on it and

!,'. selecting Extract All.
' The Extract Compressed
(Zipped) Folders wizard appears
% = allowing you unzip the contents of
s the file.
Sar‘nple Yideos Using the Recycle Bin

When you delete a file in Windows
7, the file isn’t deleted. Instead, Microsoft moves the record
pointing to the file into the Recycle Bin and stores it there
until the Recycle Bin is emptied. This allows you to easily recover files if you accidentally deleted them. Keep this in mind if you're
deleting sensitive files — they may still be around on your computer somewhere. (In fact, even once you remove them in the Recycle
Bin, they aren't really gone yet. A full deletion/cleaning utility will permanently remove the files). When you open the Recycle Bin on
your desktop, you will see a list of files and folders you deleted.
There are several options available to you:

e  Empty the Recycle Bin (remove all of the files from the list and delete them permanently)
e Restore all items (return them to their original location)
e Restore files one at atime

Restoring an Item from the Recycle Bin

1. Open up the Recycle Bin.

2. Click on the item you would like to restore.

3. Click on the Restore this item button at the top of the window.

4. The item is restored to its original location.
You can also empty the entire Recycle Bin by right-clicking on it and selecting the Empty Recycle Bin option.
Note: when you are deleting a file, you can permanently delete it without sending it to the Recycle Bin by pressing Shift+Delete
after selecting the file.

Creating Shortcuts

A shortcut is a link to a file somewhere else on the computer. A shortcut is commonly used to create icons which link to programs on
the computer, but you could create a shortcut of any file or folder anywhere it is convenient for you on your computer. Right-click and
drag and drop a folder or file into the location you want a shortcut. When you release the right-click button, a popup menu will appear.
Select Create shortcut here to create a shortcut. If you'd like to create a shortcut of a file or folder on the desktop, there is a quick
way to accomplish that. Right-click on the file or folder and select the Send to menu. Click on Desktop (create shortcut).

Managing Users in Windows 7

User accounts in Windows 7 allow you to setup different profiles for different people using your computer. This will keep your settings,
documents, mail files, favorites, and so on separate so you can all lead your own lives on your computer! It's easy to setup and use
multiple accounts in Windows 7 and this section will show you how to create and manage users and setup parental controls so you
know your children will be safer on the Internet.
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Creating Users

You can setup as many user accounts as you wish on your computer, allowing each person in your household to have a Windows
profile with their own documents, desktop images, mail files, Internet Explorer favorites, and so on, so you do not intrude on each
other on one physical computer. You can share files among your different user accounts to make it easy if you want to write a
Christmas letter with your wife, as an example. By default, you setup at least one account when you installed Windows, here’s how
you create another user account:

1. Click on the Start menu and select Control Panel.

ler; Liser connrts arel =amily afoby

B Azd e cemzva wr seozun

W e

2. Click on Add or remove user accounts.

3. Click on Create a new account.

4. Enter the account name you want to use. Select whether or not the user will be a Standard user, one which will not be able to
change some system settings or install some types of software, or an Administrator, a user with full control on the computer.
A Standard user is recommended for most user accounts you will create so that the user does inadvertently cause major
problems on your computer.

5. Click Create Account. A new user account has been created!

-
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Resetting a User’s Password

When you create a new account, by default, it does not have a password set. If you set a password or the user creates their own
password and subsequently forgets it, you can reset the password with any administrator account. If you forget the password of an
administrator account and have no other administrator accounts on the machine, you're in some trouble! To reset the password of a
user on the computer:

Click on the Start menu and select Control Panel.

Click on User Accounts and Family Safety.

Click on User Accounts.

Click on Manage another account. (You can change your own password on this screen if you'd like).

Click on the account you want to reset the password for.

Click Change the password.

Enter a new password, confirm it, and then enter a password hint.

Click Change password to change the user’s password.

ONoarODE

Deleting an Account

If no longer need a user account, you can delete it to remove it from your computer. When you delete an account, you can choose
whether or not save the person’s documents (not their email, however). Once you delete an account, the user’s profile — all of his or
her settings and files — is deleted.

Click on the Start menu and select Control Panel.

Click on Add or remove user accounts under User Accounts and Family Safety.

Click on the user account you would like to delete.

Click on Delete the account.

Select whether or not you want to Delete or Keep the user’s files.

Confirm you would like to delete the account.

The account is deleted and any of the user’s files are copied to your desktop.

NogpwnE

Configuring Parental Controls

Windows 7 contains flexible parental controls you can use to help lock down your child’s account. They aren’'t a good substitute for
parental monitoring and involvement (in other words, an enterprising kid can bypass some of the controls if they’re smart enough and
have the right access level), but it is a good option for young kids or as a baseline of control over what you're children do. The first
step to using parental controls is to setup a user account for your child. Next, let's setup some parental controls:

Click on the Start menu and select Control Panel.

Click on Set up parental controls for any user under User Accounts and Family Safety.

Click on the user account you would like to setup parental controls for.

Turn parental controls on by clicking on the On, enforce current settings radio button.

You have three ways you can control what the user does: time limits, games, and allow or block specific programs. Time limits
allows you to select what hours of what days the user is permitted to logon to the computer and use it. Games allows you to
block all games that use parental ratings or select specific game ratings permitted. You can also block or allow specific games.
Finally, you can allow or block specific programs on the computer. This allows you to allow the user to only use programs you
specify. Once you've set the parental controls you want to enable, click OK.

arwdPE
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Adding and Removing Software in Windows 7

Understanding User Account Control (UAC)

In older versions of Windows (before Vista), Windows had set user
levels and if a user was an Administrator on the machine, anything “s' User Aiccount Conbrol ]
that user did was at the Administrator level. This could cause
problems if a virus or trojan, or some other unwanted program,
gained access to your system. You could become infected and not
even know it!

Microsoft borrowed from the security and stability of other N
operating systems such as Unix, Linux, or Mac OS, and introduced
a feature called User Account Control (UAC). UAC limits
privileges for software applications to those of a standard
user (versus an administrator), and only elevates privileges after
an administrator authorizes the elevation. This is designed to allow Hg
a user to decide if they trust an application before granting it
administrative privileges to prevent malware from compromising the entire operating system. You will see aUser Account
Control window (and the dimming of everything else on your computer) whenever a software application performs a function requiring
administrative privileges, such as when we attempt to change UAC settings. If the account you are logged in with does not have
administrative privileges, you would be required to enter a username and password which does.

Dvo you want to allow the following program to make

" changes to this computer?

Program maemt UserAccountCantral Settings
verfied publisher: Microsoft Windows

w | Show details Vs Mo

Disable User Account Control

You can disable UAC, but it is not something we recommend. UAC does give your computer some protection from rogue software
applications (but as well know not total protection — malware still seems to find its way in). We recommend leaving it active — we don’t
see it too often and when we do, it's quick and easy to determine if it's doing something | want my computer to be doing. However, if
you still want to disable UAC, here’s how to do it:

How to Disable User Account Control (UAC)

1. Click on the Start menu.

2. Inthe search field, type in UAC and click the Change User Account Control Settings link at the top.

3. In the User Account Control Settings window, there is a slider with different level of notifications from Always notify to Never
notify. If you'd like to disable UAC, drag the slider to the bottom and click OK.

4.  When you click OK, you will receive a UAC confirmation dialog box. Click Yes to save your change.

5. Inthe future, you will not receive UAC popup once you disable them.

Installing a Software Program

Software programs for Microsoft Windows 7 typically come with their own setup program. This program installs the software and
configures Windows to support the new software. There are thousands of applications you could install; we'll review the installation
process for Firefox, a web browser and common replacement for the built-in browser on Windows, Internet Explorer.

How to Install Mozilla Firefox

Mozilla Firefox is a free, open source web browser which replaces Microsoft Internet Explorer as the browser of choice for millions
around the world. You can download Firefox at http://www.qgetfirefox.com.

1. Open Internet Explorer to download Firefox.

Y bt s getfinel crcom - | - | X
. : . Firefiox 3.6
2. Type in http://www.getfirefox.com into the Internet Explorer address bar at the top. The address Pree Dowrioad =
will redirect to the download page.
3. Click on the Free Download button to — ——
File Download - Security Warning @ H H sl
download the latest version of Firefox. e 3 5
Do you wank to run or save this file? 4. You will see a security warning from o bt b
Internet Explorer. Click Saveto save |- e
M o Prorsipdse the installation program to your
Type: Application, 7.94MB . . . . - e ‘6 b
From: mirror.informatik.uni-mannheim.de Compl‘Iter' ThIS SECUrlty.Warnlng s
there to make sure a piece of bad e g ==
An || Sae || Concel software such as a malware does not e o
download something without your e .,z
permission. You want to download - =
2 While files from the Intemet can be useful, this file type can . s . = i,
() sl ham your computr you do ot st he surce, do et Firefox, so it's ok to continue. | = e
= run or save this software. What's the risk? NOW, yOU will be presented with ik = T

the Save As dialog box. By default, it =
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will open in your Downloads folder — it's fine to save it there. If you don’'t want to save it there, navigate to another folder. In the
screenshot above, you will see | am downloading it to my desktop.
5. The file will now download. Once it's complete, navigate to the folder you saved the setup program in e {  Fiefox Setap 36
(most likely your download folder). To find the file, click the Start menu, select Computer. On the left, ‘;[:) Ir“"
click on the Downloads link. This will open your downloads folder. ; N
) 6. Find the Firefox Setup 3.x icon and double- - =T

R
LE File  Senus| Bl . . L e ] —
——— click on it. S
e st 2 e 7. Youll see a security alert, click Runto ey e
B Mol LRI AL R T continue. The setup files will extract.
i {on] PRS- ol F ] H . o ] ool s s Wil Pt o Ml
i re— 8. Click Yes on the User Account Control dialog
— 1o g Pl s der ol
Fom  Cramssipioeme Deatop Freian detup Bidee box. [ty e ey s mypeer

ey pryane By mefin e vl PR

9. Firefox setup will start. Click Next>to move
{ forward with installation.
10. Leave the Standard radio button selected and

*n [ e T

< Fmop pom boben oo i i

B e | click Next >.
o . A e 11. Click Next or Install to continue. - -~
- © 12. Click Finish. Firefox is now installed.

Removing a Software Application

There will come a time when you need to remove a software application on your computer. Perhaps it's an old version, you need to
free up space, or you just don't want a software program installed. Here’'s how to uninstall software in Windows 7:
1. Click on the Start menu. Click Control Panel.

i‘*— & Programs
q inctall = proaran
L) Uninstall = program

2. Click Uninstall a program under the Programs section.

3. The Programs and Features control panel opens. It contains a list of all of the programs installed on your computer. Scroll down
until you find the program you want to uninstall.

4. Click on the program you want to uninstall and then click on the Uninstall button at the top.

5. Follow the application setup program to uninstall the software program.

Setting Default Programs

For many years, Microsoft has been fighting antitrust lawsuits from governments worldwide and as a part of the settlement with the
US government; Microsoft has defined a “default program” setting for you to define what application opens up with something needs
to start a Web browser or email. If you don’t desire to use Internet Explorer or Windows Mail, you could set a different default
program. For example, | prefer to surf the web using Firefox and not Internet Explorer, so my default web browser is set to Firefox. In
this section of the free Windows 7 tutorial, we're going to explore how to manage the default programs and change them, if
necessary.

How to Set Default Programs in Windows 7

1. Click on the Start menu.

2. Click on the Default Programs link on the right-hand column of the Start menu.

3. Click on the Set your default programs option.

4.  You will see a list of programs on the left. Click on one, such as Firefox or Internet Explorer to see the options available.

5. You have two options available, Set this program as default, which will set the program to the default for all of the file types and
protocols it can open, or Choose defaults for this program, which allows you to set which protocols and file types to open.

6. Normally, | would like Firefox to handle all web browsing activities, but | will click on Choose defaults for this program for you

to see the file types and protocols it will open.

7. As you see in the list, Firefox handles web pages (such as .html) and web protocols (such as HTTP). If you double-click on a
.html file in Windows Explorer, Firefox will open. If you select an HTTP link in an email, Firefox will load for that as well. We could
selectively choose file types or protocols for Firefox to handle and for Internet Explorer to handle.

8. If you make any changes, click Save, and then click OK to close the Set Default Programs window.

Turning Windows Features On and Off

By default, not every feature of Windows is installed nor enabled. This is because a majority of users do not need every possible
feature and some, such as the IIS web server, could cause more harm than good. However, if you do need one of these other
Windows features, you can easily turn them on in Windows 7.

Installing Additional Windows Features
1. Click on the Start menu.
2. Select Control Panel.
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3. Click on Programs in the control panel.

4. Click on the Turn Windows features on or off at the top.

5. Select the feature you would like to install in Windows 7. We're going to install the Telnet Client. Telnet allows you to connect to
servers via the command line interface and we occasionally need to do so for testing mail servers. Scroll down the list and
select Telnet Client then click OK.

6. Windows will make the necessary changes. During this time, User Account Control may popup. When the process is complete,
the window will close and your feature will be installed.

Windows 7 Networking

Microsoft continues to improve the ease of use of networking and has improved file sharing and network access in Windows 7. In
Windows 7, you can connect to a wired or wireless network, with all kinds of security options. Windows 7 introduces the HomeGroup
feature to allow you to quickly share files among computers on your home network, while helping to keep out intruders from accessing
your network. You can also easily share printers or other resources from one computer to another.

Connecting to Your Network

If you have a wired network, connecting to it is usually as easy as just plugging in a cable. A HomeGroup allows you to connect other
computers on your network to share files, music, and printers. You can create a HomeGroup by:

1. Click the Start menu and select Control Panel.

2. Click on Choose homegroup and sharing options under Network and Internet.

3. Click on Create a HomeGroup. You can determine what types of file and content you would like to share.

4. Click Next to create the HomeGroup. You will receive a password for other users to join your HomeGroup.

Note: HomeGroups are only available on Windows 7, Windows Vista and Windows XP users will not be able to join.

Setting Up a Wireless Network

Connecting to a wireless network in Windows 7 is a world’s difference from previous versions of Windows. In Windows XP, it was very
painful to connect to a wireless network with any kind of security on it. In Windows 7, the process is much easier.

1. Inthe notification area, you should have a wireless icon n if you have a wireless adapter and are not connected.

= ~

Mot connected *%
I:E[IJ] Connections are available

Wireless Metwork Connection -~
linksys ::ﬂ!
linksys _‘.q_'ﬁ_
WIN_036 .~

Cpen Metwork and Sharing Center
" =i

2. Click on the icon to see the wireless networks available.

Select the network you would like to connect to. If it requires a password, Windows will prompt you. Otherwise, Windows will
attempt to connect. Once you're connected to the wireless network, your icon will change.
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Lesson: 7

Basic of Multimedia

Introduction

Multimedia has become a popular technology in the ever- changing world of computers. Since a few years it seems to be much
sought after and talked about not only in the world of Information Technology but also in the various functional fields like
advertisement, corporate sectors, cinemas, fashion designing, education, art and craft etc.

More and more research work on this technology and new technology of sounds, animation and text is making it better and better with
every passing day. It is one of the most realistic ways of working even for the people who do not have any knowledge of computers.
Multimedia software is used for electronic publishing and electronic games and in employee training programs. The term multimedia is
also used to describe home entertainment systems and other electronic products and services, particularly interactive ones that
combine text, sound, video, and the like.

Concept of Multimedia

The term multimedia is often associated with the information superhighway, or with the interactive TV that can produce videos,
graphics, and animations or with hypermedia. Multimedia can be considered as text graphics, images, audio and video in the
computer. One of the key features of multimedia is its interactivity i.e. it has the capability to convey enriched interactive information to
its users.

Multimedia is interactive, a non-linear media in comparison to a broadcast television. In addition it may provide user with as several
meaningful paths. Thus, it is the interaction between the user

and information that makes multimedia a very powerful media for activities that require the process of communicating information,
such as education and training, reference material, business presentations, manuals, multimedia databases, geographic information
system, advertising, documentaries and so on.

Multimedia, in personal computing, is software and applications that combine text, high-quality sound producing high quality
presentation to the user.

The basic components of multimedia can be used as:—

» The text provided can be used for adding emphasis

»  Graphics provides a visual impact. It is generally said that a picture is worth a thousands words. Thus graphics can be used
for enhancing the presentations.

» Voice tries to enhance the presentation to the extent that a presentation moves on to the form of persuasion. Many people
want to listen about a particular topic rather then reading about it, here the voice enhancement makes the topic interesting
also.

» The animation can be used effectively for attracting attention. Animation also makes a presentation light, thus can be used
for presentation of several complex subjects. It is also a tool that helps in focusing attention, for example, a chart if drawn
through the help of animation effects may be focused by the user on to quickly.

» The video part of multimedia can be used as a powerful communicator providing clear-cut Instructions.

Use of multimedia in various applications can be justified by the levels of user friendliness, it provides to its users with its interactivity
and customization. Multimedia is widely used now a day in various applications and business in one of them. As the market
competition is increasing with the introduction of better products in the market everyday, it has become absolutely necessary to
provide better service and timely information to your client in a brief, precise and more understandable manner in a short time.

The interactive features of multimedia brings life to the presentations where one can present various aspects of information on a
particular subject. The information which is digitized in multimedia makes it more assessable as compared to the conventional ways of
presentation using video, chart etc. where you can not edit or modify whatever is already video taped. Even if you do it, the cost of the
task involved will be high. But now days, organizations have already started creating powerful databases that can store and distribute
digital media as easily as text.

Another critical application of multimedia is in the educational sector. It enhances the quality of education. It provides a new way for
teachers to encourage one of the most rare and important elements of learning i.e. curiosity to learn and explore. Topics can be linked
with other related information. On the other hand students will also be able to further explore the topics using standard multimedia
platform. In complete sense pictures, graphics, text and sound is the essence of multimedia and it provides the user-friendly
environment with most flexible interactive facilities.

Application Areas for Multimedia

With the advancement of technology many applications are evident for the multimedia technology. The advancement of technology
has opened up newer fields for the application development.
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Multimedia in Entertainment

The entertainment industry has used this technology the most to create real life like games. Several developers have used graphics,
sound, animation of multimedia to create a variety of games. The special technology such as virtual reality have made this game just
like experiences of real life. One such example is flight simulator that creates real life imaging.

Multimedia in Edutainment

Edutainment is nothing but educational entertainment. Many computer games with focus on education are also available now. For
example is an educational game that plays various rhymes for little kids. Similarly many other edutainment packages which provide a
lot of detailed information for students are also available popularly called "tutors".

Microsoft has produced many such CD-based multimedia such as Sierra, knowledge Adventure etc. that in addition to play provide
learning components also.

Multimedia in Business Communication

Multimedia is also a very powerful tool for enhancing the quality of business communications. The business communications such as
employee related communications, product promotions, customer information and reports for investors can be presented in
multimedia form.

Multimedia and Publishing Industry

The publishing industry can be classified according to the market it caters for. One of the classifications is based on the information,
which is presented in published text, for example a publication may be for reference purposes or archival purposes or tutorials. The
publishing meant for children has changed tremendously with the advent of multimedia. Today many encyclopedias and books
providing a sort of edutainment are available.

Hardware for Multimedia Computers

In order to work with multimedia, a personal computer typically requires a powerful microprocessor, large memory and storage
capabilities, a high-quality monitor and a video accelerator, external loudspeakers or headphones and a sound card (or sound board)
for improved sound generation, and a CD-ROM or DVD-ROM (digital video disc) drive, as well as special software to utilize many of
these devices. A multimedia computer may also use other devices, such as a microphone or keyboard for audio input and a
videocassette recorder or camcorder for video input or output.

Let us explore more about the hardware related to the multimedia technology.

The CPU

The CPU which is recommended as the microprocessor should be a Pentium Processor on the computer or any other advanced chip
such as PowerPC etc.

Apple Macintoshes and Silicon graphics computers have their own set of powerful processors to enable multimedia. However, the
CPU of multimedia computer should be at least 486 with a math co-processor attached with it otherwise the response time of the
multimedia will be poor. The co-processor chip greatly reduces the load of the CPU. The powerful co-processor chip added for
supporting graphics is called graphics accelerator.

The Monitor

A typical representation, which may be used in multimedia, can be 720x640 or 1200x680 etc. The multimedia PC should be equipped
with a monitor having a Super Video Graphics Arrays (SVGA) card. The basic advantage of having the SVGA card is that it has a
better resolution, thus the graphics display will be of better quality.

Input-Output Devices

Keyboard and mouse are two important components for any multimedia PC. Since multimedia computers are accessed using a
graphical user interface (GUI) the mouse is an essential part of this system. It is the most required input-output device for it.

There should also be sound speakers, which produce sound output and microphones that are used for on-line recording of sound
using various multimedia Softwares.

CD-ROM
CD-ROM (Compact Disc-Read Only Memory), a form of CD that can only be use for reading purpose, by a computer using a CD-
ROM drive and that can contain computer programs and digitized text, sound, photographs, and video.

CD-R (Compact Disc-Recordable) and CD-RW (Compact Disc-Re Writable), which can be written to once and multiple times,
respectively; interactive CDs, CD-l, CDTV, and other formats, which require special players with built-in microcomputers; and Photo
CD, a format for storing photographs.

DVD-ROM

DVD-ROM (Digital Video Disk Read Only Memory) discs hold computer data and are read by a drive hooked up to a computer. These
disks can only be read, not erased and written or recorded to. DVD-R (Recordable) discs can be written to sequentially only once.
DVD-RAM (Random Access Memory), DVD-RW, and DVD+RW (Re-Writable) disks can be written or recorded to thousands of times;
they differ in their technical standards and amount of data they can hold.

Digital Versatile Disc (DVD) is an advanced optical technology used to create a disk that holds far more information than a CD can.
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Sound Card

The most important reason for adding a sound card to a computer is to able to use full multimedia recording and playing back the
digital audio. While selecting an add on sound card quality of sound from the loudspeaker has to are taken into consideration and the
software provided with a sound card should be adequate enough to suit your requirements for handling sound effects in multimedia.
While installing a sound card one should keep in mind that it should not conflict with any other external devices installed in the
computer system. Installation of sound card might require some default settings to be changed to make it compatible with the
computer system.

Different Types Software for Multimedia
Among the Softwares used for multimedia presentations the most popular Softwares are Designer, Corel Draw, Picture Publisher,
Photo Magic, Animator pro, Image Macromedia Director etc.

Director
Director is one of the professional rating drawing and graphics package made for windows. It is specially meant for graphic artists and
technical illustrators. It has a wide range of drawing tools and powerful text handling features.

Photo Publisher

Similarly, Photo Publisher is a professional photo retouching or image-editing multimedia package designed to enable retouching and
enhancing photos faster. It has powerful masking and retouching tools and more than 30 special effects and filters. It has an image
browser, processor, scanner, printer calibration, a stitching tool and over 50 ready to use textures and images.

Similarly other multimedia related software also wok on the same type of working environment along with their own features to
experiment upon.

ImageQ

ImageQ is another multimedia authoring software package. Although it is a Windows 3.1 application but it can also play back on
Windows 98. It lacks only the intuitive programming language and strong interface necessary for truly productive multimedia
applications development.

Macromedia Director

Macromedia Director is better suited to multimedia presentations and kiosk application. This product offers a central scoring
component that provides precise timing control, cross platform compatibility, strong animation features and extensive architecture to
add functionality.

Macromedia Director 8, the powerful, cross-platform application helps you create dynamic interactive movies for multimedia and
Internet productions.

Macromedia Flash Player

Macromedia Flash Player is pre-installed in most Web browsers and on most computers. It is included in Windows 98 (including all
new Windows 98 and Windows XP computers), Netscape Navigator, Apple Macintosh operating systems, America Online, and
WebTV, among others.

Macromedia Flash Player displays Web application front-ends, high-impact Web site user interfaces, interactive online advertising,
and short-form to long-form animation.

Macromedia Shockwave Player displays destination Web content such as high-performance multi-user games, interactive product
simulations, online entertainment, and training applications

Fixing photos using Photoshop

We are taking the following picture for an example how you can fix photographs using the Adobe Photoshop multimedia software.

The photo has been taken on a very short distance. That has resulted in a significant distortion in the left part of the image. But the
photo is not to be wasted; it just has to be corrected. The great imaging editor Photoshop has the tools.

You open the photo in Photoshop from the Start Menu and Programs option menu and choose Select all (Control+A). Then select
Distort option from the Transformer option of Edit Menu.

Now you see handles eight in the corners of the image. You may drag one of the handles, and the image is geometrically distorted.
This is how this tool works.

You can apply the transformation by hitting the Enter key. The image is OK from a geometrically point of view.

You may need to do a little further editing. In the left corner there is a grey area which is an unwanted effect of the transformation.

Finally the image should be saved in a high quality JPEG file.
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Lesson: 8

DOS (Disk Operating System)

Introduction to Dos Command

Disk Operating System (DOS) is the first program which must be loaded in the memory of your PC before you can use it for any
purpose (word processing or database management). A command, in simple term is the name of a program that you want the
computer to carry out. Al DOS commands one accepted either in upper or lower case letter and DOS treats them as the same.
Various versions of DOS, such as 2.0, 3.0, 3.2,3, 4.0, 5.0, 6.0 and 6.2 are available. The higher versions have more features and
commands but the basic commands and features are available in all versions.

You can load DOS from the floppy drive or the hard disk, Loading DOS is also called booting up the PC. Complete the following steps
to load DOS in your PC.

If you PC has No Hard disk

Put the DOS diskette in drive A and close the drive door.

Then on the power on off switch, which is usually located on the right hand side of the main processing units. If your monitor also
has on/off switches, turn on that switch too. and wait for some time. Your PC performs the "self test" and the loads the DOS diskette in
its memory. The monitor displays the DOS prompt A Self test means power on self test program (POST) that is designed for checking
(in first step) to confirmation of device attachment and device working position with system. Mainly these device are
MONITOR.KEYBOARD, MOUSE, HARD DISK, RAM etc. and Second step, it locate and loading the operating system.

If your PC has a hard disk PC

If your PC has a hard disk, you can load DOS from a floppy disk or the hard disk. To load dos from the hard disk perform the following
steps:

Turn on the Power ON/OFF switch which is usually located on the right hand side of the main processing unit.

If your monitor has on/off switch, turn on that switch too.

Do not put any diskette in drive A.

Wait for some time. Your PC performs "self test" and loads DOS. Your monitor displays c:\>.

Booting Process:

You can load DOS from the floppy drive or the hard disk. Loading DOS is also called booting process of PC. In Booting process DOS
execute mainly these files: COMMAND.COM, 10.SYS and MSDOS.SYS. In these the COMMAND.COM file gives the instruction to
execute 10.sys and MSDOS.SYS files. 10.SYS file configure the input and output devices and then MSDOS.SYS file run the all DOS
command.

Basic For File Name

In computer terminology a file is a collection of text of data stored on the storage device, such as a disk or magnetic tape. The
information spread in various kinds of documents (invoice, letters. memo etc.). Usually one computer files is used to store only one
kind of information. Different types of files are used to in a computer. The file that store database information, such as an address list
of sales details, is called a database file and the file that store textual document is a document of text file. The file name can have up
to eight alpha-numeric characters. Optionally, it can also have a period(.) and an extension name. The extension name can be upto
three characters long. For instances, consider the following files names:

MCS1, MSC2. & DOC

Here, MSC1 and MSC2 are filenames. DOC is the extension name. Some file nhame, such as COM1 -communication port (used for
serial communication), LPT1- first parallel printer port, CON- CON stands for console, For input, CON points to the keyboard; for
output, CON points to the screen and PRN-The Parallel Printer port, are reserved by DOS for its own use. Therefore do not use them
to name your files.

Batch File

A batch file is simply a text file that you can create by using unformatting text editor tools, e.g. the EDIT command in MS-DOS. (some
other methods will be discussed later)

A batch file must be named with an extension BAT, e.g. autoexec.bat, menu. bat

A batch file is a program which contains MS-DOS commands. Each command used in the batch file must be started from a new line
and written in a correct syntax. The syntax of a command is just the same as that you use it at the DOS prompt.

What is a Directory?
As the storage capacity of the hard disk is usually quite large as compared to the capacity available on a floppy diskette, the hard disk
is usually divided into various segments (sections) which are called directories. In other words, a directory is nothing but a named
section of the storage area of the disk (hard or floppy diskette) which is used for storing fires. The directory serves the purpose or
organizing the files in a better manner. For instance, word program files can be stored in a separate directory; the user Arjun may
store his personal files in a directory-Arjun.
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Like the filename, the directory name can have up to eight alpha- numeric characters and can also have up to 3 characters long
extension name. However, normally the extension name is not used with the directory name. When you start your computer from the
hard disk, it responds with C:\> and selects the main or root directory. Any file that you create or copy to drive C is added to this (root)
directory. If you continue to add files in the root directory, after a few days, the root directory will have too many files. This will not only
confuse you, but will also make the PC slow. Therefore you should try to use the directories (and sub-directories) in the hard disk. The
root directory which contains files can also have one or more directories. Each directory in the root directory can have files as well as
directories. Thus, the file and directory organization in DOS looks like the roots of tree, as shown in Fig.

DEIVE
<ROOT DIRECTION

FILES DIRECTORY THRFCTORY
=TI~ ~ATTHTRATLTA
| |
FILES DIRECTORY DIREC TOEY
AUTONCED BAT WORD EXT MARKFET PE OGE ARE
CONFIGSYS COMTAINING COMNTATMS
ARTUN.DOCC MARKET PROGRAMTFILES
VIO DATADASE
FILES
FILES DIEECTOR Y
IC, EXE <[P
LETTER. TXT CONTAINS FILE

In these figure, the root directory in drive C contains a few files and two directory INDIA and ASTRAILIA. The India directory contains
files & MP directory. The India directory contains files & MP-directory. The Australia directory contains files and two directories
MARKET and PROGRAMS (called Sub-directory).

Wild card
Wild card use in DOS for specifying a file name and any match the specification a file name. Two wild card*, ? and one the asterisk (*)
mean any file and the question mark (?) for any character.

For example:-

1. Display all files stored in C drive then the command will be: C:\>dir *.*

2. Display all the stored in C drive where extension is .txt then the command will be: C:\>dir *.txt

3. Display all files where extension that letter is E and first file name is A then the command must be:

Elementary DOS Command

DOS has internal and external commands there are program inherent in DOS with a number of service or commands available
for us to use. The commands are in memory all the time once DOS has been read off the desk and start up. These are called the
Internal /Resident commands since this are one internal to DOS. All other command programs one called External and they are kept
in the disk (Secondary Memory) until they required.
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Internal/Resident commands

(A) DATE & TIME (B) DIR/DIRECTORY (C) CLS (D) VOL/VOLUME (E) VER/VERSION (F) REN/RENAME (G) TYPE
(H) COPY (I) DEL/DELETE/ERASE (J) MD (K) CD and CD\ (L) RD (M) COPY CON (N) PATH (O) PROMPT

(A) DATE & TIME: DOS display the date and time of the day. Time we can create or change some internal a disk, the disk file is
marked with the current date and time.

SYNTAX: C:\>DATE
C:\>TIME

Example: C:\> Date
Current Date is 03-16-2001:
Enter new date (mm-dd-yy):

(B) DIR/DIRECTORY: Dir is a directory using command it is and to display the list of files on a disk.

SYNTAX: C:\>dir
[drive:] [path] [file name] [/p] [/w] [/A[[:] attributes]]
[/o[[:] sortrdr 1][/s]I/b] [/1] [/v] [/4]

We can also use different switches to see information by directory command
/P - this switch is used for pauses after each screen to information.

/W - this switch is used for apply screen in wide termite.

/A - this switch is used to display file with specified attributes.

Attributes
D - Directory R - Read-only Files
H - Hidden Files S - System File

- prefix meaning not /O - this command use to display the list by files in sorted order.

Sort Order

N - By name (Alphabetic)

S - By size (smelliest first)

E - By extension (Alphabetic)

D - By date or time (finalist first)
G - group directory first
- - Prefix service order

/s - ltis used to display directory and all subdirectory.
/b - Itis used to display files with no heading information or summary.
/V - verbose mode

/4 - ltis used to display year with 4 digits.

Example:

C:\> DIR/P Directory Page wise

C:\> DIR/W Directory width wise

C:\> DIR/P/W Directory width & Page wise

C:\> DIR/S Directory

C:\> DIR/ON (By Name, see in ascending order )
C:\> DIR/O-N (By Name, see in descending order)
C\:> DIR/OD (By date, see in ascending order)
C:\> DIR/O-D (By date, see in descending order)
C:\> DIR/OE (By Name, see in ascending order)
C:\> DIR/O-E (By Name, see in descending order)
C:\> DIR/P Directory/Files, see in Lower case
C:\> DIR/G Group Directory, to see first

(C) CLS: These command used to Clears the screen.

SYNTAX: C:\>CLS
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(D) VOL: These commands report to you the Volume cable on a disk.

SYNTAX: C:\>VOL

(E) VER: These command report to you the Version number of MS-DOS (1.0,2.1,3.0,3.3 etc.)

SYNTAX: C:\>VER

BASIC STRUCTURE FOR USING FOLLOWING COMMANDS

| NP I
T“DORE.TXT

I:!ZI
AGRATXT

(F) RENAME: Itis used to renames a files/ directories. | penAME

REN [<old name of file/directory] [file name of file directory]

[old name of file/directory] [new name of file directory]

Example: C:\> RENAME CAINDIAL\MPA\INDORE.TXT CAINDIAI\MP\XXY.TXT

(G) TYPE: It displays the information of file on monitor you can see only.

SYNTAX:

C\>TYPE <filename> Example - C:\V> Type indore.txt

(H) COPY: This is a command to make copies of disk files. It can also duplicate files from one disk to another we can copy several
files by using with this command.

SYNTATX:

C:\> Copy <source path> <destination path>

Example: C:\>Copy CAINDIAIMP\INDORE.TXT C:AINDIA\UP

() DEL/DELETE /ERASE: This is one command but with 2 differe

disk directory.

SYNTAX:

nt name, del and erase by which we can delete The file from the

C:> DEL [drive:][path]filename [/P
C:\>ERASE [drive:][path]filename [/P]

[drive:][path]filename specifies the file(s) to delete. Specify multiple files by using wildcards. /P Prompts for confirmation before
deleting each file.

Example-

C:>CD INDIA 1
INDIA1 C:\INDIAL1 > CD MP1
CAINDIA1\MP> DEL INDORE.TXT

(J) MD: This command is used for Creates a directory.

SYNTAX:

MKDIR [drive:]path | Example- C:\>MD INDIA1

MD [drive:]path
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(K) CD/CDX: This Command Displays the name of or changes the current directory.

SYNTAX: CHDIR [drive:][path] Specifies that you want to change to the parent directory.
CHDIR]..]

CD [drive:][path]
CD[.]

Example- C:>RD INDIAL

(L) RD: This is used for Removes (deletes) a directory. ~ SYNTAX: | RMDIR [drive:]path Example- C:>RD MP
RD [drive:]path

(M) COPY CON: This Command is used to make a file in DOS.

SYNTAX: C:\> Copy Con <File Name>

Example- C:> Copy con Indore.Txt
Indore is good city
4

(N) PATH: This Command Displays or sets a search path for executable files.

SYNTAX: PATH [[drive:]path[;...]]
PATH :

Example- C:> Path C:\INDIA1\MP

(O) PROMPT COMMAND: Prompt command by using these command we can close the window command prompt.

SYNTAX: Prompt [text]

"text" specifies a new command prompt.
prompt can be made up according to following special codes:

$Q = (equal sign)

% 3 (dollar sign)

$T current time

$D current date

$P current drive and path
$v window version number
$N current drive

$G > (Greater-than sing)
L < (less-than sign)
$B 1 (pipe)

Example- Prompt $ Arjun $
ARJUN>

External Commands

(A) FORMAT (B) DISK COPY (C) CHKDSK (D) TREE (E) UNDELETE (F) EDIT (G) XCOPY (H) SORT () MOVE (J)
FIND (K) MODE (L) DELTREE (M) SCANDISK (N) SYS (O) PRINT (P) ATTRIB (Q) DOSKEY

(A) FORMAT: These command is used for create tracks and sector for storing information in file.

SYNTAX: C:\>FORMAT<disk name>
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There are following different switches is used in FORMAT Command.

(B)

©

D)

(E)

F

v - [:label] Specifies the volume label.

Q - Performs a quick format.

IF: size - specifies the size of the floppy disk to format (such as 160, 180, 320, 360, 720, 1.2, 1.44, 2.88).
/S - Copies system files to the formatted disk.

/1 - Formats a single side of a floppy disk.

/8 - Formats eight sectors per track.

Example- C:\>Fcrmat D:

DISKGOPY: This command is used to make duplicate copy of a disk of copies the content of source disk to target drive.

SYNTAX: | DISKCOPY [drivel: [drive2:]] [/1] [/V]

IV - It ensures that the disk is copied currently.
/1 - Tomake copy one side.
Example-  C\:>DISKCopy E:\

CHKDSK: It is used to report disk and memory status by checking the directory and file allocation table of the target of current
disk. By using these command switches you can also repair errors in the directories.

SYNTAX: C:\>CHKDS

Switches are:
[F  corrects the excess in FAT file allocation table.
/V- Display the message of error and providing defaults about each error.

TREE: This command is used to display all directory and subdirectory on tree format.

SYNTAX: C:\>TREE [/F]

/F - This switch is used to display file nhame with directory name.

UNDELETE: This command is used to recover deleted file.

SYNTAX: C:\>UNDELETE [/All]

/Al - This command automatically undelete all files.

EDIT: This command is used to write a text in dos editor

SYNTAX: EDIT [/B] [/H] [/R] [/S] [/<nnn>] [/?] [File(s)]

B - Forces monochrome mode.

H - Displays the maximum number of lines possible for your hardware.

R - Load file(s) in read-only mode.

/s - Forces the use of short filenames.

- Displays this help screen.

[file] -  Specifies initial files(s) to load. Wildcards and multiple File spaces can be given.

(G) XCOPY: This command is used to copy file and directory.

SYNTAX: XCOPY Source [destination] [/A | [/M]
Source - Specifies the file(s) to copy.
Destination - Specifies the location and/or name of new files.
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/A - Copies fifes with the archive attribute set, doesn't change the attribute.
M - Copies files with the archive attribute set, turns off the archive attribute.
IS - copy sub Directory & Files.

Example: - C:\>XCopy C:lndial\*.* C:\xx/s

(H) SORT: Itis used to display internals of the in sorted order.

Syntax: SORT [/R] [/+N] [ [drives:][Path] file name]
IR - Reverse the sort order
N - Sorts the file according to character in columa N.

Example- C:\>TYPE INDORE.TXT:SORT
C:\> TYPE INDORE.TXT: SORT/R
INDORE.TXT

() MOVE: It is used to moves files and rename files and dir

SYNTAX: MOVE [Source Path Name ] [Destination Path Name]

Example- C:\> MOVE CA\INDIAI\MP\INDORE.TXT C:\ INDIALXUP *

(j) FIND: Itis use to search the text string is a files or file.

SYNTAX: FIND [/V][/C][/N] "string" [[drive:][path] file name]...]]
N - displays all lines NOT containing the specified string.

/IC - displays only the count of lines containing the string.

/N - displays line numbers with displayed lines.

Example- C:\>FIND "INDORE" C:\INDORE\MP\INDORETXT/V

(K) MODE: Configures system devices

SYNTAX: C:\>MODE

(L) DELTREE: This Command deletes a directory and all the subdirectories and files in it.

SYNTAX: DELTREE [/Y] [drive:]path [[drive:]path[...]]
Y - Suppresses prompting to confirm you want to delete the subdirectory.
[drive:]path - Specifies the name of the directory you want to delete.

Example- C:\>Deltree C:\Indial

=49 -

(M) SCANDISK: For information about the command-line parameters supported by ScanDisk for Windows, look up 'checking for
errors, in disks' in the Windows Help index. Then view the topic 'Checking your disk for errors' every time your

computer starts.

SYNTAX: C:\>SCANDISK

(N) SYS: Copies MS-DOS system files and command interpreter to a disk you specify.

SYNTAX: SYS [drivel:][path] drive2:

[Drivel :][path] Specifies the location of the system files.
[Drive2:][path] Specifies the drive the files are to be copied to.

(O) PRINT: Print command is used to print a file,

SYNTAX: C:\> Print
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(P) ATTRIB: This Displays or changes file attributes.

SYNTAX: | ATTRIB [+R | -R] [+A | -A] [+S | -S] [+H | -H] [[drive:]
[path]filename] [/S]

/IS - Sets an attribute.
- Clears an attribute.
- Read-only file attribute.

R

A - Archive file attribute.

S - System file attribute.

H - Hidden file attribute.

S - Processes files in all directories in the specified path.
Example- C:\> ATTRIB + H C:\India\MP1\Indore. Txt

C:\> ATTRIB — H C:\India\MP1\Indore. Txt

DOSKEY: It is used to edit command lines, recalls command lines and macros.

Doskey - [SWITCH...]
Scroll commands.

Q)

Up, Down -
ESC - Clears Current Command.

F7 - Displays command history.

ALT+F7 - Clears command history

F8 - Searches for command beginning with characters.
F9 - Select command number with characters

Comparison Between .COM,.EXE,.BAT .
The extension meaning of these file is command file. The Internal command of dos written in command file.

COM:
EXE: The extension meaning of these file is executable file. The extension is used to execute any program or external command.
.BAT: The extension is represents batch file. There are many commands used many times then these file give the facility to write

them in-group and execute sequentially.
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Unit-1l MS-Word 2010

Lesson: 1

Introduction to M.S Word 2010

What is M.S Office?

Microsoft Office 2010 (also called Office 2010 and Office 14) is a productivity suite for Microsoft Windows, and the successor
to Microsoft Office 2007. Office 2010 includes extended file format support, user interface updates, and a changed user
experience. A 64-bit version of Office 2010 is available, although not for Windows XP or Windows Server 2003.

On April 15, 2010, Office 2010 was released to manufacturing. The suite became available for retail and online purchase on June 15,
2010. Office 2010 is the first version to require product activation for volume license editions.

M.S Office 2010 marks the debut of free online versions of Word, Excel, PowerPoint, and OneNote, which work in the web
browsers Internet Explorer, Firefox, Chrome and Safari, but not Opera. Office Starter 2010, a new edition of Office, replaced the low-
end home productivity software, Microsoft Works.

Microsoft's update to its mobile productivity suite, Office Mobile 2010, will also be released for Windows Phones running Windows
Mobile6.5 and Windows Phone 7. In Office 2010, every application features the ribbon, Outlook, including, OneNote, Publisher
InfoPath, SharePoint Workspace (previously known as Groove), and the new Office Web Apps.

New Feature in M.S Office 2010

Office 2010 is more "role-based" than previous versions. There are features tailored to employees in "roles such as research and
development professionals, sales people, and human resources." In its Internet implementation, Office 2010 incorporates features
of SharePoint Server and borrows from "Web 2.0" ideas.

Microsoft Office 2010 includes updated support for ISO/IEC 29500:2008, the International Standard version of Office Open
XML (OOXML) file format. Office 2010 provides read support for ECMA-376, read/write support for ISO/IEC 29500 Transitional, and
read support for ISO/IEC 29500 Strict. In its pre-release (beta) form, however, Office 2010 only supported the Transitional variant,
and not the Strict. The intent of the ISO/IEC is to allow the removal of the Transitional variant from the ISO/IEC compliant version of
the OOXML standard. Microsoft Office 2010 supports Open Document Format (ODF) 1.1, which is an OASIS standard.

New features also include a built-in screen capture tool, a background removal tool, new SmartArt templates and author permissions.
The 2007 "Office Button" was replaced with a menu button that leads to a full-window file menu, known as Backstage View, giving
easy access to task-centered functions such as printing and sharing. A notable accessibility regression from 2007 is that the menu
button scores worse with the Fitts's law accessibility calculation than previous versions. A modified Ribbon interface is present in all
Office applications, including Office Outlook, Visio, OneNote, Project, and Publisher. Office applications also have
functional jumplists in Windows 7, which would allow easy access to recent items and tasks relevant to the application.

Features of Office 2010 include: Ribbon interface and Backstage View across all applications, Background Removal Tool, Letter
Styling, The Word 2007 Equation editor is common to all applications, replacing Microsoft Equation Editor 3.0, New SmartArt
templates, New text and image editing effects, Screen Capturing and Clipping tools, Live collaboration functions Jumplists in Windows
7, New animations and transitions in PowerPoint 2010, View Side by Side/Synchronous Scrolling in Word 2010.

A new feature in Microsoft Office 2010 is Outlook Social Connector, which allows users to connect to and receive updates from
their social network inside Microsoft Outlook. When users view their emails a name, picture, and title is available for the person they
are contacting. Upcoming appointments can also be viewed with this new feature and users can request friends. Outlook Social
Connector currently supports Facebook, LinkedIn, MySpace and Windows Live Messenger. The Volume edition can be activated
using a Multiple Activation Key (MAK) which is limited by the number of times a machine can activate when connected to Microsoft's
servers, or using a Key Management Server (KMS) which requires activation every 180 days.

What is M.S Word?

Microsoft Word is a non-free commercial word processor designed by Microsoft. It is part of the Microsoft Office Suite. Microsoft Word
is currently the most common word processor on the market. Because it is so common, the .doc/.docx format has become the de
facto format for text documents. What is Microsoft Word used for: MS Word is a popular word-processing program used for
creating documents such as letters, brochures, learning activities, tests, quizzes and students' homework assignments. There are
many powerful features available in Microsoft Word to make it easier to learn for students with disabilities.

Word 2010 is software for word processing. In the new Microsoft 2010 Office Suite. Word allows you to easily create professional-
looking documents using various themes, visual designs, formatting tools, sharing features and more.

Microsoft Word is aword processor and was previously considered the main program in Office. Its proprietary DOC format is
considered a de facto standard, although Word 2007 can also use a new XML-based, Microsoft Office-optimized format called
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.DOCX, which has been controversially standardized by Ecma International as Office Open XML and its SP2 update
supports PDF and a limited ODF. Word is also available in some editions of Microsoft Works. It is available for the Windows and Mac
platforms. The first version of Word, released in the autumn of 1983, was for the MS-DOS operating system and had the distinction of
introducing the mouse to a broad population. Word 1.0 could be purchased with a bundled mouse, though none was required.
Following the precedents of LisaWrite and MacWrite, Word for Macintosh attempted to add closer WYSIWYG features into its
package. Word for Mac was released in 1985. Word for Mac was the first graphical version of Microsoft Word. Despite its bugginess,
it became one of the most popular Mac applications.

New features in Word 2010

Microsoft Word is a word processing software package. You can use it to type letters, reports, and other documents. It helps a lot in

spelling-check and words-count.

1. Create visually compelling documents
With Word 2010, you can create compelling documents while applying formatting effects such as shadow, bevel, glow, and
reflection to your document text. You can spell-check text that uses visual effects, and add text effects to paragraph styles. Many
of the same effects used for images are now available to both text and shapes, enabling you to seamlessly coordinate all of your
content.

2. Turn your text into compelling diagrams
Word 2010 offers you more options to add visual impact to your documents. Choose from dozens of additional SmartArt®
Graphics to build impressive diagrams just by typing a bulleted list. Use SmartArt to transform basic, bullet-point text into
compelling visuals that better illustrate your ideas.

3. Add visual impact to your document
New picture-editing tools in Word 2010 enable you to add special picture effects without additional photo-editing software. You
can easily adjust pictures with color saturation and temperature controls. You also get improved tools for easier and more precise
cropping and image correction, to help you turn a simple document into a work of art.

Getting to Know Word 2010

Word 2010 is a bit different from earlier versions, so even if you've used Word before, you should take some time to familiarize
yourself with the interface. The toolbars are similar to those in Word 2007, and they include the Ribbon and the Quick Access Toolbar.
Unlike Word 2007, commands such as Open and Print are housed in Backstage view, which replaces the Microsoft Office Button.

The Ribbon

The new, tabbed Ribbon system was introduced in Word 2007 to replace traditional menus. The Ribbon contains all of the commands
you'll need in order to do common tasks. It contains multiple tabs, each with several groups of commands, and you can add your own
tabs that contain your favorite commands. Some groups have an arrow in the bottom-right corner that you can click to see even more
commands.

Home Insert Page Layout References Mailings Review View
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To Customize the Ribbon:
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The Ribbon is designed to be responsive to your current task and easy to use; however,
you can choose to minimize it if it's taking up too much screen space.

1. Click the arrow in the upper-right corner of the Ribbon to minimize it.
2.  To maximize the Ribbon, click the arrow again.

When the Ribbon is minimized, you can make it reappear by clicking on a tab. However,
| the Ribbon will disappear again when you're not using it.

You can customize the Ribbon by creating your own tabs with customize e fbbon and eyboard shortets.
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The Quick Access Toolbar

The Quick Access Toolbaris located above the ribbon, and it lets you access common
commands no matter which tab you're on. By default, it shows the Save, Undo,
and Repeat commands. You can add other commands to make it more convenient for you.

Paste
A

Clipboard 1=

To Add Commands to the Quick Access Toolbar:
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Home | Customize Quick Access Toolbar

HNew
calif

=

Open
save

E-mail

Qulcklnt

Open Recent File

More Commands.
Show Below the Ribbon

1. Click the drop-down arrow to the right of the Quick Access Toolbar.
2. Select the command you wish to add from the drop-down menu. It will appear in the
Quick Access toolbar.
The Ruler

The Ruler is located at the top and to the left of your document. It makes it easier to adjust your
document with precision. If you want, you can hide the Ruler to free up more screen space.

==

Switch
Windows ~

B
)

Macros

To Hide or View the Ruler:
1. Click the View Ruler icon over the scrollbar to hide the ruler.
2. Toshow the ruler, click the View Ruler icon again.

Creating and Opening Documents

To Create a New, Blank Document:

1. Click the File tab. This takes you to Backstage view.

2. Select New.

3. Select Blank document under Available Templates. It will be highlighted by
default.

4. Click Create. A new, blank document appears in the Word window.

To save time, you can create your document from a template, which you can select
from the New Document pane.

To Open an Existing Document:

i-;"'__ g "; 1. Click the File tab. This takes you to Backstage view.
e m— 2. Select Open. The Open dialog box appears.
3. Select your document and then click Open.

If you've opened a file recently, you can also access it from the Recent
Documents list. Just click on the File tab and select Recent.

(W] Save As
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Organize = New folder

To Use the Save As Command:

Save As allows you to choose a name and location for your document. It's L

Name

Documents library

Includes: 3 locations

Arangeby:  Folder +

Date modified

useful if you've first created a document or if you want to save a different
version of a document while keeping the original.

> | < Documents,
5] I,
T Mo
» ] pictures

-lsw Choose a location.
C\Users\,

Brochures

Weekly Newsletter
i

1. Click the File tab. Type 2 file name. B
2. Select Save As. ) 20 iy ot Sources
3. The Save As dialog box will appear. Select the location where 418 Computer * |-
you wish to save the document. [[Fie name: " sates Teom Reporal
4. Enter a name for the document and click Save. Save as type: [Word Document

Authers: Add an author

[E] Save Thumbnail

If you're usingWindows 7, you'll usually want to save things to
your Documents library, and in other versions of Windows you'll save them

- Click Save when done.

Tags: Add atag

o

to the My Documents folder.
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To Use the Save Command:

1. Click the Save command on the Quick Access Toolbar.

s 2. The document will be saved in its current location with the same file name.
“““"j % calibri Bodyl If you are saving for the first time and select Save, the Save As dialog box will appear.
Pa'ste :; B 7 U -a
Clipboard =
AutoRecover:

Word automatically saves your documents to a temporary folder while you're working on them. If you forget to save your changes, or if
Word crashes, you can recover the auto saved file.

Open a document that was previously closed without saving.

In Backstage view, click Info.

If there are auto saved versions of your file, they will appear under Versions. Click on the file to open it.
To save changes, click Restore and then click OK.

pPONPE

By default, Word autosaves every 10 minutes. If you are editing a document for less than 10 minutes, Word may not create an
autosaved version.

Other File Formats
You can share your documents with anyone using Word 2010 or 2007, since they use the same file format. However, earlier versions

of Word use a different file format, so if you want to share your document with someone using an earlier version of Word, you'll need
to save it as a Word 97-2003 Document.

& Liranes My Data Sources 6/23/2010 1025 AM
To Save As Word 97 - 2003 Document: E Documents ] CitileHigh Neseter O —
Musw: @ Community Center Supplies 7/2/2010 1:49 PM
1. Click the File tab. &5 Pictures IO
2. Select Save As B Videns -/ u ;
3. Inthe Save as type drop-down menu, select Word 97- File name: - Sales Team Report3 .
2003 Document. Save as type: [Wurd Document vl
4. Select the location you wish to save the document. Authors; | Werd Decument

Word Macro-Enabled Document

5. Enter a name for the document and click Save.
Word Template k

Word Macro-Enabled Template
Word 97-2003 Template
= Hide Folders PDF

XPS Document
To Save As a PDF: —
1. Click the File tab. ”"Df“;"’”e‘ . My Data Sources 6/23/201010:25 AM
2. Select Save As. odumen® @ Cityville High Newsletter 7/2/2010 1:57 PM
3. Inthe Save as type drop-down menu, select PDF. S:‘:ic ) Community Center Supplies 7/2/2010 1:43 PM
. . Ictures =T~ - mn A e ra AL
4. Select the location you wish to save the document. B Video - [P i »
5. Enter a name for the document. o [ ——
6. Click the Save button e e =

Save as type: [Wmd Document A

Word Document

Word Macro-Enabled Document
Word §7-2003 Document

Word Template

Word Macro-Enabled Template

Word §7-2003 Ternplate
* ide Fodrs _
KPSletbcument

[ Single File Web Page

Authors:
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Lesson: 2

It is important to know how to perform basic tasks with text when working in a word processing application. In this lesson you will learn
the basics of working with text including how to insert, delete, select, copy, cut, paste, and drag and drop text.

To Insert Text:

1. Move your mouse to the location you wish text to appear in the document. |
2. Click the mouse. The insertion point appears.
3. Type the text you wish to appear.

Insertion point

To Delete Text:

1. Place the insertion point next to the text you wish to delete.
2. Press the Backspace key on your keyboard to delete text to the left of the insertion point.
3. Press the Delete key on your keyboard to delete text to the right of the insertion point.

To Select Text:

Executive Summary

L Place_ the insertion point next to the text January 2010 has been a profitable month and the company has shown growth in many arenas.
you wish to select. Ad salesare up by 23% and capital expenditures have decreased since 4" quarterin the Sales
2. Click the mouse, and while holding it down, Department. The sales team hired a new design specialist, the role of VP of sales was filled, anew sales

drag your mouse over the text to select it. chief position was created, and the salesteam accrued 14 new clients, including one national chain.

3 Release the mouse button. You have Additionally, online ad sales doubled since July of last year. Statistics indicate thatsales in most markets

. h . R increase with the use of online ads and our clients are readwig those statistics and responding to them.
selected the text. A hlgh“ghtEd box will Marketing trends indicate that this growth will continue.

appear over the selected text.

ble month and thy 7 TR
When you select text or images in Word, a hover toolbar with |nditures have dedré caiibri e~ 11~ A" o™
formatting op'_[ions appears. This makes_ formatting commands _I-‘desigrl5|=leci:|llis,1 lﬁ}l U=%-A
easily accessible, which may save you time. If the toolbar does [ftea@maceruedidn -

, - ; Julyof last yealss
not appear at first, try moving the mouse over the selection. ce July of last yealsSyg i e )
bur clients are reading mosesta

rthwill continue.

any arenas.

|

ost markets
tics and responding to them.

To Copy and Paste Text: T —
Py |@I| FICEC
1. Select the text you wish to copy. fHome | Insert  Page tayout
2. Click the Copy command on the Home tab. You can also right-click your 3 * Calibri (Bodyl = 11 = A" A7
document and select Copy. Paste “? B & U - abe x, x°
3. Place your insertion point where you wish the text to appear. C“p;aard i ot
4. Click the Paste command on the Home tab. The text will appear. pp——
opy rl+
Copy the selection and put it on r
I—'_—] the Clipboard.

To Cut and Paste Text:

1. Select the text you wish to copy.

2. Click the Cut command on the Home tab. You can also right-click
your document and select Cut. Computers: $25,000

3. Place your insertion point where you wish the text to appear. Communication: 5900

4. Click the Paste command on the Home tab. The text will appear. Caffoslauigment: 512,000
& Paste Options:

+

Construction/Remodel: 320,000

W e

e

You can also cut, copy, and paste by right-clicking your document and T = % ﬂ
choosing the desired action from the drop-down menu. When you use this T ———= {-.-20

method to paste, you can choose from three options that determine how the o
text will be formatted: Keep Source Formatting, Merge Formatting and Keep [
Text Only. You can hover the mouse over each icon to see what it will look
like before you click on it.

Keep Source Formatting (k)
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To Drag and Drop Text:

1. Select the text you wish to copy.

2. Click and drag the text to the location you wish it to appear. The
cursor will have a rectangle under it to indicate that you are moving

text.

3. Release the mouse button and the text will appear.

If text does not appearin the exact location you wish, you can click
the Enter key on your keyboard to move the text to a new line.

To Find Text:
b, ‘)l 1.
@ﬁF'n M
AaBbC AaBbCcl AaBbCcD , %
M Ja Replace
THeading1 THeading2 THeading3 — Change
T Styles | W Seled~ 2.
Styles ¥ Editing
S 6 A Find (bR 3
Find text or other content in the
document,
-

4. If the text appears more than once, you can click the arrows on the
Navigation pane to step through the results. You can also click
the result previews on the Navigation pane to jump to the location of a

result in your document.

5. When you close the Navigation pane, the highlighting will disappear.

To Replace Text:

1. From the Hometab, click the Replace command. Find
The Find and Replace dialog box will appear.

2. Type the text you wish to find in the Find what field.

3. Type the text you wish to replace it with in

the Replace with field.

4. Click Find Next and then Replace to replace text.
You can also click Replace Allto

instances within the document.

To Change the Font Size:

Home

Verdana

Paste

Clipboard =

Insert

Page Layout

24 A A7
=2 s E
| B L U ¥

References Revies

Mailings

Aav | B

¥-A- [E=

ety

P

Paragrap)

To Change the Font:

PODMPE

Select the text you wish to modify.
Click the drop-down arrow next to the Font box on the Home tab. The Font drop-down menu appears.
Move the mouse pointer over the various fonts. A live preview of the font will appear in the document.
Select the font you wish to use. The font will change in the document.
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As the popularity of the Internet continues to grow,
affordable access is becoming a necessity. WebDen
provides people with the ability to access the
Internet in a social environment. People of all ages
and backgrounds are welcome to enjoy the guirky,
upscale, and innovative environment that only
WebDen provides. Coffee, entertainment, and the
Internet together form an engaging social scene. }

Navigation

Type what you

From the Home tab, click
the Find command.
The Navigation pane will appear Bl .-

financing| “T

4 matches

want to find here

year operatin

+ 512,000 SBA loan
o

business loan in the amount
of 550,000, This financing is
required to continue work on
the business

on the left side of the screen. 2
Type the text you wish to find in

the field at the top of the
Navigation pane. g W
If the text is found in the TranCIng s Qready been

document, it will be highlighted in
yellow, and a preview will appear
in the Navigation pane.

The financing will allow Web
Den to open and maintain
operations through the first
year. The

@ high-speed connection to
the Internet, Financing will
also be budg[Ngd for the
purchase of

Click to step through
the results

Click aresult
to jump to it

first-time by
from owne|
from two i

incorporat
The finaneing will allow We
The initial capital will allow

cafe. Successful operation
will allow it to grow and be|

ion

Jopularity of the Ing
. Web Den provid
ent. Coffee, entel

[Page 2] B scene. People of all ages a
- innovative environment th
- B
Find and Replace M
Replace Go To
Find what: June 14 lz‘
| | Replace with: |June 18] I lz‘
replace all Replace ] [ Replace All ] l Find Mext ] [ Cancel ]
b

1. Select the text you wish to modify.

2. Click the drop-down arrow next to the Font Size box on the Home tab. A drop-

down menu appears.

3. Move the mouse pointer over the
various font sizes. A live preview of the
font size will appear in the document. .
Select the font size you wish to use. d
You <can also use the Grow 3
Font and Shrink Font commands to
change the size. ?’

Haome

S

Fl

Insert

Calibri (Body]

Page Layout

11 -

B I U-~-aex X

Font

References

A | A
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To Change the Font Color:
1_ Select the text you W|Sh to m0d|fy Home Insert Page Layout References Mailings Review View
2. Click the Font Color drop-down arrow on the Home tab. Franklin Gothic - 36+ A° A" | Aar | B i - 1=+ 42 =8
The Font Color menu appears. ' ’ B I U - e x x » - (&R === 1= | &--
3. Move the mouse pointer over the various font colors. A | font [ 2utomatic )
live preview of the color will appear in the document. {1 % . | ThemeColors e
4. Select the font color you wish to use. The font color will R B ' '
change in the document.
5. Your color choices aren't limited to the drop-down menu u II.EI...
that appears. Select More Colors at the bottom of the list to r—— cm
access the Colors dialog box. Choose the color that you WeI- usin
want and click OK. j bore Cetors
To Highlight Text:
1. From the Home tab, click the Text Highlight Color drop-

I Home Insert Page Layout References Mailings Review View

5
11

D No Color

down arrow. The Highlight Color menu appears.
Select the desired highlight color.

Select the text you

_h-—j © Times NewRom ~ |12~ A A A | % g

Past B - 2 - : . .

We 5 B I U - x X highlighted.
Font 4.

wish to modify. It will then be

To switch back to the normal cursor, click the Text
Highlight Color command.

[iNication and entertainment, rather than a
creasing public demand for Internet access
ironment. WebDen's goal is to provide the
atmosphere for accessing the Internet] 4

To Use the Bold, Italic, and Underline Commands:

1. Select the text you wish to modify.

2. Click the Bold (B), Italic (1), or Underline (U) command in the Font group on the -

Home | Inset  Pagelayout  References  Mailings  Review
Home tab. | -
=4 I RV | ZTiET T F
J 3 Verdana 0 "AA A A') = - E,
I Home Insert Page Layout References Mailings To Change the Text Case: PB'“E ¥y B/ U-dex x Sentence case, s q
o % R : ) Cliphoard Font ouercase Iph
B B Verdana 10 7 A A 1. Select the text you wish E o U ~
aste \} B 7 U - ahe x, X* to modlfy T’J o Qa%tahzeEa(h\'vurd ‘
o [ 2. Click the Change : ot st
Clipboard T Font Case command in : Organization
* 1 | Bold (Ctrl+E) o 3 the Font group on the : )
T e T T o Home tab. : The business is owned by me, Jane Doe.
As the popularity of the Internet continues to groj 3. SEI'EC'[ the de5|r_ed case . The owner will have full authority over all decisions made
- necessity. WebDen provides people with the ahili option from the list. and train a manager and assistant manager that wil be re
environment. Coffee, entertainment, and the Int manager will report directly to the owner, and the assistar]
To Change Text Alignment:
. . Ref Maili Revi Wi
1.  Select the text you wish to modify. serences afings | Revew MW
2. Select one of the four alignment options from the Paragraph group on | = aa- &, 3= - = - = a1 q
the Home tab. w.al==== 1=
e Align Text Left: Aligns all the selected text to the left margin. TS ¥ET
e Center: Aligns text an equal distance from the left and right margins. Me——————parEuraph .
. Allgrj Text R_l_ght: Allgns all the selected_ text to th_e right margin. ; | Align Text Left (Ctrl+D) .
e  Justify: Justified text is equal on both sides and lines up equally to the Alion tert to the left
right and left margins. Many newspapers and magazines use full- ? '

justification.
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You may find that the default page layout settings in Word are not sufficient for the document you wish to create, in which case you
will want to modify those settings. For example, if you are printing on a different paper size, you'll want to change the document page
size to match the paper. In addition, you may want to change the page formatting depending on the type of document you are

creating.

To Change Page Orientation:

Home
- 3 —
O O E
v

Margins |Orientation| Size Columns

Insert Page Layout Rg

ip
Partrait :g:
E Landscape

1 [

To Change the Page Size:

1. Select the Page Layout tab.
2. Click the Orientation command in the Page Setup group.
3. Click either Portrait or Landscape to change the page orientation.

Landscape format
oriented vertically.

1. Select the Page Layout tab.

2. Click the Size command and a drop-down menu will appear. The current page

size is highlighted.

means that

the page

3. Click the size option you desire. The page size of the document changes.

To Format Page Margins:

:"I ) ) —— .
i To Use Custom Margins:
£ 1. From the Page Layout tab, click Margins. ETE
i 2. Select Custom Margins. This will take you to 4
the Page Setup dialog box. - )
’ L 3. Adjust the margin sizes for each side of the page
and click OK. |
The Page Setup Dialog Box
Insert Page Layout Mailings Review View
Previously, we showed how to open the Page Setup dialog box N 7 <
from the Margins drop-down menu. As you become more familiar = IJ J $2)Line Numbers j ﬂ J o K
with Word, you may find that you want to use the Page Setup | Crientetion Se Columns o ation = oreymok Pace  Page  Szmignt o sy
dialog box more often to fine-tune the page margins and adjust Page Setup N, Page Backgraund Paragrap
other settings. To get there more quickly, you may want to use e . F‘agemp 0
a shortcut that's conveniently located on the Page Layout tab.

1. Select the Page Layout tab.
2. Click the Margins command. A menu of options appears. Normal is selected by

default.

3. Click the predefined margin size you desire.

To Open the Page Setup Dialog Box:

1. Click the Page Layout tab.

2. Click the small arrow in the bottom-right corner of
the Page Setup group. The Page Setup dialog box will

appear.

Visit us at: www.sarvaindia.com
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Checking Spelling & Grammar

Worried about making mistakes when you type? Don't be. Word provides you with several proofing features that will help you produce
professional, error-free documents. In this lesson you will learn about the various proofing features, including the Spelling and
Grammar tool.

To Run a Spelling & Grammar Check:

1. Gotothe Review tab.
Home  Inset  Pagel 2. Click on the Spelling & Grammar command.
3. The Spelling and Grammar dialog box will open. For each error in your document, Word
ﬁd = ABC will try to offer one or more suggestions. You can select a suggestion and then
|' | 123 click Change to correct the error.
4. If no suggestions are given, you can manually type in the correct spelling.
Spelling & Research Thesaurus Ward =
grﬁmmﬂr Count Spelling and Grammar: English (U.S.) [ = el A T i
Mot in Dictionary; Fat in Cicbonars;,
i enjoyed meeting with you and touring the - nore Once | enjeyed ting with vouand tauring th = Ly
Pmﬂfmg Ifaci]l:;yl.:‘ ting with y d te g th B I:fr:l::t-';llr meeting maand touring the B
_ ]
Spelling & Grammar (F7) M oeeston: o
. I — - s Lo et i Sz
Check the spelling and grammar of jthem
tet in the document, - i
- [¥] Check grammar o | he i pranevar
— ' -

Ignoring "Errors"

The spelling and grammar check is not always correct. Particularly with grammar, there are many errors that Word will not notice.
There are also times where the spelling and grammar check will say that something's an error when it's actually not. This often
happens with people's names, which may not be in the dictionary.

If Word says that something is an error, you can choose not to change it. Depending on whether it's a spelling or grammar error, you
can choose from several options:

For spelling "errors":
e Ignore Once: This will skip the word without changing it.
e Ignore All: This will skip the word without changing it, and it will also skip all other instances of this word in the document.

e Add to Dictionary: This adds the word to the dictionary so that it will never come up as an error. Make sure that the word is
spelled correctly before choosing this option.

For grammar "errors":
e Ignore Once: This will skip the "error" without changing it.
e Ignore Rule: This will skip this "error" as well as all other instances that relate to this grammar rule.

e Next Sentence: This skips the sentence without changing it, and leaves it marked as an error. That means it will still show
up if you do another Spelling and Grammar check later on.
If you're not sure about a grammar error, you can click Explain to see why Word thinks it's an error. This can help you
determine whether you want to change it or not.

floor sales and in the role of Sales Supervisor, wa ity Furnishings. In that
time, I have learned many techniques that would ve customer satisfaction
ratings at Quality Furnishings.

Automatic Spel lin gan d Grammar Checkin g As wetalked about in our meeting, my fourtteen - &, both in commissioned
Spelling error

By default, Word automatically checks your document
for spelling and grammar errors, so you may not even need
torun a separate Spelllng and Grammar check. These errors In addition, I wanted to let you ng that [ have recently recieved my certificate from the Superior

. . Sales Training program at thegllational Business Institute. several techniques coveredin the
are indicated by colored, wavy lines. program are sure to bolster Aales. i ion. I look forward to having
imnli lity Furnishings. \

e Thered line indicates a misspelled word. the

e The green line indicates a grammar error. TH  Contextual spelling error  fin ilingthe Sa.ls,:sfreeto
e The blue line indicates a contextual spelling error. co would like additions forward to

. . hearing fr X
This feature is turned off by default. earg romyonsoen
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To Use the Spelling Check Feature:
1. Right-click the underlined word. A menu will appear.
2. Click on the correct spelling of the word from the listed suggestions.
3. The corrected word will appear in the document.

You can choose to ignore an underlined word, add it to the dictionary, or go to the Spelling dialog box for more options.

To Use the Grammar Check Feature:
1. Right-click the underlined word or phrase. A menu will appear.
2. Click on the correct phrase from the listed suggestions.
3. The corrected phrase will appear in the document.

You can also choose to ignore an underlined phrase, go to the Grammar dialog box, or click About This Sentence for
information about the grammar rule.

To Change the Automatic Spelling and Grammar Check Settings:
1. From Backstage view, click on Options.
2. Select Proofing. The dialog box gives you several options to choose from:
¢ If you don't want Word to automatically check spelling, uncheck Check spelling as you type.
e If you don't want grammar errors to be marked, uncheck Mark grammar errors as you type.
e Tocheck for contextual spelling errors, check Use contextual spelling.

If you've turned off the automatic spelling and/or grammar checks, you can still run a check by going to the Review tab and
clicking the Spelling & Grammar button.

To Hide Spelling and Grammar Errors in a Document:

If you're sharing a document such as a resume with someone, you might not want them to see those annoying red, green, and blue
lines. Turning off the automatic spelling and grammar checks only applies to your computer, so the lines may still show up when
someone else views your document. Luckily, you can hide spelling and grammar errors in a document so that the lines will not show
up on any computer.

From Backstage view, click on Options.

Select Proofing.

In the drop-down box next to "Exceptions for:" select the correct document (if you have more than one document open).
Put a checkmark next to Hide spelling errors in this document only and Hide grammar errors in this document only.
Click OK.

agrwNPE

When correcting spelling and grammar in Word

Check spelling as you type Ny
Use context B8] Al New Documents

Mark gramm @J Community Center Supplies
Check gram

|:| Show readal]
Writing Style:

L'-Ei Thank You letter

Exceptions for: @J Thank You letter E _

] Document2

Document23

@J Sales Team Report

Select document

|:| Hide spelling errors in this document only

|:| Hide grammar errors in this document only

Visit us at: www.sarvaindia.com Licensed by Govt. of India 1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme)

Lesson: 4

-62 -

Using Indents, Tab, Line & Paragraph Spacing

There are several ways in Word that you can indent text; however, it's important to use these tools appropriately in order to indent

correctly each time. This helps the editing process go smoothly, thus saving you time.

In this lesson, you will learn how to use thetab selector and the horizontal ruler to set tabs and indents, and how to use

the Increase and Decrease Indent commands.
Indenting Text

In many types of documents, you may wish to indent only the first

line of each paragraph. This helps to visually

separate paragraphs from one another. It's also possible to indent every line except the first line, which is known as a hanging

indent.

Dear Mr. Powell:

Thank you for taking the time to meetwith me last Thur
position. I enjoyed meeting with youand touring the facility.I w
ofthe showroom and with the competence of the staff at Quality]
chance to work in such a productive and supportive atmospherd

As wetalked about in our meeting, my fourteen years of]
commissioned floor sales and in the role of Sales Supervisor, wq
Furnishings. In that time, I have learned many techniques that v
customer satisfaction ratings at Quality Furnishings.

In addition, I wanted to let you know that I have recently
Superior Sales Training program at the National Business Instity
the program are sure to bolster sales. I look forward to having t
Quality Furnishings.

Dear Mr. Powell:

Thank you for taking the time to meetwith me last Thursday ab
enjoyed meeting with youand touring the facility.I was
the showroom and with the competence ofthe staffat Q
chance to workin such a productive and supportive atm|

As we talked about in our meeting, my fourteen years of sales ey
floor sales and in the role of Sales Supervisor, would gre:
that time, | have learned many techniques that would in
satisfaction ratings at Quality Furnishings.

In addition, I wanted to let you know that I have recently receiv
Sales Training program at the National Business Instituti
program are sure to bolster sales. I look forward to havi:
Quality Furnishings.

First Line Indent

To Indent Using the Tab Key:

A quick way to indent is to use the Tab key. This will create a first line indent of
1/2 inch.

1. Place the insertion point at the very beginning of the paragraph you
wish to indent.

2. Press theTabkey. You should see
marker move to the right by 1/2 inch.

the First Line Indent

To Create or Adjust a First Line Indent or Hanging Indent:

1. Place the insertion point anywhere in the paragraph you wish to indent, or

select one or more paragraphs.

2. To adjust the first line indent, drag the First Line Indent marker on the

ruler.
3. To adjust the hanging indent, drag the Hanging Indent marker.

4. To move both markers at the same time, drag the Left Indent marker. This

will indent all of the lines in the paragraph.

To Use the Indent Commands:

Hanging Indent

B

SRR EEEAERESRRR 3

h'hank you fortaking the time to meetwith me last T
position. [ enjoyed meeting with youand touring the facility.
of the showroom and with the competenceof the staff at Qua
chance to workin such a productive and supportive atmosp

Headii - 11« A" a7

0 - abe x, X°

Font

Hanging Indent marker

Left Indent marker

Click the Increase Indent command to increase the indent by increments

Click the Decrease Indent command to decrease the indent by increments

ereremee T — If you want to indent all of the lines in a paragraph, you can use the Indent
e | B[ lAl T commands on the Home tab.
g o | 1. AaBbC | AaBb 1. Select the text you wish to indent.
. aby - ==
v-A-[E== T Asdfasdf || T Hon 2. Make sure you are on the Home tab.
F Paragraph [ 3
[t Dinceaseinaent of 1/4 inch.
Increase the indent level of the 4
paragraph. .
of 1/2 inch.

If you would prefer to type in your indent amounts, you can use the Indent fields on the Page Layout tab.
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Tabs

Using tabs is often the best way to control exactly 1
where text is placed. By default, every time you press |- b A L L s
the tab kEy' the insertion pOint WI” move 1/2 inCh to WILLIAMMS COMMUNICATIONS, INC., Raleigh, NC 2006 — Present

the right. By adding tab stops to the Ruler, you can Contracts Manager, Facilities Division

change the size of the tabs, and you can even have
more than one type of alignment in a single line. For
example, you could Left Align the beginning of the

WIRELESS COMMUNICATIONS, Cary, NC 2000 — 2006
Real Estate Specialist, Mid-South Network

line and Right Align the end of the line by simply ::T(TER:?JGARN;AMIMU?W’NC 2000
addlng anght Tab nKing Inance Faralega

DAMNIELS, HENDERSON, & WALKER, Murphy, NC 1995 — 1999
Pressing the tab key can either add atab or create Real Estate Paralegal
afirst line indent depending on where the insertion ?
point is. Generally, if the insertion point is at the

beginning of an existing paragraph, it will create a first . . .
e . . o Aligned left Aligned right
line indent; otherwise, it will create a tab. (using tab stop)

The Tab Selector

=
D L le , | name of the type of tab stop that is active.
U

The types of tab stops include:
e Left Tab II‘: Left-aligns the text at the tab stop.
e Center Tab IE‘: Centers the text around the tab stop.
I-Eﬂ: Tah e Right Tab IZ‘: Right-aligns the text at the tab stop.
' e Decimal Tab L%l Aligns decimal numbers using the decimal point.
e Bar Tab LI Draws a vertical line on the document.

E The tab selector is above the vertical ruler on the left. Hover over the tab selector to see the

. First Line Indent IE‘: Inserts the indent marker on the ruler and indents the first line of
text in a paragraph.

e Hanging Indent : Inserts the hanging indent marker and indents all lines other than the
first line.
Although Bar Tab, First Line Indent, and Hanging Indent appear on the tab selector, they're not technically tabs.

To Add Tab Stops:

1. Select the paragraph or paragraphs that you want to add tab stops XK
to. If you don't select any paragraphs, the tab stops will apply to

the current paragraph and any new paragraphs that you type

below it. Decimal Tah

Click the tab selector until the tab stop you wish to use appears.

3. Click the location on the horizontal ruler where you want your
text to appear (it helps to click on the bottom edge of the ruler).
You can add as many tab stops as you want.

4. Place the insertion point where you want to add the tab, and
press the Tab key. The text will jump to the next tab stop.

n

5. Toremove a tab stop, just drag it off of the Ruler. Cunstruction/Ramodel:$20,DDD.DU
- Construction/Remodel:- + $20,000.009 CDmPUtEFS:ﬁS‘DUD'DD
+ Computers:: - $25,000.009 Communication: $900.00
-+ Communication:- - $900.001 .
- Coffee-Equipment:- -  $12,000.009 Coffee Equipment: $12,000.00
Click the Show/Hide + Insurance:- - $800.001 I 680000
1 command on the Home tab D Memeatings 00 00 nsurances 5500,
(in the Paragraph group). This -+ Legal:- - $1,000.00 Rent: $10,000.00
will allow you to see the \ f Marketing: 53,000.00
nonprinting characters such \
as: the spacebar, paragraph LEgaI'$1'ODU'DD
(1), and Tab key markings.
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Line Spacing

Line spacing can either be measured inlines or points. For example, when text is double-spaced, the line spacing is two

lines high. On the other hand, you might set 12-point text with something
li i i i i i i Paragraph m
ike 15-point spacing, which gives enough height for the text plus a little extra grapl
space. You can reduce the line spacing to fit more lines on the page, or you [ Indents and Spacng | Line and Eage Breaks |
canincrease it to improve readability. Line spacing is also known encral
as leading (pronounced to rhyme with "wedding"). Aigments  |Loft a2
. . Outline level: | Body Text
To Format Line Spacing: Quinclevel: [BodvText ]
— Indentation
Mailings Review View 1 Select the text you want to Left: o z Spedial: By:
- for'mat' . Right: o = (none) |z| =
R 2. Click the Line and Paragraph
i 1. AaBbC | A3 . . [ Mirrer indents
O Spacing command in
the Paragraph group on Spading
Parag 10 L | the Home tab. Before: 0pt = Line spacing: At
,—, 115 o 3. Select the desired spacing After: opt = Exactly [=] [15pt |2
s option from the drop-down [ Don't add space between parag
menu.
20 Preview
25 4. From the drop-down menu, you
can also select Line Spacing
30 Options to open
Line Spacing Options... the Paragraph dialog box. From
L add Spate Before Paragraph here, you can adjust the line
5 Remove Space After Paragraph ;P:fig]igr:l\”th even more [ mebs.. | [setaspefaut | [ ok | [ cancel |

If you select At least or Exactly in the Paragraph dialog box, the line spacing will be measured in points. Otherwise, it will be
measured in lines.

Paragraph Spacing Paragraph @Ig
Just as you can format spacing between lines in your document, you General
can also choose spacing options between each paragraph. Typically, Aignment:  |Left ™
extra spaces are added between paragraphs, headings, or Outine evel: [Body Text <]
subheadings. Extra spacing between paragraphs helps to make a -
document easier to read. )
Indentation
. Left: 0" — Specdial: By:
To Format Paragraph Spacing: Right o - Fo— =] -
1. Click the Line and Paragraph Spacing command on the [2] trror indents
Home tab. Spading
2. Select Add Space Before Paragraph or Remove Space Before: Line spading: At
After Paragraph from the drop-down menu. After: Multple i B
3. From the drop-down menu, you can also select Line Spacing [ Don't addapsz baragraphs of the same style
Options to open the Paragraph dialog box. From here, you
can control exactly how much space there Praview
is before and after the paragraph.
[ Tabs... ] [ Set As Default ] [ OK ] [ Cancel ]
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Bulleted and numbered lists can be used in your documents to format, arrange and

Lesson: 5

-65 -

Working with List, Adding Breaks, Column & Hyperlinks

emphasize text. In this lesson, you will learn how to modify existing bullets, insert

new bulleted and numbered lists, select symbols as bullets, and format multilevel lists.

