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Unit-1 MS-Word 2010

Lesson: 1

Introduction to MS Word 2010

What is M.S Office?

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

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

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

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

New Feature in M.S Office 2010

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

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

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

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

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

What is M.S Word?

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

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

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

New features in Word 2010

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

spelling-check and words-count.

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

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

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

Getting to Know Word 2010

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

The Ribbon

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

locumentl - Microsoft Wo

File Home Insert Page Layout References Mailings Review View

% “  CalibriBody) * 11 ~* A A | Aa~
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To Minimize and Maximize the Ribbon:
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The Ribbon is designed to be responsive to your current task and easy to use; however,
you can choose to minimize it if it's taking up too much screen space.

&4 Find -
\aBbC: aasbce AaB o A P Sl
eadingl. Heading2. Tt |o[ SRS i 1. Click the arrow in the upper-right corner of the Ribbon to minimize it.
e e 2. To maximize the Ribbon, click the arrow again.

Minimize the Ribbon (Ctri+F1)

Show only the tab names on the
Ribbon.

To Customize the Ribbon:

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

. . . . 1 he Ribbi d keyboard shi 2
You can customize the Ribbon by creating your own tabs with Custormize the FEbbon andl keyboard shortets
whichever commands you want. Commands are always housed Ehoote tommaneh hom: B Sutomise Qe Rihon
within a group, and you can create as many groups as you want in i
order to keep your tab organized. If you want, you can even add | [&gersere o - e | Sommands vill
commands to any of the default tabs, as long as you create a custom Change user Name.. o owe] selected group.
. 2 Paragr,
group in the tab. crer ettt Bl s
H H H . . Char Right Extend Editing *
1. Right-click the Ribbon and select Customize the Ribbon. A A) Charadter Border E‘NTUEMT h
1 1 aracter Scaling lew Group (Custom]
dialog box will appear. & Comacter Sating ' rt
2. Click New Tab. A new tab will be created with a new group e e -
= inei H ] Floor 3
References  Maiings ~ Review  View mz‘}?e it. h . % Chart Title v [~
CHart Wall »
3. Make sure the new group is El /‘ =
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—_— e . tabs and groups and
W, A, AddGroupto QuickAccess Toober | 4 Select a command from the list a::ll;;tna;"i:‘ny:;;‘ then rename them.
= ) on the left, then click Add. You : S
5 Customize Quick Access Toolbar.., | d d
TEE Show Quick Access Toolbar Below the Ribbon c._':m a_SO rag commands [ Checkbox
o directly into a group. S e s,
Cuﬁmmtheﬂmbonm 5. When you are done adding Clear » |[ hewe> ] [emcreue ] L8 ]|
Vi h iton commands, click OK. B e e - = —
Customizations: Reset * [0
Keyboard shortcuts: o)
If you don't see the command you want, click on the Choose
commands from: drop-down box and select All Commands.

Backstage View

Backstage view gives you
various options for saving,
opening a file, printing, or EZR v et Paselmoul Releences  Mallings  Review  iew 7]
sharing your document. It is s ; (1) o
similar to the Office Button it Available Templates | Introduction i
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as shown in following image.
The Quick Access Toolbar
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The Quick Access Toolbar is located above the ribbon, and it lets you access common
it shows the Save, Undo,

and Repeat commands. You can add other commands to make it more convenient for you.

commands no matter which

tab you're on.

To Add Commands to the Quick Access Toolbar:

By default,

1. Click the drop-down arrow to the right of the Quick Access Toolbar.

2. Select the command you wish to add from the drop-down menu. It will appear in the

Quick Access toolbar.

The Ruler

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

To Hide or View the Ruler:

1. Click the View Ruler icon over the scrollbar to hide the ruler.

2. Toshow the ruler, click the View Ruler icon again.

Creating and Opening Documents

To Create a New, Blank Document:

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

2. Select New.

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

default.

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

To save time, you can create your document from a template, which you can select

from the New Document pane.

To Open an Existing Document:

Organize

L.

S Favorites Arange by:  Folder ~

[ Pictures
& [ Videos

) Cityville | ligh Newsletter

) Conmnunity Center Supplics
) Cover Letter

) Fundrajser 2010

& Resurm?
1 Sales lef size 251 KB

> #@ Homegroup

488 Camputer
& &L | ocal Disk ()
bG8 stephen on psf |

File name:

Tools  ~

(5] o= e R —— . [ =1
& ()~ + torones » Documens » ~ 165 || Scarch Doce 5]
New folder = @

Select a file to preview

Type: Microsoft Word Docurment

Date modified: 7/2/2010 1:53 PM

T :

To Use the Save As Command:

Save As allows you to choose a name and location for your document. It's
useful if you've first created a document or if you want to save a different |

version of a document while keeping the original.

1. Click the File tab.
2. Select Save As.

3. The Save As dialog box will appear. Select the location where

you wish to save the document.

4. Enter a name for the document and click Save.

If you're using Windows 7, you'l
your Documents library, and in other versions of Windows you'll save them

to the My Documents folder.
To Use the Save Command:
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1. Click the File tab. This takes you to Backstage view.

2. Select Open. The Open dialog box appears.

3. Select your document and then click Open.

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

(W] Save As [
@-\/‘O‘H + Librasics # Documents b + [ 42| [ Search Documents o]
Organize ~ New folder = @

Documents library

19 it Includes: 3 locations

-l Name T
I— 15 Documentsy, - | Choose a location. L
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> =] Pictures Brochures
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Type a file name.
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| —

Amangeby: Folder *

Date modified

I File name:  Sales Team Report2|

Save as type: | Word Document

Authers: Add an author
[l Save Thumbnail

Bl Click Save when done.

Tags: Add a tag

e
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1. Click the Save command on the Quick Access Toolbar.
2.  The document will be saved in its current location with the same file name.

=

“—'j ® || catibri Body) If you are saving for the first time and select Save, the Save As dialog box will appear.
Pa'ste 7‘; B 7 U -
Clipboard =
AutoRecover:

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

Open a document that was previously closed without saving.

In Backstage view, click Info.

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

pPONPE

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

Other File Formats

You can share your documents with anyone using Word 2010 or 2007, since they use the same file format. However, earlier versions
of Word use a different file format, so if you want to share your document with someone using an earlier version of Word, you'll need
to save it as a Word 97-2003 Document.

& Libranes My Data Sources 6/23/2010 10:25 AM
To Save As Word 97 - 2003 Document: g Documents ) Cityville High Newslatter 7/2/20101:57 PM
leu“ @ Community Center Supplies T/2/2010 1:49 PM
1. Click the File tab. & Pictures e e e
2. Select Save As MBS " - X
3. Inthe Save as type drop-down menu, select Word 97- File name:  Sales Team Report3 -
2003 Document. Save as type: [Word Document -
4. Select the location you wish to save the document. Authors: mg a‘;‘:g};sbled Document
5. Enter a name for the document and click Save. Word 97-2003 Document
Word Template k

Word Macro-Enabled Template
Word 97-2003 Template

= Hide Folders PDF
XPS Docume_nt

To Save As a PDF:

1. Click the File tab. i Libraries My Data Sources 6/23/201010:25 AM
2. Select Save As. g ;"“?me”“ ) Cityville High Newsletter 7/2/2010 1:57 PM
3. Inthe Save as type drop-down menu, select PDF. e p‘::u'fﬁ ] Community Center Supplies 7/2/2010 1:49 P
4. Select the location you wish to save the document. B Video Y — T,
g' (E:?tirtﬁ ngme f%r ttqe document File name: Sales Team Reportd -

: 1c € Save putton. Save as type: [Wmd Document >

Word Document
Authors:

Word Macro-Enabled Document
Word 97-2003 Document

Word Template

Word Macro-Enabled Template

Word 97-2003 Template
= Hide Fldurs _
KPSlebcument

[ Single File Web Page
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Lesson: 2

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

To Insert Text:

1.
2.
3.

Move your mouse to the location you wish text to appear in the document.

Click the mouse. The insertion point appears.

Type the text you wish to appear.

To Delete Text:

1.
2.
3.

Place the insertion point next to the text you wish to delete.

Insertion point

Press the Backspace key on your keyboard to delete text to the left of the insertion point.
Press the Delete key on your keyboard to delete text to the right of the insertion point.

To Select Text:

Executive Summary

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

drag your mouse over the text to select it.

chief position was created, and the salesteam accrued 14 new clients, including one national chain.
Additionally, online ad sales doubled since July of last year, Statistics indicate thatsales in most markets

Release the mouse 'butt_on. You hav'e increase with the use of online ads and our clients are readwig those statistics and responding to them.
selected the text. A hlgh“g hted box will Marketing trends indicate that this growth will continue.

appear over the selected text.

easily accessible, which may save you time. If the toolbar does
not appear at first, try moving the mouse over the selection.

ble month and thy 7 TR
When you select text or images in Word, a hover toolbar with |nditures have dedrd caiibri(e ~ 11 -~ A" A~
formatting options appears. This makes formatting commands |¢designspecialist
5 team accrued 14
ce July of last year.
bur clients are reading o g
rth will continue.

any arenas.

R su=v-A-v |
Soora (Car- 8]

ost markets
tics and responding to them.

To Copy and Paste Text:

Select the text you wish to copy.

Click the Copy command on the Home tab. You can also right-click your
document and select Copy.

Place your insertion point where you wish the text to appear.

Click the Paste command on the Home tab. The text will appear.

To Cut and Paste Text:

1.
2.

3.
4.

You can also cut, copy, and paste by right-clicking your document and
choosing the desired action from the drop-down menu. When you use this
method to paste, you can choose from three options that determine how the
text will be formatted: Keep Source Formatting, Merge Formatting and Keep
Text Only. You can hover the mouse over each icon to see what it will look

W=l 9 - 0= S ——————)
Home Insert FPage Layout

Clipboard = Font

.._.j *’ Calibri (Body] =~ 11 = A A7

Paste § B J U ~ abe 3, x

R :

Copy (Ctrl+C)
Copy the selection and put it on

the Clipboard.

Select the text you wish to copy.

Click the Cut command on the Home tab. You can also right-click
your document and select Cut.

Place your insertion point where you wish the text to appear.

Click the Paste command on the Home tab. The text will appear.

+

W e

e

Construction/Remodel: 320,000
Computers: 525,000
Communication: 3900

Lokl Lasioment: 512,000

Paste Options:

.20

Keep Source Formatting (k)

like before you click on it.
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To Drag and Drop Text:

1. Select the text you wish to copy.

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

text.

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

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

To Find Text:

THeading1 THeading2 THeading3 - Change
T Styles~

Styles f

% AR
AaBbC AaBbCcl AzBbCcD ; %‘
/ {ac Replace

ly Select - 2.

ol L

Editing

Find (Ctrl+F)

Find text or
document,

]

other content in the

As the popularity of the Internet continues to grow,
affordable access is becoming a necessity. WebDen
provides people with the ability to access the
Internet in a social environment. People of all ages
and backgrounds are welcome to enjoy the guirky,
upscale, and innovative environment that only
WebDen provides. Coffee, entertainment, and the
Internet together form an engaging social scene. }

From the Home tab, click

the Find command.

The Navigation pane will appear
on the left side of the screen.

Type the text you wish to find in

the field at the top of the
Navigation pane.
If the text is found in the

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

4. If the text appears more than once, you can click the arrows on the
Navigation pane to step through the results. You can also click
the result previews on the Navigation pane to jump to the location of a
result in your document.
5. When you close the Navigation pane, the highlighting will disappear.

To Replace Text:

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

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

3. Type the text you wish to replace it with

the Replace wit

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

instances within

h field.

the document.

To Change the Font Size:

Home | Insert  Pagelayout  References  Mailings  Revie
verdana cEm A x A B E E
el s —_— N
aste B 7 U - i w7 - A = £
B LR S :
Clipboard 10 . Paragrap)

1 z

i ; T :
12 £ :

To Change the Font:

PODMPE

Visit us at: www.sal

Select the text you wish to modify.
Click the drop-down arrow next to the Font box on the Home tab. The Font drop-down menu appears.
Move the mouse pointer over the various fonts. A live preview of the font will appear in the document.
Select the font you wish to use. The font will change in the document.

rvaindia.com

Navigation

financing| “! H

4 matches

= oo | =
| | & g

Type what you
want to find here

year operatin,

12,000 SBA loan

required to continue work on
the business

cover first year operating o
expenses. Additional
financing has already been
secured in the form of:

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

a@ high-speed connection to
the Internet. Financing will

—
business 10an in the amount \
of §50,000, This financing is - ™~

also be budg[Ngd for the =
purchase of ~

Click to step through
the results

Click aresult
to jump to it

= first-time by
from owne
from two i

incorporat
The finaneing will allow We
The initial capital will allow

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

ion

opularity of the Ing
. Web Den provid
ent. Coffee, entel

E2ge7] B scene. People of all ages a
= innovative environment th
- B
Find and Replace M
Firn Replace GoTo
Find what: June 14 lz‘
in
' | Replace with: |June 18] I lz‘
replace all Replace ] [ Replace All ] l Find Mext ] [ Cancel ]
b

1. Select the text you wish to modify.
2. Click the drop-down arrow next to the Font Size box on the Home tab. A drop-

down menu appears.
3. Move the mouse pointer

over the

various font sizes. A live preview of the Home | Insert
font size will appear in the document. .
4. Select the font size you wish to use. " Calibri [Body)
5. You can also use the Grow 3

Font and Shrink Font commands to

change the size.

Licensed by Govt. of India
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To Change the Font Color:
1_ Select the text you W|Sh to m0d|fy Home Insert Page Layout References Mailings Review View
2. Click the Font Color drop-down arrow on the Home tab. [ ranncomic -8 - A o | Aav B i< i= -5 EE 4 T
The Font Color menu appears. _ j BN BT » - (&N === 1= | &-m-
3. Move the mouse pointer over the various font colors. A | font B cotomenc .
live preview of the color will appear in the document. {1 % . | ThemeColors T

4. Select the font color you wish to use. The font color will
change in the document.

5. Your color choices aren't limited to the drop-down menu
that appears. Select More Colors at the bottom of the list to
access the Colors dialog box. Choose the color that you
want and click OK.

|III|a;|||

Standard Colors | Red, Accent 2, Darker 25%
We'" usin
9 More Colors...

@ Gradient
To Highlight Text:
1. From the Home tab, click the Text Highlight Color drop-
I Home Insert Page Layout References Mailings Review View down arrow. The nghllght COlOf menu appears.

y
j © TimesNewRom v 12 -+ A' A | Aav | &5

2. Select the desired highlight color.

No Color

creasing public demand for Internet access
ironment. WebDen's goal is to provide the
atmosphere for accessing the Internet] 4

Ea ’ 3. Select the text you wish to modify. It will then be
Pte B I U -abex x| [PLA- highlighted.
Clipboard 1 Font Paragraph x| 4. To switch back to the normal cursor, click the Text
K ...|—3 Highlight Color command.
- -Yellow
N . . lnication and entertainment, rather than a

To Use the Bold, Italic, and Underline Commands:

1. Select the text you wish to modify.
2. Click the Bold (B), Italic (1), or Underline (U) command in the Font group on the

Home tab. o [
_j z Verdana 10 v A‘ A' A\‘} é‘: __' ;: ::'
s s k=
m Home Insert Page Layout References Mailings To Change the Text Case: Paf“ B U-dex x Sentence case, s q
o * P H Clipboard Font louwercase ph
=) B Verdana T T A A 1. Select the text you wish ] o —
aste » B I U ~abe x, X to modify. ’TJ - ‘ ga[%tahzeEa(nWmd ‘
o [ 2. Click the Change : oct ast
Clipboard_& Font Case command in : Organization
! ‘| Bold (Ctri=E) - 3 the Font group on the : ]
: T e S e T Bl Home tab. : The business is owned by me, Jane Doe.
. As the popularity of the Internet continues to groj 3. Selgct the de5|r_ed case . The owner will have full authority over all decisions made
N necessity. WebDen provides people with the abili option from the list. and train a manager and assistant manager that will be re
l environment. Coffee, entertainment, and the Int manager will report directly to the owner, and the assistan
To Change Text Alignment:
. . References Mailings Review View
1. Select the text you wish to modify.
2. Select one of the four alignment options from the Paragraph group on Aav | B, 1= 1= e a1 q
the Hometab. o _ w.a == ==tz -
e Align Text Left: Aligns all the selected text to the left margin. — =E§ ¥
e Center: Aligns text an equal distance from the left and right margins. raph F
e Align Text Right: Aligns all the selected text to the right margin. ; | Atign Text Left (ctri <1y
L]

r Home | Inset  Pagelayout  References  Mailings  Review

Justify: Justified text is equal on both sides and lines up equally to the

right and left margins. Many newspapers and magazines use full-

Align text to the left.

justification.
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Lesson: 3
Modifying Page Layout & Checking Spelling

You may find that the default page layout settings in Word are not sufficient for the document you wish to create, in which case you
will want to modify those settings. For example, if you are printing on a different paper size, you'll want to change the document page
size to match the paper. In addition, you may want to change the page formatting depending on the type of document you are
creating.

To Change Page Orientation:

R ¢ Layout RN 1. Select the Page Layout tab.
E- [ 2. Click the Orientation command in the Page Setup group.
A&l J £ [l J 3. Click either Portrait or Landscape to change the page orientation.
Thevrnes v I\-1arvgin5 Orienvtation Sivze CD|IiI'I1F|5
hemes j ot Landscape format means that the page is oriented horizontally, and portrait format is
et X oriented vertically.
I Home Insert Page Layout References Mailings Revies
Landscape s i T V= Breaks - 1
[ = AT O @ OED. B
- Mar'gms Oner’\'tallan‘ Slfe Co\\imns 42 Hyphenation ~ ‘."date'rmark
e ) e o=
To Change the Page Size: = 0 I};?’jm,
2 Statement =
1. Select the Page Layout tab. 5 ST 1
2. Click the Size command and a drop-down menu will appear. The current page | B i
size is highlighted. : A3
3. Click the size option you desire. The page size of the document changes. t | e
; J ;;7'x11.69

To Format Page Margins:

1. Select the Page Layout tab.

2. Click the Margins command. A menu of options appears. Normal is selected by
default.

3. Click the predefined margin size you desire.

To Use Custom Margins:

1. From the Page Layout tab, click Margins.
2. Select Custom Margins. This will take you to
the Page Setup dialog box.
3. Adjust the margin sizes for each side of the page

and click OK.
« [=]
The Page Setup Dialog Box
Insert Page Layout References Mailings Review View
Previously, we showed how to open the Page Setup dialog box — V= Breaks Indent <
s = I

from the Margins drop-down menu. As you become more familiar Pj IJ J £ Line Numbers \j @ \j : o SIE
with Word, you may find _that you want to use th_e Page Se_tup Ortentation  Size  Columns o phenation s | " (o0f  Page | gz mignt: o -1l
dialog box more often to fine-tune the page margins and adjust Page Setup m Page Background Paragrap
other settings. To get there more quickly, you may want to use e -—L‘igesmp i

a shortcut that's conveniently located on the Page Layout tab. TR S (e

To Open the Page Setup Dialog Box:

1. Click the Page Layout tab.

2. Click the small arrow in the bottom-right corner of
the Page Setup group. The Page Setup dialog box will
appear.

Visit us at: www.sarvaindia.com Licensed by Govt. of India 1SO 9001:2008 Certified
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Checking Spelling & Grammar

Worried about making mistakes when you type? Don't be. Word provides you with several proofing features that will help you produce
professional, error-free documents. In this lesson you will learn about the various proofing features, including the Spelling and
Grammar tool.

To Run a Spelling & Grammar Check:

1. Gotothe Review tab.
Home  Inset  Pagel 2. Click on the Spelling & Grammar command.
3. The Spelling and Grammar dialog box will open. For each error in your document, Word
= ABC will try to offer one or more suggestions. You can select a suggestion and then
I' | 123 click Change to correct the error.
4. If no suggestions are given, you can manually type in the correct spelling.
Spelling & Research Thesaurus Ward T —— sl e R
Grammar Count F—
Mot in Dictionary; ot in Dictionary:
PI"J 'meg 1 enjoyed meeting with you and touring the B Ignere Once ;E’E{E’yef meeting with youand touring the I;I Uada st
facilaty. [ actiky: L — 1
: —
Spelling & Grammar (FT) | Eomm— | s .
i £ = i . orrections can
. E [k simply be typed in.
Chedk the spelling and grammar of
tet in the document, z -| [Chutscoreet ]
- Check grammar Check grammar
— ' e ] e s

Ignoring "Errors"

The spelling and grammar check is not always correct. Particularly with grammar, there are many errors that Word will not notice.
There are also times where the spelling and grammar check will say that something's an error when it's actually not. This often
happens with people's names, which may not be in the dictionary.

If Word says that something is an error, you can choose not to change it. Depending on whether it's a spelling or grammar error, you
can choose from several options:

For spelling "errors":
e Ignore Once: This will skip the word without changing it.
e Ignore All: This will skip the word without changing it, and it will also skip all other instances of this word in the document.

e Add to Dictionary: This adds the word to the dictionary so that it will never come up as an error. Make sure that the word is
spelled correctly before choosing this option.

For grammar "errors":
e Ignore Once: This will skip the "error" without changing it.
e Ignore Rule: This will skip this "error" as well as all other instances that relate to this grammar rule.

e Next Sentence: This skips the sentence without changing it, and leaves it marked as an error. That means it will still show
up if you do another Spelling and Grammar check later on.
If you're not sure about a grammar error, you can click Explain to see why Word thinks it's an error. This can help you
determine whether you want to change it or not.

floor sales and in the role of Sales Supervisor, wa ity Furnishings. In that
time, I have learned many techniques that would e customer satisfaction
ratings at Quality Furnishings.

Automatic Spel lin gan d Grammar Checkin g As wetalked about in our meeting, my fourtteen - &, both in commissioned
Spelling error

By default, Word automatically checks your document
for spelling and grammar errors, so you may not even need
torun a separate Spelllng and Grammar check. These errors In addition, I wanted to let you ng that [ have recently recieved my certificate from the Superior

. . Sales Training program at thegllational Business Institute. several techniques coveredin the
are indicated by colored, wavy lines. program are sure to bolster gales. i ion. I look forward to having
imnli lity Furnishings. ‘\‘

e Thered line indicates a misspelled word. the

e The green line indicates a grammar error. TH  Contextual spelling error in ilingthe Sa.ls,:sfreeto
e The blue line indicates a contextual spelling error. co would like addition2 forward to

. . hearing fr 2
This feature is turned off by default. earing oy onseer

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) -12 -

To Use the Spelling Check Feature:
1. Right-click the underlined word. A menu will appear.
2. Click on the correct spelling of the word from the listed suggestions.
3. The corrected word will appear in the document.

You can choose to ignore an underlined word, add it to the dictionary, or go to the Spelling dialog box for more options.

To Use the Grammar Check Feature:
1. Right-click the underlined word or phrase. A menu will appear.
2. Click on the correct phrase from the listed suggestions.
3. The corrected phrase will appear in the document.

You can also choose to ignore an underlined phrase, go to the Grammar dialog box, or click About This Sentence for
information about the grammar rule.

To Change the Automatic Spelling and Grammar Check Settings:
1. From Backstage view, click on Options.
2. Select Proofing. The dialog box gives you several options to choose from:
¢ If you don't want Word to automatically check spelling, uncheck Check spelling as you type.
e If you don't want grammar errors to be marked, uncheck Mark grammar errors as you type.
e Tocheck for contextual spelling errors, check Use contextual spelling.

If you've turned off the automatic spelling and/or grammar checks, you can still run a check by going to the Review tab and
clicking the Spelling & Grammar button.

To Hide Spelling and Grammar Errors in a Document:

If you're sharing a document such as a resume with someone, you might not want them to see those annoying red, green, and blue
lines. Turning off the automatic spelling and grammar checks only applies to your computer, so the lines may still show up when
someone else views your document. Luckily, you can hide spelling and grammar errors in a document so that the lines will not show
up on any computer.

From Backstage view, click on Options.

Select Proofing.

In the drop-down box next to "Exceptions for:" select the correct document (if you have more than one document open).
Put a checkmark next to Hide spelling errors in this document only and Hide grammar errors in this document only.
Click OK.

agrwNPE

When correcting spelling and grammar in Word

Check spelling as you type Ny
Use context ®1] Al New Documents

Mark gramm @] Community Center Supplies
Check gram

|:| Show readal]
Writing Style:

L'-Ei Thank You letter

Exceptions for: @] Thank You letter E _

] Document2

Document23

@] Sales Team Report

Select document

|:| Hide spelling errors in this document only

|:| Hide grammar errors in this document only

[ ok || cance
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Lesson: 4

Using Indents, Tab, Line & Paragraph Spacing

There are several ways in Word that you can indent text; however, it's important to use these tools appropriately in order to indent
correctly each time. This helps the editing process go smoothly, thus saving you time.

In this lesson, you will learn how to use thetab selector and the horizontal ruler to set tabs and indents, and how to use
the Increase and Decrease Indent commands.

Indenting Text
In many types of documents, you may wish to indent only thefirst line of each paragraph. This helps to visually

separate paragraphs from one another. It's also possible to indent every line except the first line, which is known as a hanging
indent.

Dear Mr. Powell: Dear Mr. Powell:
Thank you for taking the time to meetwith me last Thur Thank you for taking the time to meetwith me last Thursday ab
position. I enjoyed meeting with youand touring the facility.I w enjoyed meeting with youand touring the facility.I was
ofthe showroom and with the competence of the staff at Quality] the showroom and with the competence ofthe staffat Q
chance to work in such a productive and supportive atmospherd chance to workin such a productive and supportive atm|
As wetalked about in our meeting, my fourteen years of] As we talked about in our meeting, my fourteen years of sales ey
commissioned floor sales and in the role of Sales Supervisor, wo floor sales and in the role of Sales Supervisor, would gre:
Furnishings. In that time, I have learned many techniques that W that time, | have learned many techniques that would in
customer satisfaction ratings at Quality Furnishings. satisfaction ratings at Quality Furnishings.
In addition, I wanted to let you know that I have recently In addition, I wanted to let you know that I have recently receiv
Superior Sales Training program at the National Business Instity Sales Training program at the National Business Instituti
the program are sure to bolster sales. I look forward to having tH program are sure to bolster sales. I look forward to havi:
Quality Furnishings. Quality Furnishings.
First Line Indent Hanging Indent
To Indent Using the Tab Key: =
Iy O S S SR SR
. . . . . . . . | T T T T T T T
A quick way to indent is to use the Tab key. This will create a first line indent of
1/2 inch. |Thank you fortaking the time to meetwith melast T
) ) ) o position. [ enjoyed meeting with youand touring the facility.
1. Pl'a;:]et tr_ledlnstertlon point at the very beginning of the paragraph you ofthe showroom and with the competenceof the staff at Qug
wish toindent. ) . chance to work in such a productive and supportive atmosp!
2. Press theTabkey. You should see theFirst Line Indent

marker move to the right by 1/2 inch.

To Create or Adjust a First Line Indent or Hanging Indent:

Headii - 111 = A"

1. Place the insertion point anywhere in the paragraph you wish to indent, or |o - & x. x
select one or more paragraphs.

2. To adjust the first line indent, drag the First Line Indent marker on the
ruler.

3. To adjust the hanging indent, drag the Hanging Indent marker. x

4. To move both markers at the same time, drag the Left Indent marker. This
will indent all of the lines in the paragraph.

To Use the Indent Commands:

Font

Hanging Indent marker

T A If you want to indent all of the lines in a paragraph, you can use the Indent
] = IAl T commands on the Home tab.
@ = ‘ L. AaBbC: | AaBb 1. Select the text you wish to indent.
(w-A-E= 4 T Asdfasdf E 2.  Make sure you are on the Home tab.
g Paragraph & 3. Click the Increase Indent command to increase the indent by increments
48] cooc 1t 2 ] increase Indent of 1/4 inch.
Inctesse e indent el of the 4. (:fli(lzyzthe Iﬁecrease Indent command to decrease the indent by increments
o) inch.

If you would prefer to type in your indent amounts, you can use the Indent fields on the Page Layout tab.

Visit us at: www.sarvaindia.com Licensed by Govt. of India 1SO 9001:2008 Certified
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Tabs

Using tabs is often the best way to control exactly 1
where text is placed. By default, every time you press |- b A s
the tab kEy' the insertion pOint WI” move 1/2 inCh to WILLIAMS COMMUNICATIONS, INC., Raleigh, NC 2006 — Present

the right. By adding tab stops to the Ruler, you can Contracts Manager, Facilities Division

change the size of the tabs, and you can even have
more than one type of alignment in a single line. For
example, you could Left Align the beginning of the

WIRELESS COMMURNICATIONS, Cary, NC 2000 — 2006
Real Estate Specialist, Mid-South Network

line and Right Align the end of the line by simply ::T(TER:f}JGARhJ“pANrIMU:pthNC 2000
addlng anght Tab nKing Inance Faralega

DANIELS, HENDERSON, & WALKER, Murphy, NC 1995 — 1999
Pressing the tab key can either add atab or create Real Estate Paralegal
afirst line indent depending on where the insertion ?
point is. Generally, if the insertion point is at the

beginning of an existing paragraph, it will create a first i - .
e . . o Aligned left Aligned right
line indent; otherwise, it will create a tab. (using tab stop)

The Tab Selector

=
D L le , | name of the type of tab stop that is active.
U

The types of tab stops include:
e Left Tab II‘: Left-aligns the text at the tab stop.
e Center Tab IE‘: Centers the text around the tab stop.
I-Eﬂ: Tah e Right Tab IZ‘: Right-aligns the text at the tab stop.
. e Decimal Tab L%l Aligns decimal numbers using the decimal point.
e Bar Tab LI Draws a vertical line on the document.

E The tab selector is above the vertical ruler on the left. Hover over the tab selector to see the

. First Line Indent IE‘: Inserts the indent marker on the ruler and indents the first line of
text in a paragraph.

e Hanging Indent : Inserts the hanging indent marker and indents all lines other than the
first line.
Although Bar Tab, First Line Indent, and Hanging Indent appear on the tab selector, they're not technically tabs.

To Add Tab Stops:

1. Select the paragraph or paragraphs that you want to add tab stops XK
to. If you don't select any paragraphs, the tab stops will apply to

the current paragraph and any new paragraphs that you type

below it. Decimal Tah

Click the tab selector until the tab stop you wish to use appears.

3. Click the location on the horizontal ruler where you want your
text to appear (it helps to click on the bottom edge of the ruler).
You can add as many tab stops as you want.

4. Place the insertion point where you want to add the tab, and
press the Tab key. The text will jump to the next tab stop.

n

5. Toremove a tab stop, just drag it off of the Ruler. Cunstruction/Ramodel:$20;DDD.DD
-+ Construction/Remodel:- - $20,000.009 CDmPUtEFS:$25’DDD'DD
~ Computers:- - $25,000.00 Communication: $900.00
-+ Communication:- - $900.009 .
- Coffee-Equipment:- - $12,000.009 C[)ffee Equ|pment:$12]00000
Click the Show/Hide + Insurance:- - $800.009 I 680000
f command on the Home tab | B, L 000000 A L
(in the Paragraph group). This - Legal:- - $1,000.00 Rent: $10,000.00
will allow you to see the W P Marketing: $3,000.00
nonprinting characters such N L |.$1 DUUbU
as: the spacebar, paragraph o egal: 1,U00.
(1), and Tab key markings.
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Line Spacing

Line spacing can either be measured inlines or points. For example, when text is double-spaced, the line spacing is two

lines high. On the other hand, you might set 12-point text with something =
like 15-point spacing, which gives enough height for the text plus a little extra | Paragraph L o]
space. You can reduce the line spacing to fit more lines on the page, or You || aens and spacna | Line and page oreks |
canincrease it to improve readability. Line spacing is also known encral
as leading (pronounced to rhyme with "wedding"). Aigments  |Loft &
. . utline level: ody Tex
To Format Line Spacing: e BodyText 2]
— Indentation
Mailings Review View 1 fSE|EC;[ the text you want to Left: o z Spedal: By:
ormat. = =
. . Right: o" = (none) 2
2. Click the Line and Paragraph i -]
1. AgBbC | A3 . . [ Mirrer indents
U, Spacing command in
the Paragraph group on Spadng
- the Home tab. Before: opt |5 Line spacing: At:
| o 3. Select the desired spacing After: opt = =
s option from the drop-down [7] Don't add space between parag
20 ment Preview
25 4. From the drop-down menu, you
can also select Line Spacing
3 Options to open e
Line Spacing Options... the Paragraph dialog box. From
L dd space Before Paragraph here,_ you _Can adjust the line
5 Remove Space After Paragraph ;P:fig]igr:l\”th even more [ Tabs... ] [Set-\'-\s Default ] [ OK J [ Cancel ]

If you select At least or Exactly in the Paragraph dialog box, the line spacing will be measured in points. Otherwise, it will be
measured in lines.

Paragraph Spacing Paragraph M
. . . Indents and Spacing | Line and Page Breaks

Just as you can format spacing between lines in your document, you General

can also choose spacing options between each paragraph. Typically, igrment:  [Laft =

extra spaces are added between paragraphs, headings, or Outine levet: [Body Text =]

subheadings. Extra spacing between paragraphs helps to make a - ’

document easier to read. Indertation
) Left: 0" — Spedial: By:

To Format Paragraph Spacing: Rights e = one =] =

1. Click the Line and Paragraph Spacing command on the [E irror indents

Home tab. Spading
2. Select Add Space Before Paragraph or Remove Space Before: Line spading: At

After Paragraph from the drop-down menu. After: Multple s B
3. From the drop-down menu, you can also select Line Spacing [ Con't addrapsg baragraphs of the same style

Options to open the Paragraph dialog box. From here, you

can control exactly how much space there Preview

is before and after the paragraph.

S T S i T i T S T S s T S T S T S i T S i Tt
I N S N R S———— ey A" ——— -

[P N ———

[ Tabs... ] [ Set As Default ] [ OK ] [ Cancel ]
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Lesson: 5

Working with List, Adding Breaks, Column & Hyperlinks

Bulleted and numbered lists can be used in your documents to format, arrange and
emphasize text. In this lesson, you will learn how to modify existing bullets, insert
new bulleted and numbered lists, select symbols as bullets, and format multilevel lists.

(o)

To Create a List:

1. Select the text that you want to format as a list.
2. Click the Bullets or Numbering drop-down arrow on the Home tab.
3

Select the bullet or numbering style you would like to use, and it will appear

in the document.

4., To remove numbers or bullets from a list,

the Bullets or Numbering commands.

When you're editing a list, you can press Enter to start a new line, and the new line
will automatically have a bullet or number. When you've reached the end of your

list, press Enter twice to return to "normal" formatting.

Bullet Options

To Use a Symbol as a Bullet:

Define New Bullet M
Bullet character
EEEOL.. Picture... Font...
AlignmeRt:
Left
Preview
>
————————
I ———
————————
T ——

You can use a picture as a bullet. Click the Picture button in the Define New Bullet dialog box, and

N

Select an existing list.

Click the Bullets drop-down arrow.

Select Define New Bullet from the drop-
down menu. The Define New Bullet dialog
box appears.

Click the Symbol button. The Symbol
dialog box appears.

Click the Font drop-down box and select a
font. The Wingdings and Symbol fonts are
good choices as they have a large number
of useful symbols.

Select the desired symbol.

Click OK. The symbol will now appear in the Preview

section of the Define New Bullet dialog box.

Click OK to apply the symbol to the list in the document.

then locate the image file on your computer.

To Change the Bullet Color:

Font

Advanced

Font style:

= [Regular
Italic
—_| |Boa
| |Bold rtalic

= lll ~utomatic
=

Theme Colors

Standard Colors

1!}----r

[creen]

i  More Colors..

I\
References Mailings Review  View
\ - [EEiE e | EEE A
A (= == e (FEE ALY aaene | A
- ar . A . | Reclilfly G38d Bullets
e i
1 fl
[ | BulletL |
.
None 204
select the list and click -
Document Bullets
» Constr o
» Compuy R o4 Y
» Comm
» Coffee —
> Insura Define New Bullet...
» Rent:§

» Marketing: 53,000
» Legal: $1,000

Symbol (.2 [t
”Eﬂnt: Wingdings [=] |
S |O]0|0|@ @ O] v || A|4+| % | * % | ¥ #*
HEEEEE R EEEEREE
BRI B ER R EEM
JRlglgalax <B4 v|e]s/0lo]c
DMVIR[Av N €MV R AN
(0|82 g|°|A|e|y|e|e|x|v |EHEE]
Recently used symbols:
0 0| w[afa] v/[ £]¥[e[o]™[+] « <
Wingdings: 216 Character code: 216 from: | symbol (decmal) [ ]
Define New Bullet [ 2 [
Bullet character
Alignment:
Left =l

Select Define New Bullet from the list. The Define New Bullet dialog box

Click OK. The bullet color will now appear in the Preview section of the

e 1. Select an existing list.

- - 2. Click the Bullets drop-down arrow.

33 [ 3.

T appears.

=] 4. Click the Font button. The Font dialog box appears.
5. Click the Font Color drop-down box.
6. Choosing a bullet color
7.  Click on the desired color to select it.
8.
Define New Bullet dialog box.
— 9. Click OK to apply the bullet color to the list in the document.
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Multilevel Lists

Multilevel lists allow you to create an outline with multiple levels. In fact, you can turn any bulleted or numbered list into a multilevel list
by simply placing the insertion point at the beginning of a line and pressing the Tab key to change
the level for that line. You can then use the Multilevel List command to choose the types of bullets

or numbering that are used. “ Sporting Equipment
¥ Baseball
To Create a Multilevel List: = Baseball glove
= Baseballs
1. Select the text that you want to format as a multilevel list. = Bats
2. Click the Multilevel List command on the Home tab. > Basketball
3. Click the bullet or numbering style you would like to use. It will appear in the N » Basketballs
document. f”lfG Felub
4. Position your cursor at the end of a list item and press the Enter key to add an item to ot clubs
the list. = Golfballs
< Miscellaneous Equipment
To remove numbers or bullets from a list, select the list and click » Pool
the Bullets or Numbering commands = Poolfloat (small)
= Poolfloat (medium)
To Change the Level of a Line: = Water volleyball kit
¥ Other
1. Place the insertion point at the beginning of the line. = Hula hoops
2.  Press the Tab key to increase the level. = Horseshoes
3. Hold Shift and press Tab to decrease the level. = Sidewalk chalk

Adding Breaks

Word has several different types of breaks that you can add to your document to change the layout and pagination. Each type of
break serves a different purpose and will affect the document in

Page Layout | References  Mailings  Review  View

different ways. Page breaks move text to a new page before | @ Watermark - ndent <pacing o
reaching the end of a page, while section breaks create a ? Iﬁg C% Page Breaks ol tEeetorafope 2|
barrier between parts of the document for formatting o S Pm;m;: i 3_ *
purposes. Column breaks split text in columns at a specific [ == | 1 [eneneiesctans R SRR AR T

Column
Indicate that the text following the column
break will begin in the next column,

point. In this lesson, you'll learn how to insert and delete breaks.

Breaks allow you to have more control over the layout of your g et objects onwes

document. You might use a page break if you're writing a paper =|  pages such as caption text from body text.

that has a bibliography to ensure that the bibliography starts on Section Breaks

a new page. Or, you might use a column break if you are using VSl reern secton break and star the new

. . — cti th it 3 .
columns and want them to be arranged in a particular way. = weenenmenete Break will be added
Continuous at insertion point

= Insert a section break and start the new

—| section on the same page.

To Insert a Break:
1. Place theinsertion pointwhere you want ] e ion bresk and start the new 310|K
=i section on the next even-numbered page.
the break to appear. =y sestenonthenet pereapes

2' SEIECt the Page La’)/c”"rt tab y ;r)'\gs:rtngszctmn break and start the new
. b=3d section on the next odd-numbered page. oot has shown growth in many arenas
3. Click the Breaks command. A menu appears. = | [pmtnedqunerintedes
4. Click the desired break option to create a break in e e s o i
the document. oot rene o tho o grount il oo ez o them
‘the Triangle Year itsrale in ds loping local
To Delete a Break: e reidim Fete s e red he o on seh ol the Crostm team ok A¥iore
Breaks are hidden by default. If you want to delete a break, then
you'll probably want Word to show the breaks so you can find them for editing. dW I
AdWorks,- Incq
y .
1. From the Home tab, click the Show/Hide § command.
2. Double-click the break to select it. Sales-Team-Monthly-Reportq

3. Press the Backspace or Delete key to delete the break.

January-201 0] Page Break wmm T

Working with Columns

Columns are used in many types of documents, but are most commonly used in newspapers, magazines, academic journals, and
newsletters. In this lesson you will learn how to insert columns into a document and create column breaks.
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To Add Columns to a Document:

Page Layout References Mailings
1. Select the text you want to format. . IE I:l W= Breaks - A
2. Click the Page Layout tab. Emn cme gy |[FALine Numbers - | &R
3. Click the Columns command. A drop-down menu will appear. - - 2" Hyphenation - | [0
H H Page 5¢ - = | Pagq
4. Select the number of columns you would like to insert. | (=] | one :
If you want to get rid of the columns, just click the Columns command and select One for the T == Twe Y.
number of columns. ! el
w Three mce th
W math
To Add Column Breaks: g | tense d
b= é Left 1g the d
1. Placethe insertion point where you would like to add the break. z d Right ',mg thel
2. Click the Page Layout tab. co ward W
3. Click the Breaks command in the Page Setup group. A drop-down menu will | More Columns...
appear. Cityvilie Studenis W
4. Select Column from the list of break types.
5. The text will shift to reflect the column break.
Insert Page Layout Mailings Review View Teﬂther 0' “|e Yeur PTA Buke Sule
ﬁ Watermark ~ Indent We are pleased to announce that the 2010 The Parent Teacher Associationis holding its

= O =

 Crientation  Size  Columns Page
K'iarkthe point at which one page ends
(20 = T and the next page begins.
DT - - - 1
t———
Column
The studgr Indicate that the text following the column
Ceremmnony, I}breakwill begin in the next column.
awarded|§
T TERT O T
Separate text around objects on web
TA Bu | pages, such as caption text from body text.
arend
Section Breaks
annua
from 10 a
N - on break and start the new
Festival. Insertion point e next page.
= Continuous
Insert a section break and start the new
section on the same page.
| 2 Ewven Page
- Insert a section break and start the new
.., =y il ke o -

Cityville High teacher of the year is Ms. Mary
Jenkins. Ms. Jenkins has worked as a high school
mathteacher for 16 years and has been with
Cityville High for 12 years. In that time she has
shown immense dedication to her students and
the school. She is single-handedly responsible for
organizing the corporatespelling bee and
Mathematics Quiz Bowl, which challenges local
companies to complete against Cityville High
students in two fundraising events. Additionally,
she served as Math Department head for the last
three years. Thank you to Ms. Jenkins for her
dedicationand congratulations for an award well
camed!

Cityville Students Win Award
Susmﬂmpsmntd Jokn Smith, two Cityville

sophomores, have won the Town County Make
the World a Better place award. The two 10th
graders organized a recycling project that affects
the entire school system. All schools and
administrative buildings are now equipped with.
recycling containers that the students
distributed. In addition, they amanged for a free
callection program of the recycled items that will
not defer any of the costs to the school system.
The students were recogrized in a Jarmary
caremony, presented with a plaque, and
awarded §1,000 each.

arrmal bake saleon Saturday, February 16th
from10am tolpm atthe Cityvills Town
Festival. [f you're interested in participating, we
still need people to work various shifts
throughout the day and are ahways looking for
more donations of baked goods. To ensure the
freshness of all foods we sell, we're asking that
all donations be delivered on Friday, February
15thfrom§ 2.m. to5 p.m. inRoom 555 Contact

Valentine's Day Fundrulser
The rose sale is well underway, but the PTA has
not yet reached its fundraising goal of §5,000
Please continue to sell the rosas and try tohelp
the PTA reach their goal Remind potential
buyers that 525 a dozenis an excellent rate for
roses this time of year and that delivery is only
5. All profits go to support the Cityville High
PTA in its efforts to fund school programs such
as the drama club, emvironmental chib, athletics,
and more.

Tutoring Available

The tutoring center has availability for students
thatneed help in any subject. The center is open
during lunch break, and after school from 3 p.m.
to4:30 p.m. All butoring is free of charge.

Working with Hyperlinks

Whenever you use the Web, you are using hyperlinks to navigate from one web page to another. Sometimes, a hyperlink will link to a
different section of the same page. If you want to include a web address or email address in your Word document, you can format it
as a hyperlink for a person to click on.

Hyperlmk; have two basic parts_: the address of _the_: web AT .
page, email address, or other location that they are linking to,
and the display text (or image). For example, the address Link to: |Iextmdiswa¥: biog SereenTip...
could be http://blog.gcflearnfree.org, and the display text .
could be "blog". In some cases, the display text might be the ag-st“w ks  Leters [x]
same as the address. When you're creating a hyperlink TEELE = Bookmark .
Word, you'll be able to choose both the address and the display Folder [Tagetrrome...
text or image. To follow a hyperlink in Word, hold down Place in This -
the Control key and click on the hyperlink. Document o
To Insert a Hyperlink: Creat;e New || Recent
Document Fles
1. Select the text or image you would like to make a |
. Address: htip:/blog.gcflearnfree.org/ E |
2 g)llgﬁtr I::rlli‘f:-k the selected text or image and Frsl e -
. 3 Cancel
click Hyperlink. Or, if you would prefer, you can right-

click in a blank area of the document and

click Hyperlink.
1SO 9001:2008 Certified
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3. Thelnsert Hyperlink dialog box will open. You can also get to this dialog box from
the Insert tab by clicking Hyperlink.

4. If you selected text, the words will appear in the Text to display: field at the top. You can More on our blog.
change this text if you want.

5. Type the address you would like to link to in the Address: field.

6. Click OK. The text or image you selected will now be a hyperlink.

You can also insert a hyperlink that links to another portion of the same document by selecting Place in This Document from the Insert
Hyperlink dialog box.

To Make an Email Address a Hyperlink:

1. Right-click the selected text or image and click Hyperlink.
2. The Insert Hyperlink dialog box will open.
3. On the left side of the dialog box, click Email Address.
4. Type the email address you want to connect to in the Email Address box and click OK.
Insert Hyperiink l&u Insert Hyperlink @u
Unkto:  Texttodisplay: SaeenTip... Link to: Text to display: d_weston@gcfieamfree,org SereerTip...
E-mail address: @ E-mall address:
Existing Fle or Existing File or malto:d_weston@qcflearnfrez.org
Web Page \Weh Page
Subject: 0
PlaceinThis | Recently used e-mal adoresses: PlaceinThis | Recently used e-mail addresses:
Document I Document L
Create New | Create New
Document Document
E-mal Address E-mail Address

Word often recognizes email and web addresses as you type and will format them as hyperlinks automatically after you press
the Enter key or spacebar.

g T e

To Remove a Hyperlink: Copy Hyperlink

1. Right-click the hyperlink. = EeE{“ —
2. Click Remove Hyperlink. A Fon

After you create a hyperlink, you should test it. If you have linked to a web site, your web browser should automatically open and
display the site. If it doesn't work, check the hyperlink address for misspellings.
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To Insert a Shape:

Insert Page Layout References Mailings Review View

j \;I %g % “ é;:_ &, Hyperlink

A& Bookmark
able Picture Clip |Shapes SmartArt Chart Screenshot
- Art - ' Cross-referen

ables Used Shapes Links

o S OENNOOOA T LY S
% UL T :

Lines

NS TTLL T LG %

Rectangles

EEEEEEmEEE

Basic Shapes

HOAMIASCOGOO®®

@GLOCIaOr Lo ia

HO®PLOY =RIC <D™

30 14 &

Block Arrows

= R A S IT e B O T T

Sun

Resizing the shape

|

v /

A

points.

To Change the Order of Shapes:

If one shape overlaps another, you may need to change the ordering so ?
that the correct shape appears in front. You can bring a shape to
the front or send it to the back. If you have multiple images, you can
use Bring Forward or Send Backward to fine-tune the ordering. You

can also move a shape in front of or behind text.

1. Right-click the shape you wish to move.

2. Inthe menu that appears, hover over Bring to Front or Send
to Back. Several ordering options will appear.
3. Select the desired ordering option. The shapes will reorder

themselves.

In some cases, the ordering option you select will not affect the ordering
of the shapes. If that happens, select the same option again or try a

different option.

To Change to a Different Shape:

Visit us at: www.sarvaindia.com

Lesson: 6

Working with Shapes, Text Boxes & Word Art

You can add a variety of shapes to your document including arrows, callouts, squares, stars, flowchart shapes and more. Want to set
your name and address apart from the rest of your resume? Use a line. Need to create a diagram showing a timeline or process? Use
the flowchart shapes. While you may not need shapes in every document you create, they can add visual appeal and clarity. In this
lesson you will learn how to insert a shape and format it by changing its fill color, outline color, shape style, and shadow effects.
Additionally, you will learn how to apply 3-D effects to shapes.

AN

5.
To Resize a Shape:

1.
2.

1. Torotate the shape, drag the green handle.
Some shapes also have one or more yellow handles that can be used to modify
the shape. For example, with star shapes, you can adjust the length of the

If you drag the sizing handles on any of the four corners, you will be able to change
the height and width at the same time. The sizing handles on the top or bottom of the
shape will only allow you to resize vertically, while the handles on the left and right sides
will resize the shape horizontally.

Licensed by Govt. of India
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Select the Insert tab.

Click the Shapes command.

Select a shape from the drop-down menu.
Click and drag the mouse until the shape is
the desired size.

Release the mouse button.

Click on the shape to select it.

Click and drag one of the sizing handles on
the corners and sides of the text box until it is
the desired size.

# Cu
B3 Copy
[f, Paste Options:

A

=3

Add Text
Edit Paints

=

T Group
3 Bring to Front
By sendtoBack

Hyperlink...

Calibri(E+ 11« A"

T

BISEZA-&-Z-

=G
J

| »
| »
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1. Select the shape. A new Format tab appears with Drawing Tools. -
Home Insert Page Layout References M
o]
(s Change Shape
Page Layout References Mailings Review ;\‘;ti‘ais = i %d‘t F’°‘”f5
e — 433 @?l Shape Fill = 11 Text Direction [ = '7._. """" +
| Abc . E - | ¥ shape Outline - =] Align Text -
Wit = | =l Shape Effects ~ 5 fay ~ =2 Create Link ?
Shape Styles | WordArt Styles Text ‘ ‘ '
2. Click on the Format tab.
3. Click the Edit Shape command. & .4 a
4. Click Change Shape to display a drop-down list.
5. Select the desired shape from the list.
To Change Shape Style:
1. Select the shape. The Format tab appears. TR
2. Click the More drop-down arrow in the Shape Styles group to display more style |- Epern] A Al Tor recion
OptionS- | Theme Colors ' &2 2] atign Text ~
3. Move your cursor over the styles to see a live preview of the style in your S-MEOMEEEEEEG - o cetelin
document. - I = —
4. Select the desired style. i I I u I b Ill
Standard Colors
i | | 'K EEEER
To Change the Shape Fill Color: o Fif
) Morers...
1. Select the shape. The Format tab appears. Gl Ecure.. ,
2. Select the Format tab. g S L 7
3. Click the Shape Fill command to display a drop-down list. —— {
Select the desired color from the list, choose No Fill, or choose More Fill Colors to I
choose a custom color.
. Mailings Review View [ Format I
To Change the Shape Outline: .| &rsnapeFin - A |I# Text Direction
. Z_Shapel)utllne' _.j'frl & [ align Text
1. Select the shape. The Format tab appears. = emeCoIors TR | ew create Link
2. Click the Format tab. e Text
3. Click the Shape Outline command to display a drop-down menu. [ E i
4.  From the drop-down menu, you can change the outline color, weight (thickness), y IIIIIIE}.
and whether or not it is a dashed line.
Standard Colors @a, Accent 5, Darker 25%
(] | EEENE
To Change Shadow Effects: o Outiine
% More Outline Colors..
e e 1. Select the Format tab. = weight v
o Sowern {;n H gurermee- | 2. Click the Shape Effects command. A drop- F=| Dashes ’
- [Dmmmea] | S A | e | " R gy coeaionrine down menu will appear. = !
(e | 3 Hover the mouse over Shadow. You will
P CTa—— see a list of shadow presets.
= ( 4. Move your mouse over the menu options to
U — see a live preview of the shadow effect in your document.
Js 1) () (O . . .
U g o U 5. Click the desired shadow effect to add it to your shape.
—_ D00
O You can select Shadow Options from the drop-down menu and click the Color button to
) 2omamen s | () () [ select a different shadow color for your shape.
3-D Effects

There are two kinds of effects that you can apply to your shapes to give them a 3-D appearance: 3-D Rotation and Bevel. 3-D
Rotation gives the appearance that you are viewing the object from a different angle, and it can be applied to any shape. Bevel adds
thickness and a rounded edge to shapes, but it doesn't work with every type of shape.

Visit us at: www.sarvaindia.com
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To Use 3-D Rotation:

-22 -

Mailings Review View | Format |

1. Select the shape. & Shape Fill - L, A || Text Direction [y Bring Forward
2. Click on the Format tab. ~ [Z shape Outline » i _.’ & L%]A\ign Text ~ = [ send Backward|
3. Click Shape Effects from the Shape Styles group. : Siee- - | s Catetink | "0 T8 By Selecion Pane
4. Hover the mouse over 3-D Rotation. A drop-down menu will | D orcset , e ext fane

appear. [ - R EEEE
5. Select the desired rotation preset from the drop-down menu. ‘-—

You can also click 3-D Rotation Options if you would prefer _J Shadow

to type in custom values. [l ptecton >

— No Rotation -
To Use Bevel: | | gow ’

1. Select the shape. SoftEdges  » | Parallel
2. Click on the Format tab. - |\' K T
3. Click Shape Effects from the Shape Styles group. |J Bevel YOS g “ s
4. Hover the mouse over Bevel. A drop-down menu will appear. — ( pp—
5. Select the desired bevel preset from the drop-down menu. | ] F N [

You can also click 3-D Options if you would prefer to type in —

custom values. f| -

If you click on 3-D Options, you'll also be able to change the shape's material to give it a metal, plastic, or translucent appearance,

and you can choose the lighting type to change how the shape is illuminated.

Text Boxes and WordArt

You may want to insert a text box into your document to draw attention to specific text or to have the ability to

easily move text around

within a document. Text boxes are basically treated the same as shapes, so you can add the same types of effects to them, and you
can even change their shape. If you want, you can format the text inside the text box as WordArt, allowing you to apply 3-D

effects and transformations to the text itself.

To Insert a Text box:

(& signsture Line - JT Equation -

- Eosteatme | £z oo~ 1. Select the Insert tab on the Ribbon.
e - 2. Click the Text Box command in the Text group. A drop-down menu will
g — appear.
= = 3. Select Draw Text Box.

Creating a blank text box

Simple Text Box Alphabet Quote Alphabet Sidebar

1. Click and drag on the document to create
the text box.

2. You can now start typing to create text
AT Guete A ST P inside the text box.

From the drop-down menu, you can also select

one of the built-in text boxes that have pre-defined

colors, fonts, positions and sizes. If you choose this

Austere Sidebar Austin Pull Quote “Austin Sidebar ~)

More Text Boxes from Office.com

draw it.

option, the text box will appear automatically, so you will not need to click and drag to

Draw Text Box

7

il

Draw Text Box

Insert a text box into the
document, or add text to the
selected shape.

wl
» 4

To Move a Text Box:

1. Click on the text box.

2. Hover the mouse over one of the edges of the text box. The mouse pointer becomes a cross
with arrows on each end and looks like this:

3. Click and drag the text box to the desired location on the page.

Builderman & Builderman
Hart & Sans
write Image

s

TeK
ThisBlissful Day —Weddings &
Events.

nt Copy Place
Builder Supply Depot

¢

4. Moving atext box
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To Resize a Text Box:

1. Click the text box.

2. Click and drag one of the sizing handles on the corners or sides of the text box until it is the

desired size.

