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UNIT-1 MS WORD 2007

LESSON-1

GETTING STARTED

Microsoft Word is a word processing software package. You can use it to type letters, reports, and other documents. This tutorial teaches
Microsoft Word 2007 basics. Although this tutorial was created for the computer novice, because Microsoft Word 2007 is so different from

previous versions of Microsoft Word, even experienced users may find it useful.

Screen Layout

Menus

When you begin to explore Word 2007 you will
notice a new look to the menu bar. There are

st et - ° " three features that you should remember as you

! L e e L. e ¥ work within Word 2007: the Microsoft Office

i e I G S o L Eumulamm AsBbC. Asmbce - Ay = Button, the Quick Access Toolbar, and the
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the functions that were in the menu of previous
versions of Word. The functions of these three
features will be more fully explored below.

The Microsoft Office Button

@_H-!v %) ™

Rocent Documents

L Cutiene

[23 word ostions | [ K et wora 1]

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

The Ribbon

(}; da-@ Darusintd - Mgl Word
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The Ribbon is the
panel at the top portion
of the document. It has
seven tabs: Home,
Insert, Page Layout,
References, Mailings,
Review, and View that
contain many new and
existing features of
Word. Each tab is

divided into groups. The groups are logical collections of features designed to perform functions that you will utilize in developing or editing
your Word document. Commonly used features are displayed on the Ribbon, to view additional features within each group, click on the arrow

at the bottom right of each group.
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Each of the tabs contains the following
tools:

Home: Clipboard, Fonts, Paragraph, Styles,
and Editing.
Insert: Pages, Tables, lllustrations, Links,
Header & Footer, Text, and Symbols
Page Layout: Themes, Page Setup, Page
Background, Paragraph, Arrange
References: Table of Contents, Footnote,
Citation & Bibliography, Captions, Index,
and Table of Authorities
Mailings: Create, Start Mail Merge, Write &

Insert Fields, Preview Results, Finish
Review: Proofing, Comments, Tracking,
Changes, Compare, Protect

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

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

Below the Ribbon.

Home |

£ | casori 84
°F ] — 1 = Access Toolbar.
4 |

E-mail
Chaick Pt

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

: .25; i Researcn | ) SdDete - 2

Frind Preview
Spelhing & Grammp
V| Unde
W | Reds
Dy Takile

Spelin
Gram

Mipimize the Ribbon

Add to Cruick Access Toolbar
Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbaon

Bade Commands... 1
Shior Bt the Aileben
Mipimize thie Ribbon
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LESSON-2

WORKING WITH DOCUMENTS

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

Cla )
o
=  Click the Microsoft Office Button = = and Click New or
®  Press CTRL+N (Depress the CTRL key while pressing the “N”) on the keyboard

You will notice that when you click on the Microsoft Office Button and Click New, you have many choices about the types of documents you
can create. If you wish to start from a blank document, click Blank. If you wish to start from a template you can browse through your choices
on the left, see the choices on center screen, and preview the selection on the right screen.

Hirw Dot Opening an Existing Document
Temglaies i +
—— New Blog Post Click the Microsoft
itiea g | Installed Templaes i
:'. ':I--.t-r.g.“ - s E% -.I
Wicisalt e trkne N Button ’ and
Featoes Click Open, or
Agandy Press CTRL+O
—— (Depress the CTRL key
B - it By Pt Eiaity Fas while pressing the “O”)
on the keyboard, or
If you have recently
b used the document you
can click the Microsoft
Office Button and
click the name of the
document in
o 'L'- ty Letter Equity heigs Fas the Recent
Frgrs R T Documents section of
- the window Insert
. picture of recent docs
et
o (1
" w | GrestdAre (£ Dopsment () Templste
red it
Saving a Document
Lo ,
i | E.'r-\' d 1 -:i‘
®  Click the Microsoft Office Button : and Click Save or Save As (remember, if you're _ffl H irsert
sending the document to someone who does not have Office 2007, you will need to click
the Office Button, click Save As, and ClickWord 97-2003 Document), or £ caliENBady)
®  Press CTRL+S (Depress the CTRL key while pressing the “S”) on the keyboard, or )
= Click the File icon on the Quick Access Toolbar F B I U

Renaming Documents
To rename a Word document while using the program:
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Ca
il

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

AFonmating lexdt Working on Multiple Documents
Several documents can be opened simultaneously if you are typing or editing multiple documents at
Cipen once. All open documents will be listed in the View Tab of the Ribbon when you click on Switch
Edit Windows. The current document has a checkmark beside the file name. Select another open document
N to view it.
Print
L)
% Convert to Adobe FOF we | 1) view Side L) ||
T Convert to Advbe FOF and EMal _ : = B
Switch Madcros
Cpen With, t WY t Windows = -
ﬁ Sean For virusas | 1 Creating and Opening a Document
v | I Dowument?
qm F |
Uplasd using WS _FTP Liplosd Wizard
Send To ¥ | Document Views
. There are many ways to view a document in Word.
®  Print Layout: This is a view of the document as it would appear when printed. It includes all
Craste Shortout tables, text, graphics, and images.
Dbt ®  Full Screen Reading: This is a full view length view of a document. Good for viewing two

Bename pages at a time.
"  Web Layout: This is a view of the document as it would appear in a web browser.
Proparties

= Qutline: This is an outline form of the document in the form of bullets.
= Draft: This view does not display pictures or layouts, just text.

JE‘ 2 |-or:

To view a document in different forms, click the document views shortcuts at the bottom of the screen

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

Close a Document

| = | To close a document:

Print |Full Screen WWeb  Outhne Draft "  Click the Office Button
layout| Reading Layout = Click Close

Diacument Views
Customize the Word Environment

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

®  Click the Office Button
= Click Word Options
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= b9 08+ g4y Popular
These features allow you to personalize your work environment with
language, color schemes, user name and allow you to access the Live
-‘] New Recent Documents Preview feature. The Live Preview feature allows you to preview the
L ANGEL Quiz_template = ;epspt:gisngoift applying design and formatting changes without actually
- .
% Qpen £ Merge Courses Directions =
Courie Backu = =
2 e Word Options 2=
4 Outling = ; - -
ave “Popular = e L
2 Table of Contents = ._é Change the most popular options in Word.
e ’ & Styles b Display
WE g Top options for working with Word
Li T References and Citations = Fraoting ’
i B FProofreading a Dacument = Save Show ﬂlnﬂnoléar an selection
=1 i v advanced ] Enabie Live Preview
-l—;.IJ EBN 9 Page Formatting = [#] Show Developer tab in the Ribbon |
) Macros fm Customize :Mm use ClearType s .
-mail attachments in Full i &
.{}, Prgp.:n: b Llﬂs =3 Adadns pen e-mail atta I'I1!I'I.il Wl Soreen Reading view
Colorscheme: | Elue v
N Truist Centar s
. Graphic La StgeenTip style: | Show feature descriptions in SereenTips v
_d send b Formatting Test = Resourees
Personalize your topy of Microsoft Office
Formatting Paragraphs = )
e Publish  » Creating Web Pages L S ma: {lh s
rutiats: s |
* - Choose the languages you want to use with Microsoft Office:
Clase -~
el
|1J Ward Options ||X Exit Word |
Display

This feature allows you to modify how the document content is displayed on the screen and when printed. You can opt to show or hide certain
page elements.

Word Options | |

Proofing
This feature allows you personalize how word corrects and formats

' Popular 2\ €hange how document content is displayed on the screen and when your text. You can customize auto correction settings and have word
m printed. ignore certain words or errors in a document.
Proofing Page display options

Word Optiors

Shve E Show white space between pages in Print Layout view [ g
Fool ‘J’ I Change haw Ward torrects and farmats your e,
[#] Show highlighter marks © Doty
Advanced st SR
Show document tooltips on hover bty T Do
Customaze Sant Chanape P Wi CoaTects and 1oimats test 3t yous type
Always show these lormatting marks o the screen sorances
Add.Ing Lo
[ Tab characters - Cumomty (5] e wores in gPBERCASE
Trust Center D Spaces Agaam Bt wicH 1 CoAmn fiisibs
it ot Egnare I ernel and fle addielies
Resources [ paisgraph marks 1 (5] Fing repested words
D Higden text i Fetputied ] Enteecg scrented uppercase in French
D 0 i | hyphen - : SUgQEt from man dichionary only
ptonal s
D Object anghors & French modes: | Tradfional and new spefings ¥

[ shaw gil formatting marks
Wheen comectineg spelling and grammar in Word

Printing options ] thack speiling st you type
coptertual spelling

Akark gramemat grion 44 you Bype

Print dawings ereated in Werd
[ Frint background colors and images

Btk grammai with ieling
[ Shew resciatojity watatics

D Frint document properties Hriting itfe: | Gepemar Only (3 &l
[ rint nigden tegt [Retnery oimer

[ upaate fisias betare printing T v

[ update inked dats befors printing -

| mide gpeiling ervges in this @aument anty
] T ———
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Save
This feature allows you personalize how your document is saved. You can specify how often you want auto save to run and where you want

the documents saved.

Word Dpticns

Propedar
. H Cutteerize how documents ane saved.
Ditplay
Prosting Srer o Ll
Y el Save St i s format Wigad Document {*. doog b
Advanced B Sewe AuboRecaves inlormation esery | LD - BirAes
- sutafacowic e lsoatiesr | CDotuments and Selfngd jiparew' Appicatagn Dete Mio ora8nWard,
- Dietaectt Tike hacntion: COD s a0 Settings sparmen My Deuments
Trsst Cenber CHFline editing op B ] Aarrwra T
Roepauroes Saren chadtid-sut Med 1o

() T pereer drafis Bacation on this computer

Serper drafis Brcateony | CODSDamasnts and Settingsspamas’ iy Dacuments Share Paird Drafty

) T web perewr

Freserers figelity when dluding B document: ] g -

] Emibesitam i th fe

[ oK | [ cwmtnn |

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

Pa i I~ B E
e 17 mdvanced sptions for morkng with Wond,

D5 prlay E

Proaling 1diting cpligns.

Savr E Dymang regdares jelemed 1ewt

[ whes seleitong, autamatically celect enbre yeoad
[} Akcwrteds to b @ragand e drepped
Cuslamise [=] & CTAL = Chdk b3 TSl e Bk
L,. Aulomatiy Py Fedle didvwing Cinwld wwhen ntertbng Lt oShapes
[ 1252 smart parsgraph seleden
Brust Cenber [} wig et cunionng
P P— [T s ooe B by 15 COnlrsl free iMype mesae
I"_-I L oyertype made
[0 Prempt fo we-aste shyle
[ wir ploomast phyis d6r bulrted & numbered Bels
[=] Egep trade = foimarting
I—_] Fark formatting inconbahenDess
[l trsbie gk and Sype
DUl pamgraph e Heamal -

Aeghrgerered

Add-ne

Tl copy. and pashs
Papsting pptfin the fanse dasum-pnt Egep fousce Formatting Sefaul) [+
PREIIN EETWEEN SODUTEnts Keep Source Fonmatting feraunl |~
PaSTifg BETwoben SOCLmEnls wihen 10ie Selindeand coofbeh | Use Destinstion Styles Defsufm |~
-

Pagting fioe other programi: Eihp Seuice Farmatting efaull

nrertrpaste picture: s ke wvrl b e W
[ Grep bulets 3nd nurmkers when pacting best with Leep Text Ondy cplien

[ e Dove Bt oy For patte

[ Sheasw Paste Qptions 2otlans

Wi st el and paste Sertings.. |
I .. =

[ i I [ ] J

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

these to the Quick Access Toolbar.
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Word Options
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Editing a Document
[Move Action |Keystroke
Typing and inserting Text Beginning of the |, 4\,
To enter text, just start typing! The text will appear where the blinking cursor is located. Move line
the cursor by using the arrow buttons on the keyboard or positioning the mouse and clicking the |End of the line |END
left button. The keyboard shortcuts listed below are also helpful when moving through the text of Top of the
a document: document CTRL+HOME

Selecting Text

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

[Selection [Technique

Whole word |double-click within the word

Whole paragraph ftriple-click within the paragraph

|Several words or lines |drag the mouse over the words, or hold down SHIFT while using the arrow keys
[Entire document [choose Editing | Select | Select All from the Ribbon, or press CTRL+A

Deselect the text by clicking anywhere outside of the selection on the page or press an arrow key on the keyboard.

Inserting Additional Text
Text can be inserted in a document at any point using any of the following methods:

= Type Text: Put your cursor where you want to add the text and begin typing
=  Copy and Paste Text: Highlight the text you wish to copy and right click and click Copy, put your cursor where you want the text in
the document and right click and click Paste.
Visit us at: www.sarvaindia.com Licensed by Govt. of India 1SO 9001:2008 Certified
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®  Cut and Paste Text: Highlight the text you wish to copy and right click and click Cut, put your cursor where you want the text in the

document and right click and click Paste.
Drag Text: Highlight the text you wish to move, click on it and drag it to the place where you want the text in the document.

Ty J

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

Rearranging Blocks of Text

To rearrange text within a document, you can utilize the Clipboard Group on the Home Tab of
the Ribbon.

Insert picture of clipboard group labeled

"  Move text: Cut and Paste or Drag as shown above
®  Copy Text: Copy and Paste as above or use the Clipboard group on the Ribbon

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

Cliphoard =~ Clipboard Menu

1 of 24 - Clipboard v — Home Insert
[ﬂl_i Paste Al ] [I;"t Clear Al ] j & Calibri (Body)
Click. an item to paste: ’ . e
| Paste | )« TR O |
Q_] The student preview is ST j ! =
located at the top right "
hand side of the screen. .. - i Paste

5% Paste Special...

Deleting Blocks of Text

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

Search and Replace Text
To find a particular word or phrase in a document:

®  Click Find on the Editing Group on the Ribbon
®  To find and replace a word or phrase in the document, click Replace on the Editing Group of the Ribbon.

- Undo Changes
44 Find ~ To undo changes:

;',I,;,, Replace
l¢ Select = =  Click the Undo Button on the Quick Access Toolbar
Editing _ .
[og) 90 &
ok

Ame Insert
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LESSON-3

FORMATTING TEXT & PARAGRAPH

Styles
A style is a format enhancing tool that includes font typefaces, font size, effects (bold, italics, underline, etc.), colors and more. You will notice
that on the Home Tab of the Ribbon, that you have several areas that will control the style of your document: Font, Paragraph, and Styles.

LB
--"; Home infert Fage Liout Referenies Mpbngs Ry Witw Devedoper

o - e T 1 4 Find -
o i . . G N R = = = ] . '
[y T canenmeny A ] S S BRI L\ sbcene asboepe AaBbC: AaBbCc - & i
P’f“ 4 R | R R TR -& - EE 3B i:gfl RN fHomal  fHoSpad.. Headingl  Headingl é;‘:?f s setect -
Clipboard = Fant e Faragraph % Styles a Editing
Change Font Typeface and Size
Calibri {Eody) - - | A" a7 ||

To change the font typeface:

B L U - abe x, x° Aa™rid” - A -|

1l

= Click the arrow next to the font name and choose a font. Font

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

To change the font size:

Esiibri plu - A A eI B 31' T | Aagbcened sasboene Aal
Theme Fornks “iE W e s B Ut ormat 1% Mo Speci.. Hea
Cambria {Headings} | . —_— "  Click the arrow next to the font size and

Calibri (Body) choose the appropriate size, or

[ ':c;:d = Click the increase or decrease font size
o ana buttons.

T Times New Roman
Al Fonts

i gency B
% ALGERLAN Formatting Text Calibri {Body) -1 <A A
i Anial

ab
ki "._"" Elaok ool that includes font typefaces, font size, effects {bold, italice ‘B I U - abe x Aa~| ™|
B Arial Namrow F notice that on the Home Group of the Ribbon, that you hawe

‘i Arial Rounded MT Eoid of your document: FONT, PARASRAPH, ANDSTYLES, Font
T Arial Unicode MS

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

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

Change Text Color
To change the text color:

CalibriBor- 11 = A" o" A~ F
afaces, font size, effe

=&, A.E . ; ;
X = = i Select the text and click the Colors button included on the Font Group of
2 Group of the Ribbon, L=, the Ribbon, or
. Paragraph, and Styles. = Highlight the text and right click and choose the colors tool.

= Select the color by clicking the down arrow next to the font color button.
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Highlight Text
Highlighting text allows you to use emphasize text as you would if you had a marker. To highlight text:

= Select the text .
= Click the Highlight Button on the Font Group of the Ribbon, or Q&H[Eﬂ' L - A0 A
= Select the text and right click and select the highlight tool BI=%.A- :

®  Tochange the color of the highlighter click on down arrow next to the highlight button. il R

Copy Formatting
If you have already formatted text the way you want it and would like another portion of the document to have the same formatting, you can
copy the formatting. To copy the formatting, do the following:

= Select the text with the formatting you want to copy. ‘= °“
= Copy the format of the text selected by clicking the Format Painter button on the Clipboard Group of the Home Tab ;& -
= Apply the copied format by selecting the text and clicking on it. o

Clipboard ™=
Clear Formatting
To clear text formatting:

= Select the text you wish to clear the formatting
®  Click the Styles dialogue box on the Styles Group on the Home Tab
= Click Clear All

Formatting Paragraphs

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

T
- Hame Insent Page Layout Referénges Kailings Rewiew Wiew Deweloper
[ A ] E- Ly Orientation ~ ¥=) Breaks - &) Watermark = Indent Spacing t t - |2 Augn -
Ha
l" =1l [a]- [} Stze - FLine Numbers = JWPage Color = | £ Ler: o | b Betore: Ot = H
Themes — Margins - ; s || gl -
- |-.,_' 5 M Columns = u¥ Hyphenation - J Fage Borders IE Right: 0 + | jam After. |10pt = o
Themes Page Setup * || Page Background Paragraph a Arrange
Home Insert Fage Layout References Mailings Feview Wiew De
Calibri [Body) AH IR e P =R =Rl = - LA HIR |

7 (B O oabeox, x| - A (EETE W NS5 B

fd = Font a . Parageaph

Change Paragraph Alignment
The paragraph alignment allows you to set how you want text to appear. To change the alignment:

"  Click the Home Tab
®  Choose the appropriate button for alignment on the Paragraph Group.
= Align Left: the text is aligned with your left margin
= Center: The textis centered within your margins
= Align Right: Aligns text with the right margin
= Justify: Aligns text to both the left and right margins.

|i= = =~ - ||EE =E|| 2] || T |

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

Visit us at: www.sarvaindia.com Licensed by Govt. of India 1SO 9001:2008 Certified
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®  First Line: Controls the left boundary for the first line of a paragraph

®  Hanging: Controls the left boundary of every line in a paragraph except the first one
= Left: Controls the left boundary for every line in a paragraph

= Right: Controls the right boundary for every line in a paragraph

To indent paragraphs, you can do the following:

(23] |[E= = 4= = | |2 B8 )| | assicen: | assbcen
A ET N N S| 3= T Normal | T Mo Spadi...
= Click the Indent buttons to control the indent. = Paragraph i || lp—
®  Click the Indent button repeated times to increase the size of the indent. Paragraph
Endents and Spadng | Line and Page Bresks
Gareral
Abgrmeni: -
Quthre level: | Body Text e

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

= Select your indents Left: o = Special: By:
Right: r B (rone) v =
[ pelrror indents
Add Borders and Shading oo
You can add borders and shading to paragraphs and entire pages. To create a border pefore: TE Ugp spadng &
around a paragraph or paragraphs: o T e B (s B

] Dot sdd spage between paragraphs of the sams style

= Select the area of text where you want the border or shading.

Preview
®  Click the Borders Button on the Paragraph Group on the Home Tab
®  Choose the Border and Shading N
®  Choose the appropriate options
— = R e B .
== = - SE| 3 2 | | acpbccoc | AsBbccor
EE AN =& O~ T Mormal | T No Spadi.. Apply Styles
Paragraph PAE Sottom Boraer Styles are a present collection of formatting that you can apply to text. To utilize Quick
Top Border
I Left Border
| Right Border Styles:
Ho Border
EH A Borders
[ Outside Borders = Select the text you wish to format.
EH | Inside Borders "=  Click the dialog box next to the Styles Group on the Home Tab.
£x1 | Inside Horizontal Border = Click the style you wish to apply.
| | Inside Vertical Border
B
|
4| Horzorta ne AaBbCcDe | A2BbCeD¢ AaBbC: AaBbCe M
4’ Draw Table T Hormal |7 Mo Spad.. Heading1 w _ Change
E8 View Gridlines 5“"(5 *
. | [} Bgrders and Shading... Styles fa

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

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

Insert Page Layout References Mailings Review Wi

T | ol B P T R
- - — A Bookmark
Table Picture Clip Shapes SmartArt Chart
- Ark - 5] Cross-reference

Tables llustrations Links
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Insert Hyperlink E|
Link to: Text bo display: |FGOL Home Page] | | SoeenTy...
E__..g'lew Lok in: 3 My Documents - @
e | [ [Qwm Al
Current | Sy AncEL Trairing Materisls
Q|| | S comssesue
Place in This | Langs Graphics

Document Browsed || My sBooks

Pages Nty Music
My Pictures

il
My Wideos
Creab Regent
DO‘.‘\-IG\’E'TI Filss |3 Cifice 2007 Tutorial

| Snagl Catalog v
| Address: _hup-.ﬁmm.Fgcu.edu.l'
E-mad Address

Change Spacing Between Paragraphs and Lines
You can change the space between lines and paragraphs by doing the following:

®  Select the paragraph or paragraphs you wish to change.
®  Onthe Home Tab, Click the Paragraph Dialog Box

®  Click the Indents and Spacing Tab

®  Inthe Spacing section, adjust your spacing accordingly

o HR L 1 2 I

Y| 132 12 = 55| 3R R 2 9] | napbcene | aagocen:

A-/EE AN = Oy - d- THomal |THoSpaci.  Styles
fa Paragragh f .‘_

R ﬁ"ﬂ The use of Styles in Word will allow you to quickly format a document with a consistent
Erap —=3 and professional look. Styles can be saved for use in many documents.

Indents and Spacing | Line and Page Breaks
Ganeral Apply Styles . .
There are many styles that are already in Word ready for you to use. To view the
Hgpment: i V! available styles click the Styles dialog box on the Styles Group in the Home Tab. To
Outhne level:  Body Text W apply a style:
Indsntstion ] Select the text A2BbCcDe | A2BbCeDe AaBbCi AaBbCe | %
Left: s Special: By = Click the Styles Dialog Box THormal | TNoSpaci.. Headingl ,fi"ﬁ" g[‘,‘,:ff
3 P [ ] i Styles ]
Bt v - (rore) v | . Click the Style you choose
(] ttrrer indeents .
Creatlng NeW Styles . AaBbCeDe | AaBbCee AaBbC: AaBbCc %
You can create styles for formatting that you Thormat |7noSpaci... Hesding1 | Meading2 - Change
g use regularly. There are two ways to do Stytes 5
pefre: opt 4 Line spacing: Ak this: New Styles or New Quick Styles. N strles —
After: g % Maitiple ¥l 115 %
Mo Spacing T
[ Dorit add spage between paragraghs of the same style New Styles v x
To create a new style: g o
Subbtie 22
p’e'ﬁe‘w Subtie Emphasis a
= Click the Styles Dialog Box Emphasts B
. Intense Emphass. a
= Click the New Style Button Strang a
R e e A Qs -
e A A Intense Quate 2
) Sublie Reference a
= Complete the New Style dialog box. Intense Reference a
= At the bottom of that dialog box, you can o =
choose to add this to the Quick Style
(s | [ | [ ][ conce | List or to make it available only in this
) Show Preview

document. \Dm Lirdkad Styles

B oot
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Create Mew Style from Formatting

Baene: £

Style type: Paragraph

Sty pased on: | ¥ MNormoal

yle for Following paragrach: | W Stylel

Formatting

[CobbritBody) |11 »| B & U futomste

L1 ]
.
L1 ]

EE 3 E = = = e &

.

New Quick Style
To create a style easily:

Sampa Teet Samps Tast 53mpes Tart 50rmphe Tass SPmpss Taxt Sempis Tar 5ampss Tent Samps Tedt
Sampis Test Sampa Test 53mpde Tedt Sarmpie Tt Sempis T Sempie Tent Sampss Text Samps Tast
Sarmips Tesr Sampa THet Sampis Tast Samph THan Lampi Tt

T raoTnmal

A Cc
Hesdira 2

[Style: Quick Style, Based on: Nermal

[] Add b Quick Style st [] Automstically updste
(5) Ordy in this document () New daocuments based on this template

=T ===
Emmp i
L EE e

Trtemse .o

T Harmal

[. o e ]

T Stylel

Shyles

e = =T
T Stwmen
Tt
- o R
Tevtm e B
PN =T el e T
Sesbtle Fef...

e =

T RO S acio..

o BB e
SeamTile
B B

Stecma

P o et e

Intemse B

" Insert your cursor anywhere in the chosen style
"  Click the Styles dialog box

AaBbCcOc | AaBbCeDe AaBbCeDt AaBbCi %

THe Spm.._uudiﬂ.'. =

®  Click Save Selection as New Quick Style

A BT
Headsno L
i T e e
Sarotte Een..
- X e e

ot

N R e =
Bo ok Titke

Change
Styles =

Ta

[ox

J [ comedd |

Style Inspector
To determine the style of a particular section of a document:

-2 T = Y

= List Paeca...

Same Selecti-or s & Pewe oo Sl ...
Clear Formmartaro

St Styeles. .

-,
o

= Insert cursor anywhere in the text that you want to explain the style

=  Click the Styles Drop Down Menu
=  Click the Style Inspector Button

A3BbCcDe | AaBbCcDd  AaBbCcD:
7 Stylel

AaBbC:

1 Mo Spadi.. Headingl - Chamge
Stytes ~

Styles _’ =

T Mormal

% i

Styles 5.
Clear Al

| Meemal
Mo Spadng
Heading 1
Heading 2
Title
Sublyte
Subtie Emphasis
Emphass
Intense Emphases
Strong
Cuunte
Intense Quote
Subtle Reference
Intense Reference
Book Tite
List Paragrapi

—

=

dppolBEooeelBEERae

[ St Previewe

W

»

AaBbC

Heading 1

AaBbhbCc
Heading 2 — Change

T Skwles «
\“ =

4

Styles

X

Clear All

Mormal

I Mo Spadcing
Heading 1
Heading 2
Tide
Subtde
Subtde Emphasis
Emphasis
Imntense Emphasis
Stromng
Quobe
Imtense Quote
Subtde Reference
Intense Reference
Book Tide
List Paragraph

2o bEEoowelEER=-2

[ 1 Show Prewviews
[ ] Disable Link=ad Stwvles

Zipkions. ..
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LESSON-4

ADDING TABLES & GRAPHICS

Tables are used to display data in a table format.