To Create a List:
1.
2.
3

in the document.
4.

To remove numbers or bullets from a

Select the text that you want to format as a list.
Click the Bullets or Numbering drop-down arrow on the Home tab.
Select the bullet or numbering style you would like to use, and it will appear

list, select the

the Bullets or Numbering commands.

list and click

When you're editing a list, you can press Enter to start a new line, and the new line
will automatically have a bullet or number. When you've reached the end of your
list, press Enter twice to return to "normal" formatting.

Bullet Options

To Use a Symbol as a Bullet:

(7 e

Cefine Mew Julet

Duat cmprmcier
| E‘E:
iy :
i

Pradmy

Bowe.. || Enb.
e

fanoe

-]

You can use a picture as a bullet. Click the Picture button in the Define New Bullet dialog box, and

N

Select an existing list.

Click the Bullets drop-down arrow.

Select Define New Bullet from the drop-
down menu. The Define New Bullet dialog
box appears.

Click the Symbol button. The Symbol dialog
box appears.

Click the Font drop-down box and select a
font. The Wingdings and Symbol fonts are
good choices as they have a large number
of useful symbols.

Select the desired symbol.

Click OK. The symbol will now appear in the Preview section

of the Define New Bullet dialog box.

Click OK to apply the symbol to the list in the document.

then locate the image file on your computer.

To Change the Bullet Colo

r:

Font style:

< Hll ~utomatic
=

Theme Colors

Regular

[} - - .- - -

=

[

~uliIRNENEE

Standard Cotors

— - - T}- -
e
--

i  More Colors..

Bullets and Numbering
commands

Document Bullets
> Constr

> Compu| «%s
> Comm

> Coffee| =
> Insura

> Rent:§

» Marketing: 53,000
» Legal: $1,000

Define New Bullet..,

Symbol [
”Eﬂnt: Wingdings [=] |
-lofo[o[@[e[O] O] A |+ |*|x|%* #|* "
BRI PR EEEREE
cleloldlb[a@le/2|e 2 MERRK
JRlglgslax <4 r|e]s/olo]c
SIMVIR| AN €DV R|IA KN
|| 3| g% 2|y e | x|v|B|@@E]
Recently used symbols:
0/o[[afs|¥|c|€[¥[ele]"]]+]<
Wingdings: 216 Character code: 216 from: symbol (decmal) []
o [ ]
it v Hicme Bustcn Iw
Bl cha e
e T il
Meart:

Select Define New Bullet from the list. The Define New Bullet dialog box

Click OK. The bullet color will now appear in the Preview section of the

- 1. Select an existing list.

- - 2. Click the Bullets drop-down arrow.

33 = 3.

T appears.

=] 4. Click the Font button. The Font dialog box appears.
5. Click the Font Color drop-down box.
6. Choosing a bullet color
7.  Click on the desired color to select it.
8.
Define New Bullet dialog box.
— 9. Click OK to apply the bullet color to the list in the document.
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Multilevel Lists

Multilevel lists allow you to create an outline with multiple levels. In fact, you can turn any bulleted or numbered list into a multilevel list
by simply placing the insertion point at the beginning of a line and pressing the Tab key to change
the level for that line. You can then use the Multilevel List command to choose the types of bullets

or numbering that are used. “ Sporting Equipment
# Baseball
To Create a Multilevel List: = Baseball glove
= Baseballs
1. Select the text that you want to format as a multilevel list. = Bats
2. Click the Multilevel List command on the Home tab. » Basketball
3. Click the bullet or numbering style you would like to use. It will appear in the 5 » Basketballs
document. :}UlfG I elub
4. Position your cursor at the end of a list item and press the Enter key to add an item to ot clubs
the list. = Golfballs
< Miscellaneous Equipment
To remove numbers or bullets from a list, select the list and click » Pool
the Bullets or Numbering commands = Poolfloat (small)
= Poolfloat (medium)
To Change the Level of a Line: = Water volleyball kit
» Other
1. Place the insertion point at the beginning of the line. = Hula hoops
2.  Press the Tab key to increase the level. = Horseshoes
3. Hold Shift and press Tab to decrease the level. = Sidewalk chalk

Adding Breaks

Word has several different types of breaks that you can add to your document to change the layout and pagination. Each type of
break serves a different purpose and will affect the document in

Page layout | References  Mailings  Review  View

different ways. Page breaks move text to a new page before | =pre @ Watermar - Indent <pacing >
reaching the end of a page, while section breaks create a ? Iﬁg C% Page Breaks D iEsetormopt
barrier between parts of the document for formatting s ] o e point stwhich one page ends Pm;m;: dien ftope 2|
purposes. Column breaks split text in columns at a specific [ == | 1 neneteoctans -

Column
Indicate that the text following the column
break will begin in the next calumn,

point. In this lesson, you'll learn how to insert and delete breaks.

Breaks allow you to have more control over the layout of your ) Comet roxt round objects on web
document. You might use a page break if you're writing a paper S| Pages, such as caption text from body et
that has a bibliography to ensure that the bibliography starts on Section Breaks
a new page. Or, you might use a column break if you are using VSl e secton break and star the new 'S I
= sedenenmenetpagn ’ Break will be added

columns and want them to be arranged in a particular way.

Continuous at insertion point

F==| Inserta section break and start the new
TO |nsert a Break: = section on the same page. lthly
1. Place theinsertion point where you want ) on bres and st tne e 10|
»%ﬁ section on the next even-numbered page.
the break to appear. =
2' SEIECt the Page La’)/c”"rt tab y ;:\gs:rtngszctmn break and start the new b company has shown growth in many arenas.
3. Click the Breaks command. A menu appears. (=) cetimenthenad odinumbeIed P fummanca & qurarnthetner
4. Click the desired break option to create a break in e e s Do e
the document. e et trene o tho o grount il oo ez o them
vt v e o e Lo Do Rt an it e et e e
TO Delete a Break: campaign. President Pete Mass accepted the award an behalfof the creative team at AdWarks.
Breaks are hidden by default. If you want to delete a break, then
you'll probably want Word to show the breaks so you can find them for editing. dW I
AdWorks,- Incq
y .
1. From the Home tab, click the Show/Hide § command.
2. Double-click the break to select it. Sales-Team-Monthly-Reportq

3. Press the Backspace or Delete key to delete the break.

January-20 10w .i Page Break T

Working with Columns

Columns are used in many types of documents, but are most commonly used in newspapers, magazines, academic journals, and
newsletters. In this lesson you will learn how to insert columns into a document and create column breaks.
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To Add Columns to a Document:

pPONME

If you want to get rid of the columns, just click the Columns command and select One for the

number of columns.

To Add Column Breaks:

Select the text you want to format.
Click the Page Layout tab.
Click the Columns command. A drop-down menu will appear.
Select the number of columns you would like to insert.

1. Placethe insertion point where you would like to add the break.
2. Click the Page Layout tab.

3. Click the Breaks command in the Page Setup group. A drop-down menu will

appear.

4. Select Column from the list of break types.
5. The text will shift to reflect the column break.

-67 -

Page Layout References Mailings
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Working with Hyperlinks

Teacher of the Year

We are pleased to announce that the 2010
Cityville High teacher of the year is Ms. Mary
Jemiins. Ms. Jenkins has worked as 2 high school
mathteacher for 16 years and has been with
Cityville High for 12 years. In that time she has
shown immense dedication to her students and
the school. She is single-handedly responsible for
organizing the corporatespelling bee and
Mathematics Quiz Bowl, which challenges local
comparies to complete against Cityville High
students in two fundraising events. Additionally,
she served as Math Department head for the last
three years. Thank you to Ms. Jenkins for her
dedication and congratulations for an award well
eamed!

Cityville Students Win Award
Susmﬂmpsmntd Jokn Smith, two Cityville

sophomores, have won the Town County Make
the World a Better place award. The two 10th
graders organized a recycling project that affects
the entire school system. All schools and
administrative buildings are now equipped with.
recycling containers that the students
distributed. In addition, they amanged for a free
callection program of the recycled items that will
not defer any of the costs to the school system.
The students were recogrized in a Jarmary
caremony, presented with a plaque, and
awarded §1,000 each.

PTA Bake Sale

The Parent Teacher Associationis holding its
arrmal bake saleon Saturday, February 16th
from10am tolpm atthe Cityvills Town
Festival. [f you're interested in participating, we
still need people to work various shifts
throughout the day and are ahways looking for
more donations of baked goods. To ensure the
freshness of all foods we sell, we're asking that
all donations be delivered on Friday, February
15thfrom§ 2.m. to5 p.m. inRoom 555 Contact

Valentine's Day Fundrulser
The rose sale is well underway, but the PTA has
not yet reached its fundraising goal of §5,000
Please continue to sell the rosas and try tohelp
the PTA reach their goal Remind potential
buyers that 525 a dozenis an excellent rate for
roses this time of year and that delivery is only
5. All profits go to support the Cityville High
PTA in its efforts to fund school programs such
as the drama club, emvironmental chib, athletics,
and more.

Tutoring Available

The tutoring center has availability for students
thatneed help in any subject. The center is open
during lunch break, and after school from 3 p.m.
to4:30 p.m. All butoring is free of charge.

Whenever you use the Web, you are using hyperlinks to navigate from one web page to another. Sometimes, a hyperlink will link to a
different section of the same page. If you want to include a web address or email address in your Word document, you can format it
as a hyperlink for a person to click on.

Hyperlinks have two basic parts:

the address of the web

page, email address, or other location that they are linking to,
and the display text (or image). For example, the address could
be http://blog.gcflearnfree.org, and the display text could
be "blog". In some cases, the display text might be the same as
the address. When you're creating a hyperlink in Word, you'll be
able to choose both the address and the display text or image.
To follow a hyperlink in Word, hold down the Control key and

click on the hyperlink.

To Insert a Hyperlink:

1. Select the text or image you would like to make a

hyperlink.

2. Right-click the

selected

text or image and

click Hyperlink. Or, if you would prefer, you can right-

click
click Hyperlink.

Visit us at: www.sarvaindia.com

in a blank area of

the document and

Insert Hyperlink

==

| Text to display: |blog

Link to: ScreenTip. ..
&) Look in: Letters B
Existing File or
Web Page Bookmark...
Current —
okiey Target Frame...
Place in This
Document Browsed
Pages
Create New Recent
Document Files
| Address: http: //blog.gcflearnfree.org/| E |
E-mail Address
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3. Thelnsert Hyperlink dialog box will open. You can also get to this dialog box from
the Insert tab by clicking Hyperlink.

4. If you selected text, the words will appear in the Text to display: field at the top. You can More on our blog.
change this text if you want.

5. Type the address you would like to link to in the Address: field.

6. Click OK. The text or image you selected will now be a hyperlink.

You can also insert a hyperlink that links to another portion of the same document by selecting Place in This Document from the Insert
Hyperlink dialog box.

To Make an Email Address a Hyperlink:

1. Right-click the selected text or image and click Hyperlink.

2. The Insert Hyperlink dialog box will open.

3. On the left side of the dialog box, click Email Address.

4. Type the email address you want to connect to in the Email Address box and click OK.

Insert Hyperlink M Insert Hyperlink M
Unkto:  Text to display: SoreeriTp... Link to: Text todisplay: d_weston@gcfieamfree.org
E-mail address: @ E-mall address:
Exsting Fle or Existing Fle or malto:d_weston@qcfearnfrez.org
\ieh Page \eh Page
Subject: SUpject
PlaceinThis | Recenty used e-mal adoresses: PlaceinThis | Recently used e-mai addresses:
Document N Document A
Create New Create New
Document Document
E-mal Address E-mal Address
5 (o

Word often recognizes email and web addresses as you type and will format them as hyperlinks automatically after you press
the Enter key or spacebar.

g T e T

To Remove a Hyperlink: Copy Hyperlink

1. Right-click the hyperlink. = EeE{“ Hyperlink
2. Click Remove Hyperlink. A Fon

After you create a hyperlink, you should test it. If you have linked to a web site, your web browser should automatically open and
display the site. If it doesn't work, check the hyperlink address for misspellings.
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Working with Shapes, Text Boxes & Word Art

Lesson: 6

You can add a variety of shapes to your document including arrows, callouts, squares, stars, flowchart shapes and more. Want to set
your name and address apart from the rest of your resume? Use a line. Need to create a diagram showing a timeline or process? Use
the flowchart shapes. While you may not need shapes in every document you create, they can add visual appeal and clarity. In this
lesson you will learn how to insert a shape and format it by changing its fill color, outline color, shape style, and shadow effects.
Additionally, you will learn how to apply 3-D effects to shapes.

To Insert a Shape:

Insert Page Layout References Review View

j \;I %g 2@ “ é;:_ &, Hyperlink

A& Bookmark
able Picture Clip |Shapes SmartArt Chart Screenshot
- Art - '} Cross-referen

Mailings

ables Used Shapes Links
T S OENNOOOAL LD
&% T

Lines

SNSTTLL T LG %
Rectangles
DEEeE@mEEmE

Basic Shapes
HOAMIOASCOGOO®®
@GLOCIOaOr Ly oa
HO®PHOY =R
030 14 >

Block Arrows sun

= AR A S IT e B O T T

Resizing the shape

points.

To Change the Order of Shapes:

If one shape overlaps another, you may need to change the ordering so
that the correct shape appears in front. You can bring a shape to
the front or send it to the back. If you have multiple images, you can
use Bring Forward or Send Backward to fine-tune the ordering. You

can also move a shape in front of or behind text.

1. Right-click the shape you wish to move.

2. Inthe menu that appears, hover over Bring to Front or Send
to Back. Several ordering options will appear.
3. Select the desired ordering option. The shapes will reorder

themselves.

In some cases, the ordering option you select will not affect the ordering
of the shapes. If that happens, select the same option again or try a

different option.

To Change to a Different Shape:

Visit us at: www.sarvaindia.com

AONE

5.

Select the Insert tab.
Click the Shapes command.

Select a shape from the drop-down menu.
Click and drag the mouse until the shape is

the desired size.
Release the mouse button.

To Resize a Shape:

1.
2.

Click on the shape to select it.
Click and drag one of the sizing handles on
the corners and sides of the text box until it is

the desired size.

1. Torotate the shape, drag the green handle.
2. Some shapes also have one or more yellow handles that can be used to modify
the shape. For example, with star shapes, you can adjust the length of the

If you drag the sizing handles on any of the four corners, you will be able to change
the height and width at the same time. The sizing handles on the top or bottom of the
shape will only allow you to resize vertically, while the handles on the left and right sides
will resize the shape horizontally.

#® o of 15 [ [E

Paste Options:

A

Add Text
Edit Paints

Bring to Front | »
Send to Back | »

Hyperlink...
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1. Select the shape. A new Format tab appears with Drawing Tools.

Page Layout References Mailings Review

Sy shape Fill ~

- & shape ounne - L& 2

11 Text Direction
=] Align Text -

— AU
T = Shape Effects ~ Styles - == Create Link
Shape Styles a | WordArt Styles Text

Click on the Format tab.

Click the Edit Shape command.

Click Change Shape to display a drop-down list.
Select the desired shape from the list.

apron

To Change Shape Style:

1. Select the shape. The Format tab appears.

2. Click the More drop-down arrow in the Shape Styles group to display more style
options.

3. Move your cursor over the styles to see a live preview of the style in your
document.

4. Select the desired style.
To Change the Shape Fill Color:

1. Select the shape. The Format tab appears.
2. Select the Format tab.
3. Click the Shape Fill command to display a drop-down list.

Select the desired color from the list, choose No Fill, or choose More Fill Colors to
choose a custom color.

To Change the Shape Outline:

Select the shape. The Format tab appears.

Click the Format tab.

Click the Shape Outline command to display a drop-down menu.

From the drop-down menu, you can change the outline color, weight (thickness),
and whether or not it is a dashed line.

PwONPRE

To Change Shadow Effects:

3-D Effects

-70 -

fyles

Standard Colors

HE Ik EEEEE
Mo Fifl
2 More oTorS...

Home Insert Page Layout References X
— [
O o — -
L Lo> L - Change Shape > E -
L T e points -
Insert Shapes - Jpe Styles
frr———— 1
= :
T
— e
Mailings Review View Format
- /[ &ashape Fin - , A |I# Text Direction
| Theme Colors &2 [ atign Text
o H EEESNEEN i - == Create Link

Text

A S

~ | Theme Colors -

H EHEENEEN).

Standard Colors

L ] | EEEEE
Mo Outline

%9 More Outline Caolors..

Weight »

]

L& Ricture...

[@ Gradient 3

B Texture 3

1

Mailings Review View Format
+| &rshape Fill + 11§} Text Direction
- Shapeoutllne' i_-':::]AllgnText'

&2 Create Link

Text

Aqua, Accent 5, Darker 25%
A

Vet R v ] Fomet | 1. Select the Format tab.
e Ay Moo (8 g deeee |20 Click the Shape Effects command. A drop- 7 | e
- S e une TN TR g seretion pane down menu will appear. =
(e e 3. Hover the mouse over Shadow. You will
(=" - see a list of shadow presets.
= 4. Move your mouse over the menu options to
\7,\ Reflection > | . . .
— see a live preview of the shadow effect in your document.
u SGlow v ) — . X .
@ W (s 5. Click the desired shadow effect to add it to your shape.
Somgiges >
— 0 O
I L ) You can select Shadow Options from the drop-down menu and click the Color button to
Y sosemen s | [ [ [ )= select a different shadow color for your shape.

There are two kinds of effects that you can apply to your shapes to give them a 3-D appearance: 3-D Rotation and Bevel. 3-D
Rotation gives the appearance that you are viewing the object from a different angle, and it can be applied to any shape. Bevel adds

thickness and a rounded edge to shapes, but it doesn't work with every type of shape.
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To Use 3-D Rotation:

Mailings Review View [ Format T

1. Select the shape. & Shape Fill © L, A || Text Direction E <2y Ol ring Forward
2. Click on the Format tab. » [Z shape Outline » i _.’ & L%]A\ign Text ~ = [ send Backward|
3. Click Shape Effects from the Shape Styles group. : e A ettt | 1028 By Selecion pone
4. Hover the mouse over 3-D Rotation. A drop-down menu will | :J orcset s e et fianae

appear. - - RN SR RN SR IR R, S
5. Select the desired rotation preset from the drop-down menu. ‘-—

You can also click 3-D Rotation Options if you would prefer _J Shadow

to type in custom values. | ——

= Mo Rotation
To Use Bevel: | | gow v

1. Select the shape. SoftEdges  » | Parallel
2. Click on the Format tab. — |\' r | g N Py
3. Click Shape Effects from the Shape Styles group. ‘7] Bevel YOS 4 Y A
4. Hover the mouse over Bevel. A drop-down menu will appear. — b N amn
5. Select the desired bevel preset from the drop-down menu. JERES ' r BT _ [L\,

You can also click 3-D Options if you would prefer to type in P

custom values. | o

If you click on 3-D Options, you'll also be able to change the shape's material to give it a metal, plastic, or translucent appearance,
and you can choose the lighting type to change how the shape is illuminated.

Text Boxes and WordArt

You may want to insert a text box into your document to draw attention to specific text or to have the ability to easily move text around
within a document. Text boxes are basically treated the same as shapes, so you can add the same types of effects to them, and you
can even change their shape. If you want, you can format the text inside the text box as WordArt, allowing you to apply 3-D
effects and transformations to the text itself.

To Insert a Text box:

(& signsture Line - JT Equation -

[ DstesTme | £2 Symool - 1. Select the Insert tab on the Ribbon.
A Obect - - 2. Click the Text Box command in the Text group. A drop-down menu will
2 — appear.
= = 3. Select Draw Text Box.

Creating a blank text box

Simple Text Box Alphabet Quote Alphabet sidebar

1. Click and drag on the document to create
the text box.

2. You can now start typing to create text
AT Guete Frmar ST Frstere Gt inside the text box.

From the drop-down menu, you can also select JI-
one of the built-in text boxes that have pre-defined
colors, fonts, positions and sizes. If you choose this
option, the text box will appear automatically, so you will not need to click and drag to

Austere Sidebar Austin Pull Quote “Austin Sidebar ~)

B More Text Boxes from Office.com 3 draw it.
Draw Jext Box =
e p———— ‘ I
document, or add text to the .
To Move a Text Box: ““mag
This Blissful Day —Weddings &
1. Click on the text box. sehmi,Fosrcon, and Pl
2. Hover the mouse over one of the edges of the text box. The mouse pointer becomes a cross Psiahivioetn
. . . A KidsPlace
with arrows on each end and looks like this: Crils o it Consignmen
3. Click and drag the text box to the desired location on the page. Guick Print Copy Place
4. Moving atext box o SR
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To Resize a Text Box:

1. Click the text box. T
2. Click and drag one of the sizing handles on the corners or sides of the text box until it is the N
desired size. -
If you drag the sizing handles on any of the four corners, you will be able to change iﬁf‘i:.,jlw,m,,,,mgﬂ

the height and width at the same time. The sizing handles on the top or bottom of the text box will
only allow you to resize vertically, while the handles on the left and right sides will resize the text
box horizontally.

Poszzibilitias.
Quick Print Copy Place

To Change the Text Box Shape: Builder Supply D=por

=

Select the text box. A new Format tab appears with Drawing
Home Insert Page Layout References Tools.

2. Gotothe Format tab.
\ \‘ ] 5 v 3. Click the Edit Shape command
k 4. Click Change Shape to display a drop-down list.
IR E{} - Abc Abc Abe 5. Select the desired shape from the list.
\ \" \‘ T To Choose a Shape Style:

sert Shapes Shape Styles ) i .
Choosing a Shape Style allows you to apply a preset fill and outline color,

. 1 and in some cases, other effects such as beveling and shadow. You don't
Edit Shape H have to pick a style for your text box, but it can help you save time or
experiment with different appearances.

Change the shape of this drawing,
convert it to a freefarm shape, or 1. Select the text box. The Format tab appears.
edit the wrap points to determing 2. Select the Format tab. _
how text wraps around the 3. C_Ilck the More drop-dpwn arrow in the Shape Styles group to
drawing. display more style options. _ _

4. Hover the mouse over the styles to see a live preview.

Select the desired style.

To Change Shape Fill:

Select the text box. The Format tab appears.

Click the Format tab.

Click the Shape Fill command to display a drop-down menu.

From the drop-down menu, you can select a color from the list, choose No Fill, or select More Fill Colors to use a color
that's not on the list.

el N S

To Change the Shape Outline:

Select the text box. The Format tab appears.

Click the Shape Outline command to display a drop-down list.

Select a color from the list, choose No Outline, or select More Outline Colors to use a color that's not on the list.

From the drop-down menu, you can change the outline color, weight (thickness), and whether or not it is a dashed line.

pPONME

To Change Shadow Effects:

Select the text box. The Format tab appears.

Select the Format tab.

Click the Shape Effects command.

Click Shadow.

Move your mouse over the menu options to see a live preview in your document.

o uprwhE

Click the desired option to select the shadow effect.

To choose a different shadow color for your shape, select Shadow Options from the drop-down menu and click
the Color button.
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3-D Effects

-73 -

Just like other types of shapes, text boxes can have 3-D Effects. There are two kinds of effects that you can apply to your shapes to
give them a 3-D appearance: 3-D Rotation and Bevel. 3-D Rotation gives the appearance that you are viewing the object from a
different angle, and it can be applied to any shape. Bevel adds thickness and a rounded edge to shapes; however it doesn't work with

every type of shape.

To Use 3-D Rotation:

Select the text box.
Click on the Format tab.

rerences Mailings Review View
< Shape Fill - b,
- | LZ shape Outline -

= |<# shape Effects -

Shape Styles

Abc
k

Quic
Styles -
dArt Styles &

Format
- 11t Text Direction ~
& - [l Atign Text -

- =o Create Link
Text

B

Fosition

R ) presee

agrwnN P

Click Shape Effects from the Shape Styles group.

Hover the mouse over 3-D Rotation. A drop-down menu will appear.
Select the desired rotation preset from the drop-down menu. You
can also click 3-D Rotation Options if you would prefer to type in
custom values.

To Use Bevel:

agpONd P

f

you click on 3-D Options, you'll

Select the text box.

Click on the Format tab.

Click Shape Effects from the Shape Styles group.

Hover the mouse over Bevel. A drop-down menu will appear.

Select the desired bevel preset from the drop-down menu. You can
also click 3-D Options if you would prefer to type in custom values.
also be able to change the

shape's Material to give it a metal, plastic, or translucent appearance,

Shadow

Reflection

Glow

Soft Edges

Bevel

3-D Rotation »

FREE

- —
Perspective
J pe p—
L8 ) )
! -/ » ]
y =
L | | 1 |

| Perspective Contrasting Right

Obliqu

-
[

)W

85, 3.0 Rotation Options...

and you can choose the Lighting type to change how the shape is

illuminated.

Creating WordArt

In addition to adding effects to a text box, you can also add effects
to the text inside the text box, which is known as WordArt. For
the most part, the types of effects you can add are the same as
the ones you can add to shapes or text boxes (shadow, bevel,
etc.). However, you can also Transform the text to give it a wavy,
slanted, or inflated look.

To Apply a Quick Style to Text:

A Quick Style will automatically apply several effects to your text
at once. You can then refine the look of your text by adding or
modifying text effects.

1. Select the text box, or select some text inside of the text
box. The Format tab will appear.

2. Click the Format tab.

3. Click the Quick Styles command in the WordArt
Styles group. A drop-down menu will appear.

4. Select the desired style preset to apply the style to your
text.

After you have applied a Quick Style, you can still modify
the font or font color from the Home tab if desired.

To Convert Regular Text into WordArt:

]

Sefeaniey Meiings

Sihaze File i

3 @ = Shaze Dullne - ‘ﬁ i '-

= dhaze FHect -

FREE TU

3R

Pashzn Wep o
N Ter = 2

For text to be formatted as WordArt, it needs to be inside a text box. However, there is a shortcut that allows you to convert text into

WordArt even if it's not in a text box.

Visit us at: www.sarvaindia.com

Licensed by Govt. of India

1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme)

Taut Culek [Ward &k I'lrﬂr\u

Enx+ Farts -

TC Eqqualean - 2.
£3F symknl T 3

& mgnalare Lo -

= [

:'_u'_','.hl"u-u'..Tni-
ap - o Dbject <

5ﬁ ﬁg oA AT &

-74 -

1. Select the text you wish to convert.
Click the Insert tab.

Click the WordArt command. The Quick Styles drop-down menu
will appear.

Select the desired Quick Style.
Word will automatically create a text box for your text and apply the
style to the text.

Some effects,

added from

&
A

? as shadows,
I Effects menu

add effects in this

text box.

m]

A A A

| il Red, Arrenk 7 Bstte Reel
— I

3

To Add or Modify Text Effects:

1.

2.
3.

Select the text box, or select some text inside of the text
box. The Format tab will appear.

Click the Format tab.

Click the Text Effects command in the WordArt
Styles group. A drop-down menu will appear showing
the different effect categories.

Hover over an effect category. A drop-down menu will
appear. You can hover the mouse over the different
presets to see a live preview.

Select the desired effect preset. The effect will be
applied to your text. If you want, you can combine
several different effects.

such
can
the Text

the Home tab. When you
way, it
will not place the text in a

Apply a visual effect to the text,

ar 3-D rotation.

such as shadow, glow, reflection,

View Format
& A - ||# Text Direction ~  [E[
& - [Z] Align Text -
Cuick B _ Position
Styles - L w2 Create Link -
Wordart Sty& M= Text
|| Text Effects
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Lesson: 7

Working with ClipArt & Picture

Images are a great way to liven up a document, and Word offers a couple of ways of inserting images. There are built-in Clip
Art images for just about every topic, so you may be able to find a perfect Clip Art image for your document. If you have a more
specific image in mind, you can insert a picture from afile.

To Locate Clip Art:

1. Select the Insert tab. Clip Art v
Insert Page Layout  References Mailings 2. Click the Clip Art command Search for:
- . in the lllustrations group. gty
d_ﬂ] E‘ | Z -I i Results should be:
\_ﬁl K t# _} ﬁ i' [aff+ 3. The Clip Art options appear Selected media file types []
] ) in the task pane to the right =-0 Al media types
Table  Picture Clip~ Shapes SmartArt Chart Screenshot of the document. Tlustrations
T At N 4. Enter keywords in %
Tahles llustrations the Search for: field that are .0 A'u;igs —‘
related to the image you wish
C | Clip Art v to insert.
5. Click the drop-down arrow in the Results should be: field.
Insert Clip Art into the document, 6. Deselect any types of media you do not wish to see.
including drawings, movies, If you would like to also search for Clip Art on Office.com, place a
_sounds,orstocl_(_photugraphytu checkmark next to Include Office.com content. Otherwise, it will just
ilustrate a specific concept, search for Clip Art on your computer.
8. Click Go. P =
To Insert Clip Art: E N

1. Review the results from a clip art search. T — =

2.  Place your insertion point in the document where you wish to insert the clip art.
3. Click an image in the Clip Art pane. It will appear in the document.

You can also click the drop-down arrow next to the image in the Clip Art pane to view more M
options. i ﬂﬂ-

To Insert a Picture From a File:

1. Place your insertion point where you want the image to appear.
Select the Insert tab.

EE [ C i ; ; ; . )
j 8 ’-Ii} Zg ﬁ i 3. Click the Picture command in the Illustrations group. The Insert Picture dialog

Insert Page Layout References Mailings

N

k]
Table Picture Clip Shapes Smartart Chart Screenshot bOX appears' . . . . .
- atov - 4. Select the desired image file and click Insert to add it to your document.
Tables Illustrations
Insert Picture from File -2 To resize an image, click and drag one of the corner sizing handles. The image will
Insert a picture fram a file. change size while keeping the same proportions. If you want to stretch it horizontally or

@ Fress F1 for more help vertically, you can use the side sizing handles.

Changing the Text Wrapping Settings

When you insert Clip Art or a picture from a file, you may notice that it's difficult to move it exactly where you want. That's because
the text wrapping for that image is set to In Line with Text. You'll need to change the text wrapping setting if you want to move the
image freely, or if you just want the text to wrap around the image in a more natural way.

To Wrap Text Around an Image:

1. Select the image. The Format tab will appear.
2. Click the Format tab.
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J Format }

gPicture Border ~

L Bring Forward

3. Click the Wrap Text command in the Arrange group.
4. Select the desired menu option. The text will adjust based on the option you
have selected.

5. Move the image around to see how the text wraps for each setting.

‘ +| & Ficture Effedts *
v %Picture Layaut * .

Ll Send Backward + [f]
Position

If you can't get your text to wrap the way you wish, click the Wrap Text command and
@hSe\ection Pne  fh"| select More Layout Options from the menu. You can make more precise changes in

- i appears.
5| In line with e 1 the Advanced Layout dialog box that appears | } _
= L] Format
IR S : ———
; . ; — (] Square To Use a Pre-Defined Text Wrapping 2 zizsﬂl EhE B ; Bl ¢
e Tidht “ Settlng: = b picture Layout - P“i.ﬁon }‘:,’:'3 4, selection Pane .giv Cr.w E
=~ < || In Line with Text E
® Through 1. Click the Position command, to ﬂ
the left of the Wrap
] Top and Bottom Text command. A  drop-down it Tet Wrspping
) &= (@ |
B BehingTet menu will appear. J J J
2. From the drop-down menu, select
®| InFront of Tedt the desired image position. & @ 4
] EditWrap points The image will move to the position that you E‘”mjmj""S“”“"“W”W
have selected, and it will automatically have d-) &) 4
H More Layout Options.. text wrapping applied to it. [ More Layout Option.

To Format Pictures

Once you've added pictures to your documents, you can format them in various ways. The picture tools in Word 2010 make it easy to
incorporate images into your documents and modify those images in interesting ways.

To Crop an Image:

1. Select animage. The Format tab will appear. the corporate spelling bez and

2. Se,leCt the Format tab. ) Wlathermatic s uiz Bowl, which challe

3. Click the Crop command. The black cropping handles local companies o complete against
appear. Cityrille High studeats in v tundra

4. Click and drag a handle to crop an image. avents, Additinnallv, she served a5 kg

5. Click the Crop command to deselect the crop tool. “aepastment haod for the last thies vee]

Corner handles will allow you to simultaneously crop the image
horizontally and vertically.

To Crop an Image to a Shape:

1" single-handedly raspensibia tor craand

dedicabit
award w

Drag black bandles

1o crop mage

To Add a Border to a Picture:

PoNPE

Select the picture.
Select the Format tab.
Click the Picture Border command. A drop-down menu will appear.

i 1. Select the image. The Format tab will appear.
2. Select the Format tab.
3. Click the Crop drop-down
arrow  (below the Crop [Mary Jenkins Named Teacher of the Year
o A crop command). A drop-down | = ey
Rectangles E @ Crop to Shape » menu will appear.
Ooooooooo pepect Ratio » 4. Select a shape from the
Basihane - drop-down menu.
O Jrounsesrecne |55 9 @ @ @ " 5. The image will take the
CO0OFL/copeO |#0 shape that you have selected.
09,00V~ | |

You may want to crop the image to the desired size before cropping it to a shape.

From the drop-down menu, you can select a color, weight (thickness), and whether or not the line is dashed.
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To Make Image Corrections:

Select the image. The Format tab will appear.

Click the Format tab.

Click the Corrections command. A drop-down menu will appear.

To sharpen or soften the image, hover over the Sharpen and Soften presets. You'll see a live preview of the preset in the
document.

When you've found a preset you like, click on it to select it.

pPONME

Click the Corrections command again.
Hover over the Brightness and Contrast presets to see a live preview.
When you've found one you like, click on it to select it.

oNo O

You can also select Picture Corrections Options from the drop-down menu to refine the settings.
To Adjust the Color in an Image:

Select the image. The Format tab will appear.

Click the Format tab.

Click the Color command. A drop-down menu will appear.

From the drop-down menu, you can choose a preset from each of the three categories:

el N S

e Color Saturation: Controls how vivid the colors are in the image.

. Color Tone: Controls the "temperature" of the color, from cool to warm.

e Recolor: Controls the overall color of the image. Use this option to make the image black and white, grayscale, or
to colorize it with a different color.

You can also select Picture Color Options from the drop-down menu to refine the settings.

To Apply an Artistic Effect:

Select the picture. The Format tab will appear.

Click the Format tab.

Click the Artistic Effects command. A drop-down menu will appear.
Hover over the different presets to see a Live Preview of each one.

When you've found a preset you like, click on it to select it.

o g pODME

To adjust the settings for the effect, click Artistic Effects again and select Artistic Effect Options.
Many Clip Art images do not allow you apply artistic effects. Generally speaking, the ones that look hand-drawn or painted
do not work, while photographs do.

To Apply a Picture Style:

Rev Vi Format ‘ - — 1. Select the picture.
o Eview - orma The Format tab will appear.

: . 2. Select the Format tab.
F Fm e L2 piure Brder E 3. Click the More drop-down arrow
d d ‘d v | Picture Effecs » = to display all the picture styles.
< B Piure Layut - Position ‘%"'“;:F' 4. Hover over a picture style to
h = € display a live preview of the style
Picture Styles i in the document.
NN T 5. Select the desired style.

6. To refine the picture style, click
the Picture Effects command to
see the Effects drop-down menu.

Choose an overall visual style for
the picture,

Compressing Pictures

You'll need to monitor the file size of your documents that include pictures, especially if you send them via email. Large, high-
resolution pictures can quickly cause your document to become too large, which may make it difficult or impossible to attach to an
email. In addition, cropped areas of pictures are saved with the document by default, which can add to the file size. Word can reduce
the file size by compressing pictures, lowering their resolution, and deleting cropped areas.
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To Compress a Picture:

lome  Insert  Pagelayout  References  Mailings

& Corredtions * é v rwm| ]
noo ! ol o4 od o
Msicrens -

Compress Pictures

Compress pictures in the document
to reduce ts size,

About Background Removal

With Background Removal, Word uses special algorithms to determine which parts of the image
are the background and then removes those areas from the image. This can give your images a

wn e

-78 -

Select the picture. The Format tab will appear.

Select the Format tab.

Click the Compress Pictures command

in the Adjust group. A dialog box appears.
Place a checkmark next

the document.
Choose aTarget output.

file size.
Click OK.

cleaner appearance, and if you're printing your document, it can also save ink.

To Remove the Background From an Image:

Click the Format tab.

el N S

Click on the image. The Format tab will appear.
Click the Remove Background command.
Word will try to guess which part of the image is the background, and it will mark that area
with a magenta fill. It will also place a box around the image with selection handles.

Drag the selection handles until all

foreground is inside the box. After you
do this, Word may re-adjust the
background.

At this point, you may need to help
Word decide which parts of the image
are foreground and which parts are
backgrounds. You can do this by
using the Mark Areas to
Keep and Mark Areas to
Remove commands:

O If Word has marked part of the
foreground magenta, click Mark
Areas to Keep and draw a line in
that region of the image.

O If part of the background has not
been marked with magenta,
click Mark Areas to Remove and

draw a line in that region of the image.

After you add your marks, Word will readjust the image.

When you're satisfied with the image, click Keep Changes. All of the magenta areas will

be removed from the image.

9. You can adjust the image at any time by clicking the Remove Background command

again.

As with artistic effects, Background Removal will not work with some Clip Art images.

to Delete
cropped areas of pictures. You can also
choose whether to apply the settings
tothis picture only or to all pictures in

If you are
emailing your document, you may want to
select Email, which produces the smallest

Compress Pictures

Compression options:
Apply only to this picture
Delete cropped areas of pictures

Target output:
@) Print (220 ppi): excelent quality on most printers and sareens ||
() Sereen (150 ppi): good for Web pages and projectors |
() E-mail (96 ppi): minimize document size for sharing

() Use document resolution

o |
* ix Corrections = ﬁ
) %Colorv %
Remove .
Background || Artistic Effects ~ g~
Adjust
Remowve Background :

Automatically remove unwanted
partions of the picture,

If needed, use marks to indicate
areas to keep or remove from the
picture,

0 Press F1 for more help.

of the

T ek Pt

£ W
Ctuwn sl waen
gl e
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Lesson: 8

Working with Style, Themes, Header & Footer

-79 -

Styles and themes are powerful tools in Word that can help you easily create professional looking documents. A style is a predefined
combination of font style, color, and size of text that can be applied to selected text. A theme is a set of formatting choices that can be
applied to an entire document and includes theme colors, fonts, and effects.

To Select a Style:

Select the text that you want to format.

2. Inthe Style group on the Home tab, hover over each style
to see a live preview in the document. Click the More drop-

down arrow to see additional styles.

3. Select the style you desire. Now the selected text

appears formatted in the style.

Apply a Style Set:

3 Find -
AaBbCcDr AaBbCcDe | AaBbCi| AaBbCe | P
Gag Replace
Change
THormal ~ TNo Spaci.. | Heading1 | Heading 2 Syes| i Select
Default (Black and White) 77 Style Set »
== Distinctive n Colors »
3
Elegant Eonts
=, FParagraph Spacing *
Fangy =y Faragraph spacng
Set as Default
Formal
Manuscript
Modern

To Modify a Style:

. 34 Find -
szBbccDdt  AzBbceodt | AABBC | AABBC | % . Replace
THormal T No Spaci Hea Update Heading 1 to Match Selection
style $4 Modify..,
RO O S-S salhAu[NuDataJ

Rename...

Remave from Quick Style Gallery

Add Gallery to Quick Access Taolbar

To Create a New Style:

A B
AABBC AaBBC 2 Replace
Headingl Heading2 | _ GChange
¢ g = | Styles~ kg Select - 2
Styles = Editing

-~ x

» &)

Heading 3

Themes

What is a Theme?

Select the New Style button at the bottom. A
dialog box will appear.

3. Enter a name for the style, and set the text
formatting the way you want.

4. Click OK, and the new style will appear in the
task pane.

AaBbCcDe | AaBbCcDe AaBbCi AaBbCc
TMormal | TMo Spaci.. Heading1 i =

Styles

— od
% &4 Find ~

- 2ac Replace
Heading 2 ange
Styles» | Wi Select~
F] Editing

' & ' | More

Format titles, quotes, and other
text using this gallery of styles.

Style Sets include a combination of title, heading, and paragraph styles. Style sets

allow you toformat all the elements of

your document at once, rather than
formatting  your title and headings
separately.

1. Click the Change
Styles command on the Ribbon. A
drop-down menu will appear.

2. From the drop-down menu,
select Style Set.

ADWORKS, INC.

3. Select the Style Set you desire and the change will be reflected in the

entire document.

AW NE

change the name of the style.

Locate the style you wish to change in the Styles group.
Right-click the style. A drop-down menu will appear.

Click Modify and the Modify Style dialog box appears.
Make the desired changes to the formatting. If you want, you can also

5. Click OK to apply the modifications to the style.

1. Click the arrow in the bottom-right corner of the Styles group.
pane.

This opens the Styles task

m—
T TR e I

s If

Subtle Reference

[ pifable Linked Styles

& &

Options. ..

A theme is a set of colors, fonts and effects that applies to the entire document to give it a consistent, professional look.
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You've already been using a theme, even if you didn't know it: the default Office theme. Every
theme, including the Office theme, has its own theme elements:

e Theme Colors (available from every Color menu) .
e Theme Fonts (available from the Font menu)
e Shape Styles (available in the Format tab when you click on a shape) ADW ORKS, INC.

Why Should You Use Theme Elements?

If you're using theme elements, you'll probably find that your document looks pretty good and all
of the colors work well together, which means you don't have to spend as much time tweaking the document. But there's another
great reason to use theme elements: When you switch to a different theme, all of those elements will update to reflect the new
theme. You can drastically change the look of the document in a couple of clicks, and it will usually still look good.

Remember, the colors and fonts will only update if you're using Theme Fonts or Theme Colors. If you choose one of the Standard
Colors or any of the Fonts that are not Theme Fonts, then your text will not change when you change the theme. That can be useful
if you're creating a logo or title that always needs to look the same.

If you're using built-in styles, you may notice that the fonts for those styles change when you select a different theme. That's because
all of the built-in styles are based on the Theme Fonts. If you don't want the styles to change, you'll need to create custom styles.

To Change the Theme:

1. Select the Page Layout tab. I Home et | Paoelayour | Refere
2. Click the Themes command. A drop-down menu will appear. E - | Orientation = = Breaks ~
3. Hover the mouse over a theme to see a live preview of it. T:e:nes Al o I3 size £ Line Number]
4. Select the desired theme. ~ JO-| "~ = Columns- ¥ Hyphenatio
|| Built-In -
Customizing a Theme [ Aa 1 Aa ] | As 1 Aa 1
Suppose you really like the fonts from one theme, but you'd like to experiment with — e
different color schemes. That's not a problem: you can mix and match Office ] Adjacengy _ Angles Apex =
the colors, fonts, and effects from different themes to create a unique look for Ad 1 Az 3
your document. If it still doesn't look exactly right, you can customize the Theme e 1] N s
Colors and Theme Fonts. Apothecary  Aspect

To Change the Theme Colors:

1. From the Page Layout tab, click the Theme Colors command. A drop-down menu will appear.

2. Hover the mouse over the different sets of Theme Colors to see a live preview.

3. Select the set of Theme Colors you desire, or select Create New Theme Colors to customize each color individually.
When setting Theme Colors, try to find a part of your document that uses several colors, so that you get the best idea of what the
color scheme looks like.

To Change the Theme Fonts:
1. From the Page Layout tab, click the Theme Fonts command. A drop-down menu will appear.
2. Hover the mouse over the different sets of Theme Fonts to see a live preview.
3. Select the set of Theme Fonts you desire, or select Create New Theme Fonts to customize each font individually.

To Change the Theme Effects:
1. From the Page Layout tab, click the Theme Effects command. A drop-down menu will appear.
2. Hover the mouse over the different sets of Theme Effects to see a live preview.
3. Select the set of Theme Effects you desire.
Some themes can add aPicture Fill to shapes, depending on which Shape Styles are used. For example, the
Paper theme can add a paper-like texture to shapes. Try exploring some of the different Shape Styles after changing the
theme.

To Save Your Theme:

Once you've found settings that you like, you may want to save the theme so that you can use it in other documents.
1. From the Page Layout tab, click the Themes command. A drop-down menu will appear.
2. Select Save Current Theme.
3. Type afile name for your theme and the click Save.

Headers and Footers
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You can make your document look professional and polished by utilizing the header

and footer sections. The header is a section of the document that appears in the top E‘ a3 A Al E : g;i;;
margin, while the footer is a section of the document that appears in the bottom |[Header|reater page 7o - Quice waraan oree 0o
margin. Headers and footers generally contain information such as page number, |1 I~
date, document name, etc. | Stacks

[Ty e documennt titke|

To Insert a Header or Footer:

1. Select the Insert tab.
2. Click either the Header or Footer command. A drop-down menu will
appear.

3. From the drop-down menu, select Blank to insert a blank header or footer, | tanscena| ™
or choose one of the built-in options. Thie and date neiqe colored e

4. The Design tab will appear on the Ribbon, and the header or footer will
appear in the document.
5. Type the desired information into the header or footer.

Transcend (Odd Page)

-0

o : Title
mlm AdWorks, Inc. Sales Team Report I

4

%) More Headers from Office.com
Edit Header

—a = = EL Remove Header
Header

6. When you're finished, click Close Header and Footer in the Design tab, or hit the Esc key.
After you close the header or footer, it will still be visible, but it will be locked. To edit it again, just double-click anywhere on
the header or footer, and it will become unlocked

To Insert the Date or Time into a Header or Footer:

(i Pagelayout  References 1. Double-click anywhere on the header or footer to unlock it. The Design tab will appear.
Lo 2 5[] 2. From the Design tab, click the Date & Time command.
oate quick Piawre Cip | cote] 3. Select a date format in the dialog box that appears.
& Time Parts ~ Art Heade 4

Insert Place a checkmark in the Update Automatically box if you would like it to always reflect the
Tmnmeamnm current date. Otherwise, it will not change when the document is opened at a later date.

tnsert the current date ortime into Click OK. The date/time now appears in the document.

o

the current document.

To Remove Content Controls:

By default, some of the built-in headers and footers have snippets of text that are called Content b Ao
Controls. Content Controls can contain information such as the document title or company name, o
and they allow you to enter that information into a form field. Wh
[_T: % cut
However, you'll often just want to type a "normal” B3 Copy
header, without any Content Controls. To do this, [ PasteOptions:
. you'll need to remove any Content Control fields A
: Company from the header or footer. Repove Content Control
Form fields [Type the company name] I 1. With the header or footer section active, right- In—;%t ,
_’ [Type the documenttitk] | click the Content Control field you wish to -gelete Cells..
remove. A drop-down menu will appear.
2. Click Remove Content Control. The Content Control field will disappear.

Other Header and Footer Options

There are many other header and footer options that you can use to design these sections of your document. You can review the
Header and Footer Tools Design tab, to view and explore the design options.

To Add Page Numbers to an Existing Header or Footer:

1. Select the header or footer. The Design tab will appear.
2. Place the insertion point where you want the page number to be. You can place it anywhere except inside a Content
Control field.
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3.  From the Design tab, select the Page Number command.
4. Click Current Position and select the desired style. The page number will appear in the document.

Home invert Page Liyout References Maitng: Ferbewe Wiew

Lo
y N - T_" B F oIy Previcus Dhrtererid Firgd Page v Heager Prae Tap 0y .'. &
| =] =l " TSy | .
4 i s =l . = Piext Dferent Odd & Even Pages an Footer from Eotome 0% .
Page Dae Quk Pgtize Clip Goto Close Headet

Mumber = & Time Fadye Art foater ¥ oy Dpcumeent Tewd "-‘ Prceat Alignesmaend Tab and Fooler

If you've already typed information into your header or footer, it's important to place the page number at the Current
Position to avoid losing anything. If you select a page number from Top of Page or Bottom of Page, it will delete anything
that you have already added to the header or footer.

To Insert Page Numbers into a New Header or Footer:

1. From the Insert tab, click Page Number. A drop-down menu will appear.
2. Select the desired page number style and it will appear in your document.

To Hide the Page Number on the First Page:

In some documents, you may not want the first page to show the page number. You can hide the first page number without
affecting the rest of the pages.

1. Select the header or footer that contains the page number.
2. From the Design tab, place a checkmark next to Different First Page. The header and footer will disappear from the first
page. If you want, you can type something new in the header or footer, and it will only affect the first page.

If you're unable to select Different First Page, it may be because an object within the header or footer is selected. Click in
an empty area within the header or footer to make sure nothing is selected.

To Format the Page Numbers:

Select the header or footer that contains the page number.

From the Design tab, select the Page Number command.

Click Format Page Numbers.

From the dialog box, Select the desired Number format.

Next to Start at, enter the number that you want the page numbers to start with.

agrwNPE

If you've created a page number in the side margin, it's still considered part of the header or footer. You won't be able to
select the page number unless the header or footer is selected.
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Lesson: 9
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Working with Tables, SmartArt Graphics & Templates

Working with Tables

Atable is a grid of cells arranged in rows and columns. Tables can be customized and P e A e
are useful for various tasks such as presenting text information and numerical data. = =
00| el B8 0F 72 il o+
Table Picture Clip Shapes SmartArt Chart Screenshot
To Insert a Blank Table: — s .
. . o I 0 | e e
1. Place your insertion point in the document where you want the table to appear. %%%%%
2. Select the Insert tab. ] fEEEEEE %
. ] I
3. Click the Table command. ] EE%%%%%
4. Hover your mouse over the diagram squares to select the number | = — -
of columns and rows in the table. R
5. Click your mouse, and the table appears in the document. E
%] Excel Spreadsheet
6. You can now place the insertion point anywhere in the table to add text. [ QuickIabies -
To Convert Existing Text to a Table:
i Convert Text to Table m-‘
Insert | Pagelsyout  References  Mailings  Review  View| 1. Select the text you wish to convert. o
D ) = T @y Hyperink Table size
E L%‘ ae s’fg Siﬁn ﬂ B4 penmn| 2. Select the Insert tab. R :
- at - R S Click the Table command. Number of rows: 5
|| Insert Table fons inks .
R R RRRS TERARRRE) 4. Select Convert Text to Table from the menu. A dialog || auwritbehavior
thly Revenue box will appear. © Fixed column width: [ Auto =
alesperson 5. Choose one of the options in the Separate text © Autofit o contents
I at: section. This is how Word knows what text to put in © Autofit o window
1. 510,252 525,560 513,745 ea_Ch COIl‘Imn' ) Separate text at
B ot o, 0z e 6. Click OK. The text appears in a table. © Paragraphs @ Comas
A orawTsole e Salzsperson Print v Web : O other: |-
= ConvertTextto Table... 5 513578 56,789 510,233 Jim M. 510,252 525,560 513,745
(@ Exc¥spreadsheet Beth W. 55,550 513,470 527,800 oK Cancel
[ QuickTables » LuizD. 58,547 517,555 58,907 -
Alice 5. 513,578 56,789 510,239 -

To Add a Row Above an Existing Row:

Calibri (Body) = 11+ A" A7
— - . . . . =2 ALy
: Print i Web 1. Place the insertion point in a prEYV-A D
Jim M4 $10,252 S25 5D $13,745 row below the location where | ———
Beth W 55,550 $13470 517,800 ish to add & cut
LuizD 58,547 Fi7,855 58,907 you wish to add a row. 23 copy
i . . Paste Options:
Aligs 5. $13,578 — 36,789 $10,29 2. Rightclick the mouse. A @ Pasteoptons
menu appears. =
Insertion point Insert b |4 Insert Columns to the Left
3. Select Insert - Insert Rows Delete Cels... @ Insert Columns to the Right
Above. Selact [ Imnﬁiébm
4. A new row appears above the insertion point. i soitcells.. B tnsert s Below
- ) Borders and Shading.., | = Insert Cells..
Salesperson Print v Web
Jim M. 510,252 525,560 §13,745 You can also add
Beth W 55,550 513470 527,500 rows below the insertion point. Follow the same steps, but select
LuizD. 58,547 517,555 58,907 Insert Rows Below from the menu.
Alice 5. 513,578 56,789 510,239

To Add a Column:

1. Placetheinsertion point in a column adjacent to the location you wish the new column to appear.

2. Right-click the mouse. A menu will appear.

3. Select Insert - Insert Columns to the Left or Insert Columns to the Right. A new column appears.
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To Delete a Row or Column:

Select the row or column.
Right-click your mouse. A menu will appear.
Select Delete Cells.

pPONPE

To Apply a Table Style:

Select Delete entire row or Delete entire column and click OK.

-84 -

Design

References Mailings Review View Layout
= = = = L shading ~ -
— - : s — -
__________ E 2 Pen Color =
Table Styles Draw Bordd
?j" ! 1"4@"‘ ! "3"""4"""MDre

Choose a visual style for the table.

1. Click anywhere on the table. The Design tab
will appear on the Ribbon.
2. Select the Designtab and locate the Table
Styles.
3. Click the More drop-down arrow to see all of |+
the table styles.
4. Hover the mouse over the various styles to see
a live preview.
5. Select the desired style. The table style will appear in the

document.

To Change the Table Style Options:

Once you've chosen a table style, you can turn various options on or off to change the appearance of the table

525,560
513,470
517,555
56,789

513,745
527,200
58,307

510,239

options: Header Row, Total Row, Banded Rows, First Column, Last Column, and Banded Columns.

1.
2.

Click anywhere on the table. The Design tab will appear.
From the Design tab, check or uncheck the desired options in the Table Style Options group.

References

Home Insert Page Layout Mailings

First Column
|:| Last Calumn

Header Rowr
D Total Row

Review

View

Design

Eanded Rows |:| Banded Columns
Table Style Options

Table Styles

To Add Borders to a Table:

: -
Design | Layout L
Dy shading - || m— - @ 3
- [F Borders - ip=—=- 2.
— Draw  Eraser
5 ZPenColort |Taple
Draw Borders i

3. Click the Borders drop-down arrow.
4.  From the drop-down menu, select the
desired border type.
5. The border will be added to the selected cells.

Modifying a Table Using the Layout Tab

Highlight the cells you wish to add a

border to.

From the Design tab, select the
desired Line Style, Line Weight,

and Pen Color.

Depending on which Table Styleyou're using,
certain Table Style Options may have a somewhat
different effect. You may need to experiment to get the
exact look you want.

I I
Design Layout

Lashading ~
:

EBottom Border

3 pt —

Top Border
+ Left Border
| Right Border

Sl Print ™ Web % No Border
lim M. 510,252 525,560 513,745 -
All Borders
Beth W. 55,550 513,470 527,200
LuizD. 58,547 517,555 58,907 Oﬁgwde Borders
Hica 5. §13,578 56,789 510,239 4 Infide Borders

When you select a table in Word 2010, Design and Layout tabs appear under Table Tools on the ribbon. Using commands on
the Layout tab, you can make a variety of modifications to the table.

change the organization of the graphic.

To Insert a SmartArt lllustration:

Visit us at: www.sarvaindia.com

SmartArt Graphics

SmartArt allows you to visually communicate information rather than simply using text. lllustrations can really enhance your document,
and SmartArt makes using graphics especially easy. You will learn how to insert a SmartArt graphic, modify the color and effects, and
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1. Place the insertion point in the document where you want the graphic

to appear. B i .
. — ; i 2. Select the Insert tab. .-
L pems e A mEOE 3. Select the SmartArt command | + .. o= = =
=N | - in the lllustrations group. A = Fm = :
. st dialog box appears. e S | gl Tl E r_ r-
§ 4. Select acategory on the left of | =™ = T -
= the dialog box and review the - —EEE |= 22 | -01-1-
SmartArt graphics that appear 2 bt — i
" in the center. i pan - p— il
5. Select the desired SmartArt B o PR
. graphic and click OK.
.Joﬂ To see more details about a graphic,
click on any image, and a larger 3| o
preview of the graphic with additional
B P by text details will appear on the right side of the dialog box.

To Add Text to a SmartArt Graphic:

1. Select the graphic. A border will appear around it with an arrow on the left
side.
[TeXt] 2. Click the arrow on the left side of the graphic to open the task pane.
3. Enter text next to each bullet in the task pane. The information will appear in
the graphic, and will resize to fit inside the shape.

[TeXt] 4. To add a new shape, press Enter. A new bullet will appear in the task pane,
and a new shape will appear in the graphic.
You can also add text by clicking on the desired shape and then typing your text. This
[Text] [Text] [Text] works well if you only need to add text to a few shapes. However, for more complex
SmartArt graphics, working in the task pane is often faster.

You can change the layout of a SmartArt graphic even after you've added text. However,

if the new layout is very different from the old one, some of your text may not show up. Experiment with different layouts to
see how they display your text differently.

TO Add a Shape toa Graphlc. I“ Home Insert Page Layout References Mailings Review View | Design
X i [JAda shape]-| < Promote 4+ Move Up ) . eo
1. Select the graphic. The Design and Format tabs appear on the e buoeoon | 5 4Ty e e |
Ribbon. O rdasnBautees bt 2 s T [ |5 g | T
Select the Design tab | @ s n A ShapeAfler i
. [\_. Add Sh A:dashapealterthese\e:ted [ SR R S RN SRR N
shape. T T T T T T T

2.

3. Click the Add Shape command in the Graphics group.

4. Decide where you want the new shape to appear and select
one of the shapes nearby the desired location.

5. Select Add Shape Before or Add Shape After. If we wanted to ||:
add a superior or a subordinate, we could select the Add -
Shape Above or Add Shape Below options. : R

MNew shape will appear
to the right of the
selected shape

VPSales
You can change the layout of a SmartArt graphic even after you've added
text. However, if the new layout is very different from the old one, some of :
Salespe’r;nn

Bob Roberts,
SalesChief

Beth, Ellza!?eth,
Design

Salesperson I Specialist

your text may not show up. Experiment with different layouts to see how ||.
they display your text differently. -

To Move Shapes Using the Promote or Demote Commands:

Select the graphic. The Design and Format tabs appear on the Ribbon.
Select the Design tab.

Select the shape you would like to move.

Click the Promote or Demote commands in the Create Graphic group.
The shape will move up one level.

arowpnPE

You can also demote and promote shapes from within the task pane. With the insertion point in the task pane, press the Tab key to
demote a shape. Press the Backspace key (or Shift-Tab) to promote a shape. It's a lot like creating an outline with a multilevel list.
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To Change the SmartArt Style:

1. Select the graphic. The Design and Format tabs appear on the [ osion | Fomat aﬁ
Ribbon. 20

2. Click the Design tab. Wl OO O O %

3. In the SmartArt Styles group, click the More drop-down arrow to |erenee | ][] )] ][] OO reset
view all of the styles. Lons N Graphic

4. Hover the mouse over each style to see a live preview. At ok

R IR EE RN R T TS

Select the desired style.
Choose an overall visual style for
the SmartArt graphic.

To Change the Color Scheme:

Word provides a variety of color schemes to use with SmartArt. The color schemes use Theme Colors, so they will vary
depending on which Theme you are using.

Select the graphic. The Design and Format tabs appear on the Ribbon.

Select the Design tab.

Click the Change Colors command. A drop-down menu appears showing various color schemes.

Select the desired color scheme.

pPODPE

If you want to change the appearance of asingle shape within the SmartArt graphic, select the shape and click
the Format tab. You can then modify the Shape Style, color, effects or other settings for that shape.

Using a Template

A template is a pre-designed document that you can use to create documents quickly without having to think about formatting. With a
template, many of the big document design decisions such as margin size, font style and size, and spacing are predetermined. You
will learn how to create a new document with a template and insert text into it.

To Insert a Template:

1. Click the File tab to go to Backstage view.

2.  Select New. The New Document pane appears.

3. Click Sample templates to choose a built-in template, or select an Office.com template category to download a template.
4. Select the desired template and click Create. A new document will appear using the template you have selected.

|n Home  Inset  Pagelayout  Refersnces  Mallings  Review  View Sample templates

=

= 2l
Available Templates o

Choose a Sample
template or an

MWedian Letter Median Merge Fax

Office.com template

document templates | | templates witting - _ -

|m Office.com Templates

: I al (L AQ |
Y =3 Samplftemplates . ) )
Recent Blank B!og% Recent Sample Wy Templates  New from . e

[Search Office.com for templates e

—

- o kiR ==
— |
o 4 e & M —
L = — — Iledhan Report Median Resurne

Agendas Award Brothures Budgets Busingss Calendars

@ Document
Help certificates cards
) Template
j Options 3 L =l
it (a o ‘ | Jﬂ ol | A g
[ ek J ,_I | l -
o - ' Creat
Designshides  Diagrams  Envelopes Expense Faxes Flyers s
reports
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To Insert Text into a Template:

Templates include placeholder text that is surrounded by brackets. To personalize your document, you'll need to replace the
placeholder text with your own text.
Some templates simply use regular text as the placeholder text, rather than the "traditional" placeholder text with brackets. In those

cases, just delete the text and type in your own text.

1. Click on the text you want to replace. The text will appear highlighted and a template tag will appear.

Bill Hansen

|_5[“—)'pe your address] | ‘-—

[Type your phone number]
[Type your e-mail address]
[Type your website address]

2.  Enter some text. It will replace the placeholder text.

For some fields, there is a drop-down arrow that you can use to select the information, rather than typing it. For example,
a date field will show a calendar so that you can choose the date more easily.

To Change Prefilled Information:

In some templates, your name or initials will be automatically added. This is known as Prefilled information. If your name or initials
are incorrect, you'll need to change them in Word Options.

1. Click the File tab to go to Backstage view.
2. Click the Options button. The Word Options dialog box appears.
3. Enter the user name and/or initials in the General section, then click OK.

F ™
Word Options m

General P . . .
;] & General options for working with Word.
Display
Proofing User Interface options
Save Show Mini Toolbar on selection '
Enable Live Preview i
Language
Color scheme: SiIuerEI
Advanced
ScreenTip style: | Show feature descriptions in ScreenTips EI

Customize Ribbon
Personalize your copy of Microsoft Office

Quick Access Toolbar

User name: | Bill Hansen

Add-Ins
Initials: BH

Trust Center
Start up options

|:| Cpen e-mail attachments in Full Screen Reading view

[ ok | [ coancal |

L

If you are using a public computer, such as one at a library, you may not want to change these settings.
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Lesson: 10

Mail Merge

Mail merge is a useful tool that will allow you to easily produce multiple letters, labels, envelopes, name tags and more using
information stored in a list, database, or spreadsheet. You will learn how to use the mail merge wizard to create a data source and a
form letter, and explore other wizard features.

When you are performing a Mail Merge, you will need a Word document (you can start P R e O Mailings
with an existing one or create a new one), and a recipient list, which is typically = =
an Excel workbook. &
Select Edit Highlight A
To U Mail M . Recipients = Recipient List | Merge Fields
0 Use Mal erge: | 2 Letters
1. Open an existing Word document, or create a new one. k=4 E-mail Messages I E—
2. Click the Mailings tab. =1 Envelopes..
3. Click the Start Mail Merge command. = labels.
4. Select Step by Step Mail Merge Wizard. = Dpirectory
X . . . . Mormal Word Document
The Mail Merge task pane appears and will guide you through the six main steps to : i :
. . . @Q Step by Step Mail Merge Wizard...

complete a mail merge. The following is an example of how to create a form letter and
merge the letter with a recipient list. ]

Step 1: Step 2:

1. Choose the type of document you wish to create. In this 1. Select Use the current document.

example, select Letters. T s - x
Mail Merge S 3 Select starting document
Select document type How do you want to set up your
What type of document are you letters?
working on? (@) Use the current document
@ Letters (YStart from a template

E-mail messages () Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge

Lett: - "
s wizard to add recipient
Send letters to a group of information.
people. You can personalize the
letter that each person receives. Step 20f 6

Click Next to continue.
% Next: Select redipients
Step 1 of 6

4 Previous: Select document type
@ Next: Starting document P

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

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

Step 3:
(] Select Data Source ety
Now you'll need an address list so that Word can |& (=i » tenre » documerts » Leties 214 Jj Seore 2
automatically place each address into the document. The list Organize ... . New folder =~ 0 @
can be in an existing file, such as an Excel workbook, or you R " Documents library Antange by Folder ~
cantype a new address list from within the Mail Merge e .
. d 3 Libraries Name Date modified Type
Wizard. 5 Documents || [ Ad&m List 8/3/2010 457 PM__ Microsoft
o Music T M ft Office Excel Worksheet |
1 IFrom tgehMall Il_\/IErIge task pane, select Use an existing B viteos S0 LKB s
ist and then click Browse.
2. Locate your file in the dialog box (you may have to & Homegroue
navigate to a different folder) and click Open. 1% Computer - ,
New Source...
File nome: Address List -
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3. Ifthe address list is in an Excel workbook, select
the worksheet that contains the list and click OK.

-89 -

4. Inthe Mail Merge Recipients dialog box, you
can check or uncheck each recipient to control which

ones are used in the mail merge. When you're done,

[ M‘ click OK to close the dialog box.
Select Table
[ Mail Merge Recipients |
o . Thigis the kst of recpients that wil be used in your merge. Use the options below to add to or change your ist. Use the
Name  Desarpton Modifed Created Tipe hedtbures to i '-EF redplens from the merge, When your et ey, dk X
Data Source ~ mm,|mum,|m.‘mm - |Cty ,|scate o
B ASRIM B30 4STITIN TARLE Address Listodsx | [V |Albertson  Kathy Ms. 1024 Lakeview Cir  Peachtree City GA
. i Address Listadsx | [7 Michael Mr. 1123 Main St Wilmington  NC
& B4 B34S TRLE Address Listods | 7 Viliam Mr.  SH0W4thSt AptiZl NewYork NV
‘ Address Listaisx | [V Eliza Ms. PO Boxd4551 Reno WY
Bt RN 4SEIR BRI ATIP T Adress s | 7 On M P05 Rakigh NG
Address Listadsx | [ Melissa Ms. 3202 Maplewood Ave Richmond VA
Address Listxdsx | [V Shannon Ms. 500 Acmeln, Apt3C  Springfield 1L
Address Listxlsx | [ Chris Mr. 436 Church 5t Columbia sC
Data Source Refine recipient kst
Address List. dex | 8] sort..
T Eiter..
¥ End duphcates. ..
{ ‘ ] ‘ ’ | ¥ Endrecpient..,
| B3 vaigate sdorecens
IV] it o ofdata cotzn coln headers Cane
i o]

5. From the Mail Merge task pane, click Next: Select
recipients to move to Step 4.

Step 4:

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

open now.

To Insert Recipient Data:
1. Place the insertion point in the document where
you wish the information to appear.

2. Select Address block, Greeting line, Electronic
postage, or More items from the task pane.

Mail Merge v X

Write your letter

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

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

Insert formatted address

=L
ﬁ More items...

When you have finished writing
your letter, dick Next. Then you
can preview and persanalize each
redpient's letter,

Step 4of 6
% Mext: Preview your letters

4 Previous: Select recipients

3. Depending on your selection, a dialog box may
appear with various options. Select the desired
options and click OK.

4. A placeholder appears in your document. For
example: «<Address Block».

r N
Insert Address Block M
Specify address elements Preview
[¥] Insert gedipient's name in this format: Here s a preview from your recipient ist:
M. Josh Randal ¥ . 1 b M
Mr. Josh Q. Randal Jr,
Mr. Joshua Randal Jr. | M. Kathy Abertson
e oa Q. Rl o2 abmsen cr
Josh and Cynthia - Peachtree City, GA
 Insert company name
9] Insert postal address:
Never indude the countryregion in the address
- Always indude the countryjregion in the address Cornect r
(@) Ondy indude the country/region if different than: .
Ifitems in your address blodk are missing or out of order, use
United States [ ] Match Fields to identfy the correct adress elements from your
. madling list.
Fils i
] Format address according to the destination countryjregion

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

6. From the Mail Merge task pane, click Next: Preview

your letters to move to Step 5

For some letters, you'll only need to add an Address
block and Greeting line. Sometimes, however, you
may wish to place recipient data within the body of the
letter to personalize it even further.
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Step 5:

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

Mail Merge

Use arrows to
preview each letter

One of the merged letters is
previewed here, To preview

Preview your letters
another letter, dick one of the
following:

\ Recipient: 1
e ¥ o = i

Make changes

Ms. Kathy Albertson
1024 Lakeview Cir
Peachtree City, GA

You can also change your redpient
lizt:

& Editrecipient list...

Exdude this redpient

When you have finished
previewing your letters, dick Next,

Dear Ms. Albertson,

As you masknow, 2010 mark:

v ! Then you can print the merged
grown fro a tiny startupintg  letters or edit individual letters to
a lomnlobenniby o6 |y add personal comments.

unt Steps of 6

The preview allows

you to see how ing

recipient data will ay
look in each letter.

® Next: Complete the merge
@ Previous: Write your letter

2. Click Next: Complete the merge to move to Step
6.

Step 6:
1.

2.

3.

Click Print to print the letters.
Mail Merge - X

Complete the merge

Mail Merge is ready to produce
your letters,

To personalize your letters, dick
"Edit Individual Letters, ™ This will
open a new document with your
meraed letters, To make changes
to all the letters, switch back to
the original document,

Merge

by PE‘ t..
H Edrindividual letters. ..

Step 6 of 6

@ Previous: Preview your letters

The Merge to Printer dialog box opens. Click All,

and then click OK.
F B
L8 i)

Merge to Printer

Print records

{7 From: | |Io: | |

o ) [om

The Print dialog box will appear. Adjust the print
settings if needed, and then click OK.
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Lesson: 11

Reviewing & Printing of Documents

Suppose someone asks you to proofread a report for them. If you have a hard copy of the report, you might use a red pen to cross out
sentences, mark misspellings, or add comments in the margins. However, you could also do all of these things in Word using
the Track Changes and Comments features.

When you've finished reviewing the document, the other person can choose to automatically Accept all of your changes, or decide
whether to Accept or Reject each change one-by-one.

About Track Changes

When you turn on the Track Changes option, every | Fe¥hesithayConcernDear Mr. Powell:

Change you make to the document shows up as Thank you for taking the time to meet with me last Thursday about the Sales Associate position.
colored markups. If you delete some text, it won't enjoyed meeting with you and touring the facility. [ was very impressed with the layout of the
disappear, but instead will have a visible strike showroom and with the competence of the staff at yexresmpanyQuality Furnishings. [ wouldlove
through it. If you add text, it will be underlined. This the chance to work in such a productive and ¥essupportive atmosphere.

allows another person to see which changes have
been made before making the changes permanent. As we talked about in our meeting, my fanyjyears of sales experience, both in commissioned floor
The color of the markups will vary depending on

who is reviewing the document, so if there are ! ) SRR EE L T T L S e e A
multiple reviewers, you'll be able to tell at a glance | "tines at Quality Funishings.

who made each change.

To Turn on Track Changes:

Review | View 1. Click the Review tab.

L;IE?’ 4 Final: Show Markup 2. Click the Track Changes command. It should now be highlighted in gold to show that it is active.
Track |35"°_W“_““’"‘“p' 3. Any changes you make to
Cranges| ] RE"T'IE::::’QPE"E ’ the document will be |g the facility.] was very impressed with the layout of the

Track Changes (Ctri+Shift=E) — shown as colored markups.  |ofthe staff at yeur cempanyQuality Furnishings. [ would love

Gatument meudimg insetians, 4. Click the Track

deletions, and formatting changes. Changes command again to turn it off.

@ Press FL for more help.

Adding and Deleting Comments

Sometimes, instead of changing something, you may want to make a comment about part of the document. Comments show up in
"balloons" in the right margin and can be read by the original author or by any other reviewers.

To Add a Comment:

References Mailings Review l

Highlight some text or place the insertion point where you want the comment to appear.
From the Review tab, click the New Comment command.
3. Type your comment.

A Delete = E ‘;h_‘
#) Previous = B
New Track
Comment ?JNEXt Changes + E
Comments

N

Insert Comment

Add 3 comment about the my knany]years of sales experience, both in commissioned floor J_,,-{(umment [BH1]: How many years?

seleion. 0 " T emmmmmmmmmmm oo e

risor, would greatly benefit Quality Furnishings. In that time, |

To Delete a Comment:

1. Select the balloon containing the comment you wish to delete.
2.  From the Review tab, click the Delete command.

To Delete All Comments:

1. From the Review tab, click the Delete drop-down arrow.
2. Click Delete All Comments in Document.
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Accepting or Rejecting Changes

Tracked changes are really just "suggested" changes. To become permanent, they have to be Accepted. On the other hand, the
original author may disagree with some of the tracked changes and choose to Reject them.

To Accept or Reject Changes:

1. Select the change you want to accept or reject.

2. From the Review tab, click the Accept or Reject command.
3. If you accepted the change, the markup will disappear, and the text will look "normal."

For some tracked changes, you can "reject" the changes by simply deleting them as if they were normal text. For example, if a
reviewer adds a word to a sentence, you can just delete the word.

To Accept All Changes:

1. From the Review tab, click the Accept drop-down arrow. A drop-down menu will appear.
2. Select Accept All Changes in Document.

To Reject All Changes:

1. From the Review tab, click the Reject drop-down arrow. A drop-down menu will appear.
2. Select Reject All Changes in Document.

Accepting or Rejecting all changes does not affect comments, so if you want to delete them, you'll have to do it separately.

Changing How Markups Appear

If there are a lot of tracked changes in a document, they may become distracting if you're trying to read through the document. There
are a couple of settings that you can use to hide the markups or change how they appear.

To Hide Tracked Changes:

1. From the Review tab, click the Display for Review command. The Display for Review command is located to the right of
the Track Changes command, and it may not be labeled. It will probably say Final: Show Markup.
2. Inthe drop-down menu, there are four options:

Final: Show Markup: Shows the final version along with the markup.
Final: Shows the final version and hides all markups.

Original: Show Markup: Shows the original version along with the markup.
Original: Shows the original version and hides all markups.

3. Choose Final or Original from the drop-down menu to hide the markups.

Setting Display for Review to Final is not the same as accepting all changes. You will still need to Acceptor Reject the changes
before sending out the final version of your document.

To Show Revisions in Balloons:

By default, most revisions show up inline, meaning the text itself is marked. You can choose to show the revisions in balloons,
which moves many of the revisions (such as deletions) to balloons in the right margin. This may make the document easier to read,
as there are fewer inline markups. The balloons also give you more detailed information about some markups.

1. From the Review tab, click Show Markup - Balloons - Show Revisions in Balloons.
2. Some of the revisions will move to the right margin.

To go back toinline markups, you can select either Show All Revisions Inline or Show Only Comments and Formatting in
Balloons.

Comparing Two Documents

If you edit a document without tracking changes, it's still possible to use reviewing features such as Accept andReject. You can do
this by comparing two versions of the document. All you need is the original document and the revised document, and they need to
have different file names.
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To Compare Two Documents:

-03-

From the Review tab, click the Compare command. A drop-down menu will appear.

1.
2. From the drop-down menu, click Compare.

3. Adialog box will appear. Choose your Original document by clicking on the drop-down arrow and selecting the document
from the list. If your document is not on the list, click the Browse button to browse for the file.

4. Choose the Revised document the same way you chose the Original document and click OK.
At this point, Word compares the two documents to determine which changes were made, and it creates a new document
that you can save if you want. The changes show up as colored markups, just like the ones that appear when using Track
Changes. You can then use the Accept and Reject commands to finalize the document.
To the right of the new document, there is a pane that displays the Original and Revised documents that you can use for
reference (although you can't edit them). If you don't see the pane on the right, click Compare Show Source Documents

Show Both.

Using the Reviewing Features Safely

If there are any comments or tracked changes in your document, you should remove them before sending it out to anyone you're
not collaborating with. Comments and tracked changes can reveal confidential information that could lead to embarrassment or make

you or your company appear unprofessional (or worse).

Once you've removed all of the comments and tracked changes, it's a good idea to double-check your document using the Document
Inspector. The Document Inspector can tell you if there is any hidden data in your document that you may need to remove. It looks
for data in many different places—not just comments and tracked changes.

To Use the Document Inspector:

Save your document.
Click the File tab to go to Backstage view.
Select Info on the left side of the page.

Select Inspect Document.
Click Inspect.

NogkrwpE

Click the Check for Issues command. A drop-down menu will appear.

The inspection results will show an exclamation mark for any categories where it found possibly sensitive data, and it will

also have a Remove All button for each of those categories. Click Remove All to remove the data.

Close the dialog box when you're done.

© ©

From Backstage view, click Save to make the changes permanent.

Printing a Document

Once you've completed your document, you may want
toprintit. This lesson covers the tasks in the Print
pane along with the Quick Print feature.

In  previous versions of Word, there was a Print
Preview option that allowed you to see exactly what the
document looked like before printing it. You may have
noticed that this feature seems to be gone in Word 2010. It
actually hasn't disappeared; it's just been combined with
the Print window to create the Print pane, which is located
in Backstage view.

To View the Print Pane:

1. Click the File tab to go to Backstage view.

2. Select Print. The Print pane appears, with the
print settings on the left and the Preview on the
right.

To Print:
1. Gotothe Print pane.
2. If you only want to print certain pages, you can
type a range of pages. Otherwise, select Print All
Pages.
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3. Select the number of copies.

4. Check the Collate box if you are printing multiple copies of a multi-page document.
5. Select a printer from the drop-down list.

6. Click the Print button.

Quick Print

There may be times when you want to print something with a single click, using Quick Print. This feature prints the document using
the default settings and the default printer. In Word 2010, you'll need to add it to the Quick Access Toolbar in order to use it.
Quick Print always prints the whole document, so if you only want to print part of your document you’ll have to use the Print pane.

To Access the Quick Print Button:

1. Click the drop-down arrow on the right side of the Quick Access Toolbar.
2. Select Quick Print if it is not already checked.

Customize Quick Access Toolbar

(R " Mew

_J] T cali
— £ Open
Pavste f B Save |

Clipboard = E-mail

Quijck Print —

Pri

™ Add to Quick Access Trm:ult:uar§|l
o S P& rmrrg—o—arorrrrroe

: Unda
- Redo
: Draw Table

— Open Recent File

More Commands...

- Show Below the Ribbon
' i

3. To print, just click the Quick Print command.

1. -y o, 1 iy [

. Quick Print (HP Color Laserlet 2500 Series P3) |
i ¥

_i] P cCalibri(Body) v 11 v A A7 Aav | & ]
B =3
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Clipboard 1= Font a
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Unit-lll MS-Excel 2010

Lesson: 1

Introduction to M.S Excel 2010

Excel is a Microsoft office application. Excel is mainly used for making calculations and mathematical works. Microsoft excel is a
spread sheet application in which nhumber of sheets we can add as per our requirements. In a single sheet, it consists of rows and
columns and cells. Every cell has different address. In excel sum, product, subtraction, division and many mathematical, logical
functions are available with this application. Other features tables, charts, clip art etc. you can find with Excel. It basically used for
payroll, accounts, mathematical and for other business purposes.

Or
Microsoft Excel is a commercial spreadsheet application written and distributed by Microsoft for Microsoft Windows and Mac OS X. It
features calculation, graphing tools, pivot tables and a macro programming language called Visual Basic for Applications.

Or
Microsoft Excel is a spreadsheet application used to create and manage business transactions that deal with accounting. To make
this possible, it can assist you with creating lists of transactions, then using those lists to create charts and other analysis tools.

Or
Excel is a spreadsheet program that allows you to store, organize, and analyze information.

In this lesson, you will learn your way around the Excel 2010 environment, including the new Backstage view, which replaces the
Microsoft Button menu from Excel 2007. We will show you how to use and modify the Ribbon and the Quick Access Toolbar, and how
to create new workbooks and open existing ones.

Basic Features of Excel:-

1 Hyperlink: -We can link one file to another file or page with the use of Excel.

2. Clip art: - In this we can add images and also audio, video clips can be added here.

3 Charts: - With charts, we can clearly shown products evaluation to the clients. For example which product sale is more or
less in this month.

4 Tables: - Tables are created with different fields eg -name, age, address, roll no so we add a table to fill these values.

5. Functions: - MATHEMATICAL: Add, subtract, div, multiply, LOGICAL: average, sum, mod, product.

6. Images and Backgrounds:- In this we add images and backgrounds in sheet.

7 Macros: - Macros are used for recording events for further use.

8. Database: - We can add database from other sources with data feature.

9. Sorting and Filter: - In sorting we can sort our data and also filter our data so that repetitions will be removed.

10. Data Validations: - In data tools there are data validations consolidate etc are used.

11. Grouping: - In this we can use group, ungroup subtotal etc.

12. Page layout: - In this themes, colors, sheets, margins, size, backgrounds, breaks, print, titles, sheets height, width, scaling,
gridness, headings, views, bring to front of font or back alignment etc will be used.