If you drag the sizing handles on any of the four corners, you wil be able to change
the height and width at the same time. The sizing handles on the top or bottom of the text box will
only allow you to resize vertically, while the handles on the left and right sides will resize the text

box horizontally.

To Change the Text Box Shape:

Home Insert Page Layout References
NANO '
‘|_‘L|:{> | A5 Abc Abc Abc
NONT
sert Shapes Shape Styles
Edit Shape K

Change the shape of this drawing,
convert it to a freeform shape, or
edit the wrap points to determine
how text wraps around the
drawinag.

To Change Shape Fill:

Select the text box. The Format tab appears.
Click the Format tab.

el N S

that's not on the list.
To Change the Shape Outline:

Select the text box. The Format tab appears.

pPONME

To Change Shadow Effects:

Select the text box. The Format tab appears.
Select the Format tab.

Click the Shape Effects command.

Click Shadow.

apwNE

6. Click the desired option to select the shadow effect.

=

aprown

1.
2.
3.

-23-

2

New Clients

A Learning Style
[naticnal chain)

Build, & Builderman

Hart & Sons
Write Image
TGK
This Blissful Day — Waddings &
Events
o

Possibilitias
Quick Print Copy Place
Builder Supply Dapot

Select the text box. A new Format tab appears with Drawing
Tools.

Go to the Format tab.

Click the Edit Shape command

Click Change Shape to display a drop-down list.

Select the desired shape from the list.

To Choose a Shape Style:

Choosing a Shape Style allows you to apply a preset fill and outline color,
and in some cases, other effects such as beveling and shadow. You don't
have to pick a style for your text box, but it can help you save time or
experiment with different appearances.

Select the text box. The Format tab appears.

Select the Format tab.

Click the More drop-down arrow in the Shape Styles group to
display more style options.

Hover the mouse over the styles to see a live preview.

Select the desired style.

Click the Shape Fill command to display a drop-down menu.
From the drop-down menu, you can select a color from the list, choose No Fill, or select More Fill Colors to use a color

Click the Shape Outline command to display a drop-down list.
Select a color from the list, choose No Outline, or select More Outline Colors to use a color that's not on the list.
From the drop-down menu, you can change the outline color, weight (thickness), and whether or not it is a dashed line.

Move your mouse over the menu options to see a live preview in your document.

To choose a different shadow color for your shape, select Shadow Options from the drop-down menu and click

the Color button.
3-D Effects

Visit us at: www.sarvaindia.com
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Just like other types of shapes, text boxes can have 3-D Effects. There are two kinds of effects that you can apply to your shapes to
give them a 3-D appearance: 3-D Rotation and Bevel. 3-D Rotation gives the appearance that you are viewing the object from a
different angle, and it can be applied to any shape. Bevel adds thickness and a rounded edge to shapes; however it doesn't work with

every type of shape.

To Use 3-D Rotation:

Select the text box.

Click on the Format tab.
Click Shape Effects from the Shape Styles group.

agpON P

custom values.
To Use Bevel:

Select the text box.

Click on the Format tab.
Click Shape Effects from the Shape Styles group.

agpwN P

illuminated.

Creating WordArt

In addition to adding effects to a text box, you can also add effects
to the text inside the text box, which is known as WordArt. For
the most part, the types of effects you can add are the same as
the ones you can add to shapes or text boxes (shadow, bevel,
etc.). However, you can also Transform the text to give it a wavy,
slanted, or inflated look.

To Apply a Quick Style to Text:

A Quick Style will automatically apply several effects to your text
at once. You can then refine the look of your text by adding or
modifying text effects.

1. Select the text box, or select some text inside of the text
box. The Format tab will appear.

2. Click the Format tab.

3. Click the Quick Styles command in the WordArt
Styles group. A drop-down menu will appear.

4. Select the desired style preset to apply the style to your
text.

After you have applied a Quick Style, you can still modify
the font or font color from the Home tab if desired.

To Convert Regular Text into WordArt:

For text to be formatted as WordArt, it needs to be inside a text box.

WordArt even if it's not in a text box.

Visit us at: www.sarvaindia.com

Hover the mouse over 3-D Rotation. A drop-down menu will appear.
Select the desired rotation preset from the drop-down menu. You
can also click 3-D Rotation Options if you would prefer to type in

Hover the mouse over Bevel. A drop-down menu will appear.

Select the desired bevel preset from the drop-down menu. You can
also click 3-D Options if you would prefer to type in custom values.

f you click on 3-D Options, you'll also be able to change the
shape's Material to give it a metal, plastic, or translucent appearance,
and you can choose the Lighting type to change how the shape is

Licensed by Govt. of India
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< Shape Fill - PRr-g 11} Text Direction ~ =]
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However, there is a shortcut that allows you to convert text into
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Text Quick
Box~ Parts ~

1.
= A= [@&signature Line - T Equation - 2.
= = [5} Date & Time £2 symbol = 3

Select the text you wish to convert.

Click the Insert tab.
Click the WordArt command. The Quick Styles drop-down menu

will appear.

-25-

T

>
=
[N

Select the desired Quick Style.
Word will automatically create a text box for your text and apply the
style to the text.

Some effects, such
as shadows, can be

from the Text
Effects menu in

the Home tab. When you
add effects in this way, it
will not place the text in a
text box.

? added

Fill - Red, Accent 2, Matte Bevel

To Add or Modify Text Effects:

1.

2.
3.

Select the text box, or select some text inside of the text
box. The Format tab will appear.

Click the Format tab.

Click the Text Effects command in the WordArt
Styles group. A drop-down menu will appear showing
the different effect categories.

Hover over an effect category. A drop-down menu will
appear. You can hover the mouse over the different
presets to see a live preview.

Select the desired effect preset. The effect will be
applied to your text. If you want, you can combine
several different effects.

View | Format

&’ & = ufi Text Direction - =7
g -

[=] Align Text ~
Quick — Fosition
Styles = 3% ™ =2 Create Link -
WordArt 5 I Text
| ' ' ' | Text Effects

Apply a visual effect to the text,
such as shadow, glow, reflection,
or 3-D rotation,

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) -26 -

Lesson: 7

Working with ClipArt & Picture

Images are a great way to liven up a document, and Word offers a couple of ways of inserting images. There are built-in Clip
Art images for just about every topic, so you may be able to find a perfect Clip Art image for your document. If you have a more
specific image in mind, you can insert a picture from afile.

To Locate Clip Art:

1. Select the Insert tab. Clip Art v
Insert Page layout  References Mailings 2. Click the Clip Art command 5?“” (=
- — in the lllustrations group. aty
E i i Results should be:
F i D% = i [+ 3. The Clip Art options appear Selected media file types [~]
i ; in the task pane to the right =-0 Al media types
Table | Picture Clip~ Shapes SmartArt Chart Screenshot Tlustrations
of the document.
T At - 3 4. Enter keywords in %
. e Videos
Tables Tlustrations the Search for: field that are .00 Audio
related to the image you wish
' | Clip Art L to insert.
5. Click the drop-down arrow in the Results should be: field.
Insert Clip Art into the document, 6. Deselect any types of media you do not wish to see.

including drawings, movies,
sounds, or stock photography to
illustrate a specific concept.

If you would like to also search for Clip Art on Office.com, place a
checkmark next to Include Office.com content. Otherwise, it will just
search for Clip Art on your computer.

8. Click Go. i —
S_Ean:hfnr:
To Insert Clip Art: £ | [e]
RESI:I“S g‘mu\d be_: i
. . | Selected media fil
1. Review the results from a clip art search. il [

Indude Ofﬁne.m‘n; content.

2.  Place your insertion point in the document where you wish to insert the clip art.

3. Click an image in the Clip Art pane. It will appear in the document. =
You can also click the drop-down arrow next to the image in the Clip Art pane to view more n =

options. i

)

To Insert a Picture From a File:

1. Place your insertion point where you want the image to appear.
Select the Insert tab.

| BE 3. Click the Picture command in the Illustrations group. The Insert Picture dialo
i P2 il w group 9

Insert Page Layout References Mailings

N

EE]
Table Picture Clip Shapes SmartArt Chart Screenshot bOX appears' . . . . .
- At v - 4. Select the desired image file and click Insert to add it to your document.
Tables Illustrations
Insert Picture from File - 2] To resize an image, click and drag one of the corner sizing handles. The image will
Insert a picture from a file. change size while keeping the same proportions. If you want to stretch it horizontally or

@ Press F1 for more hetp vertically, you can use the side sizing handles.

Changing the Text Wrapping Settings

When you insert Clip Art or a picture from a file, you may notice that it's difficult to move it exactly where you want. That's because
the text wrapping for that image is set to In Line with Text. You'll need to change the text wrapping setting if you want to move the
image freely, or if you just want the text to wrap around the image in a more natural way.

To Wrap Text Around an Image:

1. Select the image. The Format tab will appear.
2. Click the Format tab.
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e
J Format ‘

g Ficture Border ~

Pasition

£

« | (2 Picture Effects »
v %PictureLayout'

-
-4

& Bring Forward = B~
h Send Backward + [f]

E-Lh Selection Pane Sh"

o

In Line with Text
Square

1

t

Through

Tap and Bottom
Behind Text

In Front of Text

More Layout Options..,

To Format Pictures
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3. Click the Wrap Text command in the Arrange group.

4. Select the desired menu option. The text will adjust based on the option you
have selected.

5. Move the image around to see how the text wraps for each setting.

If you can't get your text to wrap the way you wish, click the Wrap Text command
and select More Layout Options from the menu. You can make more precise

changes in the Advanced Layout dialog box that appears.

[

[ picture Border =
il - < picture Effects -

To Use a Pre-Defined Text Wrapping

Setting: =| 5 picture Layout =
1. Click the Position command, to
the left of the Wrap
Text command. A  drop-down

menu will appear.
From the drop-down menu, select
the desired image position.

The image will move to the position that you
have selected, and it will automatically have
text wrapping applied to it.

Position| Wraj

“ | In Line with Text

With Text Wrapping

5k Bring Forward

end Backw
P
Text~ Hy Selection Pane

crop

kward

S

Position in Middle Left with Square Text Wrapping

More Layout

&

[a
Ll

it Options..

Once you've added pictures to your documents, you can format them in various ways. The picture tools in Word 2010 make it easy to
incorporate images into your documents and modify those images in interesting ways.

To Crop an Image:

Select an image. The Format tab will appear.
Click the Crop command. The black cropping handles

Click and drag a handle to crop an image.

1.
2. Select the Format tab.
3
appear.
4.
5.

Corner handles will allow you to simultaneously crop the image

horizontally and vertically.

Click the Crop command to deselect the crop tool.

To Crop an Image to a Shape:

P “‘L Crop
Rectangles 4||Ip cropto shape »
DDDODDDD Aspect Ratio ¢
O sy 6 9 9@ |F
LO0OrL/ooaen (¥
OOAOEV G D[] |

To Add a Border to a Picture:

Select the picture.

PoNPE

Select the Format tab.
Click the Picture Border command. A drop-down menu will appear.
From the drop-down menu, you can select a color, weight (thickness), and whether or not the line is dashed.

Visit us at: www.sarvaindia.com

A

/' single-handedly responsible for organd
| the corporate spelling bee and
Mathematics Quiz Bowl, which challef
local companies to complete against
Cityville High students in two fundrai
events. Additionally, she served as Ma
L rtment head for the last three yed)

Drag black handles
to crop image

Mary Jenkins Named Teacher of the Year

organizing the corporate spelling bee
and Mathematics Quiz Bowl, which
challenges local companies to
complete against Cityville High
studentsin two fundraising events.
Additionally, she served as Math
Department head for the last three
years. Thank you to Ms. Jenkins for
her dedication and congratulations for
anaward well earned!

1. Select the image. The Format tab will appear.
2. Select the Format tab.
3. Click the Crop drop-down
arrow  (below the Crop
command). A drop-down | s
menu will appear. Lo e
4. Select a shape from the | et
drop-down menu. et e
. ) sl toleleeemtie
5. The image will take the

shape that you have selected.

You may want to crop the image to the desired size before cropping it to a shape.
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To Make Image Corrections:

Select the image. The Format tab will appear.

Click the Format tab.

Click the Corrections command. A drop-down menu will appear.

To sharpen or soften the image, hover over the Sharpen and Soften presets. You'll see a live preview of the preset in the
document.

When you've found a preset you like, click on it to select it.

pPONME

Click the Corrections command again.
Hover over the Brightness and Contrast presets to see a live preview.
When you've found one you like, click on it to select it.

oNo O

You can also select Picture Corrections Options from the drop-down menu to refine the settings.
To Adjust the Color in an Image:

Select the image. The Format tab will appear.

Click the Format tab.

Click the Color command. A drop-down menu will appear.

From the drop-down menu, you can choose a preset from each of the three categories:

el N S

e Color Saturation: Controls how vivid the colors are in the image.

. Color Tone: Controls the "temperature" of the color, from cool to warm.

e Recolor: Controls the overall color of the image. Use this option to make the image black and white, grayscale, or
to colorize it with a different color.

You can also select Picture Color Options from the drop-down menu to refine the settings.

To Apply an Artistic Effect:

Select the picture. The Format tab will appear.

Click the Format tab.

Click the Artistic Effects command. A drop-down menu will appear.
Hover over the different presets to see a Live Preview of each one.

When you've found a preset you like, click on it to select it.

o g pODME

To adjust the settings for the effect, click Artistic Effects again and select Artistic Effect Options.
Many Clip Art images do not allow you apply artistic effects. Generally speaking, the ones that look hand-drawn or painted
do not work, while photographs do.

To Apply a Picture Style:

Rev Vi Format ‘ - — 1. Select the picture.
o Eliew i T The Format tab will appear.

: . 2. Select the Format tab.
FI FR R zpldureamder E 3. Click the More drop-down arrow
‘ d d v | Picture Effecs = to display all the picture styles.
< B piture Layout - Position ‘%"'“;:F' 4. Hover over a picture style to
ha E display a live preview of the style
Picture Styles F in the document.
RN T 5. Select the desired style.

6. To refine the picture style, click
the Picture Effects command to
see the Effects drop-down menu.

Choose an overall visual style for
the picture,

Compressing Pictures

You'll need to monitor the file size of your documents that include pictures, especially if you send them via email. Large, high-
resolution pictures can quickly cause your document to become too large, which may make it difficult or impossible to attach to an
email. In addition, cropped areas of pictures are saved with the document by default, which can add to the file size. Word can reduce
the file size by compressing pictures, lowering their resolution, and deleting cropped areas.
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To Compress a Picture:

lome  Insert  Pagelayout  References

Mailings

i Comections

:

Compress pictures in the document
to reduce ts size,

Fi (powem | [ I
yoo 8 o o od o
(4 Atictc EFects * 4+
et Pid
Compress Fictures 1

About Background Removal

With Background Removal, Word uses special algorithms to determine which parts of the image
are the background and then removes those areas from the image. This can give your images a

wn P

Select the picture. The Format tab will app
Select the Format tab.

Click the Compress Pictures command
in the Adjust group. A dialog box appears.

Place a checkmark next to Delete
cropped areas of pictures. You can also
choose whether to apply the settings
tothis picture only or to all pictures in
the document.

Choose aTarget output. If you are
emailing your document, you may want to
select Email, which produces the smallest
file size.

Click OK.

cleaner appearance, and if you're printing your document, it can also save ink.

To Remove the Background From an Image:

Click the Format tab.

el N S

Click on the image. The Format tab will appear.

Click the Remove Background command.
Word will try to guess which part of the image is the background, and it will mark that area

ear.

-29 -

with a magenta fill. It will also place a box around the image with selection handles.

Mark Area, [Mark Areas

Compress Pictures

Compression options:

Apply only to this picture

Delete cropped areas of pictures

Target output:

@) Print (220 ppi): excelent quality on most printers and sareens

() Sereen (150 ppi): good for Web pages and projectors

) Use document resolution

N
|
i
|
() E-mail (96 ppi): minimize document size for sharing I
l
I
L

¥

Remove

Background | Artistic Effects ~ ¥ -

ix Corrections =

%Colorv

A
L]

Adjust

picture.

Remowve Background L

Automatically remove unwanted ||
portions of the picture,

If needed, use marks to indicate
areas to keep or remove from the

0 Press F1 for more help.

the

Background Removal

[

to Remove

Tre—
View

Delete | Discard All _Keep
ark | Changes Changes
Close

—
Format

g

Drag the selection handles until all of

foreground is inside the box. After you

do this, Word may re-adjust the I
background. @
At this point, you may need to help |
Word decide which parts of the image |2

are foreground and which parts are

backgrounds. You can do this by

using the Mark Areas to

Keep and Mark Areas to

Remove commands:

O If Word has marked part of the
foreground magenta, click Mark
Areas to Keep and draw a line in
that region of the image.

O If part of the background has not
been marked with magenta,

2

click Mark Areas to Remove and
draw a line in that region of the image.

After you add your marks, Word will readjust the image.

When you're satisfied with the image, click Keep Changes. All of the magenta areas will
be removed from the image.

9. You can adjust the image at any time by clicking the Remove Background command

again.

As with artistic effects, Background Removal will not work with some Clip Art images.
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Lesson: 8

Working with Style, Themes, Header & Footer

Styles and themes are powerful tools in Word that can help you easily create professional looking documents. A style is a predefined
combination of font style, color, and size of text that can be applied to selected text. A theme is a set of formatting choices that can be
applied to an entire document and includes theme colors, fonts, and effects.

To Select a Style:

Select the text that you want to format.

2. Inthe Style group on the Home tab, hover over each style
to see a live preview in the document. Click the More drop-

down arrow to see additional styles.

3. Select the style you desire. Now the selected text 4 1 51§ -

appears formatted in the style.

Apply a Style Set:

THormal  TMNo Spaci.

Distinctive
Elegant
Fangy
Formal
Manuscript

Modern

AaBbCcDt AaBbCcDc AaBan AaBbCc |,
Headmg].

Default (Black and White)

Chang
Styles

Style Set

Heading 2

Colars

Fonts

UEnE

Set as Default

.% Find =
3¢ Replace

lg Select -

3

Paragraph Spacing »

To Modify a Style:

St!"lesf‘1
ENEEEE EARNRRRN EREY:

AzBbccDdt  AzBbcendt | AABBC| AABBC |
TNormal 7 No Spaci.. | Hea

Update Heading 1 to Match Selection

Modify...
salQAu (Mo Data)

Repame...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

% &4 Find ~

- Replace

To Create a New Style:

&4 Find - 1
AABBC AABBC % b Reptace
Headingl Heading2 |_ C;‘y?;‘igj I3 select = 2
Styles ] Editing
AT | Styles v
T — |- 3.
W
Click to open the -
Styles task pane 1a 4
— Ia
Heading 3 hucc]

Themes

What is a Theme?

Click the arrow in the bottom-right corner of the Styles group.

pane.
Select the New Style button at the bottom. A
dialog box will appear.  ioca
Enter a name for the style, and set the text
formatting the way you want.

Click OK, and the new style will appear in the
task pane. [

— o

34 Find -
AaBbCcDe | AaBbCeDe AaBbCi AaBbCc % a
“ac Replace
THormal | TMo Spaci.. Headingl Heading2 |= Change
Styles» | Wi Select -
Styles [F] Editing

More

Format titles, quotes, and other
text using this gallery of styles.

Style Sets include a combination of title, heading, and paragraph styles. Style sets
allow you toformat all the elements of

your documentat once, rather than ADW 1
formatting your title and headings DVVORKS, INC.
separately. St Teun Vo R

1. Click the Change -
Styles command on the Ribbon. A
drop-down menu will appear.

2. From the drop-down menu,
select Style Set.

3. Select the Style Set you desire and the change will be reflected in the
entire document.

Locate the style you wish to change in the Styles group.
Right-click the style. A drop-down menu will appear.

Click Modify and the Modify Style dialog box appears.
Make the desired changes to the formatting. If you want, you can also
change the name of the style.

AW NE

5. Click OK to apply the modifications to the style.

This opens the Styles task

T T T I

Subtle Reference

—
2l

Options. ..

A theme is a set of colors, fonts and effects that applies to the entire document to give it a consistent, professional look.
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You've already been using a theme, even if you didn't know it: the default Office theme. Every
theme, including the Office theme, has its own theme elements:

e Theme Colors (available from every Color menu) .
e Theme Fonts (available from the Font menu)
e Shape Styles (available in the Format tab when you click on a shape) ADW ORKS, INC.

Why Should You Use Theme Elements?

If you're using theme elements, you'll probably find that your document looks pretty good and all
of the colors work well together, which means you don't have to spend as much time tweaking
the document. But there's another great reason to use theme elements: When you switch to a different theme, all of those elements
will update to reflect the new theme. You can drastically change the look of the document in a couple of clicks, and it will usually still
look good.

Remember, the colors and fonts will only update if you're using Theme Fonts or Theme Colors. If you choose one of the Standard
Colors or any of the Fonts that are not Theme Fonts, then your text will not change when you change the theme. That can be useful
if you're creating a logo or title that always needs to look the same.

If you're using built-in styles, you may notice that the fonts for those styles change when you select a different theme. That's because
all of the built-in styles are based on the Theme Fonts. If you don't want the styles to change, you'll need to create custom styles.

To Change the Theme:

H Insert F Layout Refi
1. Select the Page Layout tab. ﬁ = e 7 ay:j =
2. Click the Themes command. A drop-down menu will appear. EI 5 Orientation ~ = Breaks ~
3. Hover the mouse over a theme to see a live preview of it. et Size - #3 Line Number
== - a- i
4. Select the desired theme. v == Columns T b fyphenstion
N
L N
Customizing a Theme Aa I‘ Aa 1] Aa 1
Suppose you really like the fonts from one theme, but you'd like to experiment with — o === —
. . i . Adjacency Angles Apex =
different color schemes. That's not a problem: you can mix and match —
the colors, fonts, and effects from different themes to create a unique look for Ad Aa ; Aa
your document. If it still doesn't look exactly right, you can customize the Theme — —_— —
Colors and Theme Fonts. Apothecary  Aspect Black Tie

To Change the Theme Colors:

1. From the Page Layout tab, click the Theme Colors command. A drop-down menu will appear.

2. Hover the mouse over the different sets of Theme Colors to see a live preview.

3. Select the set of Theme Colors you desire, or select Create New Theme Colors to customize each color individually.
When setting Theme Colors, try to find a part of your document that uses several colors, so that you get the best idea of what the
color scheme looks like.

To Change the Theme Fonts:
1. From the Page Layout tab, click the Theme Fonts command. A drop-down menu will appear.
2. Hover the mouse over the different sets of Theme Fonts to see a live preview.
3. Select the set of Theme Fonts you desire, or select Create New Theme Fonts to customize each font individually.

To Change the Theme Effects:
1. From the Page Layout tab, click the Theme Effects command. A drop-down menu will appear.
2. Hover the mouse over the different sets of Theme Effects to see a live preview.
3. Select the set of Theme Effects you desire.
Some themes can add aPicture Fill to shapes, depending on which Shape Styles are used. For example, the
Paper theme can add a paper-like texture to shapes. Try exploring some of the different Shape Styles after changing the
theme.

To Save Your Theme:

Once you've found settings that you like, you may want to save the theme so that you can use it in other documents.
1. From the Page Layout tab, click the Themes command. A drop-down menu will appear.
2. Select Save Current Theme.
3. Type afile name for your theme and the click Save.
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Headers and Footers

You can make your document look professional and polished by utilizing the header
and footer sections. The header is a section of the document that appears in the top
margin, while the footer is a section of the document that appears in the bottom
margin. Headers and footers generally contain information such as page number, |1

date, document name, etc.
To Insert a Header or Footer:

1. Selectthe Insert tab.

2. Click either the Header or Footer command. A drop-down menu will

appear.

3. From the drop-down menu, select Blank to insert a blank header or footer,
or choose one of the built-in options.
4. The Design tab will appear on the Ribbon, and the header or footer will

appear in the document.

5. Type the desired information into the header or footer.

-32-

E'j S
= =

Header| Footer

| stacks

:ﬁ — 4 [ Signature Lin

£ - [} Date & Time
Ted  Quick WordArt Drop

Mumber~ | Box~ Partsr Cap - " Object -

| [«

[Ty e loiment titke]

Transcend| '€
Title and date inside colored tiles

Transcend (Odd Page)

i : Title

w AdWorks, Inc. Sales Team Report' I

Header

[l i m &

Remove Header

More Headers from Office.com

Edit Header

4

-

6. When you're finished, click Close Header and Footer in the Design tab, or hit the Esc key.

After you close the header or footer, it will still be visible, but it will be locked. To edit it again, just double-click anywhere on
the header or footer, and it will become unlocked

To Insert the Date or Time into a Header or Footer:

-t Pagelayout  References 1
= == ElE= j' 2
= |Bal BR .
Date | Quick Picture Clip Goto 3.

& Time | Parts - Art | Heade
Insert 4.

Insert Date and Time

Insert the current date or time into 5
the current document. -

To Remove Content Controls:

By default, some of the built-in headers and footers have snippets of text that are called Content
Controls. Content Controls can contain information such as the document title or company name,
and they allow you to enter that information into a form field.

[Type the document title]

Form fields .
—

: Company| i
[Type the company name] J

=

Other Header and Footer Options

However, you'll often just want to type a "normal”

header, without any Content Controls. To do this,

you'll need to remove any Content Control fields

from the header or footer.

1. With the header or footer section active, right-
click the Content Control field you wish to
remove. A drop-down menu will appear.

Double-click anywhere on the header or footer to unlock it. The Design tab will appear.
From the Design tab, click the Date & Time command.
Select a date format in the dialog box that appears.

Place a checkmark in the Update Automatically box if you would like it to always reflect the
current date. Otherwise, it will not change when the document is opened at a later date.
Click OK. The date/time now appears in the document.

Calibri (Body)
=B 4 =EW-A- B
i S—

[Tyne tha camnanu namal |1
[Ty & Cut
Ea Copy
[{% Paste Options:
A

Rgﬁove Content Control

Insert »

Delete Cells...

- NN EE

4

2. Click Remove Content Control. The Content Control field will disappear.

There are many other header and footer options that you can use to design these sections of your document. You can review the
Header and Footer Tools Design tab, to view and explore the design options.

To Add Page Numbers to an Existing Header or Footer:

1. Select the header or footer. The Design tab will appear.
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2. Place the insertion point where you want the page number to be. You can place it anywhere except inside a Content
Control field.

3.  From the Design tab, select the Page Number command.

4. Click Current Position and select the desired style. The page number will appear in the document.

! ! Header & Footer Tooks,
Home Ingert Pape Layout Rederences Mallings Rewiew View Design f=

o ] B N - £ ] kg | _'f‘. Preveaus | Defterent Furst Page J- Header from Top: 0.5 . e
[ Lisl) -+ E HE] | N *
= - | - o . o ' Het Difterent Odd & Even Pages [ Footer from Bottom: 0.5° =
Header Fooler  Page Date  Quick Acture  Clip to Goto Close Meader

Humber= & Time Pars - At Footer © ¥ Show Document Text 4] Insent Alignment Tab and Footer

Hesder & Footer Bndeid Hyvgatian Dplions Pogiticn Clote

If you've already typed information into your header or footer, it's important to place the page number at the Current
Position to avoid losing anything. If you select a page number from Top of Page or Bottom of Page, it will delete anything
that you have already added to the header or footer.

To Insert Page Numbers into a New Header or Footer:

1. From the Insert tab, click Page Number. A drop-down menu will appear.
2. Select the desired page number style and it will appear in your document.

To Hide the Page Number on the First Page:

In some documents, you may not want the first page to show the page number. You can hide the first page number without
affecting the rest of the pages.

1. Select the header or footer that contains the page number.
2. From the Design tab, place a checkmark next to Different First Page. The header and footer will disappear from the first
page. If you want, you can type something new in the header or footer, and it will only affect the first page.

If you're unable to select Different First Page, it may be because an object within the header or footer is selected. Click in
an empty area within the header or footer to make sure nothing is selected.

To Format the Page Numbers:

Select the header or footer that contains the page number.

From the Design tab, select the Page Number command.

Click Format Page Numbers.

From the dialog box, Select the desired Number format.

Next to Start at, enter the number that you want the page numbers to start with.

agpwNE

If you've created a page number in the side margin, it's still considered part of the header or footer. You won't be able to
select the page number unless the header or footer is selected.
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Lesson: 9

Working with Tables, SmartArt Graphics & Templates

Working with Tables

Atable is a grid of cells arranged in rows and columns. Tables can be customized and
are useful for various tasks such as presenting text information and numerical data.

To Insert a Blank Table:

1. Place your insertion point in the document where you want the table to appear.

2. Select the Insert tab.

3. Click the Table command.

4. Hover your mouse over the diagram squares to select the number
of columns and rows in the table.

5. Click your mouse, and the table appears in the document.

6. You can now place the insertion point anywhere in the table to add text.

To Convert Existing Text to a Table:

-34 -

Insert Page Layout References Mailings
0| bl 58 @ = gl w-
Table || Picture Clip Shapes SmartArt Chart Secreenshot
- Art & =
4x3 Table ions

I |

o o
[] I o
] I
] o
] I B
Ed  Insert Table...
e Draw Table
ES Excel Spreadsheet
[ QuickTables >

Convert Text to Table M

Insert | Pagelayout  References  Mailings  Review  View| 1. Select the text yOU wish to convert. o
HE [ T @ Hyperiink TiEsEs
TE; LE‘ & Ejj f’ﬁm ﬂ B+ gesnn| 2. Select the Insert tab. e | .
> at - | B 3. Click the Table command. T 5
| Insert Table fons inks .
S ek 4. Select Convert Text to Table from the menu. A dialog || auwritbehavior
ithly Revenue box will appear. © Fixed column width: | Auto =
tesperson 5. Choose one of the options in the Separate text © Autofit o contents
I at: section. This is how Word knows what text to put in T
EEE 2 : d
1. 510,252 525,560 513,745 ea_Ch COIl‘Imn' ) Separate text at
B poi e, |y zwaeen o 6. Click OK. The text appears in a table. © Paragrephs © Comas
& orawTsole B Salesperson Print v Web Jabs: © Other: |-
= ConvertText to Table... 5 513578 56,789 510,239 Jim M. 510,252 525,560 513,745
@ Exc¥¥spreadsheet Beth W. 55,550 513,470 527,800 oK Cancel
[ QuickIables » LuizD. 58,547 517,555 58,507 -
Alice 5. 513,578 56,789 510,239 -

To Add a Row Above an Existing Row:

Calibri (Body) = 11+ A" A7
— - . . . . =ad7. A .
: Print il Web 1. Place the insertion point in a |BI=% Almw
Jim $10,252 $25 56D $13,745 row below the location where | ———
Beth W 55,550 $13.470 517,800 ish to add & cut
LuizD 58,547 Fi7,855 58,907 you wish to add a row. B3 copy
i . . Paste Options:
Aligs 5. $13,578 — 36,789 510,29 2. Right-click the mouse. A B Pasteoptons
menu appears. 2
nsertion point Insert b | Insert Columns to the Left
3. Select Insert - Insert Rows Delete Cels... @ Insert Columns to the Right
Above. Select v ¢ Iﬂ,mebm
4. A new row appears above the insertion point. ot cels.. B insert s Betow
[0 Borders and Shading.. | 5= Insert Cells..
Salesperson Print ™ Web
Jim M. 510,252 525,560 §13,745 You can also add
Beth W 55,550 513470 527,500 rows below the insertion point. Follow the same steps, but select
LuizD. 58,547 517,555 58,907 Insert Rows Below from the menu.
Alice 5. 513,578 56,789 510,239

To Add a Column:

1. Placetheinsertion point in a column adjacent to the location you wish the new column to appear.

2. Right-click the mouse. A menu will appear.

3. Select Insert - Insert Columns to the Left or Insert Columns to the Right. A new column appears.
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To Delete a Row or Column:

Select the row or column.

Right-click your mouse. A menu will appear.

Select Delete Cells.

Select Delete entire row or Delete entire column and click OK.

pPONPE

To Apply a Table Style:

= - = ]
References Mailings Review View Design Layout

1. Click anywhere on the table. The Design tab
will appear on the Ribbon.

& shading ~

! E E E E E E - | £ Borders|~ Y pt -
2. Select the Designtab and locate the Table ||EE==3 ===== ===-- ====- =--°° Z=-2°° = 2 pen Color *
StyleS. Table Styles h Draw Bordd
3. Click the More drop-down arrow to see all of | st o m 2 3B s B more
AR
the table styles. Choose a visual style for the table.

4. Hover the mouse over the various styles to see
a live preview.

525,560 513,745

5. Select the desired style. The table style will appear in the ii?jﬁ? ié,’;iﬁ”
56,789 510,239

document.
To Change the Table Style Options:

Once you've chosen a table style, you can turn various options on or off to change the appearance of the table. There are six
options: Header Row, Total Row, Banded Rows, First Column, Last Column, and Banded Columns.

1. Click anywhere on the table. The Design tab will appear.
2. From the Design tab, check or uncheck the desired options in the Table Style Options group.

Home Insert Page Layout References Mailings Review View Design Depending on Wthh Table Sty|e you're USing

)
Header Row First Column certain Table Style Options may have a somewhat
[ rotatrow [ Last Column different effect. You may need to experiment to get the

EBanded Rows |:| Banded Columns = exact |ook you want.
Table Style Options Table Styles

To Add Borders to a Table:

= — |
Design Layout

[ Design [ you 1. Highlight the cells you wish to add a P ——
— . Oyshading - | | — ﬂ border to. - |[@ Borders]+| | 3pt=— -
v [HBorgers~ || 3pt=—=~ 2. From the Design tab, select the Bottom Border
_ 2 Draw  Eraser desired Li I . igh =
v o Pen Color~  [1apie esired Line Style, Line Weight, Top Border b
Draw Borders ] and Pen Color.
+ Left Border
. | Right Bord
3. Click the Borders drop-down arrow. & Pt
Sl Print ™ Web No Bord
4. From the drop-down menu, select the T Er) ] T Ha Border
desired border type. BethW. $5,550 513470 527,800 Al Borders
5. The border will be added to the selected cells. LD, BYT 15 ETo] Oﬁzwde Borders
Hica 5. §13,578 56,789 510,239 4 Infide Borders

Modifying a Table Using the Layout Tab

When you select a table in Word 2010, Design and Layout tabs appear under Table Tools on the ribbon. Using commands on
the Layout tab, you can make a variety of modifications to the table.

SmartArt Graphics

SmartArt allows you to visually communicate information rather than simply using text. lllustrations can really enhance your document,
and SmartArt makes using graphics especially easy. You will learn how to insert a SmartArt graphic, modify the color and effects, and
change the organization of the graphic.

To Insert a SmartArt Illustration:
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1. Place the insertion point in the document where you want the graphic

to appear- Choose 2 SmartArt Graphic M
-Inxert Page L;ynut_- Refersnces  Mailings  Review  View 2 SeleCt the Insert tab Ba ; -
T Ci A | B 3. Select the SmartArt command = o ,gim a1 l _ ‘
o yperiini ) . . & ge o
D M BE @ % ii i eI = in the lllustrations group. A @ pocess _ = : —.
Table | Ficure Clip Shapes Smathet Chart Sereenshot Scosa Header dialog box appears. f\‘:‘ S &3 \Eﬁ,—:]ij - H & | = l =
- At - £ i Toss-reference - | {Hierar
Tables Nustrations Links He 4 SeIeCt a Category on the Ieft Of & ooty £; = ) ——a ——
. . & reatonsip - I= .’.g i B H - i -
C T et Smartt rphic the dialog box _and review the & ratin = = ea J
SmartArt graphics that appear & b oo —
Insert a SmartArt graphic to visually . o a =] —_— Hierarchy
communicate information. in the center. [l Pichre -:= 5 —_— Use to b Herarchica relabonehios
UJ . Q ity et 5. Select the desired SmartArt @ oficeaon PO KOAIp bk
graphical fists and process graphic and C”Ck OK
L €| diagrams to more complex X . X
@.e S i Y e To see more details about a graphic,
and organization cnas. . .
’ click on any image, and a larger o (e
preview of the graphic with additional
@ PessFtormore e, text details will appear on the right side of the dialog box.

To Add Text to a SmartArt Graphic:

1. Select the graphic. A border will appear around it with an arrow on the left
side.

[TeXt] 2. Click the arrow on the left side of the graphic to open the task pane.
3. Enter text next to each bullet in the task pane. The information will appear in
the graphic, and will resize to fit inside the shape.
[Text] [Text] 4. To add a new shape, press Enter. A new bullet will appear in the task pane,

and a new shape will appear in the graphic.
You can also add text by clicking on the desired shape and then typing your text. This
[Text] [Text] [Text] works well if you only need to add text to a few shapes. However, for more complex
SmartArt graphics, working in the task pane is often faster.
You can change the layout of a SmartArt graphic even after you've added text. However,
if the new layout is very different from the old one, some of your text may not show up. Experiment with different layouts to
see how they display your text differently.

To Add a Shape to a Graphlc I“ Home Insert Page Layout References Mailings Review View | Design
. . _- 4 Promote 4 Move Up ) NI
1. Select the graphic. The Design and Format tabs appear on the e buoeonn | A o ]| #e® | 0
4 Sl ST
Ribbon. 7] Add .& Refare  bleft 2 lavout - LTI 5| | Change E
2. Select the Design tab. 18 Ada sy Add ShapeAfter Losguts
. . . [c Addsn Addashape after the selected [ SO N S N T
3. Click the Add Shape command in the Graphics group. shape. ‘ ‘ : ‘ e

4. Decide where you want the new shape to appear and select
one of the shapes nearby the desired location.

5. Select Add Shape Before or Add Shape After. If we wanted to :
add a superior or a subordinate, we could select the Add -
Shape Above or Add Shape Below options. : |

New shape will appear
to the right of the
selected shape

You can change the layout of a SmartArt graphic even after you've added

text. However, if the new layout is very different from the old one, some || )

of your text may not show up. Experiment with different layouts to see ||
how they display your text differently. -

Bob Roberts,
SalesChief

Beth, Elllal?eth,
Design

Salesperson I Gt

To Move Shapes Using the Promote or Demote Commands:

Select the graphic. The Design and Format tabs appear on the Ribbon.
Select the Design tab.

Select the shape you would like to move.

Click the Promote or Demote commands in the Create Graphic group.
The shape will move up one level.

arowpnPE

You can also demote and promote shapes from within the task pane. With the insertion point in the task pane, press the Tab key to
demote a shape. Press the Backspace key (or Shift-Tab) to promote a shape. It's a lot like creating an outline with a multilevel list.
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To Change the SmartArt Style:

[~

1. Select the graphic. The Design and Format tabs appear on the
Ribbon.

2. Click the Design tab.

3. In the SmartArt Styles group, click the More drop-down arrow to
view all of the styles.

4. Hover the mouse over each style to see a live preview.

J Design | Format |

00 0
25 &

Colors

l i l:ll:l — | Reset
h Graphic
SmartArt Styles Reset

T IR TR Y [T

Select the desired style.
Choose an overall visual style for
the SmartArt graphic.

To Change the Color Scheme:

Word provides a variety of color schemes to use with SmartArt. The color schemes use Theme Colors, so they will vary
depending on which Theme you are using.

Select the graphic. The Design and Format tabs appear on the Ribbon.

Select the Design tab.

Click the Change Colors command. A drop-down menu appears showing various color schemes.

Select the desired color scheme.

pPODPE

If you want to change the appearance of asingle shape within the SmartArt graphic, select the shape and click
the Format tab. You can then modify the Shape Style, color, effects or other settings for that shape.

Using a Template

A template is a pre-designed document that you can use to create documents quickly without having to think about formatting. With a
template, many of the big document design decisions such as margin size, font style and size, and spacing are predetermined. You
will learn how to create a new document with a template and insert text into it.

To Insert a Template:
Click the File tab to go to Backstage view.
Select New. The New Document pane appears.

1
2
3. Click Sample templates to choose a built-in template, or select an Office.com template category to download a template.
4. Select the desired template and click Create. A new document will appear using the template you have selected.

|n Home Insert  Page Layout

Visit us at: www.sarvaindia.com

References  Mallings  Review  View sample templates
o s — — 2
Available Templates - : e
Choose a Sample [ | N N E——
lemplate oran Median Letter Median Merge Fax
Office.com template ,
Recent Blank Blog st Recent emplates  Newfrom . e |
document & templates wisting s -
|m Office.com Templates Search Office.com for templates ]
= u - =
| P “I __J .
| I H —
- == = — Iledian Report Median Resurme
or Agendas Award Brochures Budgets Business Calendars @ Document
Elp certificates cards
) Template
j Options y L '_
Qe (il :[Q;g, | | @ 1A )
y j =i . =i L
Designshides  Diagrams  Envelopes Expense Faxes Flyers s
= >
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To Insert Text into a Template:

Templates include placeholder text that is surrounded by brackets. To personalize your document, you'll need to replace the
placeholder text with your own text.

Some templates simply use regular text as the placeholder text, rather than the "traditional" placeholder text with brackets. In those
cases, just delete the text and type in your own text.

1. Click on the text you want to replace. The text will appear highlighted and a template tag will appear.

Bill Hansen

|{ [Type your address] l *—

[Type your phone number]
[Type your e-mail address]
[Type your website address]

2. Enter some text. It will replace the placeholder text.

For some fields, there is a drop-down arrow that you can use to select the information, rather than typing it. For example,
a date field will show a calendar so that you can choose the date more easily.

To Change Prefilled Information:

In some templates, your name or initials will be automatically added. This is known as Prefilled information. If your name or initials
are incorrect, you'll need to change them in Word Options.

1. Click the File tab to go to Backstage view.
2. Click the Options button. The Word Options dialog box appears.
3. Enter the user name and/or initials in the General section, then click OK.

-
Word Options m
General = . . .
€l General options for working with Word.
Display
Procfing User Interface options
Save Show Mini Toolbar on selection (i)

Enable Live Preview (i)

Color scheme: Silver

ScreenTip style: | Show feature descriptions in ScreenTips EI

Language

Advanced

Customize Ribbon
Personalize your copy of Microsoft Office

Quick Access Toolbar

User name: |Bi|l Hansen

Add-Ins
Initials:

Trust Center

Start up options

Open e-mail attachments in Full Screen Reading view ()

T [ ST

If you are using a public computer, such as one at a library, you may not want to change these settings.
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Lesson: 10

Mail Merge

Mail merge is a useful tool that will allow you to easily produce multiple letters, labels, envelopes, name tags and more using
information stored in a list, database, or spreadsheet. You will learn how to use the mail merge wizard to create a data source and a
form letter, and explore other wizard features.

When you are performing a Mail Merge, you will need a Word document (you can T TR e W) Mailings
start with an existing one or create a new one), and a recipient list, which is typically =
an Excel workbook. D
Select Edit Highlight A
. . Recipients ~ Recipient List | Merge Fields El
To Use Mail Merge: ' Letters
1. Open an existing Word document, or create a new one. (=4 E-mail Messages ;
2. Click the Mailings tab. = Envelopes..
3. Click the Start Mail Merge command. = labels..
4. Select Step by Step Mail Merge Wizard. = Directory
@ MNormal Word Document
The Mail Merge task pane appears and will guide you through the six main steps to = - -
. . . @ Step by Step Mail Merge Wizard...
complete a mail merge. The following is an example of how to create a form letter and
merge the letter with a recipient list. ]

Step 1: Step 2:
1. Choose the type of document you wish to create. In this 1. Select Use the current document.
example, select Letters. Mail Merge - x
SN ooy = Select starting document

Select document type

What type of document are you
working on?

Letters
E-mail messages

Envelopes
) Labels
) Directory
Letters
Send letters to a group of
people. You can personalize the
letter that each person receives.
Click Next to continue.
Step1of6

@ Mext: Starting document

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

How do you want to set up your
letters?

(@) Use the current document
(¥start from a template
(©) Start from existing document.

Use the current document
Start from the document shown
here and use the Mail Merge
wizard to add redpient
information.

Step 2of 6

@ Next: Select recipients

4 Previous: Select document type

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

Step 3:

Now you'll need an address list so that Word can
automatically place each address into the document. The list
can be in an existing file, such as an Excel workbook, or you
cantype a new address list from within the Mail Merge
Wizard.

1. From the Mail Merge task pane, select Use an existing
list and then click Browse.

2. Locate your file in the dialog box (you may have to
navigate to a different folder) and click Open.

(W] Select Data Source ===
@Qv| . » Libraries » Documents » Letters ~ [ 41 [ Searc )
Organize « New folder =~ [ @
Documents libral :

Yt Favorites . y Arrange by:  Folder =
5 Uibraries Name - Date modified Type
*| Documents (=0} M&m List 8/3/2010 457 PM __ Microsoft
@ Music -
) Pictures Type: Microsoft Office Excel Worksheet
Size: 101 KB
B videos Date modified: 8/3/2010 457 PM

& Homegroup

™ Computer

New Source...

File name: Address List

- All Data Sources -
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3. Ifthe address list is in an Excel workbook, select
the worksheet that contains the list and click OK.

=40 -

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

[ m‘ click OK to close the dialog box.
Select Table
[ Mail Merge Recipients [EE=)
o . Thigis the kst of recipients that wil be used in your merge. Uss the options below to add to or change your list. Use the
Name  Desarnton Modifed Created chedbares to i '-EF redplens from the merge, When your et reay, dk Ot
Data Source o Lasmm,|mum ,|m.‘mm - | Cty ,|State >
8!3,’2010 451170 3 f3f2010 AST{TPN TARLE Address Listadsx | [7 [Albertson  Kathy Ms. 1024 Lakeview Cir _ Peachtree City GA
i o Address Listadsx | [7 Michael Mr. 1123 Main St Wilmington  NC
Sh BYINASEIM B30 4TI THRLE Address st | 7 Villiam M SIOW4hSLAptIZL NewVork NV
‘ Address Listxdsx | [V Eliza Ms. PO Box4551 Reno N
Bt B4R GRMDATIP TIE Address s | 7 On M. P05 Rekigh NG
Address Listadsx | [7 Melissa Ms.  3202Maplewood Ave Richmond VA
Address Listxdsx | [V Shannon Ms. 500 Acmeln, Apt3C Springfield 1L
Address Listxisx | [ Chris Mr. 436 Church 5t Columbia sC
Data Source Refine recipient kst
Address List.dsx | 4] sort..
W Eiter..
%3 End duglcates, ..
(| M ) | 23 Fndrecient..
| (3 vaidate acdresses..,
IV] it o ofdatacotzn coln headers Cane
i o]

5. From the Mail Merge task pane, click Next: Select
recipients to move to Step 4.

Step 4:

open now.
To Insert Recipient Data:

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

postage, or More items from the task pane.

Mail Merge v X

Write your letter

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

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

| Adqress block...
g &
=1
E’E More items...

Insert formatted address

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

Step 4of 6
% Mext: Preview your letters

4 Previous: Select redpients

3. Depending on your selection, a dialog box may
appear with various options. Select the desired
options and click OK.

2. Select Address block, Greeting line, Electronic

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

4. A placeholder appears in your document. For
example: «<Address Block».

~
Insert Address Block M
Specify address elements Preview
/] Insert recipient's name in this format: Here is a preview from your recipient list:
Mr. Josh Randal . . i b M
Mr. Josh Q. Randal Jr,
Mr. Joshua Randal Jr. s, Kathy Aberson
Mr. Joshua Q. Randal Jr.
1024 Lakeview Cir
The Rarcal Fanky Peachtree City, GA
Josh and Cynthia | h
Insert company name
V] Insert postal address:
Correct Problems
. Ifitems in your address block are missing or out of order, use
United States Match Fields to identify the correct address elements from your
. madling list.
| Format address according to the destination countryfregion
Match Fields. .
o J[ cm ]

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

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

For some letters, you'll only need to add an Address
block and Greeting line. Sometimes, however, you
may wish to place recipient data within the body of the
letter to personalize it even further.
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Step 5:

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

each document.

Use arrows to
preview each letter

Ms. Kathy Albertson
1024 Lakeview Cir
Peachtree City, GA

Dear Ms. Albertson,

As youma know, 2010 mark:

grownfro

a tiny startup intg
ve b

The preview allows
you to see how
recipient data will ay

look in each letter.

Mail Merge

\ another letter, dids one of the

unt| Step 50f6

Preview your letters

One of the merged letters is
previewed here. To preview

i) . ag i

Make changes

You can also change your redpient
lit:

Edit recipient list. .
Excude this redpient
When you have finished
previewing your letters, dick Next,
Then you can print the merged

letters or edit individual letters to
add personal comments.

# Next: Complete the merge

4@ Previous: Write your letter

6.

2. Click Next: Complete the merge to move to Step

Step 6:
1.

2.

3.

Click Print to print the letters.

Mail Merge

Complete the merge

Mail Merge is ready to produce
your letters.

To personalize your letters, didk
"Edit Individual Letters.” This will
open a new document with your
merged letters, To make changes
to all the letters, switch badk to
the original document.

Merge

By Prﬁ' t..
m Edmindividual letters. ..

Step 6 of &

@ Previous: Preview your letters

The Merge to Printer dialog box opens. Click All,

and then click OK.
F N
=

Merge to Printer

Print records

urrent record

() From: | |Iu: | |

I 0K I[ Cancel l

The Print dialog box will appear. Adjust the print
settings if needed, and then click OK.
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Lesson: 11

Reviewing & Printing of Documents

Suppose someone asks you to proofread a report for them. If you have a hard copy of the report, you might use a red pen to cross out
sentences, mark misspellings, or add comments in the margins. However, you could also do all of these things in Word using
the Track Changes and Comments features.

When you've finished reviewing the document, the other person can choose to automatically Accept all of your changes, or decide
whether to Accept or Reject each change one-by-one.

About Track Changes

When you turn on the Track Changes option, every | FeWhesithiayConcernDear Mr. Powell:

Change you make to the document shows up as Thank you for taking the time to meet with me last Thursday about the Sales Associate position. I
colored markups. If you delete some text, it won't enjoyed meeting with youand touring the facility. | was very impressed with the layout of the
disappear, but instead will have a visible strike showroom and with the competence of the staff at yexresmpanyQuality Furnishings. I wouldlove
through it. If you add text, it will be underlined. This the chance to work in such a productive and #essupportive atmosphere.

allows another person to see which changes have
been made before making the changes permanent. As we talked about in our meeting, my fanyjyears of sales experience, both in commissioned floor
The color of the markups will vary depending on

who is reviewing the document, so if there are . ) SR REEEE R T T S S S e AT
multiple reviewers, you'll be able to tell at a glance | "tines at Quality Fumishings.

who made each change.

To Turn on Track Changes:

Review | View 1. Click the Review tab.
3 Final: Show Markup 2. Click the Track Changes command. It should now be highlighted in gold to show that it is active.

3 e 3. Any changes you make to
e RE";::::’QPE"E ’ the document will be |gthe facility.] was very impressed with the layout of the

ey RS o shown as colored markups.  |ofthe staff at yeur eempanyQuality Furnishings. I would love

Fhi mF b TeRIeTs 4. Click the Track

CEETNE, 20 e g TR Changes command again to turn it off.
@ Press F1 for more help.

Adding and Deleting Comments

Sometimes, instead of changing something, you may want to make a comment about part of the document. Comments show up in
"balloons" in the right margin and can be read by the original author or by any other reviewers.

To Add a Comment:

References Mailings Review l

Highlight some text or place the insertion point where you want the comment to appear.
From the Review tab, click the New Comment command.
3. Type your comment.

il Delete E ‘;h_‘
# Previous . = B
New Track
Comment ?JNEXt Changes ~ \E
Comments

N

Insert Comment

Add 3 comment about the my knany]years of sales experience, both in commissioned floor J_,,-{(umment [BH1]: How many years?

selecion. 8 " T eemmmmmemmmme oo

risor, would greatly benefit Quality Furnishings. In that time, |

To Delete a Comment:

1. Select the balloon containing the comment you wish to delete.
2.  From the Review tab, click the Delete command.

To Delete All Comments:

1. From the Review tab, click the Delete drop-down arrow.
2. Click Delete All Comments in Document.
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Accepting or Rejecting Changes

Tracked changes are really just "suggested" changes. To become permanent, they have to be Accepted. On the other hand, the
original author may disagree with some of the tracked changes and choose to Reject them.

To Accept or Reject Changes:

1. Select the change you want to accept or reject.

2. From the Review tab, click the Accept or Reject command.
3. If you accepted the change, the markup will disappear, and the text will look "normal."

For some tracked changes, you can "reject" the changes by simply deleting them as if they were normal text. For example, if a
reviewer adds a word to a sentence, you can just delete the word.

To Accept All Changes:

1. From the Review tab, click the Accept drop-down arrow. A drop-down menu will appear.
2. Select Accept All Changes in Document.

To Reject All Changes:

1. From the Review tab, click the Reject drop-down arrow. A drop-down menu will appear.
2. Select Reject All Changes in Document.

Accepting or Rejecting all changes does not affect comments, so if you want to delete them, you'll have to do it separately.

Changing How Markups Appear

If there are a lot of tracked changes in a document, they may become distracting if you're trying to read through the document. There
are a couple of settings that you can use to hide the markups or change how they appear.

To Hide Tracked Changes:

1. From the Review tab, click the Display for Review command. The Display for Review command is located to the right of
the Track Changes command, and it may not be labeled. It will probably say Final: Show Markup.
2. Inthe drop-down menu, there are four options:

Final: Show Markup: Shows the final version along with the markup.

Final: Shows the final version and hides all markups.

Original: Show Markup: Shows the original version along with the markup.
Original: Shows the original version and hides all markups.

3. Choose Final or Original from the drop-down menu to hide the markups.

Setting Display for Review to Final is not the same as accepting all changes. You will still need to Acceptor Reject the changes
before sending out the final version of your document.

To Show Revisions in Balloons:

By default, most revisions show up inline, meaning the text itself is marked. You can choose to show the revisions in balloons,
which moves many of the revisions (such as deletions) to balloons in the right margin. This may make the document easier to read,
as there are fewer inline markups. The balloons also give you more detailed information about some markups.

1. From the Review tab, click Show Markup - Balloons - Show Revisions in Balloons.
2. Some of the revisions will move to the right margin.

To go back toinline markups, you can select either Show All Revisions Inline or Show Only Comments and Formatting in
Balloons.

Comparing Two Documents

If you edit a document without tracking changes, it's still possible to use reviewing features such as Accept andReject. You can do
this by comparing two versions of the document. All you need is the original document and the revised document, and they need to
have different file names.
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To Compare Two Documents:

1. From the Review tab, click the Compare command. A drop-down menu will appear.

2. From the drop-down menu, click Compare.

3. Adialog box will appear. Choose your Original document by clicking on the drop-down arrow and selecting the document
from the list. If your document is not on the list, click the Browse button to browse for the file.

4. Choose the Revised document the same way you chose the Original document and click OK.

At this point, Word compares the two documents to determine which changes were made, and it creates a hew document
that you can save if you want. The changes show up as colored markups, just like the ones that appear when using Track
Changes. You can then use the Accept and Reject commands to finalize the document.

To the right of the new document, there is a pane that displays the Original and Revised documents that you can use for
reference (although you can't edit them). If you don't see the pane on the right, click Compare Show Source Documents
Show Both.

Using the Reviewing Features Safely

If there are any comments or tracked changes in your document, you should remove them before sending it out to anyone you're
not collaborating with. Comments and tracked changes can reveal confidential information that could lead to embarrassment or make

you or yo

ur company appear unprofessional (or worse).

Once you've removed all of the comments and tracked changes, it's a good idea to double-check your document using the Document

Inspecto

r. The Document Inspector can tell you if there is any hidden data in your document that you may need to remove. It looks

for data in many different places—not just comments and tracked changes.