Create a Table
To create a table:

Enter Datain a Table

L ]
= Click the Insert Tab of the Ribbon
L ]
L ]
L ]
L ]
= Click Quick Tables and choose a table
Insert Page Layout Refereni

) ol BE [P 2

Place the cursor on the page where you want the new table

Click the Tables Button on the Tables Group. You can create a table one of four ways:
Highlight the number of row and columns
Click Insert Table and enter the number of rows and columns
Click the Draw Table, create your table by clicking and entering the rows and columns

-15-

Place the cursor in the cell where you wish to enter the information. Begin typing.

Modify the Table Structure and Format a Table

Table ||| Picture Clip Shapes sm: 10 modify the structure of a table:
- Art -
Insert Table = Click the table and notice that you have two new tabs on the Ribbon: Design and Layout.
DDDDDDDDDD These pertain to the table design and layout.
OO000000000 ‘ 0:3 d9-a& ¢ Table Tools
000000000 7 Home et Pogelayout  Refences  Malings  Reiew  View b Desgn  Layout Wpm—
DDDDDDDDDD V| HeaderRow ) First Column T | —— & Shading = g ﬂ el |
DDDDDDDDDD Total Row Last Column mreee| gy o gy oy oy ._ Berderi." Ypt —— -~ - .
recech e I Oraw  Eraser
DDDDDDDDDD ¥ Banded Rows || Banded Columns h/F'e-" Calot*  Table
DDDDDDDDDD Table Style Optians Table Styles Diraw Borders
j Insert Table...
On the Design Tab, you can choose:
j Draw Table
= = Table Style Options
-EI Excel Spreadshest . Table Styles
T Quick Tables » = Draw Borders
To format a table, click the table and then click the Layout Tab on the Ribbon. This Layout tab allows you to:
®  View Gridlines and Properties (from the Table Group)
®  Insert Rows and Columns (from the Rows & Columns Group)
= Delete the Table, Rows and/or Columns (from the Rows & Columns Group)
= Merge or Split Cells (from the Merge Group)
®  Increase and Decrease cell size (Cell Size Group)
= Align text within the cells and change text directions (Alignment Group)
| E-‘-\ o -0 i—‘-l w D 5] S = MicCre rel Table Tools
—.'./ Home Insert Page Layout References BAailings Rewiew Wiew Developer Dresign Layout -1_
g Select - i s B nsert Below ! 2l joaz = [ 5E _:’]-:1 N A= J :\l 34 Repeat Header Rows
[ View Gridiines === —— =] tnsert Left [ split Celns o |22 N .. — — :“’ = Convert to Text
B Properties EEI'“E lr::t (i tnsert Right ___= Split Tabie i AutaFit - e C:rT:<-t\-cn !.1.;-:'!!;:.1: e S Formuia
Table Fows & Columns Merge ell Size Alignment Data
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Word 2007 allows you to insert special characters, symbols, pictures, illustrations, and watermarks.
U‘ﬁ - v Graphics - Microsoft Word - o
—/‘l Home Ensert Page Layout References Mailings Reéwview Wiew Developer
& Cover Page = || ° ElR [~ 2 » “ g. Hyperink ] —\] _J A & Quitk Parts - | g% Signature Line - | TT Equation -
_) Biank Page j (2] Bl -l-—j) =] A Bookmark —] = £ Al Wordart - [§], Date & Time 12 Symbol -
el Taksle Picture Clip Shapes Smartirt Chast Header Footer Page Text =
5= Page Break - A - oy Cross-reference - - Humber = Box~ AS DropCap~ Mg Object -

Pages Tables Mustrations Limkcs Header & Footer Text Symbals
Symbols and Special Characters =)
Special characters are punctugtlon, spacing, or typogrr?\phlcal characters that are not generally available Line - || IT Equation -
on the standard keyboard. To insert symbols and special characters: = [£2 symBoi-]

£ £ ¥ =
®  Place your cursor in the document where you want the symbol e * = =
= Click the Insert Tab on the Ribbon = = == a
. Click the Symbol button on the Symbols Group B n o ¥ &

®  Choose the appropriate symbol.

Equations

L2  More Symbols...

Word 2007 also allows you to insert mathematical equations. To access the mathematical equations tool:

®  Place your cursor in the document where you want the symbol
= Click the Insert Tab on the Ribbon
®  Click the Equation Button on the Symbols Group

®  Choose the appropriate equation and structure or click Insert New Equation

5 [A | QuickParts - | siommeemelle | TT qustion |

e To edit the equation click the equation and the Design Tab will be available in the

Ribbon
Built-In &~
:Al!a of Circle
A =nr? 0\\d9-0& ¢ Yocument5 - Microsoft ¥ Equation Tools
g =
| i Home = Inset  Pagelayout  References  Mailings  Review  View  Developer Design
5 ——
Tc o I ~ (| %
Binomial Theorem & linear St S
Equation PANBRRBRE
q' abe Normal Text _«__b__»..s..é..;..

Expansion of a Sum

(x +a)" = ™) ckgn—k
xta EZD(}"JX al

{ (1+x)"=1+F+

Fourier Series

nx  aln—1)x?
an— 1t |

2!

=

Operator~

Toaks s Symbols Structures

lllustrations, Pictures, and SmartArt
Word 2007 allows you to insert illustrations and pictures into a document. To insertillustrations:

log~

= Place your cursor in the document where you want the illustration/picture

= Click the Insert Tab on the Ribbon

flx) =a +Z (a casL“+b ﬁnm—“)
[T g T T "  Click the Clip Art Button
U ®  The dialog box will open on the screen and you can search for clip art.
TO Insert New Equation s ®  Choose the illustration you wish to include
Insert Fage Layous References Mailings Review Wiewr Developer
j EIRl | [ N B Hyperink = - L A &l Quick Parts ~ 2% Signature Line =TT Equation -
| ek | "L__|'} X 2) i. & Bookmark _’] =) ﬂ ol wordart =[5} Date & Time LT symbol =
Table PFicture | Clip |Shapes SmartArt Chart Header Fooler Page Text i
= Art - im Crossreference - - Mt er ~ Box~- LAF Dvop Cap g Oibject -
Tables Ehustrations Linics Meader & Footes Text Symbols
7 g Are -
4 Saurch for:
s
Searchiin:
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To insert a picture:

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

=  Click the Picture Button

= Browse to the picture you wish to include

"  Click the Picture

"= Click Insert

Insert Page Layout References Maalings Rewview View Developer
R [) 7 B, Hyperlink A 3 Quidk Parts - | Signature Line -
S T = | i o ] . ) ) ) .
;*;I’ Cip  Shapes Smartart E.! z oo "..jm, Fﬁr N .T:' o A wardnt f:z:*:“"" Smart Art is a collection of graphics you can utilize
= 1 - =) Crots-reference = = fesnler ~ jou =~ SR ap L et - . R . Srs
* g—— =) to organize information within your document. It
= — | includes timelines, processes, or workflow. To insert
Lok | 3 my Picnures > @ -0h W e E-
oy e SmartArt
i =
G ||
DD cuments m "  Place your cursor in the document where
8 e Sample Pictures you want the illustration/picture
= tide = Click the Insert Tab on the Ribbon
=  Click the SmartArt button
®  Click the SmartArt you wish to include in
your document
= Click the arrow on the left side of the
: graphic to insert text or type the text in the
Pl e 1 - B
Ples of type: [ 7 Freroras — graphic.
- Coeeet
Insert Page Layout References Mailngs Review View Developer
O | B ™ el o @ a A B g
Resize Graphics Teple | Pture Gl shopes Smans S crossaeterence | "2 PO 00 | T A= o an - ddoviea -
All graphics can be resized by clicking the image and clicking one corner of L L e e =
the image and dragging the cursor to the size you want the picture. T P
[ e |
S e - | -
g (R me ==
¥ Cyce - =
- [ Ili [
[ Ressenshe -
= e/®)
= [-I=15] === BEEa E_! Basic Block List
L Pyamd e . e o shom ron-sequentel o grouped
R = - o Rk sl
O == = v shapes.
s BE=
s BIEE=.
=)
Watermarks
A Watermark _IS a trans“‘!cent Image_that Hame Insernt Page Layout References Mailings Review Viewr Deweloper
appears behlnd the prlmary text in a - My Orientation - 5= Breaks - Q'\.Vnet'n-rk'; Evdent Spacing “
document. To insert a watermark: @l | == S s - Elline Numbers - | Confidential -
[S]- | "™ gE cowmns - b2 Hyphenation -
s Page Setup =11
= Click the Page Layout Tab in the | '
Ribbon
" Click the Watermark Button in the
Page Background GI’OUp COMFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY L
® Click the Watermark you want for !
the document or click Custom
Watermark and create your own
watermark
" Toremove a watermark, follow the
steps above, but click Remove Do o o2 =
G Custom Watermark...
Watermark B Bemowe Watermark
2
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LESSON-5

PROOFREADING A DOCUMENT & PAGE FORMATTING

There are many features to help you proofread your document. These include: Spelling and Grammar, Thesaurus, AutoCorrect, Default
Dictionary, and Word Count.

Spelling and Grammar
To check the spelling and grammar of a document
Hdo9-uo& = DocumentS - Micrasoft Word

. . P feren il i |
. Place the cursor at the beglnnlng of the Home Insert age Layout References Mailings Review Vigw Deéveloper

document or the beginning of the section that i, Researcn 4~ _J _j j}’ _j‘: 21| Final Showing Markup
you want to check g Thesaurus i evious : Show Markup ~
= Click the Review Tab on the Ribbon i g P R .. cp,ﬂmm o 11 Chamts = 2™ ) Reviewing Pane -
®  Click Spelling & Grammar on the Proofing Procting Comments Tracking
Group.
= Any errors will display a dialog box that allows you to choose a more appropriate spelling or Speellng
phrasing. Spieling
Spelling
] . Lo Speeding
Spelling and Grammar: English (U.5.) EIEI If you wish to check the spelling of an individual Steeling
e — word, you can right click any word that h_as _been Peeling
speeling . B oo underlined by Word and choose a substitution. anore
Ignore Al
| Thesaurus ———
~| The Thesaurus allows you to view synonyms. To :::::::“ ’
Suggestions: use the thesaurus: % Soeling..
Speling _m i Lookup..
m ®  Click the Review Tab of the Ribbon
s Kot "  Click the Thesaurus Button on the 3 paste
Proofing Group.
®  The thesaurus tool will appear on the right side of the screen and you can view

word options.

.
Home Indet  Pagelayout  Relwsencs  Malngs | Redew | View  Deseloper .
i ] e |0 s | You can also access the thesaurus by right-

y |ﬂhum‘ o ] Delet j -;: 35 Fina Shoving Markp - ﬂ ) Reject - ] y clicking any word and choosing Synonyms on
aTpesaurus & 1 Show Markup * whpwioss — : ol the menu.

Spelling & - Track Balroons Arcept Compare § b Proted

Ganny 3§ Mniae £ Cornment dtied | cranges+ Eredevingpane - « et L Dotument~ a
Procfing Comment; Tracking Changés Compare Protect nT & Cut

“a ory

Paste
Final Font...
Baragraph.
Bullets »
Humbering .
M: Eﬂcbh 0-5'1 Y Hyperlink..
5 g Laok Up...
Synonyms = last
o Thesaurus: English (U5 Translate C concluding
Styles > dosing
3 last (ad) ending
st ultimate
finishing
tondudng first (Antonym)

absolute

S5 Thesaurus..

Customize AutoCorrect
You can set up the AutoCorrect tool in Word to retain certain text the way it is. To customize AutoCorrect:

®  Click the Microsoft Office button
®  Click the Word Options Button
®  Click the Proofing tab
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®  Click AutoCorrect Options button

Word Options

b W _I Change how Word correds and formats your text. i
Display ) ®  Onthe AutoCorrect Tab, you can specify words you want to
[rrooting ] | AutoCormect aptions \ replace as you type
Save Change haw Word corects and formats text a3 you type:
Advanced AutoCorrect: English (U.5.)
‘When cormrecting spelling in Microsoft Office programs

Customize ALROFOrmeat Smart Tags

[#] tgnere words in UPPERCASE fustoCormedt Math AutoCormest fustoFormat As You Type
Adddng fgnore words that contain numpers
Trust Center [¢] tgnore Internet and file addresses Show AvtoConmest Options bukhbons

Flag fepeated words Cprrect Two INtial CApikals Empunns...
Resources [] Enforcg accented uppercase in French Capatalze first letter of gantences

[l Suggest from main dictionary anly Capitalze first letter of tabls cels

] Captat e f dovs

Comrect accidental usage of CAPS LOCK key
Frénch modes: | Traditional snd néw ipellings +

Raplaes bawt 22 you Eppe
Beplace: Seith: (%) Plain bext () Eormakted bk
I |Finat

per _______1e_______________________________FJ

L] 1]
L) .
i€ &
o =] -

[¥] Austomatically use suggestions From the speling checker

L_ox ][ comen

Create a New Default Dictionary
Often you will have business or educational jargon that may not be recognized by the spelling and/or grammar check in Word. You can
customize the dictionary to recognize these words.

®  Click the Microsoft Office button

®  Click the Word Options Button

®  Click the Proofing tab

®  Click the When Correcting Spelling tab
®  Click Custom Dictionaries

Word Options

i AR
e z Change how Ward corrects and formats your text.
Drisplay '
Proofing AutoCorrect options
Save Change how Word corrects and formats text a3 you type: l SutaCorrect Optians... i
Advanced

When cormecting spelling in Microsoft Office programs

Customize

[#] lgnore words in LFPERCASE
Add-Ins Ignore words that contain numbers
Ignore Intermet and {ile addresses
Flag [epeated wards
D Enforce accented uppercase in French

Toust Center
Resources

[ Suggest from main dictionary only

Lustom Dictionaries... i "_

French modes: | Traditional and new spellings
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=  Click Edit Word List
=  Type in any words that you may use that are not recognized by the current dictionary.

Dicionary it —
= T Check Word Count
To check the word count in Word 2007 look at the bottom left
corner of the screen. It will give you a total word count or if
CLIS TOM. DIC you have text highlighted it will tell you how many words are
| highlighted out of the total.
I f i
Dictionary: Ke
pre—> [
1 &=
Angela Tt
Arn
.m V_
[ oeete | [[oeerear |
[ o= J[concm |
Page: 1 of 2 | Words: 14/295 |
Modify Page Margins and Orientations
The page margins can be modified through the following steps:
®  Click the Page Layout Tab on the Ribbon
®  Onthe Page Setup Group, Click Margins
"  Click a Default Margin, or
®  Click Custom Margins and complete the dialog box.
Home et Page Layout [P ro— To change the Orientation, Size of the Page, or Columns:
& - - - e -
_::?Drlen‘tmqn = Breaks ®  Click the Page Layout Tab on the Ribbon
[} Size = F ) tine Numbers ~ ®  Onthe Page Setup Group, Click the Orientation, Size, or Columns drop
BE Columns - b Hyphenation - dO_W” menus ) )
®  Click the appropriate choice
Mormal
Tap: 1" Bottam: 17
| Left: 1" Right: 17 Apply a Page Border and Color
— ) d9-0& ¢ To apply a page border or color:
Manow L
) - R Home Insert Page Layout References
I::j g g :;“ﬁ:'" E: e — = Click the Page Layout Tab
: s LA E J | Orientation = += Breaks - on the Ribbon
(Al || == [ stee ¥ Line Numbers ~ = Onthe Page Background
Foderate Themes Margins i
Top: 17 Bottam: 1 - [0 o B Columns - b2 Hyphenation - Group, click the Page
Left 075" Right: 0.75" - — - Colors or Page
i s Ry Borders drop down menus
Wide
Top: 1 Boktom: 1° Page Layout | References Mailings Revi
| Ll 2 Right: 2
Irientation -~ = Breaks - |4 Watermark -
Minored
Top: 1 Bottom: 17 ize ~ ¥ Line Numbers = T <% Page Color ~
Inside: 1257 Cutside 1"
‘olumns ~ b Hyphenatip@ FPage Borders
Office 2803 Default =
Top: " Botbom: 1° Page Setup Fage Background
Lt 1.157 Right: 1,257
Insert Common Header and Footer Information
Custom Margins... To insert Header and Footer information such as page numbers, date, or title, first,

decide if you want the information in the header (at the top of the page) or in the Footer
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(at the bottom of the page), then:

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

Irseért Page Layaut References Mailings Review Wiew Developer = The Header/Footer Design Tab will
display on the Ribbon
EE A q 8, Hyperiink ] '
i [j[_] i= 3 == B ®  Choose the information that you
1 o Cio & e ¢ ..-é' Bookmark E b would like to have in the header or
able  Piture Clip Shapes SmartAt Chat T Header Footer  Page footer (date, time, page numbers,
; Ar : a - : *  Number® etc.) or type in the information you
Tables Niustrations Lir el g2 e & Footer would like to have in the header or
footer
wy .
- Home Insert Fage Layout References Mailings Review  View Developer Design L]
L 3 _—.] EE j T, Previous Section Difterent First Page i Header from Top: 0.5 .
d s 3y |&] |Gal BE : ] A
- 5, Mest Section Ditferent Odd & Even Pages || S Footer from Bottom: 0.5 s
Header Footer  Page Date  Quick Ficure Clip Gote Goto ) . Close Header
. *  MNumbers  &Time Parts~ At || Header Fogter v Linkto Frevious || ¥ Shew Document Ted 3] tnsert Alignemant Tab and Fagter
Header & Faater Insent Nanqaimn Options Pagition Clase
Create a Page Break
To insert a page break:
®  Click the Page Layout Tab on the Ribbon
®  Onthe Page Setup Group, click the Breaks Drop Down Menu
®  Click Page Break
Insert Fage Layout References Mailings Review View ?S?rt atCOVGI’ Page
o insert a cover page:
[y Orientation - [¥=3 Breaks -| ) Watermaric = | Indent pag
J | sue- Page Breaks ) ]
Wargins i = Click the Insert Tab on the Ribbon
. Columns - Page .
Page Setug * Mark the point at which one page ends ®  Click the Cover Page Button on the Pages Group
Y andthe nes page begins. = Choose a style for the cover page
1 Colummn
-|  Indicate that the text following the column — E——
_[:I break willegin n the next olumn. ’E‘Q ST0E o Insert a Blank Page
Home Insert Page Layout References Mailings #e  Toinsert a blank page:
. TextWrapping () CoverPage =] | =5 A BE ) ey gl St
w=| Separatetext around objects on web Built-In =
pages, such as caption text from body ted. = ®  Click the Insert Tab
= on the Ribbon
Hext Page = Click the Blank
;4 Insert a section break and start the new Page Button on the
—  section on the next page. Page Group
T Continuous Alphabet Annual Austere
[— Insert a saction break and start the new -
==| section onthe same page. - - 9 Q'_ﬂ -
[T the Soxument ttie] | Home | Insert |
= Even Page = e b (Il [
tnse_n a section break and start the new == I |£] Cover Page ~
:%QI section on the next even-numbered page. i |_] Blank Page
EoTEET R — Table
. _'_I E::::‘:umn break and start the new in\ematm Contrast Culicies - [ ’;:__“ Fage Break y
[Type text] -ﬁ[ section on the next odd-numbered page. (B | Remove Current Cover Page Pages Jables
‘a
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LESSON-6

MACROS

-22 -

Macros are advanced features that can speed up editing or formatting you may perform often in a Word document. They record sequences of
menu selections that you choose so that a series of actions can be completed in one step.

Recording a Macro
To record a Macro:

= Click the View Tab on the Ribbon
= Click Macros

= Click Record Macro

= Enter a name (without spaces)

®  Click whether you want it assigned to a button (on
the Quick Access Toolbar) or the keyboard (a

sequence of keys)

®  To assign the macro a button on the Quick Access

Toolbar:
= Click Button

= Under the Customize Quick Access
Toolbar, select the document for which
you want the Macro available

Word Options

Fapular
Display
Fraafing
St

Advanced <Separatars

g Hormalewbatras Matios
Customize

Adidng
Trust Center

Resguries

Visit us at: www.sarvaindia.com

w View Developer
{ { 1 | one Page
Zoom 100%
a3 Page wigth | ] Spiit
Zoom

Record Macro

Maoro name:
MacroS
Assign macro ba

Mm

Shore macro in:
Al Crocunrents (Mormal. dotnn)

Description:

P New Window | 1) View Side by Side
e} Ql’wo Pages = Arrange All

L

—
2 | m
L L -]
o i switch | [Macros|
+ 4 Resel Windaw Position Windows = || =~ |
Window !_3 View Macros

*] Record Macra...

e

|| werooms

[ ok ][ conca |

ﬂ Customize the Quick Access Taolbar and keyboard shartcuts,

\‘tushm-&t Quick Acgess Tooloar
For all doguments [defauly W

H Saye

7 Undo
0 Redo
iy Print

Licensed by Govt. of India

(=)
(>

Under Choose Commands: Click
the Macro that you are recording
" Click Add

" Click OK to begin Recording the
Macro

= Perform the actions you want
recorded in the Macro

= Click on Macros

® Click on Stop Recording Macros

: %

olling

il

Switch |Macros|
sition | windows -

:; View Macros

@ Stop Recording
1@ Pause Recording

" To assign a macro button to
a keyboard shortcut:

" Click Keyboard

" |nthe Press New Shortcut
Key box, type the key sequence
that you want and click Assign
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Customize Keyboard

Specify & commmand
Cipprmnanids:

Mormal Newiacras Macrob

Spacify keyboard sequence
Cuprent keys: Press pew shorbouk key:
: i

Saye changes in: .Mnrmd R
Drescriptiom

®  Click Close to begin recording the Macro

= Perform the actions you want recorded in the Macro
=  Click on Macros

®  Click on Stop Recording Macros

Running a Macro
Running a macro depends on whether it's been added to the Quick Access Toolbar or if it's been given a Keyboard Shortcut.

®  Torun a Macro from the Quick Access Toolbar, simply click the Macro Icon

= IRNN= RCT =
X ﬁ
: Home nsert |

®  Torun a Macro from the Keyboard shortcut, simply press the keys that you have programmed to run the Macro.
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LESSON-7

TABLE OF CONTENTS

The easiest way to create a Table of Contents is to utilize the Heading Styles that you want to include in the Table of Contents. For
example: Heading 1, Heading 2, etc. based on the content of your document. When you add or delete headings from your document, Word
updates your Table of Contents. Word also updates the page number in the table of contents when information in the document is added or
deleted. When you create a Table of Contents, the first thing you want to do is mark the entries in your document. The Table of Contents is
formatted based on levels of headings. Level 1 will include any text identified with the style Heading 1.

Mark Table of Contents Entries
You can mark the Table of Contents entries in one of two ways: by using built-in heading styles or by marking individual text entries.

To Use Built-In Heading Styles

=  Select the text that you wish to be the heading AaBbCeDc AaBbceDc | AaBbCi| AaBbCce %
" Click the Home Tab THormal 7 Mo Spaci.. | Headingl | Heading2_ - gg:nge
e

"  Inthe Styles Group, click Heading 1 (or the appropriate heading)
= |f you don't see the style you want, click the arrow to expand
the Quick Styles Gallery
= |f the style you want does not appear click Save Selection as New Quick Style

Styles F}

To Mark Individual Entries:
AaBbCcDc  AaBbCco: | AaBbCi| AaBbce = Insert e — Reterences

THormal T Mo Spad. Heading 1 | Heading 2

aapbcer AAB 4asbce 4o = Select the text you wish to [Zpe Add Text = apl lpyInsert Endnote
Heading 3 Titie Suptitle  Subtie Em.. make a heading oo : . Da Mot Show in Table of Cantents [Btnate =
. able o
A08bCcy  AeBbCcD:  AaBbCCDC AaBbBCCD: [ ] Click the References Tab Contents = | [ || Level 1 lotes
Emphasis Imtense E Stromg Quote ) B Table o
= Click Add Text in the Table Level 2

AaBbCcy  AABSCCDC AABBCCDL AABBCCDL
Intense Q.. Subtie Ref... Intense R... Book Trtle Of Contents Group Level 3
aasbcen ®  Click the Level that you want
Slistien to label your selection

Save Selection as a Mew Quick Style...
&9, Clear Formatting
4L apply Styles

-t )

- Hiome Insert Page Layout Refarences Mailimgs
=) [(DwAdd Text - AB' gij Insert Endnote :( Create a Table of Contents
— | | Update Table AR Mext Footnote ~ | — To create the table of contents:
Tabile of Insert Insert
Contents = Footmote ‘ot Citation ~
Built-Im

=  Put your cursor in the document where you want the Table of Contents
®  Click the References Tab

Automatic Table 1

Coments - _ o » = Click the Table of Contents button
Hoading 7 1

Update Table of Contents
| Automatic Table 2 If you have added or removed headings or other table of contents entries you
can update by:

Table of Contents g
- a *  Apply headings or mark Home ot Pagelajout | References

individual entries as

Manuai Tasie . Orestedabove phddTet et Endnate
Table of Contents the References Tab in
e ot e bt . the Ribbon 3 UndateTabe ‘—ﬂiNex’c Foatnte *
e e ' - *  Click Update Table Table of Ingert
P — 4 Chaw Notes
:']" :“"‘"ﬂ ‘:I"‘ 'r — (ontents Footnate J-h--- Notes
BN Bermove Table of Contents Table o Contents Foatnates i
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Delete Table of Contents
To delete a table of contents:

®  Click the References Tab on the Ribbon
®  Click Table of Contents
®  Click Remove Table of Contents

=l
Uﬂme

Insert Fage Layout References Mailimgs
[2p Add Text = AB" iy Insert Endnote
_J¥ update Table Mext Footnote -
ablz Insert Insert
nitents Footnote = Show Notes Citation ~
Beuilt-Im
Automatic Table 1
Conlenis
Heading 1 srsamce sesisras ST PPN |
esdng? — —1
Haadirg 3 1
Automatic Table 2
Table of Contents
Haaading 1 — ————
L —1
Haadirg 2 3
Manual Table
Table of Contents
Twpee chavpber Sithe el 00 ... 1
Tyes chapaes titks [leved T) 4
Type chapter tithe flevel 31 1
Twet chapter tithe {lewel 3) ~

Insert Table of Contents...

7]
B

T

-

-+

Bemave Table of Contents

Save Selection to Table of Contents Galleny...
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LESSON-8

CREATING WEB PAGES

Simple web pages can be created in Word using the

-

Save as Feature. In a web document, you can insert - Home Insert Page Layout References Mailings Review View
pictures and hyperlinks. To view the document as - Ruler Document Map : ?
you would a web page: =i = .
Gridlines Thumbnails i
Print  Full Sereen | Web  |QOutline  Draft » B Zoom 100%
= Click the View Tab on the Ribbon O A e (L yout —_
Document Views Show/Hide i

® Click the Web
Document Views Group

Entering Text

Layout Button in

the

To enter text into the document, simply begin typing. If you want to adjust the layout of the page and text, you should use tables to format the

page properly.

