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person or entity with respect to any liability, loss, or or alleged to be caused directly or indirectly by the
instructions contained in this courseware or by the coj soft and hardware products described therein.

Any other brand name or product mentioned ingthis publi is a trademark or registered trademark of their respective
companies and are used for identification purp

opyright 2002, 2003, 2004 CCI Learning Solutions Inc.
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All rights reserved.

Printed in Canada.

CCI Learning SolutionsInc.
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is courseware require you to use the data files provided for the book.

iles can be downloaded from http://www.ccilearning.com/data. Complete instructions on
ad the files are located on page ix.
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About This Courseware

T e o e N

Approved by Certiport

We are pleased to announce that our courseware has been approved for the IC23 Certification. This book fulfills
the basic requirements for the Living Online 1C3 exam; please refer to the IC® Courseware Mapping at the back
of our book to see where the features are covered. What this means is that after completing the exercises in this
book, the user could be prepared to take the Living Online IC? exam for the Internet and Computing Core
Cetification Program. Passing these exams demonstrates a level of proficiency to employers
The exams are available through participating 1Q test centers.

INTERNET AND

COMPUTING CORE

CERTIFICATION

2005 Standard

IC3 ... WhatlIs It?

IC3, or the Internet and Computing Core Certification program,gi
providing proof to the world that you are;

training and certification program

= Equipped with the needed computer skillsto excel in

= Capable of using a broad range of computer tech
systems, applications and the internet.

®=  Ready for what the work employers, call universities want to throw your way.

®=  Positioned to advance your career through additi omputer certifications such as CompTIA’s A+, and
other desktop application exams.

sic hardware and software, to operating

IC3 ... Why Do You Need
Employers, Colleges and Universiti W, understand that exposure to computers does not equal understanding

computers. So, more than , b puter and Internet skills are being considered prerequisites for
employment and higher gdu

This is Wher¢ IC
IC3provides ifi id for the knowledge and skills required to be a functional user of computer
hardware, rks, and the Internet. It does this through three exams:

= Co i undamentals

Key A S

ing Online

he three 1C3exams, you have initiated yourself into today’s digita world. You have aso given

globally accepted and validated credential that provides the proof employers or higher education
itutfons need.

earn more about IC3, visit www.certiport.com/ic3

Tofind atesting center near you, visit www.certiport.com/iQcenterLocator

CE RTi PORT

About Certiport:

Certiport, Inc. isthe leading provider of global, performance-based certification programs and services designed
to enable individual success and lifetime advancement through certification. For more information about
Certiport’ s offerings, visit www.certiport.com

Note: Certiport is aregistered trademark of Certiport, Inc. in the United States and other countries.
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Courseware Conventions

e e e e e e R R e R B R R e g R e ST R e

The following conventions are used throughout the courseware:

= |talic characters represent terms.

=  Bold characters represent menu options, menu choices or toolbar buttons.
= Theword “type” meansto type: the indicated text

= Thetext setinthis typeface indicates text to be typed, for example the save asfile na
*  Theword “press’ meansto press the specified (Key).

= |ngtructionsfor exercises are in numbered steps.

= Theinstructions throughout this courseware assume that you will be usi

Exercise text meant to be typed is typeset in this font. The P.
used to indicate pressing the key for the end of a p
line.q

ol (1) is

leave a blank

Using the Book

Course Length: This book contains information t
program, with a number of exercises designed so t

has been designed to fit within a 30 to 40 hour gou
N

each lesson as a guide; this will vary dependi
and the number of tools you may have avai
plication module has an accompanying step by
rks. The exercises take users through each step of the
reen captures to show the progress.

objectives in the certification
phasize and reinforce concepts. It
ed timings have been provided with
our class, the experience or skill level,
ic topics.

Step by Step Process: Each concept edin

step exercise to demonstrate how the f
process to accomplish the task, wi

This book provides a variety
method to complete t
you learn each feature,
more productivel
occur, depending

omplete a task. Whenever you see this symbol, it shows another
nal information you need to know about the feature or step. As
ere are hints or tips you can use to accomplish the task faster or
his could be a warning or an extra point about the feature that may
pening on the computer.

Multipl Sets

Our bo
following

vide a variety of exercises to teach a concept. These exercises are set up in the

ise
Hands on, step by step exercises that guide students through procedures and commands.

They are presented immediately following a topic explanation and provide basic
instructions on the most productive method of using a feature.

@ Practice Exercise

Hands on, step by step guided exercises presented after an exercise. These exercises provide
extra practice and reinforcement or may present an alternative method of completing a task.
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Courseware Setup

[y

R e e e e e T R R T e e e B e o e o e s S S e e P

This courseware was developed using specific software and hardware configurations. In order to
complete this courseware, you will require the following minimum reguirements:

Hardware Requirements

= 300 MHz or higher = amonitor compatible with Windows and a
(500 MHz or higher recommended) SV GA graphics display adapt dor

= 64MbRAM or higher higher resolution capable ing
(128 Mb or higher recommended) minimum 256 colors

= 250 Mb or higher free space on the hard drive 101 enhanced keyb
Printer (user m
print docu

= Mouse or other compatible pointing device ightsto

Software Requirements

= Microsoft Office Word 2003, Excel 2003, PowerPoint 26

The objectives outlined in each lesson can be achieved by p
this courseware, and by paying close attention to
guestions if you have problems in working throu

ing the material and exercisesin
or. You should not hesitate to ask

A computer can be made up of a variety of ome of which are either not discussed in
great detail or at all in this courseware. Th he IC® program are designed to provide you
with the basic fundamental knowledge.for w with computers and achieve a digital literacy
competency. For more information ab computers or types of computers not discussed in this

itional resources you can access.

Word, Excel, and PowerPoin powerful programs, with more features than you can
master in a single course., This e presents a tremendous amount of material in a simple,
ead during the course; you should also reread regularly. This
will increase your r ant concepts and skills, and will help you cope with the size and
power of these pr ntinue to learn.

This cour e and requires that you have a good working knowledge of the PC and
Windows, 0 use a mouse and keyboard.

this courseware are based on the default settings established during the
icrosoft Office 2003 program. Y our computer (or the computers in the classroom
figured differently. If so, please check with your instructor (where applicable), or

ay be
e Microsoft Office 2003 User’s Guide to change the setup.
ou are using another version of Word, Excel, or PowerPoint, you will find that all of the concepts are
same; what will change may be some of the steps required to accomplish the feature.
i

s courseware uses double-click to select options. If you prefer the single click feature, you will
need to adjust the appropriate steps accordingly.
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Working With the Data Files

S e s e e

The exercises in this courseware require you to use the data files provided for the book. In order to
maximize the usage of these data files, it is recommended that you reserve a minimum of 50Mb of
space on your hard drive (or network, as applicable).

Follow these steps to download the Student Files from the CCl Web site:

1  Navigateto http://www.ccilearning.com/data

2 Enter 1109 in the Cour seware # box and click the button.

3 Inthe Downloads area click the 1109-1-student-data.exe file and click W again
in the Internet Explorer — Security Warning window, if necessary.

4 Click Open in the File Download dialog box.

5 Inthe Winzip Self-Extractor dialog box use the Browse button@ Windows Desktop
as the location to unzip the file and then click on Unzip.

udent work files, has now been

renamed using your own name
and use the work files as many

6 The IC3 Mod B Files folder, containing the requir
downloaded to your desktop. It is recommended that
before starting the exercisesin this courseware.
timesasyou like.

All student data files have been check iruses at the time of development. The courseware
> developer is not responsible for a irus in n that may occur as a result of the customer or
n

distribution channel manipulation. PI e your anti-virus software is current with the latest virus
pattern to prevent new viruses f i system.

&
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for Digital Literacy

&

Unit 1: Common Elefmen

This unit includes the knowledge and skills required to perform
functions common to all Microsoft Windows applications with an
emphasis on the common functionality between the Microsoft
Office applications, Microsoft Office Word 2003, Excel 2003, and
PowerPoint 2003. Elements include the ability to start and exit
either the Word, Excel, or PowerPoint application, modify the
display of toolbars and other on-screen elements, use online
help, and perform file management, editing, formatting and
printing functions common to Word, Excel, PowerPoint and most
Windows applications.

Lesson Topic
1 Getting Started with Programs

KEY APPLICATIONS 1109-1



2 COMMON ELEMENTS

Lesson 1: Get

[rEaes s e s mme i

Objectives Suggested Timing: 1 Hour
In this lesson you will look at some of the common elements shared between Microsoft Windows

applications, with specific emphasis on Word, Excel, and PowerPoint similarities. On successful
completion, you will be familiar with the following:

= How to start an application program = Using thetoolbars
= Recognizing screen elements = How to obtain online help
= Using the menus = Recognizing some com oblems

Sharing Common Elements

As technology advances, the need for consistency between progr
assisting users in learning the features in new operating systems
developer of Windows, Microsoft has helped ensure these ents
installed on a Windows system.

ore prevalent for
p applications. As the
ommon to all programs

In addition, you will find that the concepts remain t

Word versus WordPerfect); it is primarily where th
N

that varies. For example, changing marginsis
ite programs used in the marketplace and as such, this

however, you change the margins in the
margins in WordPerfect using the Margins

tasks required in an office environment using three
Point.

pes of application programs (i.e.,
an be found to activate that feature
regardless of which program you use;
mmand in Word whereas you change the

Microsoft Office is one of the most po
book demonstrates how to accom
programs in this suite: Word,

Screens for the application pro in this Module were captured in the Windows XP operating

environment, using, the a ouble-click options. If you are using another version of Windows, the
> screen display o ry slightly but the application programs and the noted commands or
. If you have the single click option activated, you will need to adjust for
uble-click instruction is noted.

cel/PowerPoint

the program was installed on your system, starting a program can be accomplished
e of the following methods:

ick*on the Start button, then All Programs. Click on Microsoft | &) Microsoft office Tacls

ice in the menu, and then click on Microsoft Office Word | (5] wicrosoft office Access 2003
2003, Microsoft Office Excel 2003 or Microsoft Office ]
Power Point 2003 from the submenu. The number of programs
available in this menu will depend on which edition of Microsoft
Office isinstalled on your system. This book was developed with i

the Professional Edition of Microsoft Office 2003, [B Hicrosoft Office Cutiook 2003
L[:j Microsoft: Office PowerPoint 2003

Microsoft OFfice Excel 2003
7] microsoft Office InfoPath 2003
Microsaft OFfice Onekoke 2003

Lﬁj Microsaft OFfice Publisher 2003
[#] Microsoft Office Ward 2003

= If you have a shortcut icon on the desktop for either of these a7 -
programs, double-click on the appropriate icon to start the program. EF"‘ |r;|‘E u@

Word Excel PowerPoint

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



COMMON ELEMENTS 3

> If you are have the Active Web Desktop applied (the names of the icons are underlined), you only need to
click once on the icon to start the program.

= Aswith the shortcut icons on the desktop, you can also access the fol - ] BE G
program if there are icons for the programs on the Quick Launch
toolbar (if active).

||._.._!_|| Exercise

1 Click on the Start button and then All Programs.

2 Scroll down the submenu and click on Microsoft Office Excel 2003.
Microsoft Office Excel should start and appear on your screen within
3 Click onthe Start button and then Programs.

4 Scroll down the submenu and click on Micr osoft Office Word

program now appears as a button on th
7 Switch to Microsoft Office Excel
8  Switch to Microsoft Office Wi
9  Switch to Microsoft Offic

E When you are finis rogram, remember to always exit the program before you turn off
112 your computer. ent any possible corruption of the program files, as well as free up
memory on 5 another program. Use one of the following methods to exit the program:

ave any files currently open on the screen, Word/Excel/PowerPoint will ask for confirmation
hether to save or abandon any changes made. This gives you a last chance to save the files before
iting the program.

© CCI LEARNING SOLUTIONS INC. KEY APPLICATIONS 1109-1



4 COMMON ELEMENTS

|!!| Exercise

1 Select File, then Exit.

Notice how Microsoft PowerPoint has now closed. Y ou can verify this by the fact that the taskbar
only shows a button for Microsoft Excel and for Microsoft Word.

2 Click the | button at the far right side of the top line for each of the remaining programs.

Notice how both programs have also closed and you are back at the desktop.

Looking at the Screen

E Many application programs share the same elements, regardless of wheth

product or created by another software vendor. This is the standard
reduce the amount of time required to learn each application. T
commonality between the three Microsoft Office products discussed i
focusing on similar components found within an application progr
always shown here. However, the taskbar (by default) will app
the status bar of any application that is maximized. The te
and/or files currently open.

1.2.1

. For the purpose of
bar or desktop is not
at the bottom of the screen below
show the number of programs

I} ord Processing Basics. doc - Microsoft Word

i Fle Edt Yiew Insert Formak  Tools Table  Window  Help Type a question far help [+ X

dﬁﬂ&ﬁla&l‘?ﬁ\&-Jﬁ%yl-‘?vt‘*-lﬁdﬁfaﬁ R RS
44 Title - Arial === 1= = it

WORD PROCESSING

One of the great advantages of word processors is that you can type continuously
until you reach the end of a paragraph Only then should you press the Enter key

As you type, any words that pass beyond the right margn automatically wrap to
the next line. Should you change margin widths, or insert and delete text, the test
will automatically wrap itself to the next line as it passes the right margin

If wou end lines by pressing Enter, the computer assumes you are marking the end
of a paragraph. When you modify marging or insert and delete test, the line ending
with an Enter key will not wrap to the nest line,

By pressing the Enter key, you place a code or marker called a “hard™ paragraph
break within the text. “Soft” paragraph breaks occour when you allow the text to
wrap onto the next ling; this iz done simply by continuing to typel

=B . EB L 1

iprawr g |auostapes N\ W (O A Al Gl @ - Z-A-==2 @ i!
— =

Page 1 sec 1 11 a1 In1  colt SECOTRE EdT own Engish(Us  GE

ceEEBEES

If the window is restored to a smaller size on the desktop, you may see different elements of the
desktop for selection. Alternatively, you can also select the L8 (Show Desktop) button from the
Quick Launch toolbar to quickly move to the desktop for action.

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



COMMON ELEMENTS

| i) Ele Ede Slids Show  Window

RN NN ERRE NN A W W A RN TR W= R NN

View Insert Formak  Tooks Help

b4 it Wl 3
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WORD PROCESSING

One of the great advantages ofword processors is that you can type continuously
until you reach the end of a paragraph Only then should you press the Enter key.

A you type, any words that pass beyond the right margin automatically wrap to
the et line, Showld you change rargin widths, or insert and delete text, the text
will autornatically wrap itzelf to the nest line as it passes the right margin

If you end lines by pressing Enter, the computer assumes you are marking the end
of a paragraph. When vou modify margins or insert and delete text, the line ending

zaal

L@|Ag_toshapes'\ NOOM 4l 38l E 5 A

i Drat ~

=;-;-Avl

Page 1 Sec 1 11 a1 ln1 ¢oll REC [TRE| [E<T | [OWR| [Englsh (0.5 | | G

Microsoft Office Word 2003

When Word is started, a new document is ical

SCreen are:
Control Title Menu
Icon Bar Bar

0§ Document - Microsoft Word
! Fle Edit

RN

Table

Wiew Imsert Format  Toaols

> Times Mew Roman «~ 12 - | B ”:“

started for you. Some elements of the Word

Close
Ask a
Question

Maximize
Minimize

Type a question For help

ARSI F9]

El .

Rulers

<
<

Scroll
Bars

\4

Previous
Select Browse Object
Next

< I
Li | Autoshapes= N\ N 1O 4l 258 G & | & - 5 - A -

A |

|
# | & Getting Started

Mo o

Ol e .
L1 Office Online

*  Conneck ko Microsoft Cffice
Cnline

Get the |akest news about
using Word

Autamatically update this list
from the web

More. ..
Search Faor:
|
Example: "Print more than one

T

Open
(5 Open...

] Create a new document. ..
z

sa@
-—

Sec 1 11 a1 ln1 ol

REC | [TRE| [EXT | |O¥R English (U.5

Buttons Status Bar Task Ilane
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Microsoft Office Excel 2003 and Microsoft Office PowerPoint 2003
When you first start Excel and PowerPoint you will see screens similar to the following:

Close
Control Title Menu Ask a Maximize
Icon Bar Bar Toolbars Question Minimize

B4 Microsoft Excel - Book1

@J File Edit Wew Insert Format Tools Data  Window  Help Type aquestion forhelp [+ o @ X
NEHRIGRE|9-E -4 2@ Eiw <|B|E=S=H% 1 B (E|A- 8
Al - A
A B MTc [ b [ E | F [ G |Z : Getting Started ~ x
; GRS
R Cla e :
Select | Reference Formula Bar 2.0Office Online
All Area . .
Active Cell  Insert Function * Connect fo Micrasoft Office
g * Gef the latest news about using
ER Excel
—— *  Automatically update this lisk
10 From the web
l Mare...
12
13 Search For:
[14] |
15| Example: "Print more than one copy”
15
17 Open I
18
19 (5 Open...
% 7 ] Create a new warkbaok, ..
i 4,» w[\Sheetl /Sheet2 / Sheetd / | ¢ >
Read
L I 1
ee avigation eet labs as ane
Sheet N t Sheet Tab Task P
Close
Control Title Ask a Maximize
Icon Bar Ibars Question Minimize

Slide show  Windgw  Help Type a question for help = X

] Eile

Edit  Wiew Insert Format  Tools

Y 3 L s 9 - 45 v!inrial - 15 | B 7 U|[E] newside
=)0 @ Outline/Slides Tab 1+ 1+ 0 e @i @i g g v x
1 ®|D|a

E?i.aﬁ"'fce Online

Slide Placeholders

*  Connect to Microsoft Office
Online

*  Gef the latest news sbout

: Y using PowerPoint
: . . * futomatically update this
: Click to add title st from the web

Mare. ..

Search for:

: Click to add subtitle ]

Example: "Print more than one
copy”

Open
[3 Qpen...

] Create anew
presentation, ..

Click to add note:
et adnates <«—— Notes Pane

EERE
ED[‘ '|Agt05hapes' NNOOME A EE 3 g-A-==2 @ Ii!
Slide 1 of 1 Default Design f English {L1.5.}
View Buttons Toolbar Status Bar Task Pane
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Descriptions of the most common elements found in these screens are described in the following:

Control Icon

Title Bar

Menu Bar

Ask a Question

Minimize,
M aximize/Restor e,
Close

Toolbar

Scroll Bars

Status Bar

Task P

Located on the far left side of the title bar, this alows you to perform
important functions such as sizing, moving, and closing application windows.

Located at the top of a window, the title bar displays the name of the selected
application (i.e., Microsoft Word, Microsoft Excel). If the document window is
maximized, the title bar would include the name of the file (i.e., Documentl,
Bookl).

Located below the title bar, this contains the document proc mands
(e.g., File, Edit, View, Insert, Format, etc.). Each the m items
displayed contains a different set of commands.

Located at the far right side of the menu bar, this fi
help at any time by typing in the question. This, i
Assistant who used to appear automatically.
you need to activate the Show Office Assistan

to request
es the Office
Office Assistant,
d in the Help menu.

, these buttons let you
minimize (Bb the application wind autton on the taskbar, maximize
( the program to full size, reg window down to its original size,
or close () the application otice that the button to close the
document ([x]) is dif

CIC
ferent .m than when closing the application.
acc o frequently used commands, menus, and
o) t toolbar layouts are available and are easily

customize and save your own toolbars.

Toolbars provides

macros. A variet

turned on and of an
0

The vertic located at the right edge of the screen and the
horizont ro ocated at the bottom of the screen, above the status bar.
You.can u Il bars for viewing different portions of the document.

bottom of the screen, below the horizontal scroll bar. The status
messages and system information, shows the position of the
oint within the document, and identifies the modes currently being

OC

u

cated at the far right of the screen, the task pane will change depending on
the command activated. The task pane is designed to help you navigate or
choose items quickly by having the items displayed here for easy access.

ing elements are specific to Microsoft Word only:

Qvious, Next

Select Browse
Object

View Buttons

© CCI LEARNING SOLUTIONS INC.

Rulers are located at the top and left sides of the document. The ruler allows
you to make quick changes to tabs, indents, and margins.

These two buttons are located in the lower right hand corner of the screen,
where the horizontal and vertical scroll bars meet. The Previous, and Next
buttons are used to move to the previous or next item as defined by the Select
Browse Object button.

This button allows you to choose what the Previous and Next buttons will
find. For example, you may browse by Page, Table, Headings, Edits, etc.

Located on the far left side of the horizontal scroll bar, these buttons allow you
to change quickly between four alternate views of the document on the screen.
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The following items are specific to Microsoft Excel only:

Reference Area Located on the left below the toolbar, this displays the cell address of the
active cell. For example, if the Reference Area displays A21, this indicates the
active cell is cell A21. In the example displayed, cell Al is selected and that
cell addressis displayed in the Reference Area, also called the Name Box.

Select All Button The button to the left of the column headings and above the row headings.
Clicking this button will select the whole worksheet.

Active Cdll The cell in which you are entering information, or the curr n of the

cell marker.
Insert Click on this tool to open a dialog box that can help insert a
Function built-in function.
Formula Bar Located to the right of the Reference Ar a bar displays the
formulain the active cell. Under certain circu he'Formula bar can be

used to make entries into the worksheet.
Column Headings  Sequential lettersto track columns.
Row Headings Sequential numbers to track ro

document window. Use these buttons

Sheet Navigation Located at the bottom left gor
Buttons to move the worksheet . Buttons with a single triangle move
the view one sheet f cli uttons with vertical lines before or after the
u
th

triangles will move e first or last worksheet in the workbook. Note
that this does n eet you are viewing, only the tabs displayed at
the bottom e

The following are specific to SO Point only:
Outline/SlidesTab L at of the screen, use these tabs to move between working with
ti line tab, or to see a miniature of the slide contents in the Slides
!? boxes assist in helping you enter specific types of objects onto the
ides. Depending on the type of dlide you select, PowerPoint will display the
propriate help text for the placeholder.

No P& Enter speaker notes, reminders, or comments in this area of the slide. You can
then choose to print these as handouts for the audience, display them during

Slide Placeholder

the presentation, or use as a guide as you work on the presentation.

ious screens display various commonly used parts of the Word, Excel, or PowerPoint screens.
ou can customize the appearance of your screen, not all parts shown always appear.

Identifying any buttons on the screen is easy with ScreenTips. Simply move the mouse cursor onto the
object and wait a second. A tip will pop up telling you the name of the button.

|!!| Exercise

1 Click on the Start button, then All Programs, Microsoft Office, Microsoft Office Word 2003.

2  Take afew moments to identify the screen elements discussed in the previous pages within your
screen display.
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COMMON ELEMENTS 9

3 Move your mouse overtop of any of the buttons in the toolbar to see what appears. Try this with
the buttons on the | eft side of the horizontal scroll bar.

Click on the Start button, then All Programs, Microsoft Office, Microsoft Office Excel 2003.
Repeat steps 2 and 3 with Excel to become comfortable with the screen elements here.
Click the [ button to exit Microsoft Excel.

N oo o B

Click on the Start button, then All Programs, Microsoft Office, Microsoft Office Power Point

2003.

(0]

Repeat steps 2 and 3 with PowerPoint to become comfortable with the screen glements
9  Click the || button to exit Microsoft PowerPoint.

Using the Menus

E The menus not only display the menu choice, but Wi
additionally provide an icon, for reference, and a | gdt = dormal

121 keyboard shortcut beside many of the menu |« undoclesr  cCtrl+z 56 Web Layout
commands. Task Pane  Chrl+F1
A new feature is the short menus. When this feature {8 office Cliboard... Ruler
isturned on, only the most commonly-used, as [ Paste Chrl+y ]| Header and Footer
as the most recently-used, menus appear. | 4 End... CHrlLF P
to see the full menu, click on the ¥ (Mo x 3

I tems) button located at the bottom of enu.

Using the Toolbars

by using the mouse. These buttons provide shortcuts for
e the mouse cursor over an icon in a toolbar, its appearance
p appears to identify the title of the button.

Toolbars contain buttons that yo
E accessing many features. yo
1.2.2 changesinto a butto

er several toolbars plus the ability to customize and create your own.

Word, Excel and
TheView, T bmenu allows you to toggle all toolbars on and off. Alternatively, you can also
right-clic a o display thelist of toolbars to turn on or off.
of
the

To choo! e buttons on atoolbar, click on it with the left mouse button.

f ons, such as those in the Formatting toolbar, are toggle buttons. Clicking once on the
ill turn the feature on, and the button will appear lighter in color. Clicking on the same button
iIturn the feature off, and the color will return to normal.

y of the menu items appear as buttons on the toolbars to enable you to use the application more
ckly and efficiently.

The Standard and Formatting toolbars may be displayed on the same line, as shown in the following.
In most cases, thisis the default display for the toolbars when you access Word/Excel/PowerPoint.

S H RSV E s 9= G 00w o M Headings - verdana - 15 -|[Blu [E]= == 0 A - B

Whenever toolbars share the same line, the toolbars will display a g (Toolbar Options) button that
provides access to additional buttons as well as the ability to choose which buttons remain visible.

There are two types of toolbars: docked and floating. Docked toolbars can be positioned around the
four edges of the program window. Floating toolbars have a title bar and can be positioned anywhere
on the document window.
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Use the move handles (}) to either adjust the length of either toolbar, or to move the toolbar to a new
location anywhere on the screen. A four-headed (4%») arrow will appear when you place the mouse
cursor over top the handle. When this symbol appears, you can then drag the toolbar anywhere on the
screen. If you drag it into the document window area, it will become a floating toolbar.

Docked Toolbars
HRN=A" RERE = NN A -0 TN - A RN RN ey EEEEI@ o 100% .@|,uaead!

i
il
il
-
11
4
-
l
111
Id)
(]
¥
m

Engody - TmesHewPRoman -~ 11 -~ | B 1 U | =i :_|,agyvAv
Floating Toolbars

DEHAOEAIVEI S B S9-- 18 10 FEBD)|E 1 0 -[@ )] Heead

x
A4 |Body - | TimesMewRoman =11 -| B 1 U
====|l=- iz EE|H-W- A

||_!_!_|| Exercise

For the purpose of demonstration, we will be ord to show how to activate some of the
> me for Excel and PowerPoint; if a variation is

e feature in Excel or PowerPoint.

common elements. In most cases the proc
found, then steps will be provided to de

1 Makesure Microsoft Word is acti . Select View, and then Toolbars.

2 Click on Standard to turn of o]
=] Mormal
The toolbar no longer stanthe top of the | yupiaou
screen. Task Pane  Chrl+F1
3 Select View, an Toolbars 4 | Standard
. ) Ruler Farmatting
4  Click on Forfnat off thistoolbar. o [r—— ATt
The t lo appears at the top of the Zoom. . Control Toalbox
ser % Database
Drawing
5 Rep and 2 to turn on the Standard toolbar. o]
eat s 3 and 4 to turn on the Formatting IFEAIE
Frames
Mail Merge
eat the above procedures to turn on and off the Outliing
Drawing toolbar. T
Repeat the above procedures to turn on and off the REsIn
Forms tOOI bar Tables and Borders
Wisiual Basic
9  Select Toals, then Customize. Web
10 I necessary, select the Options tab. web Tools
Word Count
Worddrt
Cusktamize, ..
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Customize

Toolbars | Commands | Options

Personalized Menus and Toolbars

Cishiow standard and Formatting toalbars on bwo rows:

[] Always shav Full menus
Shiow Full menus after a short delay

[ Reset menu and boolbar usage data

Other
D Large icans
Lisk font names in their Fonk
Shows ScreenTips on toolbars
[ shows shorkcut kevs in ScreenTips

Menu animations: | (3wstem default)  w

[Eeybnard... ] I Close l

11 If necessary, turn on the Show Standard and For matti ar s on two rows option and then

click on Close.

Notice how both toolbars now appear on two lin

12 Click onthe button on the Standard to
Notice that there is now a paragraph th . These will appear every time you press
the key.

13 Click on the button on the

Notice that the paragraph
button.

an again.
k ol appears on the screen. This is an example of a toggle

Practice Exe
Se prov practice with toolbars and menu options.
e andle on the Formatting toolbar where your mouse changes to a four headed

@I Document? - Microsoft Word

This exerci
1 Poi

i Fle Edit Wew Insert  Format  Tools

A=A RERE = NEN A s

1%;‘1_4 Mormal = Times Mew Roman - 1

[ ——

2  Click and drag your mouse downward into the document area.

A title bar appears and the Formatting toolbar changes to a floating toolbar, similar to the one
shown below.

A4 | Mormal ~|TimesMew Roman « (12 «|| B F O |
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3 Resize the toolbar by positioning the mouse cursor over one of
the edges of the toolbar until a double headed (+—+) arrow
appears. Drag the edge of the toolbar until it appears similar to -
the one shown here: B I U|E=E==!=-
. . . . ;EEE§'§§'§|.6I_J,,>*.A.
You can resize a floating toolbar to be a variety of widths and
the length will adjust accordingly.
Y ou will now dock the Formatting toolbar.
4 Point to thetitle bar of the Formatting toolbar and double-click.
Note that the toolbar returns to the previous position below the Standard too
5 Drag the Move Handle on the Formatting toolbar upward to share the e Standard
toolbar.
When you move a docked toolbar to the same line as another to toolbars will adjust
to share the same row, similar to the ones shown below:
y N\
IS E 2RSSR E LS9 =S 00w o @M Headng3 5 verdans -6 o BluElE=E B A B
6 Drag the Move Handle of the Formatting tool
shown below:
NEEHRAS PRV E 8BS o8 O RED ST 0 @ Hred
i A4 Body ~ TimesMewRoman - 11 = | B 1 U |E = Eii'HE ZEIE |- A 'H
7 Select Tools, Customize and then W.
8  Turnon the Show ScreenTip t d Show shortcut keysin ScreenTips options.
9 Click Close.
10 Point to the [Id] butt the and note that (Ctr)+(S ) appears after the word Save.
11 Select Tools.
12 Select Customize, the Optionstab.
13 tcut keysin ScreenTips.

tasks or features for that program. In large companies, a Help Desk system is generally available for
this as well. However, if you don’t have access to a Help Desk or a technical support person, there are

other resources available to provide help, including:

User's Guide included with the software. This manual generally provides the same type of
information as can be found in the Help feature of the program.

Books devel oped by third-party vendors. There are a variety of books that can be purchased, either
from a courseware publisher or a retail store. The type of books can vary from instructor-led
(generally features are illustrated with step by step exercises) to reference books (mainly theory
with some exercises provided).
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Technical support options with Microsoft. This can be based on a service contract, pay-per-service
call, or viatheir web site. Microsoft has an extensive database system for technical support for all
of their programs, as well as an online contact link where you can submit questions or requests for

1.1.4

© CCI LEARNING SOLUTIONS INC.

suggestions of new or improved features on the software.

Which method you use to access help will depend on the type of
help you need or what may be set up for your company.
Certainly having access to an in-house technical support person

@ Microsoft Office Word ... E@@
0+ = &

is the easiest and in most cases the preferred method as this
person can actually see what is on your screen and help you
compl ete the task.

Microsoft Product Support
services

Support Info Online

If thisisn’t available to you the next method may be to find help
yourself online whether using the Help feature in the program,
the Microsoft web site, or using resource books. This method can
oftentimes be faster than waiting for a response from a busy
Help Desk or the Microsoft Support telephone option. At the
same time you enhance your research skills by targeting
specific help you want or need.

For all of our support offerings, wisit
http:/fsupport, microsoft, com, In Canada,
wisit Microsoft Canada Online.

TTY Users

Microsaft text telephone (TTYTDD)
services are available at (425 635-4945
in Washington state or (800) 892-5234 in
the 11,3, Call {905) 565-9841 in Canada,

Worldwide
The Microsoft telephone support options are always ¢
you. Having a person to speak to about a proble
identify a solution for you as well as helping Mi
their database. The major downside to thi
factor whether paying long distance charges

The numbers for Microsoft Tech %an be obtained
by selecting Help, About M e Word and then

service.
clicking on the Technical Suppo .

Support outside the U5, and Canada maw
vary, For regional contack details, wisit
http:/fsupport, microsoft, comyinternational.a
If there is no Microsoft subsidiary office in
wour counkry or region, please contack the
establishrment Fram which vou obkained

wour Microsoft produck,

Conditions

Microsoft's support services are subject ko
then-current prices, kerms, and
conditions, which are subject to change
without notice.

£ *

Accessing H

Word, Excel erPoint provide you with a number of methods to access help, depending on how

much detai r the help topic. Some of these methods include:

= Sele elp menu to display different help options. Help
(7 icrosoft Cffice word Hel
ick on{@|](Help) or press(F1) to go directly into the Help mode. =

Shows the Office Assistant

guestion, word or phrasein the Ask a Question field. Microsaft Office Online
t Help, Show the Office Assistant to display the Office Lontact s

ssistant wordPerfect Help. ..

. . . . . heck d
Select Microsoft Office Online to go to Microsoft’s web site (you check for tpsates

will need to have an Internet connection for this option).

Detect and Repair...

Activate Product, .,

Once Help has been activated, you can go onto the web to search for Customer Feedhack Optians. ..

specific help. This will take you to the Office web site, and from there, abaut Microsaft Office Word

you can aso go to other Microsoft web sites for more help.
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Using the Help Menu

The Help menu provides the most general mode for accessing help options. It also provides you with
the opportunity to activate different types of help (i.e., learn how to accomplish the same task for those
people who previously used WordPerfect or Lotus, fix a problem in the Office program, etc.).

1.1.4

L!!| Exercise

1 Select Help.
2 Click on Microsoft Office Online.

N Microsoft Office Online Home Page - Microsoft Internet Explorer provided by @Home

BEE

File  Edit Miew Faworites Tools  Help frr
< - [F B dn P seach Tt Favorites @ Meda & (0- 5 B [ 2 g 3
: Address |@ http:foffice. microsoft.comfhome default, aspxCTT=620rigin=EC010227221033 v Ed s Links >*
United States
OCin Misrasafr B
L Office Online
—
. - =
Home Help
Assistance Adda Slgnature to e'znalls Today on Office Online Office Update
Training Creake an . .
customize 4 Market wour business on a shoestring o Check for Updates
Templates signiature using Template: Business e-mail newsletter L
Clip Art and Media lefderlent fonts Training: Start designing your own Clip of the Day
Eielasis and tips. professional publications

Bl et e Take a walk through wWord mail merge

Product Information

Get to know

E Trythe newest Office
=4 Pprograms

Get the Small Business Kit

;.::‘

Microsoft Office PowerPoint i
when you try Office 2003, Office 2003 Editions
Acess Create a photo album, . ]
publish it, show it on twe HR pros: Save time » Qpder a trial D

Excel menitars, and mare. Use these solutions ko finish * Reasons ko upgrade
FrontPage Publish a phata album o the Web tasks in less time. » about Office 2003 Editions
InfoPath i imaki i ]

. o Shiow SthT animations during a Web _ Are you a whiz with * How ko buy
Live Communications presentation | MR ooblisher 20037
Server i i el | ) ick li
e et wrike an your slides i | Take this Fun quiz ta test Quick |II'I|.(S

e [ == Turn on dual monitor suppart - wour skills, * See Office demas
Oneflote

» Protect your PC

@ B nternet

Q

|14

e cont of this web site will vary, depending on when you access it. In most cases, the left banner
remain similar to what is shown here. You may need to adjust the commands as provided in the
g steps to match the updated web site.

ck on the Check for Updates link in the banner on the right side of the web site.

Notice that Microsoft then displays a list of options for possible updates to the version of Office
(or a specific product in the Office suite).

In the Sear ch field, type: wizards and then press (_Enter ).

Notice how Microsoft now displays a new page with results on your search criteria. Y ou can then
scroll through the list to find help on the topic, as required.

5  Click the[J button to exit the web browser.
6  Select Help, Microsoft Office Word Help.

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



COMMON ELEMENTS 1 5

Word Help v X

& | 3| A
Assistance _

Search for:
|

3 Table of Contents

Cla e .
L 1.Office Online

» Conneck to Microsoft OFfice Online

* izet the latest news abouk using
Word

*  Automatically update this lisk from
the web

More. .,

@ Assistance

&2 Training
Qﬁ Communities
99 bownloads

See also -

» What's Mew

*  Conkack s

*  Accessibility Help

* Online Conkent Settings. ..

7
The Word Help task pane opens.
Click onthe What’s New li

7

@ Microsoft Office Word ... |
M = &

Gn Microsoft Office ?

_a.Word 2003

What's new

*' Support For %ML documents

* Improved readabiliey

*' Suppotk For ink devices

* Improved docurment protection

*' Compare documents side by side

* Document Workspaces

*' Information Rights Management

* Improved international Features

* More new features

£

Notice the arrows next to the links set up for specific topics.
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8 Click onthe Improved readability link.

@ Microsoft Office Word ... g@g|

[« = &
‘-—:T-ﬂ A
O o
1. Word 2003

Improved readability

what's new home

Microsaft Cffice Word 2003 makes it
easier than ever to read documents on
wour computer, Word now opkimizes its
display For your screen size and
resolution. Also, a new reading layvout
view improves the reading experience.

Reading lavout wiew:

» Hides unnecessary toolbars,

» Displays the Document Map ar the
new thumbnail pane, so you can
quickly jump to sections of the
document.
» Automatically scales the contents of a
docurent to pages that fik
comfortably on your screen and that
are easy to browse,

» Allows you to highlight portions of the

document and add comments or make

changes, -

V "

dow.

ield

9 Read the information and then c
window.

10 Click the|cd buttonto clo

at’s new home link to return to the previous

Using the Ask a Que

E The Office Assistant i us to use when first working with Word, Excel and PowerPoint. As
114 you become mor m e with the Assistant, you may not want to display it and access help
quickly, on . The Ask a Question field always appears on the right side of the menu
bar, givi ess. Y ou can pose a question as with the Office Assistant, or just type the text

. Word, Excel and PowerPoint will return with a list of possible help options for

Start Word, if not already open on the screen.

In the [Tvpe @ queston for ielp || (Ask a Question) field, type: how do I center text and then press

)

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



COMMON ELEMENTS

Search Results v

30 results From Office Qnline Dﬁ

) Center text

i) Change the vertical alignment
of ek

g Yary alignment within a single
line of text

W] Table Tents

i) Change the position of text in
a kable

Search

Microsoft OFfice Online

W

how do I cenker kext

1) Can't find it?

it Indicates you can go the Offic

Cia . .
# Indicates you can click on
more items similar to

3 Scroll through't
4 Scroll down

M icrosi@

! Search Results

ist to
h
S.

v X

W
b
=

30 results from Office Online 2

(@) Formak et by using speech
recognition

g Create newsletter-style columns
Il Add Help ket ko a Form

Other places to look

Clip Art and Media

Get answers from other users
Research

Knowledge Base Search

Search

Microsoft Office Online

i doi center bext

(@) Can't find it?
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Word now displays a new task pane called Search Results at the
right side of the screen with any results it found from what was
entered in the Ask a Question field.

Below the task pane title are three buttons which can be used to
navigate between task panes used:

= The (Back) button will move you back to the last task pane
used

= The|ad| (Forward) button will move you for
task pane used.

= The[f] (Home) button will move y G
task pane (first onein the list).

the next

ing Started

t of each result
search criteria

There will be different icons that
title. The number and variety will

W |ndicates this is a hel
on how to activate t

'Eﬂ Indicates there.
create or appl iC

iﬁl Indicat icle for more information on this topic

or f !

g?J dicat e is an online training module to show you more
iorvon thistopic or feature.

k

title to go to the Microsoft Design Gallery web site to find

hin Word that can be used to

eb site for further information.

e different types of resultsit found.

the Search Results task pane to show the additional help options that

If the query entered in the Ask a Question field did not produce
any results or not the results you wanted, you can navigate to the
Other placesto look areain the Search Results task pane and use
these links to search for more information on the search criteria.
These links can be found on the Microsoft web site and will offer
further choices for specific types of information or help from
other users or Microsoft. Y ou will require access to the Internet in
order to go to these web sites.

If you need to change the search query text, notice there is a field
at the bottom of the task pane where you can enter text and then
either click on the [£J (Start sear ching) button or press(Enter ) to
begin the new search help.
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5 Scroll back up the list of results in the Search
Results task pane and then click on the Center text
option.

+-4 Microsoft Word Help

Me =5
Center text

=63

The buttons bel ow the title bar for this window can
be used to navigate between different help options
or screens.

P Show all
1. Select the text vou want bo center,

2. ©Onthe Formatting toolbar, click Center

Auto Tile Forward

|
e =5
T

Back Print

P See Also

W as this information helpful?

Within the Help window you will also see text that Yes o
is shown in another color or underlined. These are
links that will display more information or jump to
another page for further information.
= When you click on the Show All link, you are
Zonkact Lis

asking Word to display any links in thi
window.

Privacy Statement

= When you click on the See Also link,
When you click on these links, yi
based on the link text.

Click on the Show All link at the to

:3 Microsoft Word Help E|E|Pz|
M =2 &

Center text ~

other search topics related to this topic.
o0 another window with further information

6 window.

+ Hide 4l
1. Select the text you want ko center,

Z. ©Onthe Formatting toolbar (toolbar: &
bar with buttons and options that vou use
to carry out commands. To display a
toolbar, click Customize on the Toals
menu, and then click the Toolbars kab.),

click Center )

P See also

W as this information helpful?
Yes | Mo |

7 Click on the See Also link and then click on the Align text left or right link.
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COMMON ELEMENTS 19

:4 Microsoft Word Help E@E|

0= &
Align text left or right ”
B Show Al
1. Select the text vou want to align,
2. On the Formatting toolbar, click Align

Left or Align Right .

P See Also

Was this information helpful?
Yes | Mo |
v °

8 Clickon the (Back) button in the Help toolbar.
9 Clickonthe button in the Microsoft Word Help wi

Using the Office Assistant
The Office Assistant does not automatically u access the Help mode and is only
-

activated when you select Help, Show the n

A
The Office Assistant that appears wilk:.be the“Clippit character unless you had a T{
previous version of office installed an AsSistant selected. This character can t; =

be customized or other characte% m Microsoft’' s web site.
|.!!| Exercise
@) ssistant.
d now appear on your screen.
r anywhere in the Office Assistant and then drag it to a new location on the

istant should move to the new location. This can be useful if the Office Assistant
ront of adialog box or item on your screen that you would like to view.

1 Select Help, Sh

The Office Assi
2  Positi
scr
The
earsi

n the Office Assistant to display the Help search field.

What would you like to do?

Cptions Search

4 Type: how do I bold text in the field and then press (_Enter ).
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Search Results v

®| DA

30 resulks From OFfice Online 9}‘,

@ Apply bold Farmatting A

IQJ Faormat text by using
speech recognition

@ Remove alarge dropped
initial capital letter

@) Troubleshoot automatic
Formatting

|MicrosnFt Office Online ~ |
|h|:|w do I bold text? |

@ Can'tfind it?

Click on the | %[ button on the Search Results
Right-click on the Assistant.

Office Assistant

Gallery | Qptions

b
Search -

‘fou can scroll through the different assistants by using the <Back and Mext = buttons,
Wwhen vou are finished selecting vour assistant, click the OK buttan,

Hey, there, Want quick answers to your
questions about Office? Just click me.

Mame: Clippit

Though nothing more than a thin metal wire, Clippit will
help find what vou need and keep it all together,

’ Ok ] ’ Cancel

Click on Next to see each of the characters.

COMMON ELEMENTS

You may not be able to actually select one of these characters in place of Clippit, depending on how Office
2003 was installed on your system.
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Working with Files

hC

1.2.10

9 Click Cancel to leave this option.
10 Right-click on the Assistant and then click on Animate.

The animations will vary each time you activate a feature or be random if you choose to animate
the character independent of anything in your document.

11 Right-click on the Assistant and then click on Hide.

As you begin working with Word, Excel and PowerPoint, you will want to set up a syst anage
your files. For example, you may decide on a strategy of saving al your new fil h your
name, regardless of the size, length, or type of file. Alternatively, you ma different
foldersfor the different kinds of files you handle, e.g., letters, budgets, pro

Regardless of the file system you choose, handling your filesis arel
following:

process, given the

= Files can be saved in a variety of formats, as needed. ti the Save option, you can

Onci ac
change the file type to the best format for another prog Text, WordPerfect, Lotus, etc.
= Files can be saved in any location on your col ork, and if the location or folder
doesn’t exist at the time you activate the d, "you can create it from within the
application.

= Once saved, files can be opened from ion

= Both the Save and Open dialog b
folder, or to alist showing rec

our computer or network.

rovi u with a location bar to either go quickly to a

les.

= You can open as many fil
Each open file can then be
menul.

; there are no limitations other than memory capability.
rom the taskbar (if the option is activated) or the Window

= Flescanbevi agnifications or in different modes, depending on what you want

toseeinthef

erPoint have a variety of pre-designed files or templates that can be

matting tools are similar between the applications, thereby reducing the time to
the tools may be. You can use the same keys to edit text (i.e., or
), d the most common formatting tools can be found in the Format menu or the

ing toolbar, e.q., (Bold), (Center), etc.

working with files of a type different than either Word, Excel or PowerPoint, take note that
n the file opens, you may need to do some editing or re-formatting of the file. Although Office
omes with a variety of formats, this doesn’t always guarantee an exact conversion from one program
to the other.

Take note of some types of problems that may occur when working with files:

= A file may be corrupted and as such, will not open on the screen. This could be due to factors such
as the disk drive containing the file having bad sectors, an electrical surge damaging the location
where the file is stored on the disk, the file was not saved properly (e.g., computer shut down in
the midst of saving), etc.
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The file type saved for the Word, Excel or PowerPoint file may be missing or is saved in a
different format. If the file type (extension) is missing (e.g., .doc for Word and .xls for Excel), then
the computer cannot associate this file with the program. Accordingly, the computer displays a
message saying it does not recognize the file.

Rename

"j If wou change a file name extension, the file may become unusable.
L

Are vou sure vou wank to change it?

Yes Mo |

The file may be saved in a different format than Word, Excel or Power
its formatting or layout/design to match that file type. For example, i
as a text file, all formatting is lost in that document. If an Exce
formatting is lost and when you try to open thisfile in future, yol
to define the text separator (e.g., space, commas, €tc.).

a text file, all
ox asking you how

a different location than what you
last location you were at, they
en afile. Try to get into the habit
t location to find or save your file.

Watch where you save the files. It is easy to save a doc
may be expecting. Since Word, Excel or PowerPoint r
will display this location the next time you choos
of looking at the Location field to ensure you

Accordingly, if you move files from one | er, using any of the methodsto retrieve a
recently saved or opened file will disp e as well. For instance, both Word and
Excel display the last four to nine files.(the n r of files listed will depend on the your setup on
your computer) in the File menu. If 'yeu'meved a file since the last time you used it, selecting that
file with the original location fre of the File menu will display an error message.

Word experienced an error trving o open the File.

Try these suggestions,

" E * Check the file permissions For the document or drive.

2 * Make sure there is sufficient Free memory and disk space,
* Open the file with the Text Recovery converter,

Show Help ==

ou see a compatibility error message, this could possibly be due to the file being saved in a
ersion of the application, or the file being saved in a different platform. For example, if the
as saved in Word 2002, you cannot open this file in Word 97. Accordingly, if the file was
saved on Word 98 for the Macintosh, you will not be able to open this file automatically on a
Windows system without having to convert the file first.

If you are on a network and share files with others in the office, you may see a message indicating
the file is set for read-only or that someone is using the file. Depending on how your network has
been set up for handling files, you may be restricted to opening the files with the original name,
but are forced to save the file with a new name. In the case where the notification indicates that
someone else islooking at the file, only one person can have the original file from a network drive
open at atime.
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Finding a solution for the error will depend on the type of error for thefile:

= |f thefile typeisincorrect or missing, use Windows Explorer to review the details for the file, and
then rename the file accordingly with the appropriate file type.

] Choose the program wiou want ko use to open this File:
< File:  %ard Sale.dvd
Programs

A

|£'} Adobe Acrobat 5.0

] CorelDRAWR)
& Internet Explorer
L‘EI Microsoft Office Access

robat @& Distiller @

@ Microsoft Office Excel

@ Microsoft OFfice InfoPath

@ Microsoft Office Picture Manager
@ Microsoft Office PowerPaint

L@ Microsoft Office Publisher

@ Microsoft Office Word

S W PSR |

[ ahways use the selected program ko open this kind of File

If the program you want is not in the list or on your computer, vou can look,
for the appropriste program on the Web,

[ 0K H Cancel l

= |f you cannot see the file s Explorer (i.e., the computer is not reading the disk),
then you may have agplatfor patibility problem. You will need someone who has that
platform (e.g., Macint nix;. LINux) to save the file into a correct platform version for you.

e file, but you see a compatibility error message, you may need to
have someon her version of the application open the file and then save it in alower
version (. your system). Files are always upwards compatible (i.e., files saved in

previ an always be read in the latest version of software) but are not always
do caompatible (e.g., files created in Excel 2002 may not always open in Excel 97).
= the ¢ ere afileis corrupted, you will have to use a utilities program to run a repair utility
he file. Depending on the problem with the file, you may be able to recover the contents of the
ess of the error that has occurred with the file, you can always request help from your technical
ort person in-house. Oftentimes they have the software and resources available to help you
recover thefile.

Many of the aforementioned items will be discussed in more detail in the upcoming topics, with exercises
to demonstrate the feature.
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Printing Files

hC

1.4.5

When you want a hard copy of the file, you will need to send the file to print. Not all printers are
created equal so there may be times when the hard copy may not match what is on your screen exactly,
aswell asthe possibility of printing errors. Some of these include:

Printed copies do not show all the information from the origina file, e.g., pictures, fonts, etc. In a
situation like this, check your printer to find out how much memory you have installed for the
printer. If your file is large and contains a number of graphical elements like pict or fancy
fonts, your printer may not be able to print all these elements with a limited am
Also check to see if the fonts have been installed on your system and are available
Depending on the printer, you may be able to see the font for the text on th , but the printer
cannot handle the exact look of the font.

The printed copy shows text that goes beyond the edges of the paper or at the edge, as
shown on the screen. In this scenario, check the settings available fe inter. Even though
the application program may show the color or text at the edge o @ ost laser and inkjet

printers have a default margin of at least 0.2" around the of the hat will not be used for
printing. This“internal printing margin” has been set u the internal mechanisms to move

the paper through the printer. In most cases you will no print to the actual edges of the
paper unless you submit the file to a dedicated pri or you have a dot matrix printer.

Printed hard copies don't appear from the to see that the printer is online (i.e.,
plugged in or Online button is on), if th e messages displayed for the printer (e.g.,
paper jam, tray empty, toner low, etc.) is ected to the network, or if the right printer
was selected. When you change pri ogram, that printer becomes the selected printer
until you exit the program, or r ault printer. If you are on a network, make sure you
are also logged in and have ac to ter. In some instances, the network printer may need

to be turned off and on aga@r it.

sint

L". This document failed to print

Docurment name: Microsoft Word - Yard Sale.doc’
Printer name: 'Generic | Text Only'
Time sent; 100347 AM 1)Z712005

Click here to open the print queue, and then For assiskance,
click Troubleshooter on the Help menu,

e to receive error messages from the printer, check to see that the printer is actually
nected correctly. It's possible that the the printer port may have been changed or is not
e (e.g., network adminstrator has taken the printer for maintenance and it is no longer
ected to the network). In this instance you will need to reset the printer to the correct port or
hoose ancther printer until the other printer is available.

If the printer is connected correctly and has not changed, check to see if anything else on your
computer was changed. For instance, did you recently upgrade the operating system? A change
such as this may make the existing printer driver obsolete and as such, is not recognized by the
operating system. To resolve this situation, you will need the newest printer driver file for this
printer. Depending on the age of the printer, you may have to either use one for the model closest
to your printer or check with the manufacturer or technical support for an option on how to use the
existing printer driver.

If printing on a color printer, you may find that the colors do not match exactly what is shown on
the screen. This oftentimes is a limitation of the printer, and with the exception of a color laser,
your hard copies may print with a color similar to the original.
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= |f you have access to a printer with multiple trays or duplex (double-sided) printing capabilities,
you may want to check the settings for your file before you send the document to print. For
example, most Excel spreadsheets are printed in landscape (horizontal) orientation. With a duplex
printer, you would need to change the page option to print on the short side, if the report will be
bound at the left margin. Alternatively, if you have letterhead in the top tray and regular paper in
the next tray, you will need to change the settings in the Word document to recognize that the first
page should use the letterhead tray, and subsequent pages should use the regular paper tray.

One of the best things you can do in an office is become familiar with the printer and its
will help you manage how files are printed, or how much is printed. For more techni
your printer, speak to your technical support person, as required.

ings. This
ms with

Summary

In this lesson you looked at some of the common elements shar
applications, with specific emphasis on Word, Excel, and PowerPoin
familiar with the following:

icrosoft Windows
Y ou should now be

= How to start an application program = Usg
= Recognizing screen elements u 0
= Using the menus

Review Questions s\
in

1. You can start Word, Excel or Pow hich method?

a  Start, All Programs d.  Quick Launch toolbar
b. Desktop shortcut e. All of the above
ort

c. Microsoft Of

f. Onlyabord

2. When you no Jon se an application program, the best thing to do isto leave it running
in Windows, previ our files are closed.

a : b. Fase
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3. ldentify the noted itemsin the following image:

54 Document] - Microsoft Word

P Fle Edt Vew Insert Format Toos  Table  Window | Help Type a question for help [+ %
N EEH OG0 FE] A s A RE G % - @) Jikead B
P4 Normal - TmesNewRoman + 12 « | B Z O \ = = | O .ah}vA-H
=,
[u] 5'1‘2‘3‘ ““““ 7' A iNewDocument > x

-

: New
|1 Blank document
] %L document
) web page
| E-mail messags

(] From existing document. .,

L Templates
: Search anline for:

3 Templates on Cffice Online
~ ] Onmy computer...
(81 Onmy Web sites...

;“na =04
Page 1 Sec 1 11 Ak 1" Ln 1 ol 1
D
a :
b.
4. Thetoolbarsin an application progr and you cannot move or resize them.
a True

5. List at least two different way access help within a Microsoft Office program.

6. Youcanonlyac
a Tru

ithin the application program.
. Fase

7. Youc n into the Ask a Question field in the same manner asif you were asking a
qu ctor.

a b. Fase

can you access the Office Assistant?
c.  From the Help menu

d. Any of the above
Provide some reasons as to why you are not able to access afile.

10. What should you check if the document hasn’t printed?
a.  Theprinter isturned on and online
b.  Youarelogged onto the network so you have access to that printer

c. Theprinterisdtill available to you for use and connected properly to the system or
network

d.  All of the above
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Using Microsoft Off'& d 2003

This unit includes the knowledge and skills required to perform
functions specific to creating documents with a word processor
(as opposed to common functions such as those identified in the
first unit Common Elements). Topics include paragraph
formatting (including line spacing, indenting and creating
bulleted or numbered lists), document formatting (including
headers and footers), applying styles and other automatic
formatting options, creating tables, applying borders and
shading to text and tables, and inserting graphics into document.

Lesson Topic

1 Creating Documents

Manipulating Text

3 Formatting Text

4 Setting Tabs

5 Indenting Text Paragraphs
6 Proofing Your Document
7
8
9

<

Using Additional Formatting Features
Printing Documents
Working with Headers or Footers

10 Using Publishing Format Tools
11 Working with Pictures

12 Working with Objects

13 Working with Tables

14 Working with Others
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Lesson 1: Cr

Objectives Suggested Timing: 1 Hour

In this lesson you will look at how to create, save, open, close, and edit ssmple documents. On successful
completion, you will be familiar with how to:

= Enter text = Save adocument with a new name
= Add or delete text = Save adocument in adifferent file for
=  Move around in the document = Close adocument

= Save adocument for the first time = Open one or more documents

= Save changesto a previously saved document = Switch between multiple d
N Entering and Editing Text
126 Typing involves using the keyboard to input text onto the screen. des such things as
132 inserting and deleting single characters, words or multiple lings of te ecting typos, as well as
o inserting or deleting blank lines between paragraphs.

The following are the basic concepts involved in typin

Insertion Point The vertical blinking bar on
shows the place wher
MOVeS as you type.

known as the insertion point. It
t typed text and pasted items. It

Typing Text Word is set by def insert” text. This means that when you place the
insertion poin ords and then type a new word, the existing
ake room for the new text.

Removing Text

Overtype }

rap

ing. To delete a character to the right of the cursor,
key. To delete a character to the left, press the

to “type over” existing text (instead of inserting new text and then
ing old text) press the key to change to Overtype mode. Press
the key again to return to Insert mode. You can aso toggle
between Insert and Overtype mode by double-clicking on the OVR mode
indicator in the status bar.