To Use the Document Inspector:

1. Save your document.

2. Click the File tab to go to Backstage view.

3. Select Info on the left side of the page.

4. Click the Check for Issues command. A drop-down menu will appear.

5. Select Inspect Document.

6. Click Inspect.

7. The inspection results will show an exclamation mark for any categories where it found possibly sensitive data, and it will

also have a Remove All button for each of those categories. Click Remove All to remove the data.
8. Close the dialog box when you're done.
9. From Backstage view, click Save to make the changes permanent.
Printing a Document

Once you've completed your document, you may want
toprintit. This lesson covers the tasks in the Print .
pane along with the Quick Print feature. (- T 9
In  previous versions of Word, there was a Print il 3e e 2
Preview option that allowed you to see exactly what the anl W e (7}

document looked like before printing it. You may have
noticed that this feature seems to be gone in Word 2010. It

3 Open
T Pt
L Close

Printer

actually hasn't disappeared; it's just been combined with e g P
the Print window to create the Print pane, which is located . =
in Backstage view. i
Print
-.u z
To View the Print Pane: Save &Send
Help
1. Click the File tab to go to Backstage view. 2 optons
Ed et k4

2. Select Print. The Print pane appears, with the

To Print:

print settings on the left and the Preview on the )| pomt Osematin -
right. G0 <
)L e, E

1. Gotothe Print pane.

2. If you only want to print certain pages, you can
type a range of pages. Otherwise, select Print All
Pages.

ght: 1

)| || 1Pagepersheet -

w (1)
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3. Select the number of copies.

4. Check the Collate box if you are printing multiple copies of a multi-page document.
5. Select a printer from the drop-down list.

6. Click the Print button.

Quick Print

There may be times when you want to print something with a single click, using Quick Print. This feature prints the document using
the default settings and the default printer. In Word 2010, you'll need to add it to the Quick Access Toolbar in order to use it.
Quick Print always prints the whole document, so if you only want to print part of your document you’ll have to use the Print pane.

To Access the Quick Print Button:

1. Click the drop-down arrow on the right side of the Quick Access Toolbar.
2. Select Quick Print if it is not already checked.

Customize Quick Access Toolbar

= ) _ Hew
| £y Open

Paste -
il f B @ Save i

Clipboard & E-mail

Quijck Print =
Pri i i
™ Add to QuickAccessTooIbar—r

SPerrrg—o—ararrrrroe
: w Undo
& Redo

Draw Table

— Open Recent File

Maore Commands...

= Show Below the Ribbon
) k|

3. To print, just click the Quick Print command.

T Fmee 1 = sy
Quick Print (HP Color LaserJet 2800 Series P5) l-
Calibri(Body) ~'11 ~ A A7 | Aa~ | &)

HDmE|

=8 J-g
B

- E fak - b - b
Paste ¥ B J U ~ahe x, 3 | i~ & [:3

P

-

Clipboard = Font Ia
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Unit-Ill MS-Excel 2010

Lesson: 1

Introduction to M.S Excel 2010

Excel is a Microsoft office application. Excel is mainly used for making calculations and mathematical works. Microsoft excel is a
spread sheet application in which nhumber of sheets we can add as per our requirements. In a single sheet, it consists of rows and
columns and cells. Every cell has different address. In excel sum, product, subtraction, division and many mathematical, logical
functions are available with this application. Other features tables, charts, clip art etc. you can find with Excel. It basically used for
payroll, accounts, mathematical and for other business purposes.

Or
Microsoft Excel is a commercial spreadsheet application written and distributed by Microsoft for Microsoft Windows and Mac OS X. It
features calculation, graphing tools, pivot tables and a macro programming language called Visual Basic for Applications.

Or
Microsoft Excel is a spreadsheet application used to create and manage business transactions that deal with accounting. To make
this possible, it can assist you with creating lists of transactions, then using those lists to create charts and other analysis tools.

Or
Excel is a spreadsheet program that allows you to store, organize, and analyze information.

In this lesson, you will learn your way around the Excel 2010 environment, including the new Backstage view, which replaces the
Microsoft Button menu from Excel 2007. We will show you how to use and modify the Ribbon and the Quick Access Toolbar, and how
to create new workbooks and open existing ones.

Basic Features of Excel:-

1 Hyperlink: -We can link one file to another file or page with the use of Excel.

2. Clip art: - In this we can add images and also audio, video clips can be added here.

3 Charts: - With charts, we can clearly shown products evaluation to the clients. For example which product sale is more or
less in this month.

4 Tables: - Tables are created with different fields eg -name, age, address, roll no so we add a table to fill these values.

5. Functions: - MATHEMATICAL: Add, subtract, div, multiply, LOGICAL: average, sum, mod, product.

6. Images and Backgrounds:- In this we add images and backgrounds in sheet.

7 Macros: - Macros are used for recording events for further use.

8. Database: - We can add database from other sources with data feature.

9. Sorting and Filter: - In sorting we can sort our data and also filter our data so that repetitions will be removed.

10. Data Validations: - In data tools there are data validations consolidate etc are used.

11. Grouping: - In this we can use group, ungroup subtotal etc.

12. Page layout: - In this themes, colors, sheets, margins, size, backgrounds, breaks, print, titles, sheets height, width, scaling,
gridness, headings, views, bring to front of font or back alignment etc will be used.

Usages of M.S Excel 2010:

1. Manage data records like name list

The commonly usage of Excel is to manage data records and name lists. You don't have to plan in advance on how the table should
look like, as the preset layout allows you to create the tables on the fly, just fill in the information; the table is developed on the go.
Another more attractive point is that you have the ability to sort the list and filter the listing like a database tool.

2. Used as an analytical tool

Besides the good use on managing data, Excel is a great analytical tool for business. With the pivot table contained within Excel, you
can easily analyses a large number of data, as the pivot table can automatically sort, count, and total the data stored in one table or
spreadsheet and create a second table displaying the summarized data. It has gone through much revision. In each revision, we see
its power being enhanced. In the latest version of Excel 2010, there are many new features added: It added almost six new
calculations, a 'Show Value As' function and some great visual tools.

3. Create forms and consolidate results

You can use Excel to create not only a simple form that contains boxes, but also professional forms which include option buttons that
allow you to select answers, dropdown list to select a particular answer from list of items. Together with charts, you can use Excel to
compile answers to tests or quizzes and analyze the profile of the class (If you are a teacher) or your team (If you are a supervisor).
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4. Corporate Budgeting
A major business application of Excel is in corporate budgeting. Many companies, from big corporations to small companies use
Excel for their budgeting. Despite numerous calls by suppliers of Business Performance Management Systems (BPM) to move away
from Excel as a budgeting tool, 70% to 80% of all corporations still use Excel as their primary budgeting tool.

5. Inventory Management
Excel provides many functions and formulas that will not only help you manage your data records efficiently but will also allow you to
analyze your data based on your constantly changing business environment. Through the use of Microsoft® Excel formulas, you can
create comprehensive drop down boxes to facilitate data inputs and reduce erroneous entries. And through the use of pivot tables,
you could get a good detailed analysis of your stock movement and also your inventory level at any point in time.

6. Finding Profit Breakeven
Finding breakeven is never easy without using Excel. To manually find out the breakeven for a project, you have to perform many
calculations using different numbers as it's inputs. And the calculation becomes even more complex if the components include fixed
cost and step up cost. But with the goal seek function in Excel, this task can be completed in a few seconds.

The Ribbon

The Ribbon contains multiple tabs, each
with several groups of commands. You can
add your own tabs that contain your favorite

commands.

Certain programs, such as Adobe Acrobat
Reader, may install additional tabs to the
ribbon. These tabs are called Add-ins.

To Customize the Ribbon:

You can customize the ribbon by creating

your

commands. Commands are always housed
within a group, and you can create as many groups as you need to keep your tabs

ow

ntabs that house your

S47 -

Home Insert

Calibri

Clipboard % |

desired

Page Layout - Data

Each tab will
have one or
more groups.

i

=
= General >
g -

$ - % v | %80

Mumber =

Click on a tab
to see more
commands.

Some groups will have
an arrow that you can
click for more options.

commands to any of the default tabs, as long as you create a custom group within the tab.

1. Right-click the Ribbon and select customize the Ribbon.
A dialog box will appear.

2. Click New Tab. A new tab created with a new group inside it.

3. Make sure the new group is selected.
Select a command from the list on the left, then click Add. You
can also drag commands directly into a group.

5. When you are done adding commands, click OK.

|&] customize the Ribbon

Choase commands from:
Popular Commands

=

nE]

V=

Vi
£
13

=)
=

ki AN Chart Types... -

E-mail

§ Delete Sheef Columns E
= Delete sh ows
<> Fill Color /

Filter

Select a command
and then click "Add".

Increase Font Size
S*= Insert Cells...
£ Insert Function..

Insert S|
Insert S|
Macros

Merge & Center
Mame Manager -

i

Add > >
<< Remove

g

=

heet Columns
heet Rows

Customize the Ribbon: (0
Main Tabs

Main Tabs
E ] Home

Commands will
be added to the
selected group.

Styles

Cells
& Edgiting
New Group (Custom)

=] [#] New Tab (Custom)

[#] Insert
[7] Page Layaut

B0

You can create new
tabs and groups and
then rename them.

= Ba(kgrmu]d Removal

|[newras | [(ewsrowp ] [ rename.. ||

Customizations: Reset ™ 5]
Import/Export ¥ |
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(= Wrap Text
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Minimize the Ribbon
H 1 ¥ T ~ T -

Add Group to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

b

Customize the Ribbon...

I_*‘S"d

Cell

— p—
. ?\
(=E]

Insert Delete
Styles - - -

Cells

i T ™ o] P

do not see the command you want, click on the Choose
commands drop-down box and select All Commands.

To Minimize and Maximize the Ribbon:

The Ribbon is designed to be
responsive to your current task
and easy to use, but if you find it is
taking up too much of your screen
space, you can minimize it.

1

2.

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

jr “' }:Autnsum',ﬁ}ﬁ
= {
B Fill -
betete Format Sort& Find &
- - 20ear  Fiterr Select
cels Editing
Minimize the Ribbon (Clrl+FI)

Show only the tab names on the
Ribbon.

When the Ribbon is minimized, you can make it reappear by
clicking on a tab. However, the Ribbon will disappear again
when you are not using it.
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The Quick Access Toolbar

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

Home ‘Customize Quick Access Toolbar 3s Dat:
To Add Commands to the Quick Access Toolbar: 'j Caip e
~ 2y~ B QOpen
. X . Paste J o [V save
1. Click the drop-down arrow to the right of the Quick Access Toolbar. N =k '
. Clipboard = E-mail

2. Select the command you wish to add from the drop-down menu. To [==="= o 0y | St

choose from more commands, select more commands. i ; E
A o Add to Qui(kAccessToulbarI,
i x P T

Backstage View *|[V) unde
V| Redo

Backstage view gives you various options for saving, opening a file, printing, or Sort Ascending
sharing your document. It is similar to the Office Button menu from Excel 2007 or
the File menu from earlier versions of Excel. However, instead of just a menu, it is a

full-page view which makes it easier to work with.

Sort Descending
Open Recent File
More Commands...

Show Below the Ribbon

0o <lolnswinle
|

|
b

To Get to Backstage View:

1. Onthe Ribbon, click the File tab.
2. Choose your desired option, or return to your workbook by clicking on any tab on the Ribbon.

To Create a New, Blank Workbook:

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

2.  Select New.

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

4. Click Create. A new, blank workbook appears in the Excel window.

rn Home  Inzert Page Layout Formulas Data Review View 0 i
U oe | To save time, you can create your document from
I Avallable Templates L atemplate, which you can select under Available
= £ Home Templates. We will talk more about this in a later lesson.
O ose : To Open an Existing Workbook:
nfo _D;__I-_. Ll

Al = 1. Click the File tab. This takes you to Backstage
Recent Blank Recent Sample 4
workbook templates templates Vview.

2. Select Open. The Open dialog box appears.
3. Select your desired workbook and then
click Open.

Print

&
)

Save & Send My templates  New from

i, If you have opened the existing workbook recently, it
Help Office.com Templ... . .
may be easier to choose Recentfrom the File
1] Options - tab instead of Open to search for your workbook.
B Eit Y mxameey
f Agendas Budgets Calendars j

Create
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Lesson: 2

Cell Basic

You will need to know the basic ways you can work with cells and cell content in Excel to be able to use it to calculate, analyze, and
organize data. In this lesson, you will learn how to select cells; insert content; and delete cells and cell content. You will also learn how
to cut, copy and paste cells; drag and drop cells; and fill cells using the fill handle.

The Cell

Each rectangle in a worksheet is called a cell. A cell
is the intersection of arow and a column.

Each cell has a name, or acell address based on
¥| Formula Bar which column and row it intersects. The cell
address of a selected cell appears in the Name box.
Here you can see that C5 is selected.

Home | Inset  Page Layout

Insert

Home Page Layout Formuas Data Revi

L] Calibri - Name box

o G- | Column

aste B 7 U-~-| &
j L3

s |V Headings

Font

Clipboard = Font M Show

To Select a Cell:

1. Click on acell to select it. When a cell is
selected you will notice that the borders of

the cell appear bold [::1 and

the column heading and row heading of the cell are highlighted.
2. Release your mouse. The cell will stay selected until you click on another cell

1

2

3
a

Cell in the worksheet.
You can also navigate through your worksheet and select a cell by using the arrow
keys on your keyboard.
To Select Multiple Cells
| i 5 3 1. Click and drag your mouse until all of the adjoining cells you want are highlighted.
NS O 2. Release your mouse. The cells will stay selected until you click on another cell in the

worksheet.
0 -

Each cell can contain its own text, formatting, comments, formulas, and
functions.

File Home Insert Page Layout Formulas Data Review Vie
£ caibi 1o AW abe E== ¥ ® Text X
- Ga- Cells can contain letters, numbers, and dates.
Paste g B U 3 é - | Strikethrough | = = | = ) )
s s o @ e Formatting attributes
I 0art 1) on £ jew Grou, I . . .
= = B weetes = 4 Cells can contain formatting attributes that change the way letters,
™ TR T S = numbers, and dates are displayed. For example, dates can be
5 T . T T formatted as MM/DD/YYYY or Month/D/YYYY.
I e Comments
2 ‘\ Cells can contain comments from multiple reviewers.
4 H .
-1 f;f;ﬁ';‘%mﬁ;sb'; e Formulas and Functions
5| Cells can contain formulas and functions that calculate cell values.
7 For example, SUM(cell 1, cell 2...) is a formula that can add the
i values in multiple cells.

To Insert Content:

1. Click on acell to select it.
2. Enter content into the selected cell using your keyboard. The content appears in the cell and in the formula bar. You also
can enter or edit cell content from the formula bar.
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To Delete Content Within Cells:

1. Select the cells which contain content you want to delete.

S 97 ‘;?'v 2. Click the Clear command on the ribbon. A dialog box will appear.

Detete Format |
= 2 2 clear -|

& ciear L 3. Select Clear Contents.

o

You can also use your keyboard's Backspace key to delete content from asingle
cell or Delete key to delete content from multiple cells.

To Delete Cells:

1. Select the cells that you want to delete.
2. Choose the Delete command from the ribbon.

To Copy and Paste Cell Content:
1. Select the cells you wish to

Insert

Home Pagelsjout  Formulas  Dats Ry

;J' E AutoSum * A? ﬁ
Ld
FI\I‘

Insert Delete ‘Format ‘_ Sot& Find &
voov e U e Sele

i Cells Editing )

| Delete Cells

Delete cells, rows, or columns from
the shezt orfable.

copy.

Click the Copy command.
The border of the selected
cells will change appearance.
Select the cell or cells where

you want to paste the content.

Click the Paste command.

The copied content will be

entered into the highlighted
cells.

3 Copy -

pboard Font

B3 Copy (Ctri+0)
Copy the selection and put it on
= the Clipboard.

Employee Attending Not Attending

S_Psraza, Brian EX i

6 Swensen, Liz
7 Harris, Jane
8 |Lewty, Alice

| catori 7 T
jFuan\atPamter BT Uy s Skkedbr

| New G

abe

9 |Olvera, Emily K.

To Cut and Paste Cell Content:
1. Select the cells you wish to cut.
2. Click the Cut command. The border of the selected cells will change appearance.
3. Select the cells where you want to paste the content.
4. Click the Paste command. The cut content will be removed from the original cells and entered into the highlighted cells.

To Access More Paste Options:
There are more Paste options that you can access from the drop-down menu on the Paste command. These options may be
convenient to advanced users who are working with cells that contain formulas or formatting.

To Access Formatting Commands by Right-Clicking:
1. Select the cells you want to format.
2.  Right-click on the selected cells. A dialog box will appear where you can easily access many commands that are on the
ribbon.

To Drag and Drop Cells:
1. Select the cells that you wish to move.
2. Position your mouse on one of the outside edges of the selected cells. The mouse changes from a white cross {:‘ to a black

e
cross with 4 arrows %

3. Click and drag the cells to the new location.

4. Release your mouse and the cells will be dropped there.

5.

To Use the Fill Handle to Fill Cells:
1. Select the cell or cells containing the content you want to use. You can fill cell content either vertically or horizontally.

2. Position your mouse over the fill handle so that the white crossd.;] becomes a black cross ¥

3. Click and drag the fill handle until all the cells you want to fill are highlighted.
4. Release the mouse and your cells will be filled.
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Lesson: 3

Modifying Rows, Columns & Cells

When you open a new, blank workbook, the cells are set to a default size. You do have the ability to modify cells, and to insert and
delete columns, rows, and cells, as needed. In this lesson, you will learn how to change row height and column width; insert and
delete rows and columns; wrap text in a cell; and merge cells.

To Modify Column Width:

1. Position your mouse over the column line in the column heading so that

.
M+W 543 6t poc9) e | HPAS Norh the white cross becomes a double arrow.
BN S 2. Click and drag the column to the right to increase the column width or to the
1 |HPAS Norgh Carolina Board of Directors A
5 * left to decrease the column width.
3 | 3. Release the mouse. The column width will be changed in your spreadsheet.

To Set Column Width with a Specific Measurement:

1. Select the columns you want to modify.
2. Click the Format command on the Home tab. The format drop-down menu appears.
- T = atosun - Ay 3. Select Column Width. - -
i [;ZE ‘;ﬂt @i~ S%Ze ;ia& 4. The Column Width dialog box appears. Enter Column Width @l&]
- | @aears  iere select~ a specific measurement.
Cells | cenrsize L 5. Click OK. The width of each selected column .
0 RowHeignt.. will be changed in your worksheet. Column width -I

Select AutoFit Column Width from the format drop-

N ©  AutoFit Row Helght E E
H down menu and Excel will automatically adjust each oK ] [ Cancel ]

selected column so that all the text will fit.

AutoFit Column Widt

Default Width...

To Modify the Row Height:

e o - BT 1. Position the cursor over the row line so that the white cross becomes
= _ = g adouble arrow.
H%,“;’S“moéi“ga";ﬂﬁna e ——— 2. Click and drag the row downward to increase the row height or upward
decrease the row height.
3. Release the mouse. The height of each selected row will be changed in
your worksheet.

+
2
3
a

To Set Row Height with a Specific Measurement:

Select the rows you want to modify.
2. Click the Format command on the Home tab. The format drop-down menu

50 = =i appears.
Cum I AutoSum - %7 }a 3. Select Row Height.
[] Filt - 4. The Row Height dialog box appears. r ] @ 1k
it Forrrlat| GG et Enter a specific measurement. Raow Height l Hﬁl
cells | consize 5. Click OK. The selected rows heights will
o e T be changed in your spreadsheet -
RowBeoht. | - geanyorsp Rowheight: [l |
N : oFit Row Heig _'R IA
B3 Column Width... Select AutoFit Row Height from the format drop-
AutoFit Column Width down menu and Excel will automatically adjust each | oK ‘ | Cancel ‘
Default Width... selected row so that all the text will fit.
Nisipility h
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To Insert Rows:

Select the row below where you want the new row to appear.
Click the Insert command on the Home tab.
3. The new row

N =

"—‘ EEEh | E AutoSum v e -
=5 ;_I @ Fin - %? lﬁ

Insert Pelete Format Sort & Find & appears In your A7 ¥ 'f'
Z CE‘IIS 5 . EditiFr:Ite" e WorkShEEt | A | B | c
- g
Insert Cells [* When inserting new rows, 1 Ashberry, Jane 919-882-6561 ashberryj@hpasnc.org
|| nsertcels, s, or cotumns inte « M columns, or cells, you will 2 |Davis, Garrett 919-576-4562 davisg@hpasnc.org
a::::::m:mhem H see the Insert 3 |Eberhardt, Elizabeth 252-985-3558 eberhardte @hpasnc.org
Options button'@ by the 4 |Everett, Carol 919-503-9560 everettc@hpasnc.org
inserted cells. This button allows you to choose Rl Hepburn, Katie . orsanisss  hepbumb@hpesncag
how Excel formats them. By default, Excel 6 Lovelace Deb 6 |Lovelace, Deb 919-785-9656 lovelaced@hpasnc.org
formats inserted rows with the same formatting 8 [< {ide, Rebecca 7 |_
as the cells in the row above them. To access 3 |1 Format same s Above | 8 «fBride, Rebecca §28-357-0072 mcbrider@hpasnc.org
more options, hover your mouse over the fi O Format Same As Below 9 Mixon, Daniel 913-821-7425 mixond@hpasnc.org
Insert Options button and click on the drop- 12| O _ClestFomatting 10 Stevens, Kevin 919-783-8564 stevensk@hpasnc.org

down arrow that appears.
To Insert Columns:

1. Select the column to the right of where you want the new column to appear. For example, if you want to insert a column
between A and B, select column B.

2. Click the Insert command on the Home tab.

3. The new column appears in your worksheet.

By default, Excel formats inserted columns with the same formatting as the column to the left of them. To access more
options, hover your mouse over the Insert Options button and click on the drop-down arrow that appears.

When inserting rows and columns, make sure you select the row or column by clicking on its heading so that all the cells in
that row or column are selected. If you select just a cell in the row or column then only a new cell will be inserted.

To Delete Rows: To Delete Columns:
1. Select the rows you want to delete. 1. Select the columns you want to delete.
2. Click the Delete command on the Home tab. 2. Click the Delete command on the Home tab.
3. Therows are deleted from your worksheet. 3. The columns are deleted from your worksheet.

Wrapping Text and Merging Cells

If a cell contains more text than can be displayed, you can choose to wrap the text within the cell or merge the cell with empty,
adjoining cells. Wrap text to make it display on multiple lines of the cell. Merge cells to combine adjoining cells into one larger cell.

To Wrap Text:

Select the cells with text you want to wrap.

i v View 2. Select the Wrap Text command on the Home tab.

== f:' 3. The text in the selected cells will be wrapped in your
| = Wrap Text lGEr‘leraI = e
- =5 worksheet.
ad Merge & Center - $ - %4 - el e Conditio ) ]
L. S Farmattinl - |f you change your mind, re-click the Wrap Text command to unwrap
: = = the text.

ple Wrap Text

Make all content visible within a

1 mMicrosoft E cell by displaying it on multiple I

:; 2 lines. To Merge Cells Using the Merge & Center Command:
= :

. - El';;fsor’t 1. Select the cells you want to merge together.
27 2

21

2 a Press F1 for more help.
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1R x4C ol J= | HPAS North Carolina Board of Directors
A | B € D
HPAS North Carolina Board of Directors.
L]
i3
Ashberry, Jane 78-A Meadowview Lane 919-882-6561  ashberryj@hpasnc.org
Raleigh, NC 27589
2
| Davis, Garrett 29 North Luke Court 919-576-4562  davisg@hpasnc.org
Raleigh, NC 27576
3
Eberhardt, Elizabeth 63-C Chapel Court 252-985-3558  eberhardte@hpasnc.org
Louisberg, NC 27079
4

(Selecting A1:D1 (A1, B1, C1, D1)

2. Select the Merge & Center command on the Home tab.

view WView
| = Wrap Text iiGeneraI = i_:fjl
EdMergesrcenter - |l $ - % » | %3 5% | Condition
Formatting
[Ent [F1 Number F]

9 Merge & Center

C Juoins the selected cells into one
] Excel larger cell and centers the contents
in the new cell.

1 2
This is often used to create labels
that span multiple columns.
—

0 Press F1 for more help.
-4

(Selecting the Merge & Center command)

3. The selected cells will be merged and the text will be centered.

Al . (7 | HPAS North Caralina Board of Directors
A [ B & D
1 HPAS North Carolina Board of Directors
Ashberry, Jane 78-A Meadowview Lane 919-882-6561 _ ashberry|@hpasnc.org

Raleigh, NC 27589
2
|Davis, Garrett 29 North Luke Court 919-576-4562  davisg@hpasnc.org
Raleigh, NC 27576
3
Eberhardt, Elizabeth 63-C Chapel Court 252-985-3558  gberhardte@hpasnc.org
Louisberg, NC 27079

(A1 after merging with B1:D1)

If you change your mind, re-click the Merge & Center command to unmerge the cells.

To Access More Merge Options:

l@ Merge & Center
= Merge Across

Merge Cells

& B

Unmerge Cells

I@ Merge & Center %

Click the drop-down arrow next to the Merge & Center command on the Home tab. The merge drop-
down menu appears.
e Merge & Center: Merges selected cells into one cell and centers the text.

e Merge Across: Merges each row of selected cells into larger cells. This command is useful if
you are merging content across multiple rows of cells and do not want to create one large cell.

Merge Cells: Merges selected cells into one cell.
Unmerge Cells: Unmerges the selected cells.

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) -54 -

Lesson: 4

Formatting Text & Cells

Spreadsheets that have not been formatted can be difficult to read. Formatted text and cells can draw attention to specific parts of the
spreadsheet and make the spreadsheet more visually appealing and easier to understand.

In Excel, there are many tools you can use to format text and cells. In this lesson, you will learn how to change the color and style of
text and cells; align text; and apply special formatting to numbers and dates.

Formatting Text

Many of the commands you will use to format text can be found in the Font, Alignment, and Number groups on the
ribbon. Font commands let you change the style, size, and color of text. You can also use them to add borders and fill colors to
cells. Alignment commands let you format how text is displayed across cells both horizontally and vertically. Number commands let
you change how selected cells display nhumbers and dates.

To Change the Font:

Select the cells you want to modify.

2. Click the drop-down arrow next to the font command on the Home
Home = Inset  Pagelayout  Formulas Data tab. The font drop-down menu appears
- . ove your mouse over the various fonts. A live preview of the font
% o T = e o 3. M h i f Al i f the f
=) o i gt TAL | T ==\ will appear in the worksheet.
;‘j v T o
Paste A = i 4. Select the font you want to use.
" ' Bodoni MT Black '
Cipboard : Al To Change the Font Size:
= " Bodond M7 Condensed E g
Al : art 1. Select the cells you want to modify.
v BodoniMT PosterGomprageed - y fy
A ; F 2. Click the drop-down arrow next to the font size command on the
1 ‘an P' i Book Antiqua i I Home tab. The font size drop-down
2 % Bookman Old Style r menu appears. _
3. Move your mouse over the various Home [ eE TR o0t T For
3 B Bookshelf Syrabol 7 font sizes. A live preview of the font e g —— =
0 Tt vy Hond 10 size will appear in the worksheet. P% o e '
: ate . B L U- A
4. Select the font size you want to use. Y -
5 [ﬂ_‘ Britannic Bold Clipboard & Font 7
ou can also use the Grow Font an rin
6 Y I he G F d Shrink
5 T Broadway Font commands to change the size.

To Use the Bold, Italic, and Underline Commands:

1. Select the cells you want to modify.
2. Click the Bold (B), ltalic (I), or Underline (U) command on the Home tab.

To Add a Border: i
I - A~

1. Select the cells you want to modify. e T

2. Click the drop-down arrow next to the Borders command on the Home tab. The
border drop-down menu appears.
3. Select the border style you want to use.

Top Border
Left Border
Right Border

Mo Border

You can draw borders and change the line style and color of borders with the Draw
Borders tools at the bottom of the Borders drop-down menu.

All Borders

Outside Borders

Thick Box Border

To Change the Font Color:

1. Select the cells you want to modify.
2. Click the drop-down arrow next to the font color command on the Home tab. The color menu appears.
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3. Move your mouse over the various font colors. A live preview of the color will appear in the worksheet.

4. Select the font color you want to use.
Your color choices are not limited to the drop-down menu that appears. Select More Colors at the bottom of the menu to access
additional color options.

To Add a Fill Color:

Select the cells you want to modify.

Click the drop-down arrow next to the fill color command on the Home tab. The color menu appears.
Move your cursor over the various fill colors. A live preview of the color will appear in the worksheet.

el e

Select the fill color you want to use.

To Change Horizontal Text Alignment:

Select the cells you want to modify.

Data

Formulas Review View

Home Insert Page Layout

2. Select one of the three horizontal Alignment commands
on the Home tab.

BritannicBold - |16 = wrap Text

Paste ¥ B £ u-|/@- [ Merge & Cel

Clipboard = Font Alignment

e m | Fineeas = O Align Text Left: Aligns text to the left of the cell.
itnes: ign Text Left )
"~ 1 i O Center: Aligns text to the center of the cell.
O Align Text Right: Aligns text to the right of the cell.

Fitness Progress Chart

=

To Change Vertical Text Alignment:

1. Select the cells you want to modify.

2. Select one of the three vertical Alignment commands on the
Home tab.
O Top Align: Aligns text to the top of the cell.
O Middle Align: Aligns text to the middle of the cell.

Farmulas Data Review View

Home

Insert Page Layout

BritannicBold  * 16 T A A7 (= Wrap Text

B J U~ H-~ &H-A- £ | 5 Merge & Ce

N _— — O Bottom Align: Aligns text to the bottom of the cell.
Al - Jx | Fitness Top Align
- - 2 | mnterto retopoithecel, || By default, numbers align to the bottom-right of cells and words or
Fitness Progress Chart letters align to the bottom-left of cells.

Formatting Numbers and Dates

One of the most useful features of Excel is its ability to format numbers and dates in a variety of ways. For example, you might need
to format numbers with decimal places, currency symbols ($), percent symbols (%), etc.

To Format Numbers and Dates:

1. Select the cells you want to modify. = — - ﬂ
2. Click the drop-down arrow next to the Number Format command on the Home eacener-|l 5 < % | 58 of flcondtiona)
tab. [ Humber
3. Select the number format you want. Number Format
H | Choose how the values in a cell are
displayed: as a percentage, as
currency, as a date or time, etc.
@ Press F1 for more help.
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Lesson: 5

Workbook & Worksheet

A workbook is afile that stores the entered related data; a worksheet is a page of the workbook on which all the data is held.

In Microsoft Excel, a workbook is simply an Excel file that stores entered related data. Workbooks are capable of holding an almost
infinite number of worksheets, depending on the size and the relevance of the data. It is, essentially, a book filled with the data from
multiple worksheets. Workbooks are usually labeled by the data which is on each worksheet — if all the pages of the workbook hold
the same type of data, that workbook will be named for the relevant data that it holds.

In Excel, a worksheet is an amalgamation of a number of cells that hold data pertaining to a certain piece of information. It is also
known as a spreadsheet. A user is able to enter, modify, and manipulate the data that is entered in the spreadsheet. With a
spreadsheet, a user is essentially entering information onto a page of a workbook.

By default, each workbook automatically contains three worksheets. When a user opens Excel initially, the project on which they
are going to begin work is entitled ‘Book 1' until later renamed to fit the type of data being entered into each respective sheet.
Essentially, when a user opens Excel, they are beginning creation on a workbook — a book that contains multiple pages of entered
data. These pages fill the book and are, therefore, a part of the overall summation of information that the book is attempting to
convey.

A worksheet, then, is nothing more than a page in the workbook. Each page is filled with a specific amount of data. Within a
worksheet, the data can be manipulated to create charts, graphs, or arrays that visually project the main purpose of the data that was
initially entered. The worksheet is what defines what the workbook is — without the worksheets the workbook would be without form or
purpose. The worksheets are what make the workbook what it is, and holds all the data for the workbook.

FEATURE

Open workbooks
Worksheet size

Column width

Row height

Page breaks

Length of cell contents (text)
Sheets in a workbook
Colors in a workbook

Cell styles in a workbook
Named views in a workbook
Custom number formats
Names in a workbook
Windows in a workbook
Panes in a window

Linked sheets

Scenarios

Changing cells in a scenario
Adjustable cells in Solver
Custom functions

Zoom range

Reports

Sort references

Undo levels

Fields in a data form
Custom toolbars in a workbook

Custom toolbar buttons

Visit us at: www.sarvaindia.com

Worksheet and workbook specifications

MAXIMUM LIMIT

Limited by available memory and system resources

65,536 rows by 256 columns

255 characters

409 points

1000 horizontal and vertical

32,767 characters. Only 1,024 display in a cell; all 32,767 display in the formula bar.
Limited by available memory (default is 3 sheets)

56

4,000

Limited by available memory

Between 200 and 250, depending on the language version of Excel you have installed.
Limited by available memory

Limited by system resources

4

Limited by available memory

Limited by available memory; a summary report shows only the first 251 scenarios
32

200

Limited by available memory

10 percent to 400 percent

Limited by available memory

3 in a single sort; unlimited when using sequential sorts

16

32

Limited by available memory

Limited by available memory
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Opening a workbook when running Excel 2010 on Windows 7 or Vista

Follow these steps to open a workbook when you're running
Excel 2010 on Windows 7 or Vista:

1.

Click the File tab and choose Open.

The Open dialog box appears. This dialog box is divided
into panes: the Navigation pane on the left, where you
can select a new folder to open, and the main pane on
the right, showing the icons for all the subfolders in the
current folder as well as the documents that Excel can
open.

If you want to open a workbook in another folder,
select the folder in the Navigation pane.

If you're running Excel 2010 on Windows Vista, the
Navigation pane in the Open dialog box contains a
Folders item instead of Libraries under your list of
Favorites. Additionally,
between the Organize and New Folder buttons and not
to their right above the Navigation and main panes.

Click the file you want to open and then click the
Open button, or double-click the file's icon.

-57 -

Change your view

(] Microsoft Excel

|| Open

- r Y 1

iL“),.\ ) |L=] v libraries » Documents » v |4y
Glgam:q - New folder

Documents library

To Rename Worksheets:

Insert...
Delete

£

Rename

Move or Copy...

e G5l wview Coas
a1 (g Protect Sheet..

a2 Tab Color »
23 Hide

Aa

as

Select All Sheets
onmsce Tk =

W 4 » M| January . Sheet2

Ready |

Sheet3 . *:;Jl:s

Insert Worksheet (Shift+F11)

To Delete Worksheets:

I Fawarites te =
Bl Cesktop
& Downloads 5] My Data Sources
& Recent Places Cutlook Files
ks SharePoint Drafts
; Irlblinei Snagit
FCouments ) c6 2010 Media Salesadix
o Music iy
EHCG Medin - 2006 Sale s
= Pictures .
E Videas -HCG Media - 2006-10 Consoldated Salesds
. & 3 Sabes
the Views button appears E1CG Meai- 2008 Salesadax
o Homegroup 06 Media - 2000 Sakes with chartds:
WY iz R ein, AN Cnbas e :f
Ml e * i L ;
File name: v | Al Excel Files ("ad™"ad s odsm; w
Tools = Qpen L:%' Cancel
1. Right-click the worksheet tab you want to s
rename. The worksheet menu appears. [ | SIO[Sheets [ Shests 793
2. Select R_ename. o kel
3. Thetext is now highlighted by a black box. =
Type the name of your worksheet.
45
4. Click anyw_here outside of the tab. The W] January /Shest) FSeel 0
worksheet is renamed. Ready |

Click on the Insert Worksheet icon. A new worksheet will appear.
You can change the setting for the default humber of worksheets that appear in Excel
workbooks. To access this setting, go into Backstage view and click on Options.

Worksheets can be deleted from a workbook, including those that contain data.

1. Select the worksheets you want to delete.
2. Right-click one of the selected worksheets. The worksheet menu appears.
3. Select Delete. The selected worksheets will be deleted from your workbook.

To Copy a Worksheet:

Select Move or Copy.

pPONPE
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Right-click the worksheet you want to copy. The worksheet menu appears.

The Move or Copy dialog box appears. Check the Create a copy box.
Click OK. Your worksheet is copied. It will have the same title as your original worksheet, but the title will include a version
number, such as "January (2)".
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To Move a Worksheet:

1. Click on the worksheet you want to move. The mouse will change to Sl
show a small worksheet icon. =1
. . 35 = =n
2. Drag the worksheet icon until a small black arrow appears where 7] ot Budget 7 Dall Budget ] Vearly Budget /T3 7
you want the worksheet to be moved. el -

3. Release your mouse and the worksheet will be moved.

To Color-Code Worksheet Tabs:
You can color worksheet tabs to help organize your worksheets and make your workbook easier to navigate.

Right-click the worksheet tab you want to color. The worksheet menu appears.

Select Tab Color. The color menu appears.

Select the color you want to change your tab.

The tab color will change in the workbook. If your tab still appears white, that is because the worksheet is still selected.
Select any other worksheet tab to see the color change.

el N S

Grouping and Ungrouping Worksheets

You can work with each worksheet in a workbook individually, or you can work with multiple worksheets at the same time. Worksheets
can be combined together into a group. Any changes made to one worksheet in a group will be made to every worksheet in the group.

To Group Worksheets:

1. Select the first worksheet you want in the group.
2.  Press and hold the Ctrl key on your keyboard.
3. Select the next worksheet you want in the group. Continue to select worksheets |- %Dtember%mober (Movember December
until all of the worksheets you want to group are selected.
4. Release the Ctrl key. The worksheets are now grouped. The worksheet tabs —_—
appear white for the grouped worksheets.
While worksheets are grouped, you can navigate to any worksheet in the group
and make changes that will appear on every worksheet in the group. If you click
on a worksheet tab that is not in the group, however, all of your worksheets will

become ungrouped. You will have to regroup them. 000 |

September . October .~ November b December

To Ungroup All Worksheets:

1. Right-click one of the worksheets. The worksheet menu appears.
2. Select Ungroup. The worksheets will be ungrouped.

Freezing Worksheet Panes

The ability to freeze specific rows or columns in your worksheet can be a very useful feature in Excel. It is called freezing panes.
When you freeze panes, you select rows or columns that will remain visible all the time, even as you are scrolling. This is particularly
helpful when working with large spreadsheets.

To Freeze Rows:

A B i D 1. Select the
row below the rows View
M h’ B d J that you want _frozen- | j *J % :I split | [11View Side by Side —
Ont y U g9t - anuary For example, if you = S = Hide e [ =
m 100% Zoomto Mew  Arrange |Freeze Save
1 wantrows 1 & 2 to Selection | Window Al |Panes~| 1 Unhide | 413 indo Workspac
2 il paet always appear at the Zoom = Freeze Panes
? 7 tOp of the worksheet L\\)Keep rows and columns visible while the rest of
3‘h:IK@dEKpEM even as you scroll. then the worksheet scrolls (based on current selection).
: ' £ F G | g Freeze Top Row
4 Cableflntemet ‘ $ 539 ‘ ].HGH‘VISE select row 3. | | =l Keep the top row visible while scrolling through
L the rest of the worksheet,
2' CIICk the VIeW tab ;L::h‘l:’;i‘rsgtil:lrjr:n visible while scrolling
3. Click the Freeze Panes command. A drop-down menu 7 through the rest of the worksheet. =

appears.
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4. Select Freeze Panes.
5. Ablack line appears below the rows that are frozen in place. Scroll down in the worksheet to see the rows below the frozen

rows.
E F G
2 Bills Payment Date Due  |Paid 4_
12 Gas S 160.00 6-Jan|Discover
13 |Pets 5 £5.00 10-Jan|Visa
14 Water S 28.23 21-Jan|Visa
15 Other
16 Clothes g 18.54 8-Jan|Store CreditCard | Rows 1and 2 are
17 Misc. $ 98.06 6-Jan|Discover frozen above this
18 Restaurants S 156.71 6-Jan|Discover black line
19
20 Credit Payment
21 Discover [$ 110831 -lan|Yes

To Freeze Columns:

=

Select the column to the right of the columns you want frozen. For example, if you want columns A & B to always appear to
the left of the worksheet even as you scroll, then select column C.

Click the View tab.

Click the Freeze Panes command. A drop-down menu appears.

Select Freeze Panes.

A black line appears to the right of the frozen area. Scroll across the worksheet to see the columns to the right of the frozen
columns.

aprown

To Unfreeze Panes:

1. Click the View tab.
2. Click the Freeze Panes command. A drop-down menu appears.
3. Select Unfreeze Panes. The panes will be unfrozen and the black line will disappear.
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Lesson: 6

Working with Formulas

-60 -

Excel can be used to calculate numerical information. In this lesson you will learn how to create simple formulas in Excel to add,
subtract, multiply, and divide values in a workbook. Also, you will learn the various ways you can use cell references to make working

Simple Formulas

A formula is an equation that performs a calculation. Like a calculator, Excel can execute formulas that add, subtract, multiply, and
divide. One of the most useful features of Excel is its ability to calculate using a cell address to represent the value in a cell. This is
called using a cell reference. In order to maximize the capabilities of Excel, it is important to understand how to create simple formulas
and use cell references.

with formulas easier and more efficient.

Creating Simple Formulas

Excel uses standard operators for equations, such as a plus sign for addition (+), a minus sign for
subtraction (-), an asterisk for multiplication (*), a forward slash for division (/), and a carat (") for

exponents.

The key thing to remember when writing formulas for Excel is that all formulas must begin with

an equal sign (=). This is because the cell contains, or is equal to, the formula and its value.

To Create a Simple Formula in Excel:

Addition

Subtraction

Multiplication

Division

Exponents

1. Select the cell where the answer will appear (B4, for example).

2.  Type the equal sign (=).
3. Type in the formula you want Excel to calculate. For example, "75/250".

B4 v k
3]
1 Estimated painting cost per square foot
7 Total cost 575,00
3 Square Feet 0
4 Totallsg# o

4. Press Enter. The formula will be

3

MAX XV k=TS0 calculated and the value will be displayed
A | B c in the cell.
1 Estimated painting cost per square foot = = - BT
2 Total cost §75.00 A [ & c
3 Sql.lﬂfE Feet 250 1 Estimated painting cost per square foot
T 2 Total cost $75.00
4 TotalfsaRt 75/250) W s e et 20
$0.30|

Creating Formulas with Cell References

5

4 Total/Sq Ft
5

When a formula contains a cell address, it is called a cell reference. Creating a formula with cell references is useful because you
can update data in your worksheet without having to rewrite the values in the formula.

To Create a Formula Using Cell References:

1.
2.
3.
4
5.

6.

Select the cell where the answer will appear (B3, for example).

Type the equal sign (=).

Type the cell address that contains the first number in the equation (B1, for example).

Type the operator you need for your formula. For example, type the addition sign

(+)-

Type the cell address that contains the second number in the equation (B2, for

example).

H

B3 - I~
A B c D
1 Budget for June $400.00
2 Budget for July $300.00
3 |Total Budget Er)

a

SUM - ¥ & Jx| =B1+B2

Press Enter. The formula will be calculated and the value will be displayed in the cell. H

If you change a value in either B1 or B2, the total will automatically recalculate.
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A B G D
1 Budget for June $400.00
2 Budget forJuly $300.00
3 [Total Budget |=Ba+ad |
4
B3 - Jx | =B1+B2
A B G D
1 Budget for June $400.00
2 Budget forJuly $ 300.00
3 |Total Budget $ 700.00

a
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To Create a Formula using the Point and Click Method:

-61 -

1. Select the cell where the answer will appear (B4, for example).
2.  Type the equal sign (=).
3. Click on the first cell to be included in the formula (A3, for example).
4. Type the operator you need for your formula. For example, type the multiplication sign (*).
5. Click on the next cell in the formula (B3, for example).
6. Press Enter. The formula will be calculated and the value will be displayed in the cell.
B4 - k| SUM "XV K =A3 SUM TR R ATB B4 v Je | =haB3
A | B | ¢ A [ 8 | ¢ |0 A e ] c o A |8 | c | oo
1 Hardwood Floor Repair 1 Hardwood Floor Repair 1 Hardwood Floor Repair 1 Hardwood Floor Repair
2 Hours Rate 2 H(,’ELB, ] Rate 2 Hours Rate
3 34 § 2500 __3__551’”_@"' § 2500 334 § 500
4 Total ] _ s[5 sw
5 5 5

To Edit a Formula:

Click on the cell you want to edit.
2. Insert the cursor in the formula bar and edit the formula as desired. You can also double-click the cell to view and edit
the formula directly from the cell.

3. When finished, press Enter or select the Enter command | v
4. The new value will be displayed in the cell.

- K v f| =F24F4 i
= = F - [;l =F3+F4 | If you change your mind, use
ling Wish Lis —— the Cancel command in the
E F G [ formula bar to avoid accidentally
Cost Budget for June $  400.00 List making changes to your formula.
Budget for July $  300.00
Total Budget |=F2+Fa |
? Budget for June §  400.00
Edit a formula from the formula bar or Budgetfcr]uly
cell. To edit from the cell, double-click TDtﬂ| Budget $ 700.00
cell to view formula. =

Creating Complex Formulas

Excel is a spreadsheet application that can help you calculate and analyze numerical information for household budgets, company
finances, inventory, and more. To do this, you need to understand complex formulas.

Simple formulas have one mathematical operation, such as 5+5.Complex formulas have more than one mathematical operation, such
as 5+5-2. When there is more than one operation in a formula, the order of operations tells us which operation to calculate first. In
order to use Excel to calculate complex formulas, you will need to understand the order of operations.

Order of Operations

Excel calculates formulas based on the following order of operations:

Operations enclosed in parentheses

Exponential calculations (to the power of)
Multiplication and division, whichever comes first
Addition and subtraction, whichever comes first

PwONPRE

A mnemonic that can help you remember the order is Please Excuse My Dear Aunt Sally.
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Example 1 Example 2
The following example demonstrates how to use the In this example, we will review how Excel will calculate a complex formula
order of operations to calculate a formula: using the order of operations. The selected cell will display the percent of

total Pete Lily seeds sold that were white.

Perform the operation in
parentheses first: 10-8=2

40/(1t)*47—

formula becomes

| Seedinventory  |PacketsSold |Price  |Percent of Total Sold
40/2 4V[ Next calculate the exponent: 442=16

]

] Pete Lily - Blue 1 5L 242
o Pete Lily - White 19 199 =(19*1.99|33*1.99} 100

]

formula becomes

40/2%16

formula becomes

The last operation is multiplication:
20°16=320

Total Pete Lily B 59

: OV

The final answer is 320

Order of Operations Excel example

1. First, Excel will calculate the amount sold in parentheses: (19*1.99)=37.81 White Lily seeds and (33*1.99)=65.67 Total Lily
seeds.

2. Second, it will divide the White Lily seeds amount by the Total Lily seeds amount: 37.81/65.67=.5758.

3. Last, it will multiply the result by 100 to obtain the value as a percent: .5758*100=57.58.
Based on this complex formula, the result will show that 57.58% of the total Pete Lily seeds sold were white. You can see
from this example, that it is important to enter complex formulas with the correct order of operations. Otherwise, Excel will
not calculate the results accurately.

To Create a Complex Formula Using the Order of Operations:

In this example, we will use cell references in :
" SUM - K ' Jx | =(F4+F5)*0.055
addition to actual values, to create a complex .
formula that will add tax to the nursery order. A E & B E i
1. Click the cell where you want the B
formula result to appear (for example,
F11). ’
I
2. Type the equal sign (=). LBQ/EBL %’@/“j
3. Type anopen parenthesis, then click 2 - :
on the cell that contains the 3 ITEM ITEM # Price Quantity  Total
first value you want in the formula (for 4 LE Tomato Planter Bags 5G324 518.99 2 $37.98
example, F4). 5 M - Cord AU396 $0.12 5 $0.60
4. Type the first mathematical 2
operator (for example, the addition ;
sign). ;
5. Click on the cell that contains the 0
second value you want in the formula B = [=tFa+ 570,055
(for example, F5), and then type a o | sa0.70|
closed parenthesis. .
6. Type the next mathematical
operator (for example, the multiplication sign).
7. Type the next value in the formula (for example, 0.055 for 5.5% tax). 52 12
8. Click Enter to calculate your formula. The results show that $2.12 is the tax for the nursery order. =

Working with Cell References

In order to maintain accurate formulas, it is hecessary to understand how cell references respond when you copy or fill them to new
cells in the worksheet. Excel will interpret cell references as either relative or absolute. By default, cell references arerelative
references. When copied or filled, they change based on the relative position of rows and columns. If you copy formula (=A1+B1) into
row 2, the formula will change to become (=A2+B2).

Absolute references, on the other hand, do not change when they are copied or filled and are used when you want the values to
stay the same.
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Relative References

Relative references can save you time when you are repeating the same kind of calculation across multiple rows or columns.

In the following example, we are creating a formula with cell references in row 4 to calculate the total cost of the electric bill and water
bill for each month (B4=B2+B3). For the upcoming months we want to use the same formula with relative references (C2+C3, D2+D3,
E2+E3, etc.) For convenience, we can copy the formula in B4 into the rest of row 4 and Excel will calculate the value of the bills for
those months using relative references.

To Create and Copy a Formula Using Relative References:

1. Select the first cell where you want to enter the formula (for example, B4).
B4 - I
A 8 C D z £ G H I 1 K L M
1 AN FEB MAR APR MAY JUN oL AUG |sep ocT MOV DEC
2 |Electric $ 11645 | $ 12515 | $ 132.04 [ $ 11478 | S 98.45 | S 101.98 [ S 12041 [ § 139.42 | § 9956 | $ 106.24 [ § 11012 | § 11421
1 |water $ 5015 |% 4B.7S | S 4587 (5 4957 |5 50425 6445 |3 6642 (6 6324 |5 56545 4624 |5 4324 |5 s0.24
4 |Total o

2. Enter the formula to calculate the value you want (for example, add B2+B3).
2 = E 3. Press Enter. The formula will be calculated. L
4 JAN:| FER 4. Select the cell you want to copy (for example, B4) and click on the Copy command from
2 [Electric | $ 116.45 ] $ 125.15 the Home tab.
3 ater § A A 5. Select the cells where you want to paste the formula and click on the Paste command
4 |Total =B2:53) from the Home tab. (You may also drag the fill handle to fill cells.)
ca . fe | =C24C3
A B C B | E F G H I | K L M
1 JAN FEB MAR EAPR MAY JUN JuL AUG SEP ocT NOV DEC
2 Electric S 11645 | $ 12515 | § 132.04 | S 114.78 | 5 9845 | 5 10193 [ 5 12041 | 5 139.42 | § 99.56 | S 106.24 | 5 110.12 | § 114.21
1 Water S 5015 (% 48.75 |8 45.87 | S 4957 | % 5042 |5 64.45(5 6642 | S 62.24| S S6.54 | S 4624 |5 4224 |5 50.24
4 [Total [ 166605 172.50 | $ 177.91 | $ 164.35 | $ 148.87 | $ 16643 | $ 186.83 | S 202.66 | § 156.10 | $ 150.48 | § 153.36 |  164.45

6. Your formula is copied to the selected cells as a relative reference (C4=C2+C3, D4=D2+D3, E4=E2+E3, etc.) and the values

are calculated.

Absolute References

There may be times when you do not want a cell reference to change when copying or filling cells. You can use an absolute
reference to keep a row and/or column constant in the formula.
An absolute reference is designated in the formula by the addition of a dollar sign ($). It

$A82: The column and the row do notchange when copied.
can precede the column reference, the row reference, or both.
In the below example, we want to calculate the sales tax for a list of products with varying |A$2:  Therowdoesnotchange when copied.
prices. We will use an absolute reference for the sales tax ($B$1) because we do not -
L . . N SA2: The column does not change when copied.
want it to change as we are copying the formula down the column of varying prices.
To Create and Copy a Formula Using an Absolute Reference:
ca - 3
1. Select the first cell where you want to enter the formula (for A B | e |
example, C4) 1 |5.5% Sales Tax 0.055
2. Click on the cell that contains the first value you want in the 2
formula (for example, B4). 3 |ITEM Price Sales Tax
3. Type the first mathematical operator (for example, the | 4 |7" Spanish Pot - $9.95
multiplication sign). 5 |LightWorks Garde %24.50
4. Type the dollar sign ($) and enter the column letter of the 6 |[Coneflower - Sur $9.99
cell you are making an absolute reference to (for example, B). 7 |Four Way Soil An $49.99
8 |Ferti-Again $8.25
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MAX v (" X « f| =Ba*sB 5. Type the dollar sign ($) and enter the row number of the same
A B I B [ cell you are making an absolute reference to (for example, 1).
1 |5.5% Sales Tax 0.055
2 MAK - ® v f | =B4*SBS1
3 ITEM Price Sales Tax A B c
4 |7" Spanish Pot - BLU | $9.95] =B4*$H| 1 | 5.59% Sales Tax [ 0.055] -
5 |LightWorks Garden Kit $24.50 5
6 |Coneflower —.Sundown $9.99 z  IMEM Price Seles o
74 Four. Way. Soil Analyzer $49.99 4 |7" Spanish Pot - BLU I $9.95| =B4*5B31]
8 Ferti-Again $8.25 5 Lightworks Garden Kit $24.50
& Coneflower - Sundown $9.99
6. Press Enter to calculate the formula. 7 |Four Way Soil Analyzer fau i
$D CG g | Ferti-Again $8.25

7. Select the cell you want to copy (for example, C4) and click on the Copy command from the Home tab.
8. Select the cells where you want to paste the formula and click on

the Paste command from the Home tab. (You may also drag the G5 = £ 255‘5'351 .
. . Py B I c |
fill handle to fill cells.) 1 |5.5% Sales Tax 0.055 o
. . . 2
9. Your formula is copied to the selected cells using the absolute P o e salesTax
reference (C5=B5*$B$1, C6=B6*$B$1, etc.) and your values are 4 | 7" Spanish Pot - BLU $9.951 $g.550
5 |Lightworks Garden Kit $24.50 $1.35
calculated. & |Coneflower - Sundown $5.99 $0.55
7 _|Four Way Soil Analyzer $49.99 $2.75
8 |Ferti- Again $8.25 50.451

Working with Basic Functions

Figuring out formulas for calculations you want to make in Excel can be tedious and complicated. Fortunately, Excel has an entire
library of functions or predefined formulas that you can take advantage of. You may be familiar with common functions
like sum, average, product or count, but there are hundreds of functions in Excel, even for things like formatting text, referencing
cells, calculating financial rates, analyzing statistics, and more.

A function is a predefined formula that performs calculations using specific values in a particular order. One of the key benefits of
functions is that they can save you time since you do not have to write the formula yourself. Excel has hundreds of different functions
to assist with your calculations. In order to use these functions correctly, you need to understand the different parts of a function and
how to create arguments in functions to calculate values and cell references.