Hyperlinks

Hyperlinks, or links, allow the reader to click on text and go to another web site. To create a hyperlink:

= Select the text that will be the link
= Click the Insert Tab of the Ribbon

®  Click the Hyperlink Button on the Links Group
= Type in the web address, or URL, of the link

= Click OK
Insert Page Layout References Mailings Review View Developer
j | ElEl Ll—'_" )j 8, Hyperlink ' A | & QuickParts ~ | Sig
Cack| L] _JJ = == -
A Bookmark A wordart - 3L Dat
Table Picture Clip Shapes Smartart Chart Header Fooler Page Text Az
- Art - (1) Cross-reference *  Mumbeér Bax~= 2=DropCap~ MgOb
Tables Hlustrations Links Header & Footer Text
Insert Hyperlink E|
Lirik bo: Text to display: [FGCU
9 Lookin: | ) My Documents v
ExistingFibeor | ]
Web oce 5 e A|
%ﬁgﬁ I ANGEL Training Materisks
a  Cantai e
Hﬁe in This u Larg.! Graphil:s
Document; Browsed || My eBooks
Pages |50 My Music
;.J 5y My Pictures
My Videos
Craate New Recent
Document Filez |5 Office: 2007 Tutorial
[ |73 Snaglt Catalog |
o Address:  |http:ffwww.fgcu.eduf] v
E-mail Address
| ok ][ cancel

Saving Web Pages
To save a web page:

Visit us at: www.sarvaindia.com
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= Click the Office Button
= Move the cursor over Save As
= Click Other Formats

T N

@_H w) - 45
) teew

:,r open

= -

| H Save AL | B
Lg] Erint »
iﬁ Prepare
g/ Puplish >
l_r Llose

Save a copy of the document
E j Word Document

Save the document in the default file
format.

W ord Template
Sawve the document as a template that can
be used to format future documents.

Word 37-2003 Document
Save a copy of the document that is fully
compatible with Ward 37-2003,

PDF or XPS

FPublish a copy of the document as a POF or
HPS fille.

COther Formats
Cpen the Save As dialog box to select from
all possible file types.

e
L=

[ 23 word options | [ 2 Exit word |

®  Under Save as Type, click Web Page

= Type in the name of the document (without spaces)

Save As k3

Save jn: laHyDaanmls v @ @A XE-
a'rnmd C3angel
Templates | |7 ANGEL Training Materisls
BWRM&H (L Cambasia Studio
Documents (CLarge Graphics
[} Desktop My eBooks
o ety basic
Dbmnm o achmes
i My Yideos
S ouer | | E0Ffice 2007 Tuborial
ssticels | | Snaglt Catalog
q:&'m () Tachnology Tramnings
File pame:
Save as bype:
Page title:
Toos -

Visit us at: www.sarvaindia.com
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LESSON-9

LISTS, REFERENCES, CITATIONS & TRACK CHANGES

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

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

the list.

To add a list to existing text: Home Insert Page Layout References Ws Review View De

= Select the text you wish to # Calibri (Bady) - - A A S = IR
make a list P’

= From the Paragraph Group on ¥ B I U -shex, x Aa-||¥- A-| /EE B B|Z-| - EH-
the Home Tab, Click
the Bulleted or Numbered df= Font

Lists button

. Paragraph

To create a new list:

= Place your cursor where you want the list in the document
=  Click the Bulleted or Numbered Lists button
= Begin typing

Nested Lists
A nested list is list with several levels of indented text. To create a nested list:

= Create your list following the directions above
= Click the Increase or Decrease Indent button

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

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

= Right click
®  Click the arrow next to the bulleted or numbered list and choose a bullet or numbering style.

GalibriBac- (11~ A A" A F
BIEY-A-EEE4—
L * ecenty Used Bules References and Citations
2 [
- Word 2007 offers great tools for citing sources, creating a bibliography, and managing the
sources. The first step to creating a reference list and citations in a document is to choose
we |9l O B | & ,:. the appropriate style that you will be using for formatting the citations and references.
\ Style
4 ‘/ To choose a publishing style:
Document Bullets
R ®  Click the References Tab on the Ribbon
®  Click the drop down box next to Style in the Citations & Bibliography Group
& Change list Level ' ®  Choose the appropriate style.

Deéfing New Bullet...
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Citations

To insert a citation in the text portion of your document:

= Click the References Tab on the Ribbon
®  Click the Insert Citation Button on the Citations & Bibliography Group
= If this is a new source, click New Source

= If you have already created this source, it will in the drop down list and you can click on it

References

iert Endnote
wt Footnote »

aw Notes

(3 Iy

Mallings  Review  View

jl‘.’lanage Sources
G Ste: apA

Insert
Citation ! g Bbliography

Smith, Jennifer

Learning to Use Word
2007, (2007)

&g Add New Source..
) Add New Placeholder,,
@ Search Libraries..

m e

=  If you are creating a New Source, choose the type of source (book,
article, etc.)

Complete the Create Source Form

If you need additional fields, be sure to click the Show All Bibliography
Fields check box

Click OK

Placeholders

Placeholders can be utilized when there is a reference to be cited, but you do not
have all of the information on the source.

To insert a Placeholder: References Mailings Review View
sert Endnote = gl\-‘lanage Sources
= Click Insert Citation extFootnote - | Bt (& sy |apn -
= Click Add New Placeholder B Citation -| &f! Bibliography ©
tes E Smith, Jennifer
Learning to Use Waord
Manage Sources — ELL ey
Once you have completed a document & | Add New Source...
you may need to add or delete sources, — | AddNew Blaceholder.
modify existing sources, or complete the &3 search Libraries..,

information for the placeholders. To
Manage Sources:

®  Click the References Tab on the Ribbon

®  Click the Manage Sources Button on the Citations & Bibliography
Group

®  From this menu you can Add, Delete, and Edit Sources (note, you can
preview the source in the bottom pane of the window

Source Manager (&3S
Seandh: Sort by Autie -
Cagrrent List
o Serith, Jernder; Learmirg to Use Word 2007 (2007)
' cted source
7 placeholder source
Previews [APA):
Citation: (Smith, 2007) -~
Bibliography Entry:
Smith, J. (2007). Learning to Use Word 2007. Mew York: Pearson.
el
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Bibliography

) Manage Sources
I style: APA -
Insert

Citation - | @ Biblicgraphy =|

Citatid  Auilt-In

Bibliography

) Insert Table of Figures

I Update Table
Insert
Caption (4] Cross-reference

Rib'l:iosr..lphy
Chen, J. (BO00 ) CRotions ond Scfierences. Mow York: Contons Press.

Haad, 1. [20D5). Creating @ Farmal Pubiication. Berion: Prosewsre, Inc.

Wierks Preda

wraemer, | D [B006]. Mew to Write - hacage:

Works Cited

Works Cited

Chen, I (B0 ) CRotions ond Srfierences. Merar York: Contong Press.
Hiasa, I (B005). Creating @ Formal Pubicotion. Boston: Frosewere, inc.
Chicage:

Erwener, |, O [BOOG)L Mo o Wite Worics Press

;JJ Insert Bibliography

Track Changes

B

Mark
Entry

-30 -

To add a Bibliography to the document:

®  Place the cursor in the document where you
want the bibliography

"  Click the References Tab on the Ribbon

®  Click the Bibliography Button on the Citations
& Bibliography Group

®  Choose Insert Built-in Bibliography/Works
Cited or Insert Bibliography

Insert Footnote
Some types of academic writing utilize footnotes. To
insert a footnote:

Page Layout References

= Click
the References Tab
on the Ribbon

= Click Insert
Footnote (or Insert Endnote depending on your
needs)

= Begin typing the footnote

] Insert Endnote

Ag Mext Footnote =
Insert
Footnote =] Show Notes

Footnotes ]

Track Changes is a great feature of Word that allows you to see what changes have been made to a document. The tools for track changes

are found on the Reviewing tab of the Ribbon.

Track changes dema « Maratal Ward

d9-05 "

Home  frerd Pagelyosd  References  Malingr | Rewew | Werw

¥ il Rewearch [ _J ] Dielete J j 3y Finai Showing Makup ﬁ ) Rejedt = J
O Mhenr B3 ] Prev L | ) S Mlariug - ] Prewoyy

gk Hew Tk | Balloons Accept

ne hTunite O commint TI0et | lonngeyel « () Emiewing Pane -
Prashing Comaenti Tracking

o )t
Changei

Compare

Campang

Begin Track Changes
To keep track of the changes you'll be making to a
document, you must click on Track
Changes icon.
- Tostart Tracking Changes:

Diadia

L] " Click Review Tab on the Ribbon

®  Click Track Changes

This & iy docurment for tracking changes. Fwoasdsi-to] hi

1110 i

vt et alav M 1o ed snd adjust student Fles 1o that | can they tan view their
submission along with my comments 1o ensure that they have lemedyand constructive feedback,

Il als Boe o determing if | do track changes and add camments if they will reman when | save my
documant s RTF. This will allow ma 1o chieck on the compatibilty of Word 2007 with earker wmo'nl

Document Views

There are four ways to view a document after you have tracked changes:

= Make the changes to your document
and you will see any changes you have
made.

[ Mailings Review View

2 |

Track alloans
Changes -

) Final Showing Markup .
] Show Markup ~
[¢] Reviewing Pane -

Traking

®  Final Showing Markup: This shows the document with the changes displayed
®  Final: This shows the changed document, without the changes displayed
®  Original Showing Markup: The original document with the changes displayed

®  Original: The original document without any changes.

Visit us at: www.sarvaindia.com
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To change the view, click the appropriate choice in the Tracking Group of the Review

Tab on the Ribbon.

Mallsngs R Eview Wil
"2? } = Final Showing Markup
2] | Finad Showing Markup
Track  Balloons Final
hanges = - i
Original Shewing Markup
+ Orriginal

Accept or Reject Changes

-31-
Review View

The Show Markup feature =

allows you to view different items % i E el Shosring Manup _ ik Reject -

(comments, formatting, etc.) and IL] Snow Markup = = #} Previous
. ) ,  ansi— — Acoept

choose to view different authors W | Comments B L

comments. Ink Changes

=

e T

fnsertions and Deletions

Farmatting

Markup Area Highlight

Reviewers

b | v | AN Reviewers

When you view the changes in a document you can either choose to accept or reject the changes. This allows you to review the document by

each change to accept or reject each change.

Comments

The New Comments icon also lets you add comments to the
document. To add a new comment, put your cursor where you
would like to add the comment and click on New Comment.

Z i Reject ~ ﬂ 1

{ 4% Previows =
Accept Coampare Sh 8
- =3 Mext = Do

~F | Accept and Move to Mext
cept Change
|| s 9

Accept AN Changes in Doosment

Visit us at: www.sarvaindia.com
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UNIT-Il MS EXCEL 2007

LESSON-1

GETTING STARTED

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

Microsoft Excel is an electronic spreadsheet that runs on a personal computer. You can use it to organize your data into rows and columns.
You can also use it to perform mathematical calculations quickly.

Cin o = Microsoft Excel =
i a
- Home Insent Page Layout Farmulas Data Rewview Vikw Develaper Add-ng L
=8 o - | O G (g (a2 AP
Jo Calieri i1 A A o= ’v.? =F General Fis| J"d —_"j‘ ?Deleiz- | - ]ﬁf LB
Paste B S . o n- A~ |EEREEE -5 %o Conditional Format  Cel | .., Sort & Find &
= 7 I-d 4 K| = LR Formatting = as Table ~ Styles~ || (ZdFormat = || (2~ Fiter~ Sebect~

Clipboard M Fant e Alignament e Humber L Styles Celis Editing

Al M - K| Function Bar
A B C D E F G H | ] K L M N o]

[

2

3

4

5 *‘_ Row Cell

. Column

I

8

9

10

1

Spreadsheets

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

Microsoft Office Button :
The Microsoft Office Button performs many of the functions that were located in the File menu of =

older versions of Excel. This button allows you to create a new workbook, Open an existing - % EE}
. aste
workbook, save and save as, print, send, or close. - F
Clipboard ™ Font
| AL - i

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

0o : L) Tabs Bookl - Microsoft Excel -
<
= Home Ingert Page Layout Formulas Data Rewiew View Developer Add-Ins L
=14 Sl - K G (e T AY &
Calibri 11 - = [l ; General u o ; " |
J G ibri A A = '@ =r Fi:| __ﬂ _‘5 3 Delete - ﬂ : ﬁ?
Faste B I - v|| v - EE B EEE BIE T AL Conditional Format  Cell | ., Sort & Find &
- 7 g-= 4 K| o 53 Formatting = as Table = Styles = | [ZJFormat = (4~ Figar= Select
Clipboard ™ Font ] Alignment fa Number fa Styles Cells Editing

Commonly utilized features are displayed on the Ribbon. To view additional features within each group, click the arrow at the bottom right
corner of each group.
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Home Insert Page Layout Fo
# [ Caibr 11 - |A AT
_.lﬁ

¥ |[B £ 1 - (|- A -

rd M Font

_..E

Quick Access Toolbar

-33-

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

Insert: Tables, lllustrations, Charts, Links, Text

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

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

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

click Show Below the Ribbon.

|'f/-‘:;\\l = |"=‘| *
fj/ Home Insertf Customize Quick Access Toolbar
= o Mew
_J & Calibri Open
Paste |B I U V| Save
Clipboard ol
Al Quick Print
Print Preview
A B

Spelling
1
3 —
3 v | Redo
a Sort Ascending
5 Sort Descending
6 More Commands...
7 _+ Show Below the Ribbon
8
Minimize the Ribbon
a
Customize

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

options:

®  Click the Office Button
®  Click Excel Options

E; oy el =D~
I Pl
=, Qpen
b= sov
—
la:, Sawe A€ -
de=l eriet -
T Frepare -
= R
= Puslsh >
e
|” crose
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. . =1 o# i - R
You can also add items to the quick By | n CjlAT AT
access toolbar. Right click on any

item in the Office Button or the

Paste Add to Quick Access Toolbar

. . . Clipboard Customize Quick Access Toolbar...
Rlbbon and CIICk Add to QUICk . Show Quick Access Toolbar Below the Ribbon
Access Toolbar and a shortcut will P
be added. A inimize the Ribbon

Mini Toolbar

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

Calibri 11 -

B I A-AA

=]

To access these customizable

Recent Docunments

Training Meesds Analysis =
MILESS2S = ||
Test Book

T

FayCalendar = ||¥

—- ) Excel Opticons

> Exit Excel
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Popular

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

Excel Options |E"£

Change the most popular eptions in Excel.

Formulas
Froofing Top cptions for working with Excel
Save Show Mini Toalbar on selection
w T i P
Advanced Enable Live Preview
[¥] Show Developer tab in the Ribbon
Customize [¥] Abways use ClearType
Add-Ins Lolor scheme: Blue »
Trist Center ScreenTip style: | Show feature descriptions in ScreenTips "

Resources Create lists for use in sorts and fill sequences: Edit Custam Lists...

When creating new workbooks

Use this font: [Body Fant )
Font sige: :11 e

Default yiew for new shests: [ MNormal View - ]

Include this many shests: :3 ;‘

Personalize your copy of Microsoft Office

User name: |lennifer Spamow

Choose the IaNgUages ¥ou Want 1o use with Microsoft Office: Language Settings...

| ok | [ cance

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

Excel Options

—
[} = - . -
Fopamr l—:ﬂ Change options related to formula calculation, performance, and ermror handling.
S —
Proafing Calculation options
Save Woarkbook Caloulation [C] Enabie iterative calculation
v & Automatic Maximum Rerations: | 100 =
anced ) Automatic except for data tables T -
Maximum Change: 0,000
Customize O panual .
Add-ins

Working with
Trust Center LS

Resources [ BACL reference style

Eormuila AutoComplete &

] wse table names in formulas

=] use GetPivotData functions for PivotTable references
Error Checking

Emable background error cheoking

Reset nored Errors

Enror checking nules

[¥] Cells containing formulas that result in am ermor ] Formuilas winich gmit cells in a region &
Inconsistent calculated column fTormula in tables Unlocked cells containing formulas ©.
Cells containing years represented as 2 digits (- [ Formulas referning to emply cells &
Numbers formatted as text or preceded by an Data entered in a table is ingalid &
apostrophe
Formulas inconsistent with other formulas in the
region

I oK | | cancel

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

Popular AR
s f_J Change how Excel corrects and formats your text.
Formulas :
Proafing AutoCorrect opticns
Save Change how Excel comrects and formats text as you type: | SAutoCorrect Options... ]
Advanced
When comrecting spellling in Microsoft Office programs.
Customize
Igmiore wards in UPPERCASE
Add-lns

Igmore words that contain numpers

Trusk Center Igmore Internet and file addresses

Flag repeated words

Resources Enforce accented uppercase in French

Suggest from main dictionary only

[ Custom Dictionaries... I

Frencdh modes: Traditional and new spellings |

Drctionany languags: Enmglish (L1.5] -

l OK ] | Cancel

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

Excel Options

Popul .
putar H Custamize how workbooks are saved,
Foarmulas
Proofing Save workbooks
P-SHI "I Sawve files in this format: Excel Workbook b
Advanced Save AutoRecover information every [10 :. minutes
Customize AutoRecover file location: :C:'-.Do:ument-s and Seftings\jsparrawiApplication Data\Microsof
Add-lns Default file location: C\Documents and Settings'jsparrow'\My Documents
Trust Center AuteRecover exceptions for. % Bookl w
Resources [] Disable AutoRecover for this workbook anly

Ottline editing options for document management server files

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

() The web server

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

Preserve visual appearance of the workbook

Choose what colors will be seen in previous versions of Excel: 0 Colors...

[ ox ][ conce ]

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

Popular

Formulas

Proofing

Save
[advancea 1

Customize

add-Ing

Trust Center

Resources

Customize

:' Advanced options for working with Excel.

Editing options

After préssing Enter, move selection
Dijrection: | Down

0 automaticaily insert a decimal point

Enable fill handle and cell grag-and-drop
alert before ovenariting cells
[&] Allow sditing directly in celis
Extend data range formats and formulas
Enable automatic percent entry
Enable AutoComplete for cell walues
] Zoom on roll with IntelliMouse
|E| Alert the user when a potentially time consuming operation ocours

‘When this number of cells in thousands) is affected: | 33554 2
Use system separators

Cut, copy, and paste
>

l OK ] | Cancel I |

-36 -

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

these to the Quick Access Toolbar.

Excel Options IEE|

Papular

Farmulas

Proofing

Save

Advanced
[ costomze |
Add-Ins

Trust Center

Resources

Visit us at: www.sarvaindia.com

@ Custamize the Quick Access Toolbar.

Choose commands from: Customize Quick Access Toolbar (|
Popular Commands L For all documents (default) L
< Separator: ~| H Save
Caleulate Now ) Unde »
Caloulate Sheet ™ Redo L
Create Chart
Custom Sort...

Datasheet Formatting

Delete Cells.. n
Delete Sheet Columns Y—— -
Delate Shest Rows

E-mail

Insert Cells...

Insert Hyperlink

Insert Picture from File

Insert PivotTabile

Intert Sheet Columns

Insert Sheet Rows ™ |

TR R YRERUE

[ shoew Quick Access Toolbar below the Ribben

[ ok ][ conce ]
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Create a Workbook
To create a new Workbook:

= Click the Microsoft Office Toolbar
= Click New
= Choose Blank Document

&

Recent Documents

j e ——
1 Warkout

_’} Qpen 2 Training Naeds Analysis
3 M8

T ¥ ¥ ¥ W

H e 4 Test Book
5 PayCalendar

lﬂ Saveds b

u’?ilj rint  »

% Frepars

ﬁ Seng >

Ei' Publish »

_r Close

| ) Excel Options ”X Exit Excel ‘

Save a Workbook

LESSON-2

Workbook

If you want to create a new document from a template, explore the templates and choose
one that fits your needs.

Templates €) & [Search Microsatt Off 12| Billing Statement
Blank and recent = 4
Installad Templates Installed Templates
~
My templates...
Hew from exsting...
Microsoft Office Online
Festured -

n & 3 o
aLil \  Your Company Name
Budgets Bllling Statament Elood Pressure Tradker j ::'“ ":“
Calendars 4| o : P Cade
Expense raports i

& | Stmement

Farms =
Iﬂi'l ﬂf@“t! Lo AmOTRRASON W0
Invoices
Lists
Memos

Expense Repart Loan Amartization
Flans w "

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

To save a document:

= Click the Microsoft Office Button
= Click Save

é -7 " -

Recent Documents
Hews

1 Workout
2 Training Meeds Analysis
3 mo1s33es
4 Test Book

Sawe
PayCalendar
Save s » L

Brint »

Qpen

Pigpars

Send Lg

Publish &

CNe RPAELCLD

Chose

i You may need to use the Save As feature when you need to save a workbook
- under a different name or to save it for earlier versions of Excel. Remember
that older versions of Excel will not be able to open an Excel 2007 worksheet
= unless you save it as an Excel 97-2003 Format. To use the Save As feature:

=  Click the Microsoft Office Button

"  Click Save As

= Type in the name for the Workbook

®  Inthe Save as Type box, choose Excel 97-2003 Workbook

[22 Excet Options | [ 3K Exit Excer |
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Save v | £ My Documents ¥ @ -4 X ca B3
Documents [CIANGEL Training Materials
[ Deskiop L Camtasia Studio
CCTI Documents
ey CDiLarge Graphics
- I::mms ||:M" "
R Comeuter e e
My I [ My Pictures
ql*t«wes L= My Videos
[C20ffice 2007 Tutorial
LD Sneglt Catalog
(C2 Technology Trainings
File pame: Bock2 ~|
Save sstyPe! | Excel 97-2003 Wiorkbook ~ | —
[seve ] [Cconcel |

Open a Workbook
To open an existing workbook:

Click the Microsoft Office Button
Click Open

Browse to the workbook

Click the title of the workbook

=  Click Open
@
W ecent Documents
I I Hew
| /wmnm = bar.
== 2 Training Meeds Analysis =
| 5 gpen S .
H s 4 Test Book =
% PayCalendar =
lﬂ Sawe &5
PR
_d Seng .
L Publisn >
‘.| Llose
[:_1 Exeel Opljons ] IX Exit Exeel ]

Entering Data
There are different ways to enter data in Excel: in an active cell or in the formula

To enter data in an active cell:

Click in the cell where you want the data
Begin typing

(2 ® ~ | cena
B [ ¢ [ b |

cCell A2 datal

1
2
| = |
| == |
=
=N

To enter data into the formula bar

A2 - (:" KoV _frl Entering Data in Formula Bar  Ml—

A e [ c | b | E FE | e | n |

Click the cell where you would like the data
Place the cursor in the Formula Bar
Type in the data

Data
Excel allows you to move, copy, and paste cells and cell content t
pasting.

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

Click the cell

Visit us at: www.sarvaindia.com
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Entering Data in Formula Bar

hrough cutting and pasting and copying and
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®  Click and drag the cursor to select many cells in a range

A B C D E F  Select a Row or Column
1 Widgets Customers Sales Price To select a row or column click on the row or column header.
2 2-Jun
A B C D E =
. sl 2 = 2 3 1 Widgets Customers Sales Price
a4 6-Jun ) 2-Jun
5 3 A-Jun 2 4 2 5
5 4 cJun
5
7

Copy and Paste
To copy and paste data:

= Select the cell(s) that you wish to copy

®  Onthe Clipboard group of the Home tab, click Copy

= Select the cell(s) where you would like to copy the data

, . ®  Onthe Clipboard group of the Home tab, click Paste

G|
_,/J Home

CTEa ) Cut and Paste .
# i Hems To cut and paste data: S —
—'é] | B = | ‘:F' =
Past 7 | K Paste — = = Select the cell(s) that you wish to copy | [ =&
== ®  Onthe Clipboard group of the Home tab, el
phDBI'd [a Clipboard click Cut | bboara ™=
I o~ L
c3

C3

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

Undo and Redo
To undo or redo your most recent actions:

\CERCEE
= Onthe Quick Access Toolbar Homs S
=  Click Undo or Redo & catibn

Paste
aste 'm I u -~
- ¥ 2 =

Auto Fill

The Auto Fill feature fills cell data or series of data in a worksheet into a selected range of cells. If you want the same data copied into the
other cells, you only need to complete one cell. If you want to have a series of data (for

example, days of the week) fill in the first two cells in the series and then use the auto fill = 8 = D

. WO
feature. To use the Auto Fill feature: ., Widgets |Customers Sales
-Jdun

A-Jun 2| 4_'
G-Jun /

=  Click the Fill Handle
=  Drag the Fill Handle to complete the cells

mh WK

Modifying a Worksheet

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

®  Place the cursor in the row below where you want the new row, or in the column to the left of where you want the new column
®  Click the Insert button on the Cells group of the Home tab
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®  Click the appropriate choice: Cell, Row, or Column

| Safnsart ] 5 - 5’ . Delete Cells, Rows and Columns
= ]
To delete cells, rows, and columns

- 40 -

. X S Insert ~ ? ﬁ
5= Insert Cells.. ' ' |3 De|ete7 E| -

®  Click the appropriate choice: Cell, Row, or Column

Egl Insert Sheet Rows = Place the cursor in the cell, row, or column that you want to En
&' | Insert Sheet Columns delete =
E Insert Shaat = Click the Delete button on the Cells group of the Home tab o

Find and Replace
To find data or find and replace data:

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

= Complete the Find What text box

®  Click on Options for more search options

Go To Command
. ﬁ o || g=nsert » (| X ~ % fﬁ The Go To command takes you to a specific
<3 g 3 Delete ~ || [g]- cell either by cell reference (the Column
| SR ;“_E| Conditional Format ~ Cell F5] Format - Sort & Find & Letter and the Row Number) or cell name.

Formatting = as Table = Styles ~ £ FiltelF Select -
(F] Styles Cells Editing

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

Find and Replace

M " ClickGo To
Find what: | w |
Replace with: | v|
[ Replace Al ] [ Replace ] [ Find Al ] L Find Mext ] [ Close ]
Spell Check

To check the spelling:

®  Onthe Review tab click the Spelling button

J Home Insert Page Layout Farmulas Diata | Review|

——— " i e

= a \j K ® ) ®o dsh
v [ L % Sstasras
Spelling Research Thesaurus Translate New  Delete Previous MNext

Comment i
Proofing ] Comments

Visit us at: www.sarvaindia.com Licensed by Govt. of India

Delete Cells...
Delete Sheet Rows
Delete Sheet Columns

Delete Sheet

>

- Sort & |Find &
Q n

27 Filter~ [Select -

:éﬁ Eind...

| ;','Qp Replace...

| = | GoTo..

Go To Specdial..
Farmulas

Comments
Conditional Formatting
Constants

Data Validation

Select Objects

o 5

Selection Pane...
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Excel Formulas
A formula is a set of mathematical instructions that can be used in Excel to perform calculations. Formals are started in the formula box with

an = sign.
Proofing Comme
COUNT ~O XV &[] 4——
A B C D E F
1 |=
ol
2
3

= Select the cell for the formula
= Type = (the equal sign) and the formula
= Click Enter

» (0 X o fe| =(f1:f3)

=

(o]

To calculate

®  Click the cell where you want the function applied

B & D

the argument

a function:

= Click the Insert Function button
= Choose the function
"  Click OK

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

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

Function Arguments

THRE

Value ||

Formula resuk =

Help on this Function

Yalue can be any value,

dH

Returns an integer representing the data type of a value: number = 1; text = 2; logical value
=4; etror value = 16; array = fd,

Visit us at: www.sarvaindia.com

LESSON-3

FORMULAS

There are many elements to and excel formula.