Usages of M.S Excel 2010:

1. Manage data records like name list

The commonly usage of Excel is to manage data records and name lists. You don't have to plan in advance on how the table should
look like, as the preset layout allows you to create the tables on the fly, just fill in the information; the table is developed on the go.
Another more attractive point is that you have the ability to sort the list and filter the listing like a database tool.

2. Used as an analytical tool

Besides the good use on managing data, Excel is a great analytical tool for business. With the pivot table contained within Excel, you
can easily analyses a large number of data, as the pivot table can automatically sort, count, and total the data stored in one table or
spreadsheet and create a second table displaying the summarized data. It has gone through much revision. In each revision, we see
its power being enhanced. In the latest version of Excel 2010, there are many new features added: It added almost six new
calculations, a 'Show Value As' function and some great visual tools.

3. Create forms and consolidate results

You can use Excel to create not only a simple form that contains boxes, but also professional forms which include option buttons that
allow you to select answers, dropdown list to select a particular answer from list of items. Together with charts, you can use Excel to
compile answers to tests or quizzes and analyze the profile of the class (If you are a teacher) or your team (If you are a supervisor).

Visit us at: www.sarvaindia.com Licensed by Govt. of India 1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -96 -

4. Corporate Budgeting

A major business application of Excel is in corporate budgeting. Many companies, from big corporations to small companies use
Excel for their budgeting. Despite numerous calls by suppliers of Business Performance Management Systems (BPM) to move away
from Excel as a budgeting tool, 70% to 80% of all corporations still use Excel as their primary budgeting tool.

5. Inventory Management

Excel provides many functions and formulas that will not only help you manage your data records efficiently but will also allow you to
analyze your data based on your constantly changing business environment. Through the use of Microsoft® Excel formulas, you can
create comprehensive drop down boxes to facilitate data inputs and reduce erroneous entries. And through the use of pivot tables,
you could get a good detailed analysis of your stock movement and also your inventory level at any point in time.

6. Finding Profit Breakeven

Finding breakeven is never easy without using Excel. To manually find out the breakeven for a project, you have to perform many
calculations using different numbers as it's inputs. And the calculation becomes even more complex if the components include fixed
cost and step up cost. But with the goal seek function in Excel, this task can be completed in a few seconds.

The Ribbon

Home Insert Page Layout Data Review

o Calibri
- _é M

The Ribbon contains multiple tabs, each
with several groups of commands. You can
add your own tabs that contain your favorite
commands.

Certain programs, such as Adobe Acrobat
Reader, may install additional tabs to the
ribbon. These tabs are called Add-ins.

=
= General -

| $ - % » | %850

D. Mumber El

T

To Customize the Ribbon: Each tab will Click on a tab Some groups will have
have one or to see more an arrow that you can
You can customize the ribbon by creating more groups. commands. click for more options.
your own tabs that house your desired
commands. Commands are always housed
within a group, and you can create as many groups as you need to keep your tabs organized. In addition, you can even add
commands to any of the default tabs, as long as you create a custom group within the tab.

1. Right-click the Ribbon and selectcustomize the Ribbon. ﬁ

A dialog box will appear.
Click New Tab. A new tab created with a new group inside it. £ i Test
3. Make sure the new group is selected. r————

Clipboard

n

cess Toasbuw A = 3
4l el Cedeie
Queei #:pan1 Toakmn Beow the Fubizon S - N -

Quirk deract Teakbhee

Lol

4. Select a command from the list on the left, then click Add. You i P r——r—
can also drag commands directly into a group. Mg ce
5.  When you are done adding commands, click OK. i o

e FaCDEn

ibboy If you
: st e i do not see the command you want, click on the Choose
Fassr temr =l e commands drop-down box and select All Commands.

To Minimize and Maximize the Ribbon:

T The Ribbon is designed to be [
responsive to your current task 2o @
T e l and easy to use, but if you find it is - ‘f'l?ﬁ

=[] W Tl 1uT w1 . '

e T taking up too much of your screen L

¥ (] vt - isiete Format ok b R

=2 Fups layoan space, you can minimize it. ©s A0 Fan ddme

Gl EiE

Boa ==
21 Brmun
LR s B LU T

Tabt and Groups ans 1. Click thearrowin the
upper-right corner of the X e

£ ibban (LY FL

——— 1 D*'WI““*- Ribbon to minimize it. T
ree Cai- 2.  To maximize the Ribbon,
[Crare 1 o= ] | e | click the arrow again.
: Fawsra | REA | When the Ribbon is minimized, you can make it reappear by
& e Hansgar - hegeat Frpart. 2 clicking on a tab. However, the Ribbon will disappear again
= Cancat when you are not using it.
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The Quick Access Toolbar

The Quick Access Toolbar is located above the Ribbon, and it lets you access common commands no matter which tab you are on.
By default, it shows the Save, Undo, and Repeat commands. You can add other

commands to make it more convenient for you.
‘Customize Quick Access Toolbar

Mew

To Add Commands to the Quick Access Toolbar: open

: ||V | Save

1. Click the drop-down arrow to the right of the Quick Access Toolbar.
2. Select the command you wish to add from the drop-down menu. To choose
from more commands, select more commands.

E-mail

Quick Print ]

Print Hee . =
Add to Quick Access Toolbar
£

Spelli

Backstage View V] undo
V| Redo
Backstage view gives you various options for saving, opening a file, printing, or Sort Ascending
sharing your document. It is similar to the Office Button menu from Excel 2007 or Sort Descending
the File menu from earlier versions of Excel. However, instead of just a menu, it is a Open Recent File
full-page view which makes it easier to work with. More Commands...
Show Below the Ribbon
To Get to Backstage View:
1. Onthe Ribbon, click the File tab.
2. Choose your desired option, or return to your workbook by clicking on any tab on the Ribbon.
To Create a New, Blank Workbook:
1. Click the File tab. This takes you to Backstage view.
2.  Select New.
3. Select Blank workbook under Available Templates. It will be highlighted by default.
4. Click Create. A new, blank workbook appears in the Excel window.
In Mors  fresd Pagelmmat Fomiw Des Geiew s 7] i
o To save time, you can create your document from
& s ksitable Templates Hlank workbesk atemplate, which you can select under Available
 pen A Home Templates. We will talk more about this in a later lesson.
i o _ To Open an Existing Workbook:
S —— |
i “'— I 1. C_Iick the File tab. This takes you to Backstage
ook view.
Im 2. Select Open. The Open dialog box appears.
ot (i 3. Select your desired workbook and then
:.'ih click Open.
Save B Send Wylemplic  Mew he
s If you have opened the existing workbook recently, it
Helo Fhce.tom Templ N .
' may be easier to choose Recent from the File
2 Eptiem = tab instead of Open to search for your workbook.
B e -

Azodn Budges Caicadan
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Lesson: 2

Cell Basic

You will need to know the basic ways you can work with cells and cell content in Excel to be able to use it to calculate, analyze, and
organize data. In this lesson, you will learn how to select cells; insert content; and delete cells and cell content. You will also learn how
to cut, copy and paste cells; drag and drop cells; and fill cells using the fill handle.

The Cell

Each rectangle in a worksheet is called a cell. A cell
o is the intersection of arow and a column. g
ata 2Vl

Each cell has a name, or acell address based on -
7 Formula Bar which column and row it intersects. The cell HE
address of a selected cell appears in the Name box. ¥

s |V Headings .
Here you can see that C5 is selected.

(L 2 Fel

Insert

Home Page Layout Formuas

3\6 Calibri -

e A7 | Column

aste B 7 U-~| &
j L

Clipboard = Font
D4 -
A B C

Show

To Select a Cell:

1. Click on acell to select it. When a cell is
selected you will notice that the borders of

the cell appear bold E::l and

the column heading and row heading of the cell are highlighted.
2. Release your mouse. The cell will stay selected until you click on another cell

1

2

3
a

Cell in the worksheet.
You can also navigate through your worksheet and select a cell by using the arrow
keys on your keyboard.
To Select Multiple Cells:
won - x 1. Click and drag your mouse until all of the adjoining cells you want are highlighted.
i 2. Release your mouse. The cells will stay selected until you click on another cell in the
I worksheet.
r | )

Cell Content

Each cell can contain its own text, formatting, comments, formulas, and
functions.

Fum ezl Payge wruul Formeclas Lula Tuvice Ve
4 Calizn EREE R abe - | b Text X
i e i e e Cells can contain letters, numbers, and dates.
“FWH"__ . " | ewcen » e Formatting attributes .
s T E veechin 1 Cells can contain formattlng attributes that change the way letters,
numbers, and dates are displayed. For example, dates can be

formatted as MM/DD/YYYY or Month/D/YYYY.
e Comments

Cells can contain comments from multiple reviewers.
Eontant Bppaars In e Formulas and Functions
call and Tamula bar . .

Cells can contain formulas and functions that calculate cell values.

For example, SUM(cell 1, cell 2...) is a formula that can add the
values in multiple cells.

To Insert Content:

1. Click on acell to select it.
2. Enter content into the selected cell using your keyboard. The content appears in the cell and in the formula bar. You also
can enter or edit cell content from the formula bar.
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To Delete Content Within Cells:

1. Select the cells which contain content you want to delete.
2. Click the Clear command on the ribbon. A dialog box will appear.
3. Select Clear Contents.

You can also use your keyboard's Backspace key to delete content from asingle
cell or Delete key to delete content from multiple cells.

1. Select the cells that you want to delete.
2. Choose the Delete command from the ribbon.

To Copy and Paste Cell Content:
1. Select the cells you wish to

copy.
2. Click the Copy command.

The border of the selected :
cells will change appearance. EE tagr s

_r\ :J I AutoSum © AY L]il[}

FMI'
Insert De\ete Format Sort & Find &
e QU i Sele

(el Faing 3. Select the cell or cells where - b . L
Deleta Cells ¥ you want to paste the content. || al e
. i Employor Atterdng RabAmending
Delete cell, rows, or columns from R 5 ]'A 4. Click the Paste command. a L
the shezt ortable, The copied content will be [ 5 poeans, i E ]
H entered into the highlighted J:f‘“"_
cells. 8 ey, Al

[

aheern Emily &

To Cut and Paste Cell Content:
1. Select the cells you wish to cut.
2. Click the Cut command. The border of the selected cells will change appearance.
3. Select the cells where you want to paste the content.
4. Click the Paste command. The cut content will be removed from the original cells and entered into the highlighted cells.

To Access More Paste Options:
There are more Paste options that you can access from the drop-down menu on the Paste command.These options may be
convenient to advanced users who are working with cells that contain formulas or formatting.

To Access Formatting Commands by Right-Clicking:
1. Select the cells you want to format.
2.  Right-click on the selected cells. A dialog box will appear where you can easily access many commands that are on the
ribbon.

To Drag and Drop Cells:
1. Select the cells that you wish to move.
2. Position your mouse on one of the outside edges of the selected cells. The mouse changes from a white cross EI}' to a black

e
cross with 4 arrows %
3. Click and drag the cells to the new location.
4. Release your mouse and the cells will be dropped there.
5.

To Use the Fill Handle to Fill Cells:
1. Select the cell or cells containing the content you want to use. You can fill cell content either vertically or horizontally.

2. Position your mouse over the fill handle so that the white crossq.:" becomes a black cross

3. Click and drag the fill handle until all the cells you want to fill are highlighted.
4. Release the mouse and your cells will be filled.
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To Modify Column Width:

- 100 -

Lesson: 3

Modifying Rows, Columns & Cells

When you open a new, blank workbook, the cells are set to a default size. You do have the ability to modify cells, and to insert and
delete columns, rows, and cells, as needed. In this lesson, you will learn how to change row height and column width; insert and

delete rows and columns; wrap text in a cell; and merge cells.

Al Je | HPAS North Caf

A+ s c D
HPAS No “h Carolina Board of Directors

E

1. Position your mouse over the column line in the column heading so that
the white cross becomes a double arrow.
2. Click and drag the column to the right to increase the column width or to the

left to decrease the column width.
3. Release the mouse. The column width will be changed in your spreadsheet.

To Set Column Width with a Specific Measurement:

[====] .
C L AT LT S
K | +
o=
muert Lelele |Foorat || ot fmd
- - R e

L e L
¥ Rawkbeghl.

M a1 Buluw= L Faw Fuaghl R

N Counnatr..

Jelaubwide..

To Modify the Row Height:

Select AutoFit Column Width from the format drop-
down menu and Excel will automatically adjust each oK | ‘ Cancel |
selected column so that all the text will fit.

PN P

5.

Select the columns you want to modify.
Click the Format command on the Home tab. The format drop-down menu appears.

Select Column Width. -
The Column Width dialog box appears. Enter Column Width | |

a specific measurement.
Click OK. The width of each selected column
will be changed in your worksheet.

Column width: | B58 |

Height: 45.00 (60 pixels) A

Al - J | HPAS Morth Car

B

1. Position the cursor over the row line so that the white cross becomes

adouble arrow.
2. Click and drag the row downward to increase the row height or upward

|[HPAS North Carolina Board of Directors

decrease the row height.
3. Release the mouse. The height of each selected row will be changed in

+
2
3
a

your worksheet.

To Set Row Height with a Specific Measurement:

u| 2o oy @

EL columnwadtn...

AutaFit Calumn Width

Detault Width

T

“emm X i
mu)
Inzeit Deelele Formal . Jorl 6 Find &
T r T o Clear = Fitter = Select =
Celis ol Siz
I:E an.'_lj-ei\:'ll:...b ~
M c TLTaFT Sewe Heigil i} [

Visit us at: www.sarvaindia.com

Select the rows you want to modify.

2. Click the Format command on the Home tab. The format drop-down menu

appears.
3. Select Row Height.

4. The Row Height dialog box appears. r . A

Enter a specific measurement. Raw Height l i ﬁl

5. Click OK. The selected rows heights will
be changed in your spreadsheet .

Row height: l]:

Select AutoFit Row Height from the format drop-
down menu and Excel will automatically adjust each | 0K ‘ | Cancel ‘
selected row so that all the text will fit.
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To Insert Rows:

1. Select the row below where you want the new row to appear.
2. Click the Insert command on the Home tab.
s T LA v 3. The new row
ol | il L } H appears in your A7 - &
- - - 2 Clear - 1kar e Selae -
e worksheet. | A s c

Lt Cfbs *fl When inserting new rows, 1 |Ashberry, Jane 919-882-6561 ashberryj@hpasnc.org

s il o, i i v ' columns, or cells, you will 2 |Davis, Garrett 919-576-4562 davisg@hpasnc.arg

€ e L o e et Ir see the Insert 3 |Eberhardt, Elizabeth 252-985-3558 eherhardte@hpasnc.org

Options button'@ by the 4 |Everett, Carol 919-503-9560 everettc@hpasnc.org

inserted cells. This button allows you to choose 5 Hepbum, Katie H. 704-882-5559  hepburnk@hpasnc.org
how Excel formats them. By default, Excel :LUVE'ECEv”Eb 6 |Lovelace, Deb 919-785-9656 lovelaced@hpasnc.orz
formats inserted rows with the same formatting 8 |<f {ide, Rebecca 7 |_
as the cells in the row above them. To access 5176 "Format same As Above 8 «fBride, Rebecca 828-357-0072 mebrider@hpasnc.org
more options, hover your mouse over the ig O Format Same As Below 9 Mixan, Daniel 919-821-7425 mixond@hpasnc.org
Insert Options button and click on the drop- 12| O CleerFomtting 10 Stevens, Kevin 919-783-8564 stevensk@hpasnc.org

down arrow that appears.
To Insert Columns:

1. Select the column to the right of where you want the new column to appear. For example, if you want to insert a column
between A and B, select column B.

2. Click the Insert command on the Home tab.

3. The new column appears in your worksheet.

By default, Excel formats inserted columns with the same formatting as the column to the left of them. To access more
options, hover your mouse over the Insert Options button and click on the drop-down arrow that appears.

When inserting rows and columns, make sure you select the row or column by clicking on its heading so that all the cells in
that row or column are selected. If you select just a cell in the row or column then only a new cell will be inserted.

To Delete Rows: To Delete Columns:
1. Select the rows you want to delete. 1. Select the columns you want to delete.
2. Click the Delete command on the Home tab. 2. Click the Delete command on the Home tab.
3. Therows are deleted from your worksheet. 3. The columns are deleted from your worksheet.

Wrapping Text and Merging Cells

If a cell contains more text than can be displayed, you can choose to wrap the text within the cell or merge the cell with empty,
adjoining cells. Wrap text to make it display on multiple lines of the cell. Merge cells to combine adjoining cells into one larger cell.

To Wrap Text:

ﬁ 1. Select the cells with text you want to wrap.

v v Wiew 2. Select the Wrap Text command on the Home tab.
= wrap Text \General = __EE. 3. Thetext in the selected cells will be wrapped in your
=zl worksheet.
ad Merge & Center - $ - % * “s8 ;98 Conditio . .
L. Mumber Farmattinl - |f you change your mind, re-click the Wrap Text command to unwrap
= = the text.
ple Wrap Text ||
- Make all content visible within a
M 1 Microsoft E c_ell by displaying it on multiple Il .
b+ 2 lines. To Merge Cells Using the Merge & Center Command:
2 Microsoft
01 Excel 1. Select the cells you want to merge together.
27| 2
14
2 Q Press F1 for more help.
15
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1R x4C -
A

J= | HPAS North Carolina Board of Directors

[ B c

HPAS North Carolina Board of Directors

=

Ashberry, Jane

Davis, Garrett

Eberhardt, Elizabeth

78-A Meadowview Lane  913-882-6561

Raleigh, NC 27583

29 North Luke Court 919-576-4562

Raleigh, NC 27576

63-C Chapel Court 252-985-3558

Louisberg, NC 27079

ashberryj@hpasnc.org

davisg@hpasnc.org

eberhardte@hpasnc.org

(Selecting A1:D1 (A1, B1, C1, D1)

2. Select the Merge & Center command on the Home tab.

| us

view View

;Wrap Text |Genera| -

= Merge B%Center' $ v % » | %040

Fl Mumber Fl

Condition
Formattin

0 Merge & Center

[l

Excel

in the new cell.

3

This is often used to create labels
that span multiple columns,

Excel

0 Press F1 for more help.

Joins the selected cells into one
larger cell and centers the contents

(Selecting the Merge & Center command)

3. The selected cells will be merged and the text will be centered.

Al -

f« | HPAS North Carolina Board of Directors

[ [ &

HPAS North Carolina Board of Directors

Ashberry, Jane

2
Davis, Garrett

3
Eberhardt, Elizabeth

78-A Meadowview Lane  919-882-6561
Raleigh, NC 27589

29 North Luke Court 919-576-4562
Raleigh, NC27576

63-C Chapel Court 252-985-3558
Louisberg, NC 27079

ashberryj@hpasnc.org

davisg@hpasnc.org

eberhardte@hpasnc.org

(A1 after merging with B1:D1)

If you change your mind, re-click the Merge & Center command to unmerge the cells.

To Access More Merge Options:

down menu appears.
| E Merge & Center

a1 Merge & Center|~ Click the drop-down arrow next to the Merge & Center command on the Home tab. The merge drop-

e Merge & Center: Merges selected cells into one cell and centers the text.

=] Merge Across e Merge Across: Merges each row of selected cells into larger cells. This command is useful if
T Merge Cells you are merging content across multiple rows of cells and do not want to create one large cell.
B unmerge Cells e Merge Cells: Merges selected cells into one cell.

Unmerge Cells: Unmerges the selected cells.
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Lesson: 4

Formatting Text & Cells

Spreadsheets that have not been formatted can be difficult to read. Formatted text and cells can draw attention to specific parts of the
spreadsheet and make the spreadsheet more visually appealing and easier to understand.

In Excel, there are many tools you can use to format text and cells. In this lesson, you will learn how to change the color and style of
text and cells; align text; and apply special formatting to numbers and dates.

Formatting Text

Many of the commands you will use to format text can be found in the Font, Alignment, and Number groups on the
ribbon. Font commands let you change the style, size, and color of text. You can also use them to add borders and fill colors to
cells. Alignment commands let you format how text is displayed across cells both horizontally and vertically. Number commands let
you change how selected cells display nhumbers and dates.

To Change the Font:

|E| H o Select the cells you want to modify.
2. Click the drop-down arrow next to the font command on the Home
Home  Insert Page Layout Formulas Data
tab. The font drop-down menu appears.
= - M i ol = . 3. Move your mouse over the various fonts. A live preview of the font
B AN FE=00 will appear in the worksheet.
EE R o
Paste T Hodont 11 il 4. Select the font you want to use.
v T Bodoni MT Black
Clipboard A To Change the Font Size:

Tr Bodord MT Condensed

Al e BT s art 1. Select the cells you want to modify.
A ] F 2. Click the drop-down arrow next to the font size command on the
1 Fitness P o Book Antiqua Home tab. The font size drop-down
2 % Bookman Old Style menu appears. _
3. Move your mouse over the various
3 B Bookshelf Syrmbol 7 font sizes. A live preview of the font
A T Emszkj Hindl (T size will appear in the worksheet.
Bl &
5 % Britannic Bold 4. Select the font size you want to use.
You can also use the Grow Font and Shrink
b
; T Broadway Font commands to change the size.
To Use the Bold, Italic, and Underline Commands:
1. Select the cells you want to modify.
2. Click the Bold (B), ltalic (I), or Underline (U) command on the Home tab.
To Add a Border: I ; T
T = ] ] Y -_—

Borders
N Egttom Border

Select the cells you want to modify.

M1 Top ODorder £

2. Click the drop-down arrow next to the Borders command on the Home tab. The
border drop-down menu appears.
3. Select the border style you want to use.

| 1
-

Left Border

Erght Bosder

Ho Eorder

You can draw borders and change the line style and color of borders with the Draw
Borders tools at the bottom of the Borders drop-down menu.

&)l Borders

Thutzids Anrdsrs

OB H

Ihuck Eox Bordaer

To Change the Font Color:

1. Select the cells you want to modify.
2. Click the drop-down arrow next to the font color command on the Home tab. The color menu appears.
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3. Move your mouse over the various font colors. A live preview of the color will appear in the worksheet.
4. Select the font color you want to use.

Your color choices are not limited to the drop-down menu that appears. Select More Colors at the bottom of the menu to access
additional color options.

To Add a Fill Color:

Select the cells you want to modify.

Click the drop-down arrow next to the fill color command on the Home tab. The color menu appears.
Move your cursor over the various fill colors. A live preview of the color will appear in the worksheet.

el e

Select the fill color you want to use.

To Change Horizontal Text Alignment:

Select the cells you want to modify.

Hore Traart =nge Lagaul Farmrelar (=119 Fasdawy e
T I . 2. Select one of the three horizontal Alignment commands
| Britanniz Ezld - - AT A gy AR [+ wirap Terd
o s ) — . on the Home tab.
it L, B X W - e A 5 O i e s oo
T S e ey O Align Text Left: Aligns text to the left of the cell.
itries i Taact Lt .
A 1 P — O Center: Aligns text to the center of the cell.

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

i |

1. Select the cells you want to modify.

nseit

Home Page Lot Foondz  Dasn Rmeew  Vitw 2. Select one of the three vertical Alignment commands on the
S S — T p— Home tab. .

h:;' lu- B"':' 1: . " ] ’ O Top Align: Aligns text to the top of the cell.

. TU-ILs A msmEE Tueas O Middle Align: Aligns text to the middle of the cell.

Slpboard e : Elanrert O Bottom Align: Aligns text to the bottom of the cell.
&1 - A Fines Top &ign

& sbygn teal o the lop cl lhe el

By default, numbers align to the bottom-right of cells and words or
letters align to the bottom-left of cells.

Formatting Numbers and Dates

One of the most useful features of Excel is its ability to format numbers and dates in a variety of ways. For example, you might need
to format numbers with decimal places, currency symbols ($), percent symbols (%), etc.

To Format Numbers and Dates: W

1. Select the cells you want to modify.

Taxt Garvral F
|
2. Click the drop-down arrow next to the Number Format command on the Home tcene -] 8« % o0 @ J* Stk
tab. J Huie
3. Select the number format you want. [

i P i o maie e
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Lesson: 5

Workbook & Worksheet

A workbook is afile that stores the entered related data; a worksheet is a page of the workbook on which all the data is held.

In Microsoft Excel, a workbook is simply an Excel file that stores entered related data. Workbooks are capable of holding an almost
infinite number of worksheets, depending on the size and the relevance of the data. It is, essentially, a book filled with the data from
multiple worksheets. Workbooks are usually labeled by the data which is on each worksheet — if all the pages of the workbook hold
the same type of data, that workbook will be named for the relevant data that it holds.

In Excel, a worksheet is an amalgamation of a number of cells that hold data pertaining to a certain piece of information. It is also
known as a spreadsheet. A user is able to enter, modify, and manipulate the data that is entered in the spreadsheet. With a
spreadsheet, a user is essentially entering information onto a page of a workbook.

By default, each workbook automatically contains three worksheets. When a user opens Excel initially, the project on which they
are going to begin work is entitled ‘Book 1' until later renamed to fit the type of data being entered into each respective sheet.
Essentially, when a user opens Excel, they are beginning creation on a workbook — a book that contains multiple pages of entered
data. These pages fill the book and are, therefore, a part of the overall summation of information that the book is attempting to
convey.

A worksheet, then, is nothing more than a page in the workbook. Each page is filled with a specific amount of data. Within a
worksheet, the data can be manipulated to create charts, graphs, or arrays that visually project the main purpose of the data that was
initially entered. The worksheet is what defines what the workbook is — without the worksheets the workbook would be without form or
purpose. The worksheets are what make the workbook what it is, and holds all the data for the workbook.

FEATURE

Open workbooks
Worksheet size

Column width

Row height

Page breaks

Length of cell contents (text)
Sheets in a workbook
Colors in a workbook

Cell styles in a workbook
Named views in a workbook
Custom number formats
Names in a workbook
Windows in a workbook
Panes in a window

Linked sheets

Scenarios

Changing cells in a scenario
Adjustable cells in Solver
Custom functions

Zoom range

Reports

Sort references

Undo levels

Fields in a data form
Custom toolbars in a workbook

Custom toolbar buttons

Visit us at: www.sarvaindia.com

Worksheet and workbook specifications

MAXIMUM LIMIT

Limited by available memory and system resources

65,536 rows by 256 columns

255 characters

409 points

1000 horizontal and vertical

32,767 characters. Only 1,024 display in a cell; all 32,767 display in the formula bar.
Limited by available memory (default is 3 sheets)

56

4,000

Limited by available memory

Between 200 and 250, depending on the language version of Excel you have installed.
Limited by available memory

Limited by system resources

4

Limited by available memory

Limited by available memory; a summary report shows only the first 251 scenarios
32

200

Limited by available memory

10 percent to 400 percent

Limited by available memory

3 in a single sort; unlimited when using sequential sorts

16

32

Limited by available memory

Limited by available memory
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Opening a workbook when running Excel 2010 on Windows 7 or Vista

Follow these steps to open a workbook when you're running

Excel 2010 on Windows 7 or Vista: Change 'slfﬂur view
1. Click the File tab and choose Open. %] pen &=
The Open dialog box appears. This dialog box is divided e i e - -
into panes: the Navigation pane on the left, where you Orgaacde #  Hewlolde . &
can select a new folder to open, and the main pane on = R
the right, showing the icons for all the subfolders in the A& Moot Exel Jocuments library .
current folder as well as the documents that Excel can P
open. B Deiite e ”
B Doanana; | mhy EriEn Teite
2. If you want to open a workbook in another folder, | Froent Haces Gutiook Tiles
select the folder in the Navigation pane. i Seurefuink Luart
~a Lbraries fragh
If you're running Excel 2010 on Windows Vista, the Y B 2110 et Sarenati
Navigation pane in the Open dialog box contains a ] . S G Medtin- 2008 Sabenio:
Folders item instead of Libraries under your list of H e ';—'l MR- TER SR T
Favorites. Additionally, the Views button appears . ]r:"_""“_'" i ! Mo¥
between the Organize and New Folder buttons and not o romegrun - Gl NN T
to their right above the Navigation and main panes. - r F — -
. . . Fite pame: # Al Excel Fles ™ s s, »
3. Click the file you want to open and then click the :
Open button, or double-click the file's icon. s el Concrl
To Rename Worksheets:
F 1. Right-click the worksheet tab you want to 25
s - ) rseglg(r:r:eR.;':aemV\;orksheet menu appears. R W] SR Sheets 7 Shests 73
= " " Ready
s . 3. The text is now highlighted by a black box.
a1 Type the name of your worksheet.
Az Ll - 45
aa . 4. Click anywhere outside of the tab. The R January  Teel ST
e T = L e S worksheet is renamed. Ready

Faa

b

To Insert New Worksheets:

44
45

W 4 v M| January - Sheet2 “Sheet3 ‘Qlﬁ
Ready |
= [Tnsert Worksheet (Shift+FLL]

To Delete Worksheets:

- 106 -

Worksheets can be deleted from a workbook, including those that contain data.

1. Select the worksheets you want to delete.

2. Right-click one of the selected worksheets. The worksheet menu appears.
3. Select Delete. The selected worksheets will be deleted from your workbook.

To Copy a Worksheet:

Select Move or Copy.

pPONPE

number, such as "January (2)".

The Move or Copy dialog box appears. Check the Create a copy box.
Click OK. Your worksheet is copied. It will have the same title as your original worksheet, but the title will include a version
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Right-click the worksheet you want to copy. The worksheet menu appears.

Click on the Insert Worksheet icon. A new worksheet will appear.
You can change the setting for the default number of worksheets that appear in Excel
workbooks. To access this setting, go into Backstage view and click on Options.
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To Move a Worksheet:

1. Click on the worksheet you want to move. The mouse will change to 33
show a small worksheet icon. = @e 1
2. Drag the worksheet icon until a small black arrow appears where 35‘ =T -
Monthly Budget .~ Daily Budget | ¥ Bud t.@
you want the worksheet to be moved. Ready | Mot Budge D SIGGET | vesuly Budge
3. Release your mouse and the worksheet will be moved. —_— = |

To Color-Code Worksheet Tabs:
You can color worksheet tabs to help organize your worksheets and make your workbook easier to navigate.

Right-click the worksheet tab you want to color. The worksheet menu appears.

Select Tab Color. The color menu appears.

Select the color you want to change your tab.

The tab color will change in the workbook. If your tab still appears white, that is because the worksheet is still selected.
Select any other worksheet tab to see the color change.

el N S

Grouping and Ungrouping Worksheets

You can work with each worksheet in a workbook individually, or you can work with multiple worksheets at the same time. Worksheets
can be combined together into a group. Any changes made to one worksheet in a group will be made to every worksheet in the group.

To Group Worksheets:

1. Select the first worksheet you want in the group.
2.  Press and hold the Ctrl key on your keyboard.
3. Select the next worksheet you want in the group. Continue to select worksheets |- %Dtember%mober (Movember December
until all of the worksheets you want to group are selected.
4. Release the Ctrl key. The worksheets are now grouped. The worksheet tabs
appear white for the grouped worksheets.
While worksheets are grouped, you can navigate to any worksheet in the group
and make changes that will appear on every worksheet in the group. If you click
on a worksheet tab that is not in the group, however, all of your worksheets will

become ungrouped. You will have to regroup them. | 00000 |

September . October . Novemnber b December

To Ungroup All Worksheets:

1. Right-click one of the worksheets. The worksheet menu appears.
2. Select Ungroup. The worksheets will be ungrouped.

Freezing Worksheet Panes

The ability to freeze specific rows or columns in your worksheet can be a very useful feature in Excel. It is called freezing panes.
When you freeze panes, you select rows or columns that will remain visible all the time, even as you are scrolling. This is particularly
helpful when working with large spreadsheets.

To Freeze Rows:

7+« 3 | 1 sekatne EETE————
row below the rows that View
you want frozen. For ) 1 |& | | 9 ;El = split 11 View Side by Side —]
Monthly Budget - January oxample, fyouwant | La (= =) =
m 100% Zoomto Mew  Arrange Freeze Savs
1 rows 1 & 2 to aIWayS Selection  Window  All - Panes~ Workspacs
7 Bils P&‘]ITIEI'It appear at the top of the Zoom Freeze Panes
- worksheet even as you L\\)Keep rows and calumns visible while the rest of
3‘h:ll(0d Expenses Il th lect the waorksheet scrolls (based on current selection],
Scroll, then select row Freeze Top Row

the rest of the worksheet,
Freeze First Column

2' CIICk the VIeW tab J_| Keep the first column visible while scralling
3. Click the Freeze Panes command. A drop-down menu — through the rest of the warkshaet. -
appears.

N E F G
4 Cable/lmemet ‘ $ 8.9 ‘ 15']3”‘\“53 3. I Keep the top row visible while seralling thraugh
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4. Select Freeze Panes.
5. Ablack line appears below the rows that are frozen in place. Scroll down in the worksheet to see the rows below the frozen

rows.
E F G
1
2 Bills Payment Date Due  |Paid 4_
12 Gas S 160.00 6-Jan|Discover
13 Pets 5 £5.00 10-Jan|Visa
14 Water S 28.23 21-lan|Visa
15 Other
16 Clothes g 18.54 8-Jan|Store CreditCard | Rows 1and 2 are
17 Misc. $ 98.06 6-Jan|Discover frozen above this
18 Restaurants S 156.71 6-Jan|Discover black line
19
20 Credit Payment
21 Discover (5 110831 6-Jan|Ves

To Freeze Columns:

=

Select the column to the right of the columns you want frozen. For example, if you want columns A & B to always appear to
the left of the worksheet even as you scroll, then select column C.

Click the View tab.

Click the Freeze Panes command. A drop-down menu appears.

Select Freeze Panes.

A black line appears to the right of the frozen area. Scroll across the worksheet to see the columns to the right of the frozen
columns.

aprown

To Unfreeze Panes:

1. Click the View tab.
2. Click the Freeze Panes command. A drop-down menu appears.
3. Select Unfreeze Panes. The panes will be unfrozen and the black line will disappear.
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Lesson: 6

Working with Formulas

- 109 -

Excel can be used to calculate numerical information. In this lesson you will learn how to create simple formulas in Excel to add,
subtract, multiply, and divide values in a workbook. Also, you will learn the various ways you can use cell references to make working

with formulas easier and more efficient.

Simple Formulas

A formula is an equation that performs a calculation. Like a calculator, Excel can execute formulas that add, subtract, multiply, and
divide. One of the most useful features of Excel is its ability to calculate using a cell address to represent the value in a cell. This is
called using a cell reference. In order to maximize the capabilities of Excel, it is important to understand how to create simple formulas
and use cell references.

Creating Simple Formulas

Excel uses standard operators for equations, such as a plus sign for addition (+), a minus sign for
subtraction (-), an asterisk for multiplication (*), a forward slash for division (/), and a carat (") for
exponents.
The key thing to remember when writing formulas for Excel is that all formulas must begin with
an equal sign (=). This is because the cell contains, or is equal to, the formula and its value.

To Create a Simple Formula in Excel:

Addition

Subtraction

Multiplication

Division

Exponents

1. Select the cell where the answer will appear (B4, for example).

B4 v f 2. Type the equal sign ().
3. Type in the formula you want Excel to calculate. For example, "75/250".
A \L 4. Press Enter. The formula will be
1 Estimated painting cost per square foot MAX w7 XV e =To0 calculated and the value will be displayed
in the cell.

) Totalcost §5.00 v

1 Estimated painting cost per square foot
3 Square Feet %0 B4 - | =1s/2%0

1 Total cost 575.00 & o =
4 ‘Iotalm f P 3 Square Feet 20 - Eeimated peinting cost persquare foot_

4 Totallsq Rt =T515 3 Square Feet 20
5 5 ‘ d a T:tal Ft $0.30|

&

Creating Formulas with Cell References

When a formula contains a cell address, it is called a cell reference. Creating a formula with cell references is useful because you

can update data in your worksheet without having to rewrite the values in the formula.

To Create a Formula Using Cell References:

1.
2.
3.
4
5.

6.

Select the cell where the answer will appear (B3, for example).

Type the equal sign (=).

Type the cell address that contains the first number in the equation (B1, for example).

Type the operator you need for your formula. For example, type the addition sign
(+)-

Type the cell address that contains the second number in the equation (B2, for
example).

Press Enter. The formula will be calculated and the value will be displayed in the cell.

If you change a value in either B1 or B2, the total will automatically recalculate.
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Ii B3
A

Budget for June

$400.00

Budget for July

$300.00

Total Budget

Bw(n e

Ii SUM
A

Budget far June
Budget for July

Bw e

XV S
B
$400.00

Total Budget —p1+5]

=Bl+B2
[=

Ii B3
A

Budget for June

I
B
$400.00

Budget for July

$300.00

Total Budget

$ 700.00

Bw e

=Bl+B2
[=
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To Create a Formula using the Point and Click Method:

-110 -

1. Select the cell where the answer will appear (B4, for example).
2.  Type the equal sign (=).
3. Click on the first cell to be included in the formula (A3, for example).
4. Type the operator you need for your formula. For example, type the multiplication sign (*).
5. Click on the next cell in the formula (B3, for example).
6. Press Enter. The formula will be calculated and the value will be displayed in the cell.
B4 - f SUM XV kA3 SUM v XV fe| A3 B4 v F| =A3'B3
A B o D A B C D A B C D A B C D
1 Hardwood Floor Repair 1 Hardwood Floor Repair 1 Hardwood Floor Repair
2 Hours Rate 2 Hgﬂs) e Rate 2 Hours Rate
334 § .00 3 Eflm_ﬂ;ﬁj § 2500 334 5 BN
4 Total w 4 [Total sl |5 80

5

To Edit a Formula:

Click on the cell you want to edit.

2. Insert the cursor in the formula bar and edit the formula as desired. You can also double-click the cell to view and edit

the formula directly from the cell.
3. When finished, press Enter or select the Enter command | v
4. The new value will be displayed in the cell.

- K W x| =FHF4 .
5 = = = f;h =F3+F4 | If you change your mind, use
ling Wish Lis : = the Cancel command in the
E F formula bar to avoid accidentally
Cost Budget for June $  400.00 List making changes to your formula.
Budget for July $  300.00
Total Budget | =F24Fa |
f Budget for June § 400.00
Edit a formula from the formula bar or Budgetfcr]uly
cell. To edit from the cell, double-click TDtﬂ' Budget s 700.00
cell to view formula. .

Creating Complex Formulas

Excel is a spreadsheet application that can help you calculate and analyze numerical information for household budgets, company
finances, inventory, and more. To do this, you need to understand complex formulas.

Simple formulas have one mathematical operation, such as 5+5.Complex formulas have more than one mathematical operation, such
as 5+5-2. When there is more than one operation in a formula, the order of operations tells us which operation to calculate first. In
order to use Excel to calculate complex formulas, you will need to understand the order of operations.

Order of Operations

Excel calculates formulas based on the following order of operations:

Operations enclosed in parentheses

Exponential calculations (to the power of)
Multiplication and division, whichever comes first
Addition and subtraction, whichever comes first

PwONPRE

A mnemonic that can help you remember the order is Please Excuse My Dear Aunt Sally.
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Example 1 Example 2
The following example demonstrates how to use the In this example, we will review how Excel will calculate a complex formula
order of operations to calculate a formula: using the order of operations. The selected cell will display the percent of

total Pete Lily seeds sold that were white.

*
40/(10-8)*4n2 [ --'fﬂ m the operation in

] Seedlnventory  |PacketsSold |Price  |Percent of Total Sold

e [] Pete Liy - Blue 1o 59 04
L/[ ] Pete Ly - Wit 19 $199-{15*a9ff3 1990
B Total Pete Lily B S

20 1':—

The final answer is 320

Order of Operations Excel example

1. First, Excel will calculate the amount sold in parentheses: (19*1.99)=37.81 White Lily seeds and (33*1.99)=65.67 Total Lily
seeds.

2. Second, it will divide the White Lily seeds amount by the Total Lily seeds amount: 37.81/65.67=.5758.

3. Last, it will multiply the result by 100 to obtain the value as a percent: .5758*100=57.58.
Based on this complex formula, the result will show that 57.58% of the total Pete Lily seeds sold were white. You can see
from this example, that it is important to enter complex formulas with the correct order of operations. Otherwise, Excel will
not calculate the results accurately.

To Create a Complex Formula Using the Order of Operations:

In this example, we will use cell references in
addition to actual values, to create a complex
formula that will add tax to the nursery order. A B S O N
1. Click the cell where you want the
formula result to appear (for example,

F11).

2.  Type the equal sign (=).

3. Type anopen parenthesis, then click
on the cell that contains the
first value you want in the formula (for
example, F4).

4. Type the first mathematical
operator (for example, the addition
sign).

5. Click on the cell that contains the 0
second value you want in the formula 1] [ [=tFas ro)0.055
(for example, F5), and then type a |, [romi sa070
closed parenthesis. o

6. Type the next mathematical
operator (for example, the multiplication sign).

7. Type the next value in the formula (for example, 0.055 for 5.5% tax). 52 12

8. Click Enter to calculate your formula. The results show that $2.12 is the tax for the nursery order. =

SUM - K v Jx| =(F4+F5)*0.055

\
M‘

(Blooming Blls Munseny

=

ITEM ITEM & Price Quantity  Total
LE Tomato Planter Bags 5G324 518.99 2 $37.98
M - Cord AU396 50.12 5 50.60]

2
o
4
5
6
7
8
9
1

Working with Cell References

In order to maintain accurate formulas, it is hecessary to understand how cell references respond when you copy or fill them to new
cells in the worksheet. Excel will interpret cell references as either relative or absolute. By default, cell references arerelative
references. When copied or filled, they change based on the relative position of rows and columns. If you copy formula (=A1+B1) into
row 2, the formula will change to become (=A2+B2).
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Absolute references, on the other hand, do not change when they are copied or filled and are used when you want the values to
stay the same.

Relative References

Relative references can save you time when you are repeating the same kind of calculation across multiple rows or columns.

In the following example, we are creating a formula with cell references in row 4 to calculate the total cost of the electric bill and water
bill for each month (B4=B2+B3). For the upcoming months we want to use the same formula with relative references (C2+C3, D2+D3,
E2+E3, etc.) For convenience, we can copy the formula in B4 into the rest of row 4 and Excel will calculate the value of the bills for
those months using relative references.

To Create and Copy a Formula Using Relative References:

1. Select the first cell where you want to enter the formula (for example, B4).
B4 - 5~
A B c D E F G - I 1 K L M
JAN FEB MAR APR MAY JUN L AUG SEP ocT MOV DEC
Electric 4 116.45 | $ 12515 | § 132.04 | § 114.78 | 98.45 | $ 101.98 [ 3 12041 |8 139.42 | § 99.56 | $ 106.24 [ S 11012 | 5 11421
1 |Water S 5015 |5 ABTS [ 4587 (5 4957 |5 5042 S 6445 |95 6642 (S 6324 |5 56545 4624 |5 4324 |5 s0.24
Total on

Enter the formula to calculate the value you want (for example, add B2+B3).

A & < 3. Press Enter. The formula will be calculated. L
L JAN ___[FEB 4. Select the cell you want to copy (for example, B4) and click on the Copy command from
2 Electric | $ 11645 ] $ 125.15 the Home tab
3 Water  [$ 5015, 475 5. Select the cells where you want to paste the formula and click on the Paste command
from the Home tab. (You may also drag the fill handle to fill cells.)
4 - e =02+03
A B C D z F G - I ] K L 1
1 JAN FEB MAR APR MAY IUN JuL AUG SEP OCT MOV DEC
2 Electric S 11645 | 5 12515 | 5 132.04 | 5 11478 | § 9345 | 5 10193 [ 5 12041 | 5 139.42 | & 93.56 | 5 106.24 | 5 110.12 | § 114.21
3 Water S 5015 |5 4875 |5 45.87 |5 4557 |5 5042 |5 6445 (5 6642 |5 63.24 |5 5654 |5 46.24 |5 43.24 |5 5024
f
4 Total § 5 166.50 1% 173.50 | $ 177.91 | § 164.35 | 5 148.87 | 5 166.43 | 5 186.83 | 5 202.66 | § 156.10 | 5 152.48 | $ 153.36 | 5 154.45L

Your formula is copied to the selected cells as a relative reference (C4=C2+C3, D4=D2+D3, E4=E2+E3, etc.) and the values
are calculated.

Absolute References

There may be times when you do not want a cell reference to change when copying or filling cells. You can use an absolute
reference to keep a row and/or column constant in the formula.
An absolute reference is designated in the formula by the addition of a dollar sign ($). It

$A82: The column and the row do notchange when copied.
can precede the column reference, the row reference, or both.
In the below example, we want to calculate the sales tax for a list of products with varying |A$2:  Therowdoesnotchange when copied.
prices. We will use an absolute reference for the sales tax ($B$1) because we do not :
. . . . SA2: The column does not change when copied.
want it to change as we are copying the formula down the column of varying prices.
To Create and Copy a Formula Using an Absolute Reference:
c4a - 3
1. Select the first cell where you want to enter the formula (for o B c
example, C4) 1 |5.5% Sales Tax 0.055
2. Click on the cell that contains the first value you want in the 2
formula (for example, B4). 3 |ITEM Price Sales Tax
3. Type the first mathematical operator (for example, the 4 |7" Spanish Pot - $9.95
multiplication sign). 5 |LightWorks Garde $24.50
4. Type the dollar sign ($) and enter the column letter of the 6 | Coneflowear - Surn $9.99
cell you are making an absolute reference to (for example, B). 7 |Four Way Soil An $49.99
8 |Ferti-Again $8.25
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MAX v (" X & f| =Ba*SR 5. Type the dollar sign ($) and enter the row number of the same
A B c cell you are making an absolute reference to (for example, 1).
1 5.5% Sales Tax 0.055
2 MAX - ® W fc | =B4A*5B51
3 |ITEM Price Sales Tax A B c
4 |7" Spanish Pot - BLU [ $9.95) =B4*358| 1 |5.5% Salas Tax [ 0.055]
5 |LightWorks Garden Kit $24.50 2
6 |Coneflower - Sundown %9.99 3 ITEM Price sales Tax
F Four. Way. Soil Analyzer $49.99 4 |7" spanish Pot - BLU [ $9.05) =B4* 565 1
8 |Ferti-Again $8.25 5 |Lightworks Garden Kit $24.50
& Coneflower - Sundown $9.99
6. Press Enter to calculate the formula. > Four Way Soil Analyzer $19.09
$|:|55 & | Ferti-Again $8.25

7. Select the cell you want to copy (for example, C4) and click on the Copy command from the Home tab.
8. Select the cells where you want to paste the formula and click on

the Paste command from the Home tab. (You may also drag the | s e F~ | -Bs*sRs1

. . ey B C

fill handle to fill cells.) 1 | 5.5% Sales Tax 0.055

. . . >
9. Your formula is copied to the selected cells using the absolute S rem T St |

reference (C5=B5*$B$1, C6=B6*$B$1, etc.) and your values are 4 7" Spanish Pot - BLU $9.951 $g.550
5 |Lightworks Garden Kit $24.50 $1.25

calculated. & |Coneflower - Sundown %9.99 $0.55
7 |Four way soil Analyzer £49.99 $2.75]
8 Ferti- Again £8.25 i{].45.l

Working with Basic Functions

Figuring out formulas for calculations you want to make in Excel can be tedious and complicated. Fortunately, Excel has an entire
library of functions or predefined formulas that you can take advantage of. You may be familiar with common functions
like sum, average, product or count, but there are hundreds of functions in Excel, even for things like formatting text, referencing
cells, calculating financial rates, analyzing statistics, and more.

A function is a predefined formula that performs calculations using specific values in a particular order. One of the key benefits of
functions is that they can save you time since you do not have to write the formula yourself. Excel has hundreds of different functions
to assist with your calculations. In order to use these functions correctly, you need to understand the different parts of a function and
how to create arguments in functions to calculate values and cell references.

The Parts of a Function
=SUM[HAB1)
The order in which you insert a function is important. Each function has a specific

order, called syntax, which must be followed for the function to work correctly. The T
basic syntax to create a formula with a function is to insert an equal sign (=),

afunction name (SUM, for example, is the function name for addition), and
an argument. Arguments contain the information you want the formula to calculate,
such as arange of cell references. Types of Functions:-

FUREDGR Argumant

name

Einancial functions Engineering functions
FUNCTION DESCRIPTION
IMLOG2 Returns the base-2 logarithm of a complex number
ACCRINT Returns the accrued interest for a security that pays periodic interest
X X . X IMPOWER Returns a complex number raised to an integer power
ACCRINTM Returns the accrued interest for a security that pays interest at maturity —_—

AMORDEGRC Returns the depreciation for each accounting period by using a IMPRODUCT Returns the product of from 2 to 29 complex numbers

depreciation coefficient

IMREAL Returns the real coefficient of a complex number
AMORLINC Returns the depreciation for each accounting period
IMSIN Returns the sine of a complex number
COUPDAYBS Returns the number of days from the beginning of the coupon period to the
settlement date IMSQRT Returns the square root of a complex number
COUPDAYS Returns the number of days in the coupon period that contains the IMSUB Returns the difference between two complex numbers
settlement date e P
COUPDAYSNC  Returns the number of days from the settlement date to the next coupon IMSUM Returns the sum of complex numbers
date
OCT2BIN Converts an octal number to binary
COUPNCD Returns the next coupon date after the settlement date
COUPPCD Returns the previous coupon date before the settlement date OCT2DEC Converts an octal number to decimal
EV Returns the future value of anlinvestment OCT2HEX Converts an octal number to hexadecimal
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Math and trigonometry functions

FUNCTION
ABS
ACOS
ACOSH
ASIN
ASINH
ATAN
ATAN2
ATANH
CEILING

COMBIN

cos
COSH
DEGREES
EVEN

EXP

EACT
FACTDOUBLE
ELOOR

GCD

]
o = |o =
la} E

,_
(o)
(]
=
o

FUNCTION
AVEDEV

AVERAGE
AVERAGEA

BETADIST
BETAINV

BINOMDIST
CHIDIST

CHIINV

CHITEST
CONFIDENCE
CORREL
COUNT
COUNTA
COUNTBLANK
COUNTIF

DESCRIPTION

Returns the absolute value of a number

Returns the arccosine of a number

Returns the inverse hyperbolic cosine of a number
Returns the arcsine of a number

Returns the inverse hyperbolic sine of a number
Returns the arctangent of a number

Returns the arctangent from x- and y-coordinates
Returns the inverse hyperbolic tangent of a number

Rounds a number to the nearest integer or to the nearest multiple of
significance

Returns the number of combinations for a given number of objects
Returns the cosine of a number

Returns the hyperbolic cosine of a number

Converts radians to degrees

Rounds a number up to the nearest even integer
Returns e raised to the power of a given number
Returns the factorial of a number

Returns the double factorial of a number

Rounds a number down, toward zero

Returns the greatest common divisor

Rounds a number down to the nearest integer
Returns the least common multiple

Returns the natural logarithm of a number

Returns the logarithm of a number to a specified base

Returns the base-10 logarithm of a number

Statistical functions

DESCRIPTION

Returns the average of the absolute deviations of data
points from their mean

Returns the average of its arguments

Returns the average of its arguments, including numbers,
text, and logical values

Returns the beta cumulative distribution function

Returns the inverse of the cumulative distribution function
for a specified beta distribution

Returns the individual term binomial distribution probability

Returns the one-tailed probability of the chi-squared
distribution

Returns the inverse of the one-tailed probability of the chi-
squared distribution

Returns the test for independence

Returns the confidence interval for a population mean
Returns the correlation coefficient between two data sets
Counts how many numbers are in the list of arguments
Counts how many values are in the list of arguments
Counts the number of blank cells within a range

Counts the number of nonblank cells within a range that
meet the given criteria

-114-

Logical functions

FUNCTION DESCRIPTION
AND Returns TRUE if all of its arguments are TRUE
FALSE Returns the logical value FALSE
1F Specifies a logical test to perform
NOT Reverses the logic of its argument
OR Returns TRUE if any argument is TRUE
TRUE Returns the logical value TRUE

Lookup and reference functions
FUNCTION DESCRIPTION
ADDRESS Returns a reference as text to a single cell in a worksheet
AREAS Returns the number of areas in a reference
CHOOSE Chooses a value from a list of values
COLUMN Returns the column number of a reference
COLUMNS Returns the number of columns in a reference

GETPIVOTDATA
HLOOKUP

HYPERLINK

INDEX
INDIRECT
LOOKUP
MATCH
OFFSET
ROW
ROWS

RTD

TRANSPOSE
VLOOKUP

FUNCTION
ASC

BAHTTEXT
CHAR

CLEAN

CODE
CONCATENATE
DOLLAR

EXACT

Returns data stored in a PivotTable

Looks in the top row of an array and returns the value of
the indicated cell

Creates a shortcut or jump that opens a document stored
on a network server, an intranet, or the Internet

Uses an index to choose a value from a reference or array
Returns a reference indicated by a text value

Looks up values in a vector or array

Looks up values in a reference or array

Returns a reference offset from a given reference

Returns the row number of a reference

Returns the number of rows in a reference

Retrieves real-time data from a program that
supports COM automation

Returns the transpose of an array

Looks in the first column of an array and moves across the
row to return the value of a cell

Text functions

DESCRIPTION

Changes full-width (double-byte) English letters or katakana within a
character string to half-width (single-byte) characters

Converts a number to text, using the B (baht) currency format
Returns the character specified by the code number

Removes all nonprintable characters from text

Returns a numeric code for the first character in a text string
Joins several text items into one text item

Converts a number to text, using the $ (dollar) currency format

Checks to see if two text values are identical

If you want detailed Explanation on Various Function used in Excel, 2010 then please Visit following website:
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http://office.microsoft.com/en-us/excel-help/excel-functions-by-cateqgory-HP005204211.aspx

Working with Basic Arguments

Arguments must be enclosed in parentheses. Individual values or cell references inside the parentheses are separated by
either colons or commas.

e Colons create areference to a range of cells.
For example, =AVG(E19:E23) would calculate the average of the cell range E19 through E23.

e Commas separate individual values, cell references, and cell ranges in the parentheses. If there is more than one
argument, you must separate each argument by a comma.
For example, =COUNT(C6:C14,C19:C23,C28) will count all the cells in the three arguments that are included in
parentheses.

To Create a Basic Function in Excel:

1. Select the cell where the answer will appear (F15, for 3. Enter the cells for the argument inside the

parenthesis.
exam ple) Unit Price  Subtotal Date Ordered Date Received
2. Type the equal sign (=) and enter the function $5.86]  $58.60 12-Sep 17-Sep
name (SUM, for example). $40.26)  $80.52 12-5ep 17-5ep
$4.20 $42.00| 6-Sep 12-5ep
$12.20 $61.00 8-Aug 11-Aug 46.19 $74.28 6-5ep 12-5ep
$7.33  536.65 8-Aug 11-Aug $3.20]  $48.00 6-Sep 12-Sep
— $3.40 517.00 6-Sep 12-Sep
[ | Adds all the numbers in a range of cells $4.10 $32.80 6-Sep 12-Sep
& sumrF $12.20|  $6L.00 8-Aug 11-Aug
Unit price | & iﬂﬂiﬁim Drdered Date Received $7.33]  $36.65 8-Aug 11-Aug
iﬁ.g: ®sumsa iiiep i:iep =SUM(F6:F14)
22| E s =P =P 4. Press Enter and the result will appear.
$5.87 & sumxapy2 8-Aug 14-Aug
$8.83 | 05 sUMxMY2 8-Aug 14-Aug 5450.85
$13.54  $27.08 22-Jul 29-Jul

Using AutoSum to select Common Functions:

The AutoSum command allows you to automatically return the results for a range of cells for common functions like SUM and AVG.

1. Select the cell where the answer will 4. Aformula will appear in the selected cell E24. If logically
appear (E24, for example). placed, AutoSum will select your cells for you. Otherwise,
Click on the Home tab. you will need to click on the cells to choose the argument

you desire.
3. Inthe Editing group, click on

the AutoSum drop-down arrow and Subtotal Date Ordered Date Received

select the function you desire (Average, $36.09 18-Sep 26-Sep
for example). $31.90 18-Sep 26-Sep
$58.70 8-Aug 14-Aug
$88.30 8-Aug 14-Aug

$27.08 22-Jul 29-Jul

I:;;I mh "ﬁ

Sum
Format &
- Average it

AVERAGE(numberl, [number2], ...

5. Press Enter and the result will appear.

511.24

The AutoSum command can also be accessed from
the Formulas tab.

Count Numbers
Max
K Min

Mare Functions...

Function Library
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There are hundreds of functions in Excel, but only some will be useful for the kind of data you are working with. There is no need to
learn every single function, but you may want to explore some of the different kinds to get ideas about which ones might be helpful to
you as you create new spreadsheets.
To Insert a Function from the Function Library:

1. Select the cell where the answer will appear (16, for 5. The Function Arguments dialog box will appear.
example) Insert the cursor in the first field and then enter or

Click on the Formulas tab. select the cell(s) you desire (G6, for example).

3. Fromthe Function Library group, select ity Type UnitPrice  Subtotal_Date Qudecad_Date Received Delivery Time
the function category you desire. In this example, 10jfroces .80 5’5"' 17 Sepfionrsicn ]
3 A cartons $40.26 $80.5 Sep 17-Sep
we will choose Date & Time. e —— e -~ = -
4. Select the desired function from the Date & Time NETVIORKDAYS

drop-down menu. We will choose  the sr.:,:m e
NETWORKDAYS function to count the days between fnd date
the order date and receive date in our worksheet.

Holidays

Returns the number of whole workdays between two dates.

Start_date is a serial date number that represents the start date

File Home  Inset  Pagelayout | Formulas | Data  Review  View

. . - , -, Formula result =
Nl e O “a:
x Z mj @ i A ﬂ ﬂ i m § Help on this function

Insert  AutoSum Recently Financial Logical Text Date& Llookup& Math  Mare MName

. . .. i v &g . ﬁCr . .
Funcien Uit - Time Refernce & g~ Functons ™ Hansger o 6. Insert the cursor in the next field and then enter or
UAOnDE s i I N L select the cell(s) you desire (H6, for example).
16 v B NEWO iy

f ——— tity Type UnitPrice  Subtotal Date Ordere

A B EDATE E F 10 boxes $5.86  $58.60 12-5ey
1 Office Supply Order Log  Jul-Sep 2010 2oantons 5 88052 125
] EOHONTH Function Arguments - -
4 QfficeMax HOUR NETWORKDAYS )

Start_date Go
5 Office Supply ltem Number ~ MINUTE UnitPrice  Subtota nd_date el
E File Folders EGC38290 MONTH $5.86 Sl Holidays
7 Copy Paper BT yenyonoas WE5 s -
3 Paperclips CAD789237 S0 )
: ) . NETMNRKDAYS T End_date is a serial date number it represents the end date.
5 Binder Clips (Multi) CAD256903 N il
NETWORKDAYS{start_date.end_date holidays)
10 Pens (Blue) KLH78902 Nno
laresult = 5 ew formula result
1 Pens{Red} KLH78004 - Returns the number of whale warkdays Formu ﬁ—
between two dates, -
12 Highligher Pens (Yellow) ~ STA73298 4 (i - 7 L]
13 Sticky Notes JUG198430 @ pressFLformore help.
R o T 7. Click OK and the result will appear. Our results
show that it took 5 days to receive the order.
Date Ordered  Date Received
Insert Function Command 12-5ep 17-Sep 5

The Insert Function command is convenient because it allows

you to search for a function by typing a description of what you are

looking for or by selecting a category to peruse. The Insert Function command can also be used to easily enter or select more than
one argument for a function.

Using the Insert Function command:

Irizart

2 e

Fage Lyenut | T

In this example, we want to find a function that will count the total number

of supplies listed in the Office Supply Order Log. The basic COUNT FMJ" Roceally Fnaecial Log.zl T"_"l' E.“..‘Lseulfh.".ﬂf" o
function only counts cells with numbers; we want to count the cells in the || Foretizen | v
Office Supply column, which uses text. Therefore, we will need to find a T — £
formula that counts cells with text. } T T P —— B < o E
Brn ra funzh wd pdbng
1. Select the cell where the answer will appear (A27, for example) e emMumber  Unit quantity Type unit
@ Frem FLfor mare help SCERIM 10 Bases A

2. Click on the Formulas tab and select the Insert

FESFCTTETRTIFTE TR0 L . o
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Function command.
3. The Insert Function dialog box will appear.
4. Type adescription of the function you are searching for and click Go. For our example, we will type: Count cells with text.
(You may also search by selecting a category.)

9

Binder Clips {Multi}
10 Pens (Blue)
11 Pens (Red)
12 Highligher Pens (Yellow)
| 12 |Sticky Notes
14 Staples

. — - 2. [l |
Insert Function -

Search for a function:

Count cells with text Go h

Or select a category: | All -

Selecta function:

17 USFoods

12 Office Supply
19 Coffee Filters
20 Creamer

21 Paper Towels
22 Hand Soap
23 |Garbage Bags

—

Type a brief description of

the function you are
searching for and click Go

ABS() ber)

24
25
26 N N
ke 32 i
27

5. Review the results to fir;(z the function you desire. We will use COUNTA. Then click OK.

-
rt Functi B
Inse unction

Search for a function:

Count cells with Text Go

Or select a category: | Recommended [=]

Select & function: -
COouUNT Rewview the recommended -
SOUNTIE results and select a function. [ i

DCOoOuUrNT o
COUMNTELARNK Then click OK.

TEXT
DCOUMNT A
COUNTA -

counTA(valucl value2, . .}

Counts the number of cells in a range that are not empty.

Help on this functon [ oK [ [ Cancel |

6. The Function Arguments dialog box will appear. Insert the cursor in the first field and then enter or select the cell(s) you desire
(A6:Al4, for example).

COUNTE TR oW R -DOUNTAEATE]
— — 2 = T —pn = : :
- F o — i
b e = _
1 earre |
= : Vel dichid 8 = [PiePaioos s ooy Fapo{Taperz . |
Eredor s {Wiing . ks Y . |
E- oy || E B |
H |
E ‘.‘! Sefect cefl range tor first argument. |
: ] M
: —
pripaeeenm— L Ok l
e e ol ol pa e el
WVahirls st ! fsharl, . we 100 AN B Kl g T ol A
1T LSFooadn s PaNTTE TRAL W O B iy DR O Imdonranan,
10 Detfier Sipply
Sl Fikam o i !
¥} Craammsr — |
13 Pager 1ervali oo || G
12 Hare Soep g s
PERCEL L ELLAT] 1 b5 Flisd L3N d pLTL

7. Insert the cursor in the next field and then enter or select the cell(s) you desire (A19:A23, for example). (You may continue to add
additional arguments if needed.)

e
't} Fareaon Arguranty i
TOURTA
wileet anals (B = e b e S P,
3 L] B = (oo e T T
H indal e ! [
H
H |
E "‘—lg_.__ Select cell range for neat argument. i
: Click QK whan feilahac i

ity e et of e i

kel N R, W D Mg e g M cadat i el
o B 22 o, R o B By o o rhrmasee.
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8. Click OK and the result will appear. Our results show that 14 Total Supplies were ordered from our log.

VLOOKUP Function

Excel VLOOKUP function can be used when you need to look up the values in the specific table and check it against the other data
fields for comparison purpose. VLOOKUP stands for Vertical lookup, used to find specific data from the datasheet. By creating a
sample table generally referred as lookup table you can extract info from it and compare it with the desired field to yield required
results. This post elaborates where you can use VLOOKUP function. Launch Excel 2010, and open a datasheet on which you want to
apply VLOOKUP function. For instance, we have included a student grading datasheet, containing fields; Name, Course, and
Marks.

: I':I N:'m mim H::'r“ Now we will add new column Grade, which will contain
= i ok [ sohware Engrreeing P grgdes secured by the s_tudents. Noyv for this, we will be
Tz | -?:iil.,. T néﬁﬁi?—i-?n'éilﬂar'{irﬁepé'riﬁ; T using VLOOKUP fur_lctlon for looking up values from
s wcfadan Neatlvariae Calouls p other table that contains sample data for grades.

5 4 PSR [ ————— P Create two new columns containing marks range
T by Jisor Eelationd e = (sorted in any order) and_ corresponding grades. you
R waretyne | BHPcevelopmart P don't need to create them in a new worksheet, you can
] Frafip namdal | Micrasaft Dot Nut Plalfam ) place anywhere in the existing datasheet as we just
18 Erik B HTMII & Seripting 52 want to get values from it.

1] _g ) IF\&H.'EE | __ﬁd_lﬂ_\w';{ld"fllllulllilia_lll.'r r

m10 | medy | SoftwareArchitcture % c b £ : 5

12 11 Erik Bawr | melationa! DEALS b7 Ilarhs Grate

13 12 Racuy ber | Comnguter Networks 7 an

BI3 Mlecky ComputerNetworks | [ & g p

15 14 Erik Bamr | SoFware Engreenng PF) G2 o c

1] 1% Bicuy ben | Eegquirgmant Erginguring =5 6% b L

i} __lf-__ Mietky : Cortigler etwarks Bl ;; :':: EB'

18 _.1'-‘ E-:M!i.«r ! s'ﬂlﬁﬁr_“._s,“,ﬁi';fﬂ_ il ; = an i

19 1E Ricky ber Requirament Erglneering M iz

w1 Billy | Relitions! DEMS M i

A 0 Nicfaden | PH? development B 56

12 11 S mven S mmer Cormauter Matwarks 50 B7

33 13 Jarsan Grant [ata t2rociure £

1

Now in the Grade first row, we will write VLOOKUP function. The syntax of this function is

VLOOKUP(lookup value, table array, col index num, [range lookup])

The first parameter of the formula lookup_value defines the value of the number which we will be looking in the newly created table.
We need to lookup the value 80 (Marks field) in the newly created table. The next parameter, table_array defines the table we will be
referring to in our case it will be newly created table, containing ranges of marks and grades. col_index_num defines data from which
column we want to extract values to show, in our case it is the second column that contain grades range. [range_lookup] lets you to
choose an option either TRUE (approximately matching of values) or FALSE (Exact matching of values).

We will write this function in Grade first row, it will go like this;

=VLOOKUP(C2 $F$3:$G$8,2, TRUE)

In the formula parameters, C2 is cell of column Marks which contain marks secured by students, F3:G8 is the location of the newly
created table, containing ranges of marks and grades (use absolute referencing with $ sign), 2 in the formula means that values from
second column will appear, and TRUE defines that we need approximately match as we have included ranges not exact values.

I ='|'LL}UKUI’|'L'.!,$|-$3:SGSH.2.1HLIEi

L] [ (3] T T

Crmirse Plarks Crraile

uare Frginearing i A
ament Fnginearing BR 5]
fwariate Caleulus Fi? & [
dare Architecturs (=] a5 C+
dational DEMS 7l i B
P dewaloprsnt &3 75 E+
it Dot Mot Platform o] a0 A
‘Wl & Scripting 52
corooesication I0
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Now apply this function over the whole Grade column, drag the plus sign towards the end of Grade column to apply it over, as
show in the screen shot below.

i = . ' ; Now we also want to calculate the prize money for each student. for
o0 - instance, we assume the following criteria.
rg it C+ o 1]
= . ®  ° | Forgrade A $1000
____“1 - -_“H"_ A ]
89 A = Be For grade B+ $700
rm o L =Ll &
52 o
= BF For grade B &600
6 )
i = For grade C+ $250
A2 [
4 For grade D N/A
2 59 I
:; i The criteria defined contains the exact value, so we will be making a
- m 2 small change in the parameters of the function. we will be choosing
X i FALSE from [range_lookup] instead of TRUE as we want to show the
i & exact match.
S0 0
99 &
D2 contains the grade secured by students, so it will check the value

in Grade column against the newly created columns, containing prize money criteria, as shown in the screenshot below.

e - I.fp- SVLOODKUP[D2, SHS2 51548, 2, FALSE]) I

[ = E F | s | H ] i

Grade Prize Mone
N LA
o+ A b fatns]
o B [Tas ]
C+ B+ FO0
5] c 100
M CH 250
2] 5] S A
[n]
B+

Now apply the function in Prize Money column to view the prize money won by each student. Now as you can see in the
screenshot below that by using VLOOKUP function it is easier to look up specific values for populating new fields by

connecting different columns.
A n [= [} i E

] io Mame o Fssks Gaarfe Prize Money
2 1 1ack: Sottwere Enginesring BO A L0
b | X Beilly Emguiremaent Engir-ssring &0 Pl a=0
4 3 Scladen MMuMiverisats Caloulus -] < LoD
3 4 Steven Shwimmar ToMvrara Architecturs [-4] = 220
(.3 2 Bluby Jasen Nelational DEMES e § o 200
T -3 M ke Dryrve PhP duvulogmant ES & 10D
B T Philip narmvdal Picrarser]d Dl P R Rarm 32 o s
3 ] Erik Bawn HTRAL & Seriphi 52 o Bl
pLe] E) Ricley Bsure Diala rurmmueicabien i) o oo
11 10 Pl g ey Lol iveare Archiluectury a8 L= 280
12 11 Erik B Ralaliomul DESE LI} L 230
n 1z Miviy Baure oo Mulwerks = -3 =00
14 1% Pligumy Covmppufur Mulworks B2 = o0
1% 14 Erdh Bawars S Thwy g Engivigaring 2 B [Su
1% 1% . EE o e
1w T = 1
1= 1r L5 3 roa
1% 1= 2 = lHl
M am | Hally s [ Ll
£ ] sacTapen Fr et Nt Hh a WKL
1| Stewnn shwimemer Lo orks E0 0 ey
rx F] LAS0 GEANT [ETSERETAT, AT EE) L a HED
Fd
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Sorting Data

With over 17 billion cells in a single worksheet, Excel 2010 gives you the ability to work with an enormous amount of data. Arranging

Lesson: 7

ting, Outlining & Filtering
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your data alphabetically, from smallest to largest, or other criteria, can help you find the information you're looking for more quickly.

Sorting is a common task that allows you to change or customize the order of your spreadsheet data. For example, you could
organize an office birthday list by employee, birthdates, or department, making it easier to find what you're looking for. Custom sorting
takes it a step further, giving you the ability to sort multiple levels (such as department first, then birthdate, to group birthdates by

department), and more.

To Sort in Alphabetical Order:

To Sort in Numerical Order:

1. Select a cell in the column you want to sort by. In 1.
this example, we will sort by Last Name.
C D E
1 Last Name Payment T-Shirt Color
2 [olivera oy 1-0ct White
3 Richards 4-Oct Dark Red
4 Hanlon 5-Oct
5 Means 5-Oct Dark Red
2. Select the Data tab, and locate the Sort and
Filter group.

A
3. Click the ascending command ri‘If to Sort Ato Z,
Z
or the descending command to‘h‘lf Sort Z to A.

Insert Page Layout Formulas Data Revie'
3] Connections ﬁl@ f - ;
il Sort Filter Tr advanced CT;
nections Sart & Filter
hd SortAto £
C Sort the selection so that the
Last Name Ic-l\i\:;lens]tn\:'alues are at the top of the
Olivera
Richards @ Press F1 for more help.
|Han|on |5-Oc‘t |

4. The data in the spreadsheet will be organized

alphabetically.

C D E
1 Last Name Payment T-Shirt Color
2 Ackerman 1-Oct
3 Albee 13-Oct
4 |Bell 11-Oct Dark Red
5 Benson 11-Oct white
6 Chen 5-0ct Dark Red
7 DelToro 13-Oct Wwhite
8 Ellison Pending Dark Red
9 |Flores B-0Oct White
10 Hanlon 5-0Oct
11 Kelly 11-Oct Dark Red
12 Kelly 11-Oct
13 Lazar 14-Oct White
14 MacDonald Pending Dark Red
15 Means 5-Oct Dark Red
16 Maser 14-Oct Dark Red
17 Nichols 6-Oct Dark Red

Sorting options can also be found on the Home tab,
condensed into the Sort & Filter command
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Select a cell in the column you want to sort by.

A B C
1 Homercom i |Fir5t Name Last Mame
2 [110 Y Kris Ackerman
3 105 Nathan Albee
4 |220-B Samantha Bell
5 110 Matt Benson
From the Data tab, click the ascending

command to Sort Smallest to Largest, or the
descending command to Sort Largest to Smallest.
The data in the spreadsheet will be organized

numerically.

A B C
1 Homercom # First Name Last Name
2 |105 Nathan Albee
3 |105 Christiana Chen
4 |105 Sidney Kelly
5 105 Derek MacDonald
6 |105 Melissa White
7 |105 Esther Yaron
8 110 Kris Ackerman
9 |110 Matt Benson
10 110 Gabriel Del Toro
11 (110 Regina Olivera
12 135 Anisa MNaser
13 135 James Panarello
14 135 Lia Richards
15 |135 Jordan weller
16 |135 Chantal weller
17 |135 Alex Yuen

To Sort by Date or Time:

1.

Licensed by Govt. of India

Select a cell in the column you want to sort by.

D E E
1 Payment T-Shirt Color T-Shirt Size
2 [13-0ct oy Medium
3 |5-Oct Dark Red Medium
4 11-Oct Dark Red Medium
5 Pending Dark Red Large
From the Datatab, click the ascending

command to Sort

Oldest to Newest,
descending command to Sort Newest to Oldest.

or the

The data in the spreadsheet will be organized by
date or time.
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Custom Sorting

To Sort in the Order of Your Choosing:

Dot IR o rer You can use a Custom List to identify your own sorting order, such as days of the week, or, in this
Jcomesions ) 573 S j example, t-shirt sizes from smqllest to largest (Small, Medium, Large, an_d X-Large).

3 osor e oSt e 1. From the Data tab, click the Sort command to open the Sort dialog box.
 cions B o e o 2. ldentify the column you want to Sort by by clicking the drop-down arrow in

[son ] the Column field.
e Showthe Sort dialog bos to sort 3. Make sure Values is selected in the Sort On field.
o 4. Click the drop-down arrow in the Order field, and choose Custom List...
s-oct @ pres tor mare e 5. Select NEW LIST, and enter how you want your data sorted in the List entries box. We
11-Oct Dark Red [Medium | . L
will sort t-shirt sizes from smallest to largest.

6.
7.
8.

Click Add to save the list, then click OK.
Click OK to close the Sort dialog box and sort your data.
The spreadsheet will be sorted in order of Small, Medium, Large, and X-Large.

To Sort by Cell Color, Font Color, or Cell Icon:

1.
2.
3

4.

5.

From the Data tab, click the Sort command to open the Sort dialog box.

Identify the column you want to Sort by by clicking the drop-down arrow in the Column field.

Choose whether you want to sort by Cell Color, Font Color, or Cell Icon in the Sort On field. In this example, will sort
on Font Color.

In the Order field, click the drop-down arrow to choose a color, then decide whether you want it ordered On Top or On
Bottom.

Click OK. The data is now sorted by attribute rather than text.

Sorting Multiple Levels

Another feature of custom sorting, sorting multiple levels allows you to identify which columns to sort by and when, giving you more
control over the organization of your data. For example, you could sort by more than one cell color (such as red, then yellow, then
green, to indicate different levels of priority); or, as seen here, sort students by homeroom number, then by last name.

To Add a Level:

o bR

From the Data tab, click the Sort command to open the Sort dialog box.
Identify the first item you want to Sort by.

Click Add Level to add another item.

Identify the item you want to sort by next. We will sort Last Name from A to Z.

Click OK.
The spreadsheet will be sorted so that homeroom numbers are in order, and within each homeroom, students are listed
alphabetically by last name.

Copy Level will add a level by duplicating the one you have selected, and allowing you to modify the sorting criteria. This is
useful if you need to sort multiple levels that share some criteria, such as the same Column, Sort On, or Order.

To Change the Sorting Priority:

el N S

From the Data tab, click the Sort command to open the Custom Sort dialog box.

Select the level you want to re-order.
Use the Move Up or Move Down arrows. The higher the level is on the list, the higher its priority.

Click OK.

Outlining Data

If the amount of data in your worksheet becomes overwhelming, creating an outline can help. Not only does this allow you to organize
your data into groups, and then show or hide them from view; you can also summarize data for quick analysis using the Subtotal
command (for example, subtotaling the cost of office supplies depending on the type of product).

Outlines give you the ability to group data that you may want to show or hide from view, and create a quick summary using the
Subtotal command. Because outlines rely on grouping data that is related, you must sort before you can outline.
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To Outline Data Using Subtotal:

The Subtotal command can be used to outline your worksheet in many different ways. It uses common functions like SUM, COUNT,
AVG, and more, to summarize your data, and place it in a group.

In this example, we will use the Subtotal command to count the number of t-shirt sizes that were ordered at a local high school. This
will also place each t-shirt size in a group, making it possible to show the count, but hide the details that are not crucial to the placing
of the order (such as the student's homeroom number and payment date).

1. Sort according to the data you want to outline. 6. Select the column you want the subtotal to appear
Outlines rely on grouping data that is related. In in. We will choose the T-Shirt Size column.
this example, we will outline the worksheet by T- 7. Click OK.

Shirt Size, which has been sorted from smallest [ cubtotal B
to largest. AU
Al ge in:
E E - E - F T-5hirt Size [~]
1 Last Name Payment T-Shirt Color | T-Shirt Size T
4 Ellisan Pending Dark Red Small _Count E
5 |White 7-Oct Small T
6 Reynalds 7-Oct Small [C|Homeroom -
7 [shaw 7-0ct small Ef‘;:ttp’:‘:nr::
& Peyton-Gomez |Pending White Small [C|Payment
9 Lazar 14-0ct White Srmall |
10 |Chen 5-0Oct Dark Red Medium
11 Kelly 11-0ct Dark Red Medium ::itff:;:::ﬂi“;i‘:}'zps
12 Means 5-QOct Dark Red Medium éummary below data
13 Bell 11-0Oct Dark Red Medium
14 [Albee 13-Oct Medium (Removear | [ okpy | [ concel ]
15 |Kelly 11-Oct : Medium 8. The contents of your worksheet will be outlined.
16] Benson 11-Oct White Medium Each t-shirt size will be placed in its own group,
14 Del Toro 13-Oct White Medium and the subtotal (in this case, count) will be listed
18 |Panarello 15-0ct White Medium below each group.
19 Weller 15-0ct White Medium
20 MacDonald Pending Dark Red Large C D E F
21 |Ackerman 1-Oct Large 1 lastName  |Payment T-Shirt Color  |T-Shirt Size
22 {Weller >0d Large 2 Yaran 7-0ct DerkRed  |Small
23 Olivera 1-0ct White Large
v uen ot White Large 3 Naser 14-0ct Dark Red Small
25 Richards 4-Oct Dark Red X-Large 4 Ellison Pending Dark Red Small

2. Select the Data tab, and locate - | 5 White 7-0ct Small
the Outline group.

3. Click the Sgubt(?tal command to open the i Reynolds rod sméll
Subtotal dialog box. 7 Shaw 0ct smll

W% J #AE J jr J E § Peyton-Gomez |Pending white Small
roup Ungroup Sutatal| 2 9 Lazar 14-0ct White Small
. N - 10 Small Count §
subtota 11 Chen 5-Oct Dark Red Medium
K| L | Total several rows of related data - 12 Kelly 11-0ct Dark Red Medium
together by automatically inserting
ubtotals anditofals for he + 13 Means 5-0ct Dark Red Medium
@ PressFi.ror more netp. 14 Bell 11-0ct Dark Red Medium

4. In the At each change infield, select the SiiAlkee Lad Medfum
column you want to use to outline your 16 Kelly 11-0ct Medium
worksheet. In this example, we will choose T- * 17 Benson 11-Oct White Medium
Shirt Size. o _ - 18 DelToro 13-0ct White Medium

5. Inthe Use function field, choose from the list of - -
functions that are available for subtotaling. We 19 Panarello 13-0d White Medium
will use the COUNT function to tally the number * | 20 Weller 15-0ct White Medium
of each size. - 2 Medium Count 10
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To Ungroup Data:

1. Select the rows or columns that you want to
ungroup..

2. From the Datatab, click the Ungroup command.
The range of cells will be ungrouped.

3. To ungroup all the groups in your outline, open the
drop-down menu under the Ungroup command,
and choose Clear Outline.

Ungroup and Clear Outline will not remove subtotaling from
your worksheet. Summary or subtotal data will stay in place
and continue to function until you remove it.

To Ungroup Data and Remove Subtotaling:
1. From the Data tab, click the Subtotal command to
open the Subtotal dialog box.
2. Click Remove All.
3. All data will be ungrouped, and subtotals will be
removed.

Creating Your Own Groups

The Group command allows you to group any
range of cells - either columns or rows. It does not
calculate a subtotal, or rely on your data being
sorted. This gives you the ability to show or hide any
part of your worksheet, and display only the
information you need.