The Parts of a Function
=SUM(B3:B12)

The order in which you insert a function is important. Each function has a specific

order, called syntax, which must be followed for the function to work correctly. The \

basic syntax to create a formula with a function is to insert an equal sign (=),

afunction name (SUM, for example, is the function name for addition), and - Funcaon -
Equal sign u L Argument

an argument. Arguments contain the information you want the formula to calculate, name
such as arange of cell references. Types of Functions:-

Einancial functions Engineering functions
FUNCTION DESCRIPTION
IMLOG2 Returns the base-2 logarithm of a complex number
ACCRINT Returns the accrued interest for a security that pays periodic interest
ACCRINTM Returns the accrued interest for a security that pays interest at maturity IMREGWER| Retmsiajcomplexnimberjraiseditolan|integer|power

AMORDEGRC Returns the depreciation for each accounting period by using a IMPRODUCT Returns the product of from 2 to 29 complex numbers

depreciation coefficient

IMREAL Returns the real coefficient of a complex number
AMORLINC Returns the depreciation for each accounting period
IMSIN Returns the sine of a complex number
COUPDAYBS Returns the number of days from the beginning of the coupon period to the
settlement date IMSQRT Returns the square root of a complex number
COUPDAYS Returns the number of days in the coupon period that contains the IMSUB Returns the difference between two complex numbers
settlement date e P
COUPDAYSNC  Returns the number of days from the settlement date to the next coupon IMSUM Returns the sum of complex numbers
date
OCT2BIN Converts an octal number to binary
COUPNCD Returns the next coupon date after the settlement date
COUPPCD Returns the previous coupon date before the settlement date OCT2ZDEC Converts an octal number to decimal
EV Returns the future value of an investment OCTZHEX Converts an octal number to hexadecimal
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Math and trigonometry functions

FUNCTION
ABS
ACOS
ACOSH
ASIN
ASINH
ATAN
ATAN2
ATANH

CEILING

COMBIN
cos

COSH
DEGREES
EVEN

EXP

EACT
FACTDOUBLE
ELOOR
GCD

5

N

,_
O
<

LN
LOG

—

0G10

FUNCTION
AVEDEV

AVERAGE
AVERAGEA

BETADIST

BETAINV

BINOMDIST
CHIDIST

CHIINV

CHITEST
CONFIDENCE
CORREL
COUNT
COUNTA
COUNTBLANK
COUNTIF

DESCRIPTION

Returns the absolute value of a number

Returns the arccosine of a number

Returns the inverse hyperbolic cosine of a number
Returns the arcsine of a number

Returns the inverse hyperbolic sine of a number
Returns the arctangent of a number

Returns the arctangent from x- and y-coordinates
Returns the inverse hyperbolic tangent of a number

Rounds a number to the nearest integer or to the nearest multiple of
significance

Returns the number of combinations for a given number of objects
Returns the cosine of a number

Returns the hyperbolic cosine of a number

Converts radians to degrees

Rounds a number up to the nearest even integer
Returns e raised to the power of a given number
Returns the factorial of a number

Returns the double factorial of a number

Rounds a number down, toward zero

Returns the greatest common divisor

Rounds a number down to the nearest integer
Returns the least common multiple

Returns the natural logarithm of a number

Returns the logarithm of a number to a specified base

Returns the base-10 logarithm of a number

Statistical functions

DESCRIPTION

Returns the average of the absolute deviations of data
points from their mean

Returns the average of its arguments

Returns the average of its arguments, including numbers,
text, and logical values

Returns the beta cumulative distribution function

Returns the inverse of the cumulative distribution function
for a specified beta distribution

Returns the individual term binomial distribution probability

Returns the one-tailed probability of the chi-squared
distribution

Returns the inverse of the one-tailed probability of the chi-
squared distribution

Returns the test for independence

Returns the confidence interval for a population mean
Returns the correlation coefficient between two data sets
Counts how many numbers are in the list of arguments
Counts how many values are in the list of arguments
Counts the number of blank cells within a range

Counts the number of nonblank cells within a range that
meet the given criteria

-65 -

Logical functions

FUNCTION DESCRIPTION
AND Returns TRUE if all of its arguments are TRUE
FALSE Returns the logical value FALSE
IF Specifies a logical test to perform
NOT Reverses the logic of its argument
OR Returns TRUE if any argument is TRUE
TRUE Returns the logical value TRUE

Lookup and reference functions
FUNCTION DESCRIPTION
ADDRESS Returns a reference as text to a single cell in a worksheet
AREAS Returns the number of areas in a reference
CHOOSE Chooses a value from a list of values
COLUMN Returns the column number of a reference
COLUMNS Returns the number of columns in a reference

GETPIVOTDATA
HLOOKUP

HYPERLINK

INDEX
INDIRECT
LOOKUP
MATCH
OFFSET
ROW
ROWS

RTD

TRANSPOSE
VLOOKUP

FUNCTION
ASC

BAHTTEXT
CHAR

CLEAN
CODE
CONCATENATE
DOLLAR

EXACT

Returns data stored in a PivotTable

Looks in the top row of an array and returns the value of
the indicated cell

Creates a shortcut or jump that opens a document stored
on a network server, an intranet, or the Internet

Uses an index to choose a value from a reference or array
Returns a reference indicated by a text value

Looks up values in a vector or array

Looks up values in a reference or array

Returns a reference offset from a given reference

Returns the row number of a reference

Returns the number of rows in a reference

Retrieves real-time data from a program that
supports COM automation

Returns the transpose of an array

Looks in the first column of an array and moves across the
row to return the value of a cell

Text functions

DESCRIPTION

Changes full-width (double-byte) English letters or katakana within a
character string to half-width (single-byte) characters

Converts a number to text, using the B (baht) currency format
Returns the character specified by the code number

Removes all nonprintable characters from text

Returns a numeric code for the first character in a text string
Joins several text items into one text item

Converts a number to text, using the $ (dollar) currency format

Checks to see if two text values are identical

If you want detailed Explanation on Various Function used in Excel, 2010 then please Visit following website:

http://office.microsoft.com/en-us/excel-help/excel-functions-by-cateqgory-HP005204211.aspx
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Working with Basic Arguments

Arguments must be enclosed in parentheses. Individual values or cell references inside the parentheses are separated by
either colons or commas.

e Colons create areference to a range of cells.
For example, =AVG(E19:E23) would calculate the average of the cell range E19 through E23.
e Commas separate individual values, cell references, and cell ranges in the parentheses. If there is more than one

argument, you must separate each argument by a comma.
For example, =COUNT(C6:C14,C19:C23,C28) will count all the cells in the three arguments that are included in

parentheses.

To Create a Basic Function in Excel:

1. Select the cell where the answer will appear (F15, for 3. Enter the cells for the argument inside the

parenthesis.
exam ple) Unit Price  Subtotal Date Ordered Date Received
2. Type the equal sign (=) and enter the function $5.86 $58.60) 12-Sep 17-Sep
name (SUM, for example). 5453-25 5;‘3-52 12-Sep 17-Sep
.20 2.00 6-5ep 12-Sep
$12.20  $61.00 8-Aug 11-Aug $6.19 $74.28) 6-Sep 12-Sep
$7.33  $36.65 8Aug 11-Aug $3.20  $48.00 6-Sep 12-sep
-=SUM | 44— $3.40 $17.00 6-5ep 12-Sep
:: | Adds all the numbers in a range of cells $4.10 $32.80 6-Sep 12-Sep
&) sumiF $12.200  $61.00 8-Aug 11-Aug
Unit Price | %/ SUMIFS Drdered Date Received $7.33]  $36.65 8-Au 11-Au
$12.08 | ZSUMPRODLCT | 26-5 £ £
515.95 — 1&-3ep 25—3ep SMEors)
. [} e e .
= igﬂ:ﬁg &Au: 1¢Au: 4. Press Enter and the result will appear.
$8.83 | @ sumr 8-Aug 14-Aug 5450.85
$13.54  $27.08 22-Jul 29-1ul

Using AutoSum to select Common Functions:

The AutoSum command allows you to automatically return the results for a range of cells for common functions like SUM and AVG.

1. Select the cell where the answer will 4. A formula will appear in the selected cell E24. If logically
appear (E24, for example). placed, AutoSum will select your cells for you. Otherwise,
you will need to click on the cells to choose the argument

2. Click on the Home tab. .
you desire.

In the Editing group, click on —_— .
the AutoSum drop-down arrow and UnitPrice  Subtotal Date Ordered Date Received

) ) ta 7
select the function you desire (Average, ] 512-03; $26.09 18-Sep 26-Sep
for example). ! 515.955 $31.90 18-Sep 26-Sep
E $5.87)  $58.70 8-Aug 14-Aug
' se.83)  $88.30 s-Aug 14-Aug
o @ o e 2 i 51354  s27.08 22-Jul 29-Jul
) e Ay gy 2
h ¥  sum AVERAGE(numberl, [number2], ...
Format = &

- Average Et~

5. Press Enter and the result will appear.

511.24

The AutoSum command can also be accessed from
the Formulas tab.

Count Numbers
Max
K Min

Mare Functions...

Function Library
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There are hundreds of functions in Excel, but only some will be useful for the kind of data you are working with. There is no need to
learn every single function, but you may want to explore some of the different kinds to get ideas about which ones might be helpful to
you as you create new spreadsheets.
To Insert a Function from the Function Library:

1. Select the cell where the answer will appear (16, for 5. The Function Arguments dialog box will appear.
example) Insert the cursor in the first field and then enter or

Click on the Formulas tab. select the cell(s) you desire (G6, for example).

3. Fromthe Function Library group, select ity Type UnitPrice  Subtotal_Date Orderad_Date Received Delivery Time
H H H 10 boxes $5.86 $58.6( 17-Sep|:KDAYS(G6)
the fglrllc:]lon caéegog_l}/_ou desire. In this example, Pleorns e e mepi
we will choose Date & Time. — — — N
Function Arguments 8 S -t — [0 [

4. Select the desired function from the Date & Time NETVIORKDAYS

drop-down menu. We will choose  the Start_date |66

End_date

NETWORKDAYS function to count the days between oxdogs
the order date and receive date in our worksheet. _

Returns the number of whole workdays between two dates.

Start_date is a serial date number that represents the start date

File Home  Inset  Pagelayout | Formulas | Data  Review  View

x ) mj @ i Alﬁ @ m@ ﬂTﬂ g = :\g‘mw:m ,

Inset  AutoSum Recently Financial Logical Text Date& Lookup & Math  More MName

5 ey v i v & Trig " - ﬁCr . .
i i fugar O et g Fungon™ Wames ke 6. Insert the cursor in the next field and then enter or
: ekt T b R . .1 select the cell(s) you desire (H6, for example).
16 TA ﬁ“ 'NHWO DAYS360 : .
———— tity Type UnitPrice  Subtotal Date Ordered_Da
A B EDATE E F 10 boxes $5.86  $58.60 12-5¢,
2 Office Supply Order Log  Jul-Sep 2010 e Scatons 5402_5 Sﬂf lf'si’ = :
] Function Arguments = S - — 12 [t
4 OfficeMax HOUR NETWORKDAYS .
Start_date G6
5 Office Supply [tem Number ~ MINUTE Unit Price  Subtota nd_date |11
(] Fl|e Folders EGC38290 MONTH $5.86 S Holidays
7 | Copy Paper LBG43576 T $026 5805 =g
eturns the number of whole workdays between two dates.
8 Paperclips CADTE9237 S $20 20 e yeesieentio e
: ; . NETWhaknavs 1T End_date is a serial date number 8t represents the end date.
9 Binder Clips (Multi) CAD256903 =) il
NETWORKDAYS{start_date.end_date holidays)
10 Pens (Blug) KLH78302 No
1 Pens{Red} KLH78904 w Eetumsthenumbernfwhn\eworkdays i Formula resut = 5*— View formula result
ehveen o dates bt on th ncen [ [ a=
12 Highligher Pens (Yellow) ~ STA73298 ; \ I _ _
13 Sticky Notes JUG198430 @ PressFLormore help. T
R 7. Click OK and the result will appear. Our results
show that it took 5 days to receive the order.
Date Ordered Date Received
Insert Function Command 12-5ep 17-5ep 5

The Insert Function command is convenient because it allows

you to search for a function by typing a description of what you are

looking for or by selecting a category to peruse. The Insert Function command can also be used to easily enter or select more than
one argument for a function.

Using the Insert Function command:

Data
Insert AutoSum Recently Financial Logl(al Text Date& Lookup& MWath Maore

Function Used ~ - - Time = Reference ~ & Trig = Functions ~
Function Library

Review View

Insert

Home Page Layout

In this example, we want to find a function that will count the total number
of supplies listed in the Office Supply Order Log. The basic COUNT
function only counts cells with numbers; we want to count the cells in the
Office Supply column, which uses text. Therefore, we will need to find a
formula that counts cells with text.

Insert Function (Shift+F3) F |

Edit the formula in the current cell B C D E
by choasing functions and editing | |
the arguments,

1. Select the cell where the answer will appear (A27, for example)

2. Click on the Formulas tab and select the Insert lem Number  Unit Quantity Type Unit P
Function command € o= i veio pee 10baxes
. i J ooy Dome e iDI’"AM b Tasatal
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3. The Insert Function dialog box will appear.

4. Type adescription of the function you are searching for and click Go. For our example, we will type: Count cells with text.
(You may also search by selecting a category.)
9

Binder Clips {Multi) - ——— =
10 |Pens (Blue) R nton o — -
11 Pens (Red) Search for a function:
12 Highligher Pens (Yellow) Counk ool with Bt
13 |Sticky Notes
14 |Staples Or select a category: | Al -
15

Selecta function:

16

17 |USFoods
12 Office supply
19 Coffee Filters
20 Creamer

Type a brief description of
ACOSH the function you are
ADDRESS searching for and click Go

21 Paper Towels
22 Hand Soap
23 |Garbage Bags

5. Review the results to find the function you desire. We will use COUNTA. Then click OK.

e -
Insert Function | B e |

e — -~ —

Search for a functon:
|Cour|t cells with Text co
Or select a category: | Recommended -

Select & function: r
CouNT Rewview the recommended -
L2 L E LS results and select a function. (|
DCOoUrNT = |.l
COLUMNTELAMNK Then click OK.

CcounTA(valucL value2, ..}
Counts the number of cells in a range that are not empty.

Help on_this function [ O E [ Cancel ]

6. The Function Arguments dialog box will appear. Insert the cursor in the first field and then enter or select the cell(s) you desire
(A6:Al4, for example).
Funtion Lbrary Uetined Names. Formuls Auddting
COUNTA -+ X & f =COUNTA{AG:ALY)

valuel Af:alq = (i Folders "} Copy Paper”; Paperc...
Vaue2 = number
d
k Select cell range for first argument.
| i |
- i

ts the number of cells in a range that are not empty.

Valeel: valuel,vahue2,... are 1 to 255 arguments representing the values and celis
You want to count. Yakies can be any type of informaton.

17 USFoods

13 Office supply
19 Coffee Filters
20 Creamer

21 Paper Tawels
22 Hand Soap S

23 Garbage Bags 559kjyu 2 boxes $1354  527.08 22l 29-Jul

7. Insert the cursor in the Hext field and then enter or select the cell(s) you desire (A19:A23, for example). (You may continue to add
additional arguments if needed.)
' [Frcimirgmens =)

15

|16

COUNTA

17 USFood
T el Valuel AgAl4 (] = (e Folders s Copy Paper”; Paperc..
L valie2 [a19:29 [BE] = {coffesFiters'y Creamer”; Paper ..
; Vaued | = number |

?Papermwels
Hand Soap

poarbage Bags o iiiian i

N Select cell range for next argument. l

Click OK when finished.
i Counts the number of cells in a range are not empty.

Value2: valuel,valued,... are 1 to 255 arguments representing the values and cells
¥oU want to count. Values can be any type of information.

FeRrl

28

2
M 4 » | Sheet1 /Sheet2 [E
point. | :
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8. Click OK and the result will appear. Our results show that 14 Total Supplies were ordered from our log.

VLOOKUP Function

Excel VLOOKUP function can be used when you need to look up the values in the specific table and check it against the other data
fields for comparison purpose. VLOOKUP stands for Vertical lookup, used to find specific data from the datasheet. By creating a
sample table generally referred as lookup table you can extract info from it and compare it with the desired field to yield required
results. This post elaborates where you can use VLOOKUP function. Launch Excel 2010, and open a datasheet on which you want to
apply VLOOKUP function. For instance, we have included a student grading datasheet, containing fields; Name, Course, and
Marks.

A B ¢ D E . . . .
Now we will add new column Grade, which will contain
1 D Name Course Marks h .
5 B ok Software Engineering P grades secured by the students. Now for this, we will be
] - Billy Requirement Engineering 5 using VLOOKUP function for looking up values from
— other table that contains sample data for grades.
4 3 Mcfaden Multivariate Calculus 62 L
Create two new columns containing marks range
5 4 Steven Shwimmer Software Architecture 65 ted i d d di d
5 5 Ruby jason Relational DEMS n gSOfye |nd any or er)han .COFFESDOI’I |Ir(19hgra €Ss. you
7 5 Mark Dyne PHP development 39 Iont nee trC]) creqte th em |_n a ne\c/jv WOL sheet, you (_:an
8 7 Philip namdaf Microsoft Dot Net Platform 52 place anyw elre mft e_EXIStmg atasheet as we just
5 8 rik Bawn HTMI & Scripting 52 want to get values from it.
10 3 Ricky ben Data communication 76
11 10 Miecky Software Architecture 66 C D E F G
2 U Erik Bawn Relatignal DBMS 67 Marks Grade
13 1 Ricky ben Computer Networks 72 80
14 13 Miecky Computer Networks 62 68 0
15 14 Erik Bawn Software Engineering 7 b2 60 G
- N 65 65 C+
16 15 Ricky ben Requirement Engineering 59 = == :
17 14 I\.u:(lecky Cc;mp uter Networks 81 2 = =
18 17 Erik Bawn Software Engineering 63 : 52 20 A
19 18 Ricky ben Requirement Engineering 74 52
20 15 Billy Relational DBMS 74 76
A 0 Mcfaden PHP development 86 56
22 21 Steven Shwimmer Computer Networks 50 67
23 2 Jason Grant Data Structure 99
L

Now in the Grade first row, we will write VLOOKUP function. The syntax of this function is

VLOOKUP(lookup value, table array, col index num, [range lookup])

The first parameter of the formula lookup_value defines the value of the number which we will be looking in the newly created table.
We need to lookup the value 80 (Marks field) in the newly created table. The next parameter, table_array defines the table we will be
referring to in our case it will be newly created table, containing ranges of marks and grades. col_index_num defines data from which
column we want to extract values to show, in our case it is the second column that contain grades range. [range_lookup] lets you to
choose an option either TRUE (approximately matching of values) or FALSE (Exact matching of values).

We will write this function in Grade first row, it will go like this;

=VLOOKUP(C2 $F$3:$G$8,2, TRUE)

In the formula parameters, C2 is cell of column Marks which contain marks secured by students, F3:G8 is the location of the newly
created table, containing ranges of marks and grades (use absolute referencing with $ sign), 2 in the formula means that values from
second column will appear, and TRUE defines that we need approximately match as we have included ranges not exact values.

After evaluating formula, it will show grade A in Grade column as shown in the screen shot below.

I =VLOOKUP{C2,$F$3:$G$S,2,TRUE)|

B C D E F G

Course Marks Grade

vare Engineering a0 A
ement Engineering 68 o D
idvariate Calculus 62 60 C
vare Architecture 65 65 C+
:lational DEMS 71 70 B
P development 29 75 B+
ft Dot Net Platform 52 B0 A
‘Ml & Scripting 52
communication 76
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Now apply this function over the whole Grade column, drag the plus sign towards the end of Grade column to apply it over, as
show in the screen shot below.

Marks Grade
} 80 A
ng 68 C+
62 C
i 65 C+
71 B
89 A
rm 52 D
52 D
76 B+
F 66 C+
67 C+
72 B
62 C
i 72 B
ng 59 D
81 A
i 63 C
ng 74 B
74 B
86 A
50 D
99 A

&8 e

70
75
80

Now we also want to calculate the prize money for each student. for
instance, we assume the following criteria.

C‘i For grade A $1000
B+ For grade B+ $700
For grade B &600
For grade C+ $250

For grade D N/A

The criteria defined contains the exact value, so we will be making a
small change in the parameters of the function. we will be choosing
FALSE from [range_lookup] instead of TRUE as we want to show the
exact match.

D2 contains the grade secured by students, so it will check the value

in Grade column against the newly created columns, containing prize money criteria, as shown in the screenshot below.

|5 | =vicokup(D2.5HS3:5158,2. FALSE) |

E2 =
D E F G | H [ 1
Grade Prize Mone
L 1O00
C+ iy OO
Z B SO
C+ B+ el
B C O
e C+ 250
D [n] [N
[»]
B+

Now apply the function in Prize Money column to view the prize money won by each student. Now as you can see in the
screenshot below that by using VLOOKUP function it is easier to look up specific values for populating new fields by
connecting different columns.
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(R T R SRR

A 8 = I D I E 1 E
o Name Course Marks Grade Prize Money
1 Jack Software Engineering 80 A 1000
2 Billy Reguirement Engineering 68 c+ 250
3 Mcfaden Pultivariate Caleulus 62 & 100
4 Steven Shwimmer Software Architecture 65 C+ 250
5 Ruby jason Relational DBMS 71 B GO0
[ Mark Dyne PHP development 89 A 1000
7 Philip namdaf Microsoft Dot Net Platform 52 ] NSA
8 Erik Bawn HTMI & Scripting 52 D NS
k] Ricky ben Data communication 76 B+ TOO
10 Miecky Software Architecture 66 c+ 250
11 Erik Bawn Relational DEMS &7 o 250
12 Ricky ben Computer Networks 72 B 500
13 Miecky Computer Networks 62 c 100
14 Erik Bawn software Engineering 72 8 600
15 Ricky ben Reguirement Engineering 59 ] NS
16 Miecky Computer Networks 81 A 1000
17 Erik Bawn Scftware Engineering 63 c 100
18 Ricky ben Reguirement Engineering 74 B 00
13 Billy Relational DBMS 74 B GO0
20 Mcfaden PHP development B6 A 1000
21 Steven Shwimmer Computer Networks 50 =] NS
22 Jason Grant Data Structure 89 A 1000
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Sorting Data

With over 17 billion cells in a single worksheet, Excel 2010 gives you the ability to work with an enormous amount of data. Arranging
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your data alphabetically, from smallest to largest, or other criteria, can help you find the information you're looking for more quickly.

Sorting is a common task that allows you to change or customize the order of your spreadsheet data. For example, you could
organize an office birthday list by employee, birthdates, or department, making it easier to find what you're looking for. Custom sorting
takes it a step further, giving you the ability to sort multiple levels (such as department first, then birthdate, to group birthdates by

department), and more.

To Sort in Alphabetical Order:

To Sort in Numerical Order:

1. Select a cell in the column you want to sort by. In 1.
this example, we will sort by Last Name.
= D E
1 Last Name Payment T-Shirt Color
2 [olivera oy 1-0ct White
3 Richards 4-Oct Dark Red
4 Hanlon 5-Oct
5 Means 5-Oct Dark Red
2. Select the Data tab, and locate the Sort and
Filter group.

A
3. Click the ascending command ri‘If to Sort Ato Z,
Z
or the descending command to‘h‘lf Sort Z to A.

Insert

1] Connections

Page Layout

Formulas

LF:

Data Revie'

A i =
NI -
il Sort Filter . Te
# Advanced | cg
nections Sort & Filter
e SortAto Z
C Sort the selection so that the
lowest values are at the top of the
|LastName | (2E
Olivera
Richards @ Press F1 for more help.
|Han|on |5-Oc‘t |

4. The data in the spreadsheet will be organized

alphabetically.

= D E
1 Last Name Payment T-5hirt Color
2 Ackerman 1-Oct
3 Albee 13-Oct
4 |Bell 11-Oct Dark Red
5 Benson 11-Oct White
6 |Chen 5-0ct Dark Red
7 |Del Toro 13-Oct White
8 |Ellison Pending Dark Red
9 |Flores 6-Oct White
10 |Hanlon 5-Oct
11 Kelly 11-Oct Dark Red
12 Kelly 11-Oct
13 Lazar 14-Oct White
14 MacDonald Pending Dark Red
15 Means 5-Oct Dark Red
16 Maser 14-Oct Dark Red
17 Nichols 6-Oct Dark Red

Sorting options can also be found on the Home tab,
condensed into the Sort & Filter command

Visit us at: www.sarvaindia.com

Select a cell in the column you want to sort by.

A B C
1 Homeroom # |Fir5t Name Last Mame
2 |110 Y Kris Ackerman
3 105 Nathan Albee
4 |220-B Samantha Bell
5 110 Matt Benson
From the Data tab, click the ascending

command to Sort Smallest to Largest, or the
descending command to Sort Largest to Smallest.
The data in the spreadsheet will be organized

numerically.

A B C
1 Homercom # First Name Last Name
2 |105 Nathan Albee
3 |105 Christiana Chen
4 |105 Sidney Kelly
5 105 Derek MacDonald
6 |105 Melissa White
7 |105 Esther Yaron
8 110 Kris Ackerman
9 |110 Matt Benson
10 110 Gabriel Del Toro
11 (110 Regina Olivera
12 135 Anisa MNaser
13 135 James Panarello
14 135 Lia Richards
15 |135 Jordan weller
16 |135 Chantal weller
17 |135 Alex Yuen

To Sort by Date or Time:

1.

Licensed by Govt. of India

Select a cell in the column you want to sort by.

D E E
1 Payment T-Shirt Color T-Shirt Size
2 [13-oat oy Medium
3 |5-Oct Dark Red Medium
4 11-Oct Dark Red Medium
5 Pending Dark Red Large
From the Datatab, click the ascending

command to Sort

Oldest to Newest,
descending command to Sort Newest to Oldest.

or the

The data in the spreadsheet will be organized by
date or time.
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Custom Sorting

To Sort in the Order of Your Choosing:

Data IR o rer You can use a Custom List to identify your own sorting order, such as days of the week, or, in this

comnesions o) |57 S j example, t-shirt sizes from smqllest to largest (Small, Medium, Large, an_d X-Large).

%) sort  Fiter Q,}Amm Jest 1. From the Data tab, click the Sort command to open the Sort dialog box.
s e 2. Identify the column you want to Sort by by clicking the drop-down arrow in

[son ] the Column field.
— ploR e e et 3. Make sure Values is selected in the Sort On field.
o 4. Click the drop-down arrow in the Order field, and choose Custom List...
soct @ pres i tor mare . 5. Select NEW LIST, and enter how you want your data sorted in the List entries box. We
11-Oct Dark Red [Medium | . L
will sort t-shirt sizes from smallest to largest.

6.
7.
8.

Click Add to save the list, then click OK.
Click OK to close the Sort dialog box and sort your data.
The spreadsheet will be sorted in order of Small, Medium, Large, and X-Large.

To Sort by Cell Color, Font Color, or Cell Icon:

1.
2.
3

4.

5.

From the Data tab, click the Sort command to open the Sort dialog box.

Identify the column you want to Sort by by clicking the drop-down arrow in the Column field.

Choose whether you want to sort by Cell Color, Font Color, or Cell Icon in the Sort On field. In this example, will sort
on Font Color.

In the Order field, click the drop-down arrow to choose a color, then decide whether you want it ordered On Top or On
Bottom.

Click OK. The data is now sorted by attribute rather than text.

Sorting Multiple Levels

Another feature of custom sorting, sorting multiple levels allows you to identify which columns to sort by and when, giving you more
control over the organization of your data. For example, you could sort by more than one cell color (such as red, then yellow, then
green, to indicate different levels of priority); or, as seen here, sort students by homeroom number, then by last name.

To Add a Level:

o bR

From the Data tab, click the Sort command to open the Sort dialog box.
Identify the first item you want to Sort by.

Click Add Level to add another item.

Identify the item you want to sort by next. We will sort Last Name from A to Z.

Click OK.
The spreadsheet will be sorted so that homeroom numbers are in order, and within each homeroom, students are listed
alphabetically by last name.

Copy Level will add a level by duplicating the one you have selected, and allowing you to modify the sorting criteria. This is
useful if you need to sort multiple levels that share some criteria, such as the same Column, Sort On, or Order.

To Change the Sorting Priority:

el N S

From the Data tab, click the Sort command to open the Custom Sort dialog box.
Select the level you want to re-order.
Use the Move Up or Move Down arrows. The higher the level is on the list, the higher its priority.

Click OK.

Outlining Data

If the amount of data in your worksheet becomes overwhelming, creating an outline can help. Not only does this allow you to organize
your data into groups, and then show or hide them from view; you can also summarize data for quick analysis using the Subtotal
command (for example, subtotaling the cost of office supplies depending on the type of product).

Outlines give you the ability to group data that you may want to show or hide from view, and create a quick summary using the
Subtotal command. Because outlines rely on grouping data that is related, you must sort before you can outline.
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To Outline Data Using Subtotal:

The Subtotal command can be used to outline your worksheet in many different ways. It uses common functions like SUM, COUNT,
AVG, and more, to summarize your data, and place it in a group.

In this example, we will use the Subtotal command to count the number of t-shirt sizes that were ordered at a local high school. This
will also place each t-shirt size in a group, making it possible to show the count, but hide the details that are not crucial to the placing
of the order (such as the student's homeroom number and payment date).

1. Sort according to the data you want to outline. 6. Select the column you want the subtotal to appear
Outlines rely on grouping data that is related. In in. We will choose the T-Shirt Size column.
this example, we will outline the worksheet by T- 6. Click OK.

Shirt Size, which has been sorted from smallest [subtotal B [ |
to largest. -
At each change in:
c D E F .

. o T-Shirt Size EI

1 Last Name Payment T-Shirt Color | T-Shirt Size -
Use functon:
4 Ellison Pending Dark Red Small Count EI
5 |White 7-Oct Small Add subtotal to:
6 Reynolds 7-Oct Small [C]Homeroom = -
7 [shaw 7-0ct small Ef;:ttp':::n’:
& Peyton-Gomez |Pending White Small [Ipayn_-.ent
3 Lazar 14.0ct White small TGO
10 |Chen 5-0ct Dark Red Medium e ¢ cubtotal
N eplace current sul =1

11 Kelly 11-Oct Dark Red Med!um 1] Page break between groups
12 Means 5-Oct Dark Red Medium Stmrameary b riate
13 Bell 11-Oct Dark Red Medium
14 Albee 13-Oct Medium [ Remove all | [ OK,\I\,_] [ cencel |
15 |Kelly 11-Oct i Medium 7. The contents of your worksheet will be outlined.
16] Benson 11-Oct White Medium Each t-shirt size will be placed in its own group,
i1 Del Toro 13-Oct White Medium and the subtotal (in this case, count) will be listed
18 |Panarello 15-0ct White Medium below each group.
19 Weller 15-0ct White Medium
20 MacDonald Pending Dark Red Large C D E F
21 |Ackerman 1-Oct Large 1 LastName  |Payment T-Shirt Color  |T-Shirt Size
22 Weller >od Large 2 Yaron 7-0ct DerkRed  |Small
23 Olivera 1-0ct White Large
v uen ot White Large 3 Naser 14-0ct Dark Red Small
25 Richards 4-Oct Dark Red X-Large 4 Ellison Pending Dark Red Small

2. Select the Data tab, and locate 5 White 7-0ct Small
the Outline group.

3. Click the Subtotal command to open the & Reynolds rod sméll
Subtotal dialog box. 7 Shaw 0ct smll

- m—— = 8 Peyton-Gomez |Pendin White Small
sl W g ik : .
== = s = 9 Lazar 14-0ct White Smiall
Group Ungroup Subtotal
e i H 10 Small Count . B
cubtotar - 11 Chen 5-Oct Dark Red Medium
K L Total several rows of related data - 12 Kelly 11-0ct Dark Red Medium
together by automatically inserting "
ek ool + 13 Means 5-0ct Dark Red Medium
@ Press F11or more neip. 14 Bell 11-0ct Dark Red Medium
15 Albee 13-0ct Medium

4. In the At each change infield, select the -
column you want to use to outline your 16 Kelly 11-0ct Medium
worksheet. In this example, we will choose T- * 17 Benson 11-Oct White Medium
Shirt Size. o _ + 18 DelToro  |13-0ct White Megium

5. Inthe Use function field, choose from the list of 19 Panarel 150d Whit Vedi
functions that are available for subtotaling. We anarerio - fte Edium
will use the COUNT function to tally the number * | 20 Weller 15-0ct White Medium
of each size. - 2 Medium Count 10
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To Ungroup Data:

1. Select the rows or columns that you want to
ungroup..

2. From the Datatab, click the Ungroup command.
The range of cells will be ungrouped.

3. To ungroup all the groups in your outline, open the
drop-down menu under the Ungroup command,
and choose Clear Outline.

Ungroup and Clear Outline will not remove subtotaling from
your worksheet. Summary or subtotal data will stay in place
and continue to function until you remove it.

To Ungroup Data and Remove Subtotaling:
1. From the Data tab, click the Subtotal command to
open the Subtotal dialog box.
2. Click Remove All.
3. All data will be ungrouped, and subtotals will be
removed.

Creating Your Own Groups

The Group command allows you to group any
range of cells - either columns or rows. It does not
calculate a subtotal, or rely on your data being
sorted. This gives you the ability to show or hide any
part of your worksheet, and display only the
information you need.

To Create and Control Your Own Group:
In this example, we will prepare a list of t-shirt colors
and sizes that need to be distributed to each
homeroom. Some of the data in the worksheet is not
relevant to the distribution of the t-shirts; however,
instead of deleting it, we will group it, then
temporarily hide it from view.

1. Select the range of cells that you want to group. In
this example, we will group the First Name, Last
Name, and Payment columns.

B & D E

1 |First Name Last Name Payment IT-Shirt Color
2 |Esther Yaron 7-Oct Dark Red

3 |Anisa MNaser 14-Oct Dark Red

4 |Brigid Ellison Pending Dark Red

5 |Melissa White 7-Oct

6 |Malik Reynolds 7-Oct

7 |Windy Shaw 7-Oct

8 |Christopher Peyton-Gomez |Pending White

9 |Michael Lazar 14-Oct White

10 |Christiana Chen 5-Oct Dark Red

11 |Sidney Kelly 11-Oct Dark Red
2. From the Data tab, click the Group command.
3. Excel will group the selected columns or rows.

Click the minus sign, also known as the Hide
Detail symbol, to hide the group.
5. The group will be hidden from view.

Click the plus sign, also known as the Show Detail symbol, to
show the group again.
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To Show or Hide a Group:

1. Click the minus sign, also known as the Hide
Detail symbol, to collapse the group.
C D E

1]z]a F

1 Last Name Payment T-Shirt Color T-Shirt Size
- | 8 Peyton-Gomez |Pending White Small
. 9 Lazar 14-Oct White Small

= 10 Small Count 8

[ - 11 chen 5-Oct Dark Red Medium
12 Kelly 11-Oct Dark Red Medium
13 Means 5-Oct Dark Red Medium
14 Bell 11-Oct Dark Red Medium
15 Albee 13-Oct Medium
16 Kelly 11-Oct Medium
17 Benson 11-Oct White Medium
18 Del Toro 13-Oct White Medium
19 Panarello 15-Oct White Medium
20 weller 15-Oct White Medium

[lz—ﬂ‘ 21 Medium Count 10|

r 22 MacDonald Pending Dark Red Large
23 Ackerman 1-Oct Large
24 Weller 5-Oct Large
25 Olivera 1-Oct White Large
26 Yuen 5-Oct White Large

=] |27 Large Count

5
2. Click the plus sign, also known as the Show
Detail symbol, to expand the group again.

1]213 = D E F
1 Llast Name Payment T-Shirt Color  |T-Shirt Size
8 |Peyton-Gomez |Pending White small
9 |lazar 14-Oct White small
10 Small Count 8
21 Medium Count 10|
22 |MacDonald Pending Dark Red Large
23 | Ackerman 1-Oct Large
24 weller 5-Oct Large
25 |Olivera 1-Oct White Large
+ | 26 Yuen 5-Oct White Large
[=] |27 Large Count 5
[ - 28 Richards 4-Oct Dark Red X-Large
29 |Nichals 6-Oct Dark Red X-Llarge
30 Hanlon 4-Oct X-Large
| 31 Flores 6-Oct White X-Large
I—:—l 32 X-large Count 4
= 33 Grand Count 27

You can also use the or commands on the Datatab in the
Outline group. First select a cell in the group you want to show
or hide, then click the appropriate command.

To View Groups by Level:

The groups in your outline, based on their hierarchy, are
placed on different levels. You can quickly display as little or
as much information as you want by clicking the level
symbols to the left of your worksheet. In this example, we will
view levels in descending order, starting with the entire
worksheet on display, then finishing with the grand total. While
this example contains only 3 levels, Excel can accommodate
up to 8.

1. Click the highest level (in this example, level 3) to view
and expand all of your groups. Viewing groups at the
highest level will display the entirety of your worksheet.

2. Click the next level (in this example, level 2) to hide the
detail of the previous level. In this example, level 2
contains each subtotal.

3. Click thelowest level (level 1) to display the lowest
level of detail. In this example, level 1 contains only the
grand total.

1SO 9001:2008 Certified



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

-75 -

Filtering Data

Filters can be used to narrow down the data in your
worksheet and hide parts of it from view. While it may sound
a little like grouping, filtering is different in the way that it
allows you to qualify and display only the data that interests
you. For example, you could filter a list of survey participants
to view only those who are between the ages of 25-34. You
could also filter an inventory of paint colors to view anything
that contains the word "blue," such as "bluebell" or "robin's
egg blue."

Filters can be applied in many different ways to improve the
performance of your worksheet. You can filter text, dates,
and numbers. You can even use more than one filter to
further narrow down your results.

To Filter Data:

In this example, we will filter the contents of an equipment
log at a technology company. We will display only the
laptops and projectors that are available for check-out.

1. Begin with a worksheet that identifies each column
using a header row.

A B C D
:
bR ID#  Type Equipment Detail Checked Out
3 1011 Laptop 10" Saris Netbook Pro 04-Oct-10
4 1012 Laptop 10" Saris Metbook Pro 29-5ep-10
5 1021 Laptop 15" EDI SmartPad L200-3 15-Sep-10
6 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-10
7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-10
8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-10
9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-10
10 (1032 Laptop 17" Saris X-10 Laptop 19-Sep-10
11 1033 Laptop 17" Saris X-10 Laptop 24-Sep-10
12 1034 Laptop 17" Saris X-10 Laptop 25-Aug-10
13 2050 Other EDI SmartBoard L500-1 05-Oct-10
14 (2051 Other EDI SmartBoard L500-1 01-Oct-10
15 3000 Other Saris Lumina Digital Camera 12-May-10
2. Select the Data tab, and locate the Sort &
Filter group.
3. Click the Filter command.
e Layout Formulas Data Review View D
| ? & Clear E_E
£lh l} {.JFeappl,
%l Sort Filter Y-/Ad\ranced Textto  Remove
Columns Duplicates
Sort & Filter Data
fx Filter (Ctrl+Shift+L) I
C Enable filtering of the selected

nologies Inc| cells,
t Detail Once filtering is turned on, click
the arrow in the column header to

detbook Pro | choose afilter for the column,

detbook Pro

e Press F1 for more help.
nartPad L200- 0
1artPad L200-3 14-Aug-10 16-Aug-10

4. Drop-down arrows will appear in the header of
each column.

5. Click the drop-down arrow for the column you
would like to filter. In this example, we will filter the
Tvpe column to view only certain tvpes eauipment.

A B C D

il Equipment Log — Ragnar Technologies Inc.

2

3 Laptop

4 1012 Laptop 29-5ep-10

5 1021 Laptop martPad L200-3 15-5ep-10

6 (1022 Laptop 15" EDI SmartPad L200-3 14-Aug-10

7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-10

6. The Filter menu appears.

7. Uncheck the boxes next to the data you don't want to
view. (You can uncheck the box next to Select All to
quickly uncheck all.)

8. Check the boxes next to the data you do want to view. In
this example, we will check Laptop and Projector to view
only those types of equipment.

A B c D
L Equipment Log — Ragnar Technologies Inc.
w3 1D # B Type B Equipment Detail B3 checked out B
4| sortatoz o 04-Oct-10

Zl sortzZtoa o 29-Sep-10
Sort by Color » DO-3 15-Sep-10

£ 00-3 14-Aug-10
00-3 08-Aug-10
) D0-4x% 26-Sep-10
Text Eilters 3 b 04-0Oct-10
Search b 19-Sep-10
(Select Ally -3 24-Sep-10
Laptop B 25-Aug-10
Other -1 05-Oct-10
B-1 01-Oct-10
Camera 12-May-10
tal Camera 27-Jul-10
camcorder  06-Oct-10
Printer Il 04-Aug-10
ker 13-Jun-10
[ v ] [ Cancel ] rravel Bag  27-Jul-10
top Case 04-Oct-10

2274905 Other 7N Heavy Rolling Laptop Case 04-Oct-10

23 |5020 TV 32" Paragon 440 Plasma TV 11-Aug-10

9. Click OK. All other data will be filtered, or temporarily
hidden. Only laptops and projectors will be visible.

A B = D
i Equipment Log — Ragnar Technologies Inc.
¢} 0 # Bl Type B Equipment Detail B checked out B4
3 1011 Laptop 10" Saris Netbook Pro 04-Oct-10
4 1012 Laptop 10" Saris Netbook Pro 29-Sep-10
5 1021 Laptop 15" EDI SmartPad L200-3 15-Sep-10
6 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-10
7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-10
8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-10
9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-10

10 (1032 Laptop 17" Saris X-10 Laptop 13-Sep-10

11 (1033 Laptop 17" Saris X-10 Laptop 24-Sep-10

12 (1034 Laptop 17" Saris X-10 Laptop 25-Aug-10

26 6100 Projector Omega Visx 1.0 28-5ep-10

27 6101 Projector Omega Visx 1.0 26-5ep-10

28 6102 Projector Omega Visx 1.0 22-Aug-10

Filtering options can also be found on the Home tab, condensed
into the Sort & Filter command.
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To Add Another Filter:

Filters are additive, meaning you can use as many as you need to narrow down your results. In this example, we will work with a
spreadsheet that has already been filtered to display only laptops and projectors. Now we will display only laptops and projectors that

were checked out during the month of August.

1.
2.
3.

Click the drop-down arrow where you would like to add a filter.
Uncheck the boxes next to the data you don't want to view. Check the boxes next to the data you do want to view.
Click OK. In addition to the original filter, the new filter will be applied. The worksheet will be narrowed down even further.

To Clear a Filter:

n

Advanced Filtering

Click the drop-down arrow in the column from which you want to clear the filter.
Choose Clear Filter From...
The filter will be cleared from the column. The data that was previously hidden will be on display once again.

To instantly clear all filters from your worksheet, click the Filter command on the Data tab.

To Filter Using Search:

29 6200
30 6301
31 6302

Laptop 10" Saris Netbook Pro
Laptop 10" Saris Netbook Pro
Laptop 17" Saris X-10 Laptop
Laptop 17" Saris X-10 Laptop
Laptop 17" Saris X-10 Laptop
Laptop 17" Saris X-10 Laptop

Other Saris Lumina Digital Camera

B Checked Out g

04-Oct-10

29-5ep-10
04-Oct-10

19-5ep-10
24-Sep-10
25-Aug-10
12-May-10

Other Saris Zoom Z-60 Digital Camera 27-Jul-10

Other U-Go Saris DigiCam Printer I

Other U-Go Saris Label Maker
Projector  Saris Lux T-80
Projector  Saris Lux T-81 Lite
Projector  Saris Lux T-81 Lite

04-Aug-10
13-Jun-10
01-5ep-10
10-5ep-10
08-Sep-10

To Use Advanced Text Filters:

20

22 |Other

4] sotAtoz
I sotZtoA
Sort by Color

Text Filters

10 Search

| (Belect Al
~[#] 10" Saris Nethook Pro

15" EDI SmartPad L200-3
15" EDI SmartPad L200-4%

[ 17" Saris X-10 Laptop

32" Paragon 440 Plasma TV

¥ 50" Paragon 430L LCD TV

[ TN Deluxe Camera Travel Bag

¥ TN Heavy Roling Laptop Case

¥ T Light Rolling Laptop Case
Firnen o tirnn s

B checked Out
04-0ct-10
29-5ep-10
15-5ep-10
14-Aug-10
08-Aug-10

76.San. 10

7N Heavy Rolling Laptop Case

Equals...
Daes Not Equal..,
Begins With..,

Ends With...
Contgins.

Does Not Contam...%

Custom Filter...

06-0ct-10
04-Aug-10
13-Jun-10
27-Jul-10

04-0ct-10
04-0ct-10

Checked In jig

01-Oct-10
16-Aug-10
15-Aug-10
M-Det 10

]
0
]
]
0
0

05-Aug-10
20-Jun-10
06-Aug-10

Visit us at: www.sarvaindia.com

2.

Searching for data is a convenient alternative to checking or unchecking data from
the list. You can search for data that contains an exact phrase, number, or date, or
a simple fragment. For example, searching for the exact phrase "Saris X-10
Laptop" will display only Saris X-10 Laptops. Searching for the word "Saris,"
however, will display Saris X-10 Laptops, and any other Saris equipment, including
projectors, digital cameras, and more.

From the Data tab, click the Filter command.

Click the drop-down arrow in the column you would like to filter. In this
example, we will filter the Equipment Detail column to view only a specific
brand.

3. Enter the data you would like to view in the Search box. We will enter the
word "Saris" to find all Saris brand equipment. The search results will
appear automatically.

4. Check the boxes next to the data you want to display. We will display all
the data that includes the brand name Saris.

5. Click OK. The worksheet will be filtered according to your search term.

Advanced text filters can be used to display more specific information, such as cells that
contain a certain number of characters, or data that does not contain a word you
specify. In this example, we will use advanced text filters to hide any equipment that is
related to cameras, including digital cameras, camcorders, and more.

1. From the Data tab, click the Filter command.

2.  Click the drop-down arrow in the column of text that you would like to filter. In this

example, we will filter the Equipment Detail
column to view only certain kinds of equipment.

3. Choose Text Filters to open the advanced filtering || souroisuee:
menu.

4. Choose afilter. In this example, we will fosinen ED

choose Does Not Contain to view data that does I 3
not contain the text we specify.
5. The Custom AutoFilter dialog appears. Use 7t repesentany snge characer

Custom AutoFitter M

Equipment Detal

@amd Oor

Use *to represent any series of characters

6. Enter your text to the right of your filter. In this

example, we will enter "cam" to view data that
does not contain those letters. That will exclude

any equipment related to cameras, such as digital cameras, camcorders,camera

bags, and the digicam printer.

Click OK. The data will be filtered according to the filter you chose and the text you

specified.
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To Use Advanced Date Filters:

Advanced date filters can be used to view information from a certain time period, such as last year, next quarter, between two dates,
and more. Excel automatically knows your current date and time, making this tool very easy to use. In this example, we will use
advanced date filters to view only the equipment that has been checked out this week.

1.
2.

apr®

From the Data tab, click the Filter command.

Click the drop-down arrow in the column of dates that you would like to filter. In this example, we will filter the Checked Out
column to view only a certain range of dates.

Choose Date Filters to open the advanced filtering menu.

Click afilter. We will choose This Week to view equipment that has been checked out this week.

The worksheet will be filtered according to the date filter you chose.

Win NG W B(wW(N e

(ON [0 VR V1 [ [ ) g o s
EEERENRLELREE

N
|8}

agnar Technologies Inc.

Equipment Detail i Checked Out B checked in Bd By Whom
10" S %] Sort Oldest to Newest Jay Peralta C D E F
10" 5 %] sort Newest to Oldest August Zorn 1 & narTechnulngies Inc.
15"E Sort by Colar » |01-Oct-10 sofie Ragnar = . .
15"E 16-Aug-10  Hank Sorenson y3 Equipment Detail M Checked Out &g Checked In §g By Whom
il 2Augdo Jenmifer Weiss 3 10" Saris Netbook Pro 04-0ct-10 Jlay Peralta
15" E Y
177g  Detemes - Eauats.. 9 17" Saris X-10 Laptop 04-0ct-10 Nick Ortiz
17" 5 S h Al = Before... 3 R
e Ml L e b 13 EDI SmartBoard L500-1 050ct10  06-0ct-10  Anthony Liddell
g Between... - 17 Omega PixL Digital Camcorder 06-Oct-10 Min Seung
EDI S e
EDIS Tomarrow 21 7M Light Rolling Laptop Case  04-Oct-10 Jay Peralta
g g Laptop Y

- Today
saris August ayen . g . .
o e e Vesterday 22 7N Heavy Rolling Laptop Case  04-Oct-10 Nick Ortiz
Ome (-1 October Next Week 32
U-Gg This Week an
U-Gg Last Week R
e e o
7N Heavy Holling Laptop Case U4-Uct-10 This Month

To Use Advanced Number Filters:

Advanced number filters allow you to manipulate numbered data in many different ways. For example, in a worksheet of exam

grades,

you could display the top and bottom numbers to view the highest and lowest scores. In this example, we will display only

certain kinds of equipment based on the range of ID #s that have been assigned to them.

1.
2.

3.
4.
5

From the Data tab, click the Filter command.

Click the drop-down arrow in the column of numbers that you would like to filter. In this example, we will filter the ID #
column to view only a certain range of ID #s.

Choose Number Filters to open the advanced filtering menu.

Choose afilter. In this example, we will choose Between to view ID #s between the numbers we specify.

Enter a number to the right of each filter. In this example, we will view ID #s greater than or equal to 3000, but less than or
equal to 4000. That will display ID #s in the 3000-4000 range.

Click OK. The data will be filtered according to the filter you chose and the numbers you specified.

3 K
Custom AutoFilter M
A B = D
Show rows where: [ Equipment Log — Ragnar Technologies Inc.
D # . "
2 Equipment Detail p Checked Out K3
is greater than or equal to El 3000 =] 15 3000 Other  SarisLuminaDigital Camera  12-May-10

@ and () Or N 16 3005 Other Saris Zoom Z-60 Digital Camera 27-Jul-10

Omega PixL Digital Camcorder  06-Oct-10

is less than or equal to |z|| 4000| : ]
18 3800 Other U-Go 5aris DigiCam Printer Il 04-Aug-10

Use ? to represent any single character 19 3900 Other  U-GoSaris Label Maker 13-Jun-10
Use * to represent any series of characters

—_—
-
]
w
=
=
[e]
=
=3
o
T

Lesson: 8
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Table, Chart, Sparklines & Templates

Once you have entered information into a spreadsheet, you may want to format it. Formatting your spreadsheet can not only improve

the look and feel, but also make it easier to use.

To Format Information as a Table:

1. Select the cells you want to format as a table. In
this example, an invoice, we will format the cells
that contain the column headers and the order

details.
1 M Date: 11/13/10
2 on; g Invoice #: 145-10
3 ARTISAN PMTA INVOICE Customer:  Café Aurora
4 |Quantity Description UnitPrice Line Total
5| 5 Fettuccini, Black Bean Flavor $12.00 $60.00)
6| 7 Fettuccini, Sundried Tomato Flavar 510,00 £70.00)
7] 9 Fettuccini, Thai Basil Flavor 510,00 $90.00)
B & Penne, Roasted Red Pepper Flavor 514,00 584,00
9 3 Penne, Massaman Curry Flavor 514,00 542,00
10 4 Penne, Wild Mushroom Flavor $15.00 v 560.00)
1
2. Click theFormat as Tablecommand in

the Styles group on the Home tab.

ij‘ ﬂ Mormal Bad

Conditional =~ Format |C., culation |||
Formatting ~ as Table =

Styles

Format as Table

H Quickly format a range of cells and L
convert it to a Table by choosing a
pre-defined Table Style,

3. A list of predefined table styles will appear. Click
a table style to select it.

/| Normal Bad Good Neutral
bty

Calation ||

Modifying Tables

Visit us at: www.sarvaindia.com
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4. A dialog box will appear, confirming the range of cells
you have selected for your table. The cells will appear
selected in the spreadsheet, and the range will appear in
the dialog box.

5. If necessary, change the range by selecting a new range
of cells directly on your spreadsheet.

Date: 11/13/10
M on Zbﬂ!/ﬂ Invoiced: 14510
ARTISA Pﬁ TA INVOICE :

Eustomer

‘4 jQuantity Desciption [ L Line Total
Quantiy_Desrp Fomat As Tale
5 5 Fettuceini, Black S60.00
] 7 Fettuceini, Sundrig | Where s the data for your table? §70.00
7 9 Fettuccini, Thai §A54:80510 & $90.00
8 6 Penne, Roasted R T S84.00
9 3 Penne, Massama N | $42.00
10! 4 Penne, Wild Mus | $60.(I)_l
11 | |

6. If your table has headers, check the box next to My table
has headers.

7. Click OK. The data will be formatted as a table in the
style that you chose.

B C D
1 M Date: 11/13/10
: 0ngzbe//0 R
3 H AR J |NVO|[E Customer:  Café Aurora
4 |Quantity| ~ | Description ¥ |Unit Price |~ |Line Total ¥
5 5 Fettuccini, Black Bean Flavor $12.00 $60.00
6 7 Fettuccini, Sundried Tomato Flavor $10.00 $70.00
7 9 Fettuccini, Thai Basil Flavor $10.00 $90.00
] 6 Penne, Roasted Red Pepper Flavor $14.00 534,00
9 3 Penne, Massaman Curry Flavor 51400 542,00
10 4 Penne, Wild Mushroom Flavor $15.00 $60.00,
1

Tables include filtering by default. You can filter your data at any
time using the drop-down arrows in the header. To convert a
table back into "normal" cells, click the Convert to
Range command in the Tools group. The filters and the Design
tab will then disappear, but the cells will retain their data and
formatting.
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To Add Rows or Columns:
1. Select any cell in your table. The Design tab will appear on the Ribbon.
2. From the Design tab, click the Resize Table command.
3. Directly on your spreadsheet, select the new range of cells that you want your table to cover. You must select your original
table cells as well.
4. Click OK. The new rows and/or columns will be added to your table.

To Change the Table Style:
1. Select any cell in your table. The Design tab will appear.
2. Locate the Table Styles group. Click the More drop-down arrow to see all of the table styles.
3. Hover the mouse over the various styles to see a live preview.

4. Select the desired style. The table style will appear in your worksheet.

To Change the Table Style Options:
When using an Excel table, you can turn various options on or off to change its appearance. There are six options: Header
Row, Total Row, Banded Rows, First Column, Last Column, and Banded Columns.
1. Select any cell in your table. The Design tab will appear.
2. From the Design tab, check or uncheck the desired options in the Table Style Options group.

Depending on the Table Style you're using, certain Table Style Options may have a different effect. You may need
to experiment to get the exact look you want.

Working with Charts

A chart is a tool you can use in Excel to communicate your data graphically. Charts allow your audience to see the meaning behind
the numbers, and they make showing comparisons and trends a lot easier. In this lesson, you will learn how to insert charts
and modify them so that they communicate information effectively.

Excel workbooks can contain a lot of data, and that data can often be difficult to interpret. For example, where are the highest and
lowest values? Are the numbers increasing or decreasing? The answers to questions like these can become much clearer when the

data is represented as a chart. Excel has many different types of charts, so you can choose one that most effectively represents the
data.

Insert Page Layout Formulas Data Review  View Design

To Create a Chart: T \ .
L B8 2 il A @ Sl [ D

. . Picture  Clip Emumn Lme P\e Ear Area Scatter Other
1. Select the cells that you want to chart, including the column r (T*S"EE"S"‘“' -+ Chars-
titles and the row labels. These cells will be the source —_— f_ —— =
data for the chart. i T M T -
&35,353(!) MZSE(X Compare values across categories
1 $18,580.00 349, 2250(l by using vertical rectangles.
$78,970.00 $82,262.0C e
2 oung Adult  $35,358.00 $42,685.00 $20,893.00 $16,065.00 521,388.00 $04,236.00 $131,390.0C ! “t: .".”,Jrnz“mh j,",mh.f.fp;;ﬁm
Hen o
3 |Classics $18,580.00 549,225.00 $16,326.00 $10,017.00 $26,134.00 S e Ju N
4 [Mystery $78,970.00 582,262.00 $48,640.00 $49,985.00 $73,428.00 ’
5 [Romance 94,236.00 $131,390.00 5$79,022.00 $71,009.00 $81,474.00 . .
— 594, S13L, 579, 571, 81, 5. The chart will appear in the worksheet.
6 [Sci-Fi & Fantasy $16,730.00 519,730.00 $12,109.00 $11,355.00 5171535%
A B [ D E F G
7 1 Genre u mm
2. Clickthe Insert tab. S e e NS g AR
. 3 Mystery ,970. ,262. ,640.! ,985.1 ,428.1
3' In the Charts groupv SeIeCt the dESIred Chart 4 Romance $94,236.00 $131,390.00 $79,022.00 $71,009.00 $81,474.00
category (Column, for example). 5 Sci-Fi & Fantasy [$16,730.00 $19,730.00 $12,109.00 $11,355.00 $17,686.00
Insert Page Layout Formulas Data Review View | Design & Young Adult $35,358.00 $42,685.00 $20,893.00 $16,065.00 $21,388.00,
s 7
|| El@] P shapes - A = s $140,000.00
\—"“ - D_'ﬁmartt-n ﬂi N\X ‘ =" & L 'J :
Picture  Clip Column  Line Pie Bar Area  Scatter Other $120,000.00
Art (- Screenshot - - - - - - v Charts~ 10
Hustrations Charts g 1 $100,000.00 = Classics
- J< | Genre | column e $80,00000 Mystery
_\ B | C Insert a column chart, | = ﬁ $60,00000 mRomance
Column charts are used to compare T 15 B 5ci-Fi & Fantasy
&35‘353(” 3425&5()( wvalues across categories, .00 = $40,000.00 MYoung Adult
4. Select the desired chart type from the drop-down menu 7 $20,00000
(Clustered Column, for example). = 5000
19 2006 2007 2008 2009 2010

20
Chart Tools
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Once you insert a chart, a set of Chart Tools, arranged into three tabs, will appear on the Ribbon.
These are only visible when the chart is selected. You can use these three tabs to modify your
chart.