References: The cell or range of cells that you want to use in your calculation
Operators: Symbols (+, -, *, /, etc.) that specify the calculation to be performed
Constants: Numbers or text values that do not change

Functions: Predefined formulas in Excel

To create a basic formula in Excel:

Calculate with Functions
A function is a built in formula in Excel. A function has a name and arguments
(the mathematical function) in parentheses. Common functions in Excel:

Sum: Adds all cells in the argument

Average: Calculates the average of the cells in the argument

Min: Finds the minimum value

Max: Finds the maximum value

Count: Finds the number of cells that contain a numerical value within a range

=]
—/ Home Insert Page Layout Farmulas Data Re

ﬁ Z AutoSum - ﬁ‘? Logical = [1 Lookup & Reference
[ Recently Used = (A Text - B Math & Trig -

Insert - e

Function {5‘} Finandal = [IE? Date & Time ~ ﬂJMnre Funtions =

Fundtion Library
A2 - |
A B C D E F

Function Library
The function library is a large group of functions on the Formula Tab of the
Ribbon. These functions include:

AutoSum: Easily calculates the sum of a range
Recently Used: All recently used functions
Financial: Accrued interest, cash flow return rates and additional financial
functions Ay
Logical' And If True Home Insert Page Layout Formulas Data Re
False, etc. E Autosum~ @ logical~ 3 Lookup & Reference -
Text: Text based functions =
. . oy Recently Used ~ [A Text - Math & Trig =

Date & Time: Functions Insert D J L’?‘ ] 2

A - . B = - [
calculated on date and time Fundtion ﬂ} Finandial * {_f Date & Time ~ ﬁjl\ﬂore Functions *
Math & Trig: Mathematical Function Library
Functions
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Relative, Absolute and Mixed References

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

Linking Worksheets

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

MACROS

Macros are advanced features that can speed up editing or formatting you may perform often in an Excel worksheet. They record sequences
of menu selections that you choose so that a series of actions can be completed in one step.

Recording a Macro
To record a Macro:

= Click the View tab on the Ribbon
= Click Macros
= Click Record Macro

= Enter a name (without spaces) % -
= Enter a Shortcut Key =)
= Enter a Description switch [Macros|
& Windows = <
ow Fspit |13 % = = Perform the Macro =3 view Macros
== . . )
| ™ Hide _'_—H =3 . g:lct I\S/ItacrORS . @ 5top Recording
: " Save switch Macros Ic Op Recording v Use Relative References
es v 7] Unhide | 214 Workspace Windows = - ﬁ -
Window Macros

Running a Macro
To run a Macro from the Keyboard shortcut, simply press the keys that you have
programmed to run the Macro. Or you can view all macros and run by:

Record Macro

Macro name; . Click Macros
| | ®  Click View Macros
Shortaut key: = Choose the Macro and click Run

||

Stare macro in:
. =X o]
s Workbock v
Descripion:
racros=s im: Al open workboolks —~— |
Crescriphiom
[ oK l ’ Canicel ]
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LESSON-4

SORT, FILTER, GRAPHICS & CHART

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

= -
| =37
Basic Sorts Sart & | Find &
To execute a basic descending or ascending sort based on one column: £ FA“T" =Ll &
z Sort AtoZ
Zl| sortztoa
=  Highlight the cells that will be sorted 1] custom sort...
" Click the Sort & Filter button on the Home tab | "
®  Click the Sort Ascending (A-Z) button or Sort Descending (Z-A) button :,;
Custom Sorts Sort 2|
To sort on the basis of more than one column:
[ ‘?glﬁdd Level ” X Delete Level ” 53 Copy Level ]| i 4 vy data has headers
- ) . Column Sort On Order
Click the Sort & Filter button on sortby | 9| [values ¥ [awz =

the Home tab

®  Choose which column you want to sort by

first

= Click Add Level

®  Choose the next column you want to sort

=  Click OK

Filtering

OK ] [ Cancel

Filtering allows you to display only data that meets certain criteria. To filter:

®  Click the column or columns that contain the data you wish to filter
= On the Home tab, click on Sort & Filter

= Click Filter button
= Click the Arrow at the bottom of the first cell
= Click the Text Filter

®  Click the Words you wish to Filter

A B

1

2 Monday -

4] sortatoz

2] sortztoa

Sort by Color
& B
v Wednesday
L OK J’ Cancel

Visit us at: www.sarvaindia.com

= To clear the filter click the Sort & Filter button

= Click Clear
37| &

Sort & | Find &
Filter = | Select =

8l sotAtoz
2l satztoa
E Custom Sort...

| [ECeE

E Filter
T Clear
%} Reapply
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GRAPHICS

Adding a Picture
To add a picture:

= Click the Insert tab

"  Click the Picture button

®  Browse to the picture from your files

®  Click the name of the picture

= Click Insert

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

Imsert m Formulas Dt Wiewr Deweloper Add-Ins

ol B8 @@ = a;xx-:m_o Q@ ~]l 24 [~

Picture Clip Shapes Smartart  Column Line Bar Area Scatter Other Hyperiink Text Header Wordart Signature
At = = = = = > - Charns = Box & Footer = Line =
Ulustrations Charts fu Lirks Text

Lok I Sampls Pictures

My Riecent
—hDocmh:nJ:s

[ Desktop

1y My

"JNCMS

B puter
i My Netwaork

Hﬁal:es

‘Waker ks Winter

Adding Clip Art
To add Clip Art:

= Click the Insert tab

®  Click the Clip Art button

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

®  Click the clip art

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

Insert Page Layout Formulas Data Review Views Developer Add-Ins A - @ X
B SE = ﬁ.ﬂ%“:ﬁ"l_o Q@ ] 5 4 (4 = 2
Picture Cllp Snapes Smanarn Cnlumn Llne Bar .aua Scatter Other Hyperiink Text Header Wordart Signature Object Symbol
- - Charts ~ Box & Footer - Line =
lllu;ﬂcm Charts L Links Text
ST K]
B N D E F G H 1 Il K iupm - x
:! Seanch for:
== [schoot | (=]
Seanch i
Selected collections v
Results should be: i
a8 media Fie types =

[

= @
%
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Editing Pictures and Clip Art

- 45 -

When you add a graphic to the worksheet, an additional tab appears on the Ribbon. The Format tab allows you to format the pictures and

graphics. This tab has four groups:

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

Size: Cropping and size of graphic

H'J';" i

Ficture Tools =
Home Ingert Page Layout Formulas Data Review View Developer Adddn: | Format W - =
& Brightness = 1 Compress Pictwres ||| s = |- T Picture Shape = || g Bring to Front I;~ :ij s -
() Contrast = -.F_i Change Picture .‘ d ‘ ‘ > zPlclure Border = || Y Send to Back E,
: - o ; : 5 oL COP Sr Ol
g Recalor = o Reset Picture = Picture Effects = || 3y Selection Fane Sk~ s -
Adjust Plcture Styles I Armange Size
Adding Shapes
To add Shape:
=  Click the Insert tab
®  Click the Shapes button
= Click the shape you choose
Layout Farmulas Data Review
[— 3
WR=a" oy B .
Shapes|SmartArt | Column Line Pie Ear " CIICk the Worksheet
3 = = = i =  Drag the cursor to expand the Shape
Recently Used Shapes
E~xNOooAaAlL=2do R
CERSA G ¢ I
Lines
SN LTLL Y NG %
Rectangles
971 e v L o e P 5P [ 9P
Basic Shapes
EOAMNITASOREO®
OGOUON Ly wOn e To format the shapes:
QO@ rHOY2&C2™ '
DR NI
Block Arrows = Click the Shape
??ﬁfgggi’gg%é "  Click the Format tab
p o W Sl
Lo
) U Sl * Drawing Taols
]
~4 Home  Ingert  Pagelayout  Formuls  Dats  Review  View  Developer  Adddng Farmat L7
DEN\OC . Ysvper- b L
OALLOG - ﬂ 2 shape Outine ~ A A e Her
= g
G ll% "'\f\{ } o 'innpfiﬁfm - -i;sﬂ{ﬂlﬂl'l Pane Si Ratatew | ¥ 192
Insert Shapes Shape Styles Wordar Styles ] Amange Size

Adding SmartArt

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

add SmartArt:

= Click the Insert tab
= Click the SmartArt button

®  Click the SmartArt you choose
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Choose a Smarthrt Graphic

= | IEE=
-——

l

a3 Process —

L¥ Cyde

shn Hierarchy

B Relationship

& Mawix

& anld Basic Block List

a P Use to show non-sequential or grouped
blods of nformaton. Maximizes both
horizontal and vertical deplay space for
shapes.

v
(I =

"  Select the Smart Art
"  Drag it to the desired location in the worksheet

To format the SmartArt:

"  Select the SmartArt
" Click either the Design or the Format tab
®  Click the SmartArt to add text and pictures.

@ = B i Bookl - Microsoft Excel | Smarast Tools | -
e } -

Home Insert Fage Layout Formulas Diata Review Wiew Developer Add-ins | Design | Format -

e HE | mm | B =
C L e | I .

] iS5 Add Bullet % Promote
= Rightto Left = Demote

a

Add o Reget
Shape ~ &3 Layout = i Text Pane Colors ~ Graphic
Create Graphic Layauts SmartArt Styles Reset
CHART

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

Create a Chart
To create a chart:

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

=0 = Bookl - Microsoft Excel
Insert I_ Page Layout Formulas Review i Developer
1= o
sl BE «
Picture Clip Shapes Smartart Column Line Pie Area Scatter Other
Art - - - - - - Charts =
INustrations Charts =
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Modify a Chart
Once you have created a chart you can do several things to modify the chart.

To move the chart:

- 47 -

®  Click the Chart and Drag it another location on the same worksheet, or

®  Click the Move Chart button on the Design tab

®  Choose the desired location (either a new sheet or a current sheet in the workbook)

Chart Toals - 0 X
Design Layout Format @ - o
™ To change the data included in the chart:
I . ‘ I . ‘ I l : Move
7| chart .
Chart Styles Lacation = Click the Chart

®  Click the Select Data button on the Design tab

| ’i:i:l\I d9-™- ) Chart Too
=/ Home  Insent Page Layout  Formulas Data  Review  View Developer  Adddns Design
= |. |
al G = N I .
Select Data 5 ?
- AS - r elect Data Source [_lril
—_——
1
e ——m—mee
2 'Monday - 2 N
’ ic| Switch Row /Column
3 "Tuesday I 3] . [J - ]
4 "Wednesday 4! Legend Enfries {Series) Horizontal (Categary) Axis Labels
L] "
5 iThursday NI IETEET = Edi
6 ‘Friday 3 - y o
7 \Saturday a4
¥ [ Tussday
& ‘Sunday 5 -
9 imonday 3 "
10 fTuesday 2 Pareday
11 iwednesday fi Friday M
i; E:‘i";f:“ :' [ escden and Empty Cels | | ox | [ conce |
' !

To reverse which data are displayed in the rows and columns:

= Click the Chart

=  Click the Switch Row/Column button on the Design tab

[l/l:l_1 = - = To modify the labels and titles:
¥ k'ﬁ.i' 1las Data Review View Developer Add-Ins Design Layout
i Home Insert Page Layout
i e E aie 3 d| Chart Wall

L ﬂi i'E‘ '_ﬁ = Click the Chart [ Y I Lﬂg in| | i j“a' :

r n | Chart Floor
f K ‘—"'] O_n the LayOUt I&.lb, Chart  Axis Legend Data Data Axes  Gridlines Plot .
g cﬁh;nTge TSavelAts N S“}gtclh Sglict click the Chart Title or Title= Titles*  *  labels* Table~ - - Area~ [/ 3-D Rotation

? y?:p:mp ate o o;:-lt: ta the Data Labels button Labels Axes Background
Change the Title and

| Charta e £ |
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Chart Tools

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

Within the Design tab you can control the chart type, layout, styles, and location.

|(63 FEEESL

Home  lasert mewm
|| Change Switeh  Select

Chart Trpe I'emplale Row/Column  Data
| Type Data

- Microsoft Excel
Review

Bookl

Fafmulad Data Vigw Develaper

o (0% |

Chart Layouts

EE“.I

Addddng

 Chart Taals

Desigh | Laysut  Format

Chart Styles

MM ﬂJ

w:ltlun

Within the Layout tab you can control inserting pictures, shapes and text boxes, labels, axes, background, and analysis.

H -Q- )= Bookl - Microsoft Excel Chat Tools -
- Home  Inset  Pagelayout  Formulas  Data  Review  View  Developer  Adddns  Design | layout  Fommat W - =
Chart Area ,'LP '.l _J th | -|-.| J | _J Chart V J | Lings *
B Format Selection 4 Chart Floor =" [ Up/Down Bars ~
Picture Shapes Text || Chat  Axis Legend Data Data | Axes Gridiines i TranIInt Fraperties
.ﬁReset ta Match Style B Box Tite = Tidles= = Labels= Table~= - ;,,“. 3.0 Rotation [8) Ervor Bars ~
Current Selection Ingent Labels [ Ba(k.fl’ﬁuﬁﬂ Analr.'us
Within the Format tab you can modify shape styles, word styles and size of the chart.
| b9-0-)s Bookl - Microsoft Excel Chart Toals =
"~ Home Inset  Pagelwyout  Formulss  Dats  Review  View  Developer  Adddns  Design  Lwout | Format @-0°
Chart Area ﬁihapt Fil - = || 5 Bring to Front - [ Align - jJ P -
B, Format Selection E [ shaps Outline = A A v || 3y Sondto Back = [F{Grovp~ || =
.ﬂ Reset to Match Style T o) Shape Effects - ':1 - i‘.;“,,‘.;".;el:-:i:u:m. Pane S Rotate - d % a
Current Selection Shape Styles & Wordart Styles i Arrange Size &
Copy a Chart to Word —5
uu'/ =y 1 g *
) i
= Select the chart S _°"'
= Click Copy on the Home tab j &
=  Gotothe Word document where you want the chart located EE]

®  Click Paste on the Home tab

Pasti
7
Cifpboard M=
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LESSON-5
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FORMAT WORKSHEET

Convert Text to Columns
Sometimes you will want to split data in one cell into two or more cells. You can do this easily by utilizing the Convert Text to Columns

Wizard.
=  Highlight the column in which you wish to split the data
"  Click the Text to Columns button on the Data tab
|
(5] connections 8] ? i Clear B mmm =
Ly |z|A ¥
1 Properties {.J Reapply g ]
ng Refresh - Z| sort Filter Y- Textto Remove
tions All~ == Edit Links - Advanced || Columns Duplicates =7
Connections Sort & Filter Data To

Convert Text to Columns Wizard - 5tep 1 of 3

Criginal data type

Prewview of selected data:

The Text Wizatd has determined that your data is Fixed Width.

If this is correct, choose Mext, or choose the data type that best describes vour data,

Choose the file bype that best describes vour data:
- Characters such as commas or babs separate each Field,
() Fixed width - Fields are sligned in columns with spaces between sach field,

3
&
[ mext= | [ Finish
| Seneral
— | ® — =2 = ||

Click Delimited if you have a comma or tab separating the data, or click fixed widths to set the data separation at a specific size.

Modify Fonts
Modifying fonts in Excel will allow you to emphasize titles
and headings. To modify a font:

Select the cell or cells that you would like the font
applied

On the Font group on the Home tab, choose the
font type, size, bold, italics, underline, or color

By el = - = =
©Ea
Home Insert Page Layout For

1 & Calibri ~l11 - A AT
1 =32

Paste 5 [B & b || [ &~ A~
Clipboard = Font =
| Al - £ | smitk

A B c
1 [Smith _I John

Format Cells Dialog Box
In Excel, you can also apply specific formatting to a cell. To
apply formatting to a cell or group of cells:

Select the cell or cells that will have the
formatting

Click the Dialog Box arrow on

the Alignment group of the Home tab

1
- ;éi #‘;d’ -
Conditiconal Format
Formatting — as Table - 5

-0

T
Tee o |

=

Frobteckion

Text alignment

Horizonktal:

| seneral

werkical:
I [Si=la={=]yy]

Text control
[1] wwrap te=k
[ shrink ko Fie
1 rMerge cells
Fighkt-ko-l=FE

Text direckion:

| Conbest ~|

TOrrientation

- -

Texkb

Cancel ]

Visit us at: www.sarvaindia.com

Licensed by Govt. of India

1SO 9001:2008 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -50 -

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

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

Alignment: Allows for the horizontal and vertical alignment of text, wrap text, shrink text, merge cells and the direction of the text.
Font: Allows for control of font, font style, size, color, and additional features

Border: Border styles and colors

Fill: Cellfill colors and styles

Add Borders and Colors to Cells
Borders and colors can be added to cells manually or through the use of styles. To add borders manually:

®  Click the Borders drop down menu on the Font group of the Home tab
®  Choose the appropriate border

Home Ensert Page Layout Formulas Data To apply colors manually:
‘_E' Calibyri =1z - AS AT B o am | -
Py
F B orw O - A B 3E£ ®  Click the Fill drop down menu on the Font group of the Home tab
g = it Locvriers ®  Choose the appropriate color
Al - (| & Bottom Border
LY |
A | Top Border
ith | L Left Barder Home Insert Page Layout Formulas Data
Tu- | Right Border -

e 5 He Barder % Calibri -1 ~ A A== %”@"
| BB &nBorders '—‘;5"1 ]
| @ | outsige Borders 7 |® r = || =] A -] =||==
| B3| Ihick Box Border

rd = Theme Colors
1 == EBI.BM Double Border
| —  Thick Bottom Border B3 - ™ - - - - - -
| B2 | Top and Bottom Border -
| @ Top and Thigk Bottom Border A B
| = Top and Doutle Bottom Border iith
|G| orewr Border S : Standard Colors
| #%a  Draw Border Grid
| < Erase Border - - - - - - -
| & Lime Color > Mo Fill
Lime Style -
| 45} Maore Colors...
tH | More Borders... -

To apply borders and colors using styles:

®  Click Cell Styles on the Home tab
®  Choose a style or click New Cell Style

o (B e - M 1:':1‘ [ Salnsert = | E - ?}' A Change Column_ Width and Row Helght_ ~ _
Fouete | g To change the width of a column or the height of 5= n==rt - = ? =]
PEE - (- % oM Condtional Fomat | cen | ., . Serd Find& 5% Detete - = - ¥ |
Farmatting - as Table ~ iStyles - .ﬂh’"’"‘ LT Filter~ Select~ arow: = = Sort & Fir
i Good, Bad and Neutral -| 12 Format - <2 = Filtar~ Sel
| Normal Bad Good Neutral | Cell Size
| Dataand Model i *| Row Height...
|Cateatation E [input | Note AutoFit Row Height
r T Column Width...
Output | Warning Text . AutoFit Column Width
s anc Headings = Click the Format button on .
— Default Width...
Heading1 Heading2  Heading3 Heading 4 litle Total the Cells group of the Home tab —
Themed CellStyles . Manually adjust the height and width T o e 5
20%- Accentl  20%-Accent?  20%- Accentd  20%-Accentd  20%-Accents 0% - Accent6 by cIicking Row Height or Column Organize S
40%-Accentl  40%-Accent?  40%- Accentd 40%-Accentd  40%- Accents  40% - Actent§ Width Rename Sheet
¢ ; "  Touse AutoFit click AutoFit Row :—“:’; o copysheste
. . . Tab Colar
[Accentt  Jaccentz  JAcceats  Jaccents  Jacenss | Height or AutoFit Column Width S,
Shmbes Formt 5y Protect Sheet...
Comma Comma [0] Currency Currency [0] Percent — = R
(=) Hew Cell Style... = ;ormat Cells...
] Merge Styles... - -
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Hide or Unhide Rows or Columns
To hide or unhide rows or columns:
=  Select the row or column you wish to hide or unhide
®  Click the Format button on the Cells group of the Home tab
"  Click Hide & Unhide
. 5 _ Merge Cells
= — i 5= Insert ~ E- A { .
£ il 3% oelete - || 51~ Zf } To merge cells select the cells you want to merge and click the Merge & Center button on
tional Format  Cell | e ; sot& Fin the Alignment group of the Home tab. The four choices for merging cells are:
ting = as Table = Styles - | | 2lFomat =l /2~ Fiter- Sel
Styles | CellSize | . .
Ter | Merge & Center: Combines the cells and centers the contents in the new, larger cell
| 4L Row Height... | K . . .
1 Merge Across: Combines the cells across columns without centering data
J K AutoFit Row Height

| Merge Cells: Combines the cells in a range without centering

Column Width... Unmerge Cells: Splits the cell that has been merged
AutoFit Column Width

Drefault Width..,
Visibility —
| = = =||®¥| = General
Hide Bows | Hidie & Unhide » S
Hid I Organize Sheets = = —||z= o
aesolmm o= = = =||iE £ @q [ % - % » ||%&
Hide Sheat Bename Sheet
Unhide Rows Move ar Copy Sheet... Alignment 1-13 Merge & Center
Unhide Cojumns Tab Color »
I ;—EI Merge Across
Protection
Dy Erotect Sheet.. D E i3 Merge Cells
2| Lock Cell
HE  Unmerge Cells
3 Format Cells...

Align Cell Contents

To align cell contents, click the cell or cells you want to align and click on the options within the Alignment group on the Home tab. There are
several options for alignment of cell contents:

Top Align: Aligns text to the top of the cell

Middle Align: Aligns text between the top and bottom of the cell | =
Bottom Align: Aligns text to the bottom of the cell

Align Text Left: Aligns text to the left of the cell = —
Center: Centers the text from left to right in the cell = =
Align Text Right: Aligns text to the right of the cell -
Decrease Indent: Decreases the indent between the left border and the text Alignment =
Increase Indent: Increase the indent between the left border and the text

Orientation: Rotate the text diagonally or vertically

[EE=;

k1
Ml
i
L]
¥

[t
1

DEVELOPING A WORKBOOK =]

a™=Insert = = - % =
5= Delete — =] - =
..... Sort & Fir
= | Format = — = Filter = Sel
Cell Sire
Format Worksheet Tab 20| mow Helgnt...
You can rename a worksheet or change the color of the tabs to meet your needs. e e
To rename a worksheet:

™ Column Width...
AuvutoFit Column Width
D ef It Width...
= Open the sheet to be renamed e

= Click the Format button on the Home tab Wsmi:ze o Unhide -
= Click Rename sheet -

=  Typein a new name
= Press Enter

Organize Sheelts
Bename Sheet -afff——
PMove or Copy Sheet...
Tab Calar S
FProtection
To change the color of a worksheet tab: Sy | Protect Sheet...
frr] Lock Cell

= Open the sheet to be renamed G | Format Cells...
= Click the Format button on the Home tab
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= Click Tab Color
= Click the color

- l_ggl _J‘?I :_‘-ﬂl 5@ Insert ~ 5'%7&

I Delete -
Conditional Format  Cell |mm——) Sort & Fimi
|| Fomeeing~ s T - st~ [edFarmat =] | 27 Firer~ S8t Reposition Worksheets in a Workbook
¥ syl .
— | (£ | To move worksheets in a workbook:
i : : :L Row Height...
H J K AutoFit Row Helght |
5 Column Width... . ®  Open the workbook that contains the sheets you want to rearrange
Autofit Column Width | = Click and hold the worksheet tab that will be moved until an arrow appears in the
Default Width... [ left corner of the sheet
Visibility [ "  Drag the worksheet to the desired location
Hide & Unhide v |
Organize Sheets [ 26
Rename Sheet | 27 K
-
Move of Copy Sheet.. | 4 4 b ¥ | Sheetl “Sheet? | Sheetd " ¥J
| Theme Colors | Tab Calar > | o

W NN poection
Insert and Delete Worksheets

iy Protect Sheet. .
— To insert a worksheet j‘ﬂlnsertq Z-Ap s

| |II xj| Lock Cell
i II'III F Format Calls...

j‘ﬂ Insert Cells...
| Standard Colors pol = Open the workbook 5| Insert Sheet Rows
Ll EEEEE . Lo
(B 5o cotor | = Click the Insert button on the Cells group of &  Insert Sheet Columns
— the Home tab LE Inzert Sheet

) More Colors...

= Click Insert Sheet

To delete a worksheet S Insert - = - ? =
Exd Deleteq =] - d

Delete Cells...

=  Open the workbook
®  Click the Delete button on the Cells group of the Home tab
®  Click Delete Sheet

Delete Sheet Rows
Delete Sheet Columns

Delete Sheet

Hey¥

Copy and Paste Worksheets:
To copy and paste a worksheet:

= Click the tab of the worksheet to be copied
= Right click and choose Move or Copy

®  Choose the desired position of the sheet

®  Click the check box next to Create a Copy
"  Click OK

Insert...

Delete

Rename

el Move oF COpY...