All word processors utilize a feature called word wrap. This means that
when you have typed enough words to fill a line, the next word will
automatically wrap around to the next line. Y ou no longer have to press the
key at the end of every line.

ndingWord Wrap When you no longer want text to wrap around (such as at the end of
paragraphs or on short lines) press the key. This places a paragraph
return instruction at the end of the line and stops the wrap around.

Blank Lines To insert a blank line, place the insertion point at the beginning of a
paragraph and press the key or press the key twice at the
end of a paragraph. This places a paragraph return code between

paragraphs. To remove a blank line, move to the left of the paragraph mark
and press the (Delete) key.
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2.1.1

2.1.10

When you have typed enough text to fill the page, Word will automatically begin a new page. A dotted
line will be displayed across the screen (when in Normal view) and the Page indicator on the status bar
is automatically adjusted.

Displaying Formatting Codes

As you enter text and then press certain keys, Word may display characters such as § or —+. These are
known as non-printing characters and can help to identify where you have pressed certai
non-printing characters can be turned on or off by clicking on the (Show/Hide
Standard toolbar, or you can customize which characters appear by selecting the app itemin
the View tab of the Tools, Options menu. These characters only appear on the asar
what may have been used in the document; they do not print with the docum

Some of the common non-printing characters you will see include:
T Represents every time you press (_Enter ),
- Represents every time you press (Tab).

Represents every time you press .

Represents a soft page brea atechaLtomatically when Word reaches the
bottom margin for one pa
Normal view).

.................... Page Break...... REPresents a m or age break (created when you activate the
command to end the at this location and move to the next page).

Many of these items are discussed in th are as you progress through the exercises.

Using the Ruler

Another tool you can use
Ruler. By default, W

where text is positioned or where you can position text is the
tool for you to use. The width of the ruler will depend on the
of your monitor.

TR BT T - B T A B S BT - S R TR o S B

umber of options you will be able to use to position text, either to change the
margins, text based on tab settings, or to indent text. All of these options are discussed later

in cour

rements of the ruler are set for inches by default. You can change the measurements
y selecting a different unit of measure in the M easur ement units field in the General tab
ools, Options menu. You can select from inches, centimeters, millimeters, points, or picas.

< Ghlast two are generally used in the graphics/printing industries.

To turn the ruler on or off, select View, Ruler.

> The 9 shown here represents every time you need to press the key.
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L..!| Exercise

1  Start Microsoft Word and type the following text. Use to make corrections as you
type. Do not press (Enter ) when you reach the right margin; only press at the end of the
paragraph or for ablank line.

Basic Text Editing9|
)|

)|

Typing simply means using the keyboard to input the text onto the screen.
)|

Removing text is known as deleting. The Delete and Backspace keys
removing text.q

)|

Word wrap occurs when you have typed enough text to fill up a
will automatically wrap around to the next line. 9

used for

e ‘hext word

2 Leavethetext displayed on the screen.

By default the ruler should be displayed on the screen. er,
the ruler on or off as needed.

3  Select View, and then Ruler.
The ruler should no longer be displayed.
a ain.

ill now practice turning

4  Select View, Ruler. Theruler should b

Moving the Insertion Poin

The insertion point indicates the |oce
E Movement Desired

1.3.1

e Word will insert typed text and pasted items.

Movement Desired Keysto Press
Next line
Previousline

Next paragraph Cct)+3)
Ctr)+{«) Previous paragraph  (Cti)+(1)
Next screen
Previous screen (PgUp]
document  (Ctr)}+(Home) End of document  (Ctrl)+(End)

Next character

Previous char

Next word

Previou r
e

Bedi
En
eginni

rcise

Press +(Home) to move the insertion paint to the beginning of the document.
Press (Ctrl)+(End) to move to the end of the document.

Press(Ctr1)+(1) to move up one paragraph.

Press (Ctr)+( 1) again to move up another paragraph.

Press (Ctr)+(=) to move one word to the right.

Press + to move one word to the lft.

2
3
4
5
6
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Using the Scroll Bar

iC

1.3.1

|.!!| Exercise

The vertical scroll bar is used to move (or scroll) the view of the screen through the document from
top-to-bottom and vice-versa. The horizontal scroll bar is used to move (or scroll) the view from side-
to-side, across the document.

There are three methods of moving:
= click the scroll bar arrows to move the scroll box up and down or left and right

= click on either side of the scroll box
= dragthe scroll box

eting single characters, words or

Typing simply means using the keyboard. t text onto the screen.q
ga |
w s inserting or deleting lines between
|
will automatically nd to the next line. Word wrap is ended for a paragraph by

)|
Removing text is known el e Delete and Backspace keys are used for
pressing th

1 Carefully compare the text on your screen to the text that follow
2 Add or delete text appropriately to make your screen text match rd-for-word. Y our text
Editing includes such things as ins
multiple lines of text, correcting
removing text.q
|
|
Blank lin ated by pressing the Enter key. Blank lines are removed by deleting

may wrap differently.
Basic Text Editing9|
1
paragraphs.
Word wrap occu hen e typed enough text to fill up a line and the next word
th k.9

ext.displayed on the screen.

New Document

ortant to save your documents as you work on them in order to be able to use them again at a
ate. Word automatically assigns a .doc extension at the end of the file when you choose the
ault setting (Word). You can also choose to save the file in a different format, if needed (e.g., the
file needs to be saved in a WordPerfect format for another user, it must be saved in a text format so it
can be opened and formatted in an HTML or web design program, etc.).

When you want to save the file to a different location than the default folder (usually C:\My
Documents), use the Save in field to go to the desired drive and folder location, e.g., 32 Floppy A,
network drive, C:\Data\Student, etc. Make sure you check the location first before clicking on the
Save button. Otherwise, you will need to move the file later to the correct folder.
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2.1.21

L....J Exercise

USING MICROSOFT OFFICE WORD 2003

To save a document, use one of the following methods:

= Sdect File, Save (or Save As)

=  Clickonthe @ (Save) button in the Standard toolbar

= Press(Ct)+(S)

The first time you save a document, you will always be taken to the Save As dialog box to enter afile
name for the document. Word will also automatically apply the first line of text in the document in the
File name field, on the assumption that thisis the title of the document. Y ou can either tyge overtop of
this selection or make changes to the file name in the same manner asif you were ch xt in the

document, e.qg., use the (Backspace) or (Delete) key to remove characters, move,to the b ing to
delete characters, etc.

.g., C\My
ant to consider
ces when saving
location, regardless of
of documents and save

File names can be up to 255 characters long, including the dri
Documents\Draft Proposals\January 29 Proposal to ABC Company.d
how descriptive you want the names to be; build in your file man
and storing files. For example, isit easier for you to have al files sa
the length of the file name? Or would it be easier to create fol
shorter descriptive names for the files in the appropriate | océiti

he document is and how much
d that you save your document
ent loss of data

The frequency that you save a document depends on
work (or time) would be required to re-create it.
frequently, even with small amounts of changes,,i

Using Document Summaries

A document summary can be added to t'when it is saved or at a later date. This summary
can provide information to assist i file based on specific search criteria. The document
summary is referred to as the ties ef @ document. Summaries can be set up to appear every time
you save afile or you can add th ly to afile using the File, Properties command.

ou with the particulars of the location where you will save your files, e.g.,
C:\My D udent Data, A:, etc. If no instructions are provided, you can either use the

ing - Student at the end of the existing file name to help identify your own data files
riginal files provided with this courseware. Depending on how and where your own data
located, you may want to replace Student with your own name or initials.

Click on the @ button in the Standard toolbar.
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Save fis @@
Save in: |y My Documents v @~ -I.Q, A [ [H ~ Toals -
- )My eBooks
\;ﬁ (2 My Music

My Recent ()M Pictures
Documents

Deskiop

My Documents

-
-.-1’
My Computer

;‘_g File name: Basic Text Editing.doc b

Iy Betwork

Places 2ave 85 BVPE! | word Document (*,doc) w
2 Fromthe Savein field, select the location asindicated by t structor (if applicable).

Notice the suggested name for the file, Basic Te on the first line of text in the

document.

3 Inthe File name field, press (End) to mov,
the file type showing as seen in the
characters and then type: - Student (in

end of the selected name. If you have

use the key to delete these
ace before the dash).

Choose Save.
Press +(Home) to move,yoll N point quickly to the beginning of the document.
Type your name and press
Select File and then

Type your na field, your instructor’ s name in the M anager field.

© 00 N o o b

Click on Stati ab and review the total amount of text in the statistics list, e.g., number of
’ raphs, etc.

New Document

E “\ ord isinitialy started, a blank, ready-to-type screen appears for the first new document. After
at, you will need to ask Word to create a new document when needed.

Y ou can create a new blank document by clicking on the (New Blank Document) button from the
Standard toolbar, or pressing (Ctr)+(N). If you want to create a new document based on a template
(pre-designed “blank” file created by Microsoft), you will need to use the File, New command. This
will display the New Document task pane so you can select from a variety of options for the new
document.

If you use one of the template options displayed in the New Document task pane, you can create
documents with pre-designed layouts and elements from one of the templates provided by Microsoft.
These templates help you create documents quickly with a consistent design format until such time as
you establish your own format, if required.
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Each time you start a new document, the document number in the title bar will increase (e.g.,
Document 4). This number is arbitrarily assigned by Microsoft each time you create a new file. When
you leave this session of Word, the next time you start Word, the number sequence will begin with
Document 1 again.

||__!_!_|| Exercise
1  Click onthe|Ll | button from the Standard toolbar.

Y ou should now have a new document with the next sequential number, e.g., Do
2 Select File, then New. FEN

: New Document v x

The New Document task pane should appear. Notice how you can
EICIEYy

select a blank document from the task pane to create a new —

document.

New
] Blank document
@ ML document
) web page
| E-mail message
(] From existing document. ..

3 Click onthe On my computer link.

The links and commands in the task pane will vary dependin
which Windows version you are using, and w '
templates have been chosen previously. Likewis

Templates
Search online for:

q‘ Templates on Office Online

{ﬂ_j On vy Computer. ..
L& On my Web sites. ..

depending on what options were installe
Alternatively, there may be addition
someone in the office for every

documents.
-~
Templates §|
E General | Legal Pleadings | Letters & Faxes | Mail Merge | Memos || ©ther Documents | Publications | Reports
1.2.7 Wy ] g] EHEE
= : Presigw
#ML Document  Wieb Page E-mail
Message
Preview not available,
Create Mew
(@ Document () Template
[ Templates on Office Online ] [ [e]'¢ l [ Cancel

Select the Blank Document template and choose OK.

A new document window appears on the screen. The title bar reflects the latest document
number.

Type your name on the first line and press (_Enter ).

Type: Word - Level 1 on the second line and press (Enter ),

Type the current month and year on the third line and press (_Enter ).
Click onthe @ button in the Standard tool bar.

In the File namefield, type: Name Tag - Student and then click on Save.

© 00 N O O

Thetitle bar reflects the name of the document.
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Saving an Existing Document

E If a document is open on the screen and changes have been made, you can save and update the file on

12s disk with the same name. The original document file is then replaced with the updated changes.

Alternatively, if you wish to save an existing document with a different name (keeping the original
intact), use the Save As command to enter a new name in the File name field.

When you choose to save an unnamed document, the Save As dialog box automatically appears.

L.._.J Exercise

1  Press(Enter ) several times at the end of the document. V
Type your instructor’s name (where applicable) and press twi

2
3 Clickonthe @ button on the Standard toolbar.

The changes you made are now saved to the existing docum ding on how fast your
system is, you should see a percentage bar for completio the the lower left corner of

the screen.

4  Select File, Save As.
Notice how Word brings up the Save As di e same name. In this case, you want to
keep the original and save thisfile with a I ifferent location.

Click on the i button.
X

Mew Folder

ck on the Save button.

Notice that the new name is reflected in the title bar. You now have two versions of the same
document: onein the original default folder for the files Name Tag - Student, and one in the new
folder just created Your Name.

Move the cursor to the end of the file and type in today’ s date.
11 Click onthe El button.

Notice how Word automatically saves the changes into the same file.
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Closing a Document

hiC’

1.2.9

USING MICROSOFT OFFICE WORD 2003

On occasion, a dialog box appears when  [FYFESSEEr e
you try to save a file. This dialog box
appears if there was a problem with your
file and Word was able to recover this
file. It will also appear when you try to
save the contents of one document USING | ) yyerae changes into existing file,
the name of an existing document. L

The file Name Tag - Student.doc already exists,

() Save changes with a different name.

Ok ][ Cancel ]

The following steps should be completed only if you have afloppy disk availabletoy
12 Select File, Save As.

Notice how Word has taken you to the same location as the new folder cr I 6.
13 Click inthe Savein field and then click on 3% Floppy (A:).

S

ecified by your instructor in the
t Data, etc.

14 Leave the file name the same and then click on Save.

15 Select File, Save As.

Notice how Word now displays the contents for drive

16 Click in the Save in field and then click on tf
previous exercises for saving files, e.g., C:\Data,

17 Click on the Cancel button in the Save di

Once you have finished editing or ment, you should use the Close command to close
the document. This clears the ory, allowing you to start or open another document
without leaving old documents t your screen. Closing your document is much like closing a
re opening another book.

cuments open at one time, it is best to close those you do not
ory and processing time.

, the document window becomes gray and most of the buttons on the
toolbars a

& Microsoft Word

i Flle Edit Wiew Insert Format  Tools  Table  Window  Help Type a question for help =

N d g P g L 0 @ RS A @)
. . + 5= L abF .

i B U=

REC| [TRK| [EXT | [O¥R
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If you close a document without saving, Word always prompts you and gives you the option of saving
the document.

Microsoft Office Word

! "_o. Do ywou wank ko save the changes ko Document4?

I Yes l ’ Mo ] lCanceI ]

To close a document, use one of the following methods:
= Select File, Close.
Click on the %] (Close Window) button for the document.

Press G} ), or (), 'EV

|!!| Exercise

1 Select File, then Close.

The file with your name should disappear. However,
and new blank document should still be on the scr

ext Editing - Student document

2 Click onthe[*] button to close al documents

All documents should now be closed and Indow gray.

@ Practice Exercise

ing text. Use as needed to make corrections
our text to the next line (which may appear different than
at the end of each paragraph.

1 Start anew document and
as you type. Allow word
the text below) and

One of the
you reach t

s of word processors is that you can type continuously until
aragraph. Only then should you press the Enter key.§

ords that pass beyond the right margin automatically wrap to the
you change margin widths, or insert and delete text, the text will
rap itself to the next line as it passes the right margin.

(Ctrl)
e down arrow key to move to the second line of your first paragraph.
(Ctr)+(=) to move to the beginning of the next word.

Press the (Insert ) key to turn on Overtype and then type: click

to move to the top of your document.

Note that the word click replaces the text.
Press the (Insert ) key to turn off Overtype.

Click onthe @ button on the Standard toolbar.

In the File namefield, type: Word Wrap - Student

6
7
8
9

From the Savein field, select the location as indicated by the instructor (if applicable).
10 Choose Save and then click [X].
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Opening a Document

hiC’|

1.2.7

Once a file has been saved, you can open that document from disk and transfer it to the screen for
further processing. Use one of the following methods to open afile;

= Select File and then Open.
= Click on the|=| button in the Standard toolbar.
= PressCi)+(0) or Ci)+{F12).

Laok in: [C5) Mod B Files v| @ A Q X Ci B~ Todls~
=
uﬁ B asic Text Editing - Student, doc
My Recent | B Name Tag - Student, doc \
Dacurments

@Word ‘Wrap - Student.doc

My Docurnents

D

My Computer

.‘i"_}) File name: o

Ty Metwork,

Flaces Files of type: | all word Documents (*.doc; *.dot; *.htm; *.html; *.0rl; *
&tly used from thelist at the bottom of the menu.

= Select File and then click on one o

[ e |

T
o

=

=

En... Chrl+0

B
[QI

lose Al

iy =

gl savenl

Save fs...

Permission 3

Print. .. Chrl+P

Send To 3

Properties

1 <L YWord Wrap - Student.doc

2 CLL MisciMy Mame, doc
3 . Name Tag - Student.doc
4 Z:h...\Basic Text Editing - Student.doc

¥

can also open a file directly from My Computer or Windows Explorer, provided the file type is
ecognized by Microsoft Word. For instance, afile that has afile type of .doc or .rtf will automatically
open in Word from one of the file management tools. When you double-click on a file in My
Computer or Windows Explorer and the file does not open in Word, this is an indicator that the file
type is not recognized by Word. You will then need to either change the file type, or open the file in
the original program it was created in and resave the file using aformat that Word will recognize. Y ou
may also see a dialog box in Word indicating that the file type needs to be converted to a format that
Word will recognize; if thisisthe case, be sure to select Microsoft Word before clicking OK.
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In the case of a system failure, Word will try to recover any documents that were open at the time of
the system failure. A Recovery pane will appear on the left side alowing you to choose the
appropriate file. If you do not see the Recovery pane, then the document could not be saved and
recovered during the system reboot, and you will need to create the document again (or use a backup
copy, if available).

L..!| Exercise

1  Click on the|=| button in the Standard toolbar.

2 IntheLook in field, select your Student drive or folder.

3 Fromthedisplayed list, click on Name Tag - Student file.
4 Click on Open.

The document is now displayed on the screen.
Click on the |=| button again.

6  Double-click on the Basic Text Editing - Student file.

@)

Notice how this document now appears on the sc

N

ile showing your name.

@ Practice Exercise

1 Select File.
2  From the bottom of the File
3 Click on[%]to close this

Switching Between Documents T
Compare Side by Side with, .
E When you have mult ts open or created on the screen, 1 Basic Text Editing - Student..doc
you can switch b ents quickly and easily by choosing 2 My Mame.dac
1.2:3 the Windo ting the document you want to change to. 5 Mame Taq - Student.dac

[
L3

Alternative ight also see the open documents as buttons on the taskbar.

r@l Mame Tag - Student, .., r@l Basic Text Editing - St... r@l My Mame,doc - Micra,,

>

Opening several documents at the same time gives you the flexibility to review the files so you can
compare the contents of different documents, copy or move information from one document to
another, or set up consistent formatting (e.g., using the same styles).

ou do not have this option displayed on the screen, you can set it up by selecting Tools, Options. In
the View tab, turn on the Windows in Taskbar option.

L!!' Exercise

1 Click onthe Window menu.
2 Click onthe Name Tag - Student file.

Notice you now have thisfile displayed on the top document window.
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3 Click onthe Window menu again and click on the Basic Text Editing - Student file.
4 Click on the|L] | button on the Standard toolbar.
A blank document, ready to type, will appear.

5 Sedlect File, Close for each window until all documents have been closed.

If Windows is set for the taskbar to be Always on Top, then another method to switch between
> documents is to click on the button for the appropriate document in the taskbar. As you opefi or create a
new document, Word will minimize the document active on the screen to the taskbar.

@dd in the

e most commonly used programs

Saving Files in Different Formats

E If you need to save the document in a different format than Word, use t
Save dialog box to choose the appropriate format from the list.

1.2.8

Save a5 LyPe! | word Document (*,doc)

T
L Document {*.xml)
Single File Web Page (*.mht; *.mhtrl)
Web Page (*.hkm; *.html)

‘Web Page, Filkered (*.btm; * html)
Document Template (*.dak)

Word provides you with an extensive list of differen
or formats required (e.g., web pages). Be sure t at is closest to the format you need, if
the version you want isn't displayed in the li e, no file type is available for WordPerfect
10, but there are a variety of types for old s of WordPerfect. Depending on the content of the
document, most of your formatting wi en when you open the document in the higher
version of WordPerfect.

Notice that one of the options.gn.th is Pocument Template (*.dot). This format allows you to
save the document as a type of a boilerplate or template. As you begin using the different
format tools available in reate files similar to blank forms that can be used by multiple
users when you want ent look in your documents.

File, Save As command automatically when you want to save a file in
s the original document intact as a Word document, and gives you the option to
different format.

[

e Basic Text Editing - Student document.

t File, Save As.

Click on the down arrow for the Save astype field and click on Rich Text Format (*.rtf).
Type: (Rich Format) before the - Student portion of the file name.

Click on the Save button.

You now have saved this document in a rich text format that could be inserted in another
program, e.g., text for the newsletter to be formatted in PageMaker, a web page, another word
processing program, etc.

6 Select File, Close to close this document.
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Managing Your Files

As you begin working with filesin Word, you may find that you need to do some file management on
E the files, e.g., saved the file with the wrong name, need to rename the file to make it more specific,
1.2.10 delete afile, copy afile to afloppy disk, etc. Word gives you the flexibility of being able to manage
your files from within the program instead of using the Windows Explorer.

|!!| Exercise

1 Click on the|=| button on the Standard toolbar.
2 Right-click on Basic Text Editing (Rich Format) - Student.

select

et If you don't see the file listed in the , click on the
Open > down arrow for the File of type field and (*.*%).

Edit

M The number of commands that a er than shown here,
Prink depending on what other program lled on your system. This
Cpen With 3 menu can also be activated j g box

Scan with Morton Antivirus

Send To k

Cuk
Copy
Create Shorbeut \

Delete
Rename

Properties

3 Click on Rename.

Notice how the file name Ts hi ted in a single line box, similar to the way it appears when
you activate the Edit gaede in s Explorer.

4 Pressthe cursor to the end of the file name and using the different editing
keys, change the e Basic Text Editing (RTF) - Student
5 Whenth Mmged, press (_Enter ) to exit the Edit mode.
6 Dou lic file to open it to the screen.
Noti file opens, even though the name has been changed.
ect lose to close the document.
n the = | button on the Standard toolbar.

ht-click on the Basic Text Editing (RTF) - Student file.

Click on Delete in the menu.

Confinm File Delete

Are wou sure wou want bo send 'Basic Text Editing - Student.rtf ko
_yl the Recycle Bin?

11 ClickonYes.
Thefile has now been deleted from this folder and placed in the Recycle Bin.
12 Click Cancel to close the Open dialog box.
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Summary

In this lesson you looked at how to create, save, open, close, and edit simple documents. Y ou should
now be familiar with how to:

= Enter text =  Add or delete text

= Move around in the document =  Save adocument for the first time

=  Save changesto apreviously saved document =  Save adocument with a new name

= Save adocument in adifferent file format = Close adocument
= Open one or more documents = Switch between multiple do

@z

urn them off.

Review Questions

1. OnceWord is started, you can begin typing a new document.
a True b. Fase

2. Non-printing characters such as Jwill print with a docum
a True b. Fase

lessy

3. Why isit important to save a document?

4. Explain the difference between using the S commands.

5. Which option best describes why you woul asummary to a document?
a  Toaddinformationto help this document later
b.  Tosee how many wor the document
c. Toseewhenthed reated or last modified
d. Allof theab

6. What's the diff
File, New?

clicking on the button on the Standard toolbar and selecting

ument?
c. Click on the Close Window button

d. All of the above

ethod would you use to open a document?
Select File and then Open d. Select from the bottom of the File menu

Click on the|Z| button fromthe e All of the above

Standard toolb
andard toofbar f. Onlyab,orc

Press(Ctl)+(0)
9. Thereisonly onefile type saved with Word documents and it is .doc.
a True b. Fase

10. In order to rename a Word document, you must use My Computer or Windows Explorer.
a True b. Fase
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Lesson 2: Manipulating Text

= orgs = s eryimsaonir S e T T e e e e = e S S R R T s T i ]

=z B Y e B B e s B e S R e Y T R B e S

Objectives Suggested Timing: 1 Hour

In this lesson you will look at how to select text and then use different tools to manipulate the selected text. On
successful completion, you will be familiar with the following:

= How to select specific amounts of text = What editing text means
= Using the selection bar = Using the Undo, Redo, or Repeat action
= Changing the view = Using the Cut, Copy, and Paste actions

formatting, moving, copying, or any other manipulation of text.

2.1.2
Selecting text allows you to tell Word what to work ting text is also referred to as
highlighting text.

Basic Text Editing

= Adjusting the zoom percentage = What the Office Clipboard i itavorks
Selecting Text é
E Selecting text is a fundamental step in Word. It is one of the initi@ arried out prior to

o et i bk bl e o A AR A

diting includes such things as inserting and deleting single characters, words, or
ut, correcting typoe, ag well as Inserting or deleting lines betueen

Word wrap oceurs when yon have typed enonagh text to fill up a line and the next work
will antornatically wrap around to the next line. Word wrap is ended for a paragraph by
pressing the Enter kevy.

Blank lines are created by pressing the Enter key. Blank lines are removed by deleting the
Paragraph mark.

Turning ion is as easy as clicking the mouse button anywhere in the text or pressing an
key. ay find that selecting text can be easier when you use the (Show/HideY]) button
andard toolbar to display the  (paragraph marks). This can be useful when you want to select
in the paragraph (e.g., the title text) or the entire paragraph, including the paragraph mark
d of the paragraph.

following methods can be used to select text:

The basic method of selecting text is to use the mouse to point at the beginning of the
text to be selected, click and hold down the mouse button, then drag to highlight the text.
You can increase or decrease the selection as long as you continue to hold the mouse
button. Also, you can highlight forwards or backwards from the starting point.

Keyboard  Position the insertion point, hold down the key, and then move the arrow keys to
highlight the text. Release the key when the text is highlighted.

© CCI LEARNING SOLUTIONS INC. KEY APPLICATIONS 1109-1



44 USING MICROSOFT OFFICE WORD 2003

Some quick methods of selecting text with the mouse include:

Word Double-click to highlight a word.

Sentence Hold the key and click anywhere within the sentence to highlight the entire
sentence.

Par agraph Triple-click anywhere within the paragraph to highlight an entire paragraph.

Entire Document  Select the Edit menu and then Select All to highlight the entire dogument, or

press(Cti}+(A).

> If you inadvertently make the wrong selection, click anywhere to deselect the,text, then

selection procedure again.

Using the Selection Bar

O EH R OISRV E L BT "|$JJ@ =[] &1 g oo '@l-l-i&ead!
dq,Nnrmal - TimesMewRoman - 12 - | B 1 Ul._ H E?i?lvay'é'!

i File Edit Yiew Insett Format  Tools  Table  Window  Help Type a question for help =

Iy Mame

B Bagic Text Editing

Twping simply means using the kevboard to input the text onto the screen,

Editing includes such things as inserting and deleting single characters, words or multiple
fines of text, correcting typos, as well as inserting or deleting lines between paragraphs

~ Removing text is known as deleting. The Delete and Backspace keys are used for

. removing tesut.

B Word wrap ocours when you have typed encugh text to fill up a line and the next word
: will automatically wrap around to the next hine. Word wrap 15 ended for a paragraph by
~ pressing the Enter key.

. Blank lines are created by pressing the Enter key. Blank lines are removed by deleting the
T Paragraph mark.

+
= mE=m¢
e~ s awoshapess N NOOH AdG@a| > - Z-A-==zadl

Page 1 Sec 1 i1 At 25" Ln9 ol i [IEF 4

“«omg

Y ou can use the following methods to make selections using the selection bar:
Lineof Text Click at the left of the line of text in the selection bar.

Par agraph Double-click at the left of the paragraph you want to select.

in the

EntireDocument  Triple-click anywhere in the selection bar. An alternative is to hold down the

key and click anywhere in the selection bar.

You can also move quickly to a piece of text or page in the document to select the text by using the Go

> To command in Word. This feature is discussed later in the Unit.
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Exercise

Open the Basic Text Editing - Student document.
Position the mouse cursor at the beginning of the heading, Basic Text Editing.

Click and hold down the mouse button, then drag to the right to select the three words.
Click anywhere in the document to desel ect the text.

Drag to select the second line of text starting with Typing simply means...

Press the () key to deselect the text.

Double-click to select aword of your choice. V
Click anywhere in the document to deselect the text.

Press and hold the key and click anywhere in the sentence curs when...
Notice the entire sentence is selected. vo

Triple-click on the same paragraph.

Notice the entire paragraph is selected.

Select Edit, then Select All.

Notice the entire document is selected.

Click anywhere in the document to d het

Position the mouse cursor to the | thep aph starting Editing includes such things...
Notice the mouse cursor changes to inting arrow (5] ).

Click once.
Thelineis selected.
Double-click in t
The paragr
Triple-cli
The
Clicl
intin selection bar and drag downward to select several lines of text, then click anywhere
ocument to deselect the text.

in the document to deselect the text.

e the document displayed on the screen.

omizing the View

Word alows everyone to customize the way a document is displayed. You can adjust the way a

document is displayed to suit your particular requirements by selecting the appropriate options from
the View menu.
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1.2.4

|!!| Exercise \o
1 Make sure Basic Text Editing - Stude/&m tive on the screen.

USING MICROSOFT OFFICE WORD 2003

Normal — Appropriate for most typing, editing and formatting tasks. m

Web Layout — Useful when creating a web page. Text wraps to the |=| Mormal
screen size, backgrounds appear and pictures appear the same as when | =1 web Layout

using aweb browser. Print Layout

Print Layout — Adjusts the screen to appear the same as when printed. | |1 peading Layout
The margins will appear as white spaces around the text; header/footer
information and page numbers will be displayed; columns are displayed
side, by side, etc.

Z| Cutline

Reading Layout — Useful for reading the contents of a document as pages are
your monitor to increase the legibility of the document. Toolbars and menus g
can focus on reading the document at the maximize size for your monitor.

Outline — Allows you to collapse a document so that only the heading
makes it very easy to rearrange alarge document.

An aternative to using the View menu is to use the View buttons,
located at the left side of the horizontal scroll bar.

Print Layout TReading Layout

Outline

2  Select View, then Normal.
Notice how you can see alot t isview.
3 Select View, then Print Lay

s and white space surrounding the text. The document appears
on paper. This view is useful for editing and formatting the

Notice that now you
as it will be w
document.

he [=] button, the[2] button, and the [E] button found at the left side of the

ent fills the screen edge to edge as it would if it were on the web and rewraps
ing to the screen.

ick the [=] button.

Practice Exercise

Open the Let’s Communicate document from the data files for this course.
Turn off the button.

Select View, then Normal.

Select View, then Print Layout.

1
2
3
4
5
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6 Toggle the view using the [Z] button, the [=] button, and the [E2] button found at the left side of the

horizontal scroll bar.
7  Click on the[=] button.
8  Click on the[2] button.

9 Close the document without saving any changes.

Adjusting the Zoom

= You can set the zoom percentage anywhere from 10% to 5009
command. This includes the ability to type in a number

percentages.

E Y ou can enlarge or reduce the text display on the screen by using the Zoom feature.

1.2.5 The ability to enlarge the text display can be very useful when you are worki
whereas the ability to reduce the display is useful when you are working with

ing one of the preset

= You can have Word automatically adjust the magnification at you can see the entire width of

the page or text on the screen.

Zoom ko
() 200% () Page width

() 75%
Percent: 100%

Prewview

AaBbCeDdEe¥xTviz
AaBbCecDdEe¥xTvie
AaBbCeDdEedxTviz
AaBbCeDdEe¥xTviz

b Tod o~ T 4T Er IEorr

—T

12 pt Times Mew Raman

l

)
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Whe Zoom feature only controls the screen display. Changing the magnification has
t on the document printout.

e amount of text that will be displayed when you change the zoom percentage is determined by the
e of your monitor. For example, if you have a 17” monitor or larger, you may see more of a document
at 50% than someone who has a 14” or 15” monitor.
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My Mame

Basic Text Editing

Typing simply means using the kevboard to input the text onto the screen

Editing includes such things as inserting and deleting single characters, words or multiple
lines of text, correcting typos, as well as inserting or deleting lines between paragraphs

Removing text iz known as deleting. The Delete and Backspace keys are used for
removing text.

Word wrap occurs when you have typed enough text to fill up a line and the next word
will automatically wrap around to the next line. Word wrap is ended for a paragraph by
pressing the Enter key.

Elank lines are created by pressing the Enter key. Blank lines are removed by deleting the
Paragraph mark.

100% Zoom

Fiiting fucldar euch fhing o & d duktingsingk charachs, wosls sxmliph
rar of xt GoTRGtng ypor, o ting ey batwunn i aphe
Eamoving woct¥ b waar dsbting. The Dab and Backpace Jays +m wadfor

I G,

Worl wap cwm wuyonbuw md srongh tate Allap o bre and fe extweod
sl s matica Ty woapammad o 6 ot e Wo d woap ¥ unkd foza puagmphly
pmeing o Bk Jay.

Blusd lirar smamabd by poering e Fonr k. Bl e am nmewd by dabting fha
Pumgnphmarh.

T~
50% Zoom

ﬂ!!_J Exercise

1 Mak e a document active on the screen.
2 Cl e down arrow next to the H button on the Standard toolbar.

3 lick of 0% magnification.

cument on the screen should now be reduced by the specified amount.
) hen changing the view, the position of the insertion point will determine the zoom area.

4 Using the technique in steps 2 and 3, change the magnification to 100%.
Change the magnification to 200% .
Change the magnification to Page Width.
Thisview allows you to see the full width of the text on the screen.

7  Changeto Print Layout view.

8 Repeat the above zoom variations and experiment with these methods until you feel comfortable
with the concepts.

9  Close the document without saving.
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@ Practice Exercise

1 Openthe Let’s Communicate document. It is currently in Print Layout view and 100% zoom.
2  Position the cursor at the beginning of the paragraph It is an ability....
3  Select View, then Zoom.
The options available in the Zoom to area will change, depending on the view currently being
used in the document (e.g., Normal view).
4  Fromthe Zoom to area, select 75%.
The Preview area shows a sample of how the magnification will appear. V
5 Fromthe Zoom to area, select 200%.
6 Inthe Percent field, specify 85%.
7 Click OK. 9
8  Select Whole Page from the[120% | ~| button on the Stan toolbar.
9  Select Text Width from the Zoom button on the St
10 Type: 95% in the Zoom area on the Standard toé (Enter)

11 Close the document without saving the ch \
Editing Text ‘ i

The process of adding, deleting or chang
You can use the commands avail
contents of your document. M

menu are aso available in the d toolbar, or as keyboard Lopy Ctri+C

shortcuts. Notice that the lays any buttons and shortcut |[=5| Office Clipboard...

keys that may be avail (I Paste Chrl+
Paste Special. ..

Many of the feat
courseware. F

more infor @t refer to an advanced course on Word or refer Clear g
icrosoft Office 2003. Select Al Cirl+a
&4 End. Chrl+F
lected Text Replace...  Chrl+H
of replacing text is selecting the text and typing the Golon G
t. For example, if you highlight a word, you can then type ;';'ist
Lnjec

. ¥} Undo Clear Chrl+2
referred to as editing.

it menu to alter the
res available in the Edit

) | Repeat Clear  Chrl+y

Cuk Chrl-¥

this menu will be discussed in this

es that aren’t or if you are interested in SRS

ew word. The old text is automatically deleted and the new text
ted.

To delete afew characters, use the (Delete) or (Backspace) keys.

To delete a large amount of text, such as a few paragraphs, select the text and then press the
key to delete it from its location in the document.

Replacing text can be done quite easily by accident. For example, you might have a few paragraphs
selected and accidentally press the (Spacebar ). Your text is immediately replaced with a space. To
correct this, immediately use the Undo feature. Accidentally pressing the key when text is
selected will delete the text. Again, the Undo feature can be used immediately to correct this.
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1.3.4

1.3.4

USING MICROSOFT OFFICE WORD 2003

Using Undo

Any time you ask Word to perform an action and then need to reverse that action, you can easily undo
that action (e.g., deleting text, formatting text, adding text, setting tabs, etc.) by using the Undo
feature.

The Undo command can be activated using one of the following methods:
= Select Edit and then Undo [Command] where Command represents the last action taken.
= Click onthe (Undo) button on the Standard toolbar.
»  Press(Ctr)+(Z).

Word keeps track of the actions you perform
and thereby offers the ability to undo those
actions. If you want to undo all the actionsto a
specific point, click on the down arrow of the
(Undo) button to display the list of actions
that can be undone. If you only want to undo the Undo 1 Action

last action, click on the portion of the

button.

Using Redo

If you change your mind after doing an C Word to redo an action. Use one of the

following methods to redo an action:
= Select Edit and then Redo [C@mm
= Click on the[® ] (Redo) #itto

As soon as you undo an action, th it en

you want to redo a specific point,
click on thedow f the [ [-] (Redo)

e Command represents the last action to redo.
andard toolbar.
u will display Redo [Command].

Grammar Ignore Errar
Redo 1 Action

Repeat

Repeat feature in Word is similar to the Redo feature except that it allows you to repeat the last
action several times. The Redo feature is generally used to undo or reverse an action except that the
Redo feature can reverse multiple actions whereas the Repeat feature only repeats the last action each
time you activate it until you change the action.

To activate the repeat feature, use one of the following methods:
= Press(Ctri)+(Y).
" Press(F4).
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LL] Exercise

1 If necessary, open the Basic Text Editing - Student document.
Select the word Basic and press the key.
Click on the button.

Thetext isreturned to its original position.

2
3

4 Inthe next paragraph, select the word input and immediately type the word: type

Iist:W evious

The word input has been replaced with the word type.

5 Click the drop-down list of the button and select the action
action.

@ Practice Exercise

1 If necessary, open the Basic Text Editing - Student docu .
2  Select the heading Basic Text Editing and press the (Delete )
3 Click onthe* | button.

Thetext isreturned to its original position.
4  Click onthe ™ | button.

The text is removed once again.
5 Double-click theword singlei thw raph and press (Ctr)+(Y).

6 Click onthe *! | button.
Y ou have removed a word ersed the deletion.
7 Inthe same paragraph word text and immediately type the word: data

The word text h with the word data.

> Ensure t% e is not turned on by checking your status bar (the box with OVR is grayed out).
and then Undo Typing.

8 Sd

he wi changes back to text.
t Edit and then Undo Clear.
Q ce there is nothing left to undo, the Edit menu will display Can’t Undo.

Click on the drop-down list of the Redo button and select al actionsin the list.

Click on the drop-down list of the Undo button to undo the previous actions.
12 Turnon |1 | (Show/HideT).

13 Position the cursor at the end of the paragraph starting Typing simply means... and press the
key twice.

By removing the paragraph marks, you have combined the two paragraphs into one paragraph.
However, the spaces between the sentences are missing.

14 Press the (Spacebar ) to add space.
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15 Repeat steps 12 and 13 for all T (paragraph marks) in order to combine ALL of the paragraphs
into one large paragraph.

16 Position the cursor at the beginning of the sentence Word wrap occurs...
17 Pressthe(Enter) key twice.

18 Press(F4).

Notice that by pressing (F4) you repeat the last action (inserting two paragraph marks), The large
paragraph has now been separated into two separate paragraphs, as shown:

My-Name

il

Basicr TextEditing]

il

T

Typing-simply-means-using-the-keyboard-to-input-the-text-onto-the-screen.-Editing-
includes-such-things-as-inserting-and-deleting: single-characters, -words-ormultiple-lines-of-
text,-correcting-typos,-as-well-as-inserting-or-deleting:lines-between-paragraphs.-
Removing-text-is-known-as-deleting - The-Delete-and-Backspace-keys-are-used- for-
removing:-text.-Word-wrap-occurs-when-you-have-typed-enough-text-to- fill-up-a-line-and-
the-next-word-will-automatically-wrap-around-to-the-next-line .-q

il

il

T
Word-wrap-is-ended-for-a-paragraph-by-pressing-the-Enter-key.-Blank-lines-are-created-by-
pressing-the-Enter-key.-Blank-lines-are-removed-by-deleting-the-Paragraph-mark

il

19 Close the document without saving.

Using Cut, Copy and Paste

E Word uses the Clipboard to temporaril cut or copied items (such as text or graphics). You
can then paste or restore these item d place them wherever you choose.

1.3.3

The Cut or Copy commands sfer text from the screen into the Clipboard. The Paste

either in the same or another document. Use one of the following methods to copy text once
ected:

ect Edit and then Copy.
Click on the (Copy) button on the Standard toolbar.
= Press(C)+(C).

Once the Cut or Copy command has been activated, the selected item is placed in the clipboard. In
order to place the item from the clipboard into a document, use one of the following methods:

= Select Edit and then Paste.
= Click onthe|Z| (Paste) button on the Standard toolbar.
= Press(Ctri)+(V).

= |f the Office Clipboard task pane is displayed, click on the item in the Clipboard to be pasted in
the new location.
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1.3.5
1.3.6

Y ou can also paste a special item like a picture from a web page into a document. The Paste Special
command allows you to copy an object from another program into your document, and depending on
that object, it may be linked to the original so that updates can be made to both copies, e.g., updating
sales figures, web pages, etc.

2 of 24 - Clipboard * X

Using the Office Clipboard
[.:‘El, Paste Al ] [& Clear all ]

While the traditional Windows Clipboard offers the ability to store one oy jeem to paste:

item, Word offers the ability to store and retrieve up to twenty-four items. | i reamwork:

It will also show you the contents of the item in the Clipboard, along with

an icon representing the software program where the original item was 1) Coaching and Traing
created, cut or copied. in-house is "hat” these days

with training taking place ...

To activate the Office Clipboard, use one of the following methods: <
= Select Edit and then Office Clipboard.
= Press(Ctr)+(C) twice.

Once an item has been cut or copied into the Clipboard, you c ick on
the item to automatically paste that item in the current ion.
Alternatively, you can place the cursor on the item ow
which you can click for other options.

] TEAMWORK!

] Coaching a [, Paste
in-house is

To display this kask pane again, click
with training 2% Delete

Cffice Clipboard on the Edit menu or
press Chrl+C bwice,

There are three buttons on the Clipboard, thet can be used to manipulate
the items in the Clipboard;

(L Paste Al | Use thi
into th
%% Clear Al

U is
Options t

Office Clipboard Icon on Taskbar |2eten: ]

ou will see the icon on the taskbar Shaw Office Cliphaard Autamatically

u cut or copy an item. A screen tip will appear Show Office Clipboard When Ctrl+ Pressed Twice
ou cut or copy an item, showing the number of Callect Without Showing Office Clipboard

”eCtEd in the Cl i pboard Show Cffice Clipboard Icon on Taskbar
Show Status Near Taskbar When Copying

you want to paste all the items in the same order as the list
r position in the document.

n‘when you want to clear everything from the Clipboard.

hr's button to set up how the Clipboard can work on your system.

Exercise

1  Open the Teamwork document from the data files.

2  Select all text except for the title in this document.

When selecting paragraphs, always include the § (paragraph mark) in the selection before you cut or
copy. This will then ensure you always have a full paragraph when you place it in the new location.

3 Click on the |=a| button on the Standard tool bar.
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Notice the Clipboard task pane now appears on the right side of  : 1 of 24 - clipboard - x
your screen and shows the copied item listed with some of the
text just copied. [ Paste Al | [BR clear 1]

Click an item to paste:

If the Clipboard task pane doesn’t appear, select Edit, Office ) ﬁ?ﬁ;ﬁ‘;ﬂf“ﬁiﬁ‘ﬂ&idays
Clipboard, with training taking place ...

N

0 N o O

9

10

11
12

5
6

>

7

g

Click on the| 1| button on the Standard toolbar.

twice.

Type: Monthly Newsletter for thetitle of this documerit
Click on the | 2| button on the Standard toolbar.
Click on the @ button on the Standard tool
Type: ABC Newsletter - Student and cli

Once an item has been placed in t
clear thisitem or al itemsfrom th

Switch back to the Teamwor
Clipboard and then click

Click on Delete.
Notice how thei
Click on the{x] b

Close

it can be used again until such time as you either

sition the mouse cursor overtop of the item in the

om the Clipboard.
e task pane.

Pra rcise

the Teamwork 1 document.

File, Save Asfrom the menu.

Type: Teamwork 1 - Student in the File name field and click on Save.
Open the ABC Newsletter - Student document.

Select the Monthly Newsletter heading and the [ (paragraph mark) below.
Press (Ctr)+(.C) to copy the heading to the Clipboard.

You may need to press + twice in order to display the Clipboard. This feature can be turned on or
off using the Option button from the bottom of the Clipboard task pane.

The Clipboard task pane now appears on the right side of your screen and shows the copied item
listed. If it does not appear, select Edit, Office Clipboard.

Select the paragraph beginning Teamwork continues... and the I (paragraph mark) below.
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10
11
12

Right click on the selected text and choose Copy.

Select the paragraph beginning Coaching influences... and the  (paragraph mark) below.
Right-click on the selected text and choose Copy.

Switch to the Teamwork 1 - Student document.

Place your cursor at the beginning of the paragraph There's a misconception... and click Paste
All in the Clipboard task pane. (To view the Clipboard, select Edit, Office Clipboar d

1.3.4
1-3-6 13 Click Clear All in the Clipboard task pane.
14 Select the Monthly Newsletter heading and the § (paragraph mark) below.
15 Click onthe & | button on the Standard toolbar. V
16 Press +(Home) to move to the top of your document.
17 Click on the down arrow to the right of the Monthly Newsletter. i Clipboard task pane
and choose Paste.
18 Click Clear All inthe Clipboard task pane.
19 Click on the[x] button for the task pane.
20 Click onthe El button on the Standard toolbar ocument.
21 In the ABC Newsletter - Student documen@ button for the task pane and then
close the document without saving.
Summary &
In this lesson you learned how to % then use different tools to manipulate the selected
text. Y ou should now be familiar w etollowing:
= How to select specific amo f = What editing text means
= Usingthe selection b = Using the Undo, Redo, or Repeat actions
= Changing the vi = Using the Cut, Copy, and Paste actions
= Adjusting thegoo = What the Office Clipboard is and how it works
Review Q
1 to select text?

ection bar area on the following image:

T SR R s s s A

Monthly-Wewsletter]

1

Coaching-and-Training-in-house-is-“hot”-these- days-with-training-taking-place-throughout-
thercompany-on-Problem-Selving-using: Effective- Communication-Skills-a -as-a-n
program-being-offered-at-the-request-of-Supervisors -The-new-customer-service-pro gram-
will-beron-“The-Extra-hlile” -“Tough Customers” -and-“Stand-Cut-Service” 4

1

Teamworl-continues-to-be-our-Belief-at- ABC. -Belief-in-Self-determines-the-de gree-of

commitment-people-are-willing-torbring to-theirjob. - There-is-a-direct-correlation-between-
R the-level-of-self-esteem,-confidence -and-belief-in-self-within-a-team,-and-the-resilience-

~ and-mental-toughnes s-people-applyto-their-efforts The-mere-deeply-we-believe-in-
ourselves-and-the-team, the-less-likely-we-are-to-give-up-and-quit-in-difficult
circumstances.-]

Coaching-influences-and-builds-belief -Belief-directly-affects-performance. -‘Performance:
m producesresults - Andresults -positive-or-negative -provide-the-coach-with-ancther-
oppottunity-to-teach-and-influenc e-self-esteem,-confidence-and-belief -This-cycle-is-
endless. It goes-around-and-around-every-day.- And-ofcourse-the-belief-performance-cycle-
canbe negative-as-well-as-positive, - so-we-must-be-constantly aware-of-leadership,-
coaching,training-and-learning-new-ways-ofperforming-and-challenging-“old” belief:
patterns-in-a-pesitive-and-safe-envirenment. |

Al
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3. ldentify each of the following view modes:

a [5] d.
b. e
C.

4. Youcanonly zoom in or out of the document using the percentages shown in the 1o0% |~ |figld.
a True b. Fase

[E] [E]

5. How can you activate the Undo feature?

a  Select Edit and then Undo c. Press(Cti)+Z)
b.  Click onthe button on the d.  All of the aboy

Standard toolbar e. Onlyaor

6. What'sthe difference between using Redo and Repeat?

7. Which option will activate the Cut command?
a  Select Edit and then Cut

b.  Click onthe . button on the Standar,
toolbar

8. Which option will activate the Cop
a  Select Edit and then Copy Press(Ctri)+(C)
b.  Click on the[=3] button All of the above
Standard toolbar Onlya borc

9. Which option wi

d. Click on the item from the Office
Clipboard

e. All of the above

o

f. Onlyborc

y items can you cut or copy to the Office Clipboard?
1 c. 24

b. 12 d 36
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Objectives Suggested Timing: 1 Hour

In this lesson you will learn how to apply format features to text, including changing the appearance or position of
the text. On successful completion, you will be familiar with:

= What formatting text characters means =  How toalign text

= Applying formatting to text characters = Adding borders or shading to text
= How to use the Format Painter tool

piC

1.3.8

Formatting Text Characters
Character formatting is the process that determines the appearance of ch
print. Y ou can control the following aspects of character formatting:
C

reen and in

Font The word font is used to describe the typeface an of characters on the

screen and in print.

Font Size This aspect refers to the height of the ch

they also grow proportionally wider.
Character Refers to the special stylized variati ded to regular characters to make
Formatting  them stand out from other text. They.i Id, italics, underline, etc.
Effects You can add special effect et
(e.g., M® or H,0), shad S,

Font sizes are measured in points. Th
font sizes. Font sizes are not restri

displayed, simply click on the ﬂs
Formatting can be appli text as ype or after the text is typed. It may be easier and faster to
apply the formatting featur t e text is typed, as multiple formatting options can be applied at

the same time. You to remember to turn off any of the formatting options turned on
before you begin typin

ember, as characters get taler,

ch as strikethrough, superscript or subscript,
C.

oints to an inch. Keep this in mind when selecting
ayed point sizes. If you wish to select afont size not
ze) button and type in the size desired.

Using t
The Fo i olbar allows you quick and easy access to the most commonly used character
0

formatting .
Font Size
Bold
Font Italic
Underline
A

| ||

4 Mormal ~ TimesMewPRoman - 12 ~ | B I U |

4

"

|
111

=EE-v-A-J

s

By clicking on a button in the Formatting toolbar, you can change the character formatting, as well as

the current font or font size.
There are two basic ways to use the buttons on the Formatting toolbar shown above:

Format during  Click the button to turn the feature on, type the text, then click the button a second
typing time to turn the feature off.

Format after Select the text and click the button of the feature to turn the attribute on for the
typing selected text only.
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A number of the formatting features can be activated with shortcut keystrokes. Please refer to
Productivity Tools Appendix in this courseware for alisting.

|.!!| Exercise

1 Make surethe Basic Text Editing - Student document is active on the screen.
2 Using File, Save As, save the document as Basic Text Editing 2 - Student
3 Select the Basic Text Editing title and then click on the button on the Formatti

Notice how Word highlights the button for you when you are ready to acti it, and then stays
highlighted once it has been activated. Notice aso that Word keeps the t you can
apply other effects.

Click on the| £ | button on the Formatting toolbar.

Select the text, Word wrap, in the fourth paragraph.
Click onthe| £ | button.
Select the title text again.

o ~N o o A

Click the down arrow on the |Times Mew Raman |+ | f matting tool bar.

earance of the font. The fonts installed
have different fonts installed). Some fonts,
symbol characters. These are discussed in

Notice that the name of each font display

such as Borders or Bullet or Wingdi
more detail in another section of t
9 Select afont of your choice fr he whn list.

10 Savethe document again.

@ Practice Exe

=

Open the Teamwor ent.

s, save the document as Teamwork 2 - Student

then click on the down arrow for the |Times New Roman | -] field on the Formatting

t afont of your choice.

ith the title still selected, click on the button on the Formatting toolbar.
Choose 24 for the font size.

Select the text, hot and click on the| £ | button.

Select the text, The Extra Mile and click on the | Z | button.

9 Repeat step 8 for all text in quotation marks.

10 In the second paragraph, select the word Teamwork and then click on the button and the
button.

11 In the last paragraph, place your insertion point before the text WAY TO GO TEAM! and press
twice.

12 Select the text, WAY TO GO TEAM!
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13 Click on the |Times Hew Roman |~ | and change to a font of your choice.
14 Click onthe |12 || and change the size to 20.

15 Click on the button.
16 Click El and then close the document.

Using the Font Command

1.3.8

The Font dialog box contains basic formatting

options, as well as additional choices not || &t F;”t Slti'e’ 51‘2;
. . I egular
available on the Formatting toolbar. You — = 5 =
I Tirnes Mew Roman MT Extra Bold Tralic 9
would normally use this command when you || |fmes e ee d i
ju] Al

want to access formatting options that are

Fonk

Tunga

Character Spacing

Text Effects

59

v 1z |
. Tw Cen MT
unavailable on the toolbar or want to apply Fwt enl . S
several options all at once. “atomate 9| [ (mone) = 3
Effects
LUl Exercise dhebra DR S b
Fl Suger:script ] E_mboss F Eidden
1 Make sure the Basic Text Editing 2 - [ Subscript [ Engrave
Student document is active on the || peview
screen.
Times New Foman
2 Press(Ctri)+(A) to select all the text.
3 %Iect For mat, then Font Thiz iz a TrueType font. This Font will be used on both printer and zcreen,
_Qefault. " k. Cancel
4  Select the Font tab. [oofo... ] |
5 Choose a different font fr eonec tly being used.
The Preview box sh you of how the text will appear with the formatting you apply.
6  Changethe Font siyle alic.
7  Changethe Sizet

15

16

17

© CCI LEARNING SOLUTIONS INC.

Notice an
Cli
Sel

e overtop the listed size as opposed to choosing one of the noted sizes.

Text Editing title only.

ect Format, Font.

ffects area, turn on the Shadow option.

ange the font size to 16.

Click OK.

Ensure the title is still selected and then select For mat, Font.

Click on the down arrow for the Font color field and choose a color of your choice. Then click
OK.

Click anywhere away from the text to deselect it.

Notice how your title still has the previous shadow effects but now also is displayed in a different
color.

Save the document again and close.
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12
13
14
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20
21
22
23
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27
28
29
30

USING MICROSOFT OFFICE WORD 2003

Practice Exercise

Open the Fonts document.

Using File, Save As, save the document as Fonts - Student

Select the heading, FORMATTING WITH THE FONT COMMAND.
Select Format, then Font.

Select the Font tab.

Choose a different font such as Tahoma.

Change the Size to 20. V
Select adifferent font color and then click on Shadow.

Click OK.

Select the Font Styles add interest text.
Select For mat, then Font.

Under Font style, select Bold Italic.
Click OK.

Select the Underlined styles add interest

text.

Select For mat, then Font.

Under Underline style, choose W ly.
Select an Underline color of rc then click OK.
Select the Outline text.

Select For mat, then t.

In the Effectsfi e

... line.

the Effectsfield, select Superscript. Click OK.

for the 2nd and 3rd text in the same line.

> Select the nd text and then use to select the rd text.

Select the 2 in the H20 text in the last line.
Press (Ctr)+( D) to display the Font dialog box.
In the Effectsfield, select Subscript. Click OK.
Click on @ and close the document.
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Using the Format Painter

hiC’

2.1.18

o

@ Practice Exercise

The Format Painter feature is handy when you want to repeat several formatting features on text
located in different areas of your document. For example, you may have typed in the text for the
Annual Report first, and now you want to format two occurrences of your company name in Arial
font, size 14, italic style and in blue. Rather than having to add these format features every time you
come across an occurrence of the company name, you can add the format features on the first
occurrence and then use the (Format Painter) tool to apply them to the next occurrenc

If you want to apply formatting features on several pieces of text, double-click on the on and
then click on each occurrence of text where the formatting features will be appli hen yotrdouble

Exercise

click the Format Painter it remains turned on; therefore, you must click the b urn it off
when finished.

Open the Teamwork document.
Using File, Save As, save the document as Teamwozk
Double-click on the word, Coaching and then cli
Click once on the| | button.
Click on the word, Training.

aa ~r W N P

Notice how Training is now show

[o! e| | tool has been turned off.
6  Click anywherein the word T ?second paragraph and then click on the@ button.
7 Clickon the button anﬁ e Belief at ABC text.
8  Select the text, level @ d then click onthe | B |and | £ | buttons.
9

11

h piece of text has these formatting features applied to them. The Format Painter
tive and will remain so until you no longer want it.

n the | #| button to turn it off.

e and close the document.

Open the Fonts - Student document.
Select the SHADOW text.

Select Format, then Font.

From the Effects area, select Shadow.
Change the sizeto 18.

Click OK.

o 0o A W DN P
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Aligning Text

iC

1.3.8

USING MICROSOFT OFFICE WORD 2003

7 On the blank line below the text SHADOW, type: Headings stand out better with a shadow
effect.

Click anywhere in the SHADOW text.
Click on the| #| button.
10 Select the text beginning, Headings stand out....

Notice the selected text has a shadow and is the same size as the previous line.

11 Ontheline below the word Engrave, type: Engraving is best viewed when the texsi ge.

12 Apply the Engrave formatting to the new text and change the font size to 18.

13 Click anywherein the SMALL CAPStext.

14 Double-click on the | #| button.

15 Select the text, Y ou can choose from many varied fonts. @
inter.

16 Select the text, Apply some effects, such as. and then turn off the

17 Save and then close the document.

Y ou can easily change the alignment of text in t f your document using one of the four

Align Left Alignsthe text to the left marg erEEt edge will be ragged.

types of paragraph alignment:
Center Alignsthe text betw right margins.
Align Right  Alignsthe text gin. The left edge will be ragged.