Design Layout Format

To Change the Chart Type:
1. From the Design tab, click the Change Chart Type command. A dialog box appears.
2. Select the desired chart type and click OK.

To Switch Row and Column Data:
Sometimes when you create a chart, the data may not be grouped the way you want it to be. In the clustered column chart below,
the Book Sales statistics are grouped by Fiction/Non-Fiction, with a column for each year. However, you can also switch the row
and column data so that the chart will group the statistics by year, with columns for Fiction and Non-Fiction. In both cases, the chart
contains the same data; it's just organized differently.
1. Select the chart.
2. From the Design tab, select the Switch Row/Column command.
3. The chart will then readjust.

To Change the Chart Layout:
1. Select the Design tab.
2. Click the More drop-down arrow in the Chart Layouts group to see all of the available layouts.
3. Select the desired layout.
4. The chart will update to reflect the new layout.
Some layouts include chart titles, axes, or legend labels. To change them, just place the insertion point in the text and
begin typing.

To Change the Chart Style:
1. Select the Design tab.
2. Click the More drop-down arrow in the Chart Styles group to see all of the available styles.
3. Select the desired style.
4. The chart will update to reflect the new style.

To Move the Chart to a Different Worksheet:

Select the Design tab.

Click the Move Chart command. A dialog box appears. The current location of the chart is selected.

Select the desired location for the chart (i.e., choose an existing worksheet, or select New Sheet and name it).
Click OK. The chart will appear in the new location.

Working with Sparklines

Sparklines are miniature charts that fit into a single cell. Since they're so compact, you can place a large number of them in your
worksheets. For example, you could place one sparkline on each row to show trends within that row. In this lesson, you will learn how
to insert sparklines and change their type and appearance.

Sparklines were introduced in Excel 2010 to be a convenient alternative to charts. Unlike a traditional chart, a sparkline is placed
inside a cell, allowing you to easily create a large number of sparklines (for example, one on each row).

PwONPRE

Types of Sparklines

B -_-_l -I--I
There are three different types of sparklines: Line, Column,  m.m guEEEE
and Win/Loss. Line and Column work the same as line and -
column charts. Win/Loss is similar to Column, except it only shows whether each -omone : :_
value is positive or negative, instead of how high or low the values are. All three | === ==
types can display markers at important points, such as — =-H__10 Ll
the highest and lowest points, to make them easier to read. Line Column Win/Loss

Why Use Sparklines?

Sparklines are basically charts, so why would you want to use sparklines instead of charts? Sparklines have certain advantages that
make them more convenient in many cases. Imagine you have 1000 rows of data. If you place a sparkline on each row, it will be right
next to its source data, making it easy to see the relationships between the numbers and the sparkline. If you used a traditional chart,
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it would need to have 1000 data series in order to represent all of the rows, and you would probably need to do a lot of scrolling to find

the relevant data in the worksheet.

Sparklines are ideal for situations where you just want to make the data clearer and more eye-catching, and where you don't need all
of the features of a full chart. On the other hand, charts are ideal for situations where you want to represent the data in greater detail,

and they are often better for comparing different data series.
To Create Sparklines:

Generally, you will have one sparkline for each row, but you can
create as many as you want in any location you want. Just like
with formulas it's usually easiest to create a single sparkline and
then use the fill handle to automatically create the sparklines for
the remaining rows.
1. Select thecellsthat you will need for thefirst
sparkline. In this example, we are creating a sparkline
for Kathy Albertson, so we will select her sales data.

Albertsan, Kathy W70 SS00  SI8EA00 SLITO0 S0 53690

]
Allenson, Caral WALL0D SLOAZ00 935500 SLI0000 81018500 518,749.00
Altman, Zoey Q5000 SO0 670200 SLL600 S1345200  SB046.00

2. Click the Insert tab.
3. In the Sparklines group, select Line. A dialog box will
appear.

}g_}une E‘i 9;:)

Column
B Slicer Hyperlink Text
" Win/Loss Box

Sparklines Filter Links

Insert Line Sparkline
Insert a line chart within a single J
cell.

4. Make sure theinsertion pointis next toLocation
Range.

5. Click the cell where you want the sparkline to be. In
this example, we'll select the cell to the right of the
selected cells.

: Select the cell
$8,237.00 38,690.00. - where you want the
§10,185.00  §18,749.00 sparkline to be.
§13,452.00  $8,046.00 | Creste Sparklines
64,404.00 $20,114.00_
§3,170.00  §10,733.00
$3317.00 $18524.00 || DFtaRance: B2
§13,090.00  §13,953.00
§3,528.00  §15,275.00
54'339.00 513J035.00' Lecation Range: |b_
$9,642.00 513,?14.00_
65,850.00  §15,065.00
§10,024.00  §18,389.00 |

Choose the data that you want

Choose where you want. the sparklines to be placed

Insertion point

6. Click OK. The sparkline will appear in the document.
7. Click and drag the fill handle downward.

s90.00 ——— 1
749.00 /

346.00
L14.00

8. Sparklines will be created for the remaining rows.

$8,237.00 $8,690.00| -
$10,185.00  $18,749.00
$13.452.00 $8,046.00

$4,404.00 $20,114.00

$3,170.00  $10,733.00

$8,817.00 $18,524.00
$13,090.00 $13,953.00
$3,528.00 $15,275.00
$4,839.00 $13,085.00
$9.642.00 $13,714.00

To Show Points on the Sparkline:

Certain points on the sparkline can be emphasized
with markers, or dots, making the sparkline more readable.
For example, in a line with a lot of ups and downs, it may be
difficult to tell which ones are the highest and lowest points,
but if you show the High Point and Low Point, it will be easy
to identify them.

1. Select the sparklines that you want to change. If
they are grouped, you only need to select one of
them.

2. Locate the Show group in the Design tab.

3. Hover over the different checkboxesto see a
description of each one.

%H\ghlﬁoint [C1 First Point F
Low Point [ vLast Point ~
D Megative Points D Markers
Show

is

Toggle Sparkline High Points

Highlight the highest points of
data in the selected sparkline
group.

4. Check each option that you want to show. The
sparklines will update to show the selected options.

To Change the Style:

1. Select the sparklines that you want to change.
2. Locate the Style group in the Design tab.

3. Click the More drop-down

arrow to show all of the . X 2

available styles. \/ \/\/ \/\/ o
4. Select the desired style. _h
5. The sparklines will update — —

to show the selected style.

To Change the Sparkline Type:
1. Select the sparklines that you want to change.
2. Locate the Type group in the Design tab.
3. Select the desired type (Column, for example).
4. The sparkline will update to reflect the new type.

Some sparkline types will be better or worse for certain types
of data. For example, Win/Loss is best suited for data where
there may be positive and negative values (such as net
earnings).
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By default, each sparkline is scaled to fit the maximum and minimum values of its own data. This allows it to fill the entire
cell no matter how high or low the values are. However, it has a downside: if you are trying to compare several sparklines,
you won't be able to tell at a glance which ones have higher or lower values. The solution is to make the display range the

same for all of the sparklines.

To Change the Display Range:

1. Select the sparklines that you want to change.

2. Inthe Design tab, click the Axis command. A drop-down menu will appear.

3. Under Vertical Axis Minimum Value Options and Vertical Axis Maximum Value Options, select Same for All
Sparklines.

4. The sparklines will update to reflect the new range.

Using Templates

In Excel 2010, you have many templates that can save you a lot of time. A template is a pre-designed spreadsheet that you can use
to create new spreadsheets with the same formatting and predefined formulas. With templates, you don't need to know how to do the
math, or even how to write formulas - these are already integrated into the spreadsheet.

In this lesson, you will learn how to create a new workbook with a template, as well as basic information about how templates work in
Excel 2010. Excel allows you to create new workbooks using templates, or a predefined pattern. Several templates are preloaded in

Excel and others are located on Microsoft Office Online.

To Create a New Workbook Using a Template:

1. Click the File tab to go to Backstage view.
2. Select New. The Available Templates pane appears.
3. Click Sample templatesto choose a built-in template, or

select an Office.com template category to download a

template. In this example, we will download a template from
Office.com.

.i. Home Insert Page Layout Formulas Data Review View Developer
- Available Templates
Choose a Sample G
template or an
Office.com template Lg f\
Recent Blank Recent Sample My templates  New from
workbook templates templates existing
m Office.com Templates Search Office.com for templates | =
=
L it 4 | =
_ i) HHH S =i =
Agendas Budgets Calendars Diagrams Expense
Help reports
|1 Options —
| T 7 e
= = O =ple =5 [
v ) Forms
Faxes Flyers Forms Aventories Invoices

4. Thumbnail images of the templates you have to choose from
appear in the center. A larger preview appears on the right.
5. Select the desired template, then click Download to open it. (If

using a Sample template, Download will be replaced

by Create.)

Available Templates

+ & Home » Forms » Business

Office.com Templates

Mileage log with
reimbursement form

Travel advance request

Search Office.com for || =

-

Petty cash request

.
-

DEPOSIT RECORD

Mileage log with reimbursement form

Provided by: Microsoft Corporation
Download size: 10KB

Rating: 3¢5 7727 (1958 Votes)

Maeage Log 4ad Resmbursesment Form

BN

Download

6. A new workbook will appear using the template you

chose.

i Mileage Log and Reimbursement Form

2

Il Employee Name
4 Employee ID
5 Vehicle Description
g Authorized By

Date
9 5/9/2002
10 5/9/2002

[ B |

Starting Location
Home Office
Northwind Traders

I{ 4 M| Mileage Log and Reimbursement ~
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Destination
Northwind Traders
Home Office

L] >

Rate Per Mile

For Period
Total Mileage
Total Reimbursement

From 5/9/02to 5

Odol

Description /Notes

4] i »
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Lesson: 9

Conditional Formatting, Pivot Table & What-if Analysis

Using Conditional Formatting

Imagine you have a spreadsheet with thousands of rows of data. It would be extremely difficult to see patterns and trends just from
examining the raw data. Excel gives us several tools that will make this task easier. One of these tools is called conditional formatting.
With conditional formatting, you can apply formatting to one or more cells based on the value of the cell. You can highlight
interesting or unusual cell values, and Vvisualize the data wusing formatting such as colors,icons, and data bars.
Conditional formatting applies one or more rules to any cells that you want. An example of a rule might be "If the value is greater
than 5,000, color the cell yellow." By applying this rule to the cells in a worksheet, you'll be able to see at a glance which cells are over
5,000. There are also rules that can mark the top 10 items, all cells that are below the average, cells that are within a certain date
range, and many more.

Conditional Formatting Presets

To Create a Conditional Formatting Rule:

Excel has a number of presets that you can use to quickly apply

2 Inthe Home tab. click the Conditional conditional formatting to your cells. They are grouped into three
Formatting command. A drop-down menu will appear. categories:

3. Select Highlight Cells Rules or Top/Bottom Rules. We ® Data Bars are horizontal bars added to each cell, much like a bar

will choose Highlight Cells Rules for this example. A menu graph.
will appear with several rules.

1. Select the cells that you want to add the formatting to.

$3,863.00  $1,117.00 $8,237.00 $8,690.00

4.  Select the desired rule (Greater Than, for example). $9,355.00 | $1,100.00 | $10,185.00 | $18,749.00
6,702.00 @ $2,116.00 | $13,452.00 8,046.00
. ijj #l— il S=Insert - = - f‘? \;E $ $ $ s
ES > S s - | G- 2 $4,415.00 $1,089.00  $4,404.00 | $20,114.00
éﬁg ;‘28 Conditional Format Cell e - Sort & Find .
’ Formatting -|as Table - Styles - | [ Format - | <2~ Filter - Selec ® Color Scales change the color of each cell based on its value.
| 4], monuonccensruies + | [l greater Than.. i Each color scale uses atwo or three color gradient. For
£l | example, in theGreen - Yellow - Redcolor scale,
- Eyg| Top/BottomRules  » | [J7) LessThan... the highest values are green, average values are yellow, and
37.00 T pata e - =: p— the lowest values are red.
35.00 = $3,863.00 S$1,117.00 $8,237.00  $8,690.00
;igg Color Scates » [ E) savarre. $9,355.00/ $1,100.00 $10,185.00 $18,749.00
70.00 {5 rconsets o 4] 1ot that contains... $6,702.00 $2,116.00 $13,452.00  $8,046.00
17.00 $4,415.00, S$1,080.00 $4,404.00  $20,114.00
30.00 & Hew Rule.. —‘% A Date Occurring... e . )
- B Clear Rules | ® |con Sets add a specific icon to each cell based on its value.

B G manage nutes.. 20 pupncate vanes... O $3,863.00 §51,117.00 < $8,237.00 &1 $8,690.00
| 94 $9,355.00 4$1,100.00 $1510,185.00 4 $18,749.00

12.00 $13,714.00
5. From the dialog box, enter a value in the space provided, if S $6,702.00 §52,116.00 1513,452.00 $ $8,046.00

applicable. In this example, we want to format cells that are 4 $4,415.00 §$1,089.00 § $4,404.00 {} $20,114.00
greater than $5,000, so we'll enter 5000 as our value. If . )
you want, you can enter acell reference instead of a  To Use Preset Conditional Formatting:

More Rules...

6 rslulrnbter. f i tvle f the drop-d 1. Selectthe cells you want to add the formatting to.
' elect a formatling style from the drop-down menu. 2. Inthe Home tab, click the Conditional
Greater Than 9 i) Formatting command. A drop-down menu will appear.

3. Select Data Bars, Color Scales or Icon Sets (Data Bars,

Format cells that are GREATER THAN: .
for example). Then, select the desired preset.
o0 | with| [ Velow Filvith Dk elow Text [+ ] 4. The conditional formatting will be applied to the selected
cells.
oK Cancel 1 = = -
o =y
7. The formatting will be applied to the selected cells. ' é,i::;'l&‘."n";i a Tabie - stvies - 2-
$9,35500 $1,100.00 $10,185.00 $18,749.00 _| SRy HehiiohtCells Rules >
$6,702.00 $2,11600 $13,45200  $8,046.00 }U‘l Top/Botiom Rules 0 il
$4,41500 $1,089.00  $4,40400 $20,114.00 E S
$11,601.00 $1,122.00  $3170.00 $10,733.00 =] patasars S 1 |
$3,72600 $1,135.00  $8817.00 518,524.00 — BB SNMU Sl'll IS 5&69000
$9,007.00 $2,113.00 $13,090.00 $13,953.00 l=sl] Cotorseales "V =H 1
$4,505.00 $1,02400  $3,528.00 $15275.00 . ifmléﬁ = SHRUU SMOUOO 310,18500 518’?4900
$3,973.00 $1,71600  $4,839.00 $12,085.00 B g sﬁlUlUU 52,11500 313,45200 SE,U%UU
fed e A
If you want, you can apply more than one rule to your cells. ore e WMU Smgggg 54’40400 520’11400
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To Remove Conditional Formatting Rules:

1. Select the cells that have conditional formatting.

2. Inthe Home tab, click the Conditional Formatting command. A drop-down menu will appear.

3. Select Clear Rules.

4. A menu will appear. You can choose to clear rules from the Selected Cells, Entire Sheet, This Table, or This PivotTable.
In this example, we will clear rules from the entire sheet.
You can edit or delete individual rules by clicking on the Conditional Formatting command and selecting Manage Rules.
This is especially useful if you have applied multiple rules to the cells.

Creating PivotTables

-84 -

PivotTable reports (or, simply PivotTables) make the data in your worksheets much more manageable by summarizing the data
and allowing you to manipulate it in different ways. PivotTables can be an indispensable tool when used with large, complex
spreadsheets, but they can be used with smaller spreadsheets as well.
When you have a lot of data, it can sometimes be difficult to analyze all of it. A PivotTable summarizes the data, making it easier to
manage. Best of all, you can quickly and easily change the PivotTable to see the data in a different way, making this an extremely
powerful tool.

Using PivotTables to Answer Questions

The example below contains sales statistics for a fictional company. There is a row for each order, and it includes the order amount,
the name of the salesperson who made the sale, the month, the sales region, and the customer's account number.

Albertson, Kathy
Albertson, Kathy
Albertson, Kathy
Albertzon, Kathy
Brennan, Michael
Brennan, Michael
Brennan, Michael
Brennan, Michael
Brennan, Michael
Davis, William

Davis, William

Davis, William

Dravis, William

Dumlao, Richard
Dumlac, Richard
Dumlao, Richard

Flores, Tia
= I

East

East

East

East

West
West
West
West
West
South
South
South
South
West
West
West
South

"y

29386
74830
20052
74830
82353
72945
20044
82853
72949
55223
10354
50192
27589
67275
41828
87543
97446

FER

5925.00
S875.00
S500.00
5350.00
5400.00
5850.00
51,500.00
$550.00
5400.00
5235.00
5$850.00
S600.00
5250.00
5400.00
5$965.00
5125.00
51,500.00

ook

Jlanuary
February
February
March
Jlanuary
January
January
February
March
February
January
March
Jlanuary
January
February
March
March

To Create a PivotTable:

Suppose we wanted to answer the question, "What is the amount sold by each
salesperson?" This could be time-consuming, as each salesperson appears on multiple
rows, and we would need to add up all of the order amounts for each salesperson. Of

course, we could use the Subtotal feature to add
them, but we would still have a lot of data to sift
through.

Luckily, a PivotTable can instantly do all of the
math for us and summarize the data in a way that's
not only easy to read, but easy to manipulate.
When we're done, the PivotTable will look
something like this:-

As you can see, the PivotTable is much easier to
read. It only takes a couple of steps to create one,
and once you create it you'll be able to take
advantage of the PivotTable's powerful features.

Row Labels ~ Sum of Order Amount
Albertson, Kathy $2,650.00
Brennan, Michael $3,700.00
Davis, William $1,935.00
Dumlao, Richard $1,490.00
Flores, Tia $4,565.00
Post, Melissa $1,690.00
Thompson, Shannon $3,160.00
Walters, Chris $4,375.00
Grand Total $23,565.00

5. A blank PivotTable will appear on the left, and the Field List will

1. Select thetable or cells (including column appear on the right
headers) containing the data you want to
use. A B = D
2. From the Insert tab, click -
the PivotTable command. -
| I
Home Insert Page | .
]_‘ ﬂij g To build a report, choose
S_'\l fields from the PivotTable
PivotTable Picture Clip ... Field List
- At B3
Tables INustratio

Insert PivatTable
Summarize data using a PivotTable,

PivotTables make it easy to arrange

and summarize complicated data

and drill down on details. :

3. TheCreate PivotTable dialog box will
appear. Make sure the settings are correct,
and then click OK.

Visit us at: www.sarvaindia.com
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"

| PivotTable Field List

Chocse fiekds to add to report:
Salesperson

Drag fiekds between areas below:
W Report Filter 7 Column Labels

] Row Labels E
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Dafer Layout Update
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To Add Fields to the PivotTable:
To Change the Row Labels:
Now, you'll need to decide which fields to add to the PivotTable.

Each field is simply a column header from the source data. It 1. Drag any existing fields out of the Row
may be helpful to recall the questionthat you are trying to Labels area, and they will disappear.
answer. In this example, we want to know the total amount sold

by each salesperson, so we'll just need the Order L Drag fields between areas below:
Amount and Salesperson fields. 7 Report Filter 4 Column Labels

1. In the Field List, place a checkmark next to each field
you want to add.

2. The selected fields will be added to one of the
four Areas below the Field List. In this example, the
Salesperson field is added to the Row Labels area,

and the Order Amount is added to the Values area. If 12 Row Labels Z  Values
a_fleld is not in the desired area, you can drag it to a Sdesperson v um of Order... =
different one. Salesnersan
3. The PivotTable now shows the amount sold by E[%
each salesperson. x
A 8 c [ | PivotTable Field List vX
1 M ¥ | [[] Defer Layout Update Update
9 Choose fields to add to report: 3 |I|
3 |Row Labels '!Sumaf[}rderAmount ,‘Sﬂhsnemn ) ) o
4 Albertson, Kathy 3650 | / [TJRegion 2. Drag anew field from the Field List into the Row
5 |Brennan, Michael 3700 [Clhccount Labels area. In this example, we're using
6 |Davis, William 1535 [#0rder Amount the Month field.
i ["Menth
7 Dumlao, Richard 1490
8 Flores, Tia 4565 PiwvotTable Field List - X
9 Post, Melissa 1690 E;_EI -
10 Thompson, Shannon 3160 = Choose fields to add to report:
K Drag fields betwesn areas below: sal
11 | Walters, Chris ﬂ W Report Filter i columnLabels [Csa e-sperson
12 Grand Total 23565 [Cregion
13 [T Account
1 | Order Amount
each salesperson
16 Row Labels Values
17 Salesperson ¥ || | Sum of Order... ¥
18 Drag fields between areas below:
19 "W Report Filter ] Column Labels
20
271 ¥ | [ Defer Layout Update Update
4} M| Sheet? /20105aks JEIN4[_w | 2]
Just like with normal spreadsheet data, you can sort the data in a Row Labels = values
PivotTable using the Sort & Filter command in the Home tab. - Sum of Order.. =
You can also apply any type of formatting that you want. For 'f% .
example, you may want to change the Number
Format to Currency. However, be aware that some types of
formatting may disappear when you modify the PivotTable. [ Defer Layout Update Update
Pivoting Data 3. The PivotTable will adjust to show the new data.

In this example, it now shows us the total Order

One of the best things about PivotTables is that they let you Amount for each month.

"pivot" the data in order to look at it in a different way. This allows
you to answer multiple questions and even experiment with the

data to learn new things about it. Row Labels |~ | Sum of Order Amount

In our example, we used the PivotTable to answer the question January $9,090.00
"What is the total amount sold by each salesperson?" But now February $9,160.00
we'd like to answer a new question, such as "What is the total

X N . ; . March 55,315.00
amount sold in each month?" We can do this by simply changing
the Row Labels Grand Total $23,565.00
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To Add Column Labels:

So far, our PivotTable has only shown one column of data
at atime. In order to show multiple columns, you'll need to
add Column Labels.
1. Drag afield from the Field List into the Column
Labels area. In this example, we're using
the Region field.
Drag fields between areas below:
“W Report Filter H Column Labels

Re%i%n

=
=
4 Row Labels 3  values
Month - Sum of Order... *

[T] Defer Layout Update Update

2. The PivotTable will now have multiple columns.
In this example, there is a column for

each region.
Sum of Order Amount Column Labels | ~
Row Labels ~ East  North South West Grand Total
January $1,690.00 $1,140.00 $3,110.00 $3,150.00  $5,090.00
February $1,950.00 51,720.00 $3,975.00 $1,515.00  $8,160.00
March $700.00 $300.00 $3,790.00 $525.00  $5,315.00
Grand Total $4,340.00 $3,160.00 $10,875.00 $5,190.00 $23,565.00

Report Filters

Sometimes you may want focus on just a portion of the
data and filter out everything else. In our example, we're
going to focus on certain salespeople, to see how they
affect the total sales.

To Add a Report Filter:

1. Drag afield from the Field List into the Report
Filter area. In this example, we're using
the Salesperson field.
Drag fields between areas below:
“W Report Filter 75 Column Labels

i -
Salesperson Region
=
=
1] Row Labels *  Values
Maonth - Sum of Order... ~

[] Defer Layout Update Update

2. The report filter appears above the PivotTable.
Click the drop-down arrow on the right side of
the filter to view the list of items.

3. Select the item that you wish to view. If you want
to select more than one item, place a checkmark
next to Select Multiple Items. Then click OK. In
the example below, we are selecting five
salespeople.

Visit us at: www.sarvaindia.com
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e
salesperson (Al
Search

St gan

Re L[] albertson, Kathy
Ja Brennan, Michael
F¢
M
G

-] buml=o, Richard
: Flores, Tia

- ﬁgsg Melissa
empson, Shannon

-[CIwalters, Chris

Select Multiple Items | e

Click the drop-down
arrow to view items.

Check here if you
want to select
multiple items.

4. Click OK. The PivotTable will adjust to reflect the changes.

Salesperson

(Multiple Items) |-T

Sum of Order Amount Column Labels |~

Row Labels - East North South West Grand Total
January §765.00 $1,140.00 $2,755.00 $2,750.00  $7,410.00
February $575.00 $1,720.00 $1,220.00 $550.00  $4,065.00
March $350.00 $300.00 $2,525.00 $400.00  $3,575.00
Grand Total $1,600.00 $3,160.00 $6,500.00 $3,700.00 $15,050.00
Slicers
Slicers were introduced in Excel 2010 to make filtering

data easier and more interactive. They're basically just report filters,
but they're more interactive and faster to use, as they let you quickly
select items and instantly see the result. If you filter your PivotTables
a lot, you might want to use slicers instead of report filters.

To Add a Slicer:

1.

2.

Licensed by Govt. of India

Select any cell in your PivotTable. The Options tab will
appear on the Ribbon.
From the Options tab, click the Insert Slicer command. A
dialog box will appear.

Data Review View Options Design
agl .
| _.| A ) 75 Clei
%]
;Q i) Bl sel
1 Insert | Refresh Change Data
Slicer ~ A Source T g Mo
Sort & Filter Data £

Select the desired field. In this example,
select Salesperson. Then click OK.

= .

we will

Insert Slicers.

Salesperson
egion
[F]Account

[Clorder Amount
[CIManth

[ Ok ] [ Cancel ]

The Slicer will appear next to the PivotTable. Each item
that is selected will be highlighted in blue. In the example
below, the Slicer contains a list of all of the different
salespeople, and four of them are currently selected.
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Sum of Order Amount Column Labels ~
Row Labels S South

January $2,010.00 $3,150.00  $5,160.00 Brennan, Michael
February $3,740.00 $1,515.00  $5,255.00 Davis, William
March $3,190.00 $525.00  $3,715.00

Grand Total $8,940.00 $5,190.00 $14,130.00
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salesperson

b

Albertson, Kathy
West Grand Total

Dumlao, Richard
Flores, Tia
Post, Melissa

Thompson, Shannon

Walters, Chris

(A slicer with four selected items)

Pivot Charts

Pivot Charts are like regular charts, except they display data
from a PivotTable. As with a regular chart, you'll be able to
select achart type, layout and styleto best represent the
data. In this example, we'll use a PivotChart so we can
visualize the trends in each sales region.

To Create a PivotChart:
1. Select any cell in your PivotTable. The Options tab
will appear in the Ribbon.
2. From the Options tab, click
the PivotChart command.

e— & Fioia ict]

i3] PivotChart 5 Field List
= |

e ofsP T s &L =4~ Buttons

[ ——
- LB hat-If Analysis =9 Field Headers
Tools Show

PiwvotChart
K Insert a PivotChart based on the

data in this PivotTable.

3. Fromthe dialog box, select the desired cﬁiart
type (3-D Clustered Column, for example) and

click OK
Insert Chart P S|
S ) o i) 8] 28 0]
% E:;a \Jﬂl—h‘ @ \@‘ lt .SVD(Iustered ()\L‘ lA’l}} L
| ] Ll ] ] )

| = = =

[ anage Templates... | [ §etja§ Dlefaljl:charlt ]”7‘7:'\| Al q:)_nl Cancel =

4.  The PivotChart will appear in the worksheet. If you
want, you can move it by clicking and dragging.

Sum of Order Amount Column Labels | ~

Row Labels = East North South West Grand Total
January $1,690.00 $1,140.00 $3,110.00 $3,150.00  $9,090.00
February $1,950.00 $1,720.00 $3,975.00 $1,515.00  $9,160.00
March $700.00 $300.00 $3,790.00 $525.00  $5,315.00
Grand Total $4,340.00 $3,160.00 $10,875.00 55,190.00 %23,565.00

Sum of Order Amount

$4,00000 1~ =

$3,500.00 1~

$3,00000 1 Region v

52,500.00 1 ™ East

52,000.00 17 M North

$1,50000 17 South

$1,000.00 1 W West

$500.00 1
5000 +- . r'
January February March
Month +

If you make any changes to the PivotTable, the
PivotChart will adjust automatically.

Using What-If Analysis

The real power in Excel comes in its ability to perform multiple
mathematical calculations for you. One of the tools in Excel that
you can use to perform these calculations is a Data
tool called What-If Analysis. What-If analysis allows you to see the
effect that different values have in formulas. Have you ever
thought, "What interest rate do | need to qualify for to have a car
payment of $400 on the car | want?" This question can be
answered using What-If Analysis.

What-If Analysis

In many worksheets, there may be some cells whose values are
unknown, or you may just want to change certain cells to see what
the outcome is. What-if analysis is perfect for these situations. It
allows you to experiment and answer questions with your data,
even when the data is incomplete.

Goal Seek

Goal Seek is a type of what-if analysis that is useful if you know
the desired result, but need to find the input value that will give you
that result. For example, suppose you need a loan to buy a new
car. You already know that you want a loan amount of $20,000, a
60-month term (the length of time it takes to pay off the loan), and
a payment of no more than $400 a month. However, you're not
sure yet what the interest rate is going to be.

In the image below, you can see that Interest Rate is left blank,
and Payment is $333.33. That's because the payment is being
calculated by a specialized function called the PMT (Payment)
function, and $333.33 is what the monthly payment would be if
there were no interest ($20,000 divided by 60 monthly payments).

If we typed Clipboard 1 Font
different  values B5 v f L=PMT(B4,*’12,BS,B2}
into the : —=
empty Interest A B " D E
Rate cell, we 1
could eventually '%'g; @d@ oaq
find the value that 1
causes 2 Loan Amount 20000
Payment to be
$400, and that 3 Term (months) 60
would be the |4 |[nterestRate
highest  interest 397 991
rate that we could Epayment 333,33 .
afford. £

However, Goal Seek can do this automatically by starting with
the result and working backward.
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To Use Goal Seek to Find the Interest Rate:

1. From the Data tab, click the What-If
Analysis command.
2. Select Goal Seek.

£

= B
.

Data  Consolidate| What-If

Validation » Analysis *
Data Toals

BIE @r
2] |

Group Ungroup S

* *

Scenario Manager..,
go&Seek...
K L DatdTable...

3. Adialog box will appear containing three fields:

O Set cell: This is the cell that will contain
the desired result (in this case, the monthly
payment). In this example, we will set it
toB5 (it doesn't matter whether it's
an absolute or relative reference).

O To value: This is the desired result. We'll set
it to -400. Since we're making a payment that
will be subtracted from our loan amount, we
have to enter the payment as a negative
number.

O By changing cell: This is the cell where Goal
Seek will place its answer (in this case, the
interest rate). We'll set it to B4.

A | B T R | T (R S R
Goal Seek
Wy Car Loan
Set cell: SBS5
Loan Amount 20000

Term {months)

Interest Rate U an Bychangnocell: (s [
omere (Bl o [

4.  When you're done, click OK. The dialog box will
tell you whether or not Goal Seek was able to find
a solution. In this example, the solution is 7.42%,
and it has been placed in cell B4. This tells us that
a 7.42% interest rate will give us a $400-a-month
payment on a $20,000 loan that is paid off over 5
years, or 60 months.

e I D I E I E .
Goal Seek Status

|| Goal Seeking with Cell BS Step
found a solution.

. Wy Car Loan

2 Loan Amount

3 Term (months)

4 | Interest Rate
5 |payment

6

Targetvalue: 400 ause
Current value: ($400.00)

Cancel
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Other Types of What-If Analysis

For more advanced projects, you may want to look at the other
two types of what-if analysis: scenarios and data tables. Rather
than starting from the desired result and working backward, like
Goal Seek, these options allow you to test multiple values and see
how the result changes.

Below is an introduction to some of the things you can do
with scenarios and data tables.

e Scenarios let you substitute values for multiple
cells (up to 32) at the same time. It is especially well-
suited to showing best-case and worst-case scenarios.
You can create as many scenarios as you want, and
then compare them without having to manually change
all of the values. In the example below, each scenario
contains aterm and aninterest rate. When each
scenario is selected, it will replace the values in the
spreadsheet with its own values, and the result will be
recalculated.

[ M22 - (= Scenario Manager

(5 [t
A B Sgenarios:
Best Case Scenario (6%, 60 mo.

% ed’ﬂ Am Worst 'k- Scenario (9%, 48 mo.)
L
2 |Loan Amount 20000
3 Term (months)
4 |Interest Rate 6.00%
5 Payment (S386.66)
6 Summary. .
7 Values in cells B3
8 and B4 are replaced Changing cells: |[sB3:¢B84 |
9 with new values. Comment:
10
11
12
13

e Data Tables allow you to take one or two variables in a
formula and replace them withas many different
values as you want, and then view the results in a
table. This option is especially powerful because it shows
multiple results at the same time, unlike Scenarios or
Goal Seek. In the example below, 24 possible results
are shown in the table; doing the same task
with Scenarios would take much longer.

Loan Amount 20000
Term {months) 60 P
Interest Rate

Payment

-8459.70| -4386.66 - |
-4474.30) -$391.32 -$336.20|
-$A78.92] -$296.02 -$340.98]|
-$483.58) -$400.76 -$345.80] |
-4488.,26/ -

Results
(monthly payments)

Interest rates
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Lesson: 10

Reviewing, Sharing, Saving & Printing

Reviewing and Sharing Workbooks

Suppose someone asked you to proofread or collaborate on a
worksheet they put together. If you had a hard copy, you might
use ared pen to cross out cell data, mark misspellings, or add
comments in the margins. However, you could also do all of
these things in Excel using the Track Changes and Comments
features.

When you've finished reviewing the worksheet, the other
person can choose to automatically Accept all of your
changes, or decide whether to Accept or Reject each change
one-by-one.

About Track Changes

When you turn on the Track Changes option, every change
you make to the worksheet will be highlighted with a unique
border and indicator. Hovering your mouse over a highlighted
cell will display the details of the change. This allows the other
person to see what changes have been made before making
the changes permanent.

AM 0:15:Break
PM 1:45|Cady Falls hike (strategy game?)  [Marianne, Liz
PM 1:00;Lunch (with strategy game team)
PM 0:30|Strategy debrief v n_’ Hemte, 10]12]2010 2:46 PM:
PM L1:00[Get to know your team Q SeChanged cell D14 from '?' to 'Get to know
PM; 1:00{Strengths exercise your tear,
M 0:15!Break
PM; 0:45; Redwoods hike D
PMi 1:00{Team building exercise Garth, execteam
M 200 Dinner
12:00

The color of the highlights will vary depending on who is reviewing
the document, so if there are multiple reviewers, you'll be able to
tell at a glance who made each change.

There are some changes that Excel cannot track. Familiarize
yourself at changes that Excel does not track or highlight.

To Turn on Track Changes:

1. Gotothe Review tab.

2. Click Track Changes, then select Highlight Changes from
the drop-down menu.

The Highlight Changes dialog box will appear.

Check the box next to Track changes while editing.

Verify the box is checked for Highlight changes on screen.
This will highlight your changes while you work.

Click OK.

If prompted, click OK to allow Excel to save your workbook
Change tracking is now active. Any changes you make to the
worksheet will be highlighted with a unique border and
indicator.

Your workbook will be "shared" automatically when you
turn Track Changes on. Shared workbooks are designed to
be stored where other users (such as users on the same
network) can access and edit the workbook at the same
time.

arw

© N o
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To Turn off Track Changes:

1. From the Review tab, click Track Changes. Then
select Highlight Changes from the drop-down menu.
2. Uncheck the box next toTrack changes while
editing.
3. Click Yes to confirm that you want to turn off Track
Changes and stop sharing your workbook.
Turning off Track Changes will delete any tracking that has
taken place in your workbook. You will not be able to view,
accept, or reject changes; instead, they will all be applied to
your workbook automatically. Always review the changes in
your worksheet before turning Track Changes off.

Adding and Deleting Comments

Sometimes, you may want to add a comment to a worksheet, to
provide feedback for the author instead of changing the
contents. Comments are highlighted by a unique indicator and
can be read by the original author or by any other reviewers.

To Add a Comment:
1. Select the cell where you want the comment to
appear.

2.  From the Review tab, click the New
Comment command.

Page Layout Formulas Data Review View

(R e e

2 Show All Co

nslate New P
Comment i ShowInk
guage Comments
MNew Comment (Shift+F2)
Add a comment about the
selection.
ing Retreat |
3. Type your comment.
6
9 1:00:Work relationships exercise Garth, Dean, Liz
10 D:lS\Break 7B, Nemec:
11 1:45:Cady Falls hike (strategy game?) M This would be a great
12 1:00iLunch {with strategy game team) time to do the strategy B
13 0:30{Strategy debrief N 9eme
14 1:00:Get to know your team
15 1:00:Strengths exercise

4. Thered indicator in the upper right corner shows that
there is a comment in that cell.
5.  Hover your mouse over the cell to view the comment.

To Edit a Comment:
1. Select the cell containing the comment you wish to
edit.

2. From the Review tab, click the Edit
Comment command (where the New Comment
command used to be).

3. Edit your comment.
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Finalizing and Protecting Your Workbook

Before you send your workbook out, take a minute to prepare a
final copy. Excel has tools that might save you from sharing a
workbook that contains spelling errors, or information about the
workbook itself that you do not want the recipient to see. Use
the Spelling command to find and edit any misspelled words; use
the Document Inspector to find and delete any hidden data or
personal information that is stored in the workbook, such as
hidden comments, invisible objects, and file paths; and consider
your Protect Workbook options, designed to keep other users
from making unwanted changes to your workbook.

To Check Spelling:

1. Select the cells you want to spell check.

2. Click on the Spelling command from the Review tab.

3. The Spelling dialog box will open. From the Spelling
dialog box, you can review and edit any misspelled
words.

You can also check the spelling of every cell in an
active worksheet by selecting any empty cell in the
worksheet and then clicking on the Spelling command.

Ignoring Spelling "Errors"

There are times when Excel will say something is an error when
it is not. This often happens with people's names, which may not
be in the dictionary. Even if Excel says that something is an
error, you can choose not to change it. There are three options
you can choose from:

e Ignore Once: This will skip the word without changing
it.

e Ignore All: This will skip the word without changing it,
and it will also skip all other instances of this word in
the worksheet.

e Add to Dictionary: This adds the word to the
dictionary so that it will never come up as an error
again. Make sure that the word is spelled correctly
before choosing this option.

To Use the Document Inspector:

1. In Backstage view, click Info.

2. Click on the Check for Issues button. A drop-down
menu will appear.

3. Select Inspect Document. A dialog box will appear.

4. Check the boxes beside the content you want to
inspect. To unselect a box, simply click it again and the
check mark will disappear.

5. Click Inspect.

6. After the Document Inspector finishes, a new dialog

box will appear where you can review the inspection
results. Click the Remove All command beside any
information you want to remove.
It is a good idea to save an additional copy of your
workbook before you use the Document Inspector to
remove information, because some changes cannot be
undone.
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Protecting Your Workbook

By default, anyone with access to your workbook will be able
to open, copy, and change any part of it unless you protect it.
There are many ways you can protect your workbook
depending on your needs. For example, you can mark your
workbook as final, set it up with a password, put restrictions
on who can make changes, or make it so that only certain
cells or features of the workbook are changeable.

To Protect Your Workbook:

1. Click the File tab to access the Backstage view .

2. From the Info pane, click the Protect
Workbook command.

3. Choose the option that best suits your needs. In
this example, we will select Mark as Final. Marking
your workbook as final is a way to discourage others
from making any changes to the workbook. It will
alert whoever opens it that typing, editing, and
proofreading commands are unavailable.

4. Click OK.

5. Another dialog box will appear. Click OK to confirm.

Saving Workbook

Are you saving a workbook for the first time? Saving it as
another name? Sharing it with someone that does not have
Excel 2010? There are many ways you share and receive
workbooks, which will affect how you need to save the file.

In this lesson you will learn how to use the Save and Save
As commands, how to save as an Excel 97-2003 compatible
workbook, and how to save as a PDF.

To Use the Save As Command:

Save As allows you to choose a nhame and location for your
workbook. Use it if you are saving a workbook for the first
time or if you want to save a different version of a workbook
while keeping the original.

1. Click the File tab.

2. Select Save As.

3. The Save As dialog box will appear. Select the
location where you wish to save the workbook.

4. Enter a name for the workbook and click Save.

If you are using Windows 7, you will most likely want to save
files to your Documents library. For other versions of
Windows, you will most likely want to save files to the My
Documents folder

To Use the Save Command:

1. Click the Save command on the Quick Access
Toolbar.
2. The workbook will be saved in its current location
with the same file name.
If you are saving for the first time and select Save,
the Save As dialog box will appear.
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To Use AutoRecover:

Excel automatically saves your workbooks to a
temporary folder while you are working on them. If you
forget to save your changes, or if Excel crashes, you
can recover the autosaved file.

1. Open a workbook that was previously closed
without saving.

2. In Backstage view, click Info.

3. If there are autosaved versions of your
workbook, they will appear under Versions.
Click on the file to open it.

4. A yellow caution note will appear on the
ribbon of the workbook. To restore this
version of the workbook click Restore and
then click OK.

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

If you do not see the file you are looking for, or if you
are looking for an autosaved version of a file that has
no previously saved versions, you can browse all
autosaved files by clickihg on the Manage
Versions button and selecting Recover Unsaved
Workbooks from the drop-down menu.

To Save As an Excel 97-2003 Workbook:

You can share your workbooks with anyone
using Excel 2010 or 2007, since they use the same file
format. However, earlier versions of Excel use a
different file format, so if you want to share your
workbook with someone using an earlier version of
Excel, you will need to save it as an Excel 97-2003
Workbook.

1. Click the File tab.

2. Select Save As.

3. In the Save as type drop-down

select Excel 97-2003 Workbook.
4. Select the location you wish to save the file.
5. Enter a name for the file and click Save.

menu,

To Save As a PDF:

Saving your workbook as an Adobe Acrobat Document,
which is called a PDF file, can be especially useful
when your recipients do not have Excel. A PDF file will
make it possible for recipients to view the content from
your workbook, but they will not be able to edit
anything. Click the File tab.

1. Select Save As.

2. In the Save as
select PDF.

3. Select the location you wish to save the file.

4. Enter a name for the file and click Save.

type drop-down menu,

Excel defaults to saving the active worksheet only. If
you have multiple worksheets and want to save all of
them in the same PDF file, click on Options. The
Options dialog box will appear. Select Entire
workbook from the Options dialog box and click OK.
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There are many choices you can make when printing an Excel
workbook. You can choose what parts of a workbook to print and how
the data fits on the page.

In previous versions of Excel, there was a Print Preview option that
allowed you to preview and modify the workbook before printing. You
may have noticed that this feature seems to be gone in Excel 2010. It
actually has not disappeared; it has just been combined with the Print
window to create the Print pane, which is located in Backstage view.

To View the Print Pane:
1. Click the File tab. This takes you to Backstage view.
2. Select Print. The Print pane appears, with the print
settings on the left and the Print Preview on the right.

To Print Active Sheets:

If you have multiple worksheets in your workbook, you will need to
decide if you want to print the whole workbook or specific worksheets.
Excel gives you the option to Print Active Sheets. A worksheet is
considered active if it is selected.

1. Select the worksheets you want to print. To print multiple
worksheets, click on the first worksheet, hold down the Ctrl
key, then click on the other worksheets you want to select.

44 r M| 2009 /2010 2011, %0 7
Ready | hh&’_

N

Click the File tab.

Select Print to access the Print

pane.

4. Select Print Active Sheets from
the print range drop-down menu.

5. Click the Print button.

w

[ Print Active Sheets -l
{ Only print the active sheets

- Print Active Sheets

Only print the active sheets [

Print Entire Workbook
Print the entire workbook

Print Selection
Only print the current selection

=
To Print the Entire Workbook:
1. Click the File tab.
2. Select Print to access the Print pane.
3. Select Print Entire Workbook from the print range drop-
down menu.
4. Click the Print button.

To Print a Selection, or Set the Print Area:

Printing a selection (sometimes called setting the print area) lets you
choose which cells to print, as opposed to the entire worksheet.
1. Select the cells that you want to print.

a——=% p——
Micrpioyee Name ——— January |rebruary |
2 |Allenson, Carol =3 5,897.00 | S 2,356.00
3 |Altman, Zoey S 666.00 | S 6,210.00
4 |Aurelio, Fies =3 5,889.00 | S 9,385.00
5 |aurelio, vig S 8,765.00 || 5 9,258.00
6 |Bergman, leffery = 1,928.00 | S 6,595.00
7  Bittiman, William s 4,108.00 | & 7,172.00
8 Ccarlson, David = 6,302.00 | S 358.00
9 | Carlton, Potter =3 3,647.00 | S 2,858.00
2. Click the File tab.
3. Select Print to access the Print pane.

4. Select Print Selection from the print range drop-down
menu.

5. You can see what your selection will look like on the page
in Print Preview.

6. Click the Print button.
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You don't have to wait until you're ready to print to set the print area. You can also set it from the Page Layout tab in advance. This
will place a dotted line around your selection, so you can see which cells are going to print while you work. To do this, just select the
cells you want to print, go to the Page Layout tab, and choose Print Area.

To Change Page Orientation:
Change the page orientation to Portrait to orient the page vertically or Landscape to orient the page
[j Portrait Orientation +| horizontally. Portrait is useful for worksheets needing to fit more rows on one page, and Landscape is
useful for worksheets needing to fit more columns on one page.

1. Click the File tab.
j FEIE OEIEL 2. Select Print to access the Print pane.

3. Select either Portrait Orientation or Landscape Orientation from the orientation drop-down
J Landscape Orientation menu.

4.  Your page orientation is changed. » Fit Sheet on One Page -
= Shrink the printout so that i...
. | Ng Scaling .
To Fit a Worksheet on One Page: Tiog]  rintshests at their actual
1. Click the File tab. o Fit Sheet on One Page
. . 1= Shrink the printout so that it
2. Select Print to access the Print pane. = fits an oL
3. Select Fit Sheet on One Page from the scaling drop-down menu. T et o Yo T
4.

Your worksheet is reduced in size until it fits on one page. Remember that if it is
scaled too small it might be difficult to read.

To Modify Margins While in Print Preview:
The margins of your worksheet may need to be adjusted to make data fit more
comfortably on the printed page. You can adjust the margins in Print Preview.
1. Click the File tab.
2. Select Print to access the Print pane.
3. Click on the Show Margins button. Your margins will appear.
4. Hover your mouse over one of the margin markers until the double
arrow appears.
Click and drag the margin to your desired location.
Release the mouse. The margin is modified.

Click the
Show Margins
button

Modify margin

o o

To Use Print Titles:
Imagine how difficult it would be to read a worksheet if the column and row headings only appeared on the first page. The Print
Titles command allows you to select specific rows and columns to appear on each page.

1. Click the Page Layout tab.

2. Select the Print Titles command.

3. The Page Setup dialog box appears. Click the icon at the end of the Rows to repeat at top field.

4.  Your mouse becomes the small selection arrow . Click on the rows you want to appear on each printed page. The Rows to
repeat at top dialog box will record your selection.

5. Click the icon at the end of the Rows to repeat at top field.

6. Repeat for Columns to repeat at left, if necessary.

7. Click OK. You can goto Print Preview to see how each page will look when printed.

To Insert a Break: - g
. eprual
Iﬁ 1. Click the Page Layout tab. - al
. Determine the placement of the break v =
B B anuary ebruary
Page layout =~ Formufas  Data  Review  Vie by clicking on therow bEIO\_N' cell Allanchn. Garol $  sgsroolle 235600
below, orcolumn to the right of s éoey s ’66600 3 6’21000
r — | | TIo =l fu ' o e .
3 [ j ;{3; in ;J 5 { where you IWant Ithe brclaak to apptzar. A T
£ il | | 1|k § For example, se ect column C and a n ¢ s7esmls 925800
Orientation Size  Print |Breaks |Background Print break will appear after column B. pd Breakwillappear fs  1928g0ll¢ 659500
v v Areav| v Titles Select the Insert Page p here S Mogﬁ s 717200
Page Setup PO, Break command from P s 6302008 358.00
— k% the Breaks drop-down menu. Carlton, Potter $  36a7.000$ 285800
k February Remove Page Brea The break is inserted. You can go Chantay, Marjan $ 79160048 261100
L to Print Preview to confirm it appears Collin, Bevell $  8985.00 5 539.00
B Reset All Page Breaks R
| ——— in the correct place on the page. Collman, Harry $  5019.00f$ 457300
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Unit-1ll- MS-PowerPoint 2010

Lesson: 1

Getting Started with PowerPoint

PowerPoint 2010 is presentation software that allows you to create dynamic slide presentations that may include animation, narration,
images, videos and more. Microsoft PowerPoint, usually just called PowerPoint, is a commercial presentation program developed by
Microsoft. It is part of the Microsoft Office suite which also includes another two office tools - Microsoft Excel and Microsoft Word.
PowerPoint uses a graphical approach to presentations in the form of slide shows that accompany the oral delivery of the topic. The
current versions are Microsoft PowerPoint 2010 for Windows and 2011 for Mac.

What is Microsoft PowerPoint used for?

The main purpose of MS PowerPoint is to enable the user to create dynamic, informational slide shows through the use of text,
graphics, and animation. Slide shows created with the software are often displayed on projection screens for business, training, or
educational presentations, although they can be distributed as stand-alone files. Additionally, the slides can be arranged and printed
as handouts for reference.

New features in PowerPoint 2010

With Microsoft PowerPoint, you can make charts, tables, and macros, and insert images, audio, video, and other multimedia files.
With the new release of Microsoft Office 2010, many advanced features were added in PowerPoint 2010.

. Embed and edit video from within PowerPoint. Now you can add fades, formatting effects, bookmark scenes, and trim videos to
give your presentations a professional multimedia experience. And since the embedded videos become part of your PowerPoint
presentation, you don’t have to manage additional files when sharing with others.

e Use new and improved picture editing tools. You can use picture editing tools including versatile artistic effects and advanced
correction, color, and cropping tools, to fine-tune every picture in your presentation to look its absolute best. Even, dynamic 3-D
slide transitions and more realistic animation effects can be added to grab your audience’s attention.

e Work together more successfully. If you are one of the many people who work with others on presentations and projects,
PowerPoint 2010 is the perfect tool for you. The new added co-authoring capabilities to edit the same presentation allows you to
work with people in different locations at the same time. You can even communicate as you work, directly from PowerPoint.

e Access and share your content from more places. Your ideas, deadlines, projects, and work emergencies don't always occur
conveniently when you are at your desk. Fortunately, you now have the power to get things done when and where you need to,
from the Web with Microsoft PowerPoint Web App or even from your smartphone with Microsoft PowerPoint Mobile.

Create a slide show

When beginning a new slide show, PowerPoint provides an array of templates to choose from. Experienced users with a specific look
in mind can start with a blank presentation for setting attributes, such as colors and fonts, to their own specifications. After creating the
initial file, the next step is to create a slide, which can be done by using an auto layout, or a blank screen in order to add components
manually. You can then choose to add a combination of text and graphics to suit the needs of the presentation, and apply animation
to either of these elements to create a dynamic effect. You can add as many slides and make them as content-rich as your system
can handle; there are no limits imposed in the software itself.

The Ribbon and the Quick Access Toolbar are where you will find the commands you need to do common tasks in PowerPoint. If you
are familiar with PowerPoint 2007, you will find that the main difference in the PowerPoint 2010 Ribbon is that commands such as
Open and Print are now housed in Backstage view.

ElbyﬂedeeaturEdF’ ts icrosoft PowerPoint | ing |
The Ribbon ; File Home Des\gr\ Transitions Ammatmr\s SlideShow  Review  View Format
A o
. X X i J = Layoul Bodoni MT Black - A AT B ‘“TE jection
The  Ribbon  contains  multiple tabs, each  with New BN R L - A | A Ednigfire
. " . - “Hsect 2| Conlrert to Smartart -
several groups of commands. Some tabs, lke "Drawing |..... . " 7 /. | i
Tools" or "Table Tools," may appear only when you are
working with certain items like images or tables. In addition,
you can add your own customized tabs that contain your 5 »
N Each tab is ck on a tab ome groups w Special tools tabs w
favorite commands. divided into lc ceemore have an arrow that appear when you
Certain programs, such as Adobe Acrobat Reader, may groups commands ou can clickfor more B
install additional tabs to the Ribbon. These tabs are
called Add-ins.
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To Customize the Ribbon:

Transitions  Animations  Slide Show  Review  View You can customize the Ribbon by creating your own tabs that house your
T o @J |:|I_—|D ) & | desired commands. Commands are always housed within a group, and you
Customize Quick Access Toolbar... Shapes Arrange O L = can create as many =
Show Quick Access Toolbar Below the Ribbon - Dr;wmgf‘-'*: - E;c;ups as you need to a:“(::’:::::‘%“""‘ I
Customize the Ribbon... p yOUr tabS [Popular Commancs Main Tabs E
Minimize the Ribbon organized. In addition, & o = E— e il

you can even add S s anmation Eltene 3 Ceiocied groun,
commands to any of & oo romset S
the default tabs, as 2w oy l
long as you create a custom group within the tab. b oz B
1. Right-click the Ribbon and select Customize the Ribbon. A dialog
box will appear. " ol [Camas ) =
2. Click New Tab. A new tab will be created with a new group inside it. o i Youeanomaenew | (=]
3. Make sure the new group is selected. celecta command then rename them.
Select a command from the list on the left, then click Add. You can dibtlondh l
also drag commands directly into a group. A Inasase Fort size R 2 4] otes Master I
5. When you are done adding commands, click OK. B e [i g )|
If you do not see the command you want, click on the Choose 5 o ’ Coamation: |_Ree w0
& Open Recent File.. r [impo/eport <)
commands drop-down box and select All Commands. _
To Minimize and Maximize the Ribbon:
To Get to Backstage View:

The Ribbon is designed to be responsive to your ) )

current task and easy to use, but if you find it is 1. Click the File tab.

taking up too much of your screen space, you 2. You can choose an option on the left side of the page.

can minimize it. 3. To get back to your document, just click any tab on the Ribbon.

1. Click the arrow in the upper-right corner of
the Ribbon to minimize it. To Create a New, B.Iank Presgntation: .
2. To maximize the Ribbon, click the arrow ; (S:IKI:k thNe File tab. This takes you to Backstage view.
i . elect New.
again. 3. Select Blank presentation under Available Templates and

When the Ribbon is minimized, you can make it Themes. It will be highlighted by default.

reappear by clicking on a tab. However, the Ribbon 4. Click Create. A new, blank presentation appears in the

will disappear again when you are not using it. PowerPoint window.

The Quick ACCGSS Toolbar —— "lnxer! Design Transitions Animations Slide Show eview View = ?

Available Templates and Themes Blank presentation

The Quick Access Toolbaris located above the B OO ]

Ribbon, and it lets you access common commands o cose L

no matter which tab you are on. By default, it shows it 5[ | L

the Save, Undo, and Repeat commands. You can s L " -

add other commands to make it more convenient for =T

Print
you. Save & Send Ther;es Mytémp\a!es N::‘vsf‘r:;ﬂ D
To Add Commands to the Quick Access Toolbar: el Office.com Templ..  [Sesrch Officece] >
1.  Click the drop-down arrow to the right of the Quick ) @ == ) !
Access Toolbar. U == ]
2. Select the command you wish to add from the drop- | Agendss  Awerd | Colendsrs —
down menu. To choose from more commands, < — i R D
select More Commands. To save time, you can create your presentation from

an Office.com template, which you can also select under Available
Templates and Themes.