To Create and Control Your Own Group:
In this example, we will prepare a list of t-shirt colors
and sizes that need to be distributed to each
homeroom. Some of the data in the worksheet is not
relevant to the distribution of the t-shirts; however,
instead of deleting it, we will group it, then
temporarily hide it from view.

1. Select the range of cells that you want to group. In
this example, we will group the First Name, Last
Name, and Payment columns.

B & D E

1 |First Name Last Name Payment IT-Shirt Color
2 |Esther Yaron 7-Oct Dark Red

3 |Anisa MNaser 14-Oct Dark Red

4 |Brigid Ellison Pending Dark Red

5 |Melissa White 7-Oct

6 |Malik Reynolds 7-Oct

7 |Windy Shaw 7-Oct

8 |Christopher Peyton-Gomez |Pending White

9 |Michael Lazar 14-Oct White

10 |Christiana Chen 5-Oct Dark Red

11 |Sidney Kelly 11-0Oct Dark Red
2. From the Data tab, click the Group command.
3.  Excel will group the selected columns or rows.

Click the minus sign, also known as the Hide
Detail symbol, to hide the group.
5. The group will be hidden from view.

Click the plus sign, also known as the Show Detail symbol, to
show the group again.
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To Show or Hide a Group:

1. Click the minus sign, also known as the Hide
Detail symbol, to collapse the group.
C D E

HEE F

1 Last Name Payment T-Shirt Color T-Shirt Size
- | 8 Peyton-Gomez |Pending White Small
. 9 Lazar 14-Oct White Small

= 10 Small Count 8

[ - 11 chen 5-Oct Dark Red Medium
12 Kelly 11-Oct Dark Red Medium
13 Means 5-Oct Dark Red Medium
14 Bell 11-Oct Dark Red Medium
15 Albee 13-0Oct Medium
16 Kelly 11-Oct Medium
17 Benson 11-Oct White Medium
18 Del Tora 13-Oct White Medium
19 Panarello 15-Oct White Medium
20 weller 15-0Oct White Medium

[lz—ﬂ‘ 21 Medium Count 10|

r 22 MacDonald rPending Dark Red Large
23 Ackerman 1-Oct Large
24 Weller 5-Oct Large
25 Olivera 1-Oct White Large
26 Yuen 5-Oct White Large

[ |27 Large Count

5
2. Click the plus sign, also known as the Show
Detail symbol, to expand the group again.

1]213 & D E F
1 Last Name Payment T-Shirt Color  |T-Shirt Size
8 |Peyton-Gomez |Pending White Small
9 Lazar 14-Oct White small
10 Small Count 8
21 Medium Count 10|
22 MacDonald Pending Dark Red Large
23 Ackerman 1-Oct Large
24 weller 5-Oct Large
25 Olivera 1-Oct White Large
+ | 26 Yuen 5-Oct White Large
[=] |27 Large Count 5
[ - 28 Richards 4-Oct Dark Red X-Large
29 Nichals 6-Oct Dark Red X-Llarge
30 Hanlon 4-Oct X-Large
| 31 Flores 6-Oct White X-Large
I—:—l 32 X-large Count 4
= 33 Grand Count 27

You can also use the or commands on the Datatab in the
Outline group. First select a cell in the group you want to show
or hide, then click the appropriate command.

To View Groups by Level:

The groups in your outline, based on their hierarchy, are
placed on different levels. You can quickly display as little or
as much information as you want by clicking the level
symbols to the left of your worksheet. In this example, we will
view levels in descending order, starting with the entire
worksheet on display, then finishing with the grand total. While
this example contains only 3 levels, Excel can accommodate
up to 8.

1. Click the highest level (in this example, level 3) to view
and expand all of your groups. Viewing groups at the
highest level will display the entirety of your worksheet.

2. Click the next level (in this example, level 2) to hide the
detail of the previous level. In this example, level 2
contains each subtotal.

3. Click thelowest level (level 1) to display the lowest
level of detail. In this example, level 1 contains only the
grand total.
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Filtering Data

Filters can be used to narrow down the data in your
worksheet and hide parts of it from view. While it may sound
a little like grouping, filtering is different in the way that it
allows you to qualify and display only the data that interests
you. For example, you could filter a list of survey participants
to view only those who are between the ages of 25-34. You
could also filter an inventory of paint colors to view anything
that contains the word "blue," such as "bluebell" or "robin's
egg blue."

Filters can be applied in many different ways to improve the
performance of your worksheet. You can filter text, dates,
and numbers. You can even use more than one filter to
further narrow down your results.

To Filter Data:

In this example, we will filter the contents of an equipment
log at a technology company. We will display only the
laptops and projectors that are available for check-out.

1. Begin with a worksheet that identifies each column
using a header row.

A B C D
:
bR ID#  Type Equipment Detail Checked Out
3 1011 Laptop 10" Saris Netbook Pro 04-Oct-10
4 1012 Laptop 10" Saris Netbook Pro 29-5ep-10
5 1021 Laptop 15" EDI SmartPad L200-3 15-Sep-10
6 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-10
7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-10
8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-10
9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-10
10 1032 Laptop 17" Saris X-10 Laptop 19-5ep-10
11 1033 Laptop 17" Saris X-10 Laptop 24-Sep-10
12 1034 Laptop 17" Saris X-10 Laptop 25-Aug-10
13 2050 Other EDI SmartBoard L500-1 05-Oct-10
14 2051 Other EDI SmartBoard L500-1 01-Oct-10
15 3000 Other Saris Lumina Digital Camera 12-May-10
2. Select the Data tab, and locate the Sort &
Filter group.
3. Click the Filter command.
e Layout Formulas Data Review View D
o (9 =
N Toreppy  ELE
%l Sort Filter T advanced Textto  Remove
Columns Duplicates
Sort & Filter Data
F Filter (Ctrl+Shift+1)
C Enable filtering of the selected
nologies Inc| cells,
t Detail Once filtering is turned on, click
the arrow in the column header to
detbook Pro | choose afilter for the column,
detbook Pro
9 Press F1 for more help.
artPad L200- 0
1artPad L200-3 14-Aug-10 16-Aug-10

4. Drop-down arrows will appear in the header of
each column.

5. Click the drop-down arrow for the column you
would like to filter. In this example, we will filter the
Tvpe column to view only certain tvpes eauipment.
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A B C D

il Equipment Log — Ragnar Technologies Inc.

2 p Checked Out i

3 1011 Laptop 04-Oct-10

4 1012 Laptop 29-Sep-10

5 1021 Laptop martPad L200-3 15-5ep-10

6 (1022 Laptop 15" EDI SmartPad L200-3 14-Aug-10

7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-10

6. The Filter menu appears.

7. Uncheck the boxes next to the data you don't want to
view. (You can uncheck the box next to Select All to
quickly uncheck all.)

8. Check the boxes next to the data you do want to view. In
this example, we will check Laptop and Projector to view
only those types of equipment.

A B c D
Ll Equipment Log — Ragnar Technologies Inc.
3 1D Bl Type B Equipment Detail b Checked Out B3
4| sortatoz o 04-Oct-10

Zl sortzZtoa o 29-Sep-10
Sort by Color » DO-3 15-Sep-10

Z 00-3 14-Aug-10
00-3 08-Aug-10
) D0-4X 26-Sep-10
Text Eilters » 3 04-0ct-10
Search FiN-] 19-Sep-10
(Select Al 5 24-5ep-10
Laptop B 25-Aug-10
Other -1 05-Oct-10
-1 01-Oct-10
Camera 12-May-10
tal Camera 27-Jul-10
camcorder  06-Oct-10
Printer Il 04-Aug-10
ker 13-Jun-10
[ oK ] [ Cancel ] rravel Bag  27-Jul-10
top Case 04-Oct-10

22 4905 Other 7N Heavy Rolling Laptop Case 04-Oct-10

23 |5020 TV 32" Paragon 440 Plasma TV 11-Aug-10

9. Click OK. All other data will be filtered, or temporarily
hidden. Only laptops and projectors will be visible.

A B = D

LWl Equipment Log — Ragnar Technologies Inc.

2 P { Equipment Detail pd Checked Out g
3 1011 Laptop 10" Saris Netbook Pro 04-Oct-10

4 1012 Laptop 10" Saris Netbook Pro 29-Sep-10

5 1021 Laptop 15" EDI SmartPad L200-3 15-Sep-10

6 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-10

7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-10

8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-10

9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-10

10 1032 Laptop 17" Saris X-10 Laptop 13-Sep-10

11 1033 Laptop 17" Saris X-10 Laptop 24-Sep-10

12 (1034 Laptop 17" Saris X-10 Laptop 25-Aug-10

26 6100 Projector Omega Visx 1.0 28-Sep-10

27 6101 Projector Omega Visx 1.0 26-Sep-10

28 6102 Projector Omega Visx 1.0 22-Aug-10

Filtering options can also be found on the Home tab, condensed

into the
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To Add Another Filter:
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Filters are additive, meaning you can use as many as you need to narrow down your results. In this example, we will work with a
spreadsheet that has already been filtered to display only laptops and projectors. Now we will display only laptops and projectors that
were checked out during the month of August.

1.
2.
3.

Click the drop-down arrow where you would like to add a filter.
Uncheck the boxes next to the data you don't want to view. Check the boxes next to the data you do want to view.
Click OK. In addition to the original filter, the new filter will be applied. The worksheet will be narrowed down even further.

To Clear a Filter:

n

Click the drop-down arrow in the column from which you want to clear the filter.
Choose Clear Filter From...
The filter will be cleared from the column. The data that was previously hidden will be on display once again.

To instantly clear all filters from your worksheet, click the Filter command on the Data tab.

Advanced Filtering

To Filter Using Search:

A 8 c D Searching for data is a convenient alternative to checking or unchecking data from
1 the list. You can search for data that contains an exact phrase, number, or date, or
(3D #Rd Type A4 Equipment Detail TSI - a simple fragment. For example, searching for the exact phrase "Saris X-10
3 1011 Lagtep 10" Saris Netbook Pro 04-0ct-10 Laptop” will display only Saris X-10 Laptops. Searching for the word "Saris,"
4 1012 laptop 10" Saris Netbook Pro 29-Sep-10 however, will display Saris X-10 Laptops, and any other Saris equipment, including
9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-10 projectors, digital cameras, and more.
10 1032 laptop 17" Saris X-10 Laptop 19-Sep-10 . From the Data tab, click the Filter command.
11 1033 laptop 17" Saris X-10 Laptop 24-3ep-10 2. Click the drop-down arrow in the column you would like to filter. In this
12 1034 laptop 17" Saris X-10 Laptop 25-Aug-10 example, we will filter the Equipment Detail column to view only a specific
15 3000 Other Saris Lumina Digital Camera  12-May-10 brand.
16 3005 Other Saris Zoom Z-60 Digital Camera 27-Jul-10 3. Enter the data you would like to view in the Search box. We will enter the
18 3800 Other U-Go Saris DigiCam Printer Il 04-Aug-10 word "Saris" to find all Saris brand equipment. The search results will
19 3900 Other U-Go Saris Lahel Maker 13-Jun-10 appear automatically.
29 6200 Projector  Saris Lux T-80 01-Sep-10 4. Check the boxes next to the data you want to display. We will display all
30 6301 Projector  Saris Lux T-81 Lite 10-5ep-10 the data that includes the brand name Saris.
31 6302 Projector  Saris Lux T-81 Lite 08-Sap-10 5. Click OK. The worksheet will be filtered according to your search term.
32
To Use Advanced Text Filters:
N Y E Advanced text filters can be used to display more specific information, such as cells that
L = : contain a certain number of characters, or data that does not contain a word you
B vre e luprenpeial TR - MRS ) specify. In this example, we will use advanced text filters to hide any equipment that is
j ;j Z:g;:i 2:?:;11% related to cameras, including _digital cameras, camcorders, and more.
E ngmm  5Sept0 010810 1. Fr_om the Data tab, click the Fllter command. _ _ _
6 WAl 16Aug10 2. Click tklle drop-do_\lflvnf?rrowrlln thEe column of tDext _tlhat you would like to filter. In this
example, we will filter the uipment Detai
; i ﬁﬂf:ﬁ cqumF;l to view only certain kinds gf eF:quipment. il B
g || Temhites Equas.. 3. Choose Text Filters to open the advanced filtering | swvmsute
10 Search el Does Not Equal.., menu. EL sz
u - seectal) © bgmwpn. D 4. Choose afilter. In this example, we will fosinen ED
2 Db Ends With, 0 choose Does Not Contain to view data that does LLAL g .
13 " E01 martPad L200-2¢ Contging ) not contain the text we specify.
i 917" Sais 10 Laptop P C— 5. The Custom AutoFilter dialog appears. Ut 710 eresentny s hrece
= 432 Paragon 40 Flasma TV i N 6. Enter yourtext to the right of your filter. In this | /"= ®tmeoita
E o %_O;“_‘l';mi‘"”” d example, we will enter "cam” to view data that
" --Mﬁwwnmmpcﬁse o [ does no_t contain those letters. That will excll_Jd_e
= M Milight Roling Laptop Case — any equipment related to cameras, such as digital cameras, camcorders,camera
7 - 16-Auz-10 ba_gs, and the digicam printgr. _ _
n [ o [ anm 040010 7. Click OK. The data will be filtered according to the filter you chose and the text you
22 (Gther 7N Heavy Rolling Laptop Case  04-Oct-10 specified.
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To Use Advanced Date Filters:

Advanced date filters can be used to view information from a certain time period, such as last year, next quarter, between two dates,
and more. Excel automatically knows your current date and time, making this tool very easy to use. In this example, we will use
advanced date filters to view only the equipment that has been checked out this week.

1. From the Data tab, click the Filter command.

2. Click the drop-down arrow in the column of dates that you would like to filter. In this example, we will filter the Checked Out
column to view only a certain range of dates.

Choose Date Filters to open the advanced filtering menu.

Click afilter. We will choose This Week to view equipment that has been checked out this week.

The worksheet will be filtered according to the date filter you chose.

apr®

3 10"S 2| Sort Oldest to Newest Jay Peralta C D E F

4 10"S %] sort Mewest to Oldest August Zorn i lkagna Tedmnlngieslnc.

5 |15"EF Sart by Cal » |01-Oct-10 Sofie Ragnar . .

6 15"§ RS 16-Aug-10  Hank Sorenson y3 Equipment Detail M Checked Out Bf Checked In § By Whom

7 Ry o et 3 10" Saris Netbook Pro 04-0ct-10 Jay Peralta

9 [177g  DoteFiters E'l Eauats., 9 17" Saris X-10 Laptop 04-Oct-10 Nick Ortiz

10 (17" § Search (All) pel EBefore... ' R

11179 Smect A Anter.. beta 13 EDI SmartBoard L500-1 05-0ct-10 06-0ct-10  Anthony Liddell

12 B e Dy Between... = 17 Omega PixL Digital Camcorder 06-Oct-10 Min Seung

13 EDIS = el

14 |EDI S j:[f Tomarrow 21 M LightRolling Laptop Case  (04-Oct-10 lay Peralta
Today

15 |Saris| August yen H = H 5

o e e Vesterday 27 7N Heavy Rolling Laptop Case  04-Oct-10 Nick Ortiz

17  Ome - October Next Week 32

18 |U-Gg This Week % an

19 |U-Gg Last Week

e Next Montn

22 | 7N Heavy Holling Laptop Case U4-Uct-10 This Month

To Use Advanced Number Filters:

Advanced number filters allow you to manipulate numbered data in many different ways. For example, in a worksheet of exam
grades, you could display the top and bottom numbers to view the highest and lowest scores. In this example, we will display only
certain kinds of equipment based on the range of ID #s that have been assigned to them.
1. From the Data tab, click the Filter command.
2. Click the drop-down arrow in the column of numbers that you would like to filter. In this example, we will filter the ID #
column to view only a certain range of ID #s.
3.  Choose Number Filters to open the advanced filtering menu.
4. Choose afilter. In this example, we will choose Between to view ID #s between the numbers we specify.
5. Enter a number to the right of each filter. In this example, we will view ID #s greater than or equal to 3000, but less than or
equal to 4000. That will display ID #s in the 3000-4000 range.
6. Click OK. The data will be filtered according to the filter you chose and the numbers you specified.

3 E
Custom AutoFilter m
A B = D
Show rows where: il Equipment Log — Ragnar Technologies Inc.
D #
2 Equipment Detail p Checked Out K
is greater than or equal to El (3000 =] 153000 Other  SarisLumina Digital Camera  12-May-10
@ and Cor 16 3005 Other Saris Zoom Z-60 Digital Camera 27-Jul-10
is less than or equal to IZ|| 4000] : 17 3070 Other Omega PixL Digital Camcorder  06-Oct-10
18 3800 Other U-Go 5aris DigiCam Printer Il 04-Aug-10
Use ? to represent any single character 19 3900 Other  U-Go Saris Label Maker 13-Jun-10
Use * to represent any series of characters 32
| ",
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Lesson: 8

Table, Chart, Sparklines & Templates

Once you have entered information into a spreadsheet, you may want to format it. Formatting your spreadsheet can not only improve

the look and feel, but also make it easier to use.

To Format Information as a Table:

1. Select the cells you want to format as a table. In
this example, an invoice, we will format the cells
that contain the column headers and the order

details.

1 Date: 11/13/10
2 Invoice #: 145-10
3 INVOICE Customer:  Café Aurora
4 |Quantity Description UnitPrice Line Total
5 5 Fettuccini, Black Bean Flavor $12.00 $60.00]
[ 7 Fettuccini, Sundried Tomato Flavor $10.00 $70.00]
7 9 Fettuccini, Thai Basil Flavor $10.00 $90.00]
2 6 Penne, Roasted Red Pepper Flavor $14.00 $84.00]
] 3 Penne, Massaman Curry Flavor $14.00 $42.00]
10 4 Penne, Wild Mushroom Flavor $15.00 oy 560.00)
1

2. Click theFormat as Tablecommand in

the Styles group on the Home tab.

ij‘ ﬂ Mormal Bad

Conditional Format |Ca|cu|at|0n |||
Formatting = as Table =

Styles

Format as Table

H Quickly format a range of cells and L
convert it to a Table by choosing a
pre-defined Table Style,

3. A list of predefined table styles will appear. Click
a table style to select it.

/| Normal Bad Good Neutral
bty

Calculation ‘ H
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4. A dialog box will appear, confirming the range of cells
you have selected for your table. The cells will appear
selected in the spreadsheet, and the range will appear in
the dialog box.

5. If necessary, change the range by selecting a new range
of cells directly on your spreadsheet.

1 M b !/ Date: 11/13/10
) on 1 el Invoice#: 14510
B ARTISA PA TA INVOICE ;
4 tity D |‘ -
Quantiy_Descrption Format As Table EE
5 5 Fettuceini, Black $60.00
i 7 Fettuccini, Sundrig | Where s the data for your table? $70.00
7 9 Fettuccini, Thai Ba 5454505 & $90.00
8 6 Penne, Roasted R My tebe s hesders $84.00
9, 3 Penne, Massaman L $42.00
0} 4 Penne, Wild Mus| | $60.00
11 |
12
6. If your table has headers, check the box next to My table

has headers.

7. Click OK. The data will be formatted as a table in the
style that you chose.

B C D
1 M Date: 11/13/10
: Oﬂgzbe//() ok 1510
3 ARH AN |N¥0|[E Customer:  Café Aurora
4 |Quantity| * Description v Unit Price |~ Line Total |~
5 5 Fettuccini, Black Bean Flavor 512,00 $60.00
f 7 Fettuceini, Sundried Tomato Flaver 510,00 570,00
7 9 Fettuccini, Thai Basil Flavor $10.00 $90.00
] 6 Penne, Roasted Red Pepper Flavor $14.00 $34.00
9 3 Penne, Massaman Curry Flavor 514,00 42,00
10 4 Penne, Wild Mushroom Flavar 515.00 $60.00,
1

Tables include filtering by default. You can filter your data at any
time using the drop-down arrows in the header. To convert a
table back into "normal" cells, click the Convert to
Range command in the Tools group. The filters and the Design
tab will then disappear, but the cells will retain their data and
formatting.
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Modifying Tables

To Add Rows or Columns:
1. Select any cell in your table. The Design tab will appear on the Ribbon.
2. From the Design tab, click the Resize Table command.

3. Directly on your spreadsheet, select the new range of cells that you want your table to cover. You must select your original
table cells as well.

4. Click OK. The new rows and/or columns will be added to your table.

To Change the Table Style:
1. Select any cell in your table. The Design tab will appear.
2. Locate the Table Styles group. Click the More drop-down arrow to see all of the table styles.
3. Hover the mouse over the various styles to see a live preview.

4. Select the desired style. The table style will appear in your worksheet.

To Change the Table Style Options:
When using an Excel table, you can turn various options on or off to change its appearance. There are six options: Header
Row, Total Row, Banded Rows, First Column, Last Column, and Banded Columns.
1. Select any cell in your table. The Design tab will appear.
2. From the Design tab, check or uncheck the desired options in the Table Style Options group.

Depending on the Table Style you're using, certain Table Style Options may have a different effect. You may need
to experiment to get the exact look you want.

Working with Charts

A chart is a tool you can use in Excel to communicate your data graphically. Charts allow your audience to see the meaning behind
the numbers, and they make showing comparisons and trends a lot easier. In this lesson, you will learn how to insert charts
and modify them so that they communicate information effectively.

Excel workbooks can contain a lot of data, and that data can often be difficult to interpret. For example, where are the highest and
lowest values? Are the numbers increasing or decreasing? The answers to questions like these can become much clearer when the

data is represented as a chart. Excel has many different types of charts, so you can choose one that most effectively represents the
data.

To Create a Chart:

1. Select the cells that you want to chart, including the column
titles and therow labels. These cells will be the source
data for the chart.

515,258.00  502.GR5.00
518,580,000  549,225.00

57E,970.00  SB22E2.00 |
Young Adult  $35,358.00 542,685.00 520,893.00 $16,065.00 521,388.00 504, 236.00 4131,300.00 o

Classics $18,580.00 $49,225.00 $16,326.00 $10,017.00 $26,134.00 B $18,730.00 519,730
$78,970.00 $82,262.00 $48,640.00 $49,985.00 $73,428.00
Romance $94,236.00 $131,390.00 $79,022.00 $71,009.00 $81,474.00

— 5. The chart will appear in the worksheet.
Sci-Fi & Fantasy $16,730.00 $19,730.00 $12,109.00 $11,355.00 $17,686,M)|

B R S O
=
al
m
=

1
2_ CIle the |n5ert tab 2 Classics $18,580.00 $49,225.00 $16,326.00 $10,017.00 $26,134.00
. 3 |Mystery $78,970.00 $82,262.00 $48,640.00 $49,985.00 $73,428.00
3. In the Charts group, select the desired chart TR TR e R AR S
category (Column, for example). 5 Sci-Fi & Fantasy [$16,730.00 $19,730.00 $12,109.00 $11,355.00 $17,686.00
B e Tesgn 6 Young Adult  |$35358.00 $42,685.00 $20,893.00 $16,065.00 $21,388.00,
7
BRSO Sases - iLr) - ", 5140,000.00
e il e ol ) 8
T Camn lire  Fi¢ B e rather 2 $120,000.00
af &t Srpeachck - > a - . 10
11 $100,000.00 W Classics
- B | GEAVE | pomme 12 $80,000.00 Mystery
B [ It ac | (<] ﬁ $60,000.00 | mRomance
T T— = SchFi8 Fontasy
SESCISHI0 WSS oo 2o coeaerin fi - seamooo = | mvounsaa
4. Select the desired chart type from the drop-down menu 17 szn,wDDD—I I -I— TI -I
(Clustered Column, for example). = so00 1
19 2006 2007 2008 2009 2010
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Chart Tools
Once you insert a chart, a set of Chart Tools, arranged into three tabs, will appear on the Ribbon.

These are only visible when the chart is selected. You can use these three tabs to modify your
chart.

Design Layout Format

To Change the Chart Type:
1. From the Design tab, click the Change Chart Type command. A dialog box appears.
2. Select the desired chart type and click OK.

To Switch Row and Column Data:
Sometimes when you create a chart, the data may not be grouped the way you want it to be. In the clustered column chart below,
the Book Sales statistics are grouped by Fiction/Non-Fiction, with a column for each year. However, you can also switch the row
and column data so that the chart will group the statistics by year, with columns for Fiction and Non-Fiction. In both cases, the chart
contains the same data; it's just organized differently.
1. Select the chart.
2. From the Design tab, select the Switch Row/Column command.
3. The chart will then readjust.

To Change the Chart Layout:
1. Select the Design tab.
2. Click the More drop-down arrow in the Chart Layouts group to see all of the available layouts.
3. Select the desired layout.
4. The chart will update to reflect the new layout.
Some layouts include chart titles, axes, or legend labels. To change them, just place the insertion point in the text and

begin typing.

To Change the Chart Style:
1. Select the Design tab.
2. Click the More drop-down arrow in the Chart Styles group to see all of the available styles.
3. Select the desired style.
4. The chart will update to reflect the new style.

To Move the Chart to a Different Worksheet:
1. Select the Design tab.
2. Click the Move Chart command. A dialog box appears. The current location of the chart is selected.
3. Select the desired location for the chart (i.e., choose an existing worksheet, or select New Sheet and name it).
4. Click OK. The chart will appear in the new location.

Working with Sparklines

Sparklines are miniature charts that fit into a single cell. Since they're so compact, you can place a large number of them in your
worksheets. For example, you could place one sparkline on each row to show trends within that row. In this lesson, you will learn how
to insert sparklines and change their type and appearance.

Sparklines were introduced in Excel 2010 to be a convenient alternative to charts. Unlike a traditional chart, a sparkline is placed
inside a cell, allowing you to easily create a large number of sparklines (for example, one on each row).

Types of Sparklines

B -_-_l -I--I
There are three different types of sparklines: Line, Column,  mm guEEEE
and Win/Loss. Line and Column work the same as line and -
column charts. Win/Loss is similar to Column, except it only shows whether each = -om-ne : :_
value is positive or negative, instead of how high or low the values are. All three || == ==
types can display markers at important points, such as - =-H__0 "mmm"
the highest and lowest points, to make them easier to read. Line Column Win/Loss

Why Use Sparklines?

Sparklines are basically charts, so why would you want to use sparklines instead of charts? Sparklines have certain advantages that
make them more convenient in many cases. Imagine you have 1000 rows of data. If you place a sparkline on each row, it will be right
next to its source data, making it easy to see the relationships between the numbers and the sparkline. If you used a traditional chart,
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it would need to have 1000 data series in order to represent all of the rows, and you would probably need to do a lot of scrolling to find

the relevant data in the worksheet.

Sparklines are ideal for situations where you just want to make the data clearer and more eye-catching, and where you don't need all
of the features of a full chart. On the other hand, charts are ideal for situations where you want to represent the data in greater detail,

and they are often better for comparing different data series.
To Create Sparklines:

Generally, you will have one sparkline for each row, but you can
create as many as you want in any location you want. Just like
with formulas it's usually easiest to create a single sparkline and
then use the fill handle to automatically create the sparklines for
the remaining rows.
1. Select thecellsthat you will need for thefirst
sparkline. In this example, we are creating a sparkline
for Kathy Albertson, so we will select her sales data.

A s oo el e [ 6 ]

Alhertsan, Kathy | D700 S50 SI8EA00 SLITO0  SBA00 53690 !
Mllensan, Carol SAILO0  SLOAZ0  S93500 SLI0000 SI08500 41874900
Altman, Zoey S50 Q0T S0 5211600 SI3ASA00  8AM600

2. Click the Insert tab.
3. In the Sparklines group, select Line. A dialog box will
appear.

B o @ &

Column
Slicer Hyperlink Text
T win/Loss Box
Sparklines Filter Links

Insert Line Sparkline
Insert a line chart within a single J
cell,

4. Make sure theinsertion pointis next toLocation
Range.

5. Click the cell where you want the sparkline to be. In
this example, we'll select the cell to the right of the
selected cells.

F G H |
$8,237.00 53, 690.00!

410,185.00  518,749.00
$13,452.00  $8,046.00 | Creste Sparklines
5440400 820,114.00
§3,17000  $10,733.00
43,817.00  818,524.00
413,090.00  §13,953.00
43,528.00  815,275.00
54'339.00 513J035.00 Location Range: |h_
89,6400  813,714.00
45,850.00  815,065.00
410,024.00  518,389.00 {

Select the cell
where you want the
sparkline to be.

Choose the data that you want
DataRange: B2:G2 lrj

Choose where you want the sparklines to be placed

Insertion point

6. Click OK. The sparkline will appear in the document.
7. Click and drag the fill handle downward.

90,00 ——— 1
749.00 /'

146.00
L14.00

8. Sparklines will be created for the remaining rows.

$8,237.00 $8,690.00] -
$10,185.00 $18,749.00|
$13,452.00 $8,046.00|
$4,404.00 $20,114.00|
$3,170.00 $10,7323.00|
$8,817.00 $18,524.00|
$13,020.00  $13,953.00
$3,528.00 $15,275.00
$4,839.00 $13,085.00|
$9,642.00 $13,714.00|

To Show Points on the Sparkline:

Certain points on the sparkline can be emphasized
with markers, or dots, making the sparkline more readable.
For example, in a line with a lot of ups and downs, it may be
difficult to tell which ones are the highest and lowest points,
but if you show the High Point and Low Point, it will be easy to
identify them.

1. Select the sparklines that you want to change. If
they are grouped, you only need to select one of
them.

2. Locate the Show group in the Design tab.

3. Hover over the different checkboxesto see a
description of each one.

l%r—hgh Paint [ First Point

Low Paint [ Last Point ~

D Megative Points D Markers

Show

Toggle Sparkline High Points

Highlight the highest points of
data in the selected sparkline
group.
4. Check each option that you want to show. The

sparklines will update to show the selected options.

To Change the Style:

1. Select the sparklines that you want to change.

2. Locate the Style group in the Design tab.

3. Click the More drop-down
arrow to show all of the

. e P
available styles. AN AT A "
4. Select the desired style. ) i
5. The sparklines will update et

to show the selected style.

To Change the Sparkline Type:
1. Select the sparklines that you want to change.
2. Locate the Type group in the Design tab.
3. Select the desired type (Column, for example).
4. The sparkline will update to reflect the new type.

Some sparkline types will be better or worse for certain types
of data. For example, Win/Loss is best suited for data where
there may be positive and negative values (such as net
earnings).
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By default, each sparkline is scaled to fit the maximum and minimum values of its own data. This allows it to fill the entire
cell no matter how high or low the values are. However, it has a downside: if you are trying to compare several sparklines,
you won't be able to tell at a glance which ones have higher or lower values. The solution is to make the display range the

same for all of the sparklines.

To Change the Display Range:

1.
2.
3.

4.

Select the sparklines that you want to change.

In the Design tab, click the Axis command. A drop-down menu will appear.
Under Vertical Axis Minimum Value Options and Vertical Axis Maximum Value Options, select Same for All

Sparklines.
The sparklines will update to reflect the new range.

Using Templates

In Excel 2010, you have many templates that can save you a lot of time. A template is a pre-designed spreadsheet that you can use
to create new spreadsheets with the same formatting and predefined formulas. With templates, you don't need to know how to do the
math, or even how to write formulas - these are already integrated into the spreadsheet.
In this lesson, you will learn how to create a new workbook with a template, as well as basic information about how templates work in
Excel 2010. Excel allows you to create new workbooks using templates, or a predefined pattern. Several templates are preloaded in
Excel and others are located on Microsoft Office Online.

To Create a New Workbook Using a Template:

1.
2.
3.

Click the File tab to go to Backstage view.

Select New. The Available Templates pane appears.

Click Sample templates to choose a built-in template, or
select an Office.com template category to download a
template. In this example, we will download a template from
Office.com.

m Harme  Imel Fagelapzui Fonodes Dels Braee Dreeinzar
&wvallable Templotes
3 open g — =
Choase a Sample 2
- temalate or an
Dfflce, cam templata ‘-T’ | [ ]
Sl ) -
eiwmrd Nis=le [HLH el Iy b b Flwrrim
workank Fermpi shee Fempleee withing
1
el |
== =) -
AyLnce Byl Zahadara Daygranne E=zam
HeE [[ETIERES
i oplizns —
F" i Famm
Facar Flpne Famme ™ Trverkcries [rrazicen
4. Thumbnail images of the templates you have to choose from

appear in the center. A larger preview appears on the right.

Select the desired template, then click Download to open it. (If
using a Sample template, Download will be replaced
by Create.)

Available Templates

+ @& Home » Forms » Business

Office.com Templates

Mileage log with
reimbursement form

Travel advance request

Search Office.com for || =+

-

Petty cash request

 §
DEPOSIT RECORD

Mileage log with reimbursement form

Provided by: Microsoft Corporation
Download size: 10KB

Rating: 3365478 (1958 Votes)

Macage Log 4ad Resmbursesment Form

BN

Download

6. A new workbook will appear using the template you

chose.

A

1 Mileage Log and Reimbursement Form

2
Il Employee Name

4 Employee ID
5 Vehicle Description
6 Authorized By
7

8 Date

9 5/9/2002

10 5/9/2002

B

Odol
Starting Location Destination Description /Notes Sy
Home Office Northwind Traders Client Meeting
Northwind Traders | Home Office (Client Meeting
v
4] I )

I{ 4 M| Mileage Log and Reimbursement =
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Total Reimbursement

c D

[ ] »

Rate Per Mile
For Period
Total Mileage

From 5/9/02to 5
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Lesson: 9

Conditional Formatting, Pivot Table & What-if Analysis

Using Conditional Formatting

Imagine you have a spreadsheet with thousands of rows of data. It would be extremely difficult to see patterns and trends just from
examining the raw data. Excel gives us several tools that will make this task easier. One of these tools is called conditional formatting.
With conditional formatting, you can apply formatting to one or more cells based on the value of the cell. You can highlight
interesting or unusual cell values, and \visualize the data wusing formatting such as colors,icons, anddata bars.
Conditional formatting applies one or more rules to any cells that you want. An example of a rule might be "If the value is greater
than 5,000, color the cell yellow." By applying this rule to the cells in a worksheet, you'll be able to see at a glance which cells are over
5,000. There are also rules that can mark the top 10 items, all cells that are below the average, cells that are within a certain date
range, and many more.

Conditional Formatting Presets

To Create a Conditional Formatting Rule:

Excel has a number of presets that you can use to quickly apply

1. Select the cells that you want to add the formatting to. - - ;
conditional formatting to your cells. They are grouped into three

2. Inthe Home tab, click the Conditional i -
Formatting command. A drop-down menu will appear. categories:

3. Select Highlight Cells Rules or Top/Bottom Rules. We ® Data Bars are horizontal bars added to each cell, much like a bar
will choose Highlight Cells Rules for this example. A menu graph.

will appear with several rules. $3,863.00 $1,117.00  $8,237.00  $8,690.00

4.  Select the desired rule (Greater Than, for example). $9,355.00 | $1,100.00 = $10,185.00 = $18,749.00
—= . i, $6,702.00  $2,116.00 $13,452.00  $8,046.00
- EJJ ) {1 S*=Insert ~ - f\? }
= 1 2 e G- & L $4,415.00 $1,089.00  $4,404.00 = $20,114.00
éﬁg ;‘23 Conditional Format Cell e - Sort & Find .
’ Formatting -|as Table - Styles - | 5 Farmat ~ | <2~ Filter - Selec ® Color Scales change the color of each cell based on its value.
jéj tighigns Cenis Rutes > | | 1] greater Than... Each color scale uses atwo or three color gradient. For
— T | example, in theGreen - Yellow - Red color scale,
ae| fop/BottomRules b [T} LessThan.. the highest values are green, average values are yellow, and
37.00 =1 pata gars , EH petween.. the lowest values are red.
35.00 = $3,863.00/ S$1,117.00 $8,237.00  $8,690.00
. Cotor scates = $9,355.00| $1,100.00 $10,185.00 $18,749.00
10.00 2] rconsets o 3] zexttnat contains.. $6,702.00 52,116.00 $13,452.00  $8,046.00
17.00 $4,415.00/ S51,080.00 $4,404.00 $20,114.00
30.00 & Hew Rule.. —‘% A Date Occurring... e . )
- E)  Clear Rules —i& ® |con Sets add a specific icon to each cell based on its value.

== G Manage putes.. —| bupricate vatues.. O $2,863.00 §51,117.00 < $8,237.00 &1 $8,690.00
| $4 $9,355.00 4$1,100.00 $1510,185.00 4 $18,749.00

12.00 $13,714.00
5. From the dialog box, enter a value in the space provided, if S $6,702.00 §52,116.00 21513,452.00 $ $8,046.00
5441500 $1,089.00 § $4,404.00 { $20,114.00

applicable. In this example, we want to format cells that are
greater than $5,000, so we'll enter 5000 as our value. If . )
you want, you can enter acell reference instead of a  To Use Preset Conditional Formatting:

IMore Rules...

number. . 1. Selectthe cells you want to add the formatting to.
6. Select a formatting style from the drop-down menu. > Inthe Home tab. click the Conditional
Greater Than 7 i Formatting command. A drop-down menu will appear.
rormat cals et e CREATER THATE 3. Select Data Bars, Color Scales orlcon Sets (Data Bars,
il - for example). Then, select the desired preset.
oo | (E] it v P it Do vlow Tt [+ ] 4. The conditional formatting will be applied to the selected
g pp
cells.
-OK -Canr.e\ ) 7 Se=1ns = - A
7. The formatting will be applied to the selected cells. " | |Formatting -las Tobie - stytes - | [ =27
=1 monngnt cens rutes » =
$9,355.00 $1,100.00 $10,185.00 $18,749.00 _ | =
$6,702.00 $2,11600 $13,452.00  $8,046.00 ﬁu.l Top/Bottom Rules 0 0
$4,41500 $1,089.00  $4,40400 5$20,114.00 El T mﬁ UU smmu ngmu 58 69000
$11,601.00  $1,122.00  $3,170.00  $10,733.00 i=| DataBars g | = = 3 |
$3,726.00 $1,135.00 $8,817.00 $18,524.00 ji-ﬁ Ei-ﬁ EH ! ! !
$9,007.00 $2,113.00 $13,090.00 $13,953.00 l=sl] cotorscates EEsH HEH HE 1
$4,505.00 $1,02400  $3,528.00 51527500 5] rconsens i ifm;ﬁ = S%RRUU S“UUUO SlUJgSOO 51&”900
$3,973.00 $1,716.00 $4,839.00 $13,085.00 — Eﬁ Eﬁ E SEJ[]Z,UU $2’11600 SBASZIUU $&U4600
If you want, you can apply more than one rule to your cells. ere oo WMU SLUW 54’40400 520,11400
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To Remove Conditional Formatting Rules:

1. Select the cells that have conditional formatting.

2. Inthe Home tab, click the Conditional Formatting command. A drop-down menu will appear.

3. Select Clear Rules.

4. A menu will appear. You can choose to clear rules from the Selected Cells, Entire Sheet, This Table, or This PivotTable.
In this example, we will clear rules from the entire sheet.
You can edit or delete individual rules by clicking on the Conditional Formatting command and selecting Manage Rules.
This is especially useful if you have applied multiple rules to the cells.

Creating PivotTables
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PivotTable reports (or, simply PivotTables) make the data in your worksheets much more manageable by summarizing the data
and allowing you to manipulate it in different ways. PivotTables can be an indispensable tool when used with large, complex
spreadsheets, but they can be used with smaller spreadsheets as well.
When you have a lot of data, it can sometimes be difficult to analyze all of it. A PivotTable summarizes the data, making it easier to
manage. Best of all, you can quickly and easily change the PivotTable to see the data in a different way, making this an extremely
powerful tool.

Using PivotTables to Answer Questions

The example below contains sales statistics for a fictional company. There is a row for each order, and it includes the order amount,
the name of the salesperson who made the sale, the month, the sales region, and the customer's account number.

Albertson, Kathy
Albertson, Kathy
Albertson, Kathy
Albertzon, Kathy
Brennan, Michael
Brennan, Michael
Brennan, Michael
Brennan, Michael
Brennan, Michael
Davis, William

Davis, William

Dravis, William

Dravis, William

Dumlao, Richard
Dumlao, Richard
Cumlao, Richard

Flores, Tia
= I

East

East

East

East

West
West
West
West
West
South
South
South
South
West
West
West
South

Seuiih

29326
74830
30092
74830
22853
72945
20044
82853
72949
55223
10354
50192
27588
E7275
41828
87543
97446

FER)

5$925.00
5875.00
$500.00
5350.00
5400.00
5850.00
51,500.00
$550.00
5400.00
5235.00
5$850.00
S600.00
5250.00
5400.00
$965.00
5125.00
51,500.00

ook

lanuary
February
February
March
lanuary
lanuary
January
February
March
February
January
March
lanuary
lanuary
February
March
March

To Create a PivotTable:

Suppose we wanted to answer the question, "What is the amount sold by each
salesperson?" This could be time-consuming, as each salesperson appears on multiple
rows, and we would need to add up all of the order amounts for each salesperson. Of

course, we could use the Subtotal feature to add
them, but we would still have a lot of data to sift
through.

Luckily, a PivotTable can instantly do all of the
math for us and summarize the data in a way that's
not only easy to read, but easy to manipulate.
When we're done, the PivotTable will look
something like this:-

As you can see, the PivotTable is much easier to
read. It only takes a couple of steps to create one,
and once you create it you'll be able to take
advantage of the PivotTable's powerful features.

Row Labels ~ Sum of Order Amount
Albertson, Kathy $2,650.00
Brennan, Michael $3,700.00
Davis, William $1,935.00
Dumlao, Richard $1,490.00
Flores, Tia $4,565.00
Post, Melissa $1,690.00
Thompson, Shannon $3,160.00
Walters, Chris $4,375.00
Grand Total $23,565.00

5. A blank PivotTable will appear on the left, and the Field List will

1. Select thetable or cells (including column appear on the right
headers) containing the data you want to
use. A B C D
2.  From the Insert tab, click -
the PivotTable command. 2
| I
Home Insert Page | .
]_‘ ﬂij ey To build a report, choose
S_'\l fields from the PivotTable
PivotTable Picture Clip ... Field List
- At B
Tables INustratio

Insert PivotTable
Summarize data using a PivotTable,

PivotTables make it easy to arrange

and summarize complicated data

and drill down on details. :

3. TheCreate PivotTable dialog box will
appear. Make sure the settings are correct,
and then click OK.
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To Add Fields to the PivotTable:

Now, you'll need to decide which fields to add to the PivotTable.
Each field is simply a column header from the source data. It
may be helpful to recall the questionthat you are trying to
answer. In this example, we want to know the total amount sold
by each salesperson, so we'll just need the Order
Amount and Salesperson fields.

1. Inthe Field List, place a check mark next to each field
you want to add.

2. The selected fields will be added to one of the
four Areas below the Field List. In this example, the
Salesperson field is added to the Row Labels area,
and the Order Amount is added to the Values area. If
a field is not in the desired area, you can drag it to a
different one.

3. The PivotTable now shows the amount sold by
each salesperson.

A B C . PivotTable Field List v X
1
2 Choose fields to add to report:
3 |Row Labels M !Sum of Order Amount ,‘Salesnerson

4 Albertson, Kathy 2650 / [Region

5 Brennan, Michael 3700 [Clhccount

6 |Davis, Willizm 1935 [0rder Amount

7 |Dumlao, Richard 1430 [t

3 Flores, Tia 4565

9 Post, Melissa 1690

10 Thompson, Shannon 480 3 Drag fields between areas below:

11 | Walters, Chris g 4375 | Y ReportFiter] 7 ColumnLabels
12 Grand Total 23565

13

L Amount sold by

B each salesperson

16 Row Labels Values

17 Salesperson ¥ | | Sumof Order... ¥
18

19 L

20

21 ¥ | [ vefer Layout Update Update
4} W Sheet? /2010 5aks SB[ w | 2]

Just like with normal spreadsheet data, you can sort the data in a
PivotTable using the Sort & Filter command in the Home tab.
You can also apply any type of formatting that you want. For
example, you may want to change the Number
Format to Currency. However, be aware that some types of
formatting may disappear when you modify the PivotTable.

Pivoting Data

One of the best things about PivotTables is that they let you
"pivot" the data in order to look at it in a different way. This allows
you to answer multiple questions and even experiment with the
data to learn new things about it.

In our example, we used the PivotTable to answer the question
"What is the total amount sold by each salesperson?" But now
we'd like to answer a new question, such as "What is the total
amount sold in each month?" We can do this by simply changing
the Row Labels

Visit us at: www.sarvaindia.com
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To Change the Row Labels:

1. Drag any existing fields out of the Row
Labels area, and they will disappear.

\\ Drag fields between areas below:
% Report Filter T Column Labels

i RowLabels T Values

Salesperson ¥ Sum of Order... *

Salesl:[ekrsun

[7] Defer Layout Update Update

hd
v
2. Drag anew field from the Field List into the Row

Labels area. In this example, we're using
the Month field.

PivotTable Field List - X
Choose fields to add to report: 'ﬁ =
[Tsalesperson
[CRegion
[T Account

W order Amount

Drajpl fields between areas below:
“W} Report Filter ] Column Labels

Row Labels 3>  Walues

Mo%th Sum of Order... ™
=

[T pefer Layout Update Update

3. The PivotTable will adjust to show the new data.
In this example, it now shows us the total Order
Amount for each month.

Row Labels = | Sum of Order Amount

January $9,090.00
February 59,160.00
March 55,315.00
Grand Total $23,565.00
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To Add Column Labels:

So far, our PivotTable has only shown one column of data
at atime. In order to show multiple columns, you'll need to
add Column Labels.
1. Drag afield from the Field List into the Column
Labels area. In this example, we're using
the Region field.
Drag fields between areas below:
“W Report Filter H Column Labels

Re%i%n

=

=

Sum of Order... *

i Row Labels
Month -

Values

[] Defer Layout Update Update

2. The PivotTable will now have multiple columns.
In this example, there is a column for

each region.
Sum of Order Amount  Column Labels | ~
Row Labels hd East  North South West Grand Total
January $1,690.00 51,140.00 $3,110.00 $3,150.00  $5,090.00
February 41,950.00 51,720.00 $3,975.00 $1,515.00  $8,160.00
March $700.00 5300.00 $3,790.00 $525.00  35,315.00
Grand Total $4,340.00 $3,160.00 $10,875.00 $5,190.00 $23,565.00

Report Filters

Sometimes you may want focus on just a portion of the
data and filter out everything else. In our example, we're

going to focus on certain salespeople, to see how they
affect the total sales.

To Add a Report Filter:

1. Drag afield from the Field List into the Report
Filter area. In this example, we're using
the Salesperson field.
Drag fields between areas below:
“W Report Filter T4 Column Labels

i -
Salesperson Region
=
=
1] Row Labels *  values

Month - Sum of Order... ~

[] Defer Layout Update Update

2. The report filter appears above the PivotTable.
Click the drop-down arrow on the right side of
the filter to view the list of items.

3. Select the item that you wish to view. If you want
to select more than one item, place a checkmark
next to Select Multiple Items. Then click OK. In
the example below, we are selecting five
salespeople.

Visit us at: www.sarvaindia.com
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A B c D

Salesperson (Al
Search

SU L gan
Re L[] albertson, Kathy
Ja Brennan, Michael
Fe |
™M
G

Click the drop-down
arrow to view items.

' ﬁgsg Melissa
empson, Shannon

L[] Walters, Chris

Select Multiple Items | e

Check here if you
want to select
multiple items.

4. Click OK. The PivotTable will adjust to reflect the changes.

Salesperson (Multiple ltems) |-T

Sum of Order Amount Column Labels |~

Row Labels - East North South West Grand Total
January §765.00 $1,140.00 $2,755.00 $2,750.00  $7,410.00
February $575.00 $1,720.00 $1,220.00 $550.00  $4,065.00
March $350.00 $300.00 $2,525.00 $400.00  $3,575.00
Grand Total $1,600.00 $3,160.00 $6,500.00 $3,700.00 $15,050.00
Slicers
Slicers were introduced in Excel 2010 to make filtering

data easier and more interactive. They're basically just report filters,
but they're more interactive and faster to use, as they let you quickly

select

items and instantly see the result. If you filter your PivotTables

a lot, you might want to use slicers instead of report filters.

To Add a Slicer:

1.

2.

Licensed by Govt. of India

Select any cell in your PivotTable. The Options tab will
appear on the Ribbon.
From the Options tab, click the Insert Slicer command. A
dialog box will appear.

Data View Options Design

Review

ac)]
H - Clei
| — A i Wz
| = i) B sels
1 Insert = Refresh Change Data
Slicer ~ A Source T ag Mo
Sort & Filter Data A
Select the desired field. In this example, we will

select Salesperson. Then click OK.

> .

Insert Slicers

Salesperson
egion
[T]Account

[T]order Amount
[CIManth

[ ok

J

The Slicer will appear next to the PivotTable. Each item
that is selected will be highlighted in blue. In the example
below, the Slicer contains a list of all of the different
salespeople, and four of them are currently selected.

Cancel ]
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Sum of Order Amount Column Labels  ~
Row Labels = South

- 136 -

Salesperson &

Albertson, Kathy
West Grand Total

January $2,010.00 $3,150.00  $5,160.00 Brennan, Michael
February $3,740.00 $1,515.00  $5,255.00 Davis, William
March $3,190.00 $525.00  $3,715.00

Grand Total $8,940.00 $5,190.00 $14,130.00

Dumlao, Richard
Flores, Tia

Post, Melissa
Thompson, Shannan

Walters, Chris

(A slicer with four selected items)

Pivot Charts

Pivot Charts are like regular charts, except they display data
from a PivotTable. As with a regular chart, you'll be able to
select achart type, layout and styleto best represent the
data. In this example, we'll use a PivotChart so we can
visualize the trends in each sales region.

To Create a PivotChart:
1. Select any cell in your PivotTable. The Options tab
will appear in the Ribbon.
2. From the Options tab, click
the PivotChart command.

S B cmig e
i3] PivotChart E Field List

[ |

=) Sl < /- Buttons

[ == |
- 3 = Field Headers

Tools Show

PiwvotChart
K Insert a PivotChart based on the

data in this PivotTable.

3. Fromthe dialog box, select the desired cﬁiart
type (3-D Clustered Column, for example) and

click OK

Tnsert Chart [ECRE=)
S il a2 182 g 03] 98 93]
SZ | L) Jme TR ]

£ e M ] [1sA] A [

o o] e e e ] B

[ tanage Templates... | [ §eta:l)|efaljltrchar|t ],7‘%I el q;ml Cancel -

4.  The PivotChart will appear in the worksheet. If you
want, you can move it by clicking and dragging.

Sum of Order Amount Column Labels | ~

Row Labels - East North South Woest Grand Total
January $1,690.00 $1,140.00 $3,110.00 $3,150.00  $9,090.00
February $1,950.00 $1,720.00 $3,975.00 $1,515.00  $9,160.00
March $700.00 $300.00 $3,790.00 $525.00  $5,315.00
Grand Total $4,340.00 $3,160.00 $10,875.00 55,190.00 $23,565.00

Sum of Order Amount

$4,00000 7 -

$3,500.00 1~

$3,00000 1 Region v

52,500.00 1 ™ East

52,000.00 17 W North

$1,50000 17 South

$1,000.00 1 W West

$500.00 1
5000 +~ r'
January February March
Month +

If you make any changes to the PivotTable, the
PivotChart will adjust automatically.

Using What-If Analysis

The real power in Excel comes in its ability to perform multiple
mathematical calculations for you. One of the tools in Excel that
you can use to perform these calculations is a Data
tool called What-If Analysis. What-If analysis allows you to see the
effect that different values have in formulas. Have you ever
thought, "What interest rate do | need to qualify for to have a car
payment of $400 on the car | want?" This question can be
answered using What-If Analysis.

What-If Analysis

In many worksheets, there may be some cells whose values are
unknown, or you may just want to change certain cells to see what
the outcome is. What-if analysis is perfect for these situations. It
allows you to experiment and answer questions with your data,
even when the data is incomplete.

Goal Seek

Goal Seek is a type of what-if analysis that is useful if you know
the desired result, but need to find the input value that will give you
that result. For example, suppose you need aloan to buy a new
car. You already know that you want a loan amount of $20,000, a
60-month term (the length of time it takes to pay off the loan), and
a payment of no more than $400 a month. However, you're not
sure yet what the interest rate is going to be.

In the image below, you can see that Interest Rate is left blank,
and Paymentis $333.33. That's because the payment is being
calculated by a specialized function called the PMT (Payment)
function, and $333.33 is what the monthly payment would be if
there were no interest ($20,000 divided by 60 monthly payments).

If we typed Clipboard Font
different values B5 v L L=PMT(B4,"12,B3,B2}
into the : —=
empty Interest A B C D E
Rate cell, we
could eventually m @d@ ‘fm
find the value that 1
causes 2 Loan Amount 20000
Payment to be
$400, and that 3 Term (months) 60
would be the |4 |nterestRate
highest interest |
rate that we could Epayment (3333.33 i
afford. £

However, Goal Seek can do this automatically by starting with
the result and working backward.
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To Use Goal Seek to Find the Interest Rate:

1.

2.

1

2 Loan Amount

3 Term (months) 60

4 Interest Rate
5 |payment

6

From the Data tab, click the What-If

Analysis command.
Select Goal Seek.

B

BIE @
ol
A

Data  Consolidate| What-If | Group Ungroup S
Validation i M M
Data Tools Seenario Manager..

Goal Seek.. |

K L DE&IENE... |

A dialog box will appear containing three fields:

O Set cell: This

is the cell that will contain

the desired result (in this case, the monthly
payment). In this example, we will set it

to B5 (it

doesn't

maitter

whether

it's

an absolute or relative reference).
O To value: This is the desired result. We'll set
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Other Types of What-If Analysis

For more advanced projects, you may want to look at the other two
types of what-if analysis: scenarios and data tables. Rather than
starting from the desired result and working backward, like Goal
Seek, these options allow you to test multiple values and see how
the result changes.

Below is an introduction to some of the things you can do
with scenarios and data tables.

it to -400. Since we're making a payment that
will be subtracted from our loan amount, we
have to enter the payment as a negative

number.

O By changing cell: This is the cell where Goal
Seek will place its answer (in this case, the
interest rate). We'll set it to B4.

A B i I L. L E . F
Goal Seek m
Wy Car Loan

Set cell: SB35 P
Loan Amount 20000

To value: -400
Term (months) 60/ —
Interest Rate v By changng cell: | <Bs4]
romert BB () Coma

When you're done, click OK. The dialog box will
tell you whether or not Goal Seek was able to find
a solution. In this example, the solution is 7.42%,
and it has been placed in cell B4. This tells us that
a 7.42% interest rate will give us a $400-a-month
payment on a $20,000 loan that is paid off over 5

years, or 60 months.

B_|

' L D

L 'S

L = I

Goal Seek Status

[ 2 i)

A \
Wy Car Loaa

Goal Seeking with Cell BS
found a solution,

7.42%
[£400.00]

Target value:
Current value:  (§400.00)

-400
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e Scenarios let you substitute values for multiple
cells (up to 32) at the same time. It is especially well-
suited to showing best-case and worst-case scenarios.
You can create as many scenarios as you want, and
then compare them without having to manually change
all of the values. In the example below, each scenario
contains aterm and aninterest rate. When each
scenario is selected, it will replace the values in the
spreadsheet with its own values, and the result will be
recalculated.

A B Scenarios:

| My G Loan |

2 Loan Amount 20000

3 Term {months)

> rament Y

g

g Values in cells B3

8 and B4 are replaced Changing cells: [[sB3:5B84 |

9 with new values. Comment:

10

11

12

. _

e Data Tables allow you to take one or two variables in a
formula and replace them with as many different values
as you want, and then view the results in a table. This
option is especially powerful because it shows multiple
results at the same time, unlike Scenarios or Goal Seek.
In the example below, 24 possible results are shown in
the table; doing the same task with Scenarios would
take much longer.

Loan Amaunt 20000

Term {months) Terms (months)

Interest Rate

Payment [5333.33)

Interest rates

-5386.66 -
-539132 -5336.20
-§396.02 -5340.92
-5400.76 -5345.80
3405, G

-3612.98 -
-5617.54) -
1562012 -
-5626.73 -

Results
(monthly payments)
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Lesson: 10

Reviewing, Sharing, Saving & Printing

Reviewing and Sharing Workbooks

Suppose someone asked you to proofread or collaborate on a
worksheet they put together. If you had a hard copy, you might
use ared pen to cross out cell data, mark misspellings, or add
comments in the margins. However, you could also do all of
these things in Excel using the Track Changes and Comments
features.

When you've finished reviewing the worksheet, the other
person can choose to automatically Accept all of your
changes, or decide whether to Accept or Reject each change
one-by-one.

About Track Changes

When you turn on the Track Changes option, every change
you make to the worksheet will be highlighted with a unique
border and indicator. Hovering your mouse over a highlighted
cell will display the details of the change. This allows the other
person to see what changes have been made before making
the changes permanent.

AM 0:15:Break
PM 1:45|Cady Falls hike (strategy game?)  [Marianne, Liz
PM 1:00;Lunch (with strategy game team)
PM 0:30|Strategy debrief v n_’ Hemme, 10/12]2010 2:46 PM:
PM L1:00[Get to know your team Q SeChanged cell D14 from '?' to 'Get: to know
M| 1:00{Strengths exercise your tean.,
M 0:15!Break
PM; 0:45; Redwoods hike D
PM: 1:00{Team building exercise Garth, execteam
oM 200 Dinner
12:00

The color of the highlights will vary depending on who is reviewing
the document, so if there are multiple reviewers, you'll be able to
tell at a glance who made each change.

There are some changes that Excel cannot track. Familiarize
yourself at changes that Excel does not track or highlight.

To Turn on Track Changes:

1. Gotothe Review tab.

2. Click Track Changes, then select Highlight Changes from
the drop-down menu.

The Highlight Changes dialog box will appear.

Check the box next to Track changes while editing.

Verify the box is checked for Highlight changes on screen.
This will highlight your changes while you work.

Click OK.

If prompted, click OK to allow Excel to save your workbook
Change tracking is now active. Any changes you make to the
worksheet will be highlighted with a unique border and
indicator.

Your workbook will be "shared" automatically when you
turn Track Changes on. Shared workbooks are designed to
be stored where other users (such as users on the same
network) can access and edit the workbook at the same
time.

arw

© N o

Visit us at: www.sarvaindia.com

Licensed by Govt. of India

To Turn off Track Changes:

1. From the Review tab, click Track Changes. Then
select Highlight Changes from the drop-down menu.
2. Uncheck the box next toTrack changes while
editing.
3. Click Yes to confirm that you want to turn off Track
Changes and stop sharing your workbook.
Turning off Track Changes will delete any tracking that has
taken place in your workbook. You will not be able to view,
accept, or reject changes; instead, they will all be applied to
your workbook automatically. Always review the changes in your
worksheet before turning Track Changes off.

Adding and Deleting Comments

Sometimes, you may want to add a comment to a worksheet, to
provide feedback for the author instead of changing the
contents. Comments are highlighted by a unique indicator and
can be read by the original author or by any other reviewers.

To Add a Comment:
1. Select the cell where you want the comment to
appear.

2.  From the Review tab, click the New
Comment command.

Page Layout Formulas Data Review View

=D

% 4 0d T4 T

B - - —2 2y Show All Co

aslate New I,\\,

Comment i3 ShowInk
guage Comments
Mew Comment (Shift=F2)
Add a comment about the
selection.
ing Retreat |
3. Type your comment.

6
9 1:00:Work relationships exercise Garth, Dean, Liz
10 D:lS\Break 7B, Nemec:
11 1:45:Cady Falls hike (strategy game?) M This would be a areat
12 1:00iLunch {with strategy game team) time to do the strategy B
13 0:30{Strategy debrief g geme
14 1:00:Get to know your team
15 1:00:5trengths exercise

4. Thered indicator in the upper right corner shows that
there is a comment in that cell.
5.  Hover your mouse over the cell to view the comment.

To Edit a Comment:
1. Select the cell containing the comment you wish to
edit.

2. From the Review tab, click the Edit
Comment command (where the New Comment
command used to be).

3. Edit your comment.
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Finalizing and Protecting Your Workbook

Before you send your workbook out, take a minute to prepare a
final copy. Excel has tools that might save you from sharing a
workbook that contains spelling errors, or information about the
workbook itself that you do not want the recipient to see. Use
the Spelling command to find and edit any misspelled words; use
the Document Inspector to find and delete any hidden data or
personal information that is stored in the workbook, such as
hidden comments, invisible objects, and file paths; and consider
your Protect Workbook options, designed to keep other users
from making unwanted changes to your workbook.

To Check Spelling:

1. Select the cells you want to spell check.

2. Click on the Spelling command from the Review tab.

3. The Spelling dialog box will open. From the Spelling
dialog box, you can review and edit any misspelled
words.

You can also check the spelling of every cell in an
active worksheet by selecting any empty cell in the
worksheet and then clicking on the Spelling command.

Ignoring Spelling "Errors"

There are times when Excel will say something is an error when
it is not. This often happens with people's names, which may not
be in the dictionary. Even if Excel says that something is an
error, you can choose not to change it. There are three options
you can choose from:

e Ignore Once: This will skip the word without changing
it.

e Ignore All: This will skip the word without changing it,
and it will also skip all other instances of this word in
the worksheet.

e Add to Dictionary: This adds the word to the
dictionary so that it will never come up as an error
again. Make sure that the word is spelled correctly
before choosing this option.

To Use the Document Inspector:

1. In Backstage view, click Info.

2. Click on the Check for Issues button. A drop-down
menu will appear.

3. Select Inspect Document. A dialog box will appear.

4. Check the boxes beside the content you want to
inspect. To unselect a box, simply click it again and the
check mark will disappear.

5. Click Inspect.

6. After the Document Inspector finishes, a new dialog

box will appear where you can review the inspection
results. Click the Remove All command beside any
information you want to remove.
It is a good idea to save an additional copy of your
workbook before you use the Document Inspector to
remove information, because some changes cannot be
undone.
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Protecting Your Workbook

By default, anyone with access to your workbook will be able
to open, copy, and change any part of it unless you protect it.
There are many ways you can protect your workbook
depending on your needs. For example, you can mark your
workbook as final, set it up with a password, put restrictions
on who can make changes, or make it so that only certain
cells or features of the workbook are changeable.

To Protect Your Workbook:

1. Click the File tab to access the Backstage view .

2. From the Info pane, click the Protect
Workbook command.

3. Choose the option that best suits your needs. In

this example, we will select Mark as Final. Marking

your workbook as final is a way to discourage others

from making any changes to the workbook. It will

alert whoever opens it that typing, editing, and

proofreading commands are unavailable.

Click OK.

Another dialog box will appear. Click OK to confirm.

Saving Workbook

Are you saving a workbook for the first time? Saving it as
another name? Sharing it with someone that does not have
Excel 2010? There are many ways you share and receive
workbooks, which will affect how you need to save the file.

In this lesson you will learn how to use the Save and Save
As commands, how to save as an Excel 97-2003 compatible
workbook, and how to save as a PDF.

o s

To Use the Save As Command:

Save As allows you to choose a name and location for your
workbook. Use it if you are saving a workbook for the first
time or if you want to save a different version of a workbook
while keeping the original.

1. Click the File tab.

2. Select Save As.

3. The Save As dialog box will appear. Select the
location where you wish to save the workbook.

4. Enter a name for the workbook and click Save.

If you are using Windows 7, you will most likely want to save
files to your Documents library. For other versions of
Windows, you will most likely want to save files to the My
Documents folder

To Use the Save Command:

1. Click the Save command on the Quick Access
Toolbar.
2. The workbook will be saved in its current location
with the same file name.
If you are saving for the first time and select Save,
the Save As dialog box will appear.
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To Use AutoRecover:

Excel automatically saves your workbooks to a
temporary folder while you are working on them. If you
forget to save your changes, or if Excel crashes, you
can recover the autosaved file.
1. Open a workbook that was previously closed
without saving.
2. In Backstage view, click Info.
3. If there are autosaved versions of your
workbook, they will appear under Versions.
Click on the file to open it.
4. A yellow caution note will appear on the

ribbon of the workbook. To restore this 10 View the Print Pane: _ _
version of the workbook click Restore and 1. Click the File tab. This takes you to Backstage view.

then click OK. 2. Selgct Print. The Print pane appears, yvith the print
settings on the left and the Print Preview on the right.

There are many choices you can make when printing an Excel
workbook. You can choose what parts of a workbook to print and how
the data fits on the page.

In previous versions of Excel, there was a Print Preview option that
allowed you to preview and modify the workbook before printing. You
may have noticed that this feature seems to be gone in Excel 2010. It
actually has not disappeared; it has just been combined with the Print
window to create the Print pane, which is located in Backstage view.

By default, Excel autosaves every 10 minutes. If you
are editing a workbook for less than 10 minutes, Excel
may not create an autosaved version.

If you do not see the file you are looking for, or if you
are looking for an autosaved version of a file that has
no previously saved versions, you can browse all
autosaved files by clickihg on the Manage
Versions button and selecting Recover Unsaved
Workbooks from the drop-down menu.

To Print Active Sheets:

If you have multiple worksheets in your workbook, you will need to
decide if you want to print the whole workbook or specific worksheets.
Excel gives you the option to Print Active Sheets. A worksheet is
considered active if it is selected.
1. Select the worksheets you want to print. To print multiple
worksheets, click on the first worksheet, hold down the Ctrl

~ . key, then click on the other worksheets you want to select.
To Save As an Excel 97-2003 Workbook: AR 2009 <7050 73017
. Ready |
You can share your workbooks with anyone

using Excel 2010 or 2007, since they use the same file 2. Click the File tab.
format. However, earlier versions of Excel use a 3. Select Print to access the Print -
different file format, so if you want to share your pane. b
workbook with someone using an earlier version of 4. Select Print Active Sheets from
Excel, you will need to save it as an Excel 97-2003 the print range drop-down menu.
Workbook. 5. Click the Print button.
1. Click the File tab.
2. Select Save As. To Print the Entire Workbook:
3. In the Save as typedrop-down menu, 1. Click the File tab.
select Excel 97-2003 Workbook. 2. Select Print to access the Print pane.
4. Select the location you wish to save the file. 3. Select Print Entire Workbook from the print range drop-
5. Enter a name for the file and click Save. down menu.

4. Click the Print button.
To Save As a PDF:
To Print a Selection, or Set the Print Area:
Saving your workbook as an Adobe Acrobat Document,
which is called a PDF file, can be especially useful
when your recipients do not have Excel. A PDF file will

Printing a selection (sometimes called setting the print area) lets you
choose which cells to print, as opposed to the entire worksheet.

make it possible for recipients to view the content from 1. Select the cells that you want to print.
your workbook, but they will not be able to edit a B c
anything. Click the File tab. 1
2 |Allenson, Carol S 5,897.00 | 5 2,356.00
1- Select SaVe AS. 3 |Altman, Zoey S 666.00 || S 6,210.00
urelio, Fies 3 889, 5 ,385.
2. In the Save as typedrop-down menu, : iursuo,:ig s Ziﬁ?gg s 22:233
Select PDF 6 Bergman, Jeffery S 1,928.00 | 5 6,595.00
3. Select the location you wish to save the file. oo e R T F R
4. Enter a name for the file and click Save. . W5 [cartton, Potter S 364700|5  2,858.00
2. Click the File tab.
Excel defaults to saving the active worksheet only. If 3. Select Print to access the Print pane.
you have multiple worksheets and want to save all of 4. Select Print Selection from the print range drop-down
them in the same PDF file, click on Options. The menu. ) ] )
Options dialog box will appear. Select Entire 5. You can see what your selection will look like on the page
workbook from the Options dialog box and click OK. in Print Preview.

6. Click the Print button.
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You don't have to wait until you're ready to print to set the print area. You can also set it from the Page Layout tab in advance. This
will place a dotted line around your selection, so you can see which cells are going to print while you work. To do this, just select the
cells you want to print, go to the Page Layout tab, and choose Print Area.

To Change Page Orientation:

[ j Portrait Orientation A

1.
j Partrait Qrientation 2

3.

Landscape Orientation

4.

To Fit a Worksheet on One Page:
1. Click the File tab.

Click the File tab.

Select Print to access the Print pane.
Select either Portrait Orientation or Landscape Orientation from the orientation drop-down
menu.

Your page orientation is changed.

2. Select Print to access the Print pane.
3. Select Fit Sheet on One Page from the scaling drop-down menu.
4.

Your worksheet is reduced in size until it fits on one page. Remember that if it is

scaled too small it might be difficult to read.

To Modify Margins While in Print Preview:
The margins of your worksheet may need to be adjusted to make data fit more
comfortably on the printed page. You can adjust the margins in Print Preview.

1. Click the File tab.

2. Select Print to access the Print pane.
3. Click on the Show Margins button. Your margins will appear.
4. Hover your mouse over one of the margin markers until the double

arrow appears.

o o

To Use Print Titles:

Click and drag the margin to your desired location.
Release the mouse. The margin is modified.

Change the page orientation to Portrait to orient the page vertically or Landscape to orient the page
horizontally. Portrait is useful for worksheets needing to fit more rows on one page, and Landscape is
useful for worksheets needing to fit more columns on one page.

e
==
3
s |
T1oo]
e
= =

£

= O

=

Fit Sheet on One Page -
Shrink the printout so that i...

MNo Scaling

Print sheets at their actual

size

Fit Sheet on One Page
Shrink the printout so that it

fits on one page

Fit All Columns on One Page
Shrink the printout so that it

Modify margin

Click the
Show Margins
button

Imagine how difficult it would be to read a worksheet if the column and row headings only appeared on the first page. The Print
Titles command allows you to select specific rows and columns to appear on each page.

Click the icon at the end of the Rows to repeat at top field.

1. Click the Page Layout tab.
2. Select the Print Titles command.
3.
4.
repeat at top dialog box will record your selection.
5.
6.

Repeat for Columns to repeat at left, if necessary.

7. Click OK. You can goto Print Preview to see how each page will look when printed.

To Insert a Break:

Page Layout ~ Formulas Data Review Ve

B OREWE &

Orientation Size  Print |Breaks |Background Print

M * Aeav| v Titles
Page Setup Insert Page Breakl%
F February Remave Page Brea
B |_ Reset All Page Breaks
|

1.
2.

Click the Page Layout tab.

Determine the placement of the break
by clicking on therow below, cell
below, orcolumn to the right of
where you want the break to appear.
For example, select column C and a
break will appear after column B.
Select the Insert

Break command

the Breaks drop-down menu.
The break is inserted. You can go
to Print Preview to confirm it appears
in the correct place on the page.

Page
from

The Page Setup dialog box appears. Click the icon at the end of the Rows to repeat at top field.
Your mouse becomes the small selection arrow . Click on the rows you want to appear on each printed page. The Rows to

| c1 - Je | February

A B 4 C
jj Employee Name January February
2 |Allenson, Carol S 5,897.00 f S 2,356.00
3 |Altman, Zoey S 666.00 [ 5 6,210.00
4 |Aurelio, Fies S 5,889.00 f S 9,385.00
5 A S 8,765.00 f| S 9,258.00
6 |Bgd Break will appear 192800 fl$  6,595.00
7 [Bi here 3 4,108.& s 7,172.00
8 |G S 6,302.00 || 358.00
9 |Carlton, Potter S 3,647.00 | § 2,858.00
10 |Chantay, Marjan S 7,916.00 fi 5 2,611.00
11 |Collin, Bevell S 8,985.00 f| 539.00
12 |Collman, Harry S 5,019.00 f & 4,573.00
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Unit-1V- MS-PowerPoint 2010

Lesson: 1

Getting Started with PowerPoint

PowerPoint 2010 is presentation software that allows you to create dynamic slide presentations that may include animation, narration,
images, videos and more. Microsoft PowerPoint, usually just called PowerPoint, is a commercial presentation program developed by
Microsoft. It is part of the Microsoft Office suite which also includes another two office tools - Microsoft Excel and Microsoft Word.
PowerPoint uses a graphical approach to presentations in the form of slide shows that accompany the oral delivery of the topic. The
current versions are Microsoft PowerPoint 2010 for Windows and 2011 for Mac.

What is Microsoft PowerPoint used for?

The main purpose of MS PowerPoint is to enable the user to create dynamic, informational slide shows through the use of text,
graphics, and animation. Slide shows created with the software are often displayed on projection screens for business, training, or
educational presentations, although they can be distributed as stand-alone files. Additionally, the slides can be arranged and printed
as handouts for reference.

New features in PowerPoint 2010

With Microsoft PowerPoint, you can make charts, tables, and macros, and insert images, audio, video, and other multimedia files.
With the new release of Microsoft Office 2010, many advanced features were added in PowerPoint 2010.

. Embed and edit video from within PowerPoint. Now you can add fades, formatting effects, bookmark scenes, and trim videos to
give your presentations a professional multimedia experience. And since the embedded videos become part of your PowerPoint
presentation, you don’t have to manage additional files when sharing with others.

e Use new and improved picture editing tools. You can use picture editing tools including versatile artistic effects and advanced
correction, color, and cropping tools, to fine-tune every picture in your presentation to look its absolute best. Even, dynamic 3-D
slide transitions and more realistic animation effects can be added to grab your audience’s attention.

e  Work together more successfully. If you are one of the many people who work with others on presentations and projects,
PowerPoint 2010 is the perfect tool for you. The new added co-authoring capabilities to edit the same presentation allows you to
work with people in different locations at the same time. You can even communicate as you work, directly from PowerPoint.

e Access and share your content from more places. Your ideas, deadlines, projects, and work emergencies don't always occur
conveniently when you are at your desk. Fortunately, you now have the power to get things done when and where you need to,
from the Web with Microsoft PowerPoint Web App or even from your smartphone with Microsoft PowerPoint Mobile.

Create a slide show

When beginning a new slide show, PowerPoint provides an array of templates to choose from. Experienced users with a specific look
in mind can start with a blank presentation for setting attributes, such as colors and fonts, to their own specifications. After creating the
initial file, the next step is to create a slide, which can be done by using an auto layout, or a blank screen in order to add components
manually. You can then choose to add a combination of text and graphics to suit the needs of the presentation, and apply animation
to either of these elements to create a dynamic effect. You can add as many slides and make them as content-rich as your system
can handle; there are no limits imposed in the software itself.

The Ribbon and the Quick Access Toolbar are where you will find the commands you need to do common tasks in PowerPoint. If you
are familiar with PowerPoint 2007, you will find that the main difference in the PowerPoint 2010 Ribbon is that commands such as
Open and Print are now housed in Backstage view.

2= | helbyfield Featured Pets - Microsoft PowerPoint 1 A,LQML\
e Ri on T | Home ([T Design  Transitions Slide Show  Review  View Format
The Ribb .
=l - {i Texllirection +
. X X i e Y odani MT Black &, -
The Ribbon contains multiple tabs, each with New BREEN s AL e atighTet -
. " . F  Side~ ‘Tsection = - 22| Confert to Smartart -

several groups of commands. Some tabs, like "Drawing |...... e 1 ceragren
Tools" or "Table Tools," may appear only when you are
working with certain items like images or tables. In addition, T

you can add your own customized tabs that contain your
favorite commands.

Certain programs, such as Adobe Acrobat Reader, may
install additional tabs to the Ribbon. These tabs are
called Add-ins.
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To Customize the Ribbon:

Transitions  Animations  Slide Show  Review  View You can customize the Ribbon by creating your own tabs that house your
400 Group to Quick Access Toolbar F} =] b desired commands. Commands are always housed within a group, and you
- = Z can create as many

Customize Quick Access Toolbar...

Shapes Arrange Cuic

Styles groups as you need to

@ Customize the Ribbon,

Show Quick Access Toolbar Below the Ribbon

Drawing Choose commands from: Customize the Ribbon:
Customize the Ribbon... keep ) your tabs Popular Commands Main Tabs E|
Minimize the Ribbon Organlzed. In addltlon, e . e ( :e addedwv‘v:; :
you can even add B Lovnarine . ,,I sciecied aroun.
commands to any of i

the default tabs, as

Bullets

ditin l
) [7] New Tab (Custom)

New Group (Custom)
[@nsert

|7 o< i Tiied &

long as you create a custom group within the tab.
1. Right-click the Ribbon and select Customize the Ribbon. A dialog

m

box will appear. =]
2. Click New Tab. A new tab will be created with a new group inside it. Joucan ereate new &2
3. Make sure the new group is selected. celect s command then rename them.

and then click "Add".

Select a command from the list on the left, then click Add. You can

also drag commands directly into a group. A Taease Fontsze R |
5. When you are done adding commands, click OK. ) e [Chcwrae ) [ttewcroun ) (rereme ]|

If you do not see the command you want, click on the Choose = o ' Coameatons | Raset Y10

S Open Recent File. - [imponzerport )G
commands drop-down box and select All Commands.

To Minimize and Maximize the Ribbon:

To Get to Backstage View:
The Ribbon is designed to be responsive to your

current task and easy to use, but if you find it is 1. Click the File tab.
taklng up too much Of your screen Space’ you 2. You can choose an Option on the left side of the page.
can minimize it. 3. To get back to your document, just click any tab on the Ribbon.

1. Click the arrow in the upper-right corner of

the Ribbon to minimize it. To Create a New, Blank Presentation:

2. To maximize the Ribbon, click the arrow 1. Click the File tab. This takes you to Backstage view.
again. 2. Select New.
3. Select Blank presentation under Available Templates and
Themes. It will be highlighted by default.
Click Create. A new, blank presentation appears in the

When the Ribbon is minimized, you can make it
reappear by clicking on a tab. However, the Ribbon 4.
will disappear again when you are not using it.

The Quick Access Toolbar

Available Templates and Themes Blank presentation

[ save s
(25 Open
£ Close

- @} Home

The Quick Access Toolbar is located above the
Ribbon, and it lets you access common commands
no matter which tab you are on. By default, it shows
the Save, Undo, and Repeat commands. You can
add other commands to make it more convenient for

Info

Recent

Print

you. Save & Send Theme: My templates N::‘VS;:; j
To Add Commands to the Quick Access Toolbar: Help Office.com Templ...  [Search Officece] >
1.  Click the drop-down arrow to the right of the Quick £} options -
Access Toolbar. et =) ﬁ
2. Select the command you wish to add from the drop- Agendss  Awed | Colenda
down menu. To choose from more commands, < — I _
select More Commands. To save time, you can create your presentation from

an Office.com template, which you can also select under Available
Templates and Themes.

To Open an Existing Presentation:
1. Click the File tab. This takes you to Backstage view.

2.
3.

If you have opened
choose Recent from the File tab instead of Open to search for your presentation.

Select Open. The Open dialog box appears.
Select your desired presentation and then click Open.

the existing presentation recently, it may be easier to
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Lesson: 2

Slide Basic

PowerPoint includes all the features you need to produce professional-looking presentations. When you create a PowerPoint
presentation, it is made up of a series of slides. The slides contain the information you want to communicate with your audience. This
information can include text, pictures, charts, video, sound, and more. Before you begin adding information to slides, you need to
know the basics of working with slides.

About Slides

Slides contain placeholders, which are areas on the
Y Click ta add title slide that are enclosed by dotted borders.
| ] ot adren Placeholders can contain many different items,
i ¥ | < ) including text, pictures, charts, and more. Some
placeholders have placeholder text, or text that you
a can replace. They also have thumbnail-sized
& icons that represent specific commands such as
| | Insert Picture, Insert Chart, and Insert Clip Art. In
PowerPoint, hover over each icon to see the type of

content you can insert in a placeholder.

About Slide Layouts

The placeholders are arranged in different layouts that can be applied to existing slides, or
chosen when you insert a new slide. A slide layout arranges your content using different
types of placeholders, depending on what kind of information you might want to include in
your presentation. In the example above, the layout is called Title and Content and
includes title and content placeholders. While each layout has a descriptive name, you can
also tell from the image of the layout how the placeholders will be arranged.

To Change the Layout of an Existing Slide:

1. Select the slide you wish to change.
2. Click the Layout command in the Slides group on the Home tab. A menu will appear with your options.
3. Choose a layout from the menu. The slide will change in the presentation.

To Delete a Placeholder: Mission

You can easily customize your layout by deleting unwanted or "extra" placeholders from any slide. FIeAT 1 i
1. Position your mouse on the dotted border of the placeholder so it changes to across i
+t = Aoresie rehakiate
with arrows {3 . and re-home stray o
2. Click the border to select it.
3. Press Backspace or Delete on your keyboard. The placeholder will be
removed from the slide.