Justify Aligns the text
except fo last |

and right edges of the text will be flush with both margins,
the paragraph.

Remember that all p ting (such as alignment) will affect the entire paragraph.

Text can be aligned eit ou type the text into the document or on existing text. If changing the
alignment j tex{, make sure the cursor is positioned in the paragraph, then choose the

required ect the entire paragraph.
Align Left
Center
Align Right
l Justify
P Aq mormal ~ TimesMewRoman + 12 - | B 7 U |§ == == = £ iE | [ -a'_’f-é-!

Alternatively, you can specify the alignment
type for paragraphs using the Format,
Paragraph menu, and then clicking on the Indents and Spacing | Line and P
down arrow for the Alignment field. ceneral

alignrment:

Paragraph
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N
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10

11

@ Practice Exercise

1
2
3
4

(&)

Exercise
Open the Newsletter document and save the document as Newsletter - Student
Make sure the cursor isin thefirst line (i.e., theftitle).
Click on the| = button on the Formatting toolbar.
Select the rest of the document.
Click on the| =] button on the Formatting toolbar.
Move the cursor to the end of the document.
Press (_Enter ) three times and then type your name. Do not press Vr name.

Click on the|=| button on the Formatting toolbar.

Notice how Word has kept the alignment on this line. Thisis ha
the same alignment type. If it isn't, you need only to chan

Click on the button.
Notice how Word moves your cursor to the left % 2)

Make sure your cursor is at the end of thisline, and then press

2 next line also requires
ent to the required one.

Save and close the document.

Open the Alignment documen v
Select the entire document.Q

then dents and Spacing tab.
and click OK.

Select Format, Parag
Set the alignm
The entire d
Selec h.

Set ent to Right and click OK.

d now be centered.

e ent cument should now be aligned at the right margin.
e text still selected, select Edit, then Undo Paragraph For matting.

se the document without saving any changes.

ng Borders

Borders are lines that can be placed around selected text, paragraphs, or even pages.

A variety of different border styles are available.
Borders may contain shading or 3D effects.

Borders may be placed equally on all four sides, or customized and placed differently on each
side as specified.
Borders that are placed around pages can also be Border Art and consist of graphical images.
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Borders and Shading §|
Borders | Page Border | Shading
Setting: Skyle: Prewigw
| | ~ Click on diagram below or use
hane buttans ko apply borders

Box | | E]

Shad -
o Color:

2l | | | | I | I

Aukormatic b
width
Wph ——— Apply o
- clten Paragraph w

[ Show Toolbar ] [ Horizonkal Line. .. l I a4 ] [ Cancel
Setting Choose a preset border style for the
Style Choose a line style for the borde
Color Choose a color for the b d'the text.
Width Choose awidth for the bor around the text.

Preview Displays what the
turn on or
side.

of f b
Apply to Chooge. whet ply the border to the paragraph (from left to right margin)

ortot t y around the selected text).

f your choices will be on the selected text. You can
ice by clicking on the button representing the border

Options

Show To
Horizo
ise

the Sample Will document.

efault amount of white space between the border line and the text
or de.

lays the Borders and Shading toolbar on the screen.

Choose from alist of horizontal line styles.

Save the document as Sample Will - Student

Select the three title lines.

Select Format, Borders and Shading.

In the Setting area of the Borderstab, click on Box.

Inthe Width list box, click on 1% pt.

Make sure that Paragraph isin the Apply to field. Click OK.

3
4
5
6
7
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Last-Will-and-Testamentq]|

|,/ (Mame], aresident-of (City)-in-the state of (State],-make and-publish-this:my Last-Will- and Testament,-
and- I'revoke all-Wills-and othertestamentary-instruments-previously-made-by-me. -

Article-1--ldentification
I-am-married-with-(nurmber)-children:-(List-names-of Children). -
Article-2--Payment-of-Debts,-Expenses-and-Taxes-]

Except as-otherwise provided by-this-Will -|-direct- that-my-legally-enforce abl e-debts - last-illness-and:
funeral expenses, expenses ofthe-administration of my-estate,-and-all my-legally-enforceable federal-and:

8  Goto the end of the document quickly by pressing (Ctr)+End).

9 Movethe cursor to the blank line before the note at the end of th t.
10 Select Format, Borders and Shading, then click the Hérizontal button at the bottom of
the dialog box.

Horizontal Line

Search bext:
~
1
w
(o ) oo ]

11 Scral list to find the orange wavy line (citrus punch). Click on it, then click OK.

Article-10-~Testimonium{

THIS |- MAKE-AND-PUELISH-as my-Last-Will and Testament -each- page-of which- |-have-initialed-for the-
purpose-ofidentification,-and- IN-WITNESS-WHEREOQF -have-hereunto subscribed-my-name-in-the-
presence-ofthe-witnesses-whose-names - appear below-who-have, at-my-request-and-in-my-presence-and:
inthe presence-of each-other,-also-subscribed-theirnames-hereunto as attesting witnesses - on-this-___
day-of__ _  -200_1

ourMame)- (Testator)q

= Dample will create d by powills. cor]

12 Savethe document.
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Adding Shading

E Shading refers to a background color behind text. Be careful about the color schemes you use with
shading as the document can quickly become “too busy”, especially if you don’t have a color printer.

2.1.16

Borders and Shading §|

Borders | Page Border

Fill Preview

T Fil

EEEEE
...... Mo Fill

Mare Colars, ..

Apply to:
I:‘ Clear v PRl 0
Paragraph

[ Show Toolbar ] [ Hotizonkal Line. .

L..!| Exercise

1 Makesurethe Sample Will - Stud ment'is active on the screen.
e threetitle lines.
d then click on the Shading tab.

2 Moveto the top of the docum
3  Select Format, Borders
4  Click on Black.

ame of the color will display in the box to the right of the color palette.

click anywhere away from the selected text.

ould look similar to the following:

Last-Will-and-Testament]
off

T

I {Mame),-aresidentof (City)-in-the-state-of-(State) -make-and-publish-thisrmy: LastwWill-and Testament,-
and--revoke-all‘Wills-and-othertestamentary instruments- previcusly made-by-me.

Article-1--ldentificationy

l-arm-married-with-{numberi-children:-(List names-of Children) 4

Article-2--Payment-of -Debts,-Expenses-and-Taxes-

Exceptas-otherwise provided-by-this-will |- direct that-my-legally-enforceahle-dehts lastillhess-and-
funeral-expenses -expenses-ofthe-administration-ofrmy-estate -and all'my-legally-enforceable federal-and-
state -estate,-inheritance,-succession-and-other-death-taxe s -including-interest-and-penalties theraon,:

imposed-uponmy-estate-or-any-beneficiany-thereof by-reason-of my-death -including the-portion-of-any-
ket Hrik f. liri aofii lif roth rh t.

ahlatatha ey ! nnlicias.afineiranea.

6  Select the Article 1 text.
7  Select Format, Bordersand Shading.
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8
9
10

11
12

A WO DN P

10

11

12

Make sure you are till in the Shading tab, and then click on a color of your choice.
In the Apply to field, click on the down arrow and then click on Text.
Click OK.

Last Will and Testament
of

I, (Mame), a resident of (City) in the state of (State), make and publish this my Last Will and Testament,
and | revoke all Wills and other testamentary instrurments previously made by me.

Article 1 - Identification

| am married with (number) children: (List names of Children).

Article 2 - Payment of Debts, Expenses and Taxes

Ecept as otherwise provided by this Will, | direct that my legally enforceable debts, last ilness and
funeral expenses, expenses of the administration of my estate, and all my legally enforceable federal and
state, estate, inheritance, succession and other death taxes, including interest and penalties therean,
imposed upon my estate or any beneficiary thereof by reason of my death, including the portion of any
such tax as is attributable to the proceeds of policies of insurance on my life or other property not
constituting a part of my probate estate, be paid out of my residuary estate, without reimbursement from
any person

Notice how Word applied the shading only to the tex e entire paragraph as before (i.e.,

from left to right margin).
Repeat the shading for each of the Article headin

Save the document and then close it.

Practice Exercise

Open the Let’'s Communicate eit asLet's Communicate - Student
Select the title and then ormat, Bor ders and Shading.

Click on the Border
From the Settin
A 4% point

With th return to the Borders and Shading dialog box and select None in the
Setti click OK.

This emoyve the current border settings.
Borders and Shading dialog box and select Custom from the Setting area.

dow, set the color to Green, width to 4%z pt, then click OK.
X appears around the paragraph.

urnt
yle area, scroll down the list until you find athin and thick line together, and select it.
ice the Width reflects the current line selection.

Inthe Preview area, click theE] button, then click the button to add lines to these places.
In the Color area select Plum.

Notice that the Preview area does not show the chosen color for the lines. Y ou will now select the
lines again to add the color.

Repeat step 8 to add the color. Y ou will need to click each button twice; once to turn the selection
off and once to turn it on again with the new color.

Click OK when done.
A thin/thick line will be placed at the top and bottom of the title.

Save and close the document.
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Summary

In this lesson you learned how to apply format features to text, including changing the appearance or
position of the text. Y ou should now be familiar with:

= What formatting text characters means = How toalign text

= Applying formatting to text characters = Adding borders or shading to text

= How to use the Format Painter tool u

Review Questions

1. What is character formatting?

2. Formatting options can be applied to text before or after text istyped.
a True b. Fase

3. When you want to change the font for the text, you can only u
preview the variety of fonts.

a True b. Fase

dialog box in order to

4. Which method can you use to activate the Font di %
a.  Select Format and then Font A

b. Press(Ctri)+(D)
C.  Click onthe [“4] button on
Standard toolbar
Qﬂ u use the Font dialog box.
oub! ck

on the Format Painter button?

f the above
Onlyaorb

5. List some of the effects av
6. When would you wan

7. ldentify thefallo t buttons.

. [E
d [E]

y be applied to whole paragraphs.
b. Fase

a border between paragraphs, apply a bottom border on ablank line.
True b. Fase

. If you add a shading color of black to a selected paragraph, Word will automatically change the
color of the text to white.

a True b. Fase
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Lesson 4: Setting Tabs

Objectives Suggested Timing: 1 Hour
In this lesson you will work with tab settings. On completion of thislesson, you will be familiar with the following:
= What tab settings or positions are =  How to set atab position

= Why itisimportant to use tabs instead of spaces =  How to edit atab position

= Thedifferent types of tab settings

Understanding Tab Settings

Tab settings (tab stop positions) are markers used to position text at specific |
E character. Note the following regarding tabs:

g the tab

2.1.1
2.1.11 =  Never use spaces to align tabular columns, as changing the g

consuming. Also, text will line up on the screen, but not on the

chosen; most fonts available are proportionally spaced font.types
the character as needed).

= A tab setting is in effect at the paragraph location for
then the new tab setting isin effect.

= | eft tab settings exist at every .5” by default
= You can set new tab positions as requi it rough the ruler or the Tabs command. The

tabs; however, you should use the Tabs command
ot | S.

would be time
s is due to the font
use as much space for

you create ancther tab setting,

ruler is the fastest way of setting and
when you need precise tab positio

= Tab settings can be set befor
text first before adding or

= Usethe[T] (Show/Hide 1)
useful when you w. identl
Ruler.

= |f you want rement for the tab setting, press and hold the key asyou click on
the ruler e ab setting will be placed.

u g, or with existing text. You will need to select the
h settings for that text.

display — every time you press the key. This can be
hy the text doesn’t line up with the tab positions set on the

h Tabs

tab setting, text can be aligned at the tab position using one of the following types
to aligning paragraphs of text):

ab Center Tab Right Tab Decimal.Tab

. Lellie VP, Computers Data Processing $65,082.3009

Aligni

J. Vaughn VP, Supplies Purchasing 64,376.08
A. Graham VP, Manufacturing Manufacturing 62,000.152
Arcosa VP, Operations Administration $61,705.297
L eft This is the default tab alignment, where all text and characters typed begin at the left and
shift to theright.

Center  With center tab alignment, the text is centered over the tab position.
Right With right tab alignment, text and characters begin at the right and shift to the | eft.

Decimal Thistab aignment is used for aligning columns of numbers. The typed numbers shift to the
left (as with a right tab) until you type the decimal character; then the type shifts to the
right.
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Each of the tab alignments discussed can also include dot |eader

characters (a series of leader characters that precede the entry). |1 ... posiion: T —
Leaders can only be applied to tab settings when you use the 05" E:
For mat, Tabs command. Tab"stops to be cleared:
o
When using this method to set up tabs, be sure to click on the
Set button each time you enter a measurement and optionsfor a | ;.o
new tab position. Do not click on OK until all the tab positions | @ et O Center O Right
have been set to your requirements. olzenl
Leader
. () L Mone T p— (G
Setting Tabs on the Ruler O4_
Tabs can be set using the ruler. You have the benefit of seeing [Geaal ]
where the tab will be placed relative to your text as the B
document window remains visible. This is sometimes referred ok | [ cancel |
to as “using the guesstimate approach” — use the ruler as a

guide and guess where the tab should be.

Four tab alignments and their icons represented on the ruler are nb
Decimal Tab

Tab Alignment Left Tab Center Tab Right Tab
I An‘

||I| ---|--§1--Ll---2-1_-|---3---|---4-J-|---5---J_.---&---|---

Another tab alignment is available from tN&t selector for setting vertical bars[1]. This
een

could be used when you want a separ figuresin each column.
e ler to help identify the different tab stop markers.
the tab marker (or the tab alignment selector) to see a

Place the mouse c
Left Tab  description for the mar

% ScreenTips are also avai

|!!| Exercise

P Fle Edt Wiew Insert Format  Tools  Table  window  Help Type a qudg
AN REWE NI WA Y- A RN R
fg Mormal v TimesMewRoman ~ 12 « | B 7 U |§
E§|1R2l3l

1

Word displays a dashed vertical line to indicate that the text will be lined up at this position.
5  Click on the tab alignment selector until you see| 4],
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6 Clickintheruler at 3.5" andat5".
7 Typethefollowing text, pressing the key to move to the next column:
Be sure to press the key after typing each line of text, ensuring that your document appears with

the same paragraph marks as shown. This will allow you to then change the tabs for the next text rather
than affect the text previously entered.

""'g"""'l"'L"'2"""'3'"J""*"""'E"':"'o'
-+ Eoom -+ June-15 -+ June-309
1
Word-L2 -+ AT105 -+ 12 -+ o
Ezcel L1 -+ Al07 -+ 7 -+ il
Outlook L1 - LG103 - 8 -+ i
1

Notice the tab character appears -+ wherever the
to show where the text is currently positioned. These ¢l
to align the text with the tab positions.

5 pressed. Thisis avisual indicator
an be deleted as needed in order

Save the document.
Click on the tab alignment selector until
10 Clickintheruler at 3".

Nothing should have happened.in
the ruler. This is because Wo
point forward. Once text
changing the tab settings.

11 Sdlect dl linesof text i

Notice now hew
can be insert

ent other than the new tab position being placed on
u want the new tab position to take effect from this
in the columns, you need to select the text first before

ing table, and click in the ruler at 3" .

oves over to this tab position and has a different alignment. A tab
d easily, and can also be deleted as easily.

12 Mov r overtop of the . character in the ruler and drag it down off the ruler.
No the tab character has now been deleted from the ruler.

ake ery line in the table is still selected. Then position the mouse cursor over the
aracter at 3.5" .

istab positionto 3.25" .

Position the mouse cursor over the a character at 5" and drag thisto 4.5" .

Y ou have now just moved the tab positions over in order to add a new tab position.
Click on the tab alignment selector until you see| 1] and then click on 5.75" in theruler.
17 Add the following text as shown:

-+ Foom -+ June-15 -+ June-30 - July-99
1
Word-L2 -+ A105 -+ 12 -+ 9 -+ 119
Ezcel-L1 -+ A107 -+ 7 -+ 3 -+ a7
Outlecle L1 -+ LG103 -+ 3 -+ 7 -+ 109
1

18 Save and close the document.
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@ Practice Exercise

Open the Phone List document.
Using File, Save As, save the document as Phone List - Student

3 Ensurethat the ruler is displayed. If it is not visible along the top of the document window, select
View, then Ruler.

This simple phone list has been typed with tabs, but the tab locations have not been therefore,
the columns do not align. The default tabs, located every 0.5" are in effect.

Y ou will now set tabs using the ruler.

4 Sdectal thetextin thetable. V
5 Click on the tab alignment selector until you see the|]icon.

6 Clickintheruler at 2".

The middle column Position is now moved to align with new ng. Also natice the tab
character appearsas + wherever it was typed.

When anew tab isinserted on the ruler, all defaul f the new tab are cleared.

7  Click on the tab alignment selector until you see n.
8 Clickintheruler at 3.5".
9 Ensureall of thetext is selected. Click o ter at 2" and drag this tab position to 3".

a

> If your tab positions require “fine-tu ore precise positioning, hold down the key while

dragging the tab position on th

10 Ensure al thetext is select
Y ou will now delete atab
11 Ensureall of th

The last col
properl

12 Cli
13 Add

nthe L character at 3.5" and drag thistab positionto 5".

. Click on the L character at 5" and drag it down off the ruler.
ed to having the default tab settings every 0.5" and doesn’t align

nment selector until you see the| a| icon then click on theruler at 5.75".

of text to make your list match the information as shown here:

. Marketing-Facts-&-Products-Ltd.q
Telephone-Listq]

=T
il

= ame —+ Position —+ Phone{
1
Tory-Zeal -+ President -+ 395-39909
Micheal-Perry -+ Wice-President -+ 324-20349
Hilda-Summers - Corporate-Planning - 274-93709
Jeffrey-Vaughn -+ Marketing -+ TRE-2778
Amy-Ianda -+ Distribution -+ 274-9535
JessePost -+ Publicity -+ 681-376H
Tina-Leslie -+ Computer-Division -+ TE-T229
Ally-Graham -+ Manufacturing -+ 6E2-2773
Sasha-Arcosa -+ Operations -+ 534-00829
Mare-Taneka -+ Matlet-Expansion -+ 242-23429
Marizsa-Eton -+ Production -+ 256-24959
il

14 Save and close the document.
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Summary

In this lesson you worked with tab settings. Y ou should now be familiar with the following:
= What tab settings or positions are = How to set atab position

= Why itisimportant to usetabsinstead of spaces = How to edit atab position

= The different types of tab settings

Review Questions

1. Why isit important to set tab settings instead of spaces to line up columns of 4ext?

2. Once you set tab positions, these remain in effect for the rest of t cannot be

changed.
a True b. Fase

3. What is the default measurement for tab settings in a docurpent?
a 025 c. 10"
b. 05" d. Thereareno def@ ents.

4. Tab settings can be added before you begin typi ell as after entering text.
a True b. Fase

5. Why would you want to use the Show/Hide re when working with tabs?

6. ldentify the following tab charaeters:

a [
b. [4]
c. o]
7. How can you gho of alignment for the tab setting to be put on the ruler?

8. Which to help set a precise measurement for atab setting on the ruler?

C. Alt

d. You must go through the Format, Tabs option in order to set
precise tab settings.

ge the tab position for the fourth column of atable, you must select each line in that table
re making the tab setting change.

a True b. Fase

10. To delete atab setting from the Ruler, you need to recreate the tab settings.
a True b. Fase
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Lesson 5 Indenting Text Paragraphs

T S P R T S e T B A S

SR e e E e B R e e s P L S T e e

Objectives Suggested Timing: 1 Hour

In this lesson you will look at what indents are and how they can affect the position and appearance of paragraphs.
On successful completion you will be familiar with the following:

=  What indenting refersto = How to adjust an indent
= Thetypes of indents available = Adding bullets and numbering
= How to set an indent

Working with Indents

eft and right
guotations or
ar, the Paragraph

E An indented paragraph is a paragraph that wraps to a temporary |left and/or

211 indents are useful for emphasizing parts of your document or f

2.1.4 subparagraphs. You can create indents by using the ruler, the Fo
command, or keyboard shortcuts.

Y ou can create the following indents in Word:

An indented paragraph iz a paragraph that wraps to a temporary left andfor right margin
Left and right indents are useful for emphasizing parts of your document or for items
such as quotations or subparagraphs. Tou can create indents by using the ruler, the
Formatting toolbar, the Paregreph command, or keyboard shortcuts.

4 paragraph with a Left Indent is indented from the left margin This type of
indent 15 often weed with bullet lists.

& paragraph with a Right Indent iz indented from the right margin. When
combined with a left indent, this type of indent iz often used in
conjunction with left indents to create quotations.

A First Line Indent paragraph only has the first line of the paragraph
indented from the left margin. This is commonly used when the first line of every
paragraph needs to start a specific position.

A paragraph with a Hanging Indent is indented from the left margin, however, the first
line 15 left “hanging” out to the margin. The amount of indent space 15 determined
by the tab position This type of indent iz commonly uszed for bulleted or
numbered paragraphs, or for bibliographies.

The paragraph is indented from the left margin. This type of indent is often
used with bullet lists.

The paragraph is indented from the right margin. This type of indent is often
used in conjunction with left indents to create quotations.

Linelndent  Only thefirst line of the paragraph isindented from the left margin.

Hanging The paragraph is indented from the left margin; however, the first line is left
Indent “hanging” out to the margin. This type of indent is commonly used for bullets
or numbered paragraphs, and can also be used for bibliographies.

The amount of indent is determined by the current tab settings.
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Theruler offers aquick and easy way of adjusting the indents by using the following indent markers:

Indent

Selector Hanging Indent First Line Indent Right Indent
‘--1---|-----|---?---|---2---|---3---|---4---|---5---Z,---

Left Indent

ScreenTips are also available on the ruler to help identify the different indent m . Place the mouse
cursor over the marker to see a description for the marker.

Do one of the following, depending on the type of indent you are creating:

=  Drag the appropriate indent marker to indent the paragraph as d

= Click on the indent selector (located at the left of the ruler) until priate indent marker is
displayed, then click on the ruler at the desired location.

e (Increase Indent) or

rrent location.

Once the indents on text has been activated, you can
(Decrease I ndent) buttons to move the text in or

L.._.J Exercise

1  Openthe What is Windows docum
2  Savethe document as What is Wi dent

Review the document. Assum e thefirst line of every paragraph in the first section at

a specific indent.
3 Click anywherein the raph.
4 Click ontheind

5 Sdectth raphs.
6

0
Clic h kintheruler.
Noti w.M/ord keeps the selected indent option available as you move from paragraph to
agr

' the beginning of the Active Desktop line.
> Make sure your mouse cursor is overtop the box and not the triangle. The box controls the left indent

til the[~]| marker is displayed, then click on the ruler at 0.75" .

t from here to the last paragraph at the end of the document, just before the note “ Excerpt
taken...”.

Click on the @ marker in the ruler and drag thisto 0.5" in theruler.

whereas the triangle controls the hanging indent.

10 Move the cursor to the Excerpt note at the bottom of the document.

11 Click on the ¢ marker in the ruler and drag thisto 1" intheruler.
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Y our document should look similar to the following:

. WYSTWYGT
What-is-Windows?9 i
1 WESTWYG (What-You-See-Is-What You Get)- provides yon-with-the-ahility-to see-
o the screen exartly whet-vil be printed, Because Windows s« graphic based
T _ ermmnmenl ¥o take-ad  various-font
An-Operating System] placed i created
Al 1
‘Windows is the Jatest-inthe Microsoft series-of perating systerns -and-graphic Using: the: powerful- 32-bit- operating: system Windows- will- let- you- take- full-
wser- intexfaces - These opexating: systems are designed. for- howe: and. office: use- of antvantage of: the power. found in-the- newest corupnters- walhhle today Yo will
sontpute.] finel thal yrour-sofh - faster-andl that yron-can tak dhvantage-of: the.
latest-softwars available -
Though- there- are- many: corputer operating: systers- available, - the il
Ilicrosoft series of operating systerus are those must used by home-andoffive computers Plug-and-Play
in Morth-& today. B f their-ext use, k- om-corputers &t 1
ressnyr-ifferent locations and beeo oquick] pter’s operation | Plug-and-Play-is-a feature- that allows-for-the-siople- addition-of-nsw- hardvware

1 letting Windows do 1008t of the installation-automatically. |
A you may be-aware, conguting technology is ever changing, Windows 1
was- developed. to- utilize- the- latest- in- corputer- technology- as well- as add: newdy- And:Much-More-....

developed featues {0 Micrasof s previous-operating syster, Windows 95 1
® B P 1 Winclows proviles-a- tablsfoundation. for- rning the latsst-in wnltirascia For-

T 1 example, Activelovie- allows: for. the- sinple- viewing. of: video- and: Broadsast
. i y Achitecte-lst yout conputer into a televisioneceiver. Windoves will

. Features-and-Benefitsq even play rasic CDs a5 yow work o the coxgter |
Theze are vuany features in Windows. Soroe of thervell b eadily notiesble by the-usex Bonuber ofsytems toob swhas b4 Y A Dish L
to orporated within the-cpezating systera and: o allow-th di i with vasy o
runaummlmlly wnhmn ywubemg aware of thera | followr instrnstions -
Sorus:of the: st iruporiant: Windows features:are kst belorw. This- workbeok. il T
fucus-on-those Windows a * Excerpt taken from Microseft-Windows — Level J, develaped by (10T Leamning
%mnklyaswssﬂ:le 1 Solutions Inc. ®2000.9

Active-Deskiop® T

I

The Windorws- Actve- Dosktop- provides-the:user wilk-ane easy to- wse-computex

desktop scresn -Soft 1ge-can-oftenbe-activated with the- sitap]

your mouse- o one-of My decktop icons - Ad novw-with Windows, the Interet
with.its zesearch-and e-mail capacities is more-pasily utilized from the- Windows
sereen ]

1

Multi- Tasking

1

Multi-fasking is the ahility to b berof ing:at the

sz trus oz your coputer This: et bas been g;rea(ly irpraved Today's
Yop ) T s forth bet

lotof't quickly
the comper progears used during & sessionof computer use |
1

12 Save and close the document.

§ Practice Exercise

indent selector until the[~] marker is displayed, then click on the ruler at 1.75" .

that the first line of the paragraph remains at the margin, and the rest of the paragraph
ts by 1.75". Also, the tab following the word Typing, enables the text of the first line to
match the rest of the paragraph.

Select the text of the second paragraph Editing includes such things...

7 Repeat step 5 to set the same hanging indent for this paragraph.

Now you will set a hanging indent by dragging the hanging indent marker.

8  Select the text of the third paragraph Removing text is known as deleting...
9 Click onthe s marker inthe ruler, then drag it to 1.75" on theruler.
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10 Using the two methods described above, set hanging indents for the rest of the paragraphs, so that
your document appears similar to the following example:

Basic- Text:-Editingq

)|

1

Typing: -+ simply-means-using the keyboard-to-input-the-text-
onto-the screen.q|

1

Editing: - includes-such-things-as-inserting-and- deleting-single-
characters,-words or-multiple- lines- of-text, correcting:
typos,-az-well-as-ingerting: or- deleting: lines-between-
paragraphs.q|

1

Removing-text -+ is-known-as-deleting.--The-Delete-and-Backspace-keys-
are-used-for-removing-text.q

1

Wordwrap: -+  occurswhenyou-have-typed-enough-texi-to-fill- up-a-
line- and-the-next-word- will- automatically-wrap-around-
to-the-next-line.-- Word-wrap-is-ended- for-a-paragraph-
by-pressing-the-Enter-key.q

1

Blank-liness - are-created-by-pressing-the-Enter-key.--Blank-lines-are-
removed-by-deleting the: Paragrapti-mark.q|

1

Paragraph-marks + may-be digplayed-by-preszing: on-the-Show Hide-
button-on-the: Standard: Toolbar.q

il

11 Save and close the document.

Using the Paragraph Co

Y ou can use the Paragraph co very precise paragraph indents. The Preview areain the
dialog box also alows ygi.to fect of indent measurements entered before finalizing the

settings.
L!!| Exercise
1 Open Your Files document.

2 ent as Managing Your Files - Student

N ou wi e afirst line indent using the Par agraph command.

ywhere in the first paragraph.
t For mat, then Paragraph.
Select the Indents and Spacing tab.

From the Indentation, Special field, select First line, then ensure 0.5” is displayed in the By
field.

7 Click OK.

Now you will create aleft indent.

8 Click anywhere in the second paragraph.

9  Select Format, Paragraph.

10 Inthelndentation, Left field, select 0.5” and click OK.
Now you will set a hanging indent.
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11 Select the third paragraph, beginning Some characters, such as ...
12 Select Format, Paragraph.

13 From the Indentation, Special field, select Hanging and then OK.
Now you will set both right and left indents.

14 Select the fourth paragraph of text, beginning Keep in mind that ...
15 Select Format, Paragraph.

16 Inthelndentation, Left field, select 0.5".

17 Inthelndentation, Right field, select 0.5 and click OK.

Notice that the four types of paragraphs are indented in four differ
different methods of indenting, as shown below:

strate the

MANAGING- YOUR-FILESY

1
1

“With- thes arnwal of the- wformation age - there: 15+ a- tremendouss amount of+ data-
bemng: created- and- stored: onr computers - As- a- computer user,* your wils need- to- have an-
efficient- filing- system- so- that your can- easily: locate- files- when- your need- them. - It wou- have-
tor spends more- than- fiver minutes- trying- to- find- a- file,- then- your should: senously- consider
changing-the-way-you-organize -andfor-name-your-files

1
Folders- can- be- thought- of+ as- “drawers™ to- hold- your- files - - Filenames- are- the-
“labeling™ you- grve- to+ your- files - - They- can- bes up- to- 256~ characters- m- total- length-
and-maynclide-spaces-and-dashes -etc

1

Some- characters,- suchr as- forward: slash- ), backslash- (\),- greater- than- sign- (=), less- than-
sign- (<), astenisk- (%), question- mark- (7),- quotation: marle- (), pipe- symbol- (), colon-
(), or-zemicolon-()). canmot-be-meluded-m--File-names

Eeep- m- mind- that- there- 15 no- night- or- wrong- way- to- organize- data- —
simply- efficient and- mefficient - The- man- consideration 15+ to- find- a- disk-
filing- system- that- sutss your needs- As- your develops your- diske filing:
systern, try- tor remain: fesable - Ber prepared: tor malce: adjustments: to- yvour
systern-as-yourdizcover-new-methods -or-as-your-needs-change

1

18 Save document.

Using the
use the Formatting toolbar to increase and decrease indented paragraphs quickly and easily.

i A4 Normal + TimesMewRoman - 12 - | B 7 U |

atting Toolbar

Decrease Indent
Increase Indent

tg, =

F— =

111
ni
I

== m-2-A-J

|!!| Exercise

1  Open the WEBcable document.
2 Using File, Save As, save the document as WEBcable - Student

Notice there are three subheadings starting WEBCABLE. In this exercise, you will indent the three
paragraphs foll owing those subheadings using the Formatting tool bar.

3 Select the paragraph beginning, A new way...
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4 Click twice on the 2| button on the Formatting toolbar.
This indents the text two default tab stopsto makea 1" indent.
5 Repest steps 3 and 4 for the other two paragraphs that follow the WEBCABLE subheadings.

Y ou will now remove one indent from each of the three paragraphs (move them back one tab stop to
the left).

6  Place your insertion point anywhere in the paragraph beginning A new way...
7 Click once on the |=E| button on the Formatting toolbar.
Notice the paragraph returns to the previous default tab location at 0.5" .

8  Select the two remaining indented paragraphs and repeat step 7 to dec t one tab

position. Y our document should appear similar to the following:

IT’S-HERE-... WEBCABLE!'Y]
1
1
*WEBCABLEY
A-new-way-to-connect-to-that-wonderful-place-known-as-the-Internet. -
You-can-go-to-incredible-places,-find-information,-and-talk-to-the-
world-on-the-Internet. -It-truly-is-wonderful- . .. -but-wait-. . .-and-wait-. . .-
and-wait-again.-Moving-around- on-the-Internet-can- often-be-incredibly-
slow.-Now-the-waiting-is-over.-y
1
*WEBCABLEY
Uses-a-coaxial cable-and-a-high-speed- cable-modem-to-deliver-the-
Internet-at-incredible-speeds!-Up-to-100-times-faster-than-the-
telephone-lines-widely-used-today.-q
1
*WEBCABLEY
Means-a-lot-oftraveling,-a- lot-of-information,-a-lot-of-chatting,- a-lot:
more-quickly!-It-also-means-a-lot-less-waiting. -Less-waiting-for-
finding locations, less-waiting for-downloading files- AND-less-waiting:
for-pictures-and- graphics-to-appear- on-your-screen!-9
1
1
1
Call-1-800-68C ABLE-~
tororder-your- WEBCABLE-today!y
1

close the document.

Bullets and Numbering
0 ways to create paragraphs that “list” information: Bullets or Numbering.

types are used as methods of listing points or steps, whether they are one-line paragraphs, or full
agraphs; and both types use the hanging indent feature in conjunction with automatically adding
bullets or numbering to the paragraphs.

Bullets offers a variety of bullet styles, including round, square, diamond, arrow, filled or hollow,
shadowed or plain, to name a few. You may also choose to customize the bullet, and choose from
thousands of characters found in numerous symbol fonts.

QO List information can be accentuated with awide variety of bullets.
v’ List information can be accentuated with awide variety of bullets.
e Listinformation can be accentuated with awide variety of bullets.

» List information can be accentuated with awide variety of bullets.
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2.1.6

|.!!| Exercise
1  Open the Word Today docum }
Save the document as Wo da ent

USING MICROSOFT OFFICE WORD 2003

For numbering paragraphs you can use decimal numerals, roman numerals, alphabetic numbering,
uppercase or lowercase.

In addition to simple numbered paragraphs, you may use the Outline numbering feature, which allows
you to use multiple levels of numbered paragraphs.

A) List information can be accentuated with a wide variety of numbering
methods.

1) Listinformation can be accentuated with a wide variety of number
methods.

(&) List information can be accentuated with a wide
numbering methods.

iety of

(i) List information can be accentuated with of

numbering methods.

Bullets or numbering can be added to text before you begin typing, ol
Existing text needs to be selected prior to using either feature.

ing text in a document.

When you activate the bullets or numbering feature, Wor the default bullet or numbering
style and indent position. If the bullet or numberin ged previously, Word will then
apply the bullet or numbering style last selected. Yo the indent position for any bullet
or numbering style to best suit the appearance o

2

3  Ensure the Formatti ol bar ayed on the screen.

4  Select thethree ap ing from Word 1.0 through to Word 2002.
5 Click onthe E e Formatting toolbar.

aphs now have bullets and are indented.

£| button to return the text to the left margin.
ick on the |:=| button on the Formatting toolbar.
Notice the three paragraphs are now numbered 1 to 3 and are indented.
Click on the button to move the indent location.
Click on the|i=| button a second time to remove the numbering.

12 Click on the |=E| button to return the text to the left margin.

If you find that the screen appears cluttered by the non-printing characters, click on the button to
turn them off.

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



USING MICROSOFT OFFICE WORD 2003

13 Usethe[i=]and[EE

Microsoft Wor
Microsoft Word is a powerful word processing prog
to suit your own preferences and requirements.
Commonly known simply as “Fomd”, it 15 the latest r
Ward 1.0 through 5.5 were designed to run in the
o [Ford for Windows 1.0 through 6.0 were designed
o [Ford 07, Word 2000 and Word 2002 are designed
envirofiments.
14 Usethe|i=]|and
has incorporated many desktop publishing features
“type” documents — we publish them as well.
1. WYSTWTYG or “What-Y ou-See-Is-What-You
known as Print Preview. Today, you can view
as Mormal View and even do all of your editing
2. Pictures and graplics are easily created or inc
thousands, if not millions, of pictures available
can be created, scanned or photographed|
3. WordArt is a special program that allows vou
special effects such as interesting shapes, shad
4 Web publishing 15 as easy as saving “as a Web
in and it 15 web-readyl
e
15 Usethe and |=

-
As you can see, word processing 15 no longer simply
advances in technology and software since the 1970°
now incorporate more features than was once ever ¢

*  word processing
desktop publishing
web publishing

WWhat will the future bring? Will we still be able to ¢

@ Practice Exercise

1 Start anew document.

2  Savethe document as Editing Text - Student

© CCI LEARNING SOLUTIONS INC.

£=| buttons to add numbering to the Word of the Present Segli n:
Word of the
Today, with the Windows graphical interfaces, W °

81

buttons to add bullets to the paragraphs in the first section as shown:

d bullets to the paragraphs in the Word Today and Tomorrow

Once you are finished, save and close the document.
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3 Typethefollowing text using the formatting indicated:

4  Center the heading, Inserting and Editing
and turn on Bold.

5 Change the bullets to number

Format Item
Indent at 0.5" First paragraph
Indented Bullet at 1.0" 5 paragraphs beginning, If you set...

Inserting and Editing Text9

1

The following points should be kept in mind when you are typing text: 9

1

o If you set the font before you start to type, the text will have the format you

1

e When you delete a selection, or Backspace over text and start typing.without
the insertion point first, the new text will have the same character f
you just deleted.q

1

¢ If you move the insertion point after you have set the fon
the new text will have the same formatting as the charact
at the beginning of the paragraph).q

1

o If the insertion point is placed at the beginning of
you begin typing, the new text will have the sa
the original paragraph.q

1

e When the Formatting Toolbar is turn
formatting that will be applied to th

1

st

typing,
nless you are

isting paragraph and then
g as the first character in

lighted icons represent the
e insertion point.q

change the font to Arial and the font size to 18,

Y our document should app imilak to the following:

The following points should be kept in mind when you are typing text:

1.

[ S

L - T 2 R - SR LR O

inseﬁing and Edi'ting'Texf

If wou set the font before you start to type, the text will have the
format vou set.

“When you delete a selection, or Backspace over text and start
typing without moving the inzertion point first, the new tesxt will
have the same character format as the text you just deleted.

If wou mowe the insertion point after you have szet the font and then
begin typing, the new text will have the same formatting as the
character to its left (unless you are at the beginning of the
paragraph).

Ifthe insertion point is placed at the beginning of an existing
paragraph and then you begin typing, the new text will have the
same formatting as the first character in the original paragraph.

When the Formatting Toolbar is turned on, the highlighted icons
represent the formatting that will be applied to the text tvp ed at the
insertion point.

6 Save and close the document.
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Summary

83

In this lesson you looked at what indents are and how they can affect the position and appearance of

paragraphs. Y ou should now be familiar with the following:

= What indenting refersto = How to adjust an indent
= Thetypes of indents available = Adding bullets and numbering

= How to set an indent
Review Questions
2. |dentify the following indent markers:

a v c. O
b. o

3. Why would you use aright indent for a quote instead

4. Theamount of indent is determined by the curren
a True b. Fase

5. Use the Paragraph command when you
a True b.

6. ldentify on the following tool bﬂhl

7. Thesolid circular bull y bullet style available for listing points.
a True False

= .| i= = i= 5=

+:

8. Howdo in@ numbering feature differ from the Numbering feature?

9. Bul umbers can be added to text before you begin typing the text.
a b. Fase

indent measurement provided with bullets or numbers cannot be changed.
° a” True b. False

© CCI LEARNING SOLUTIONS INC.

1. What is an indented paragraph? EV

the right margin?

precise paragraph indents.

you would use to increase the indent.
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Lesson 6: Proofin

prr s sre s m e s

g Your Document

e R e S R et e e

Objectives Suggested Timing: 1 Hour
In this lesson you will look at different ways to proof your document before sending it for distribution. On
successful completion, you will be familiar with the following:

= Checking the spelling in the document ®  Finding itemsin a document

= Checking the grammar used in the document = Replacing itemsin a document

Checking the Spelling and Grammar

E Before sending your document to print, you will want to proof your docum
137 spelling mistakes, grammar structure problems, or repetitive text. Word
2.1.19 help you automate some of the error checking so you can concentrate
than the data entry.

rs, either
ith tools to
t content rather

The Spelling and Grammar feature in Word provides you with yariou when you are checking
for spelling and errors, including the ability to create custom di aries for special terms.

= The spelling portion of the feature will check for in
occurrences of incorrect capitalization.

ing, repeated words and some

= The grammar portion of the feature uses n
sentences that contain grammatical error
the Office Assistant explain the reaso

e grammar to more accurately detect
style. As well, you can choose to have
ical error.

The automatic Spelling and Gramm
grammatical mistakes as you type.

in the background to check for spelling and

= When aspelling mistakei vy red line is displayed underneath the text.

= When agrammatical error i , awavy green line is displayed underneath the text.

line below specific pieces of text. These are smart tags; Word has
ou may want to include in a feature such as the Address Book to save
rmation at a later date.

detected a name

> You may also see_.a pu
you time in r

This feature
creating t

ither correct the mistakes immediately, or to wait until you are finished

To activ. ling and Grammar feature, use one of the following options:

= ect and then Spelling and Grammar .
n the (Spelling and Grammar) button in the Standard toolbar.

E7).

Spelling and Grammar: English (L1.5.) g|
Mot in Dickionary;
The Specialist Program is available for many %
I\{icrusfﬂ Office P applications at both Core
Ignore &ll
atid Expert user levels.
+ | | Add to Dictionary
Suggestions:
Iycraft
Change Al
[ check grammar
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Once Word has found the first spelling error in the document the Spelling and Grammar dialog box is
opened and alist of possible spellings for the error (in red) is displayed

Ignore Once

IgnoreAll

Add to Dictionary

Change
Change All

AutoCorrect

Check grammar

Options

‘erb Form;

impruvec‘ vour skills.

Suggestions:

Check grammar

When Word discovers a grammar error, you See a Scre

Spelling and Grammar: English [U.5.)

Determine a level of specializaton or choose a &

specific Microsoft Office product on which to

Ignore this occurrence and continue to find other words with the same spelling.

Ignore all occurrences of words with this spelling, e.g., person’s name,
specialized industry terminology, etc.

Add the word to the custom dictionary. Word uses a custom dictionary in
addition to the regular dictionary to check the spelling in your docu

Change this occurrence with the selected word in the Suggestion

Change al words with this spelling with the selected
box.

the Suggestions

Add this item to the AutoCorrect list so it wi
misspell it.

ery time you

Choose whether to have Word check the same time as the

spelling.
Choose how the spelling and gramm

e gr

uld work.

he following:

Ignore Rule

i Mezk Sentence

Change

Qptions, .. ] [ Unda ] [ Close

ﬂ!_.__“ Exer

en the MOS Promo document on the screen and save as MOS Promo - Student.

ickon the|¥? | button in the Standard toolbar.

ake sure that Microsoft is selected in the Suggestions box and then click on Change.

also double-click on this icon to display the error and correct the first occurrence. You can use this option

> As soon as Word finds an “error” in the document, a L icon will appear in the status bar. You can
to correct individual errors as you type.

4 Continue with the rest of the spelling check in your document.

When complete, Word displays a screen similar
to the one at the right:

5 Click OK.
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Microsoft Office Word

\E) The speling and grammar check is complete.
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Using the Thesaurus

hC

2.1.19

The Thesaurus feature gives you the opportunity to enhance the wording of your documents.

This feature searches for and displays synonyms (words with similar meanings) and antonyms (words
with the opposite meaning) of words you select in a document. Word also provides a list of meanings

for a selected synonym. You can look up the synonyms Word displays to find additional possible
substitutions. Keep in mind the following when you are using the Thesaurus:

To activate the thesaurus, use one of the following methods:

> The Research task pane can also be activated by clic

Y ou can look up as many words as you like by typing them into the dialog box.

Listed alternatives are defined as verbs, nouns or antonyms.
Y ou can use all wordsin the Meanings list to look up additional possible su
Y ou can move the dialog box so that you can see the context of the word

Select Tools, Language and then Thesaur us.
Press (Shift}+(F7).

Press (Alt) as you click anywhere in the document to dj
the Thesaurus option with the appropriate language (

e Research task pane. Then select
om the reference option field.

on the er Task Panes button and selecting
Research.

LL] Exercise

1 Make surethe MOS Promo - Stude t is active on the screen.

2  Click onthe word bench aragraph of text.

3  Select Tools, Langu rus.

i Research v x Word or phrase being searched.

coorch for This field currently shows the reference type of material
benchmark B8 you are searching for, and provides multiple options for

Thesaurus: English (U.5.) v finding information when you click on the down arrow

) for thisfield.

= Thesaurus: English (11.5.)
= standard {n.)

standard
wardskick
lewvel
target
scale

point of reference

o Can't find it? > To access the Thesaurus for words with similar meanings only, you can

right-click on the word and then select Synonyms on the shortcut menu.

Try one of these alkernatives or
see Help for hints on refining your
search,

Other places to search

Search for 'benchmark! in:
2, Al Reference Books
5, All Research Sites

e Get updates to your services. ..

ol‘ Get services on Office Marketplace

G2, Research options. ..
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4

5

6

7

9

Position the mouse cursor over the word standard and then click the down arrow.

=l Thesaurus: English (U.5.)
= standard {n.)

standard ¥

yardstick EF; Insert
level =5 Copy

barget J:{) Look Up
scale

pairt of reference

Click on Look Up.

Word provides you with other words for standard.

Click on |@gack |~ | to go back to the previous list.

Click on the down arrow f

Notice how Word has rep

the context of the

= Thesaurus: English {U.5.) (No
Results)
Mo resulks were found,

= Can't find it?
Try one of these alkernatives or

see Help For hints on refining wour
search,

Other places to search
Search for 'courseware’ in:

{5, Al Reference Books
5, Al Research Sites

or r
I th

aragraph.

e Wi

Notice how Word didn’t find any words to match this word in the existing Thesaurus.

Use the expand (&) or collapse (=) button at the left of the
suggested word to show more or less of this meaning. Alternatively
you can click on the down arrow for the word to display more
options for this word e.g. insert this word to replace the original,
copy this word to the Clipboard for future use, or look up further

meanings.

the Thesaurus.

10 Close the Research task pane.

11 Save and close the document.

© CCI LEARNING SOLUTIONS INC.

=l Thesaurus: English {U.5.)
= normal {adj.)
normal
bypical
average
usual
sek
ordinary
regular
customary
stack.
orthodax
prevailing
accepted
traditional
everyday
unusual {Antonym)
= Rag (n.}

L

ord with the new one from the Thesaurus. If you didn’t like
ew word, you could undo the change.
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Finding Items

iC

1.3.5

Use the Find feature to move the insertion point to a specified location within a document. Y ou can
find a specific word, phrase, symbol or code, or any combination of these items. Once found, you can
choose to replace the item with something else, or continue working with your document.

To activate the Find feature, use one of the following options:
= Select Edit and then Find.
Double-click on the status bar, and then select the Find tab.

Press(Cti)+(F).

L..!| Exercise

1 Makesurethe MOS Promo - Student document is active on the s

2  Select Edit, Find.
Find and Replace
Find Replace | GoTo
Find what: v
[ Highlight, all items Found in:
In the Find what field, type:
Turn on Highlight all itel
Click onthe Find Al ton.
Notice that Wor fo highlighted all the occurrences it found of Specialist and leaves
0X on the screen in case you want to search for something el se.
6

Office-3P- apphc ations-at-both- Core and- Expert user- levels.ﬂ

1
Applications-in-the-Microzoft-Office-Suite-include

Word]

Ezcelf

PowerPoint]

Access|

Cutlookd

FrontPagef

Publisher]

1

Certified-Wicrozoft-Office- et distinguishthemselves-from-peers-and-become-more-
cotmpetitive-intight job-markets g

=1
7 Press(Cti)}+(Home) and then select Edit, Find.

Notice how Word displays the same criteria you searched for previously.
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8 Click onthe More button.
Find and Replace @E|

Find Replace | GoTo

Find what: Specialist w

Highlight all items Found in:
Main Docurnent hd [ less = ] [ Eind Al ] [ Cancel

Search Options

[ Match case

[ Find whale words only

[ use wildcards

[1 sounds like (Endlish)

[ Find all ward forms (English)
Find

’ Format = H Special =

Ay Character combination wit

9  Click on the Special button.
Paragraph Mark Thisisalist of all the i can aso
Tab Character search for in your d ' aone or in
Any Digit :

Any Letber

Caret Character

£ Section Character

1| Paragraph Character
Colurnn Break,

Em Dash

En Dash

Endnote Mark

Field

Footnate Mark
Garaphic

IManual Line Break
Manual Page Break
Monbreaking Hyphen
Monbreaking Space

Optianal Hyphen

Section Break

‘white Space

ck on Paragraph Mark.
Notice how Word places a”p code in the Find what field.
Type: Step immediately after the code.
12 Turn off Highlight all itemsfound in and then click on Find Next.
Word finds the first occurrence it found of a paragraph mark and then the characters step.
13 Click on the Find Next button again.
Notice how Word goes to the next occurrence of this search criteria
14 Click on the Cancel button in the Find and Replace dialog box.
15 Savethe document again.
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Replacing Items

The Replace command gives you the ability to find and replace text. You can instruct Word to find

hC

1.3.6

text that matches the characters exactly as typed, as well as to find words, parts of words, or
formatting. When finding and replacing text, you can choose to decide on each replacement
individually, or let the replacement occur automatically.

Qo Microsoft Office Word

KEY APPLICATIONS 1109-1

It is recommended that you save your document before performing Replace. Therefore, if you decide

after replacing the text that you really did not want the changes, you still have the original. document
saved.

To activate the Replace feature, use one of the following options:

= Select Edit and then Replace.
Double-click on the status bar, and then select the Replace tab.
Press Ctr)+(H). °
sCreen.

|!!| Exercise

1 Makesurethe MOS Promo - Student document is acti
2 Press(Ctri)+(Home) to move to the beginning of yo

Find and Replace
Fird Replace | GoTo

Find what:

Replace with: w

Less % ] ’ Replace ] ’Replace all ] [ Eind Mext l ’ Cancel

Search Options

Search; all w
[ Makch case

[ use wildcards

[] sounds like {English)

[ Find all word Farms (English)
Replace

[ Farmat = H Special = ]

the Fi!what field, press the (Spacebar ) twice.
eplace with field, press the once.

k on Replace All.

-
“!f) word has completed its search of the document and has made 4 replacements.,

6 Click on OK and then close the Find and Replace dialog box.

Notice how Word has now replaced al the double occurrences of spaces with a single space
character.

Save the document.
Press (Ctr)+(H) to activate the Replace command again.
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9 IntheFind what field, type: Step and press the once.

Putting in the space after the text ensures that Word will look for every occurrence with these characters
(i.e., Step only versus Steps). If you wanted Word to search for the entire word, turn on the Find whole
word only option.

10 In the Replace with field, press (Cti)+(B) to activate the bold feature, type: Step and press the
once.

11 Click on the Format button at the bottom of this dialog box and click on Font.
12 Change the Font color to be Red. Click OK.

Find and Replace @g|

Find Replace | GoTo
Find what: Step “
Farmat:
Replace with: atep | " °

Farmat:  Fonk: Bold, Font color: Red

[ Less % ] [ Replace ] [Replace All ] [ Find Mext ] [ Cancel ]
Search Options
Searchy al “ ‘
[ Match case
[ Use wildcards
[ sounds like (English)

[ Find all word Farms (English)
Replace

[ Format ~ H Special * ][ Mo Formatking ]

13 Click on the Replace All button. v

14 Click on OK and then closgth Replace dialog box.

Y ou will now search and replac xfra paragraph marks in order to set up styles for this document.
Generally when a documeéntiis “ d published”, there will not be extra paragraph marks between
the paragraphs.

15 Press(Ct)+(H) to e Find and Replace dialog box again.

16 In the Fipgd i click on the Special button and then Paragraph Mark. Repeat this step

ave "pp in thefield.
e with field, delete the text Sep, click on the Special button and then Paragraph

dialog box should look
to the following:

Find and Replace @@

Find Replace | GoTo

Find what: AR 3
Notice that the Replace with Format:
field still has the formatting || replsce with: P -
Op‘[ions from the p!’eViOUS Format:  Font: Bold, Font color: Red
aCtion. Less & ] [ Replace ] [Replace&ll ] [ Find Mext ] [ Cancel
Search Options
Search: all “
[ Makch case

[ Use wildcards

[ sounds like (English)

[ Find all word Forms {Enalish)
Replace

[ Format ~ ][ Special * ][ Mo Formatting ]
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18 With the cursor till in the Replace with field, click on the No For matting button.
19 Click on Replace All, click OK and then close the Find and Replace dialog box.

Y our document should look similar to the following:

The Microsoft Office User Specialist Program

The Microsoft Office User Specialist program (known as MOUS) provides a standard to validate
users’ skills in using Office. Customers requested a program like this to measure their Office
skills and to prove their ability to get the most out of Office. The Specialist Program is available
for many Microsoft Office XP applications at both Core and Expert user levels.

Applications in the Microsoft Office Suite include: Word, Excel, PowerPoint, Access, Outlook,
FrontPage, PhotoDraw, etc.

Certified Microsoft Office Users Specialists distinguish themselves from peers and become more
competitive in tight job markets.

Steps to Becoming Certified

Step 1 - Choose

Determine a level of specialization or choose a specific Microgoft Office product on which to
improve your skills. Microsoft can provide a list of the features and the level of knowledge and
proficiency that are required to become certified.

Step 2 - Prepare

Get the training and experience. Some courseware iz MOUS approved. It provides training for
the range of topics that are required for certification. Then practice and apply your skills to gain a
higher level of proficiency.

Step 3 - Certify

Get proof of your qualifications and knowledge of Microsoft Office products:

Take the Test!

If your knowledge meets the requirements, you will become a certified MOUS!

For more information, visit the website at http://www.mous.net

20 Save and close the document.

Summary
In this lesson you looked at dif s to proof your document before sending it for distribution.
Y ou should now be famili ith th Wing:
en

= Checking the sp in t = Finding items in a document
= Checking the the document = Replacing itemsin a document

ord finds a word that does not exist in the current dictionary, how does this appear on the

a.  Withagreen wavy line c. Witharedwavy line

b.  With apurple dotted line d.  Thebook in the status bar hasan X in it

3. Which method can you use to activate the Spelling and Grammar feature for the entire document?
a  Select Toolsand then Spelling and c. Press(F7)

Grammar d. All of the above
b.  Click on the|*#|button in the e Onlyaorb
Standard toolbar '
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4. What options does the thesaurus offer you?
a  Synonyms
b. Antonyms

c. Look up for other words

5. How can you activate the Find feature?
a.  Select Edit and then Find

b. Press(Cti)+(F)

c. Double-click on the status bar and
then select Find

6. Use the Find whole words only feature when you want Word to

than just the text characters entered.
a True b. Fase

7. Identify which option you would use if you wanted to fi

following:
Find and Replace

Find Replace

Go To

Find what: |

[ Highlight &l items Found in:

93

All of the above
Onlyaandb

All of the above
Only aor b

ire word rather

ific non-printing character on the

Search Options
Searchy al L
[ Match case
[ Find whale wards onlky
[ Use wildcards
[ saunds like (English)
[ Find all ward Forms (English)
Find
[ Farmat = ] ’ Special ~ ]
i
8. How oufectivate the Replace feature?

t Edit and then Replace

a
Press (Ctri)+(H)
° . Double-click on the status bar and then

d. All of the above
e. Onlyaorb

select Replace
9. You can find and replace non-printing codes such as paragraph marks or tab characters.
a True b. Fase

10. If formatting was used in either the Find or Replace fields, Word will automatically remove it
from the field when you next activate Find or Replace.

a True b. Fase
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Lesson 7: Using Additional Formatting Features

Objectives Suggested Timing: 1 Hour
In this lesson you will look at how to apply additional formatting features to further enhance your document. On
successful completion, you will be familiar with the following:

= How to change the line spacing = Changing the paper size

= |nserting special characters = Changing the margins for a documen

Changing the Line Spacing

E Spacing refers to the amount of white space between each line of text; to bé mo , it is the
amount of space between the bottom of one line and the top of the tall e next line.

This spacing can be altered for lines or paragraphs, depending on design of your

document.

Line spacing refers to the standard space between lines of typed text, from one baseline to

the next baseline of subsequent lines. Word can automati just the amount of space between

lines according to the size of characters being used.

2.1.3

You may choose to specify that line spacing be set ecified point size. However, this
setting will not adjust to accommodate larger fontgi e is changed.

You can increase or decrease line spacing y using either the Paragraph command or
shortcut keys. However, if you decrease li ing t0@ much, either the lines of text will overwrite
one another, or the text will not be di

Line spacing can be adjusted using the nd Spacing tab in the Paragraph dialog box or the
(Line Spacing) button o toolbar.
> Shortcut keys are avai for c g the line spacing. Please refer to the Productivity Tools Appendix

for a complete list.