)| Home Customize Quick Access Toolbar i

New
Open ]
Save Push

Eamal | To Open an Existing Presentation:
Quick Print 1. Click the File tab. This takes you to Backstage view.

Pvmtwwwan 2. Select Open. The Open dialog box appears.

i 3. Select your desired presentation and then click Open.

| undo

12| kedo If you have opened the existing presentation recently, it may be easier to
Side Show From Beginning choose Recent from the File tab instead of Open to search for your presentation.
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Lesson: 2

Slide Basic

-05-

PowerPoint includes all the features you need to produce professional-looking presentations. When you create a PowerPoint
presentation, it is made up of a series of slides. The slides contain the information you want to communicate with your audience. This
information can include text, pictures, charts, video, sound, and more. Before you begin adding information to slides, you need to
know the basics of working with slides.

About Slides

Click to add title
2 W,

-
T * Clicktoadd text‘\

About Slide Layouts

Slides contain placeholders, which are areas on the
slide that are enclosed by dotted borders.
Placeholders can contain many different items,
including text, pictures, charts, and more. Some
placeholders have placeholder text, or text that you
can replace. They also have thumbnail-sized
icons that represent specific commands such as
Insert Picture, Insert Chart, and Insert Clip Art. In
PowerPoint, hover over each icon to see the type of
content you can insert in a placeholder.

The placeholders are arranged in different layouts that can be applied to existing slides, or
chosen when you insert a new slide. A slide layout arranges your content using different
types of placeholders, depending on what kind of information you might want to include in
your presentation. In the example above, the layout is called Title and Content and
includes title and content placeholders. While each layout has a descriptive name, you
can also tell from the image of the layout how the placeholders will be arranged.

To Change the Layout of an Existing Slide:

1. Select the slide you wish to change.
2. Click the Layout command in the Slides group on the Home tab. A menu will appear with your options.
3. Choose a layout from the menu. The slide will change in the presentation.

To Delete a Placeholder:

You can easily customize your layout by deleting unwanted or "extra" placeholders from any slide.
1. Position your mouse on the dotted border of the placeholder so it changes to across

++
with arrows {3 .

e Home

Inset  Design
| | 5 Layout -

=]

| New
slide ~| 5 Section =

| B Reset

Paste B I

Clipboard = | | Office Theme

Transitions Animations

Siides | O

. ——

Content  Section Header

Twa Content Comparison Title Only
Tk
Blank Content with Picture with
Caption Caption
iZ] Duplicate Selected Slides
[ Slides from Qutfine...
[ Reuse Slides...
-

H
. F
'Clickto add text % andhe

+ .forescue, rehabilitate,
and re-homestray or

2.

Click the border to select it.

3. Press Backspace or Delete on your keyboard. The placeholder will be
removed from the slide.

To Add a Text Box:

Text boxes allow you to add to your current layout, so you can place text wherever

you want on your slide.

1. From the Insert tab, click the Text Box command.

2. Your cursor will turn into an upside-down cross +.
3. Click, hold, and drag your mouse to draw a text box. A text box will

appear.

To Use a Blank Slide:

For more control over your content, you may prefer a blank slide (a slide without
placeholders) over one of the existing layouts. Blank slides can be customized by
adding your own text boxes, pictures, charts, and more.

e  Select Blank from the menu of layout options.

Visit us at: www.sarvaindia.com

Clipboard

Insert

Home Design

_I [ tayout =|

Office Theme

Transitions

1

Siides | Outline [||

Title Slide

Section Header

Two Content

Comparison

Title Only

iel

Content with
Caption

Picture with
Caption

Licensed by Govt. of India

1SO 9001:2008 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -96 -

To Insert a New Slide:
1. From the Home tab, click the bottom half of the New Slide command to open

Home Insert Design Transitions Animations

the menu of slide layout options. J = tayout - T | Bl
Select the slide you want to insert. e 2 _A:*E:l ——
¥ Shde =] H o
3. Anew slide will be added your presentation. Clighoard s Slides Font
Sides | O/ pew Side (ctrt=h)

To instantly add a slide that uses the same layout as the one you have
selected, simply click the top half of the New Slide command.

1 Add a slide to the presentation,

@ Press F1 for more heip.

To Copy and Paste a Slide:
1. Onthe Slides tab in the left pane, select the slide you wish to copy.
2. Click the Copy command on the Home tab. You can also right-click your selection and choose Copy.
3. Inthe left pane, click just below a slide (or between two slides) to choose the location where you want the copy to appear.
A horizontal insertion point will mark the location.
4. Click the Paste command on the Home tab. You can also right-click and choose Paste. The copied slide will appear.
To select multiple slides, press and hold Ctrl on your keyboard, and click the slides you wish to select.

To Duplicate a Slide:
An alternative to Copy and Paste, Duplicate copies the selected slide and, in one step, pastes it directly underneath. This feature does
not allow you to choose the location of the copied slide (nor does it offer Paste Options for advanced users), so it is more convenient
for quickly inserting similar slides.

1. Select the slide you wish to duplicate.

2. Click the New Slide command.

3. Choose Duplicate Selected Slides from drop-down menu.

4. A copy of the selected slide appears underneath the original.

To Delete a Slide:
1. Select the slide you wish to delete.
2. Press the Delete or Backspace key on your keyboard.

To Move a Slide:
1. Select the slide you wish to move.
2. Click, hold, and drag your mouse to a new location. A horizontal insertion point will mark the location.
3. Release the mouse button. The slide will appear in the new location.

About Slide Views

It is important that you be able to access the different slide views and use
them for various tasks. The slide view commands are located on the bottom
right of the PowerPoint window in Normal View.

Normal Slide Reading | Play Slide
Normal View: This is the default view where you create and edit your slides. View Sorter View View Show
You can also move slides in the Slides tab in the pane on the left.
Slide Sorter View: In this view, miniature slides are arranged on the screen.
You can drag and drop slides to easily reorder them, and see more slides at
one time. This is a good view to use to confirm that you have all the needed
slides and that none have been deleted.
Reading View: This view fills most of the computer screen with a preview of your presentation. Unlike Slide Show View, it includes
easily accessible buttons for navigation, located at the bottom right.
Slide Show View: This view completely fills the computer screen, and is what the audience will see when they view the presentation.
Slide Show View has an additional menu that appears when you hover over it, allowing you to navigate through the slides, and access
other features you can use during a presentation.
Use the keys on your keyboard (including the arrow keys, Page Up and Page Down, space bar, and Enter) to move through the
slides in Slide Show view. Press the Esc key to end the slide show.

To View an Outline of Your Presentation:

The Outline tab shows your slide text in outline form. This allows you to quickly edit your slide text, and view the contents of multiple
slides at once.

1. Click the Outline tab in the left pane.

2. An outline of your slide text appears

3. Type directly in the pane to make changes to your text.
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To Organize Slides into Sections:

You can organize your slides into sections to make your presentation easier to navigate. Sections can be collapsed or expanded in
the left pane, and named for easy reference. In this example, we will add two sections: one for dogs that are available for adoption,
and another for cats and other pets.

Select the slide that you want to begin your first section.
From the Home tab, click the Section command.
Choose Add Section from the drop-down menu.

An Untitled Section appears in the left pane.

agrwNPE

o

To rename the section while it is still selected, click the Section command, and choose Rename Section from the drop-
down menu.

Enter your new section name in the dialog box. Then click Rename.
Repeat to add as many sections as you need.

© N

In the left pane, click the arrow next to a section name to collapse or expand it.
Adding Notes to Slides

PowerPoint gives you the ability to add notes to your slides, often called speaker notes,

to help you deliver or prepare for your presentation. You can enter and view your
speaker notes using the Notes pane or the Notes Page View.

To Use the Notes Pane:

1. Locate the Notes pane at the bottom of the screen, directly below

the Slide pane. — =
2. Click and drag the edge of the pane to make it bigger or smaller, if desired. B . BEEES
3. Type your notes in the Notes pane. ghiczailn i st

To Use the Notes Page View:

1. Gotothe View tab.

2. Click the Notes Page command in the Presentation Views group.
3.

Type your notes in the text box, or use the scroll bar to review your slides.

-
[

-

*
®
-

-
-

-
-

[«

. -+
| Give an overview of Shelbyfield Animal Rescus
| Introduce Aureliz, Coco, and Dr. Giuliani

4

| Den’t forget to leave training treats behind the pedium.
[ Giuliani will give an overview of proper pet care.
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Inserting Text, Themes & Images

Inserting Text

It is important to know how to perform basic tasks with text, Theme
& Images, when working in PowerPoint; you will learn the basics of
working with text, Themes & Images including how to insert, delete,

and move text, Images & Themes.

To Insert Text:

1. Click the placeholder or text box where you want to

insert text.
2. The insertion point appears.

ey Question 1

®

—

Qe monenemirree)
(pmmom o e

3. Type directly into the placeholder or text box.

Some placeholders automatically format your text in
abulleted list. This is because bulleted lists are so
frequently used in PowerPoint. To remove the bullets,
deselect the Bullets command in the Paragraph group

on the Home tab.

To Delete Text:

1. Place theinsertion point next to the text you wish to

delete.

2. Press the Backspace key on your keyboard to delete text

to the left of the insertion point.

3. Press the Delete key on your keyboard to delete text to

the right of the insertion point.

To Select Text:

1. Place theinsertion point next to the text you wish to

select.

2. Click the mouse button, and, while holding it down, drag

the mouse over the text.

3. Release the mouse. The text will be selected.
A highlighted box will appear over the selected text.
When you select text in PowerPoint, a hover toolbar with
formatting options appears. This makes formatting
commands easily accessible, which may save you time. If
the toolbar does not appear at first, try moving the mouse

over the selection.

To Copy and Paste Text:
1. Select the text you wish to copy.

2. Click the Copy command on the Home tab. You can also

right-click your selection and choose Copy.

3. Place your insertion point where you wish the text to

appear.

4. Click the Paste command on the Home tab. The text will

appear.
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To Cut and Paste Text:
1. Select the text you wish to cut.
2. Click the Cut command on the Home tab. You
can also right-click your selection and
choose Cut.
3. Place your insertion point where you wish the text
to appear.
4. Click the Paste command on the Home tab. The
text will reappear.
You can also cut, copy, and paste by right-clicking your
slide and choosing the desired action from the drop-down
menu. When you use this method to paste, you can choose
from four options that determine how the text will be
formatted: Use  Destination Theme, Keep Source
Formatting, Picture and Keep Text Only. You can hover
the mouse over each icon to see what it will look like before
you click it.

To Drag and Drop Text:

1. Select the text you wish to copy.

2. Click, hold, and drag your mouse to the location
where you want the text to appear. The cursor will
have a rectangle under it to indicate that you are
moving text.

.
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— because of high taxes (taxation without
representation)
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I ]
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| —becausethey didn’t have self-government 1
T — because the British stayed in their houses T
| (boarding, quartering) !
| I
| I
I ]
| I

3. Release the mouse button, and the text will
appear.
If text does not appear in the exact location you wish, you
can press the Enter key on your keyboard to move the text
to a new line.

Find and Replace

Find and Replace is another technique that can be used to
edit text. Find and Replace allows you to search all of your
slides for a specific word or phrase (for example,
"English"), then replace it with another word or phrase (for
example, "British").

To Add a Text Box:

Text can be inserted into both placeholders and text
boxes. A placeholder is a kind of text box, but is unique
because it is part of the slide layout, and often contains
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formatting specific to the slide (for example, a larger font size for the title of your
presentation). Inserting an extra text box allows you to add to the slide layout, so you -

can include as much text as you want.
1. From the Insert tab, click the Text Box command.
2. Your cursor will turn into an upside-down cross .

3. Click the area on your slide where you want to add a text box. A text box will

appear with an insertion point inside.

To Move a Placeholder or Text Box:

1. Click the box you would like to move.
2. Position your mouse on the border of the box so it
14
changes to a cross with arrows {‘E .
3. Click and hold the mouse button as you drag the box to
the desired location.
4. Release the mouse button. The box will be moved.

To rotate the box, click and drag on the green circle at
the top of the box.

To Resize a Placeholder or Text Box:

1. Click the box you wish to resize.

2. Position your mouse over any one of the sizing
handles that appear on the corners and sides of the
box. The cursor will become a pair of arrows &=,

3. Click, hold, and drag your mouse until the text box is
the desired size.

4. Release the mouse button. The box will be resized.

To Insert a Bulleted List:

1. Select the text box (or specific text) that you want to
format as a bulleted list.

2. Click the Bullets command in the Paragraph group on
the Home tab.

3. Abulleted list will appear.

To Change Horizontal Text Alignment:

1.
2.

Select the text you wish to modify.

Select one of the four alignment options in

the Paragraph group.

Align Text Left: Aligns all the selected text to the left
margin.

Center: Aligns text an equal distance from the left and
right margins.

Align Text Right: Aligns all the selected text to the
right margin.

Justify: Justified text is equal on both sides and lines
up equally to the right and left margins. Many
newspapers and magazines use full-justification.

The alignment commands align the text within the placeholder or
text box it is in, not across the slide.

To Change Vertical Text Alignment:

1. Select the text your wish to modify.

2. Click the Align Text command in the Paragraph group.
A menu will appear.

3.  Choose to align the text at the Top, Middle,

or Bottom of the text box.
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To Change Text Direction:

1. Select the text your wish to modify.
2. Click the Text Direction command in

the Paragraph group. A menu will appear.
3. Choose for the direction of the text to

be Horizontal, Rotated, or Stacked.

Applying a Theme

Atheme is a predefined combination of colors, fonts, and
effects that can be applied to your presentation. PowerPoint
includes built-in themes that allow you to easily create
professional-looking presentations without spending a lot of
time formatting.

A theme is a set of colors, fonts, effects, and more that can
be applied to your entire presentation to give it a consistent,
professional look. You've already been using a theme, even if
you didn't know it: the default Office theme, which consists of
a white background, the Calibri font, and primarily black text.
Themes can be applied or changed at any time.

Theme Elements

Every PowerPoint theme, including the default Office theme,
has its own theme elements. Those elements are:

e Theme Colors (available from every Color menu)
e Theme Fonts (available from the Font menu)

e Shape Styles (available in the Format tab when
you click on a shape)

Why Use Theme Elements?

If you're using theme elements, you'll probably find that your
presentation looks pretty good. All of the colors will work well
together, which means you won't have to spend as much time
formatting your presentation. But there's another great reason
to use theme elements: when you switch to a different
theme, all of those elements will update to reflect the new
theme. You can drastically change the look of your
presentation in just a couple clicks.

Remember, the colors and fonts will only update if you're
using Theme Fonts or Theme Colors. If you choose one of
the Standard Colors or any of the Fonts that are not Theme
Fonts, then your text will not change when you change the
theme. That can be useful if you're creating a logo or title that
always needs to look the same.

Themes and Slide Layouts

As you can see from the two different Title Slides above,
themes also affect the various slide layouts.

If you apply a theme before you start building your
presentation, you will be able to arrange your content to fit
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the layouts you have to choose from. If you apply the theme after, the text boxes and placeholders may move depending on the
theme you choose.

Applying Themes
To Insert an Image From a File:

1. Select the Insert tab.
2. Click the Picture command in the Images group. The
Insert Plcture dlalog box appears.

You will need to know how to apply a theme and how to
switch to a different theme if you want to use this feature to
create presentations. All of the themes that are included in
PowerPoint are located in the Themes group on the
Design tab. Themes can be applied or changed at any time.

Home Insert Design Transitior

Elm I L= o
el | EE] @R+ ;
Table | Picturs  Clip Scresmshot Phots | Shapes
e 2 2

Album ~

Tables Images | LT}

Slides | jnsert Picture from File

To Apply a Theme:
1. Gotothe Design tab.
2. Locate the Themes group. Each image represents a

5 Insert a picture from a Tile.

@ Pr—= F1 for more heip.

theme. T — o :
— 3. Select the desired image file and click Insert.
Inset | Design | Transitions  Animations  SlideShow  Review Wi 4. The picture will appear in your slide.
n(:olgrsv You can also select the Insert Picture from File command in
Aa Aa Az @Fonts 5 aplaceholder to mserf images.
umenns (|| wmmmmm | | mEsEEE « Click to add text
2 E1fects'

Themes
Click the drop-down arrow to access more themes.

Hover over a theme to see a live preview of it in the
presentation. The name of the theme will appear as
you hover over it.

5. Click atheme to apply it to the slides. To Locate Clip Art:
— 1. Select the Insert tab.

Insert | Design | Transitions  Animations  Slide Show  Review Vi 2. Click the Clip Art command in the Images group.
Al Themes ¥ ) Coors ~ 3. The clip art options appear in the task pane to the
This Presantation - jFonts x right of the document. .

— | 4. Enter keywords in the Search for: field that are
Aa [O]efrects - related to the image you wish to insert.

|| 5.  Click the drop-down arrow in the Results should

| Buitan s be: field.

1 ) 6. Deselect any types of media you do not wish to see.
- |l = . .
@y B | If you would like to also search for clip art on

Office.com, place a checkmark next to Include
Office.com content. Otherwise, it will just search for
clip art on your computer.

8. Click Go.

Ag Aa

To Insert Clip Art:

1. Review the results from a clip art search in the Clip
Art pane.

hd Select the desired image.
B SrowseforThemes.. yur Tec 3. The clip art will appear in your slide.
IR save Current Theme... lvnershel Rl l
= " § . nnager Stefi
R | R N I falenfed fean =l

Inserting Images

Adding images to your presentations makes them more
interesting and engaging. Pictures, clip art and screenshots

can be inserted into PowerPoint to help you effectively - L
communicate your ideas to your audience. You can also select the Insert Clip Art from File command in
a placeholder toinsert clip art.
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Screenshots are pictures that capture the visible windows and items displayed on your computer screen. They may include an open
window of a website, items on your desktop or an open program, like the PowerPoint images displayed in this tutorial. These images
can be useful for explaining or displaying computer programs, functions and websites. PowerPoint allows you to capture an image of

an entire window or a screen clipping of part of a window.
To Insert Screenshots of a Window:

1. Select the Insert tab.

2. Click the Screenshot command in the Images group.

3. The Available Windows from your desktop will appear. Select the
window you would like to capture as a screenshot.

4. The screenshot will appear in your slide.

Inserting a Screen Clipping from a Window:

1. Select the Insert tab.
2. Click the Screenshot command and select Screen Clipping.
3. A faded view of your current desktop will appear and your cursor will

turn into a cross shape .

4. Click, hold and drag on the area of the window that you want to
capture.

5. The screen clipping will appear in your slide.

; 1.
Click and drag the
¢ross to select the 2.
part of the window
you want to capture 3.
+ 4.
The side
keep the

Insert Slide 5

Animations

Design Transitions

_2-{.:- Home
B bl 58| - B
Table

Picture  Clip ES:reenshot‘ Photo
at | - lalbum-

Select Screen
Clipping to
capture only part
of the current
window

Tables 11 pvailable Windows

Slides Outline

- | Screen Clipping

Insert a picture of part of the
screen into the file,

» Learn :

r

To Resize an Image:

Click on the image.

Position your mouse over any one of the corner sizing
handles. The cursor will become a pair of directional
arrows =i .

Click, hold, and drag your mouse until the image is the
desired size.

Release the mouse. The image will be resized.

sizing handles change the image's size, but do not
same proportions. If you want to keep the image's

proportions, always use the corner handles.

To Move an Image:
1. Click on the image. The cursor will turn into a cross

e
with arrows. %
2. While holding down the mouse button, drag the
image to the desired location.
3. Release the mouse button. The box will be moved.
To rotate the image, click and drag on the green circle located at
the of the image.
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Inserting WordArt, Shapes, Tables & Charts

Inserting Word Arts

PowerPoint allows you to add effects to the text inside of
a text box, which is known as WordArt. For the most part,
the types of effects you can add are the same as the ones
you can add to shapes and text boxes (shadow, bevel,
etc.). However, with WordArt, you can also Transform the
text to give it a wavy, slanted, or inflated look.

To Apply a WordArt Style to Text:

A WordArt Style will automatically apply several effects
to your text at once. You can then refine the look of your
text by adding or modifying text effects.

1. Select the text box, or select some text inside of
the text box. The Format tab will appear.

2. Click the Format tab.

3. In the WordArt Styles group, click
the More drop-down arrow to view all of the
available styles.

4. Select the desired style preset to apply the style
to your text.

Stide show Review View Format

. . Dasnaperm~
- | BZ shape Outiine -

Applies to Selected Text fwa

= Gonapereas- || AN /B\
T
B\ /A /
A A A A
Applies to Al Text in the Shape | Gradient Fill - Gray-50%
A A A

To Add or Modify Text Effects:

1. Select the text box, or select some text inside of the
text box. The Format tab will appear.

2. Click the Format tab.

3. Click theText Effects command in the WordArt
Styles group. A drop-down menu will appear showing
the different effect categories.

4.  Hover over an effect category. A drop-down menu will
appear. You can hover the mouse over the different
presets to see a live preview.

5. Select the desired effect preset. The effect will be
applied to your text. If you want, you can combine
several different effects.

Review View Format
A - hBring Forward ~ |2 Align
-
A A\ A » & - L sendBackward = [g] Grour
=\ _
R = - "E[k Selection Pane S Rotate
WordArt Styles 3 Arrange

Text Effects

Apply avisual effect to the text,

such as shadow, glow, reflection,

or 3-D rotation.
In the WordArt Styles group, you can also use the Text
Fill and Text  Outline drop-down boxes to modify
the filland outline color.
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1.

2.

Select the Insert tab.
Click the Shapes command.

Transitions Animations Slide Show Re

‘
et s

L O b apda B e
HETT e SR S
Block Arrows

Select a shape from the drop-down menu.

Click and drag the mouse until the shape is the desired
size.

Release the mouse button.

3-D Effects to Shapes

There are two kinds of effects that you can apply to your shapes and

text

boxes to

give them a 3-D appearance: 3-D

Rotation and Bevel. 3-D Rotation gives the appearance that you
are viewing the object from a different angle, and it can be applied to
any shape. Bevel adds thickness and a rounded edge to shapes, but
it doesn't work with every type of shape.

To Use 3-D Rotation:

1.
2.
3.
4
5.

nimations

Select the shape or text box.

Click on the Format tab.

Click Shape Effects from the Shape Styles group.
Hover the mouse over 3-D Rotation. A drop-down menu
will appear.

Select the desired rotation preset from the drop-down
menu. You can also click 3-D Rotation Options if you
would prefer to type in custom values.

Slide Show Review Views Format

B Shape Fill = ) A~ Chs
- | &2 shape Outline - J ===t = 1
— Paratlel
- N R e
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Soft Edges —y
],nstal — e ——
Bever
dryet — f ] [ )
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Inserting Table

BRI o NN T R i 1. Onthe Insert tab, click the Table command. 3 i
E EE L B pP>d € 2. Hover your mouse over the diagram | w
Ta?le‘ Picture ;\\: S:rEE:\shnt ATES::v Sha'pes SmartArt Chart | H: K Squares to Select the number E i
R 0 Hestranon: = of columns and rows in the table. g i
& N o
0od ) ) i i
EE 3. Click your mouse. The table will appear on i i
0 the slide. § |
o0 4. You can now place the insertion point C >
t anywhere in the table to add text.
=7 by Genre, 2 N . |
é o > To make sure your table looks good with the slide layout, you can also insert a table using
% Excel Spreadsheet

_ the placeholder. Click the Insert Table icon in the placeholder, then enter the desired
- number of rows and columns.

Inserting Charts

PowerPoint uses an Excel worksheet as a placeholder for entering chart data. Therefore, when you insert or edit a chart in
PowerPoint, an Excel window will automatically open.

To Insert a Chart:
1. Select the Insert tab.

M‘”‘*T I 5“"”;ﬂ ey Ter_fom) 2. Click the Insert Chart command in the Illustrations Group. The Insert
e B2l QHEE 45 Chart dialog box will appear.
[lip Screenshot Photo | Shapes SmartAt Chart  Hyperlink Action Tet Header WordArt Dal
jart = Album ~ = Box & Footer .. &Ti
Images Tllustrations I} Links. Text

T 3. Select a category from the left pane of the dialog box and review
5 nserta chart o lustate and the charts that appear in the center.
: e 4. Select the desired chart.

! Bar, Pie, Line, Area, and Surface are

JI‘ I R 5. Click OK. An Excel window will open with a placeholder for your data.
[

Overall F

@ Press F1 for more help.

Animations

; o ‘-,'/‘ ".‘,/ Yo ot s
g Quick .
t Layout »

Chast Layouts

Home Insert

{14 Cond

5 Form.

AR

Cahori
B & U-
Sy

The placeholder
source data

—
Series2  Series?
Category 1 4.3 24 2|
Category 2 5 4.4 2]
. . . & & ;
Fiction Sales in 2010 '
r 1
i To resize chart data range, drag lower right corner of range.

{

——Series 1
Series 2 The source date!
: entered above will
=a—Series 3

gy appear in the chart

o
(?&‘f' r\@.‘*‘? &L B
oYU
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Lesson: 4

Transition & Slide Show

Transitions are motion effects that, when in Slide Show View, add movement to your slides as you advance from one slide to
another. There are many transitions to choose from; each one allows you to control the speed, and even add sound.

About Transitions

You can apply different transitions to some or all of your slides
to give your presentation a polished, professional look. There
are three categories of unigue transitions to choose from, all of
which can be found on the Transitions tab:

e  Subtle (slight transitions)

g 5 5 @ @ ®§ & [

_J
Nane Fade Push Wipe Split Reveal Random Bars
Shape Uncover Caver Flash

e  Exciting (strong transitions)

Exciting
5 & 4 @ B ® A
Dissolve Checkerboard Blinds Clock Ripple Honeycomb Glitter Vortex
o B g @ I 5 o
Shred Switch Flip Gallery Cube Daars Box Zoom
e Dynamic Content (strong transitions that affect only

the content, such as text or images)
Dynamic Content

BE ¥§F I 010X

Pan Ferris Wheel  Conveyor Rotate Window Orbit Fly Through

To Apply a Transition:

1. Select the slide you wish to modify.

2. Click the Transitions tab.

3. Locate the Transition to This Slide group. By
default, None is applied to each slide.

S

Slide Show Review

L] = |
| =] ”
None Cut Fade Push Wipe =

Preview Transition to This Slide

Home Insert Design Transitions Animations

Prey

4. Click the More drop-down arrow to display all the
transitions.

5. Click atransition to apply it to the selected slide.
This will automatically preview the transition as well.

When working with transitions, the Apply To Allcommand in
the Timing group can be used at any time to make your
presentation uniform. Use this command with caution. Not only
does it apply the same transition to every slide; it also applies the
settings in the Timing group, which you may not want to be the
same throughout your presentation.

Visit us at: www.sarvaindia.com
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To Preview a Transition:
You can preview the transition for a selected slide at any time,
using either of these two methods:

(] Click the Preview command on the Transitions tab.

®  Click the star Play Animations icon. The icon appears on
the Slides tab in theleft pane beside any slide that
includes a transition.

Home  Inset  Design | Transitions

m0 -
1\ il
G
Preview Shred Swltch an lav Ani .

ay Animations
Preview Transition to Tt

Preview Transitions I
Preview the transition for this slide.
= — iR |

To Modify the Duration:
1. Select the slide that includes the transition you wish to
modify.
2. In the Duration field in the Timing group, enter the
amount of time you want the transition to take. In this
example, we will specify the length as 2 seconds, or

02.00.
é& Sound: [Mo Sound] - Advance Slide
B Duration: 02.00

:I} On Mouse Click

[ after: 00:00.00 2

=

30 Apply To Al
Timing

Duration
Specify the length of a transition.

To Add Sound:

1. Select the slide that &, sound: [No Sound] B Advance Slide
. ® Duratiof [No Sound] - 2 Click
includes 53 appiy e [5t0P Frevious Sounc] loooo =
the transition you wish fopiause —
to modify. pome.
2. Click the Sound drop- Camers
down menu in o Reaster
i i Click
the T|n_1|ng group. o
3. You will hear the sound orun Rol
and see a live preview peplosion
of the transition as you e
hover over each sound. Suction
Typewriter
4. Click a sound to apply it | o
to the selected slide. Wind

Other sound... A

Loop Until Next Seund

To Remove a Transition:
1. Select the slide you wish to modify.
2. Choose None from the gallery in the Transition to This
Slide group.
3.  Repeat this process for each slide you want to modify.

To remove transitions from all slides, select a slide that uses None,
and click the Apply to All command.
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To Advance Slides Automatically:

Normally, in Slide Show View, you would advance to the next
slide by clicking your mouse (or pressing Enter on your
keyboard). Using the Advance Slides settings in
the Timing group, you can set your presentation to advance
on its own instead, and display each slide for a specific
amount of time. This is useful for unattended presentations,
such as at a trade show booth.
1. Select the slide you wish to modify.

2. Locate the Timing group on the Transitions tab.

3. Under Advance Slide, uncheck the box next to On
Mouse Click.

4. In the After field, enter the amount of time you want to
display the slide. In this example, we will advance the
slide automatically after 1 minute 30 seconds, or
01:30:00.

5. Select another slide and repeat the process until all the
desired slides have the appropriate timing.

Presenting Slide Show

Once your slide show is completed, you will need to learn
how to present it to an audience. PowerPoint offers several
tools and features that can assist you in making your
presentation smooth, engaging and professional.

To Start Slide Show:
1. Select the Slide Show tab.
2. Click the From Beginning command in the Start Slide
Show group to start the slide show with the first slide.
[

| Home Insert Design  Transit

g ® &7
From From Broadeast Custom

Beginning Current Slide | Slide Show Slide Show =
r& Start Slide Show

Slide Show From Beginning (F5)

Start the slide show from the first
slide.

[
I
You can also start the slide show from the slide you prefer by
selecting the slide and clicking on From Current Slide from the
Start Slide Show group. This option is convenient if you only want
to view or present certain slides.
Another option for starting the slide show is to select Slide
Show view at the bottom of the window.

I Slide Show

Starting Slide Show view option

To Advance and Reverse Slides:
1. Hover your mouse over the bottom right of the
screen. A menu will appear.
2. Click on the right arrow to advance slides or click on
the left arrow to reverse slides.

Advance or reverse slides

You may also use the arrow keys on your keyboard to
advance and reverse slides.
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To Stop or End Slide Show:

To end slide show, hover and select the menu box
options command and click End Show. You can also press
the "Esc" key at the top left of your keyboard to end show.

To Access the Pen or Highlighter:
1. Hover and click on the pen menu option in the bottom
left of your screen.
2. Select Pen or Highlighter based on your preference.

(?'0
(\\’5\ Past Fundraising Results
Ao - QQ‘\S 6 $2,000.00 n
7 Q N $1,800.00
AR g s
/gt () ;izzoo‘oo
Tnk Color v $1,000.00

= $0.00

®2009-2010 School Year
820082009 School Year

Arrow Options b
/ &

3. Use the pointer to draw on or mark your slides.

From the same menu, you can also change the color of the pen or
highlighter. Keep in mind that light color choices are best for the
highlighter.
To Erase Ink Markings:
1. Hover and click on the pen menu option in the bottom
left of your screen.
2. SelectEraserto erase individual ink markings or
select Erase All Ink on Slide to erase all markings.
When you end your slide show, you also have the option
to Keep or Discard (erase) any ink markings you made during your
presentation.
To Jump to a Non-Adjacent Slide:
1. Hover and click on the menu box option in the bottom
left of your screen.
2. Select Go to Slide and choose the slide you would like to
jump to in your presentation.
To Access the Desktop:
Sometimes you may need to access the Internet or other files and
programs on your computer during your presentation. PowerPoint
allows you to access your desktop task bar without ending your
presentation.
1. Hover and click on the menu box option in the bottom
left of your screen.
2. Select Screen and then click on Switch Programs.
3. Your computer's task bar will appear. Choose a program
you would like to switch to.
Menu Access Options:
You can also access any of the above menu items by right-
clicking anywhere on the screen during your slide show.

®  Switch between the pen pointer and mouse pointer by
pressing "Ctrl + P" (pen) or "Ctrl + M" (mouse) on the
keyboard.

® Press"E" on the keyboard to erase any ink markings
while using the pen or highlighter.
To Access Slide Show Set Up Options:
1. Select the Slide Show tab.
2.  Click the Set Up Show command.
3. The Set Up Show dialog box will appear.
4. Click OK to apply the settings to the slide show.
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Lesson: 5

Aligning & Animating Objects

In PowerPoint, each slide may have multiple items, such as pictures, shapes and text boxes. PowerPoint lets you arrange the objects
the way you want by aligning, grouping, rotating, and ordering them in various ways.

Aligning Objects

Denerbing Olel Computers
We will be donating all our oldcompitersto
local schools.

Thisi keepthemmpu"ersuut oflandfik. iy

You can click and drag objects to align them manually, but guesswork will
never give you the best result. Additionally, aligning objects in this way can
take a great deal of time. Luckily, PowerPoint provides you with several
commands that allow you to easily arrange and position objects

To Align Two or More Objects:

Click and drag your mouse to form aselection box around the objects
you want to align. All of the objects will now have sizing handles to show
the Align command and select Align

Click the Align command again and select one of the six alignment

i—u 1
— that they are selected.
he "‘"fe“? 2. From the Format tab, click
are aligned Selected Objects.
with each other 3.
options.
4.

To Align Objects to the Slide:

Sometimes, you may wish to align one or more objects to a specific location within the slide, such as
the top or bottom. You can do this by simply selecting the Align to Slide option before you align the

objects.
1.

2.
3.
4.

The objects will align to each other based on the option that you have
selected.

4

Li a7 -
Align Left

Align Center

Align Right

| & & [T

=
=

Align Top

&

Align Middle

=
=

Align Bottom

Click and drag your mouse to form a selection box around the objects you want to align. All
of the objects will now have sizing handles to show that they are selected.

From the Format tab, click the Align command and select Align to Slide.

Click the Align command again and select one of the six alignment options.

The objects will align to the slide based on the option that you have selected.

To Distribute Objects Evenly:
If you have arranged objects in a row or column, you may want them to be an equal distance from one another for a neater
appearance. You can do this by distributing the objects horizontally or vertically.
Click and drag your mouse to form a selection box around the objects you want to align. All of the objects will now

1.

2.
3.

have sizing handles to show that they are selected.
From the Format tab, click the Align command.
From the menu, select Distribute Horizontally or Distribute Vertically.

To Change the Ordering by One Level:

1.
2.

3.

To Bring an Object to the Front or Back:
If you want to move an object behind or in front of several objects, it's usually faster to bring
it to front or send it to back rather than clicking the ordering commands multiple times.

1.
2.
3.
4.

To Rotate an Object:

1.

Select an object. The Format tab will appear.

< & |

Hi

Distribute Horizontally
Distribute Mertically

lign to Slide
n Selected Objects

Wiew Gridlines

Grid Settings...

From the Format tab, click the Bring Forward or Send Backward command to change the object's ordering by one level.
If the object overlaps with more than one other object, you may need to click the command several times to achieve the

desired ordering.

The objects will reorder themselves.

Select an object. The Format tab will appear.

[ Bring Forward =

_,_'] Send Backward -
-ﬁyﬂml%wmr;u Rotate ~

Arrange

= Align ~ 4]

Eal

O

o

From the Format tab, click the Bring Forward or Send Backward drop-down box.
From the drop-down menu, select Bring to Front or Send to Back.
The objects will reorder themselves.

Send Backward

Send the selected object backward
so that it is hidden by the objects
that are in front of it.

Select an object. The Format tab will appear.
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2. From the Format tab, click the Rotate command. A drop-down menu will appear.
3. Select the desired rotation option.

4. The object in the slide will rotate.
To Group Objects:
’ a 1. Click and drag your mouse to
Bring F (A FL .
b B Fonvar J. IT ;1|J form a selection box around the
4 Send Backward | [[d]~ A objects you want to align. All of
. - the objects will now have sizing
Selection P f
g # Growp handles to show that they are
Arrange | % | selected.
2. From the Format tab, click
E] the Group command and
select Group.

3. The selected objects will now be grouped. There will be a single box with sizing handles around the entire group to show

that they are one object.
If you select the objects and the Group command is disabled, it may be because one of the objects is inside a place holder. If this

happens, try reinserting the images or cutting and pasting them into the same slide outside of any placeholders.

To Ungroup Objects:
1. Select the grouped object that you wish to ungroup.
2.  From the Format tab, click the Group command and select Ungroup.

3. The objects will be ungrouped.

Animating Text and Objects

In PowerPoint you can animate text and objects such as clip art, shapes, and pictures. Animation, or movement, on the slide can be
used to draw the audience's attention to specific content or to make the slide easier to read.

The Four Types of Animations

There are many different animation effects that you can choose from, and they are organized into four types:

e Entrance: These control how the object enters the slide. For — - -
example, with the Bounce animation, the object will “fall" X ¢ w o Jr .
onto the slide and then bounce several times. Appear Fade Fly In Float In split Wipe

A !

e Emphasis: These animations occur while the object is on the 4 : o K
Sllde' often trlggerEd by amouse click. For eXample, you Pu\;e Co\orI;u\se Te“e.\lter S:;i; Gro‘:lﬁgl;rink Desat::urate

can set an object to Spin when you click the mouse.
e  Exit: These control how the object exits the slide. For - e 4 :1% i’i
example, with the Fade animationv the Objec:t will Slmply fade Shape Wheel Rand'_o; Bars Shrinkt&Turn Zoom Swivel

away.

(] Motion Paths: These are similar to Emphasis effects,
except the object moves within the slide along a pre- Lines arcs Turne shapes Loops
determined path, for example a circle.

%

. - o ®
] ) O
Custom Path

To Apply an Animation to an Object:

Select an object. Home Insert Design Transitions Animations Slide Show

Click the Animations tab.
3. In the Animation group, click the More drop- * ) <
down arrow to view the available animations. Ni Appear Fa;‘: Flﬁ FI;TIH M
4. Select the desired animation effect. PP v E C
5. The object will now have a small number next
to it to show that it has an animation. Also, in Outline x ——
the Slide pane, the slide will now have b
a star symbol next to it. ﬂ EE
At the bottom of the menu, you can access )
1SO 9001:2008 Certified

N =

Animation

even more effects.
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Effect Options

Some effects will have options that you can change. For example, with the Fly In effect, you can control which direction the object
comes from. These options can be accessed from the Effect Options command in the Animation group.

To Add Multiple Animations to an Object:
[ ] If you select a new animation from the menu in the

W View Format . A . . .
L amatonpane . St oncik - Animation group, it will replace the object's current

q} :;Tngger' ® Dw‘m s - animation. However, you'll sometimes want to
o290 L mationaner | ® ot e place more than one animation on an object, for
TR . example an Entrance and an Exit effect. To do this,

Reorder Animat|

|+ LI ) ) 4 ' . .
X b ¥ ’ you'll need to use the Add Animation command,
Zoom Swivel Bounce which will allow you to keep your current
Emphasis animations while adding new ones.

; shii 1. Select the object.
Pul Color Pulse Teeter Spin Grow/Shrink
; i’ 2. Click the Animations tab.
{ i' 5 ( 3. In the Advanced Animation group, click the Add Animation command to

. A g | .
Desaturate Dar:ken L\ghten Transparency  Object Colar VieW the aVaiIabIe animations.

l’ i i’ X A 4. Select the desired animation effect.
Complemen...  Line Calor  Fill Color 5. If the object has more than one effect, it will have a different number for

each effect. The numbers indicate the order in which the effects will occur.

To Copy Animations with the Animation Painter:
In some cases, you may want to apply the same -
Effﬂ Animation Pane effects to more than one object. You can do that 1
by copying the effects from one object to = (Q\
. ' oo . ‘ \ 7
J Trigger * another using the Animation Painter. ‘ Y - 3‘}'3,@; Dk Yorsared g Darn sephes 1
. Adl:;l *;,y o , 1. Click on the object that has the effects S
Animation - Animation Painter that you want to copy.
Adv d A fi 2. From the Animations tab, click the Animation Painter command.
Advanced Armation 3. Click on the object that you want to copy the effects to. The effects will be applied

to the object.

To Reorder the Animations:

1. Select the number of the effect that you want to change.
2. From the Animations tab, click the Move Earlier or Move Later commands to change the ordering.

To Preview Animations:

Any animation effects that you have applied will show up when you play the slide show. However, you can also quickly preview the
animations for the current slide without viewing the slide show.

1. Navigate to the slide that you want to preview.

2. From the Animations tab, click the Preview command. The animations for the current slide will play.

The Animation Pane

The Animation Pane allows you to view and manage all of the effects that are on the current slide. You can modify and reorder effects
directly from the Animation Pane, which is especially useful when you have a large number of effects.

To Open the Animation Pane:

1. From the Animations tab, click the Animation Pane command.
2. The Animation Pane will open on the right side of the window. It will show all of the effects for the current slide in the order

that they will appear.

To Reorder Effects from the Animation Pane:

1. Onthe Animation Pane, click and drag an effect up or down.
2. The effects will reorder themselves.
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To Preview Effects from the Animation Pane:

1. From the Animation Pane, click the Play button.

2. The effects for the current slide will play. On the right side of the Animation Pane, you will be able to see a timeline that
shows the progress through each effect.

If the timeline is not visible, click the drop-down arrow for an effect and select Show Advanced Timeline.
To Change an Effect's Start Option:

By default, an effect starts playing when you click the mouse during a slide show. If you have multiple effects, you will need to click

multiple times to start each effect individually. However, by changing the start option for each effect, you can have effects that
automatically play at the same time or one after the other.

1. From the Animation Pane, select an effect. A drop-down arrow will appear next to the effect.
2. Click the drop-down arrow. You will see three start options:

O Start on Click: This will start the effect when the mouse is clicked.
O Start With Previous: This will start the effect at the same time as the previous effect.
O Start After Previous: This will start the effect when the previous effect ends.

To Open the Effect Options Dialog Box:

Fly In B | S
1. From the Animation Pane, select an effect. A drop-down arrow will appear next to Settings
the effect. e —u
2. Click the drop-down arrow and select Effect Options. The Effect Options dialog cmootnents [ P =
box will appear. gounceends [ Osec =
3. From here, you can add various enhancements to the effect: Enhancements
O Sound: Adds a sound effect to the animation. Sound: rum Rel (€]
O After animation: Changes the color or hides the object after the B W_%
animation is over. [0 =] = gelay between words
O Animate text: If you are animating text, you can choose to animate it all
at once, one word at atime, or one letter at a time.

Some effects have additional options that you can change. These will vary depending on which effect you have selected.

To Change the Effect Timing:

1. From the Effect Options dialog box, select the Timing tab.

From here, you can add a delay before the effect starts, change the duration of the effect, and control whether or not the
effect repeats.

3. Select the desired start option.

When you preview the animations, all of the effects will play through automatically. To test effects that are set toStart on
Click, you will need to play the slide show.
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Lesson: 6

Inserting Video & Audio

Inserting Video

Videos are a great way to make your presentations more engaging for your audience. PowerPoint allows you to insert a video from a

file on your computer or from a web site such as YouTube. You can even edit the video within PowerPoint and customize its

appearance with a Video Style. — @
a.jq I

To Insert a Video from a File on Your Computer: ! [Video | Audio
B . " . pols || !};3 Video from File...
1. From the Insert tab, click the Video drop-down arrow and select Video from File. o from Wb Site.

2. Locate and select the desired video file and then click Insert. |- Gip A Vides..
3. The video will be added to the slide. =

To Insert a Video from a Web Site: et Vo From Web St 8 i
@ \@ Some web sites, like YouTube or Hulu, allow you to embed videos in a i
- blog, Facebook profile, or other web page. In PowerPoint, you .
os |/ waoromene can embed videos in your slides in the same way. This feature only works B
Video from Web Stte with web sites that provide embed code, and the embed code from some
S sites may not work with PowerPoint.
1. Onthe web site that contains the video (YouTube, for example), locate and copy —
the embed code.
2. In PowerPoint, click the Insert tab.
3. Click the Video drop-down arrow, and select Video from Web Site. " s
4. Inthe space provided, right-click and select Paste. The embed code will appear. ekt
5. Click Insert. The video will be added to the slide.

Help and examples

.

To Preview the Video:

1. Make sure the video is selected.

2. Click the Play/Pause button below the video. The video will start playing,
and the timeline next to the Play/Pause button will begin to advance.

3. Tojump to a different part of the video, click anywhere on the timeline.

If you are using an embedded video from a web site, you may need to click
the Play button in the Playback tab in order to view the video's playback controls (the
Play button is also located on the Format tab).

To Resize the Video:
1. Select the video. A box with resizing handles will appear around the video.

2. Click and drag any of the handles to resize the movie.

Edit and Format Video

The Playback tab has several options that you can use to edit your video. For example, you can trim your video so that it will only
play an excerpt, add a fade in and fade out, and add bookmarks that allow you to jump to specific points in the video.

Most of the features on the Playback tab can only be used with videos that are inserted from a file. They will not work with embedded
videos.

To Trim the Video:
1. From the Playback tab, click the Trim Video command. The Trim Video dialog box will appear.
2. Usethe green and red handles to set the start time and end time.
3.  To preview the video file, click the Play button.
4. Adjust the green and red handles again if necessary, and then click OK.

To Add a Fade In and Fade Out:

1. Onthe Playback tab, locate the Fade In and Fade Out fields.
2. Typeinthe desired values, or use the up and down arrows to adjust the times.
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To Add a Bookmark:

2.
3.
4

Click the Play/Pause button to play the video, and when you have
located the part that you want to bookmark, pause it. You can also click
the timeline to locate the desired part of the video.

From the Playback tab, click Add Bookmark.

A small circle will appear on the timeline to indicate the bookmark.

You can now click the bookmark to jump to that location.

To Remove a Bookmark:
1.
2.

Select the bookmark.
From the Playback tab, click Remove Bookmark. The bookmark will
disappear.

Video Options

There are other options that you can set to control how your video plays, and
these are found in the Video Options group on the Playback tab:-

Volume: Changes the audio volume in the video.

Start: Controls whether the video file starts automatically or when the
mouse is clicked.

Play Full Screen: Lets the video fill the entire screen while it is playing.
Hide While Not Playing: Hides the video when it is not playing.
Loop until Stopped: Causes the video to repeat until it is stopped.

Rewind after Playing: Causes the video to return to the beginning
when it is finished playing.

To Create a Poster Frame:
1.
2.

3.

4.
5.

Select the video.

Start playing the video. When you see the frame that you want to use,
click the Play/Pause button to pause it.

From the Format tab, click the Poster Frame command. A drop-down
menu will appear.

Select Current Frame.

The current frame will become the poster frame.

If you would prefer to use a picture from your computer, you can

T

0A

select Image from file from the menu.

pply a Video Style:

Select the video. The Format tab will appear.

Select the Format tab.

In the Video Styles group, click the More drop-down arrow to display
all the video styles.

Select the desired style.

The new style will be applied to the video.

To Insert Audio from a File on Your Computer:

1. From the Insert tab, click the Audio drop-down arrow and select Audio
from File.

2. Locate and select the desired audio file and then click Insert.

3. The audio file will be added to the slide.

To Record Audio:

1. From thelnserttab, click the Audio drop-down arrow and
select Record Audio.

2. Type a name for the audio recording, if desired.

3. Click the red Record button to start recording.

4.  When you're finished recording, click the Stop button.

5. To preview your recording, click the Play button.

6. When you're done, click OK. The audio file will be inserted into the

slide.
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To Insert Clip Art Audio:

1. From theInserttab, click the Audio drop-down
arrow and select Clip Art Audio. The Clip Art pane
will appear on the right.

2.  Enter keywords in the Search for: field and click Go.

3. The results will appear in the Clip Art pane. To
preview an audio file, right-click the file and select
Preview/Properties.

4. A dialog box will appear, and the audio file will start
playing automatically (it may take a few seconds to
load). To play it again, press the Play button.

5.  When you're finished previewing the file, click Close.

6. Once you have found the audio file that you want to
use, click it to insert it into the slide.

To Trim the Audio:

1. From the Playback tab, click the Trim
Audio command. The Trim Audio dialog box will
appear.

2. se the green and red handles to set the start time
and end time.

3. To preview the audio file, click the Play button.

4.  Adjust the green and red handles again if necessary,
and then click OK.

To Add a Fade In and Fade Out:

1. On the Playback tab, locate the Fade In and Fade
Out fields.

2. Type in the desired values, or
the up and down arrows to adjust the times.

use

To Add a Bookmark:

1. Click the Play/Pause button to play the audio file,
and when you have located the part that you want to
bookmark, pause it. You can also click
the timeline to locate the desired part of the audio
file.

2. From the Playback tab, click Add Bookmark.

3. A small circle will appear on the timeline to indicate
the bookmark.

4.  You can now click the bookmark to jump to that
location.

Audio Options

There are other options that you can set to control how
your audio file plays, and these are found in the Audio
Options group on the Playback tab.

®  Volume: Changes the audio volume.
(] Start: Controls  whether the audio file

starts automatically or when the mouse
is clicked.

e Hide During Show: Hides the audio icon while
the slide show is playing.

® Loop until Stopped: Causes the audio file to
repeat until it is stopped.

e Rewind after Playing: Causes the audio file to
return to the beginning when it is finished
playing.
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Lesson: 7

Advance Presentation Options

Broadcasting Your Slide Show to Remote Audiences

Broadcasting a presentation remotely is surprisingly easy. All you and your viewers need is an internet connection-- they don't even
need PowerPoint. Once your viewers are connected, you can start the presentation as you normally would.

Please note that you cannot edit your presentation or mark it with a highlighter or pen while you are broadcasting a slide show. You
also cannot use PowerPoint to speak to your audience. Plan to communicate with your viewers through teleconferencing, or pre-

record your narration.

To Broadcast a Slide Show:
1. Select the Slide Show tab and locate the Start Slide
Show group.
2. Click the Broadcast Slide Show command.
The Broadcast Slide Show dialog box will open.

= ——

wsert Design Transitions Animations Slide Show
p— (== [ T x
[ . T Vs
P T = & KD
Broadcast Custom Set Up Hide Rehearse Record Sli
Slide Show Slide Show = | Slide Show Slide Timings Show
de Show Set Up

Broadcast Slide Show

Broadcast the slide show to remate
viewers who can watch in 2 Web
browser,

g Press F1 for more help.

3. Click Start Broadcast. A status bar will appear as
PowerPoint prepares your broadcast.

[BER=Se)

Broadcast Slide Show

Broadcast Slide Show
B e EE—

Broadcast the slide show to remote viewers who can watch in a
Web browser.

Broadecast Service

PowerPoint Broadcast Service

The PowerPoint Broadcast Service is a public service for users of
PowerPoint 2010. Anyone who receives a link to the broadcast may
watch it. You will need a Windows Live ID.

More Information

I By clicking 'Start Broadcast, you agree to the following terms:
Service Agreement

I [ Change Broadcast Service ]

[ Start Broadcast ][ Cancel
|
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4. Alink will appear. Select the link, and click Copy Link to
make a copy of the link, or Send in Email to send an email with
the link to your viewers.

Broadcast Slide Show

L2

Broadcast Slide Show
e

Share this link with remote viewers and then start the slide show.

hittp:/isnl .offi live.c |
pptbid=d2579500-44 ca-475b-98f5-0677714223d8

& CopylLink
=1 Send in Email...

Start Slide Show

5. Click Start Slide Show.

Present your slide show.

When you are finished, click End Broadcast in the
yellow bar at the top of the screen.

o Broadcast View  You are broadcasting this presentation and cannot make changes, End Broadcast
Ly

No

Customizing Your Slide Show

Sometimes you might want to hide a slide while still keeping it
in your presentation. For instance, if you are presenting a slide
show to more than one group of people, hiding or even
rearranging certain slides could help you tailor your slide show
to each group you present it to. You could also choose to create
a shortened version of your slide show to present when you're
short on time. The Custom Slide Show feature allows you to
create and name different versions of your slide show with
hidden or rearranged slides.
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To Create a Custom Show:
1. Select the Slide Show tab and locate the Start Slide

Show group.
2. Click the Custom Slide Show command.

I1sert Design Transitions Animations Slide Show
— [ 7 = ] .
o~ iey [ B D

Broadcast Set Up Hide Rehearse Record Sli

SIideShowiSIide Show ~|| Slide Show Slide Timings Show =
de Show Shortened Show set Up

Hg  Custom Shows...

| Custom Slide Show Dialog |

3. Select Custom Shows.... The Custom Shows dialog box

will appear.
4. Click New. The Define Custom Show dialog box will
appear.
f Custom Shows @I&r
Custom shows:

Close l

5. Locate the Slide show name box and type in a name for
your custom show.

6. Select the slides in the Slides in presentation: box that
you would like to include in your custom show, then
click Add>>to add them to the Slides in custom
show: box. If necessary, use the up and down arrows to
reorder the added slides.

Type the name of your
custom slide show here

Define Custom Show

Slide show name: | Shortened Show

Slides in presentation: Slides in custom show:

1, Internet Safety for Everyone . 1, Internet Safety for Everyone
2, Butl already know how touse  the— 2. Keep yourself safe,

3. If youre not aware of internet safety,
(4) Things you might not know about inter
5. Okay, okay, I believe you! So what cz
6, Keep yourself safe,

7. Guard your personal information,
8, Browse cautiously.

9, Download safely,

10, Wihat about my computer?

11, Wihat protection do I need?

12, Things to consider before you buy: ™

Click these arrows to
rearrange the slides in
your custom show

Click here to add slides to
your custom show
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7. Click OK.
8. Select Close to exit or Show to view your custom show.

Custom Shows

Custom shows:
Shortened Show

Edit...
Remove

Copy.

|i Close Qﬂl show

You can also hide slides by selecting the Hide
Slide command, which can be found on the Slide Show tab.
To unhide a slide, simply click the Hide Slide command
again.

AL

Creating Handouts of a Presentation

Printing handouts with images of your slides can be helpful
to your audience, as it gives them a hard copy of the
information you're presenting. Plus, they can take notes on
the handouts as you present your slide show.

To Create Handouts of a Presentation:

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

2. Click Print.

3. Click the drop-down arrow in the box that says Full
Page Slides, and locate the Handouts group.

4. Select a page layout for your handouts. Up to nine
slides can be displayed per page. Note that the 3
slides layout offers lined space for your viewers to
take notes.

5.  Click the Print command.

If you would like to add a header or footer to your handouts,
click the View tab on the Ribbon, then select Handout
Master. Just type your header or footer information into the
boxes provided. To return to the normal view, click Exit
Master View.
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Lesson: 8

Saving & Printing

Are you saving for the first time? Do you need to share your presentation with someone who does not have PowerPoint 2010? Would
you like to print handouts of your presentation? Perhaps you need a printout that shows your notes with your slides? All of these
things will affect how you save and print your PowerPoint presentations.

To Use the Save As Command:

Save As allows you to choose a name and location for your

presentation. It's useful if you've first created a presentation or if

you want to save a different version of a presentation while

keeping the original.

1. Click the File tab.

2. Select Save As.

3. The Save As dialog box will appear. Select the location where
you wish to save the presentation.

4. Enter a name for the presentation and click Save.

|| save As

@_C)d » Libraries » Documents » My Documents » ~ [ 43| Search My Documents 2|
Organize ¥ Newfalder # v @
(B] Microsoft PowerPq | Documents library

Arangeby:  Folder ¥
My Documents

Texdzhoma High Band Boosters
-

T Texfshoma Figh Newsletter 5

¢ Favorites =
B Desktop

& Downloads

%] Recent Places

5] Documents
@ Muzic -

File name:  bandboosters july2010 g | T

Save as type: | PowerPoint Presentation

Wellness Program

Authors: Add an author Tags: Add atag

4 Hide Folders

If you're using Windows 7, you'll usually want to save things to
your Documents library, and in other versions of Windows you'll
save them to the My Documents folder..