Laptnat =

To Add a Text Box:
Text boxes allow you to add to your current layout, so you can place text wherever ! Ve~
you want on your slide.

1. From the Insert tab, click the Text Box command.

Ot Thera

2. Your cursor will turn into an upside-down cross +.
3. Click, hold, and drag your mouse to draw a text box. A text box will
appear.

To Use a Blank Slide:

For more control over your content, you may prefer a blank slide (a slide without
placeholders) over one of the existing layouts. Blank slides can be customized by
adding your own text boxes, pictures, charts, and more. Tirs it

e  Select Blank from the menu of layout options.

iel

Visit us at: www.sarvaindia.com Licensed by Govt. of India 1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) - 145 -

To Insert a New Slide:
1. From the Home tab, click the bottom half of the New Slide command to open
the menu of slide layout options.
Select the slide you want to insert.

3. A new slide will be added your presentation.

To instantly add a slide that uses the same layout as the one you have
selected, simply click the top half of the New Slide command.

1 P P ——

B P i For muoee heip

To Copy and Paste a Slide:
1. Onthe Slides tab in the left pane, select the slide you wish to copy.
2. Click the Copy command on the Home tab. You can also right-click your selection and choose Copy.
3. Inthe left pane, click just below a slide (or between two slides) to choose the location where you want the copy to appear.
A horizontal insertion point will mark the location.
4. Click the Paste command on the Home tab. You can also right-click and choose Paste. The copied slide will appear.
To select multiple slides, press and hold Ctrl on your keyboard, and click the slides you wish to select.

To Duplicate a Slide:
An alternative to Copy and Paste, Duplicate copies the selected slide and, in one step, pastes it directly underneath. This feature does
not allow you to choose the location of the copied slide (nor does it offer Paste Options for advanced users), so it is more convenient
for quickly inserting similar slides.

1. Select the slide you wish to duplicate.

2. Click the New Slide command.

3. Choose Duplicate Selected Slides from drop-down menu.

4. A copy of the selected slide appears underneath the original.

To Delete a Slide:
1. Select the slide you wish to delete.
2. Press the Delete or Backspace key on your keyboard.

To Move a Slide:
1. Select the slide you wish to move.
2. Click, hold, and drag your mouse to a new location. A horizontal insertion point will mark the location.
3. Release the mouse button. The slide will appear in the new location.

About Slide Views

It is important that you be able to access the different slide views and use
them for various tasks. The slide view commands are located on the bottom
right of the PowerPoint window in Normal View.

g Je F"L==:Iir'| Play Side
Normal View: This is the default view where you create and edit your slides. ! Y Shew
You can also move slides in the Slides tab in the pane on the left.
Slide Sorter View: In this view, miniature slides are arranged on the screen.
You can drag and drop slides to easily reorder them, and see more slides at
one time. This is a good view to use to confirm that you have all the needed
slides and that none have been deleted.
Reading View: This view fills most of the computer screen with a preview of your presentation. Unlike Slide Show View, it includes
easily accessible buttons for navigation, located at the bottom right.
Slide Show View: This view completely fills the computer screen, and is what the audience will see when they view the presentation.
Slide Show View has an additional menu that appears when you hover over it, allowing you to navigate through the slides, and access
other features you can use during a presentation.
Use the keys on your keyboard (including the arrow keys, Page Up and Page Down, space bar, and Enter) to move through the
slides in Slide Show view. Press the Esc key to end the slide show.

To View an Outline of Your Presentation:

The Outline tab shows your slide text in outline form. This allows you to quickly edit your slide text, and view the contents of multiple
slides at once.

1. Click the Outline tab in the left pane.

2. An outline of your slide text appears

3. Type directly in the pane to make changes to your text.
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To Organize Slides into Sections:

You can organize your slides into sections to make your presentation easier to navigate. Sections can be collapsed or expanded in
the left pane, and named for easy reference. In this example, we will add two sections: one for dogs that are available for adoption,
and another for cats and other pets.

Select the slide that you want to begin your first section.

From the Home tab, click the Section command.

Choose Add Section from the drop-down menu.

An Untitled Section appears in the left pane.

To rename the section while it is still selected, click the Section command, and choose Rename Section from the drop-
down menu.

Enter your new section name in the dialog box. Then click Rename.

Repeat to add as many sections as you need.

In the left pane, click the arrow next to a section name to collapse or expand it.

agrwNPE

o

© N

Adding Notes to Slides

PowerPoint gives you the ability to add notes to your slides, often called speaker notes,
to help you deliver or prepare for your presentation. You can enter and view your
speaker notes using the Notes pane or the Notes Page View.

To Use the Notes Pane:

1. Locate the Notes pane at the bottom of the screen, directly below

the Slide pane.
2. Click and drag the edge of the pane to make it bigger or smaller, if desired.
3.  Type your notes in the Notes pane.

To Use the Notes Page View:

1. Gotothe View tab.
2. Click the Notes Page command in the Presentation Views group.
3. Type your notes in the text box, or use the scroll bar to review your slides.

| Give an ovarview of Shelbyfisld Animal Rescue
| Introduce Aurelis, Coco, and Or. Giuliani.
| Den'tforget to leave training treats behindthe pedium.

Cr. Giuliani will givean overview of proper pet care
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Inserting Text, Themes & Images

Inserting Text

It is important to know how to perform basic tasks with text, Theme
& Images, when working in PowerPoint; you will learn the basics of
working with text, Themes & Images including how to insert, delete,
and move text, Images & Themes.

To Insert Text:

1.

2.

Click the placeholder or text box where you want to
insert text.
The insertion point appears.

m Chiestion 1

Type directly into the placeholder or text box.

Some placeholders automatically format your text in
abulleted list. This is because bulleted lists are so
frequently used in PowerPoint. To remove the bullets,
deselect the Bullets command in the Paragraph group
on the Home tab.

To Delete Text:

1.

2.

3.

Place the insertion point next to the text you wish to
delete.

Press the Backspace key on your keyboard to delete text
to the left of the insertion point.

Press the Delete key on your keyboard to delete text to
the right of the insertion point.

To Select Text:

1.

2.

Place the insertion point next to the text you wish to
select.

Click the mouse button, and, while holding it down, drag
the mouse over the text.

Release the mouse. The text will be selected.
A highlighted box will appear over the selected text.
When you select text in PowerPoint, a hover toolbar with
formatting options appears. This makes formatting
commands easily accessible, which may save you time. If
the toolbar does not appear at first, try moving the mouse
over the selection.

To Copy and Paste Text:

1.
2.

3.

Select the text you wish to copy.

Click the Copy command on the Home tab. You can also
right-click your selection and choose Copy.

Place your insertion point where you wish the text to
appear.

Click the Paste command on the Home tab. The text will
appear.
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To Cut and Paste Text:
1. Select the text you wish to cut.
2. Click the Cut command on the Home tab. You
can also right-click your selection and
choose Cut.
3. Place your insertion point where you wish the text
to appear.
4. Click the Paste command on the Home tab. The
text will reappear.
You can also cut, copy, and paste by right-clicking your
slide and choosing the desired action from the drop-down
menu. When you use this method to paste, you can choose
from four options that determine how the text will be
formatted: Use Destination Theme, Keep Source
Formatting, Picture and Keep Text Only. You can hover
the mouse over each icon to see what it will look like before
you click it.

To Drag and Drop Text:

1. Select the text you wish to copy.

2. Click, hold, and drag your mouse to the location
where you want the text to appear. The cursor will
have a rectangle under it to indicate that you are
moving text.

Cuestion 1

* Why did the colonists fight the British?
= because of high tames (taxation without
reprasentation)
= because they didn't have self-govarnment
= hecausa the Britsh stayed i their houses
[boarding, quartaring)

[

3. Release the mouse button, and the text will
appear.
If text does not appear in the exact location you wish, you
can press the Enter key on your keyboard to move the text
to a new line.

Find and Replace

Find and Replace is another technique that can be used to
edit text. Find and Replace allows you to search all of your
slides for a specific word or phrase (for example, "English™),
then replace it with another word or phrase (for example,
"British").

To Add a Text Box:

Text can be inserted into both placeholders and text
boxes. A placeholder is a kind of text box, but is unique
because it is part of the slide layout, and often contains
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formatting specific to the slide (for example, a larger font size for the title of your

presentation). Inserting an extra text box allows you to add to the slide layout, so you

can include as much text as you want.

1.
2.
3.

From the Insert tab, click the Text Box command.
Your cursor will turn into an upside-down cross .
Click the area on your slide where you want to add a text box. A text box will 4
appear with an insertion point inside.

To Move a Placeholder or Text Box:

1.
2.

Click the box you would like to move.

Position your mouse on the border of the box so it
T

L
changes to a cross with arrows {‘E .

Click and hold the mouse button as you drag the box to
the desired location.

Release the mouse button. The box will be moved.

To rotate the box, click and drag on the green circle at
the top of the box.

To Resize a Placeholder or Text Box:

1.
2.

3.

4.

Click the box you wish to resize.

Position your mouse over any one of the sizing
handles that appear on the corners and sides of the
box. The cursor will become a pair of arrows &=,
Click, hold, and drag your mouse until the text box is
the desired size.

Release the mouse button. The box will be resized.

To Insert a Bulleted List:

1.

2.

3.

Select the text box (or specific text) that you want to
format as a bulleted list.

Click the Bullets command in the Paragraph group on
the Home tab.
A bulleted list will appear.

To Change Horizontal Text Alignment:

1.
2.

Select the text you wish to modify.

Select one of the four alignment options in

the Paragraph group.

Align Text Left: Aligns all the selected text to the left
margin.

Center: Aligns text an equal distance from the left and
right margins.

Align Text Right: Aligns all the selected text to the
right margin.

Justify: Justified text is equal on both sides and lines
up equally to the right and left margins. Many
newspapers and magazines use full-justification.

The alignment commands align the text within the placeholder or
text box it is in, not across the slide.

To Change Vertical Text Alignment:

1.
2.

3.

Select the text your wish to modify.

Click the Align Text command in the Paragraph group.
A menu will appear.

Choose to align the text at the Top, Middle,

or Bottom of the text box.
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American History

To Change Text Direction:

1. Select the text your wish to modify.
2. Click the Text Direction command in

the Paragraph group. A menu will appear.
3. Choose for the direction of the text to

be Horizontal, Rotated, or Stacked.

Applying a Theme

Atheme is apredefined combination of colors, fonts, and
effects that can be applied to your presentation. PowerPoint
includes built-in themes that allow you to easily create
professional-looking presentations without spending a lot of
time formatting.

A theme is a set of colors, fonts, effects, and more that can be
applied to your entire presentation to give it a consistent,
professional look. You've already been using a theme, even if
you didn't know it: the default Office theme, which consists of
a white background, the Calibri font, and primarily black text.
Themes can be applied or changed at any time.

Theme Elements

Every PowerPoint theme, including the default Office theme,
has its own theme elements. Those elements are:

e Theme Colors (available from every Color menu)
e Theme Fonts (available from the Font menu)

e Shape Styles (available in the Format tab when
you click on a shape)

Why Use Theme Elements?

If you're using theme elements, you'll probably find that your
presentation looks pretty good. All of the colors will work well
together, which means you won't have to spend as much time
formatting your presentation. But there's another great reason
to use theme elements: when you switch to a different
theme, all of those elements will update to reflect the new
theme. You can drastically change the look of your
presentation in just a couple clicks.

Remember, the colors and fonts will only update if you're
using Theme Fonts or Theme Colors. If you choose one of
the Standard Colors or any of the Fonts that are not Theme
Fonts, then your text will not change when you change the
theme. That can be useful if you're creating a logo or title that
always needs to look the same.

Themes and Slide Layouts

As you can see from the two different Title Slides above,
themes also affect the various slide layouts.

If you apply a theme before you start building your
presentation, you will be able to arrange your content to fit
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the layouts you have to choose from. If you apply the theme after, the text boxes and placeholders may move depending on the

theme you choose.

Applying Themes
To Insert an Image From a File:

You will need to know how to apply a theme and how to
switch to a different theme if you want to use this feature to
create presentations. All of the themes that are included in
PowerPoint are located in the Themes group on the
Design tab. Themes can be applied or changed at any time.

To Apply a Theme:
1. Gotothe Design tab.
2. Locate the Themes group. Each image represents a
theme.

SlideShow  Review Vi
y ECoIors'
Aa || As a5
[ | TR ]
Themes

M @Fonts M
Click the drop-down arrow to access more themes.

Insert  Design | Transitions  Animations

7 [0 effects -

Hover over a theme to see a live preview of it in the
presentation. The name of the theme will appear as
you hover over it.

5. Click atheme to apply it to the slides.

Iraert Design Transmians Animatiors Shide Show Hewmw W
Al Themes * K coiors =
This Presendation - [Ichul'ls .
Aa ‘ | 2] Effests -
R

* Builtdn

Aa

| ead B

=
J

Hrovwse far Themes...

S Sawe CumenThene, wner Shel Rl
) anager Heh
| IS 2 I tolented ‘son

Inserting Images

Adding images to your presentations makes them more
interesting and engaging. Pictures, clip art and screenshots
can be inserted into PowerPoint to help you effectively
communicate your ideas to your audience.
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1. Select the Insert tab.
2. Click the Picture command in the Images group. The
Insert Picture dialog box appears.

2y -

3. Select the desired image?file and click Insert.
4. The picture will appear in your slide.

You can also select the Insert Picture from File command in
a placeholder to insert images.

= Click to add text

To Locate Clip Art:

1. Select the Insert tab.

2. Click the Clip Art command in the Images group.

3. Theclip art options appear in the task pane to the
right of the document.

4. Enter keywords in the Search for: field that are related
to the image you wish to insert.

5. Click the drop-down arrow in the Results should
be: field.

6. Deselect any types of media you do not wish to see.

If you would like to also search for clip art on
Office.com, place a checkmark next to Include
Office.com content. Otherwise, it will just search for
clip art on your computer.

8. Click Go.

To Insert Clip Art:

1. Review the results from a clip art search in the Clip
Art pane.
Select the desired image.

3. Theclip art will appear in your slide.

You can also select the Insert Clip Art from File command in
a placeholder to insert clip art.

=gy

I& }
|
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Screenshots are pictures that capture the visible windows and items displayed on your computer screen. They may include an open
window of a website, items on your desktop or an open program, like the PowerPoint images displayed in this tutorial. These images
can be useful for explaining or displaying computer programs, functions and websites. PowerPoint allows you to capture an image of
an entire window or a screen clipping of part of a window.

To Insert Screenshots of a Window:

1.
2.
3.

4.

Select the Insert tab.
Click the Screenshot command in the Images group.
The Available Windows from your desktop will appear. Select the

window you would like to capture as a screenshot.

The screenshot will appear in your slide.

Inserting a Screen Clipping from a Window:

1.
2.
3.

4.

5.

Select the Insert tab.
Click the Screenshot command and select Screen Clipping.
A faded view of your current desktop will appear and your cursor will

turn into a cross shape .

Click, hold and drag on the area of the window that you want to
capture.

The screen clipping will appear in your slide.

ElE i
1 Hh+ gz |_|'Ir Salact Scresn

Clig

Tasle  Fcwe Jlp Smesmchot Fackz  Shaps
. At - #hum - - capturs only

lazies Avalable Windows | of the eufrant

Fide | Cullie ; winde

1

Inissel 3 oiciue o pars af the
icreen ko the e,

To Resize an Image:

Click and drag the 1. Click on the image.

cross to select the 2. Position your mouse over any one of the corner sizing

part of the window handles. The cursor will become a pair of directional
arrows =i .

you want to capture 3. Click, hold, and drag your mouse until the image is the
desired size.

+ 4. Release the mouse. The image will be resized.
The side sizing handles change the image's size, but do not keep

To Move
1.

2.

3.
To rotate
the of the

the same proportions. If you want to keep the image's
proportions, always use the corner handles.

an Image:
Click on the image. The cursor will turn into a cross with

s
arrows. %

While holding down the mouse button, drag the

image to the desired location.

Release the mouse button. The box will be moved.

the image, click and drag on the green circle located at
image.
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Lesson: 4

Inserting WordArt, Shapes, Tables & Charts

Inserting Word Arts

PowerPoint allows you to add effects to the text inside of
a text box, which is known as WordArt. For the most part,
the types of effects you can add are the same as the ones
you can add to shapes and text boxes (shadow, bevel,
etc.). However, with WordArt, you can also Transform the
text to give it a wavy, slanted, or inflated look.

To Apply a WordArt Style to Text:

A WordArt Style will automatically apply several effects
to your text at once. You can then refine the look of your
text by adding or modifying text effects.

1. Select the text box, or select some text inside of
the text box. The Format tab will appear.

2. Click the Format tab.

3. In the WordArt Styles group, click
the More drop-down arrow to view all of the
available styles.

4. Select the desired style preset to apply the style
to your text.

To Add or Modify Text Effects:

1. Select the text box, or select some text inside of the
text box. The Format tab will appear.

2. Click the Format tab.

3. Click theText Effects command in the WordArt
Styles group. A drop-down menu will appear showing
the different effect categories.

4.  Hover over an effect category. A drop-down menu will
appear. You can hover the mouse over the different
presets to see a live preview.

5. Select the desired effect preset. The effect will be
applied to your text. If you want, you can combine
several different effects.

Review View Format
A - LhBring Forward ~ |2 Align
A — A » & - LYsendBackward ~ [g] Grour
& - - "EQ Selection Pane S Rotate
WoardArt Styles h Fl Arrange
Text Effects

Apply avisual effect to the text,
such as shadow, glow, reflection,
or 3-D rotation,

In the WordArt Styles group, you can also use the Text
Fill and Text  Outline drop-down boxes to modify
the filland outline color.

Inserting a Shape

1. Select the Insert tab.
2. Click the Shapes command.

Transitions Animations Slide Show Re

[P | = il
Shapes|Smartart Chart

m

Select a shape from the drop-down menu.

Click and drag the mouse until the shape is the desired
size.

5. Release the mouse button.

3-D Effects to Shapes

There are two kinds of effects that you can apply to your shapes and
text boxes to give them a 3-D appearance: 3-D
Rotation and Bevel. 3-D Rotation gives the appearance that you
are viewing the object from a different angle, and it can be applied to
any shape. Bevel adds thickness and a rounded edge to shapes, but
it doesn't work with every type of shape.

To Use 3-D Rotation:

1. Select the shape or text box.

2. Click on the Format tab.

3. Click Shape Effects from the Shape Styles group.

4. Hover the mouse over 3-D Rotation. A drop-down menu
will appear.

5. Select the desired rotation preset from the drop-down
menu. You can also click 3-D Rotation Options if you
would prefer to type in custom values.

nimations Slide Show Review Views Format

&3 Shaps Fill - i . A - Chs
Abc ~ £ shape Outline ~ o Rotation o T
~ |—# Shape Effects ~ I
Shape Styles et R | |
— Parallel
[ | Shadow - |ﬁ r < - ) s =
s _ [ semection  » | = ‘
td S o [ ~——
|7| Glow » - . - ) | ]
- S
Soft Edges : ¥
Perspective
drY€1 7' gevet g [ J i T ~
bath —I 3-D Rotation » ‘% - - .
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Inserting Charts
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1. Onthe Insert tab, click the Table command. !
2. Hover your mouse over the diagram

squares to select the number

of columns and rows in the table. -
3. Click your mouse. The table will appear on

the slide.
4.  You can now place the insertion point

anywhere in the table to add text.

To make sure your table looks good with the slide layout, you can also insert a table using
the placeholder. Click the Insert Table icon in the placeholder, then enter the desired
number of rows and columns.

PowerPoint uses an Excel worksheet as a placeholder for entering chart data. Therefore, when you insert or edit a chart in
PowerPoint, an Excel window will automatically open.

To Insert a Chart:

e ottt
k

R

|JJ

ﬁ R —

Hepnirk adwe

1. Select the Insert tab.
- 2. Click the Insert Chart command in the lllustrations Group. The Insert
_f Chart dialog box will appear.
3. Select acategory from the left pane of the dialog box and review
the charts that appear in the center.
4. Select the desired chart.

Click OK. An Excel window will open with a placeholder for your data.
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Lesson: 4

Transition & Slide Show

Transitions are motion effects that, when in Slide Show View, add movement to your slides as you advance from one slide to
another. There are many transitions to choose from; each one allows you to control the speed, and even add sound.

About Transitions

To Preview a Transition:
You can preview the transition for a selected slide at any time,
using either of these two methods:

(] Click the Preview command on the Transitions tab.

You can apply different transitions to some or all of your slides
to give your presentation a polished, professional look. There
are three categories of unigue transitions to choose from, all of
which can be found on the Transitions tab:

e  Subtle (slight transitions)

Subtle

o s = g @

®  Click the star Play Animations icon. The icon appears on
the Slides tab in theleft pane beside any slide that
includes a transition.

® B

Nane Cut Fade Push Wipe Split Reveal Random Bars HIFis Treert Dedgn

L
¥ {4 4 O Y m B @
Shape Uncover Cover Flash B S=red Twich g

e  Exciting (strong transitions)

Prewiss Tranditosas

Exciting
4 @ H 8 @ ® ® A
Dissolve Checkerboard Blinds Clock Ripple Honeycomb Glitter Vortex TO Modlfy the DUratiOn:
M [l ] E o E E 1 Selg_(;t the slide that includes the transition you wish to
Shred Switch Flip Gallery Cube Daars Eox Zoom modity.

2. In the Duration field in the Timing group, enter the
amount of time you want the transition to take. In this
example, we will specify the length as 2 seconds, or

e Dynamic Content (strong transitions that affect only
the content, such as text or images)

Dynamic Content 02.00.
1 N E& Sound: [Mo Sound] - Advance Slide
@ j ﬂ g| m ﬂ @ D Duration: 02.00 :I} On Mouse Click

[ after: 0O:00.00 2

=

Fan Ferris Wheel  Conveyor Rotate Window Orbit Fly Through 43l Apply To Al

Timing

To Apply a Transition:

Duration
Specify the length of a transition.

Select the slide you wish to modify.

1.
2. Click the Transitions tab. To Add Sound:
3

. . . B &, Sound: [No Sound] Advance Slide
Locate the Transition to This Slide group. By 1. Selectthe slide that © Dursto/ o Sourd] d L ik
default, None is applied to each slide. includes ) 30 sppiy e 590 Frevious soun) 0000 ¢
the transition you wish A
- to modify. somb
Home Insert Design Transitions Animations Slide Show Review 2. Click the Sound drop- i;::a
dOWn menu in Cash Register

the Timing group.

You will hear the sound
and see a live preview of
the transition as you
hover over each sound. Suction

Typewriter
Voltage

4. Click a sound to apply it | n—
to the selected slide. Wind

Other sound...

4l

T2 5 3 @
. = =] v
e None Cut Fade Push Wipe 3.

Preview Transition to This Slide

4. Click the More drop-down arrow to display all the
transitions.

5. Click atransition to apply it to the selected slide.
This will automatically preview the transition as well.

Loop Until Next Saund

To Remove a Transition:

When working with transitions, the Apply To Allcommand in
the Timing group can be used at any time to make your
presentation uniform. Use this command with caution. Not only
does it apply the same transition to every slide; it also applies the
settings in the Timing group, which you may not want to be the
same throughout your presentation.

Visit us at: www.sarvaindia.com
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1. Select the slide you wish to modify.

2. Choose None from the gallery in the Transition to This
Slide group.

3. Repeat this process for each slide you want to modify.

To remove transitions from all slides, select a slide that uses None,

and click the Apply to All command.
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To Advance Slides Automatically:

Normally, in Slide Show View, you would advance to the next
slide by clicking your mouse (or pressing Enter on your
keyboard). Using the Advance Slides settings in
the Timing group, you can set your presentation to advance
on its own instead, and display each slide for a specific
amount of time. This is useful for unattended presentations,
such as at a trade show booth.
Select the slide you wish to modify.

Locate the Timing group on the Transitions tab.

Under Advance Slide, uncheck the box next toOn

Mouse Click.

4. In the After field, enter the amount of time you want to
display the slide. In this example, we will advance the
slide automatically after 1 minute 30 seconds, or
01:30:00.

5. Select another slide and repeat the process until all the

desired slides have the appropriate timing.

Presenting Slide Show

Once your slide show is completed, you will need to learn
how to present it to an audience. PowerPoint offers several
tools and features that can assist you in making your
presentation smooth, engaging and professional.

wn

To Start Slide Show:
1. Select the Slide Show tab.
2. Click the From Beginning command in the Start Slide
Show group to start the slide show with the first slide.

LCRCLE |

Sl Shaw Mram Bagiariag

| 3
You can also start the slide show from the slide you prefer by
selecting the slide and clicking on From Current Slide from the
Start Slide Show group. This option is convenient if you only want
to view or present certain slides.

Another option for starting the slide show is to select Slide
Show view at the bottom of the window.

Starting Slide Show view option

To Advance and Reverse Slides:
1. Hover your mouse over the bottom right of the
screen. A menu will appear.
2. Click on the right arrow to advance slides or click on
the left arrow to reverse slides.

Advance or reverse slides

You may also use the arrow keys on your keyboard to
advance and reverse slides.

-154 -

To Stop or End Slide Show:

To end slide show, hover and select the menu box
options command and click End Show. You can also press
the "Esc" key at the top left of your keyboard to end show.

To Access the Pen or Highlighter:
1. Hover and click on the pen menu option in the bottom
left of your screen.
2. Select Pen or Highlighter based on your preference.

Q}{aﬂ Past Fumdraising Results
&

3. Use the pointer to draw on or mark your slides.

From the same menu, you can also change the color of the pen or
highlighter. Keep in mind that light color choices are best for the
highlighter.
To Erase Ink Markings:
1. Hover and click on the pen menu option in the bottom
left of your screen.
2. SelectEraserto erase individual ink markings or
select Erase All Ink on Slide to erase all markings.
When you end your slide show, you also have the option
to Keep or Discard (erase) any ink markings you made during your
presentation.
To Jump to a Non-Adjacent Slide:
1. Hover and click on the menu box option in the bottom
left of your screen.
2. Select Go to Slide and choose the slide you would like to
jump to in your presentation.
To Access the Desktop:
Sometimes you may need to access the Internet or other files and
programs on your computer during your presentation. PowerPoint
allows you to access your desktop task bar without ending your
presentation.
1. Hover and click on the menu box option in the bottom
left of your screen.
2. Select Screen and then click on Switch Programs.
3. Your computer's task bar will appear. Choose a program
you would like to switch to.
Menu Access Options:
You can also access any of the above menu items by right-
clicking anywhere on the screen during your slide show.

®  Switch between the pen pointer and mouse pointer by
pressing "Ctrl + P" (pen) or "Ctrl + M" (mouse) on the
keyboard.

® Press"E" on the keyboard to erase any ink markings
while using the pen or highlighter.
To Access Slide Show Set Up Options:
1. Select the Slide Show tab.
2.  Click the Set Up Show command.
3. The Set Up Show dialog box will appear.
4. Click OK to apply the settings to the slide show.
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Lesson: 5

Aligning & Animating Objects

In PowerPoint, each slide may have multiple items, such as pictures, shapes and text boxes. PowerPoint lets you arrange the objects
the way you want by aligning, grouping, rotating, and ordering them in various ways.

Aligning Objects

You can click and drag objects to align them manually, but guesswork will
never give you the best result. Additionally, aligning objects in this way can
take a great deal of time. Luckily, PowerPoint provides you with several
Domprting 0 Comppubine commands that allow you to easily arrange and position objects

To Align Two or More Objects:

1. Click and drag your mouse to form a selection box around the objects
you want to align. All of the objects will now have sizing handles to show
that they are selected.

2. From the Format tab, click the Align command and select Align Selected

Objects.
3. Click the Align command again and select one of the six alignment
options.
4. The objects will align to each other based on the option that you have
selected.
1=~ B
= Aligmzle'ftJ !
To Align Objects to the Slide: & Align Center
Sometimes, you may wish to align one or more objects to a specific location within the slide, such as | =1 align Right
the top or bottom. You can do this by simply selecting the Align to Slide option before you align the U | Angn fop
objects. o] R
1. Click and drag your mouse to form a selection box around the objects you want to align. All e | Drietribarte Elarianttty
of the objects will now have sizing handles to show that they are selected. 2 Distribute Vertically
2. From the Format tab, click the Align command and select Align to Slide. v ﬁn ta slide
3. Click the Align command again and select one of the six alignment options. n selected Objects
4. The objects will align to the slide based on the option that you have selected. 22 | o ot

To Distribute Objects Evenly:
If you have arranged objects in a row or column, you may want them to be an equal distance from one another for a neater
appearance. You can do this by distributing the objects horizontally or vertically.
1. Click and drag your mouse to form a selection box around the objects you want to align. All of the objects will now
have sizing handles to show that they are selected.
2. From the Format tab, click the Align command.
3. From the menu, select Distribute Horizontally or Distribute Vertically.

To Change the Ordering by One Level:
1. Select an object. The Format tab will appear.
2. From the Format tab, click the Bring Forward or Send Backward command to change the object's ordering by one level.

If the object overlaps with more than one other object, you may need to click the command several times to achieve the
desired ordering.

3. The objects will reorder themselves.

4 Bring Forward = |2 Align*  +-
To Bring an Object to the Front or Back: , . al
If you want to move an object behind or in front of several objects, it's usually faster to bring - send%acmard |3 =
it to front or send it to back rather than clicking the ordering commands multiple times. Sk Rotate | 2
1. Select an object. The Format tab will appear. Arrange

2. From the Format tab, click the Bring Forward or Send Backward drop-down box.

. Send Backward
3. From the drop-down menu, select Bring to Front or Send to Back.

: ; Send the selected object backward
4. The objects will reorder themselves. 20 that it is hidden by the objects
To Rotate an Object' that are in front of it.

1. Select an object. The Format tab will appear.
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2. From the Format tab, click the Rotate command. A drop-down menu will appear.
3. Select the desired rotation option.
4. The object in the slide will rotate.

To Group Objects:

1. Click and drag your mouse to
form a selection box around the
objects you want to align. All of

Ly Bring Forward + Iz~

I

_\_'] Send Backward

% coedionzme T e the objects will now have sizing [ &
4 . B Grow handles to show that they are
Arange | g | selected. J:

2. From the Format tab, click -

the Group command and
select Group.
3. The selected objects will now be grouped. There will be a single box with sizing handles around the entire group to show
that they are one object.
If you select the objects and the Group command is disabled, it may be because one of the objects is inside a place holder. If this
happens, try reinserting the images or cutting and pasting them into the same slide outside of any placeholders.

To Ungroup Objects:

1. Select the grouped object that you wish to ungroup.
2. From the Format tab, click the Group command and select Ungroup.
3. The objects will be ungrouped.

Animating Text and Objects

In PowerPoint you can animate text and objects such as clip art, shapes, and pictures. Animation, or movement, on the slide can be
used to draw the audience's attention to specific content or to make the slide easier to read.
The Four Types of Animations

There are many different animation effects that you can choose from, and they are organized into four types:
e Entrance: These control how the object enters the slide. For

example, with the Bounce animation, the object will "fall" onto ;,Z ¢ w ot IU -~
the slide and then bounce several times. Appear Fade Fly In Float In split Wipe
e Emphasis: These animations occur while the object is on the 4 g
S“de' Oﬂe_n trlggere_d by a mOUSGIC“Ck. For example’ yOU can Pu\s‘e Color F;u\se Te;ter S;il; Gro“l;f\_::gl:;rink Desat::rate
set an object to Spin when you click the mouse.
. . . . » n , o - o
e  Exit: These_ control how thg obj_ect exits the slld_e. For p” * > ¢ * ﬁ‘ *
example, with the Fade anlmatlonv the Objec:t will Slmply fade Shape Wheel Random Bars Shrinkt&Turn Zoom Swivel
away.
e Motion Paths: These are similar to Emphasis effects, except I P M ') o0 £
the object moves within the slide along a pre-determined Lines arcs Turne shapes Loaps Custam path
path, for example a circle.
To Apply an Animation to an Object:
1. Select an object. Home Insert Design Transitions Animations Slide Show
2. Click the Animations tab. ——
3. In the Animation group, click the More drop- i . -
down arrow to view the available animations. N;‘:E N i";r Fai Flf';‘: FI;?In T
4. Select the desired animation effect. PP Y E}
5. The object will now have a small number next Animation
to it to show that it has an animation. Also, in Outline x
. . . Mord
the Slide pane, the slide will now have
a star symbol next to it. EE
At the bottom of the menu, you can access )

even more effects.
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Effect Options

Some effects will have options that you can change. For example, with the Fly In effect, you can control which direction the object
comes from. These options can be accessed from the Effect Options command in the Animation group.

To Add Multiple Animations to an Object:
[ ] If you select a new animation from the menu in the

W View Format . A . . .
L amatonpane . st oncik - Animation group, it will replace the object's current

di :;Tngger' ® Dw‘m 0s - animation. However, you'll sometimes want to
o290 L imationaer | ® oty e place more than one animation on an object, for
pre R . example an Entrance and an Exit effect. To do this,

Reorder Animat|

=1 R o\ ' . .

X . 4 = you'll need to use the Add Animation command,

Zoom Swivel Bounce which will allow you to keep your current animations
Emphasis while adding new ones.

i hii 1. Select the object.
Pul Color Pulse Teeter Spin Grow/Shrink
; i’ 2. Click the Animations tab.
{ i' 5 A 3. In the Advanced Animation group, click the Add Animation command to

. A g | .
Desaturate Dar:ken L\ghten Transparency  Object Colar VieW the aVaiIabIe animations.

l’ i i’ ! A 4. Select the desired animation effect.
Complemen...  Line Calor  Fill Color 5. If the object has more than one effect, it will have a different number for

each effect. The numbers indicate the order in which the effects will occur.

To Copy Animations with the Animation Painter: |,-. ) n
In some cases, you may want to apply the same \—J
:gﬂ Animation Pane effects t_o more than one object. Yqu can do that .// [
by copying the effects from one object to another . (‘ ‘L
J Trigger * using the Animation Painter. " NG [ e
) ﬂd‘_j . . . 1. Click on the object that has the effects o W e v g
Animation = *;'Y Animation Painter that you want to copy.
Adv d A ti 2. From the Animations tab, click the Animation Painter command.
Advanced Armation 3. Click on the object that you want to copy the effects to. The effects will be applied

to the object.
To Reorder the Animations:

1. Select the number of the effect that you want to change.
2. From the Animations tab, click the Move Earlier or Move Later commands to change the ordering.

To Preview Animations:

Any animation effects that you have applied will show up when you play the slide show. However, you can also quickly preview the
animations for the current slide without viewing the slide show.

1. Navigate to the slide that you want to preview.

2. From the Animations tab, click the Preview command. The animations for the current slide will play.

The Animation Pane

The Animation Pane allows you to view and manage all of the effects that are on the current slide. You can modify and reorder effects
directly from the Animation Pane, which is especially useful when you have a large number of effects.

To Open the Animation Pane:

1. From the Animations tab, click the Animation Pane command.
2. The Animation Pane will open on the right side of the window. It will show all of the effects for the current slide in the order

that they will appear.

To Reorder Effects from the Animation Pane:

1. Onthe Animation Pane, click and drag an effect up or down.
2. The effects will reorder themselves.
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To Preview Effects from the Animation Pane:

1. From the Animation Pane, click the Play button.
2. The effects for the current slide will play. On the right side of the Animation Pane, you will be able to see a timeline that
shows the progress through each effect.
If the timeline is not visible, click the drop-down arrow for an effect and select Show Advanced Timeline.
To Change an Effect's Start Option:

By default, an effect starts playing when you click the mouse during a slide show. If you have multiple effects, you will need to click
multiple times to start each effect individually. However, by changing the start option for each effect, you can have effects that
automatically play at the same time or one after the other.
1. From the Animation Pane, select an effect. A drop-down arrow will appear next to the effect.
2. Click the drop-down arrow. You will see three start options:
O Start on Click: This will start the effect when the mouse is clicked.
O Start With Previous: This will start the effect at the same time as the previous effect.
O Start After Previous: This will start the effect when the previous effect ends.

To Open the Effect Options Dialog Box: Ay In [EeEE=
1. From the Animation Pane, select an effect. A drop-down arrow will appear next to Settings
the effect. T
2. Click the drop-down arrow and select Effect Options. The Effect Options dialog mosthend: [ P
box will appear. pounceends [ Osec
3. From here, you can add various enhancements to the effect: Enhancements
O Sound: Adds a sound effect to the animation. s _ (€]
O After animation: Changes the color or hides the object after the svimete texts | oy mord =
animation is over. [0 =] = gelay between words
O Animate text: If you are animating text, you can phoose to animate it all C o ) o |
at once, one word at atime, or one letter at a time.

Some effects have additional options that you can change. These will vary depending on which effect you have selected.

To Change the Effect Timing:

1. From the Effect Options dialog box, select the Timing tab.

2. From here, you can add a delay before the effect starts, change the duration of the effect, and control whether or not the
effect repeats.

3. Select the desired start option.

When you preview the animations, all of the effects will play through automatically. To test effects that are set toStart on
Click, you will need to play the slide show.
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Lesson: 6

Inserting Video & Audio

Inserting Video

Videos are a great way to make your presentations more engaging for your audience. PowerPoint allows you to insert a video from a
file on your computer or from a web site such as YouTube. You can even edit the video within PowerPoint and customize its

appearance with a Video Style. =

To Insert a Video from a File on Your Computer: ! Video | Audio
. . . . pols || &:3 Video from File...
1. From the Insert tab, click the Video drop-down arrow and select Video from File. o from Web Site
2. Locate and select the desired video file and then click Insert. |- Gip A Vides..
3. The video will be added to the slide. =
To Insert a Video from a Web Site: et Vi Fom Wet 1 ==
;sst:?{fnﬂt:t:x:‘ggz gz‘ﬁx‘e uploaded to a Web site, copy the embed code from that Web site and
) Some web sites, like YouTube or Hulu, allow you to embed videos in a

blog, Facebook profile, or other web page. In PowerPoint, you
. can embed videos in your slides in the same way. This feature only works
Rrrp—— with web sites that provide embed code, and the embed code from some
sites may not work with PowerPoint.

Cancel

1. Onthe web site that contains the video (YouTube, for example), locate and co
the embed code. ( P > el
2. In PowerPoint, click the Insert tab.
3. Click the Video drop-down arrow, and select Video from Web Site. " s
4. Inthe space provided, right-click and select Paste. The embed code will appear. ek
5. Click Insert. The video will be added to the slide.

Helo and exemples

Ingert Cancel
)

To Preview the Video:

1. Make sure the video is selected.

2. Click the Play/Pause button below the video. The video will start playing,
and the timeline next to the Play/Pause button will begin to advance.

3. Tojump to a different part of the video, click anywhere on the timeline.

If you are using an embedded video from a web site, you may need to click
the Play button in the Playback tab in order to view the video's playback controls (the
Play button is also located on the Format tab).

To Resize the Video:
1. Select the video. A box with resizing handles will appear around the video.
2. Click and drag any of the handles to resize the movie.

Edit and Format Video

The Playback tab has several options that you can use to edit your video. For example, you can trim your video so that it will only
play an excerpt, add a fade in and fade out, and add bookmarks that allow you to jump to specific points in the video.

Most of the features on the Playback tab can only be used with videos that are inserted from a file. They will not work with embedded
videos.

To Trim the Video:
1. From the Playback tab, click the Trim Video command. The Trim Video dialog box will appear.
2. Usethe green and red handles to set the start time and end time.
3. To preview the video file, click the Play button.
4. Adjust the green and red handles again if necessary, and then click OK.

To Add a Fade In and Fade Out:

1. Onthe Playback tab, locate the Fade In and Fade Out fields.
2. Typeinthe desired values, or use the up and down arrows to adjust the times.
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To Add a Bookmark:

2.
3.
4

Click the Play/Pause button to play the video, and when you have
located the part that you want to bookmark, pause it. You can also click
the timeline to locate the desired part of the video.

From the Playback tab, click Add Bookmark.

A small circle will appear on the timeline to indicate the bookmark.

You can now click the bookmark to jump to that location.

To Remove a Bookmark:
1.
2.

Select the bookmark.
From the Playback tab, click Remove Bookmark. The bookmark will
disappear.

Video Options

There are other options that you can set to control how your video plays, and
these are found in the Video Options group on the Playback tab:-

Volume: Changes the audio volume in the video.

Start: Controls whether the video file starts automatically or when the
mouse is clicked.

Play Full Screen: Lets the video fill the entire screen while it is playing.
Hide While Not Playing: Hides the video when it is not playing.
Loop until Stopped: Causes the video to repeat until it is stopped.

Rewind after Playing: Causes the video to return to the beginning
when it is finished playing.

To Create a Poster Frame:
1.
2.

3.

4.
5.

Select the video.

Start playing the video. When you see the frame that you want to use,
click the Play/Pause button to pause it.

From the Format tab, click the Poster Frame command. A drop-down
menu will appear.

Select Current Frame.

The current frame will become the poster frame.

If you would prefer to use a picture from your computer, you can

T

0A

select Image from file from the menu.

pply a Video Style:

Select the video. The Format tab will appear.

Select the Format tab.

In the Video Styles group, click the More drop-down arrow to display
all the video styles.

Select the desired style.

The new style will be applied to the video.

To Insert Audio from a File on Your Computer:

1. From the Insert tab, click the Audio drop-down arrow and select Audio
from File.

2. Locate and select the desired audio file and then click Insert.

3. The audio file will be added to the slide.

To Record Audio:

1. From thelnserttab, click the Audio drop-down arrow and
select Record Audio.

2. Type a name for the audio recording, if desired.

3. Click the red Record button to start recording.

4.  When you're finished recording, click the Stop button.

5. To preview your recording, click the Play button.

6. When you're done, click OK. The audio file will be inserted into the

slide.

- 160 -

To Insert Clip Art Audio:

1. From thelnserttab, click the Audio drop-down
arrow and select Clip Art Audio. The Clip Art pane
will appear on the right.

2. Enter keywords in the Search for: field and click Go.

3. The results will appear in the Clip Art pane. To
preview an audio file, right-click the file and select
Preview/Properties.

4. A dialog box will appear, and the audio file will start

playing automatically (it may take a few seconds to

load). To play it again, press the Play button.

When you're finished previewing the file, click Close.

Once you have found the audio file that you want to

use, click it to insert it into the slide.

To Trim the Audio:

1. From the Playback tab, click the Trim
Audio command. The Trim Audio dialog box will
appear.

2. se the green andred handles to set the start time
and end time.

3. To preview the audio file, click the Play button.

4.  Adjust the green and red handles again if necessary,
and then click OK.

oo

To Add a Fade In and Fade Out:

1. On the Playback tab, locate the Fade In and Fade
Out fields.

2. Type in the desired values, or
the up and down arrows to adjust the times.

use

To Add a Bookmark:

1. Click the Play/Pause button to play the audio file,
and when you have located the part that you want to
bookmark, pause it. You can also click
the timeline to locate the desired part of the audio
file.

2. From the Playback tab, click Add Bookmark.

3. A small circle will appear on the timeline to indicate
the bookmark.

4.  You can now click the bookmark to jump to that
location.

Audio Options

There are other options that you can set to control how
your audio file plays, and these are found in the Audio
Options group on the Playback tab.

®  Volume: Changes the audio volume.
(] Start: Controls  whether the audio file

starts automatically or when the mouse
is clicked.

e Hide During Show: Hides the audio icon while
the slide show is playing.

® Loop until Stopped: Causes the audio file to
repeat until it is stopped.

® Rewind after Playing: Causes the audio file to
return to the beginning when it is finished
playing.
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Lesson: 7

Advance Presentation Options

Broadcasting Your Slide Show to Remote Audiences

Broadcasting a presentation remotely is surprisingly easy. All you and your viewers need is an internet connection-- they don't even
need PowerPoint. Once your viewers are connected, you can start the presentation as you normally would.

Please note that you cannot edit your presentation or mark it with a highlighter or pen while you are broadcasting a slide show. You
also cannot use PowerPoint to speak to your audience. Plan to communicate with your viewers through teleconferencing, or pre-

record your narration.

To Broadcast a Slide Show:
1. Select the Slide Show tab and locate the Start Slide
Show group.
2. Click the Broadcast Slide Show command.
The Broadcast Slide Show dialog box will open.

Slide Show

sert Design Transitions Animations

®

Broadcast Custam Set Up Hide Rehearse Record Sli
Slide Show Slide Show = | Slide Show  Slide Timings Show =
de Show Set Up

Broadcast Slide Show

Broadcast the slide show to remate
viewers who can watch in a Web
browser.

e Press F1 for more help.

3. Click Start Broadcast. A status bar will appear as
PowerPoint prepares your broadcast.

(2l

Broadcast Slide Show

Broadcast Slide Show
T — e

Broadcast the slide show to remote viewers who can watch in a
Web browser.

Broadcast Service

PowerPoint Broadcast Service

The PowerPoint Broadcast Service is a public service for users of
PowerPoint 2010, Anyone who receives a link to the broadcast may
watch it. You will need a Windows Live ID.

Maore Infarmation

I By clicking 'Start Broadcast', you agree to the following terms:
Service Agreement

I[ Change Broadcast Service ] [ Start Broadcast ] [ Cancel
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4. Alink will appear. Select the link, and click Copy Link to
make a copy of the link, or Send in Email to send an email with
the link to your viewers.
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L Lopylink,
[EER TR T
[ Twct Sheie T |
|

5. Click Start Slide Show.

Present your slide show.

When you are finished, click End Broadcast in the
yellow bar at the top of the screen.

u Bicamlird Wicw V0L 00 Dioaloadng T it an

No

anrmlekl duarmges

Customizing Your Slide Show

Sometimes you might want to hide a slide while still keeping it in
your presentation. For instance, if you are presenting a slide
show to more than one group of people, hiding or even
rearranging certain slides could help you tailor your slide show
to each group you present it to. You could also choose to create
a shortened version of your slide show to present when you're
short on time. The Custom Slide Show feature allows you to
create and name different versions of your slide show with
hidden or rearranged slides.
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To Create a Custom Show:

1. Select the Slide Show tab and locate the Start Slide
Show group.
2. Click the Custom Slide Show command.

1sert Design Transitions Animations Slide Show
—T [= Y = =
: =7 o [ b
® | T s & K
Broadcast Custom Set Up Hide Rehearse Record Sli
Slide Show |Slide Show ~| | Slide Show  Slide Timings Show ~
de Show sShaortened Show set Up

'E' Custom Shows...

| Custom Slide Show Dialog |

3. Select Custom Shows.... The Custom Shows dialog box

will appear.
4. Click New. The Define Custom Show dialog box will
appear.
" st Shows | ]

Cstom shoms:

[ [=THS o e II

5. Locate the Slide show name box and type in a name for
your custom show.

6. Select the slides in the Slides in presentation: box that
you would like to include in your custom show, then
click Add>>to add them to the Slides in custom
show: box. If necessary, use the up and down arrows to
reorder the added slides.

Type the name of your
custom slide show here

Define Custom Show

Slide show name: | Shortened Show
Slides in presentation: Slides in custom show:

1. Internet Safeety for Everyane . 1, Internet Safety for Everyane
2, Butl already know how touse  the 2. Keep yourself safe,

3. If you're not aware of intermet safety,
(4) Things you might not know about intel

5. Okay, okay, I believe you! Sowhatcz _
6, Keep yourself safe, =
7. Guard your personal information,

8, Browse cautiously, e
9, Download safely,

10, What about my computer?
11, Wihat protection do I need?
12, Things to consider before you buy: ™

Click these arrows to
rearrange the slides in
your custom show

Click here to add slides to
your custom show
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7. Click OK.
8. Select Close to exit or Show to view your custom show.
Custom Shows | ? -&-r
Custom shows:
= Mew...
Shortened Show I_—I

Edit...
Remove
Copy

= aJl[ on |

You can also hide slides by selecting the Hide
Slide command, which can be found on the Slide Show tab.
To unhide a slide, simply click the Hide Slide command
again.

Creating Handouts of a Presentation

Printing handouts with images of your slides can be helpful
to your audience, as it gives them a hard copy of the
information you're presenting. Plus, they can take notes on
the handouts as you present your slide show.

To Create Handouts of a Presentation:

1. Click the File tab. This takes you to the Backstage
view.

2. Click Print.

3. Click the drop-down arrow in the box that says Full
Page Slides, and locate the Handouts group.

4. Select a page layout for your handouts. Up to nine
slides can be displayed per page. Note that the 3
slides layout offers lined space for your viewers to
take notes.

5.  Click the Print command.

If you would like to add a header or footer to your handouts,
click the View tab on the Ribbon, then select Handout
Master. Just type your header or footer information into the
boxes provided. To return to the normal view, click Exit
Master View.
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Lesson: 8

Saving & Printing

Are you saving for the first time? Do you need to share your presentation with someone who does not have PowerPoint 2010? Would
you like to print handouts of your presentation? Perhaps you need a printout that shows your notes with your slides? All of these
things will affect how you save and print your PowerPoint presentations.

To Use the Save As Command:

Save As allows you to choose a name and location for your

presentation. It's useful if you've first created a presentation or if

you want to save a different version of a presentation while

keeping the original.

1. Click the File tab.

2. Select Save As.

3. The Save As dialog box will appear. Select the location where
you wish to save the presentation.

4. Enter a name for the presentation and click Save.

P bower 21
-ﬁ;f—__- + Lhwmi. b Doceswan: b by Doosned e 5]
| "
Bl Mhcrm ot Pt Imh [ R
Feenies
W Duareg
B Domricat
[ -
& Lsaas s
T D |-*"_'_

i s berckoaman (o200 -‘—'——lI

fren i g Frssrdoed Freamish e -

i ‘_f,: :]'...,—.- ot Canid

= Hik Foldemy |

If yofJ're using Windows 7, you'll usually want to save thiﬁgs to
your Documents library, and in other versions of Windows you'll
save them to the My Documents folder..

To Use the Save Command:

1. Click the Save command on the Quick Access Toolbar.

2. The presentation will be saved in its current location with the
same file name.

If you are saving for the first time and select Save, the Save

As dialog box will appear.

AutoRecover

PowerPoint automatically saves your presentation to a temporary

folder while you're working on them. If you forget to save your

changes, or if PowerPoint crashes, you can recover the autosaved

file.

1. Open a presentation that was previously closed without saving.

2. In Backstage view, click Info.

3. If there are autosaved versions of your file, they will appear
under Versions. Click on the file to open it.

4. To save changes, click Restore and then click OK.

By default, PowerPoint autosaves every 10 minutes. If you are

editing a presentation for less than 10 minutes, PowerPoint may not

create an autosaved version.

To Save As PowerPoint 97 - 2003 Presentation:
You can share your presentation with anyone using
PowerPoint 2010 or 2007, since they use the same file
format. However, earlier versions of PowerPoint use a
different file format, so if you want to share your presentation
with someone using an earlier version of PowerPoint, you'll
need to save it as a PowerPoint 97-2003 presentation.
1. Click the File tab.
2. Select Save As.
3. In the Save as type drop-down
select PowerPoint 97-2003 Presentation.
4. Select the location you wish to save the
presentation.
5. Enter a name for the presentation and click Save.

menu,

To Save as a Different File Type:

If you would like to share your presentation with someone
who does not have PowerPoint, you have several different file
types to choose from.

Click the File tab.

Select Save & Send.

Choose from three special File Types.

Create PDF/XPS Document: Saves the contents of
your slide show as a document instead of a
PowerPoint file.

e Create a Video: Saves your presentation as a video
that can be shared online, in an email, or on a disc.

e Package Presentation for CD: Saves your
presentation in a folder along with the Microsoft
PowerPoint Viewer, a special slide show player that
anyone can download and use.

e WwhPE

To View the Print Pane:
1. Click the File tab to go to Backstage view.
2. Select Print. The Print pane appears, with the print
settings on the left and the Preview on the right.

To Print:

1. Gotothe Print pane.

2. Determine and choose how you want the slides to
appear on the page.

3. If you only want to print certain pages, you can type
arange of pages. Otherwise, select Print All Pages.

4. Select the number of copies.

5. Check the Collate box if you are printing multiple
copies of a multi-page document.

6. Select a printer from the drop-down list.

7. Click the Print button.
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Unit-V- MS-Access 2010

Lesson: 1

Getting Started with M.S Access 2010

Access 2010 is relational database software in the Microsoft 2010 Office Suite that allows users to enter, manage and run reports on
large amounts of data. Whenever you're learning a new program, it's important to familiarize yourself with the program window and
the tools within it. Working with Access is no different. Knowing your way around the Access environment will make learning and
using Access much easier. You will familiarize yourself with the Access environment, including the Ribbon, the Backstage view,
the Navigation Pane, the Document Tabs bar, and the Record Navigation bar. You will also learn how to navigate with navigation

form, if your database includes one.

Working with Your Access Environment

The Ribbon and the Quick Access Toolbar are where you will find the commands you will use to do common tasks in Access. If you
are familiar with Access 2007, you will find that the main difference in the Access 2010 Ribbon is that commands such

as Open and Print are now housed in Backstage view.

fiw

Dwtalnze Toole

The Ribbon -

Hamep rxtarnsl DOxts
The Ribbon contains 3 ssoenoing
multiple tabs, each with %) pecerding T3-
several groups of commands.
Some tabs, like Form Layout
Tools or Table Tools, may

appear only when you are
working with certain objects like
forms or tables. These tabs are
called contextual tabs, and are
highlighted in a contrasting color
to distinguish them from normal

Click a tab
to see more
commands

Each tabis
diviged Into

groups

Conmtexiual tools
tab= appear when
certain items or

Soma groups will
hawe an arrow that

you can click for
mora options

views are selected

tabs.

To Minimize and Maximize the Ribbon:

The Ribbon is designed to be easy to use and responsive to your
current task, but if you feel that it's taking up too much of your

screen space, you can minimize it.

1. Click the arrow in the upper-right corner of the Ribbon to

minimize it.
2. To maximize the Ribbon, click the arrow again.

When the Ribbon is minimized, you can make it reappear by
clicking on a tab. However, the Ribbon will disappear again when

you are not using it.

icrosoft Acca_z;-ll:- L] g

Minimize the Ribbon (Ctrl+F1)

Show only the tab names on the

Text Formatting Ribbon.
Iress - City - | State
. Raleigh NC
Pan ME =
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The Quick Access Toolbar
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Treute Extarrial Data Dlalabiawu looaly Fialcly

-lz [ 63 Dake 3 Time J 4 Hame & Cap
= [ vesTn -~ TS Deetault Al
Humbi Cuirerig Crulele
5 Mnre Fialde =
Akl & Lawlely
All Acecess Chpects =oee [ A | T e e e

e e [ = Prody
Tahims: & = 1
- 2

_| Cal Fparnien

The Quick Access Toolbar is located above the Ribbon,
and it lets you access common commands no matter which
tab you are on. By default, it shows the Save, Undo,
and Repeat commands. If you'd like, you can customize it
by adding additional commands.

Note that the Save command only saves the current open
object. In addition, the Undo command will not undo certain
actions, like adding a record. Pay close attention to your
information when using the Undo command to make sure it
has the desired effect.
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Backstage View

Backstage view gives you various options for opening,
saving, printing, and viewing more information about your
database. It is similar to the Office Button Menu from
Access 2007 or the File Menufrom earlier versions of
Access. However, unlike those menus, it is a full-page
view, which makes it easier to work with.

To Get to Backstage View:
1. Click the File tab.
2. You can choose an option on the left side of the

page.

3. To get back to your database objects, just click any
tab on the Ribbon.

The Navigation Pane

The Navigation Pane is a list containing every object in your
database. For easier viewing, the objects are organized into
groups by type. You can open, rename, and delete objects
using the Navigation Pane.

Home Create External Data Database Tool:

|}/Z 3 LI7' %] Ascending iz
e Hm Copy %Z | Descending ¥,
Wiew Filter

- ? e
views Clipboard Sort & Filter

all Access Objects SO " 4 | T Menu item
| search. 0 1D
Tables = |8
EX categories | |

Custamers 1
* (Ne

Menu Items
Order Items
Orders

Products

HREN RN

sales Unit

Queries P
=5 mMenu tems Query

=9 oOrdertems Query
=9 Products Query

Forms E3

=5] customers
=1 Menu Items
E=] orders

E=] Producs

Reports =
il menu
EEl  order tems Query

T} Record: 1 1of3
Datasheet View
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To Minimize and Maximize the Navigation Pane:

The Navigation Pane is designed to help you manage all your
objects, but if you feel that it takes up too much of your screen
space, you can minimize it.

1. Click the double arrow ** in the upper-right corner
of the Navigation Pane to minimize it.
2. To make the Navigation Pane visible again, click

the double arrow  ** to maximize it.
If you would like to make the Navigation Pane smaller without
fully minimizing it, you can resize it. Simply click and drag the
right border of the Navigation Pane. When it is the desired size,
release your mouse.

-
Wiews Clipboard Sort & Filter
All Access Objects 3 < =] customers | =5| Customer Far
Search. — 0 First
|Shutter Bar Open/Close Butt0n|
Tables E T Ty
T categories El 2 Lucinda
= customers * 3 Jerrod
— t 4 Brett

To Sort the Objects in the Navigation Pane:

By default, your objects are sorted by type, with the tables in

one group, the forms in another, and so on. However, if you

wish, you can sort the objects in the Navigation Pane into

groups of your choosing.

1. Click the drop-down arrow to the right of the words All
Access Objects.

Clipboard Sort & Filter

I Views
All access Objects
Segrcti.

= customers |
1D

All Access Objects
Tables = =

= categories *

EH customers *

[T T PR

In the drop-down menu, select the desired sort.

+

O Select Custom to create a custom group for sorting the
objects. After applying the sort, simply drag the desired
objects to the new group.

O Select Object Type to group the objects by type. This is
the default setting.

O Select Tables and Related Views to group forms, queries,
and reports together with the tables

they refer to. Al Access Objects = «
O Select Created Date or Modified Navigate To Category ot
Date to sort the objects from most Custorn N
v | Object Type
to 'Ic_aast recently created or Tables and Related Views
modified. Crested Daly
3. The objects in the Navigation Pane Modifsd Dat=
will now be sorted to reflect your :":’BVG”””
choice. Queries

Forms

To further customize the appearance of
the  Navigation
also minimize groups of objects you
don't want to see. Simply click the

upward double arrow # next to the s
name of the group. To restore the group || repors =
to its full size, click the downward & tdenu

I order tems Query

Reports
Pane, you can | Al Access Objects

[ FrOnUTS QUeTy

Forms a

3] Customers

=
= Menultems
|

double arrow ¥ .

Datasheet View
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Databases with Navigation Forms

Some databases include a navigation form that opens automatically when the database is opened. Navigation forms are designed
as a user-friendly replacement for the Navigation Pane. They contain tabs that allow you to view and work with common forms,
queries, and reports. Having your frequently-used objects available to you in one place lets you access them quickly and easily.

To open an object from a navigation form, simply click on its tab. The object will be displayed within the navigation form. Once an
object is open, you can work with it as you normally would.

I“ Hisg Create Extesripl Data Database Took

" [ ; 1 z x gy e . . B | e
-  seelling = GaTg - .

View i Find B F U S "
= g Select -

Find

To view an object,
click its tab

¥ [

Selecting certain
tabs may cause
sub-tabs to appear

Customers

Menu
H
E'E order Items
=]
__5 Order Items subform
-
= = MNew Order ¥
White E] Order w 5 ‘
Pickup Date | 12/4/2010 e Crder 7l Paid
“Hadd item
Order Items Category - Product - Quantity - "unit® -
Cookies chocolate Chip 2 Single
Cookies Fudge Brownie 1 Single
Cookies Ginger Shortbread 1 Half-Dazen The .CLII'I'.E I'Iﬂ-'y' opened
Pastries Brownies 1 One Doren object 15 dlsplayed
- within the ferm
Tatal
Recoid M 4 1afd b oMb | 0 o Search
Record: W Lofdé B M b §. Mo Filter | Search -

(Viewing the Orders form using a navigation form)

Generally, navigation forms include only the objects a typical user will need to work with fairly regularly, which is why your navigation
form may not include every single form, query, or report. This makes it easier to navigate around the database. By hiding tables and
rarely used forms, queries, and reports, it also reduces the chance of the database being damaged by users accidentally editing or
deleting necessary data.

For this reason, it's important to ask your database designer or administrator before you work with objects that are not available in
your navigation form. Once you have the go-ahead, you can simply maximize the Navigation Pane and open the objects from there.
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Lesson: 2

Introduction to Database & Objects

Databases

Access 2010 is adatabase creation and
management program. To understand Access, you must
first understand databases. You will familiarize yourself
with the differences between data management
in Access and Microsoft Excel.

What is a Database?

A database is a collection of data that is stored in a
computer system. Databases allow their users to enter,
access, and analyze their data quickly and easily.
They're such a useful tool that you see them all the time.
Ever waited while a doctor’s receptionist entered your
personal information into a computer, or watched a store
employee use a computer to see whether an item was in
stock? Then you've seen a database in action.

The easiest way to understand a database is to think of it
as a collection of lists. Think about one of the databases
we mentioned above-- the database of patient information
at a doctor’s office. What lists are contained in a database
like that? Well, to start with, there’s a list of the customer
names. Then, there’'s a list of past appointments, a list
with medical history for each patient, a list of contact
information... and so on, and so on.

This is true of all databases, from the simplest to the most
complex. For instance, if you like to bake, you might
decide to keep a database containing the types of cookies
you know how to make and the friends you give those
cookies to. This is one of the simplest databases
imaginable. It contains two lists: a list of your friends, and
a list of cookies.

However, if you were a professional baker, you would
have many more lists to keep track of: a list of customers,
a list of products sold, a list of prices, a list of orders... it
goes on and on. The more lists you add, the
more complex the database will be.
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In Access, lists are a little more complex than the ones you write on
paper. Access stores its lists of data in tables, which allow you to
store even more detailed information. In the table below, the
“People” list in the amateur baker's database has been expanded to
include other relevant information about the baker’s friends.

ID -~ Name + | CellPhone -~ Birthday * | MutAllergy?
1 Dad 555-0404 June 3 Yes
2 Aunt Aida 555-9830 July 8 No
3 Joakim 555-0462 September 19 No
4 Dwane 555-9975 January 5 No
5 Allegra 555-0099 January 14 Yes

(A table in Access)
If you are familiar with other programs in the Microsoft Office suite,
this might remind you a lot of Excel, which allows you to organize
data in a similar way. And in fact, you could build a very similar table
in Excel.

Why Use a Database?

If a database is essentially a collection of lists stored in tables, and
you can build tables in Excel, why do you need a real database in the
first place? While Excel is great at storing and organizing numbers,
Access is far stronger at handling non-numerical data like names and
descriptions. Non-numerical data plays a big role in almost any
database, and it's important to be able to sort and analyze it.
However, the thing that really sets databases apart from any other
way of storing data is connectivity. We call a database like the ones
you'll work with in Access arelational database. A relational
database is able to understand how lists and the objects within
them relate to one another. To explore this idea, let's go back to
the simple database with two lists: names of your friends, and the
types of cookies you know how to make. You decide to create a third
list to keep track of the batches of cookies you make and who they're
for. Since you're only making cookies you know the recipe for, and
you're only going to give them to your friends, this new list will get all
its information from the lists you made earlier.

See how the third list uses words that appeared in the first two lists?
A database is capable of understanding that the "Dad" and
"Oatmeal" cookies in the "Batches" list are the same things as the
"Dad" and "Oatmeal" in the first two lists. This relationship seems
obvious, and a person would understand it right away. However, an
Excel workbook wouldn't.

Excel would treat all of those things as distinct and unrelated pieces
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of information. In Excel, you'd have to enter every single piece of information about a person or type of
cookie all over again each time you mentioned it, because that database wouldn't be relational like an
Access database is. Simply put, relational databases can recognize what a human can: that if the

same words appear in multiple lists, they refer to the same thing.

The fact that relational databases can handle information this way allows you to enter, search,
and analyze data in more than one table at a time. All of these things would be very difficult to do in

.-_'5‘_6#: (r‘rr (r’-.l-v
__./Aml: Audd ._',\.ﬂm.m -\
doakivn Shn-'r'Fmd
FP_M'" Chuniman
Allegra Lewnin Bar
*._ People Cookies 7
i Dl Qatuseal =

Excel, but in Access, even complicated tasks can be simplified and made fairly user-friendly.

Introduction to Objects

Databases in Access 2010 are composed of four objects: tables, queries, forms, and reports. Together, these objects allow you to
enter, store, analyze, and compile your data as you wish.

Tables

By this point, you should already understand that a database is a
collection of data organized into many connected lists. In Access,
all data is stored in tables, which put tables at the heart of any
database. You might already know that tables are organized into
vertical columns and horizontal rows.

D

In

Column I
29 North Luke Ct.

-1|  First Na Street Address - City
20 Barbara Raleigh
29 Bob Jones 63-C Chapel Ct. Durham
30 Juanita Williams 123 Garden Plow Way Raleigh
31 Sara Thomas 127 South Pejulup Ln. Raleigh
32 Larry Binder 124 Heuristic Way Raleigh
33 Samantha Ferguson 2380 New Cove Rd. Garner
34 Jamie Stone 131 W Clinton St. Raleigh
35 Patti Cheng 9 Atlantic Blvd Raleigh
36 Greg Mewton 2520 Hopkins Rd. Raleigh
37 Carol Allenson 3201 Glenwood Ave. L Raleigh
38 Zoey Altman 817 Hillsborough St. A Raleigh
39 Danny Haverford 202 Cedar Ln. Raleigh
40 Vig Aurelio 53 Pine St. Raleigh
A1 Jeffery Bergman 1245 Ross Park Dr.

42 William Bittiman 1122 Glenwood Ave.

43 Megan Draper 311 Cook 5t.

44 Dick Whitman 105 David 5t.

45 Marjan Jameson 202 C 5t. Unit A

AR Calin Hookins 321 F. Fdenton St

Access, rows and columns are

-t

referred to

as Records and Fields. Afield is more than just a column: it's a
way of organizing information by the type of data it is. Every piece
of information within a field is of the sametype. For example,
every entry in a field called “First Name” would be a name, and
every entry in field called “Street Address” would be an address.

ILast Namel I Street Address |-

ID

67 Jo\.r Zach Lee St.

68 Frances L‘\‘Tren % Kenan Rd.
69 Latavia clver Ct.

70 Kurtis Field Names Cobb Rd.

71 Lashaunda Hinton 5t.

72 Lieselotte Spencer Ave,
73 Sula Smart 56 Dey Rd.

74 Jude Smith 929 Greenlaw Dr.
75 Katharine Kellerman 76 Murphy Ave.
76 Ruiari O'Brien 100 Aycock St.

77 Tyra Kirby 8700 Stacey Rd.
78 Michiko Akiwana 901 Glenwood Ave.
79 Betty Patter 80 Greene 5t.

80 Elizabeth Loges 44 Steven Rd.
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Likewise, arecord is more than just a row-- it's a unit of
information. Every cell in a given row is part of that row's
record.

j Cuslmms‘lj Order tems | % Employee Database Navigation ‘lj Menu tems ‘Ij Products Table.'._

ID + FirstName - LlastName - | StreetAddress -  City f State - Zi

i 84 Magda Sramski 98 Tyler St. Raleigh NC 7€

B 85 Pagay Moss 1130 Jackson St. Raleigh NC a3

54-Margot Wad L3 Earonick-Way—fetcigh—He—27

E 95‘ Florent Marais 53 Ada St. Raleigh NC 2|

T6 Erwan Haussman 918 Lonesome Dove K Raleigh . WC b

d 97 Rodrigue Sterling 49 Mockingbird Way Raleigh NC 7€

E 102 Theodore Achi 120 Baker St. Raleigh NC 2
(A record)

Notice how each record spans several fields. Even though
the information in each record is organized into fields, it
belongs with the other information in that record. See
the number at the left of each row? That's the ID number
that identifies each record. The ID number for a record
refers to every piece of information contained on that row.

e %)Remnvesm ’ e M EMNE‘ ! I Select ~
Sort & Filter i Find
H Custunuslj Oderltems | 2] Rneucn?bd;:g W |75 Menutems | 5 Products Table |
D StreetAddress - City
i 98 Tyler St. Raleigh
E 055 1130Jackson St Raleigh
i Wade 532 Chronicle Way  Raleigh
i Marais 53 Ada St Raleigh
i Haussman 913 Lonesome Dove R Raleigh
i Sterling 49 Mockingbird Way  Ralsigh
i Achi 120 Baker St. Raleigh
B James 4221 Basil Ct. Cary

(Record ID numbers)

Tables are good for storing closely related information.
Say that you own a bakery and have a database that
includes a table with your customers’ names and
information like their phone numbers, home addresses, and
email addresses. Since these pieces of information are all
details about your customers, you'd include them all in the
same table. Each customer would be represented by a
unique record, and each type of information about those
customers would be stored in its own field. If you decided to
add any more information-- say, the customer's birthday--
you would simply create a new field within the same table.
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Forms

Forms are used for: entering, modifying,
and viewing records. You have probably had to fill out forms
on many occasions, like when visiting a doctor's office,
applying for a job, or registering for school. The reason forms
are used so often is that they're an easy way to guide people
into entering data correctly. When you enter information into a
form in Access, that data goes exactly where the database
designer wants it to go-- in one or more related tables.

| 5 e w

| dstca 0 8 aiies v ma HT I

(A form)
Forms make entering data easier. Working with extensive
tables can be confusing, and when you have connected tables,
you might need to work with more than one at once to enter a
set of data. However, with forms, it's possible to enter data into
multiple tables at once, all in one place. Database designers
can even set restrictions on individual form components to
ensure that all of the needed data is entered in the correct
format. All in all, forms help keep data consistent and well-
organized, which is essential for an accurate and powerful
database.

Queries

Queries are a way of searching for and compiling data from
one or more tables. Running a query is like asking a
detailed question of your database. When you build a query in
Access, you are defining specific search conditions to find
exactly the data you want. Queries are far more powerful than
the simple searches you might carry out within a table. While
a search would be able to help you find the name of one
customer at your business, you could run a query to find the
name and phone number of every customer who's made a
purchase within the past week. A well-designed query can give
information that you might not be able to find out just by
looking through the data in your tables.

| =31 Customers that Ordered

X

[

Orders Table

¥ ID
Customer ID
Paid

Pre Order
MNotes
Pickup Date

Customers

F 1D
First Mame
Last Mame
Street Address
State
Zip Code

b

4 >
Field: |First Mame [=] Last Mame Pickup Date .
Table: |Customers Customers Orders Table L
Total: |Group By Group By Count

Sort:
Showw:

(A query design)
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Reports

Reports offer you the ability to present your datain print. If
you've ever received a computer printout of a class schedule or
a printed invoice of a purchase, you've seen a database report.
Reports are useful, because they allow you to present
components of your database in an easy-to-read format. You
can even customize a report's appearance to make it visually
appealing. Access offers you the ability to create a report from
any table or query.

[ Menu Items Ordered
. Cakes and Pies Ordered
2
SONIBIID 17/19.12/26
_Bd]\[ly
Product Type Product Name Quantity
Cakes Cheesecake 17
Cakes Buche de Noel [Christmas Cake)- Winter 12
Pies Pecan 10
Pies Pumpkin 9
Pies French Silk 5
Pies Chocolate Chess &
Pies Apple 5

(A report)
Putting it All Together

Even if you have a good idea of how each object can be used, it
can initially be hard to understand how they all work together. It
helps to remember that they all work with the same data. Every
piece of data a query, form, or report uses is stored in one of
your database tables.

/. .___\

U ereTriendly incerfaces
for enreringand viewing

—I'-:r_

Diaga resulving from
questions you ask of
aile of iThaie thlsles

/'

Farmatted surmmar ke of
aatn suitable fer printing

'—_F

(The four Access 2010 objects)
Forms allow you to both add data to tables and view data that
already exists. Reports present data from tables and also from
queries which, in turn, search for and analyze data within those
same tables.
These relationships sound complicated, but in fact, they work
together so well and naturally that we often don't even notice
when we're using connected database objects.
Managing Databases and Objects

1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -170 -

Each Access database consists of multiple objects that let you interact with data. Databases can include forms for entering
data, queries for searching within it, reports for analyzing it, and of course, tables for storing it. Whenever you work with your
database, you are working with many of these objects at once. Fortunately, Access makes managing these objects pretty easy.

To Open an Existing Database:
1. Click the File tab. This takes you to Backstage view.
2. Select Open. A dialog box will appear.
3. Locate and select the desired database, then click Open.
4. One or more warning messages may appear when you open your database.
O If the database contains customized functions, a yellow bar with a security warning may appear below the Ribbon.
If you trust the source of your database, click Enable Content for your database to display correctly.
O After enabling all content in the database, you may see a message asking if you want to make the database
a Trusted Document. Click yes if you would like all content to be automatically enabled each time you open the
database.
O You may be prompted to Log In to the database. Select your name from the log in list. If your name does not
appear, click Add User to enter your information.
If you have opened the existing database recently, it may be easier to look for your database in the short list that appears in the
sidebar or to select Recent and choose a database from the list that appears.

To Close a Database:
1. Click the File tab to go to Backstage View.
2. Select Close Database.
3. If you have any unsaved objects, a dialog box will pop up for each one asking if you would like to save it. Select Yes to save
the object, No to close it without saving, or Cancel to leave your database open.

To Open an Object:

1. Inthe Navigation Pane, locate the object you would like to open.

2. Double-click the desired object. It will open and appear as a tab in the Document Tabs bar.
By default, the most recently opened object will display in the main window as the current object. To view another open object,
simply click its tab in the Document Tabs bar.

Saving Objects

As in other Microsoft Office programs, you will be prompted to save any unsaved work when you attempt to close your database.
However, it is a good idea to save your work as you go along. Saving your work often is the best way to ensure that you don't lose any
information if your computer crashes.

To Save a New Object:

1. Select the object you wish to save by clicking its tab in the Document Tabs bar.

2. Select the File tab to navigate to Backstage View.

3. Click Save.

4. The first time you save an object, you will be prompted to name it. Enter the desired object name, and click OK.
To save an existing object, select save in Backstage View, or simply click the Save command in the Quick Access Toolbar.

To Close an Object:
1. Select the object you wish to close on the Document Tabs bar.
2. Click the on the far right of the Document Tabs bar.
3. If there are any unsaved changes to the object, you will be prompted to save it. Select Yes to save, No to close it without
saving your changes, or Cancel to leave the object open.
You can also close an object by right-clicking its tab on the Document Tabs bar. A drop-down menu will appear. Select Close to close
that object, or Close All to close all open objects.

To Rename an Object:
1. If the object you wish to rename is open, close it.
2. Inthe Navigation Pane, right-click the object you would like to rename.
3. Select Rename.
4. Type the new name, then press the Enter key.
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Lesson: 3

Working with Tables

While there are four types of database objects in Access 2010, tables are arguably the most important. Even when you're using
forms, queries, and reports, you're still working with tables, since that's where all your data is stored. Tables are at the heart of any
database, soit's important to understand how to use them.

To Open an Existing Table:

Street Address ]-

oo m [~
B

1. Open your database and locate the Navigation Pane. 67 boy Zz-.*ur* iy Lee S

2. In the Navigation Pane, locate the table you would like to open. 68 (Eances  Trenta - Kenan Rd.
Tables are marked with the icon. o — i i

3. Double-click the name of the table. It will open and appear as o1 [ Field Mamea N
atab in the Document Tabs bar. 72 Liezelotte Epencer Ave. ,

T3 Sule EHIET 58 D fid,
Arecord is one unit of information. Every cell on a
given row is part of that row's record. Each record
_ has its own ID number. Within a table, each ID
: number is unique to its record, and refers to all the
information within that record. The ID number for a

The table will spen and
appear as @ new tab on
the Documernt Taks bar

Ta apen atable
double-click its name

A% o BREREE

# record cannot be changed.
4 Hmiflame ¢ lmEHame Syt A My A . S T . -
' * Fliped Beckharm ¥ East Wil ket e — -
¥ 1 Lexinde Geange TEE Mrmaer 5t —
. - iy | ] Cusimmens | 7] Caiies Arms P g T |
¥ 4 Beel Ko 1] * | First Kam| Strest Addresy
¥ 5 Cakae onen . 25 Tylar 5.
¥ £ Curgan Haps 1 Cyprena {1 = 1230 Jagkson
M oreen Tach * ¥ e LiL] S0l Faedgc Ly & 532 Chrankcle Wy
T 3 B Hizgw sl 133 Nurdingnan & - Marals 53 Ada St
Nt T # Hillary Lhrgun 2518 RisraTiar = P R
JM'_L' —i|_|= L2 Klari Wilkors A Wl L " . Haussms o _m"":"'h_'_:dnf-’“
:‘Lm - . L3 Koy ones A56 Gerver Rz, ;:'_" "E J":I:r";r;' Es e
P L1 Baal nnl 45 Hzath Wt 1. sdwigh " " 40 Bakar 2.
Fepamt w |- . P g Auiigh - lames £221 Basil
B U1 [ennfer il 210 Field e, Talrigh - Each cell of data in your table is part of both
—_— okt -l He S ] : o ([ afield and arecord. For instance, if you had a
’ — table of names and contact information, each

person would be represented by a record, and each
piece of information about them-- their name, phone
number, address, and so on-- would be contained
within a distinct field on that record's row.

Understanding Tables

All tables are composed of horizontal rows and vertical columns, with
small rectangles called cells in the places where rows and columns
intersect. In Access, rows and columns are referred to Navigating Within Tables
as records and fields.

T 4) Ascending ¥z Selection - = New X Totals - 12 To navigate through records in a table, you can
ey Al Descending Yo Advanced - R';’:ihénve 7 spelling " use theup and down arrow keys, scroll up and
&y Remove sort ' Togale Fiter |- X Delete ~ EfMore ~ = down, or use the arrows in the record navigation
HF‘“E’ Records Tect Farmatting bar located at the bottom of your table. You can
Customers . .
T - iy 4 also find any record in the currently open table
32 Larry Binder 124 Heuristic Way Raleigh by searching for it using therecord search box.
33 Samantha Ferguson 2380 New Cove Rd. Garner Simply place your cursor in the search box, type any
ii Cheng 9 Atlantic Blvd Raleigh word that appears in the record you would like to
- Newton 21 [ifep T [ _ Raleigh find, and press the enter key. To view additional
fr ol Allenson 3201 Glenwood Ave. Unit A Raleigh .
JEEOey Altman 817 Hillsborough 5t. Apt E1l Raleigh h’ press er_]ter again.
39 Danny Haverford 202 Cedar Ln. igh e :, e
40 Vig Aurelio 53 Pine St. 5 Hatht
41 Jeffery Bergman 1245 Ross Park Dr. 12 hugu by
42 William Bittiman 1122 Glenwood Ave.
43 Megan Draper 311 Cook St.
44 Dick Whitman 105 David St.
45 Marjan Jameson 202 C St. Unit A Raleigh
46 Colin Hopkins 321 E. Edenton St. Raleigh
47 Hakim Auden 921 Dawson St. Raleigh
Afield is a way of organizing information by type. Think of the field name as a
question, and every cell within that field as a response to that question. To navigate between fields, you can use the left

and right arrow keys or scroll left and right.
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To Add a New Record:

There are three ways to add a new record to a table:
e |In the Records group on the Home tab,

the New command.

Table Tools
Z Totals lﬁ e

éml} 5 spelling B¢
Find
X M El\dore M lg 5

click

ata Database Tools Fields Table

‘%lAscendmg Y/ Selection * j = New
Al

il Descending 7.jAdvanced M

A Refresh

7. Remove Sort

Allw
Sort & Filter Records Find
¥ < lj Products Table | f| MNew (Ctri++)
Jo) D - Firs| Create a new item.
= T L [ T

° On the Record Navigation bar at the bottom of the
wmdow click the New Record button.

33 »amantna rerguson i

¥ 34 Jamie Stone 1:

+ 35 Patti Cheng 9,

C 36 Greg Newton 2=

v Recﬁrd: M @ 1of 19;_' r; H 3 k i S.elalrch 1 B

New (blank] record

e  Simply begintyping in the row below your last added

record.

[l 195 K Ackerman 1311 Loretta dcott Way  Kaleign
B 196 Jordan Weller 8 Parks St. Raleigh
b 197 Regina Olivera 60 Glenwood Ave Apt AL21 Durham
H 198 Alex Yuen 8 Marcus Ln. Cary
B 199 Lia Richards 890 Garvey St. Durham
i 200 Karla Nichols 981 DuBois Ct. Durham
B 201 Tyrese Hanlan 31 Crispus Ct. Apt B Cary
B 202 Juan Flores 122 Luna St. Durham

# (el
v |Reord: H 4 1950f195 » M ¥ [loFiker | Search [ Il

| Hi

Occasionally when you enter information into a record, a window
will pop up to tell you that the information you've entered is invalid.
That means the field you're working with has a validation rule,
which is a rule about the type of data that can appear in that field.
Click OK, then follow the instructions in the pop-up window to re-
enter your data.

ello 198 Jackson St. Raleigh NC

r S A
onald Microsoft Access &J
man

r l \ Must be a US State, Enter the 2-etter postal code only,

a

rds \Was this information helpful?