Q;Z] View Code

[y Protect Sheet...
Tab Colar 3

Hide

Select All Sheets
wef3  Sheetl | SheetZ “TI
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LESSON-6

PAGE PROPERTIES, PRINTING & LAYOUT

Set Print Titles
The print titles function allows you to repeat the column and row headings at the beginning of each new page to make reading a multiple page
sheet easier to read when printed. To Print Titles:

®  Click the Page Layout tab on the Ribbon

= Click the Print Titles button

" Inthe Print Titles section, click the box to select the rows/columns to be repeated
= Select the row or column

"= Click the Select Row/Column Button

"  Click OK
Fage Layout Formulas Data Fieviews Wi Dreveloper Aodd-Ins
[ o 5 == =4 Width:  Automatic - | Gridlines |k
= O & =l LE) |7
o] Height: auvtomatic - 1 Wi
15 Orientation  Size Print Breaks Badkgroumgd Print - )

b = Fasis ,) Thtbes L] Scate: 100% = Primt

Page Setup fu Scale to Fit T Sheet Opti

sl e )

C D : —
Page | Margins | Header/Footer || Shest

Prick area: | S
Prirg titles
Biowes: bo repeat ot bope
Coburmmes bo repeat st keft:

Prink
[ Gridlines Comments: | (None) v:

g gﬁ:;":‘e Cell grrors as: | displayed vj
] Row and colurmn headings

Fage onder
@) Down, then over
0 Onyer, then dosan

[_ox ][ conmcel ]

Create a Header or Footer
To create a header or footer:

= Click the Header & Footer button on the Insert tab
®  This will display the Header & Footer Design Tools Tab
= To switch between the Header and Footer, click the Go to Header or Go to Footer button

- =
(0g ) ) + Bookl - Microsoft Excel Header & Footer Toaks
~ Home Insert Page Layout Formulas Data Review Wiewr Developer Add-Ins Design
1 s : - T — 3 -
=LA o, (i A
j A ﬂ U % .;{_;J - E.:_-._ J_A___J | | y L ! Different First Page ' Scale with Document
Header Footer Fage MNumber Current Current File File Sheet Picture Format Gote Gote Different Odd & Even Pages & Align with Page Marging
- - Humber of Pages Date Time Path  MName MName Picture || Header Footer
Header & Fooler Header & Footer Elements Navigation Options

I a1 - {a P
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"  Toinserttext, enter the text in the header or footer
®  To enter preprogrammed data such as page numbers, date, time, file name or sheet name, click the appropriate button
®  Tochange the location of data, click the desired cell

1 ' T T T T T T T T T T T T a T T T T T T T T T T T il O T 0
A B C D E F G H I I

L Header

L 6/27/2007 11:31 AM

N: 1

oz

L E

L] a

i s

Set Page Margins
To set the page margins:

®  Click the Margins button on the Page Layout tab

= Select one of the give choices, or

et | Pagelayout | Formulas Data
®  Click Custom Margins

3 = iI—EI = Complete the boxes to set margins
[j = = Click Ok

Margins|Orientation Size  Print Breaks B:

— —  Tochange the page orientation from portrait to
Normal Eage o | Morgis | | Heaces Footara] » Sheet landscape:
Tope 078" Bottom: 0.75" Top: Heder:
. g T 0753 03 B
| lHEft'l . g; E‘ngt'l g; =  Click the Orientation button on
| &G DIEE L the Page Layout tab
®  Choose Portrait or Landscape
Wide e o
T0|ZI: 1" B_Utto'": 1" Insert Page Layout Formi
left: 1 Right: 1
' Header; 05" Faoter 057 I] B
| Botton: Footsr: [ |
0.7 |3 03 [ Margins |Orientation| Size |
Narow Center on page - id - ¢
Tope 075" Bottom: 0.75" [0 Horigont ity
, " oy n " T Al = Portrait
left 025 Right:  0.25 L] worticaly v j
. Header (.3" Footer; 1.3 |
pirk... | | Prinepreview | [ gptions... | q A ==] landscape

Custom Margins... [II

Set Page Breaks

You can manually set up page breaks in a worksheet for ease of reading when the sheet is MiEw
printed. To set a page break: ==l =
i E[EEE] 1|
"  Click the Breaks button on the Page Layout tab : _IE::ilﬂt g
®  Click Insert Page Break fHEs
P Insert Page Break
Print a Range Bemove Page Break
There may be times when you only want to print a portion of a worksheet. This is easily done Reset All Page Breaks
through the Print Range function. To print a range: —
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= Select the area to be printed
®  Click the Print Area button on the Page Layout tab
"  Click Select Print Area

Layout

d " Split a Worksheet

=l

Freeze Rows and Columns

-55-

You can split a worksheet into multiple resizable panes for easier viewing of parts of a worksheet. To split a

Print |Breaks Background worksheet
Area~| -
N "  Select any cell in center of the worksheet you View | Developer  Adddns
iy et Print Area want to split b 2 New Window 1 Split
= Click the Split button on the View tab | B | =% S Amange Al ™ Hide
Clear Print Area . Notice the split in the screen, you can m  100% Zoom to 9 Freaze Panes _=| T
= manipulate each part separately Dellzdinn feese e e
Zoom Wind

You can select a particular portion of a worksheet to stay static while you work on other parts of the sheet. This is accomplished through the

Freeze Rows and Columns Function. To Freeze a row or column:

= Click the Freeze Panes button on the View tab

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

= To unfreeze, click the Freeze Panes button
= Click Unfreeze

View Developer Add-Ins H|de_ Worksheets Insert...
- To hide a worksheet: Delete
| 3 New Window [ Split 1 £ =
Rename
! = Arrange Al T} Hide FE —H N
m 100% Zoomto ﬁ Save Switch = Select the tab of the sheet you Move or Copy...
: - Unhide | 54 - X X
Selection Freeze Panes »| ] Unhide | 414 | workspace Windows wish to hide & | view Code
Eann Frere Ranes = Right-click on the tab )y Protect Sheet..
Keep rows and columns visible while the rest of - . . -
the worksheet scrolls (based on current selection). Click Hide Tab Color 3
H Freeze Top Row P Hide
Keep the top row visible while scrolling through
the rest of the worksheet,
Freeze First Column Select All Sheets
D:I Keep the first column visible while scrolling sheet? Shm_FQ'_'

through the rest of the worksheet,

To unhide a worksheet:

Insert...
i i Delete
= Right-click on any worksheet tab
Bename

= Click Unhide
= Choose the worksheet to unhide

2etl

Shee

Move or Copy...

View Code

& 4

Protect Sheet...
Tab Color 3
Hide

Unhide...

Select All Sheets

o
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UNIT-lII MS POWERPOINT 2007

LESSON-1

Getting Started

Getting started with PowerPoint 2007 you will notice that there are many similar features to previous versions. You will also notice that there
are many new features that you'll be able to utilize.

PowerPoint is a presentation software package. With PowerPoint, you can easily create slideshows. Trainers and other presenters use slide
shows to illustrate their presentations.

There are three features that you should remember as you work within PowerPoint 2007: the Microsoft Office Button, the Quick Access
Toolbar, and the Ribbon. The function of these features will be more fully explored below.

@ d9-0 ¢ Presentationd - Microtol PowerPaint - =X
= Hume Imgert Design Animpticni  §Bde Fhow Review  View Develapet Add-lms Acchat

J H__lj M Aa o || - |Aa Im - ::::F_‘ 4 Background Styles -
ceup ) Cricntsts e | [===== L — " [S]ereas - | | Hde Backgraund Graphics

Setup  Orientation«

=

Background fa

PITCHB

R v ndd mwthos aloamamion

coRtage

'4

Click to add notes

e IRl o |

Presentations
A presentation is a collection of data and information that is to be delivered to a specific audience. A /= E L RN LI
PowerPoint presentation is a collection of electronic slides that can have text, pictures, graphics, tables, {L_.Eﬁ

sound and video. This collection can run automatically or can be controlled by a presenter. - RN
Microsoft Office Button Page i

The Microsoft Office Button performs many of the functions that were located in the File menu of older Setup Orientation =

versions of PowerPoint. This button allows you to create a new presentation, Open an existing Page Setup

presentation, save and save as, print, send, or close.
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Ribbon
The ribbon is the panel at the top portion of the document It has seven tabs: Home, Insert, Design, Animations, Slide Show, Review and

View. Each tab is divided into groups. The groups are logical collections of features designed to perform function that you will utilize in
developing or editing your PowerPoint slides.

Ty d?-0 ¢ Presentationd - Microsoft PowerPoimt
]
— Hame [Afen DEtign animation: Slede Shiow Rdwiw Viewr Dévalopes addlni acrabat
= B i) Layoust = LI | (75 =———lli} = 1 ¥ 3 Fing
BB £ E e wEeE ) 0P By [,
3 ‘:ﬁlt:ﬂ g = e ac Replace -
Fafte . Hew [ 8 AV A E 3 3 i Shapes AFTARgE
- Slide = 2 Defete gl —" Aa S - - - fect g Select -
Clipboard "= Slides Font Faragraph Deawving Editing

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

ign Animations slide Show Review View Developer s Home: Clipboard, Slides, Font, Paragraph, Drawing, and Editing
Insert: Tables, lllustrations, Links, Text, and Media Clips
Design: Page Setup, Themes, Background

Animations: Preview, Animations, Transition to this Slide

Slide Show: Start Slide Show, Set Up, Monitors

Review: Proofing, Comments, Protect

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

Calibri (Body)  ~|10 - | A" A7||E5||||3= - 1= || = 2| 1=

[B|J U abe 8§ - pp-||A - |=
Font — Paragraph

Quick Access Toolbar
The quick access toolbar is a customizable toolbar that contains commands that you may want to use. You can place the quick access

toolbar above or below the ribbon. To change the location of the quick access toolbar, click on the arrow at the end of the toolbar and
click Show Below the Ribbon.

I,/ﬁ;\ H9-a l;l — | You can also a(_id items to t_he quick access toolbar. Right click on any item ir_l the Office
T ) ) Button or the Ribbon and click Add to Quick Access Toolbar and a shortcut will be
= Hame Inse Customize Quick Access Toolbar
added.
iy MNew
Ja =
1 0 = : -
B i e -3 - Presentation® - Mic
Paste Mew v || Save
- Slide ~ 4
Cliphoard = 5| Email Home Insert Design Animations 5lide Show Review
slides {_Qutling QTS [ =) Layout -
Print Preview u — Calibri {Body] 10 - ﬁ‘ A.T | | ﬁi})| | EE
Spelling ER| % Rpeat
Undo Mew Add to Quick Access Toolbar
i J || slide~ =AD
: Customize Quick Access Toolbar...
Slide Show From Beginning ird Slides - Q
More Commands... \-kﬂutl.i.ne Show Quick Access Toaolbar Below the Ribbon
Show Below the Ribbon Minimize the Ribban
Minimize the Ribban _“ -

Mini Toolbar

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

-

o]
= (:[:This iz 8 t=st for the minitoglbar
minitzzlbar

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

et oo | insert Slide Views
= Presentations can be viewed in a variety of manners. On the View tab, the Presentation Views group allows
‘3 % - ~-Lays.  you to view the slides as Normal, Slide Sorter, Notes Page, Slide Show, Slide Master, Handout Master, and
- U3 ";";]Rtm Notes Master.
Faste Hew
- J Shida = I.Joﬂﬂ T
Clipboard = Slides | Home Insert Design Animations Slide Show Review Wiew
! !—l D-J [=] | h R Puler q [ T |
! LJ S J 1') —I . Gridlines ! "'I-
Mormal| Shide Motes Shide Slide Handaut Motes Zeom  Fitle
I Sorter  Page Show | Master Master Master Message Bar wWindow
Presentation Views ShowHide Ioom

Customize PowerPoint

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

®  Click the Office Button
®  Click PowerPoint Options include picture of OB menu.

@ = et ] = Pre:
[ ¢t Recent Documeenits
i Feww
4 F al S<ci Present PRt i=
= Cpen 2 Philosophy Presentation. pptx =
= English Presesmtatiomn.ppts i=a
Sanne 4 Mathvematics Pressntation.pertx i—
5 wWidlesoreen Powerpoint. pptx =
& PMMarketing Pitch.ppix i=
Save A5 - -
T Biology Quiz.ppix =
g Powwerpoint PFhhoto Soem. ppits i=
Pt 5 @ Detrodudcng PowerPoint 2007, ppt i=a

Frapars -

Sernd L

Poablisk -

N RPEL(

Close

B —— LH PowrerPoint Ohptions J :_x Exit PowrerPoint I

PowerPoint Options

Popular E ';; ;'; ] _ﬁ Change the most popular options in PowerPoint.
These features allow you to R
. - T thons for worki wiith Poweerf ol

personalize your work ave 8 oF d 2 =
environment with the mini Advanced Shawr Mini Toolbar en selection
toolbar, color  schemes Custome sttt

. ! stemize =] show Developar tab in the Ribbon
personalize your user name fasatns [E] anweys use ClearDype
a_nd allow you to access the e Color scheme: | Blue %
Live Preview feature. The — ScreenTip style: | Show festure descriptions in SoreanTips |

Live Preview feature allows

you to preview the results of L

applylng design and Ligar pama: :Jznnn'u Sparrow
formatting changes without pitials: lis
actua”y apply”"]g |t Chooss the languagss you want to use with Microsoft Office

| oK ] [ cancer ]
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Proofing

-59-

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

PeowerPoint Options

Popular

[poonng
Save
Advanced
Customize
Add-Ing
Trust Center

Resources

Save

?‘/} Change how PowerPoint corrects and formats your text.

AutoCorrect options

Change how PowerPoint corrects and formats test as you type: [ AutoComedt Options.. I

When cofmecting spelling in Microsoft Office programs.

Ignore words in UPPERCASE

Ignore wards that contain numbers
Igmore Internet and file addresses
Flag repeated words

Enforce accented uppercase in French
Suggest from main dictienary enly

French modes: | Traditional and new spellings | %

When cormecting spelling in PowerPoint

Check sgelling as you type
] wse cogtextual spelling
[ Hige zpelling &rrars

I O ][ Cancel ]

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

the workbooks saved.

PowerPaint Options

Popular

Praafing
FPr—

Advanced

Custamize

AddIns

Trust Center

Resopurces

Visit us at: www.sarvaindia.com

H Customnize how documents are saved,

Save presentations

Save files in this format: | PowerPoint Presentation k4

Save AutoRecover information every |10 ¥ minutes

Defautt file location C\Documents and Settings jsparmow’ My Documents

Offline editing options for dotument management server files

Save checked-out files ta: (.
@ The server drafts lecation on this computer
) The web server

Server drafts location: | CrDoouments and Settings)jspamow’ My Doguments SE

Preserve fidelity when sharing this presentation: .t.'-_‘-'_'l Presentationd v

[[] Embearants inthe file O

l QK ][ Cancel ]
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Advanced

This feature allows you to specify options for editing, copying, pasting, printing, displaying, slide shows, and other general settings.

PowerPoint Oplio

Papular
Fraofing

Save

Customize
Add-ns
Trust Canter

REsQUrces

aowances |

j Advanced options for warking with PowerPoint.

Editing options
[¥] when selecting, autamatically select entire yrond

[F Adiow test to be dragged and dropped
Magimum number of undas: | 20 =

Cut, copy. and paste

Use gmart cut and paste
] show Paste Options buttons

Display

Show this number of Recent Documents: |9 ="
[¥] Snow all windews in the Taskbar

Show shortout keys in ScreenTips

[ show vertical nuler

Cpen all doouments using this vew Thie wiew saved inthe file

Side Show

Shaow menu on right mouse chick

Show popup toolbar -

Prompt ta keep ink annotations when exiting
[#] End with black siide

Customize

-60 -

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

these to the Quick Access Toolbar.

PowerPoint Options

Papular
Fraofing
Sawe

Advanced
FCustomize ==

Add-Ing

Trust Center

Resources
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@ Custamize the Quick Access Toolbar.

ChaasE eommands from:

Fopular Commands - For all doouments [default]
< Separators -~ e save
Actian ¥ Undo

O CEweEéetiDlgsdy

)

Bring Fonward U Redo
Bring to Fromt

| Cwitam Animaticn...

Draws Table

Dirawr Vertical Text Box
Duplicate Selected Slides

E-mail

Format Background...

Format Shape

Group

Insert Hypanink

Insert Ficture from File

Layaut »
Mews |
o Quitk Access Taolbar below the Ribban
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LESSON-3

CREATING A PRESENTATION

New Presentation
You can start a new presentation from a blank slide, a template, existing presentations, or a Word outline. To create a new presentation from
a blank slide:

= Click the Microsoft Office Button
= Click New
= Click Blank Presentation

New Presentation

Templates e ey
|- Blank and recent

Blank Presentation

Installed Templates Blank and recent

Installed Themes

Mew fram existing....
Blank

Microsoft Office Onbine Prasantation
Featured Recently Used Templates
Agendag

Awvard certiticatas
B -
Content slides
Desigm slides -
Criagrams

Pitchbook
Invitations

Fans

Fresentations

Reports
Ragumes and CVs i é'\ =

| Create | [ Cancel

To create a new presentation from a template:

=  Click the Microsoft Office Button

= Click New

®  Click Installed Templates or Browse through Microsoft Office Online Templates
®  Click the template you choose

Mew Prosentation T t:

Templabes = -+ Introducing PowerPoint 2007
Blank amnd récant

| instamed Temptates Installed Templates
IrstaBed Thesed
MYy templates
e From existing.
Miorosoft Office Oniline
Eeatured
e Classic Pnoto Allbum | Entroducing PowerPoint
ARG CRiTieMed 2007
Calendar:
Content shides

o _
Basgramsi

Irreitaticng
Flans
Contemposary Photo Prienb ook
Presentatsamnt Album
Repois

Resumes snd Svs .
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To create a new presentation from an existing presentation:

= Click the Microsoft Office Button
= Click New

®  Click New from Existing

L ]

To create a new presentation from a Word outline:

Browse to and click the presentation

New Presentation

Blank and recent

L

EBlank
Presentation

Templates == |

Blank and recent l

Installed Templates |

Installed Themes

My templates...

Mew from existing... -
Microsoft Office Online

Featured

Recently Used Templates

Browse and click the Word Document that contains the outline

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

®  Click the slide where you would like the outline to begin
= Click New Slide on the Home tab
= Click Slides from Outline
L ]
Hame Ingert Design Animatians Slide Show
% | Layout - e
i —I I“'_‘-d Reset o
Hew B & U abs & AY- pAg

Shide = | wd DElets

© Section Header

A

Lk ]
e !
i CE - — 4
Twio Comtent Comparison Title Onily
1 [
- [ i
a H I
x 12
. . P
Elank Content with Picture with
Caption Captian
=] Duplicate Selected Slides
FLy Shides from Outling.. ‘_
=l Beuse Slides...

You may need to use the Save As feature when you need to save a presentation
it for earlier versions of PowerPoint.
Remember that older versions of PowerPoint will not be able to open PowerPoint
2007 presentation unless you save it as a PowerPoint 97-2003 Format. To use

under a different name or to save

e

the Save As feature:

= Click the Microsoft Office Button
= Click Save

/Eii H9-8 )+ Pre:
Recent Documents

Hew

1 Palitical Science Presentation.pptx =1

l_’.“f Open 2 Philosophy Presentation.pptx =1

3 English Presentation.pptx =

l I 4 Mathematics Presentation.pptx A
Save

5 Widescreen Powerpoint.pptx =

& Marketing Pitch.pptx f=1

y Save (Ctrl-5) 1 Biology Quiz.pptx =

8 Powerpoint Photo Album.pptx =1

@ it 2 9 Introducing PowerPaint 2007 . pptx =

‘E_Eitﬂf‘ 9= pr

Save a copy of the document

Mew
PowerPoint Presentation

Save the presentation in the default file
t

Spen farmat.

L

PowerPoint Show
Save as a presentation that always opens in

Save
Slide Show view.

e
L ] i i i —] P Point 97-2003 P tat]
Click the Microsoft Office Button (L soveas | » | a3 oy ot tha mresemeation that iz fully
[} Cllck SaVe AS B compatible with PowerPoint 97-2003.
= Type in the name for the Presentation G e > | ) adoneror
" Inthe Save as Type box, choose Excel 97-2003 Presentation ] wrepare > B S s et raarimea s
ar XPs file.
IE Send » =—| Other Formats
li i Cpen the Save As dialog box to select from
o all possible file types.
i Publish  »
Add Slides

There are several choices when you want to add a new slide to the presentation: Office Themes, Duplicate Selected Slide, or Reuse Slides.
To create a new slide from Office Themes:

Select the slide immediately BEFORE where you want the new slide

Click the New Slide button on the Home tab
Click the slide choice that fits your material
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Home | Insert Design Animations slide Show
D=y | [EE] Layout = e |
ﬁ o Reset o L ” To create a slide as a duplicate of a slide in the presentation:
-, | |= {514 i
7 | et |[[B L T abe & - Aac|| A

= = Select the slide to duplicate
Rl Odd = Click the New Slide button on the Home tab
i ®  Click Duplicate Selected Slides

.' I Insert Design Animations Slide Shaw
[] - — - r
[ nu Side =1t Section Head = ,;fﬂ::c;:t o At
e slde eflan Reader o S 3
iy Sﬂcwhd!_ et B S I aks & AY - Aac-|| A
T Oriel
SRS | .J L] Section Header
Twro Content Title Omly
:ﬂ Title Only
Blank Content with Picture with -
Caption Caption L
- i | W I e
(5] Duplicate Selected Slides Dlank ":"2:;‘::0‘:““ “g:;f.;‘:'“
"E Slides from Qutline... iZ] Duplicate Selected Slides —
=] Beuse Slides... %] slides from Cutline...
=l Beuse Slides...
To create a new slide from another presentation:
= Select the slide immediately BEFORE where you want the new slide
®  Click the New Slide button on the Home tab
"  Click Reuse Slides
=  Click Browse
®  Click Browse File
" Locate the slide show and click on the slide to import
Home | Insert Design Animations Slide Show Themes
& Ii'--j E"W““" - -|a u | Themes are design templates that can be applied to an entire presentation that allows for
IFr | E5 Reset

B s U e s 40 a. | consistency throughout the presentation. To add a theme to a presentation:

Hew
F ||| slide = | % Delete

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

Title Slide Title and Content Section Header

nsert | Design | Animations  SlideShow  Review  View  Developer  Adddns  Acrobat
. S i - [ cotors -
Twro Content Comparison Titie Only Aa ﬁa 1 .F'I'm E § E Fonts =
~ EEEEEN "EEEEE I_‘ | -
"~ +
JIL - - Themes
Blank ) C’nnl’!mwllh nﬂul!wll)h
Caption Caption
R LCieteate e ieded Sne: To apply new colors to a theme:

T4 slides from Qutline...

51| Reuse Stides... M—
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®  Click the Colors drop down arrow
= Choose a color set or click Create New Theme Colors

To change the background style of atheme

B cotors = m =  Click the Background Styles button on the Design tab

d-dns Arobat

= | Built-Ini
| ECENEENE
EODOE e
BEOOE e
B AEEEEE
ENINEEN
N e
L m ]
B EEEREE
EOREOE00
B ENNEEN
B EET.
BEOONNEEN
ERENCEE
..
(mCEECC.
BOREC
L]
BN
EEeEEEN
L m 1]
ENEEEEN

Cifice
Grayicale
Aptx
Aspect
Civic
Concourse
Equity
Flows
Faundry
Median
Metrog
Maduls
Qpulent
Cinel
Qnigin
Paper
Salstice
Technic
Trek
Urban

TITLE—} Create Mew Theme Calors..,
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“'"‘_’| Reset Slide
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LESSON-4

Working with Contents

Enter Text
To enter text:

= Select the slide where you want the text
®  Click in a Textbox to add text

To add a text box:

= Select the slide where you want to place the text box

"  Onthe Insert tab, click Text Box

®  Click on the slide and drag the cursor to expand the text box
=  Type in the text

Insert Design Animations Slide Show Feview View Developer Ad

B g-!-,-.-}" 2\ “ ) u : 4 _S;J

Clip  Photo Shapes Smartart Chart _-’ Tet  Header WordaArt Date

Art Album~ = Box & Footer - & Time |
liustrations Links Tent
x
Select Text
To select the text:
= Highlight the text
Copy and Paste
To copy and paste data: |.-'/_«;\\ H9-0v =
@ :gy
Q“.‘T““““““‘.‘“.“““*i _____ | Home Insert Desiy
i Thisisthe texttohighlight = Select the item(s) that you wish to copy =S =) Layout -
®  Onthe Clipboard Group of the Home Tab, click Copy | =} £ _I £ Reset
= Select the item(s) where you would like to copy the data || Paste II‘_l;w ’j TR
®  Onthe Clipboard Group of the Home Tab, click Paste Clipbaar"d_?d g ide -
Cut and Paste T I, RS
To cut and paste data: ' ‘_%3)'- HH o
ame nse (=[]
= Select the item(s) that you wish to copy - ‘3 & ‘j = Layout ~
®  Onthe Clipboard Group of the Home Tab, click Cut I rome =3 e B Reset
W
®  Select the items(s) where you would like to copy the data | - ey - % Delete
®  Onthe Clipboard Group of the Home Tab, click Paste Clipboard = Slides

Undo and Redo
To undo or redo your most recent actions:

(Og) d9- 06—

Home Insert Design
= Onthe Quick Access Toolbar =1 ¥ 7= Layout - |
®  Click Undo or Redo J Ee B Recat
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Spell Check
To check the spelling in a presentation:

®  Click the Review tab
®  Click the Spelling button

‘/D-, H9-a )= Presentationl - Micro
Home Insert Design Animations Slide Show Review
Spelling Research Thesaurus Translate Language Show Mew Edit Dele
Markup | Comment Comment
Proofing Comments

Formatting Text

Change Font Typeface and Size
To change the font typeface:

®  Click the arrow next to the font name and choose a font.
= Remember that you can preview how the new font will look by highlighting the text, and hovering over the new font typeface.

Calibri D“ NIRNEIES "F_j’ To change the font size:

Theme Fonts €
B Calibri {Headings) ®  Click the arrow next to the font size and choose the appropriate size,
B Calibri {Body) or

Recently Used Fonts = Click the increase or decrease font size buttons.

{} Arno Pro Smbd
All Fonts
{ Adobe Caslon Pro

{} AdoheCaslon Pro Bold

() Adobe Garamond Pro

{} Adobe Garamond Pro Beold
T hgency FB

[OK5 WITH TISHTLY PACKED TEXT 4
TION.
ICESO0K PRESENTATION INCLUDE:

ign Animations jde Show Revi

Calirioe— 11 - | A a7 ||4
|B 1 U abe & 2~ Aa-||A |

e Home tab and then click to dropdown

i ALGERIAN Fant E
|2-ALEER]
Font Styles and Effects
Font styles are predefined formatting options that are used to emphasize text. They <
include: Bold, Italic, and Underline. To add these to text: Calibri [Bady) =111 ~ | A A || iiH
. . AV . - -
= Select the text and click the Font Styles included on the Font group of the ‘B I U abe § " Aa ||é |
Home tab or
= Select the text and right click to display the font tools Font s
Change Text Color
To change the text color:
Calibri (Body -l -[AS a7k
= Select the text and click the Colors button included on the Font B | 7 U abe & &Y~ Aa'llé =
Group of the Ribbon, or Font heme Colors

Standard Colors
o u HEEEN

Recent Colors

®  Highlight the text and right click and choose the colors tool.

= Select the color by clicking the down arrow next to the font color
button.

WordArt
WordArt are styles that can be applied to text to create a visual effect. To
apply Word Art:

+2) | More Colors...
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= Select the text

= Click the Insert tab

= Click the WordArt button
= Choose the WordArt

iew  View Developer Add-Ins Acrobat Farmat To m0d|fy the styles of WordArt
= .
4B D Qe 8 d
Text Header |WordArt| Date  Slide Symbol Object | Movie Sou [ ] Se|ect the WordArt
Box & Footer N & Time Mumber g =

®  Click the Format tab for the Drawing Tools

A = Click the WordArt Fill button, the WordArt Outline button, or the Text
Effects button

AA
A A A A A
A A A A A A

\ ; f .y &’ 'E},Sendt-:Back'
A, A A A A A A 7 [~ || B selection Pane
; A A A A : WordArt Styles i Arran

PowerPaoint Drawing Tools

ew Developer Add-Ins Acrobat Farmat

A “l:;l, Bring to Front

Change Paragraph Alignment
The paragraph alignment allows you to set how you want text to appear. To change the alignment:

"  Click the Home Tab

®  Choose the appropriate button for alignment on the Paragraph Group. [i= - 1= -||EE §§|| t=- |l
= Align Left: the text is aligned with your left margin |
= Center: The textis centered within your margins
= Align Right: Aligns text with the right margin
= Justify: Aligns text to both the left and right margins.