L..!| Exercis

- Student document Paragraph @@I
and select the headi ng, ITS Indents and Spacing | Line and Page Breaks
General
Alignrent: Centered |84 Cukline level: Body kext W
ormat, then Paragraph.
%I h d d ) Indentation
ecessary, select the Indents and Spacing Left: o - el -
tab. Right: o g (none) v g
From the Line spacing field, select Double || . ...
and ChOOSE‘ OK. Before: 0pt F Line spacing: At
Afker: ok F Single w e
Prewview
TS HERE . WERCARLEI
] (oo
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10

11
12

13

The heading text appears as double-spaced. Notice that the spacing appears below the text.

Select al lines from the first WEBCABLE text, down to and including the  (blank line) below the
paragraph ending appear on your screen!

Click the down arrow to the right of the button on the Formatting toolbar.

t= -

=

1.0
1.5
2.0
2.5
3.0

Mare...

Choose 1.5.

The text now has 1.5 line spacing and when the text is selecte
appears below each line of text.

see that the spacing

Select the two lines at the bottom of the document, b

=
=

1-800-68CABLE...

Click the down arrow to the right of the
More....

e Formatting toolbar and choose

From the Line spacing field, select At | e At field type: 30 pt
Click OK.

The two lines now have 30 pt spaci
Turn off | 1 | and change tf‘;\)

IT’S HERE ... WEBCABLE!

, With the text situated at the bottom of the space.

WEBCABLE
A new way to connect to that wonderful place known as the Internet.
You can go to incredible places, find information, and talk to the
world on the Internet. It truly is wonderful - but wait . and wait
and wait again. Moving around on the Internet can often be incredibly

slow, Mow the waiting iz over,

WEBCABLE
Uses a coaxial cable and a high speed cable modem to deliver the
Internet at incredible speeds! Up to 100 times faster than the
telephone lines widely used today.

WEBCABLE
Ieans a lot of traveling, a lot of information, a lot ofchatting, a lot
more quickly! Italso means a lot less waiting, Less waiting for
finding locations, less waiting for downloading files AND less waiting

for pictures and graphics to appear on your screen!

Call 1-800-63CABLE
to order your WEBCABLE today!

14 Save and close the document.
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Setting the Paragraph Spacing

hC

2.1.3

L....J Exercise V
Open the Phone List - Student document. °

Paragraph spacing refers to the amount of white space between the bottom line of one paragraph to
the top of the tallest character in the next paragraph. In most cases, people will press between
each paragraph for a blank line. The amount of space for that line is based on the size of the font being
used, or the line spacing that may have been set.

You can ater this amount of space by setting paragraph spacing measurements to provide a more
precise or consistent appearance for the text, regardless of the font size being used. Wh you add
spacing before or after the text is based on the requirements of the document; do try t sistent in
adding the spacing in the same direction for the text in the document.

Delete the two  (blank lines) below the Telephone List subheadi
Select the Telephone List subheading.
Select Format, Paragraph.

a B~ W N P

In the After field in the Spacing area, click on al button until the measurement is

12pt. Click OK.

Marketing-Facts-&-Products-L.td g
Telephone-Listq]

= Name —+ Position —+ Phoneq
1
Tory-Seal - President -+ 399-399090
Wicheal-Perry - Vice-President - 32420349
Hilda-Summets -+ Corporate-Planning -+ 274-93700
Jeffrey-Vaughn - Marketing - T33-2773)
Amyhlanda -+ Distribution -+ 274-95357
Jezze-Post -+ Publicity -+ 681-37699
Tina-Leslie -+ Computer-Division -+ TR3-T229
Ally-Graham - IManufacturing -+ 682-27737
Sasharfrcosa - Operations - 334-00859
Iarc-Taneka -+ Idarket-Expansion -+ 242-334290
Marizza-Eton -+ Production e 256-24999
1

otice e spacing between the title and the column headings is similar in depth as if there
two blank lines.

ect every line of text below the column headings (i.e., all the people in the telephone list).

Select Format, Paragraph. In the Spacing area, click on the incremental button for the Before
field to change thisto 6pt. Click OK.
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. Marketing-Facts:&-Products-Ltd.g
Telephone-Listq]

= Name Position Phoneq
1
Tory-Seal President 399-39907
Micheal-Perry Vice-President 324-20347
Hilda-Summers Corporate-Planning 27493700
JeffreyVaughn Marketing TE3-2778)
Amydlanda Distribution 27495359
Jesse-Post Publicity 681-3769q
Tina-Leslie Computer-Division TE3-T229
Ally-Graham Manufacturing 682-2773
Sasha-Arcosa Crperations 534-00857
Marc-Taneka Market-Expansion 242-334
Marizza-Eton Production 256-24999
1 : ’

8  Save and then close the document.

Changing the Paper Size

The default paper size is 844" by 11" (Letter)
E paper size and page orientation for any docu

1.4.1

rientation. Word lets you change the

Y ou may choose a standard paper size, suc ter or Legal, (commonly used in North America),

, €tc.). A variety of envelope sizes may also be

or A4 and B5 (commonly used in Eur th
specified.
If you want to create a docum ize, you may choose to set Custom paper sizes and type

the horizontal and vertical m

f
e document will be printed: Portrait refers to long or up-and-down
e to short or sideways orientation.

Orientation refers to the
orientation, while Lal

tact List document.

|!!| Exerci
1 O
2

p
et ontact List - Student

have to insert two columns of text into this report, one way to fit these additional columns
ange the paper size and/or orientation.
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3 Select File, Page Setup, then click on the [fERTEas @b—_(]
Paper tab Margins

Paper size:

| Letter w |

Widkh: 8.5" &

> Depending on the printer installed for your hielght: 1 v
system, the paper description size may vary. Paper source

First page: Cther pages:

Automatically Select 3 Aukomatically Select

Trav 1 Traw 1

Tray 1 (Manual) — Tray 1 (Manual) —
Tray 2 Trav 2

Tray 3 b Tray 3 ot

Previem
Apply ko:
|th-|e dacurment w |

Print Cptions. ..
Default. .. [ o]

4 Check that the Paper sizefield isLetter, thep.cli Mar gins tab.

-~

l ’ Cancel

Page Setup

| Paper Lawouk

Margins
Top: Biottaom: |1.5"

Left: 1.25" Right: |1.25"

Gutker: Gutter position: |Left

Crientation

Portrait Landscape

E
I

Pages
Multiple pages: |Normal v

Previzw
Apply o
whale document A4

][ Cancel ]

o}
=

[

Click on the Landscape option in the Orientation area. Click OK.

Change the zoom to 50% to view the change to the Page Setup.
Change the zoom back to 100% and select all the text in the table.
Set aleft aligned tab at 6.0" and at 6.5" .

o N o O
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9 Typethefollowing additional text:

Contact List

Name Company E-mail Address Phone Numhber Ext

John Smith ABRC Company smithi@abe. com 206-444 85583 135 Branch Manager
Albert Lewis ZY Restaurant albert@lzyrest. com B00-664-2200 200 Owmner

Jane Fields Country Realty janefi@lcountryrealty. com 415-225-1000 Eealtor

EBob Agpar bob200@E@hotmal com &04-776-0003

Sam Wel BW Financial sam weif@bwiinancialcom BBE-555-999% 255

10 Save and close the document.

@ Practice Exercise

1 OpentheWord Today - Student document.

2 If necessary, switch to Print Layout view, set the zo oW

button to turn it off.

This view will allow you to easily view the chan
currently set up for Letter size paper.

Page and click on the

out to make. Note the document is

3  Select File, Page Setup, then the Paper

4  From the Paper sizefield, select L
Notice that the page is how legal- gth and that the text all fits on one page.

5 Close the document without sal

Changing Margins

E Margins determine t
printed. In Wordyou
1.4.1
your docum
When sing the ruler, you must be in Print Layout view. This causes the margin
boundar isplayed on the Rulers that appear at the top and the |eft of the document.
T gin aries for the top and bottom margins appear as the divider line between the lighter
gins) and darker (outside margins) shades on the ruler. They are easy to see.

ace between the edge of the paper and the area where the text is
the margin settings for the entire document or for different parts of

gin boundaries for the left and right margins appear on the top ruler, however, they may be
y obscured by the indent markers. Y ou can access the left margin marker by pointing precisely
een the left and first line indent markers. You can access the right margin marker by pointing
above the right indent marker.
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Left Margin Marker Right Margin Marker

[L] 1 ' g ' Lo H R ' 4 - ' 4 L T de A g
Top i
Margin "
Marker -

). pontact List

i— Name Company E-mail Address Phore Number Ext

: Joht Brith ABC Comnpany jemith@abc.com 206-444-5588 135 Branch Manager

i Alhert Lewis ZY Restaurant alberti@lzyrest. com B00-f64-2200 200 Owner

- JaneFields Country Realty janefi@countryrealty com  415-225-1000 Flealtor

Z Bob Aggar hob200@@hotmail. com fi04-776-0003

. Sam Wei BW Financial sam wei@bwiinancial com  888-555-9990 255

Em|E(=En < >

L..!| Exercise

1  Open the Contact List - Student document.
Ensure the ruler is displayed. If not, select
Position the insertion point at the begi f th ument.
Double-click on any of the darker inar theruler.

Select the Mar ginstab.

Use the incremental butt
left and right marginsto O.

7 Click OK.
Notice how Wor

8 Position the
down

o o1~ WD

or t d bottom margin to change them to 1" each, and the
7

ext automatically to reflect the margin changes.

e top margin marker (you will seetheI symbol appear). Drag the marker

r
ately 0.5" .

If y wn the key while dragging a margin boundary, the margin measurement will be
displa u drag.

he Right Margin boundary (watch for the +— symbol) while holding the key until
sa0.5" right margin, then release the mouse button.

Adjust the tab settings for the last columns, as desired.

Save and then close the document.

@ Practice Exercise

1 Openthe Word Today - Student document.

2 Ensureyou arein Print Layout view, then change the Zoom to Two Pages.
Notice the rulers show the left and right margins of 1" and the top and bottom margins of 1".
Paosition the insertion point at the beginning of the document.
Select File, then Page Setup.
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Adding Special Characters

8
9

10 Close the document without saving it.

iC

2.1.7

Select the Mar gins tab.

Use the incremental buttons for the top and bottom margin to change them to 0.5" each, and the
left and right marginsto 0.7" .

Click OK.
The new margins have been applied to this document.

Double-click on any of the darker margin areas on the ruler.

Change the margins back to 1", then click OK.

There are many occasions that require special characters. Whether th ters’commonly used,
or characters from other languages, you can use the Insert, Symbol ¢

© ® ™ L YW W £ ¢ ¥ §

s AZEZCEIOUY B K 4 x

e b g pwouadbye 58y

O @it Q2 3 ey e+l dom

1
2
3
4

|.!!| Exercise v
Start a new document.

Set the Font Sizeto
Select Insert, select the Special Character stab.
Select the © b ck on Insert and then Close.

The ©&; S at the cursor location.

Symbol and then the Symbols tab.

Symbols | Special Characters

Font: [{normal text v Subset: | General Punctuation ~

% ' B8 <> || |/|o|ojo”
g|o|0|=|F|£Psimu|d|€|%]|L | Ne|T™M Qe
V|24 e[ %% | % | 1 > Lo T[T ]2 |alll
Y-/ el N T=]2]=]s]zl0]~ .
Recently used symbals:
"|elel¥of@m™ | |< |2 ]+ [ [o|n]a
DOUELE PRIME Character code: |2033 from: | Unicade (hes) v
[&utoCorrect... ] [Shortcut Key... ] Shaortcut key: 2033, b+

[ Insert l[ Cancel
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6  From the Font field, select Wingdings.

Symbols | Special Charackers

@ ”~
@

3@ ||
[
2]
4= [

a

‘B
P

i

S
5 &
== | 2
T Y o
Recently used symbaols:
"|elsl¥lof@mx]z|<|2]+]x]xo|pn]a
Wingdings: 32 Character code: |32 from: | Symbol {decimal) v
[&utoCorrect... ] [Shortcut Eey ] Shortout key: °

8 <E 5 |©
SIE sl
e ol |l
& | @0
% mE

[ Insert ][ Cancel

7  Select asymbol, then click on I nsert.
8  Select another symbol and click on Insert.
9 Double-click on athird symbol and click on CIOO

The symbols now appear at the cursor locati
10 Experiment with using this method to i ther bols of your choice.
S, C

11 When comfortable with inserting his document without saving.

@ Practice Exercise

1 Createthefollowing docu .
2 SavethisasMe - Student

ABC Co n lubq
Me S
inc

b was established three years ago to organize the company Christmas
en the Club has expanded to include a number of social events (i.e.,
Easter Picnic, Summer Picnic, Turkey Draws, etc.). We are able to provide
ng for these events through membership dues; in addition, the company
matches the total membership dues at the end of the year.q

mbership is voluntary. The cost is $15/year. Payment can be made in a lump sum
or deductions made from your pay on a monthly basis ($1.25/month).9

Yes, sign me up. I want to:9

Pay a lump sum9

Have the fee deducted from the first pay of each month¢

Have the fee deducted from the last pay of each monthq

No, I'm not interested in joining at this time.

1
Move the cursor to the beginning of the line, Yes, sign me up.

Select Insert and then Symbol.
If necessary, choose Wingdings in the Font field list.

r

Locate and click on the first hollow checkbox.

3
4
5
6
7
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Click on the Close button.
9  Press(Tab).
10 Select the checkbox and the tab space. Then click on the |=a | button.
11 Movethe cursor to the beginning of the Pay a lump sum text.
12 Click on the|Zk| button.
13 Movethe cursor to the beginning of the next line and click on again.
14 Repeat for the last two lines of text.

15 Change the line spacing, center the titles, justify the body text for the docu

the subpoints so your document appears similar to the following:

ABC Company Social Club
Membership

The Social Club was established three years ago to organize the company Christmas

party. Since then the Club has ezpanded to include a number of social events (ie.,

Children’ s Easter Picnic, Summer Picnic, Turkey Draws, etc.). We are able to provide the
funding for these events through membership dues, in addition, the comp any matches the
total tnembership dues at the end of the year.
Membership iz voluntary. The cost is $15/vear. Payment can be made in a lump sum or
deductions made from your pay on a monthly basis (1. 25/month)
O Yes, sign me up. Iwant to:

O Pay a lump sum

O Havwe the fee deducted from the first pay of each month

O Have the fee deducted from the last pay of each month

O Me, I'm not interested in joining at this time

Mcloseit.

nd Time

ure will insert the current date
(simitar to a stamp for date of receipt),
isplay the original date, regardless
pen this document today, two weeks
or next year. This is handy if you use a
requently but at different times during the
ch as an inventory list where you might be |31 eney 20

ng items and you want a printed copy with the date | 1% o o
showing when it was last updated. Y ou can select from | |1/z3/2008 Lis4:13Pm
avariety of date and time formats, as well as providing | |1%%

the option for automatically updating the date and time

when the document is opened or printed.

16 Savethe docum

Inserting the

The Date
pIC’

inthed
2.1.8 or you ¢
her y

Date and Time

Available formats:
112412005

Monday, January 24, 2005
Janary 24, 2005

1/24]05

2005-01-24

24-Jan-05

1.24,2005

Jan, 24, 05

Default, .,

103

ment, an indent

N

Language:
English {1J.5.} -

[ Update automatically

l oK ] [ Cancel

L..!| Exercise

1 Start anew document.

2 Select Insert and then Date and Time.

© CCI LEARNING SOLUTIONS INC.
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3  Select the Month Day, Year (i.e. January 24, 2005) format and then click on OK.
Word should have inserted the date automatically for you.
Press(_Enter ) three times and then select Insert, Date and Time.
Choose another date format of your choice and click OK.

6  Close the document without saving.

Summary
In this lesson you looked at how to apply formatting features to further enhance your
should now be familiar with the following:
= How to change the line spacing = Changing the
®  |nserting special characters = Changing th

t. You

document

Review Questions

1. What does spacing refer to?
2. What does line spacing refer to?
3. What does paragraph spacing refer to? °
4. How can you activate the command to th size?
a.  Sdect File, Paper C. t File, Paper Setup
b. Select File, Page Size t File, Page Setup

5. If you wanted to create a rt [tiple columns and have it print on the long side of the
paper, which orientation wo ?
a  Portrait b. dscape

6. Wherearethe
a Inth

b.

leson theruler?
theruler c. Attheedge of thelight area of the rulers

line between the light and d. Underneath the indent markers
ar f the ruler

u can he Insert, Symbol feature to insert special characters such as the copyright symboal, a
opening gquote, an em dash, etc.

a" True b. Fase

Y ou can use any font to insert a special character into the document.
a True b. Fase

Y ou can have Word insert the date as a code that will update automatically regardless of when you
open the document.

a True b. Fase

10. How can you insert the date and time?
a  Typeitin manually d. All of the above
b. Double-click onthe Task Notificationarea e. Onlyaorc

c. Seect Insert, Date and Time
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Lesson 8: Printing Documents

prr s sre s m e s

= e e

Objectives Suggested Timing: 30 Minutes
In this lesson you will look at previewing your document prior to printing and then printing the document. On
successful completion, you will be familiar with the following:
= Previewing the document = Printing the document
= Changing the zoom for the previewed document

Previewing the Document

E The Print Preview feature lets you view the document as it will appear wh
footers, multiple columns and page numbers appear in their appropriate |

V headers,

S, page breaks and

1.4.2

You can edit in Print Preview, as well as make adjustments to the
page margin positions.

The print preview window has its own toolbar. The following aptions ar able:

Magnifier

One Page

Print .
Multiple Pages

l L

e |J | oo - || E5 | @ | Cose H’

View Ruler
Shrink to Fit
Full Screen

Close Preview

Y ou can adjust the Prin to display one page at atime, or to display athumbnail view of up to
50 pages at ing you to move text and graphics easily between pages.

Exer

he Executive Summary document.
° ick'on the button on the Standard toolbar.

© CCI LEARNING SOLUTIONS INC. KEY APPLICATIONS 1109-1
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T8 Executive Summary. doc (Preview) - Microsoft Word

I File Edt Yew Insert Format  Tools  Table  Window  Help Type a question for help =
i [R@ @] - [FEE e e
[l N N R S R S R - R ISR S PR O L

EXECUTIVE SITMMARY

Gemmet Blend Coffee Services Inc. (“Gounmet Blend™) is a pravately held compay moorporated m
Calgarny, Alherta.

The cormpany is providing a consolidated apprmach to the coffee market I terms of supply, distribution,
sales methodology and market penetration to the onent fragmented and unsophisticated ooffiee business
inMonth America

The company focus is customer satisfartion by memasing coffee market direction awrareness of the
product, and fall explottation of the werticals associded witht.

Geurmet Blend's goal is to enter the marketplace with a hensive, fully miegrated saks and
marketing program thiough traditiomal and tdemet related chamels. Gounnet Blnd will acoomplish this
by providing product equpmmeant and senvices inthe fullowing categories/idivisions:

Retail Division

Espresso Equpment Dirision

Wending Diivrision

Coffee Shop Division
Funding Fequirement

Gentrmet Bland is seeking to contime its sty intn the Canadian and Western 11 5. markets with a limited
$55M paivate placement.

This level of fimdingwill ensure that Gonmet Blend has the staying power required to persist theough the
initial grovnng stages, emerge as a formidable power m the market, and futher Mspire the corfidence of
potertial irmrestors.

In addition to the $55M to fimd the govwth of Gourmet Blend, # is the dttertion of Gormet Blend to
purchase the master, Clristos Roasters (““Cluistos™). Having started preliminary discussions with the
formders of Christos, a final offer to paichase will be preserted withm the net 30 to 45 days.

It is cur nodual belief that the amalgamatim of these two companies will provide an exit strategy and
liquidity for the foumders of Chrdstos, and establish the struchare that will provide the necessary funds o
acconplish the following:

Apprccimately $1M to buy conolling ierest in Clwistos. Remaining purchase price, estimated at
$25M to be shuchned using ashawe sechange.

Appmmcanately $750K o aatomate onvent packing production lnes.

Apprmcimately §3 M working capial to expand the finther business oppothmities, similarto Canada and
Westem U 5., m Eastem U5,

«0»‘(|

will zoom into the specified location and the Magnifier cursor will now have a minus
€ zoom oult.

k the on the page again to zoom out.
Use this feature to zoom in and out a few times at different locations on the page.
Click on the | =] button.

The document will now take up the full screen, less the top of the screen where the Print Preview
toolbar remains. This allows you to study your print preview in more detail. Also notice that a
toolbar appears containing the button to Close Full Screen.

8 Clickon the button again to return to normal print preview.
9 Clickon the button several times to turn on and off the ruler.

10 Click on the Close button to return to the document window and close the document.
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@ Practice Exercise

Open the Sample Will document.
Click on the |4, | button on the Standard tool bar.
3 Clickon the icon.

Cancel

Move your mouse over the displayed menu until 1x 3 Pagesis select
Click on the |IEll| icon to return to viewing one page.
Click the Zoom down arrow and change the zoom to 100%. °

Ensure the button is turned off.
Select the first three heading lines of the document.
Select Format, Font, change the size to 18 and cli .

10 Select Edit, Undo Font For matting.

© 00 N oo o A~

11 Click Closeto return to the document wi ose the document without saving.

Printing a Document

E Word provides several different ways to

document. Since the type of pri t
prints your documents, make
documents.

gives you the choice of printing al or part of your
he Print dialog box determines how Word displays and
u have selected the correct printer before formatting your

1.4.3

Itisagood ideato u
the overall layou t.

eview feature before printing your documents, as this view shows

To select spegifi printing the document, use one of the following options:

Print. [ HES)
Printer
Blame: &% WCCHI00WHP LaserJet 5000 Series PS v
Status: Idle . _Fingl Prinket ...
Tvpe: HP LaserJet G000 Series PS
Where: Publishing Department [ Print to file
Carnrnenk:
Page range Copies
@ al Mumber of copies; %
() Current page () Selection

O Pages: 11 Collate
Enter page numbers andfor page ranges '

separated by commas. For example, 1,3,5-12

Print what: | Document w| Zoom
. Pages per sheet: 1 page R
Print: &ll pages in range W BJ=5 S pad
Scale ko paper size: | o Scaling w
o] [cone
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Printer Select from the list of printersif you have the option to choose different printers, e.g.,
deskjet, color printer, duplex black and white printer on the fourth floor, etc. You can
also choose other options regarding how the printer works, such as print the document
to afile that you can take to the printer, change the printer from printing double-sided
to single-sided, etc.

Pagerange Select how much of the document you want to print. When you use the Pages field,
you can enter specific information:
#-#  Print from one page to another inclusive, e.g., 5-7
###  Print only these noted pages, e.g., 3,7,10
-# Print from page 1 to the noted page only, e.g., -6
#- Print from the noted page to the end of the document only, 1

Copies Enter the number of copies to be printed. You can also ou want the

copies collated or not. S .
Print what  Select what to print from the list: Print what: | Document v

Prink:

Document showing markup
List of markup
Shyles

AukaText entries
key assignments

Print Select whether to print the entire docume only the odd or only the even pages.

pages to print per sheet of paper. The
the percentage, the smaller the text will be

Zoom If this is a draft, you may w.
larger the number of pag
when printed.

To print the entire document all at once, f the following options:

ard toolbar.

= Clickon the (Print) bu rint Preview toolbar.

document prior to printing. Therefore, if any problems arise
during printing, you r work. If your document does not print or you are experiencing
problems with thespri e Printing Files lesson in Unit 1 as a guide for troubleshooting the
problem and findi

1 cutive Summary document.
File, Print.

he Page range area, select Current page.

pen t

In the Number of copiesfield, specify 2.
Click OK.
The current page of this one page document will print twice.

6  Closethe document without saving changes.

Open the Sample Will document.

@ Practice Exercise
1
2

Select File, Print.
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In the Page range area, select Pages and then type: 1-2 in the text box.
Choose OK.
Only pages 1 and 2 of this three page document will be printed.

5 Close the document without saving the changes.

Summary

In this lesson you previewed documents prior to printing and then printed the docu u should

now be familiar with the following:
= Previewing the document = Printing the doc
= Changing the zoom for the previewed document

Review Questions

1. Why would you use the Print Preview feature?

2. Usethe Magnifier tool in Print Preview mode to In or out of the document.

a True b. Fase
3. You can edit specific areas of the docum Ne eader or footer, margins, or page breaks.
a True b. Fase

4. Usethe Full Screen feature when y
of the document as possible, ill
a True
5. Which method can yw at
at?
in marn c. Press(cti)+(P)

e || button on the Standard  d. Al of the above

e. Onlyaorc

take advantage of the entire screen to show as much
when printed.

e the Print command and change some of the options for

u can rint to one printer (the default one set up for your system).
True b. Fase

ain how the following page ranges will print.
a 35 c. 289
b. -5 d 37915

In addition to printing the document, you can also print the document summary, document with
markup entries, AutoText entries, and Key assignments.

a True b. Fase

9. You can usethe || button to print the entire document all at once.
a True b. Fase

10. You should save your document prior to printing just in case there is a problem with the printer.
a True b. Fase

© CCI LEARNING SOLUTIONS INC. KEY APPLICATIONS 1109-1



1 10 USING MICROSOFT OFFICE WORD 2003

Lesson 9: Working with Headers or Footers

e g e e

Objectives Suggested Timing: 1 Hour

In thislesson you will ook at how to add text that needs to appear at the top or bottom of each page repetitively. On
successful completion, you will be familiar with the following:

= Adding page numbers only = Creating headers or footers
= |nserting page breaks = Making changes to headers or footers
= |nserting section breaks

Adding Page Numbering

omatic page

E You can number the pages of a document automatically. The advant
pages — Word

numbering becomes evident when you add several new pages betw

2113 | will keep track of the pages and assign the appropriate number to eac

Page numbers are inserted in the header or footer section of a.page. er or footer is text that
repeats across the top or bottom of a page. Headers and fo discussed in further detail later in
this courseware.

To insert page numbersinto your document, select In

e—r age Numbers.

Page Humbers

Position: Preview

Alignrment: = =

[ showe number an first page —

) (o ]

Position Vu want the page number to appear, e.g., at the top in a header or
he afooter.
Alignment 0Se'whether the page number will be at the left, center, or right.
n 0!

se whether the first page should show the page number, e.g., title page.

Show n
first page
Choose a different numbering style (e.g., Page Number Format E|
lowercase Roman numerals, uppercase
° alpha, etc.), or to have the page numbers | Mumber farmat: M

start at a different number (instead of 1). | [ include chapter number

1-1, 1-A
Page numbering
O Continue From previous section

(%) Stark at; 25 £

(04 ] l Cancel
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2.1.1
2.1.12

Inserting Page Breaks

Although Word automatically paginates the document as you type, there may be occasions when you
want to end a page at your discretion, such as when you are typing atitle page containing only a few
lines of text.

When Word cal culates that enough text has been typed to fill the page, a soft page break isinserted. In
Normal view, when the non-printing characters (e.g., 1) are displayed, the soft page break appears as a

dotted line; ‘
y -

On the other hand, when you choose to break the page at a desired location, yo smti ng a
hard or manual page break.

> Do not press continuously until at a new page. The multiple i ward.

A manual page break line appears at the indicated location (visﬂe onl
Page Break,

e { are displayed) as:

In-the-event-that this-persan-shall-die, resign, refuse-orfor any-reason-cease-orbecome-unable-to-act-as
Executor priorto-the-termination of the-ad ministration- of my-Estate, - hereby-name, constitute-and-ap point:
(Beneficiary)-of(State), as successor Inde pendent-Executor- of my-Will-and-Estate. ]
|-direct-that-no-bond-or other security-shall-be-require d: of my-Executorin any-jurisdiction-and-th at-no- other-
action-shall-be-had-in-any Court-in-relation-to-the settlement- of my-Estate-other than-the-probating and:
recording-of my - Will-and-the return-of an- Inventory,- Appraisement-and-List of Claims of my Estate

A manual page break may be removed by pressing oned on the page break line.

Soft Page
Break

My estate-shall-have-all-of the advantages of inde pendent-or-similar administration-in the-state- of (State) -
and-my-Executor-shall be-as-free-and-inde pendent-of court-supervision-as-the laws-of (State) allow. -9

Wy Executar shall-have all-of the-powers-and rights-granted-or permitted-to-executors by the-laws-of
[State].-ltis my-intent-to-grant to-my Executorthe maximurn- and-broad est-powers available to execotors-
underthe-laws-of (State). -

Page Break Hard Page

lArticle-8- -No- Contest-ProvisionT Break

If-any-person, either directly-arindirectly, attempts-to-oppose-or set-aside-the probat e-of this-Will- or to-
impairorinvalidate-any-of the-provisions-ofthis Will,-any- devise, bequest-or-other provision- -have - made-
to-orforthat-person underthis-Will-is-revoked- and-shall-be of no-force or effect. g

Article9-- Other Provisionsf

e break using one of the following methods:
nsert, Break and then Page break.

(Ctrl)+ Enter
Exercise

Open the Sample Will document.
Save the document as Sample Will 1 - Student

Select View, Normal to ensure you are in this view.

A W N P

Scroll down the first page until you see the soft page break between the first and second pages.

Notice how the page break occurs in the middle of a paragraph. Depending on your company’s
standards for business documents, you may prefer to keep paragraphs together.
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5  Position the cursor at the beginning of this paragraph and press (Ctri)+(Enter ).

Article-3--SpecificBeguests |
Iwish-to-make-the-following- Specific-Beguests-(if such-propery-is-owned-by-me-at-my-death): -
(List-Beguests-with-names-of Beneficianes)y

If-bath-the-beneficiary-and-alternate-beneficiary-for-any specific-bequest-die-before-me, such-bequest:
shall pass as part-of my Residuary Estate.

Page Ereak.
Spendthrift-Clause. -Mo-beneficiary-of any-trust created-hereunder-shall-have-the-right- or power-to-
anticipate -by-assignment-or-otherwise -any-income-or principal given-to such-beneficiary by this-Will -nar-
in-advance-of actually receiving the-same-have the-right-or-power-to-sell -transfer, encumberorin-anywise-
charge-same;-norshall such-income-ar-principal - or-any-portion- of the-same -be-subject-to- any-execution -
garnishment,-attachment,-insolvency, bankruptcy -or-otherlegal proceeding-of any-character -or legal-

6  Scroll down to between page 2 and 3.

Notice how the page break does fall at the end of a paragra : there is only one
paragraph after the heading. Y ou might want to break the page at ading title instead.

7  Position the cursor at the beginning of the text, Article 7. ., ress

8  Scroll down to between page 3 and 4. Position beginning of the text, Article
10 ..., and press (Ctrl)+(_Enter ),

9  Savethe document.
Now that you have set up the pages of the ﬂ xt flow, you may want to add page numbers
iewing.

to know which page of the Will you are

10 Click the [2] button from the View
11 Press(Ctrl)+(Home) to go toghe n
12 Select Insert, Page ber

Pape Humbers

the lower left corner of the screen.

of the document.

Paosition: Prewview

Alignrment:
Right "

Show number on First page

] (e

ick OK to accept these settings.

Scroll down the page to see the bottom of page 1.

Notice you now have a page number here.

15 Scroall through the rest of the document to make sure you have page numbers on every page.
16  Press(Ctrl)+(Home) to move quickly back to the beginning of the document.

17 Select Insert, Page Number s and then click on the For mat button.

18 Click on the down arrow for the Number format field and click on the a, b, ¢, ... option. Click
OK twice to change the settings.

19 Scrall through your document to see how your page humbers appear.

20 Save and close the document.
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Using Section Breaks

A section break is used to separate formatting elements such as margins, page orientation, headers
E and footers and page number sequences. There are four types of section breaks:

211 Next Page Starts a new section on the next page.

Break types Continuous  Starts a new section on the same page.
@ k:

@ Gl il ek Odd Page Starts a new section on the next odd p.
() Text wrapping break .

Section bresk types Even Page Starts a new section on the next ev
() Mext page

) Continuaus

() Even page V
O 0dd page
[ oK I [ Cancel ]

A section break can be inserted by either using the Break command, anging the margins, in
the Page Setup and applying it to This point forward.

A section break line appears at the indicated location (vis
appropriate type shown in parenthesis:

the { are displayed) with the

DiriniiiiiiiiiiiiiiiiiiiiiiiiiiiiSection Break (Continuous):ciiiiiriiriiriiiiiiiniiiiiiii

A section break may be removed in the sam

|.!!| Exercise

1  Open the Newsletter docu it as Newsletter 1 - Student

2 Gotopagelandpl our the start of the heading What | Have Learned.
3 SelectInsert, th

4 Click on Cogtinu tion break typesareaand click OK.

Noticet b that appears in your document.

Go

6 Rep

ol

ace your cursor at the start of the heading Food For Thought.

and 4 to insert another section break.

e your cursor in the heading What | Have Learned.

File, Page Setup and click on the Mar gins tab.

Change the left and right marginsto 2" .

In the Preview area, ensure This section is selected for the Apply to field.
Click OK.

Scroll through sections 1, 2 and 3 naoticing the different margin settings for section 2.

with a different margin setting. Then select File, Page Setup, Margins tab and in the Preview area,

> Alternatively, instead of inserting continuous section breaks, select the text you wish to have formatted
ensure Selected text is selected for the Apply to field.

12 Save and close the document.
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Using Headers and Footers

Headers and footers are text or graphics that appear at the top or bottom of every page. The header and
E footer can contain simple information such as the document title, page number, or author’s name; or
2.1.14 they can contain sophisticated graphics (such as a company logo).

Headers and footers can be the same on every page, or you can aternate different headers and footers
on even and odd numbered pages. As well, by dividing your document into sections, you can use

different headers and/or footers for each section of the document.
The header is printed within the top margin and the footer is printed within the margin;

however, you can adjust the distance from the edge of the paper to the document text asreq

Headers and footers are created using the Header and Footer command.

is mand is
selected, you will notice that the document view automatically switchesto .

|!!| Exercise

1 Open the Executive Summary Report document and
Student

it as tive Summary Report -

2  Select View, then Header and Footer.

Header

it"(if necessary, you can adjust these tabs by using the ruler). In addition, you
nment, insert indents and apply formatting.

3 t the of the header, type: Executive Summary
twice to move to the right tab, then click on the || button on the Header and Footer

tice that the right tab is not correctly aligned with the right margin.

Drag the right tab on the ruler to 6.5" (the right margin).

Select all the header text, then change the font to Arial and the size to 14.

Click on the | | button on the Header and Footer toolbar.

The footer areais now displayed.

8 Attheleft side of the footer, type: Copyright Gourmet Blend Coffee Services Inc.

9  Press(Tab) twice to move to the right tab, then click on the |# | button on the Header and Footer
toolbar.

10 Drag theright tab on theruler to 6.5" (the right margin).
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11 Select all the footer text, then change the font to Arial, bold, and the size to 8.

Y our footer should now appear similar to the one shown below:

2 Lpp Lo
Header and Footer hd
Insert AutoText ~ W RE Nz Re R e RE | |4§ 5, | Cose
oo e e .
| Copyright-Gounmet-Blend-Coffee-Servicednc. — - 1[:[
I

12 Click on the Close button on the Header and Footer toolbar.

If required, a header or footer can be edited.
13 Moveto the bottom of page 1, then double-click in the footer area.
14 Position the mouse cursor in front of the page number, then type: a space.

15 Click on the Close button on the Header and Footer toolbar.

16 Save and close the document.
Keep in mind that headers and footers do not displ in Normal view. However, it
does display them in their appropriate |ocations i6 view or Print Preview.
@ Practice Exercise &\
ent

Open the Corporate Profile docum

Save the document as Cor

por Pr
Select View, then Header Fo
At the left side of th er, rporate Profile

Press (Tab) twic 0 ight tab, then type: Blue Chip Ventures Inc.

© 00 N o o b~ W DN B

he footer text, then change the font to Arial, the size to 8 and turn on bold.
oose the Close button on the Header and Footer toolbar.

Use Print Layout view and scroll through your document to view the header and footer.
Y ou will now edit the header.

13 Moveto the top of apage, then double-click in the header area.

14 Delete the text Blue Chip Ventures Inc. and then click on the button on the Header and Footer
toolbar.

15 Click on the Close button on the Header and Footer toolbar.

16 Savethe document, then close it.
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Summary

In this lesson you learned how to add text that needs to appear at the top or bottom of each page
repetitively. Y ou should now be familiar with the following:

= Adding page numbers only = Creating headers or footers
® Inserting page breaks = Making changes to headers or footers
® Inserting section breaks

Review Questions *
1. The page number can be placed either at the top or bottom of each pagein
a True b. Fase
2. Page numbers must always appear on the first page of adocumen°

a True b. Fase

3. Page numbers must always be numeric format (e.g., 1,
a True b. Fase

4. Pressing to move from where you are o
next page has no effect when editing text.

a True False

page to go to the beginning of the

b
5. List the two waysthat you insert

a eak ually.
a b.

6. When could you use a sectio

7. Which option wauld you wanted to change the paper orientation from this point
forward?
a  Nex V:. Continuous
b. d. OddPage
8. Yo e section break line code when you have the Show/Hide { feature on.
a b. Fase

st set up text for both a header and footer in the document before you can use this feature.
True b. Fase

°The header or footer text must be the same on every page, even if you need to set odd or even
pages.

a True b. Fase
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T —

Lesson 10 Usmg Publlshmg Format Tools

p—

= e
S e e R S s T R TR

e e P B S A e B et

Ob]ectlves Suggested Timing: 1 Hour
In this lesson you will ook at using some formatting tools to provide a consistent ook and feel to your documents.
On successful completion you will be familiar with the following:

= What publishing refersto = Using AutoText to help with inserting repetitive text

= Using stylesfor a consistent ook = Using the Outline feature to help structure
= Using AutoFormat to automate formatting tools

cument

What are Publishing Format Tools?
Publishing format tools refer to tools that are commonly used for desktop g Uments such

similar to those you can find in a dedicated desktop publishing pr
many of the same tools although they may not be as flexible as
program. However, using some of these tools will allow you
between your published documents.

Published documents refer to any document you share
to others in your company or the Internet via yo .
documents with a variety of audiences, you wil consistent look that can be identified
with your company, the products or services or even to identify who you are and what
you represent. Using the publishing form av le in Word will help you to establish and
maintain thisidentity.

, whether through your intranet
you plan to share a number of

Working with Styles

E Once you have formatted a par h or heading to look just the way you want, you can save the
formatting asa style and t ply ther headings or paragraphs as many times as required.

2.1.17

A style is a combinati
You can easily

Rather than
entired
well, w
updating

and paragraph formatting that you save with a unique style name.
any text that you want to share the same formatting characteristics.

idual paragraphs, you can use styles to enhance the appearance of your
and easily, without having to choose the formatting commands separately. As
ake changes to a particular style, Word automatically reflects the changes by
raphs you format with that style.

an also be set up to automatically create styles when you perform certain types of formatting
ement. For example, when you type a single line of text, and then change its formatting,
ill assume you are creating a heading and creates a style containing the formatting specified.

The automatic style creation can be turned off by choosing Tools, selecting AutoCorrect Options,
selecting the AutoFormat As You Type tab, then turning off the Define styles based on your
formatting option.

)

There are two main types of styles:

Par agraph Style Affects the appearance and position of the entire paragraph. Y ou do not need
to select the whole paragraph before applying the style. Paragraph styles can
include both paragraph-level formatting and character-level formatting.

Character Affects a selected block of text (such as several words), and can include any
Style formatting attributes found in the Font dialog box (e.g., font, size, bald,
italics, etc.). Character stylesinclude only character-level formatting.
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Note the following regarding styles:

To create a style, determine what formatti

must create a naming structure for the v" us st

Applying a paragraph style to a paragraph can change the appearance of the characters with a
character style. For example, if you have a paragraph where two words are italicized and the
paragraph style you apply has the italics attribute as part of its style, the two words would appear
in normal text (i.e., no formatting). Character formatting such as bold and italics toggle on and off
when they are selected, so that when the paragraph style containing italics is selected and applied
over character-level formatting with the same attribute (i.e., italics), the paragraph style turns that
attribute off.

Several standard styles are supplied with Word that you can use to format ty
portions of your document, such as headings. One of these standard styles, Mormal,

default character and paragraph formatting, and Word automatically. al new
paragraphs in a document.
The Styles and Formatting task pane contains a collection o ard styles with

descriptive names. Y ou can use these standard stylesto format t

in cuments based on that
various types of documents (e.g.,

Styles created for a particular template can be set to app
template. This alows you to standardize the appearanc
reports, newsl etters, memos).

You can create paragraph styles, either from a
For matting command to specify all the formatti
the Styles and For matting command.

raph, or by using the Styles and
only create character styles by using

etitious and should be included in a style. Then you
ou create.

Properties

Enter or change the properties for this style,

PEZ:IE'TS including the name, style type, if you want
Syl type: Paragraph w the S[yle to have its attributes based on
Style based on: 1 Normal +|| another style, and what style you want to
Skyle For Following paragraph: 1l Stylel v use for the next paragraph or text.

FDI:rTr:;znr\?ew Roman v (12 ~| B T A~ For matting
— = — — — — _ 4= v= 2= = | Similar to the Formatting toolbar, this
== = = — T | %= 4= | O

fampk Toxt fampk Toxt famphe Tuxt

fampk Toxt fampk Toxt famph Toxt fympk Toxt fvmpk Toxt famph Tuxt
fampk Toxt fampk Toxt famphe Tt fompk Toxt fompk Toxt famph Tuxt
fampk Toxt fampk Toxt famph Toxt fmpk Toxt fompk Toxt famph Tuxt

Mormal +

[] add to template

[ auromatically update

[ Ok ] [ Cancel

]

Automatically update

Format

KEY APPLICATIONS 1109-1

contains the most common attributes used in
astyle.

Add to template

Adds the style to the current template
attached to the active document, which
makes the style available for subsequent
documents based on the template. When this
checkbox is unselected, the style is added
only to the active document.

Redefines the style whenever manual formatting is applied to any
paragraph formatted with this style. Word then updates al
paragraphs in the current document that use the style.

Displays alist of formatting commands available when creating the

style.
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Consider the following points when naming a style:

= You can use up to 253 characters for the style name, including any combination of characters and
spaces, with the exception of the backslash (\), semicolon (;) or brace ({}) characters.

= Style names are case sensitive in Word. For example, the program would regard quotations and
Quotations as different styles.

= Each style name within a single document must be unique (i.e., you cannot duplicate style names
within the one document).

To ensure consistency in your document, consider using the following style names:
= Body Text to identify the main body of the document.
= Heading 1, Heading 2, etc. to identify each heading level.
= Header and Footer to identify header and footer text.

Once you have defined a style, you can apply it to any text in the do
type the text). The text will then contain all the formatting you specifi

The Style drop-down list on the Formatting toolbar initially list commo used built-in styles and the
created styles, as well as the styles used in the document you want is not shown, hold down
> the key, and then click the Style drop-down a 0 s shown. Then, simply select the

rrow
style you want from the list.
You can quickly apply styles to a document by Q AutoFormat command. Select Format,
AutoFormat.

|.!!| Exercise

1  Openthe DTP Today docume
2  Select the Desktop Publish
3 Click the down arrowfer the [Mormal [ -] button on the Formatting tool bar.

Word will disp al at the |dEinE
right side th tell you Clear Formatting
whether it | raph (1) or

a

char . Heading 1 1

er before or after you

Heading 2 1
Heading 3 1
Mormal 1
Mote..

Click on Heading 1.

Select the first subheading, Taking Effective Steps ...

Click on the down arrow for the button on the Formatting tool bar.
Click on Heading 2.

Select the first two words, Desktop publishing, in the first paragraph.

Click on the |44 | button in the Formatting tool bar.

© 00 N o O
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Formatting of Shows the current formatting attributes applied  : styles and Formatting ~ + x
selected text on the selected text.

Formatting of selected text

Select All Select all text in the document. Motmal

[ Select Al ] [ Mew Skyle, ., ]

New Style Create anew style.

Pick formatting to apply

Pick formatting Pick one of the styles in the list to apply or Clear Formatting

to apply modify for the selected text. Heading 1 1
. . . . Heading 2 1

Show Show alist of formatting options available, e.g., ea .mg
Available formatting (on selected text), Heading 3 T
Formatting in use, Available styles (thisis alist € [ orma 1

of all the styles provided by Microsoft, sucl
Strong, Heading #, List, etc.), Styles in ,

Custom.
$ Show: | Available Formatting W
Click on New Style. \0

torn and change the color to Blue.

Inthe Namefield, type: Terms

In the Style type field, choose Char a

»

put

In the For matting area, click on t
Click OK.
Click onthe Terms stylei St and Formatting task pane to apply it to the selected text.

Select the word, pu
Styles and For

second paragraph and then click on the Terms style in the

or the noted text:

Style
Heading 2
Terms
Heading 2
Heading 2
Heading 2
raining Heading 2
skill sets Terms

Save and close the document.

sing AutoText

The AutoText feature allows you to store frequently used text and graphics, which can later be easily
retrieved and inserted into a document.

Word now comes with a variety of common AutoText entries, such as header/footer information,
salutations, closings, mailing instructions, etc.
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|!!| Exercise

1 Openthe Monarch Letter document and save the document as Monarch Letter - Student
2 Press(Cti)+End) to go to the bottom of the document.

3  Select Insert, AutoText.
4

From the list of displayed categories, click on Closing, then Sincerely.

4
We thank vou for your very thorough presentation, and we look forward to our next
teeting.
=incerely,

Notice how Word has inserted this piece of text automatically for
complete the closing salutation with the company name, the n
istext you enter frequently, you could use AutoText to store it f

5 Delete the line with Sncerely, and then type the followin
Sincerely,
Rainbow Candies Ltd.q °
1

y you would
or, and title. If this
ou need it.

1

1

Rebecca Stoneq
Purchasing Agentf

1
6  Select each line of the closing

7

yped.

Select Insert, AutoText, tk

Create AutoText

Word will create an AutoText entry
fFram the current selection.

Please name wour SutoText entry:

Sincerely

[ Ok ][ Cancel ]

Was the name of your AutoText and click on OK.

though Word suggested a name for this AutoText, you can enter any name you want. It is
ended that you keep the names brief so as to reduce the amount of data entry.

Q Save thisletter and then closeit.
Open the Ridgeway Letter and save it as Ridgeway Letter - Student

11 Move to the fourth blank line and select Insert, Date and Time. Click on a date format of your
choice and choose OK.

12 Press(Ctr)+(End) to move to the end of the document.
13 Type: rs close and press the (F3) key.

If you don’t remember the name of the AutoText entry, you can also select Insert, AutoText, AutoText
and then scroll through the list to find the appropriate AutoText entry. Then click on the Insert button.

14 Save this document again and close.
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Outlining a Document

hC

2.1.6

Occasionally you may need to create a document from scratch, including the outline for the contents
of the document. On other occasions you may have text that can be converted into an outline to help
you structure your document. You can use styles in Word to help denote which level the information
should be discussed. Most of the styles will be used with the titles to organize or structure the ideas.

Outline numbering is useful when you need several levels of numbering to show a progression in
topics. You can choose from a variety of preset outline numbering styles for each level @f customize
the style for each level, as needed. Styles used with the outline numbering are the heading
and body text styles, thereby setting a standard structure for the titles and content of your ent.

When you want to create an outline, the outline numbering styles can be set u begin typing,
or select the text after it has been typed and apply the appropriate outline n le for that
level. Switch to the Outline view in order to access the Outlining tool omote (move
forward) or demote (move back) the text levels.

Promote to Outline Demote to Move Show F

Heading 1 Level Body Text Down Collapse (&zOn
Lo T TN,
P g B Leveld v,«w|a4|=u-——-| ﬁfq

Promote Demote Move Up Expand Show
Formattmg

I text:
on the . (Promote) button on the Outlining

Consider the following when working outli

=  To promote the text to a higher |
toolbar or press (Shift)+(Tab).

= To demote the text to a |
toolbar or press (Tab).

= Each time you use th
level at atime.
toolbar.

=  Todemotet
button o li
. ected text to the Heading 1 style level, click on the .(Promote to

tton on the Outlining toolbar.

er click on the . (Demote) button on the Outlining
emote options, the text will move forward or backward one

to the body text style level, click on the . (Demote to Body Text)

he = symbols displayed at the left of the levels work in a similar manner to file
agement in Windows. Double-click on the & symbol to expand this line and display the text
his line, whereas the = symbol indicates all text at this level have been expanded and you
collapse the levels by clicking on this symbol.

The text between the = symbols are referred to as a “family of text”. This means you can move
the entire family of text by clicking and dragging the & symbol to the new location. Individual
levels can be moved as needed without affecting the “family”.

Use the (Show Formatting) button to change the display of text from formatted or regular
(normal). Displaying the text in an unformatted display allows you to see more of the outline and
focus on the text.

= When you switch to Normal or Print Layout view, the text will display with the default styles set
for the level.
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L..!| Exercise

Create a new document.

Save thisasFirst Look at Computers Outline - Student

Click on the % | button from the View buttons at the lower |eft corner of the screen.
Type: A First Look at Computers and then press .

Type: Introduction and press .

Type: A Brief History of Computers and press .

Press(Tab), type: PC and press(_Enter ). y
Notice how Word keeps you at this level in anticipation of mor level to be

N o o B~ WwON P

discussed in your presentation.
8 Type: Mac and press(_Enter ).
9  Press(Shift)+(Tab), type: Types of PC Computers and press
10 Click on the button on the Outlining toolbar, type:
% or the (Tab) and (Shift)+Tab) keys

(Enter ).

11 Continue typing the rest of the outline using eit
as appropriate, so your document appears si

= AFirst Look at Computers
Introduction

A Brief History of Computers
= PC
= Mac
Types of PC Computers
= Mainframe >

]

L)

L+l

= Mini
= Desktop
= Notebooks
= PDAs
What Makes Up a Computer
% Storage Devices
= Hard Disk
= Floppy Disk

= CD-ROM/CD-RW
= DVD
@ Memory
= ROM
= RAM
= Cache
= [Microprocessors
Moritors
Other Peripherals (“Toys™)
= Scanner
= Printer
= Digital Camera
= Video Camera
¢ What Can | Do on a Computer
= Word Processing
= Spreadsheels
= Internet
= E-maif
= Other

L

i)

L]

12 Click on the button at the lower left of your screen.

13 Save and close the document.
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@ Practice Exercise

Create a new document.
Save this document as Marketing Our Product - Student

Click on the [Z] button in the lower left corner of the screen.

A W DN P

Type the following outline:
Marketing 101
Identifying the Group Members
Revealing the Concept and Premise
= What is our product
& Why we chose this product
= Research sources used
= Economic trends identified
= Who our market will be
¢ Creating the Prototype
= Mantifacturing requirenents

= 0 0

¢ Cost analysis

= Our budget
= Actual costs
Preparing to go to Market
= Pricing
= [ ocations for promotions
= Costs of goods

L

L

Evaluation

= How ditd we do?
5 Save and close the document.

Working with Footno

tesor tes
E References, additional inform and sau are often included as footnotes or endnotes, depending
on the bibliographic system one example, you might use footnotes for detailed comments

2.1.15 o
and endnotes for citation o rc

Vv imilar features, with the main difference being their placement.
e containing the reference; endnotes are located at the end of the

y of options for controlling the position and numbering of footnotes and
ent. When creating notes, you can either use Word' s default settings or customize
the following regarding footnotes and endnotes:

Footnotes and endn
Footnotes are |
section or dol

Word p
endnotes
th es. C

a
O

automatically renumbers the footnotes and endnotes when you add, delete, move or copy

dnotes appear at the end of the document but can also be placed at the end of a section.

A footnote or an endnote consists of two linked parts — the note reference mark and the
corresponding note text.

Y ou can add note text of any length and format note text as you would any other text.

= Footnote and endnote reference marks are usually numbers; however, you can also use letters or
characters (e.g., A or *).

= Endnote numbering is usually consecutive from the beginning of the document to the end text.

= |nserting a footnote or endnote in Print Layout view will show both the reference mark in the
body text as well as in the area where you will enter the footnote or endnote. Normal view
displays a separate pane at the bottom of the screen for entry of the footnote or endnote.

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



USING MICROSOFT OFFICE WORD 2003 1 25

Creating Footnotes and Endnotes

Footnotes are references that usually appear at the bottom of the page; but may also be placed directly
below the text. Each footnote has a numbered note reference mark, which often restarts on each page.
The footnote reference mark is generally placed after the text you are referencing.

The difference between endnotes and footnotes is their placement. Endnotes are placed at the end of
the document and generally are used to cite reference material. Endnotes are created similarly to
footnotes.

You can view notes by resting the pointer on the note reference mark in the docum review
window box appears containing the note text. To display the note text in a separ ane at t ttom
of your screen, double-click the note reference mark.

Insert afootnote or endnote by selecting I nsert, Reference and Footnote.

L ocation Choose whether you are inserting a [F=sr ——.

footnote or endnote, as well as where it oation
will be inserted in the document.
W
Format Choose the number format or a cust
mark (e.g., asterisk, logo, etc.)
footnote or endnote. Y ou can also
Format
you want to start the number
number or continue MNurmber Format; 1,23 .. A
footnotes or endnotesi um Customn mark:
. Start at: o 2
Apply changes  Apply the footnote ote e entire =
document or t Mumbering; Continuous w
apply changes
Apply changes to: wehiole document w
l Inserk ] [ Cancel ]
Y ou can manage n endnotes by working with the note reference mark. When you want to
delete or m ou use the note reference mark in the document window rather than the text in

the note ve or delete an automatically numbered note reference mark, Word renumbers
the not new order.

Y. aso ert footnotes to endnotes or vice versa, depending on the needs of your document.

rcise

Open the Executive Summary Report document and save as Executive Summary Review -
Student

Place your insertion point at the end of the Funding Requirement subheading.
Select Insert, Reference, then Footnote.
Make sure that the Footnotes option is selected.

Ensure the Number format shows Arabic numbers (e.g., 1, 2, 3, etc.) and Start at 1.

oo g B~ W DN

Apply the changes to the Whole document. Click I nsert.
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Funding-Requirement™y

1
Gourmet-Blend-is-seeking-to-continue-its-entry-into-the-Canadian-and-Western- T 5 -markets-writh-
arlimited-§5 5M-private-placement ¥

1l

Thiz-level-of-funding- will- ensure-that- Gourmet-Blend- has-the-staving-power-required-to-persist-
through- the- initial- growing- stages,- emerge- as- a- formidable- power in- the- market,- and- further-
inspirethe-confidence-of-potential-investors

1

In- addition: to- the- §5 5M- to- fund-the- growth- of Gourmet- Blend, - it is- the- intention of Gourmet:-
Blend: tor purchase- the- roaster,» Christos- Eoasters (“Christos™) - Having: started: preliminary-
dizcuszsions-with-the-founders-of Christo s, a-final-offer-to -purchase-will-be-presented -within-the-
next-30-to-45-days

1l

Ttz our-mutual-beliefthat-the-amalgamation o fthe setwo-comp anies-will-provide-an-e xit-strate gy
and- lguidity- for- the founders: of Christos,- and- establish- the- structure- that- will- provide- the-
necessary-fundsto-accomplish-the-following

1
1.+ Approximately- § 1M to-buy- controlling- intere st in- Christos. - Eemaining- purchase- price, -
estimated-at-§2 5N, -to-be-structured-using-a-share-ezchange
1
o !

Mrea of Annual Report.

8 Gototheend of the paragraph before um at the bottom of page 1.
9

7  Type: Information taken from the Financi

Select Insert, Reference, Footnote

Footnote and Endnote

Location
j -
() Endnotes:
Farmat
Mumber Farmat; 1,2, 3, .. W
Custom mark:
Skark at: ] £
Mumbering: Continuous w
Apply changes
Apply changes to: whole document w
[ Insert ] [ Cancel ]

10 Change the Location to Endnotes and then click on I nsert.
11 Type: As approved and stated in the Investors Report, June 30th
12 Savethe document again.

13 Move the insertion point to the text, Christos Roasters in the third paragraph after the Funding
Requirement title.

14 Select Insert, Reference, Footnote.
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15

16
17

18
19
20

21
22
23
24

Change the L ocation to Footnotes and then click on I nsert.
Word has now added a new footnote for you automatically.
Type: Licensed product from Express Coffee Services.
Save the document again.

Assume that the document was printed and given to your manager for review. After some time,
your manager asks you if all the notes can be put at the back of the report.

Press (Ctrl)+(End) to go to the end of the document.

Select | nsert, Refer ence, Footnote.

Click on the Convert button. V
Conyert Notes -
(®)iConvert all fooknotes to endnotes °

() Convert all endnotes ko fooknokes

(") Swap footnotes and endnotes

I (]9 ][ Cancel ]

Ensure Convert all footnotesto endnotesis sel
Click Close.

Press (Ctr)+(Enter ) to insert anew p %
(_Enter ) twice.

Type: Notes: for thetitle and pres

click OK.