Is = — = =

n 31 Crispus Ct. Apt B Cary NC

; 122 Luna St. Durham NC

I 34 Peace St. Raleigh North Carolina
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To Save
1.

2.

Be sure
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a Record:

Select the Home tab, and locate
the Records group.

Click the Save command.

to save any unsaved records before closing a

table. Access will not prompt you to save them when you
close the table.

Editing Records

To quick
on it an

ly edit any record within a table, you can just click
d type in your changes. However, Access also

offers you the ability to find and replace a word within
multiple records and to delete records entirely.

To Replace a Word within a Record:

You can

edit multiple occurrences of the same word by

using Find and Replace, which searches for a term and

replaces
1.
2.

""'vrln

7.

8.

it with another term.

Select the Home tab and locate the Find group.
Select the Replace command. The Find and
Replace dialog box will appear.

drrER - e
D
w g
er:ln —_—_—
[ r T
R 7O . i
i P STy
b A _ =
[R
- Scferd

i

| Feeplace |Ciri-H

| —
Click the Find What: box and type the word you
would like to find.
Click the Replace With: box and type the word
you would like to replace the original word.
Click the Look In: drop-down arrow to select the
area you would like to search.

O Select Current Fieldto limit your
search to the currently selected field.

O Select Current Documentto search
within the entire table.

Click the Match: drop-down arrow to select how
closely you'd like results to match your search.

O Select Any Part of Field to search for
your search term in any part of a cell.

O Select Whole Field to search only for
cells that match your search term
exactly.

O Select Beginning of Field to search
only for cells that start with your search
term.

Click Find Next to find the next occurrence of
your search term.

Click Replace to replace the original word with
the new one.

While you can use Replace All to replace every instance of

a term,

replacing them one at a time allows you to be

absolutely certain that you edit only the data you want.
Replacing data unintentionally can have a negative impact
on your database.
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To Delete a Record:

-173 -

1. Select the entire record by clicking the gray border at the left side of the record.

2. Select the Home tab and locate the Records group.

3. Click the Delete command. The record will be permanently deleted.
The ID numbers assigned to records stay the same even after you delete a record. For example, if you delete the 34th record in a
table, the sequence of record ID numbers will read "...32, 33, 35, 36...", rather than "...32, 33, 34, 35, 36...".

Hloscending Yadanced~ | ' liswe % speing 7‘1 SGolor
4oRemore st 7 R:’(fm)(uum Hvore » nd kseea- B0 A Hoie Creae Sieima Dy
Sort & fiter Records Find i & Y ——
7] Produgs Table: 1 7] Customers e
\ - ad Lea 9
ID -+ FirstName - LactName - Street Address - City 5
32 Lany Binder 124 Heuristic Way Ralzigh o Mepone Szl W
33 Samantha Ferguson 238) New Cove R, Gamer el o fe Pl
o 34 Jamie Stone 131W Clinton St. Ralzigh s Dbjcs
35 Patti Cheng 9 Atlantic Blvd Ralzigh I
36 Greg Newton 2520 Hopkins Rd. Ralzigh

DAERsE o0 Fedrs Tabil

befresr

Call
. E
al= | beepe - R TR

LA |j Endlepee Lalabai] et (D20
First Mafm

.;- = e i _F'} -:

ol s v

[[CE

Dinlsta thin ke

Resizing Fields and Rows

If your fields and rows are too small or large for the data contained
with them, you can always resize them so that all the text is
displayed.

To Resize a Field:
1. Place your cursor over the right gridline in the field title.

Your mouse will become a double arrow

ernal Data Database Tools Fields Table

]_T %] Ascending ¥z Selection oy = New ¥ Totals l}a TacReplace L «
%) Descending V9] Advanced ~ | B save ¥ spelling = GoTo~
Filter ; sz‘r‘evsh ~ - Sntore - Find s seter B L
Sort & Filter Records Find
3 Products Table | —] Customers P
D - | Category ID ~ Product Name 5 1
] 23 2 Easter Creme Cake- Spri|Oike a Chocolate Créme Egg, exc
+! 24 2 Lemon Blueberry - Sumi Summer sunshine, ripe blueberr
+ 25 2 Triple Berry Shortcake - [ Strawberries, raspberries, and b
£ 26 2 Hummingbird - Summer Made out of actual hummingbirc
+! 27 2 Pumpkin Spice - Autum| Spicy and sweet-- the best thing
+ 28 2 Apple Spice - Autumn | Much easier to eat than babbing
+

2 Gineerbread - Winter | A bite of this cake will give vou ¢

2. Click and drag the gridline to the right to increase the
field width or to the left to decrease the field width.
3. Release the mouse. The field width will be changed.

To Resize a Row:

1. Place your cursor over the bottom gridline in the gray
areato the left of the row. Your mouse will become a
double arrow F.

2. Click and drag the gridline downward to increase the row
height or upward to decrease the row height.

3. Release the mouse. The row height will be changed.

Hiding Fields

If you have a field that you don't plan on editing or don't want other
people to edit, you can hide it. A hidden field is invisible but is still
part of your database. Data within a hidden field can still be
accessed from forms, queries, reports, and any related tables.

To Hide a Field:

1. Right-click the field title.

2. From the drop-down menu, select Hide Fields.
3. The field will be hidden.

If you decide you would like the field to be visible again, you
can unhide it. Simply right-click any field title, then select Unhide
Fields. In the dialog box, click the checkboxes of any fields you
would like to be visible again, then click OK.

Visit us at: www.sarvaindia.com

Alternate Row Color

By default, the background of every other row in an Access
table is a few shades darker than the background of the rest of
the table. This darker alternate row color makes your table
easier to read by offering avisual distinction between each
record and the records directly above and below it.

To Change the Alternate Row Color:
1. Select the Home tab and
Formatting group.
2. Click the Alternate Row Color drop-down arrow.
3. Select a color from the drop-down menu, or select No
Color to remove the alternate row color.
4. Your alternate row color will be updated.

locate the Text

Calibri (Detail) -

B 7 U A-%

Text Formatting .

Alternate Row Color

Nncrrindinem

Modifying Gridlines

Another way Access makes your tables easier to read is by
adding gridlines that mark the borders of each cell. Gridlines
are thethin lines that appear between each cell, row, and
column of your table. By default, gridlines are dark gray and
appear on every side of a cell, but you can change their color,
or hide undesired gridlines.

=] Employee Database Navigation | 75 Customers ‘ 7 Products Table |

ID - CategoryID - | ProductName - Descript
+ 2|Fudge Chocolate | Sorrich and heavy with chocolate, you'll
0 2\ Fudee Marhla The rake that darac ask the qiiactinn: i
E 10 2| French Vanilla Oo lalal S5ome people might say this call
* 1 2|Strawberry Swirl | A dizzying swirl of strawberries and créi
¥ 1 2|Cockies n'Cream  |Like dipping oreos and milk, but a cake,

¥ 1 2|Lemon A simple classic-- sweet and sour.
¥ 1 2|German Chocolate  |"Chocolate” in German is "schokolade.”
¥ 1 2|Red Velvet Yourgrandma 5 favorlte cake topped w
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To Customize Which Gridlines Appear:

1. Select the Home tab and locate the Text Formatting group.
2. Click the Gridlines drop-down arrow.

L?a 2 Replace Calibri [Detail) - 11 - 1= i=

= GoTo ~ B 7 U = -~
Find "
g select~ A - b R~
Find Text Formatting l} -
| sridtines k
Product Name - -

‘udge Chocolate
‘udge Marble

So rich and heavy with chocols
The cake that dares ask the gu

3. Select Jthh“é"dridlines you would Tike ?63{)5@5?.“\(3;255 choose
to have horizontal gridlines between the rows,
vertical gridlines between the columns, bothtypes of

gridlines, or none at all.
[& §¥ |

elling = GoTor B 7 U T =Tl
Find — — EE
e - lg seect~  A-® & === |EH-
Find Text Formatting

=

Gridlines: Both

- Product Name -

Gridlines: Horizontal
Fudge Chocolate =

Fudge Marble

So rich and heavy with
The cake that dares as L\\,
| | | | Gridlines: Vertical

French Vanilla Oo lala! Some people

A dizzying swirl of stra

Cookies n' Cream Like dipping oreos anc Gridlines: None

Lemon

A simple classic-- swel

2|
2|
2|
2| Strawberry Swirl
2|
2|
2|

German Chocolate "Chocolate" in German is "schi

4. The gridlines on your table will be updated.

Additional Formatting Options

To view additional formatting options, click the Datasheet Formatting
arrow located in the bottom right corner of the Text Formatting group.

z l]i?l al. Calibri [Detail
5 -

4
1
11

] = B I U = -
. E' Find A
=
Find Text Formatting
Datasheet Formatting
Description -

vith chocolate, you'll need someone to help you carry it home. N¢

= ark #ha rnactinne wihad if markla wears maada AF thran funne AF rk

The Datasheet Formatting dialog box offers many advanced formatting
options, including the ability to modify background color, gridline color,
and border and line style. It even includes the ability to view
a sample table with your formatting choices, so play around with the
various formatting options until you get your table looking the way you
want it.

Camdastaeet Farmatboug ||l
el Bifece LRE B
| P [EdlLELL T [ (=13 |
R I Iwertizo

O s ke

Backoroumd Coloe: Elbzrnobs Bockgrourd Color:
arpa:

Eorcler ared Line Stvies
b Hsschar Lindes e - Daote

o e i

W Lafo-io-rght Zigha-tn-aft
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Adding and Rearranging Fields

Access makes it easy to rearrange existing fields and
add new ones. When you add a new field, you can
even set the data type, which dictates which type of
data can be entered into that field.

To Add a New Field to an Existing Table:

1. Open the table, then click the header with
the text Click to Add. If you already have
many fields, you may have to scroll all the
way to the right to see this.

Sort & Filter Records Find
2 oo
- Email -

Phone Number - |Click to Add -
919-555-2314 I}
918-555-4534

beck@email.com
lugeo@email.com
texj@email.com 919-555-4564

newkh@amail cnm 010-555-7A53

2. Adrop-down menu will appear. Select

the data type you'd like for the new field.

O Text: The default option, and best for text.
You should also choose it for numbers you
don't plan to do math with, like postal codes
and phone numbers.

O Number: Best for numbers you might want
to do calculations with, like quantities of an

item ordered Records Find
or sold.
(0] Currency: ne Number - Click to Add -
Automatically [*>*-2314 AB Text
555-4534 12 Humber
formats bl
. 555-4564 @ cumengy
numbers IN Iss5-7653 R D;teE»:T\me
the currency [ssssess
USEId in your 2:2225 e \_.Dokukae\atlonsh\p
region. i 5555753 Aa RichTegt
O Date & Time: |[s55-9745 AB Memo
Allows you to [sss-8s75 | 0 attachment
choose a [5o2332 @ Hyperlink
555-1123 Calculated Field »
date from a |ccasan :
pOp-Out 5 ca67 Paste as Fields
calendar.

O Yes/No: Inserts a checkbox into your field.

O Memo: Ideal for large amounts of text, like
product descriptions. You can format text
entered in Memo fields.

O Attachment: Allows you to attach files, like
images.

O Hyperlink: Creates a link out of web or email
addresses.

3. Type a name for your field, then press
the Enter key.

Records

er -~ Add to Mailing List?t[ Click

OOOEE0O

To Move a Field:

1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme)

1. Locate the field you wish to move, then hover your mouse
over the bottom border of the field header. Your cursor

L,
will become a four-sided arrow C%E’

rds Find Text Formatting
_l fl Customers
‘mail - Phone Number ~ A ailing List? - Click
nail.com 919-555-2314 o
smail.com 919-555-4534 o
1ail.com 919-555-4564 O
email.com 919-555-7653 ]
il.com 919-555-8658 o
temail.com  919-555-5112 ]
email.com 919-555-5460 O
1ail.com 919-555-5753 |
2. Click and drag the field to its new location.
rds Find Text Farmatting
5 O Customers
‘mail - ne Number - Add to Mailing List? = Click
nail.com 5552314 O
ymail.com EL5-4534 |
1ail.com 919-555-0564 i
email.com 919-555-7653 [
Il.com 919-555-8658 |
iemail.com 919-555-5117 [
email.com 515-555-5460 [
\ail.com 919-555-5753 i
3. Release your cursor. The field will appear in the new
location.
rds Find Text Formatting
_i fl P——
‘mail - Add to Mailing List? - Phone Number -~  Click
nail.com [ 919-555-2314
mail.com [ 919-555-4534
1ail.com [ 919-555-4564
email.com [ 919-555-7653
il.com [ 919-555-8658
remail.com [ 919-555-5112
email.com [ 919-555-5460
wail.com [ 919-555-5753

Field Character Limits

Setting the character limit for a field sets a rule about how
many characters-- letters, numbers, punctuation, even spaces-
- can be entered in that field. This can be useful to keep the
data in your records concise, or even to force the user to enter
the data a certain way.

For instance, in the example below, the user is entering
records which include addresses. If you set the character limit
in the "state" field as "2," the user can only enter 2 characters
of information. This means that he must enter postal
abbreviations for the states instead of the full name-- here, NC
instead of North Carolina. Note that you can only set a
character limit for fields defined as text.

Visit us at: www.sarvaindia.com
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To Set a Character Limit for a Field:
1. Select the desired field.

2. Click the Fields tab in the Table Tools tab group,
then locate the Properties group.

3. In the box next to Field Size, type the maximum
number of characters you would like to allow in your
field.

Database Tools Fields
- S Mame & Caption
ey Drefault WValue

F=1 Field size | 2]

& Mo
.lbl am

Properties

Delete I

omers

City - State = Zip Code -~

=h NC 27612 be
MNC 27513 Tu

=h NC 27610 te

=h NC 27608 ne

4. Save your table.

Validation Rules

Avalidation rule is a rule that dictates what information can
be entered into a field. When a validation rule is in place, it is
impossible for a user to enter data that violates that rule. For
example, if we were asking the user to input a state name into
a table with contact information, we might create a rule which
limits the valid responses to U.S. state postal codes. This
would prevent users from typing something that wasn't
actually a real state postal code.

In the example below, we will apply that rule to
our Customers table. It's a fairly simple validation rule-- we'll
just name all of the valid responses a user could enter, which
will mean the user can't type anything else into the record.
However, it's possible to create validation rules that are much
more complex.

To Create a Validation Rule:
1. Select the field you wish to add a validation rule to.
For our example, we'll set a rule for the State field.
2. Onthe Ribbon, select the Fields tab and locate
the Field Validation group. Click
the Validation drop-down command and
select Field Validation Rule.

Toals Fields Table [}

‘_&‘]‘Name & Caption E | Modify Lookups Data Type: Text - [l Required L;.—‘Jf

"2, Defautt Value fe Modify Expression | Format » [ Unique —

[ X Validation

1 Field Size 2 ab|Memo Settings § % o [ indexed o
Properties

I, | Field Validation Rule

Create an expression that restricts the values that can be
entered in the field,

- State - ZipCode -

=== Field Validation Message
NC 27612 b_ M Set the error message for the Field Validation Rule,
NC 27513 lugeq
NC 27610 _LC ﬁ ord Validation Rule
NC 27608 ewk =  Create an expression that restricts the values that can be
NC 27609 |0 @E entered into a record, For example, [StartDate] < [EndDate].
NC 27714 eng == Record Validation Message
NC 27513 d M Set the error message forthe Record Validation Rule,
NC 27612 haII @enEin.con s ILFIITI1T |

3. The Expression Builder dialog box will appear. Click
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the text box and type in your validation rule.

In our example, we want to limit data in the State field to actual state postal codes. We'll type each of the valid responses in

quotation marks, and separate them with the word Or, which lets Access know that this field can accept the response
"AL" or "AK" or "AZ" or any of the other terms we've entered.

Furerianfnider —— [ ,
4. Onceyou're
Evier i Ecprnmize be sty the cate in S feld: L. .
i Loy ek 1 bt e ekl satisfied with the i
. . Fields Table &3
P o Y O e O e " [ validation rule,
| oo | click OK. The i B M Text ~ [ Required L_.;‘/
|t | dialog box will fe Formatting ~ [ unigue —
P Validati
4 Lese close. abl $ % v %0 2% [ Indexed R
w‘:mmh prmmtims e e 5 Click _Properties | ) Field Validation Rule
2 Consan ks the Validation dro -ustomers Li’ Create an expression that restricts the values that can be
) tprackas p-down command = C\ entered in the field,
. . . = 1 L
again. This time, P === | Field Validation Message
select Field Valid 27612 ;Qﬁ Set the error message for the Field Validation Rule,
ation Message. 27513 b
6. The Enter 27610 ﬁj Record Validation Rule
Validation 27608 | "= Create an expression that restricts the values that can be
Message dlalog 27609 entered into a record, For example, [StartDate] < [EndDate].
box will appear. 27714 | = Record Validation Message
. . M Set the error message forthe Record Validation Rule,
Type the phrase you would like to appear in an error 27513
message when a user tries to enter data that violates the 27612 ENUWENTEILTOI [TIF=335-37 33
validation rule. Your message should let the user know what data is
permitted. £ o M
e . . nter Validation Message -
7. When you're satisfied with the error message, click OK. 9
8. The validation rule is now included in the field. Users will be unable to enter
data that violates Must be a U5 State, Enter the 2-etter postal code only.]:
I 2310 11 re e 0 o s the rule.
i [T pE—— —
-
N I\ Vowt e a US Tt 2thee dhe Doty pastad code o s . . .
) Simple validation rules = =
o ke (S can be written exactly like query criteria. The only difference is that query
Chagal Hill e criteria search for data, while an identical validation rule
nleigh either permits or rejects data.

Calculated Fields and Totals Rows

Adding calculated fields and totals rows to your table lets you perform calculations using your table data. A calculated field
calculates data within one record, while a totals row performs a calculation on an entire field of data. Whenever you see a subtotal for
one record, you are looking at a calculated field. Likewise, a grand total at the bottom of a table is really a totals row.

This Calculated Field

multiplies the data in the
Quantity and Price fields \

Product - | Quantdty - "Unit” - Price -1 | Subtotal - |-~
Chocolate Chip = Single Fi.50 $3.00
Fudge Brownie a Single S2.00 $2.00
Ginger Shortbread 1 Half-Dozen $i1o0.50 Si10.50 =
Brownies 1 One Dozen Si1g.00 $£19.00
Black Forest 5 Single S22 00 $110.00
Coconut = Single S22 .00 $44.00
Carrot Cake B Single Sz 00 $323. 00
Fudge Chocolate = Single S22 .00 $44.00
Carrot Cake B Single Fz22.00 S22.00
Blaclk Walnut 3 Single So2z.00 s66.00
Cheesecalke 1 Single So6.00 So6.00

Total S368.50
Record: 4 4 Totals e < Mo Filter Search

The Totals Row adds
up all of the subtotal
amounts to creat a
grand total
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Lesson: 4

Working with Forms

While you can always enter data directly into database tables, you might find it easier to use forms. Using a form to enter data lets you
be certain that you're entering the right data in the right location and format. This can help keep your database accurate and
consistent.

Why Use Forms?

Many of us fill out forms so often that we hardly even notice when we're asked to use them. Forms are so popular because they're

useful for both the person asking for the information and the person providing it. They are a way of requiring information in a specific
format, which means the person filling out the form knows exactly which information to
include and where to put it.

E
Mm"”'“bm ~,  Filling out a paper form

-h_%_:g_%i_‘ i This is just as true of forms in Access. When you enter information into a form in Access,

| that data goes exactly where it's supposed to go-- into one or more related tables. While
entering data into simple tables is fairly straightforward, data entry becomes more
complicated as you start populating tables with records from elsewhere in the database.
For instance, the orders table in a bakery's database might link to information about
customers, products, and prices drawn from related tables. A record with information
about a single order might look like this:
EI Employee Database Mavigation fl Order Items ' =8| Ord... j Orders Table

1D »|CustomerID » | Paid ~ Pre Order - Notes = Pickup Date -
+ 13 139 Yes Yes For a kindergarten party. 12/16/2011

SUrtRvys

o R\M

am e Fmnaa

In fact, in order to see the entire order, you would also have to look at the order items table, where the menu items that make up each
order are recorded.

=5 Employee Database Navigation | =] Orderftems | 5] Ord.. | =] Orders Table The records in these tables include ID numbers of records from other
tables. You can't learn much just by glancing at these records, as the
ID numbers don't tell you much about the data they relate to. Plus,
since you have to look at two tables just to view one order, you might
have a hard time even finding the right data. It's easy to see how
viewing or entering many records this way could become a difficult

D | orderid ~| | Menultemid .| Quantity -
13 501

29 13 81

20 13 101

and tedious task.

A form containing the same data might look like this:

As you can see, this record is much easier to | = tmuiase St tngeiesn | ] Stdsrttenn | 5] Sreen | 0 vders b
understand when viewed in a form. Modifying
the record would be easier, too, since you |5
wouldn't have to know any ID numbers to enter

new data. When you're using a form, you don't = e lr et

have to worry about entering data into the right -

tables or in the right format-- the form can Baboa Fappe x| arders 13 PwsapDate | 10162001
handle those things itself. There's no need to Nt Fora Kindemgarter " Fawrr Ot Birthvdmr. fathent onthe | B

go back and forth between tables or search ke and rsw 3 raabalin sing nest o the Lt

]

carefully within a table for a certain record,
since forms let you see entire records one at a
time.

2 add =m =
Not only do forms make the data entry process = -

. Tateprry - Frocluct - Duardity - “Lint™ - Frkes -1 Subibatal -
easier for the user, they keep the database cocktes [ N GneDozen 214,00 T
itself working smoothly. With forms, database Cockies  Butbsr Fecan 1 OneDogen 51400 14.00
designers can control exactly how users are - Caluey Cochsgs i Crewn 1 Hinghe L oo
able to interact with the database. They can Tetal $50.00

even set restrictions on individual form
components to ensure that all of the needed
data is entered, and that it's all entered in a
valid format. This is useful, as keeping the data
consistent and well-organized is essential for Fecoak 8 1B a18 b wes | W Mol | Seacn
an accurate and powerful database.
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To Open an Existing Form:

1. Open your database and locate the Navigation Pane.

2. In the Navigation Pane, locate the form you would like to
open. Forms are marked with the icon.

3. Double-click the name of the form. It will open and appear
as a tab in the Document Tabs bar.

ne forms wil apan and
d AAERAT A5 A e LA G
the Document Tabs bar

double-clickits nams

=
P

L =)

Entering and Modifying Data

Depending on the database you're using, the forms you work with
may include special tools and features that let you do common tasks
with one click of a button. You'll see examples of these tools in the
interactive on the next page. However, no matter what type of form
you're working with, you can follow the same procedures for carrying
out certain basic tasks.

To Add a New Record:
There are two ways to add a new record to a form:
e Inthe Records group on the Home tab of the Ribbon, click
the New command.
e Onthe Record Navigation bar at the bottom of the window,
click the New Record button.

To Find an Existing Record to View or Edit:
There are two ways to find and view an existing record using a form,
and they both use the Navigation Bar at the bottom of the screen:
e To look through records one at a time, click the navigation
arrows. The right arrow will take you to the next record, and
the left arrow will take you to the previous one.

imk 40 4 al L

%3

—

e Tosearchfor a record, type a word that you know is
contained in that record in the navigation search box.

lo Filte Smithl| l 4

L
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To Save the Current Record:
1. Select the Home tab and
the Records group.
2. Click the Save command. The current record
will be saved.

locate

To Delete the Current Record:
1. Select the Home tab and
the Records group.
2. Click the Delete command. The record will be
permanently deleted.

locate

Creating Forms

Access makes it easy to create aform from any table in
your database. Any form you create from a table will let
you view the data that's already in that table and add
new data. Once you've created a form, you can also
modify it by adding additional fields and design
controls such as combo boxes.

To Create a Form:

1. In the Navigation Pane, select the table you
would like to use to create a form. You do not
need to open the table.

2. Select the Create tab on the Ribbon and locate
the Forms group. Click the Form command.

Izms Ireake Coterral Coky CotsapesTios
B = o e [ ———
=i = ";.'J = m hT J ] Maanshien -
sapliztizn 5 3 1 Qusy Guey | Feer Forr Sk .
Ayt v Juign Ls dizrd Desipn || ‘I!:i'.n Fatg, =) Were Foma -
anpialus Leliin Lupisn "z Furta
A Arress Sness % ¥ |
Lo B Creghe afoow Tegh ks soid eiien
[LELE B UL R R (S 9T B
Tabies % |~ =il
M = rag
_J ae . a Freaa Pl Fe rees halp.
| | Cushemers
3. Your form wil be created and opened

in Layout View.
; _' Crrahnees

Piriewp Fa -
1324300

4. To save the form, click the Save command on
the Quick Access Toolbar. When prompted,
type a name for the form and then click OK.
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About Subforms

If you created a form from a table whose records are linked to
another table, your form probably includes a subform. A
subform is a datasheet form that displays linked records in a
table-like format. For instance, the subform included in
the Customers form we just created displays linked
customer orders. We probably don't need to include this
subform, since we really just want to use the Customers form
to enter and review contact information. If you find that you
don't need a subform, you can easily delete it. Simply click it
and press the delete key.

] Customers

infarsatian Tu-. & i

nformation than we nesd ko

FITR T se+ on this form

Aakisgh

Fex - Spec ol Ofters Oaly

i - Pasdd
? T B
L M) P R

*  Pre Order - Blaisy * Pickep Dwte -

[FRRE Sroal f=

Fipsd H o Tewh

However, subforms aren't always useless. Depending on the
content and source of your form, you might find that the
subform contains useful information, as in the example below.
In our Orders form, the subform contains the name, quantity,
and price of each item contained in that order, which is all very
useful information.

: Our Crders farm cantaine
Alsnuar - dar e 81 sublors
each order

il inemn
1 Cahiguiy * ST * fhasiey ¢ “Llat
Furilrms o Pully 2 vl Crigess 414083 Ll
T ovadcinn Lman Sugur i e Dhcarn 403 1406
ey Koy Less 2 Snghe §17.00 SHDT
£ ooy e [ Covee Doz LT LR
...... i Sanghe 203 #3200
-
Towm! ¥IT.03
[eammea m  1gig ¢ oW S

Adding Additional Fields to a Form

When you use the Form command on an existing table, all of
the fields from that table are included in that form. However, if
you later add additional fields to that table, those fields
will not automatically show up in existing forms. In situations
like this, you can add additional fields to a form.

Visit us at: www.sarvaindia.com

Licensed by Govt. of India

-179 -

To Add a Field to a Form:

1. Select the Form Layout Tools Design tab, then locate
the Tools group on the right side of the Ribbon.

2I. Click the Add Existing Fields command.

o, Lasoan Taok

Gesizn Brrarege Formal

) — e
T e m.,“;.l..,.ﬁ
© meger G Dekoerd Tivs Fisign T

HEaike S e o
&z Bainling Ficds

s, aand
@ rew FLie mam hele

3. TheField List pane will appear. Select the field or fields to
add to your form.

O If you want to add a field from the same table you used to
build the form, simply double-click the name of the desired

field.
_I_I_Ig

L E‘xlstlﬂg F-ropeﬂ:y
el =

heet

S Loao

1= Tiele

(53, Date and Time
Header + Footer

q

Ll |

T:-:-I5

Field List <

= Show all tablaes

‘ A

Fields available Tor this wiawr:
=
First rMame
Last Mame
Street address
State
Fip Code
Email
Phone Mumber
ity
Add to Raailing ListT

To add a field from a different table:

1. Click Show All Tables.

2. Click the plus sign + next to the table that contains the field
you wish to add.

3. Double-click the desired field.

Eait Tabie

Edit Table

rotes

4. The new field will be added.

You can also use the above procedure to add fields to a totally blank
form. Simply create a form by clicking the Blank Form command
on the Create tab, then follow the above steps to add the desired
fields.
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Adding Design Controls

Design Controls set restrictions on the fields in your forms. This helps you better control how the data is entered into your forms,
which in turn helps keep the database consistent.

Combo Boxes
A combo box is a drop-down list that you can use in your form in place of a field. Combo boxes limit the information that a user can
enter by forcing them to select only the options that you have specified.

Combo boxes are useful for fields that have a limited number of possible valid responses. For instance, you might use a combo box to

make sure that people only enter a valid U.S. state while entering an address, or that they only choose products that already exist in
your database while placing an order.

To Create a Combo Box: 5. Type in the choices you would like to appear in your
1. InForm Layout view, select the Form Layout Tools Designtab  drop-down list. Each choice should be on its own row. In
and locate the Controls group. our example, we are creating a combo box for the Add
2. Select the Combo Box command, which looks like a drop-down  t0 Mailing List? field in our form, so we will enter all of
list. the possible valid responses for that field. Users will be

able to select one of three choices from our finished

- combo box: "No," "Yes- Weekly," and "Special Offers
ools Design | Arrange Format Only."

Combo Box Wizard

what values do you want to see in your combo box? Enter the number of columns you want in
@ ; s 7 the list, and then type the values you want in each cell.
o sl j

To adjust the width of 2 column, drag its right edge to the width you want, or double-dick the
right edae of the column heading to get the best fit.

Mumber of columns: 1~
Contrals e
No
—_— Yes- Weekly
| Combo Box| i special Offers Onh]
3. Your cursor will turn into a tiny crosshairs and drop-down

list icon . Move the cursor to the place where you would like to
insert the combo box, and click. A yellow line will appear to

- . . [ cancel | [ <Back | mext> | [ Emsh ]
indicate the location where your combo box will be created.
In our example, the combo box will be 6. If necessary, resize the column so that all your text is
located between the City field and the Add to Mailing visible. Once you are satisfied with your list, click Next.
List? field. Combo Box Wizard
R e What values do you want to see in your comba bax? Enter the number of columns you want in
the list, and then type the values you want in each cell.
To adjust the width of a column, drag its right edge to the width you want, or double-dick the
City Raleigh right edge of the column heading to get the best fit.
Mumber of columns: [T
Coll
Add toMailing List? | No ﬁgs,wﬁuy
Yes- Special Offers
Other Notes
. . . Cancel < Back Next = Finish
4. The Combo Box Wizard dialog box will appear. Select the i [ ) | I J )
second option, | will type in the values | want, then click Next. 7. Select Store that value in this field, then click the
Combo Box Wizard drop-down arrow and select the field where you would
- o ] like selections from your combo box to be recorded. After
This wizard creates a combo box, which displays a list of values you . . .
can choose from, How do you want your combo box to getits maklng your Selectlon, click Next.
values? [ Combo Box Wizard
) I want the combo box to get the values from another table or Microsoft Access can store the selected value from your combo box
- query. N in your database, or remember the value so you can use it later to
perform a task. \When you select 3 value in your combo box, what
© 1 'wil type in the values that 1 want. do you want Microsoft Access to do?
3 - Remember the value for later use.
@ g"n“’bz!:::'d onmy form based on the value I selected in my Store that value in this field: |
D
First Name
Last Name
Street Address
. Cancel | | <Back | mext> | [ Enish
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8.  Enter the label, or name that will appear next to your combo b B

box. Generally, it's a good idea to use the name of the field T e et b b, which ol it o ke o
that you chose in the previous step. g oo Mot S your e ik ta-getie
Conmsb B Wicand
G [even: o tor=o Bos |z gul T et (1 ambe Hoee
Whizk Lot woikd you e Sor waur ponia bes? Tﬂ”; e —
’—‘—thm : T [ e
ind a pezrd ann
cznbey b — I
Hoyzprot
Wik
LT
1 Ao
m-sendr!mm'}u#aﬂm&mmmm E: W
Y Hed
: Whar
Thi= combo box gets its Helinis
walues from three fields Temam
. n the Gustomars table s
Cance «Zad | Firish | [tk
9. Click Finish. Your combo box will appear on the form. If you ’.m.
created your combo box to replace an existing field, you
should delete the first field. Some users report that Access malfunctions while working
In our example, you might notice that we now have two fields with forms. If you have a problem performing any of these
with the same name. These two fields send information to the tasks in Layout view, try switching to Design View.

same place, so we don't need them both. We'll delete the one

without the combo box. Customizing Form Settings with the Property Sheet

The Property Sheetis a pane containing detailed
information about your form and each of its components.
From the Property Sheet, you can make changes to every
part of your form, both in terms of function and appearance.
u The best way to familiarize yourself with the property sheet
is toopen it and select various options. When you select
an option, Access will display a brief description of that
option on the bottom left border of the program window.

' T i st b

-
LISIDmers

10. Switch to Form view to test your combo box. Simply click the
drop-down arrow and verify that the list contains the correct
choices. The combo box can now be used to enter data.

Phone Number 919-355-2314

City Raleigh

Fig e P

Add to Mailing List? \

Other Notes Yes- Weekly

Yes- Special Offers Only

If you want to include a drop-down list with a long list of options and
don't want to type them all out, create a combo box and choose the
first option in the combo box wizard, | want to get the values from
another table or query. This will allow you to create a drop-down

list from a table field. e
s
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Modifying Form Settings

To Set a Field to Auto-fill with the Current Date

There are far too many options in the Property Sheet to discuss
them all in detail. We'll review two useful ones here: hiding fields,
and setting fields with dates to automatically fill in the current
date. Practicing these procedures should give you a sense of how
to work with other Property Sheet settings, as well.

1. In either Layout or Design view, select
the Design tab and locate the Tools group. Click
the Property Sheet command.
2.  The Property Sheet will appear in a pane on the right.

To Hide a Field: On the form, select the field you would like to
1. In either Layout or Design view, select the Design tab and automatically fill in the current date. This must be a
locate the Tools group. Click the Property Sheet command. field with the date data type. For our example, we'll

a select the Pickup Date field on our Orders form.

= gl 3. In the Property Sheet, click the Data tab and select
44] = the Default Value field in the fourth row. Click the
Add Brsting (nee Expression Builder button [eer] that appears in the

Tools

column to the right.

Property Sheet (Alt+ENTER) 4. The Expression Builder dialog box will open. In

Open this object's property sheet the Expression Elements list, click the
to set its properties. words Common Expressions.
2. The Property Sheet will appear in a pane on the right. Onthe 5. In  the Expression  Categories list,  double-
form, select the field you wish to hide. In our example, we'll click Current Date. _
hide the Customer ID field, since we don't want any of our ~ 6. The expression for Current Date will be added.
users to try to edit it. Click OK. _ _ _
P, ) [—— o 7. Switch to Form view to verify that thg expression
it | Selediontype: Tedt Box works. When you create a new record with that form,
.ustomers D B the date field that you modified will automatically fill in
the current date.
- Format| Data | Event | Other | Al
o 1 R Fitter Loakup Database Default =« Form attinq Forms
! Enabled Vs
i Search Lotked No .
| on Click Access offers many options that let you make your forms
|FirstName | Tracey Before Update look exactly the way you want. While some of these
; ’Sf;m‘““ options, like command buttons, are unique to forms, others
§ On Change may be familiar to you.
i Last Name | Beckham
! On Got Focus
OnLost Focus Command Buttons
3. In the Property Sheet, click the Formattab and locate If you want to create a way for users of your form to quickly
the Visible option on the third row. perform specific actions and tasks, consider adding
4. Click the drop-down arrow in the column to the right, and command buttons. When you create a command button,
select No. you specify an action for it to carry out when clicked. By
including commands for common tasks right in your form,
you're making the form easier to use.
Pmpew Sheet X Access offers many different types of command buttons,
Selection type: Text Box but they can be divided into a few main categories,
including:

ID B
(] Record Navigation command buttons, which
Format | Data | Event | Other | Ml ‘ ;a;gﬁracljlgg g/;)suer} user to move among the records

Format &

Nerimal Places Juta (] Record Operation command buttons, which let
= our user do things like save or print a record.
Visible ‘fes| y E P

Show Date Picker fes e Form Operation command buttons, which give

Width your user the ability to quickly open or close a
Height 0,2493" form, print the current form, and other actions.

Tan N5’

e Report Operation command buttons, which offer
the user a quick way to do things such as preview
or mail a report from the current record.

5. Switch to Form view to verify that the field is hidden.
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To Add a Command Button to a Form:

o

In Form Layout view, select the Form Layout Tools
Design tab and locate the Controls group.
Select the Button command.

Pe=erral Onen bOesxhace Tanls Frorreat

L+ BBl Ag TEL__I @ [el T =Byl

Lonlbrula

sl armnoe

|5u|.|-\."||
Your cursor will turn into a tiny crosshairs with a

button icon "1 . Place it in the spot where you would like
your command buttopugghlgg,lIgpglglick.

Phone Number |919—555—2314

City Raleigh
Add to Mailing List? [ro
Other Notes
I:F:I I_
The Command Button Wizard will appear. In

the Categories pane, select the category of button you want
to add. We want to find a way to move more quickly to
specific records, so we'll choose the Record Navigation
category.

The list in the Actions pane will update to reflect your
chosen category. Select the action you would like the button
to perform, then click Next. For our example, we'll
choose Find Record.

Command Button Wizard

T e——

What action do you want to happen when the button is
pressed?

Different actions are available for each category.

Categories:

Record Operations
Form Operations
Report Operations
Application
Miscellaneous

Go To Last Record
Go To Next Record
Go To Previous Record

= (e ) [ o= ]

You can now decide whether you want your button to
include text or a picture. A live preview of your button
appears on the left.

To include text, select the Text option and type the desired
word or phrase into the text box.

Command Button Wizard

~

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

I @) Text: search]| I

) Bicture: @ [ Browse...

Mext > ] [ Einish
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O To include a picture, select the Picture option. You can
decide to keep the default picture for that command
button, or select another picture. Click Show All
Pictures to choose from another command button icon,
or Browse... to choose a picture from your computer.

Canemaned Bolion ‘Wicand

Lus pzmerh labur o pmlocas Jo bulked

Hoal trmnnm Tact, i ene bpme e et o dlem ey ™ v
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E_Eu.:'
1
T M Fhees
Cancal || o Sk I P 1 heeh

2. When you are satisfied with the appearance of your
command button, click Next.

3. Type a name for the button. This name won't appear on
the button, but knowing the name will help you quickly
identify the button if you ever want to modify it with
the Property Sheet. After typing the button name, click
Finish.

Cormmans EButton Wezard

|

| L s i | b i e Lo |

B remringiul reres vl Sl pou o refe o the butlon later.

| =i ]

That's ol B miorma Son e woNT Neect © SRS pou
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4. Switch to Form view to test the new button. Our Find
Record button opens the Find and Replace dialog box.

1731F
[ i |
[ |
ol e, | =
Wy Paat P |
W = =
g G a5t Fedds i F | _‘

#
[

Some users report that Access malfunctions while formatting
forms. If you have a problem performing any of these tasks in
Layout view, try switching to Design View.

Modifying Form Layout

When you create a form, Access arranges the form
components in a default layout where the fields are neatly
stacked up on top of each other, all exactly the same width.
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While this layout is functional, you might find that it doesn't best fit your information. For instance, in the form below, most of the fields
are almost completely empty, since the data stored there doesn't take up much room.

The form would fit the data a little better if we made the fields and command buttons smaller, and even put some of them side by side.
However, with the default layout, you won't be able to put two fields next to each other or resize one field or button without resizing
them all. This is because Access lines up form components in rows and columns. When you resize a field, you're really resizing the

column that contains it.

We can do this using the command on the Arrange tab, which contains all the tools you need to customize your form's layout.

Al - T3

hazinl

“ Home Create External Data Catabase Took Cesign arrange Format
] = =5 | &EHE = Select Layout 3 | = == 3
EE = S e B E N B = =i " Al HE ¥
B — == W] Select Column
Gridlines Stacked Tabulsr  [nsed  [ngert  Bnsert  Tnsad Sph Split Move Mlowve Comtred  Contral  Anchoring
- Right =1 Select Bow viertscally HonEortslly Up Down  Marging = Pacding = -

Aoove Below Left

able Rowa &k Colu

To Resize Form Components:
1.  Switch to Layout view.

2. Select the field or button you would like to resize,
and hover your mouse over the edge. Your cursor will
become a double-sided arrow.

3. Click and drag the edge to resize, and release when
the field or button is the desired size.

4. The field or button, as well as every other item in line
with it, will be resized.

To Move Form Components:

1. If necessary, add columns or rows to make room for
the field or button you wish to move, by using the Insert
commands in theRows &  Columns group.
In our example, we want to move the Last Name field to
the right of to the First Name field, so we'll have to
create two new columns to the right: one for the field
label, and one for the field itself. To do this, we'll click

the Insert Right command twice.

- o LavoutTooks |
Design | Arrange Format
ﬂ ﬂ_‘l E EH select Layout E

[ select Column
it Insert Insert  Insert s] Split Split
ve Below Left  Right 0 Select Row . h "
Rows & Colurr

External Data Database Tools

—

A new column

| custamers |Insert nght|

stomers

Tracey

Beckham

7 East Walker Dr.

Klgrge /St Maove Poyrtign

2. Click and drag the field or button to its new location. If you're moving a
field, make sure to move the field label, as well.

== Customers Form

j Customers

b

&
D 1
Search E
First Name Tracey ﬁ%
Last Name Beckham /

Street Address 7 East Walker Dr.

3. Repeat steps 1-2 with any other fields or buttons you wish to move.

] Camlmmes Fain
= Customers
L

i) Wtk iy T na
Ml M
o ‘ -
ali55-22
M Curflimvend ;)

If you would like to make a field take up more or less space than one
column, you can use the Merge and Split commands. The Merge
command combines two or more cells, while
the Split command divides a cell.

)

Phmrer
. ARG
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Lesson: 5

Sorting & Filtering Records

Access 2010 gives you the ability to work with enormous amounts of data, which means it can be hard to learn anything about your
database just by glancing at it. Sorting and filtering are two tools that let you customize how you organize and view your data making
it more convenient to work with. Essentially, sorting and filtering are tools that let you organize your data. When you sort data, you
are putting it in order. Filtering data lets you hide unimportant data and focus only on the data you're interested in.

Sorting Records

When you sort records, you are putting them into alogical
order, with like data grouped together. As a result, sorted
data is often simpler to read and understand than unsorted data.
By default, Access sorts records by their ID numbers. However,
there are many other ways records can be sorted. For example,
the information in a database belonging to a bakery could be
sorted in a number of ways:

®  Orders could be sorted by order date or by the last
name of the customers who placed the orders.

® Customers could be sorted bynameor by
the city or zip code where they live.

®  Products could be sorted by name, category (e.g.,
pies, cakes, cupcakes, etc.), or price.

You can sort bothtextand numbersin two  ways:
in ascending order or descending order. "Ascending" means
"going up," so an ascending sort will arrange numbers
from smallest to largest and text from A to Z. "Descending"”
means "going down," or largest to smallest for numbers and Z
to A for text. The default ID number sort that appears in your
tables is an ascending sort, which is why the lowest ID numbers
appear first. In our example, we will be performing a sort on a
table. However, you can sort records in any Access object. The
procedure is largely the same.

To Sort Records:
1. Select a field in the cell you wish to sort by. In this
example, we will sort by customers' last names.

t s Filter Records

e Plavigaticon = o ers
-1 | First Mame -I LCa=t Na - L
1 Tracew = N 1
Z Lucind= George EL=
3 Jerrod Srith =1
4 Brett Mewrkirk e
= Chiloe Jones ==
5 CQiuinton Boyd A4
7 oadesx Hinton 10
2 Misha Hall 1z
o Hillary Clayton 25
10 Kiara wrilliams =0
11 Katy Jones as
12 Beatrix Joslin a5
1= maariah Adlen 1=
14 Jennifer Hill =1
1s Jalec=l Smith 1z
16 Codyw Hawyes &5
17 Armava Gibson =0
18 Cynthia Lowe EL=

2. Click the Home tab on the Ribbon and locate the Sort
& Filter group.

3. Sort the field by selecting
the Ascending or Descending command.

O Select Ascending to sort text A to Z or to
sort numbers from smallest to largest. We
will select this in our example, since we
want the last names to be in A to Z order.

O Select Descending to sort text Z to A or to
sort numbers from largest to smallest.
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 Eor el - -. 3
o
et = - Emglas| Srcanding Hevgssion | 1] Customens
F3 C: = First Mame - Last Mame
,_ + Backham :
! George 78
. =mith 21
* Hmwkirk a3
4. The table will now be sorted by the selected field.
zort & Filter Records
aase Mavigation j Customers
~T  First Name - Last Name -1
102 Theodore Achi
195 Kris Ackerman :
78 Michiko Akiwana H
188 Mathan Albee B
13 Mariah Allen
37 Carol Allenson :
38 Zoey Altman H
163 Franz Angelou M
87 Robert Armisen B
47 Hakim Auden H
129 Yann Augerot H
40 Vig Aurelio H
1 Tracey Beckham B
124 Andrews Bedinger
136 Xy'nya Bell
187 Samantha Bell
190 Matt Benson i
41 Jeffery Bergman

5. To save the new sort, click the Save command on the Quick
Access toolbar.

After you save the sort, the records will stay sorted that way until
you perform another sort or remove the current one. To remove a
sort, simply click the Remove Sort command.

Filtering Records

Filters allow you to view only the data you want to see. When
you create a filter, you set criteria for the data you want to display.
The filter then searches all of the records in the table, finds the
ones that meet your search criteria, and temporarily hides the
ones that don't.

Filters are useful, as they allow you to focus in on specific records
without being distracted by the data you're uninterested in. For
instance, if you had a database that included customer and order
information, you could create a filter to display only customers
living within a certain city, or only orders that contain a certain
product. Viewing this data with a filter would be far more
convenient than searching for it in a large table.

In our examples and explanations, we will be applying filters to
tables. However, you can apply filters to any Access object. The
procedure is largely the same.
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To Create a Simple Filter:

3.

Click the drop-down arrow next to the field you would like
to filter by.

A drop-down menu with a checklist will appear. Only
checked items will be included in the filtered results. Use
the following options to determine which items will be
included in your filter:

O Select and deselect items one at a time by
clicking their checkboxes.

O Click Select All to include every item in the filter.
Clicking Select All a second time will deselect
all items.

O Click Blank to set the filter to find only the
records with no data in the selected field.

Click OK. The filter will be applied.

Toggling your filter allows you to turn it on and off. To view the
records without the filter, simply click the Toggle Filter command. To
restore the filter, simply click it again.

Creating a Filter from a Selection

Filtering by selection allows you to select specific data from your
table and find data that is similar or dissimilar to it. For instance, if
you were working with a bakery's database and wanted to search for
all products whose names contained the word "chocolate," you could
select that word in one product name and create a filter with that
selection. Creating a filter with a selection can be more convenient
than setting up a simple filter if the field you're working with contains
many items.

To Create a Filter from a Selection:

1.

Select the cell or data you would like to create a filter with.
If We want to see a list of all of our products that contain
the word "chocolate" in their names, so we'll select the
word "chocolate" in the Product Name field.

Select the Home tab on the Ribbon and locate the Sort &
Filter group.

Click the Selection drop-down arrow.

Select the type of filter you would like to set up:

O Selecting Equals will include only records with
data that is identical to the selected data.

O Selecting Does Not Equal will include all
records except the data that is identical to the
selection..

O Selecting Contains will include only records with
cells that contain the selected data. We'll select
this, since we want to see records that contain
the word "chocolate" anywhere in the title.

O Selecting Does Not Contain will include all
records except those with cells that contain the
selected data.

The filter will be applied. Our table now displays only
products with the word "chocolate" in their names.

Creating a Filter from a Search Term

You can also create a filter by entering a search term and specifying
the way Access should match data to that term. Creating a filter from
a search term is similar to creating a filter from a selection.
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Filtering Text by a Search Term

When filtering text by entering a search term, you can use
some of the same options you use when filtering by a
selection, like Equals, Does not Equal, Contains, and Does
Not Contain. You can also choose from the following options:

Begins With, which includes only records whose data
for the selected field begins with the search term

Does Not Begin With, which includes all
records except those whose data for the selected field
begins with the search term

Ends With, which includes only records whose data for
the selected field ends with the search term

Does Not End With, which includes all
records except those whose data for the selected field
ends with the search term

To Filter Text by a Search Term:

1. Click the drop-down arrow next to the field you
would like to filter by. If We want to filter the records
in our orders table to display only those that contain
notes with certain information, so we'll click the
arrow in the Notes field.

2. Inthe drop-down menu, hover your mouse over the
words Text Filters. From the list that appears,
select the way you would like the filter to match the
term you enter. In this example, we want to view
only records whose notes indicate the order was
placed for a party. We'll select Contains, so that we
can search for records that contain the word "party."

3. The Custom Filter dialog box will appear. Type in
the word you would like to use in your filter.

4. Click OK. The filter will be applied.

Filtering Numbers with a Search Term

The process for filtering numbers with a search term is very
similar to the process for filtering text. However, different
filtering options are available to you when working with
numbers. In addition to the Equals and Does not Equal, you
can also choose:

e  Greater Than to include only records with numbers
in that field greater than or equal to the number
you enter

e Less Than to include only records with numbers in
that field less than or equal tothe number you
enter

e Between to include records with numbers that fall
within a certain range
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Lesson: 6

Designing A Query

The real power of arelational database is in the ability to quickly retrieve and analyze your data by running a query. Queries allow you
to pull information from one or more tables based on a set of search conditions you define.

Running a query is like asking a detailed question of your database. When you build a query in Access, you are defining specific
search conditions to find exactly the data you want.

How are Queries Used?

Queries are far more powerful than the simple searches or filters you might use to find data within a table. This is because queries
can draw their information from multiple tables. For example, while you could use a search in the customers table to find the name of
one customer at your business or a filter on the orders table to view only orders placed within the past week, neither of those would let
you view both customers and orders at once. However, you could easily run a query to find the name and phone number of every
customer who's made a purchase within the past week. A well-designed query can give information that you might not be able to find
out just by examining the data in your tables.

When you run a query, the results are presented to you in a table, but when you design one, you use a very different view. This is
called Query Design view, and it lets you see how your query is put together.

One-Table Queries

Let's familiarize ourselves with the query-building process by building the simplest query possible: a one-table query.

We will run a query on the Customers table of our bakery database. Imagine that our bakery is having a special event, and we want to
invite our customers who live nearby, since they are the most likely to come. This means we need to see a list of all the customers
who live close by, and only those customers.

If you think this sound a little like applying a filter, you're right. A one-table query is actually just an advanced filter applied to a table.

4. The selected table will appear as a small window in

To Apply a Simple One-Table Query: the Object Relationship Pane. In the table window,

1. Select theCreatetab on the Ribbon and locate - . . . .
the Queries group. double-click the flelq names you would |Ik§ to |np|qde in
2. Select the Query Design command. your query. They will be added to the Design Grid in the
T T ——— bottom part of the screen.
i | o mm o ] e In our example, we want to mail invitations to customers
pscalion  Tele Tesls She o tam mEnk who live in a certain area, so we'll include the first and last
i et R L name, street address, city, state, and zip code fields. We
= w | [ *----'~=|'|'1-'-'= aren't planning on calling or emailing our customers, so we
— . ’ don't have to include the telephone or email fields.
) 1 . - i
3. Access will switch to Query Design view. In the Show ! BAW ¥ o : 2 o
Table dialog box that appears, select the table you would T T Mmoo i 3
like to run a query on. Click Add, then click Close. We e — P— " —

are running a query about our customers, so we will add
the Customers table.

=y

Shwows Table
Tables | Quunias | Bath 1
Calugurs
|
*rocicts Tabks 1
Sales Ut
oy -
e | et - & /
-
u
— —_— .
i
nasm«
[ Add -
J

5. Set the search criteriaby clicking on the cell in
the Criteria: row of each field you would like to filter.
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Typing criteria into more than one field in the Criteria: row will set your
query to include only results that meet all the
criteria. If you want to set multiple criteria, but don't need the records
shown in your results to meet them all, type the first criteria in the Criteria:
row and additional criteria in the Or: row and the rows beneath it.

For this one-table query, we'll use very simple search criteria.

We want to find our customers who live in a city called Raleigh, so
in our City field; we'll type" Raleigh." Typing "Raleigh" in quotation
marks will retrieve all records with an exact match for "Raleigh" in

(0]

the City field.

Some customers who live in the suburbs live fairly close by, and
we'd like to invite them as well. We'll add their zip code, 27513 as
another criterion. Since we want to find customers who either live in
Raleigh or the 27513 zip code, we'll type "27513" in the or: row of

the Zip Code field.

Field: | City State Zip Code
Table: | Customers Customers Customers
Sort:
Show: 7]
Criteria:

|I'Ra|eigh' I

1

After you have set your criteria, run the query by clicking

the Run command on the Query Tools Design tab.

The query results will be displayed in the query's Datasheet View,
which looks like a table. If desired, save your query by clicking
the Save command in the Quick Access Toolbar. When prompted to

name it, type in the desired name and click OK.
Sert & Fite Fizcards

lewgation | =) Queryl

End
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To Design a Multi-Table Query

Queries can be hard to understand and build if you
don't have a good idea of what you're trying to find
and how to find it. A one-table query can be simple
enough to make up as you go along, but to build
anything more powerful, you'll need to plan the
query in advance.

Planning a Query

When planning a query that uses more than one

table, you should go through these four steps:

1. Pinpoint exactly what you want to know. If you
could ask your database any question, what
would it be? Building a query is more
complicated than just asking a question, but
knowing precisely what question you want to
answer is essential to building a useful query.

2. Identify every type of information you want
included in your query results. Which fields
contain this information?

3. Locate the fields you want to include in your
query. Which tables are they contained in?

4. Determine the criteria the information in each
field needs to meet. Think about the question
you asked in the first step. Which fields do you
need to search for specific information? What
information are you looking for? How will you
search for it?

This process might seem abstract at first, but as we
go through the process of planning our own multi-
table query, you should start to understand how
planning your queries can make building them a lot
easier.

Joining Tables in Queries

The final thing you need to consider when designing
a query is the way you link, or join, the tables you're
working with. When you add two tables to an
Access query, this is what you'll see in the Object

Relationship Pane:

Custorners Orders Table

* *

o Z o
First Mame Customer [D
Last Name Paid
Street Address Pre Order
State MNotes
Zip Code Pickup Date
Email
Phone Number
City

~|  last Name - Street Address T City - State
Beckham 7 East Walker Dr, Raleigh NC
Newkirk 47 Hillsbaraugh 5t. Raleigh NC
|aneg ~135alaln ] NC
Hall Sarve A ?@\ HC
Clayton Duery Name: NC
laslin Mearay Customens I NC
Allen HC
Hill [@ Cence NC
Hayes NC
Gibson T ke
Love 7825 Venice Ct, Raleigh NC
Freeman 7B-8 Meadawiew Ln. Raleigh NC
Jamesan 29 Morth Luke Cr, Raleigh NC
Williams 123 Garden Plow Way Raleigh NC
Tharmias 127 South Pejelup Ln, Raleigh NC
Rindar 174 Hasrictic Wau Dalainh nr
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The line connecting the two tables is called the join
line. See how the join line is actually an arrow? This
is because it indicates the order in which the query
looks at data from the two tables. In the image
above, the arrow is pointing from left to right, which
means that the query will look at data in
the left table first, then look at only the data in the
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right table that relates to the records it's already seen in the left table.
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Your tables won't always be joined this way-- sometimes Access will join them right to left. In either case, you might need to change
the direction of the join to make sure your query includes the correct information. The join direction can affect which

information your query retrieves.

Creating a Multi-Table Query

Now that we've planned our query, we're ready to design and run it. If you have created written plans for your query, be sure to

reference them often throughout the query design process.

To Create a Multi-Table Query:

1. Select the Query Design Command from
the Create tab on the Ribbon.
nne Sreabs Futarmnl Dovin Tinksbwee Toalr Fleld: Tanis
1 ym - L ] — = T
| = Ul WelE EE T =
spgialion | Tabs  Tabk SecaPam  Quary Qusn Fiem Form Seck
ks Lizegn Lk - Wheae Deagr Juaigr Forn oo nt
i plals Tagi Sk [} Frm
Al Access Obpects (50 s | ] Emplayma B4 query Deaisn
Saarch 2 1D | Create o e, bilang quasyin as
R -
H Laluguncs = hir dalnn o ls
thyzu tan
T rberras ' Ina o gunes b add b
+ design de
B Loy = Lk
s T — i g Pepan F1 e moee hals. i

2. In the Show Table dialog box that appears, select
each table you would like to include in your query
and click Add. After you have added all of the tables
you wish, click Close. When we planned our query,

we decided we needed information from
the Customers and Orders table, so we'll add those.
" Show Table [ ™

Taokes  Qenes |E:-Ir

Cateqories
Custoimars
Khard Jkens
Sk Ticaiae
Cachaz luliu
Freduche Tabls
Samnlink

Close

. Lntp ] ,
3. The tables will appear in the Object Relatioﬁship
Pane, linked by ajoin line. Double-click the thin
section of the join line between two tables to edit

its join direction.

:abase Mavigation i ﬁ] Qu.elyl"-

Customers Orders Table

* N *
? D - %D

First Name _\%:DD CustomerID
Last Mame Paid
Street Address Pre Order
State Motes
Zip Code Fickup Date
Email
Fhone Number
City
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4. The Join Properties dialog box will appear. Select an option to
choose the direction of your join.

(0]

Choose option 2: for a Left to Right join. In  our query,
the left table is the Customers table, so choosing this would
mean that all of the customers who met our location criteria,
whether or not they had placed an order, would be included in
our results. We don't want to choose this option for our query.
Choose option 3: for a Right to Left query. Since
our right table is our Orders table, selecting this option will let
us work with records for all of the orders and only the
customers who've placed orders. We'll choose this option for
our query, since this is exactly the data we want to see.

[T |

Join Beperies —
Lot Tasbde- Hawne: gt Tobes Hosre:
Cuimrears w| Crrers Tabie -
Lt Cigi o Plamen Sight Dok Hare
m v | Lipctama b3 |=|

L ey ke vowes vwdaci o porwad Bk Fverm by Labdoss o capad,

(P77 | ncugs AL recands from Custoneers 2nd pefy thas resonds fran Orders
T’ wlman: o g Tk o o,

Tkt AL ook e e dhorsa T el oy i ook e

Tiwimwer’ whars dw e felde wre srpsl

=]

Lareel T

5. In the table windows, double-click the field names you would
like to include in your query. They will be added to the Design

Grid in
In our
the Customers table: First

the bottom
example, we'll

part of the screen.
include most of the fields from
Name, Last Name, Address,

City, State, Zip Code, and Phone Number. We'll also include
the ID number from the Orders table.

Employee Database Navigation | 3 Quenyi

Customers Orders Table
¥ o
First Name
Last Name Paid
Street Address Pre Order
State Notes
Zip Code Pickup Date
Email
Phone Number
City
[T
Field: |First Mame Last Mame | Street Address | City State Zip Code Phone Number |
Table: | Customers Customers Customers Customers  Customers  Customers Customers Orders Table
Sort:
Shou:

Criteria:
on

6.
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Set field criteria by entering the desired criteria in the
criteria row of each field. We want to set two criteria:
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e  First, to find customers who do not live in Raleigh, we'll type Not like ("Raleigh") in the City field.
e Second, to find customers who have a phone number beginning with the area code 919, we'll type Like ("919*") in the Phone

Number field.
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L] 1]
Field: | First Mame Last Mame Street Address | City State Zip Code Fhone Mumber ID
Table: | Customers Customers Customers Customers Customers | Customers | Customers (o]]
Sort:
Show: ] =2
[Fistin rrateignd | Tike (o1 |
on
A |
SO & FIler Records Find Text Formattin]
7. After you have set - -
. . oyee Database Navigation
your Cntena' rl'_m the tName = LastName  « Street Address v City »| State - ZipCode + Phone
qhuery by CIIdemg Sigrudsdatter 55 Cameron Ct. Cary NC 27513 919-555-
the Run comman Yuen NC 27513 919-555-
P |-
on the Query Tools 8 MacDonald S NC 27514 919-555-
Design tab. Slobodowski Query Name: NC 27513 919-555-
8. The query results will : Oglesby Customers Who've Ordered From Mearby Towns NC 27714 913-555-]
be displaved in the irine Kellerman NC 27513 919-555-
play i3 Olivera NC 2714 919-555-
query's Datasheet - n Storey NC 7714 919-555-
View, which looks like a table. If deswed save your Jote Temgie 12 Spencer Ave. ChapelHill  NC 27514 919-555-
query by clicking the Save command in the Quick Emory 99 Hillshorough St. Gerner NC 27529 919-555-
Access Toolbar. When prompted to name it, type in v Da_r‘t{'\asarathy 1009 Ra-leigh Street Hillshorough ~ NC 27278 919-555-
the desired name and click OK. Williams 9014 Miller Ln. Durham ! NC 27714 919-555-
12 Daugherty 105 Aycock St. Chapel Hill NC 27514 919-595-
To Sort Queries peth Olsen 4325 W. King 5t Garner NC 27529 919-555-

Field: | City State
Table: | Customers Customers
Sort: | Ascending

Show:
Criteria:

Zip Code
Customers

Ascending %

This field is
sorted first

This field is
sorted second

To Apply a Multi-Level Sort:

Access allows you to apply multiple sorts at once while you're designing your
query. This allows you to view your data exactly the way you want; every single
time you view it. A sort that includes more than one sorted field is called a multi-
level sort. A multi-level sort allows you to apply an initial sort, then further
organize that data with additional sorts. For instance, if you had a table full of
customers and their addresses, you might choose to first sort the records by city,
then further sort them alphabetically by last name.

When more than one sort is included in a query, Access reads the sorts from left
to right. This means that the leftmost sort will be applied first. So for instance, in
the below example, the customers will be sorted first by the City they live in and
then by the Zip Code within that city.

1. Open the query, and switch to Design View.
2. Locate the field you would like to sort first.
ascending or descending sort.

In the Sort: row, click the drop-down arrow to select either

an

3. Repeat the process in the other fields to add additional sorts. Remember, the sorts are applied from left to right, so any
additional sorts must be applied to fields located to the right of your primary sort. If necessary, you can rearrange the fields

by clicking afield and dragging it to a new location.
4. To apply the sort, click the Run command.
5. Your query results will appear with the desired sort.

You can also apply multi-level sorts to tables that don't have queries applied to them. On the Home tab on the Ribbon, select
the Advanced drop-down command in the Sort & Filter group. Select Advanced Filter/Sort, and create the multi-level sort as you
normally would. When you're finished, click the Toggle Filter command to apply your sort.

Hiding Fields within Queries

Sometimes you might have fields that contain important criteria, but you might not need to actually see the information from that field
in the final results. For example, take one of the queries we built in our last lesson-- a query to find the names and contact information
of customers who had placed orders. We included Order ID numbers in our query, since we wanted to make sure that we only pulled
customers who had placed orders. However, we really didn't need to see that information in our final query results. In fact, if we were
just looking for customer names and addresses, seeing the order number mixed in there too might have even been distracting.
Fortunately, Access makes it very easy to hide fields while still including any criteria they contain.
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To Hide a Field within a Query:

1. Open the query, and switch to Design View.

2. Locate the field you would like to hide.

3. Click the checkbox in the Show: row to uncheck it.

4. To see the updated query, select the Run command.

The field will be hidden.

To unhide a hidden field, simply return to Design View and click
the checkbox in the field's Show: row again.

More Types of Queries

By this point, you should understand how to create a simple one-
or multi-table query using multiple criteria. Additional queries
offer you the ability to perform even more complex actions with
your database. One of these is the totals query, which lets you
perform calculations with your data.

Totals Queries

Sometimes, setting simple criteria won't give you the results you
need, especially when you're working with humbers. You may
want to see your query results grouped or counted in some way.
Access 2010 offers several options that make these functions
possible. Perhaps the easiest of these is the Totals command.
When you use the Totals function in your query, the data in your
fields will be grouped by value, meaning that all items of one type
are listed together. For instance, in a totals query about the items
sold at our bakery, each type of item sold would be listed on a
single row, no matter how many times that item had been sold.
Once your records are grouped, you can perform calculations
with them. These calculations include:

e Count, which counts the number of the same items in a field

e Sum, which adds the numbers in that field

e Average, which finds the average of the numbers that occur in
that field

e Maximum, which returns the highest value that has been
entered in that field

¢ Minimum, which returns the lowest value that has been
entered in that field

e First, which returns the first, or earliest, value that has been
entered in that field

e Last, which returns the last, or most recent, value that has
been entered in that field

To Create a Totals Query:

1. Create or open a query you would like to use as atotals
query. For our example, we want to find the total number
we've sold of each of our menu items, so we'll use a query
showing us all of the menu items we've sold. If you want to
follow along in our database, open the Menu Items
Ordered query.

2. In the Query Design tab, locate the Show/Hide group and
select the Totals command.
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3. A row will be added to the table in the Design Grid, with all
values in that row set toGroup By. Select the cell in
the Total: row of the field you would like to perform a
calculation on, and click the drop-down arrow that appears.

Field: | Product Types Product Name Product Name Quantity

L | Catenarie Produrts Table Salps Unit Order ftem
Total: | Graup By | Graup By |Group By firoun B E[l
SO T T T lg
Show,

Criteria:
ar

4. Select the calculation that you would like to be performed in
that field. In our example, we want to add the quantities of
products we've sold, so we'll select the Sum option.

Field: |Product Types
Table: | Categories
Total: | Group By
sort:
Show;
Criteria: Avg
oE Min
Max
Count
StDev
Var
First
Last
Expression
Where

I

5. When you are satisfied with your query design, select
the Run command on the Query Tools Design tab to run the
query.

6. The query results wil be displayed in the
query's Datasheet View, which looks like a table. If
desired, save your query by clicking the Save command in
the Quick Access Toolbar. When prompted to name it, type in
the desired name and click OK.

Product Name
Products Table
Group By

Product Name
Sales Unit
Group By

Quantity
Order Items

Other Types of Query

e Parameter Quer

A parameter query allows you to create a query that can be
updated easily to reflect a new criterion, or search term.
When you open a parameter query, Access will prompt you
for a search term, and show you query results that reflect that
search.

e Find Duplicates Query

Afind duplicates querylets you find all duplicate
records in your database, so that you can delete them.
Duplicate records can negatively affect the integrity of your
database.
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Lesson: 7

Creating A Report

Creating Reports

If you need to share information from your database with someone, but don't want them actually working with your database, you
should consider creating aReport. Reports allow you to organize and present your data in a reader-friendly, visually appealing format.
Access 2010 makes it easy to create and customize a report using data from any query or table in your database.

Reports give you the ability to present components of your database in an easy-to-read, printable format. Access 2010 lets you
create reports from both tables and queries.

To Create a Report:
1. Open the table or query you would like to use in your report. We want to print out a list of last month's orders, so we'll open up
our Orders Query.

1 Orders Query
First Mame - Last Namg  -i  Phone Number - Paid = Pickup Date | ZipCode -
Klaoxi Zheng [515]-5535-27E0 Yes 12102000 27603
Andrie| Whujek (5153550450 s 12/4/2010 37608
Carson Woolf [919]-555- 0440 fars 12718/ 2010 27615
Kiara Williaims 315-555-8075 Yes 12/23/2000 27714
Janig Widby [$15]-3535-1025 Yes 12/23/3000 27615
Dick Whitman [515]-555-5042 Tes 12/ 24/ 2000 27607
Dick Whitman (919} -555- 5042 s 12083000 27607
Lashaunda White [2159]-555-TE95 Yes 12119/2000 27607
George Wein [919]-555-3302 Yes 13232000 27615
Lebran Wada [515]-555-1520 Yes 12/23/3000 27605
Kiaolin Tu [51%]-355%- 2005 s 12031/ 3000 2%

2. Select the Create tab on the Ribbon and locate the Reports group. Click the Report command.

I AL : Database [(Acd
[ Wizard f=m §I:I

& Report Wizard

.

igation -~ — =Sl Labels — 5
Report Report Blank Macr
e Forms — %_ Design Report
Reports

hber Order;- Report IE Plery
Create a basic report of the data in up Date

the current query or table, to
which you can add features such 12"{18"{20
as groups or totals. 12/30/20
(515} 9 Press F1 for more help. 12!16;20
{919} 12/15/20
{919}-555-2000 Yes 12,/18/20

3. Access will create a new report based on your object.

4. It's likely that some of your data will be located on the other side of the page break. To fix this, resize your fields. Simply select
a field, then click and drag its edge until the field is the desired size. Repeat with additional fields until all of your fields fit.

i Orders Query
aul Timar F Fick Fips Cn
Whitman I T Ay,
Bell Trus 1/0fzoL0 | zpbes
Wairk Tru= PEXETESE TS T
Zheng Nigo | [agk555-2788 T 12/10/z010 | =b0g
=i
Auden Hubi | pagh 555 ooasg Trus 1344 2010 | X760
i
Altman | [ T e Trus pufam e | s
Dravalier Faph | [a1al-555-1547 T 12fig/010 | ybog
IEGLL
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5. Tosave your report, click the Save command on the Quick Access Toolbar. When prompted, type a name for your report
and then click OK.
Just like tables and queries, reports can be sorted and filtered. Simply right-click the field you wish to sort or filter. Then, select the
desired sorting or filtering option.

Deleting Fields
You might find that your report contains some fields you don't really need to view. For instance, our report contains the Zip Code field,
which isn't really necessary in a list of orders. Fortunately, you can delete fields in reports without affecting the table or query you got
your data from.
To Delete a Field in a Report:

1. Click any cell in the field you would like to delete.

2.  Press the delete key.
When you delete a field, be sure to delete its header as well. Simply select the header and press the delete key.

Printing and Saving Reports in Print Preview

While you can print reports using commands in the Backstage view, you can also use Print Preview. Print Preview shows you how
your report will appear on the printed page. It also allows you to modify the way your report is displayed, print it, and even save it as
a different file type.

To Print a Report:
1. On the Home tab of the Ribbon, click the View command and select Print Preview from the drop-down list. Your report will
be shown as it will appear on the printed page.
2. If necessary, modify the page size, margin width, and page orientation using the related commands on the Ribbon.
3. Click the Print command.
4. The Print dialog box will appear. Set any desired print options, then click OK.

Saving Reports

You can save reports in other formats so that they'll be viewable outside of Access. This is called exporting afile, and it allows you to
view and even modify reports in other formats and programs.

Access offers options to save your report as an Excel file, a Text file, a PDF, an XPS file, an email attachment, a Rich Text file, or
an HTML document. Experiment with the different export options to find the one that best suits your needs.

To Export a Report:

. Onthe Home tab of the Ribbon, click the View command and select Print Preview from the drop-down list.

Locate the Data group on the Ribbon.

Select one of the file type options on the Ribbon, or click More to see options to save your report as a Word or HTML file.
Save your file.

pPODPE

O If you're saving the report as a PDF or XPS file:
1. Select the location where you wish to save the report.

2. Place your cursor in the file name text box and type a name for your report if you wish to name it something other
than the report title.
3. Inthe Save as Type drop-down menu, select either PDF or XPS.
4. Select the file quality by clicking either Standard for reports you plan on printing or Optimized for reports you plan
to share primarily online.
5.  Once you are satisfied with your settings, click Publish to save your report.
O If you're saving the report as any other type of file:

1. Click Browse to specify your file location and name, then click Save.
2. Inthe Export dialog box, click the checkboxes to select desired saving options where applicable,
3. Click OK to export your report.
5. Adialog box will appear to notify you that your file has been successfully saved. Click Close to return to your report.
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Lesson: 8

Designing Your Own Database

Designing Your Own Database

Now that you know how to use and modify existing databases, you might be interested in designing your own. Database design can
be very complicated-- so complicated, in fact, that people take extensive courses just to learn how to plan databases. For that reason,

we haven't focused on creating a database from scratch in this course. However, we can help you get started.

In this lesson, you will learn how to create a database from an existing template. You will also learn about other resources you can
use to learn database design.

Creating a Database from a Template

Before deciding to build your own database, you may want to look at the templates included in Access to see if any of them match
your needs. When you select a template, Access creates a new database based on that template. Once it's created, you can fill the

database with your own information, or modify it to suit your needs.

To Create a Database from a Template:

1. Select the File tab. This will take you to Backstage View.

Home Create

=3 Cop
Paste L . Filte

- # Farmat Painte

Views Clipboard ,

External Data

4. Access will display all of the available templates of that
type. Select a template to see more information about it,
including a visual preview, on the right.

Databa:

Sort & F

| |}
2.  Onthe sidebar, click New.
3. Template options will appear.

=

Under the Office.com

Templates heading, you can see a list of templates |
grouped by type. Select the template type that best fits i

your needs.
Available Templiates

+ 1% Home

1 B LY

Elank s Recent

=L

Blark: Sampls

by templates

catabaze databare ternplates terraplates
Ofhce coam Templates search UHice.com For termplatea -
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5. When you have found the template you'd like to use,

click Download. The template will open automatically once

it's finished downloading.
]
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Unit-VI- Internet

Lesson: 1
Introduction to Internet

Introduction to Internet

In 1970 the Defence Department of USA, set up a network called ARPANET (Advanced Research Projects Agency Network). The
main objective was to provide aid to military research and to test and develop network technologies. In order to share information and
research results, scientific teams at Defence Ministry of US and a few selected universities and research laboratories collaborated.
Slowly word spread about the advantages of collaborative work and more research teams and equipment manufacturers started
forming network teams. As the network started growing, newer protocols like TCP/IP protocol (a set of protocols that help in
communication over the Internet) evolved in which communication could take place between machines of different configurations and
types. In 1983, APRAnet disintegrated into:

1. MiLnet (Military Network which integrated with Defence Data Network)
2. APRAnet (Network for research and educative purposes).

Organizations in this period generally had Local Area Networks and were UNIX based systems, which could communicate very well
with the APRAnet as they supported IP protocol. In late 1980s, the NSF (National Science Foundation) created five regional super
computer centers to share resources for research. Now these centers were not only connected to each other but also had to provide
support to all the clients. Slowly this system started suffering from bureaucratic problems, and finally, in 1990, this system was aban-
doned.

NSF constructed its own network, namely, NSFnet based on ARPAnet's IP technology. In the new network, the centers were
connected and each of the sites were connected to their nearest neighbor. This chain continued up till on of the regional super
computers. As the success of communication and sharing of network resources spread, more and more users joined it and soon the
network became overloaded.

In 1987, NSF signed a cooperative agreement with Merit Network Inc. to maintain and upgrade the system. IBM, MCI and Merit
together later founded the ANS (American National Standards). The original network lines were now replaced by faster telephone
lines. In 1988, on 1st November, the Internet worm destroyed about 6,000 of the 60,000 hosts on the Internet, thus causing major
damage. Since more and more countries were getting hooked onto the NSFnet, the NSFnet backbone was replaced by TI NSFnet in
1988 and later on by T3 NSFnet backbone in 1991, and finally even that was retired in April 1995 and was replaced by Network
Access Points. In 1992, Internet Society (ISOC) was founded. It is a non-profit professional organization that facilitates and supports
the technical evolution of the Internet.

Meaning of Internet

The term Internet has been coined by the combination of two words namely "interconnectivity” and "networks". Therefore, it is
called the network of networks. It is a vast pool of resources that offers different opportunities to different people. In fact so much is its
vastness that is cannot be explained by one single definition. A few common concepts about the Internet are:

It is an ocean of information waiting to be dived into.

It is a place where you can show your company's presence all over the world.

It provides an opportunity to communicate with near and dear ones all over the world at the least cost.
If offers employment opportunities all over the world.

It is a source of entertainment to the young and old in all walks of life.

VVVVYY

Internet Disadvantage-

However, not everything said about the Internet is positive. There are some taboos about it, namely:

Hackers and miscreants may create havoc by destroying system securities and injecting viruses.

Children may be exposed to topics censored at their ages.

It can be a time waster if not properly utilized.

There may be loss of privacy.

Addiction to Internet surfing is leading not only to social problems but medical ailments like weak eyes, backaches etc.

VVVVVYYVY

Administration and Ownership of Internet

One thing is certain that nobody owns the Internet, nobody funds it. In fact, every person who get connected to the Internet
becomes a part of the family. The Internet is not administered by any central body. Many committees are working in teams to
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constantly maintain the integrity of the Internet. ISOC consists of a group of people who maintain the Internet and promote
communication on the Internet. It appoints the Internet Architecture Board, which authorizes standards and allocates and keeps a
record of Internet resources (like IP addresses). Internet Engineering is another voluntary group, which handles technical problems.
Coordination functions are performed by Internet NIC which charges a fee for registration of domain names to help cover
administrative costs. Computer Emergency Response Team (CERT) looks after security matters. There are many n*ore voluntary
bodies and the objective of all is to preserve the Internet and prevent it from crashing.

Internet Advantages-

1. Employment Opportunities:

The Internet opens up a Web of employment opportunities. As
e- commerce is making rapid strides in India, and more and
more companies are logging on to the Internet, many career
opportunities have been created like that of web administrator,
web designer, web developer, web page hosting, e-commerce
and consultation groups

2. High Speed and Accurate Information and Data Flow:
An MBA graduate was looking for job opportunities in
marketing. By 11 am., she had identified five interested jobs to
which she e-mailed her resume and faxed some additional
material the companies required. Within two hours, she
received from two companies information regarding personal
interview. Had conventional methods been used, the entire
process would have taken a few days to a few weeks.

3. Round the Clock Availability:

Though during office hours, employees cannot search for
information of personal interest, e.g., search for jobs or do
personal correspondence, during leisure time, the Internet can
be well utilized for pleasure, work or for chat and mail.

4. Ocean of Knowledge:

Information about a vast variety of subjects is available on the
Internet all under one roof. The Internet could be considered
as a vast encyclopedia containing the latest information of the
old as well as latest products. All sorts of queries from gold
rates to travel reservations to medical services to share prices
etc., can be obtained on the Net.

5. Interactive Communication:

Communication is the keyword today. Infact, due to this
capability the world seems to get smaller all the time. Letters,
telegrams, faxes are all one way communication but the
Internet offers a huge variety in the types of information
exchange, namely interactive, offline, one-to-one
communication, one to many communication, and so on.

6. Business on the Internet:

E-commerce is the killing application of the Internet, where all
sorts of business functions like ordering of items, making
quotations, payment of bills, exchange of business documents
take place. The only thing that is not possible on the Internet is
the actual supply of goods apart from documents and
software.

7. No Biased ness of the Internet:

The Internet treats all people connected to it equally. No
access permission is required apart from valid passwords and
identity on the Internet. As a result of this feature, communi-
cation takes place all over the world without preference being
aiven to a specific person. oraanization. or countrv
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8. Direct Contacts between Customers and Organizations:
The role of intermediaries had declined with the arrival of
Internet, especially in the service industry. Direct reservation,
sale/purchase of shares, downloading of software information
regarding particular topics, are all easily available. Popularity of
direct shopping by giving the product code is gaining importance
these days.

9. Reduction of Uncertainty:

Faster access to information brings the latest techniques and
technologies at your doorstep thus increasing productivity.
Uncertainty in mailing addresses etc., have diminished as an
organizational or a residential address may change but the
person can still be contacted, as e-mail identity remains the
same. Of course, if the e-mail address is abandoned, then
tracing a person would be next to impossible.

10. Curtailment of Unnecessary Expenditure:
In an organization, unnecessary expenditure can be
reduced in the following ways:
> No stationary or printing charges as orders and
messages travel electronically.
Mailing is done at the cost of a telephone call.
No deliver charges.
Cost of filing is reduced.
Reduction of clerical costs like that of peons.

VVVY

11. Internet supports different Machine Configurations:
Different people are connected to different configuration
machines and use different operating systems. The Internet
provides connectivity to heterogeneous machines, therefore not
only communication is possible between these machines but
documents and files can also be shared.

12. Source of Entertainment:

The Internet provides a wide range of entertainment like movies,
music and games. Infact, there are certain screen savers that
provide good quality music so mush so that you feel like dancing
to their tunes. For a few such screen savers, try going to the
website WWWWw.Screensavers.com and website
www.teenstation.com provides you a list of latest music
albums.