Indent Paragraphs
To indent paragraphs, you can do the following:

=  Click the Indent buttons to control the indent. R -
®  Click the Indent button repeated times to increase the size of the indent. _—

Text Direction
To change the text direction:

= Select the text
= Click the Text Direction button on the Home tab
= Click the selection

ADDING CONTENT

Resize a Textbox
To resize a textbox:

®  Click on the textbox
®  Click the corner of the box and drag the cursor to the desired size
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Bulleted and Numbered Lists
Bulleted lists have bullet points, numbered lists have numbers, and outline lists combine numbers and letters depending on the organization of
the list.

To add a list to existing text:

- =
|== ~ 3=

:
Wi

"  Select the text you wish to make a list | = -
= Click the Bulleted or Numbered Lists button Faragraph =

To create a new list:

= Place your cursor where you want the list in the document
=  Click the Bulleted or Numbered Lists button
. Begin typing

Nested Lists
A nested list is list with several levels of indented text. To create a nested list: |

= Create your list following the directions above
= Click the Increase or Decrease Indent button

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

= Select the entire list to change all the bullets or numbers, or
Place the cursor on one line within the list to change a single bullet.
®  Click the arrow next to the bulleted or numbered list and choose a bullet or numbering style.

Adding Video
;== - am=p= I (7D [J1 Video clips can be added to the presentation. To add a video clip: .
: : i i &) | &
RIS X Z = Click the Movie button on the Insert tab Bt ',L,j), ﬁi

®  Choose Movie from File or Movie from Clip Organizer

. m]
. m]
. a
> ” . . . E': d9-o e Marast Powerpain Picture Toalt
> v To edit the video options: 7 st but  Degn  dnmatons  SdeShow  Beew  View  Dewiope  Adodw  Aoobw | Tom
> v
_ 3 bigptnen * 3 Comrrnbaian | Y e e i
£ S = Click the movie icon } Gont R R IRE™ I I B 32
=  Click the Format tab hessor gt et ¥ o P itets i =
Adding Audio
Audio clips can be added to the presentation. To add an audio clip: Fomst ¢
& 4 ¢
= Click the Audio button on the Insert tab o s
®  Choose Sound from File, Sound from Clip Organizer, Play CD Audio Track, or Record & | 5o o
Sound Sound from Clip Organizer...

Audio Tradk.,

To edit the audio options:

't!;,\- d9-0 )5 Presentationl - Microsoft P rPoint PFicture Tools | Sound Tools
a4
j Home Insert Design Animations Slide Shaw Rewview Ceveloper Add-Ing Acrabat Format Optiens
- . . .
Click the audio icon ) L — E - .
A <l Hide During Show [y Play Sound: | Automatically - T 31| Height: 033
= Click the Format tab i e ~d
Preview || Slide Shaw Leop Until Stopg H B ndta Selection Align
Volume Front~ Eatk~  Pane
Play

Arrange Size
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LESSON-5

WORKING WITH GRAPHICS, TABLE & CHART

Adding Picture
To add a picture:

®  Click the Insert Tab

=  Click the Picture Button

®  Browse to the picture from your files

®  Click the name of the picture

"=  Clickinsert

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

Adding Clip Art
To add Clip Art:

"  Click the Insert Tab

®  Click the Clip Art Button

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

®  Click the clip art

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

Home | lniet Aimgtons  SideShow  Reiew View  Devdopy Mg Acobat |

143801 i 6
W:ﬁt Hcidlr Wordht Dilr Side. Symbol Qbiedt | Movie Sound

Bor &Footer *  &Time Humber
Tt

Detign

2oL Rl ICK

Pitwe | Clip | Phoke Shapes Smarict Chae | Hyperink Ao
at (A

Dustrations Linkg

Madia Cligs

Adding a Shape
To add Shapes:

"=  Click the Insert Tab
®  Click the Shapes Button
= Click the shape you choose
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Editing Pictures and Clip Art

When you add a graphic to the presentation, an additional Tab appears on

the Ribbon. The Format Tab allows you to format the pictures and
graphics. This tab has four groups:

Adjust: Controls the picture brightness, contrast, and colors

Picture Style: Allows you to place a frame or border around the picture and

add effects
Arrange: Controls the alignment and rotation of the picture
Size: Cropping and size of graphic

i i
7 Wi Wit Deign  Anibanr  fidcthoew  Reen Ve Dnflbpi MR Anl | R
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: Tresert l Design Animations Slide Show E1%Y
Cllp Photo apes|SmartArt CThart Hyperlink Action L] Click the Slide
Art Albumn ~ =

Bust]  Recently Used Shapes - =  Drag the cursor to expand the Shape

s =llEm - OO A L L4 o
L RTAYE - 5

— To format the shapes:
SN L LL 2 RS R
Rectangles .
OoOoOoODh oo Do " Click the Shape
Basic Shapes "  Click the Format tab
GCOoOOr LZ7 00 ) - ,
© o [ @) S BF 0 T o L AE Bresentationd - Microsft PowerPoint Draving Tools -8
Blf:i L JL > Homt  Imtt Duign  Ammabons  SdeShow  Redew  View  Oweloper Al Acrelat Format @
= G D I el & T DENNDOL » Qympesi- c A Qe Balnr | -
L ] o & ol |1
éggﬂm} 2> ad OALLR S l B = G shape utine* & A ) - Wantton B
Equation Shapes 0%.\{\.{ } 8 T ) Shape Hiets~ Ul ' I:1"‘.Selert|onl'.1r|e A Rolate» g 5
= % = = 58 Inger Shapes Shape Shet g Wordit Ses fi Amsnge e

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

®  Click the Insert Tab
= Click the SmartArt Button
®  Click the SmartArt you choose

Insent L Design Armimation: Slide Show Reéwiewr Wiewr Dreweioper agd.ln Agabat
—
d@my e @ iHie] 2 4506 2w ga-a
ﬂ.ﬂ Phots Shapes Smarfart Chart Hyperink Adtion Header Date Shide Symbol Objet I\.'Imdt Sﬁlul\-ﬂ
Art AlBum - o Bdl: e Fabttr = & Time Numib-er
Nluitsatian: | Links Test | mbedss Clips

Choose a Smarthrd I!irnphi-::

. | b
== == = — -
== —

e - - - H_]
% Cyde —

—— ;-‘ 2 o
it Heranchy

| = &

il Retationsho
® v EEs =os
T S @Es ———

U to shove non-seguental or growped

-1 EEE
- bocks of Infarmation. Mmamizes both
] honzontal and verbcal deplay space for
'Z shapes,
—

*  Click the SmartArt @ d9-u): Presentationd - Micrasoft Pawerpet Courtht Took -

. . ) Lo .
Drag it to the desired location in the slide Wet Wit Oup ks Skhw R e Omipe Mok Aot | Dok | P

| [EagdBulet | @ Promat s W
To format the SmartArt: ld fm‘"omt 'bﬁme ‘D -] ’,B -fl I. |_. ' I =
- emole ) z
wid Ch Resst
) Shage v 4% ajout et Pane l s Ce':r?l' . x Gl:;:m
u Click the SmartArt Create Graphic Lyjouts Smartart Styles Reset
= Click either the Design or the Format tab

®  Click the SmartArt to add text and pictures.
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Adding a Photo Album
The photo album feature is new in PowerPoint 2007 and allows you to easily create a photo album to share pictures. To create a photo album:

= Click the Photo Album button on the Insert tab

=  Click New Photo Album

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

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

Ingeit Desigh Animaond  Side Shaw Fedew  View Developes Add-lms

Plﬂaj*}JF“ & L;AE,_» Tables

Clip  Phate Shapes Smartam Chan | Hyperlink Adlon | Ted  Hesder WordAr Date  Shd
At Albumc v Box GcFooler = &Time Mume
Mistrationg Links Tesd

Tables are used to display data in a table format.

Al Content Create a Table
Trsert picture From: Fichures i sbun: Frisview: To create a table: Taw L — e
ame nse esig
(oepe. ] ST
Trssrt test: "  Place the cursor on the E l;le EE — SE
= page where you want the I;sert o SO S EUE T
— N peviw ¢ avalale o thi new table 8 e o
| Peure Options: selection "  Click the Insert Tab of I I o o |
— ¢ the Ribbon I o |
= ) I o o
®  Click the Tables Button o o o o o | |
ontve rales o | SHHHHHH S
= : =Tololls You can create a table o e [
— 1 k(M]3 | one of four ways: Bl soocrt sobie.
ol ALy " Highlight the =f | Draw Table
| number of row 5& | Excel Spreadsheet
- ¥ and columns
) . Click Insert Table and enter the number of rows and
! columns
®  Click the Draw Table, create your table by clicking and
: ; Carwel entering the rows and columns

®  Click Excel Spreadsheet and enter data

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

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

Cell 1 Datd = Click the table and notice that you have two new tabs on the
Ribbon: Design and Layout. These pertain to the table
design and layout.

On the Design Tab, you can choose:

"  Table Style Options s
yle Op ﬂ d9-0 ¢ Tible T
=  Table Styles g
= Draw Borders . Wt Dl Degn  amabons  SideShow  Renw  View  Deilapr  Addl bl Dwipn el Y
¢ Hadeiow [ FistColumn AE R A} A | m— ='"

To format a table, click the table and then click TotilRer ) Lagt ol ’
the Layout Tab on the Ribbon. This Layout tab allows . - o) | : | E : zulcl Oraw Enser
you t0: 7 Banded Rowt ) Banded Columey | 1 o : : e o ' ‘pf" W Tl

Talle Sk Qighigag Table Shié3 Weidist S, s [tk Baddient

"  View Gridlines and Properties (from the Table Group)
® Insert Rows and Columns (from the Rows & Columns Group)
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= Delete the Table, Rows and/or Columns (from the Rows & Columns Group)
= Merge or Split Cells (from the Merge Group)
" Increase and decrease cell size (Cell Size Group)
= Align text within the cells and change text directions (Alignment Group)
H fN-@F Table Teols - =
=Y
\L—"'; FHome Inesert Design Arpmaltions Ende Show Revie Wiew Ceveloper adddnms Agrobat Dresign Layouwt L ]
' ] Bl Insert Besow | (0] ==l = ' &l Heght: 12 T Tgnngto Front - |2
] a1 1 IEEE = .
LE W = W insert Ler = — S il —l Gl wigthe 667 2| By sendtoBack - -
St-'!ﬂ v.‘mn:'l:es Dt:-nt ::-::e (BF Imsert Ragha 5.:||| e A oy : d H E-re:t'-.nn' r-'l!":-;:lﬂi i Lack aspect Ratic t'l"' Sehection Pane Sk
| Tabie Rows & Columns Merge el faze angrment Table Size Agrange
Insert a Table from Word or Excel .
(D) 9~ 06 )+
A | Home l Insert Desi
= Open the Word document or Excel worksheet x| eyt
1| ayout ~
= Select the chart | 23 — IJ 5 Reset
®  Click Copy on the Home tab || Cate e Delete
"  Gotothe PowerPoint document where you want the chart located ICIipboard ] Slides
= Click Paste on the Home tab
CHARTS (On)\ 2~ 0 - Presenta
R Home ‘ Insert l Design Animations Slide Show
Charts allow you to present information contained in the worksheet in a graphic format. EE <
PowerPoint offers many types of charts including: Column, Line, Pie, Bar, Area, Scatter E @ BL] @ @ ﬂ e,
and more. To view the charts available click the Insert Tab on the Ribbon. L MO A LR “yc"“ RIS
Tables | Tlustrations | Link
Create a Chart
To create a chart:
=  Click the Insert tab on the ribbon
" Click the type of Chart you want to create
" Insert the Data and Labels
Inzert [ Design Animations Slide Shaw R Wi Developer Add-Ing Acrobat Form.
=y =l @ Sa] D) od 3802w €
CHp Photo Shapes Smartist Chast Hypedink Actiomn Header Weordart Date Slige Symbol Object Mnu
it Alpsm ~ = Bm-t & Foroter = Bi Tome Husmber
Dustraticns Links Text kA

| Column

s [, (m (23] (18] (28] |92) [33) 0] e8]
== 08| BB ldua] IaA] [IAA] | 108] 1| [1nA | 1AM
i wreen ||| i
S =] ] ] ] =] <]
Wi Radar
,-;3] - | (@3 -;_@*I ao| (@3
ElE‘-iBIﬁ']e—-Iai:—z = | =)
e (e e v|‘
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Edit Chart Data
To edit chart data:

®  Click on the chart
=  Click Edit Data on the Design tab
=  Edit data in the spreadsheet

et Dasign

Tt =&
SRR R

Animations  ShideShow  Review  View  Developer  Adddns

heiobat | Desgn Layout

Suitch =
RowiColumin Dats  Dats  Data 2
Data Chard Layouds
o RN BN Chart in Microsolt Office PowerPoint - Microsoft Excel B X

Fi
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Modify a Chart
Once you have created a chart you can do
several things to modify the chart.

To move the chart:

"  Click the Chart and Drag it
another location on the same
slide, or

= Copy it to another slide

Slide Showr Rewiewr

To modify the labels and titles: ns

QE—@@D

Chart Auoxis Legend Data

= Click the chart

Data

Title = | Titles — Labels - Table -
. — N
u Click the Layout tab e D:r::t display & chart Title

®  Choose the appropriate label to change

Centered Owerlay Title

i T Owverlay centered Title on
chart without resizing chart

— Abowe Chart

i Display Title at top of chart

area and resize chart
MMore Title Options...
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&._o0y
Hane | Iieh Ww | G Rekew Vew Dwsiope L Choose the desired location and
) & Contii 11 II = '| H" General - ;-nhm' = E= ﬁr ﬂ click Paste
] 4 |l —L Ll ' styte o Oade Sotd Find & )
4 fi y * | *
“7E oA @ o 44 ﬂ| - | alromats J' Fiter* Sefed* | E} u
CIIpboard s Font G| dlignment G Humber Cells Editing | Hame Insert Desil
& | i) [Eiayout-
| | D E | F | & | H | 1| J K i B Besat
1 Seriesl  ferles?  Seriesd Paste Mew
) Categoryl | 43 24 ) i Slide ~ % Delete
3 Category2 18 44 3 Clipboard ™= Slides
4 Category 3 15 L8 3
5 Categoryd 45 18 5 To modify the chart size:
]
7 I_l ®  Click the Chart
=  Click on any of the corners and
] To resize chart data range, drag lower right comer of range. drop and drag to resize

M Series 1
M Series2
W Series 3
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Chart Tools
The Chart Tools appear on the Ribbon when you click on the chart. The tools are located on three tabs: Design, Layout, and Format.

Within the Design tab you can control the chart type, layout, styles, and location.

oHM-u = Presentationl - Microsoft PowerPomt Chart Taols

Home Insert Dmﬂn Animations Slide Shaw Review Wiew Dreveloper Add-Ins Acrobat Design Layout Format

BT3RSk IR i, bl bl (b

Change  Save Aj Select  Edit
Chart T:| e Tamplats Daty Ciats C .1" &

Type Data Chart Layouts Chart Styles

Within the Layout tab you can control the insertion of pictures, textboxes, and shapes, labels, backgrounds, and data analysis.

H®-0¢ Presentation] - Microsoft PowerPaint Chart Toals = = X

Home  Insert  Design  Animations  SudeShow  Review  View  Developer  Adddns  Acobst  Design | Layowt  Format

— Yl @ R (& el o] o] (8] (] ] _JHQ"] J_JJJ

M, Format Selection
Picture Shapes Test {hart  Axit  Legend Dats  Daka Angy  Gridlines Pat  Chart  Chat e Lines I| l"; i Ervor
o Reset to Maten styte E Bex || Titlew Tales= = Labels~ Table= . - ren= Wall* Floor~ F:atatuc-n . 1= Earse

Current Selection Imiedt Labels AxEs Background -\-l'l-l"_r.l-li

Within the Format tab you can adjust the Fill Colors and Word Styles.

..'/n':] 90" Presentationl - Microsoft PowerPoint Chat Tools -
= Home  Ingert Design Animations  SlideShow  Review  View  Deweloper  Adddns Acrobat Design  Layout | Format |

ﬁ- & Ering to Front = [ Align = JJ 133 -

Chart Area - - B shape Fin - )
\'-}FMM Selection ﬂ = 2 shape Outline = A A | - E » || By send e
= I = &

Badk = L] Group =
- -
.ﬂ'ﬂ:se! to Match Style = Shape Effects = = oriy Selection Pane L) Rotate - gt =
Current Selection Shape Styles fa WaordArt Styles Is AMTANgE Lize =

Paste a Chart from Excel

®  Open the Excel worksheet

= Selectthe chart

®  Click Copy on the Home tab

"  Gotothe PowerPoint document where you want the chart located
= Click Paste on the Home tab

N H ) - 1 | T Preset

Hame l Insert Design Animations Slide She

E 'S \"’j [&] Layout ~ | *|21.-’:u* E
Reset

Paste MNew AV . A
- f ide - - Delete (B 7 U s 8 -4
Clipboard ™ 5lides Font
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Slide Transitions

LESSON-6

WORKING WITH SLIDE EFFECTS & PRINTING

Transitions are effects that are in place when you switch from one slide to the next. To add slide transitions:

= Select the slide that you want to transition
= Click the Animations tab

Animations

Slide Show

Review

Choose the appropriate animation or click the Transition dialog box

View Developer Add-Ins Acrobat

A

:EL Transition Sound: | [Mo Sound] =
| ' . .' |E ﬁ Transition Speed: Fast =

4|

s

Transition to This Slide

To adjust slide transitions:

r Add-Ins Acrobat

i}, Transition Sound: Breeze
~ i@ Transition Speed:

= 130 Apply To Al
ansition to This Slide

Bl”ﬂm—&lide

[Ma Sound]

[Stop Previous Sound]
Applause

Arrow

Bamb

| Breeze
Camera

Cash Register
Chime

Click

Cain

Drum Roll
Explosion

Hammer

Animations

FY

Slide Show

Add sound by clicking the arrow next to Transition Sound
|

Modify the transition speed by clicking the arrow next to Transition Speed

Add-Ins Acrobat

=.EL Transition Sound: | Breeze =
i#i Transition Speed: |Fast

a3l Apply Ta All
sition to This Slide

Slow
Pedium
| Fast

To apply the transition to all slides:

Review

Click the Apply to All button on the Animations tab

View Developer Add-Ins Acrobat Faormat

| ) (o (] ] s

To select how to advance a slide:

= Choose to Advance on Mouse Click, or

= Automatically after a set number of seconds

Visit us at: www.sarvaindia.com

T il ADDly To All e

Transition to This Slide

Advance Slide
W On Mouse Click
[ Automatically After: 00:00 =
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Slide Animation
Slide animation effects are predefined special effects that you can add to objects on a slide. To apply an animation effect:

Select the object

Click the Animations tab on the Ribbon
Click Custom Animation

Click Add Effect

Choose the appropriate effect

Home  [nsert Design -lmmltlur:[ Slide Show Rotew  View Developer  Add-lns  Acrobat Format @

s Transition Sound: Ereeze = | Advante Stige

1] Animate: Mo Animation | - : i
o “’_JI g‘ - | -'I Iﬂ;‘ » 8 Transition Speed: Fast = | ¥ OnMouse Cltk
[y Custom animation| s — ! | . X

14l Aty To &l T Automatically After: 0000 2
Transition to This Stide

Custorm Anamalion b

Animations
T
Ry AddEffect *| % Ronoe
B fntance b
fr Emphatis b
Wi Esit b
¥y Mation Paths »
¢ Sakect an slemant of the side, then
i an
O [ ) ckok ekl Efect” 1o acd o,

Animation Preview
To preview the animation on a slide:

4

1)

= Click the Preview button on the Animations tab

: Slide Show Options
\"| H q . u _J - The Slide Show tab of the ribbon contains many options for the slide show. These options include:

H Insert Desi Preview the slide show from the beginning
ome nit glign " Preview the slide show from the current slide
= Set up Slide Show

o Animation ~ ""_ = RN B Presentations - Microsoft PowerPaint Dravin

Home  Insert  Design  Animations |S|I|k5hr.lw | Review  View  Developer  AddIns  Acrobat Fan

Preview Fﬁ[ustumﬁnimatiunl @ -@ @. é = 3 Record Namation (&l Reselution: Use Current Resolution *

(7 Rensarse Timings [ Show Presentation On: :

. 1t Fram From Custom Setl Hide
Preview Animations | Beginning Current Slide | Siide Show= || Siide !t:m Slide ¥ Ust Rehearsed Timings | |~ Use Presenter View
l Start Slide Show SetUp Manitars

Set Up Slide Show
This option allows you to set preferences for how the slide show will be presented. The options include:

Whether the show will run automatically or will be presented by a speaker
The looping options

Narration options

Monitor resolutions
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Record Narration

Animations Slide Show Review Yiew Developer Add-Ins i .
When you want to record narration for the slides:

5 T:j Y Record Narmation =1 Resolution: Use i

_— %ﬂi'sﬂ'mmgl # Show Presentation On: =  Click the Record Narration button

SetUp  Hide . . -
Slide Show Slide ¥ Use Rehearsed Timings Use Presenter View "  Click Set Microphone Level to check the levels of audio input

Set Up Monitors ®  Click OK to record the narration
Set Up Show RIX
— Animations Slide Show Review View Developer Add-Ins Acra
Show type Show shides
(®presertedby a speaker (il ) (o] o-‘\j N WD Record Narration -Wf———e ol ution: Use Current F
wamwtm} Ofrem: || & 1e - == . C’gr'i? Rehearse Timings @ Show Presentation On:
- = = Setlp  Hide
TodDar ; Slide Show Slide ¥ Use Rehearsed Timings Use Presenter View
DW&GW{MW&M Set Up Maonitors
Show options Advance shdes Record MNarration
[ ioop continuousty unti Esc g— " ; Current recording quality
i 2} Using timings, if present
[ show withaut paration Quality: [untitled]
(] show without animation hultiph riceitors Disk use: 10 khysecond
Display shde show on: Free disk space: 53650 MB (on C:1) .
Pan color: | S Pritary Moritor 7 Max record time:  §5044 minukes Set Mictophone Level..
[] 5o Presenter View Change Quality...
Performance Tip
P s fdjust quality settings to achieve desired sound quality and disk usage. Higher
[luse hasdwere graphics i @ recording quality uses more disk space. Large narrations should be linked For better
Sade show reschuton; | Use Curent R 3 3 performance,
Link narrations in:  C:.. \sparrawiMy Documents
o | l T I D_ L. Ajsp My | bt

Rehearse Timings
Use Rehearsed Timings to rehearse the timings of slide with audio.

®  Click the Rehearse Timings button

®  Practice speaking and advance the slides as you would in the presentation
®  When you have completed this click through the end of the slide

®  Choose whether or not to keep this timing or to retry

Animations Slide Show Review Wi

[5, .
E'Ef:r > 5 Record Marration
: ﬁ Rehearse Timings
Set Up Hide
clide show Slide ¢ Use Rehearsed Timings

Set Up

PRINTING

Create Speaker Notes
Speaker Notes can be added to allow you to create notes for each slide. To add speaker notes:

= Select the slide
= Click View
®  Click Note Pages
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= Click the Click to add Notes section of the screen
=  Type in the Notes for that slide

ey Home: Insert Design Animatsons Shde Show Review View Developer Add-Ins Acrob. Prhlnt a Presentatlon f h
T - : 1 There are many options for printing a presentation. They are:
=[] yrecrr Nl | B Ruler [ | cater|
b 1= u ml =) J J Griclines q =, i Grayrcate <
Hormal 5#0e |Motes | Slide Skde Handout Motes Zoom Fitto Mew
Sorter | Page | Show | Master Master Mater k e Bar Window | Pure Black and White || wina,
Pretentation Viewd Showtede Ioom Colet/Grayscale | |

Slides: These are slides that you would see if you were

showing the presentation, one slide per page

" Handouts: 1, 2, 3, 4, 6 or 9 per page, this option allows for
more slides per page

®  Notes Page: This includes the slides and the speaker notes

= Qutline View: This will print the outline of the presentation

To access the print options:

Shk masdma

=  Click the Microsoft Office Button

= Click Print

=  Inthe Print Dialog Box, click the arrow next to Print what
®  Choose the format and click OK to print

Printer

Mame: 22 Lewmark Optra TE12 PS v
Status: 1glz Find Printer...
Twpe: Lexmark Optra TE1Z PS

Where: IP_172.25.40.57

Commenk: I:l Primk bo FIl_E
Prink range Copies

= all () Current slide Selection Mumber of copies:

.

Cuskom Show: | |

() slides: | |

Enter slide numbers andfor slide ranges. For example,

=

1,3,5-12
Collate
Print what: Handouks
Handouts [ ‘S_Iides Ter page: |:|
Slide= Horizonkal Wertical
fHandouks - -
Maotes Pages
Cutline View []5cale ko fit paper Print hidden slides
Frame slides [ High quality

Print comments and ink markup

(o] Cones
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To print preview:

Click the Microsoft Office Button
Place the cursor over Print

Click Print Preview

Click the arrow next to Print What to change print options
To print from Print Preview, click Print

To Exit Print Preview:

Page Setup

E = Click the Close Print Preview button

| Print review i

-79 -

Oﬂ.llm Outhine View ~ Drlﬂlhﬂ

ot Pgesetn

- i e ‘Q T e

Zoom Fitto | L previous Page | Close Print
Préview
Preview

Package a Presentation

There are times when you want to package a presentation
with all of the additional files attached as well. To

package a presentation for CD:

Click the Microsoft Office Button

Click Publish
Click Package for CD
Type a name for the CD

Click Copy to CD or Copy to Folder

Cpen

Prepare

Send

lﬁﬂ@?ﬁ[E,D

2

L
{

- Distribute the document to other people

&
=
=
et
o

Package for CD
Copy the presentation and media links to a
folder that can be burned to a 0.

Publish Slides
Save slides to & Slide Library or other
location T rewse later,

Create Handouls in Microzoit Offece Waord
Open the presentation in Wornd and
pregare oustom handout pages.

Document Management Server
Share the pressntation by saving it to a
document management senner.

Create Dooument Workspaos
Create & new site forthe presentation and
keep the local copy synchronized,
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LESSON-7

POWERPOINT TIPS

Design Tips

= Slides should be of a consistent design throughout the presentation
®  Use graphics and pictures when possible

®  Remove unnecessary information and graphics

®  Use contrasting background and text colors

= Keep the number of fonts used in the presentation to 3

= Keep the fonts consistent throughout the presentation

Presentation Tips

= |dentify the critical information for your presentation

®  Use no more than 6 bullets per page

= Bullets should be short ideas, not complete sentences (these should be your talking points)

®  To start the Slide Show, Click Slide Show on the Presentation Views group on the View tab

= Use the arrow keys to move forward or backward in a presentation

®  Press the Escape (Esc) key to end the slide show

= Apentool is available for drawing on the screen with the mouse. Press CTRL+P or click the right mouse button at any time and a
popup window will appear. Choose Pen and the pointer will change to a pen that allows you to draw freehand on the screen using
the mouse. Press the E key to erase all pen strokes. PressCTRL+A to disable the pen feature and revert the pen back to a pointer
arrow.