Y our document should then S \ ythe following:

Motez

l
l

EInformationtaken from the Financial Statements area off Anmial Report

e an”se the document.

his lesson you looked at using formatting tools to provide a consistent look and feel to your

cuments. Y ou should now be familiar with the following:

What publishing refersto = Using AutoText to help with inserting repetitive text
Using stylesfor a consistent ook = Using the Outline feature to help you structure a
Using AutoFormat to automate some document

formatting tools
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Review Questions

10.

Wheat are publishing format tools?
What isa style?

A benefit of using styles to format a document is:

a.  Changesto formatting are reflected c. Stylescan be created automigtically from
automatically once they have been made the formatting used in t ment

b. Providesaconsistent look for formatting  d.  All of the above

in your document e Onlyborc

List two ways you can create a style.
a b

What is the AutoText feature?
Word provides you with a number of common in addition to allowing you to
create, modify or delete any AutoText entry.
a True b. Fase
How are styles useful when working w& ering?
n

in
Which key(s) would you use to de \ ine of text?
a
b. (Tab

What' s the difference een afeotnote and an endnote?

Once you havein
create them

a

ote or endnote, they will always stay that way unless you manually

b. Fase
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Lesson 11: Worki

Objectives

i ST et e

Suggested Timing: 1 Hour

In this lesson you will look at how to insert pictures and manipulate them in your document. On successful
completion you will be familiar with the following:

" |nserting clip art images u
= |nserting pictures saved as afile =
= Sizing pictures =

Inserting Pictures

hC

1.3.9

You can easily add pictures to any document by using the Picture col

clip art images, as well as a variety of special backgrounds, bullets an

Moving pictures

Cropping or cutting out pictures

Changing the properties for a picture ‘

Mws you to
insert pictures from a variety of sources, such as the Clip Organi files, scanned
photographs, online from the Microsoft Clip Art site, etc. Word co@ ensive selection of

Add Clips to Organizer

g Welcome ko Microsoft Clip Organizer!
Clip Organizer can catalog picture, sound, and mation files found on
wour hard disk{s) or in folders you specify.,

Click Mow to catalog all media Files. Click Later to postpone this task.
Click Options ko specify Folders,

[CJiDon't shows this message again;

Mow l [ Laker ] [ Oplions. .. ]

e Clip Art task
ortunity to put in a
riteria to find matching
ecify where Word should
look for t . Notice that Word also gives

opportunity to find other clips online (the
Office Online web site) if you want or
e images. These images can be
nfoaded into your Clip Organizer for future

images.

© CCI LEARNING SOLUTIONS INC.

When you activate the command to insert aclip art image f

time, you will see this screen:

n Now, Word will categorize
on your system to help organize
you can retrieve them faster. The
of categories and clip art pictures
ayed on your screen depends on what other

~Drograms may be installed on your system. Any
c

lip art images from previous versions of Office

or other graphic products (e.g., CorelDRAW,
downloaded from the Internet, etc.) will be
incorporated into the Clip Organizer and then
categorized accordingly.

: Clip Art - x

Search For:
Search in:

Al collections v
Results should be:

&l media file types w

(8] organize clips. ..
Dla Clip art on OFfice Online
&) Tips for finding clips
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L..!| Exercise

1  Openthe Gourmet Blend document and save it as Gourmet Blend - Student

2  Position the insertion point at the beginning of the first paragraph in the second column, This
level of funding...

3  Sdlect Insert, then Picture.
4  Click onClip Art.

The Clip Art task pane now appears.
5 Click onthe Organize clips link near the bottom of thetask  pane.

Word now displays a window similar to Windows Explorer, displayi
left pane, and any images in that folder on the right side. The n
will vary, depending on what is installed on your system.

you on the
displayed here

6  Click onthe + symbol at the left of the Office Collections folder.

7  Click on the Business folder in the left side.

B Business - Microsoft Clip Organizer Elﬁlgl

i File Edit Wiew Tools Help Type a question for help =

: 51 search... &5 Collection List. . || 53 2 clips Cnline !
b

Collection List

K Telephone

=] ﬁ Office Collections A
&% Academic
ﬁ Agriculture
&% Arimals
ﬁ Arts
&% AutoShapes
ﬁ Backgrounds
&4 Buildings
ﬁ Business
&4 Character Collections
ﬁ Communication
&% Concepts
ﬁ Decorative Elements
224 Emotions
ﬁ Fantasy
&4 Food

&% Government 3

12 Irems

> e
Locate and click on the down arrow for this [ e |

BI

image: v

mber of images you see will depend on what was installed on your system. If you installed the
ia CD from the Microsoft Office 2003 package, you will have a larger number of images displayed.

9  Click on Copy.

28 Copy
|24 Paste
Delete from "Business"

>< Delete fram Clip Crganizer

Word has now copied the image into the Clipboard so you can move around in your document to
determine which and where images are needed. You can then paste them as needed into the
required location.
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If you do not see the Clipboard, select Edit, Office Clipboard. Alternatively, click on the Other Task
Panes button in a task pane and then Clipboard.

10 With the Clipboard task pane visible, click on the picture to paste it into the document.

EXECUTIVE SUMMARY

Gourmet Blend Coffee  Services Inc
“Gourmet Blend™ iz a privately held
company incorporated in Calgary, Alberta

The company iz providing a consolidated
approach to the coffee market in terms of
supply, distribution, sales methodology and
market penetration to the current fragmented
and unsophisticated coffee business in MNorth
America. This level of
funding will ensure that Gourmet Blend has
the staying power required to persist through
the initial grewing stages, emnerge as a
formidable power in the market, and further
inspire the confidence of potential investors

The company focus is customer satisfaction
by increasing coffee market direction
awareness of the product, and full
explottation of the verticals associated with
it.

Don't worry about the picture being too big orai spot at this time. You will learn how to
manipulate the picture in the next module. ‘\

11 Closethe Clip Organizer.
12 Switch back to the Clip Art task p.

Search for:
13 Inthe Search for field, type: ¢ ress(Enter ). coffes
Scroll through the images pane and notice the small  Searchin:
icon at the lower left{€arner images that match the search Al collections 4
criteria. These i you know where the image can  Rests shodld be:
be found. The n pe of images that appear in the box  A1m=afie trpes 4
will depend have been installed on your system. =

online from the Microsoft web site.

that shows some of the keywords that were included with this
image to help match any search criteria.

beverages, coffees, cups...
161 (v x 257 (h) pixels, 24 KB, WMF

14 Closethe Clip Art task pane.

15 Save the document again.

g)
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@ Practice Exercise

1 Open the Corporate Profile document and save as Corporate Profile Clipart - Student

2 Position the insertion point on the first page at the beginning of the BLUE CHIP VENTURES
INC. text.

Select Insert, Picture then Clip Art.

4  Click in the Search for field, delete any entry from a previous search, type: business and then

press (Exter).

5 Locate the clip art shown or choose another similar type of image.

X &

6 Click ontheclip art toinsert it into your document.
t it into your document.

7 Locatetheclip art shown or choose another similar ty

> The clip art will be sized

8 ClosetheClip Art task pane.
Save the document.
Inserting Pictures f o&k

E You can aso insert pictur in different formats than those provided with Microsoft Office,
139 pictures created in
is recognized by Micro

, or general pictures you may have (these must be in a format that
L Ex
1 ake

e Word 2003).

(o]

Gourmet Blend - Student document is active on the screen.

ition the cursor at the beginning of the first paragraph in the first column, Gourmet Blend
Services...

ect Insert, Picture and then From File.
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Insert Picture

v @ |_-ﬁ|l.1 X EH < Tools -

My Recent
Documents

Deskiop Sample Pictures

My Documents

e,
|

5

My Computer

:_}) File narme: w
My Mebwork

Places Files of type: | sl pictures (*.emf;*.wmf;* jpa;*.jpeq;*.fif*.jpe;*.png; |

4  Navigate to the data disk file folder. Select the coffee | file and then click on I nsert.
5 Movethe cursor to the beginning of the paragrap! sgoal is...
6  Select Insert, Picture, From File.
7  Double-click on the coffee beans.jpg fil
> Don’t worry about the placement or si the i s. You will be making changes in the next module.
8  Savethe document again. e
@ Practice Exercis
1 Ensure Corporat rt - Student is displayed on the screen.
2 Positionthei int at the end of the document on the last page.
3
4 the Projects.jpg file.

E ‘ pictures are inserted into a document, they will either be inserted as an inline object (the default

Setting) or as a floating object. An inline object is one that can be treated as a text character in that
paragraph, e.g., use the alignment options to position, press to indent it, etc. A floating object
means the picture is inserted as an object that does not have the same characteristics as that paragraph,
e.g., no styles are applied to the picture, cannot use the alignment options to position it, etc. Regardless
of how the picture is inserted, you can still edit the picture in the same manner. You can switch a
picture to be an inline or afloating object.

1.3.10

Sizing a Picture

When you insert a picture into a document, the scale used in the original picture is maintained.
However, you can easily resize and/or scale the picture to any proportions you want.
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|!!| Exercise

1  Make sure the Gourmet Blend - Student document is active on the screen.
2  Click on thefirst graphic (the blue coffee logo). EXECUTIVI
Notice the eight black handles that appear around
the picture; you can use these handles for sizing
the picture. L
Gourtn
et Blend Coffee Services Inc. (“Gourmet
3 Position the mouse cursor over the top right | .
corner handle.
4  Click and drag down to resize the graphic t
approximately ¥2" wide by ¥2" high.
5 Click on the coffee beans picture.
n
If you had white handles around this this'would indicate this picture is a floating object. You can
still adjust the picture as with bl ha
6 Move the cursor to one 0 corners'and size the picture down to approximately ¥2" wide and
1" high.
7 Resizethe$im imately 2" wide by ¥2" high.
Y our docu ilar to the following:
EXECUTIVE SUMMARY
u markets with a limited $35M private
Gourmet Blend Coffer Services Inc placement.
("Gourmet Blend™ 1z a privately held
company incorporated in Calgary, Alberta.
. . . This level of funding will ensure that
The company is providing a c_onsohdated Gourmet Blend has the staying power
approach to the coffee market in terms of required to persist through the initial growing
supply, dlstrlbu.tton, sales methedelogy and stages, emerge as a Cormidable power in the
market penetration to the current fragmented market, and further inspire the confidence of
and upsophistmated coffee business in MNorth potential investors.
America.
In addition to the $5.5M to fund the growth of
The company focus is customer satisfaction | Goyrmet Blend, i is the intention of Gourmet
by increasing coffee  market direction Blend to purchase the reaster, Christes
awareness of the product, and full exploitation Roasters  (“Christos™). Having  started
of the werticals associated with iL. preliminary discussions with the founders of
Christos, a final offer to purchase will be
presented within the next 30 to 45 days.
It 12 our tutual belief that the amalgamation
Gourmet Blend’s goal is to enter the of these two companies will prowide an exit
marketplace with a comprehensive, fully strategy and liquidity for the founders of
integrated sales and marketing program Chrigtos, and establish the structure thgt will
through traditional and internet related provide the necessary funds to accomplish the
channels.  Gourmet Blend will accomplish fellowing:
8  Savethe document again.

KEY APPLICATIONS 1109-1
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Cropping a Picture

Cropping refers to the ability to “cut out” certain portions of the picture to meet your requirements.
Take note that this is a limited feature within Word and you can only crop horizontally or verticaly;
you do not have the flexibility of a dedicated graphics program to crop out different shapes from the
picture.

The (Crop) button on the Picture toolbar can be used to cut out certain sides of the picture.

When you activate this command, the cursor will then change to appear as 41% When yal then place
this new mouse cursor and click on one of the middle horizontal handles around t i e, it will

with the right angle changing based on which corner handle is selected.

|!!| Exercise

Make sure the Gourmet Blend - Student document is active.on th 4

Click on the coffee beans picture to select it.
Click on the |+ | button in the Picture toolbar.
Move to the bottom middle handle, then clicl y about ¥4" .

Save the document again.

a A W N P

Changing the Properties for ictu

When a picture is inserted, it is i
adjustments as needed, based
one of the following methods:

the properties set for this picture. You can make
want in the document. Adjustments can be made using

= Click on the picture at, Picture.
re) button in the Picture toolbar.
ect for the picture in the Picture toolbar.

e sure the Gourmet Blend - Student document is active on the screen.
ick on the first graphic (the blue coffee logo).
Click on the [%] button in the Picture tool bar.
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Format Picture E|
Colors and Lines Size Layaut | Wieh
Crop from

Image control

Colors |.C\utomatic “ |

Brightriess: % |

|
4]
[=]
&
4

Cantrask: £ |

oe

| ™
3]
=
&
4

oK ] [ Cancel

4  Click onthe Layout tab.

Format Picture

Colors and Lines Size | weh
rapping stwvle
In line with text Square Tight Behind text  In front of bext
Harizantal alignmeant

I ok ] [ Zancel ]

can now determine the wrapping style for text around this picture. Use the previews as a
o the effect you may want for the picture in the document.

ick on the Tight option and then OK.

Notice that the picture now has white handles around it to indicate it has changed to a
floating object. The green dot allows you to rotate the picture, if required.

6 Grab the lower right corner handle and size the graphic to make it a bit larger (approximately
¥" wide and high).
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7 Click on the coffee beans picture and then click on the || button in the Picture toolbar.

W] InLine With Text

Square
Tight
Behind Text

In Front of Text

Top and Botkom

B & &6 EEEE

Through

1] Edit Wrap Points V
8 Click onthe Squar e option.
9  Sizethispicture to be approximately 1" wide by 1%%" tall.

10 Click on the $ picture and then click on the button in the
11 Click on the Tight option.

It will look like the picture has disappeared from
where it would fit in the natural flow of itemsi
position.

. Word has moved the picture to
t, based on their size and original

12 Scroll down towards the bottom of
1" wide by 1%2" tall.

then size this picture to be approximately
13 Savethe document again.

Moving a Picture

Pictures can be moved i docu
for selected text. The
when you let go

more control, if r

using drag-and-drop. This method works like drag-and-drop
f the picture ends up at the location of the dotted insertion point
tton. Alternatively, you can use the arrow direction keys for a bit

If the pict object, it will take up as much space asit did in the original location with text
flowing f iCtire was a text character. Changing a picture to a floating object allows you to
determine xt may wrap around it for a different effect in the document.

e

ake sure the Gourmet Blend - Student document is active on the screen.
Click on the coffee logo picture at the top of the document.

Press the key until the top of the logo isin line with the top of the text characters in the first
line of this paragraph.

4 Click onthe $ picture.

5  Position your cursor inside this picture until you see % :
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6  Drag the picture to the middle of the paragraph that begins, Thislevel of funding...

Y our document should then look similar to the following:

EXECUTIVE SUMMARY

Gourmet BElend Coffee
Services  Inc (“Gourmet
Blend™) iz a privately held
company  incorperated  in
Calgary, Alberta

The company is providing a censolidated
approach to the coffee market in terms of
supply, distribution, sales methodology and
matrket penetration to the current fragmented
and unsophisticated coffee business in MNorth
America

The company focus 15 customer satisfaction
by increasing  coffee  market direction
awareness of the product, and full
exploitation of the verticals associated with

Gourmet Blend's geal is to
enter the marketplace with
a comprehensive, fully
integrated sales and
matketing program

" through traditional and
internet related channels. Geourmet Blend
will accomplish this by providing product
equipment and services in the following
cateseries/divisions:

markets with a limited 555N private
placement.

This lewvel of funding will  ensure
that Gourmet Blend  has
the staying POWEr
required  to persist
through  the initial
growing stages, emerge as a

formidable power in the market, and further
inspire the confidence of potential investors.

In addition to the $5.5M to fund the growth
of Gourmet Blend, 1t iz the intention of
Gourmet Blend to purchase the roaster,
Christes  Foasters (“Christos™).  Hawing
started preliminary discussions with the
founders of Christos, a final offer to
purchase will be presented within the next
30 te 45 days.

It 15 our mutual belief that the amalgamation
of these two companies will provide an ezt
strategy and liquidity for the founders of
Christos, and establish the structure that will
provide the necessary funds to accomplish
the following:

7  Savethe document again and then

Summary

In this lesson you insert
with the following:

Lctur

= |nsertingclip art

= |nserting pict

= Sizing

&

KEY APPLICATIONS 1109-1

afileonyour system =

1, Aiiro imatel 1M te  bu

anipulated them in a document. Y ou should now be familiar

= Cropping or cutting out pictures

Changing the properties for a picture
= Moving pictures
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Review Questions

1. What types of pictures can be inserted into a Word document?
a.  Clipartimages d. All of the above

b. Photographs e. Onlyaorb
c.  Scanned images

2. You can only use the Clip Organizer to find aclip art image.
a True b. Fase
3. What do these symbols mean when searching for clip art? EV

a @ C.
nto your document.

b. [

4. If apictureisnot part of the Microsoft Clip Organizer, you cannot
a True b. Fase

5. What' sthe difference between an inline and afl

6. Thesize of apicture can only be adjusted in hics design program.

a True b. Fase

7. Cropping a picture refers to the toc t certain portions of the picture but only from a

horizontal or vertical manner.
a True b.

8. ldentify the Crop tool mthe image:
Pl (W Tl ol | FaaSEHEY Y Y

9. How canyo at properties for apicture?

a m d then Format Picture c¢.  Click on the appropriate effect for the
picture on the Picture tool bar

b. ckson the Format Picture button on d.  All of the above

ture toolbar e Onlyaorb

cannot be moved unless they have been changed to floating objects.
True b. Fase
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Lesson 12 Worklng W|th ObJects

Ob]ectlves Suggested Timing: 12 Hours
In this lesson you will look at how to draw simple objects and then manipulate them in a document. On successful
completion you will be familiar with the following:

= What drawing objects are available = Changing the drawing objects

= How to draw a simple object = Arranging the objects
= How to draw an AutoShape

Drawing Objects

E In addition to inserting graphics into your document, you can enhance by creating

your own drawings using the following tools available on the Drawin
PDraw e i | Autoshapes= S\ w [0 A ol 3 8] & | B - - ﬁlv:--*—lilja

Note the following when working with objects:

1.3.11

= Most objects are created by clicking in the docu
the object isthe desired size.

then dragging the mouse until

= To select an abject, click on the . (Sele on the Drawing toolbar, then click on

the object to be selected. As well, the to e used to drag a “selection box” around

several objects you want to select on een, thus causing them to be selected at the same
first @Bject and then press (Shift) to select other objects.

time. Alternatively, you can click
" The key can be used t square, circle or straight line. Once you select the

tool, press the key to

= Once an object is selected
you click somewher i
options to the obj

t.

les” appear around the object, and it will stay selected until
ument window. As aresult, you can apply or remove as many

= Tosizean t, the object and the eight handles should appear. Point to one of the
handles until cursor appears as a double-headed arrow, then click and drag the handle until the
objectd ze.

= To object, click on the object to select it (the eight handles should appear). Point
> e object (but not on one of the handles), until the cursor appears as a four-headed
ow ‘1%, %hen drag it to its new location.

e an object, click on the object to select it, then press (Delete).

xercise

In this exercise, you will learn how to display the Drawing toolbar.
1 OpentheTraining Seminar document and save as Training Seminar - Student
2 Click on the |4#| button on the Standard toolbar.

The Drawing toolbar should now be displayed at the bottom of the screen.
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Drawing Lines or Rectangles

The (Line) tool allows you to easily draw straight lines anywhere in the document. Y ou can also
use thistool to draw linesfor abox or use the@l (Rectangle) toal.

|!!| Exercise

1 Makesurethe Training Seminar - Student document is active on the screen.

-+ ss-hair) when placed in the document
to cregte the objects so that they stay together.

2 Movethe cursor to the second blank line before the Talk is best point.

Y ou will eventually create the following drawing in this location:

Performance A
Required

Coaching

Performance |B Gap

Turned In i
3 Clickon the tool on the Drawing toolbar.

Notice that the mouse cursor changes i
window. Word also inserts atext box f

o

%‘l’///////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////

Drawing Canvas * X
«ti|Fit +4 Expand 4] Scale Drawing | B

Create your drawing here.

L R R Y
T R I AR T

=

B B b bbb

® + Talk-is-best(face-tor-face)—negotiation-skillsy

inserting AutoShapes in the General tab of the Tools, Options menu. Alternatively, you can press

> You can turn this feature on or off by clicking on the Automatically create drawing canvas when
to delete the canvas once it has been inserted by Word.

4 Position the cursor about 1.5" from the bottom and side of the bottom left corner of the drawing
canvas. Click and drag the mouse horizontally to the right until the line is approximately 3" in
length, then release the mouse button.

mouse to the right. The line will then remain straight regardless of which direction you move the mouse.

> If you are finding it difficult to keep the line straight, press the key after you begin dragging the
You can constrain lines to angles of 15° by holding down the key while dragging.
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r~ = 9

b
® —» Tallis-best(faceto-face)—negotiation skillsy

A horizontal line should now appear on the screen and the ouseUurns to normal.
5 Clickon the@ tool on the Drawing toolbar. %

6 Position the crosshair about 1" from the left edg
arectangle approximately 2.5" high and 1.5" wi

R

line and drag upwards to draw

two handles in the middle of the rectangle as your guide.

10 Savethe document again.
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Adding Arrows

Arrows are created in the same manner as lines, with the difference being that an arrow head is added
to the end of theline.

|!!| Exercise

1 Makesurethe Training Seminar - Student document is active on the screen.
Click on the| | tool on the Drawing toolbar.
w the mi line.

Position the -} about halfway in the bottom of the box and drag until just bel

Create the other arrow in the top box in the same manner. E
r Y

r Y E
5  Savethe document again. &\ :

Adding AutoShapes

The AutoShapes menu provides
document. When you highlig
AutoShape tool can be selected.

A wWO0N

iety of groups of shapes that can be added to your
roups, a flyout menu is displayed where the desired
t menu has various tools available for that group and can be
enu, by dragging the top of the menu to anywhere on your
screen, similar to at i dy when you want to create several AutoShapes.

Depending o want, you can use the same techniques you used to draw an object. This
> coursew i ine some of the AutoShape tools that are available; you are encouraged to try

Click on the button and % e b
. : e
then click on Basic Shapes. “of Cannectors ’
|@ Basic Shapes 4 | O09<
% Block Arraws LA O ,ﬁ h
. T Flowchart yIO G
3 Clickon the shape. 3&: Stars and Banners viB 00
% Callouts » @ F
ﬁ More AutoShapes. .. RN ':(:):' [:IZ
putoshages 1[N\ N\ IO~ [ O
C 14 >
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4  Starting at the top right corner of the top portion of the box, click and drag down to the middle
line, and drag to the right to make the right brace noticeable.

oo

5 Savethe document again.

Inserting Text Boxes

A text box looks very similar to a rectangle and alows yo
created. The text can be formatted in the box asif you wer

C Qﬂive on the screen.

point for the right brace, and drag out to insert a text

ent automatically when it's
i in a document.

|!!| Exercise

1 Makesurethe Training Seminar - Stud
2 Clickon the button in the Drawing too

3 Position the cursor slightly to theri
box.

Don’t worry about ma the b small or too o
> big for the text. T o] be sized and adjusted b iﬂ
accordingly (disc th module).

matically inserts a text box with an outside border. Y ou will remove this

e

b
Xt.
4  Type Gap for the text inside the box. Then click outside the box.

wth other text boxes as shown in the following picture:

AY

Performance: 4
Eequiredy
Coaching:
B Gap To bold the two letters, turn on bold before
i you begin typing.
Performance: &

Turned-iny

6  Savethe document again.
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Editing Objects

Editing can refer to sizing, moving, or enhancing the object and its properties. The object(s) must be
selected before you can make any changes.

|!!| Exercise

1 Makesurethe Training Seminar - Student document is active on the screen.

2 Move your mouse cursor overtop a border of one of the text boxes.
Notice that the cursor changes from an arrow to +{%
3 Click on the text box object.

Notice how the border of the box changes from diagonal lines to dott
are in Select mode versus Edit mode when changing the actual ¢

is indicates you
ext box.

i

Coaching:
Gap

4 Click on the drop-down arrow of the b awing toolbar.

Mo Line

COLE R R R
ENEEEEEE
| ENEE
| [

Mare Line Colors, ..

Patterned Lines. ..

ﬂ

5 Click on i tion.

6 Rep r text boxes.

7  Posi e.gursor over one of the corners of the text box.

e cur ill changeto ™.

d drag to size the box so the text appears on two lines. Repeat for the other text boxes as
ired.

Y our drawing should look similar to the following:

AY
Performance- 4
Eequiredy
Coaching-
Gapq
BY
Performance- n
Turned-inq
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Don’t worry if your objects are not positioned in the same manner as shown in the previous diagram. You
will learn how to move the objects as needed.

9 Savethe document again.

10 Click on any of your text boxes. Then place the mouse cursor overtop the border.

P

Notice how the cursor changesto "{ix

11 Movethe text object as needed to look more like the diagram shown in step 8.
12 Repeat for each object so that you are as close to the diagram as possible.

13 Savethe document again.

Arranging Objects

Once you begin adding objects to the document, you may find it
multiple objects that will share the same attributes or that may be

e to repeatedly select
0 another place in the
document.

As well, you may also need to control the stacking ord
accomplished using the following commands found i

Group Group all the selected objects and trgat t
asingle object.

d objects. These tasks can be
u on the Drawing toolbar:

they were _%: Graup

Ungroup Takes all the components i group(s) and |
returns them to being sep ject Order v

jects and made changes | # Grid--
objects that were grouped bludge »

Regroup  Once you have ungr
to them, Word r

originally. &lign o Distribute 3
. . , [
Order Select the stagking erder used for objects. The available roeore '
options in ont, Send to Back, Bring Forward, |28 Text Wrapeing '
Send Ba ing in Front of Text, and Send Behind
t.
Change AutoShape 3

Grid on-printing grid that can be used to align objects
the screen. As well, you can select to snap an object into
as you move the object. The available snap options are 224~

ap objectsto grid or Snap objectsto other objects.

Set Autoshape Defauls

Positions an object with great precision, by moving it in increments of one
screen pixel at a time. Select the direction in which you want to nudge the
object (or use the (Ctr)+arrow keys).

lign or Distribute Lines up or distributes several objects at the same point.

Rotateor Flip Rotates or flips the object(s) in different directions.
Text Wrapping Sets the wrapping style for the object, similar to setting the text wrapping for
pictures.

Reroute Connectors Reroutes connectors set by connecting objects.
Edit Points Change or add points on the selected object.
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Change AutoShape Change the shape of the selected object.

Set AutoShape Change or set up new defaults for the AutoShapes, such as line color or fill
Defaults color.

> Consider using the Group command for those objects you want to treat as one object rather than having

to select each separately. This reduces the amount of time it takes to select all the objects, and to select
the right object(s) if there are many of them in one spot.

L....J Exercise

1 Makesurethe Training Seminar - Student document is active on the scr
2 Clickon the button in the Drawing toolbar.

3 Starting at the top left corner of the diagram, click and drag acro: ht corner of the

diagram.

Performance
Eequired|

© oo

Performance-
Turned-nT

o
0 ;d at the same time.

ck on Group.

Notice that all the objects

4  Click onthe Draw and

You can also cli i se button on the selected objects, select Grouping, then Group or
Ungroup fro@e ortcut menu.

.

o o o
AY
Performance: 4
Eequired]
Coaching-
Gap
o BY o
Performance: I
Turned-in
o o

Notice how there are only one set of handles around the entire diagram now. Y ou can now move
the entire diagram as if it was one object.

5 Click onthe button to have Word resize the drawing canvas to fit the size of your grouped
drawing.

6  Savethe document again.
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7  Now try creating the following diagrams for the rest of the document, using the features learned
to this point:

> Text shown before and/or after the diagram are the place markers for where you will draw the diagram.

o Talk is best (face to face) — negotiation skills
—  + | Cwutcome Project Control
Process Time “That”
“How™ _/‘\ \
1 2
. Teach Project

1. Give goals to each person (top 10) Loop sach Frojer
2 More from less, only faster
3 Don't work harder, work different Benchmarks — looking at what average worker mav be able to do in the same task

8  Save and close the document.

@ Practice Exercise

Open the Drawing document.
Usethe tool to drag a selection box around &l

3 Click the right mouse button on the select | t Grouping, then select Group from
the displayed shortcut menu.

0 select them.

4  Drag the objects to another location o een, and notice that all of the objects move at the
sametime.

5 Ensurethe grouped drawing i
Resize the object; notice t e'obj ects change size.

Click the right mou tton ected objects, select Grouping, then select Ungroup from
the displayed shortcut

8 Select only the li
lightning bol

Click
lo

10 _Select ightning bolt.

ick the right mouse button on the selected abject, select Order, then select Send to Back from
layed shortcut menu.

and move it to another location on the screen; notice that only the

putton on the Standard toolbar to move the lightning bolt back to its original

ect the rectangle.

Click the right mouse button on the selected object, select Order, then select Bring to Front
from the displayed shortcut menu.

14 Select the lightning bolt.

15 Click the right mouse button on the selected object, select Order, then select Bring Forward
from the displayed shortcut menu.

16 Select the rectangle.

17 Click the right mouse button on the selected object, select Order, then select Send Backward
from the displayed shortcut menu.

18 Close the document without saving the changes.

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



USING MICROSOFT OFFICE WORD 2003 149

Summary
In this lesson you inserted pictures and manipulated them in a document. Y ou should now be familiar
with the following:
= What drawing objects are available = Changing the drawing objects
=  How to draw a simple object = Arranging the objects
= How to draw an AutoShape

Review Questions

1. Most objects can be created by clicking in the document window and th mouse to

the required size for the object.
a True b. Fase

2. You can apply or remove as many properties as you like for an yvided it is selected and

the handles appear.

a True b.

3. Which key can you use to select multiple objects?

a (Al c. [(shift)
b. Ctrl d. Enter \

e menus into a floating menu?

4. Which key can you use to draw a perf

a Alt
b.

5. How can you make any of tf

6. You cancreate atext b
a True

e Rectangle tool.
False

7. You do ngt:hay t the drawing object before making any changesto it.
a b. Fase

8. Once
er eff

has been drawn, you cannot enhance it by changing properties such as color or
ch as shadows or 3-D.

True b. Fase

would you want to use the Group command?

a  Toselect anumber of objects together

b. Tobreak down the objects for a grouped object
c. Totreat al selected objects as one large object
d. All of the above

10. The Order feature from the Draw menu allows you to layer or stack the different objects.
a True b. Fase
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Lesson 13: Working with Tables

T

e e e

e e e S R s A S B e s et )

Objectives Suggested Timing: 12 Hours

In this lesson you will learn how to create simple tables, add data into them, and then manipulate the tables or
information in the table to best suit your needs. On successful completion, you will be familiar with the following:

= How tables can be effective to use = Adjusting borders (lines) or shading in atable
= Using the Draw Table feature = Adding or removing rows or column

= Creating atable using Insert Table = Merging or splitting rows or colu

= Entering information into atable = Splitting atable

= Sdlecting itemsin atable = Converting text to atable
®  Formatting the table = Sorting information i
Understanding How Tables Work

One of the quickest and easiest ways to arrange columns of text an in Word is to use the
Table feature. Y ou can also use this feature to group paragr e by side, and you can create many
types of forms by adding borders and shading to the table.

The Table feature is very similar to working with spre ] rams (such as Microsoft Excel), as
it makes use of cells, rows and columns to arrangede
Excel into your Word document, and then m
Similarly, you can insert tables you created j
any other spreadsheet data.

Ith tables:
able command, or the Insert Table command.

Keep in mind the following when you
= You can create tables by using

= Each horizontal linein at is C arow. These rows are numbered consecutively downward
(eq., 1,2, 3,4, cetc.).

= Each vertical li mn. These columns are listed alphabetically left to right (e.g., A,

B, C, D, etc.
= The intergectiomn.of w and column is called a cell. Therefore, when working with a table, you
are w ith cells within the table. You reference these cells by the column letter and row
nu .«Fer example, B5 means you are in the second column, and five rows down. This is
call ddress.
U may“enter text, numbers or graphics into each cell. If you type more than one line of
ioninacell, the height of the cell automatically increases.
can create a table either before or after you type the text. However, it is usually easier to
create the table BEFORE you type the text.

Before you type the text, first design the overall appearance and layout of the table. You can
make adjustments to exact cell size later.

= By default, Word adds a single line border to the table; however, lines and shading can be
adjusted as required.

= End of cell markers are displayed by default. This makes it easier to see where you are working in
the table. When working with a complex table or if you want to see the final result of your work,
you may want to hide the markers. To hide the markers, click on the (Show/HideY) button
on the Standard toolbar.
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Drawing a Table

JiC

2.2.1

L..!| Exercise

= You can apply alignment and formatting to the cell contents, as well as aligning the text vertically
at the top, center or bottom of a cell.

= Adjacent cells can be merged both horizontally and vertically.
=  Text can berotated within a cell by 90 degrees.

= A table can be created either by drawing it or inserting a table with a set number of rows and
columns. Once the table is available in the document, you can use either option to create another
table or make modifications to the existing table.

= When atableis created, it will be placed based on the default settings. Y ou can table to
any position on the document by dragging the [#] symbol. This symbol ears at p left
corner of atable when your cursor isin or near the table.

The Draw Table feature allows you to draw a table of any size and rows, columns and
cells of any height and width desired. As well, you can merge cells y removing unwanted
cell, column or row divisions. Using the tools on the Tables Bor olbar to create tables is
very similar to drawing them on paper.

=  Select Table, Draw Table.
Click on the (Tablesand Borders) button o

toolbar.

1 Start anew document and save it ncements - Student
2 Clickon the button on the'Sta ar.

isplayed on the screen.

PR =R

im | he

o Allilzl &l =

r appears like a pencil cursor (i.e., ﬁﬁ).

Notice that t

Place th‘ﬁ'? e top and left margins start, click and hold down the mouse button, then
n il the table is approximately 5.5" wide by 3.0" high, then release the mouse

uld appear similar to the following:

| % -Z- @] & 3

| EE =N
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Notice how Word draws the lines for you and displays them with a dark single line border. By
default, Word automatically provides you with a border for any lines drawn in a table; these can
be turned off or changed in style, width, or color.

4  Make sure the tool is selected and then starting from the left side of the box, click and drag
across the table until you see the row (it will be a dashed line) appear.

5 Continue drawing the rest of the lines for each row, column, and cell as shown in the following:

Y
\v
Na

ne shown below:

6  Click on the |_1] button on the Tables and Borders tool bar
Notice that the mouse cursor appears like an 7.

7  Click on each of the lines so your table appears si

O

8 Saveand closethe docum&'

Inserting a Tab

est used when you want to create a simple table. This command also
t column width. There are two waysto insert atable:

t, Table.

2.2.1

en the Executive Summary and save as Executive Summary - Student
Got to the bottom of the document and then press twice.
Click on the || button on the Standard tool bar. e

4 Click in the first cell of the table grid and drag over to select
3 columns and drag down to select 6 rows.

Cancel
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Notice how Word displays the number of columns and rows
selected for the new table at the bottom of the selected grid.

5 Release the mouse.

6% 3 Table

Y our page should look similar to the following:

Approxmately $750K to avtomte current packing production lines.

Approxmately $3 50 working capital to expand the finther busine ss appartunities, similar to Canada and Western
7.3, in Eastern 1.3,

6  Savethe document. You will be adding text i h@xe

Working with Text

E Once you have created a table layout,
that you are ready to begin typing.

e insertion point in the first cell of the table so

2.2.2

ithin atable:

=  Press (Enter) if you t t re lines of text in the same cell. This will increase the row
height.

= Usethearro

Y ou can use the following met

rough the text in the cell.
orward to the next cell.

e sure the Executive Summary - Student document is active on the screen.
With the cursor in the first cell at the top left of the table, type: Board of Directors
Press the (3 ) key to go down to the next cell below this one.

Type: John Smith and press (Tab) twice to go to the last column.

Type: Chief Executive Officer and press (Tab) to go to the next row.

Repeat the general procedure outlined above to complete the table as shown below:
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Board of Directors

John Smith Chief Executive Officer
Eill Williams President

Adelaide Marlk s Comptroller

Douglas White Wice-President, Operations
Janice Gates Vice-President, Sales

7  Savethe document again.

Selecting Items in the Table

E In order to make changes to anything in the table, you need to select it. There are
selecting a number of items:

2.2.3

= To select an entire column, move the cursor to the top of the colum 1. Then click
and the entire column will be selected.

= To select an entire row, move the cursor to the selection bar (i. @ margin) and click. The
entire row will be selected.

= To select multiple columns or rows, click and drag acr: MNS or rows.

= To select one cell, move the cursor to the lower |
and the entire cell will be selected.

cell until you see &. Then click

= To select multiple adjacent cells, click an cells.
|.!!| Exercise
1 Make surethe Executive Su y document is active on the screen.
2  Move the cursor to the to th lumn until you see ¥. Then click and the entire column

will be selected.

3  Click outside of the sel lesel ect.

4 left corner of the President cell until you see #. Then click and the
5 button down as you drag down to select the remaining cells.

6 the selection to deselect.

ose the'document without saving.

ing the Table
en the table has been created, you can format it in the same manner as with regular text.

You may find it easier to format or adjust items once the text has been typed into the table, especially in
the case where there is a large amount of text. The amount of text in the cells can provide a guide for
how you may want to format the table.

Y ou have the same formatting options for text in atable as for text in aregular document; as well, you
have a number of options for formatting the table itself from either the Table menu or the Tables and
Borderstoolbar.
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In addition to formatting the text, you can also format the table by:

= adjusting its column widths or row heights

= add/remove borders and shading

= gpecify the horizontal or vertical alignment for the cell contents
= prevent rows from breaking onto the next page

= et header rows for tables that extend to multiple pages
= determine the alignment of the entire table *
Using AutoFormat

unick and

E AutoFormat is a feature that allows you to apply a pre-designed format on
easy way to enhance a table using a standard style.

2.2.4
|!!| Exercise °

1 Start anew document and save it as Regional Sales -

> If you are adding a table to an existing document, to position the insertion point at the

location where you want to insert the table.

2 Sdect Table, Insert, then Table.

Insert Table

Tahle size

Mumber of columns: g g

Mumber of rovs: 2 S
AukoFit behavior

(%) Fixed column width: Auto %

{:} AutoFit ko conktents
() AukoFit ba window

Table stvle: Table Grid AukoFormat.. .

[ remember dimensions For new tables

I Ok ] [ Cancel ]

umber of columnsfield, type: 4

Inthe Number of rowsfield, type: 6

The AutoFit behavior areaallows you to specify how the column width is determined.
From the AutoFit behavior area, select Fixed column width.

Y ou can use the AutoFor mat button if you want to apply predefined formatting to the table.
6 Click the AutoFor mat button.
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Table AutoFormat

Category:

Table styles:

Table Classic 4 ~
Tahle Calorful 1
Table Colorful 2
Tahle Calorful 3
Table Columns 1

Tahle Calumns 2
Table Columns 3
Tahle Calumns 4
Table Columns 5
Table Contemparary
T A ——
Prewview
Jan Feb Ilar Total
East 7 7 ] 19
West [ 4 7 17
South & 7 9 24
Total 21 18 21 a0
Apply special Farmats ko
Heading rows Last row
Firsk column Last column
[ ok ] [ Zancel ]

From the Table styleslist, select Table

Click on OK twice.
P

Type the I\ 'thetable:
P A& 9

| Last Tear

| This Year

Canada 1,549,875 2,456,872
United States 5,331,255 7.454,236
Europe 4,154,236 5,178,234
Australia 695,781 715436

Total

e the document again.

Move the mouse cursor to the left side of the column headings row in the selection bar. Click
once to select the entire row.

Click onthe B | button in the Formatting toolbar.

Move the mouse cursor to the top of the second column (i.e., Last Year). When you see the ¥,
click and drag across to select the three columns.

Click on the =/ button in the Formatting toolbar.
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Y our table should look similar to the following:

Eegion Last Vear | This Year |
Canada 1,549,87% 2456872
United States 5,331,259 7.454,236
Europe 4,194,236 5,175,234
Australia 698,781 715,436
Total

15 Savethe document.

:@ Practice Exercise

1 Start anew document and save it as Formatting Tables - Student

2 Create atable measuring 4 columns by 6 rows and type the text

January February Iarch
Printers 33 33 44
Ilonitors 82 8a 75
Eeyboards &1 65 a4
Disk Drives a3 33 36
CPUs 54 48 58

Ensure the cursor is located in one of the ¢

Select Table, Table AutoFormat.

it teble.

From the Category list, ensure Al styl selected.
From the Table styles list, sel ects 3.
ar

In the Apply special form urn off First column and Last column.

0o N o o b~ W

Click Apply.
Y our table shoul S o the following:
Y
January Fehruary March

Printers a3 33 44
Menitors a4 23 75
Eeyboards &1 () a4
Disk Drives 33 33 36
CPTTs 54 43 58

4

e document.

ving the Borders and Shading

e lines in a table can be modified to be different colors, styles, widths, or turned off completely.
Lines can be modified individually or for the selected cells. The number of borders and shading you
apply to a table can enhance the message of the table; be careful with the colors you use as they can
cause the table to look very “busy” and detract from the message of the table.

L....J Exercise

1 Make surethe Regional Sales - Student document is active on the screen.

2 Movethe cursor to the left side of the title row and click once to select the entire row.
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Make sure the Tables and Borders toolbar is displayed on the screen. If not, select View, Toolbars,
Tables and Borders to turn it on.

Click the down arrow of the button in the Tables and Borders tool bar.
Click on No Fill.

Click the down arrow for the button in the Formatting toolbar and click on any color other
than White.

Click anywhere away from this row.

of the
changes

Notice that the shading is no longer on this row and the text is a different colgr.than the r
table. Even though the table was formatted using the AutoFormat optio

to the table for your own preferences.

Select the four country rows in the table below the title box.

Click on the down arrow of the EE button in the Tab@

clickonthe --------- style.
Click on the down arrow for the button in the orders toolbar and click on the

option.

rders toolbar and then

Notice that only the borders surrounding the have this dashed style.
Click on the down arrow for the b ickor the option.

Click on the down arrow of th ¢ in the Tables and Borders toolbar, and click on No
Fill.

Select the title row and ad
Select the Total row

or of your choice.
ing color of your choice.

d
Close the docu ' ing it.

K\

Fermatting Tables - Student document is active on the screen.

ove theiedrsor to the left side of the first row and click once to select the entire row.
n the down arrow of the button in the Tables and Borders toolbar.

ck on Light Yellow.

Click on the down arrow for the button in the Formatting toolbar and click Red.
Now, select the entire table.

Click on the down arrow of the EE button in the Tables and Borders toolbar and then
click on the style.

Click on the down arrow for the button in the Tables and Borders toolbar and click on the

option.
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Adjusting the Width or Height

iC

2.2.3

Y our table should look similar to the following:

January Fehruary March
Printers 33 33 44
ITdonitors ne a6 -
Eeyboards &1 65 a4
Diske Dirives A3 ) 26

CEUs 54 48

9  Close the document without saving it.

Y ou can adjust the width of each column, the height of each row, and the e table. You

can also evenly space selected rows or columnsin atable.

Use one of the following methods to adjust the column width or row

= Click onthe “ intheruler for the colu ed, and drag it to the desired width.

margins for the document. The alignm where the table lines up, not the text within the
ble Properties and click on the desired alignment
from the options displayed in t

To distribute the width f

the Children’s Christmas Party Notice Form document, and save it as Children’s Christmas
otice Form - Student

ove your cursor down to the table and place your cursor above the line for the Your Name
column. Y ou should see the select column symbol (i.e., ¥).

Click to select the entire column. Then select Table, Table Properties.
Click on the Column tab.
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Table Properties @El

Table Row Cell
Size
Column 1:
[¥] Preferred width: 1,58 = Measure in: |Inches w
[ A4 Previous Calumn ] [ ek Colurn k¥ |
I [u]4 ] [ Cancel ]

5 Click on theincremental button for the Pr ef
Then click OK.

d and change the measurement to 2".

Notice how the column is now larger
right.

eviously and has pushed the other columns to the

6  Position the mouse cursor vertical line between the Your Location and Child’'s
Name column.

S0
Y ou should see the +*symb ing you can drag this symbol to adjust the column width.

7 Clickanddragt ri imately ¥2".

8 Click onth ti the end of the last column (i.e., Child’'s Age) and drag to the left by
approximatel 34" .

9 Sav for

Noti columns have been adjusted to accommodate the type of data that may be entered.
owev height of the rows are based on the font used when this form was created. Y ou want
ows to be wider to accommodate handwriting.

ect every blank row in the table and then select Table, Table Properties. Click on the Row
t

Click on Specify height and type: 0.3 for the measurement. Click OK.
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Y our table will then look similar to the following:

Your Name Your Location Child’s ame | Child’s Age

Social Club Tse only:
O Mermber O Mon-member
O Eranch Office O Head Office

Notice how the rows are larger now for people to write their in
need to shrink their handwriting in the appropriate box(es):

Min without feeling they

12 Movethe cursor to somewhere on the horizontal line b umn headings.
Y our cursor should display the == symbol toinc %

13 Drag down about ¥zinch to adjust this row

now adjust the row height.

14 Select the entire row and change the f rial.

15 Savetheform again.

@ Practice Exercise

Open the Formatting es - nt document.

Select the entire ect Table, AutoFit.

Click onthe ntents command.

(column headings) and change the font size to 16.

a A W N P

ould look similar to the following:

January February March

33 33 a4
Monitors 82 23 15
Keyboards 61 65 B4
Disk Drives 33 33 36
CPUsg 54 48 58

Notice how the rows and columns adjusted themselves when you changed the font size. This is
due to the AutoFit Contents option that allows Word to adjust your table accordingly.

6 Save and close the document.
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Inserting & Deleting Rows/Columns

E You can easily insert, delete or move rows or columns once you have created a table. However, you

223 must remember to select the appropriate rows or columns before performing any of these actions.

When inserting several rows, columns or cells at once, you must select the appropriate number of units
in the table to insert the same number of rows, columns or cells you want.

L.._.J Exercise

1 Open the Executive Summary - Student document.

2 Click in the selection bar areato select the entire second row of the table.
3 Click on the |==| button in the Standard toolbar.

> You can also select Table, Insert, then Rows Above (or Rows B button only appears

when you select an entire row and will insert a row at this location.

Notice a new row has been added between the title an

4 Select the second column.

5 Clickon the button in the Standard toolb
You can also select Table, Insert, then mn the Left (or Columns to the Right). The
button only appears when you select an € mn and will insert a column at this location.

Notice a new column has been ad

6  Select Table, Delete, then %Q

The selected column is now

Delete Cells
lumns (or . G
Delete, you will

!

If you choose Cel
Rows) after

:ghlft cells u
see the dij o ol

() Delete entire pow
he appropriate choice () Delete entire column

[ Ok ] [ Cancel

ect Table, Table Propertiesand click on the Table tab.
ick'on Center for the table alignment then click OK.

Adjust the columns so that the table looks similar to the following:

Board of Directors

John 3mith Chief Executive Officer
Bill Williamsa President

Adelaide MWarks Comptroller

Douglas White Vice-President, Operations
Janice CGates Wice-President, Sales

10 Savethe document again.
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Merging and Splitting Cells

hC

2.2.3

L1

1
2

w

O

Exercise

163

Table cells can be joined or merged to create a single cell, or a cell can be split into more columns or
rows as required. Merging is particularly useful when creating atitle row.

Y ou can also split atable into a smaller table, depending on what is required for the table.

Make sure the Executive Summary - Student document is active on the screen.

Select the first two rowsin the table.
Click on the @ button in the Tables and Borders tool bar.

Eoard of Directors

John Smith Chief Executive Officer
Eill Williams Prezident

Adelaide Iarks Comptroller

Diouglas White Wice-President, Operations

Janice Gates

Wice-President, Sales

Notice how Word has merged the two row
effect you want, you could merge the cell

can change the cell alignment.

Select the cells for the first and

Click the @ buttoninthe T

Notice how Word has m
wanted, and you will pow n

Click on the

Type: 1 for ghe
Number of r

ton

Yo

olu

toolbar.

t the cells.

|les and Borders toolbar.

columns and type: 5 for the

se the incremental buttons for either field.

ick O

Board-of Directors

Joht-Stmith] Chief-Exe cutive-Officeri
Bill-WilliamsT

Adelaide-Mark s >
DouglasWhitef]

Janice- GatesC

O President

O Comptrollerd

i Vice-President,-Operationst
o] Wice-President -Salesi

Notice how Word gives you

the five rows requested but the text did not go back into the

or create alarger one like this so you

arting at the second row.

ells into one large cell. This is definitely not what you

Split Cells X
| -

Murmber of rows: 1 £

Mumber of columns:

Merge cells before split

l []4 ] [ Cancel

If you do not see the non-printing
characters as shown here, click on
the Show/Hideq button from the
Standard toolbar. This is a good
example of choosing to turn on the
non-printing characters to see how
the lines are broken in the first cell.

individual rows. Y ou will now have to move the text into the appropriate rows.

Select each name and drag it to the appropriate location. Delete the paragraph marks at the end of

the first four names.

© CCI LEARNING SOLUTIONS INC.
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Y our table should then look similar to the following:

Board of Directors

John Stmith Chiet Executive Officer
EBill Williams President

Adelaide Marls Comptroller

Diouglas White WVice-President, Operations
Janice Gates Vice-President, Sales

10 Save and close the document.

Splitting a Table

reated a form
information entered
on, you can split the

E On occasion you may find that you need to split a table. For example, y

with all the information that is needed. Then you decide you want to
by auser and your requirements. Instead of creating a new tablefor y
table at the point where it needs to, thereby creating two tables on your

2.2.3

L....J Exercise

1 Ensurethe Children’s Christmas Party NoticesEo nt document is active on the screen.
2  Moveyour cursor into the row with the
3 Select Table, then Split Table.

Use Only.

Y our table has how been split into

Child’'s Child's
Mame Age

Your Mame Your Location

Social Club Tse only:
O Metnber O Mon-member
O Eranch Office O Head Office

4 Save the document and then close it.
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Converting Text or Tables

E Y ou can convert text separated by tab characters, commas or paragraph marks into a table. Word uses
these charactersto place the text into individual cells.

2.2.1

Convert Text to Table g] Tablesize

Table size Specify the number of columns and rows for the new table.
Murnber of calumns: a s AutoFit behavior
e B ey Set how the information in the table should fit.

AutoFit behawviar
(%) Fizeed column width: Auto % AutoFor mat
O AutoFit to contents Select a specific style for the table from
() AutoFit to window formats.

Table stvle: {none)

Separate text at Separ atetext at
O paragraphs (O Commas Select the current separator it e text to tell Word
© Tabs O other: |- where the columns should beg

o [ coedl | Alternatively, you can le into tab aligned text
g er separating the text columns.

Separate bexk with
(") Paragraph marks

{:} Commas
() Other:

[ oK ] [ Cancel

||__!_l__|| Exercise
1 Openthe NetPa

Select alldhe

Sel le, t, then Text to Table.

d saveit as Net Pay - Student

A wWN

En Number of columns field shows 4.

sure t Fixed column width is selected in the AutoFit behavior area, and that Auto is
m the Separ ate text at area, select Tabs and then click OK.

Word converts your text to a table. Notice how Word fills the table to the margins. Y ou will need
to make some adjustments, as required.

Format the table and column widths, and add the first row as specified so it appears similar to the
one shown:

NET PAYROLL
Employee Gross Pay Deductions MNet Pay
F. Kennedy 3,200 1,280 1,920
B. Jensen 2400 740 1,750
Z.Wu 2400 740 1,750
J. Mills 2,300 F30 1,610

© CCI LEARNING SOLUTIONS INC. KEY APPLICATIONS 1109-1
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Sorting Information in a Table

hiC’

2.2.5

USING MICROSOFT OFFICE WORD 2003

8 Savethe document again.

Assume at this point you need to give a copy of this report to someone else who does not have a
lot of experience working with tables but they are very familiar with tab settings.

9 Select File and then Save As. Save the new document as Net Payroll (tabs only) - Student
10 Select the entire table and then select Table, Convert, Tableto Text.

11 Ensurethat Tabsis selected and then click OK.

NET-PAYROLLY
Employee - Gross-Pay - Deductions - Net-Pay{
T
The reason thetitle isleft aligned is due to the fact that there are no t before or after the text;
therefore, Word treated this text as text for the first column.
12 Save and close this document.

R-Kennedy - 3,200 - 1,280 - 1,920
B.-lensen - 2,500 - 750 - 1,750
CWWU - 2,500 - 750 - 1,750
JoMills - 2,300 - 590 - 1,610

Any information in a table can be sorted in -Z, 0-9) or descending order (e.g., Z-A,
9-0). You need only to select the cells to en click on the appropriate sort tool. Take
note that your sort may not be exactly you ted. Thiswill be determined by the type of data
in your table and how many columns th r the information. For instance, the Net Payroll report
shows the employee names with iti first name and then their last name. If you chose to
sort the table by the employ ol ould sort them based on the first name initial, not the
last name. If you wanted tq sort name, there should be a separate column for the first name
and another for the last n

You can activate th d quickly by using the (Sort Ascending) and (Sort

es and Border toolbar. Alternatively, you can select Table, Sort to

Sort by
ety Select the first priority of the columns to be sorted.
v| T [Tex v %%ZZ‘E::Eﬁg You can also set up the type of information in the
Using: |Paragraphs w N Ce”S'
Then by Then by
v| Tyee: [Tex v %nsgendi”.g Select the second and third priorities to be sorted.
Descending
Using: |Paragraphs v M y list has
Then by Indicate to Word whether you have a header row of
column headings. This will prevent the row
immediately above the selected rows from being
My list has used asthe Sort by or Then by fields.
() Header row (%) No headsr row
l ok ] [ Zancel ]
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L!!' Exercise

1 Openthe Net Pay - Student document.
2  Select the four rows of employees and then select Table, Sort.

As atitle row was added to the table, the column headings will not appear in the Sort by fields.
However, they will still be logical to determine which columns are to be sorted.

3 Set up thefields so they appear similar to the following:
Sort g|
Sart by
B (#) Ascending

Cal z w | Type: =
oumn = Humber [ () Descending
Using: |Paragraphs w
Then by ;
v Type: |Text 1 Ascending
() Descending
Using: |Paragraphs bt
Then by
= () Ascending
| T g -
] > » () Descending
Using: |Paragraphs bt
Tl lisk has
) Header row (¥) Mo header row
o) Cem)

Thistells Word to sort the employ a& by the Gross Pay first, then by Employee.
4  Click OK.

5 Save and close the documen

Summary

In this lesson yo
tables or in fon. in
followin

to create simple tables, add data into them, and then manipulate the
e table to best suit your needs. You should now be familiar with the

be effective to use = Adjusting borders (lines) or shading in atable
Table feature = Adding or removing rows or columns

ing atable using Insert Table = Merging or splitting rows or columns

g information into atable = Splitting atable

ecting itemsin atable = Converting text to atable or vice versa
Formatting the table = Sorting information in atable

© CCI LEARNING SOLUTIONS INC. KEY APPLICATIONS 1109-1
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Review Questions

1. List thethree ways you can create atable.
a C.

b.
2. You can erase drawn lines in the same manner as when you created these lines.
a True b. Fase
3. A benefit of using the Insert Table option to create a table is that you can t the number of
rows and columns required for the table.
a True b. Fase
4. Which key(s) would you use to insert atab character in acell? °

a Tab C. (Ctrl)+{Tab)

b. +(Tab) d. (F4)
5. Which symboal allows you to select the entire colu
a # C.
P
b. 1% d.

6. Formatting the table includes which of the f |ng items?
a.  adjusting the column width all of the above

e. onlyaorb

b. adding borders or
C.  setting header rows

7. Why would you

8. Whenyouc ent of atable, what happens?
0. au omatlcally be inserted to the right of the selected column.

alse

ou convert atabbed report into atable, you cannot change it back to atabbed report again.
True False

toFormat feature instead of adding formatting manually?

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.
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Lesson 14: Working with Other

rresan s s e s e R s e s R R e e = = : 12 s £ e T e S R R e S U S S T R R s S B s i

Objectives Suggested Timing: 1 Hour

In this lesson you will look at how to share information with others for reviewing purposes. On successful
completion, you will be familiar with the following:

= What sharing information with othersrefersto = How to track changes made in documents

= How to insert and delete comments = How to accept or decline changes made in @ gdocument
Sharing Information with Others

Working within a workgroup can necessitate incorporating input from many imes this
can be accomplished by comparing different documents to see where ch " Or you may
need to share documents with others for their comments.
As you (or others using this document) make changes or comment il
screen. You can navigate through all or some items on the screen usin
toolbar. s

£

ane, and can be used to provide input
ments are marked with the reviewer’s
ifferent color, as well as displays the type of

e displayed on the
tons on the Reviewing

: Final Showing Markup = Show = | #3 23 o2 - 83 -| Q% -| 3

Comments are added in a balloon to the right or j
without altering the document. To make editi
initials (when reviewed by more than one
change made, e.g., deletion, formatting,

If you want to make changes direc
text has been added, deleted, mov
user making the change. Wh

t, use revision marks. Revision marks show where
, and are marked with different colors based on the
e cursor overtop of the revision mark, a screen tip will

display the User name anddhe revi e and time. Even if a document’ s changes were not tracked
through revision marks, th added by comparing the document to the original. This can be
handy to use when y t what changes are made in the document at different stages of the

life of that docurent ( act negotiations). You can also print your document with the markup
itemsasahar r rd purposes.