To Use the Save Command:

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

2. The presentation will be saved in its current location with the
same file name.

If you are saving for the first time and select Save, the Save

As dialog box will appear.

AutoRecover

PowerPoint automatically saves your presentation to a temporary

folder while you're working on them. If you forget to save your

changes, or if PowerPoint crashes, you can recover the autosaved

file.

1. Open a presentation that was previously closed without saving.

2. In Backstage view, click Info.

3. If there are autosaved versions of your file, they will appear
under Versions. Click on the file to open it.

4. To save changes, click Restore and then click OK.

By default, PowerPoint autosaves every 10 minutes. If you are

editing a presentation for less than 10 minutes, PowerPoint may not

create an autosaved version.

To Save As PowerPoint 97 - 2003 Presentation:
You can share your presentation with anyone using
PowerPoint 2010 or 2007, since they use the same file
format. However, earlier versions of PowerPoint use a
different file format, so if you want to share your presentation
with someone using an earlier version of PowerPoint, you'll
need to save it as a PowerPoint 97-2003 presentation.
1. Click the File tab.
2. Select Save As.
3. In the Save as type drop-down
select PowerPoint 97-2003 Presentation.
4. Select the location you wish to save the
presentation.
5. Enter a name for the presentation and click Save.

menu,

To Save as a Different File Type:

If you would like to share your presentation with someone
who does not have PowerPoint, you have several different file
types to choose from.

Click the File tab.

Select Save & Send.

Choose from three special File Types.

Create PDF/XPS Document: Saves the contents of
your slide show as a document instead of a
PowerPoint file.

e Create a Video: Saves your presentation as a video
that can be shared online, in an email, or on a disc.

e Package Presentation for CD: Saves your
presentation in a folder along with the Microsoft
PowerPoint Viewer, a special slide show player that
anyone can download and use.

e WwhE

To View the Print Pane:
1. Click the File tab to go to Backstage view.
2. Select Print. The Print pane appears, with the print
settings on the left and the Preview on the right.

To Print:

1. Gotothe Print pane.

2. Determine and choose how you want the slides to
appear on the page.

3. If you only want to print certain pages, you can type
arange of pages. Otherwise, select Print All Pages.

4. Select the number of copies.

5. Check the Collate box if you are printing multiple
copies of a multi-page document.

6. Select a printer from the drop-down list.

7. Click the Print button.
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Unit-1IV- MS-Access 2010

Lesson: 1

Getting Started with M.S Access 2010

Access 2010 is relational database software in the Microsoft 2010 Office Suite that allows users to enter, manage and run reports on
large amounts of data. Whenever you're learning a new program, it's important to familiarize yourself with the program window and
the tools within it. Working with Access is no different. Knowing your way around the Access environment will make learning and
using Access much easier. You will familiarize yourself with the Access environment, including the Ribbon, the Backstage view,
the Navigation Pane, the Document Tabs bar, and the Record Navigation bar. You will also learn how to navigate with navigation
form, if your database includes one.

Working with Your Access Environment

The Ribbon and the Quick Access Toolbar are where you will find the commands you will use to do common tasks in Access. If you
are familiar with Access 2007, you will find that the main difference in the Access 2010 Ribbon is that commands such
as Open and Print are now housed in Backstage view.

The Ribbon L i o e  Table Tools.

External Data Database Tools Fields Table
The Ribbon contains rf 8| Ascending Wz~ Franklin Gothic Book (C ~ 11
multiple tabs, each with %1 pescending V3~ B r U =i

Filter

several groups of commands.
Some tabs, like Form Layout
Tools orTable Tools, may
appear only when you are
working with certain objects like
forms or tables. These tabs are
called contextual tabs, and are
highlighted in a contrasting color
to distinguish them from normal
tabs.

SfaVE S
LS-:'tr.\F-lter L L Record

5 Contextual tools Some groups will
Click a tab Each tab is ; A
tabs appear when have an arrow that

certain items or you can click for
views are selected more options

to see more divided into
commands groups

To Minimize and Maximize the Ribbon:
The Quick Access Toolbar

The Ribbon is designed to be easy to use and responsive to your
current task, but if you feel that it's taking up too much of your
screen space, you can minimize it.

1. Click the arrow in the upper-right corner of the Ribbon to o External Data  Database Tools Field
minimize it. A8 2 E;:;] [ED Date & Time L[} 5 Name & Cap
2. To maximize the Ribbon, click the arrow again. R e c;:{q [ Yes/Mo i [k Default Valy
EE More Fields ~ i3 Field Size
When the Ribbon is minimized, you can make it reappear by Add & Delete

clicking on a tab. However, the Ribbon will disappear again when All Access Objects ® « |3 menustems |5 on
you are not using it. |[search.. =1 D - | Prodd

Tables = L] 1

== | B categories F 2

= e [+ 3

sothic Book [C~ 1

,_.
1
11

il
@

Minimize the Ribbon (Ctrl+F1)

Show only the tab names on the
Ribbon,

Text Formatting

Iress - City -/ State
. Raleigh NC

Moy |3 T =
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The Quick Access Toolbar is located above the Ribbon,
and it lets you access common commands no matter which
tab you are on. By default, it shows the Save, Undo,
and Repeat commands. If you'd like, you can customize it
by adding additional commands.

Note that the Save command only saves the current open
object. In addition, the Undo command will not undo
certain actions, like adding a record. Pay close attention to
your information when using the Undo command to make
sure it has the desired effect.
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Backstage View

Backstage view gives you various options for opening,
saving, printing, and viewing more information about your
database. It is similar to the Office Button Menu from
Access 2007 or the File Menufrom earlier versions of
Access. However, unlike those menus, it is a full-page
view, which makes it easier to work with.

To Get to Backstage View:
1. Click the File tab.
2. You can choose an option on the left side of the
page.
3. To get back to your database objects, just click any
tab on the Ribbon.

malData  DatabaseTools | Fields  Table

i sme ;

Information about Our Bakery Database
[l save Object A5

C:\Users\ Desktop\Our Bakery Datsbase.sccdb
(@) save Datansse &t

5 Open
oot = Compact & Repair
& lose Database [N Help prevent and correct database file
a3 problems by using Compact and Repair. View and edit database properties
@) oursakery Oatava.. Compact &
Repeir Database

) Projects Web Datab...
@) Marketing Projects....
0 ek s _ Encrypt with Password
;-'* Use 3 password to restrict access to your
3 database. Files that use the 2007 Microsoft
o Encryptwith  Access file format o later are encrypted.
Pazsword
Recent
New

print

Save & Publish

Help

) Options
| o=

The Navigation Pane

The Navigation Pane is a list containing every object in your
database. For easier viewing, the objects are organized into
groups by type. You can open, rename, and delete objects
using the Navigation Pane.

Home Create

@X z ¥ Cut \?' % | Ascending e
.

Z= copy Z | Descending V7.
View Paste = — Fitter 5 _

External Data Database Tool

Wiewvws Clipboard =
T

All Access Objects = == Itd 1 Menu Hem

|search... = [[»

EE categories |
EEl customers -
EE Menultems e (Tis
EEd oOrder Items

EE orders

B Products

B sales unit

Queries =
A menu Items Querny

== oOrder tems Query
== Products Query
Forms =

=

Custamers

Menu Items
Orders
Products

Reports =
Bl menu
EEl orderitems Query

I TH Record: 14

Datasheet View -

.| e ————
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To Minimize and Maximize the Navigation Pane:

The Navigation Pane is designed to help you manage all your
objects, but if you feel that it takes up too much of your screen
space, you can minimize it.

1. Click the double arrow * in the upper-right corner
of the Navigation Pane to minimize it.
2. To make the Navigation Pane visible again, click

the double arrow  ** to maximize it.
If you would like to make the Navigation Pane smaller without
fully minimizing it, you can resize it. Simply click and drag the
right border of the Navigation Pane. When it is the desired size,
release your mouse

- # Format Painte #7 Remove Sort ™ Toggle Filte
Views Clipboard Fl Sort & Filter
All Access Objects <« Customers\"l.__ ==| Customer For
Search. = o First
{Shutter Bar Open/Close Butt0n|
Tables A TToyd
EH categories El 2 Lucinda
B customers * 3 Jerrod
— t 4 Brett

To Sort the Objects in the Navigation Pane:

By default, your objects are sorted by type, with the tables in

one group, the forms in another, and so on. However, if you

wish, you can sort the objects in the Navigation Pane into

groups of your choosing.

1. Click the drop-down arrow to the right of the words All
Access Objects.

I Views Clipboard = Sort & Filter
All Access Objects + ke || 3 customers | [
- 1D
Fearch. All Access Objects
Tables = =

+
Customers

| Ed categories *

+
|52 I

In the drop-aa/\'/n menu, select the desired sort.

O Select Custom to create a custom group for sorting the
objects. After applying the sort, simply drag the desired
objects to the new group.

O Select Object Typeto group the objects by type. This is
the default setting.

O Select Tables and Related Views to group forms, queries,
and reports together with the

tables they refer to. All Access Objects @ «
O Select Created Date or Modified NavigateTo Category |~
Date to sort the objects from most — N
v | Object Type
to 'I(.east recently created or Tablesand Reated Views
modified. Crested Dal>
3. The objects in the Navigation Pane Lot b
will now be sorted to reflect your :":’BVG"‘“”
choice. s
To further customize the appearance of orme
Reports

the  Navigation
also minimize groups of objects you = =
don't want to see. Simply click the = customers

Pane, you can | Al Access Objects

[ FrOnUTS UeTy

upward double arrow “ next to the
name of the group. To restore the group s S
to its full size, click the downward @ eny

I8 Order tems Query

double arrow ¥ .

Datasheet View
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Databases with Navigation Forms

Some databases include a navigation form that opens automatically when the database is opened. Navigation forms are designed
as a user-friendly replacement for the Navigation Pane. They contain tabs that allow you to view and work with common forms,
queries, and reports. Having your frequently-used objects available to you in one place lets you access them quickly and easily.

To open an object from a navigation form, simply click on its tab. The object will be displayed within the navigation form. Once an
object is open, you can work with it as you normally would.

Create  EvternaiOata Database Took

S % cut 0] aagena W Cofnrtinr & T Total r £ Pepisce = T4 i
E b Cor Iz W spelling ﬁ :Gn To - e
kol (s s et (B H t1cre PO s B U A-- 0 EEE (S
2 To view an object,

Text Formatting

> | - click its tab

Selecting certain
tabs may cause
sub-tabs to appear

H
£
£
I = = New Order
Customer White E Order W 5
PickupDate | 12/2/2010 Flere order @l Paid
Notes
Badd item
Grdar Rems Category - Product - Quantity - "Unit" - Price -t Su
Cookies  Chocolate Chip 2 Single $1.50
Cookiet Fudge Brownie 1 Single $2.00
| Cookies Ginger Shortbraad 1 Half-Dozan 510,30 The_curr_enﬂ_y DpenEd
|| Pastries Brownies 1 One Dozen $19.00 l:leECt s dlsplayed
Ll within the form
Total
Record: M ¢ 1004 B M b [ N Filter | Seanch
y
lu_umx 2] 1 of 45 BBk W, Mo Fiiter s:_arm

(Viewing the Orders form using a navigation form)

Generally, navigation forms include only the objects a typical user will need to work with fairly regularly, which is why your navigation
form may not include every single form, query, or report. This makes it easier to navigate around the database. By hiding tables and
rarely used forms, queries, and reports, it also reduces the chance of the database being damaged by users accidentally editing or
deleting necessary data.

For this reason, it's important to ask your database designer or administrator before you work with objects that are not available in
your navigation form. Once you have the go-ahead, you can simply maximize the Navigation Pane and open the objects from there.
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Lesson: 2

Introduction to Database & Objects

Databases

Access 2010 is adatabase creation and
management program. To understand Access, you must
first understand databases. You will familiarize yourself
with the differences between data management
in Access and Microsoft Excel.

What is a Database?

A database is a collection of data that is stored in a
computer system. Databases allow their users to enter,
access, and analyzetheir data quickly and easily.
They're such a useful tool that you see them all the time.
Ever waited while a doctor’s receptionist entered your
personal information into a computer, or watched a store
employee use a computer to see whether an item was in
stock? Then you've seen a database in action.

The easiest way to understand a database is to think of it
as a collection of lists. Think about one of the databases
we mentioned above-- the database of patient information
at a doctor’s office. What lists are contained in a database
like that? Well, to start with, there’s a list of the customer
names. Then, there’'s a list of past appointments, a list
with medical history for each patient, a list of contact
information... and so on, and so on.

This is true of all databases, from the simplest to the most
complex. For instance, if you like to bake, you might
decide to keep a database containing the types of cookies
you know how to make and the friends you give those
cookies to. This is one of the simplest databases
imaginable. It contains two lists: a list of your friends, and
a list of cookies.

However, if you were a professional baker, you would
have many more lists to keep track of: a list of customers,
a list of products sold, a list of prices, a list of orders... it
goes on and on. The more lists you add, the
more complex the database will be.
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In Access, lists are a little more complex than the ones you write on
paper. Access stores its lists of data in tables, which allow you to
store even more detailed information. In the table below, the
“People” list in the amateur baker's database has been expanded to
include other relevant information about the baker’s friends.

ID -~ Name + | CellPhone -~ Birthday *|  MutAllergy?
1 Dad 555-0404 June 3 Yes
2 Aunt Aida 555-9830 July 8 No
3 Joakim 555-0462 September 19 No
4 Dwane 555-9975 January 5 No
5 Allegra 555-0099 January 14 Yes

(A table in Access)
If you are familiar with other programs in the Microsoft Office suite,
this might remind you a lot of Excel, which allows you to organize
data in a similar way. And in fact, you could build a very similar table
in Excel.

Why Use a Database?

If a database is essentially a collection of lists stored in tables, and
you can build tables in Excel, why do you need a real database in
the first place? While Excel is great at storing and organizing
numbers, Access is far stronger at handling non-numerical data like
names and descriptions. Non-numerical data plays a big role in
almost any database, and it's important to be able to sort and
analyze it.

However, the thing that really sets databases apart from any other
way of storing data is connectivity. We call a database like the ones
you'll work with in Access arelational database. A relational
database is able to understand how lists and the objects within
them relate to one another. To explore this idea, let's go back to
the simple database with two lists: names of your friends, and the
types of cookies you know how to make. You decide to create a third
list to keep track of the batches of cookies you make and who they're
for. Since you're only making cookies you know the recipe for, and
you're only going to give them to your friends, this new list will get all
its information from the lists you made earlier.

See how the third list uses words that appeared in the first two lists?
A database is capable of understanding that the "Dad" and
"Oatmeal" cookies in the "Batches" list are the same things as the
"Dad" and "Oatmeal" in the first two lists. This relationship seems
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obvious, and a person would understand it right away. However, an Excel workbook wouldn't.

Excel would treat all of those things as distinct and unrelated pieces of information. In Excel, you'd
have to enter every single piece of information about a person or type of cookie all over again each
time you mentioned it, because that database wouldn't be relational like an Access database is.
Simply put, relational databases can recognize what a human can: that if the same words appear in

multiple lists, they refer to the same thing.

The fact that relational databases can handle information this way allows you to enter, search,
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Choc. Chip
Shortbread

Aunt Aida

Joakim

Dwane Cinnamon
Allegra Lemon Bar
\feople Cookies
Dad Oatmeal <

and analyze data in more than one table at a time. All of these things would be very difficult to do in
Excel, but in Access, even complicated tasks can be simplified and made fairly user-friendly.

Introduction to Objects

Databases in Access 2010 are composed of four objects: tables, queries, forms, and reports. Together, these objects allow you to
enter, store, analyze, and compile your data as you wish.

Tables

By this point, you should already understand that a database is a
collection of data organized into many connected lists. In Access,
all data is stored in tables, which put tables at the heart of any
database. You might already know that tables are organized into
vertical columns and horizontal rows.

Column I
First Na
20 Barbara

ID -t Street Address - City -t

29 North Luke Ct. Raleigh

29 Bob Jones 63-C Chapel Ct. Durham

30 Juanita Williams 123 Garden Plow Way Raleigh

31 Sara Thomas 127 South Pejulup Ln. Raleigh

32 Larry Binder 124 Heuristic Way Raleigh

33 Samantha Ferguson 2380 New Cove Rd. Garner

34 Jamie Stone 131 W Clinton St. Raleigh

35 Patti Cheng 9 Atlantic Blvd Raleigh

36 Greg MNewton 2520 Hopkins Rd. Raleigh

37 Carol Allenson 3201 Glenwood Ave. L Raleigh

38 Zoey Altman 817 Hillsborough St. A Raleigh

39 Danny Haverford 202 Cedar Ln. Raleigh

A0 Vig Aurelio 53 Pine St. Raleigh ’

41 Jeffery Bergman 1245 Ross Park Dr.

42 William Bittiman 1122 Glenwood Ave.

43 Megan Draper 311 Cook St.

44 Dick Whitman 105 David 5t.

45 Marjan Jameson 202 C 5t. Unit A

Af Calin Hookins 321 F. Fdenton St. Raleich

In Access, rows and columns are referred to

as Records and Fields. Afield is more than just a column: it's a
way of organizing information by the type of data it is. Every piece
of information within a field is of the sametype. For example,
every entry in a field called “First Name” would be a name, and
every entry in field called “Street Address” would be an address.

ID -t

= I Last Name Iv

I Street Address |-

67 loy

68 Frances
69 Latavia
70 Kurtis

71 Lashaunda
72 Lieselotte

73 Sula

74 Jude

75 Katharine
76 Ruiari

77 Tyra

78 Michiko
79 Betty

30 Elizabeth

b 7ach
Trento

Lee St.
01 Kenan Rd.

Field Names

Smart
Smith
Kellerman
O'Brien
Kirby
Akiwana
Potter
Loges

clver Ct.
Cobb Rd.
Hinton St.
Spencer Ave.
56 Dey Rd.
929 Greenlaw Dr.
76 Murphy Ave.
100 Aycock St.
8700 Stacey Rd.
901 Glenwood Ave.
80 Greene St.
44 Steven Rd.

of India

Likewise, arecord is more than just a row-- it's a unit of
information. Every cell in a given row is part of that row’'s
record.

j Customers “_j Order tems l% Employee Database Navigation lj Menu tems "lj Products Table ',

ID 1 FistName - LlastName -| StreetAddress -  City + State - Zj

H 84 Magda Sramski 98 Tyler St. Raleigh NC 7€
'1- 85 Pagay Moss 1130 Jackson St. Raleizh NC 2
—t 34-Margot Wad L3 Ehrenick-Way—fetcigh——HE—27
E 95‘ Florent Marais 53 Ada St. Raleigh NC 2
T To Erwan Haussman 918 Lonesome Uove K Raleigh  NC 2/¢
# 97 Rodrigue Sterling 49 Mockingbird Way Raleigh NC 7€
B 102 Theodore Achi 120 Baker St. Raleigh NC 2t

(A record)

Notice how each record spans several fields. Even though
the information in each record is organized into fields, it
belongs with the other information in that record. See
the number at the left of each row? That's the ID number
that identifies each record. The ID number for a record
refers to every piece of information contained on that row.

d
 Delete + 2 More » i§ Select
s Find

Filter Hetresh

%J‘, Remove Sort " Tagole Filfeg
i Sort & Filter

71 Customers | 7] Orderltems I_u R::n?:;:? E N7 Menultems 3 Products Iame-'-..
D Street Address - City
| 98 Tyler St. Raleigh
o) 1130 Jackson 5. Raleigh
i Wade 532 Chronicle Way ~ Raleigh
B Marais 53 Ada 5t. Raleigh
|E Haussman 918 Lonesome Dove R Raleigh
E Sterling 49 Mackingbird Way  Raleigh
|E Achi 120 Baker St. Raleigh
E James 4221 Basil Ct, Cary

(Record ID numbers)

Tables are good for storing closely related information.
Say that you own a bakery and have a database that
includes a table with your customers’ names and
information like their phone numbers, home addresses, and
email addresses. Since these pieces of information are all
details about your customers, you'd include them all in the
same table. Each customer would be represented by a
unique record, and each type of information about those
customers would be stored in its own field. If you decided
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to add any more information-- say, the customer's birthday-- you would simply create a new field within the same table.

Forms

Forms are used for: entering, modifying,
and viewing records. You have probably had to fill out forms
on many occasions, like when visiting a doctor's office,
applying for a job, or registering for school. The reason forms
are used so often is that they're an easy way to guide people
into entering data correctly. When you enter information into a
form in Access, that data goes exactly where the database
designer wants it to go-- in one or more related tables.

=] customers x

3
Search [*] addrecord

First Name +| Last Name |Leigh

Strest Address |12 Florida St.

city Raleigh State [NC Zip Code  [27609

Emai kellenleigh@email.com Phone  [(919)-555-0687

(A form)
Forms make entering data easier. Working with extensive
tables can be confusing, and when you have connected tables,
you might need to work with more than one at once to enter a
set of data. However, with forms, it's possible to enter data into
multiple tables at once, all in one place. Database designers
can even set restrictions on individual form components to
ensure that all of the needed data is entered in the correct
format. All in all, forms help keep data consistent and well-
organized, which is essential for an accurate and powerful
database.

Queries

Queries are a way of searching for and compiling data from
one or more tables. Running a query is like asking a
detailed question of your database. When you build a query in
Access, you are defining specific search conditions to find
exactly the data you want. Queries are far more powerful than
the simple searches you might carry out within a table. While
a search would be able to help you find the name of one
customer at your business, you could run a query to find the
name and phone number of every customer who's made a
purchase within the past week. A well-designed query can give
information that you might not be able to find out just by
looking through the data in your tables.

|=j_| ‘Customers that Ordered

o -

Orders Table

T 1D
Customer ID
Paid

Pre Order
Motes
Pickup Date

Customers

l R (=
First Mame
Last Mame
Street Address
state
Zip Code

J

R
b

Field: | First Mame
Table: |Custamers
Total: | Group By

Sort:
Shows: =1 =1

Criteria: =3

[+ ] Last Mame Pickup Date
Custamers Orders Table
Group By Count

i

(A query design)

Visit us at: www.sarvaindia.com

Licensed by Govt. of India

Reports

Reports offer you the ability to present your datain print. If
you've ever received a computer printout of a class schedule or
a printed invoice of a purchase, you've seen a database report.
Reports are useful, because they allow you to present
components of your database in an easy-to-read format. You
can even customize a report's appearance to make it visually
appealing. Access offers you the ability to create a report from
any table or query.

[l Menu ltems Ordered
- . Cakes and Pies Ordered
»
SONIBIID 17/19.12/26
s B 2L
Product Type Product Name Quantity
Cakes Cheesecake 17
Cakes Buche de Noel [Christmas Cake)- Winter 12
Pies |lpecan 10
Pies Purmpkin [ 9.
Pies . French Silk 5
Pies Chocolate Chess 5
Pies || Apple | 5_

(A report)
Putting it All Together

Even if you have a good idea of how each object can be used, it
can initially be hard to understand how they all work together. It
helps to remember that they all work with the same data. Every
piece of data a query, form, or report uses is stored in one of
your database tables.

rorms
User-friendlyinterfaces |
| for enteringand viewing questions you ask of
| ata one or more tables

Data resulting from

(The four Access 2010 objects)
Forms allow you to both add data to tables and view data that
already exists. Reports present data from tables and also from
queries which, in turn, search for and analyze data within those
same tables.
These relationships sound complicated, but in fact, they work
together so well and naturally that we often don't even notice
when we're using connected database objects.
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Managing Databases and Objects

Each Access database consists of multiple objects that let you interact with data. Databases can include forms for entering
data, queries for searching within it, reports for analyzing it, and of course, tables for storing it. Whenever you work with your
database, you are working with many of these objects at once. Fortunately, Access makes managing these objects pretty easy.

To Open an Existing Database:
1. Click the File tab. This takes you to Backstage view.
2. Select Open. A dialog box will appear.
3. Locate and select the desired database, then click Open.
4. One or more warning messages may appear when you open your database.
O If the database contains customized functions, a yellow bar with a security warning may appear below the Ribbon.
If you trust the source of your database, click Enable Content for your database to display correctly.
O After enabling all content in the database, you may see a message asking if you want to make the database
a Trusted Document. Click yes if you would like all content to be automatically enabled each time you open the
database.
O You may be prompted to Log In to the database. Select your name from the log in list. If your name does not
appear, click Add User to enter your information.
If you have opened the existing database recently, it may be easier to look for your database in the short list that appears in the
sidebar or to select Recent and choose a database from the list that appears.

To Close a Database:
1. Click the File tab to go to Backstage View.
2. Select Close Database.
3. If you have any unsaved objects, a dialog box will pop up for each one asking if you would like to save it. Select Yes to save
the object, No to close it without saving, or Cancel to leave your database open.

To Open an Object:

1. Inthe Navigation Pane, locate the object you would like to open.

2. Double-click the desired object. It will open and appear as a tab in the Document Tabs bar.
By default, the most recently opened object will display in the main window as the current object. To view another open object,
simply click its tab in the Document Tabs bar.

Saving Objects

As in other Microsoft Office programs, you will be prompted to save any unsaved work when you attempt to close your database.
However, it is a good idea to save your work as you go along. Saving your work often is the best way to ensure that you don't lose any
information if your computer crashes.

To Save a New Object:

1. Select the object you wish to save by clicking its tab in the Document Tabs bar.

2. Select the File tab to navigate to Backstage View.

3. Click Save.

4. The first time you save an object, you will be prompted to name it. Enter the desired object name, and click OK.
To save an existing object, select save in Backstage View, or simply click the Save command in the Quick Access Toolbar.

To Close an Object:
1. Select the object you wish to close on the Document Tabs bar.
2. Click the on the far right of the Document Tabs bar.
3. If there are any unsaved changes to the object, you will be prompted to save it. Select Yes to save, No to close it without
saving your changes, or Cancel to leave the object open.
You can also close an object by right-clicking its tab on the Document Tabs bar. A drop-down menu will appear. Select Close to close
that object, or Close All to close all open objects.

To Rename an Object:
1. If the object you wish to rename is open, close it.
2. Inthe Navigation Pane, right-click the object you would like to rename.
3. Select Rename.
4. Type the new name, then press the Enter key.
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Lesson: 3

Working with Tables
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While there are four types of database objects in Access 2010, tables are arguably the most important. Even when you're using
forms, queries, and reports, you're still working with tables, since that's where all your data is stored. Tables are at the heart of any
database, soit's important to understand how to use them.

To Open an Existing Table:

1. Open your database

and locate the Navigation Pane.

2. In the Navigation Pane, locate the table you would like to open.
Tables are marked with the icon.

3. Double-click the name of the table. It will open and appear as
atab in the Document Tabs bar.

To open atable,
double-click its name

The table will open and
appear as a new tab on

lipboard

M i Access Objects

Menu Hems
Orger ltems
Orders Table

Products Table

HEEEd

Sales Unit

Queries
Forms

Reports

o 4|
I R T

Reeord: M
Datasheet View

the Document Tabs bar. Calibr
@ B I O i
e A% Q-
ter <ord n
L First Name Last Name Street Address = City Bl e
1 Floyd Beckham 7 East Walker Dr. Raleigh
2 Lucinda George 789 Brewer St. Cary
3 Jerrod Smith 211 5t. Gearge Ave. Raleigh
4 Brett Newkirk 47 Hillsborough St. Raleigh
5 Chloe Jones 23 Solo Ln. Raleigh
6 Quinton Boyd 4 Cypress Cr. Durham
7 Alex Hinton 1011 Hodge Ln Cary
8 Nisha Hall 123 Huntington St. Raleigh
9 Hillary Clayton 2516 Newman Raleigh
10 Kiara Williams 9014 Miller Ln, Durham
11 Katy Jones 456 Denver R, Cary
12 Beatrix Joslin 85 North West 5t, Raleigh
13 Mariah Allen 12 Jupe Raleigh
14 Jennifer Hill 2100 Field Ave. Raleigh -
1af135 + M b Search [ »
] Hum Lock [/ 8 & ¥

Understanding Tables

All tables are composed of horizontal rows and vertical columns, with

small rectangles called

cells in the places where rows and columns

intersect. In Access, rows and columns are referred to
as records and fields.
? 4 Ascending 7 Selection ~ .;, =i New X Totals libri |1z
iter fl Descending vjr\dvaﬂced - o = save ".?Spe\lmg 1
27 Remove Sort d ilte AllT >< Delete ~ EMore i =
Sort & Filter Records Text Formatting
2 customers
[} -t First Name - LastName -~ Street A ess i City i
& 32 Larry Binder 124 Heuristic Way Raleigh
22 33 Samantha Ferguson 2380 New Cove Rd. Garner
H i Cheng 9 Atlantic Blvd Raleigh
= g Newton 2520 Hopkins Rd. Raleigh
f bl Allenson 3201 Glenwood Ave. Unit A Raleigh
=] SETEdey Altman 817 Hillsborough St. Apt E1l Raleigh
39 Danny Haverford 202 Cedar Ln. igh
= 40 Vig Aurelio 53 Pine St. Ralelgh
B 41 Jeffery Bergman 1245 Ross Park Dr. e
2 42 William Bittiman 1122 Glenwood Ave.
H 43 Megan Draper 311 Cook St.
= 44 Dick Whitman 105 David St.
B 45 Marjan Jameson 202 C St. Unit A Raleigh
B 46 Colin Hopkins 321 E. Edenton St. Raleigh
B 47 Hakim Auden 921 Dawson St. Raleigh

Afield is a way of organizing information by type. Think of the field name as a
question, and every cell within that field as a response to that question.

Visit us at: www.sarvaindia.com

Licensed by Govt. of India

ID -t lame_ |- I Last Name I' Street Address I-
67 loy Zachi @7 Lee St
68 Frances Trent::*_ Kenan Rd.
69 Latavia Wiclver Ct.
70 Kurtis Field Nafes Cobb Rd.
71 Lashaunda Hinton St.
72 Lieselotte Spencer Ave |
73 Sula Smart 56 Dey Rd.

Arecord is one unit of information. Every cell on a
given row is part of that row's record. Each record
has its own ID number. Within a table, each ID
number is unique to its record, and refers to all the
information within that record. The ID number for a
record cannot be changed.

Fiter Retresh Fing

4 Remove Sort 7 Toagle

Deicte - B More -

0 Sort & Filter Fi

Record ID .
= |
numbers fponm! EoirMensiomsn
Street Address
98 Tyler 5t.

1130 Jackson 5t.

=4 customers | =] Order lrems |2

oss

c] Wade 532 Chronicle Way
&l Marais 53 Ada St.

c] Haussman 918 Lonesome Dow
=] Sterling 49 Mockingbird Wa
® Achi 120 Baker St.

® James 4221 Basil Ct.

Each cell of data in your table is part of both
afield and arecord. For instance, if you had a
table of names and contact information, each
person would be represented by a record, and each
piece of information about them-- their name, phone
number, address, and so on-- would be contained
within a distinct field on that record's row.

Navigating Within Tables

To navigate through records in a table, you can
use theup and down arrow keys, scroll up and
down, or use the arrows in the record navigation
bar located at the bottom of your table. You can
also find any record in the currently open table
by searching for it using the record search box.
Simply place your cursor in the search box, type any
word that appears in the record you would like to
find, and press the enter key. To view additional
records that match your search, press enter again.

10 Kiara Williams 9014 Mille
22 11 Katy Jones 456 Denve
12 Beatrix Joslin 85 North V
13 Mariah Aller] 12 Jupe Dr
s 4 Bor196 h b Gl Seacn ki
)
et record

Click the arrows Use the search box

to navigate g:::al;::r::\z to search for any
throughthe = record within the
records e open cbject

To navigate between fields, you can use the left
and right arrow keys or scroll left and right.
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To Add a New Record:

There are three ways to add a new record to a table:

e |In the Records group on the Home tab, click
the New command.

ata Database Tools Fields Table

|‘%l Ascending| ‘(/ Selection ~ ﬂ = New X Totals [ﬁ ]

il Descending Y.jAdvanced ¥: R. ;:"h éhvl} A.;';7Spe\ling| Fid =G
efres in
4 Remove Sart 7 Togale il Al X Delete + B8 More lg s
Sort & Filter Records Find
¥ « | Produds Table | =3 New (Ctrl++)
p ID kil Firs| Create a new item,
=ralm Mot G

e On the Record Navigation bar at the bottom of the
window, click the New Record button.

33 »amantna rerguson 2
34 Jamie Stone i
35 Patti Cheng 9,
& 36 Greg Newton it
bt Rectljrd: H ¢ 1of 19:1_' r; HIP R Sqelalrch 1 B
MNew (blank) record
e  Simply begintyping in the row below your last added
record.
iy 195 ks Ackerman 1511 LOTENa SCott Way  Kaleign
o 196 Jordan Weller 8 Parks St. Raleigh
|H 197 Regina Olivera 60 Glenwood Ave Apt A121 Durham
8 198 Alex Yuen 8 Marcus Ln. Cary
|E 199 Lia Richards 890 Garvey 5t. Durham
H 200 Karla Nichols 981 DuBais Ct. Durham
|E 201 Tyrese Hanlon 31 Crispus Ct. Apt B Cary
it 202 Juan Flores 122 Luna St. Durham
* (New] ]
¥ | Record: M 419501195 » M M| [ NoFiter | Search 1 1]

| i

Occasionally when you enter information into a record, a window
will pop up to tell you that the information you've entered is invalid.
That means the field you're working with has a validation rule,
which is a rule about the type of data that can appear in that field.
Click OK, then follow the instructions in the pop-up window to re-
enter your data.

ello 198 Jackson St. Raleigh NC
; s "
el Microsoft Access - ﬁ
man
r _.1\\ Must be a US State, Enter the 2detter postal code only.
a = A
d >
ras Was this information helpful?
Is - o — v-
n 31 Crispus Ct. Apt B Cary NC
i 122 Luna St. Durham NC
1 34 Peace St. Raleigh North Carolina
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To Save a Record:
1. Select the Home tab, and locate
the Records group.
2. Click the Save command.

Be sure to save any unsaved records before closing a
table. Access will not prompt you to save them when you
close the table.

Editing Records

To quickly edit any record within a table, you can just click
on it and type in your changes. However, Access also
offers you the ability tofind and replace a word within
multiple records and to delete records entirely.

To Replace a Word within a Record:
You can edit multiple occurrences of the same word by
using Find and Replace, which searches for a term and
replaces it with another term.
1. Select the Home tab and locate the Find group.
2. Select the Replace command. The Find and
Replace dialog box will appear.

o e — (i
i
I Totals : 2. Replace ]

Fod Vet van\s[ E Frdher:
¥ Speling o sale: B I U MML—JE
d Maore [ by EL Lo |Gnertdzcanet [+] -

- A : ) v ypatofred [ E
£ find s {4 Rz
Replace (Cti=H) [ tenGae [7eact Fes AsFrate:
eplace (Ctrl+

3. Click the Find What: box and type the word you
would like to find.

4. Click the Replace With: box and type the word
you would like to replace the original word.

5. Click the Look In: drop-down arrow to select the
area you would like to search.

O Select Current Fieldto limit your
search to the currently selected field.

O Select Current Documentto search
within the entire table.

6. Click the Match: drop-down arrow to select how
closely you'd like results to match your search.

O Select Any Part of Field to search for
your search term in any part of a cell.

O Select Whole Field to search only for
cells that match your search term
exactly.

O Select Beginning of Fieldto search
only for cells that start with your search
term.

7. Click Find Next to find the next occurrence of
your search term.
8. Click Replace to replace the original word with
the new one.
While you can use Replace All to replace every instance of
a term, replacing them one at a time allows you to be
absolutely certain that you edit only the data you want.
Replacing data unintentionally can have a negative impact
on your database.
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To Delete a Record:
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1. Select the entire record by clicking the gray border at the left side of the record.

2. Select the Home tab and locate the Records group.

3. Click the Delete command. The record will be permanently deleted.
The ID numbers assigned to records stay the same even after you delete a record. For example, if you delete the 34th record in a
table, the sequence of record ID numbers will read "...32, 33, 35, 36...", rather than "...32, 33, 34, 35, 36...".

- = T & o
Foescending Taanced | D s Fpeling 3 o GoTo- 3 e &b pescenaing T aavancea - REI;%H Hsae  Fspeling RS
¢ Refiesh find - -
iy Removesert 7 e o peite - o= | ™ kseea-| B4 LAY Home | Create  ExternalData  DatabaseTools | Fields  Table 4o Remove Sort 7 Togale Fitter | i+ ks 5
. Sort & Filter Find
Sort & Fiter Records Find 1 ¥ i . N 7 a
T, e * Bl scening ERaiar . Bk | B e sl
; \ ) %| Descending T | L sHsae  F =- B D reet Ad
ID 1 First Name Lact Name - Street Address - City e Filter . Soit ¥ Refresh e E Find A - S
£ 32 Lany Binder 124 Heuristic Way Ralzigh N g = e_mo.ve i Ak i ) & - = F 9980 :‘unscm
El 33 Samantha Ferguson 2380 New Cove Rd. Gamer PR & S el s it & .‘ ci;g:;m 9 thnfi?mi
oF 34 Jamie Stone 131W Clinton St. Ralzigh s Objects ¥ « || {Z2] Employee Database| pelete (De ® 866 rcg Hewton 2520 Hopkins
£ 35 Patti Cheng 9 Atlantic Blvd Ralzigh ) First Name  pelete this item, # 37 Carol Allenson 3201 Glenwo
H 36 Greg Newton 2520 Hopkins Rd. Ralzigh # 38 Zoey Altman 817 Hillshoro

Resizing Fields and Rows

If your fields and rows are too small or large for the data contained
with them, you can always resize them so that all the text is
displayed.

To Resize a Field:
1. Place your cursor over the right gridline in the field title.

Your mouse will become a double arrow

ernal Data Database Tools Fields Table

I? %] Ascending Wz Selection oy = New X Totals TicReplace [ T
% | Descending Vo] Advanced ~ B| =B save 4% Spelling = GoTo~
Bt Remove Sort W Toggle Filte R;ﬂr‘efh X Deletz - B More ~ fing [g setectr B £
Sort & Filter Records Find
=3 Products Table | = Customers o
{[0] ~ | Category ID ~ Product Name i ]

= 23 2 Easter Creme Cake- SphifTike a Chacolate Créme Egg, exc
£ 24 2 Lemon Blueberry - Sum| Summer sunshine, ripe bluebert
* 25 2 Triple Berry Shortcake - | Strawberries, raspberries, and b
= 26 2 Hummingbird - Summer Made out of actual hummingbirc
= 27 2 Pumpkin Spice - Autumi Spicy and sweet-- the best thing
] 28 2 Apple Spice - Autumn | Much easier to eat than bobbing
e

2 Gineerbread - Winter | A bite of this cake will give vou ¢

2. Click and drag the gridline to the right to increase the
field width or to the left to decrease the field width.
3. Release the mouse. The field width will be changed.

To Resize a Row:

1. Place your cursor over the bottom gridline in the gray
areato the left of the row. Your mouse will become a
double arrow ¥,

2. Click and drag the gridline downward to increase the row
height or upward to decrease the row height.

3. Release the mouse. The row height will be changed.

Hiding Fields

If you have a field that you don't plan on editing or don't want other
people to edit, you can hide it. A hidden field is invisible but is still
part of your database. Data within a hidden field can still be
accessed from forms, queries, reports, and any related tables.

To Hide a Field:

1. Right-click the field title.

2. From the drop-down menu, select Hide Fields.
3. The field will be hidden.

If you decide you would like the field to be visible again, you
can unhide it. Simply right-click any field title, then select Unhide
Fields. In the dialog box, click the checkboxes of any fields you
would like to be visible again, then click OK.

Visit us at: www.sarvaindia.com

Alternate Row Color

By default, the background of every other row in an Access
table is a few shades darker than the background of the rest of
the table. This darker alternate row color makes your table
easier to read by offering avisual distinction between each
record and the records directly above and below it.

To Change the Alternate Row Color:
1. Select the Home tab and
Formatting group.
2. Click the Alternate Row Color drop-down arrow.
3. Select a color from the drop-down menu, or select No
Color to remove the alternate row color.
4. Your alternate row color will be updated.

locate the Text

Calibri {Detail) ~|11 L &
B I U = @v EH| -
Text Formatting [:}.-

Alternate Row Color |

N orindine

Modifying Gridlines

Another way Access makes your tables easier to read is by
adding gridlines that mark the borders of each cell. Gridlines
are thethin lines that appear between each cell, row, and
column of your table. By default, gridlines are dark gray and
appear on every side of a cell, but you can change their color,
or hide undesired gridlines.

Licensed by Govt. of India

=] Emplayee Database Navigation ln_I| Customers * | Products Table

ID - CategoryID -| ProductName - Descripi
# 2|Fudge Chocolate | Sorich and heavy with chocolate, you'll
el ! 2\ Fudoe Marhla Ihe rmm;muq
] L 3[French Vanilla Oolalal Some people mlghtsaythlscall
# 1 2|Strawberry Swirl | A dizzying swirl of strawberries and cré|
# 1 2|Cookies n'Cream  |Like dipping oreos and milk, but a cake,
¥ 1 2|Lemon A simple classic-- sweet and sour.
# 1 2|German Chocolate  |"Chocolate” in German is "schokolade.”
# 1 2|Red Velvet Your grandma's favorite cake, topped w
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To Customize Which Gridlines Appear:

1. Select the Home tab and locate the Text Formatting group.
2. Click the Gridlines drop-down arrow.

[?a 2ac Replace Calibri [Detail) gl s
- = GoTo~ B O : : b
A I3 Select~ | A~ 557 - On~ =
Find Text Formatting
[ Gridlines
Product Name - -~
‘udge Chocolate so rich and heavy with chocols
'udge Marble The cake that dares ask the gqu
T

3. Select the grldllnes you would Tike to a appear "You can choose
to have horizontal gridlines between the rows,
vertical gridlines between the columns, bothtypes of
gridlines, or none at all.

elling L"L" = GoTo - B I U
e - L lg select~ | A~ ¥ - Gy~
Find Text Formatting .
Gridlines: Both
- Product Name - 1
2| Fudge Chocolate So rich and heavy with CruMae s Hosmonial
2| Fudge Marble The cake that daresas, ... L\\,
2|French Vanilla 0o lala! Some people | H| Gridlines: Vertical
2| Strawberry Swirl A dizzying swirl of stra o
2| Cookies n' Cream Like dipping oreos ang Gridlines: None
2| Lemon A simple classic-- swel
2| German Chocolate "Chocolate" in German is "schy |I_

4. The gridlines on your table will be updated.
Additional Formatting Options

To view additional formatting options, click the Datasheet Formatting
arrow located in the bottom right corner of the Text Formatting group.

b us‘a .. Calibri [Detail 11 s
4 EE (B

s B I U
Find

e B k| A-¥

Find Text Formatting

|Da asheet Formatting

Description -

vith chocolate, you'll need someone to help you carry it home. N¢

= ark#tha ractinne wihat if maarklas wearas paada Af thran finnne AF

The Datasheet Formatting dialog box offers many advanced formatting
options, including the ability to modify background color, gridline color,
and border and line style. It even includes the ability to view
a sample table with your formatting choices, so play around with the

various formatting options until you get your table looking the way you
want it.

Datashest Formatting | B ||
cell Effect Gridlines Shown
© Fiat [Z] Horizantal o ]
Raised [ vertical
) Sunken
Background Color: Alternate Background Color: | Gridline Color:

-~ |

Sample: ik

|| | Berder and Line Styles
Column Header Underline [=] |pots [=]

Direction
@ Left-to-right () Right-to-left

[=
=
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Adding and Rearranging Fields

Access makes it easy to rearrange existing fields and
add new ones. When you add a new field, you can
even set the data type, which dictates which type of
data can be entered into that field.

To Add a New Field to an Existing Table:

1. Open the table, then click the header with
the text Click to Add. If you already have
many fields, you may have to scroll all the
way to the right to see this.

Sort & Filter Records Find
jj Customers
- Email = Phone Number - |Click to Add_ -
beck@email.com 919-555-2314 I}
lugeo@email.com 919-555-4534
texj@email.com 919-555-4564

nawkh@meamail ram GQ1Q.5LE_7RL3 i
2. Adrop-down menu will appear. Select

the data type you'd like for the new field.

O Text: The default option, and best for text.
You should also choose it for numbers you
don't plan to do math with, like postal codes
and phone numbers.

O Number: Best for numbers you might want
to do calculations with, like quantities of an

item ordered Records Find
or sold.
(0] Currency: ne Number - Click to Add -
Automatically :::i;i AR Ted
formats i 12 :Ngmbe
. 555-4564 @ L
numbers in 25165 ) D;te & Time
the currency |[555-8658 Id7 T
usad in your z:g_:ig B Lookuthe\ahonsh\p
region. 5555753 Aa RichText
(0] Date &  |ss5.9745 AR Memo
Time: Allows |[555-8975 0 sttachment
you to 555-2332 @, Hyperlink
choose a 555-1123 Caleulated Field »
3182 Paste as Fields
date from a |ssssas7
pop-out
calendar.

O Yes/No: Inserts a checkbox into your field.

O Memo: Ideal for large amounts of text, like
product descriptions. You can format text
entered in Memo fields.

O Attachment: Allows you to attach files, like
images.

O Hyperlink: Creates a link out of web or email
addresses.

3. Type a name for your field, then press
the Enter key.

Records
er ~ Add to Mailing List?II Click
1 =1
1 =1
1 Ll
3 =
3 =
2 =1
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To Move a Field:

1. Locate the field you wish to move, then hover your mouse
over the bottom border of the field header. Your cursor

will become a four-sided arrow
rds Find Text Formatting
T o
‘mail = Phone Number - A ailing List? - | Click

nail.com 919-555-2314 ]
smail.com 919-555-4534 ]
1ail.com 919-555-4564 b
email.com 919-555-7653 ]
il.com 919-555-8658 ]
temail.com  919-555-5112 ]
email.com 919-555-5460 b
1ail.com 919-555-5753 [
2. Click and drag the field to its new location.
rds Fimnd Text Farmattng
1 1 Customers
imail - ne Number - Add to Mailing List? - Click
nail.com 55-2314 |
smail.com £ 55-4534 |
1zil.com 915-555-4564 [
email.com 919-555-7653 &
il.com 919.555-8655 [
temail.com 919-555-5117 |
email.com 915-555-5460 [
iail.com 919-555-5753
3. Release your cursor. The field will appear in the new
location.
rds Find Text Formatting
‘mail - [Add to Mailing List? - Phone Number - |Click
nail.com [ 919-555-2314
smail.com o 919-555-4534
1ail.com ] 919-555-4564
email.com I 919-555-7653
il.com F 919-555-8658
temail.com ] 919-555-5112
email.com [ 919-555-5460
1ail.com o 919-555-5753

Field Character Limits

Setting the character limit for a field sets a rule about how
many characters-- letters, numbers, punctuation, even spaces-
- can be entered in that field. This can be useful to keep the
data in your records concise, or even to force the user to enter
the data a certain way.

For instance, in the example below, the user is entering
records which include addresses. If you set the character limit
in the "state" field as "2," the user can only enter 2 characters
of information. This means that he must enter postal
abbreviations for the states instead of the full name-- here, NC
instead of North Carolina. Note that you can only set a
character limit for fields defined as text.
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To Set a Character Limit for a Field:
1. Select the desired field.

2. Click the Fields tab in the Table Tools tab group,
then locate the Properties group.

3. In the box next to Field Size, type the maximum
number of characters you would like to allow in your

field.
Database Tools | Fields . Table
LB = Mame & Caption
; FE Default Walue
Detets IE‘fE Field Size 2]
Broperties

omers

City ~ IState =g Zip Code ~

=zh NC 27612 be
NC 27513 Iy

gh NC 27610 te
NC 27608 ne

4. Save your table.
Validation Rules

Avalidation rule is a rule that dictates what information can
be entered into a field. When a validation rule is in place, it is
impossible for a user to enter data that violates that rule. For
example, if we were asking the user to input a state name into
a table with contact information, we might create a rule which
limits the valid responses to U.S. state postal codes. This
would prevent users from typing something that wasn't
actually a real state postal code.

In the example below, we will apply that rule to
our Customers table. It's a fairly simple validation rule-- we'll
just name all of the valid responses a user could enter, which
will mean the user can't type anything else into the record.
However, it's possible to create validation rules that are much
more complex.

To Create a Validation Rule:
1. Select the field you wish to add a validation rule to.
For our example, we'll set a rule for the State field.
2.  Onthe Ribbon, select the Fields tab and locate
the Field Validation group. Click
the Validation drop-down command and
select Field Validation Rule.

- Table Tools E‘M
Tools | Fields | Table (At
[ Name & Caption Data Type: Text [0 Required | dy
E, Defautt Value F Forr ~ | [0 unique =
Validation
™ Field Size 2 $ ' [ Indexed 3
Properties | Field Rule
Lﬂ/ Create an expression that restricts the values that can be
entered in the field,
- | State - Zip Code -~
- |===| Field Validation Message
NC 27612 M Jﬁ Set the error message for the Field Validation Rule,
NC 27513 lugeq
NC 27610 texj@ ﬁ, Record Validation Rule
NC 27608 newk = Create an expression that restricts the values that can be
NC 27609 lo@e entered into a record. For example, [StartDate] < [EndDate].
NC 27714 deng ==9 Record Validation Message
NC 27513 dhod Jﬁ Set the error message for the Record Validation Rule.
NC 27612 hall @remmamrom = IIF335°07
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3. The Expression Builder dialog box will appear. Click the text box and type in your validation rule.
In our example, we want to limit data in the State field to actual state postal codes. We'll type each of the valid responses in
quotation marks, and separate them with the word Or, which lets Access know that this field can accept the response

"AL" or "AK" or "AZ" or any of the other terms we've entered.

Expression Builder - — @ '
: 4. Onceyou're
Enter an Expression to validate the data in this field: .. .
(Examples of expressions incude [feid ] + [fekd2] and [Feld] < 5) satisfied with the i, Py
“AL" Or "AK" Or "AZ" Or "AR” Or "CO" Or "CA" Or C[|. 1 validation rule, 5
click OK. The ' e Modity Loolups O3 Required | e
dialog box will fe [ unigue v I?t
alidation
| close. ab M % | Oindexes |2
Ex;?;u:u::‘::;m Expression Categories Expression Values 5. Click . . ._Pr_':'_efitbas_..-i:—" | ek Valida.tl'on =3 ) .
’ Constants the Validation dr Customers ' Lg Create an expression that restricts the values that can be
Operators op-down i C: —  entered in the field.
. kst Zip Cg
command again. P === Field Validation Message
This time, 27612 ;ﬁ Set the error message for the Field Validation Rule.
select Field Valid 27513 S
ation Message. 27610 % Record Validation Rule
6. The Enter 27608 | "= Create an expression that restricts the values that can be
Validation 27609 entered into a record. For example, [StartDate] < [EndDate].
- Message dlalog 27714 | == Record Validation Message
. . . _ﬁ Set the error message forthe Record Validation Rule,
box will appear. Type the phrase you would like to appear in 27513
an error message when a user tries to enter data 27612 TN ETTEIL T kb ey fe )

that violates the validation rule. Your message should let the user know what data is permitted.
7. When you're satisfied with the error message, click OK.

8. The validation rule is now included in the field. Users will be unable to enter 3 et
. Enter Validation Message -
data that violates
Durham NC 27714 iuanl il.cam [E the rule.
i icrasoft Access ]
§::::§: :C i = Mustbe a US State. Enter the 24etter postal code only.]:
Charlotte N ustbe a . Enter the 2Aetter postal code only. | f | . I
Charlowie  no|| A fpesussmR EsEmessmpemmee L] Simple validation rules
Hillsborough N o' can be written exactly
Raleigh LL Was this information helpful? = H H H
Chapel Hill N S etanstes | like query criteria. The = —
- ' | only difference is that

query criteria search for data, while an identical validation rule
either permits or rejects data.

Calculated Fields and Totals Rows

Adding calculated fields and totals rows to your table lets you perform calculations using your table data. A calculated field
calculates data within one record, while a totals row performs a calculation on an entire field of data. Whenever you see a subtotal for
one record, you are looking at a calculated field. Likewise, a grand total at the bottom of a table is really a totals row.

This Calculated Field

multiplies the data in the
Quantity and Price fields ﬁ

Product - | Quantity - | "Unit’ - | Price -1 |Subtotal - =
Chocolate Chip =2 Single $Fi.s50 $3.00
Fudge Brownie 1 Single Sz2.00 $2.00
Ginger Shortbread 1 Half Dozen $i10.50 Si10.50 B

| Brownies 1 One Dozen Sig.00 $19.00
Black Forest 5 Single $22 00 $1i10.00
Coconut = Single S=22.00 $44.00
Carrot Cake 1 Single S22 00 $2323 00
Fudge Chocolate = Single S22 .00 $44.00
Carrot Cake B Single S22 .00 $223.00
| Black Walnut 3 Single S22.00 $66.00
Cheesecake 1 Single So6.00 So6.00

Total S268.50

Record: 14 4 Totals BLowiz | W Mo Filter | [Search

The Totals Row adds
up all of the subtotal
amounts to creat a
grand total
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Lesson: 4

Working with Forms

While you can always enter data directly into database tables, you might find it easier to use forms. Using a form to enter data lets you
be certain that you're entering the right data in the right location and format. This can help keep your database accurate and
consistent.

Why Use Forms?

Many of us fill out forms so often that we hardly even notice when we're asked to use them. Forms are so popular because they're

useful for both the person asking for the information and the person providing it. They are a way of requiring information in a specific
format, which means the person filling out the form knows exactly which information to
include and where to put it.

By, Mployea -

_w' L Time Sheet . Filling out a paper form

,mm"”“" M"M-‘\&i&l‘-\ . ;" This is just as true of forms in Access. When you enter information into a form in Access,
20 | that data goes exactly where it's supposed to go-- into one or more related tables. While

entering data into simple tables is fairly straightforward, data entry becomes more
complicated as you start populating tables with records from elsewhere in the database.
For instance, the orders table in a bakery's database might link to information about
customers, products, and prices drawn from related tables. A record with information
about a single order might look like this:

QEI Employee Database Na\rigatiorl. '!_E_Orderltems (=] Orde JI ~7| Orders Table

| 1D -ICustomerlD -I Paid - PreOrder - Notes » | Pickup Date -

] £ 13 139 Yes Yes For a kindergarten party. 12/16/2011

SUrtRvys

Dary “"‘*—-—:_._._\‘\-

M S3ogy
™ iy .
0 amy
e

amlaFmnaa

In fact, in order to see the entire order, you would also have to look at the order items table, where the menu items that make up each
order are recorded.
ﬁ 2| Employee Database Navigation | ] Orderltems | 2| Ord.. |~ OrdersTable . 1h€ records in these tables include ID numbers of records from other
| tables. You can't learn much just by glancing at these records, as the
ID numbers don't tell you much about the data they relate to. Plus,
since you have to look at two tables just to view one order, you might
have a hard time even finding the right data. It's easy to see how
viewing or entering many records this way could become a difficult

28 501
[ 29 13 381
| 30 13 101

l D -| Orderid -| | MenuftemD | Quantity -
1z

énd tedious task.

A form containing the same data might look like this:

Employee Database Navigation | == Orderltems | =3| Orders | =3 Orders Table

As you can see, this record is much easier to
understand when viewed in a form. Modifying
the record would be easier, too, since you
wouldn't have to know any ID numbers to enter
new data. When you're using a form, you don't & New Order
have to worry about entering data into the right
tables or in the right format-- the form can
handle those thlngs itself. There's no need to Notes For a kindergarten party. Write, "Happy 6th Birthday, Matthew!" on the & Pre Order
go back and forth between tables or search cake and draw a rabbit in icing next to the text.

carefully within a table for a certain record,
since forms let you see entire records one at a
time.