= If you would like to use the pen to draw on a blank screen during a presentation, press the B or W keys, or select Screen/Black
Screen from the popup menu and the screen will turn black. Press B or W again or choose Next from the popup menu to return to
the presentation when you are finished drawing.

®  To hide the pointer and button from the screen press the A key.

= Besure to preview the slide show using a projector if one will be used during the presentation. Words or graphics that are close to
the edge of the screen may be cut off by the projector.

Spell Check
To check the spelling throughout a presentation:

= Click the Spelling button in the Proofing group on the Review tab

4l

Presentationl - Micro

G IRMC

—-/ Haome Insert Design Animations Slide Show Review

e I I Y 7 [ [ E R
Spelling Research Thesaurus Translate Language Show Mew Edit [lele

Markup | Comment Comment
Proofing Comments
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UNIT-IV_MS ACCESS 2007

LESSON-1

GETTING STARTED

Microsoft Access is a database software package. A database is an organized collection of records. Telephone and address books are
examples of paper databases. With Access, you can create a computerized database. For example, you can use Access to organize the
students who attend a school, the courses they take, and the instructors who teach them. After you create an Access database, you can
search it, manipulate it, and extract information from it.

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

| 0o gd9-c - The Ribbon
3 The ribbon is the panel at the top portion of the document It has four tabs: Home, Create,
- Home | Create External Data  DatabaseTor  External Data, and Database Tools. Each tab is divided into groups. The groups are
logical collections of features designed to perform function that you will utilize in developing

=] f : orediting your Access database.

== ) =

Past I :

View | paste Bz ul[A OB S pydeee

. ) d/

Views ||Clipbaard Font < deme | Cnlp EteaiDdd  DlinmeTodh  Aobal

Faculty Navigation ¥ ¢« || =28] Faculty List | ) = hew |Etots] {1 Selachon * L
b g :l o -] Bl - EET EE Ao = L .I! atals .c[ ( Selechion }5 LALHID

Faculty & ggﬁ '- FaCL = L QL [ il ) ptnnced # Gl

—= ) ) /] View | Paite vl (o | ] o Refitih = Filti Find

W2 Faulty Details L il [ BrgAQ Al ot / 1y S

2| Faculty List Viewd || Ckgboid Fo o RehTed Ragaids Soit &s it Find

2 aiFacty

A Emergeny Contact Informati.. || % ({New] Commonly utilized features are displayed on the Ribbon. To view additional features within

JH  Faculty Address Book Total each group, click the arrow at the bottom right corner of each group.

B oreemacae

Home: Views, Clipboard, Fonts, Rich Text, Records, Sort & Filter, Find

Calibri 11 S | Create: Tables, Forms, Reports, Other
(B 1 ul[A-|[&FE= [i= =22 ||| Re External Data: Import, Export, Collect Data, SharePoint Lists
= /= - —— . Database Tools: Macro,
Font —P | RichTexd Show/Hide, Analyze,
Datasheet Formatting ":'A(;)(;II(; Data, Database r -3;'\'1 H9-c H +——
a - -
Cell Effect Gridiines Shown — Home Creaty Customize Quick Access Toolbar
@) Flat Hatizontal : =] = % Mew
’ i Quick Access Toolbar = B Open
ORaised ] vertical The quick access = SR 7
O sunken toolbar is a customizable - s Al ave
H — _ < E-mail
1 Background Calar: Alternate Background Color:  Gridline Colar: toolbar that contains Views ||Clipboard &
commands that you may — Quick Print
of | d | v | ] want to use. You can Faculty Navigation i i
. Print Preview
Sample: place the quick access EELY -
toolbar above or below A28 Faculty Details Und
. nao
the ribbon. To change JE] Faculty List
the location of the quick B AlFacuty Reda
N access toolbar, click on !EH Made
Barder and Line Styles the error at the end of the || 4 Emergency Contact! Refrash All
g toolbar and click Show B Faculty Address Boo
Datasheet Border v| |50||d v| the Ribbon Mare Commands...
vt : A8 Faculty by Departme Show Below the Ribbon
IFeCtion
A8 Facuity by Type Minimize the Ribbon
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Navigation Pane
The Navigation Pane displays database objects such as tables, forms, queries, and reports.

Faculty Mavigatiom—— = « || =5| Tabbed Document Window Viewing

Faculty = Tabbed document viewing opens tables, forms, queries and reports in the same window. Click the

=] Faculty Details ( tabs to switch between windows.

a—2| Faculty List I

JE AN Faculty [E Faculty Llst‘\ Al Facuﬂy‘ Emergency Contact Information. Faculty Address Bool-

Emergency Contact Infarmati... W 38 ~ .

JE  Faculty Address Book * @’ Facu'w LISt

A8 Facutty by Department =i New Faculty ';}Collect Data &Y Add From Qutlock @:_}IE-maiI List  Reports

.. Faculty by Type

Al Facutty Phone List Customize Access

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

®  Click the Office Button
®  Click Access Options

Ei el 9 - g Faculty : Databa®

. Recent Documents
j Hew
1 Faculty.accdb
=] 2 Databazed accdly

3 Database3.acodi
4 Databased.accdb
5 Contactsd.accdb
& DatabaseS.accdb
T Databased acodb

=
JﬁJ print , & Contactsl.accdb
ha
5

9 test accdb

Manage J

E-mail

.:'L;( Publish .

-'.,'
Close Database

_." 2] Access Options |}{ Exit Access

Popular
These features allow you to personalize your work environment with the use of ScreenTips, the location and file format of the databases, and
the username.
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Access Options

Current Database

Datashest
Cbject Designers
Proofing
Advanced
Customize
Add-ins

Trust Canter

Resouwrces

Current Database

1=
3 Change the most popular options in Access.

Top options for working with Access

Ahways use ClearType
ScreenTip style: | Show feature descriptions in ScreenTips -
Show shortout keys in ScreenTips

Color schame: Blua
Creating databases
Cefault file format: Ancess 2007 »
Default database folder: | C-\Documents and Settings)jsparrow' My Dacuments
New database jort order | General w

Personalize your copy of Microsoft Office

User mame: | Jennifer Sparrow

nitials: H
4

Language Settings...

| ok || caneam

This feature allows you to set options for the Application, Navigation, Ribbon and Toolbars, AutoCorrect, and Filters.

Fopular

Datasheet
Object Dasigners
Proofing
Advanced
Customize

sl d-hns

Trust Center

Rasources

B
£ | l Options for the current database.

Application Options

Application Title:

Display Form: [Facuty List ~|
Display Status Bar
Document Window Options
O Owenapping Windows
(=) Tabbed Documents
Display Document Tabs
Use Access Special Keys
[ ] Lompact on Close
D Femoye personal informaticon from file properties on save
Use Windowes-thamed Controls an Forms
[#] Emabile Layout View for this database
El Enable design changes for tables im Datashest view (for thiz databaze)]
Check for truncated number fields
Picture Property Storage Format
(&) Preserve source image format (smaller file size)
] Comnyert all picture data to bitmaps [compatible with Access 2003 and eardier)

Navigation

Display Navigation Panes

[ Mavigation Options... ]

Ribbon and Toolbar Options

)

I DK I [ Cancel

)
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Datasheet
This features allows you to personalize options in the way the datasheet looks, including default colors, gridlines and cell effect, and font.

Access Options

P 1 . .
e Customize the way datasheets loaok in Access.

Current Databases
| — [ Default colors

Chject Designers Font color:
Proofing EBackground color:

Rl Tad o Alternate background colar: -
s Gridlines color: -

Add-ins

Gridlines and cell effects
Trust Center
Default gridlines showing

Horizontal
Wertical
Default cell effect
& Flat
O Raised
2 Sunken

Detaurt cotumn width:

Default font

Resources

Eont: | Calibri -
Size:
[ Underline
[ mtalic ;
< | ES
Lo 1 [ canca ]

Object Designers
This feature allows you to customize the options for creating and modifying database objects in Access including Table Design, Query Design,

Forms/Reports, and Error Checking.

Peaul e} : =
e bw Custamere the cptions for oreatimg and modéying database objeds in Aocess.
Curzped Dakpais
Catashees Talode degign
mm: Crefaas® Field bypes Tawd -
Froahng Dref st Beas fiedd sige 5% ==
Advansed Defad® pumbeer Pield sice: Larp Infeger %
Customlss sutojndes on impartSreste: | 1D key oo-de; naam
I-r] Shaw Propirty Upasls Opbisns bultand
Sddans
Trusdt Cerdtes St
P [#] Shew epsie nases
[0 Swtgan an Dietas
[#] Enable sumopeen
Qusery Sesigm Tt
Eervt: | Segoe il o
e L] '
501 Senver Compatible Syntas (NS ST)
| This datisbesce
O] Dt 1o e dptatades
Formd Reports
Seletion behanmiae
() Partisily gngioced
) Fully engjaded
Foips Eemplate: Flareal
Beport template  |Marmal
| [T TP PP T -
L ox ][ cences
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Proofing

This features allows you to change how Access automatically correct and formats the contents of the database and how it indicates errors.

Advanced

Aecess Options D X

Popular y'l Change how Access automatically carrects and farmats the contents of your

=14 databases, and how it indicates the errors that it finds
Curént Database Aceess Options
Datasheet AutoCorrect options opati
Object Designers Spacify how Atcass corrects text as you type Curent atabace
Broaling — : Cataghiet

When cormecting spelling in Microsoft Office programs Objeet Dasignan

Advanced

Tgnare words in UPPERCASE Frocfing
Customize Tgnare words that contain numbers m
Adding ¥ Ignare Intemet and file addresses Cugiadmine

Fiag repeated wards Adiing
Trust Center [7] Enfarcs accentad uppercass in Franch B

PUst Lenier
Resources (] suggest fram main cictionary only
Fesounes
Qustom Dictionaries...
French modes: Traditional and new spellings %
Dicgionary language: | English .5} ¥
Customize

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

add these to the Quick Access Toolbar.

Accoss Dpticns

Egpesiar

Turers Databace

Datacheet

Ohjet Cesignerns

Frooling

Avanced
Eﬁm :

Add-rs

Trust Center

Eetoamees

Visit us at: www.sarvaindia.com
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S5 Customize the Queck Access Toolbar.

Dhaase commaeds o

Populs Jommaends ur

<Separstors

Caahe Lift Dats

Craste E-mail

E-rsad

Evpoirt Bo Ewcel spresads..
Esport to SrprePoint gt
Export to 1eet Tiie

Fozarn

Impart Sooess deksbase
Impaort Excel spresdrheet
Impart fnacePaint list

b gt bt Pl

Imp.ael NN P

Harage Reples

Moade L
Higwe

Hew Objese Fanm

Hew Obhjek: RRacro

Hew Objedt: Qfueny

Hew Ohjet: Feg-sa =

O EEECKRAOEASEIE

Fhorwy Guith Adcril Toolbes Belsve the Ribban

This feature allows for advanced customization of Access including,
Editing, Display, Printing, and other advanced options.

i : Advanged customization aptions for Access.

Editing

Bz after enbe

O Doy s

() test feid

) Het preoed
Eehavior entering field

() Geleet anbee forld

) Goto sfart o fiesa

) Goto gnd of fiew
Ao bty behwrion

(8 Hest rpeid

) tied eparactis
[ Cursor shops at fust st bield
Defsult find replace behaios

{8 Fast gearch

) General {Eaieh

) Seart of fogld gearch
Confirs

Becord ghanges

Dopument dgletions

[ Action guares
Defaiilt direction

@) Lafy2a-sight

O Rightaoden
Geniial alignment

@ Irfedace mode

S
[Ede3
Cuirtommire Dok Access To-odsar
For all documenty (Sef -
el Sace
) ueas *
™ Eess »
*
I [l I I_ Cancel J
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LESSON-2

DATABASE TERMS

Table
A table is a collection of information arranged in rows and columns. Information about an item is displayed in a row. Columns contain the
same type of information for each item. The table has a header row that tells you what data is contained in the columns.

28] Faculty List

== New Faculty Ta Collect Data &Y Add From Qutlock @3 E-mail List Beports w
ID = | Faculty ID = | First Name - Last Mame - E-mail Address - Business Phone - Deps
& 1 247 Smith Jane jsmith@fgeu.edyl
| [(MNew
Taotal 0

To view data in atable:

®  Click the arrow to open the navigation pane
=  Double-click on the table name to open the table

Faculty Mavigatiom ™ ~ | « [[ == Query

Faculty = Queries select records from one or more tables in a database so they can be viewed,
BBl Faculty Details ¢~ analyzed, and sorted on a common datasheet. A query can also perform calculations and
Em| et L ] display the results. The resulting collection of records, called a dynaset (short for dynamic
— subset), is saved as a database object and can therefore be easily used in the future. The

A8 an Facuity query will be updated whenever the original tables are updated. Types of queries are select
-8 Emergency Contact Informati... (|.& queries that extract data from tables based on specified values, find duplicate queries that
-8l Faculty Address Book & display records with duplicate values for one or more of the specified fields, and find
A8 Faculty by Department unmatched queries display records from one table that do not have corresponding values in
JE Faculty by Type a second table.

,..55 Faculty Phone List

#“

Supporting Objects Torun a query:

®  Click the arrow to open the navigation pane
= Double-click on the query name

L =] [
Compamy
Last MName
First Mame

E-mail Addrass
Date of Eirth —
Fisla: | =R ~* [E-mail Sddress]
Table: | Faoulkty Faoulty
Sorn:
Showe = | =1 =
Critenac
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Recordset
A recordset is a table that displays groups of records from a base table or as a query result.

Form
A form is a graphical interface that is used to display and edit data. Forms can be developed from a table or a query. Forms can include

calculations, graphics and objects.
To view data using a form:

®  Click the arrow to open the navigation pane
. Double-click on the form name

=2 Faculty List | |2l A Facurty | |l Emergency Contact Informat... | |G Faculty Address Book | "3 Faculty Query

=1 Faculty List

b

1D: b new)
Last Name:

First Name:

E-mail Address:

Faculty ID:
Department:
Faculty Type:

Business Phone:

Report
A report is an output of data arranged in the order you specify. Reports can perform calculations and display the results. Reports can be used

to print data.
To view data using a form:

®  Click the arrow to open the navigation pane
= Double-click on the report name

Faculty by Department

Name Faculty ID Faculty Type Office Business Phone E-mail Addres
Jones Sand L 251 siones@igey,
Smith Jang ‘.3'_-'.? smith@fecy
Subtota 2
Tota bl
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Create a New Database

You can create a hew database from scratch or you can create a database from the database wizard.

New Database
To create a new database from scratch:

= Click the Microsoft Office Button
= Click New
= Click the New Blank Database icon

@ d L I e ¥ Faculty = Database (Access 2007) - Microsoft Access
Ll

~orabat |

& @ B 0&H &
Create Convert Preferences Create and Create and Send

POF  Multiple Reports Attach to Email For Review

Create Adobe POF Create and Email | Review And Comment

Template Categories

Featuring [ " .

B Getting Started with Microsoft Office Access
From Microsoft Office Online o ket -
Busness "

| ]
Personal Etank Database
Sempie Featured Online Templates : |

"  Type in a name for the database
= Click Create

+~ Blank Database

o Create a Microsoft Office Access database that does
nline: not contain any existing data or objects,

tes | Downloads

File Name:
. |Data|:uase?.al:cdl:| | =3
content while C:\Documents and Settings\jsparrow My Documents),

& 2007 Micrasoft

[ Create l [ Cancel ]

55 2007 User Interface

aur abjacts using the
255 Mavigation Pane
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Database Templates

To create a new database from the database templates:

= Click the Microsoft Office Button

- Click New

®  Choose the type of database you wish to create

"  Type in the name for the database

= Click Create

-.|'\

nling;
tes | Downloads

Template Categories
Faaturing . - C
R Getting Started with Microsoft Office Acces
From Microsoft Office Online e m s ——— -
2 Featured Online Templates
Educaton y —
Personal | ” ||I||_ I
Sample
L]
.?1 . ]
Assels Contacts [ssues
a )
-
Harhetn; projects Projects Sales ppelne bl

+~ Blank Database

Create a Microsoft Office Access database that does
not contain any existing data or objects.

File Name:

—_—l |Da13base?.acl:db | =3

cantent while
2 2007 Microsoft

55 2007 User Interface

our abjeds using the
=55 Mavigation Pane

C:'\Documents and Settings\jsparrow My Documentsy,

[ Create J [ Cancel J

Visit us at: www.sarvaindia.com

Licensed by Govt. of India 1SO 9001:2008 Certified

-89 -



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme)
LESSON-3
CREATE A TABLE

Table Views
There are two ways to view a table in Access to add data to the table: Design View and Datasheet View.

In Design View you can view all the fields with the data types and descriptions. The records of information that has been added to the
database is not viewable.

@‘\ﬂ Dy’ * TableTooks | DatabaseT : Database (Access 2007) -
Home Create External Data Database Tools Atrobat I| Design
| A= Insert Rows I r
N w o= -l &
; E“' — =X Delete Rows e
e uilder Test Validation ope ]
= Key Rules  EqRLookup Column Shpm
Views Tanls ShowHide
Al Tables -« [ ablel
Table1 = |IEL Field Name | DataType |
I Tablel : Table L AutoNumber

Field Properties

General |Lookup|

Field Size Leng Integer

Hewe Values Ingrement

Format

Caption

Indexed Vo3 Mo Duplicates)
Smart Tag:

Test Align General

To go to Design View: l@* Gl = - C= - =
= e I e =T T I Create

N

|£_-n-l1'n"nl'iew
Oatasnest Wiew

== [T

ﬁ Dhesig r Wiewe
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In Datasheet View you can display the records in a table, where one row is one record. The column headers are the fields you have defined

for the database.

] |H -~ )~ Tatde Tools DatabaseT : Database [Access 2
External Data Databasze Tools Acrobat Datashest
g j E ﬁ 5 Insent Data Type: = Unique = EE
e Format afting I Required
Wi Hew Add Existing Lookup — Relationships Object
- Feeld Fialds Column —-} Rename § %+ |4 B Dependencies
Wiew's Fields & Columns Crata Type & Formatting Relationships
Tablel : _ 1D - |Add New Field
E3 Tablel : Table # {New)

To go to Datasheet View:

= Click the down arrow on the View button

= Click Datasheet View

| d9-o- )=
e |Hnmeltruu

- = &

o = ] Py

L P‘a'stt 7 | B
" — | Eorm View

| | Datasheet View

Adding New Fields
There are many ways to enter new fields into a database. New fields can be added in the Datasheet View or
in the Design View.

There are two ways to add a new field in Datasheet View: Add A New Field or the New Field Button.

To add a New Field within the Datasheet:

= Click the Add New Field column

-

Datasheet

—— Haome Create External Data Database Tools Acrobat
E Layout View i uu -

% a % & Insert Data Type: | AutoMumber - Unique
E Design View 'iﬂ" Delete Format: - Is Requir

View Mew Add Existing Lookup =TT

- Field  Fields  Column =0 Rensme ||[§ % |[%8 3%

Views | Fields & Columns Data Type & Formatting

All Tables v| « || == Tablel

Tablel % ID v |Add New Fielt si—

TH Tablel : Table * [New)|

To add a new field by using the New Field Button

®  Click the Datasheet tab on the Ribbon
= Click the New Field Button

®  Choose the type of field you wish to add from the Field Templates window
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5 -

Al Takles _.l Fiedd Temglstes H]
Tabdel 3 I = Add New Field Select one or more fieldd e indert o you

T Tabiel ; Tabe * me

To add a new field in Design View:

®  Click the Design View button
= Click on the next available field
= Type in the Name of the field

ol
—/ Home Create External Data Database Tools Acrobat Design

"]j \l'él ZeaInsert Rows

fit

=~ Delete Rows

View Primary Builder T - Property Indexes
- Key :'_ﬂ Lookup Column Sheet
Views Show/Hide
All Tables v | « || 53 Tabler |
Tablel 2 Field Name Data Type
B3 Tablet : Table ¥ o AutoNumber

D — |

Data Types
There are many types a data that a field can be predefined to hold. When you create a new field in a database you should closely match the
data type to what will be entered into the field.

Text Text, number, or a combination up to 255 characters

Memo Similar to the text field, can contain text, numbers, or a
combination up to 2 GB of data.

Number Numbers up to 16 bytes of data

Date/Time Date and Time information

Currency Currency up to 8 bytes and precise to 4 decimal places

JAutoNumber JAccess creates a unique number for each new record. This is
often the primary key for the table

Yes/No Yes and No, stored as -1 for yes and O for no

OLE Object Images, documents, graphs up to 2 GB

Hyperlink Web addresses

JAttachment JAttachments such as images, spreadsheets, documents, and
charts.
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Editing Data Types in Fields
When creating tables, you should define the data types of the tables to most closely match the type of data that will be entered in the field.

To edit the Data Type in Datasheet View:

"=  Click the field you wish to define

®  Click the Datasheet tab on the Ribbon

®  Click the down arrow next to Data Type

®  Choose the type of data that will be entered into the field

Table Tools DatahaseT . To edit the format of the data:

nal Data Database Tools Acrobat Datasheet = Click the field you wish to define
uu ®  Click the Datasheet tab on the Ribbon
-hﬂ.[-p : = F uni =
| i Data Type: | AL I E‘% ®  Click the down arrow next to Format
© & Delete ||Format  [Text [ Is Required =
p Relations able Tools 1
0 @ Rename | $ 0!"’0 Memo | I Dat Datab T 1 A bat TDbIt Th It -
ns Number tlng R na ata ata ase ools craba atas ee
Date;’TimE 3 H Insert Eata T:pe: Mumber ": ;anique. )
M aormat: 5 equire
E TMi- CU”’E”Q.I' _ I:.j.l =fl Rename ||| $ | 8% General Number
) ns Curren in
D - Lafles/Mo ew Field Eure g
i Fixed
* {NEW} OLE ObJECt standard
Hyperlink Percent
Attachment Scientific

To edit the Data Type in the Design View:

=  Click Design View

®  Click the field name you wish to define or create a new field
"  Click the Data Type

®  Choose the appropriate Data Type

"  Format the field in the Field Properties Dialog box

7] Tablel

Field MName | Data Type |
W =) AutoMNumiber
Last MNarnme —
MMemo
Mumbber
Dates/Tirme

Cuarmerncy
Aourtoitdd s e
YesSMNo

OLE Object
Hyperlink
Attachment
Losokup Wizard...

Freld Properties

Seneral ILnalr_u.lr:l

Field Size 255 -~
Format

Ernput Pazsk

Caplicrm

Drefault Value

el atior FRiule

Walidation Text

Reguired ro

Allows ZTero Lemgth weEs
Endexed ro
Unecods Compressi-omn s

EMIE PAode P Corvtraed
ENIE Semtence RMods rMomes

Smart Tags
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MANAGE TABLES

Delete a Table
To delete a table:

®  Open the desired database by clicking the Microsoft Office Button and clicking Open
"  Rightclick on a table and choose Delete

. —T - Rename a Table
a9 © Torename atable:

| Home | Creste  ExternalData  DatabaseTo

b*.{‘ =1 & = = 'l " Open the desired database by clicking the Microsoft Office Button and
. = 23 J- _ . | cl!cklng.Open
Iv"f"" pafu 7l B S U ||A -l & '”@']I‘E : 1Ff|ght .C|ICk on atable and choose Rename
ype in the new name
Views ||Clipboard & Fant
pllgfacies v «|| 3 Tobker | All Tables v [ rame
Tablel & 1D =1 Tablel el 4 o =
=] Tabled : Table_ #* iMew) B vabier: Tad) !
| ooen @& Open
/ E Design View E Design View
[mpaort E Import E
Export 4 Expont ¥
Fy Collect and Update Data via E-mail W% Collect and Update Data wia E.mail
Rename Rename
Hide in this Group Hide in this Group
Delete Delete
& Cut & v
U | comy <4 Copy
A I3
) =
(5| Table Properties ' Table Properties

Add a Description to a Table
To add a description to a table

®  Open the desired database by clicking the Microsoft Office Button and clicking Open
"  Rightclick on a table and choose Table Properties

"  Click the Description text box

= Type in the description

All Tables = || 3 Tamed W

Tablel = (1] - | La
=1 Tvablel : Table

Spen
Ciesign View

Import .
Export -

R

Collect and Update Data via E-mail

(a

Rename
Hide in this Grous
Delate

Cut

Lopy

YT

Taple Propemiss
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Table1 Properties

General

E Tahble1

Type: Table

Description: |

Created:  9/4)2007 12:26:45 PM
Maodified: 9742007 12:45:57 PM
Cwner:  Admin

Attributes: [ Hidden Replicable
[ row Level Tracking

[ (] ][ Cancel ] Apply

Keys

Primary Key

The primary key is a unique identifier for a record. The primary key cannot be the same for two records. This field can never be blank.

=l Facutylist | 2 Facuitylistz | 31 Quent’

y

Faculty
=

B ID - f—
Company
Last Mame
First Mame
E-mail Address
Date of Birth
ID Number
Faculty ID
Department
Faculty Type
Office
Education Level/Degree
Focus Area
School/Program Mame
Date of Hire
Salary
Johb Title b
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Composite Key
A composite key is a primary key that is comprised of two or more fields. It can also be called a compound or concatenated key.

Foreign Key
A foreign key is a field or combination of fields that are related to the primary key of another table.

Table Relationships

Table relationships are the associations of data between tables. By defining table relationships, you can pull records from related tables
based on matching fields.

= CourseTable I'j Tablel I'j Studentinfo I'j RegisteredCourses { . Rela‘lionships\

CourseTable
i (o]
CourseMumber
Courseblame

| s

RegisteredCourses
i (o]
CourseTahlelD
StudentInfall

Studentinfo
73 (o]
LT
LastMame
FirstMame

One-to-One Relationship
A one-to-one relationship is between two tables where the primary key in one table and the foreign key in another table are the same. For
each record in the first table, there is a single matching record in the second table.