Workin

E worki ith documents, you may find that you require other people’'s feedback on the
content or layout; or you may want to insert reminders to yourself regarding text or
hanges. The Comment feature can be used in a similar manner as with post-it notes.

omments

2.1.9

ents are inserted into the document in balloon objects, or you can use the Reviewer’s Pane to
more details on who made the comment and when; the document shows the comment only for
your consideration. This makes it easy to identify who made the comment and to move from one
comment to the next. Comments are only displayed on the screen; they will not be printed as part of
your document, unless chosen otherwise.

© CCI LEARNING SOLUTIONS INC. KEY APPLICATIONS 1109-1



1 70 USING MICROSOFT OFFICE WORD 2003

: Final Showing Markup = Show = | 4 23 2 - 82 - | 3 -| 3| H H

H H . -1 Comment [ST1]: Perhaps we should
ReorganizationPlans -
Proposal” mstead.
Drhue to the sudden change in the industry over the last couple of years, we need to review
the company structure, our product lines, and existing expenses. Many of these areas will
require downsizing or elimination completely. This course of action iz not our first choice
for the company but we will need what is necessary in order to keep the company stable
until the market turns around.
The following options have been proposed by warious tmanagers on cutting costs:
Sala.ryi reduction of 10% company wide, regardless of seniority or location Comment [ST2]: We may rot wast o
Amalgamating the two offices on the East coast ;’D";bnm'c-a ﬁﬁfﬂlml‘”al;;mf
Eliminating the office in the Mid-West we can get the hanltto extend our cmdit
Eeducing extended health benefits to minimum options I s 2 i
Eliminating any computer expenses for the next vear
=@ (EEE < ?

r tcm them in the document.

or someone else reviewing your
sound card and a microphone,

When reviewing the comments, you can choaose to remove th
This is the same regardless of whether you inserted the
document inserted the comments. If your system is
voice comments can be added to the document.

Take note of the following when using commen
= Sdect Insert and then Comment.
= Clickon the (Insert Commen tton e Reviewing toolbar.
= Usethe (Previous) or

= To accept a comment, clic
on the Reviewing toolbar.

0 move to the appropriate comment or change.
ent and then click on the (Accept Change) button

comment to be deleted and then click on the (Reject
n on the Reviewing toolbar.

= To delete a comm ick o

Change/Delete

= Toseedlt changes in a separate window, use the (Reviewing Pane) button
to open [ e bottom of the screen where you can navigate through all the markup
item: I handy when you want to turn off all the markup items, leaving your document
ini&o t still be able to see al the markup items.

i Final Showing Markup = Show = | #3 23 v3 » 6k - | 3 %7 - =] H
H H _ -1 Comment [ST1]: Perbapswe should
ReorganizationPlans o= | Gpmment [STA Palapsme dould
Proposal”™ mstead.
Due to the sudden change in the industry over the last couple of vears, we need to review
the company structure, our product lines, and existing exzpenses. Many of these areas will
recuire downsizing or elimination completely. This course of action is not cur first chaice
for the company but we will need what 15 necessary in order to keep the company stable
until the market turns around.
The following options have been proposed by various managers on cutting costs:
= @ |E|= @ < *
Comment [5T1] Student 1 1/26,/2005 12:59:00 PM
Pethaps we should change the title to show “Reorgatization Proposal” insteacl
Comment [5T2] Student 1 1/26/2005 12:59:00 PM
< d
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= You can aso choose to print the markup items in the document, either as part of the document or
as a separate list. Select File, Print and then use the options in the list for the Print what field to
make the appropriate selection for how the markup items should print.

|.!!| Exercise

1  Open the Reorg Proposal document and save it as Reorg Proposal - Student
2 With the cursor at the beginning of the document, select Insert and then CommeniI ‘

Reorganization Proposal At ) }

v:l. into the

3 Type: Perhaps we should change the title to show “Reorganization
comment balloon.

4 Movethe cursor down to the beginning of the line, Salary reduc
5 Clickon the button on the Reviewing toolbar.

6  Typethefollowing text into the second comment ball

We may not want to announce this just yet.
occur if we can get the bank to extend our

ility this may not have to
a few months.

7 Clickon the button on the Reviewing

8  Click on the down arrow of the and ect everything there

Ou can see them in the Reviewing Pane.

Notice how all the markup items ut
9  Turn off the Reviewing Pane ythingin the button again.
10 Movethe cursor to the end line that begins with Sales ...
11 Clickon the butto the

12 Typethefollowi

lewing toolbar.
e third comment balloon:

e we might be able to reduce our Sales and Customer Service staff
o) shown here? This is one area we probably want to keep strong so
ntinue to reach our existing and new customers.

is point, you decide not to use one of the comments. Comments can be
deleted as needed.

the doctiment, click on the second comment ball oon.
ick'on the button in the Reviewing toolbar.

otice how Word has renumbered the comments in the document once this comment was
deleted.

Save the document.

16 Select File and then Print. Click on the down arrow for the Print what field, and then click on
Document showing mar kup. Click OK.

Word now prints the document with the comments. Notice how the printout is smaller in size due
to the markup options on the document.

17 Select File, Print and then select List of mar kup itemsin the Print what field. Click OK.
18 Save the document.
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Tracking Changes

hC

2.1.20

When you have a document that you want reviewed by othersin your workgroup yet you want control
over the final changes, one method to perform this task is to distribute copies to others with the Track
Changes feature activated. Y ou could also turn this feature on if you want to track the changes you
want to make in an existing document (e.g., writing a paper and you want to rephrase specific portions
of text). By tracking changes, any text that has been inserted, replaced, deleted, moved or formatted
can be easily identified.

When turned on, Word displays the additions using the redlining feature, and deletio ements
or formatting changes are shown with black-lining and balloons showing the origin Each
reviewer’'s changes are marked with a different color.

i i Ac t: D should
ReorganizationProposal N
Proposal” retesd.

Due to the sudden change in the mdustry ower the last couple of years, we need to review
the company structure, our product lines, and our existing expenses. Many of these areas
will require downsizing or elimination completely. This course of action is not fhe first .- {Deleted: our ]
choice for the company but wewill need what is necessary in order to keep the company
stable until the marlket turns around.
The following options have been proposed by various managers on cutting costs:

o 3alary reduction of 10% company wide, regardless of sendority or location +----{Formatted: Bullets andNumbering |

¢ Amalgamating the two offices on the Fast coast

¢ Fliminating the office in the biid-West

& Reducing extended health benefits to minirmm options

*  Flimmating any computer expenses for the nest year

+ Fliminating anv training or professional development expenses for the nest year  *-- -~ {Formatted: Bullets andNurbering |

I the first look at the staff complement, the following cutbacks were suggested:

Shipping and Receiving 5 employees «---{Formatted: Indert:Left: 05" |
Iail Room 3 employees

Production 10 emplayees

Rales 15 EIanDyEBSI _____________________________________ e qulmmenl: It thiere g charwce e
Customer Service 7 employees mﬁﬁ;ﬁmﬁ“ﬁﬁh&m&m
Administration 3 employees at Head Office ot shoven here ? This & one ares e

Trobabby it to keep stoorys 5o that e
cat covititne o Teach oar exdsting atd
T CUSLENETS.

1 emnployee from each branch

Mothing has been finalized. This document is just a starting point to open discussions at
the Strategic Platming session nest week on what other options are available to the
COTIPany.

All managers are requested to look at their owerall expenses and comme to the mesting
with suggestions on where cuts or rewisions cold be made to help sustain the company’s
lozzes for the titne heing.

e tracking feature, use one of the following methods:
t Tools and then Track Changes.

Press (Ctrl)+(Shift)+(E).
=  Double-click on the TRE box in the status bar.
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With the Track Changes option, you may want to use the Reviewing Pane here if you find al the
balloon items too distracting on the screen. Turn off all the items in the button and the
Reviewing Pane will then list all the changes or comments in the order they appear in the document
for easy reference. Take note of the following when working with the Reviewing Pane:

= Make changes or insertions as if the Reviewing Pane wasn't there. Once the change has been
made, it will be inserted in the Reviewing Pane automatically in the appropriate location.

ick on the

=  To delete an item in the Reviewing Pane, click on the heading for that item and th
(Reject Change/Delete Comment) button in the Reviewing toolbar.

Be sure to turn off the Track Changes option when you no longer need it. Y ou may also o turn
off the Reviewing toolbar when you move to ancther document. i &

the text, existing expenses.

L....J Exercise

1 EnsuretheReorg Proposal - Student document is active on the

Select Tools and then Track Changes.

2
3 Inthefirst sentence of the first paragraph, add the wor
4

In the third sentence of the first paragraph, repl with the.

Notice how Word displays these changesi as was used for the comments. Thisis
because Word recognizes the User |Dnform as the same for when the comments were
entered. In order to demonstrate how colors are displayed when Word recognizes that a
different user isusing afile, you ch the user name for this system.

5 Select Toolsand then Option ic ser Information tab.

6 Typeinyour own namein amefield and then your initialsin the I nitialsfield. Click OK.

You have now set t
document. Gen
most cases, do

ognize a different user name who is making changes to this
not perform this step when sharing documents with others; in
either sent via e-mail to others or saved on a network for others to

he end of the last point that starts with Eliminating ..., press and then type the
owing:

Eliminating any professional development or training for the next year

Select the list of departments and click on the |Z=| button on the Formatting tool bar.
Change the number of employees for the Sales department to 10.
Move to the end of the document and type the following text:

All managers are requested to look at their overall expenses and come to the meeting
with suggestions on where cuts or revisions could be made to help minimize the
company'’s losses for the time being.
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Y our document should then appear similar to the following:

ReorganizationPlans | i o Rt

Proposal” mstead.

Due to the sudden change in the industry over the last couple of years, we need to review
the company structure, our product lines, and cur existing expenses. IMany of these areas
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choice for the company but we will need what iz necessary in order to keep the company
stable until the market turns around.

The following options have been proposed by various managers on cutting costs:

*  Salary reduction of 10% company wide, regardless of seniority or location oo {Formatted: Bullets and Numbering |

*  Amalgamating the two offices on the East coast

Eliminating the office in the Mid-West

L]
® TReducing extended health benefits to minimum options
® Eliminating any computer expenses for the next year

®*  FEliminating any training or professional development expenses for the nest vear

In the first look at the staff complement, the following cutback s were suggested:

Shipping and Receiving 5 employees PO {Formatted: Indert: Left: 0.5" ]
Mail Room 3 employees

Production 10 employees

Sales 104;;@_19_3{;;?1 __________________________________________ __.--{ Comment: Is there any charce we
Customer Service 7 employees K amight be sble b saduce cur Salas and

. X ' Custormer Service staffby half' the
Administration 3 employees at Head Office .| smot shown here? This is cne avea we

1 employee from each branch fﬁbﬂmﬂﬁpﬂﬁ;&mﬂ

‘\‘ newr custoaners.
Meothing has been finalized. This document 12 just a starting point to open discussions at [ Deleted: 5 ]
the Strategic Planning session next week on what other options are available to the
Company.

All managers are requested to look at their overall expenses and come to the meeting
with sugeestions on where cuts or revisions could be made to help sustain the company’s
losses for the time being.

13 Select Tools, Options and cli Infor mation tab, change the name and initials back
to the original setting for t
14 Close the Reviewing and close the document.

how to share information with others for reviewing purposes. Y ou should
following:

n with others = How to track changes

d delete comments = How to accept or decline changes

Summary

now be f

«°¢

In this lesso u
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Review Questions

1. What are revision marks?

2. When you place the cursor overtop of a marked item, what will the screen tip show?
a.  Contents of the marked item c.  User name and contents of the marked item

b. User name, thereview date, and d. All of the above
review time

3. How can you insert a comment into a document?

a  Select Insert and then Comment c. Press(Ctr)+(shif)+ E V
b. Click on the Insert Comment button d. All of the above

on the Reviewing toolbar e. Onlyaor

4. ldentify the Reviewing Pane button on the following imagesh,
 Final Showing Markup = Show = | 93 23 o3 - 82 - | 3% - | 3 | &

5. When you print a marked up document, what
a.  Thedocument only initsfinal for

le for printing this document?
only of the markup items

b. The document with the marku All of the above

included

6. Once Track Changes has been does Word show these changes?

7. How can you activate the Tr es feature?
a  Select Tools enT Changes c.  Press(Ctri)+(Shif)+{E)

Double- t k Changes d. All of the above
box i

e. Onlyaorb

loon items too distracting on the screen with the Track Changes feature
actl canturn them of f and then use the Reviewing Pane.

alse

you display the Reviewing Pane?

0& Select View, Reviewing Pane C. Clickon the button in the Reviewing

tool bar

b.  Split the window from the bottom d.  All of the above
e. Eitheraorc

10. When you change the Display for Review option to Final, all items in the Show button are then

desel ected.
a True b. Fase
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Unit 3:
Using Microsoft

Essent

for Digital Literacy

xcel 2003

This unit includes the knowledge and skills required to analyze
information in an electronic worksheet and to format information
using functions specific to spreadsheet formatting (as opposed to
Common Elements discussed in the first section). Topics include
the ability to use formulas and functions, sort data, modify the
structure of an electronic worksheet, and edit and format data in
worksheet cells. Elements also include the ability to display
information graphically using charts, and to analyze worksheet
data as it appears in tables or graphs.

Lesson
1

Nou b~ WwWN

Topic

Getting Started

Manipulating the Information
Working with Formulas
Formatting a Worksheet
Using Miscellaneous Tools
Working with Charts

Getting Ready to Print
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Lesson 1 Gettmg Started

Ob]ectlves Suggested Timing: 1 Hour
In this lesson you will look at some of the basic terminology needed to work with a spreadsheet program, and then
create some new documents. On successful completion, you will be familiar with the following:

= Understand and recognize basic terminology = How to save aworkbook

= Understand and recognize common symbols = How to close aworkbook

= How to create a new workbook = How to enter numeric and text infor
= How to open aworkbook = Move around in the worksheet

Understanding Basic Terminology

d columns. In
assigned a letter
0 on. The fina letter

E A worksheet document is similar to a very large sheet of paper divig

Excel, the rows are numbered from 1 to 65,536. Each of the 2%
combination starting with A to Z, then AA to AZ, then BA to BZ
combinationis|V.

3.1.1

B Book1

W
5|

1
2
3
4
5
5]
7
a
9

M 4 » W Sheetl {Shestz /cheeta / [ ¢

W or kbook A single
Wor ksheet

ontaining one or more worksheets, e.g., Sheetl, Sheet2, Sheet3.

tab in aworkbook. Each workbook is created with a default of three
orksheets can be inserted or deleted, as required.

Cell
Cel A

tion of arow and a column.

cel has 16,777,216 cells available per worksheet (65,536 rows x 256 columns).
h cell has its own distinct address (its point of column-by-row intersection), such
as B7 (column B at row 7). A cell can only contain one single value or formula.

The cell currently displayed in an amost solid box, with a small break with another
box displayed in the lower right corner. The Reference Area displays this cell's
address.

When the worksheet is not maximized, the sizing button appears at the bottom right
of the active window. Use the mouse to drag the corner to the desired size. In addition
to this button, you can size any window by pointing at the border of the window and,
when the double-headed arrow (%) is displayed, drag the mouse button to change the
width or height of the window.
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Mouse Symbols

This section introduces some of the more common mouse symbols:

op Selectsacell or range of cellsin the worksheet.
q‘% Moves or copies selected cells by dragging and dropping.
[s Selects items, command buttons, and menu options.

=, I %, Sizesobjects.
T Edits text within the Formula bar or acell.
'I', “+ Changes the cell width or row height.
b Splits the window into panes.
Magnifies and zooms in the selected areain Pri ntQ )

Indicates that Excel is working on a command an

walit.
I ndicates the use of the AutoFill feature to thec ts of cells.
Selects or creates objects.

Selects an entire row.

SRR L

Selects an entire column.

Creating a New Blank Workbo

JiC

1.2.6

Whenever you start up Excel, you are
that workbook and saved it, you

workbook by default. Once you have completed
ew workbook without having to exit and restart Excel.

Each time you ask for a new wi n the current session, Excel will number it sequentially as
Book# where # represent numb: new workbooks created during the current session. Once you
exit Excel and load t g at alater time, the numbering begins at 1 again.

e of the following methods:

have more than one workbook active on the screen, [ window |

of whether they are new or previously saved files, you Compare Side by Side with Book2
ch between the workbooks by clicking on the appropriate Hide

n on the Taskbar or use the Windows menu to display the Urhide. ..

Ist of open files.

Freeze Panes

1 Bookz

2 Bookl
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|!!| Exercise

1 Start Microsoft Excel and select File, New in the menu bar.
2  Click on Blank Workbook from the New group in the New Workbook task pane.

Notice how your document title bar now displays the name Book2 rather than Bookl. Y ou will
also notice there are buttons for each of these worksheets on the taskbar.

r EE Eookl r EE EookZz
> If this feature is not active, select Tools, Options then click on the View tab. k the Wi s in
Taskbar option to turn it on.
3 Click onthe Book1 button from the taskbar to switch between the wol
4 Select Window and click on Book2. °

Creating a New Workbook from a Template

You can aso create a workbook using a template or a pr
This can be handy when you need a consistent look f
flow reports, budgets, etc.).

orksheet created by Microsoft.
of reports (e.g., invoices, cash

The number of template and tabs appearing o
previous version of Excel wasinstalled on

y be different, depending on whether a
mp

LL] Exercise
1  Inthe New Workbook task the On my computer link in the Templates area.

Templates

EEE

Preview

Preview not available.

[ Templates on Cffice Onling ] I Ok l [ Cancel

2 Inthe General tab, select the Wor kbook icon and click the OK button.

Y ou should now have a Book3 workbook open on your screen. Natice thisis a blank one, similar
to the one created in the previous exercise. If you wanted to use another template but do not have
any available from the General tab, you could have selected one of the other options in the
Templates areato get atemplate from an Internet site.
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Opening Workbooks

E If you want to work with a previously created workbook, you must first open it. As with creating new

workbooks, you can have more than one workbook open in Excel at the same time. To ensure you are
working with the right workbook, be sure to verify the name of the current workbook name in the title
bar.

1.2.7

To open afile, use one of the following methods:

= Select File and then Open.

= Clickon the (Open) button on the Standard toolbar.

"  Press(Cti)+(0).

=  Click the required file from the list of recently opened files in the
Workbook task pane.

= Select File and then click the file name from the list of recently
menu.

You can aso open afile directly from My Computer or Windows

recognized by Microsoft Excel. For instance, afile that has a

in Excel from one of the file management tools. When yol

Windows Explorer and the file does not open in Ex i

rovided the file type is
pe of "XlIs will automatically open
ick on afile in My Computer or
dicator that the file type is not
pe, or open the file in the original
at Excel will recognize. You may also
0 be converted to a format that Excel will
cel before clicking on OK.

In the case of a system failure, Excel er any documents that were open at the time of
the system failure. A Recovery e on the left side alowing you to choose the
appropriate file. If you do no very pane, then the document could not be saved and
recovered during the system reb ou will need to create the document again (or use a backup
copy, if available).

recognize; if thisisthe case, be sure to sel

IL.._!_“ Exercise

v @ - Q X i E - Tods-

E) ki Resort Snowfall, xls

A (Citod 8 Files:
uﬁ 2004 Budget.xls
My Recent | Bl address Lisk, s
DEERETE @J.ﬂwesome Bikes. =ls
IEJ(Zar Expenses.xls
B Cost Tracker.xls
Deskkop Iz‘JFIaming Hat Skis Sales Repart, xls
& Great White Morthwest Airlines, xls
Iz‘JLoan.xIs
IEﬂl‘\'hagatrnn Entertainment, xls
My Docurnents IEJl‘ﬂillennium Holdings. xls
@Mnnthly Sales Yolumne, xls
-' Epersonnel Lisk vz, xls
i Iz‘JF‘hu:nne Book. xls

My Computsr | (B b ainFal, xls

3\

\\.'

File nane: “

Iy Metwark

Places Files of type: | all Microsoft Office Excel Files (.2 * s * xlt; * him; 4
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2  If necessary, select adifferent folder in the L ook in text box as directed by your instructor.
3  Sedlect the Awesome Bikes file.

4 Click onthe Open button.

@ Practice Exercise

Press (Ctr)+(_0) to display the Open dialog box.

1

2 Make sure you are viewing the location for the datafiles.

3 Double-click on the Rainfall file.
The file should now be open on the screen and you should see at |east e Taskbar,
showing the names of the open files. :

ould remove it from the screen or
onto the hard drive, and to
ve the current worksheet from the
document window.

Closing a Workbook

E When you no longer want to work with the current workbo

close it. This will ensure any unsaved data for that work
protect the workbook from any accidental changes.
screen, and then either display other open workbogks ¢

1.2.9

To close aworkbook, use one of the followin

= Select File and then Close.
*  Click onthe[%] (Close Window)

= Press(Ct)+W) or (Ctri)+{F4).
|.!!| Exercise

1 If necessary switch b theé Awesome Bikes file by selecting it on the taskbar at the bottom of
the screen.

th ht side of the menu bar.

on the keyboard.

ill leave the Book2 workbook open for now.

ractice Exercise

If necessary, switch to the Rainfall file by selecting it on the taskbar.
2 Click on the [*] button.

3 Closeall other workbooks other than Book2.
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Saving Workbooks

JiC

1.2.8

To be able to recall your work at a later date or time, you must save your workbook before exiting
Excel or turning off your computer.

It is agood idea to save work frequently during a session, prior to printing or prior to trying a process
or procedure that you have not done before. That way, you will not lose your work if there is a power
interruption, or experience a hardware, or some other kind of, failure.

in your
rect the

The saved file also provides an excellent “fall back” option should you try somet
worksheet that does not work out and you are unable or unwilling to do all the st
problem.

k often is
tions when

Saving your workbook causes the Undo History to be lost. Although saving
recommended, you should take into consideration that you cannot undo
the workbook is saved.

ts'in Excel, follow the
g the complete path to
contain up to 255 characters.

When you save a workbook, you must assign a name to it. To nam
same basic rules for naming files under Windows. A documel
thefile, the drive letter, server name, folder path, and file n

A document name cannot contain any of the following rward slash (/), backslash (\),
greater than sign (>), less than sign (<), asterisk ( esti ark (?), quotation mark ("), pipe
symbol (]), colon (:), or semicolon (;).

There are two different types of save comm

=  Use Save Asto save a new document or t an existing document with a new name or new

location.
= Use Save to save changes t
location.
The first time you save a file, yo
you the opportunity to gi
location for where th

active file with the existing name in the existing

ays be presented with the Save As dialog box. This gives
spreadsheet a definite name for this file, as well as select the

0 another format as needed. For example, you may use Excel for your
uses Lotus for Windows. Y ou can then click on the down arrow for the

File name:

Bookz . xls w

Save as bype:

™

#ML Spreadshest (*,oml)
#ML Daka O xml)

Single File Web Page (*.mht; *.mhkrml)

Web Page (*.htm; *.himl)

Template (*, k) W

To save the changes made to an existing file, use one of the following methods:
= Select File and then Save.

= Clickthe @ (Save) button on the Standard toolbar.
" PressC+(S).
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1.2.8

USING MICROSOFT OFFICE EXCEL 2003

|!!| Exercise

1
2

If necessary, select the Book2 workbook.

Select File, Save in the menu bar.

Save As

Saveini |[3) 1C3 Mod B Files v| @ @ X & - Tooks~
\ IC33Mod B Files |E_1Ski Resort Snowfall, xls
! B 2004 Budget.xls

My Recent | |EH] address List.xls
R @AWBSDI‘HB Eikes, xls
= B car Expenses.xls
[ B Cast Tracker.xds
Deskiop IEJFIaming Hat Skis Sales Report.xls

B areat white Northwest Airlines.xls
@Loan.xls
IzlJl'v’hau;al:ron Entertainment, =ls
My Documents @Millennium Holdings. xls
EJI‘\’Icunthly Sales Volume, xls

T’;J B personnel List v2.xls

_')*g EPhone Book, xls
My Computer | B p ainFall, xls

- File name: |m T | [ cave l
Iy Metwark, =
Flaces 5ave as bype: |Mi-:r-:soﬂ: Office Excel Workbook (¥,x15) w | Cancel

Y ou should notice that Excel has pr
Save command. This occurs b

Click in the File namefield
Click the Save button.

Notice that your d
Book1. If you wanted
Documents), yo j

As dialog box even though you chose the
irst time you have saved this workbook.

rkbook - Student

t tit ow displays the name First workbook - Student rather than
file in a new location other than the default (i.e., generally \My

ve to a different location or create a new folder.

ype: Final as the name of the new folder and click OK.
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Save As EWE
Save in: |@Fina| V|@'|_!]|Q 7 [ 7 Todls

D

My Recent
Diocuments

Desktop

2

My Documents

5

My Computer

File name: | "

st workbook - Student. xls b | [ Save ]
Ty Mekwark,
Places Save as bype: |Microsoft Office Excel Workbook (*,x1s) Cancel

8 Leavethefilename asisand click on the Save button

v
aoeell asthe new folder just created.

Y ou now have a copy of the samefile in the def

Managing Your Files

E As you begin working with files in Excel,

e.g., saved the file with the wrong nam
copy afileto afloppy disk, etc. o
within the program instead of using

find that you need to do some file management
e the file to make it more specific, delete afile,
e flexibility of being able to manage your filesfrom
ws Explorer.

tor

1.2.10

M Exercise
1 Click the[Z] put dard toolbar.

you to the last location you were at when you saved or opened afile.

the First workbook - Student file.

Select

Open
Mew
Prink

Scan For Wiruses. ..
Open with, ..
3 WinZip 3

Send To 4

Cuk
Copy

Create Shortcut
Delete
Renarme

Properties

4 Click on Delete.
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Confirm File Delete

| Are wou sure wou want ko send 'First workbook - Student. xls' ta the

_:';)I Recycle Bin?

5 Click on Yesto actually delete thisfile.
6  Closethe Open dialog box and the workbook.
> For the purpose of this courseware, you will open and save workbooks in the defau a rected

irectory,
by your instructor. V
Entering Data in the Worksheet @Q

E If you design and build it in a logical manner, an Excel worksheet i werful tool. The basic
building block of every worksheet is entering data into the cell

3.1.3

There are three types of entries you can make when you ar

ainto worksheet cells:

Labels Labels are text entries that appear in th you enter them. If you enter a
label that is wider than the cell, it will f he‘adjacent cells as long as those cells
are empty. Labels default to left ali

Values Vaues are numeric values y ter tly into a worksheet cell. Numeric values
default to right aligned.

Formulas Formulas are composed , cell references, arithmetic operators and special
functions.

Entering Text or Label

s
To enter information, mo painter to the desired cell and click within it; then type the entry. If
you make a typing key to erase your mistake. When you are finished
typing, press t tomatically to the next cell below. Clicking on another cell with the
mouse (or pr w key) will serve to enter the information you have typed into the current
cell and {| pointer to the new location.

egin any worksheet is to enter labels that identify the values. When you enter the
sheet, you are creating an outline of the relationships you will later represent
. For example, the report at the right has titles indicating quarterly intervals. Each row
e column labels is reporting the results for that quarter in the noted region. Y ou can then
evenue figures for Region 1 are increasing as you follow from QL1 to the Total column.

3.1.1

A | B | ¢ [ b [ E ] F |
| 1 |ABC Company
| 2 | o1 Qz Q3 04 Total
| 3 |Region 1 250,000 275 000 280,000 310,000 1,115,000
| 4 |Region2 125,000 127 000 122,000 126,000 500,000
| 5 |Region3 95 000 100,000 102,000 105,000 402 000
| B |Total 470,000 502 000 504,000 541,000 2,017 000

When typing information, notice that Excel displays the text in two places:

=  Datais normally entered or edited directly in the active cell where the editing cursor appears.
Data can also be entered or edited in the Formula bar. The latter method is especially useful for
very long data entries. In either case, the data is displayed in both places.
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= Labels can be a maximum of 32,767 characters long, although a maximum of 1,024 can be
displayed in a cell. If the label is longer than the width of the cell, it will extend past the column
border after you have pressed (Enter ), as long as there is nothing entered in the adjoining cells.
Entries in adjoining cells will cause the display of the label to be truncated at the border. The
entire label goes into the cell, but only that portion of it that fits in the available space will be
displayed.

= By default, Excel aligns labels against the left side of the cell. You can easily change the
appearance and alignment of alabel.

= Themaximum length of formula contentsis limited to 1,024 characters.

L] Exercise V
1  Create anew blank workbook.
2 Incel Al, type: ABC Company - Staff Count and press the “

Notice that the current active cell is now A2. When you press the key, Excel completes
the entry of data in the current cell, then moves the cell §ter to the next cell directly below.

Now try entering alabel, and make correctionsto it.
3 Incell A2, pressthe (Enter ) key to go past this ¢
5 Incel A4, type: Sales - Inside and pr

4 Incel A3, type: Admin and pressthe

Notice how the text extends furthe
on what (if any) datawill be entered it adjacent column, the text may appear to be “cut of f”.

6 Incell A5, type: Marketin
7 Incell A6, type: Warehouse

Now try a feature cal mplete in which Excel will look in cells above to determine if
you are entering ' again. If so, it will complete the rest of the cell for you and you
simply pr 8y to accept it. Excel determinesif you are entering the same value by
compari characters that match the labels already entered so far.

inalfzy

B [WWarehouse
e
8

how Excel automatically offers you a text label, based on what has been entered
iously.

Press(F2), press the (End) key, and then to remove the word “Inside”.
Type: Outside and then press the (Enter ) key.
In cell A8, type: Accounting

Notice this time that the AutoComplete feature turned off automatically after you entered the
second character, which did not match the second character of Admin.

12 Incell D3, type: Anticipated Yearly Revenue and press the (Enter ) key.
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Y our screen should appear similar to the following:

A | B | ¢ 0B ] E | F |
ABC Company - Staff Count

Admin Anticipated Yearly Revenue
Sales - Inside I _l

Marketing
Yarehouse
Sales - Outside
Accounting

13

14 Ensure you are in the Student data files location. Select the File name text and.type: Staff
List - Student

15 Click the Save button.

&
8
g
)

Entering Numbers or Dates

Numbers are constant values such as dollars and percentages. default, Excel aligns values to the
right side of a cell. If you enter characters that are not nu treats the entry as a label and
aignsit to the left of the cell. By default, Excel displa
or extraneous zeros. Y ou can format the values to you

When entering dates, you have the option of e heir numeric form (i.e., 2-26-05) or as
text (i.e., Month day, year). When entering ing should be noted:

= The default format of the date val

> Check the Regional and Language ture in Control Panel to see if it has been set for another
format.

= The date value does naot ha be the full day, month, and year. It can be just the day and month
(format is mmm-dd) £ok:the m d year only (format is mmm-yy).

When entering the d 0 its best to interpret what is entered. For example, the following

3, 2002 (include the comma and one space after it)

3/02 (month, day, year sequence)
13-02
Sep 2002
Sep 13

cannot interpret the date value, it will appear as atext label (left aligned in the cell).

Exercise

1 Make surethe Staff List - Student spreadsheet is active on the screen.
In cell B3, type: 120
3 Incell B4, type: 150

Notice how as you entered the number in this cell, it looks like the information in cell A4 was cut
off. The text has been truncated (cut off) on the screen, as the column is not wide enough to
display the entire contents.

4  Incell B5, type: 50

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



USING MICROSOFT OFFICE EXCEL 2003

189

In cell B6, type: 250
In cell B7, type: 75
In cell B8, type: 12

In cell E3, type: 4,500,789.56 and press the (Enter ) key.

A | B [ ¢ [ b [ E [ F |
ABC Company - Staff Count

0 N o O

Admin

Sales - Ins
Marketing
YWarehous
Sales - Ou
Accounting

120
150
a0
250
75
12

Anticipatec 4 500 789 58

Excel can correctly interpret entered values as numeric and alig ht side of their

cells, even if you include commas and decimal points.

9 Incell E4, type: 2% to represent the possible staff incr or thi

10 Incell E5, type: 2,9% to represent the possible reven

Notice how the data aligned at the left side of th
instead of the period.

11 Move back to cell E5 and delete the numb
12 Savethe workbook again with the

for next year.

fact that you entered a comma

closeit.

Moving Around the Worksh

hiC’

1.3.1

Y ou can move around the cells.ef a
with the mouse. Use one of the

Scroll Bars

very quickly by using either the keyboard, or scrolling
hods to move around in the worksheet:

buttons at either end of the scroll bars to move one row or
e. Click on the scroll box (the size will vary depending on the

ess this key to move to column A in whichever row the active cell is.

Press this key to move to cell Al, regardless of where you may be in the
worksheet.

Press this key sequence to move to the last cell in your data.

Displays the Go To dialog box so you can move quickly to a cell reference,
range name, bookmark, or use the Special button to find specific types of
information, e.g., comments, blanks, etc.

Summary

In this lesson you looked at some of the basic terminology needed to work with a spreadsheet
program, and then create some new documents. Y ou should now be familiar with the following:

Understand and recognize basic terminol ogy
Understand and recognize common symbols
How to create a new workbook

How to open a workbook

© CCI LEARNING SOLUTIONS INC.

How to save a workbook

How to close a workbook

How to enter numeric and text information
Move around in the worksheet
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Review Questions

1. What'sthe difference between a workbook and a worksheet?

2. Acdlis

a.  Any box in the worksheet c. Theintersection of acolumn and arow

b. Thegrey boxes at the top or left of the d. All of the above
worksheet identifying the columns or Only aor ¢
rows
3. How can you create a new blank workbook?
a.  Select File and then New c. Click onthe k link on
the New W
b. Click onthe New button onthe Standard d. All of t

toolbar
4. Which command would activate the Template dialog bo: a new workbook?
a  Sdlect File and then New
ick on the Blank Workbook link on

the New Workbook task pane

b.  Click onthe New button on the St
toolbar
5. How can you open afile?
a  Select Fileand then O c. Press(Cti)+O)
b.  Click on the Open jutto . All of the above

Standard toolbar

o

Which method can.you se a workbook?
lose d. All of the above

ose Window button e. Onlyaorb

ust always save a document in the My Documents folder, regardless of whether you have
0 other drives.

True b. Fase

Text is automatically aligned at the |eft side of the cell whereas numbers and dates are aligned at
the right side of the cell.

a True b. Fase

10. Which key can you use to move to a specific cell?

a Y
b. (Ct)+G) e.  All of the above

c. (Ctr)+(Home) f. Onlyaorb
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Lesson 2: Manipul

T T R s S T

ating the Information

S s e

Objectives Suggested Timing: 1 Hour
In this lesson you will look at how to select items in a worksheet for the purpose of making changes or
manipulating the data. On successful completion, you will be familiar with the following:
= Selecting cells or ranges of cells = Changing the column widths or row heights
= Making changes to the cell contents = |nserting or deleting rows or columns
= Using Undo or Redo = Hiding or unhiding rows or colum
= Copying or moving data =  Managing worksheets
= Filling cells with content automatically

Selecting Cells

E The ability to select a range of cells is a fundamental skill in Exce
undertaking a procedure, you must indicate what part of the
command. Range selection is the meansto indicate this area.

ing a command or

wish to affect with the
3.1.2

A range selection can be as small asasingle cell, or as|
cell(s) highlighted until you change or remove the
will remove the selection.

hre spreadsheet. Excel keeps the
ing on a cell or using an arrow key

In aworksheet, you can select one of the foll

= asinglecdl, i.e., the active cdll
=  arange— arectangular section o sh ontaining two or more cells
= multiple ranges

Excel displays the selected r y the color of the cells. Within the selected range there
will be one cell that appearsin no r. Thisisthe active cell of the range.

To select arange using.the
he cell.

ick on the cell, hold the mouse button down and drag to the end of the
esired range, then release the mouse button.

Click on the row header.

Click on the column header.

An enti

tirec

A singlecell

Extend

the selecti;

ire worksheet Click on the Select All button in the top left corner of the worksheet (the

button to the left of the column headings and above the row headings).

easelection Click on the beginning cell in the range, then point to the ending cell in the

range and hold the key down while clicking on the ending cell in the
range.
Extend/shrink a Hold down the key, then click inside the previously selected range to
selection shrink the selection; or click outside the range to extend the selection.
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Other selection techniques include:

Non-adjacent Click on the cell, column or row. Move the pointer to the next cell, column
columns, rowsor cells or row, hold the key down, then click and drag.

Extend the Click on the row number, hold the left mouse button down and drag.

row selection

Extend the column Click on the column letter, hold down the left mouse button and dr

selection

—
(]

—
—

H

—
w

—
=

—
m

—
(s3]

—
-

In some cases, you may want to use the k
keys. Generally, you have better contr

en
when having to scroll to other parts of
non-adjacent rows, columns or cel 1

Making Changes t e nts

E Once you have enter ur aworksheet, you may want to rearrange the data or change it to
suit your needs and p you were working with the manual method on columnar sheets, you

would have to re worksheet each time your requirements changed. Now, you can use

changes to the display and arrangement of the data on the worksheet.

e@ cells by using the key with the arrow

g large cell ranges with the keyboard, especially
sheet at the same time. Note that you cannot select
board only.

3.1.2

. Excel then replaces the old information with the new information. Thisis
it does not require the use of any special keys or modes.

errors while entering numbers or text into a cell, you may correct them by pressing the
key prior to pressing the key. You can also use your mouse to move around the
cell contents, and then type additional text. Y ou can also use the (Backspace) and (Delete) key
emove unwanted text. Once you press the key, Excel will replace the original cell entry
with the entry you typed.

If the label islong and the editing change relatively small, you can also activate Excel’ s Edit mode by
pressing the key. The primary advantage of the Edit mode isthat it is easier and less error-prone
than retyping the cell contents. When you activate the Edit mode, Excel displays the cursor in the cell
you want to change. Use the arrow, (Backspace), (Delete), (Home) and (End) keys to make the changes.
Note that anything you type is added to whatever is there. Y ou can also type over the cell contents by
pressing the key while you are in the Edit mode. You may still have to delete any stray
characters from the previous text.

Y ou can also activate Edit mode by double-clicking on the datain a cell.
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Using Undo, Redo, or Repeat

JiC

1.3.4

[L_..!__“ Exerci

Excel has an Undo function that allows you to undo commands that you have executed in your
worksheet. To undo the last action performed, use one of the following methods:

= Select Edit and then Undo [Command] where Command is the last action performed.
=  Click onthe|“? | of the (Undo) button on the Standard tool bar.
- PresCEH2).

Excel allows you to undo a maximum of 16 commands that were most recently u is “undo
history” is lost if you close the workbook, or if you save it. This adds another cons to the
saving of your work. This history can be displayed when you click on th n arrowof the

(Undo) button.

In addition to undo, Excel will allow you to redo commands. If you
immediately decided that you need to “undo your undo”, you can r
your worksheet. The Redo function is only available if one or more ¢

mmand, then
to put it back in
were undone.

To redo the last action performed, use one of the following m
= Select Edit and then Redo [Command] where Com
= Click onthe|® | of the (Redo) button on th

ions performed for the Redo feature. In

= Press(Ci+(Y).

As with the Undo feature, a history is kept

order to display the list of actions to redo, ¢ the dewn arrow of the (Redo) button.

You can also repeat an action by using For instance, if you apply a shading color with
specific borders to selected cells i \j 2d to add the same shading and borders to afew more
cellsin the worksheet, you can :
the formatting options). Take e"Repeat feature differs from the Redo feature in that the
Repeat feature only rep el performed; it does not have a history of actions that can be
repeated. The moment.you ifferent action, pressing will only repeat the new action just
performed.

action performed.

1 Cr
2 reate

workbook by clicking the |1 | button in the Standard tool bar.

A |8 | ¢ |

Automohile
123456
3-Jun

Press(F5) and type: B3 in the Refer ence field. Click OK.
Type: Car and press (_Enter ).
Now try making changes to the noted cells and their contents.
5 Moveto cell B3 again.
Press(F2) to enter the Edit mode.
Press the (+=) key once to position the insertion bar between the last two characters of Car.
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8 Type: n opene and press(_Enter ).

9  Usethe(F2) key again to change cell B4 to 124456 (remember to press (_Enter ) after the change).
10 Usethe(F2) key again to change cell B5 to 3/6/05 (remember to press (Enter ) after the change).
11 Click on cell B3 and drag down to cell B5.

12 Pressand hold the key then click on cells C3, C6, D4, and EB.

A B e [ o [ E [ F |
1
2|
| 3 | Can opener
L4 124456
| 5 | B-ftar
| 6 | L1
7

celfs. Once the cells
ected cell(s).

This demonstrates how you can select arange, then extend it to i
are selected, you can activate any command or sequence of com

13 Press(Delete)
14 Click the|“? | button in the Standard toolbar.

The text isredisplayed in the cells.

15 Select Edit, Undo Typing ‘ 3/6/05' in B5. °
16 Click the ]| button in the Standard tool \

17 Select cell B3 and then press (Delete).

18 Click on cell B5 and then press N

19
20 ecting File, Close. Select No in the dialog box to not save

E Excel alows yo or move cell contents and their formats to simplify editing tasks and
Tis streamline nstruction. There are very significant differences between these two features.
Youc

d ranges to a different part of the worksheet or to another worksheet without
cells. This allows the use of summary or other data on other spreadsheets or on
sheet in another location.

contents of a cell removes the value from the original location and places it in the new

commands for copying and moving in aworksheet are on the Edit menu:

Cut Allows you to remove the contents of a cell or a range of cells and place them in a new

areain aworksheet.
Copy Allows you to copy the contents of a cell or arange of cellsto anew areain aworksheet.

Paste After you have used Cut or Copy, this option allows you to place the contents of the cut
or copied cellsinto anew cell location.

Paste Special Allows you to modify the effects of the paste option (i.e., you can paste the contents or
format only). The paste option is non-selective and will paste all features of the
originating cells.
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When you select either the Cut or Copy command, a marquee (a moving dotted rectangle) will appear
around the selected cell range. This marquee identifies the cell range that can be pasted to another part
of the worksheet or to another worksheet. To remove the marquee, use one of the following methods:

= Press(Esc).

= Continue with the editing process on your spreadsheet. As soon as you type the first letter,
number or symbol on a new entry, the marquee will disappear.

= Press(_Enter) to indicate you want to paste the cut or copied item into thislocation o

If you want to copy an item to severa cells, ensure the marquee is still displayed on t

then select the Paste function as many times as necessary in various cells. When you er need
the marquee, use one of the previous methods to remove the marquee and end th

the Office
Clipboard in

Excel allows you to cut or copy more than one cell range, and retain up to 24
Clipboard at one time. Y ou can then paste any or all of these cell ranges f
any sequence you need.

The Office Clipboard is a feature only available in the Office applic
separate, and continues to store only the last item copied into if.:The Cl
the task pane or through the Edit menu.

Windows Clipboard is
d can be displayed with

|...!| Exercise

1 Create anew workbook and then enter th

A | B | ¢
| 1 |Departtment Budget
| 2 | Jan
| 3 |Rent 500
| 4 |Telephone 70
| 5 |Office a0
| B | Courier 24
| 7 |Postage 15
| § |Books a0
| 9 |Meals 25
10 | Travel 1
11
2  Savet -w
3 In ype:Feb and press (Enter ).
You learn how to copy expenses that are the same rather than retype them for every

nth.

he cursor to cell B4 and drag down to select cell B5.

Ick the 52| button in the Standard toolbar and then click in cell C4.
Click the |4 button,

> You could also have pressed the key to paste the entries into this location.

Notice how Excel has copied both cells from the original cell references into the correct place,
even though you only choose one cell. Excel will automatically replace the contents of the
existing cell(s) with the copied entries.

7 Movethe cursor to cell B7 and click the |=a | button again.
8 Clickincell C7 and then click on the entry in the Clipboard.
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> If you do not see the Clipboard, select Edit, Office Clipboard. You can also click on the Options button
to have this pane open automatically whenever copy or move is used a second time.

9 Clickin cell B3 and then click the button once more.

The Clipboard should now have three entriesin it.

3 of 24 - Clipboard v x

’q_ﬂ Paste &l ] [.31; Clear all ]

Click an item to paste:

E] 500

q
&

=] 7os0

10 Click on cell C3.

11 Click the down arrow next to the 5 the Clipboard by moving the mouse over the 500.

3 of 24 - Clipboard v x

[q_ﬂ Paste Al ] [\j; Clear al ]

Click, an item to paste:

E] s00
|V
=] 15 [ paste
>< Delete
&) 7os0

12 Click on the Paste command.

Using the down arrow for each entry gives you the choice of pasting this entry or deleting it from
the Clipboard.

13 Save the spreadsheet again.
Y ou could have also clicked on the 500 entry to paste the entry.
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Using AutofFill

hiC

3.1.3

Another method of copying data is to use a feature called AutoFill. This feature alows you to have
Excel automatically fill in data based on the original contents. This could be datain asingle cell, or a
range of cells where a specific pattern or trend exists.

|...!| Exercise

1
2
3

8

Ensure the Budget - Student workbook is open on the screen.

Move the cursor into cell B2.

Move the cursor to the lower right corner of this cell until you see the Aut mbol (i.e., +).

Department Budget
IJan .l
Rent 0T 500
Click and drag acrossto cell G2.
4 | B | e | o | E | F | &6 | H
| 1 |Department Budget
N lJan Feb kdar Anr ET: Jun |
3 Rent E00 500 gl
| 4 |Telephane 70 70
| 5 |Office 50 50
| B |Courier 24
| 7 |Postage 15 14
| § |Books 50
| 9 [Meals 24
10 | Travel

with the months. This occurs because Excel has set
r specific labels (i.e., weekdays, month names, etc.) or
etween two or more cells (e.g., if three cells had 10, 20,
ould recognize a pattern of 10 between the values and
t data entry). .

BB

Excel should now have filled
up AutoFill entries to recogni
when an interval has been

7)) that appears at the bottom of the cells | C Copy Celis
ng to fill cells is the easiest method to copy Fil Series
ne cell to another. If you need to set up a different | Fill Eormatting Only
, position the cursor over thisicon and then click on | © Fill withaut Formatting
to see the other options. €| Fil Months

ect cells C3 to C5 and then position the cursor at the lower right corner of this range.
isacrossto column G.
ect cell C7 and fill cellsD7 to G7.

Y our worksheet should then look similar to the following:

A | e | ¢ | o | E | F | & | H
| 1 |Department Budpet
| 2 | Jan Feb Mlar Apr lay Jun
| 3 |Rent 500 500 500 500 500 500
| 4 |Telephane 70 70 70 ] 70 70
| 5 |Office 50 50 a0 50 a0 50
| 6 | Courier 25
| 7 |Postage 15 15 15 15 15 15
5 |Books 50 =
| 9 |Meals 26
10 | Travel
Save the workbook again.
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Changing the Column Widths

E As you begin working with data in Excel, you may want to adjust the columns or rows in order to see
more characters in that column or row. Changing the column width or row height to be larger than the
default is another way of adding more “white space” to the rows or columns.

3.1.4

The standard column in a new worksheet may not be wide enough to accommodate the entries you
make in the cells. If the adjacent cells are empty, Excel will display your entire label by overflowing

into those cells. If the adjoining cells have entries, your cell entry will be truncat the cell
boundary.

A | 8 | ¢ | o | E | F | 6 | H
| 1 |Awesorme Bikes Inc.
| 2 |List of Department Staff
| 3 |Asof R
4
EEmployee Last MameFirst MarmiPosition | Date Hirec Seniority (Group RRSP
| 6 [A0001 Lee Jonathan President | 15-Jul-01 1.4 35000
| 7 |[A0002  Wyang Sue General M 15-Jul-01 1.4 25000
| 8 [A0003 Gnadowsk Ken hlanager,  15-Jul-01 1.4 22000
| 9 |A0004 foung Susan Manager,  18-Jul-01 1.4 30000
| 100 | A0005 Parhar | Jashir Manager, R 1.3 18000
| 11 [AD006 Erroll-Srnit Jacqueline Stock Cler 1-Oct-01 1.2 2000
| 12 |A0007  CybulchukLisa Marie Sales Cler 1-Oct-01 1.2 1]
| 13 [A0008 Davis Raoger Accounting 1-Oct-01 1.2 1500
| 14 |AD00% Blaine Earl Accounting 3-Mov-01 1.1 1740
| 15 [A0010  Winston | Shane Sales Cler 3-Mov-01 1.1 450
| 16 [A0011 tcClanag Andrea  Personnel 3-Mov-01 1.1 550
|17 [A0012 Kostur Joe Sales Cler 3-Mov-01 1.1 700
| 18 [A0013  Maen Gerald | Stock Cler 3-Mow-01 1.1 500
| 190 | A0014 Schidt  Wolfgang |Sales Cler 4-Mar-02 0.a 300
| 20 |A0015 Darnberge hMary Secretary 15-Apr02 0.7 100
21
| 22 |Mo. of Sta 15

Y ou can select between zero and 255 fol rxyour column. When you change a column width,
the stored contents of the cells do C -"only the number of the characters displayed. You can
also hide a column and its cont to if Jt suits your needs.

If you enter values bigg an C isplayed in the cell, Excel stores the data but displays the
number in scientific form xpand the width of the cell sufficiently to allow display of the
original number, Exc e number.

To change the wid n, use one of the following methods:

n and then Width.

] [ Cancel

|

sition the cursor on the line at the right side of the column to be adjusted (the curosr will be
sitting on the line between two columns). When you see #}, click and drag to the required width
for the column.

Q A quick way of checking the width of the column is to click on the vertical bar between the columns,
or reference area. The width is displayed in atip box above and to the right of the mouse pointer.

||_!__._=|| Exercise

1  Open the Awesome Bikes workbook.
Save as Awesome Bikes - Student

2
3  Select any cell incolumn A.
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Select Format, Column, Width in the menu bar.

Typein the Column width field: 11 and press the (Enter ) key.

Repeat steps 4 and 5 for columns B and C with appropriate widths for those columns.
Now use the mouse to adjust the width of column D.

Point to the vertical line at the right of the column heading — i.e., the line separating columns D
and E.

The pointer changes to a vertical bar with arrows on each side (i.e., ‘+').

Click and drag to the right to widen the column (or to the left to reduce the width).

Notice how as you drag the column width, a screen tip appears giving
width as a visual reference. You can expect to repeat steps 7 and
determine an appropriate column width.

Release the mouse button when the dotted line is to the right of t
Change the widths of columns E, F, and G using the meth

The screen should appear similar to the following:

A | B | & | D | E
| 1 |Awesome Bikes Inc.
| 2 |List of Department Staff
| 3 |As of 13-Dec-03
4
| & |Employee ID' Last Name First Mame  Position Date Hired  Seniority (Years) Group RRSF
| B |ADDO1 Lee Janathan Prasident 15-Jul-01 1.4 35000
| 7 |A0002 Wang Sue Seneral Manager 15-Jul-01 1.4 25000
| 3 |AO003 Ghadowski Ken Wanager, Marketing 15-Jul-01 1.4 22000
| 9 |AODO4 foung Susan Manager, Operations 18-Jul-01 1.4 30000
| 10 |AD005 Parhar Jashir MWakpger, Finance 18-Aug-01 1.3 15000
|11 |AOD0OG Erral-Smith | Jacqueline | Stock Clerk 1-Oct-01 1.2 2000
| 12 |ADDO7 Cybulchuk Liza Marie  Sales Clerk 1-Oct-01 12 ]
| 13 |ADO03 Davis Rager Accounting Clerk 1-0et-01 1.2 1500
| 14 |A0003 Blaine Earl Accounting Clerk 3-Mow-01 1.1 17580
| 15 |AD010 Winstan Shane Sales Clerk 3-Mov-01 1.1 450
| 16 |A0011 McClanaghan  Andrea Personnel Agsistant 3-Mow-01 1.1 350
|17 |ADD12 Kostur Joe Sales Clerk 3-Mow-01 1.1 700
| 16 |AO0013 hdoen Gerald Stock Clerk 3-Mow-01 1.1 600
| 19 |ADO14 Schmidt YWalfgang Sales Clerk A-Mlar-02 0.8 300
| 20 |A0015 Darberger Mary Secretary 15-Apr-02 0.7 100
21
| 22 |Ma. of Staff: 18
rkbook again.

AutoFit

y of adjusting the column width so that the contents of every cell in that column are clearly
s to use the AutoFit feature. Microsoft realized that users are adjusting column widths
uently — therefore they designed Excel to automatically adjust the width so that it is just wide

enough for the widest value in the entire column.

To adjust the width of a column to automatically fit the longest content in that column, use one of the

following methods:

Select For mat, Column and then AutoFit Selection.
Double-click on the line at the right side of the column to be adjusted.

Similarly, the height of arow can be adjusted manually or with the AutoFit feature.

© CCI LEARNING SOLUTIONS INC.

Select Format, Row and then AutoFit.
Double-click on the line at the bottom of the row to be adjusted.
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E

Exercise

Make sure the Awesome Bikes - Student workbook is open on the screen.
First use AutoFit for column G.
Select cell G5.

3 Select Format, Column, AutoFit Selection in the menu bar.
Now see what happens if the same is done for column A.

4  Select cell A2.

Select For mat, Column, AutoFit Selection.

Notice that Excel made column A wider than the valuesin rows 5 to s that Excel

made the column wide enough to accommodate cell A2.
Now try using AutoFit for multiple columns.
Select cellsA5 to F5.

Select For mat, Column, AutoFit Selection.

Notice that columns B and D are still not wide ¢ y every label in those columns.
The reason is that the AutoFit Selection function st the width to be wide enough for
the cells that were selected in step 6. In fact, column D was reduced for the column
title of Position. Thisis further demonst in ext two steps.

8 Select cellsA6to G20.

9 Select Format, Column, AutoFit in the menu bar.

The columns were now e ugh for these selected cells, but the column titles have
been cut off for many of th u

10 SelectcellsA5to G
11 Select Format,
Notice that
Thesc

it Selection in the menu bar.
correct width, unlike the result of step 5 previously.

appear similar to the following:

A E | ¢ ] 3] [ E ] F | G |

| 1 |Awesome Bikes Inc.
| 2 |List of Department Staff

3 |As of 13-Dec-03

4

5 |Employee ID |Last Name  [First Mame Position Date Hired | Seniority (Years) Group RRSF
6 |A0001 Lee Jonathan | President 15-Jul-01 1.4 35000
7 [A0002 Wong Sue General Manager 15-Jul-01 1.4 25000
| B [A0003 Gnadowski  Ken Manager, Marketing 15-Jul-01 1.4 22000
| 9 |A0004 faung Susan Manager, Operations | 18-Jul-01 1.4 30000
| 10 |ADO0S Parhar Jashir Manager, Finance 19-Aug-01 13 18000
| 11 [ADD06 Erral-3mith  Jacqueline | Stock Clerk 1-Oct-01 12 2000
| 12 [A0007 Cybulchuk  [Lisa Marie | Sales Clerk 1-Oct-01 12 0
| 13 |AD003 Dawvis Raoger Accounting Clerk 1-Oct-01 12 1500
| 14 |ADO039 Blaine Earl Accounting Clerk 3-Mov-01 1.1 1750
| 15 [A0010 W¥instan Shane Sales Clerk 3-Mov-01 1.1 450
| 16 [A0011 tcClanaghan Andrea Personnel Assistant | 3-Mov-01 1.1 B850
| 17 |AD012 Kostur Joe Sales Clerk 3-Mov-01 1.1 700
| 18 |A0013 faen Gerald Stock Clerk 3-Mov-01 1.1 600
| 19 |ADO014 Schmidt Wolfgang  Sales Clerk A-har-02 0.8 300
| 20 [A0D15 Damberger  |Mary Secretary 15-Apr-02 0.7 100
21
| 22 |MNa. af Staff: 15

12 Save the workbook again.
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Adjusting the Row Height
E Sometimes you may want to adjust the row height so the row is much smaller or larger than othersin

the worksheet. To adjust the height for arow, use one of the following methods:

=  Select Format, Row and then Height.