13. Internet Resources:

The power and potential of the Internet is unlimited. During the
past few years the Internet has grown at an exponential rate,
thus providing many services. A few of them are:

7. Internet Relay Chat

8. Finger Service

9 Electronic Magazine/Journal
10. Directories

11. Bulletin Board System

12. Mailing List of Listsery

. E-mail

. Telnet or Remote Login
Usenet or Newsgroups

World Wide Web

. File Transfer Protocol

. Wide Area Information Server

oA wWNE
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Types of Connections:

No matter what type of connection you go in for, it should be reliable,
fast, easily available, and economical. There are no such thing as a
free connection to the Internet. Someone somewhere has to pay for
the equipment, software, telephone lines, and electricity.

Basically there are four types of connections to the Internet:

Dial-up Connection

ISDN Connection

Leased Line Connection

Cable Modem

The most popular type of connection for an individual is the dial-up
connection as it is easily available and economical.

1
2.
3.
4

1. Dial- Up Connection

As the name suggests, dial-up link means you have to dial into a
modem over a telephone line before you can get connected to the
Internet. A modem (modulator demodulator) is a device, which
converts digital signals emitting from the computer into analog signals
so that the data is easily transmitted over analog telephone lines. At
he receiving end, there is another modem, which converts these
transmitted analog signals back to the digital form, which are received
by the target computer.

2. Integrated Services Digital Network Connection (ISDN)

This is a very high-speed connection to the Internet over normal
telephone lines. It combines both voice and digital information in a
single medium, making it possible to provide the Customers with
digital as well as voice connections. In ISDN connection, the
information which is sent from your computer to the Internet is digital.
Here we do not use a normal modem. As no conversion from analog
to digital or vice versa is required, so we use an ISDN modem which
is merely a terminal adapter. Another difference lies in the fact that
the ISDN lines, in order to work, require power from outside. When
there is a power shutdown, ISDN lines will not work. ISDN service has
many variations but we follow Basic Rate Interface (BRI) service.

Here ISDN line is divided into two logical channels, namely. (a) Two
64Kbps B (bearer) channels. (b) One 16Kbps D (data) channels.
Thus ISDN is commonly referred to as 2B+D3.

3. Leased Line Connection (Dedicated Connection)

As the name suggests, a leased line connection is permanent
connection laid down between you and a modem. As it is permanently
linked, you have a 24-hour access to the Internet, seven days in a
week. A leased line connection is very useful especially when
frequent information has to be accessed from the Internet and also
when the volume of data transfer is high. It is also useful if the Internet
is to be used for more than 12 hours a day.

4. Cable Modem

In case of cable modem the Internet can be accessed through the
normal coaxial television cables with the help of cable modems.
Speed of cable modems is 10 to 100 times faster than normal dial-up
connection modems. The only catch is that the local operator should
have the capability to access the internet over cable TV wires and that
cable modems are slightly more expensive than normal modems. One
advantage of cable modem connection is that you need not have a
telephone line if you want this type of connection to the Internet.
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Internet Service Providers (ISP)

An ISP sells monthly/hourly connections to the Internet,
Initially, VSNL was the only ISP in India but as surfing
the Internet became popular, many Indian companies
have come forward. Some popular Indian ISPs are:

1. System Cmline WWIWATY.caim

L Diishmed TSI v didshiet

KR Cal Tige ww . calliver.cuan
4 [acille Diteriet WWW, el coin
5 Piwer Surfer wWw.pnwersurfermet
i BFL Net waw bplieLeom

n Paltane wnw. poblmed oo
i, Mer 4 Tniiana wiww e il com
0. Foe Mt WWW_IeEeTEonm
1 Nuw WV DY U

11 MTMNL WV, i conn

12 VML wvw v snlomn

The registration forms are available on the Internet itself
on the web sites of the ISPs.

Internet Application

Browser

A web browser is computer program/software that has to
be loaded in the memory. A browser is an interface
between the user and the internal working of the Internet.
Browsers are referred as web clients or universal clients
as they follow the principle of client server technology
where the browser is the client. On typing in a URL in the
address window or by following hyperlinks, the browser
contacts the server by sending a request for the required
information. After receiving this information the browser
displays sit on the web page in the user's window.
Browsers have different type- we can get its
information from website (www.browers.com). Here we
discussed features of browsers mainly about Microsoft
Explorer:

Features of a Good Browser-

e The most important feature of a web browser is the
presentation of web pages without distortion.

e The browser should support multimedia features like
sound, video etc.

e It should also support forms and frames, divide web
pages into sections, thus improving readability.

e A good browser should have the ability to open
multiple windows.

e Latest browser support Active X technology, Java,
VRML and other plug- in-supports.

e E-mail, News, and FTP support should also be
extended.
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Microsoft Internet Explorer (MIE)

Microsoft Internet Explore is a user friendly browser for the Internet. In other words, all multimedia resources (i.e. text, images sound
and video) can be successes by must pointing and then clicking the mouse on full down menus, toolbar buttons and hyperlinks.
Internet explorer is the primary internet browser for American Online.

Ouwick Tabs Addross lar
_ Favormes bas Displays multiple Displays the address of the current
Displays favonie sites, A5S web sites in & sangle web page or document you arg
feeds_and web Slices browrsar window ViEwing of Wying 1o BECess
B I L - - -

L g = JCECIET = nstant Search

T - b . IRy . Cusckly search

. o . the web using
e AT different search

nr_._:'__ G: *.]SIC #m‘ proweders oo get

the best results

~ . .
Explorer har Browser pane Status bar
Displays bnks to web pages from Displays the curment web Indicates the progress of lnadng a
Search resuks, Favortes list, and page, document, of folder web page, as well as other messages
History list. The Explorer bar s contents about selected actions

only viside when you click the
corresponding button on the toolbar

Internet Explorer-8

> Beginning exploring the Internet by clicking an item icon the Internet Explorer main window. The following features are available in
Internet Explorer 6.0.
For more convenient Web browsing, you can now download files from the Internet in a separate window while you continue
browsing other Web pages.

> The new resizable toolbar provides you with Links, which give you fast and easy access to great Internet pages with content that is
update regularly.

> With the industry standard Internet ratings support, parents can filter our Web sites that could be inappropriate for their children.

> Internet Explorer provides support for all of the latest HTML (Hypertext Markup Language) authoring features, including some
features that are unique to Internet Explorer, such as borderless frames, floating frames, and HTML style sheets.

> Internet Explorer also provides support for ActiveX documents. This means that you can view documents such as Microsoft Office
files right in Internet Explorer, without starting another program, such as Microsoft Word.

> SSL 2.0, SSL 3.0, and PCT security provide ultra-secure transactions over the Internet, For example, now you can make secure
credit card purchases from a catalog on a Web page.

To view a page on the Internet, click any hyperlink on your start page. A hyperlink can be a picture, a 3D image, or colored text
(usually underlined). If you want to go to the next page, click the forward button on the toolbar, if you want to return to the previous
page, click the back button on the toolbar.

To go to a specific place or page in the address bar, type the address of the page you want to open, or click the down arrow to
select it from the list, and then press ENTER.

To search the Internet, click the button on the toolbar. The search programs that are available vary depending on your Internet
service provider.

Visit us at: www.sarvaindia.com Licensed by Govt. of India 1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -199 -

To return to a page you have already seen on the File menu, click the page in the list that you want to go to. This list is emptied
when you quit Internet Explorer. For a complete list of all the pages you have viewed in all sessions, click the View menu, click Option,
click the Navigation tab, and then click View History. Then double click the page you want to open.

To return to the start page, click the home button on the toolbar. To use the Link bar to visit preselected Web pages, click the word
Links on the toolbar and then click one of the links on it.

To send a shortcut to a Web page in e-mail, on the File menu, point to Send Link To. Click the destination you want. To include this
shortcut in an e-mail message, you must have an e-mail program installed.

Viewing and organizing pages

You can speed up the time it takes to display a page by not displaying pictures, sounds, or video. You can cancel a page that is taking
too long to display by clicking the stop button on the toolbar. Internet Explorer keeps track of the last five pages you viewed. They are
added to the Go menu so that you can easily return to them. If you plan to view a page often, you might want to add it to your
collection of favorite pages, or create a shortcut to it on your desktop. You can save the current page to a file on your computer by
clicking the file menu and then clicking Save As.

Netscape Navigator
The Netscape Navigator is an example of a full
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The Netscape Navigator has many features that make browsing the Web simple and quick. It offers multiple windows for viewing one
page while another one is loaded. It uses progressive rendering to enable you to view Web pages while they are still downloading. In
addition, you can create your own menus of favorite Web sites by arranging your bookmarks in hierarchies.
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An important application of Internet is e-mail. E in e-mail stands for electronic mail. When we transfer mail/messages from our
computer to another computer electronically via telephone lines, it is called as e-mailing.

Electronic mail is a widely used Internet service. It is a system for sending messages availability of the receiving host. With e mail one
can or files to other computer users based on mailbox address, and supports mail exchange between users on the same or different
computers. Unlike other client-server applications, e-mail lets users send anything from short letters to big files without problem
current. With Email one can:

Send a single message to many recipients.
Send messages that include text, voice, video, or graphics.
Send messages to users on networks outside the Internet.

Send messages calling for a response from a computer program rather than a user.

E-mail system is like the postal system. Addresses are used to identify both the recipient and sender of a message. Messages that
cannot be delivered within a specified amount of time are returned to the sender. Every user on the network has a private mailbox.

Received mail is stored in the mailbox until the recipient removes or discards it.

Electronic Mail Address

Electronic mail addresses have two parts. The first part is the mailbox
identifying name followed by an @ symbol and the domain name of
the destination (e.g. samit @ vsnl.com)

Inserk Tools

Formak

98 T8 9

To:  |Jackandlil@iti.com --—(_'I_)
[EER e I
o
Subject:  [Sunday BEG? «—(E—l__)
o= & |B 7 Uu A |:>
_ =]
Hi Jaclk,

| was wondering if you and your wife would like to come |
over for a BBQ on Sunday afternoon?

Message

| Arial

See you then |

Jo
|

I 4
_—

Anybody around the world can get a personal e-mail address. An e-
mail address comprises arjun@yahoo.com, shiv@vsnl.com or
ashok@hotmail.com, preeti@cisco.com etc. These are all e-mail
addresses. Note the presence of @ (at the rate) symbol. There are
two parts of e-mail address.

e part before @

e part after @

The name or the word written before @ is the unique name of the
user having the address. After @ is the name of the domain (or URL)
from which e-mail services are hired.

The name before @ is unique for a specified domain i.e. yahoo.com
domain can have one arjun. But Arjun can have various arjun e-mail
address at various domains e.g.
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arjun@hotmail.com, arjun@redifiFmail.com etc.

This, however, depends upon the availability of that
name on the specific server.

E-mail has become very popular because of various
reasons, which are:

>

>

>
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Free of cost It is almost free of cost. The cost
incurred is the cost of connecting to Internet.
Almost instant- The message is almost sent
instantly. The only constraint is the heavy traffic on
the URL on which the data has to be sent.

Various ways of making it possible- e-mail
address can be obtained at various domains. So it is
possible to send the message to various addresses
at the same time in a single stroke to avoid loss of
data.

Reduction of paper work the letter is not required
to be typed on the paper rather it can be sent in the
soft copy, so it reduces the paper work.

Increases efficiency - no time is wasted in typing,
printing out, going to market to get tickets or in
posting the letter. Everything is virtually instant so it
is very efficient.

Global accessibility- Another main feature of e-
mail is that you can receive the mail from your
house, office, cyber cafe or any other place around
the world. Your mail box is global and you can
access it from anywhere. Interesting, isn't it?
Facility to resend- if you send an e-mail and user
says he has not got i, it is very easy to send him the
mail again as well as it is very easy to send the
same mail to some body else.

Easy maintenance of address book of friends-
maintaining records like addresses and phone
numbers is quite easy through the address book.
Better than phone- Communicating with a phone
can not be used to transfer documents. However,
using e-mail, you can send documents (text),
pictures etc. With case.

No transportation cost- Since you can e-mail from
your desktop, you need not go to the post office.

1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -201 -

Types of E-mail addresses

E-mail addresses provided by ISPs

When you get a connection ticket from an ISP, there is a default address provided to you by the ISP. This is generally the mail
address in which domain name (part after @) is the name of ISP's server) e.g. abcd@vsnl.com it is the mail address provided by the
service provider VSNL Or 1234@satyamonline.com this is the mail address provided by satyam.

Most of the time these e-mail addresses are configured on the user’'s computer. This can be done through special software like MS
Outlook, etc. The mail can also be accessed through the web sites of the ISP. The VSNL mail can be checked from their e-mail site
named as internet.vsnl.net.in

Using e-mail Websites

There are plenty of sites which are only developed to provide FREE e-mail services to users. Most of the portals have e-mail as one
of their important features. Some of the popular e-mail sites are: hotmail.com, email.com, yahoo.com, rediffinail.com, indya.com
etc. When you get the e-mail address on these sites, that has the name of the server as domain name, the mail address would be:
ashok@yahoo.com preeti@hotmail.com etc.

Some Common Terms Related To E-Mail:

e Login: For logging into the mailbox each user has to have a unique name. This is the name by which you get a mail box in a mail
server. Ashok and Preeti are login names in the above examples.

e Password: There is a hidden key attached to your mail box, which should only be known to you. Type the password (note you

will see only * symbol when you type your password). This is the key of the lock on your mail box.

Send: After typing the mail, when you want to send it, click on send and then it will go to the destination server.

Receive: The mail somebody sends you are the received mails. You get various alert messages, when you get a new mail.

To: This holds the address of the person, to whom you are sending the mail.

Cc: Carbon copy same mail can be sent to another person by typing his address in cc column.

Bcc: Blind carbon copy this column is also used to send the copy of the mail. However, the main difference is that the name of

other users to whom mail has been sent would not be visible.

From: This holds the e-mail address of the sender that is you.

e Attachment: In addition to the letter typed, you can also send pictures, or other files along with the mail, called as attachments.
There is a size limitation on attachments that files not more than 1 MB in size can be sent.

e Inbox: All the mails you receive are stored at a place called as inbox.

Outbox: All the mails you want to send are stored at a place called as Outbox. Reduction of paper work the letter is not required

to be typed on the paper.

Send box: All the mails you have already sent are stored at a place called as sent box.

Reply: When you get a mail from your friend and wish to respond is called reply.

Forward: Sending a received mail to somebody else is forwarding.

Deleted: When you do not want to keep mail in inbox, outbox and send items folder, these are transferred to the deleted folder

and from there these are deleted permanently.

Send to: When you want to transfer mail to some specific folders for different users, send to Is. used.

e Folders: Different areas are defined on the mail box under different names, where mail pertaining to some related topics are
stored, like mail from a friend named paul soddy are stored in folder paul.

Outlook Express

Double click on the "Outlook Express" icon on the desktop to start the program. The screen is shown below. The screen is divided into
five main parts:
e  The pull-down menus on the top portion of the screen.
A toolbar containing buttons for commonly used tasks (such as Compose Message, Reply etc.)
A message index on the right-top of the frame.
A message index on the right-top of the frame.
Message text on the right-bottom of the frame

The Above Main Parts Are Shown As Below:

Click on the "Compose Message" button on the toolbar to open up a new message window. Where the e-mail contents are typed.
This helps to work offline and later connect to the Internet in order to send the typed e-mail.

Type in the "To:", "Cc:" and "Bcc:" e-mail addresses. Multiple addresses can be entered in each of these fields and should be
separated by commas. Enter a subject in the "subject" field. TAB key can be used to move quickly from one field to the other.

The screen below shows the typical Outlook Express - New Message screen. After composing the message in the main message
area, press the Send button on the toolbar to send the message. The send button does not actually send your message. It only
moves the message to a folder called "Outbox". This way it becomes convenient to first type in all the messages to be sent and later
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send them in one go when you are connected online with the Internet. When the message is not to be sent immediately, we choose
the "Send Later" command from the "File" menu. This moves the message to the "Drafts" folder that you may later edit or delete.

Sending And Receiving E-Mail Messages
Click on the "Send and Receive" button on the toolbar. It does the following:
e  Checks for the new mail on your mail server.
e Sends the messages waiting to be sent in your "Outbox" folder All the received messages are placed on the "Inbox" folder
and all the messages sent are placed in the "Sent Iltems" folder.

Receiving Incoming Mail

To read your incoming mail, first click on the "Send and receive" button on the toolbar to check for new messages on the mail
server. Choose the "Inbox" folder in the folder index on the left side frame. The list of message within this folder is displayed in the
right-top frame. Entries for unread messages are displayed in the bold font.

Click on the “message entry” in this window. The message is displayed in the right bottom frame. We can double-click on it to open
it in the full screen form.

Replying To Mail
We may choose to reply to a message while reading it. Click on "Reply to the Author" button on the toolbar to reply to the author of
the message. The button "Reply to all" can be used to reply to the author and to all its recipients.

Forwarding A Message
To forward or send the message(s) received by us click on the "Forward Message” button on the toolbar.

Deleting A Message
To delete a message from any folder, highlight the message in the message index (right top frame) and click on the delete button on
the toolbar. This will move the deleted message to the "Deleted Items" folder. Choose Empty Folder.

Printing A Message
Message can be printed by choosing Print from the File menu or by using the keyboard shortcut which is Ctrl + P together.

Managing File Attachments
Files can be attached to your e-mail messages. These files can be text files, word processing files, spreadsheets, databases,
programs, images etc.

Sending File Attachments

To attach a file to a message that is being composed click on the "Insert File" icon while within the "New Message" composition
window. This will bring up a browse window. Browse to the drive and directory containing the file and click " Attach". This process
may be repeated if multiple files are to be attached to the same message. Finally click on "Send" to send the message with the
attached file(s).

Receiving File Attachments

If the incoming message contains one or more attached files, it is indicated by a "paper clip" symbol in the message header. To save
this attachment to a location of your choice, click on the "paper clip" icon to display a list of filenames and file size. Click on the
filename. This brings up a dialog box. Choose "Save it to disk" and choose "OK". This will again bring up a "Browse" dialog box.
Choose afolder to save the file. You can give a different filename. Click on Save to save the file.

Working with Folders
E-mails can be organized into different files or folders. By default, messages in Outlook Express are organized into the following
folders:

INBOX For all incoming messages.
OUTBOX For messages to be sent

SENT ITEMS For messages previously sent.
DELETED ITEM For messages marked for deletion.
DRAFTS For messages which are pending.

Messages can be kept in new folders also. To make a new folder, first choose the top level folder "'Outlook Express". Choose File
menu then choose "Folder" and then choose "New Folder". Type in the name for the folder. Click "OK".
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Lesson: 3

Internet Protocols, Intranet, Extranet & Telnet

TCP/IP

Transmission Control Protocol/Internet Protocol. A protocol or
communication between computers, used as a standard-for
transmitting data over networks and as the basis for standard
Internet protocols. "Transmission control protocol/internet
protocol." TCP/IP is a comb combined set of protocols that
perform the transfers of data between two computers.
Transmission Control Protocol/Internet Protocol, a set of rules
that establish the method with which data is transmitted over the
Internet between two computers.
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UDP

User Datagram Protocol is a transmission protocol which
transfers data through individual messages (so called datagram).
It does not establish new connections nor it provides reliable and
sequentional data delivery, nor it enables error correction or data
stream control. It is used for transfer of small-sized data (i.e.
DNS queries) or for transmissions where speed is preferred from
reliability (i.e. real-time audio and video files transmission).

FTP

File Transfer Protocol is a method to transfer files from one
location to another, either on local disks or via the Internet.

File Transfer Protocol. A common method of moving files
between two Internet sites. FTP is a special way to log into
another Internet site for the purposes of retrieving and/or sending
files. File transfer protocol; the method by which files are
transferred. A protocol used to transmit files between computers
on the Internet.

TFTP

Trivial File Transfer Protocol A simplified version of FTP that
transfers files but does not provide password protection or user-
directory capability. It is associated with the TCP/IP family of
protocol. TFTP depends on the connectionless datagram delivery

service, UDP.
&
= [

TFTP rserver RADIUT Server
C D
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& VoIP Gateway
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A network of servers linked together by a common protocol,
allowing access to millions of hypertext resources. It is also
known as WWW (World Wide Web) the Web and the World a
collection of documents on computers located throughout the
world that are connected to each other by clickable
hyperlinks. You need to run a browser program to access the
Web. The highly interconnected network of hypertext servers
(HTTP servers) that allow text, graphics, sound and video
files to be displayed. Computer network consisting of a
collection of internet sites that offer text, graphics, sound and
animation resources through the hypertext transfer protocol.

U.R.L.

The address identifies the location of a Web page on the
World Web.

To access a Wed page one requires an address. For easy
access of document distributed all over the world www uses
the concept of locate. The uniform resource locator (URL)
is a standard for defining any kind of information on the
internet. URL defines only things. Method, host computer, and
pathname. URL: http://www.google.com

URL

Uniform Resource Locator

subdomain

http://| fwww!. google . 'com

Method

The method is the protocol used to retrieve the document.
There are several different protocols that can retrieve a
document. Gopher, FTP, HTTP, NEWS, and TELNET, are
such protocols.

Host

The host is the computer at which the information is available.
However, the name of the computer can be an alias. Web
pages are usually stored in computers given alias names
(Sub domain) that mostly begin with www

Path

Path is the pathname, of the file where the information is
located. Path can contain slashes that separate directories
from subdirectories and files in the UNIX operating system.

HTTP

Hypertext Transport Protocol used to transfer HTML
documents of the World Wide Web (www).

The Hypertext Transfer Protocol. HTTP is the primary
protocol on which the World Wide Web operates. HTTP is the
primary protocol on which the World Wide Wed operates.
HTTP is an application protocol.

1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -204 -

DNS (Domain Name System)
An Internet service that translates domain names into IP addresses. Because domain names are alphabetic, they are easier to

remember. The Internet however, is really based on IP addresses. Every time you use a domain name, therefore, a DNS service must
translate the name into the corresponding IP address.

GD (Generic Domain)

The generic domain (also called the organization domain), divides registered hosts as per their generic behaviors. Generic domain
names, red left to right, start with the most particular information about the host (e.g., the name of the computer) and become more
and more general with each label until they reach the right most labels. This describes the larger group affiliations of the named host:
the nature or the organization (e.g. edu for educational).

gTLD |intended use gTLD |intended use
aero |the air transport industry. net orlglnal.ly for network infrastructures, now
unrestricted
.| companies, organizations and individuals in the Asia-Pacific originally for organizations not clearly falling
asia . org e .
region within the other gTLDs, now unrestricted
biz |business use pro certain professions
services involving connections between the
cat |Catalan language/culture tel
telephone network and the Internet
. . . travel agents, airlines, hoteliers, tourism
com | commercial organizations, but unrestricted travel
bureaus, etc.
coop | cooperatives XXX  |pornography
edu |U.S. post-secondary educational establishments jobs |employment-related sites

U.S. government entities at the federal, state,

9oV |\ d locallevels mil the U.S. military
info |informational sites, but unrestricted mobi [sites catering to mobile devices
int | international organizations established by treaty museum |museums

name |families and individuals

Intranet

An intranet is a private network that is contained within an enterprise. It may consist of many
interlinked local area networks and also use leased lines in the wide area network. Typically, an
intranet encloses connection through one or more gateway computers to the outside internet. The
main purpose of an intranet is to share company information and computing resources among
employees. An Intranet can also be used to facilitate working in groups and for teleconferences.

There is several definition of intranet some of them are as follow:

A private network of various computers with an organization. An intranet is used to share company
information and computing resources among employees. An intranet uses regular internet protocols and in general look like a private
version of the internet.

e A private network inside a company or organization.

e A private network based in internet technology that is designed to meet the internal needs for sharing information within a
single organization of company.

The difference between Intranet and Internet Design:

Your intranet and your public website on the open internet are two different information spaces and should have two different user
interface design. Intranet and Internet differ along several dimensions.

e User differ: Intranet users are your own employees who know a lot about the company, its organization structure and special
terminology and circumstances. Your internet site is used by customer who will know much less about your company and also
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careless about it.

e The Task differ: The intranet is used for everyday work inside the company including some quit computer applications the
internet site is mainly used to find out information about your products.

e The type of information differs: The intranet will have many draft reports, project progress reports; human resource
information and other detailed information whereas the internet site will have marketing information and customer support
information.

e Bandwidth and cross platform needs differ: Intranet often run between hundred and thousand times faster than most
internet users. Web access, which is stuck at low-band of mid-band. It is sometimes possible to control what computers and
s/w versions are supported on an intranet. Meaning that designs need to be less cross-platform compatible.

i

This is a network where people from outside an organization can connect to a company’s internal = X
intranet. This is often used when external suppliers need to communicate with your databases or remote @v
business offices need to be setup. Generally these kinds of users require authentication in the form of  ge=-
usernames and passwords.

22

5%

Telnet is short for Telecommunication Network. It is a virtual terminal protocol allowing a user logged on to one TCP/IP host to access
other hosts on the network.

One of the remarkable features of the Internet is the way it lets you use the resources of a distant computer somewhere else in the
world. From your own home or office, you can log on to another computer, issue commands as if you were at that computers key
board, and then gain access to all the computers resources. You do this with an Internet resource called Telenet. Telnet follows a
client/server model, which means that you run a piece of software on your PC (the client) to use the resources of a distant server
computer. This distant computer is called the host.

The host allows many different clients to access its resources at the same time, It is not devoted to a single user. To use Telnet and
the host's resources, you will need to know the address of the Internet host whose resources you want to access.
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Bitnet

City University of New York and University of Yale established BITNET basically to exchange information between universities. The
basic series provided by BITNET are:

(a) Exchange of electronic messages

(b) Electronic student admission

(c) Remote job entry and storing research information

A counterpart of BITNET in India is ER Net, which is established for educational and research purposes.
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Lesson: 4

E-Commerce

E-Commerce is a name given to making business possible through Internet. It can be referred to as selling to m
customers electronically and improving the way business is conducted by a company. It can be business-to-business, .
business-to-consumer, and consumer-to-consumer transactions of information, goods, and funds. A m =
Working with E-Commerce . . H

| Comarel Panal |
It is possible to order the goods online through Internet. The payment of the goods you purchase can be done in N

various ways: m

. Cash: When you receive the goods at home, pay for it.
. Credit cards: Payment can be done through Credit Cards i.e. the name, number and expiry date of the card is entered and
accordingly transaction is done.
. E-cash: some organizations work as online buying agencies. You can purchase payment coupons by paying them cash. The coupon
number is entered on the purchase form, and goods are delivered at your doorstep.
Cerder

Types of E-Commerce ': Wy S

. ¥ momllie e | VIS A
There are 4 types of E-Commerce transactions: ,L'-h
1. B2B (Business to Business): Ahaiiing e egid it chaged

Cait

P

It is the online selling association between two business enterprises, selling to each
other. (a) Purchase of raw materials, components and service for the production of
goods and services that are to be sold. (b) Purchase of goods for consumption (c.)
Purchases of capital equipment (d.) Construction of custom-built assets such as
factories and refineries.
Not only the commercial organizations fall in this category, even the non-profit or-
ganizations are the part of this group e.g. Co-operatives societies, industry rder & completed
associations, Chambers of commerce, unions, trusts, charities, NGO's, Community |
associations like sports club etc. / |

2. B2G/G2B (Business to Government / Government to Business): e +
It is same as B2B, but the only difference is that one of the parties in this case is a p - :ﬁ i
government organization. B2G refers to service delivery by government to business 5 ﬁ
enterprises also referred to as 'G2B1. Shopping cirtlet  Sehl 1o Watehouse I

3. B2C (Business to Consu mer): ek Lo shiprment tab Pulfillivat Cuspirer g maerehpnt
The term B2C is commonly used to refer to sale by a business enterprise to a
Consumer. In this case Consumer is a person or an organization consuming the goods not for commercial benefit. The sample site is
Lycos.com for online book purchases.

4. C2C (Consumer to Consumer):
This refers to online selling of goods from one consumer to another. A typical example is online Auctions. The sample site is baazi.com
and other auction sites.

SFRupmesnt sent b Customer

Benefits of E-Commerce

E-Commerce is used to conduct online selling and purchasing of transaction of following:

(a) Documents, including articles and books. (b) Data, including statistics (c) Reference information, including dictionaries and encyclopedias
(d) News (e) Weather & Astrological forecast (f) Various sound files, such as speeches and musical performances (g) Video and Audio files,
including television, video-conferencing and video- clips (h) Interactive voice, such as telephone conversations and tele-conferencing (1)
Images & graphics such as diagrams and photographs (j) Entertainment via music, infotainment like informative articles, edutainment and
education via multi-media etc. (k) Bookings and tickets for events like movies, plays and shows, (L) Software (m) Bank transfers of amount
across countries (n) Stock based transactions (0) Bank loans etc.

One important point to be noted is that transactions related to bank, stock, etc. are executed for the clients who are registered members with
the concerned authorities. Alternatively, such registrations have to be carried out through electronic payments (credit card). However,
transactions involving the purchase of a book or music CD etc are instant and can be done by using any of the payment modes discussed
earlier.

Types of products: There are mainly two types of products which can be sold through e-commerce:

(a) Physical goods: Physical goods are products which are identified as the service or good to be provided to the person. (b) Digital goods:
Digital goods can be delivered or performed entirely through a telecommunications network. The goods can be: (a) An item a book or an mp3
sound file (b) A service to be provided like teaching offline or online.
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Unit-VII

HYPERTEXT MARKUP LANGUAGE (HTML)

INTRODUCTION

Hyper Text Markup Language is the most important aspect in web site development. We write web pages that contain codes written in this
particular language. As name implies this is a language like other high level languages, though much easier than those. We shall discuss broadly
about different features of html in this chapter in order to get acquainted with writing simple web pages.

CONCEPT OF HYPERTEXT

Web pages are written in a relatively easy computer language. It is known as HTML, short for Hypertext Markup Language. The hypertext concept
stems from the Apple Macintosh world. It means mutually connecting text, graphics and other data in a computer file. Simply pointing your mouse
to a link and clicking on it, will bring up a different part of the document on your screen as you can see one specimen in figure. This method is very
popular for documenting software. You can think HTML as the help files coming with almost all software’s.

VERSIONS OF HTML
After the emergence of HTML, several versions came with some upgrading as follows:

HTML 2.0 - It was developed under the supervision of IETF (Internet Engineering Task Force). It came into practice in late 1994.
HTML 3.0 - It was a richer version of HTML. Despite never receiving consensus in standard discussion, it was continuously changing with
the new features.
. HTML 3.2 - In 1996, it came into existence by the efforts of World Wide Web.
. HTML 4.0 - It extends with mechanisms for style sheet scripting, frames, richer tables, forms etc. It is the most current version of HTML.

HTML EDITORS

HTML documents are plain-text (also known as ASCII) files that can be created using any text editor (e.g., Emacs or vi on UNIX machines;
SimpleText on a Macintosh; Notepad on a Windows machine). You can also use word-processing software if you remember to save your document
as "text only with line breaks".

Some WYSIWYG editors are also available (e.g., Claris Home Page or Adobe PageMill, both for Windows and Macintosh). You may wish to try
one of them after you learn some of the basics of HTML tagging. WYSIWYG is an acronym for "What You See Is What You Get"; it means that
you design your HTML document visually, as if you were using a word processor, instead of writing the markup tags in a plain-text file and imag-
ining what the resulting page will look like. It is useful to know enough HTML to code a document before you determine the usefulness of a
WYSIWYG editor, in case you want to add HTML features that your editor doesn't support.

ELEMENTS OF HTML
An HTML element is a fundamental component of the structure of a text document. Some examples of elements are heads, tables, paragraphs, and
lists. Elements can contain plain text, other elements, or both.

TAGS

A web page consists of various types of tags. To denote the various elements in an HTML document, we use tags. HTML tags consist of a left
angle bracket (<), a tag name, and a right angle bracket (>). Tags are usually paired (e.g., <Tag> and </Tag>) to start and end the tag instruction.
The end tag looks just like the start tag except a slash (/) precedes the text within the brackets?

ATTRIBUTES
Some elements may include an attribute, which is additional information that is included inside the start tag. For example, you can specify the
alignment of text (right, left or center) by including the appropriate attribute with the image source HTML code.

e  HTML is not case sensitive. <title> is equivalent to <TITLE> or <TiTIE>.
e  Not all tags are supported by all World Wide Web browsers. If a browser does not support a tag, it will simply ignore it. Any text
placed between a pair of unknown tags will still be displayed, however.

TO WRITE AHTML DOCUMENT

To write a web document, follow the instructions as follows:

e  Load atext editor like Notepad. To open Notepad click Start --- Programs --- Accessories --- NotePad.
e Write codes and save it with a HTML file. HTML files are the files having extensions .htm or. html.

e  View it in a browser of your choice e.g., Internet Explorer or Netscape Navigator.

MINIMUM REQUIRED TAGS IN AN HTML DOCUMENT
Every HTML document should contain certain standard HTML tags. They are as follows-
« HTML tag * Head tag ° Title tag » Body tag
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HTML Tag

The HTML element tells your browser that the file contains HTML-
coded information. The file extension .html also indicates this HTML
document and must be used. It comes in a pair: <HTML> and
</HTML>

Syntax: <HTML>

</HTML>
HEAD Tag
The Head element identifies the first part of your HTML-coded
document that contains the title. It contains title tag. It also conies
with opening and closing tags: <HEAD>and </HEAD>

<HTML>
<HEAD>

Syntax:

</HEAD>

</HTML>
TITLE Tag
The Title element contains your document title and identifies its
content in a global context. The title is typically displayed in the title
bar at the top of the browser window, but not inside the window. The
title is also what is displayed on someone's hot list or bookmark list,
so choose something descriptive, unique, and relatively short. A title
is also used to identify your page for search engines. Generally you
should keep your titles to 64 characters or fewer.

<HTML>

<Head>

<TITLE>
DESCRIBE YOUR TITLE

</TITLE>

</HEAD>

</HTML>

Syntax:

After implementing the Title tag as above results like this-

A Cannot find server - Hacked by Godzilla

Fle Edt View Favortes Tooks  Help

If you leave blank between the title tags, some browsers display
either UNTITLED or URL.

BODY Tag

The second—and largest—part of your HTML document is the body,
which contains the content of your document (displayed within the
text area of your browser window). The tags explained below are
used within the body of your HTML document.

<HTML>
<HEAD>
<TITLE>
My First Web Page
<TITLE>
</HEAD>
<BODY>

Syntax:

</BODY>
</HTML>
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A SAMPLE HTML DOCUMENT:
Each HTML document contains some certain standard HTML tags. It
has been illustrated in example given below that shows what a minimal
document contains.
<HTML>
<HEAD>
<TITLE>
A Basic HTML Page
</TITLE>
</HEAD>
<BODY>
| AM LEARNING HOW TO CREATE A WEB PAGE
</BODY>
</HTML>

For implementing the above mentioned example, save it with .htm or
.html extension and see the result on the browser. The effects should
match with one in figure given below.

2 C:Dacumants and SattingsBana 2 acal Setting:\TompMardhiabspeProvin... 10X
o E&t e Faerbes Took Heb n

X & @ e o @ (3 g -

w o

s BB)CDocuvents and tingelhana v tinge Terpltcbethegebesent ¥ [ G

[ AM LEARNTMG ROWITO CREATE A WEE PAGE

&]coee 4 M Copdr

HEADINGS

Headings are used to arrange the contents in a systematic way. HTML
has six levels of headings, numbered 1 through 6, with 1 being the
largest. Headings are typically displayed in larger and/or bolder fonts
than normal body text. The first heading in each document should be
tagged <H1>.

The syntax of the heading element is:
<Hn>Heading/Sub-Heading</Hn>

Where n is a number between 1 and 6 specifying the level of the
headings. You can see the effects of different headings in example
given below-
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<HTML>
<HEAD>
<TITLE>

A Web Page Showing Different Level of Headings.
<[TITLE>
</HEAD>
<BODY>
<H1> Sunday </H1>
<H2> Monday </H2>
<H3> Tuesday </H3>
<H4> Wednesday </H4>
<H5> Thursday >/H5>
<H6> Friday </H6>
<H7> Saturday </H7>
</BODY>
</HTML>

The result should appear like one in figure given below-

Sunday
Monday

Tuesday

Wednesday
Thursday

Friday
Saturday

PARAGRAPHS

Paragraph may consist of a single sentence or more than one sentence including
punctuation marks and blank space. Paragraph is represented by <P>...</P> tags.
End tag </P> is not essential to add as the browsers assume the start of paragraph
when <P> tag is given. See example 6.3 to understand the tag well.

<HTML>

<HEAD>

<TITLE>

A Page Showing Two Paragraphs

<[TITLE>

</HEAD>

<BODY>

<pP>
HTML Stands for Hyper Text Markup Language. It is supposed to be a super set of
SGML. SGML means Standard Generalized Markup Language.

<pP>
You can create a web page using hypertext markup language. It is easy to learn and
interesting as well. When you get a lot of pages you can assemble into a directory
and can give it a shape of website.

</P>

</BODY>

</HTML>
After implementing the example, the browser displays the result like one in figure
below-

3 C:\Documents and Settings\Rana 2\ ocal Settings\Temp\WordWeb... [ [[3][X]
B e s e o
Qe - © - [HA [B €| Oseamn Foroms: B - B

address [ C:\Documents and SettingsiRana 2|Local Settings,Tempywordvwob [ =) Links >

HTML Stands for Hyper Text Markup Language. It is supposed to be a |
super set of SGML. SGML means Standard Generalised Markup
Language

You can create aweb page using hypertext markup language. It is easy to
learn and interesting as well. ¥When you get a lot of pages you can
assemble into a directory and can give it 2 shape of website

m"e e e ————— GO E S |
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LINE BREAK

This tag is used to change lines with no extra blank
spaces. It can be used for short lines of text such as
postal addresses. This tag is represented by <BR>. See
example -

<HTML>

<HEAD>

<TITLE>

A PAGE WITH BR TAG.
</TITLE>

</HEAD>

<BODY>

<PR>

National Informatics Centre <BR>
Chanakya Puri <BR>
New Delhi <BR>
</BODY>

</HTML>

The example results on the browser like this-

National Informatics Centre
Chanakya Puri
New Delhi

LISTS
HTML  supports unnumbered, numbered, and
definition lists. You can also nest lists.

NUMBERED LIST
Numbered list is also called ordered list. It is shortened
as OL from which the tag name! derives. It is identical
to an unnumbered list, except it uses <OL> instead of
<UL>. The items are tagged using the same <LI> tag.
See example-

<OL>

<LI> Computer

<LI> Modem

<LI> Internet Connection

<LI> Telephone Line

</OL>

After running the example 6.5, the browser displays
result like this-

1. Computer

2. Modem

3. Internet Connection

4. Telephone Line

UNNUMBERED LISTS

Unnumbered list can be referred to as unordered list.
To make an unnumbered or bulleted list, do the
followings-

1. Start with an opening list <UL> (for unnumbered
list) tag

2. Enter the <LI> (List Item) tag followed by the
individual item; no closing </LI> tag is needed.

3. End the entire list with a closing list </UL> tag

See example to understand how it is written.
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<UL>

<LI> Computer

<LI> Modem

<LI> Internet Connection
<LI> Telephone Line
</UL>

Example results on the browser like this-
. Computer
e  Modem
. Internet Connection.
e  Telephone Line

DEFINITION LISTS

A definition list (coded as <DL>) usually consists of alternating a
definition term (coded as <DT>) and a definition description (coded as
<DD>). Web browsers generally format the definition on a new line and
indent it.

<HTML>

<HEAD>

<TITLE>

Definition List

<[TITLE>

</HEAD>

<BODY>

<DL>

<DT> Hardware
<DD>Examples of hardware are CPU, input device, secondary storage etc.
<DT> Software

<DD> ltis a set of programs
</DL>

</BODY>

</HTML>

Codes written in example will affect like one in figure on browser:-

A C:\Documents and Settings\Rana 2\Local Settings\Temp\WordWeb. ..

File Edit ‘iew Favorites Tools  Help -ﬂ'

J J @ @ \’_H pSearch “i'\'g‘Favorites @ Ei;gv :;; :

Address C:\Documents and Settings\Rana 2\Local Settings) TempWaordweb V| Go | Links

Hardware

Examples of hardware are CPU, input device, secondary storage etc.
Software

Itis a set of programs

@ Done i§ My Computer
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COMPACT ATTRIBUTE

The COMPACT attribute can be used routinely in case your
definition terms are very short. If, for example, you are showing
some computer options, the options may fit on the same line as

the start of the definition.
<P>DIR </P>
<DLCOMPACT>
<DT>IP
<DD> displays the directories and files page-wise.
<DT>/w
<DD> displays the directories and files width-wise.
</DL>

See its output in figure below-

Pkl |E ST uanks A e Hng g R ane Ziko o SN £ TR sons ek | Lo Laka

H. Ed  ¥ew  Foowbos  Tuch Hop [

= R ﬂ (2] &0 2 owen E:::-r-wn-m £ | -

=

min
JF displays the diroctone=s amil Hles page-wise.
A5 dinplage the dirscioriss and e wieihosien,

|='t Sama “d Hy ozt

NESTED LIST

Lists can be nested. You can also have a number of paragraphs,

each containing a nested list, in a single list item.

<UL>
<LI> Prominent Universities of India:
<UL>
<LI> Jawaharlal Nehru University
<LI> Delhi University
<LI> Aligarh Muslim University
</UL>
<LI> Prominent Colleges of D.U:
<UL>
<LI> Miranda House
<LI> Lady Shree Ram College
<LI> Hindu College
</UL>
</UL>
See output in figure below-

= IE.I I Sasrch -~ Facriae 1"-"

= oo B0R] i\ et s an o St~ fans Gl ol St gl nteeh < B G0 Lok

= MFominanl Undensitiae of bulia:
= Jawtahailal Hahiu Univasty
# Dalhi University
+ Allgarh Mushim Unlversity

= Prominent Colleges of U
* Mirands Howse
= Lady Shen Bam Collegs
= Hindu Collsgs
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TYPE ATTRIBUTE

Type attribute is used with <OL> tag. Using this, you can manipulate the

way ordered list displays the effects.

<HTML>

<HEAD>

<TITLE>

My first web page
</TITLE>

</HEAD>

<BODY>

<OLTYPE =“I">
<LI> Level One Outline
<OLTYPE ="A">
<LI> Level Two Outline
<OLTYPE="1">
</LI> Level Three Outline

</OL>
</OL>
</OL>
</BODY> R Bl Wow  Fovenler
</HTML> ®]

See output in figure-

| Lewd e Dt e
A Lews! Twe Culline
| weca| Theew Mailine

A
m| T |

caitess N o4 proments an ettt Foma 7 oo Sattrepd tarpmrcives | ] 0 i ™

Seach 57 Fdes ) |

3 0 \Documesiz-and SettingsRane Plocal Settings TempiMerfieb.... r._lEr)_ﬂ
ke Ho

PREFORMATTED TEXT

The PRE (Preformatted text) tag is used to display a block of "preformatted”
text in a monospace, fixed-pitch font. You use the PRE tag to display a block
of text "as it is", Including all spaces and hard returns. One of the primary
uses of the PRE tag is to display text in a tabular or columnar format in
which you want to make sure that the columns remain properly aligned.

<HTML>

<HEAD>

<TITLE>

My First Web Page
<TITLE>

</HEAD>

<BODY>

<PRE>

Sales Return for First Quarter

Jan Feb
$100 $200
50 100

Ram
Shyam
Gopal
</PRE>
</BODY>
</HTML> J L

Mar
$300
200

Total
$600
350

Fic B8 Yow Fosolcs

bk Hlp

Egard

sz BB Cipmaurments i Settrgsizara TLoou settnge Tergrworin = | [0

Fawites {7}

=]

See output in figure:

Sales Rietum Far First Guarter

Jan Fel Han
Ram 100 i §50
Shym 30 im 0

Tl
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COMMENT TAG

The comment tag is a stand-alone tag that enables you to
include messages for your own or anyone else's future
references. A comment always begins with a <!- and ends with
a->.
Example: <!'- Type your comments here ->
EXTENDED QUOTATION

Use the <BLOCKQUOTE> tag to include lengthy quotations
in a separate block on the screen. Most browsers generally
change the margins for the quotation to separate it from
surrounding text.

<P> Note: </P>

<BLOCKQUOTE>

<pP>
This page is meant for no commercial purpose. Therefore, no
claims whatsoever can be entertained regarding any information
published on it.

</P>

Authority

</BLOCKQUOTE>

After implementing the above mentioned example, the result
will be like this-Note:

This page is meant for no commercial purpose. Therefore, no
claims whatsoever can be entertained regarding any
information published on it.

Authority

USING LINKS

The chief power of HTML comes from its ability to link text
and/or an image to another document or section of a document.
A browser highlights the identified text or image with color
and/or underlines to indicate that it is a hypertext link (often
shortened to hyperlink or just link). HTML's single hypertext-
related tag is <A>, which stands for anchor.

Hypertext links can be used to move from one page to the
other or to a specific location within the same document or
different one. For instance, you can use links to-

e display an image

e download a program
e sende-mail

e  use a database

e  execute ascript

Hyperlinks are mainly of three kinds —
LINKS TO DIFFERENT WEB PAGES

This type of link is frequently used in web pages. It takes you
from one page to the other one.

Links to Specific Sections of Current Web Pages

This type of link helps navigation in the current web page. It
takes you from one section to another section of the page.
Several pages are so big that you can not see it at once and
browsing may take time. In that situation, it is found very
helpful. Clicking the concerned link available in the beginning
directly takes you to the specified section.
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Links to Specific Sections of Different Web Pages

This is very much identical to the above link except it takes you to a
specific section in a different web page directly.

URL.

The World Wide Web uses Uniform Resource Locators (URLS) to
specify the location of files on other servers. A URL includes the type
of resource being accessed (e.g., Web, gopher, FTP), the address of the
server, and the location of the file. The syntax is:

scheme://host. domain [:port]/path/ filename

where scheme is one of-

file - afile on your local system

ftp - afile on an anonymous FTP server
http - afile on a World Wide Web server
gopher - afile on a Gopher server

WAIS - afile ona WAIS server

news - aUsenet newsgroup

telnet - aconnection to a Telnet-based service

The port number can generally be omitted. (That means unless someone
tells you otherwise, leave it out.)

To include an anchor in your document:

1. Start the anchor with <A (include a space after the A)

2. Specify the document you're linking to by entering the parameter
HREF="filename" followed by a closing right angle bracket (>)

3. Enter the text that will serve as the hypertext link in the current
document

4. Enter the ending anchor tag: </A> (no space is needed before the end
anchor tag) Here is a sample hypertext reference in a file called
introduction.html:

<AHREF="introduction.html"*>Introduction</A>

This entry makes the word Introduction the hyperlink to the document
Introduction.html, which is in the same directory as the first document.
You can link to documents in other directories by specifying the
relative path from the current document to the linked document. For
example, a link to a file introduction.html located in the subdirectory
Sarva would be:

<AHREF="Sarva/introduction.html**>Introduction</A>
These are called relative links because you are specifying the path to

the linked file relative to the location of the current file.

LINKS TO SPECIFIC SECTIONS

Anchors can also be used to move a reader to a particular section in a
document (either the same or a different document) rather than to the
top, which is the default. This type of an anchor is commonly called a
named anchor because to create the links, you insert HTML names
within the document. You can also link to a specific section in another
document. That information is presented first because understanding
that helps you understand linking within one document.
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LINKS BETWEEN SECTIONS OF DIFFERENT DOCUMENTS

Suppose you want to set a link from Sarva (sarva.html) to a specific
section in another document (books.html).

Enter the HTML coding for a link to a named anchor:

sarva.html:
<a href=""sarva.htmI#SITED">Internet & E-Commerce</a>.

Think of the characters after the hash (#) mark as a tab within the
sarvaindia.html file. This tab tells your browser what should be
displayed at the top of the window when the link is activated. In
other words, the first line in your browser window should be the
Internet & E-Commerce heading. Next, create the named anchor (in
this example "SITED") in introduction.html:

<H2><A NAME="SITED">Internet & E-Commerce</Ax/H2>

With both of these elements in place, you can bring a reader directly
to the Internet reference in introduction.html.

LINKS TO SPECIFIC SECTIONS WITHIN THE CURRENT DOCUMENT

The technique of Links to specific sections within different a
document is very much identical to the technique of links to specific
sections within the current document except the filename is omitted.
For example, to link to the IEC anchor from within Sarva, enter:

<AHREF="#SITED">Internet & E-Commerce</a>

After this include the <A NAME=> tag at the place in your
document where you want the link to jump to (<A
NAME="IEC">Internet & E-Commerce</A>). Named anchors are
particularly useful when you think readers will print an entire or
when you have a lot of short information you want to place online in
one file.

MAILTO

You can make it easy for a reader to send electronic mail to a
specific person.

<A HREF="mailto:emailinfo@ host''>Name<la>

For example, enter:

<A HREF="mailto:mansoor37 76 @ rediffmail.com'>
Contact Me</a>

To create a mail window that is already configured to open a mail
window for the editor.

INLINE IMAGES

Most Web browsers can display inline images (that is, images next
to text) that are in X Bitmap (XBM), GIF, or JPEG format. Other
image formats are also being incorporated into Web browsers [e.g.,
the Portable Network Graphic (PNG) format]. Each image takes
additional time to download and slows down the initial display of a
document. Carefully select your images and the number of images
in a document.
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To include an inline image, enter:

<IMG SRC=Image Name>
Where ImageName is the URL of the image file.

Specifying Size of Inline Images

You should include two other attributes on <IMG> tags to tell your
browser the size of the images it is downloading with the text. The
HEIGHT and WIDTH attributes let your browser set aside the
appropriate space (in pixels) for the images as it downloads the rest
of the file.

For example, to include an image named computer in a file along
with the image's dimensions, enter:

<IMG SRC=computer. if HEIGHT=100 WIDTH=65>

After running the above command, you can see a big picture shrunk
to the size (very small) as specified. See figure given below:

[ CiWDocuments and Settings\Rana Z\Local Settings\Temp\Wordweb... [E0][E1][%
=

Flo  Edt  View Favortes Tocls  Holp

SREE R

s [B

Links to Images

We can link images with the text in a hypertext link. This link
appears in a blue border. For example:

<AHREF="SUB.HTM"> <IMG SRC="FLOWERS.GIF></A>

Using ALT Attribute

Sometimes browsers used by your users may not be supporting the
graphics available on your web page. In this situation, you must pass
an alternative message to the users that makes the users understand
what really the matter is. For example, see the following code

<IMG SRC="COMPUTER.GIF" ALT="SORRY! YOUR
BROWSERS ARE NOT SUPPORTING THE GRAPHICS'>

In case you confront the same situations as mentioned above, you
should see the result in figure below:

‘A C:\Documents and Settings\Rana 2\l ocal Settings\Temp\Word\Web...

X
o

»

File Edt View Favorites Tools  Help

Osa:k Q B @ (h pSear:h *Favor\tes o @. B2

Address [T C:\Documents and SettingsiRana ZiLocal settings\Tempywordweb v | [ G0 Links

SORRY! VOUR BROWSERS ARE MOT SUPPORTING THE GRAPHICS
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HORIZONTAL RULE

The HR (Horizontal Ruler) tag is a stand-alone, or empty, document
element that allows you to add horizontal rules to your Web pages.

CHANGE THE HEIGHT OF A HORIZONTAL RULE

To change the height of a horizontal rule, the SIZE attribute value in
the HR tag may be used. The value you set is the rule's height, or
thickness, in pixels. The following example is used for creating a
horizontal rule that is 10 pixels thick. See example:

<P> This is a Normal Rule

<HR>

<P> This is a 10 pixel thick horizontal
<HR SIZE="10">

The result will be shown as one in figure below:

WPana P ocal Settings\Temp'Wordiich. .. |- "Elz
Temb  Fheks i

O © [ RG] P e @ 2 B

i bcvess | BB) Clpocuments s Ssktnge|Fane Hlozsl Senps T diorddeh v B G0 Livs

£N CMocuments and S¢

RW Bl Weaw  Feeunbas

This 13 a Weermnal Kials

P Thes w3 a 10 poeel thicle honzontal
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REMOVING SHADES FROM THE RULE

The default setting for a rule is "shaded". To set an "unshaded"
horizontal rule, add the NOSHADE attribute to the HR tag.

<P>This is an unshaded, 15-pixel thick horizontal rule:
<HR SIZE="15" NOSHADE>

The produced result may be seen in figure below:

2 C:Wocuments and SettingsWana 2iLocal Seltings\Templifordligh... [|@|E
b Txk Hep "

* £y il- Iﬂ ; /.:ﬁl'd'l : RegiEs {‘ -

fikdrezs E]E \Decumerts nd SectivgsRane Blocd Sestings| TempiearcMeh ¥ ﬂ G liks g

Fle Ect ik

Thas 15 an unshaded, 13-pivel thick horizontal role

1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -214 -

CHARACTER FORMATTING Parz_;lqraph, headings or.other.texts can be aligned using ALIGN
attribute. They can be aligned in three ways-

We use some specific formatting attributes to highlight words, Cent Riaht - Left
phrases or entire sentences in a paragraph or in a page. Some of them enter 9 €

are as follows- The syntax for this is as follows-

ALIGN="value"

e <B>..<B> - This tag is used to set the text bold. For example  \yhere value can be replaced with left, right or center.

Computer
e <U>...</U> - This tag is used to set the text underlined. For example <HTML>
Computer <HEAD>
e <I>..<I> - This tag is used to set the text italics. For example <TITLE>
Computer Different Alignments
e <SUB>...</SUB> - This tag is used to set the text in a subscript form. :;LgALS:
For example in Oz 2 isin subscript form <BODY>
e <sup>...</sup> - This tag is used to set the text in a superscript form. <P ALIGN="CENTER"> | AM IN THE CENTER.
For example in @22 is in superscript form <P ALIGN="LEFT"> | AM LEFT ALIGNED.
o <STRIKE>..</STRIKE> - This tag is used to set the text in a <PALIGN="RIGHT">1 AM RIGHT ALIGNED.
Strikethrough form. </BODY>
</HTML>
For example: Computer See the result of the example in figure below:
) . . ) 2 C:\Documents and Settings\Rana 2\Local Settings\Temp\WordWeb... [= |[O]
The usage of different formatting in example given below: Fle Edt View Favortss Toos Help i
O Back \\) E @ é p Search \:/J\\'(Favorites 2] 8- :;
<HTML> Address CriDocuments and Settings|Rana 2iLocal Settingsi Templwordivet V\ Go Links
<HEAD>
<TITLE> Character Formatting </TITLE> I AN IN THE CENTER.
</HEAD> | AM LEFT ALIGNED | AM RIGHT ALIGNED
<BODY>

<P> B is used for <B> Bold </B>

<P> | is used for <I> Italics </I1>

<P> U is used for <U> Underline </U>

<P> SUB is used for <SUB> Subscript </SUB>

<P> SUP is used for <SUP> Superscript </SUP>

<P> STRIKE is used for <STRIKE> Strikethrough</STRIKE>

CHANGING FONT SIZE AND COLOURS

You can set or change the size and colors of the font as desired. It can
be done using <FONT> tag.

To specify size of the fonts, Size attribute is used with Font tag.
Normally fonts are seven in size. It can be given a number 1 being the
smallest through 7 being the largest. By default the font size is 3.

</BODY>
</HTML> <HTML>
<HEAD>
The result will be shown as one in figure below: <TITLE>
My web page
<[TITLE>
A C:\Wocuments and SettingsiRana 2\ ocal SettingsiTemp\Wordweb. . E@@ </HEAD>
. — " ™ <BODY>
File Edt ‘Miew Favorites  Tools  Help i <FONT SIZE = "1 "> FONT SIZE 1 </FONT> <BR>
) _ ﬂ @ ;\J ™ search a{, Favortes 402 RN <FONT SIZE = ""2""> FONT SIZE 2 </[FONT> <BR>
W it 4 3 = <FONT SIZE = ""3"> FONT SIZE 3 </[FONT> <BR>
fddress C:\Documents and SettingsiRana 2iLocal Settings Tempiworditteb % a Go  Links <FONT SIZE = "4"> FONT SIZE 4 </[FONT> <BR>
<FONT SIZE ="5"> FONT SIZE 5 </[FONT> <BR>
Bi d for Bold <FONT SIZE = "'6"> FONT SIZE 6 </[FONT> <BR>
15 used for B0 <FONT SIZE = "7""> FONT SIZE 7 </FONT> <BR>
| is used for Italics </BODY>
U is used for Underline </HTML>
SUB isused for g, .y See the result in figure below:

SUP is used for Superscript

STRIKE is used for Strikethrotigh

b Ecdk e Fecibs lcos Hulp n
e " - o
(%] |&] §o | J-ssern g Feokes ) 5
-t BF] i yoocurnerts o Settings Rt ko SettngsiTangiteoraiich v ﬂ'&r ks ]
FRUT 2FF -

E | Liong J 1 Comeuter

FONT SIZE 7
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SPECIFYING FONT COLOURS

To change font colour, we use COLOR attribute with the FONT tag. We can set sixteen different colors to make fonts look attractive. They are:

(i) Black (ii) White (iii) Aqua (iv) Blue (v) Fuchsia (vi) Grey (vii) Green (viii) Lime (ix) Maroon (x) Navy (xi) Olive (xii) Purple (xiii) Red
(xiv) Silver (xv) Yellow (xvi) Steal

For Example:
<P><FONTSIZE = 7>
<FONT COLOR = "AQUA™">
This is aqua.
</FONT>

When you will run the above mentioned example, you will see the text in aqua colour.

SETTING THE COLOUR OF BODY BACKGROUND, TEXT AND LINK

You change the color of text, links, visited links, and active links (links that are currently being clicked on) using further attributes of the <BODY>
tag.

Syntax:
<BODY BGCOLOR="colorname/code" TEXT="colorname/code" LINK=""colorname/code"">

For example:
<BODY BGCOLOR="#000000" TEXT="#FFFFFF" LINK="#9690CC"">

This creates a window with a black background (BGCOLOR), white text (TEXT), and silvery hyperlinks (LINK).

The six-digit number and letter combinations represent colors by giving their RGB (red, green, blue) value. The six digits are actually three two-
digit numbers in sequence, representing the amount of red, green, or blue as a hexadecimal value in the range 00-FF. For example: 000000 is
black (no color at all), FFOOOQO is bright red, OOOOFF is bright blue, and FFFFFF is white (fully saturated with all three colors).

You can use the color name also instead of codes that are a bit difficult like:

<BODYBGCOLOR="BLACK"TEXT="WHITE"LINK="SILVER">BACKGROUNDGRAPHICS

BACKGROUND GRAPHICS

Newer versions of Web browsers can load an image and use it as a background when

displaying a page. Some people like background images and some don't. In general, if you want to include a background, make sure your text can
be read easily when displayed on top of the image. Background images can be a texture (linen finished paper, for example) or an image of an object
(a logo possibly). You create the background image as you do any image. The tag to include a background image is included in the <BODY>
statement as an attribute:

Syntax:
<BODY BACKGROUND-="filename"">

For example:

<HTML>

<HEAD>

<TITLE>

MY BIRD

<[TITLE>

</HEAD>

<BODY background=format.gif>
</BODY>

</HTML> (See the result in figure)
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Unit-VIII

DATABASE HYPERTEXT MARKUP LANGUAGE (DHTML)

INTRODUCTION

In the last unit we had discussed some basics about HTML including
different tags and attributes. This Unit discusses mainly table, form
and frame that are indispensable in building web pages.

TABLE

Table is used to arrange data especially when it is a combination of
text and number. It is based on rows and columns and each column
and row has a heading. For instance, Sales-Report of a company or a
table presenting information like post, address, phone no. etc.

TABLE TAG

Tag is usually used to instruct the browser what it should do. Like
other tags, Table tag is written.

The syntax is as follows:

<TABLE>
........... Contents of table........
</TABLE>

The <TABLE> tag begins the table, you place what you want inside,
and end the table with the </TABLE> tag. To begin adding contents
to your table, you will need the <TD> tag. The TD stands for table
data, which is what you will place after this tag. You end a table data
section with the </TD> tag. Example given below illustrates HTML
codes for a basic table with just one cell.

<HTML>

<HEAD>

<TITLE>
<TABLE>

<TD>

This is one-cell table.
</TD>

</TABLE>

Example results like this:
This is one cell table

The above example does not show clearly whether it is a table or not.
To make it look like a table we add border.

ADDING BORDERTO A TABLE

To get the border, we just add the border command to the <TABLE>
tag, like this-

<TABLE BORDER = "number">

See example to know how it works -

<TABLE BORDER ="2">

<TD>

This is one-cell table.

</TD>

</TABLE>
The result will be like this-

This is one-cell table.

ADDING SPACES TO ATABLE
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The previous result clearly shows that a border has been added around
a table. You can set the border width as desired by increasing or
decreasing the number like —

<TABLE BORDER = "'0""> adds no border.

<TABLE BORDER = ""1""> adds border.

The result something like this

This is one-cell table.

ADDING CELLSTO A TABLE

You can add cells as desired to your table. Just add <TD> as many as
the number of cells you want in the table. See example.

<TABLE BORDER ="2">
<TD>

This is first cell.

</TD>

<TD>

This is the second cell.
</TABLE>

Browser will display the output like this —

This is first cell. | | This is the second cell.

ADDING ROWSTO ATABLE

Like adding cells to a table, you can add rows using <TR> tag. TR
stands for Table Row. Example shows addition of one row to a table.

<TABLE BORDER ="2">
<TD>

This is the first cell.

</TD>

<TD>

This is the second cell.
</TD>

<TR>

<TD>

This is 1st cell and 2nd row.
</TD>

<TD>

This is 2nd cell and 2nd row.
</TD>

</TR>

</TABLE>

Run it on a browser. You will get the result like this:

[ This is the first cell. ][ This is the second cell. |

[ This is 1st cell and 2nd row. || This is 2nd cell and 2nd row |
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There are a couple of commands you can add to the <TABLE> tag to get
more spacing between cells. They are as follows —

113

Cellspacing =

Use this command to add more space around each cell. Place a number
inside the double quotation marks.

To see how it affects, replace the first line of above mentioned example with
this one-

<TABLE BORDER = "2" CELLSPACING = "12">

You will see the result like this —

| This is the first cell | [This is the second cell |

| This is 1st cell and 2nd row | |This is 2nd cell and 2™ row |

Cellpadding ="

This command is used to add more space inside each cell. You can place the
number as required with double quotation marks.

Again replace the first line with the one to see the result of the cell padding
command.

<TABLE BORDER = "2" CELLPADDING = "12">
The table will look like this —

This is the first cell This is the second cell

This is 1st cell and 2nd row This is 2nd cell and 2nd row

You can also add both commands together inside <TABLE....> tag this way

<TABLE BORDER = "2" CELLSPACING="15" CELLPADDING="15">

Which you can replace with the first line of above mentioned example .1t will
result like this —

This is the first cell This is the second cell

This is 1st cell and 2nd row This is 2nd cell and 2™ row

You can add anything inside the cell of a table. You can add a link, an image,
heading or paragraph.
EXAMPLE shows a hyperlink having added inside the cell.

<TABLE>

<TD>

<A HREF = "http://www.yahoo.com'> Go Yahoo!</A>

</TD>

</TABLE>

You will see the result like this — Go Yahoo!

Visit us at: www.sarvaindia.com
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DETERMINING THE TABLE SIZE

Sometimes, you need your table in a specific size. You can
define the width of your table to help you get the table in the
size you would like it to be. To do this, add the width =" *
command to your <TABLE> tag. Place the number of pixels
wide you would like the table to be between the double
quotation marks. So, if you wanted a table 600 pixels long, you
would do this:

<TABLE WIDTH = "600" BORDER = "'2"">
The above command makes table 600 pixels long.
See example:

<TABLE WIDTH = "600" BORDER = "'2"">
<TD>

The Table is 600 pixels long.

</TD>

</TABLE>

Example Result Below —

The Table is 600 pixels long.

The above output clearly illustrates your table border is much
longer than the text it contains.

ALIGNING THE CONTENTS OF THE TABLE

Contents in a table can be arranged from right side, from left
side or in the centre with the help of ALIGN=""“command.
We add this command in <TD> tag.

This command can be used in the following three ways -
Align = "left” sets the contents in a table from left side.
Align = "'right” sets the contents in a table from right side.
Align = ""center” sets the contents in a table in the center.

See Example:

<TABLE WIDTH="450" BORDER="2"
CELLSPACING="7" CELLPADDING="7"">
<TD ALIGN = "CENTER">

This cell is in the center.

</TD>

<TD ALIGN = "RIGHT">

This cell is right aligned.

</TD>

<TD ALIGN = "LEFT">

This cell is left aligned.

</TD>

</TABLE>

Example results like this -

This cell is left
aligned

This cell is in the
Center.

This cell is right
aligned

In the above picture, text in the first cell is quite centered while
second and third cells are arranged from right and left side
respectively.
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Apart from the command mentioned above, there are a few more commands that align the contents vertically. For this, add VALIGN = " "
command inside <TD> tag. Commands that align vertically are as follows —

valign = "'top"

arranges the contents quite at the top in the cell.

valign = "middle"

arranges the contents in the centre of the cell.

valign = ""bottom"*

arranges the contents at bottom in the cell.

You can see the use of these commands in example below:
<TABLE WIDTH="550" BORDER=""2" CELLSPACING="7" CELLPADDING="0">
<TD ALIGN = "CENTER" VALIGN = "TOP'S

The cell is at the top. <BR>

Really! It is top.

</TD>

<TD ALIGN ="CENTER" VALIGN = "MIDDLE'S
The cell is in the middle.

</TD>

<TD ALIGN ="CENTER" VALIGN = "BOTTOM'S
The cell is at bottom.

</TD>

</TABLE>

Table as a result of example will display like this —

This cell is at the top.

Ul - o .
Really! It is top. This cell is in the middle This cell is at bottom.

The vertical alignment commands only come in useful if your table cells do not have the same number of lines inside each cell. Since the first cell
has 2 lines and others have one line, the vertical alignment makes difference in how the table looks. Had all the cells contained one line only, there
would have been no use of VALIGN at all.

SPANNING ROWS AND COLUMNS
You can span rows and columns. It is mainly used to write a title of rows or columns. There are two commands for this as follows —

Rowspan =""""
Defines the number of vertical table rows the cell should take up. Place the number as required inside the double quotation marks.

Colspan=""""
Defines the number of horizontal columns the cell should take up.
For instance, the following type of table can be prepared using the codes written in example:

{Hello! Mr......... -
Microsoft.Press

How are you?

<TABLE BORDER ="2">
<TD ALIGN = "CENTER”>
Hello! Mr ..........

</TD>

<TD ROWSPAN = "2" ALIGN = "CENTER'S
<IMG SRC = "PICL.GIF">
</TD>

<TR>

<TD ALIGN = "CENTER”>
How are you?

</TD>

</TR>

</TABLE>
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Similarly, to make a table. We write html codes as written in example.

8PRIDE OF CRICKET

SACHIN IMRAN
TENDULKAR BRIAN LARA KHAN

EXAMPLE:

<TABLE BORDER ="2" CELLPADDING = "5">

<TD COLSPAN = "3" ALIGN = "CENTER"">

<B> PRIDE OF CRICKET </B>

</TD>

<TR>

<TD ALIGN = "CENTERS

SACHINTENDULKAR

</TD>

<TD ALIGN = "CENTERS

BRIAN LARA

</TD>

<TD ALIGN = "CENTERS

IMRAN KHAN

</TD>

</TR>

</TABLE>
In example colspan is used. We use the colspan command and set colspan=""3"". We get the first cell to stretch across the other three on the second
row below it.

SPECIFYING BACKGROUND COLOUR OF THE TABLE

You can change the background color of the entire table, each row, or each cell. To change the background colour of the table, bgcolor=""""
command is used like this —

<TABLE BORDER ="5" BGCOLOR = "RED">
In the above command BGCOLOR has been used in the <TABLE> tag. To understand the use, see the example:

<TABLE BORDER ="5" BGCOLOR = "RED">
<TD>

ITISQUITE REDDISH !

</TD>

</TABLE>

- . IT IS QUITE REDDISH
Example results something like this -

The entire table gets its background red. To change color of each cell in the table. BGCOLOR command is used in each <TD> tag. See example :

<TABLE WIDTH = "75" BORDER = "2"">

<TD BGCOLOR = "RED">

RED

</TD>

<TD BGCOLOR = "BLUE">

BLUE

</TD>

</TABLE>
After you run the above mentioned example, figure like this appears on the browser — RED e
Both cells have different colors. The cell that contains RED has Sot red background while the cell that contains BLUE has got blue background.
Let us see example in which a table containing two columns and two rows have been created and both rows have been provided two different
colors.
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<TABLE WIDTH = ""200" BORDER ="2">
<TR BGCOLOR ="RED">
<TD>RED</TD>

<TD> AGAIN RED </TD>

</TR>

<TR BGCOLOR ="BLUE">

<TD> BLUE </TD>

<TD> BLUE AGAIN </TD>

</TR>

</TABLE>

. . . RED
You will see the effects of example like this -

- 220 -

AGAIN RED

Thus, you can prepare calendar, price-list or whatsoever using tables.

CREATING TABLES WITHIN TABLES

Suppose you had this problem: You need to put two tables on the same line on your page. Oh no! the table tag automatically sends you to the next
line! Well, you can set around this by placing your two tables inside one large table, thus keeping them on the same line.

Let us start by placing one table inside another. See example:

<TABLE WIDTH = "400" BORDER ="6"">
<TD ALIGN = "CENTER"">

<TABLE WIDTH = "300" BORDER ="2">
<TD ALIGN = "CENTER"">

This is a table within a bigger table.

</TD>

</TABLE>

</TD>

</TABLE

This is a table within a bigger table.

Result of the Example on the Browser:-

This can be a bit confusing at times. Just remember to keep track of which table you are in while you are writing the code.
As for the problem at the beginning of the section, all we have to do is add another table cell to the big table, and then use a second smaller table
inside that cell. To hide the appearance of the big table, we set the border on the big table to zero. See example:

<TABLE WIDTH="600" BORDER= “0">
<TD ALIGN = "CENTER">

<TABLE WIDTH = ""275" BORDER ="4"">
<TD ALIGN = "CENTER">

I am in the second small table! Ha!

<TD>

</TABLE>

</TD ALIGN="CENTER”>

<TABLE WIDTH = “275” BORDER = “4">
</TD ALIGN="CENTER”>

I am in the second small table! Wow!

<TD>
</TABLE>
<TD>
</TABLE>

Now we see the two inside tables
on the page side by side like this —
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I am in the second small table! wow!
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USING FRAMES

Prior to begin using frames on your web page, you will be wanting to
know how frames work. A page with frames is really a page split
into 2 or more sections, each containing its own html document. As
you can see in figure given below, that shows a page with two
frames.
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Figure: A page with two frames

As in the figure both frames are actually two different web pages.
The page that keeps the two frames has also its own html document.
In this section we shall discuss how to create frames. Frame is built
using the <FRAMESET> tag rather than <BODY> tag at the
beginning of the document.
See example:
<HTML>
<HEAD>
<TITLE> My First Page with Frames </TITLE>
</HEAD><FRAMESET COLS = "50%, 50%"">
<FRAME SRC = "FRAME1 .HTM"">
<FRAME SRC = "FRAME2.HTM"">
</[FRAMESET>
</HTML>

Example result on the browser:
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Let's have a look at elements used in the above mentioned example -
<FRAMESET>

This tag tells the web browser to expect a series of frames rather than a
normal page.

cols =""50%, 50%"

This command inside the FRAMESET tag tells the browser to split the
page into two columns. In this case, each column would take up 50%
of the space on the screen. You can change the percentage to any
number you like. You can also use pixels rather than percentage if you
wish. If you use percentages, be sure to keep the % sign after each
number, or the browser will read the number as a pixel value.

<FRAME SRC = "FRAME1.HTM">

This tag lets you tell the browser the URL of the document in the
frame farthest to the left.

<FRAME SRC ="FRAME2.HTM">

This tag will specify the URL of the next frame, going from left to
right. The browser will read your FRAME SRC tags for the columns
from left to right. For this everything should be in order.

Example:

<HTML>

<HEAD>

<TITLE> MY AGE WITH THREE FRAMES </TITLE>
</HEAD>

<FRAMESET COLS = "'33%, 33%, 33%"">

<FRAME SRC = "Framel.htm'>

<FRAME SRC = "Frame2.htm'>

<FRAME SRC = "Frame3.htm'>

</FRAMESET>

</HTML>

After you implement example on browser, the effects will appear on
the browser like one hi figure given below:

The page now contains three columns and all are almost equal as 33%
has been provided to each frame in the code. Rest 1% is made by the
browser itself. If you do not want to leave it to browser, change any of
the values to 34%.

K| & Fa | J st e s £ - iz B - %
o | e el B Ak B B AT b AR e - sl L 2l u} o
FHLERE 43 E24 T2 ENATE S | Lasl Gne Heading S rabum ror ® o Canrer
ER b Lol T He adidg
Laval TErr=a fedinn i saw L B
Lessasd i Hinaihingg - T 2 s 0
oot e Shyar s ] e =0
2ol £l =) Ll au
< »
] Do ey I
—

Figure: page with three different documents
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ADDING COLUMNS HORIZONTALLY AND VERTICALLY

Suppose you want two frames vertically and one frame divided into two
horizontal frames. For this, we use rows instead of cols for frames that
go from top to bottom.

See example:

<HTML>

<HEAD>

<TITLE> My Page with Mixed Frames </TITLE>
</HEAD>

<FRAMESET cols = *'50%, 50%"">
<FRAME SRC = "FRAME1 .HTM">
<FRAMESET ROWS = ""50%, 50%"">
<FRAME SRC = "FRAME2.HTM">
<FRAME SRC = "FRAME3.HTM">
</[FRAMESET>

</HTML>

See result of the above mentioned example on the browser:
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Figure: A page based on three frames of mixed structure.
The rows command reads from top to bottom, like the cols command
reads from left to right You can have as many columns or rows as you
like, but be sure to nest your frameset tags the way you want the frames
to appear:

e The first FRAMESET tag tells the browser to divide the page into two
columns.

o The FRAME SRC tag following it tells the browser the first columns should be
filled withframel.htm.

e The next FRAMESET tag is nested inside the first FRAMESET tag. This tag
tells the browser to - divide the second column into two rows, rather than using
a single html page to fill the column.

e The next two FRAME SRC tags tell the browser to fill the two rows
with frame2.htm at the topmost row and frame3.htm on the following
row, moving from top to bottom.

o Be sure to close all of your FRAMESET tags after they have been
used.
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USING LINKING AND ATTRIBUTES ON THE FRAME

Now, you can create a page with frames. But when you place a link
inside a frame, the URL you linked to will only appear in that same
frame! This is because a link within a frame will default to showing
the next page inside the frame the link is. In this case you would
certainly like to have the link put the new page in another frame, or
come up without any frames around it. For this, just name each
frame, and these specify the target frame in your link.

See example:

<HTML>

<HEAD>

<TITLE My Page with Linked Frames </TITLE>
<FRAMESET cols = *'20%, 80%"">

<FRAME SRC = "FRAME1 .HTM" NAME = "Left_frame">
<FRAME SRC = "FRAME2.HTM" NAME = "right_frame">
</[FRAMESET>

</HEAD>

</HTML>

In example, each frame has got a name, you can use either frames
name as a target inside a link tag. Indirectly, you can say you have a
link inside the Left_frame (framel.htm). If you want the new page
to show wup in the right frame, you need to add the
target="frame_name" command to your link tag. The following
example link tag will be in the left_frame, but make the result show
up in the right_frame:

<A HREF="sarva.htm" target=""right_frame''> About Sarva </A>

Now the left_frame will remain unchanged, while the linked URL
will show up in the right frame. You can link to any frame you want
to this way. Just remember to name all of your frames so that you
can target them.

IMPORTANT ATTRIBUTES USED IN THE FRAME

Some important attributes are used in the frame that you can add to
your individual <FRAME> tags to help you control the design of
the frames. They are as follows —

scrolling = "'no"

This command will let you specify whether or not you want a
scroller on the right side of the frame for users to scroll up and
down. If you do not add this command, the browser will decide
whether or not to add a scroller based on the length of the page
inside the frame. If set to "yes", the frame will always have a
scroller. If set to "no" the frame will have no scroller.

border =""2"

This command lets you specify the width of the frame border. You
can set a number of your choice.

resize ="'no"

This command lets you decide whether or not you want your
viewers to be able to resize a frame by dragging the border across
the page. If set "yes", users can resize the frame and if set to "no"
the frame can not be resized. The default is yes.
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More size

You may want to use this in place of resize="no", as not all browsers support
the resize="no" command. Using both commands, you can safely present the
users the scroll bar.

margin width = "'2"" and marginheight = ""2"

These commands let you determine the margins between the frame and the
contents of the frame.

USING THE FORM

Forms are created on web pages to get feedback. They can also be used as
order form, form for survey on a special subject or for similar purposes. You
can create your own form using the techniques being discussed as ahead.

SETTING UP A FORM

To use a form on your page, you will need two things. The HTML for the
form and a CGI program to handle the form when it is submitted.

To get a CGI program for you, you can see if your web server has one
available for your use and find out from them how to use it in your HTML
form code. Most web servers offer CGI programs for you to use for free. The
most common program to handle a form is one that sends you the results via
email, and this is the program most servers will provide.

To create a form, two elements are specified —
(1) METHOD property within <FORM> tag
(2) ACTION property within <FORM> tag

The METHOD command/property will almost always be set to "post™. The
other value is "get", but if you are using a program from your web server,
you will likely be instructed to use method = "post".

The ACTION command is asking for the address of a CGI program that will
handle the form once it is submitted.

You will replace the:
"'/cgi-bin/mansoor.P1"

with the exact address your server gives you to use their cgi program. If you
are using your own program, upload the program to your server and use the
address of your program. Before you upload a cgi program, be sure your
server allows you to use your own cgi programs. If your server doesn't allow
you to use your own cgi programs, don't do it.

Let us know how to create some basic elements used on the form. The basic
elements on a form are as follows —

. TEXT BOX

. CHECK BOX

. RADIO BUTTON

. MENU

. SUBMIT AND RESET BUTTONS

Visit us at: www.sarvaindia.com

Licensed by Govt. of India

- 223 -

CREATING A TEXT BOX

After writing opening tag <FORM>, you can insert any
element as required on a form. On your form, the most used
element is usually a text box. Text box lets your users enter a
line of text as required. To create this, do the followings —

1. Within both form tags <FORM> and </FORM>, type the
text you want to use as a label for the text box like <P>
Name and press Enter.

2. Then, type <INPUT TYPE = "text" and leave space.

3. Type Name="name". Replace the name within the double
quotation marks with a suitable name that describes the
text box.

4. Type Size = "n" to specify the width of the text box.
Replace the n with a number required as the size of the
text box. n is the number of characters used in the text
box. For instance size = "20"

5. Type MAXLENGTH="n" to limit the number of
maximum characters used in the text box. Change the n
with a number you want maximum characters in the text
box. Like MAXLENGTH = "30"

6. To end it, use the > key. To understand the entire process,

See example:

<FORM METHOD = "POST" ACTION =
""mailto:mansoor3176@rediffmail.com'>
<P>Name
<INPUT TYPE="text" Name=""text1” SIZE=""20"
MAXLENGTH=""30"">
</[FORM>
After you run the example, picture like this will appear on the
browser.

Name

CREATING A LARGE TEXT BOX

The text box created in the earlier section has got a limit.
Using that text box, You can let your users enter only one line
in the text box. What about if your users need enter more than
one line in the text box. In this situation, you need a text box
that should be large and contains multiple lines. To create a
large text box, do the followings —

1. Type the text representing a label for the text box within
both form tags <FORM> and </FORM> like - <P>
Comments/Suggestions and press Enter.

2. Type <TEXTAREA and press spacebar

3. Then, type Name="". Within double quotation marks type a
suitable word o name the text box. For example: Name =
"Suggestions" and leave space

4. Type Rows = "n" and replace n with the number you want
to allow your users type the lines in the box. eg. Rows
="5"

5. Type Cols="n" to specify the width of text box. Replace the
n with the number you want to set the width of text box like
COLS="30"

6. Type WRAP> to use word wrap feature in the text box.
Word wrap feature Auto-matically changes the line when
the column limit of the text box is over.

7. Type <ITEXTAREA> to close the tag.
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See the example to look at the HTML codes.

<HTML>

<HEAD>

<TITLE> FEEDBACK FORM </TITLE>

</HEAD>

<P> Comments/Suggestions
<FORMMETHOD="POST"ACTION=""mailto:mansoor3176@yahoo.com">
<TEXTAREA Name=""Suggestions' Rows="5" Cols="30" WRAP>
</TEXTAREA>

</HTML>

After you run the example the browser will display like this —

CREATING A RADIO BUTTON

Radio button is used when your users have multiple choices to select
and you allow them to choose one that is the most appropriate one.
Before you create a radio button, you need provide some basic
information to the browser as follows —

Selection of a word representing the whole group of options. It can
be done using Name attribute.