H Studenﬂnfo\"l._\'j Summeraddress { _i.’j Relationships

StudentInfo

summerAddress

¥ D %
I studentInfolD
LastMame Summerstreetiddres
FirstMame SummerCity
Summerstate

SummerZip

One-to-Many Relationship
A one-to-many relationship occurs between two tables where the primary key in one table can be duplicated many times in another table

CourseTable "‘1., Tablel "‘1., Studentinfo l RegisteredCourses "‘{ _z_—.,- Relationships\\.\

CourseTable Studentinfo

F D REE]IStEI’EdCCILIrSES ? D
CourseMumber D I
CourseMame CourseTablzID LastMame

Studentinfoll FirstMame

Creating Table Relationships
To create relationships between tables:
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= Click the Database Tools tab on the Ribbon
®  Click the Relationships button

Hame Create External Data | Database Tools l Acrobat Datasheet
ﬁg Run Macro > E =] 5 Property Sheet @Database Documenter
_-}? Create Shortcut Menu from Macrao =] ﬁ COhject Dependencies f&ﬁ.nalyxe Performance
e i ; Relationships .
"t Convert Macros to Visual Basic Message Bar ﬂﬁnalyxe Table

Macro Show/Hide Analyze
les - | « [ EH M‘E snmentnata‘\E EuuluTable‘\_t‘_.,J me|.arc'mmrslr-.u:-s1
itlnfo 2 1D - StudentID® » | Last Name - | Add New Field
wudentInfo : Table * ]

®  Click on the Design tab
=  Click Show Table

o) il 9 - ™ & Relationship Tools = Databases

Home Create External Data Database Tools Acrobat Design

I% ¥ Clear Layout : E,'% (= Hide Table E

[=54 Relationship Report gal Direct Relationships

Edit Show . ] ] Close
Relationships Tahle gggﬁxll Relationships
Tools Relationships
All Tables »| <« (|3 S:tudﬂ!tinfo‘\E Studmnata‘KE Cmnsﬂamq_tg Relationships |
Studantinfn F.S

Select the desired tables

= Click Add
= Click Close

Show Table

Tables m"m|

CourseTable
StudentData
StudentInfo

L Add J [ Close ]

®  Click the field you wish to create a relationship from
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= Drag it to the matching field in the other table

= Click Create

-

StudentData
¥ ID
Last Mame
First Mame
Course
CoursedZ2
Courseds

Edit Relationships

CourseTable
% 1D
Course Mumber
Course Mame

Print a Table Relationship

®  Click the Database Tools tab
®  Click the Relationships Button

Table)Query: Related Table/CQuery:
1D | ID )
_— Join Type..
w
Creake MNew., .
[ ]Enfarce Referential Integrity
Cascade Lpdate Related Fields
_ascade Delete Related Records
Relationship Type: Cne-To-0ne
®  Click the Relationship Report Button on the Design tab
Create External Data Database Toals Acrobat Design

e

2,

Edit

Home

x Clear Layout

25 Relationship Report

Relationships

all Tables

Taals

Studentinfo -
ZH studentinfao : Table

StudentData

¥

0 studentData : Tabls

CourseTable

¥

Bl cCourseTable : Table

Visit us at: www.sarvaindia.com

=
Show
Table

35' All Relationships
Relationships

s

Close

[:I mmmﬁll‘:l sluumml:‘f: caw:mnr.e‘T x3 mﬂ-\{.\_ﬂ

StudentData
¥
Last Mama
First Hame
Course
Coursedd
Coursedd
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= Click the Print button

|@ [~ B Database : Database (Access 2007) - Microsoft Access
Print Preview Acrobat

[] showe b | =] o Pl | -
s (2 QUONTI ) 0 2 lisans

Page Zoom | Cne | Two  Maore Refresh | Excel Share
BE Columns Setup = | Pape Pages Pages~ | Al Lt
| Iy Zoom | 1
&ll Tables bt [
Studentinfo S
T studentinfo : Table
StudentData E
= Rel ationshi ps for Database8
—1 StudentData : Table - 5 ber 04, 2007
CourseTable &

: CouwrseTable : Table

CourseTablke

MANAGING DATA

Add Records to a Table
To add a new record to a table:

= Open the table in Datasheet View
= Click the New Cell
=  Typein your new record

Find and Replace
To find data:

®  Click the Find button on the Home tab

=i MNew Tota £ \? Wz j [ﬁ 2l Replace
=8 Save o spelling EL W] Advanced - = GoTo -

>< Delete ~ E More — ‘%_/ e “w" Togagle Filter Find [& Select —

Records s5ort & Filter Find
To find and replace data:
®  Click the Replace button on the Home tab
=i Mew Total e ¥ 7 Selectio ab Replace
eBsave P speling | 4] L T Advanced - . = GoTo~
ilter in

X Delete ~ E Maore = %J' “ Toggle Filter [& Select =

Records Sort & Filter Find
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When you are searching for data for a find, replace or go to, you have several options in the Find Dialog Box. These options are:

Find What Text Box
Link in Drop Drop-Down List

Type the text you wish to find

Use the drop-down list to specify a table
or a column to search

Use the drop-down list to narrow down
the search to a field or the beginning of a
field

Use this drop-down to specify the
direction to search.

Use this check box to specify whether to
search by the same upper and lower
case letters.

Match Drop-Down List

Search Drop-Down List

Match Case Check Box

Find and Replace

Find  |Replace |
Find what: || @] | Find Hext
Look In: Faculty List
Makch: ‘whole Field w
Search: Al w
[(Imatch Case Search Fields As Formatted

Totals

The totals button provides you the opportunity to add a totals row to your database. The total can be the sum, average, a count, minimum,
maximum, standard deviation, or the variance. To set up a totals row:

Click the Totals button on the Home tab

2 Totals

) [
HV | ) =8 Save

" Click the down arrow of the cell where you want the totals = i=|[ | | Refresh ¥ spelling
= Click the appropriate choice — A~ | X Delete - B More ~
Fl Rich Text Records
= = ?® [ = Totals
- |11 -lE == [| v~ || -
=5 save “ Spelling
- - ~||E3 ~ iz = |[ak Refresh
1”& ||ﬁ || | |§_ ‘—”j | Al XDeIete El\dore'
Font Fl Rich Text Records
ent in the database has been disabled Options..
¢« || 22| Faculty List
1T :
(%] Faculty List
= Mew Faculty ZCollect Data 5" Add From Qutlook @aE—mail List  Repo
ID =~ | FacultylD - | FirstName = | LastMame - E-mail Addres
1247 Smith Jane jsmith@fgcu.edu
2/251 Jones Sandy sjones@fgcu.edu
* | (New
Total [ — 2
None
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Sort Records
You can sort records in a datasheet by a single column or by two adjacent columns. To sort records by a single column:

= Select the field you wish to sort

= Click the Sort Ascending or Sort Descending button l@ =i New 2l L7 Selectio
=8 Save & spelling i V3 Advanc
Refresh Filter
To sort two columns: A= | X Delete - EMare s || “7 Toggle |
Records Sort & Filter

®  Move the columns to they are adjacent to each other
Select the desired columns for sorting by holding the shift key and clicking the columns
®  Click the Sort Ascending or Sort Descending button

wols Acrobat

=||[FEEp ) [ | =t

= = Save “F spelling

—

%ﬁh BB

o

ab# _ ||| Refresh Filte
Al )( Delete ~ EMGFE"
P Rich Text Records 51

ndisabled| Options.. |

I
Jlty List

“ECollect Data  [EF Add From Qutlook  (J=1E-mail List  Reports

E-mail Address -

D - l
Smith Jane jsmith@fgcu.edu
Jones Sandy sjones@fgou.edu

To clear the sort:

®  Click the Clear Sort button

=8 save ¥ spelling T Advanced -
Refresh Filter

All~ | 2% Delete = =H More - T g e Fillter

Records Sort & Filter

@ =i Mew @ Y 7 Selection ~
il
.7,

Filter
You can filter records to include only records that you want to display. To filter by a column:

®  Open the database in Datasheet View
= Click the down arrow in the field label
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= Choose

the appropriate filter criteria

=  Click OK

4dd From Qutlook

@aE-maiI List  Reports

Last Name

= afffepri | ACllresS

Bu

lane
Sandy

8| sotatoz

2| | sotztoa

Text Filters

{Select Al
{Blanks)
lane
Sandy

[ oK

J |

Cancel

To remove a filter:

= Click the filter button on the field label

= Click Clear Filter
"  Click OK

“ollect Data

E¥ Add From Outlook

=4 E-mail List

Rep

First Mame " -rtiterm— -

E-mail Addre

Jones 2]
il

3

i

SortAtoZ
Sort Zto A
Clear filter from First Mame
Text Filters

[ iselect 2

[ iBlanks)
Jones
[ smith

J

Cancel

Visit us at: www.sarvaindia.com

Licensed by Govt. of India

1SO 9001:2008 Certified

- 102 -



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

LESSON-4

QUERYING A DATABASE

A query allows you to select and filter data from multiple tables. Queries can be saved and utilized as often as you need them.

Query Wizard

The Query Wizard walks you through the steps to set up a query. To run a query using the query wizard:

®  Click the Create tab
®  Click the Query Wizard button

rata Database Tools Acrobat
e i}y PivotChart
(-] —
— jBlankForm
Split  Multiple
Form Items
Farms

the database has been disabled

®  Choose the type of query you wish to run
"  Click OK

= More Forms = pesign

= f=m| 2] Labels
— 3

[
Form Report

f | Blank Report

Rep
ﬁ Report Wizard pesign
Reports

Options...

—a= 50 & Y
:}'\\\-' [ | =
ort

Query CQuery Macro
Wizard Dresign =~

Cther

Mizard

Simple Quer:

Crosstab Query wizard
Find Duplicates Query wWizard
Find Unmaktched Query wWizard

This wizard creates a select query
From Ehe Fislds wou pick.

—ancel ]

®  Choose the fields you wish to include from each table
=  To select fields from different tables, click the Tables/Queries down arrow

= Click Next

Simple Query Wizard

Which fields do vou want in your query?

Y'ou can choose from more than one table or guery.

Tables/Queries

|Tab|e: Faculty

]

Available Fields:

Company
Last Mame
First Mame
E-mail Address
Date of Birth
ID Mumber
Faculty ID

Visit us at: www.sarvaindia.com

Selected Fields:

Mext = ] [ FEinish
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Insert pic of query wizard

=  Typein atitle for the query
®  Click Finish
= The query will display

Simple Query Wizard

What title do you want for your query?

_ |Faculty CQueryl

That's all the information the wizard needs to create your
guery.

Do you want to open the guery or modify the query's design?

IE} iOpen the query to view information,
() Modify the query design.

[ Cancel ] [ = Back Mext =

To switch between tables and queries:

®  Openthe Navigation Pane
= Double click the name of the table or query you wish to view

Faculty Mavigatiofmr ™ - | « ==

Faculty =

~=2] Faculty Details e
=== Faculty List (]
A sl Faculty

.. Emergency Contact Informati... N
.. Faculty Address Book -
.. Faculty by Department

.. Faculty by Type

- Faculty Phone List

Supporting Objects =

Query Design Feature
You can also design a query with the Query Design Button. To design a query using the Query Design Button:

®  Click the Query Design Button on the Create tab

Home Create External Data Database Tools Acrobat

3] O &

Table SharePoint Table Farm  Split  Multiple Farm Report
'emplates=  Lists=  Design Form  Kems -og)More Forms - Diesign I3, report wizara Design || Wizard Design

Tables Forms Reports Other

Visit us at: www.sarvaindia.com Licensed by Govt. of India 1SO 9001:2008 Certified
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=  Select the tables that you would like to query
"  Click Add

Show Table

Tables | Queries | Both | = Double click the name of the field you would like to query
Faculty ®  Repeat this process for as many fields as you would like in the query

Faculty
£
R
Company
Last Mame
First Mame
E-mail Address
Date of Birth
[ add | [ cose | ID Mumber
Faculty ID
Cepartment
Faculty Type
Office
Education Level/Degree ¥

(]

Field: |ID Campany bt

Table: |Faculty Faculty
Sort:
Show:
Criteria:
ar:

- Click Run

oo\ 9
ol |
Home Create External Data Datab

I AN AE

Wiew Run Select | Make Append Update Crosst
- Table

Results | CQuery Typ

‘@ Security Warning Certain content in the database he
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Query Criteria

- 106 -

Query criteria are search conditions used in a query to retrieve specific data. You can set query criteria to be a specific number or data set, or
you can set the criteria to be a range of data.

“‘value” [Will only display items that are that
exact value (replace the word value with
lwhat you want to search by)

= Is equal to

< Less than

<= Less than or equal to

> Greater than

>= Greater than or equal to

<> Not equal to

Between X And Y [Within a range (replace X & Y with
values)

Is Null Null values

lAnd True only if both conditions exist

Or True if either condition exists

Not True if the single instance is not true

To specify search criteria:

®  Click the query that you wish to add conditions

= Type in the appropriate query criteria in the Criteria Box

Field: |ID
Table: | Faculty
Sort:
Show

Criteria: | ="smith
ar:

Campany
Faculty

Calculated Fields

A calculated field is a field that gets its information from the calculations
performed on other fields. You can build calculated fields in the Query
screen by using the addition (+), subtraction (-), multiplication (*) and

division (/) operators.

Expressions

Expressions a combination of functions, field names, numbers, text, and the operators listed above.

To build an expression to create a calculated field:

= Open an existing query or start a new query

= Click on the View Button
®  Click on Design View

Rome Lreate

=K==

View | Eln select | I =
> Ti

Dratasheet View

i

1 JJ PivotTable View
ﬁﬂ PivotChart View
SQL sgQL View

1 LD\/X’ Design View sff—

Visit us at: www.sarvaindia.com

In the Query Pane, right-click on the field where you would like to create the calculation

Click Build

M

CQuUrse
StudentData T=E=ls

3
o

Table Names
Cut
Zopy
Paste
Euild...

Zoom...

ITE

Properties...
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®  Choose the tables that you wish to build the calculation from

=  Double-click the field that you want to include in the calculation
®  Click the operator that you wish to include in the calculation

®  Click the second field you wish to include in the calculation

=  Click OK

Expression Builder

Zoom

[Course] [[ID] + [Course] :OK = Click Run
Cancel
Undo —= -~ =
|'/E!2'.l lg 97! T
+-;*|ﬂ=><<> And or Mot Like | ¢ 3 Paste |  Help | iy
= Home Create External Data Datab
ey Studentoal (] =Malue:=
(# Table Course ﬁ i '
%Queries Ej ! : = :_I! ﬁ! e E
E
EIRZ::rgfts View  Run Select | Make Append Update Crosst
[ Functions - Table
£ Constants Results Query Typ
[ Cperators
(3 Comman Expressions @ Security Warning Certain content in the database he

The Zoom Dialog Box allows you to view an entire expression at one time. To view the Zoom Dialog Box:

=  In Design View, right click on the field you want to display

= Click Zoom

StudentData

;

2 Totals

Table Mames

#  Cut

53 Copy

L‘]S Paste

“%  Build..
Zoom...
Properties..,
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LESSON-5

DESIGNING FORMS

Forms allow you to control the look and feel of the screen for the input of data and the reports generated.

Form Views
There are three ways to view forms in Access:

Design View includes a header, a footer, and details
in the form. You can also add images
land control which fields appear on the|
fform.

Form View This is a dynamic page which allows
the user to enter and edit data or|
navigate through data in a field.

Layout View This view allows you to design the|
form and manipulate data.

IAIIows you to design a form that]
i

Create a Form
You can create a form from a table or a query. To create a form:

"  Click the Create tab
®  Click the Form Design button

Data Cratabase Toaols Acrobat Format
o, -
Bl mm——— = il PivotChart —= )
=== 1 = — me. L — = Click the Format tab
Farm  Split  Multiple Form = Click the Add Existing Fields Button
Form Hems % Mare Forms * pesign . . . . .
O = In the Field List box on the right, click and drag the fields you would

like on the form

Database Taols Acrobat Farmat Arrange

i B LA e 1 vl
= L

el =T age Numbers =~
Canditional £ 9 *ds _ﬂ Gridlines Lago Add Existing
- L B B oateanaTime & = Figds
Farmatting Grigdlines Controls Autal

e 5 saeamer g i
- Fizlds availaile forF this wisws
] Studentlnfo o
Student 1D Number
Last Mame

dent ID Number:

C Name:
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" Tochange the colors and fonts, click the Property Sheet button on the Arrange tab
Database Tools Acrabat Format | Arrange 'j
H snapto Grid| |2 Lt T Top T XY J_J J_JJ
E:le Order =] Right @l Bottom || Anchoring  Size Bring Send
- to Fit to Fromt to Back
Cantrol Alignment Pasition Toals
et 5 st gty e =
Selection type: Section
] Studentlnfo p |0 v
Format | Data | Event | Other | ANl
Visible Tes L
Height 1.4368°
|{Ne.,-;;, Back Color =FFFFEF
Alternate Back Calor Ha Color
jent ID Number: Spedial Effect Flat
Auto Height L
Insert pic of property sheet button
®  Choose the Section you wish to modify
®  Choose the properties you wish to modify
Property Sheet =
Selection type: Section i
|Deta” = | To preview the form:
Format | Data || Event | Other || an | ] ]
e = =  Click the Views button on the Home tab
Height 1.4368° ®  Click the Form View button
Back Color £3E2360] [wl--]
Alternate Bac .
Special Effect Automatic 'E’E.y ——
Auto Height | Access Theme Colors —" | Home | create  Exterr
Can Grow ] N || | | — —
Can Shrink . | o |||
Display Whenf e Colo “wview ||| Paste EE
Keep Togethe ar = - - J
Farce Mew Pa
Mew Row Or =| Form View |
-l e
Layout Wiew &3
. % Design View I
Maore Colors...
Form Wizard Table Tools Latak

You can create forms with the help of the Form Wizard. To use the form wizard:

= On the create tab, click the More Forms down arrow

= Click Form Wizard

Choose the Tables/Queries that you wish to have on the form
®  Choose the fields you wish to have on the forms

- Click Next

Visit us at: www.sarvaindia.com

Acrobat Datasheest

PivotChart ==
==

|=:| Blank Form

Form Myizard |
Datasheet
rModal Dialaog

PivotTable
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Form Wizard

Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries

[Table: StudentInfo ~

Awvailable Fields: Selected Fields:

Last Mame

[ Mext = ] [ Finish ]

®  Chose the layout for the form
= Click Next

wWhat layout would you like for your form?

(O] Columnar
(_» Tabular
() Datasheet
3 Justified

[ Cancel ] [ = Back ” Mext = ] [ Finish

®  Choose a style
= Click Next

Form Wizard

What style would you like?

Access 2003
Access 2007
Apex 3
Aspect

Ciwvic

Concourse

b2

Flowe
Foundry
Median
Metro
Module
Mone
Marthwind

€

[ Cancel ] [ < Back ” Mext = ] [ Einish ]
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= Create a title for the form

®  Choose whether you want to open the form to view it or modify the form’s design
®  Click Finish

Form Wizard

What tile do you want for your form?
|StudentInfo2

That's all the information the wizard needs to create your
form.

Do you want to open the form or modify the form's design?

O] iOpen the form to view or enter information.
() Modify the form's design.

Cancel ] [ = Back
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LESSON-6

GENERATING REPORTS

Reports are a means to view and analyze large amounts of data. You can use the Report Wizard or create a custom report that meets your
specific needs.

Report Views
Reports can be displayed in four views:

This view provides you with the structure of
Design View lyour report. You can add, modify or delete
components of the report but you cannot
manipulate the data in the tables associated
with the report.

Report View This view allows you to view the data from the
table but not to change any layout of the
report.

Layout View This view allows you to see data from the

table and add, modify, and delete components
of the report.

Print Preview This view allows you to see what your report
will look like when it is printed.

To change report views:

= Click the View button on the Home tab

Create a Report
Home  Create Exernal D To create a blank report:

Wi G

Calibri A -
' r ulu . |& . ®  Click the Blank Report button on the Create tab
["View | —
- | <& ===
| Font Create External Data Database Tools Acrobat Datasheet
1 Report View . - — a2
ﬁ B | E _‘JEI 1 £ il 5 PivatChart d Zm. Labels I |
L = B i [E= 3 E -
% cal=] j Blank Farm = Blank Report =
{ : : SharePoint Table Form  Sphit  Multiple Farm Beport Reparnt
l. E Print Preview Lists Design Form  [Mems Lo More Forms = Design IS, Report Wizard pasign
las Farms Reports
|— =]
==1 | Layout View [
|— =]
H = ®  Click the Add Existing Fields button
bjy Design View = ®  From the field list, Click and drag the fields to the report
[ |
Report Layout Tools Databases : Database (Access 2007) - Micr... -
Format Arrange
A o 5
a [#1] _?_ Totals '='=|%j|
A/ 153 Hide Details L
Group Gridlines Logo 2dd Existing AutoFormat
& Sort - T 5 Fields -
Grouping & Totals Gridlines ontrols AutoFormat

1 studentinf... " 5l studenﬂnro"-i i5l studentinf. x| Field List

Fields available for this view:
I

.'O Student ID Mumber

Last Mame

nberé Last Name éS‘tuden‘t ID Number
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Report Wizard
To create a report using the report wizard:

®  Onthe Create tab, click the Report Wizard button

Table Tools

Datasheet

M3 ™ Design

Databases : Database (Acces

ie=| |2 Labels 3
{_| Blank Repart
Report
Q\Repnrﬂ“ﬁzard Design

Reports

®  Choose the Tables/Queries that you wish to have on the form

®  Choose the fields you wish to have on the forms
= Click Next

Report Wizard

Which fields do you want on your report?

You can choose from more than one table or guery.

Tables/Queries

|Tab|e: StudentInfo

=

Available Fields:

Student ID Mumber
Last Mame

[

®  Choose the sort order for your report

Report Wizard

Selected Fields:

Mext = ] [ Einish

What sort order do you want for your records?

You can sort records by up to four fields, in either
ascending or descending order.
. = =l
2 | =
3| |
4 | |

Cancel ] [ = Back ” Mext = ] [ Einish
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" Chose the layout for the form

= Click Next

Report Wizard

How wwould you like to lay out your report?

Layout

) Columnar
(&) Tabular
) Justified

-114-

Orientation
@ Portrait

) Landscape

-

Adjust the field width so all fields fit on

a page.

[ Cancel

J [

<= Back ]l

Mext =

J [

Eirish |

®  Choose a style
= Click Next

Report Wizard

What style would you like?

Title

Label above Detail

Zontrol from Detail

Access 2003
Access 2007
Apex
Aspect

Civic
Concourse
Equity

Flow
Foundry
Median
Metro
Module

Mone

|2

€

[ Cancel

J |

< Back ”

) (

Mext = Einish ]

= Create a title for the form

®  Choose whether you want to open the form to view it or modify the form’s design

= Click Finish

Report Wizard

wWhat tite do you want for your report?

[studentInfoz

report.

design?

That's all the informaton the wizard needs to create your

Do you want to preview the report or modify the report's

@ EEreview the report.

() Modify the report’s design.

[ Cancel

J [

< Back ]
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Custom Calculated Fields

-115-

You can create reports that include calculated fields. These reports will display information that you wish to report with an arithmetic

calculation. To add a custom calculated field to a report:

Open the Report that you wish to add to
Click the View button
Click Design View

)
Home Create
F’ Arial = Click the Design tab
| BIU | 3 = Click the Text Box button
View || — = —
- = = =K

Report Design Tools

Report View
@ Print Preview

Design Arrange

Logo

Gridlines

Page Setup
E] | |abl| == il =
ummmrmﬁg

Controls

Databased :

Database (Acces

s B

S

-

J

==
Layout View
[—=]

Field List

‘M‘ Design View
L)

Click the Property Sheet Pane

g = studenﬂnmq = S{Text Box hzq

Click the section on the report where you would like to locate the textbox

FialAdc awailahl

Design Arrange Page Setup [@
— uy = | —
ﬂ = B (bl B\ 2 a2 = =k E@
e T ey B 4BOMOHE = N DN
ines ogo o - istirig |Propel
: @-‘E[ﬁ@ S0 ﬁ':l}? Fields
aridlines Controls Tools
‘\\ Stummﬂﬂ Studentinfo? Property Sheet X
Selection type: Text Box
|Te:d:5 v|
Format | Data | Event | Other | AN |
Format i
Decimal Places Auto
Yisible es N
Width 11667
Height 0.3125
Top 0.2017"
Left 31667
EBack Style Transparent
Back Color =FFFFF % [ |
Eorder Style Transparent
Eorder Width Hairline
Eorder Colar =(FCSBEC
Special Effect Flat
Scroll Bars Mone

Visit us at: www.sarvaindia.com

Licensed by Govt. of India

1SO 9001:2008 Certified



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

= Click the Data tab
= Click the three dots next to Control Source

tudentInfo?

Property Sheek

Smart Tags

Selection type: Text BEox

TextS - |
Data | Event || Other || an |

Caontrol Source ——

Text Format Plain Text

Funning Sum Mo

Input Mask

Enabled Yes

Expression Builder

= Insert the fields you wish to include in the calculation and the mathematical operations.

=  Click OK

L]
Cancel
Undo I
+ - ¢ *|la]l == === and or mot Like| ¢ 3] Paste | Help |
<Repork = o~ =<Walu== o~
=Fi=ld Lisk = — || | afterDelZonfirmEml ——
i Labelz afterFinalRenderEnr
G Queries Labels AfcerInsertErmMacr:
F Farms Texts = || | &FterLayoutEmiact
[ Reporks IC_Label afterFRenderEmiac
Functions I allowbDesignChange
] |
Texks AllowFileer=
£ Censtants Texkt Alloval awvoukbiews
===
Cpsrators _ Report Header AllowReporkyiswvs
O Common Expressions Page Header | dutoCenter Sl
- |

Expression Builder

[CourseTable] [ID]|+ [CourseTable][Course Mame]

1 StudentData
3 studentInfo
3 Table1

= Queries

(# Forms

= Reporks

£

Course Mame

Cancel
Undo I
+ - f *|al=> <<z and or mot Like | ¢ 3] Paste | Help |
-IiIStudentInFDE - | |ID =Malue:=
[=] Tahles — | | Course Mumber

Z

Visit us at: www.sarvaindia.com Licensed by Govt. of India

1SO 9001:2008 Certified

- 116 -



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

PRINT A REPORT
After you have generated a report, you can print the report. To print the report:

To print a report:

= Select the report you wish to print

=  Right-click on the Report Name

"=  Click Print Preview

®  Choose the appropriate layout, margins, and paper size in the Page Layout group

Contact Infacmation
Save
Close
Close All
Beport Wiew Ct

Layout Wiew
Dresign Wiew

Print Preview |

bl <7 - - s Facult atabase (4

Pring Preview Acrobat

& 0O AR S il Q LWE 9|58 5 S, 8

" TextFile
Print Size  Portrast Margins Page Zoom Two More || Refresh | Excel SharePaint POF o Clase Print
- - I Cotumns Setup = | Page | Pages Pages~ Al List or Xp§ LUk Mare - Preview

Print Page Layout il Zoom Data Clase Preview
= Click Print
. Click OK

=
| Print Preview | Acrobat

B AL s R

Print Size Portrait |[Landscape|Margins

Print Page Layout =

Page Zoom i
Setup =

Frinter
A | name:

Status: Ready
7 Twpe: Lexmark Optra T&E1Z PS
7 where: IP_172.25.40.57
P Commenk: [ Print ko File
E Prink R.anges Zopies
b & all Mumber of Copies: 1 |EE
b O Pages From: | | To: |

Collake
7 Selected Record(=)
-
o] [ conce ]
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