=  Place the mouse cursor at the bottom of the row heading to be adjusted. W he cursokanges
to 3, click and drag to the new height required. E

Exercise
1
2
3
4

3.1.4

Rowr Height

Rowa hieight:

Make sure the Awesome Bikes - Student file is active on the scr

Move the cursor to cell A21.
Select Format, Row and then Height.
Type: 6 and press(_Enter ),

19 [AD014 Schrmidt Walfgang  Sales Clerk 4-Mar-02 0.8 300
20 [(AD015 Darnberger  |Mary Secretary 15-Apr-02 07 100
| 22 |Mo. of Staff: 14

23

5 Save and close the workbook.

Cells

ows and columns, even between rows or columns of data. This
N to a previously created spreadsheet, or to separate parts of your
olumns.

Inserting Rows, Colum

E Excel has the ability to in
Tia feature alows you to '
3.0.5 spreadsheet with

Any new r n4s added at the current cell position. That is, rows are inserted above and
he left of the cell that you select before issuing the insert command. Y ou can
insert on ows or columns at the same time.

o insert afew cells in your worksheet, be careful about what is selected at the time
e the command. This may change the column contents for specific columns inadvertently.

uld be careful using these commands as they affect the entire spreadsheet and thus may affect
the spreadsheet you are not viewing on the screen.

insert a column to the left of the selected column(s), use one of the following methods:

= Select Insert and then Columns.

= Press(Ctr)+(+ ] from the numeric keyboard.
=  Right-click on the selected column and then click on I nsert.
To insert arow above the selected row(s), use one of the following methods:

=  Select Insert and then Rows.

= Press(Ctr)+_+] from the numeric keyboard.
= Right-click on the selected row and then click on I nsert.
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|.!!| Exercise

1 Ensurethe Budget - Student workbook is active on the screen.
2 Selectany cell inrow 3.

3  Select Insert, Rows.

A | B | ¢ | o | E | F | &
| 1 |Department Budget
| 2 | Jan Feb tar Apr hay Jun
E
| 4 |Rent 500 500 500 EO0. £00 00
| & [Telephone 70 70 70 70 70 70
| 6 |Office 50 50 &0 &0 &0 50
| 7 |Courier 25
| 8 |Postage 15 15 15 15 15 15
| 9 |Books a0
10 |Meals 25
11 |Travel
4 Click onthe gray heading for rows 6 and 7.

Notice the row heading symbol that appears (i.e., =+).to
selected.

you that the entire row will be

5 Select Insert, Rows.

A | B | ¢ | o | E | F G

| 1 |Department Budget
| 2 | Jan Feb Mar Apr Way Jun

3
| 4 |Rent 500 500 £00 500 500 500
5 |Telephone 70 70 70 70 70 70
| B [Office 50 50 50 50 a0 50
| 9 |[Courier 25
10 |Postage 15 15 15 15 15 15
| 11 |Books a0
| 12 [Meals 25

13 |Travel

lowing values:
A | e | ¢ | D | E | F | & | H
Department Budget
Jan Feb ar Apr May Jun

Rent a00 a00 a00 a00 a00 a00
Telephone 70 70 70 70 70 70
Long Distance 25 25 25 25 25 25
Internet a0 a0 a0 a0 a0 a0
Cffice a0 a0 a0 a0 a0 a0
Coutier 25 35 a0 a0 25 25
Postage 15 15 15 15 15 15
Books a0 100 100 a0 a0
Meals 25 a0 a0 a0 25 25
Travel 500 300

Remember that you can use AutoFill to copy the values for the new

entries in row 6 and 7 instead of

>

9  Savethe workbook again.

typing them in directly.
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1 Open the Personnel List v2 workbook and save as Personnel List v2 - Student

First add a new column to indicate the position title of each employee.
2 SelectcellsC3to Cl12.

3  SdlectInsert, Cells.

Insert

Insert

®
s

() Entire row

() Entire column

X

I oK ] [ Cancel

|

4 If necessary, click on Shift cellsright and then click on O

c_ |

D

| _E |

a1
@
8
Q

2
0O
w

6 Enter the follawi

A | B
| 1 |Personnel List
| 2 |
| 3 |Employee
|4 |Bell defirey
| 9 |Caplin Karen
| B |Cueen  Ellen
| 7 |Reed Greq
L8 [Smith Jahn
| 9 |Tommbs Larna
|10 |Uptan Harry
L1 | Ward Frank
|12 | Yates Narman
113 ]

Ce

S

8
C9
C10
C11
C12

3
<

Siti

alue
Sales Mgr
Sales Rep
Clerk
Sales Rep
Admin
Sales Rep
President

Salary Hire Date

112531-Mar-02
1860 15-Apr-94
D00 | FHH
1980 B8-Jun-87
1250 25-Sep-84
1762 1-Dec-01
3785 15-Jan-01
2466 4-Now-84
675 30-Sep-99

a4

General Mgr

Clerk

w add three rows for new empl oyees.

7  Select the three row headers 6 to 8.

8 Select Insert, Rowsin the menu bar.

9 Enter the following values for these new rows:

Gerluk
Havisbeck
Moonin

© CCI LEARNING SOLUTIONS INC.

Tracy
Joe

Ho Singh

Clerk 900 15-Jun-03
Admin 1250 18-Jun-03
Sales Rep 1750 20-Jun-03
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The screen should appear similar to the following:

A [ B | ¢ | o | E |
| 1 |Personnel List
| 2 |
| 3 |Employee Position  |Salary Hire Date
4 [Bell Jefirey Sales Myr 1125 31-Mar-02
| & |Caplin Karen Sales Rep 1860 15-Apr-94
| B |Gerluk [ Tracy Clerk 900 153-Jun-03
| 7 |Havisheck Joe Admin 1250 18-Jun-03
| G |Woonin |Ho Singh |Sales Rep 1750 20-Jun-03
| 9 |Clueen  Ellen Clerk D00 | S
10 |Reed Greg Sales Rep 1980 8-Jun-87

11 [Smith  John Admin 1260/25-Sep-84

2 |Tarmmbs Larna Sales Rep 1762 1-Dec-01

EUptDn Harry President 3785 15-Jan-01
|14 |Yard Frank General i 2466 4-Now-34
15 |Yates Morman | Clerk 675 30-Sep-99
ed. °

—_| =

10 Savethe workbook.
Now look at another part of the worksheet where datais also stq
11 Click on the button for column A and then press (Ctr)+ + ] [rom,the numeric keypad.
12 Pressthe(PgDn) key.
Notice the blank column in this data. 9
Try not to place different groups of d \ worksheet — they should be put into
lum

separate worksheets so that added row 0 not affect them accidentally.

13 Close the workbook without savin

Deleting Rows, Colu

E Just as Excel alows you t@:insert s and column, it also allows you to delete unnecessary rows
and columns. You may al 0 delete one or several cells, and shift cells over to take the place
314 | of the deleted cells.

deleting the

When Wws or columns, it is easy to accidentally delete valuable data in the same rows
or colum they: are not currently displayed on the screen. Be sure to view the entire worksheet
b deleti y rows or columns.

e selected column(s), use one of the following methods:
ect Edit and then Delete.

Press (Ctr)+(_-) from the numeric keyboard.

Right-click on the selected column and then click on Delete.

To delete the selected row(s), use one of the following methods:
= Select Edit and then Delete.

= Press(Ctr)+(-) from the numeric keyboard.

= Right-click on the selected row and then click on Delete.
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L..!| Exercise
1 Makesurethe Budget - Student workbook is active.
2  Sdectcel G13.

3 Pressthe(Delete) key.

Note that the key removes any contents of the cell, except for cell for
structure of the spreadsheet is also unaffected. Now remove an entire row.

4 Click on the button to reverse the deletion.

5 Click anywhereinrow 3.
6 Select Edit, Delete.
Delete E| °

Delete
Ol .
for c B.

ting. The

() shift cells eft

{:} Entire raw
(") Entire column

I oK ][ Cancel ]

7  Click onthe Entirerow option and th

8  Click the gray column selector butt
9 Sdect Edit, Delete.

10 Adjust the column width fgk.co

11 Savethe workbook.

1 Openth el v2 - Student workbook.

the ents of acell.
2 Select and press the (Delete) key.
w delete cell C10 and shift the cells over as well.
ith'cell C10 asthe current active cell, select Edit, Delete in the menu bar.
Select the Shift cells left option button and click the OK button.

Notice that the contents of cells D10 and E10 have now moved to the left by one cell. Now
remove arow using the Edit, Delete command.

Select any cell in row 6.

6 Right-click and select Delete.

7  Select the Entirerow option button and click the OK button.
Now try removing a block of cells.

8 Sdlect cellsB11 to D13, then select Edit, Delete in the menu bar.

9  Select Shift cellsup and click the OK button.
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Try removing an entire column from the worksheet.
10 Select column B by clicking on the column B header, then select Edit, Delete in the menu bar.
The worksheet should now appear as follows:

A& [ B | ¢ [ D |

| 1 |Persannel List
2
| 3 |Employee Position | Salary Hire Date
|4 |Bell Sales Mgr 1126 31-Mar-02
| 5 |Caplin Sales Rep 1860 15-Apr-34
| B |Havisheck Admin 1250 18-Jun-03
| 7 |Moanin  Sales Rep 1760 20-Jun-03
| 8 |Gueen  Clerk BED | #HAH
| 8 |Reed 1980 8-Jun-57
| 10 | Smith Adrmin 1250 25-Sep-84
|11 |Tammbs | Clerk 675 1-Dec-01
|12 |Uptan 15-Jan-01
|13 |¥Ward 4-MNovw-84
| 14 |Yates 30-Sep-94
11 Page(PgDn) to move to the bottom part of this worksheet.

A | B | Thisisan example of why yo to avoid putting multiple parts
% of areport on the same you deleted the cellsin step 9,
| 26 | Frank shifting the rest of the cel ed this part of the worksheet.
| 27 |Office List Harry

| 28 |Office #  Larna

|29 101 John

| 30 | 102 Greg

| 31 ] 103 Ellen

| 32 | 104 Marman
| 33 | 201 Jeffrey
| 34 | 202 Karen
| 35 | 203

| 36 | 302

|37 ] 303

12 Close the work it ing the changes made in this exercise.
Hiding/UnQ‘ ws & Columns

1
On occag ou eed to hide one or more rows or columns in your spreadsheet. This may be
necessar u do not want other users to see these hidden rows or columns or to show more of the
W reen.
identify hidden cells by the gaps in the row or column headers. They will remain hidden until

them again. Any formulasin hidden cells, or formulasin visible cells that reference hidden
swill continue to be calculated correctly.

den rows or columns will not appear even if you print the worksheet, until you unhide them again.

To hide a column or row, select the appropriate column(s) or row(s) first, and then use one of the
following methods:

= Select Format, Column/Row and then Hide.
= Right-click on the selected column(s) or row(s), and then click on Hide.

To unhide a column or row, select the appropriate column(s) or row(s) first, and then use one of the
following methods:

= Sdect Format, Column/Row and then Unhide.
=  Right-click on the selected column(s) or row(s), and then click on Unhide.

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



USING MICROSOFT OFFICE EXCEL 2003 207
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Exercise

Open the Megatron Entertainment workbook.
Select columns D and E.
Select Format, Column, Hide.

onn I

Columns D and E are now hidden, similar to the following:

A | E | € F ]
Megatron Entertainment
Sales Report - April 2004

L1
L2 ]
=N
L4 Gross Sales Commission
| & |Hardware
| B |Carlotti, L 12250 1585
| & |dang, C 8155 874
=N
=R

o

Jenner, P 11560 1485
Schneider, W G720 760
|10 [Wyilliams, J 7905 935
|11 | Subtotal

2

==

|13 |CD's/Tapes

| 14 |Fernandez, J 5620 555

| 18 |Manson, R g227 585

| 16 |Roberge, T B444 715

|17 | Sandhu, P 10840 1374

| 18 | Subtotal

119 ]

|20 [Videos/DVD's

| 21 |Barmstan, G ol s B40

| 22 |Cooper, N 7166 525

| 23 | Sigismund, A 4975 495
4 | Subtotal

Notice the gap in the colu ence. Now unhide columns D and E.

4 Select columns C thrgligh to

Select For mat,

mn is to right-click on a selected column header, then choose Unhide from
natively, you can also position the mouse pointer in the column header, slightly
e hidden column is located. The mouse pointer will change to a double-headed
vertical lines. Click and drag the right edge of the hidden column until the desired

Worksheets

cel workbook is actually a collection of several worksheets. Each of these worksheets can be
eated as an independent spreadsheet from each other. Typically though, these worksheets are related
to each other — for example, one worksheet may contain the list of expenses for a company, another
worksheet contains the revenues for each product sold, and a third with the summary of both the
revenues and expenses. A different workbook would contain the list of employees for the company.

Worksheets can be renamed, added, deleted, copied, and moved in a workbook. Y ou can add as many
worksheets as required; the only limitation is the amount of memory available for your system. Use
the tab scrolling buttons to help you move between the sheets quickly.
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First Sheet

Next Sheet

|4 4 % w] Sheetl /Sheetz f Sheet3 /

Last Sheet

Previous Sheet

Naming Worksheets

Excel’s use of Sheetl, Sheet2, Sheet3, etc. is useful to identify the diff
access your workbook. However, it is not very descriptive after you hav
the various sheets.

you first
information on

Fortunately, you can name the tabs with more descriptive names. Th
much easier, particularly when you have used several sheetsto thel

navigating your sheets
ation.

As you rename the tabs, Excel will adjust the size based
type a maximum of 31 characters for a sheet tab name

er of characters. You can only

To rename a worksheet tab, use one of the followi

= Select Format, Sheet and then Renam
=  Double-click on the sheet tab and then

ﬂ!_!_“ Exercise

1 Makesurethe Budget -

n ame.

SQiok isactive.
eetl.

sheet is now highlighted.
the tab label and then press (Enter ).

2 Check that youareo
3  Select Format,

* 2005 Budget for the tab label and then press (Enter ).
ick on Sheet3.

Select the For mat, Sheet, Rename option in the menu bar.
10 Type: 2006 Budget and press(_Enter ).

11 Click on the 2004 Budget sheet tab.
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The worksheet should now appear as follows:

A | e | ¢ | o | E | F | G

| 1 |Department Budget
| 2 | Jan Feb I ar Apr Wlay Jun
| 3 |Rent 500 500 500 500 500 500
| 4 |Telephone 70 70 70 70 70 70
| 5 |Long Distance 25 25 25 24 25 25
| B |Intermet 50 50 50 50 50 50
| 7 |Office 50 50 50 50 50 50
| 5 |Courier 28 e 50 50 2 28
| 9 |Postage 15 15 15 15 15 15
| 10 |Books 50 100 100 50 50
| 11 |Meals 2 50 50 50 25 28
12 | Travel 500 300
[ 13 |

14

4 4 » v\ 2004 Budget / 2005 Budget 4 2005 Budget /

12 Savethe workbook.

Inserting or Deleting Worksheets

When a new workbook is created, Excel automatically includ sheets by default. More
F ksheet in the menu bar. The new

To insert anew worksheet, use one of the followi

= Select Insert and then Wor ksheet.

= Right-click on the sheet tab where t sh s to be inserted, click on Insert from the
shortcup menu, then choose Wor fro Insert dialog box and click OK.

If there are more worksheet tabs than th ar can display at one time, the tab scrolling buttons
can be used to display the other wor

Aswell, when worksheets are no
save your workbook befor eti
the Undo command.

worksheet — theré. m

that will affect.thevalu
L] exérei

1 ake

e Budget - Student workbook is active.

led they can be removed from the workbook. Y ou should
orksheet. Once deleted, a worksheet cannot be retrieved with
so check every worksheet for error messages after deleting the
formulas (discussed in the next section) in the deleted worksheet
the rest of the worksheets.

he 2004 Budget tab.

t Insert, Worksheet.
Note that the new worksheet is added before the current active worksheet.
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The worksheet should now appear as follows:

A | e | ¢ [ o | E | F | 6 | H

|m|m|w|m|m|n|m|m -

o

—

ma

()

1
M 4 » »]\Sheetd { 2004 Budget 4 2005 Budget / [< >

4 Click on the 2004 Budget worksheet again.

I

5 Click in the new worksheet and type your first namein cell AL
6  Select Edit, Delete Sheet.

Microsoft Excel

! E Daka may exisk in the sheek(s) selected For deletion, To permanently delete the data, press Delete,

I Delete l l Cancel ]
If nothing had been entered into the &I would delete the worksheet automatically.
Thisisawarning reminder from egar any data contents that might affect other datain

the workbook.
7 Click on the Delete butto
The worksheet is now,del et
8  Repeat for the 2005 Bu
9 Close the warkb

e workbook.
he 2006 Budget tabs.

saving the changes.

Summar

Inthisl 0 ected items in a worksheet for the purpose of making changes or manipulating the
d

You
ting cells or ranges of cells = Changing the column widths or row heights
changes to the cell contents ® |nserting or deleting rows or columns

g Undo or Redo = Hiding or unhiding rows or columns
Copying or moving data =  Managing worksheets

= Filling cells with content automatically

ow be familiar with the following:
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Review Questions

1. A range can beassmall asasingle cell, or as large as the entire spreadsheet.
a True b. Fase

2. Which key can you use to select multiple non-consecutive ranges of cells?

a c. (Al
b d
3. Which key activates the Edit mode?
a .
b. d.
4. When you click on the Undo button itself, Excel will undo the last & ormed only, whereas
if you click on the down arrow for the Undo button, you can undac
a True b. Fase

5. When you activate the Cut or Copy command, a margu
used with the Cut or Copy command. How can yQ

ound the selected cell(s) to be
marquee?

a Press(Esc) c.  Continue entexin ew areas
b. Press(Enter) d.  All of th

e. Only

6. How many items can the Office Cli old*for insertion into an Excel worksheet?

a 12 C. e
e?

b. 24

7. What isthe AutoFill

8. How canyou or acolumn?
a olumn, Width d. All of the above
b. at, Column, AutoFit e Onlyaorc

d drag the line at the right
the column heading

U insert a new row, whereisit inserted?

names of each of the sheets cannot be changed.
a True b. Fase
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Lesson 3: Wor

prr s s m e s e

Objectives Suggested Timing: 1 Hour
In this lesson you will look at how to work with formulas in Excel, including creating simple formulas and using
some of the built-in formulas available. On successful completion, you will be familiar with the following:

= What formulas are = Understanding what absolute and relative formu

= How formulas are structured = Being careful working with formulas
E The primary reason why worksheets are so popular is because every cell i !g aformula.

= Using some common built-in functions
A formulais simply a calculation using numbers (or other types of dat r other cells—
323 this is known as using cell references. This seemingly simple conc formulas) is actually a
3.2.6 very powerful feature for worksheets which then makes it possible to:

are

Creating Simple Formulas

= automatically calculate sum totals horizontally
calculation errors

icaly, quickly and without any

= peform “what-if” analysis by having the wor late a large number of formulas
simultaneously to display the end result, i dous amount of manual work and
avoiding calculation errors — this allow. ess cycle of trial-and-error use of base
numbers in formulas which can be an uic

=  create a budget worksheet as at
leaving only the structure and fol
entering only the new number

e for

e budgets by removing the humbers — thereby
and creating new budgets much faster by simply

Worksheets can contain form to to other worksheet cells. Then, when these values or
amounts change, changes i@.other t cells are not forgotten.

Begin your formulas 4
start by typing the

ou want the answer to appear. To prepare Excel for a formula,

asasingle cell reference, or as complex as many cell references plus built-
in functiol if the cursor were in cell C8 and you entered a formula of =B6, cell C8
would ' same contents as in cell B6. If you then changed the figure in cell B6, the
ould also reflect the change.

had manually typed in the contents in cell C8, then when cell B6 changed, you would have to
C8 aswell in order to keep them the same.

e two ways to enter a cell addressinto aformula:
typing the cell addresses directly

pointing to the cells

The formula you type into a cell is not displayed in the worksheet, only the result of the formula. To
view the formula, select the cell and view the formula and cell references in the Formula bar.

Formulas can also be copied to other cells, in which Excel will make a copy of the formula and the
format except that cell references will be automatically adjusted for the offset distance and direction.
This may appear illogical at first, but is actually a very desirable feature in worksheets because the
copied formulas are usually supposed to refer to different sets of input values.
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Formulas are usually used to perform calculations, such as ordinary arithmetic. Excel calculates
formulasin “natural order”. This means that calculations are performed in the following order:

=  Exponents
= Multiplication and Division
= Addition and Subtraction
This natural order of calculation can be altered by placing components of the formula within
parentheses. The portion of the formula in parentheses will be calculated before any of thedtems listed
above. Thus, you can control the natural order by the judicious use of parenthesesin y@a&

rs

The following shows the symbols used in Excel for the standard mathematical opetators:

* Multiplication
/ Division

+ Addition

- Subtraction

A helpful feature when entering formulas in a worksheet is that Excel mpt you when it detects
an error or inconsistency in your formula, with a suggestion: o fix it. The type of error message
displayed will depend on the error detected in the form

Microsoft Excel

The Forrmula ywou kvped contains an errar,

! E « For infarmation about fixing common Formula problems, click Help,
L] + To get assistance in entering a Function, dlick Ok, then dlick Function on the Insert menu,
« If wou are not brying to enter a Formula, avoid using an equal sign (=) or minus sign (-1, or precede it with a single quatation mark (%,

ook | [ Help ]
- :
Microsoft Excel g|

Microsoft Office Excel cannot calculate a Forrula. Cell references in the Formula refer ta the Formula's result, creating a circular reference. Try one of
the Following:

I \_\ + If vou accidentally created the circular reference, click QK. This will display the Circular Reference toolbar and help For using it bo correct vour
fFormula.
+ For more information about circular references and howe to work with them, click Help.
+ To continue leaving the Formula as it is, click Cancel,

[ a4 ] [Cancel ] [ Help ]

() for easy identification whenever a formula has changed from a trend in
can be very handy if you need to review the worksheet for differences or

able to see whether there is an upward or downward pattern in your sales. However, when working
with a budget, you may not notice a trend in the same way as for sales figures (i.e., going up each
month) but you may natice that office expenses are increasing every year. This could be proportional
to any increases in staff complement; if not, then this may set off a warning flag to enquire why the
expenses are growing and where there may be duplications or excess spending. Putting data into a
worksheet can assist in breaking down the information for analysis or comparison. Y ou can then take
thisinformation and put it into a chart to show where trends or patterns may exist.
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B

Exercise

1 Openthe Budget - Student workbook, and select the 2004 Budget sheet tab.
2 Click on row headings 3 to 6. Then press (Ctr)+_+ ) from the numeric keypad.
3

Type the following text into the rows that have just been inserted:

& [ 8 [ ¢ | b | E | F | G

| 1 |Department Budget
| 2 | Jan Feh lar Apr Ml ay Jun
| 3 [Chargeouts 3500 5500 5000 6000 7500 6000
| 4 |Royalties 750 700 500 B00 500 500
| & |
| B |
| 7 |Rent 500 500 500 500 500 500
| § |Telephone 70 70 70 70 70 70
| 9 |Lang Distance 25 25 25 25 25 25
| 10 |Internet 50 50 50 50 50 50
| 11 [Office 50 50 50 50 50 50
| 12 |Courier 25 35 50 50 25 25
| 13 |Postage 15 15 15 15 15 15
| 14 |Books 50 100 100 50 50
| 15 |Meals 25 a0 a0 a0 25 25

16 | Travel 500 300

4 Incell B5, type: =b3+1000

Notice how Excel shows you which cell ted as part of the formula. Thisis a

visual tool you can use to see what is h ing e screen when you set up aformula.
Department Budget
Jan Feh
Chargeouts 5500
Royalties 750 700
[=b3+1000]

5  Press(_Enter) to comfléte the f

Notice that Excﬂ swer of 4500 in cell B5. Note the formulain the Formula bar.
b
BS - f =B3+1000 <— Formula displayed in
A | B | C | the Formula bar

a Then move back into cell B5.

Department Budget

Jan Feb
Chargeouts 3500 5500
Hoyalties 750 00

=l
cell B3, type: 4000 and press(_Enter ).

Notice the formularesultsin cell B5 changed. This demonstrates the advantage of using formulas
in aworksheet, as well as using a cell reference rather than the actual cell contents.

In cell B4, type: 500 and press(_Enter ).

Notice how the formula did not change this time, even though you changed the value in cell B4.
Remember that the original formula only has a cell reference for the first cell, and not the second.
To take advantage of the formula, al the cells need to be shown as their cell references rather
than the contents so the results of the formula can change when the cell contents are changed.

8 In cell B5, press (F2), delete the ‘1000" characters and replace it with: B4 (press (Enter ) after
typing in the cell reference).
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@ Practice Exercise

1
2

10
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Notice how Excel now updates the formula results. Once a formula has been entered into the
worksheet, you can then copy the formula to another location if the formula operation is the same
for that new location. For instance, in this case, you want to add the two revenue figures for the
remaining five months. The formula operation is the same; what’s different is the cell contents.
Rather than having to enter the formula five times in the individual columns, you can copy the
formula.

Make sure you are in cell B5, and then click the button in the toolbar.
Select cells C5 to G5, and click the [Z4| button in the toolbar.

A | B | ¢ | o | E | F | & | H
| 1 |Department Budiet
| 2 | Jan Feb Mar Apr May Jun
| 3 [Chargeouts 4000 5500 5000 G000 7500 G000
| 4 |Foyaltes ¢ 500 700 500 500 500 500
| 5 | v 4e00y 5200 S5O0 BEOO 2000 [ |
5
| 7 [Rent 500 500 500 500 500 500
8 |Telephane 70 70 70 70

70 70
Notice how the formula has been pasted into the cells ed accordingly. Thisis known as

relative addressing.
Save the workbook. \0

ill add up all the expense numbers for January, and copy

Open the Rainfall workbook.

Save the workbook as Rainfal

Now create aformulain c 1

it to the other cellsi same

cell F11, type: = (but do not press (_Enter ) yet).

iIck'the mousein cell FA4.

otice that cell F11 now says =F4 and cell F4 is outlined in color. Now continue to get
additional cell references.

Type: + (but do not press yet).
Cell F11 now says =F4+
Click the mousein cell F5.

Repeat steps 8 and 9 for the remainder of cells F6 to F10 so that the formula will show:
=F4+F5+F6+F7+F8+F9+F10
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Station 4 | Station 5
81 1.0
10.0 a.0
893 3.9
7.0 0.
8.9
5.9 a.
4.4 5.9
45.?|=F4+F5+F_E+F?+FB+F9+F1EI

11 Press(Enter).
The worksheet should appear similar to the following:

A | 8 | ¢ | b0 | E | F

| 1 |Rainfall at Weather Stations

2
| 3 | Station 1 Station 2 | Station 3 Station 4 Station &
| 4 |Monday 9.2 3.8 26 a1 1.0
| 5 |[Tuesday 8.5 7.0 4.2 10.0 5.0
| B |VWednesday 8.1 1.4 96 43 34
| 7 |Thursday 9.6 7.2 20 7.0 ns
| T |Friday 7. 9.4 9.0 g.9
| 9 | Saturday 7.2 1.1 5.4 5.9 8.5
10 | Sunday 1.3 3.0 4.4 59

11 |Total Rainfall for Week 50.0 30.9 35.8 46.7 337

12 Savethe workbook.

Typing cell addresses and plus si
E the column contains 50 numb
onerous (and would soon exc
3.2.5 enter something like “ =Bi+B2+B

r a small number of cells to be added. However, if
ed, entering a formula in this fashion would become
imum cell contents limits). It would be very inefficient to
...B49" for each cell you wanted to include.

Excel provides you a of over 220 built-in functions to facilitate this and other
mathematical an More details are available in the CCI Microsoft Office Excel 2003 —
e Excel Function Reference Manual. In this courseware, you will examine
nctions.

=FUNCTION(numbers or values or cell reference)
ons you will examine in this courseware are:
M Sums the range of specified cells.
—AVERAGE Auverages the specified cells (totals the range and divides the total by the number of

entries).
=MIN Displays the minimum value of specified cells.
=MAX Displays the maximum value of specified cells.
=COUNT Counts the number of non-blank cellsin the specified range.
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You need only enter the function and the cell range in parentheses. The format of the cell range
specification in afunction is as follows:

<first cell address>:<last cell address>

Examples:

A10:B15
D25:B5
C5:C25

You can specify the range either by typing the cell reference(s) directly, or by us
method.

point-to”

For example, to calculate the sum total of the cell range of C6 to C18, you ormula as

any one of the following:

=C6+C7+C8+C9+C10+C11+C12+C13+C14+C15+C
=SUM(C6:C18)
=sSuUM(cs,C7,C8,C18,C17,C15,C16,C9,C10,C11,C12,
=SUM(C6:C8,C9,C10,C11,C12:C17,C18)

t

E A shortcut method of entering the SUM function into a ce e the (AutoSum) tool from
the Standard toolbar. Excel provides this icon becaus *‘ i nction is very commonly used
in worksheets. Excel will select the range of cellsim i@ abave or to the left of the selected cell.

When using the tool, be sure to verify
range based on what was entered into the
blank cell exists between cells, when Excel

3.2.7

range is selected. Excel will display a
a range will begin or end when at least one
el In acell, etc.

Notice that there is a down arrow next t Sumtool. Whenyou |Z -
select this arrow, it will display o 0 n-built-in functions that Sum
you can use in your formulas.

fAverage
When entering a cell r or a AVERAGE or other similar Count
formula manually, you.can ouse to click and drag to select Max
the cell range. Thi e advantage of visualy identifying Min

the cell range, w
cell referenct i

e possibility of entering the incorrect
referred to as the pointing method.

More Functions. ..

r
o)

ﬂ!_!_“ Exe

e sure the Budget - Student workbook is active on the screen, and the 2004 Budget sheet is

ect cell B17.
Click the| Z |icon in the Standard toolbar.

[ 7 [Rent 7m0 500 500
| § |Telephone ! 7o 70 70
| 9 |Long Distance |} 25 25 25
10 |Intemet E i 50 &0
| 11 |Office ! 50 &0 50
| 12 | Courier ! 254 5 50
| 13 |Postage | 15: 15 14
| 14 [Books ! 501 100

| 15 [Meals | 251 50 &0
| 15 [Travel I ! 500
17 | [=SUm

| 15 | [ surinumber1, [numberz], .7 ]
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Notice that the cell now shows =SUM(B7:B16), with the cell range B7:B16 highlighted, and a
marquee showing around that cell range. Notice how Excel also reminds you of how else you
could enter this formula using individual data values.

4 Press(Enter ) to accept the formula as displayed.
5 Select cell B17 again, and copy it to cellsC17 to G17.

6 Select cell H3, and click the button in the Standard toolbar, and press after
confirming that Excel has selected the correct range.

7  Copy theformulain cell H3to cellsH4to H17.
8 Type: Total incell H2.
9 Deletethe zeroin cell H6.
Thisworksheet should appear similar to the following:

A [ 8 | ¢ | o | E | F | & ]
| 1 [Department Budget
| 2 | Jan Feb Mlar Apr May Jun Total
| 3 |Chargeouts 4000 5500 5000 6000 7500 6000 34000
| 4 |Royalties 500 700 500 600 500 500 3300
| 5 | 4500 6200 5500 G500 8000 6500 37300
B
Z Rent 500 500 500 500 500 500 3000
| & |Telephane 70 70 70 70 70 70 420
| 9 |Long Distance 25 25 25 25 25 25 150
| 10 [Internet 50 50 a0 a0 50 50 300
11 [Office 50 50 a0 a0 50 50 300
| 12 |Courier 25 35 50 50 25 25 210
| 13 |Postage 15 15 15 15 15 15 90
| 14 |Books 50 100 100 50 50 350
| 15 [Meals 25 50 50 50 25 25 225
16 |Travel 500 300 800
17 §10 895 1310 a10 1110 §10 55845

10 Savethe workbook.
11 Incel 12, type:
12 -

)

andard toolbar and then double-click on the 2004 Budget file.

rmula bar should show the following:

='2004 Budget.xIs''$H$3

You have just created a formula using another worksheet; in fact, you have set up a “link”
between the two worksheets. Notice how the format is structured as ‘[File name] Worksheet
name’ Cell reference. This tells Excel where to find the data contents. The $ symbols in the cell

reference make this cell absolute. We will discuss what absolute cell references are in the next
module.

16 Click in the formula bar on $H$3 and press three times to remove the $ symbol in the cell
references, e.g., it should show as H3 only when they are removed. Press (_Enter ).

17 Copy theformulaincell I3tocellsl4tol17.
18 Deletethezeroincell 16.
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19 Type: % Change incell J2.
Y our worksheet should look similar to the following:
A [ 8 | ¢ | o | E | F | & | H | 1 | U
| 1 [Department Budget
| 2 | Jan Feh har Apr hay Jun Total LY Total % Change
| 3 |Chargeauts 4000 5500 5000 G000 7500 G000 340000 31000
| 4 |Royalties 500 700 500 600 500 500 3300 1125
| 5 | 4500 6200 5500 BE00 8000 G500 373000 37000
5
7 |Rent 500 500 500 500 500 500 3000 3000
| & |Telephone 70 70 70 70 70 70 420 420
| 9 |Long Distance 2 2 25 2 2 2 150 185
| 10 |Intemet 50 &0 &0 =0 50 50 300 288
| 11 |Office 50 &0 &0 50 50 50 300 300
| 12 |Courier P 5] ] =0 P P 210 210
| 13 |Postage 15 15 15 15 15 15 a0 B0
| 14 |Books 50 100 100 50 50 350 300
15 |Meals i 50 &0 50 s i 225 380
| 16 [Travel 500 300 800 1500
1 810 895 1310 910 1110 810 5845 B610
20 Savethe workbook again.
You will now be entering a formula to calculate the hange from last year’s figures.
Theformulais:
This Year — Last Year
Last Year
21 Incell I3, type: =(H3-13)/13 and press|_Enter ).
22 Copy thisformulato cellsJ4toJ

Y our worksheet should ook

Department Budget
Jan Feb har Apr May Jun Total LY Total

Chargeouts 4000 5500 5000 G000 7500 GO00 34000 31000
Royalties 500 700 500 g00 500 500 3300 1125
4500 5200 5500 BE00 8000 6500 37300 37000
Rent 500 500 500 500 500 500 3000 3000
Telephone 70 70 70 70 70 70 420 420
Long Distance 25 25 25 25 25 25 150 185
Internet 50 50 50 50 50 50 300 285
Office 50 50 50 50 50 50 300 300
Courier 25 35 50 50 25 25 210 210
Postage 15 15 15 15 15 15 a0 60
Books 50 100 100 50 50 350 300
Meals 25 50 50 50 25 25 225 350
Travel 500 300 800 1500
810 525 1310 a10 1110 810 5845 6610

% Change
0.026774
1.933333
0.003108

0

0
-0.18319
0.052632
0

0

05
0.166667
0.35714
-0.46667
011573

Let’ s say you also need to look at some statistics on the department expenses.

Type the following in the noted cells:

Cell Type

A19 Minimum

A20 Maximum

A21 Average

B19 =min(h7:h16)
B20 =max(h7:h16)
B21 =average(h7:h16)
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Department Budget

Jan Feh Mlar Apr fay Jun Total LY Taotal |% Change
Chargeouts 4000 5500 5000 6000 7500 6000 34000 31000 0.096774
Royalties 500 700 500 600 500 500 3300 11256 1.833333
4500 6200 5500 6600 8000 6500 37300 37000 0.008108
Rent 500 500 500 500 500 500 3000 3000 0
Telephone 70 70 70 70 70 70 420 420 0
Long Distance 25 25 25 25 25 25 150 185 018219
Internet 50 50 50 50 50 50 300 285 0.052632
Office 50 50 50 50 50 50 300 300 0
Courier 25 35 50 50 25 25 210 210 0
Fostage 15 15 15 15 15 15 90 60 0.5
Books 50 100 100 50 50 350 300| 0. 166667
Weals 25 50 50 50 25 25 225 3500 -0.35714
Travel 500 300 800 1500 -0.46667
810 895 1310 910 1110 810 5845 6610 -0.11573

Winimum 40

Waximum 3000

Ayerage 5845

is im 0 make sure the data is
a later date. We will be looking at

Don’t worry about the look of your worksheet. At this point
accurate; enhancing the look of the worksheet can take
formatting in the next lesson.

24 Save and close both budget workbooks.

@ Practice Exercise

1 Makesurethe Rainfall - Student

00K | ive.
Enter a Sum formula manuall C total rainfall for each day of the week.
2  Select cell G3, and type: T
3  Select cell G4, and type; =SU 4)

Now use the Au

4  Select cell

generate the SUM function.

he Standard toolbar.

ange B5 to F5 is selected, then press (Enter ).

Y ou C3 anually select the range of cellsfor the SUM function.
ell G6 type: =sUM( but do not press the (Enter ) key vet.

ith the mouse, highlight cells B6 to F6 and press the (Enter ) key.
Select cell G6 and click the|=a| button in the Standard tool bar.

Select the cell range G7 to G11, and click the || button.

Now try some of the other common functions.

11 Typethefollowing in the noted cells:

Cell Type

Al3 Average Rainfall
Al4 Lowest Rainfall
A15 Highest Rainfall
Al6 # of Days of Rain

12 Select cell B13.
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13 Click onthe|#| button in the Reference Area.
14 If the Office Assistant appears, select No, don’t provide help now.
The Insert Function dialog box appears as follows:

Insert Function @E|

Select & category: |Most Recenthy Used w

Select a function:

AVERAGE
IF
HYPERLIME

COUNT

8%

SIM b
SUM{numberl,numberz,..})
Adds all the numbers in a range of cells,

Help on this function [ OF ] [ Cancel ]

This dialog box will display the functions that have b

15 Select the AVERAGE function under Select a
drop-down button in the Select a category lig nd < Statistical, then select AVERAGE.
Click the OK button.

used on this computer.

Function Arguments

AVERAGE

Number1 | 583

= {s0;0}
Mumber2 =

=50
Returns the average {arithmetic mean) of its arguments, which can be numbers or names,
arrays, or references that contain numbers,

Mumber1: number1,numberz, ... are 1 bo 30 numeric arguments For which you want
the average,

Formula result = 50

Help on this function I [0]4 ] [ Zancel ]

The and Number 2 text boxes are the arguments that you will include in the Average

mula. “Since the Average function is capable of evaluating multiple cell ranges, Excel will
more than one text box. In this case, you only need to enter the one cell range in the
erl text box. If the cell range is not correct, you must enter the correct range. You can
er type in the range in the appropriate area, or if you wish to point at the cells in the
worksheet, click on the button on the right of the cell area. The dialog box will disappear
temporarily while you point at the range.

Click the IEJ button on the right of the Number 1 text box.
17 On the worksheet, select cells B4 to B10 and press (_Enter ).
The Function Arguments dialog box is redisplayed.
18 Click onthe OK button to complete the Aver age formula.
Now calculate the other formul as using the Insert Function feature.

19 Repeat steps 13 to 18 to calculate the minimum (MIN) value, maximum (MAX) value, and
number of rainy days (COUNT) for each station.
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Note that the AVERAGE, MIN, MAX, and COUNT functions ignore empty cells. Depending on
the purpose of the calculation, this may or may not be desirable. Copy these formulas to the other
station readings.

20 Copy cellsB13to B16 over to cellsC13to F16.
Thisworksheet should appear similar to the following:

Rainfall at YWeather Stations

Station 1 Station 2 Station 3 |Station 4 | Station 5 Total

Manday 9.2 3A 26 8.1 1.0 254
Tuesday 8.5 7.0 4.2 10.0 50 347
Wadnesday 8.1 1.4 96 8.3 348 323
Thursday 9.6 7.2 20 7.0 05 26.3
Friday 7.4 9.4 3.0 g9 347
Saturday 7.2 1.1 0.4 59 g5 291
Sunday 1.3 30 4.4 549 146
Taotal Rainfall for Week 50.0 309 35.8 46.7 337 1971
Average Rainfall 8.3 4.4 5.1 7.8 4.8
Lowest Rainfall 7.2 1.1 2.0 4.4 0.4
Highest Rainfall 96 9.4 96 10.0 g9
# of Days of Rain =3 7 7 B 7

\

21 Save and close the workbook.

Using Absolute & Relative Addréss

E Most formulas that are entered into an Ex sheet are relative. If you copy a formula with a
relative cell address, it will automatic just forithe new location. For example, suppose you have
3.2.2 .
a formula that adds three rows t ne column. You can copy this formula to another

column to add the same three rews i column. The formula is relative to the column in which

you placeit.

This automatic adjustmen
sheet that requires t
automatic adjust

ure:iS a great advantage when you are creating sheets like a budget
la repeated across many months or line items. However, this
e problematic under certain circumstances.

Fortunately, Vi you with the opportunity to make cell addresses absolute or fixed. An
absolute ersto an exact location on the worksheet.

To chan e cell address to an absolute (fixed) cell address in a formula or function, enter a
sign the row number and/or column letter (e.g., $E$5). This ensures that when you copy
inal formula, absolute cell addresses will not be adjusted for the new location.

ethod to obtain the absolute signs in cell addressesis to press once you have typed the
ress. You can also go back to formulas you have typed previously, edit them and position the
tion point in the cell address you wish to make absolute and press (F4).

The key provides several options besides changing both the column and cell references to
absolute values. The first press on the key will make both the column and row reference absolute;
pressing again will result in only row references set to absolute; a third press will result in only the
column reference set to absolute; and a fourth press will remove the absolute references on both
column and row.
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Cedll addresses do not have to have absolute column and row references. You can make the cell
reference mixed. The column reference can be absolute and the row reference relative (i.e., $E5). If a
formula including this reference were copied to a new location, only the column reference ($E) would
be constant, the row reference would be adjusted for the new location.

Conversdly, if aformulaincluding a cell reference with an absolute row reference but relative column
reference (i.e., E$5) were copied to a new location, only the column reference would be adjusted for
the new location. This adds great flexibility to your creation of cell formulas and will become
increasingly important to you as your worksheets become more complex.

|.!!| Exercise

Toillustrate the use of absolute cell references, suppose you are the purc
manufacturing operation. One of your duties is to keep close track of
accountant. One of the components that you must add into the
government tax on the materials. This tax is subject to fluctuation,
changing tax rate, you may wish to create a worksheet that wilkallow y
area and have that change reflected in all the costs on your

a computer
sts for the cost
a component is a
to accommadate this
ange the tax rate in one

1  Open the Cost Tracker workbook and save as Cos ent

Now create the formula that will take the
(shownin cell B2).

2  Select cell C5, type: =B5*B2 and pr

mn B and multiply it by the tax rate

eS¢

)
(Enter)

At first, it might app an copy the formulainto the other cellsin column C. However,
the result will
A | B C
| 1 [Cost Tracker - Manufacturing Materials
| 2 |Tax Rate: 7%
3
4|  Item Cost Tax on ltem
| 5 |Motherboard 215 15.05
| 6 |%ideo card 88 1]
7 |Case 757 #VALUEI
8 |Moderm 124 26660
9 |Mernory 136 13328
10 |Processor 145 10875
11 [Hard Drive 265 32460
12 |Floppy Drive 50 6300

Clearly, the answers provided by this copy are incorrect — one result is zero, ancther is a
#VALUE! error message. Examine the formulas you had copied in column C:

C6 contains =B6*B3 yielding zero

C7  contains =B7*B4 B4 contains a label, thus the #Value error
C8 contains =B8*B5 B5 contains the motherboard cost figure
C9 contains =B9*B6 B6 contains the video card cost figure
C10 contains =B10*B7 B7 contains the case cost figure

C1l1 contains =B11*B8 B8 contains the modem cost figure

Cl12 contains =B12*B9 B9 contains the memory cost figure
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Being Careful

hiC’

3.2.6
3.2.8
3.2.9

USING MICROSOFT OFFICE EXCEL 2003

As you can see, Excel has adjusted both cell addresses for each cell where you copied the
formula. This adjustment process that was so useful in the creation and copy of other formulas, is
now causing a problem. Y ou can fix this problem by returning to cell C5 and editing the formula.
The formula must have an absolute value for the B2 cell reference. Thus, the formulain cell C5
should be =B5* $B$2.

5  Select cell C5, then press(F2) to activate the Edit mode.

6 Pressthe key to put the absolute value signs around the nearest cell reference indhe formula
(i.e., B2).

7 Press(_Enter) to accept this formula ‘

Note that the amount in cell C5 does not change.
8 Copy the formulafrom cell C5 to cells C6 through to C12.

Y our worksheet should now look like the following:

A | B | C Check the formulas now column C:

| 1 |Cost Tracker - Manufacturing Materials
| 2 |Tax Rate: 7% C6 contai $B$2

3 contain $2
| 4 | ltem Cost | Tax on ltem CoF $2
| 5 |Motherboard 215 15.05 $B$2
| B [Video card 98 5.86 3 B10*$B$2
| 7 |Case 7h 5.24 =B11*$B$2

8 |Modem 124 8.658 _ *
| 9 |Memary 136 942 B12%$B$2
| 10 |Processar 145 10.15
| 11 [Hard Drive 265 18.55

12 |Floppy Drive 50 3.5
By making the reference t te, you have anchored the reference to the tax cell.

9 Save and close the workboo

las

Worksheets hav W e prevaent in the business world to the point where almost every
analysisinc e. In addition, the results are usually accepted at face value and decisions
worksheets.

many users — including experienced ones — do not take the extra time to verify
were entered correctly. This usually results in some inconvenience and

a worksheet user, you should always be diligent in double-checking every formula. This often
means selecting every cell in the worksheet and looking at the Reference Area to verify that it is
correct, or performing an independent check of the calculations using a calculator.

Formulas can be corrected in the same manner as with data in a cell. However, be careful where your
cursor is at the time you edit the formula, and be sure to check the cell references in the formulas.
Oftentimes it is better to use the point and click method to insert the cell references rather than typing
them in yourself. With Excel, a visual clue provided is the different color of the selection marquee at
the time you enter the cell references.
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Some common types of errors you may see when working with formulas include:

Circular The cell where the formula was entered isincluded as part of the formula.
Reference

Circular Reference v X
$6$7 v || =& 2=
DIV#/0! The formula contains a reference that is divided by O.
LY ¥TD FE %Chg
Gas 1260 1000 550 0806452
Parking 275 0 07 #0lvia
Tune-ups 285 350 192.5 0.525345

#VALUE! The formula contains an incorrect data reference.

100 250 25000
180 3800 A2500
250 nfa "/ ALUE
200 0.5 100
275 0.25 £3.75

Operand Something is wrong in your formula, as noted in't

Microsoft Excel

The Formula wou typed conkains an error,

"f « For information about Fiing common Formula problems, click Help,
M « To get assistance in entering a Function, click Ok, then click Function on the Insert menu,
« If wou are not krying ko enter a Formula, aveid using an equal sign {=) or minus sign {-), or precede it with a single
quotation mark ().

[ o | [ hep |

As you enter (or correct) formulas u eet, you can then review your worksheet to see what
trends may be set or appear epending on what information you are putting into a
worksheet to track or audit,the r help you break down areas where more information may be
needed (e.g., actual sales res s total sales for each region, percentage changes between
guarters or years, etc.

|.!!| Exerci*
To d rate how<you can catch formula errors as you're working with Excel and what the
for

informati W Yyou, suppose you were tracking how much you were spending on general car

ear for your own business. Since you’ ve expanded your business to include another

ou also want to know how much it is costing you to convert to the foreign currency. Once

ese figures, you then want to know how much your expenses have increased (or decreased)
expansion to another country.

€

Open the Car Expenses workbook and save as Car Expenses - Student
2 Moveto cell B7, type: =SUM(B3:B7) and press (Enter ).

]

Microsoft Excel

Micrasoft Office Excel cannot calculate a Formula, Cell references in the Formula refer to the Farmula's resulk,
creating a circular reference, Try one of the Following:

! E « If wou accidentally created the circular reference, click Ok, This will display the Circular Reference toolbar and help
L for using it ko correct your Farmula,
« For more information about circular references and how to work with them, click Help,
« To continue leaving the Formula as it is, click Cancel,

[ ok | [Cancel ] [ Help ]
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Excel has determined that you have a circular reference error in your formula. Remember that cell
B7 is the cell where the formulais to be entered, and by including this cell in the actual formula,
you have now created a circular reference.

3 Click OK.

Excel now displays a0 in cell B7 to indicate that there’s a problem with the formula with a new
toolbar (i.e., Circular Reference). You can use this toolbar to show you which cell(s) contains a

circular reference error. Excel aso displaysthe Help window for online help, if requir

4  Closethe Help window. Move the cursor back to cell B7 and press (F2).

5  Usethe(*) key to change B7 to B6 and press (Enter ) when done. Copy thifermula to cells C7
and D7.

Now create the formula to determine the cost of buying the foreign cur

6 Move the cursor to cell D3, type: =C3*$H$1 and press (Enter ). 0 ulafrom cells D4

to D6.

Now create the formula to determine the percentage change last year.
7 Move the cursor to cell E3, type: =((C3+D3)-B3) (Enter ). Copy this formula from

cellsE4 to E6.

Notice how cell E5 displays a#DIV/0! errg
was divided by 0.

8 Moveto cell B5, type: 375 and pr

e of the cell references in the formula

Notice how the formulafixed itsel
be zero, you could then type a

entered avalue accordingly. If the cell was meant to
mula cell to replace the noted error.

Y our worksheet should oo il e following:

& | B | ¢ | o | E | F | 6 | H
| 1 |Car Expenses Exchange Rate 0.5
| 2 | Ly Y¥TD AEF % Chiy
| 3 |Gas 1250 1000 250 0.24
| 4 |Parking 275 300 165 0.690909
| 5 |Tires 375 145 79.75  -0.40067
| B |Tune-ups 285 350 1925 0903509
| 7| 2185 1795 987.25
| T |
EN
10 [*Additional expense for rate of exchange paid.

how the formulas show you the result of changes in your expenses from last year and so
this year. The percentage change in the expenses gives you an idea of how much has increased
or decreased in the costs for your car since expanding your business.

Save and close the workbook.

Summary

In this lesson you worked with formulas in Excel, including creating simple formulas and using some
of the built-in formulas available. Y ou should now be familiar with the following:

= What formulas are = Understanding absolute and relative formulas
= How formulas are structured = Being careful working with formulas
= Using some common built-in functions
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Review Questions

1. Whatisaformula?

2. What are the two ways you can enter a cell address into aformula?
a b.

3. What isthe natural order that calculations are performed?

a.  Exponents, multiplication or division, c. Multiplication or division, or

addition or subtraction subtraction, exponen

b. Multiplication or division, exponents, d. Itdoesn’'t matter sused;
addition or subtraction calculations ar m left to
right
4. Look at the following table of information, and then indicate Wh@ on you can make from
the numbers:

Production Summary

YWeek 1 Week 2 |WWeek3 Week 4
Widgets =] g5 80 =]
Gadgets 150 175 200 180

ost twice the amount of gadgets are
being produced than widgets.

All of the above

a. It takeslonger to produce widgets
gadgetsin the month.

d.
e. Onlyborc

b. Therewas more production
first three weeks of the mo

ring t

5. ldentify the Formula bar i

Microsoft Excel - Book1

@_] File Edit Wew Insert Format  Tools Data  Window  Help
HANEA" NEREIT= RNk - =R A RN
i arial -0 - B I OE=E=a$ %
A1 - e
A B | ¢ | b | E | F ]
1
2|
| 3 |
| 4 |
5]

W

s the format for entering a formula using a built-in function? Also provide an example of
this might appear in the Formula bar.

Which key would you use to make a cell address into an absolute address?
a C.
b. d.

8. When might you want to change a relative address to an absolute address?
9. Explain what acircular referenceis.

10. It is important to double-check every formula in your worksheet to check that they are correct
before distributing your report.

a True b. Fase
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Lesson 4 Formattlng a Worksheet

e e s e e R e T e T S B = e T SR s S P A s ]

T L L e ey

Ob]ectlves Suggested Timing: 1 Hour

In this lesson you will look at what formatting means and how it can be used in a worksheet. On successful
completion you will be familiar with the following:

= What isformatting = Using borders or shading in cells
= How to format numbers and text = How to use the AutoFormat feature
= How to change the alignment for data = How to use the Format Painter

What Does Formatting Mean?

How your worksheet is presented is almost as important as the data in
changing the appearance of the data. Y ou are using the various featurg
parts of the worksheet, or make the numbers presented easier to u
format of acell, you do not alter its underlying value.

is al about
[0"draw attention to
Vhen you change the

Y ou should note the following important points:

= You canformat acell or range of cellsat any time

= A cell remains formatted even after you clear t
format, or reformat the cell. When you entex he cell, Excel displays the data in the
existing format.

= When you copy or fill acell (or ceII copy.its format along with the cell contents. This
feature will allow you to save tim u for ef ore copying.

Some of the tools provided to chan ce of your document are bold, italic, different fonts

or sizes of text, borders arou s, and shading of cells. The most commonly used

ting toolbar.

To apply formatting from , use one of the following methods:

=  Select Format

. Pr%sm+.

cept tralling zeros after the decimal point will be dropped. Also, numbers larger than the width
ill be changed to scientific notation format. The difficulty with this general format is that
ious cells containing the numbers are inconsistent, which makes the worksheet difficult to read
he various cells will have one, two, three or more decimal digits. Percentage values should show
3 percent sign inside the cell, and currency values should show the appropriate currency symbol
(e.g., $ symbal). Some individuals are especially concerned about the appearance of negative numbers
— they should automatically appear in red — and prefer to use round brackets around them instead of
the minus sign.

The number of digits appearing after the decimal point can also be adjusted. If necessary, you need to
round off the number if there are more decimal digits than you want to display.

To meet all of these demands, Excel provides arich set of standard formats with changeable options.
In addition, Excel provides a Special format category for commonly used formats that do not fit into
other categories, such as phone numbers and zip codes.
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If you cannot find the exact format you wish in the other categories, you can create a format of your
own choosing by using the Custom format category.

IL.._!_“ Exercise

This exercise will allow you to examine some of the numeric formats available in Excel.

1 Openthe Budget - Student workbook.

> If you see a dialog box asking you whether you want to update the data sources, choo te. This is

due to the fact that the data for the LY Totals column came from another workbook that is
2 SelecttherangesB3:14 and B7:116.
ing down the

> Remember that you can select multiple cells by selecting the first cell(s) a
key as you select other cells.

A ' B | ¢ | o | E | F | & H [ J
| 1 |Department Budget
| 2 | Jan Feb Mar Apr May Jun Total LY Total |% Change
| 3 |Chargeouts 4000 5500 5000 B000 7500 B000 34000 31000 0.096774
| 4 |Royalties 500 700 500 GO0 500 500 3300 1125 1.933333
| 5 | 4500 5200 5500 6500 5000 5500 37300 37000 0.008108
3
Z Rent 500 500 500 500 500 3000 3000 0
| 8 |Telephone 70 70 70 70 70 70 420 420 0
| 9 |Long Distance 25 25 25 25 25 25 150 185 -0.18919
10 |Internet 50 50 50 50 50 50 300 285 0.052632
| 11 | Office 50 50 50 50 50 50 300 300 0
| 12 |Courier 25 35 50 50 25 25 210 210 0
| 13 |Postage 15 15 15 15 15 15 90 B0 0.5
| 14 |Books 50 100 100 50 50 350 300 0166667
| 15 |Meals 25 50 50 50 25 25 225 350 -0.35714
| 16 | Travel 500 300 800 1500 -0.46667
| 17 | 810 855 1310 a10 1110 810 5545 6510 -0.11573
18

| 19 |Minirmum 50
| 20 [Maximum 3000

1 |Average 584.5
Select Forma

4  Clickon ption from the Category list.

Format Cells

Mumnber | Alignment Fank Border | Patterns | Protection

Cateqary: Sample

General 500,00

Currency Decimal places: |2 =
Accounting

Date

Tirne [ Use 1000 Separator ()
Percentage .

Fraction Megative numbers:
Scientific

Texk

Special (123,100

Cuskarm (1234,10)

Mumber is used For general display of numbers, Currency and Accounting
offer specialized Formatting For monetary value,

ok ] [ Zancel
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Notice that the default Number format has two decimal digits, no thousands separator, and the
minus sign is used to indicate negative numbers. These options can be changed.

5 Click onthe Use 1000 Separator (,) checkbox to turn it on.

As the options are selected, the sample box at the top of the dialog box will show what the
number will ook like with the options.