]

Tappen B Order# |13 Pich date | 12/16/2011

&1 Paid

FAdd Item =
Not only do forms make the data entry o ! : :
. Category - Product ~ | Quantity ~| "Unit" =~ | Price «| Subtotal -
prOCESS e_aSIer for the User, they _keep the Coockies Oatmeal Raisin 1 One Dozen $14.00 514.00
database itself working smoothly. With forms, Cookies  Butter Pecan 1 OneDozen  $14.00 $14.00
database designers can control exactly how o Cakes Gookies i Cream 1 Single $22.00 $22.00
users are able to interact with the database. el 5000

They can even set restrictions on individual
form components to ensure that all of the
needed data is entered, and that it's all entered
in a valid format. This is useful, as keeping the
data consistent and well-organized is essential Record: W Lof5 | » b b | e lioFiller | Search
for an accurate and powerful database.
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To Open an Existing Form:

1. Open your database and locate the Navigation Pane.

2. In the Navigation Pane, locate the form you would like to
open. Forms are marked with the icon.

3. Double-click the name of the form. It will open and appear
as a tab in the Document Tabs bar.

The form will open and
appear as anew tab on
the Document Tabs bar

To open a form,
double-click its name

All Access Objects (&

[=l mwauc-ndl
Floyd LastName  |Beckham
" 7 East Walker Or.
nY ity Raleigh tate NC zip @ 27612
p Emal  |beck@email.com Yes-- Weekly & Events Z|
| Number  [[919)-555-231.
— 2]
—_—

Entering and Modifying Data

Depending on the database you're using, the forms you work with
may include special tools and features that let you do common tasks
with one click of a button. You'll see examples of these tools in the
interactive on the next page. However, no matter what type of form
you're working with, you can follow the same procedures for carrying
out certain basic tasks.

To Add a New Record:
There are two ways to add a new record to a form:
e Inthe Records group on the Home tab of the Ribbon, click
the New command.
e Onthe Record Navigation bar at the bottom of the window,
click the New Record button.

To Find an Existing Record to View or Edit:
There are two ways to find and view an existing record using a form,
and they both use the Navigation Bar at the bottom of the screen:
e To look through records one at a time, click the navigation
arrows. The right arrow will take you to the next record, and
the left arrow will take you to the previous one.

Click the arrows to
navigate through
the records

Record: 4 4 607195 | K M b= | 4 N Filter | Search
|

e Tosearchfor a record, type a word that you know is
contained in that record in the navigation search box.

Fovo riter [T omnt T LIS

[ Search
|

LI
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To Save the Current Record:
1. Select the Home tab and
the Records group.
2. Click the Save command. The current record
will be saved.

locate

To Delete the Current Record:
1. Select the Home tab and
the Records group.
2. Click the Delete command. The record will be
permanently deleted.

locate

Creating Forms

Access makes it easy to create a form from any table in
your database. Any form you create from a table will let
you view the data that's already in that table and add
new data. Once you've created a form, you can also
modify it by adding additional fields and design
controls such as combo boxes.

To Create a Form:
1. In the Navigation Pane, select the table you
would like to use to create a form. You do not

need to open the table.
2. Select the Create tab on the Ribbon and locate
the Forms group. Click the Form command.

Home Create

Application | Table Table SharePoint  Query Query Form Form  Blank

External Data Database Tools

3 E ‘j (] Form Wizard
=
=l

fl Navigation =

Parts Design  Lists~ Wizard Design '!esign Farm %MWE Forms ~
Templates Tables Queries % Forms

All Access Objects & « Form
\Search.. 1o Create a form that lets you enter
P T information for one record at a

Tables 7 |k time.

2z Categories

. e Press F1 for more help.
I =1 customers
3. Your form wil be created and opened

in Layout View.
| 5 customers

] Customers
I

Tracey
Beckham

7 East Walker Dr.

x * | Pickup Dat -
E Yes No 12/24/2010

4. To save the form, click the Save command on
the Quick Access Toolbar. When prompted,
type a name for the form and then click OK.
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About Subforms

If you created a form from a table whose records are linked to
another table, your form probably includes a subform. A
subform is a datasheet form that displays linked records in a
table-like format. For instance, the subform included in
the Customers form we just created displays linked
customer orders. We probably don't need to include this
subform, since we really just want to use the Customers form
to enter and review contact information. If you find that you
don't need a subform, you can easily delete it. Simply click it
and press the delete key.

=] Customers

First Name Hakim
Last Name Auden

Street Address 921 Dawson St

Stat NC

= Our Customers form
Zip Code 27609 contains a sub’f?rm with

each customer's order
Email hauden@emailcom _ infcrma:lticn. This is more
information than we need to
Phone Number | 919-555-0045 see on this form.
City Raleigh
Add to Mailing List? | Yes- Special Offers Only
D o Paid - | Pre Order ~ Notes ~ | Pickup Date ~

# 9 Yes No 12/142010
* (New) No No
Ikecora‘ 1 [N ¥ No Filter | |Search

However, subforms aren't always useless. Depending on the
content and source of your form, you might find that the
subform contains useful information, as in the example below.
In our Orders form, the subform contains the name, quantity,
and price of each item contained in that order, which is all very
useful information.

s New Order

Our Orders form contains a

Customer  Allenson E} Order #| 63 subform with the details of
each order. This is useful
Notes For a St. Patrick’s Day party. Make everything we can green information, so we won't

food coloring to cake and cookie dough, green filling in crea delete the subform.

and add on green sprinkles where appropriate.

ESAdd Item {
Category - : Product = Quantity -1 Uni - e 1| Subtotal - |
Pastries  Cream Puffs 2 OneDozen  $14.00 $28.00
Cookies  Lemon Sugar 1 One Dozen  $14.00 §14.00
Pies Key Lime 2 Single $17.00 §34.00
Cookies  Ginger Shortbread 1 OneDozen  $19.00 $19.00
Cakes French Vanilla 1 Single $22.00 $22.00
*
Total $117.00
Record: M« LofS ¥+ M b | W HoFilter | Search

Adding Additional Fields to a Form

When you use the Form command on an existing table, all of
the fields from that table are included in that form. However, if
you later add additional fields to that table, those fields
will not automatically show up in existing forms. In situations
like this, you can add additional fields to a form.

Visit us at: www.sarvaindia.com
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To Add a Field to a Form:

1. Select the Form Layout Tools Design tab, then locate
the Tools group on the right side of the Ribbon.

2. Click the Add Existing Fields command.

| Form Layout Tools
Design | Arrange Format

- g =5 EE
= | @ < B Title
EH 3/ L2 |8 SE el Add Existing Property
~ | Image~ [53 pate and Time Fields Sheet
Header / Footer ools

(4

Add Existing Fields

Insert a field into this view, based
on an existing field,

@) Press F1 for more help.

3. TheField List pane will appear. Select the field or fields to
add to your form.

O If you want to add a field from the same table you used to
build the form, simply double-click the name of the desired
field.

i

:I i Loago | P |
£ Tiele | ===
= 3 r _ Add Existing | Property
= [E4 Date and Time 75[‘,3,',‘}!27' ket
Header /s Footer Toals

= | Fiela Lise <
== Show all tablaes

Fields available Tor this wisw:

Last Mame
Strest Addreass
sState

Fip Code

- Email

Phone Mumber
ity

To add a field from a different table:

1. Click Show All Tables.

2. Click the plus sign + next to the table that contains the field
you wish to add.

3. Double-click the desired field.

Field List =
(55 Show an tanies @
Sl e =
=Y
Fields available for this views:
Costomers o Tabie

ields available in related tables:
Sraders Table

-
Customelzo

Paic

Edit Tabie

Order Items
Srders: December 2010
Products Table

Sales Unit

Edit Table

==

4. The new field will be added.

Raleigh

You can also use the above procedure to add fields to a totally
blank form. Simplycreate a form by clicking the Blank
Form command on the Create tab, then follow the above steps to
add the desired fields.
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Adding Design Controls
Design Controls set restrictions on the fields in your forms. This helps you better control how the data is entered into your forms,
which in turn helps keep the database consistent.

Combo Boxes

A combo box is a drop-down list that you can use in your form in place of a field. Combo boxes limit the information that a user can
enter by forcing them to select only the options that you have specified.

Combo boxes are useful for fields that have a limited number of possible valid responses. For instance, you might use a combo box to
make sure that people only enter a valid U.S. state while entering an address, or that they only choose products that already exist in
your database while placing an order.

To Create a Combo Box: 5. Type in the choices you would like to appear in your
1. InForm Layout view, select the Form Layout Tools Designtab  drop-down list. Each choice should be on its own row. In
and locate the Controls group. our example, we are creating a combo box for the Add
2. Select the Combo Box command, which looks like a drop-down o Mailing List? field in our form, so we will enter all of
list. the possible valid responses for that field. Users will be

able to select one of three choices from our finished
combo box: "No," "Yes- Weekly," and "Special Offers
| Arrange Format Only."

Combo Box Wizard

- . E— what values do you want to see in your combe box? Enter the number of columns you want in
= @ === the list, and then type the values you want in each cell.
- | g 2| E b4 To adjust the width of 2 column, drag its right edge to the width you want, or double-dick the

ools | Design

right edge of the column heading to get the best fit.

Mumber of columns: A
Contrals Coll
No
— Yes- Weekly
| Combo Bﬂﬁ(| i special Offers Only[|
3. Your cursor will turn into a tiny crosshairs and drop-down

list icon . Move the cursor to the place where you would like to
insert the combo box, and click. A yellow line will appear to

indicate the location where your combo box will be created. \ St _cme [ L mn
In our example, the combo box will be 6. If necessary, resize the column so that all your text is
located between the City field and the Add to Mailing v[sible. Once you are satisfied with your list, click Next.

List? field. Combo Box Wizard

T v JLraar Lot

What values do you want to see in your comba box? Enter the number of columns you want in
the list, and then type the values you want in each cell.

To adjust the width of a column, drag its right edae to the width you want, or double-cick the
City Raleigh right edge of the column heading to get the best fit.

Mumber of columns: 1

Call
o

| Yes- Weekly
| Yes- Special Offers

Add toMailing List? | No

Other Notes

. . . Cancel < Back Next = Finish
4. The Combo Box Wizard dialog box will appear. Select the [ J I ) [ )
second option, | will type in the values | want, then click Next. 7. Select Store that value in this field, then click the
Combo Box Wizard drop-down arrow and select the field where you would
. L ] like selections from your combo box to be recorded. After
This wizard creates a combo box, which displays a list of values you . . .
can choose from. How do you want your combo box to get its maklng your Selectlon, click Next.
values? —

Combo Box Wizard

1 I want the combo box to get the values from another table or Microsoft Access can store the selected value from your combo box
~ query. in your database, or remember the value so you can use it later to

perform a task. When you select a value in your combo box, what
(@) I will type in the values that 1 want. do you want Microsoft Access to do?

() Remember the value for later use.

() Find & record on my form based on the value T selected inmy Ltore that value in this fiek: |
combo box. =
First Name
Last Name
Street Address

Cancel ] [ < Back I[ Next > ][ Finish
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8. Enter the label, or name that will appear next to your combo
box. Generally, it's a good idea to use the name of the field
that you chose in the previous step.

Combo Box Wizard ——

What label would you ke for your co_mbo box?

|Add to Maiing List?] |,

Those are al the answers the wizard needs to create your combo
box.

9. Click Finish. Your combo box will appear on the form. If you
created your combo box to replace an existing field, you
should delete the first field.

In our example, you might notice that we now have two fields

with the same name. These two fields send information to the
same place, so we don't need them both. We'll delete the one
without the combo box.

The combo box

The "Add to Mailing
List?" text entry field,
which we vill delete

10. Switch to Form view to test your combo box. Simply click the
drop-down arrow and verify that the list contains the correct
choices. The combo box can now be used to enter data.

Phone Number 919-355-2314

City Raleigh

Add to Mailing List?

Other Notes

Yes- Weekly
Yes- Special Offers Only

If you want to include a drop-down list with a long list of options and
don't want to type them all out, create a combo box and choose the
first option in the combo box wizard, | want to get the values from
another table or query. This will allow you to create a drop-down
list from a table field.

Visit us at: www.sarvaindia.com
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-
Combo Box Wizard

This wizard creates a combo box, which displays a list of values you
can choose from. How do you want your combo box to getits
values?

| |(‘|1 want the combo box to get the values from another table or

uery.
7 Twill type in the yphsmethat Lumst
(7 Find a record on
- box.
Seare} | e
Augerot Yann 919-555-06 ~
First Name
| Wik Andrzej 919-555-04
WWhitty Jaquon 919-555-05
Storey Zavien 919-555-05
Bryson Jar'Nae 919-555-05
Watson Takevia 919-555-05
Bell Xy'nya 919-555-07
White Kle'Aiiz 919-555-02
This combo box gets its Holings Lane 919-555-01
values from three fields Tshpets tatthew!  |919-55+ 0
i the Cistanars table Uliman Alyssa 919-555.57
Jackson Ta'Nyia 919-555-59
Price Fmmoni 919-555-68
Blue Laila 919-555-61
Niebo Makeda 919-555-65 =

Some users report that Access malfunctions while working
with forms. If you have a problem performing any of these
tasks in Layout view, try switching to Design View.

Customizing Form Settings with the Property Sheet

The Property Sheetis a pane containing detailed
information about your form and each of its components.
From the Property Sheet, you can make changes to every
part of your form, both in terms of function and appearance.
The best way to familiarize yourself with the property sheet
is to open it and select various options. When you select
an option, Access will display a brief description of that
option on the bottom left border of the program window.

I R T SIS

0 | ustomers

a descrpgian of

botiom of the scres

o

P T P

I 7 = e

1SO 9001:2008 Certified



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

Modifying Form Settings

There are far too many options in the Property Sheet to discuss
them all in detail. We'll review two useful ones here: hiding fields,
and setting fields with dates to automatically fill in the current
date. Practicing these procedures should give you a sense of how
to work with other Property Sheet settings, as well.

To Hide a Field:
1. In either Layout or Design view, select the Design tab and

locate the Tools group. Click the Property Sheet command.
2

= =
—d q
Add Existing Property

Fields et

Property Sheet (Alt+ ENTER)

Cpen this object’s property sheet
to set its properties.

2. The Property Sheet will appear in a pane on the right. On the
form, select the field you wish to hide. In our example, we'll
hide the Customer ID field, since we don't want any of our
users to try to edit it.

abase Navigation iE Customers Form

£

Property Sheet X
| 4| Selectiontype: Text Box
.Austomers D B

[ I— ” Format | Data | Event | Other Al

Database Default &

Filter Lookup
: Enabled Ves
i Search Lotked No
; On Click

Before Update

After Update

On Dirty

On Change

On Got Facus

On Lost Focus

| First Name Tracey

Name | Beckham

3. In the Property Sheet, click the Formattab and locate
the Visible option on the third row.

4. Click the drop-down arrow in the column to the right, and

select No.
Property Sheet X
Selection type: Text Box
D E
Format | Dats | Event | Other | Al
Format ~
DNarimal Plaras Auto
Visible Ve
Show Date Picker I'Yes
Width
Height 0,2493°
Trn 35"

5. Switch to Form view to verify that the field is hidden.
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To Set a Field to Auto-fill with the Current Date

1.

In either Layout or Design view, select

the Design tab and locate the Tools group. Click

the Property Sheet command.

The Property Sheet will appear in a pane on the right.
On the form, select the field you would like to
automatically fill in the current date. This must be a
field with the date data type. For our example, we'll
select the Pickup Date field on our Orders form.

In the Property Sheet, click the Datatab and select
the Default Value field in the fourth row. Click the

Expression Builder button that appears in the
column to the right.

The Expression Builder dialog box will open. In
the Expression Elements list, click the
words Common Expressions.

In the Expression Categories list, double-

click Current Date.

The expression for Current Date will be added.
Click OK.

Switch to Form view to verify that the expression
works. When you create a new record with that form,
the date field that you modified will automatically fill in
the current date.

Formatting Forms

Access offers many options that let you make your forms
look exactly the way you want. While some of these
options, like command buttons, are unique to forms, others
may be familiar to you.

Command Buttons

If you want to create a way for users of your form to quickly

perform specific actions and tasks,

consider adding

command buttons. When you create a command button,
you specify an action for it to carry out when clicked. By
including commands for common tasks right in your form,
you're making the form easier to use.

Access offers many different types of command buttons,
but they can be divided into a few main categories,
including:

Licensed by Govt. of India

(] Record Navigation command buttons, which
easily allow your user to move among the records
in your database.

(] Record Operation command buttons, which let
your user do things like save or print a record.

e Form Operation command buttons, which give
your user the ability to quickly open or close a
form, print the current form, and other actions.

e Report Operation command buttons, which offer
the user a quick way to do things such as preview
or mail a report from the current record.
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To Add a Command Button to a Form:
O Toinclude a picture, select the Picture option. You can

1. InForm Layoutview, select the Form Layout Tools decide to keep the default picture for that command
Design tab and locate the Controls group. button, or select another picture. Click Show All
2. Select the Button command. Pictures to choose from another command button icon,
e e | or Browse... to choose a picture from your computer.
External Data Database Tools Design - Arrange Format Command Button Wizard _‘

Do you want text or a picture on the button?

I:@ jabl Aﬂ: ||%I 9@ <l !‘ If you choose Text, you can type the text to display. If you

4 choose Picture, you can dick Browse to find a picture to display.
Controls

) Text: |Find Record

[sutton]
3. Your cursor will turn into a tiny crosshairs with a

button icon "1 . Place it in the spot where you would like I
your command buttopugghtlg,lIgpglglick.

[7]Show All Pictures

Phone Number |919—555—2314
City Raleigh [ Cancel H < Back IE Next > ][ Einish ]
Addtomating ist? [N 2. When you are satisfied with the appearance of your
Other Notes .
command button, click Next.
— 3.  Type a name for the button. This name won't appear on
L=l the button, but knowing th il hel ickI
4. The Command Button Wizard will appear. In € bulton, but knowing the name will nelp you quickly

identify the button if you ever want to modify it with

the Categories pane, select the category of button you want the Property Sheet. After typing the button name, click

to add. We want to find a way to move more quickly to

specific records, so we'll choose the Record Navigation F'nFW—w
chtegory. Commma s v
5. The list in the Actions pane will update to reflect your AU s e
chosen category. Select the action you would like the button ” e e
to perform, then click Next. For our example, we'l - [=E 1
choose Find Record. | e s A T s btk

. B macros that cannot run or be edited in Access 2003 and
Command Button Wizard ‘ by

What action do you want to happen when the button is

pressed?
Different actions are available for each category.
Categories: Actions: | [ = ] l e ] . T [ == ]
R d Oy i Find d . n .
Form Cpatins : 4. Switch to Form view to test the new button. Our Find
drhii i il Record button opens the Find and Replace dialog box.
Miscellaneous Go To Previous Record
i27513
Find and Replace -9 [t
= | aceks|
e [ e (e -

6. You can now decide whether you want your button to L | ] [[rrdnext
include text or apicture. A live preview of your button cary ;s e
Look In: urrent document
appears on the left. | 8 : ;

Match: [any Partof Field [+]
O To include text, select the Text option and type the desired 7 |no gl f;,u;y =

word or phrase into the text box. [Evatch Case 7] Search Fieids s Formatizd

~

Command Button Wizard

Tl T JCTL

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you 4

choose Picture, you can dick Browse to find a picture to display. b

Some users report that Access malfunctions while formatting
forms. If you have a problem performing any of these tasks in
Layout view, try switching to Design View.

Modifying Form Layout

Concel | [ <Back [ mext> | [ Emsn When you create a form, Access arranges the form
components in a default layout where the fields are neatly
stacked up on top of each other, all exactly the same width.
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While this layout is functional, you might find that it doesn't best fit your information. For instance, in the form below, most of the fields
are almost completely empty, since the data stored there doesn't take up much room.

The form would fit the data a little better if we made the fields and command buttons smaller, and even put some of them side by side.
However, with the default layout, you won't be able to put two fields next to each other or resize one field or button without resizing
them all. This is because Access lines up form components in rows and columns. When you resize a field, you're really resizing the
column that contains it.

Form. Layout Toods

Create External Data Database Tools Design | Arrange | Format
| SN i H RE Bl i Select Layout T T — == =55 ="
| oge Wi - — =] = A= U m
' AT ] Select Coluwmn T STt
Gridiines Stacked Tabular Insert Insert Insert Insert 3 Merge Split Split Mowe MMowe Control Control  Andhoring
- Above Below Left Right B8 Select Row Verticallty Hosizontally Up Down | Margins - Fadding - x

Table Rows & Columns Mlerge / Sphit Move Positian

2. Click and drag the field or button to its new location. If you're moving
a field, make sure to move the field label, as well.

Customers

To Resize Form Components:
1.  Switch to Layout view.

b

e
iD |1 |
Search | Ei
| L= I B
%J = resEgm Wkewar First Name Tracey | ﬁ%

2. Select the field or button you would like to resize, Last Name Beckham /
and hover your mouse over the edge. Your cursor will
become a double-sided arrow. Street Address I?East walker Dr. |

3. Click and drag the edge to resize, and release when
the field or button is the desired size. 3. Repeat steps 1-2 with any other fields or buttons you wish to move.

4. The field or button, as well as every other item in line C""""‘”"""C‘ "
with it, will be resized. B o

3
To Move Form Components:
search [ [=]

1. If necessary, add columns or rows to make room for First Name [Tracey | testMame  [Beckham ]
the field or button you wish to move, by using the Insert StredtKidress [Femtwaikeror. | oy |
commands in  theRows &  Columns group. — ’mz—| i /miw
In our example, we want to move the Last Name field to | e
the right of to the First Name field, so we'll have to Eml [beck@ematl.com | iaddugmati g =]
create two new columns to the right: one for the field Phone Number ,W|
label, and one for the field itself. To do this, we'll click e

. . Other Notes
the Insert Right command twice. :
I T R — T -
External Data Database Tools Design | Arrange Format
ﬂ EEER ﬁj H BH select Layout |17 % If you would like to make a field take up more or less space than one
:t e ;nse'rt ., @ selectCotumn | S”t 'Sp”t column, you can use the Merge and Split commands. The Merge
ve Below Left | Right [ Select Row - . : iny command combines two or more cells, while
Bowsitoly L & . the Split command divides a cell.
|Custom:ls : '|Ir|sertR|ght[i e coam = e
Database Tools Design | Arange |  Format
iammers Fucon=Em = ==
Il o serecmow |10 VSR oriiany || Mome B | MRS WSSog. Amenerne
= . Gicer-ix vl _
L | E Customers n:;?lzsjplirfg:gr?:j z;?ls
! B = - E
Search II =1 el
Tracey | First Mame [Tracey | testmame T [Deckham ]
Street Address |7Eastwalker s |rateign |
Beckham — Erz— e
Email [beck@emailecom | [mNe
7 East Walker Dr. | Phone Number [919-555-2314 |
[- ]
These two cells have
been split
. ¥_|_‘ | ew
o
ibirer
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Lesson: 5

Sorting & Filtering Records

Access 2010 gives you the ability to work with enormous amounts of data, which means it can be hard to learn anything about your
database just by glancing at it. Sorting and filtering are two tools that let you customize how you organize and view your data making
it more convenient to work with. Essentially, sorting and filtering are tools that let you organize your data. When you sort data, you
are putting it in order. Filtering data lets you hide unimportant data and focus only on the data you're interested in.

Sorting Records

When you sort records, you are putting them into alogical
order, with like data grouped together. As a result, sorted
data is often simpler to read and understand than unsorted data.
By default, Access sorts records by their ID numbers. However,
there are many other ways records can be sorted. For example,
the information in a database belonging to a bakery could be
sorted in a number of ways:

®  Orders could be sorted by order date or by the last
name of the customers who placed the orders.

(] Customers could be sorted
the city or zip code where they live.

®  Products could be sorted by name, category (e.g.,
pies, cakes, cupcakes, etc.), or price.

You can sort bothtextand numbersin two  ways:
in ascending order or descending order. "Ascending" means
"going up,"” so an ascending sort will arrange numbers
from smallest to largest and text from A to Z. "Descending"”
means "going down," or largest to smallest for numbers and Z
to A for text. The default ID number sort that appears in your
tables is an ascending sort, which is why the lowest ID numbers

appear first. In our example, we will be performing a sort on a

table. However, you can sort records in any Access object. The
procedure is largely the same.

To Sort Records:
1. Select a field in the cell you wish to sort by. In this
example, we will sort by customers' last names.

& Fitter Records

se Plavigation.

T=

-1 | First Mame -l Last M= — L
1 Tracew =S Ioka, 1
Z Lucinda George Bl
3 Jerrod Smith =21
4 Brett Mewvrkirk a7
s Chiloe Jones ==
6 Quinton Bowd a
7 Adex Hinton 10
2 Misha Hall 1=
2 Hillary Clayton 25
10 Kiara williams =0
11 Katy Jones as
12 Beatrix Joslin as
1= maariah Allen 12
14 Jennifer Hill =21
1s Jaleel Smith 1=
16 Cody Hayes &5
17 Amaya Gibson s
18 Cynthia Lowe 8

2. Click the Home tab on the Ribbon and locate the Sort
& Filter group.

3. Sort the field by selecting
the Ascending or Descending command.

O Select Ascending to sort text A to Z or to
sort numbers from smallest to largest. We
will select this in our example, since we

want the last names to be in A to Z order.

O Select Descending to sort text Z to A or to

sort numbers from largest to smallest.
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Home Create External Data Database Tools Fields Table

& Cut L]jv 4 | Ascendingp %7 selection - Sy = New
53 Copy % 1 Descending [¥=] Advanced - B2l = save 2
Filt Refresh &
4 %> Remove Sort " Tc F All- 2% Delete - E
Clipboard = Sort & Filter [ Records
ss Objects (@« |[[Z5] Employ] Ascending [Navigation | 7T Customers

2| 1D -t | First Name - Last Name -

Py Bl 1 Tracey Beckham 7
regories Eel 2 Lucinda George 7E
e = 3 Jerrod Smith 21

E 4 Brett Newkirk a7

nu ltems | P =1 e R 7=}
4. The table will now be sorted by the selected field.
sort & Filter Records

sase Mavigation : =1 Customers
Last Name =1

~T | First Name -

102 Theodore Achi

195 Kris Ackerman 5
78 Michiko Akiwana z

188 Mathan Albee i
13 Mariah Allen
37 Carol Allenson -4
38 Zoey Altman H

163 Franz Angelou 4
87 Robert Armisen e
47 Hakim Auden 2

129 Yann Augerot i
A0 Vig Aurelio !

1 Tracey Beckham Z

124 Andreww Bedinger

136 Xy'nya Bell

187 Samantha Bell

190 Matt Benson ]
41 Jeffery Bergman

5. To save the new sort, click the Save command on the Quick
Access toolbar.

After you save the sort, the records will stay sorted that way until
you perform another sort or remove the current one. To remove a
sort, simply click the Remove Sort command.

Filtering Records

Filters allow you to view only the data you want to see. When
you create a filter, you set criteria for the data you want to display.
The filter then searches all of the records in the table, finds the
ones that meet your search criteria, and temporarily hides the
ones that don't.

Filters are useful, as they allow you to focus in on specific records
without being distracted by the data you're uninterested in. For
instance, if you had a database that included customer and order
information, you could create a filter to display only customers
living within a certain city, or only orders that contain a certain
product. Viewing this data with a filter would be far more
convenient than searching for it in a large table.

In our examples and explanations, we will be applying filters to
tables. However, you can apply filters to any Access object. The
procedure is largely the same.
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To Create a Simple Filter:

3.

Click the drop-down arrow next to the field you would like
to filter by.

A drop-down menu with a checklist will appear. Only
checked items will be included in the filtered results. Use
the following options to determine which items will be
included in your filter:

O Select and deselect items one at a time by
clicking their checkboxes.

O Click Select All to include every item in the filter.
Clicking Select All a second time will deselect
all items.

O Click Blank to set the filter to find only the
records with no data in the selected field.

Click OK. The filter will be applied.

Toggling your filter allows you to turn it on and off. To view the
records without the filter, simply click the Toggle Filter command. To
restore the filter, simply click it again.

Creating a Filter from a Selection

Filtering by selection allows you to select specific data from your
table and find data that is similar or dissimilar to it. For instance, if
you were working with a bakery's database and wanted to search for
all products whose names contained the word "chocolate," you could
select that word in one product name and create a filter with that
selection. Creating a filter with a selection can be more convenient
than setting up a simple filter if the field you're working with contains
many items.

To Create a Filter from a Selection:

1.

Select the cell or data you would like to create a filter with.
If We want to see a list of all of our products that contain
the word "chocolate" in their names, so we'll select the
word "chocolate" in the Product Name field.

Select the Home tab on the Ribbon and locate the Sort &
Filter group.

Click the Selection drop-down arrow.

Select the type of filter you would like to set up:

O Selecting Equals will include only records with
data that is identical to the selected data.

O Selecting Does Not Equal will include all
records except the data that is identical to the
selection..

O Selecting Contains will include only records with
cells that contain the selected data. We'll select
this, since we want to see records that contain
the word "chocolate" anywhere in the title.

O Selecting Does Not Contain will include all
records except those with cells that contain the
selected data.

The filter will be applied. Our table now displays only
products with the word "chocolate" in their names.

Creating a Filter from a Search Term

You can also create a filter by entering a search term and specifying
the way Access should match data to that term. Creating a filter from
a search term is similar to creating a filter from a selection.
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Filtering Text by a Search Term

When filtering text by entering a search term, you can use
some of the same options you use when filtering by a
selection, like Equals, Does not Equal, Contains, and Does
Not Contain. You can also choose from the following options:

Begins With, which includes only records whose data
for the selected field begins with the search term

Does Not Begin With, which includes all
records except those whose data for the selected field
begins with the search term

Ends With, which includes only records whose data for
the selected field ends with the search term

Does Not End With,  which includes all
records except those whose data for the selected field
ends with the search term

To Filter Text by a Search Term:

1. Click the drop-down arrow next to the field you
would like to filter by. If We want to filter the records
in our orders table to display only those that contain
notes with certain information, so we'll click the
arrow in the Notes field.

2. In the drop-down menu, hover your mouse over the
words Text Filters. From the list that appears,
select the way you would like the filter to match the
term you enter. In this example, we want to view
only records whose notes indicate the order was
placed for a party. We'll select Contains, so that we
can search for records that contain the word "party."

3. The Custom Filter dialog box will appear. Type in
the word you would like to use in your filter.

4. Click OK. The filter will be applied.

Filtering Numbers with a Search Term

The process for filtering numbers with a search term is very
similar to the process for filtering text. However, different
fitering options are available to you when working with
numbers. In addition to the Equals and Does not Equal, you
can also choose:

e  Greater Than to include only records with numbers
in that field greater than or equal to the number
you enter

e Less Than to include only records with numbers in
that field less than or equal tothe number you
enter

e Between to include records with numbers that fall
within a certain range
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Lesson: 6

Designing A Query

The real power of arelational database is in the ability to quickly retrieve and analyze your data by running a query. Queries allow you
to pull information from one or more tables based on a set of search conditions you define.

Running a query is like asking a detailed question of your database. When you build a query in Access, you are defining specific
search conditions to find exactly the data you want.

How are Queries Used?

Queries are far more powerful than the simple searches or filters you might use to find data within a table. This is because queries
can draw their information from multiple tables. For example, while you could use a search in the customers table to find the name of
one customer at your business or a filter on the orders table to view only orders placed within the past week, neither of those would let
you view both customers and orders at once. However, you could easily run a query to find the name and phone number of every
customer who's made a purchase within the past week. A well-designed query can give information that you might not be able to find
out just by examining the data in your tables.

When you run a query, the results are presented to you in a table, but when you design one, you use a very different view. This is
called Query Design view, and it lets you see how your query is put together.

One-Table Queries

Let's familiarize ourselves with the query-building process by building the simplest query possible: a one-table query.

We will run a query on the Customers table of our bakery database. Imagine that our bakery is having a special event, and we want to
invite our customers who live nearby, since they are the most likely to come. This means we need to see a list of all the customers
who live close by, and only those customers.

If you think this sound a little like applying a filter, you're right. A one-table query is actually just an advanced filter applied to a table.

4. The selected table will appear as a small window in
the Object Relationship Pane. In the table window,
double-click the field names you would like to include in
your query. They will be added to the Design Grid in the

To Apply a Simple One-Table Query:
1. Select theCreatetab on the Ribbon and locate
the Queries group.
2. Select the Query Design command.

Home Create External Data Database Tools | Fields Table bOttom part Of . . . the Screen'
5 ==l -l == In our e>_(ample, we want to m:':ul_mvnatlons t_o customers
o figtion | Fobic:. Tk St | T e who live in a certain area, so we'll include the first and last
Parts - Design Lists ~ Wizard Design Design Form B2 Mot . . .
Tempiates Tables e e name, street address, city, state, and zip code fields. We
Al Access Obiects 1B 4| |ESSREREIE <~ o= aren't planning on calling or emailing our customers, so we
Search. ¥al ([0 Create a new, blank query in 4 ' B Yy
= - Design view. r don't have to include the telephone or email fields.

The Show Table dialog box is
displayed, from which you can

choose tables or queries to add to

the query design 3

K
h

3. Access will switch to Query Design view. In the Show B =' " mo = =
Table dialog box that appears, select the table you would o e Aowss L omsperase il e — E
like to run a query on. Click Add, then click Close. We - e _.',_,,.,,_, e -
are running a query about our customers, so we will add
the Customers table. ] otz

Categories
Customers

==]
Menu Htems
B

e @ Press F1 for more help.

A HEEE

Doubla-click a Beld nama
road e Quary
Building Pane beloe

- -
Show Table (- S
Tables Queries l Both 7!

Categories
it

Menu Ttemiag
Order Items

Orders Table
Products Table L)
Sales Unit

ik |FarHam L5t Hamt B a3 iy s e =
BEE Oajeem | Carce m Tnlames Cuel o Curomm Cademn
[

b - 7 ¥

=T

E [ Add ] l Close ] _ TR

5. Set the search criteria by clicking on the cell in
the Criteria: row of each field you would like to filter.
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Typing criteria into more than one field in the Criteria: row will set your
query to include only results that meet all the

criteria. If you want to set multiple criteria, but don't need the records
shown in your results to meet them all, type the first criteria in the Criteria:
row and additional criteria in the Or: row and the rows beneath it.

For this one-table query, we'll use very simple search criteria.

O We want to find our customers who live in a city called Raleigh, so
in our City field; we'll type" Raleigh." Typing "Raleigh" in quotation
marks will retrieve all records with an exact match for "Raleigh" in
the City field.

O Some customers who live in the suburbs live fairly close by, and
we'd like to invite them as well. We'll add their zip code, 27513 as
another criterion. Since we want to find customers who either live in
Raleigh or the 27513 zip code, we'll type "27513" in the or: row of
the Zip Code field.

Field: | City State Zip Code

Table: | Customers Customers Customers
Sort:

Showr: 7l Fll #

Criteria: I'Raleigh' I B
or *27513"°

1

6. After you have set your criteria, run the query by clicking
the Run command on the Query Tools Design tab.
7. The query results will be displayed in the query's Datasheet View,
which looks like a table. If desired, save your query by clicking
the Save command in the Quick Access Toolbar. When prompted to
name it, type in the desired name and click OK.
3ot & Fite Recarngs Find

lewgation | Z Queryl

| last Name - Street Address r City - State
Beckham 7 East Walker Dr, Raleigh NC
Newkirk 47 Hillsharough St Raleigh NC
|aneg ~135olaln %\ NC
Hall Save s _ b NC
Clayton Duery Name: NC
loslin NC

Nearoy Customens
Mlen NC

Hill [IE?] Cance NC
Hayes NC
(Gibson 5 West 3t, Ha'eigH NC

Love 7B25 Venice Ct. Ralzigh HC
Freeman TB-A Meadawndew Ln. Raleigh NC
Jamesan 29 North Luke Ct, Raleigh NC
Williams 123 Garden Plow Way Raleigh NC
Thamias 127 South Pejulup Ln, Raleigh NC
Rindar 174 Haurictic Wau Ralainh nr
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To Design a Multi-Table Query

Queries can be hard to understand and build if you
don't have a good idea of what you're trying to find
and how to find it. A one-table query can be simple
enough to make up as you go along, but to build
anything more powerful, you'll need to plan the
query in advance.

Planning a Query

When planning a query that uses more than one

table, you should go through these four steps:

1. Pinpoint exactly what you want to know. If you
could ask your database any question, what
would it be? Building a query is more
complicated than just asking a question, but
knowing precisely what question you want to
answer is essential to building a useful query.

2. Identify every type of information you want
included in your query results. Which fields
contain this information?

3. Locate the fields you want to include in your
query. Which tables are they contained in?

4. Determine the criteria the information in each
field needs to meet. Think about the question
you asked in the first step. Which fields do you
need to search for specific information? What
information are you looking for? How will you
search for it?

This process might seem abstract at first, but as we
go through the process of planning our own multi-
table query, you should start to understand how
planning your queries can make building them a lot
easier.

Joining Tables in Queries

The final thing you need to consider when designing
a query is the way you link, or join, the tables you're
working with. When you add two tables to an
Access query, this is what you'll see in the Object
Relationship Pane:

Custorners Orders Table

* *

7 E E)
First Mame Customer D
Last Name Paid
Street Address Pre Order
State MNotes
Zip Code Pickup Date
Email
Phone Number
City

The line connecting the two tables is called the join
line. See how the join line is actually an arrow? This
is because it indicates the order in which the query
looks at data from the two tables. In the image
above, the arrow is pointing from left to right, which
means that the query will look at data in
the left table first, then look at only the data in the
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right table that relates to the records it's already seen in the left table.
Your tables won't always be joined this way-- sometimes Access will join them right to left. In either case, you might need to change

the direction of the join to make sure your query includes the correct information. The join direction can affect which
information your query retrieves.

Creating a Multi-Table Query

Now that we've planned our query, we're ready to design and run it. If you have created written plans for your query, be sure to
reference them often throughout the query design process.

To Create a Multi-Table Query: 4. The Join Properties dialog box will appear. Select an option to
1. Select theQuery Design Command from  Choose the direction of your join. o
the Create tab on the Ribbon. O Choose option 2: for a Left to Right join. In  our query,

J the left table is the Customers table, so choosing this would

Home Create External Data Database Toals Fields Table

= ez - = = Eror mean that all of the customers who met our Iocaﬂ_on crlterlg,
ﬁ = | BN B = e whether or not they had placed an order, would be included in
Appicalon | Table e S e I T e o e our results. We don't want to choose this option for our query.
Templates Tables Queries ﬁ Forms O Choose option 3: for a Right to Left query. Since
All Access Objects &) <« || ZE]-Employee B3 query Design our right table is our Orders table, selecting this option will
Search P | createn now lank quen ; let us work with records for all of the orders and only the
e 2 ! customers who've placed orders. We'll choose this option for
j Categories 4] The Show Table dialog box is . . .
. displayed, from which you can our query, since this is exactly the data we want to see.
EH customers cthoose tables or queries to add to
3] the query design. 13
B Menultems - - o
B orderltems . @ Press F1 for more help. h { \ Join Properties - — M
s ¥ £
2. In the Show Table dialog box that appears, select Select option 2 for a Left Table Name Right Table Name
each table you would like to include in your query Left to Right join Customers [z] OrdersTabie [=]
and click Add. After you have added all of the tables et G e R ol Name
you wish, click Close. When we planned our query, | S— > la] fcostomer 0 =]

Bz

s |

Orly include rows where the joined fields from both tables are equal.

we decided we needed information from £ \

the Customers and Orders table, so we'll add those.

L= &l 1 .
Show Table | B | S Select option 3 for a

Right to Left join

Indude ALL records from ‘Customers' and only those records from 'Orders
Table' where the joined fields are equal.

Indude ALL records from 'Orders Table' and only those records from
'Customers' where the joined fields are equal.

Tables | Quenies | Both | (o ) [ concel ][ new

Categories ;/

gggslg_:n;e 5. In the table windows, double-click the field names you would

Bk ehic like to include in your query. They will be added to the Design
Grid in the bottom part of the screen.
In our example, we'll include most of the fields from
the Customers table: First Name, Last Name, Address,
City, State, Zip Code, and Phone Number. We'll also include
the ID number from the Orders table.

Employee Database Navigation | 71 Queryt

Laag ] [ o= ||

3. The tables will appear in the Object Relatioﬁship

Customers Orders Table
Pane, linked by ajoin line. Double-click the thin P
section of the join line between two tables to edit First hame
. P . . Last Name Paid
its jOIl']_dIfEC'[IOﬂ. Street Address Pre Order
abase Navigston | 5] Queryt = o
Email
Phone Number
City
Customers Orders Table
710 z 7 i
First Name _\ﬁg’o Customer ID
Last Mame Paid Field: |First Name Last Mame | Street Address | City State Zip Code Phone Number |
Table: | Customers Customers Customers Customers | Customers Customers Customers Orders Table
Street Address Pre Order SR
State Motes Show: = [l El [l =] ] il ]
Zip Code Pickup Date C"“’::
Email i
Phone Humber
City Al
6. Set field criteria by entering the desired criteria in the

criteria row of each field. We want to set two criteria:
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e  First, to find customers who do not live in Raleigh, we'll type Not like ("Raleigh") in the City field.
e Second, to find customers who have a phone number beginning with the area code 919, we'll type Like ("919*") in the Phone

Number field.

q nm
Field First Mame Last Mame Street Address | City State Zip Code Fhone Mumber | I
Table Customers Customers Customers Customers Customers | Customers | Customers Lo]]
[ 5] [ =l 5] =1 =l
[ Mot in (Raleigh | | Like (919 |
A |
SO & FIer Recards Find Text Formattin]
7. After you have set e[| Pr————
your criteria, rl‘_m . e @ j! Qﬂ! ;7! E 1\! tName -| LlastName - Street Address . City v | State - | ZipCode ~ Phone
qhueg by C|IC|éIng Select | Make Append Update Crasstab Delste Sigrudsdatter 55 Cameron Ct. cary NC 27513 915555
the Run comman | ey Type  555-|
Q Q::: Yuen — 23 NC 27513 919-555
on the Query Tools ]k MacDonald NC 27514 919-555-
Design tab. SRR Slobodowski Query fame: NC 27513 919-555-
8. The query results will (“5“:"‘3'5 ! Oglesby Customers Who've Ordered From Nearby Towns NC 27714 919-555-
be displaved in the LR : irine Kellerman 27513 919-555-
; pD yt heet e 2 Olivera [IN] NC 27714 919-555-
query's Datasnee n Storey = = NC 7714 919-555+
View, which looks like a table. If desired, save your |ote Tempie 12 Spencer Ave, ChapelHill | NC 27514 919-555-
query by clicking the Save command in the Quick Emory 99 Hillsborough St. Garner NC 27529 919-555-
Access Toolbar. When prompted to name it, type in v Pa_r‘t?_'\asararhy 1009 Ra-ieighstreet Hillsborough  NC 27278 919-555-
the desired name and click OK. Williams 9014 Miller Ln. Durham ! NC 27714 919-555-
12 Daugherty 105 Aycock St. Chapel Hill NC 27514 919-555-
To Sort Queries peth Olsen 4325 W. King St. Garner NC 27529 919-555-
= Access allows you to apply multiple sorts at once while you're designing your
Field: | city State Zip Code query. This allows you to view your data exactly the way you want; every single

Table:
Sort:
Shows
Criteria:

Customers

@

Customers
Ascending

This field is
sorted first

Customers

Ascending

This field is
sorted second

time you view it. A sort that includes more than one sorted field is called a multi-
level sort. A multi-level sort allows you to apply an initial sort, then further
organize that data with additional sorts. For instance, if you had a table full of
customers and their addresses, you might choose to first sort the records by city,
then further sort them alphabetically by last name.

When more than one sort is included in a query, Access reads the sorts from left
to right. This means that the leftmost sort will be applied first. So for instance, in
the below example, the customers will be sorted first by the City they live in and

To Apply a Multi-Level Sort:

then by the Zip Code within that city.

1. Open the query, and switch to Design View.
2. Locate the field you would like to sort first.
ascending or descending sort.

In the Sort: row, click the drop-down arrow to select either

an

3. Repeat the process in the other fields to add additional sorts. Remember, the sorts are applied from left to right, so any
additional sorts must be applied to fields located to the right of your primary sort. If necessary, you can rearrange the fields

by clicking afield and dragging it to a new location.
4. To apply the sort, click the Run command.
5. Your query results will appear with the desired sort.

You can also apply multi-level sorts to tables that don't have queries applied to them. On the Home tab on the Ribbon, select
the Advanced drop-down command in the Sort & Filter group. Select Advanced Filter/Sort, and create the multi-level sort as you

normally would. When you're finished, click the Toggle Filter command to apply your sort.

Hiding Fields within Queries

Sometimes you might have fields that contain important criteria, but you might not need to actually see the information from that field
in the final results. For example, take one of the queries we built in our last lesson-- a query to find the names and contact information
of customers who had placed orders. We included Order ID numbers in our query, since we wanted to make sure that we only pulled
customers who had placed orders. However, we really didn't need to see that information in our final query results. In fact, if we were
just looking for customer names and addresses, seeing the order number mixed in there too might have even been distracting.
Fortunately, Access makes it very easy to hide fields while still including any criteria they contain.
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To Hide a Field within a Query:

1. Open the query, and switch to Design View.

2. Locate the field you would like to hide.

3. Click the checkbox in the Show: row to uncheck it.

4. To see the updated query, select the Run command.

The field will be hidden.

To unhide a hidden field, simply return to Design View and click
the checkbox in the field's Show: row again.

More Types of Queries

By this point, you should understand how to create a simple one-
or multi-table query using multiple criteria. Additional queries
offer you the ability to perform even more complex actions with
your database. One of these is the totals query, which lets you
perform calculations with your data.

Totals Queries

Sometimes, setting simple criteria won't give you the results you
need, especially when you're working with humbers. You may
want to see your query results grouped or counted in some way.
Access 2010 offers several options that make these functions
possible. Perhaps the easiest of these is the Totals command.
When you use the Totals function in your query, the data in your
fields will be grouped by value, meaning that all items of one type
are listed together. For instance, in a totals query about the items
sold at our bakery, each type of item sold would be listed on a
single row, no matter how many times that item had been sold.
Once your records are grouped, you can perform calculations
with them. These calculations include:

e Count, which counts the number of the same items in a field

e Sum, which adds the numbers in that field

e Average, which finds the average of the numbers that occur in
that field

e Maximum, which returns the highest value that has been
entered in that field

¢ Minimum, which returns the lowest value that has been
entered in that field

e First, which returns the first, or earliest, value that has been
entered in that field

e Last, which returns the last, or most recent, value that has
been entered in that field

To Create a Totals Query:

1. Create or open a query you would like to use as atotals
query. For our example, we want to find the total number
we've sold of each of our menu items, so we'll use a query
showing us all of the menu items we've sold. If you want to
follow along in our database, open the Menu Items
Ordered query.

2. In the Query Design tab, locate the Show/Hide group and
select the Totals command.
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Z [ Property Sheat
1 Erenane

= Delete F Delete Columns Table Names |
W = |
- Totals |Parameters
SN Builder B Return: All
QU GEiln %

j*ilnsertRows Jf Insert Columns

i

|Tota\s
Show/Hide column totals in the

query results.

3. A row will be added to the table in the Design Grid, with all
values in that row set to Group By. Select the cell in
the Total: row of the field you would like to perform a
calculation on, and click the drop-down arrow that appears.

Field: | Product Types Product Mame Product Name Quantity
' | Catenarie Produrts Table Sales Lnit (rder ftems
I%%j: Group By :Group By :Group By : E[l
30T | | | L\?
show | (7 v @ @

Criteria:
an

4. Select the calculation that you would like to be performed
in that field. In our example, we want to add the quantities of
products we've sold, so we'll select the Sum option.

Field: |Product Types
Table: | Categories
Total: | Group By
sort:
Show: il | IEil
Criteria: Avg
=0 Min
Max
Count
StDev
Var
First
Last
Expression
| Where

5. When you are satisfied with your query design, select
the Run command on the Query Tools Design tab to run the
query.

6. The query results will be displayed in the
query's Datasheet View, which looks like a table. If
desired, save your query by clicking the Save command in
the Quick Access Toolbar. When prompted to name it, type in
the desired name and click OK.

Product Name
Products Table
Group By

Product Name
Sales Unit
Group By

Cuantity
Order Items

Other Types of Query

e Parameter Quer

A parameter query allows you to create a query that can be
updated easily to reflect a new criterion, or search term.
When you open a parameter query, Access will prompt you
for a search term, and show you query results that reflect that
search.

e Find Duplicates Query

Afind duplicates querylets you find all duplicate
records in your database, so that you can delete them.
Duplicate records can negatively affect the integrity of your
database.
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Lesson: 7

Creating A Report

Creating Reports

If you need to share information from your database with someone, but don't want them actually working with your database, you
should consider creating aReport. Reports allow you to organize and present your data in a reader-friendly, visually appealing format.
Access 2010 makes it easy to create and customize a report using data from any query or table in your database.

Reports give you the ability to present components of your database in an easy-to-read, printable format. Access 2010 lets you
create reports from both tables and queries.

To Create a Report:
1. Open the table or query you would like to use in your report. We want to print out a list of last month's orders, so we'll open up
our Orders Query.

First Name - Last Name +« Phone Number - Paid « | Pickup Date I| ZipCode +i
Xiaoxi Zheng (919)-555-2786 Yes  12/10/2010 27603
| Andrzej Wujek (919)-555-0450 Yes 12/4/2010 27606
Carson Woolf (919)-555-0440 Yes  12/18/2010 27615
Kiara Williams 919-555-8975 Yes  12/23/2010 27714
Janie Widby (919)-555-1025 Yes  12/23/2010 27615
Dick Whitman (919)-555-5042 Yes  12/24/2010 27607
Dick Whitman (919}-555-5042 Yes 12/4/2010 27607
Lashaunda White (919)-555-7895 Yes  12/19/2010 27607
George Wein (919)-555-3202 Yes  12/23/2010 27615
Lebron Wade {913)-555-1520 Yes  12/23/2010 27605
xiaolin Tu (919)-555-2005 Yes  12/31/2010 27609

2. Select the Create tab on the Ribbon and locate the Reports group. Click the Report command.

I L : Database (Acc]
[ wWizard §I:I g | EE Report Wizard —
igation - — =] Ed =l Labels —]
Report Report Blank Macr
e Forms ~ I}' Design Report
Reports

nber Drder; Report ‘l‘@ Mern
Create a basic report of the data in up Date

the current query or table, to
which you can add features such 12;18;20
as groups or totals, 12/30/20
(515} 9 Press F1 for more help. 12;16;20
{919} 12,/15,/20
{919}-555-2000 Yes 12/18/20

3. Access will create a new report based on your object.

4. It's likely that some of your data will be located on the other side of the page break. To fix this, resize your fields. Simply select
a field, then click and drag its edge until the field is the desired size. Repeat with additional fields until all of your fields fit.

7] Orders Query

2
2
Bl
Bl A

Whitman +| (919)-555-5042 True

Bell Xy'n | (919)-555-0758 True 12/g9/2010 || 27615
ya

Wujek ({919)-555-0450 True 12/4/2010 || 27606
]

Zheng {919)-555-2786 True 12/10f2010 || 27603
X

Auden (919)-555-0045 True 12/14/2010 || 27609
m

Altman (919)-555-6688 True 12/15/2010 || 27605

Duvalier Raph | (919)-555-1547 True 12/15/2010 || 27600
aelle
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5. Tosave your report, click the Save command on the Quick Access Toolbar. When prompted, type a name for your report
and then click OK.
Just like tables and queries, reports can be sorted and filtered. Simply right-click the field you wish to sort or filter. Then, select the
desired sorting or filtering option.

Deleting Fields
You might find that your report contains some fields you don't really need to view. For instance, our report contains the Zip Code field,
which isn't really necessary in a list of orders. Fortunately, you can delete fields in reports without affecting the table or query you got
your data from.
To Delete a Field in a Report:

1. Click any cell in the field you would like to delete.

2.  Press the delete key.
When you delete a field, be sure to delete its header as well. Simply select the header and press the delete key.

Printing and Saving Reports in Print Preview

While you can print reports using commands in the Backstage view, you can also use Print Preview. Print Preview shows you how
your report will appear on the printed page. It also allows you to modify the way your report is displayed, print it, and even save it as
a different file type.

To Print a Report:
1. On the Home tab of the Ribbon, click the View command and select Print Preview from the drop-down list. Your report will
be shown as it will appear on the printed page.
2. If necessary, modify the page size, margin width, and page orientation using the related commands on the Ribbon.
3. Click the Print command.
4. The Print dialog box will appear. Set any desired print options, then click OK.

Saving Reports

You can save reports in other formats so that they'll be viewable outside of Access. This is called exporting afile, and it allows you to
view and even modify reports in other formats and programs.

Access offers options to save your report as an Excel file, a Text file, a PDF, an XPS file, an email attachment, a Rich Text file, or
an HTML document. Experiment with the different export options to find the one that best suits your needs.

To Export a Report:

. Onthe Home tab of the Ribbon, click the View command and select Print Preview from the drop-down list.

Locate the Data group on the Ribbon.

Select one of the file type options on the Ribbon, or click More to see options to save your report as a Word or HTML file.
Save your file.

pPODPE

O If you're saving the report as a PDF or XPS file:
1. Select the location where you wish to save the report.

2. Place your cursor in the file name text box and type a name for your report if you wish to name it something other
than the report title.
3. Inthe Save as Type drop-down menu, select either PDF or XPS.
4. Select the file quality by clicking either Standard for reports you plan on printing or Optimized for reports you plan
to share primarily online.
5.  Once you are satisfied with your settings, click Publish to save your report.
O If you're saving the report as any other type of file:

1. Click Browse to specify your file location and name, then click Save.
2. Inthe Export dialog box, click the checkboxes to select desired saving options where applicable,
3. Click OK to export your report.
5. Adialog box will appear to notify you that your file has been successfully saved. Click Close to return to your report.
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Lesson: 8

Designing Your Own Database

Designing Your Own Database

Now that you know how to use and modify existing databases, you might be interested in designing your own. Database design can
be very complicated-- so complicated, in fact, that people take extensive courses just to learn how to plan databases. For that reason,
we haven't focused on creating a database from scratch in this course. However, we can help you get started.

In this lesson, you will learn how to create a database from an existing template. You will also learn about other resources you can

use to learn database design.

Creating a Database from a Template

Before deciding to build your own database, you may want to look at the templates included in Access to see if any of them match
your needs. When you select a template, Access creates a new database based on that template. Once it's created, you can fill the
database with your own information, or modify it to suit your needs.

4. Access will display all of the available templates of that
type. Select a template to see more information about it,
including a visual preview, on the right.

To Create a Database from a Template:
1. Select the File tab. This will take you to Backstage View.

!-u [l e O

Available Templates Services Template

Home Create External Data Databa: " a
&} Home * Small Business
S l Ascending Office.com Templates Search Office.com for templates
] i
} =
Paste te E
Clipboard . Sort & F
| | T =2 :
2.  Onthe sidebar, click New. o rice Pice Compicn S Teimn
3. Template options will appear. Under the Office.com 4
Templates heading, you can see a list of templates | — b :
grouped by type. Select the template type that best fits I i
your needs. ==
Available Templates = = i'l::‘::mm &

Goods Template =
+ {3} Home 1

g g D Em LS i

Blank Blank web Recent Sample My templates
S shSsuaat . SEplien | asnaie : 5. When you have found the template you'd like to use,
Office.com Templates Search Office.com for templates - H . A
click Download. The template will open automatically once
) ] : ! it's finished downloading.
Jilll | g5 Y Y :

Assets Contacts Education Finance Inventory

Hiriatin

S, 4 P
Fod O - ——
: File MName
MNon-Profit Personal Projects Sales &
Marketing Services Template =
H:y

y

Download

Samples Time & Small

Hiling, BmineS | smatt Business ]
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