Selection of a word for each radio button. Value attribute is used for
this.

Selection of a word that will work as a label for each radio button.
Now follow the instructions to create a radio button —

. Type <INPUT TYPE = "radio" between both form tags <FORM>

and </ FORM>

. Type Name = " ". Name the word under double quotation marks that

will represent the entire group of radio buttons.

. TYPE VALUE = " " to specify the information for one radio button.

Type the word under double quotation marks that describes the radio
button.

. Type CHECKED, if you want the radio button automatically

selected. You can have this with only one radio button.

. TYPE > to complete the radio button.
. Type the text you want to appear beside the radio button on your web

page.

. Repeat steps from 2, 3, 5 and 6 for as many radio buttons as you

want to create.

See the example to understand the HTML codes —

<HTML>

<HEAD>

<TITLE> Feedback Form </TITLE>

</HEAD>

<P>Marital Status

<FORM METHOD="POST"
ACTION="mailto:mansoor3176@rediffmail.com'>

<INPUT TYPE="radio" Name=""marital"" Value=""Married"> Married
<INPUTTYPE="radio" Name="marital"" Value=""Unmarried"
CHECKED> Unmarried

</FORM>

</HTML>
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After you run the example on the browser, picture like this will
display -

Marital Status
(1 Married i) Unmarried

CREATING A CHECK BOX

You can build a set of check boxes on a form if you want visitors to
be able to select one or more options. When creating check boxes,
you need to specify the same information, you did while creating
radio buttons. After understanding the information to be specified,
do the followings to accomplish creation of check boxes —

1. Type <INPUT TYPE = "checkbox" between both form tags
<FORM> and </[FORM> and then leave space.

2. Type Name = " " and under double quotation marks type the
word that defines the group of check boxes like Name = "sports"

3. Then type VALUE = " " to specify the information for each
check box. Type the word under double quotation marks that
describes the check box such as VALUE = "football".

4. Type CHECKED if you want a special check box to be selected
automatically.

5. Type > to complete the check box.

. Type the text you want to use beside the checkbox.

7. Repeat steps 1, 2, 3, 5 and 6 every time you want a check box be
added in the set. See example to understand the html codes.

[o2]

<HTML>

<HEAD>

<TITLE> Feedback Form </TITLE>

</HEAD>

<P> Hobbies

<FORMMETHOD="POST"

ACTION="mailto:mansoor3176 @rediffmail.com'>

<INPUT TYPE=""checkbox' Name=""hobbies" Value=""Cricket"
CHECKED>

Cricket<BR>

<INPUT TYPE=""checkbox' Name=""hobbies" Value=""Music'">
Music<BR>

<INPUT TYPE="checkbox' Name="hobbies"
Value=""Travelling"">

Traveling<BR>

</FORM>

</HTML>

After you run the example, the picture like this comes up on the
browser

Hobbies
Cricket
Music
Travelling

CREATING A MENU

You can create a menu that offers visitors a list of options to choose
from. Normally menus are used for displaying lists of products,
states or age groups. While creating radio buttons, you must specify
the same thing specified in the earlier radio buttons and check boxes
and then proceed to the following steps —
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Type <SELECT NAME = " " between both form tags <FORM> and </ FORM>. Insert a word under double quotations that describes the menu
you want to create. And then press SPACEBAR. For example <SELECT NAME = "COUNTRY"

See example to look through the HTML codes.

<HTML>
<HEAD>
<TITLE> FEEDBACK FORM </TITLE>
<P> Which country do you belong to?
<FORM METHOD ="POST"
ACTION=""mailto:mansoor3176 @rediffmail.com”>
<SELECT NAME=""Country" SIZE="'3">
<OPTION VALUE = "India" Selected> India
<OPTION VALUE = "Pakistani”’> Pakistan
<OPTION VALUE = "Nepal"'> Nepal
<OPTION VALUE = "Bangladesh'> Bangladesh
<OPTION VALUE = "Bhutan"> Bhutan
<OPTION VALUE = "Sri Lanka"> Sri Lanka
<OPTION VALUE = "Malaysia"> Malaysia
</SELECT>
</[FORM>
</HTML>
After implementing the codes written in example on a browser, the picture
that appears will match with this —

Which country do you belong to?

CREATING A SUBMIT BUTTON

You can build a SUBMIT button which lets the user to click in order to store

the information an your web server or on your e-mail account. To create

SUBMIT button, do the followings —

1. Type <INPUT TYPE = "Submit" between both form tags <FORM> and
</ FORM> and leave spaces.

2. Type VALUE =" ". Put the word under double quotation marks that ap-
pears on the button like VALUE = "ACCEPT"

See example:

<HTML>

<HEAD>

<TITLE> FEEDBACK FORM </TITLE>

</HEAD>
<FORMMETHOD="POST"ACTION=""mailto:mansoor3176@yahoo.com">
<INPUT TYPE="SUBMIT" VALUE="ACCEPT">

</[FORM>

</HTML>

After you run the example, the output on the browser will appear like this-

ACCEPT
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. Type SIZE = "n" and replace n with the number of options you want readers to see in the menu without using the scroll bar. eg. SIZE = "3"
. Type <OPTION VALUE =" " and insert a word under double quotations that describe” the menu option.

. Type the text you want to appear for the menu option.

. Repeat steps 3 and 4 for each menu option you want to add.
. Type SELECTED if you want a particular menu selected. You can have this with one.

CREATING A RESET BUTTON

You can create a RESET button that allows your users to
refresh the information entered by the user to create this
button, do the followings —

1. Type <INPUT TYPE = "reset" between both form tags
<FORM> and </ FORMx

2. Type VALUE =" "and put a word that will appear on this
button like VALUE = "RESET"

See example:

<HTML>

<HEAD>

<TITLE> FEEDBACK FORM </TITLE>
</HEAD>

<FORM METHOD="POST"
ACTION="mailto:mansoor3176 ©yahoo. com">
<INPUTTYPE="RESET" VALUE="REFRESH">
</[FORM>

</HTML>

After you run the example, the result will be shown like this on
the browser -

REFRESH

So far, you have seen how to create various elements on a
form. Now we write codes together in example to create a
form incorporating all the elements discussed earlier.
Example:

<HTML>

<HEAD>

</HEAD>

<FORM METHOD="POST"
ACTION="mailto:mansoor3176@rediffmail.com'>
<P> Name <INPUT TYPE="TEXT" NAME=""prof»
SIZE=""20"

MAXLENGTH="30"">

<P> Place <INPUTTYPE="TEXT» NAME=""prof"
SIZE=""20"

MAXLENGTH="30"">

<P> City <INPUTTYPE=" TEXT" NAME=""prof"
SIZE=""20"

MAXLENGTH="30"">

<P> State <INPUTTYPE="TEXT" NAME=""prof"
SIZE=""20"

MAXLENGTH="30"">

<P> Marital Status<BR>

<INPUT TYPE="radio" Name="marital”
Value=""Married'> Married

<INPUT TYPE="radio" Name=""marital"
Value=""Unmarried" CHECKED>Unmarried
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<P>HOBBIES <BR>
<INPUT TYPE=»CHECKBOX" NAME="HOB" VALUE="GARDENING"
CHECKED>GARDENING<BR>
<INPUTTYPE="CHECKBOX» NAME="HOB" VALUE="CRICKET»>CRICKET<BR> <INPUTTYPE=»CHECKBOX"
NAME="HOB" VALUE="READING">READING<BR>
<P> Comments/Suggestions<BR>
<TEXTAREA Name=""Suggestions" Rows="5"" Cols="30" WRAP>
</ITEXTAREA> <BR>
<BR>
<BR>
<INPUT TYPE="SUBMIT" VALUE="ACCEPT">
<INPUT TYPE="RESET" VALUE="REFRESH">
</[FORM>
</HTML>

After you implement the example the effects on the browser can be shown in figure below:-

File  Edt  ‘iew Favarkes Tools  Help

1= s |1.| Iﬂ :" /..]Ea-arm 5[ Favontes {043 ‘-’- ;-:-F B - _J y

Adcress @ CACooiments 3rd Settings|Rana Blocd Ssttings| TempiwordwebPagefreview| Documerkz, | e Go Links

MNzame
Pl=x
cly

L= (- f=d--1F-d
o lEsried o Urmanied

HOBRE=

a CARDEMING
a CRKCEET

a READND

il

| accerr | | REFREEH |

-EI Do _'; My Camputar
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C LANGUAGE

CHAPTER-1

INTRODUCTORY CONCEPTS

Computer Languages

The functioning of a computer is controlled by a set of instructions (called
a computer program). These instructions are written to tell the computer.

What operation to perform? Where to locate data?
How to present result? When to make certain decisions?

The communication always needs a common language or terminology.
The language used in the communication of computer instructions is
known as the programming language into this language. The computer has
its own language and any communication with the computer must be in its
language or translated into this language.

A language is a system of communication. We communicate to one
another our ideas and emotions by means of language. Similarly, a
computer language is a —mean of Communication, which is used to
communicate between people and the (Computer). Using some computer
language a programmer can still the computer what he wants to do.
Computer languages divide in three parts:-

1.  Machine languages (low level languages)
2. Assembly (or symbolic) languages, and
3. High level languages

1. Machine Language

Computers are made of two-state electronic components which can un-
derstand only pulse and no-pulse (or '1' and '0") conditions. Therefore, al
instructions 'and data should be written using binary -codes 1 and 0. The
binary code is called the machine code or machine language

Computer does not understand English, Hindi or Tamil. They respond
only to machine language. Added to this, computers are not identical in
design. Therefore, each-computer has its own machine language.
(However, the script, 1 and 0, is the same for all computers.) This poses
two problems for the user. First, it is a traumatic experience to understand
and remember the various combinations of 1 'sand O's representing
numerous data and instructions. Also, writing error-free instructions is a
slow process. Secondly, since every machine has its own machine
language, the user cannot communicate with other computers (if he does
not know its language). Imagine a Tamilian making his first trip to Delhi.
He would face enormous obstacles as soon as he moved out for shopping.
A language barrier would prevent him from communicating.

2. Assembly Language

An assembly language uses machine codes rather than numeric codes (as
used in machine language). For example, ADD or A is used as a symbolic
operation code to represent addition and SUB or S is used for subtraction.
Memory locations containing data are given names .such as TOTAL,
MARKS, TIME, MONTH, etc. As the computer understands only
machine-code instructions, a program written in assembly language must
be translated into machine language before the program is executed. , This
translation is done by a computer program referred to as an assembler.
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3. High Level Language

The assembly language is again a machine-oriented language and
hence the program has to be different for different machines. The
programmer should remember machine characteristics when he
prepares a program. Writing a program in assembly language is
still a slow and tedious task. High label languages are BASIC,
COBOL, and FORTRAN etc.

These languages consist of a set of words and symbols and one
can write programs using these in conjunction with certain rules
like ‘English’ languages. These languages are oriented towards

High-Lavel y Assembly
languzge Tralsioe hngugs
. Gurge
Saurca Pm'l:!ﬂﬂ
Progran
Cihjoet
Pengerem
Muchine - ;
. Computer Foanln
e —> — !

the problem to be solved or procedures for solution rather than
mere computer instructions. These are more user- centered than
the machine-centered languages. They are better known as high
level languages.

The most important characteristic of a high level language is that
it is machine independent and a program written in a high- level
language can be run on computers of different makes with little
or no modification. The programmer need not know the
characteristic of that machine. However, such programs are to be
translated into equivalent machine-code instructions before actual
implementations.

A program written in a high-level language is known as the
source-program and can be run on different machines using
different translators. The translated program is called the object
program. The major disadvantage of high-level language is that
they take extra time for conversion and thus they are less efficient
compared to the machine-code languages. Figure shows the
system of implementing the three levels of languages.
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Yemr | Lomguage Name Derived from Developed by Application Latesi
| Version
1957 |FORTRAN Fotreuda 1B Seience, Enpineerng FORTEANTT
tosg | ALCGOL Translation Algoeithraic Intermational Language Enpineermg ALGCLAE
190 | LISP List Processing MIT, 24 Artificiz] Intelligence LIZE Lg
L280 APL & Programming Languages [BM Goicnce, Engineenng AFLEY
. Comtrion Busmess Criented Doefense Dept ) .
1941 | COBOL Language USE) Buziness Cobal 35
losd | BasIC Beginner A1 Purpoze Sswmholic Diartmmth Engineenng, Science, Business, Standand
: Instruction Code College Education Basic
1985 FLA Prograrmmng Langrage [BM Genessl AMSLPLA
: Federal Hstitute CF emerzl Standard
|:| P
1970 | Pascal Blasie Pascal Techrology, Sitzerand Faseal
4 ! Unreersity of g . Standard
q L ¥ ;
1972 | PROLOG Programmng In Logic Marsslie Artificial Intelligence PROLOG
1973 C Earlier language Bell Laboratory CGenersl AMA[ T
L1375 ads Augists Ada 113, Defense Genersl Ada
1983 (1 & Pajaame Stronstiug Q0Fs LTS
1955 Jama pak Aun WMicrosystam [niemst Jawa 14
Algorithm and Flowcharts:
Algorithm: The set of instruction in a sequence manner is called algorithm.
Flowcharts: The diagrammatic representation of program is called Flow chart.
ALGORITHM AND FLOW CHART TO POST A CARD:
START
(_,_} 'C::' START R END OF THE PROSRAM
ggg; ngcAr? E P APOSTCARD | e | ]
- I
STEP-3.  PICK UP THE PEN [ FICK UF TFE PEN | I COMPLTATICH STEFS Bo
STEP-4 WRITE ON THE POSTCARD 1
STEP-5.  WRITE THE ADDRESS | WRITE GH THE POSTCARD | I_/ /‘ IHPUT CF CAITPUT BE
STEP-6 GO TO THE POST-OFFICE | WRITE nl."; ADDRESS |
STEP-7.  POST THE CARD I <>- DECISICHHNAKIG B2
STEP-8  STOP | cototsEFosToRRcE | g
— § ! COHMECTOR BN
FOST THE CARD 1 Do
D =
|¥ 258 Dectzer e
Connector

Cardinue by
[Craing step-4

Branching: Branching refers to the process of the following one of two more optional
paths of computations.
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Example:  Geing to mavies with your fiignd, Example: Find out the greatest amaong three numbers
o)
- . Read the
GO TO YOUR FRIEMD 8 / Values x.y,z /
HOUSE ¥
Yol

YES
| TAKE HIM 70 THE THEATRE

| SEE HIM MEVIE

5EE HIM BI:CK.'.G HER . E
HOWSE .
L= / Print %/ / Pant y
| COME BACK HOME

| STaRT

LOOPING:

Repeat the statement again and again is called loop. And this process is called looping. There are two types of loop. First is called DO and Test
loop and second is called TEST and DO type loop.

a) DO and Test loop: In these loop firstly, we execute the statement and then Test the condition.
b) TEST and DO: In these loop firstly, we test the condition then execute the statement.

Compute < )

[Compuie]|
—

{al Do and Test loa) (b} TESTand Do
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CHAPTER- 2

C FUNDAMENTALS

Introduction to ‘C’ Language

‘C’ is a general-purpose structured programming language. C has
certain features which are best suited for low jobs and certain
features which enable the programmer to perform high level jobs,
thus bridging the gap between the machine language & high level
language. Earlier there was a language ‘Basic combined
Programming Language’ called B, which was modified by Denis
Ritchie and was implemented, at Bell Laboratories in 1972. This
new language was called ‘C’ Language. ‘C’ is a middle-level
language as it gives a minimal set of control and data-manipulation
statements that they can use to define high-level constructs. It allows
to efficiently communicating with a computer.

Features of “‘C’ Language

v" Small Instruction Code
The code of C Language is very small as compared to most of
the languages. It needs few instruction codes to perform a job.

v'  Portable
C Language is portable language. A language is said to be
portable, if a program written in that language when taken to
various other computers, runs with little or no modification.

v No Formatting
C does not impose any format restriction on user as in COBOL;
one can start writing from any place and end it at any place.

v’ Efficient & Fast
Due to its variety of data types and powerful operators,
programs written in C are fast & efficient.

Use of ‘C’ Language

C language is capable of system programming and application
programming. System programming refers to a class of programs
that either are part of or work with operating system of the computer.
System programs make the computer able of performing useful
work. System programs run very quickly.

C could be used for many types of application like- Developing
operating system, Assemblers, Compilers, Interpreters, Editors,
System Utilities, Writing TSR’s, Database Application, Networks
systems.

‘C’ as a structure programming

structure programming represents a procedure for describing the
program in a series of stages or modules. It provides a clear and
simple approach to program design. It is also called procedural
language that is each statement in the language tells the computer to
do something such as Get some input, add the numbers, display the
output etc. A program in a procedural language is a list of
instructions. The programmer creates the list of instructions and the
computer carries them out.
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Structure of ‘C’ Program is given below:-

#include directive(s)

main()

{
declaration of constants and variables
sequence of instructions

}

Explanation of abovementioned structure program is as follow-
C program is organized into routines:

Main() -
It represents the routine where program execution must begin and as
the name suggests is the main or controlling routine.

{ (Opening brace) & } (closing brace)-

The declaration of constants and variables and the language
statements that make up the sequence of instructions contained in with
in a function are delimited by the opening brace { and closing brace }.

; (semi-colons)) —
The declarations and executable statements within the function are
separated by semi-colons.

The C Character Set

C uses the uppercase letters A to Z, the lowercase letters a to z, the
digits 0 to 9, and certain special characters as building blocks to form
basic program elements (e.g., constants, variables, operators,
expressions). The special characters are listed below,

1 g * \ <
* { . ; { >
o 1 - ; ¥ !
"‘ e [ . T
L - 1 {Blank}

Identifier

The program element is called identifier.

Identifiers consist of letters and digits, in any order, except that the
first character must be a letter. Both upper and lowercase fetters are
permitted, the underscore character ( _ ) can also be included to be a
letter. An underscore is often used in the middle of an identifier.
Example: the following names are valid identifiers.

x w2 surm temp

NAMEes arsa tax_rate Tabtel
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As per the characteristic of identifier we can .classified identifier into
variable and Constant.

(@) Variable
(b) Constant

(@) Variables
The value of identifier change during the programming is called
variable.

(b) Constant

The Fix the value of identifier in during the programming is called
Constants. There are three types of constants; string constants, numeric
constants and character constants.

Constants

Slring conslants Humaric constants Characler constant

1. String constants

A String constant is a sequence of alphanumeric characters enclosed in
double quotation marks whose maximum length is 255 characters.
Following are the examples of valid string constants:-

e “Theresult="*
e  “Rs.2000,00”
e  “This is test program by Arjun”

2. Numeric Constants

Numeric constants are positive or negative numbers. There are four
types of numeric constant. Integer constant, floating point constant. hex
constant and octal constant. An integer constant may either be a short
integer or a long integer. A floating point constant may either be of
single precision or double precision.

Humetic constants Integar Intagar
Short mteger [short}
Long integer (long)
{float)

{double}

Lang deublke
Unzigned char

Float

Unzigned integer
Unsigned Unsignad short integer
Unsignad long integer
Hex Shoert haxadacimal

Lang hexadecmnal
Octal Short octal

Long octal
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(a) Integer constants

Integer constants do not contain decimal points, Variables can be
declared as integers in the following ways.

Int x,y;
Short int x,y;
Long int x,y;

In the first statement, the variables x and y take integer values. In
the second statement X, y are of the short integer type. The third
statement declares x, y as long integer type variables.

I Integer type data
The keyword ‘int’ stands for the integer data type in C change its
size is either 16 or 32 bits.

Il Short Integer data type
Normally, the ‘short int” is used to declare the short integer data
type in C whose maximum size is 16 bits longs.

11l Long integer data type
Usually, the ‘long int” stands for the long integer data type used in ¢
and its size is 32 bits.

1V Unsigned data type

The undersigned numbers are whole numbers and always hold
positive values and the sign bit also belongs to the value. The
unsigned numbers may be classified into four : unsigned char,
unsigned integer, unsigned short integer and unsigned long integer.
The maximum size of the unsigned integer is 16 or 32 bits.

(b) Floating point constants-

Positive or negative numbers are represented in the exponential
from (similar to scientific notation).

Examples-
9010E10
7810.11E-11
-10.990e8
-1.00le-1

The following floating point constant with their size: Float, Double,
long double.

Data Types Size inBytes
Flaal 4
Dauble i
long deuble 120 16

()  Hex constants

Hexadecimal numbers are integer numbers of base 16 and their
digitsare 0 to 9 and Ato F (a to f).

Examples-
0x0
0x3
22x3
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(d) Octal constants

Octal numbers are integer numbers of base 8 and their digits are 0
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The following table summarizes the daka types in c.

to 7. Harme Meaning Size in Bytes
Data Types Size inBytes chal charesiar- ]
Chae 1 int imager 7
.
Shor z fong int lang leger (mare digts| 4
n Taord . . §
o shart int Short inlegar (fewar digits) 2
katig Lqrs
unsigned char unsipned characle 1
unsignad mt unzignesd infeger 2
3. Character Constants unalanad shart it unzigne<l shat integer 2
L unsigned karg in unisigned long Integer 4
A character represented within single quotes denotes a character
fleat I'||:|91|I'|g p-.\hrnuml.'-er 4
constant.
daLible double precislon-feating 3

Here are some examples:-

A
‘q’

o

Declaration of the character constants
char x;

char x,y,z;

The following characters are used as non-graphic characters. The
backslash(\) is used to denote non-graphic character and other
special characters for specific operation.

alert a bell character

a
n newline (line feed)
oo horizontal taly
B backspace
r carriage return ¢
i form feed
v vertical tab

back slash

single quote

null character

question mark

octal value such as 033
hezadecimal value such as/zlh

SrLmrrErsrrErs
LR A

ooo”

xhhh'

Parts of C Program

ropE

pint rumbsr

Pre-Processor Directives,

Main Function.
Other Functions, Definition of Function etc.

All instructions write in tower case letter

Example:

[

{

o bW

#include<stdio.h>
malnf}

prink(“Arjunin”};
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CHAPTER- 3

OPERATORS AND EXPRESSIONS

OPERATORS

C Qperators

Arithmealic Operators

Assignment operators

Comparison and logical Operators
Felational
Equality

Laqgical

— Special operalors

Unary eperators

Ternary operators

Comma operalor

1. Arithmetic operator

Arithrmeriic opermtor is used for arftenedc operations,

Chperaror Ivleaning

e Eddrn
= sunkcachon
* snltiplic ation
! diwison
¥ aoduly resnzder of an mreger diison)

Precedenee sales for axithmedic Operatars!

{} For grovping the vananie:
- Dy I regee paober]
. Comltiplization znd dvisiean
1 LabEiien e sl lackao)

For example: if the following expression is not properly grouped
using parentheses then the computer will evaluate as per the
precedence.

X+y*x-z wherex=5y=6andz=8
5+ (6 *5 -8

(5Z+30)-8
35 -8
27 The result is 27

Visit us at: www.sarvaindia.com
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Suppose, if we intended to evaluate the above expression as (X + y) *
(x-2)

Then the parentheses will be evaluated because it has the highest
priority and the result will be different from the pervious expression.

(c5+6) =
11*-3
-33

(6-9)

2. Assignment Operators

An assignment is used to assign back to a variable, a modified value of
the present holding.

MFFRATIR MEARTHG
- Eangnrigt ami side BEE welrs bohe bd 2 sidaldE
t= Wars o] Lh weishle wil e addad o Lbs vebaz of BES sne wage it backto e rwighls ic LA,
- Ware o] BB 7arsale wall ke sbtrecad fromi e vabsz of LS wod i v e to the warssle in LS
- Wurs L ekl wil v cochoplisd by the e of 543 and mszin n back Lo e epabla o i
- ware of Lt vesiohle wil be dimded g ths vahoe of KRS e wngritgan vackte the vengbie n LHY
%= L rerranniée il 52 shored bkt tes LHE aftar iager diizon b ciomoee ot babwesr. Lhe LEE Janhe
wdthe 3590 v e
For Example:

X+=yisequaltox=x+y
X-=yisequaltox=x-y

3. Comparison and Logical Operators
The comparison operators and logical operator can be grouped into

three. They are relational operators, equality operators and logical
operators.

OPFFREATORER RIFAMNIMG:

Leszthan

Crester than

= Less them or squal to

o Grecter than or squal 1o
_ Euquel 1o

U] Hon el o
e Lougival AT
11 Lonmiral O

1 L [

ap  Fasbomon] Oygesabony
Forlatirma) rrsstor iz isacd i coengeen Be wshies

CIHFEE ATOH Pl AT M

Lo Lhiam
L rates tham
- Loz Uhemy or sl 1o
- Lireatsr than ne sl o
Far S
EXTEESSTON FEESULT
R false
fin w3} [E1EE
L= -32 1rus
C2E T e C-A7 1 GO [SEEE
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b) Equality Operators:

. . 3. Comma Operator :
These operntor iz use to check the value 1= equal o not, P

OFERATOR MEANING This operator is used as a separator in variable declaration.
— Fapuual i int a, b,c:
f= Not equal to Float X, y, z;
Operator, Purpose & Example
For Exameple: a=1. b=6. ol ¢ =8 .
EXPRESSION EESULT 'D[]'E[Tl'!ﬂ'r Plll‘pl]SE E-."Ii]lll[]lﬂ
A-—Db False o Ly 3 £
(bl t=c | True y Multiplication povlw 4433
“ET == Talse - - po—es
1 Addition bra $t1
¢ Liogical Operarors: l; h . —
- Hbiraction U8 3-£
OFFRATOR | MEANING ik
fede Logical ANTH | i arlu 10
& Lome - Division movlw 100/4
t M. (o — :
= =orag | Equalit IF inp eq 66
SPECIAL OPERATORS >orgt | Signed greater than IF inp > 40
1. Unary Operators >=orge | Signed ereater than or equal 1o | IF inp ge 46
corlt | Signed less than IF inp < A(
OPERATOR MEAMING i :
. Contents of the storages field <=orle | Signedlessthanorequalto | IF inp le 46
to which a poinker is pointing. . — =
& Address of a variable Orne S]g”':li 1ol |:|.-||.m| [0 Lt _.“c & j J
- Negative vatus jminus slgn) Low Low byte of operand rovlw Low{ing)
1 Hegation T . : Tog b dwk T1AMAAL
N Bitwise complement high High bvte of aperand ovlw high(1008k)
a Incrementer nighword | High 16 bits of operand DN highword{inp)
.. De tor : . ——
e mod Modulus rovlv 77 mod 4
type Forcad type of conversion — . - — -
sizeof Size of the subsequent data b Bitwise AND CLIT 1NPEULLN
Type of type in byte, — . . - e
g Bitwisz XOR (exclusive or) | movlw inp"d]
2. Ternary operator (?:): Bim-i\f (]R mov 1w nP”
These operators are used for three expressions. not Bim-m L:D[ﬂ!:”c"lﬂﬂl]l [f.f‘l.":'-.'[ not '5'
The Syntax: <<orshl | Shitt left DB inp>>f
axpression 1 Pexpression2 axprassiond - — —— - =
>>0r shr | Shift nght movlw inp shr 2
if the expression1 is true then expression2 is evaluate = - e —
otherwise expressions will be evaluate. ral R-;}];ﬂn: Jv:[l OB 1np ol |
For Example: a0 ror Rotate right DB inp ror 1
c=a>5:3:
- . floatzd | 24-bitversion of real operand | DN float24(3.3)
If ¢ is greater than 5 than ¢ store 3 otherwise ¢ store 20 Lidueyr | eTl ; i 0pere Ll e L L
values. 7 — : ™
ol Tests if macro argument is null
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Operators

:-r\%ncmm ity
Thumuﬂu
right to lefi
left to right
“kﬂmﬁﬁu
left to right

left to right

left to nghl

:MHMHﬂN
left to right

B
@

left to right

left to right

left to right

K ght to left
Tight to left
left to right

Visit us at: www.sarvaindia.com

 Operator
Assigument ()

Adgition +)

'_'hhsl:rutbun[]

Multiplication (¥)
Division (]
Moduto (3]
Value += increase

:'l.-‘atu.é —:Im-aase
_'Mue,.f_
Value #=b+ 1

Increase [H-]
Decrease[ 1
Equal to (==
’ﬂntequ.a] tu-{'
{.‘rmr.h:n{:}
Lessthan =]

Erﬂi&rlﬁannraquaim'

(=)

Less than or aqud t0 {c—]
__In'ms-e imulaln [‘:l
AND {&&]

OR (I}
Conditional operator (7]

[ Comma operator [}

&

l
»
=

==

Explicit type casting

| sizeof [char)

-235-

Summary of Operator

Haamng

&zzErE 3 alue i 3 variable

_SLme-:mn
| Mukipfication

Division

| Remainder of & ivision

| watue = value + increase

| value = value - decreaze
[vae=vahe/n

: wale= -.'a_lus‘;!:.'—1|

value = vale + inresse

: yalue = value - decreass
Equa i
| Pict equai 1

al'EE'l‘f than

Lesztran

Greather than or Eq.'BH'I].

Lemtanar s n
Imerse valueofl-:-ru
AKD JBEIE|

oRigcal

Ifoondition istrus, the resut i
rEsLLL. Iﬁaue £0 00 R

:EEG'at‘tﬂD'ﬂf ITH:"E

EKIITmS-II'I

Stwize AND
Em'nse mdlsrw aR
| Eitwise exchusive OF

Bt Frversian

BT

skt rlgj'r
| comeert a detom cia gi".'&;r! Tg;=|:E
| to arether

Ti'sclperabnr STEPES one
parameter, which can be either
a type or 3 varizble itsef and
returrs the size in bytes of that

| bype or obect

avoigance of Doub? becaise &
=25 Tw OF Mare operatars
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Example
T=L
D=E=F=3;
5.-r 5

:'l-i:

5

ww

1;’1:3
B —'=.’._I
-E-= 2
LI

valus "= 341,
B+=L;
B-=2;

.ﬁ.—E

_4'-2

Ird;

.5{5
&=

Ii‘:'.=:|;

Habe [/ meaning e
2EEE

A g

| [a=h} Tak;

a=fb=2, I:-SI;

Fefoiu

j= okl §
.!. smeo‘fld'a|

‘A= 4|7zl fimearning &
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CHAPTER- 4

DATA INPUT AND OUTPUT

- 236 -

Single Character Input-The getchar Function

Single characters can be entered into the computer using the C
library function getchar.

In general terms, a reference to the getchar function is written as:
char variable = getchar ();

Single character output -The putchar function

Single characters can be displayed (i.e., written out of the computer)
using the C library function put char.

In general terms a reference to the putchar function is written as:
putchar (character variable);

Entering input data by the scant function

Input data can be entered into the computer from a standard input
device by means of the C library function scanf.

Syntax:

Scani e conversion chiaracher™ Svartabbep:

Conversion Character-

It indicates the type of the corresponding date item.
& -

It indicates the data item store in computers memory.
Example:

Int a;
Scanf(“%d”,&a);

Couversion cliavacter | dlemiing

cats iber iz a single cheracte

cats ibery iz a deeimel | TR

oty iter iz a floating-prot valus

dats ternizaf .'.nrirg—'_'-.'. nk, waus

dle ke ochimgpord, vl

datz iberv iz a decimal, brandaerral aroacksl tegar
sl tlercn s wzlal nleger

datz tberiz a mrag

(= A T -

azle tlerzn v e
bz iber s o

irleger
sre=d Gecirmal mizzper

-

cvhagacter | Couverzivg Ty
[N catz iker is a single char
X dale ileizns d hesadeninal nlyger
[-] iiata ikeris a frap =tech ey molods =ubespoos charnomers

Writing Output Date- The printf Function

Output data can be written from the computer onto a standard output
device using the library function printf.

Syntax:

printf (*%conversion charactel” variabla);

Conversion Character-
It indicates the type of the corresponding date item.
Example:
inta;
printf(*'%d",a);

Visit us at: www.sarvaindia.com
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Comversinm (haracler | Mraming

c dacatent = a duzploved oz g sgle Ciaacs

i dacastenn = deeplaved 2 deciisl mleger

¢ dacatiem 12 dezplaved 2 deatmg-pows value

] dacaten 1= dezplaved © deatng-peas valie

u dacastent 1= deplaved dectmg-pount valvs

h cliaglem 1 L el mlegen

i datiem 1 vilertnel hesadecinal an oot mege
0 clitagem 15 dusplayed an cctal milegen

5 -\.Iil.ll:I.'III pLELI !:-|.']Il_.'L

i it ttem 1z e Liclal iliger

n dicatlem 1 o el decial mbege
1 i e 1 dusplaved 2 hexdecmal woeszer

THE GETS AND PUTS FUNCTIONS

gets () : These function is used to input one or more than string in
variable.

Example:
char name[20];
void main()

{

gets(name);

puts () : These function is used to display one or more than string in
variable on output.

Example: Wap for entered and display line.

char name[20];
vaid main(}

{

getsinamel;
puta{naral;

i

1. Example program:  1WAF for display "SARVA™

dimcludestdla. b=
fincludeseanla, b
vaid main||

{
prirdf|"SARVAIN");
patchil;

¥

Output SARYA
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2. Example program: 2 WAP for Addition of three Nos.

Zinclude<stdio.h=
Zinclude<conio.h>
void main()

!
t

int a,b,c;

printf("enter the value of a 'n");
scanf(*%od",&a),

printf(“enter the value of b 'n");
scanf(""%d",&b);

c=a+h;

printf("'the value of c=%d"c);
getch();

t

;

Output:

enter the value of a
&

enter the value of b
&

the value of c=12

3. Example program: 3 WAP for Simple interest

#include<stdio.h>
#include<conio.h>
void main{)

float p.r.t,si:

clrscr()

printf{-‘enter the value of principlein™
scanf(“%f"&p);

printf{("enter the value of rate \n"):
scanf(-%f"&r);

printf{“enter the value of time in");
scanf(“%f" &ty

si=(p*rt)i100;

printf{“the result of si =%f"si);

geteh();

}

Output
Entsr the valus of principls

1000

gnter the valug of rate

-

enter the valuz of tims

the result of sj=40,000000

-237 -
4. Example program: 4 WAP for entered line and Display line.

#include<stdio.h>
#include<conio.h>
void main()

char name[10];

clrscr();

printf(“'enter the line\n"");
gets(name);

puts(name);

}

Output

enter the line
India is great
India is great

5. Example program: 5 Wap for entered & display a single character

#include<stdio.h>
#include<conio.h>

void main()

{

char name;

printf(“enter a character”);
name=getchar();
putchar(name);

getch();

}

Output
Enter a character
a

6. Example program: 6 Wap for Area of Circle.

#include<stdio.h>
#include<conio.h>
void main()

{

float pi=3.14,r,a;

clrscr();

printf(“enter the radius\n”);
scanf(“%of”,&r);

a=pi*(r*r);

printf(*the area of circle=%f",a);
getch();

}

Output

enter the radius

3

the area of circle=28.260000
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CHAPTER-5

DECISION CONTROL STRUCTURES

Introduction

In C programming the following main type of Decision statement used for
implementing the decision; control instruction.

The if- statement

The if- else statement
The conditional operator.
Switch case statement

Ll N =

1. The if- statement

Syntax:
if (boolean expression )
statement;

Example:
if (a>b)
printf(*'a is greater then b™);
Here, we given the condition that if a is greater then b that time the a is
greater than b will be displayed on the screen

2. The If- else statement

These statements execute  statementl when is condition true and also
execute statement2. when is condition false.

Syntax:
if (condition)
statementl;
else
statement2;

Example:
if (a>b)
printf(*'a is greatest");
else
printf(** b is greatest™);
Here, if a>b then print a is greatest statement.
And if condition is false then it will print b is greatest.

In use nested if we use another if in under of if

Syntax:

If (conditionl)

Statementl;
else

if (condition2)

statement2;
else

statements3;

Visit us at: www.sarvaindia.com
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Example: if(a>b)
printf(‘ca is greter than b"");
else
if(a= =b)
printf(** ais eqaul to b"");
else
printf (*" b is greater than a'");"

Here, if a>b, in true it will print a is greter than b else check again
the a = =D, in true it will print a is eqaul to b else print b is
greater than a.

3. The conditional operator

Syntax: expression 1 ?expression 2:expressioh3
example:

inta,c;

c=(a>873:6);

Here, this statement will store 3 in c if a is greater then 8
otherwise it will store 6 in c.

4.  Switch case statement

This statement uses a particular group of statements to be
choosed from several available groups.

Syntax:
switch(variable)

case constant 1: statement-1;
break; ,

case constant n: statement-n;
break;

default: statement

}

Example program 1: Wap for greatest among two Nos.

#include<stdio.h>
#include<conio.h>
void main()

int a,b;

clrscr();

printf (""enter the value of a\n"");
scanf("'%d",&a);

printf (""enter the value of b\n");
scanf("'%d",&b);

if(a>b)

printf(** a is greater than b"");
else

printf(“b is greter than a"");

getch();
}
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Output

enter the value of a
5

enter the value of b
6

b is greter than a

Example program 2: Wap for greatest among three Nos.

#Ainclude=stdio.h=
include=caonis. h=>
wold rmaing

int a,b,c:

clrscr{):

printf{"antar the valus of ain"|:
scanf|"vd . &a):

printf ["enter the valus of b\n"};
scanf("vd . &b):

printf{"anter the value of cin"™);
scant|™Ld” &)
f{a=bj&ja=c})

printT {"a k= greater™);

else

inb=c)

printf{"h is greater”}:

alsa

printf{-*c is greater "|:

agetchi):

¥

Output

enter the value of a

1

enter the value of b

2

enter the value of ¢

3

cis greter

Example program 3: Wap for leap year.

#include<stdio.h>
#include<conio.h>
void main()

int year;

printf(“enter the year\n”);
scanf(“%d”,&year);

if (year%4==0)

printf(“the year is leap year");
else

‘printf(*'the year is not leap™);
getch();

}

Visit us at: www.sarvaindia.com

Output

enter the year

2000

the year is leap year

Example program 4: Wap for print seven day of the week.

- 239 -

#include<stdio.h>
#include<conio.h>
void main()

int ch;

printf(“enter the choice\n™);
scanf(“%d”,&ch);
switch(ch)

{

case 1 : printf(“Sunday");
break;

case 2 : printf (""Monday"");
break;

Case 3 : printf(“Tuesday"");
break;

case 4 : printf(*“Wednesday'");
break;

case 5 : printf(*“Thursday");
break;

case 6 : printf(“Friday");
break;

case 7 : printf(*'Saturday”);
break;

default: printf(** Invalid choice™);

getch();
1

Output

enter the choice
6
Friday
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CHAPTER- 6

- 240 -

LOOP CONTROL STRUCTURES

Introduction

N

Example:

while Statement

do-while Statement

for Statement

In every loop three things are main- initialization of counter
variable, condition, counter variable (increment/decrement
purpose)

while Statement
This loop is test-Do type of loop, means first it check the condition
and then execute the statement.

Syntax:
initialization of variable;
while(condition)

statement
counter variable

};

Example: Print ARJUN word 10 times.
int i=0;
while(i<10)

printf(““ARJUN\N"");
1++;

};

do-while Statement
This loop is Do-test type of loop, means first it executes the
statement and then checks the condition

Syntax:
initialization of variable;

do {
statement;
counter variable;
Jwhile (condition );

Print ARJUN word 10 times.

int i=0;

do {
print(“ARJUN\n");
I++
Jwhile(i<9);

Visit us at: www.sarvaindia.com

3. for Statement

This loop is test-Do type of loop, means first it check the condition
and then execute the statement.

Syntax:

for(intialization;condition;counter variable)

{
}

statement;

Licensed by Govt. of India

Exmple program 1: Wap to print 10 Nos using while loop.

#include<stdio.h>
#include<conio.h>

void main()

{

inti;

i=0;

Clrscr ();

printf(“Print 10 number\n”);
while(i<10)

{

printf(“%d\n”,i);

i++;
}
getch();
}

Output
Print 10 number
0

O©CoO~NOODWN P
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Example program 3: Wap to print 10 Nos using for loop

Example program 2: Wap to print 10 Nos using do-white loop.

#include<stdio.h>
#jnclude<conio.h>
void main()

L

int i

i=0;

clrscr();
printf(“Print 10 number\n”);
do

{
printf(“%d\n”,i);
i++;

}

while(i<10);
getch();

}

Output
Print 10 number

©oO~NO O WNEFEO
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#include<stdio.h>
#include<conio.h>
void main()

L

inti;

clrscr();
printf(“Print 10 number\n”);
for(i=0;i<10;i++)
{
printf(“%d\n’,i);
}

getch();

}

Output
Print 10 number

©oOo~NOoO O~ WNEO
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CHAPTER-7
FUNCTION

Introduction 3. Function calling

In these we execute the function definition where we write these
The self contain program is called function. function.

For create the function the following three major steps are necessary.

1. Function Prototype
2 Function definition
3. Function calling

1. Function Prototype

In these, we define the type of function.

As per the data type we can define function also.

(int function, float function, double function, char function and void
function.)

In first four type of function return the value but void function not return
nothing.

As per the use argument in function there are following type

According to the argument there are following function:
Without argument
In these we not use any argument.
Example:
void arjun();

With Argument
In these we use any argument
Example:

void arjun(int a, int b);
With Argument and return
In these we use any argument with return type
Example:

void arjun(int a);

return(a);
2. Function definition

In these we write the statement which we want to execute by the function.

Example:
void arjun()

print(“hallo ARJUN™);

Visit us at: www.sarvaindia.com Licensed by Govt. of India

#include<stdio.h>
#include<conio.h>
void main();

void mahakal();
void shiva();

void nirmala();

void main()

arjun();

mahakal();

nirmala();

getch();

}

void arjun()

{

printf(“l am ARJUN function\n™);

}

void mahakal()

{

printf(“1 am MAHAKAL function\n");

}

void nirmala()

{
printf(“l am NIRMALA function\n™);

}

void shiva()

{

printf(“1 am SHIVA function\n");
getch();

}

Output

WE ARE IN MAIN FUNTION
I am ARJUN function
I am MAHAKAL function
I am SHIVA function
I am NIRMALA function
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Example program 2:

Wap for with argument function.

#include<stdio.h>
#include<conio.h>

void addition(int a,int b);
void main()

{

int a,b;

clrscr();

printf(* enter the value of a\n"");
scanf(“%od",&a);

printf(* enter the value of b\n"");
scanf(*'%d",&b);

addition(a,b);

getch();

}

void addition(int a,int b)

{

intc;

c=a+b;

printf(*'the result of addition=%d"",c);
getch();

}
Output
enter the value of a,
1
enter the value of b
2

the result of addition=3
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Example program 3:

- 243 -

Wap for argument with return type function.

#include<stdio.h>
#include<conio.h>

void addition(int a,int b);
void main()

inta,b;

clrscr();

printf(“ enter the value of a\n");
scanf(“%d",&a);

printf(“ enter the value of b\n"");
scanf(""%d",&b);
addition(a,&b);

getch();

}
void addition(int a,int b)
{
intc;
c=a+b;
getch();
}

Output

Enter the value of a
1

enter the value of b
2

the result=3
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CHAPTER- 8

ARRAY

Introduction
Avrray is collection of same type of data.

Declaration of Array

One dimensional Array:

In General definition one dimensional of array data store in one row or
column.

data type variable [size of array];
Example: int a [10];

Two dimensional Array:

In General definition two dimensional of array data Store in one row or
column.

data type variable[size of array][size of array];

Example program 1 : Wap for entered and display element in array.

ginclude<conio. h>
Finclude<stdio.h=

vold main(|

{

int af10L.i:

clrseri):

printf"enter the elemsnt in arrayn"j;
for(i=0 <10+

{
seanf(™ wd”, &a[i]);
H

printf{“entered the alement in array'n”};
for(F0i=10i++)

{
printf{“d",afi]i:

3
getehi):
}

Output
enter the element in array
1

O~NO O~ WN

9
10

enter the element in array
12345678910

Visit us at: www.sarvaindia.com
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Example program 2: Wap for addition of two matrix.

#include<conio.h>
#include<stdio.h>
veid main(}

int a[5].[5].b[5].[5].i,j:
clrser():
printf("enter the first 2*2 matrixin"};
for(i=0:i<=1;i++)

{

for(j=0:j<=1:j++)
scanf(*%d". &a[i][j]}:
h

printf("enter the second 2°2 matrixin");
for{i=0:i<=1:i++)

{
for(j=0:j<=1;j++)

scanf{“%d".&b[i][]):
}

for(i=0:i<=1:i++)
;:or{j=0:j~i=1:j++}
}Eli][i]=ﬂ[i][i]+b[i][i]:

printf("’ the addition 22 matrixin"};
for(i=0:i<=1:i++)

f{or{j=o:i<=1:i++}
lgimafi"\t“ﬁd"-c[i]ﬁ]}:

:::rintf{ “In");

}
getch():
}

Output

Enter the first 2*2 matrix
1

1

1

1

enter the second 2*2 matrix
1

1

1

1

the addition 2*2 matrix
2 2

2 2
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Example program3: Wap for subtraction of two matrix

Zinclude<conio.h>
Zinclude<stdio_h=>
void maini)

{

int a[5][5].b[5].[5].L.i:

clrscr{);

printf{"enter the first 2*2 matrix'n"};
for(i=0:i<=1:i++)

{

for(j=0:j<=1:j++)

{

scanf{*%d”, &alillil):
n

printf{"enter the second 2*2 matrix'n™);
for{i=0:i<=1;i++)

{
for{ji=0:j<=1:j++)

gcn nf{* % d”. &b [i][]}:
H

for{i=0;i<=1;i++)

$0|'{i=0 gJe=1:j++)

E[il[i]=ﬂ[i][i]-h[i] I1H

printf{” the subtraction 22 matrix'n’);
for{i=0:i<=1:i++)

i':orl[i=0 ge=1:j++)

printf{=x%d”, c[i][i]:

printf{:n™):

Visit us at: www.sarvaindia.com

getchi);
H
Output
Enter the first 2*2 matrix
2
2
2
2
enter the second2*2 matrix
1
1
1
1
the subtraction 2*2 matrix
1 1
1 1
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C++ LANGUAGE

CHAPTER-1

‘C++” FUNDAMENTAL

INTRODUCTION TO C++

C++ is a Object oriented programming language. C++ was originally
developed in 1983 by Bajaame Stroustrup.

A C++ program is a collection of commands, which tell the computer to do
"something". This collection of commands is usually called C++ source
code, source code or justcode. Commands are either "functions" or
"keywords". Keywords are a basic building block of the language, while
functions are, in fact, usually written in terms of simpler functions--you'll see
this in our very first program, below. (Confused? Think of it a bit like an
outline for a book; the outline might show every chapter in the book; each
chapter might have its own outline, composed of sections. Each section
might have its own outline, or it might have all of the details written up.)
Thankfully, C++ provides a great many common functions and keywords
that you can use. But how does a program actually start? Every program in
C++ has one function, always named main, that is always called when your
program first executes. From main, you can also call other functions whether
they are written by us or, as mentioned earlier, provided by the compiler.

The C++ character set

C++ character set same as ¢ uses the uppercase letters A to Z, the lowercase
letters a to z, the digits 0 to 9, and certain special characters as building
block to form basic program elements (e.g., constants, variables, operator,
expressions).

Identifier

The C++ identifier is same as ¢ programming language so refer ¢
programming part. As per the characteristic of identifier we can classify
identifier into variable and constant.

(@) Variable (b) Constant

(@) Variables:

The C++ Variables is same as c¢ programming language so refer c
programming part.

(b) Constant:

The C++ Constant is, same as c programming Language so refer c
programming part. There are three types of constants:- String constants,
Numeric constants and Character constants.

String Constants
A String constant is a sequence of alphanumeric characters enclosed in

double quotation marks whose maximum length is 255 characters. Following
are the examples of valid string constants.

1. "Theresult-"

2. "Rs. 2000,00"
3. “This is test program by Sarva"

Visit us at: www.sarvaindia.com
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Numeric Constants

Numeric constants are positive or negative numbers. There are
four types of numeric constants, integer constant and floating
point constant, hex constant and octal constant. An integer
constant may either be a short integer or a long integer. A
floating point constant may either be of single precision or
double precision.

Humerate constants Interzarirt=nger
Snortintecer (shor)
Leng integer (long)
[Flnat)

[couale)

Leng double

Fleat

Unsigned Unsignad char
IUnsignad integer
Ursgried shoorl mleger
| Ingignad lonn inteser
Hax St hesadetima
Long hie=adecimal

Detal Short orks

| en nnka

(a) Integer constants:

Integer constants do not contain decimal points, Variables can
be declared as integers in the following ways.
intx,y;
short int x;y;
long int X,y;
In the first statement, the variables x and y take integer values.
In the second statement X, y are of the short integer type. the
third statement declares x, y as long integer type variables.
(i) Integer type data:- The keyword 'int’ stands for the
integer data type in C an its size is either 16 or 32 bits. A
16 bit integer may fall in the range of 2*° to 2'5-1, while
32 bit integers may fall in the range of -2% to 2*! -1.

(iiy Short integer data type:- Normally, the 'short int' is
used to declare the short integer data type in C whose
maximum size is 16 bits long. It may fall in the range
between -32,768 to 32,767 or 2° to 2'-1.

(iii) Long integer data type:- Usually, the 'long int' stands
for the long integer data type used in C++ and its size is
32 bits, It may fall in the range of -2,147,483,648 to
2,147.483.647 or -2* t0 2% 1.
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(iv)  Unsigned data type:- The unsigned numbers are whole
number s and always hold positive values and the sign
bit also belongs toe the value. The unsigned numbers
may be classified into four types; unsigned char,
unsigned integer, unsigned short integer and unsigned
long integer. The maximum size of the unsigned integer
is 16 or 32 bits.

(b) Floating point constants- Positive or negative numbers
are represented in the exponential form (similar to
scientific notation).

Examples:
9010E10
7810.11E-11
-10.990e8
-1.00le-1
The following floating point constant with their size:
Float, Double, long double.

Data Types Size in Bytas
Float 4
Drouble 8
lang double 12 or 16
©) Hex constants:- Hexadecimal numbers are integer
numbers of base 16 and their digits are 0 to 9 and A
toF (atof).
Example:-
0x0
-Ox3
22x3.

(d)  Octal constants:- Octal numbers are integer numbers of
base 8 and their
digitsare 0 to 7

Data Typez Size i Byles
char 1

shil 2

Int 2 or<
kang 4 or &

Character Constants

A character represented within single quotes denotes a
character constant.

Here are some examples,
A
o

“n?

Declaration of .the character constants.
char x
char x,y,z;

- 247 -

The following table summarizes the data types in C++

Hame

char

irit

leng ind

shor int
unstgned char
unsigned int
unsigned shart ind
unsigned long int
flaat

double

Visit us at: www.sarvaindia.com
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Ieaning

character

integer

long integer {more digits)
Shorl indeger (fevwer digks)
unsigned character
unsigned integer
unsigned shod integer
unsignad long integer
floating palnt number
doukle precizion floating

paint numbrer
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OPERATORS
The C++ Operators is same as ¢ programming ¢ programming part.

CHAPTER- 2

OPERATORS AND EXPRESSIONS

Summary & Example of C++ Operators

[ Operator | Priority | Description | Order | operacor Meaning
{} 1 Funetion call oporator fromn left Assignment («] Aasigns @ vaioe to 2 wirithle
1] 1 Subseript operator froan left Adsision [+) adatian
- 1 Elment selector from left Substraction () ErTr—
! 2 Boolean NOT from right | Muioplication () Wittinication
) 2 Binary NOT from right |  Division (] | Pvision
++ 2 Post-/ Preincrenmsnt froan right | Meduie ) FEMATIE of 2 dee
- 2 Post-/ Predecrement fromn right 1’?&“ = Inrrease | Valse= VIR retaane
Value -= decreade VAL = WA - dbtr L
- 2 Unary mims from right | yaue =1 e Vae f b
{tupe) 2 Type cast from right | valwe #ebs 1 vaa = v3uat bl
¥ 2 Deretence operator froan right | Intrease(=+) | vale= vane +iereass
& 2 Adlidress operator From right |  Decrease -] | VO = VIR R
siganf 2 Saze-of operator froan right zﬁil’;ﬁ: i)
* i Multiplication aperator from left Greater than (=]
i K] Division operator from left Less than (<] Lezzthar
% 3 Muochule opserator from left Greather than or equal to Srestosrthan ar squsi b2
+ 4 Addition operator froan left {:! thamor equalte (==} | Les= then o coa
- 14 Sabtraction operator froun left Invarse boakean (] Irversa valus of legical
< i Loft shift operator from left AND [&E) | AME lazcs
) a Right shift operator from left ORIy ORkgical
< fi Lomer-than opserator fromn left tonditicaal eperatar (7} L?::h?:,z_t::[;ﬁ;:;r :
<= fi Lower-or-equal operator fromn left Commaoperator [} .i:PET-i.'-F v oemorn
> fi Careter-t han operator from left exprastian
= fi Grasater-nr-egual operator from loft & Brwaz AND
== T Equal operator fromn left . | sirwie inconioe CR
1= 7 MNot-prual operator fromn left temas Tnale o8
- e
& 8 Finary AND from left - | EhifL e
B [ Binary XOR froan left == Shitt right
141 Billél.[}' OR fromn lefe Exgplicit type casting 1-::"!:'&::';: I:a:-_r- ofa ghentype
k& 11 Buclean AND fromn left sizeof (char) T
12 Bioclean CHR froan left parareter, wivich can be eiher
% 13 Comditional operator from right 1 type of 3 variabie el and
= 14 Assigmment opeTator from right ::;:::J“':E P e o BNt
up= 14 Orperator assigniment operator from right Procedence suoids nee of doubt bems T
1 Canma operatar froan left USES TWD 97 rorS psraters
asm dauble new switeh
auto else Gperator template
brre ak & L il ate this
case BXTErn prote cted thraw
catch tHaoat pubklic try
char far Fegleter ypedet
class atriend return unien
const goto shaore unsigned
continue It slgned virtual
default inline sizenof vaoid
delete Iht Starle Valatile
do leng Srust wihile
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Walss "= Si;

Br=l,

£a=p
falow; /f meaning trs
ALEE;
& B

|lazls| Ta:h;

A= ([b=Z, ¢-3;

ficat f = .13
j = jooue) |
=szeat (charj;

A=5-(TRL; Mrrezmingd
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BASIC DATA TYPES

C4+ Data type

Dsei- defined type Builtin type Derived type
Structure array
Union Functien
Class P ointes
enumeration x j@:jﬁlﬁllﬁ&

Iintegral type Vaoid Floating type
int chiar float doulble
Type Bytes Range
char 1 -1281to 127
unsigned char 1 o to 255
signed char 1 -128to
int 2 -32768 to 32767
unsigned int 2 o0 to 65535
signed int 2 -31768 to 32767
short int 2 -31768 to 32767
unsigned short int. 2 Oto 65535
signed short int 2 32768 to 32767
long int 4 -214783648 to 2147483647
signed short int 4 -21474648 to 2147483647
using long int 4 o 1o 4294967295
float 4 34E-38to 34E + 38
double 8 1.7-E-308 to 1.7E + 308
long double 10 34E-4932to 1.1E +4932
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CHAPTER- 3

DATA INPUT AND OUTPUT

Entering input data by the cin statement
Input data can be entered into the computer from a standard input
device by cin statement.
Syntax:
Cin>>variable;
Int a;
Cin>>a

Writing Output Data by cout statement
Output data can be written from the computer onto a standard output
by cout statement.
Syntax:
int a=10;

cout«variable;

Cout<<a;

cout<<"INDIA"

Example program: 2 Wap for Addition of two Nos.

Zlnelude-iostre anm. =
Zincluda<conmio. hi=-
wvard mannih

Nt a,b.c;
Cout<<"anter the value of 3 n'™:

Output

enter the value of principle
1000

enter the value of rate

2

enter the value of time

2

the result of si= 40.000000

Example program: 4 Wap for entered Hue and display line.

Fimcluda-=isstre am . h=
Fincludesstdio. =
weaiel mnadni}

char namea[10]:

T
fpats (A el
[untsdname):

1

e the linewn™:

Output

enter the line
India is great
India is great

E A, e ) .
o< e rter the value of b '™ Example program: 5 Wap for entered and display one character.
Glf=b
c=ath; Finclude<iastraam.h>
CoUu<<"the value of ¢="=<=g] Zinelude=ztdla_h>
:gntr_-hn: wald main( )
Output: {clmr rarme[10]:
enter the value of a cout<="enter the line:n™:
6 geta{name);
enter the value of b PULE (Ralre);
6 H
the value of c=12
Output
Example program: 3 Wap for Simple interest enter a character
a
Zire U de<lastreanm. v
Finelude<canla h> Example program: 6 Wap for Area of circle.
waid main()
{ ) zinclude<iostream. b=
fleat p.r.tsi; Finclude<conio.h>
clrser): woid main(}
cout<<" anter the walue at pl'll'lﬂlp-l& n"; {
cim==p: Tloat pl=3.04,r. a2
cout<<"snter the valus of rate \n"; Clreck [): )
T coutos"enter the radius'n™;
! . elns=>=r;
couts enter the value of time 'n"'; =R T
G, eoUT<="the aren of clrela="-=<n;
£.|=|p-'r'n.1|:ln: getchil:
colt <<"the result of si="<<5i; 3}
getchil:
¥ Output
enter the radius
3

the area of circle=28.260000
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CHAPTER- 4
DECISION CONTROL STRUCTURES
Introduction

In C++ programming the following main type of Decision statement used for implementing the decision control instruction same as c
programming.

1. The if- statement

2. The if- else statement

3. The conditional operator.
4.  Switch case statement

1. The if- statement

Syntax:
Example:
if (boolean expression ) If (a>b)
statement; printf(“a is greater then b”);
here, we given the condition that if a is greater then b that time the a is greater then b will be displayed on the
screen.
2. Theif- else statement:
These statements execute statementl when is condition true and also execute statement2 when
is condition false.
Syntax: Example:
if (condition) if (a>b)
statementl; cout<<’a is greatest";
else else
. cout<<" b is greatest”;
statement2; here, if a>b then print a is greatest statement and if condition is false then it will print b is
greatest. In use nested if we use another if in under of if.
Syntax: Example:
(condition1) if(a>b)
statement1; cout<<"a is greter than b";
else else
if (condition2) else if(a==h)
statement2; cout<<"a is eqaul to b";
else else
statement3; cout<<" b is greater than a";

here, if a>b, in true it will print a is greater than b else check again the a == "D, in true it will print a is equal to b else print b is greater than a.

3. The conditional operator

Syntax:
Example: : . Switch(variable)
inta,c;
c=(a>873:6); . .
syntax: here, this statement will store 3 in c if case constant 1. statement- 1,
expressionl?expression 2:expression3 a is greater then 8 otherwise it will break; . .
store 6 in c. Ease ﬁonstant n: statement-n;
reak;
default: statement
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Example program 1 : Wap for greatest among two Nos. Example program 3 : Wap for leap year.

- - #include<iostream.h>
finclude<iostream.h> Hlneluds=eonls b
#include<cania ke void mainf
veld maln {

\ int year;
int a,b; cout<<" artar the yearln”
elrser() cinesyear;
cout=<"enter the value of ain"; if {yeariid==0)
cin==a; cout<<"tha year is leap yaar";
cout<<"enter the valus of Bin™; alee
clr=b; cout<<” the year is not leap year”;
if{ac=t) getchil;
cout=<" a ig greater than b""; 3
cout<<"b iz graater than a™;
getch (), Output
H enter the year
2000
Output the year is leap year
enter the value of a ) .
5 Example program 4 : Wap for display seven day in a week.
enter the value of b
6
b is greter than a #_include-fiustresrn.l‘p
Finclude=conio h=
Example program 2: Wap for greatest among three Nos. E‘:"d main(}
coutz<"gntar the cholcaln™:
- - cin==ch;
finclude<iostream.h= . :
Hinclude<conio b switchich)
void mainf) caze 1 lcout=<"Sundwy"
intakb.c: break;
clrser(): casa 2 ! eolt<"Manday™:
cout<<"antar the value of aln™; break;
cif=>a: case 3 cout<<"Tuesday",
cout<<"antar the value of bin"; braak: ;
cin=>h: case 4 : cout<<"Wednesday™
cout<<"entar the value of cin”; break;
cir==¢; case 5 : cout<<"Thursday";
if [[2=p) & [2=c}) break;
cout<<"ais greater”; case 5 ; cout<<"Friday";
elze braak;
If (kc) case T 1 cout<<"Saturday”;
couts<"b Is greater”; break;
EIEL:tﬂ . i default ;cout<<"|nvalid choice™);
cout<<"¢ is gra : -
getehi): }gyatch-l}.
¥
Output
Enter the choice
Output 6
enter the value of a Friday
1
enter the value of b
2
enter the value of ¢
3
C is greter
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CHAPTER-5
LOOP CONTROL STRUCTURES

Introduction
1. while Statement
2. do-while Statement
3. for Statement
In every loop three things are main- initialization of counter variable, condition, counter variable (increment/decrement purpose) .

1. while Statement
These loop is test-Do type of loop, means first it check the condition and then execute the statement.

Syntax:

inttialization of variable;
whila[eondition)

{

statament;

counter variable;

8

Example: Print SARVA word 10 timas.
Inki=0;

whilefi=10}

{
coyt<<"SARVAIN";
[+

H

2. do while Statement
This loop is Do-test type of loop, means first it executes the statement and then check the condition.

Syntax:

mmmmiahzation of variable:

do
STATE Fe T
counter variakle:
Iwhilaejcondrtion);

Example: Print SARVA word 10 times.

Int i=0;

do{

cout<<”SARVA\n”;

i++;

while(i<9);
3. For Statement

This loop is test-Do type of loop, moans first it checks the condition and then executes the statement.

Syntax:-

for{initialization:conditieniincrement'decrement}

{
B

statement:

Example: Print ARJUN word 10 times.
intl;
For(i=0;<10;i++)

COut<<”SARVA”;
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Example program 1: Wap to print 10 Nos using while loop.
Example program 3 : Wap to print 10 Nos using for loop.

Finclude< iostrearm. h=>
Zinclude= conio.h=
waoriel swwaain

{Int It Fincluides conio b=
j—: wvoid maing
clrsoefl; {

cout==""Print 10 numbearn’™; int i:

wi bui Pz = Tk} clrscr):

Himvaclhwedes= josireannm b=
Zincludes conio

waold malnd
{

Int I

i—i:

cliscri);

cout<=<"Print 10 numbern:
o

L ]

cout=<i;

(R

wehile {i= 10}
getchil;
H

Qutput

Print 10 numbear

-l O i fs GO RO = D

oo

Zinclude<iostream h=>

couwt=="Print 10 numbern™;

=iz
i:;:l'l:t"- fan {i=0zi= 10;i++
aetehifl: cont==i;
1
getchi);
}
autput
Frint 10 number
. Output
1 Frint 10 number
2
3 0
4 1
3
2
3 3
a 4
H 2
&
Example program 2: Wap to print 10 Nos using do-while loop. T
&
Q
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Introduction
The self contain program is called function.
For create the function the following three major steps are necessary:-

1.
2.
3.

Function
Function definition
Function calling

Function Prototype

In these, we define the type of function.

As per the data type we can define function also.

(int function, float function. double function, char function and void function.)
In first four type of function return the value but void function not return void
nothing.As per the use argument in function there are following type without
argument. In these we do not use any argument.

Function definition

In these we write the statement which we want to execute by the function.

Example:

void sarva()

{
}

Example program 1:
Wap for without argument function.

cout<<"hallo SARVA”;

#Zinclude<iostream.h>
Zinclude<¢onio.h>
void sarvai);

veoid mahakal():

void shivai);

veid nirmalaf):

void main{}

sarval);
mahakal();
shivai);
nirmalay)
getchi};

H

void sarva{} /function defination
cout<<"l am SARVA function'n";
:Loid mahakal()

{cout<<"l am MAHAKAL function'n™;
void nirmala()

cout<<"l am NIRMALA function'n™:

void shivai)

cout<<"l am SHIVA function'n™;
getehi):
}

Output

WE ARE IN MAIN FUNCTION
I am ARJUN function

I am MAHAKAL function

I am SHIVA function

I am NIRMALA function

Visit us at: www.sarvaindia.com
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FUNCTION
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Example:

void sarva();

With Argument
In these we use any argument.

Example:

void sarva(int a, int b);

With Argument and return
In these we use any argument with return type.

Example:

void sarva(int a);
return(a);

3. Function calling

In these we execute the function definition where we write these function.

Example program 2:

Wap for with argument function.

dinelude<stdiabe
dinglude<genio, b=

vold additichjint 3,int B):

wald maini)

i

int 2.b;

tlrsar|i;

PTING|" enter the value of an');
seanf|.d”, &aj;

prirt enderthe value of Bon™y;
LTET, VR YT

addition|ak);

getehil:

H

wald addities|nt 3,068 B

{

infa:

L

N
4 M
getehi:
B

H

PEINEE|" b pesult of additions <" ¢

Output
enter the value of a
1
enter the value of b
2
the result of addition=3
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Example program 3:

Wap for argument with return type

function.

Finclude<sedio. hi=
#include<conio. he

wald maing

(

int ab;

cirser||;

cout<<|" enter the valus of a'n"|;
cif==a;

colt<<|" enter the value of b'n");
LI EE

addiioniaby;

getehif;

int additien{int a..int bj
4

Int &
c=a+h;
cout<<"the result of additien="<<¢);

}

Output

Enter the value of a
1

enter the value of b
2

the result =3
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Introduction

Avrray is collection of same type of data.

Declaration of Array

1. One dimensional Array:

In general definition one dimensional of array data store in one row or column.

data type variable[size of array];
Example: int a[10];

2. Two dimensional Array: n general definition two dimensional of array data store in one row or column. data type variable[size of array][size

of array];

Example program 1: Wap for addition of two matrix.

Zinclude=stdio_h=
Zinclude= conice.h=
woid maing}

{

int a[5]5].b[5][5].i.j:

clrscr{):

cout<<"enter the first 2°2 matrix'n"™;
for{i=0:i<=1:i++}

{

for{i=0:j=="1:j++}

cout=<ali][i:

]

3

cout=<"enter the second 2*2 matriz'n™;

for{j=0i=="1:i++}
€
for{j=0j<="1:j++)
€

cin==h[il[l:

3

for{i=0zi=="1:i++)

for{j=0:j=="1:j++}
E[illi]=ﬂ[i][i]+|>[i][i]:

H

cout=<"the addition 2'2 matriz'n";
for{i=0:i<="1:i++}

¥0| {i=0:j<="1:j++}

cout<< c[illil:

cout=<="""n"";

getchi):

Output

enter the first 2*2 matrix
1

1

1

1

enter the second 2*2 matrix
1

1

1

1

the addition 2*2 matrix
2 2

2 2
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Example program 2: Wap for subtraction of two matrix

Zinclude<stdio.h=
clude<conio.h=
wvoid main()

{

int a[5]51.b[5][5]. c[51[5].i.j:

clrscr{);

printf("enter the first 2*2 matrix'n™;
for{i=0zic=1:i++}

Lo

for(j=0:j==1;j++}

scanf(“%d”, &a[illj]:

1

4 .
cout=<{"enter the second 22 matrix'n":
for(jJ=0:i==1:i++)

{

for(j=0:j==1;j++}

cin==b[il[j];
1

for{i=0zic<=1:i++}

go rj=0:j<=1;j++}

-[llil[il=ﬂ[i][il-h[il[i]:

3

cout<<"the substraction 2*2 matrix'n";
for{i=0:i<=1;i++)

Eo r{j=0:j==1:j++}

cout<=< c[i]ljl:

couts="n";

getchi);
1

Output

Enter the first 2*2 matrix

2

2

2

2

enter the second 2.2 matrix
1

1

1

1

the substraction 2*2 matrix
1 1

1 1
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CHAPTER- 8

CLASSES

Introduction to Classes

The word class is a fundamental and powerful keyword in c++. It is significantly useful as it is used to combine the data and operations of a
structure into a single entity. The class construct provides support for hiding, abstraction, encapsulation, single inheritance, multiple inheritance,
polimorphism and public interface functions (methods) for passing message between objects.

Data abstraction: In oop's, the data abstraction is defined as a collection of data and methods (function).

Data Hiding: In C++, the class allows to declare data and methods as public private and protected group.

Data encapsulation: The internal data (the member data) of a class are first separated 'from the outside world (the defined class).

Inheritance: C++ allows a programmer to build hierarchy of classes. The basic feature of classes (parent classes of basic classes) can be passed
onto the derived classes (child classes).

Polymorphism: In oop, polymorphism is defined as how to carry out different processing steps by a function having the same messages.
SPECIFYING A CLASS
A Class specification has two parts:

1. Class declaration.
2. Class function definition

The general form of a class declaration is: Class calsss_name
(

Private
Variahle declarations:
Function declarations;

The body of a class is enclosed within braces and terminated by a semicolon The class body contains the
declaration of variables and functions. These functions and variables are called class members. They are

grouped under two part namely, private and public, the class member that have been declared as In keyword Fublic :

private can be accessed only from within the class, IN public members can be accessed from outside the WVariable declaratiens:

class also. Function declarations;
1

Example: Class with data and member function

Z include<iostream.h>
class date [

private;

int day:

it months

int year;

publie:

vaold getdata (vald)

(
cout=<" enter the date>|dd- mm-year] "<< andl;
cin>> day => month>> year,

3
void display (void)
{

cout<< "Today's date is = " /“<< year <=<endl;

3
J:iend of class definimtion Output
vald main (vald) enter the date (dd-mm-year)

elazs date taday: 12 1 99

todayl. getdataly: Today's date is = 12/1/99
todayl. displayi}:
getehij:

1
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Example: member functions are defined wit Example: methods are defined out of the scope of the class

—r——m——
Zinclude<iostream.h=
Zinclude <iostream._ h= dass sample

class sample

private:

int x; int y:

int y: public.

public: woid getinfo {);

woid getinfo () int display {}:
cout<<"enter any two numbers "=< endl: int sum {};

cin == ¥ == y: int «iff {):

¥ i int mult {;

wvoid display (M

cout=<" enterany two numbers™=< endl; ¥ end of class definition
cin =>x => y; wvoid sample @ @ getinfo {}
wvoid display () { cout=< "enter any two numbers “<< endl;
couts< "x=""=<=< ¥ <= endl; cin:\»:»}(:»:su

cout<s< Y =""<< y<< endl;

cout<<" sum = "sum {} =< endl: wvoid sample; ; display {}

cout<< " dif="=< (iff {fj =< endl;
cout << = "T=< << endl:

int sum {} cout== Ty =" << y <<endl;
cout << T sum =" << sum {} << endl;
return {x = yj; cout << “dif= == «iff {} =< endl;
' . cout=< “mul = ==mult{}<< endl:
int diff{) couta “div = "wdiv Duendl;
return {-yh: i}m sample : :sum {}

il oiff()

{
return {(X+yj;: return {(X+}:

(]
!

_ R int sample : : iff
ingd diff{} I 1

)

return {x'yh: eturn {x +y) :

[

nt sample : anult

e =

¥ end of class definition
wvoid main {void)

{

sample obj 11;

ohjll. getinfo {

ohjll. display {}

abjll. sum {}

return {(x:yj:

oid main (void)

- e

sample obj11;

j 1 A objl1. getinfo {};
objTt. diff(: objl1. display():
objT1. mult {}; objl1. sum {}:
abj11. div {} objt11. diff { :
objT1. mult {} ;

H
getchi}: obj11. div {:
H

H

Output

Enter any two numbers
12

x=1

y=2

sum=3

dif=-1

mul =6

div=0
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CHAPTER-9

SOLVED PROGRAM

EXAMPLE 1: WAP TO INPUT A NO. ANDTO PRINT ITS CUBE BY \E/>A(ﬁ'YIEPIB:IYEf : WAP TO INCREASE AND DECRESE THE INPUT
POW () FUNCTION*/ -
Zinclude=stdia. b= . )
ginclude<conio. he Zinelude<stdio b
fmnclude<math.hz- Jtor Pﬂ'-\'“n.ln(‘.‘mn math.h i & 5 -
vord maini1 include<conio.h
¢ void main()
Int a; {
elrseri): _—
printt{“Enter any number:"}; int k.
scant|d”, &a); ﬂlrscr”:

printf{*'n The cube of the number is 1% g".pow(a.3}};

FPOW(X.y)=X to the power y* printf{“Entar k™),
getchil seanf (=%d”, &k}
: bt “for ingrement by 17
Output printf'{“n The incrament value of kis %d." k);
Enter any number: PHI‘I‘I.ﬂ"I‘I enter j“l:
3 =] ! i
the cube of the number is: 27 i for decrement by 1° o
printf {=n The decremented valug of | is “d"jj.
getehy);
EXAMPLE 2: WAP TO DISPLAY CUBEROOT OF A NO.*/ }
Zinclude<stdie.h>
Zinelude<canle, h> Qutput
gindude<m ath.h= ftar powifunction math.h Enter k
wold maimg 2
t fl 3 the incremented value of k is 3
oat o, y: .
clrsery}; enter j
printf ("enter value of a”); 3
scanf{"%Ff", &a): The decremented value of j is 2

Y={pow {a,1.03});
printf{"ncubrooct of a is g “.NE

EXAMPLE 5 : WAP TO DISPLAY AREA AND PERIMETER OF
getchi):

3 RACTANGGLE.
%&Et et the value of finclude<stdio.h>
g vateora Sinclude<conio.h
cube root of a is 2 void mainf)
{
EXAMPLE 3: WAP TO CONVERT GRAM TO KILOGRAM. Haat LY, area, perimerer:
ine lude=stdio.h> clr_scr_n: )
ginelude<conio.h> printfi“Enter teo sides L.y ")
gine lude<math.h= for powiifunction math. h is must? seanf (“ufuf, &y &w-
word mainy e
( area=i'y;
tloat grams.kilagram: periteter=2" |y}
g:[::ff'_'e Sy prntf“nAraa of rectangle is g sqr. Units * areay;
seanf(“%f", & gram 5]-;1 protfin Perimetar of a rectangle Is “.q", perimetar|;
Kllagram=grams powi10.3) gateh|)
~Aklegram=1000 grams®
printfi“ nguantity in Quintal is =% g “kilogram}: }
getchii:
]
Output Output
Enter grams Enter two sides x y :
1000 14
quantity in kilogram is =1 Area of rectangle is 8 sqr. units

Perimeter of rectangle is 12
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EXAMPLE 6 : WAP TO INPUT TWO VALUES & EXCHANGE THEM

(SWAPING) BY USING THIRD TEMPORARY
VARIABLET.

Zinelude<stdio.h>
Zinclude<conio. h*
wold main(}

£

int x.y.temp:

clrseri):

printh“Enter tweo values);

seant (= %d, e d”, &x,8Y):

protf{“nentered values are x="d, y="%d", ®.y:
temp=x:

W=y

y=temp;

proati{~hvalues after swapling are x=%d, y=75d”, X ¥
getchij;

¥

Output
Enter two values

45
entered values are x=4, y=5
values after swaping x=5, y=4

EXAMPLE 7 : WAP TO FIND TOTAL EXPENSES.

finelude<stdio.h>
Zinclude<conio.h=
wvald maini)

£

float t.d.|, totalexp:

clrscryj;

printt|~Enter Travelling exp. In Rs."):
seant (<%, &t

protr-nEntered diy cleaming exp. In Rs.7)
seant (<4, &d)

pratt nEntered lodging and baarding exp, |h R,y
seant(* s, Al

totalexp=t+d+l;

protfiin The total exp is Rs. g totalexp i
getchi |

¥

Output
Enter travelling exp in Rs.

2000

Enter dry cleaning exp. In Rs.

200

Enter lodging and boarding exp. In Rs.
300

The total exp are Rs. 2500

EXAMPLE 8 : WAPTO FIND AREA OF TRAINGLE.

ginclude=stdio. =

gZinclude<conio.h*
finelude<math. b

waold mmaimg)

L

Tloat ¥.y.I.8. area;

elrser ki

Printf{"Enter three sides x y 2 1");

seanf (“WFNRFNET, BBy &)

s=(N+Hy+I)2;

area =sqri(s {s-x) sy (s-Zih}:

printf{*"nArea of Triangle is %g sqr. Units".area);
getchil:

Visit us at: www.sarvaindia.com
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Output

Enter three sides xy z :

345

Avrea of Triangle is 6 sgr units

EXAMPLE 9: WAP TO FIND THAT ENTERED YEAR IS A LEAP

YEAR OR NOT.

ginclude<stdio hx
glhclude<conio. e

void maini|

{
int tyrs;
elrser|);

printf{" nenter year"},
scanfi“d”, &yrsy;
scanfiyrsd=0) " % operator will show remainder/
printf{“nieap year'y;
#lse

Frintf {not a leap year™);
getch(l;

Output
enter year
2002
leap year

EXAMPLE 10 : WAP TO CALCULATE GROSS SALARY BY
CONSIDERING HOUSE RENT ALLOWANCE, DEARNESS
ALLOWANCE.

ginclude<stdio.h>
Zinclude<conio.h>
void maini)
{
Float bs.gs.dahra;
clrser|);
printf{*'n The basic salary “);
scanf{ %f", &bs);
if{bs<=200)

hra=bs"10/100;
da=bs'20/100;
H

elsa

{
hra=500;
da=bs'25/100;

gs=bs+hra+da;
printf{"™n Gross salary=Rs.%a".gs):
getchi);

Output
The basic salary
500
gross salary=Rs. 1125
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EXAMPLE 11 : WAP TO INPUT NO. AND FIND OUT IT IS EVEN OR
ODD NO.

Fincludesstdlo. bz
Finclude=z conio. h=-
waricl i i

i it o f;
wlesce{l;
Prim{~un cnter ok
=cant (" %d*, Enk;
=Nz
g0k}
ErinTi{ " ewar™ );
aloa
printH™ . odd™);
geteh {3
E
Output
enter no.
24
even

EXAMPLE 12 : WAPTO FIND THAT THE NO. IS DIVISIBLE BY SIX
OR NOT.

2ineldde<stdio.h=
minclude<conlo. =

wold malng)
£
inei:
SIFsEFi )

primtf | n enter 144
scanf(t:d, &k
[0 R M aperator will show remalndar so i e
iz non-2erse than thiz condition will be
rrue arwd IT srate mant will be e xecuted

printf ["n The number is not divisible by &%)

slsa
printt |*'n The number is not divisibla by 6%);
gatehd);
H
Output
enter i
36

The number is divisible by 6 .

EXAMPLE 13 : WAP TO FIND PROFIT OR LOSS OR NO PROFIT NO
LOSS 1IN SELLING.

finclude<cemo.h>
woid marmn(h
i

tioat cp.sp, prohitloss;
elrser]);
printti=n Enter ap: “p
scanfi=tg”, Repp:
printti“n Enter sp: “k
scanti~ngT. Aspp

Tinput cast price”’

7 mnter selling price

ifisp=spl
L
prafit = sp-cp;
BEIETY O The prefitis Re, Sg”-pratin
s
L
It jcp==sp}
printin The less 1% B %0 less):
s
1
lots Scp-spi
primet<n The loss 1s Rs tag ' loss):
b
H
getehis
1

- 261 -

Output

Enter cp:

200

Enter sp:

90

The toss is Rs.110

Example 14 : WAP TO GENERATE THE TABLE OF NUMBER
ENTERED BY USER.

zZinclude<stdio b=

sinclude<conio.h>

int table {imt. int):

wvold malni)

£ int i, n;

clrser() |

printf{"Enter any integer”) :

SGaNT " 5d”, &nj o

forii=q ;<=0 | H+)

printh™“%d x %d = “%dn”, n, 1, table (n, ij}:

H
int table {irmt n. int i}
return {n)

return (Tablde (m, | =T <+ R

H
H
getchi);
¥

Output
Enter the number2

2x1 =2
2x2=4
2x3=6
2x4=8
2x5=10
2x6=12
2x7=14
2x 8=16
2x9=18
2x10=20

Example 15: WAP FOR STRING COPY

Zlhelude<eonls, b=
Zinclude<stdio. h>
maing }

char® seurse ="arjun";
char‘des="chandel™;
Int I;
clrserih:
printf{“Enrter the siring”);
gets(soursa);
for{i=0;sourse[i]!="0"H++}
des[]="0";
printf{~"The string 1=, “s",des);
printfi{*~'nPres: any kKey to continue; "
getehi):

H
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