6 Click OK to apply the formats.

Department Budget

Jan Feb ar Apr May Jun Total LY Tatal % Change
Chargeauts 4,000,000 5500.00 5,000.00 6000.00 7450000 6,000.00 3400000/ 31,00000 0.096774
Royalties 500.000 700000 500000 600.000  S00.000 500000 3.300.000 112500 1.833333
4500 B200 2500 EE00 2000 E500 37300 37000| 0.005108
Rent 500.00 500000 50000 &S00.00 S00.00) 50000 3000.00 300000 0
Telephone 70.00 70.00 70.00 70.00 70.00 70.00) 420000 42000 0
Long Distance 25.00 25.00 25.00 25.00 25.00 25000 150,000 18500 -0.18M19
Internet 50.00 50.00 £0.00 £0.00 £0.00 50.00) 30000 28500 0.052632
Office 20.00 a0.00 50.00 50.00 50.00 50.00) 300.00  300.00 0
Courier 25.00 35.00 50.00 50.00 25.00 25000 2000 21000 0
Postage 15.00 15.00 15.00 15.00 15.00 15.00 50.00 B0.00 0.s
Books 50.00)  100.00 100.00 50.00 50.00) 350,000 300.00 0166667
Meals 25.00 50.00 50.00 50.00 25.00 25000 22500 35000 -0.35714
Travel 500.00 300.00 200.00 1,500.00 -0.46667
810 895 1310 910 1110 810 5845 B610) -0.11573

Minimurm 90

Maximum 3000

Average 5584.5

mats to the selected cells. This format could also
ttortin the Formatting tool bar.

9:B21.

Notice how Excel has now applied.the not
have been applied by clicking on t

7  Select theranges B5:15, B17:1

8 Clickonthebuttonint rmaitting toolbar.

Department Budget
Jan Feb Wlar Apr Wlay Jun Total LY Total % Change
Chargeouts 400000 550000 500000 600000 7A00.00 600000 3400000 31,000.00 0096774
Royalties 500.00 700.00 500.00 B00.00 500.00 s00.00 3,300.00 1,125.00) 1.933333
$4,500.00 5$6200.00  §5,50000 $6600.00 | $3,000.00 $6500.00 $357,300.00 %$37,000.00 0005108
Rent 500.00 500.00 500.00 500.00 500.00 500.00 3,000.00 3,000.00 1]
Telephone 70.00 70.00 70.00 70.00 70.00 70.00 420.00 420.00 0
Long Distance 25.00 25.00 25.00 25.00 25.00 25.00 150.00 185.00 -0.18919
Internet 50.00 50.00 50.00 50.00 50.00 50.00 300.00 285.00 0.052632
Office 50.00 50.00 50.00 50.00 50.00 50.00 300.00 300.00 1]
Courier 25.00 35.00 50.00 50.00 25.00 25.00 210.00 210.00 0
Postage 15.00 15.00 15.00 15.00 15.00 15.00 90.00 B0.00 0.s
Books 50.00 100.00 100.00 50.00 50.00 350.00 300.00 0.166667
Meals 25.00 50.00 50.00 50.00 25.00 25.00 225.00 350.00 -0.35714
Travel 500.00 300.00 800.00 1,500,000 -0.46667
§ 81000 § B595.00 §131000 % 91000 %1,110.00 % 31000 % 584500 % 6F10.00  -0.11573
Minirmurm § 9000
Mlaxirnurm $3,000.00
Average § 58450
Save the worksheet again.

10 Select cellsJ3:J17.
11 Click on the |% | button.

Notice how Excel automatically converts the decimal places to integer numbers to show the
percentage.

12 Click on the | | to show one decimal place for the percentage numbers.
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Changing Cell Alignment

JiC

3.1.7

Department Budget

Jan Feb Mar Apr Way Jun Total LY Total % Change
Chargeouts 400000 550000 500000 BOO0OO 740000 BOO0O0 3400000 3100000 9.7%
Royalties 500.00 700.00 500.00 B00.00 500.00 500.00 3,300.00 1125000 193.3%

$450000 $620000  §550000 $6600.00 | $3,000.00 $6500.00 §$37,300.00  $37,000.00 0.8%
Rent 500.00 500,00 500.00 500.00 500.00 s00.00 3,000.00 3,000.00 0.0%
Telephone 70.00 70.00 70.00 70.00 70.00 70.00 420.00 420.00 0.0%
Long Distance 25.00 25.00 25.00 25.00 25.00 25.00 150.00 18500  -18.9%
Internet 50.00 50.00 50.00 50.00 50.00 s0.00 300.00 285.00 52.3%
Office 50.00 50.00 50.00 50.00 50.00 50.00 300.00 300.00 0.0%
Courier 25.00 35.00 50.00 50.00 25.00 25.00 210.00 210.00 0.0%
Postage 15.00 15.00 15.00 15.00 15.00 15.00 90.00 50.00 50.0%
Books 50.00 100.00 100.00 50.00 50.00 350.00 300.00 16.7%
Meals 25.00 50.00 50.00 50.00 25.00 25.00 225.00 350000 -387%
Trawel 500.00 300.00 &00.00 1500000 -46.7%

$ 81000 § &95.00 §131000 % 91000 | %1,110.00 & 31000 % 584500 % 6610.00 -11.6%
Minirmurm § 9000
Maximum $3,000.00
Awerage $ 584.50

13 Savethe workbook again.

Alignment refers to the position or placement of the e cell. In Excel, you can align the
cell contents horizontally as well as vertically; h ontal alignment is the most commonly
used by far. Any new value entered into aw gned the General alignment option by
default. This means that numbers (includi es) tomatically right-aligned, while text labels

are left-aligned.

You can also center a text label across
one column together with a heading. Bhi

ells, which is very useful when grouping more than
nrque is known as merge and center. Alternatively, you
it to create another effect.

Fank Border Patterns | Protection
Text alignment Orientation
Horizonkal; ..
General w *
Yertical: 0 |5 ;
Battom v x Text —*
0.
Text contral .
[ wrap text
[ shrink to fit 0 & |Degrees
[ 1 Merge cells
Right-to-left

Texk direction:

Context b

(o] 4 ] [ Cancel
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There are anumber of alignment options available from the Format Cells dialog box:

Horizontal — General, By default, Excel right-aligns numbers. This allows for a “natural” alignment
Left (Indent), Center, of a column of numbers. However, Excel |eft-aligns text labels by default and

Right (Indent) this can cause problems in determining which label applies to which numbers.
Y ou can change the alignment of the contents of any cell to general, left, right
or center.

Horizontal — Fill This option duplicates the cell contentsto fill the cell’ s width corgpletely.

Horizontal —Justify  Judtifies the text on both the left and right sides of the cell.
wraps the text when justify is used.

Horizontal —Center  This feature centers a title across multiple columns »or headings
Across Selection or titles for the spreadsheet. It eliminates the gu ing the title in

the exact middle of the worksheet — especi ly to be changing
the column widths or adding/deleting colu
You can activate several of these options quickly by clickin the icon on the toolbar, i.e.,

(Center) or (Merge and Center).

matically

Indent This option allows you to indgx e |eft of the cell.

> You can also use the (Increase Decimal) ase Decimal) buttons on the Formatting

toolbar to change the indent amount.

Vertical — Top Alignsthe cell ¢
alignment is.

of the cell, regardless of what the horizontal

Vertical — Center Aligns the.cel in the center of the cell based on the row height,
regar e horizontal alignment is.

Vertical — Bottom ligns contents at the bottom of the cell, regardless of what the

ont ment is.

Vertical — Justify e cell contents between the top and bottom of the merged cell.

Vertical — Distributed utes the cell contents evenly from top to bottom in the merged cell.

Orientati y default, Excel displays the entry horizontally in the cell. Alternatively, you
can rotate the values to any angle you choose between 90° up to -90° down.
Excel can aso display the entry vertically in the cell, with letters or numbers

on top of each other. Excel will adjust the cell height automatically.

Causes Excel to fit a label in the existing column width by creating additional
lines and expanding the height of the row.

ink tofit This feature will automatically adjust the text size to fit the available space.

Mergecells This feature will allow you to remove the border(s) between cells and treat the
“new” cell asif it were one large cell. Center and right-align functions will
work as if you are working with a single cell. Cells can be merged
horizontally, vertically or both.

Text Direction Allows characters to be displayed right-to-left when entering text in Hebrew,
Arabic, Farg, etc.

Like the number formatting features, the most commonly used alignment options are readily available
in the Formatting toolbar.
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||_!_!_|| Exercise

Make sure the Budget - Student workbook is active on the screen.

S g A~ W N P

)

7

8
9

Select cellsB2:J2.

Click on the|= | button on the Formatting toolbar.
Click on row heading 2 and press (Ctr))+{+ ) from the numeric keypad to insert a new row.
Move to cell 12 and type: Comparison Figures and press (_Enter ).
Select cells12:J2 and then click on the button on the Formatting toolbar.

6,000.00  34,000.00  31,000.00 9.7%
500.00 3,300.00 112500 193.3%
%6,500.00 | §37,300.00  $37,000.00 0.8%
500.00 3,000.00 3,000.00 0.0%

If you change your mind regarding havi
and then click on the (Merge and C

Select cells A1:J1 and then click on th

Remember that although you hav
between these cells, the data was e
contents, you need to go back t

Select calls A20: A22.

Click on the[=] butt

m the

ng these col
enter)

Al.

rmatting toolbar.

Y our worksheet “o ilar to the following:

233

Notice how Excel has now merged the two cells together and centered the titl t ocells.
G| H | [ |
Comparison Figures
Jun Total LY Total % Change

e to one, make sure the cell is selected

the Formatting toolbar.

e cells back into their original cells.

ogether and the data contents are now centered
he original cell, and in order to make changes to those

; €.9.,

Departrment Budget
Comparison Figures

Jan Feb Mar Apr May Jun Total LY Total |% Change
Chargeouts 400000/ 550000 500000 00000 7450000 600000 3400000 31,00000 9.7%
Royalties £00.00 700.00 500.00 &00.00 500.00 500.00 3,300.00 112500 193.3%
$4500.00 | $6,200.00 | $5,500.00  $6,600.00  §5,000.00 $6500.00  §$37,300.00  §$37,000.00 0.8%
Rent 500.00 500.00 500.00 A00.00 500.00 500.00 3,000.00 3,000.00 0.0%
Telephone 70.00 70.00 70.00 70.00 70.00 70.00 420.00 420.00 0.0%
Long Distance 25.00 25.00 25.00 25.00 25.00 25.00 150.00 185.00  -189%
Internet 50.00 50.00 50.00 50.00 50.00 50.00 300.00 285.00 5.3%
Cffice 50.00 50.00 50.00 50.00 50.00 50.00 300.00 300.00 0.0%
Courier 25.00 35.00 50.00 50.00 25.00 25.00 210.00 210,00 0.0%
FPostage 15.00 15.00 15.00 15.00 15.00 15.00 90.00 B0.00 50.0%
Books a0.00 100.00 100.00 50.00 50.00 350.00 300.00 16.7%
Meals 25.00 50.00 40.00 50.00 25.00 25.00 225.00 350000 -35.7%
Travel 500.00 300.00 §00.00 180000  -46.7%
$ 581000 | % 89500 §1,310.00 % 91000 §1.110.00 % 851000 § 584500 § 6610.00 -11.6%

Minimum §  90.00

MWaximurm | §3,000.00

Average b 584.50

10 Savethe workbook again.
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@ Practice Exercise

1

a A W DN

© 00 N O

10

13

Open the Great White Northwest Airlines workbook and save as Great White Northwest Airlines
- Student

Select cells B4 to G4.
Select Format, Célls.
If necessary, select the Alignment tab.

Click the Wrap text checkbox to turn it on, and set the Horizontal alignment to C Click

the OK button.
Adjust the width and height of cells B4 to G4 so that these cells show
Select cells Al to G1 and then click on the |=3| button on the For
Select cells A2 to G2 and click on the |zt button on the Formatti

Adjust the width of column A to accommodate the long t for ce 5toAl7.
Y our sheet should now look like the following:

Great White Northwest Airlines
Passengers Carried
Greater | “Wancouver Thompson  Morthern | Total British
“ancouver  Island | Kootenays | Okanagan BC Colurnbia

January 24 941 8290 1875 1,240 G55 38,005
February 23742 7590 2893 12600 1B25 37,200
March 24 497 8p99 4721 1,244 1264 40,425
Agril 19 431 8370 4970 1520 755 36,049
May 11,055 2010 1,753 1455 1247 24 523
June 26378 7151 4 994 1,459 a74 40 956
July 17 074 8,306 1,245 1733 1,102 30,168
August 16 807 8548 3,305 1923 1582 32,165
September 18,849 3,007 3071 1,389 1007 27323
October 18,961 4 B84 4 855 1,581 255 31,093
Movember 21137 £ 580 2,209 1,285 570 31,781
Decermnber 19 460 7365 2444 1,190 1B45 32,104
Tatal for Year | 242 340 89,700 39 051 17,269 13432 401 752

d then click on For mat Cellsin the submenu.

El o | Degrees

Click OK.

Notice how the text now runs into the cell at the left. In most cases, when you rotate the contents
of a cell, you may also want to rotate the contents of any adjacent cells to provide a uniform
appearance.
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14 Click on the|“! | button in the Standard toolbar.
15 Saveand close the workbook.

Changing Fonts and Sizes

E A font is a style of text. Changing fonts will alter how the text and numbers will appear in the
worksheet. Try not to use more than three different fonts in a worksheet — one or two fonts are
generally preferred astoo many fonts on the worksheet can be distracting to the audien

3.1.5

ce.
In addition to style, Excel provides the opportunity to change the size and sol e other
highlighting options (such as bold, italics, underline and font color).

The Font tab is one of the tabs that is offered in the For mat Cells menu item Vs tab will
provide the following options:
Format Cells Eg| °

Murnber || Alignment F i| Border | Patterns | Prokection

Font: Fonk style: Size:
Arial Reqular 10
~ 8 ”
I Arial Black. Ttalic 9
T Arial Marrow Eold 10 |
T Arial Rounded MT Bold % Bold Italic 11 A7
Undetline: Colar:
Mone v Bukomatic v Morrnal Fonk
Effects Previem
[ strikethrough
[ superscripk AaBbCeYyIz '
[ subscript

This is a TrueType Font, The same Font will be used on bath your prinker
and vour screen,

I Ok, ][ Cancel ]

Font ypeface of the text characters Excel displays. A set of charactersin
aceisafont. Typewriterstypically had one font — often Courier.

Font styl sallow you to bold, italicize, or both.

Size refers to the height of aletter or digit, with a proportionate width. Most of the fonts

able; that is, they have a variety of sizes.

You can select various underline styles, such as single, double, single accounting and
double accounting. The accounting options underline the numbers not the whole cell.

or Y ou can select and change the color of the characters.

ects You can use special character effects, such as Strikethrough, P <™ and gipeript.
Note that the latter two are mutually exclusive — you can use either one but not both.

As you select different options in this dialog box, the Preview box will show sample text with the
options displayed.

Note that the most commonly changed font options (i.e., font, point size, bold, italics, underline and
font color) can be changed on the Formatting toolbar.
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Exercise

1 Makesurethe Budget - Student workbook is active on the screen.
2 Clickincell Al.
3  Select Format, Cells and then click on the Font tab.
4 Scroll through the list of fonts and choose Times New Roman for the font, Bold for the font
style, and 16 for the size.
5 Click OK.
6  Select the range B2:J3 and click on the | B | button in the Formatting toolbar.
The top of your worksheet should appear similar to the following: & s
Department Budget
Comparison Figures
Jan Feh Mar Apr May Jun Total LY Total "% Change
Chargeouts 400000 550000 S00000 BOOOOO 750000 BO000O0 3400000 3100000 9.7%
Royalties 500.00 700.00 S00.00 G00.00 500.00 500.00 3,300.00 11265000 193.3%
$4,500.00  §6200.00 §5500.00 $6,600.00 $5,00000 %6500.00 §37300.00 §37,000.00 0.8%

7  Savethe workbook.

Applying Cell Borders

E Borders serve to separate groups of data o N rom each other to improve its readability,
especially when the worksheet has alarge f numbers.

3.1.6

The border feature allows you to draw
cells. The dialog box displayed has se
to specify where the lines are tq

ound'any or al of the four edges of a cell or range of
line thickness, color and style options, and an area

Format Cells

Mumber | Alignment Fort Patkerns | Proteckion
Presets
Mone Qutline

Barder ——
= Text
Color:

______ Automatic v

The selected border skyle can be applied by clicking the presets, preview
diagram or the buttons above,

I Ok ][ Cancel ]

Presets Choose one of these options to preset the type of borders for the selected cells.

Border  Use the buttons to turn on or off any lines. The picture in the buttons help you see which
border will be turned on or off.

Line Choose a line style or color for the border(s). If you want different lines or colors for
specific borders, you need to select the style or color, and then click in the Border area for
the appropriate border.
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Some of these options are provided from the (Border s) button on the Formatting toolbar, which
is a subset of all the options available in the dialog box. In addition, this button contains the Draw
Border s option that allows you to add the border around the cells you now select. Thisis very handy
when you want to draw lines or borders around several cells that may be non-adjacent.

|!!| Exercise

1 Makesurethe Budget - Student workbook is active on the screen.
2 Sdlectcellsl2:118.

Notice how Excel highlights both columns | and J. This is due to the fact
selected was a merged cell.

3  Select Format, Cells and then click on the Border tab.

the first cell you

4 Choose options similar to the following (the color is blue):

Format Cells

Murnber | Alignment Fant Border | Patterms || Probection

Presets Lire

| Skyle:
= Mone ===—-=-

are QLI'C“I'IE lnside e S——

Border —_
B Text Text T_:
Text Text

Color:
I
(]

The selected baorder style can be applied by dicking the presets, preview
diagram or the buttons above,

Ok ] [ Cancel

5 Click @OK.

6 Cli e away from the selected cells to see the results.

H I |

Comparison Figures
Total LY Total % Change
34,000,000 31,000.00 9.7%
3,300.00 112500 193.3%
$37,300.00 | $37,000.00 0.58%

3,000.00 3,000.00 0.0%

420.00 420.00 0.0%
150.00 185.00  -18.9%
300.00 285.00 5.3%
300.00 300.00 0.0%
210.00 210,00 0.0%

50.00 £0.00 20.0%
350.00 300.00 16.7%
225.00 38000 -357%

800.00 160000 -46.7%
$ 554500 % 6510.00 -11.6%

7 Selectcell 17.
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Click on the down arrow for the button in the Formatting toolbar.

ZI@BOO

L Drawe Borders. .,

Click on the button.
Save the workbook.
Click on the down arrow for the button and then click on Draw Bor

Excel has now changed the mouse cursor to a pencil ( éy ) and a hew_to

T Line Style ‘

Line Color

Erase Border

Draw Border

Click on the down arrow for the ton and choose the double line (i.e,

)
Click on the |zZ| button and click ight
Select cellsB18:H18.

Department Budget
Comparison Figures
Jan Feb Mar Apr Ma Jun Total LY Total % Change
Chargeouts 400000 550000 500000 [ Sl 3400000 31,000.00 97%
Royalties 500.00 700.00 500.00 , 32 | 2P 3.300.00 1,125.000 193.3%
$4.500.00 §6,200.00  $5500.00 : = = $37,300.00 | $37,000.00 0.8%
Rent 500.00 500.00 500.00 500.00 500.00 500.00 3,000.00 3,000.00 0.0%
Telephone 70.00 70.00 70.00 70.00 70.00 70.00 420.00 420.00 0.0%
Long Distance 2500 25.00 25.00 25.00 2500 25.00 150.00 185.00) -189%
Internet 50.00 50.00 50.00 50.00 50.00 50.00 300.00 285.00 5.3%
Office 50.00 50.00 50.00 50.00 50.00 50.00 300.00 300.00 0.0%
Courier 2500 35.00 50.00 50.00 25.00 25.00 210.00 210.00 0.0%
Postage 15.00 15.00 15.00 15.00 15.00 15.00 90.00 50.00 50.0%
Eooks 50.00 100.00 100.00 50.00 50.00 350.00 300.00 168.7%
Meals 2500 50.00 50.00 50.00 2500 25.00 225.00 3000 -35.7%
Trawel 500.00 300.00 800.00 150000 -46.7%

$ 581000 § 89500  %1310.00 | § 91000 %1,11000 | % 81000 | § 554500 % 561000 -11.6%
Minimum | § 90,00

Maxirmurm | $.3,000.00
Average §  584.50

Click on the button.
Notice how Excel now changes the cursor to an eraser (i.e., 0)
Select cellsB18:H18 again.

Excel has now removed the borders for you just as easily as when you drew them in the
worksheet.

Close the Borders toolbar and save the workbook again.
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Applying Colors and Patterns

JiC

3.3.2

|!!| Exercise

239

This option sets the background color and pattern for a cell or group of cells. Patterns and color can
help to draw a viewer’s attention to particular parts of your worksheet, or serve to “divide’ it off

visually from the balance of the information.

This can prove useful when trying to highlight the sum totals line, or differentiate heading information

T -

from data.

Patterns and colors should be viewed as
distinctly different features. If you are printing
on a black and white printer, use patterns only,
as colors will be trandated by your printer into
varying shades of gray, and the results may not
be satisfactory.

Dark colors and dense patterns may serve to
hide the information entered in the cells and are
best avoided.

The Formatting toolbar contains buttons to
change the cell background color; however, you
must access the Format Cells menu item for
pattern options.

1 Makesurethe Budget - Stud
2 Selectcells|2:J18.

3  Select Format, Cell d th
4

Click the Patter&

Pattern: >

button.

=Ny @E
= |II\ 7 # B

| [ | Aultomatic |

Select cells 1 7:J7.

o N o O

Save and close the workbook.

© CCI LEARNING SOLUTIONS INC.

Mumber | Alignment Font

Cell shading
Color:

Mo Colar

Pattern: ~

Border | Fatterns

Sample

Protection

Ok ] [ Cancel

active on the screen.

on the Patter ns tab.

Click onthe 6.25% gray choice . Click OK.

Click on the down arrow of the button and then click on No Fill.
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Using AutoFormat

JiC

3.1.8

Excel provides a feature called AutoFormat to help you apply a standard set of formats to your
worksheets. Excel includes 16 formatting sets, covering a variety of common presentations. The
AutoFormat will only cover the main table in your worksheet. Headers, footers, and other notes have
to be formatted separately.

AutoFormat is accessed from the Format menu. When you access the dialog box, Excel
sample to allow you to evaluate the formats before applying them to your worksheet.

Excel alows you to modify the preset options in the various AutoFormat options.
selected features (number, border, font, patterns, alignment, and width/height) f
To do so, click the Options button on the right of the dialog box, which will di
the bottom of the dialog box. You may then turn individual features ol
checkbox to the left of the option.

You must select the entire range of cells that you wish to automati
AutoFormat function.

efore selecting the

Alternatively, you may select one cell within that range,
range of cells to autoformat — arectangle with blank cells

will guess at what it thinks is the
ges.

If you accidentally select a single cell with blank ce
message to indicate that it cannot proceed with the awit

[

sides, Excel will display an error

Exercise

1
2
3

4
Jan Feb Mar Total Jan Feb Mar Total
East 7 7 a 19 | | East 7 7 5 19
Wigst 53 4 7 17 | | Wiest 53 4 7 17
South 8 7 £l 24 | | South g 7 9 24 -
Total 21 18 2 B0 | Total [ 21 18 2 [:1]

Classic 1

Total

Jar Feb Mar

East §o7 5 18
West £ 4 7 17
South 5 7 9 24

Total 21 18 2 G0

Classic 2

Ja  Feb  War Tetal

Bazt § 7% 7F 5§ 19
iz st 5 4 77
South 8 7 9 24

Classic 3

Jan Feh  Mar Total

East ¥ 7% 7% 3§ 19
Wigst <] 4 7ToT
South 5] 7 9 24

Total § M % 18% M1 §F 60

Total % M1 F 18 F M § &0

Accounking 1

Accounting 2

b

4 Scroll through thelist, select Colorful 2 and then click OK.
Notice that the AutoFormat does not format any cells outside of the selected range of cells.
Select cell E3.
Select Format, AutoFor mat, click on the Classic 3 option and then click OK.
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Using the Format Painter

hiC’

3.3.6

[_!__|| Exercise
1
2
3

YWarehouse 250
Sales - Outside 75
Accounting 12

A [B] © | D | E |

| 1 |ABC Company - Staff Count

2

3 Anticipated Yearly Revenue 4,500,789.56
| 4 |Zales - Inside 150 2%
| 5 |Marketing a0
| B |
| 7|
| 8|

Notice how Excel fills all the three cells around the selected one.
7  Save and close the workbook.

Once you have established formatting “ standards’ for your spreadsheet, yot
formatting options on the other parts of your spreadsheet. For examg
heading with a different font, point size and you may want it bolded a

duplicate the
decide to format a

Excel provides a tool to allow you to copy formats from one on orksheet to another. This

tool is called the| | (Format Painter) on the Standard tog

You must click on the cell that contains the formatti
activate thisicon:

Click Click once on the , then
features. The| 7| turns off

Double-click  Double-clicking on the ilfcause the Format Painter to remain on while you
click severd cells, ) are finished formatting the cells, turn off the For mat
Painter by clicki on again or press (Esc).

copy. There are two ways to

that you wish to format with the same
pu click on the target cell.

Open the Megat nt workbook and save as Megatron Entertainment - Student
Select cellsAlto

Use the teolbar to perform the following operations: , and change the font size
to 16

| S then click in cell A2,

ect cells B4 to E4.

e , @ and|=|icons.

ect cell B4, then double-click on the button.
Click on cells A5, A13, A20, and A26.

Click on the| #| button to turn it off.

10 Select cell Al1, then click the , and |[=|icons.
11 Double-click the| | button.

12 Click on cellsA18, A24, and A30.

13 Click on the| #| button to turn it off.

14 Select cell A31, increase font sizeto 12 pt., and click the and|=]icons.
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Practice Exercise

USING MICROSOFT OFFICE EXCEL 2003

Y our sheet should now look like the following:

Megatron Entertainment
Sales Report - April 2004
Gross Sales Commission Salary Earnings
Hardware

Carlotti, L 12250 1585
Jang, © 8155 975
Jenner, P 11660 1485
Schheider, W 5720 B0
Williams, J 7905 o35

Subtotal

CD'sTapes

Fermandez, J 5620 A95
Manson, R 0227 g5
Roberge, T G444 715
Sandhu, P 10840 1375

Subtotal

Videos/DVD's

Barnston, G 5928 B40
Cooper, M 7166 a2h
Sigismund, A 4975 4585

Subtotal

Books

Esszenden, R 7921 940
Lee, 5 6084 665
Wakabayashi, K 4913 485

Subtotal

Total

Save and close the workbook.

Open the Millennium Holdings WO

Formatting toolbar.

Double-click on the

n the Standard toolbar to turn it off.

worksheet as it appears here, using the Format Painter to copy the

Millennium Holdings International
Balance Sheet
As at December 31, 2003
Current Year Previous Year
Assets
Cash 35430 44 536
Other Short Term Aszsets A8 530 7830
Short Term Investments 2389 494 2,389 494
Long Term Investments 30 577 349 23,947 065
Total Assets | § 33,061,203 § 26457025
Liahilities
Accounts Payable 47 ARG 36,09
Other Short Term Liahilties 34 559 76,894
Mortgage Payable S 000,000 7,000,000
Other Long Term Debt 14,000,000 12,000,000
Total Liabiiities § 24 082 428 $  19,1125950
Shareholders’ Equity
Share Capital 100,000 100,000
Retain Earnings 8878775 7244 135
Total Shareholders’ Equity § 8,973,775 5 7,344 035
Total Liabilties and Equity | § 33,061,203 §  U6457 025

Save and close the workbook.

© CCI LEARNING SOLUTIONS INC.



USING MICROSOFT OFFICE EXCEL 2003 243

Summary

In this lesson you looked at what formatting means and how it can be used in a worksheet. Y ou should
now be familiar with the following:

= What isformatting = Using borders or shading in cells
= How to format numbers and text =  How to use the AutoFormat feature
= How to change the alignment for data = How to use the Format Painter

Review Questions *
1. What does formatting mean? V
2. You can format the contents of a cell before or after the data is entered.

a True b. Fase
3.  Numbers can only be formatted with dollar signs, commas,.and tw places.

a True b. Fase

4. Alignment refers to the placement or position of
adjust the alignment horizontally as well as verticall: e contents of the cell.

a True b. Fase

5. What is the maximum number of font
too distracting to the audience?

a Two C.

Id use in your worksheet before it becomes

b. Three 0 Maximum
6. Once you set up bordefs.aroun tire cell, you cannot adjust the style or appearance of any of
the sides.

a True False

7. How can addi ol r patternsto a cell be useful ?

8. Wh t mat feature?
a and that automatically applies the default formatting options for a worksheet.
b. andard set of formats for worksheets.

A feature that allows you to turn this worksheet format into a template.
All of the above

You must select the entire range of cells that you wish to automatically format before activating
the AutoFormat command.

a True b. Fase

10. What' s the difference between single- and double-clicking on the Format Painter?
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Lesson 5 Usmg Mlscellaneous Tools

USING MICROSOFT OFFICE EXCEL 2003

Ob]ectlves Suggested Timing: 1 Hour

In this lesson you will look at some miscellaneous tools you can use to display different parts of the worksheet, or
to check or proof the data in the worksheet. On successful completion, you will be familiar with the following:

= How to use the spell checker = Displaying different parts of the worksheet at the same time

= Sorting data = Displaying different parts of multiple workbooks at th

Using the Spell Checker

JiC

1.3.7

etime

Y ou can use the spell checking feature common for word processing software only be
used on text labels because it cannot verify the accuracy of numbers, dates, ' . Like word
processors, this feature does not eliminate the need for you to check the i text labels.

While the spell checker is running, it will display any words that it dc w id In its dictionary (and
therefore could be spelled incorrectly). Y ou can then choose ong.of the e :

eed to the next word in the

Ignore Once Ignore this apparent misspellin
worksheet.

Change Replace the incorrect word he Not in Dictionary) with the word

displayed in the Sugg

Add to Dictionary Add the identifi ictionary and proceed to the next word in the
worksheet. By, ord to the dictionary, the spell checker will no

longer identif isspelled word.

AutoCorrect Adds this e AutoCorrect list so that the AutoCorrect feature will
make Orrections as you type.

IgnoreAll easl Once above, except that it will skip over the same word in

th e worksheet.

ChangeAll Change above, but will change all instances of the same word in the

rksheet

feature, use one of the following methods:
1 0ols@and then Spelling
(Spelling) button in the Standard tool bar

Open the 2004 Budget workbook and save it as 2004 Budget - Student
Moveto cell Al and click the button in the Standard toolbar.

The spell checker now starts up. The Spelling dialog box appears in every instance that it could
not find the label in its dictionary.

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



USING MICROSOFT OFFICE EXCEL 2003 245

Spelling: English (U.S.)

Mat in Dictionary:

Chargeots | [W

Ignore All
Add to Dickionary

Suggestions:

Carets

Cargos Charnge Al
Charest's

Charest AukoCorrect
Dickionary language: |English 5.0 A |

The first word and possible alternatives could not be found in
enter it in manually.

ary. You will have to

3 Click at the end of the Not in Dictionary field and m@ sor until betweenthe ‘o’ and ‘t'.

Type: u and then click on the Change button.

Microsoft Excel

L3
\!‘) The ward 'Chargeouts’ is nat in the dictionary, Do you wank to change it anyway?

L= l [ Mo ]

4  ClickonYes.
5  Make the spelling changes e rest of the words it displaysin the spell checker.

When Excel has com|
screen similar to

Ing the spelling of all text in your worksheet, it will display a

Microsoft Excel

The spelling check is complete For the entire sheet,

button to close the spell checker.

d close the workbook.

g Data

Excel provides a sorting tool that allows you to organize or sort the data in a worksheet based on the
E values in selected columns. For instance, if you have a large list of names and addresses, you may

want to sort the data by customer or city, depending on how you need to view the data. After sorting,
the data becomes more readable. Y ou can sort and re-sort the data as many times as required, using
different sort criteria each time.
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Y ou can choose up to three columns as sort keys if the primary sort key contains repeating val ues.

When you activate the sort function, the Sort dialog
box will appear.

The Sort dialog box alows you to select three
different columns and sort in either ascending or
descending order. The sorting is applied in the order
the columns are selected. If the range you are sorting
does not contain column headers, select the No
header row option. If you select this option for alist
with a mixture of text labels and values, and your
worksheet has no actual column headings (i.e.,
header row), the text labels will be sorted along with
the values.

The options in the Sort dialog box are as follows:

Sort by Determines the first column Excel will use to
Select whether you want the data to be sort
(Z-A, 9-0) order.

Then by Determines the next column to be used

if necessary. When there are
determines the sort order withi
data to be sorted in Ascendi
two Then by options gi

My list has Tells Excel wheth ot

thr

ﬂ!_!_“ Exercise

() ascending
() Descending

ast Mame

Then by
v | (® ascending
() Descending
Then by
w | (* ascending
(") Descending
My data range has

(%) Headsr row (") Mo header row

[thic-ns... ] [ a4 ] [ Cancel ]

Sort by
Calurn A v | @ #scending
) Descending
Then by
w| (& fscending
() Descending
Then by

v | (@ ascending
(") Descending

N

My data range has
(") Header row

[ options... | | o

][ Cancel l

e dat — the primary sort key.
ding (A-Z, 0-9) or Descending

— the secondary and third sort keys,
at match the primary sort key, this

ields to sort by.
row should be treated as data or asfield |abels.

1  Openthe Phone W and saveit as Phone Book - Student
2  Positionthe here within the data area.

3 rom the menu bar.

4

ast ‘Name field from the Sort by drop-down list box and ensure the Ascending

5 Select the First Name field from the first Then by drop-down list box and ensure the Ascending

button is selected.
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6 Make surethe Header row button is selected and click OK.

Last Hame First Name Address City ProviStatiPostZip C Country
Bell Graham G7-1134 Ave Calgary AB T3IRETS | Canada
Bunyan Paul 123 Forest Lane Yancouver WA 98004 USA
Cooper Peter 2382 Hockey Circle Ave Montreal FQ H3A WY Canada
Fish Codd 7402 Atlantic Avenue  Halifax N3 B2Y 1M3 [ Canada
Fish Wanda #115-311 Ocean Drive  Vancouver WA 98004 USA
Jones Byran 3042 123 Street Chicago IL BOBST | LSA
Mokay Tyler 8420 Main Street Winnipeg  MB R3IC 1P5  Canada
Rabbitt Bunnie 555 Circle Walley Dallas T 75248 USA
Rabbitt Peter 3123 Cottontail CrescenVancouver  BC YaC 18 Canada
Srnith Adelaide 433 Crescent Lane Taoranto On 75D 251 Canada
Srnith Joseph 440 Quarter Hill Ave Richmand %l 24200 USA,
Thompsaon Margaret #10-414 Bute Strest “ancouver BC W5C 3E4  Canada

Notice that any duplicate last names have been sorted into alphabetical g to their

first names.

7  Save and close the workbook.

@ Practice Exercise

1 Openthe Address List workbook.

First sort by last name only, using the toolbar opt
2  Select any cdll in column A (between cells A1 .
3 Click the |z} button in the Standard to

Last Mame First Name Address City ProwState Post/Zip Code Country
Bell Graham B7-1194 Ave Calgary  |AB T3RETS Canada
Bunyan Paul 123 Forest Lane Yancouver VA, 95004 USA
Cooper Peter 23582 Hockey Circle Ave Montreal  |PQ H3A TWT Canada
Fish Wanda #115-311 Ocean Drive Yancouver VA, 95004 USA
Fish Codd 7402 Atlantic Avenue Halifax = B2Y M3 Canada
Jones Byran 3042 123 Street Chicago  |IL BOBST |LUSA
Mokay Tyler 8420 Main Strest Winnipeg MB R3IC1P5 Canada
Rabbitt Peter 3123 Cottontail Crescent Vancouwer |BC WaC 1LE Canada
Rabbitt Bunnie 555 Circle Walley Dallas TH 70248 |USA
Srnith Joseph 440 Quarter Hill Ave Richmond ] 24290 |USA
Srnith Adelaide 433 Crescent Lane Toronto  |(OM T5D 251 Canada
Thompsaon Margaret #10-414 Bute Street “ancouver BC W50 3E4 Canada

now grted in last name order. However, there are individuals who have the same last
and are sorted in the wrong sequence. The sort should have been made on both
d First Name.

Th

y cell intherange of Alto G1.

ect Data, Sort in the menu bar.

Click the Header row option button to ensure it is selected.

7  If necessary, click the drop-down list button in the Sort by list box and select L ast Name.
8  Click the drop-down list button in the first Then by list box, and select First Name.

9 Click the OK button.

Now sort by Country, Prov/State, and then City.

10 Select any cell withintherange of Alto G1.

11 Select Data, Sort in the menu bar.

12 Click the Header row option button to ensure it is sel ected.
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13 Click the drop-down list button in the Sort by list box and select Country.
14 Click the drop-down list button in the first Then by list box, and select Prov/State.
15 Click the drop-down list button in the second Then by list box, and select City.

16 Click the OK button.

The worksheet should appear similar to the following:

Last MName First Marme Address

Bell Graham B7-119A Ave

Rabbitt Peter 3123 Cottontail Crescent
Thompsaon Margaret #10-414 Bute Strest
Mikay Tyler 3420 Main Street

Fish Codd 7402 Atlantic Avenue
Smith Adelaide 433 Crescent Lane
Cooper Peter 2382 Hockey Circle Ave
Jones Byron 3042 123 Street

Rabbitt Bunnie 555 Circle Walley

Smith Joseph 440 Quarter Hill Ave
Bunyan Paul 123 Forest Lane

Fish YWanda #115-311 Ocean Drive

City
Calgary | AB
Yancouver BC
“ancouver BC

Winnipeg |MB
Halifax NS
Toronto oM
Montreal  |PQ
Chicago  |IL

Dallas Tr
Richmond %1

Wancouver WA
“ancouver W,

Prow/State

Post/Zip Code Country
TIRETS Canada
Yo 18 Canada
Wal JE4 Canada
Rac 1P5 Canada
B2% 1h3 Canada
TaD 251 Canada
HIA 1W7 Canada
BOBSY USA
7248 USA
24290 USA
98004 USA
98004 USA

17 Close the workbook without saving.

Working with Windows

Each time you open a new workbook, you are
enough of the worksheet to do your work.

If you are doing some “what if” evaluation
distant parts of one large worksheet ol
the same time. Y ou may wish to
the screen to “cut and paste’
difficulty working on your larg
the row and column headifigs when

Fortunately, Excel
views. These tool

New Windo
Arrang

e
0

between each.
between each.

only thetop filein view.

Hide

of tools to facilitate different
sted under the Window menu.

iled — presents all of the open filesin atile arrangement.
Horizontal — presents all open files with a horizontal split

Vertical — presents al open files with a vertical split

Cascade — layers open files one on top of the next with

the screen at
ne workbook on
you may experience
ecause you cannct see
g entries.

indow. Sometimes it is difficult to see

window

Mew Window

Arrange...

Hide

Split

Freeze Panes

1 Flaming Hot Skis Sales Feport. xls

will allow you to open another view of the current worksheet.

several view options. Clicking on this menu item opens the Arrange
indows dialog box with the following options:

Arrange Windows @

Arrange

) Hatizontal

) Wertical

) Cascade
[] windows of active workbook
l ik ] [ Cancel ]

Hides the active window from the screen; useful when you are working with

numerous windows and you only want Excel to display particular windows.

Unhide

and redisplay specific windows.

Split

Displays a dialog box listing the windows you have hidden so that you can select

Splits the window into two or four sections, depending on which cell is selected

when the menu is accessed. This option allows you to scroll different parts of the
screen to view different parts of the spreadsheet.
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Freeze Panes Locks text to the left and above the cell pointer. This option is useful to “hold” the
headings on the screen when you are working in cells remote from those headings.

Window List  The bottom of the Window menu presents a list of the documents currently open in
Excel. The documents are numbered and can be accessed by clicking on the
document you wish with the mouse, or by typing the number displayed to the left of
the listed documents.

Only one document window will be active. Y ou can make entries only in the active spr eet.

If you cascaded documents, the active document will be the top document. If you e of the

tiled options, the active document will have color in the title bar.

Y ou can change the active window by clicking on any portion of the spreadsh

Creating New Windows

New Window is the option in the Window menu that allows you ta
spreadsheet. Y ou can then arrange the windows to allow you towiew d
without having to move around excessively.

Q ther view of the active
et parts of the spreadsheet

eadsheet. This evaluation may
ou view the effects on the totals at
the same spreadsheet would facilitate

For example, you may wish to do some “what if” evaluati
require that you make changes at the top of your spr
the bottom of the spreadsheet. Using at least tw
this process.

There is no limit to the number of viewsy hough the size of your screen will limit the

[
x,
number you can effectively use at oneti
LL] Exercise
1  Open the Flaming Hot:Skis S ort workbook.

2  Select Window,

Note that if
selected thi

This ill be identified in the title bar as Flaming Hot Skis Sales Report.xls:2, while
the i indow will be identified as Flaming Hot Skis Sales Report.xls:1.

indow is maximized, nothing appears to happen when you have

ect w, Arrange.

the Tiled option button and click the OK button.

e that the two views are now arranged side by side. If you had more than two views or other
files opened, they would betiled in several rectangles.

The active window can be identified by the bright blue title bar and the presence of the window
scroll bars. Thetitle barsin the inactive windows are a lighter color without scroll bars.

Click on the horizontal scroll bar of the active window to move to the right of that worksheet.
6  Click anywherein the other window to activate it.
7  Click onthe vertical scroll bar to move down the worksheet.

Notice how this demonstrates that the two windows can be scrolled around independently of each
other, even though they are both showing the same worksheet.
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The screen should now appear as follows:

B3 Microsoft Excel E\E\FX\
i Fle Edt Yew Insert Format Tools  Data  Window  Help Type a question for help |+
N EEHR OG0 TE SR 98 s oG @

: il -0 -|B I U|S % 58 EE &-a-0

=

A B B D
- Downhill Total

| 1 Ing Hot Skis Inc. Region Bronze Silver Gold Downfili | Leisure | Esk

| 2 |de Sales - Year to Date Canada 10000 15000 30000 55000 800

|3 Western USA| 105,000 150,000 245000 500,000 54000 6

| 4 | X Country Total Snowboards Total Total Eastern USA 215000 305000 475000 @95000 75000 &

| 5 | Eskimo | Morway | X Goustyy | Junior - Senior | Snowbosid Central Armerica 3,000 4800 5000 42800 2000 j

16 | 200 2000 3000 2000 3,000 5,000 63,000 South America| 10,000 12000/ 7500 24500 3500

| 7| 63000 125000 242000 30,000 25000 55,000 797,000 Europe| 45000 60000 80000 985000 100000 1

8| 85000 195000 355000 45000 50,000 95,000 | 1,445,000 Japan 5,000 7500 10000 22500 3000 ¢

18| 2500 1,500 6,000 0 ] 0. 18,500 Hong kong| 50000 70000/ 700000 700,000 20000 2

[10[ 2500 55000 11,500 0 0 0. 47,000 Southeast Asia| 25000 30000 30,000 85000 8000 1

11| 12000 18000 40000 10000 15,000 25,000 250,000 Total World| 468,000 654,000 932,500 2,074,500 176,300 20

(12| BOO0 75000 18500 5,000 7,500 12500 53,500 % of World 15.1%  21.1% 30.1% 66.8% 5.7%

13| 20000 30000 72000 25000 30,000 55,000 317,000

(14| 12000 150000 35000 0 0 0 120,000 moTes.

15| 207,200 399,500 73,000 717,000 730,500 247,500 3,705,000 1 Central America includes Mexico

% 6.7%  12.9% 25.2% 1.8% 4.2% 5.0% 2. Southeast Asia includes Singapore, Thailand, South Korea, and Phillipine

18]

19

| 20 Jlipines

121

| 22|

23]

|24 |

Ea

|26 |

127 |

26|

|29 | |

30 34 b

W 4 » wn)Sheetl (Sheet2 f sheeta / 1 4 » nhsheetl {Sheet2 {Sheets / < ¥l

Ready LM

8 Close all open workbooks.

Getting Panes

Split isthe option in the ow m at allows you to split the view of the active spreadsheet. You
can then arrange the it view to allow you to watch different parts of the spreadsheet

¢ Horizontal
Split Bar

1
2
3
4
5
A
7
g
=]

M 4 » W)\ Sheetl { Sheet2 / Sheets / [<

I

Vertical Split Bar

Y ou can alter the position of the split bar using your mouse. To move a split bar, position your mouse
pointer over top of the bar. When the double-headed arrow is displayed, press and hold the mouse
button and move the bar to the desired location.
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Exercise

Open the Flaming Hot Skis Sales Report workbook.

251

Select cell F4.
From the Window menu, select Split.
A I B [ ¢ | b | E ] F | 6 | H | L K s

1] Flaming Hot Skis Inc.
| 2 | Worldwide Sales - Year to Date
| 3 | L
| 4 | Diowenhill Total | [ % Country | Totar Showhoards -
| 5| Region Bronze Silver Gold Downhill Leisure | Eskimo | Morway | X Country | Junior Senior
| B | Canada 10,000 15,000 30,000 55,000 800 200 2,000 3,000 2,000 3,000
| 7 | ‘Wvestern USA 105000 150,000 245000 500,000 54000 B3000 125000 242000 0 30000 25000
| 8 | EasternUSA 215000 305000 475000 995000 75,000 85,000 195,000 @ 355000 45,000 50,000
| 9 | Central America 3,000 4 500 5,000 12,500 2000 2500 1,500 §,000 a a
| 10| South America 10,000 12,000 7500 24,500 3,500 2500 5,500 11,500 0 0
11 Europe 45,000 50,000 80,000 785000 10,000 12,000 18,000 40,000 10,000 15,000
| 12 | Japan 5,000 7500 10,000 22,500 3,000 8,000 7500 18,500 5,000 7500
113 | Hong Kong 50,000 70,000 70,000 790,000 20,000 22,000 30,000 72,000 25,000 30,000
| 14 | Southeast Asia 25000 30,000 30,000 245,000 apo00 120000 15000 35,000 1] 1]
1 15| Total World 465,000 654,000 952,500 2,074,500 176,300 207,200 399,500 FEI000 117,000 130,500
| 16 | % of World 15.1% 21.1% 30.7% 66.8% 5.7% 6.7% 12.9% 25.2% 3.8% 4.2%

17
| 18 [NOTES:
1 19| 1. Central America includes Mexico.
| 20| 2. Southeast Asia includes Singapare, Thailand, South Kare za, and Phillipines.

21 v
4« » w]Sheetl { Sheet2 / Sheet3 |<¢ SES >

Drag the horizontal split line down so t
Use the vertical scroll bar to scroll
Notice how the upper two window

Click on the horizontal screll in
windows change.

Notice how the two

wi th

middle of the screen.
ksheet.

oll down together.

acolumn scroll left or right together.

bottom left and bottom right panes to observe how the

so that cell G10isvisible in the middle of every pane.

Select cell e panes
Type:
| I d E | F | &6 | H | I [ 1 -~
55,000 800 200 2,000 3,000 p 55,000 goo 200 2,000 3,000 2,00
500,000 54000 63000 125000 242000 0 300 S00000 54000 63,000 125000 247000 30,000
995,000 75000 85000 195000 355000 44 Q05000 75000 85000 125000 355000 45000
12,500 2,000 2,500 1,500 5,000 12,500 2,000 2500 1,500 6,000 C
24,500 3,500 2000 5,500 14,000 24,500 3500 2000 5500 11,000 C
185,000 10 ,DDDI 120001 18,000 40,000 100 185,000 10 ,DDDI 120001 18,000 40,000 10,00C
22,500 3,000 g ,DDD. 7500 18,500 4 22,500 3,000 g ,DDD. 7500 18,500 5,00C
90,000 20,000 22000 30,000 FRO000 20 1900000 20000  Z2000 0 30,000 720000 25000
45,000 g,000 12,000 15000 358,000 as,000 g000 12000 15,000 38,000 C
2074500 176,300 206,700 399500 782500 174 2074500 176,300 206700 399500 782500 117000
Total ¥ Country Total 2 Total # Country Total S A
Downhill | Leisure | Eskimo | Morway | X Couwntry | Jur| Downbill | Leisure | Eskimo | Morway | X Countwy | Junior
55,000 800 200 2,000 3,000 p 55,000 goo 200 2,000 3,000 2,00
00,0000 54000  G3000 125000 242000 300 500000 54000 63,000 125000 242000 0 30,000
995,000 75000 85000 195000 355000 44 Q05000 75000 85000 125000 355000 45000
12,500 2,000 2,500 1,500 5,000 12,500 2,000 2500 1,500 6,000 C
24,500 3,500 2000 5,500 14,000 24,500 3500 2000 5500 11,000 C
185,000 10 ,DDDI 12 DDD! 13,000 40,000 100 185,000 10 ,DDDI 12 DDD! 13,000 40,000 10,00C
22,500 3,000 g,000 7500 18,500 4 22,500 3,000 8,000 7500 18,500 5,00C
90,0000 20,000 22000 30,000 o002 190000 20000  F2000 30,000 FE0000 25000
45,000 g,000 12,000 15000 358,000 as,000 g000 12000 15,000 38,000 C
2,074,500 176,300 206,700 399,500 782,500 TY¥ 2,074,500 TF6.300 206,700 399,500 782500  TIE.000
» W Sheetl { sheet2 / Shests [< Bl >

Remove the split bars by selecting Window, Remove Split.

Close the workbook without saving any changes.
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Summary

In this lesson you looked at some of the tools you can use to display different parts of the worksheet,
or to check or proof the datain the worksheet. Y ou should be familiar with the following:

= How to usethe spell checker = Displaying different parts of the worksheet
= Sorting data = Displaying different parts of multiple workbooks

Review Questions

1. The spell checker in Excel has a built-in feature to verify the accuracy of numbers, dates, time
values.
a True b. Fase
2. How many columns can be set up as sort keys? °

a Two c. Four
b. Three d. Thereisno limit

3. What is the header row?

4. Ascending order sorts the data in alphabetical or
the datain reverse alphabetic or numeric order

a True b. Fase
5. You can create a new window for the in order to see different parts of the samefile.
a True b.

6. How can you arrange the win

er, whereas descending order sorts

a Tiled
b. Horizontd . f the above
c. Vertica

7. When you cr indows, all windows are active at the same time.
a e b. Fase

Th li the number of windows or views you can open other than the size of your
scr

a b. Fase

you split the window?

Horizontally d.  You cannot split the window
b. Verticaly e.  All of the above

c. Four panes

10. Identify on the following image where the horizontal split bar is.
i Book1 (=3

A c D E F

~

M 4 » v} Sheetl  Shest2 { Shesta / | ¢ 3l
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Lesson 6: W

A T b gt 4 S S S S )

Objectives Suggested Timing: 1 Hour
In this lesson you will look at how to turn your numerical data into a chart as well as what options are available
with charts. On successful completion, you will be familiar with the following:

= What charts are and how they interpret numerical data = Creating the chart

= How to select the correct chart type for your data = Making changes to the chart

Understanding Charts

E A chart is a pictorial representation of the data you enter in a worksheet. Oft e a more
descriptive way of representing your data. As a result, the people receivi on provided
by your spreadsheets may be more willing to examine a chart than try mbers.

3.2.10

Excel can display worksheet information in a variety of different w orating fonts, patterns,
symbols, graphics and 3-D (three-dimensional effects), Excel's ch ction is an extremely
professional presentation tool.

You create a chart by selecting data from the work
Wizard to create the chart. Once you have created yo
be saved with the data. It does not matter whet

placed it on the spreadsheet with the data. Usi
An embedded chart is a chart that is di nt
charts that are contained on their own ¢ eef.

Each set of data in the graph is ¢ for example, the six-month figures for Advertising
expenses comprise one series, the figures for Taxes comprise another series, etc. The
graph’s horizontal line is referr e X-Axis. The graph’s vertical line is the Y-Axis. You will
have the opportunity to lab oth axes. If the information you are plotting contains several
data series, you may wish t end to explain the meaning of each linein aline chart, or bar in
abar chart.

Ilow the prompt of the Chart
save the workbook, the chart will
eated a separate sheet for the chart or
Zard, you can create an embedded chart.
e sheet as the data. You can also create

The color charts Creates are interesting to look at on the screen, but you may get very
different r (o] d the chart to your black and white printer. To ensure that you get the
ay shades, cross hatching, or the black/white options to differentiate the data
may also want to print each choice to see what the final result is, e.g., some
ading darker (or lighter) than shown on the screen, colors are different than shown
reen, patterns are too distracting with side by side bars, etc.

biggest advantages of having a chart feature is the ability to display the datain aformat that
be used in presentations or reports. Charts tend to show obvious trends or patterns for specific
s; this can be used for impact when delivering presentations to others (e.g., showing the success of
each product line to sales staff, annual staff meeting to discuss the company’ s progress, etc.).

To create a chart, use one of the following methods:
=  Select Insert and then Chart.
=  Click onthe |ud| (Chart Wizard) button from the Standard toolbar.
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|!!| Exercise

1 Openthe Monthly Sales Volume workbook and save it as Monthly Sales Volume - Student
2  Select therange of cellsfrom A3 to G7.

Note that the row and column titles were included in this range. However, the total values were
not because you want the chart to include detailed data. Including the totals will make the final
chart appear confusing in this case.

3 Click the |ill| button from the Standard toolbar.

The first dialog box of the Chart Wizard
will now display and ask you to select the
kind of chart you wish to use to represent | _ . g Sy

the data. 1 T ~
ab il
|ﬁ Line

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types | Custom Types

> Pie
. ¥ (Scatter)
| - b
If you are unsure which chart type may be @ Doughrut [T
the most appropriate, you can click on the %:j;:ce
Press and Hold to View Sample button || ‘s; eustie Z @

to preview the chart type with the
Currently%lected data. (ciéutzr;'geor':sstliolumn.CDmpares values across

[ Press and Hold to View Sample ]
[(net= ][ Fnsh |

art type and Clustered Column (upper left) in the Chart

If necessary, select Colum

View Sample button to preview the chart, then release and click

Chart Wizard - Step 2 of 4 - Chart Source Data E]E|

Data Range Series

40,000

35,000
30,000 .
25,000 B Socter, J
0000 n B Twest,
* o Grey, B.
15,000 O Eauer, £,
10,000
5,000
o
Janwary  February March  Aprl My June
Data range:
Series in: () Rows
) Colurmns
Cancel ] [ < Back ” Mext = ] [ Einish
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The wizard will then display a sample of your chart and indicate the range that you selected in
step 2.

If you did not specify a range in step 2, or you noticed that the range you selected was
inappropriate, you could re-specify the range at this point. It also allows you to alter the display to
change the way the information is displayed in the chart. Switching between rows and columns
will swap the information displayed on the X-axis and the legend.

Note that when you selected the range in step 2, you included the column and row headings in the
range. When you include the headings in the range, Excel will include them ast is labels

and in the legend in the chart display. If you do not include any headings in the ran el will
use the generic text descriptions Series (n).

6  Select the Columns option button and view the sample chart that now QV

7  Select the Rows option button again.
8  Click the Next button.

The chart wizard then displays a dialog box in which yo ch

the chart will appear:

ious options about how

Chart Wizard - Step 3 of 4 - Chart Options

S Axes Gridines | Legend | DataLabels | Data Table
Chart Litle:
40,000

35,000
30,000

25,000 || o Footr, J
B Turest, M

Cateqary (%) axis:

Walue () axis 20,000
- ( ) O Grey, B.

15,000 O Bioier, &,
10,000

5,000
a

H—b‘sp ‘f‘f" \1?‘?\‘} "-’ﬂ& ")@ \ﬁ-
47

[ Cancel ][ < Back ” Mext = ] [ Einish ]
This digto W several tabs to change how the chart will appear when the Chart Wizard is

CO

Allows you to add a chart title and titles for the X (horizontal) and Y (vertical)
axes. These can also be entered after the chart is created.

Indicate whether the labels are to appear onthe X or Y axis.

Gridlines Indicate what gridlines you wish at the back of your chart.

Legend Indicate whether you want a legend (tells the audience what is being charted)
and where to placeit.

Data Labels Indicate whether you want data labels to appear on the chart. These will be the
same asthe labels used in the X axis.

DataTable Indicate whether you want the data used to create the chart to appear under the
chart.

9 IntheTitlestab, click in the Chart title text box, type: Monthly Sales Volume and press the (Tab)
key.
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10
11

12

13
14
15

16

17
18

19
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In the Category (X) axis text box, type: Month and press the (Tab) key.
In the Value () axis text box, type: Dollars and press the (Tab) key.

Notice that the sample chart automatically updates with the entry that you make in each text box
whenever you exit that text box.

Select the Axestab.
Chart Wizard - Step, 3 of 4 - Chart Options
Titles aridines | Legend | Datalabels | Data Table
Primaty axis
Cateqary (%) axis Monthly Sales ¥Yolume
(&) Aukomatic 40,000
35,000
(G 30,000 | [B3octer,J
) Time-scale 2 es000 B Toveet, M
Yalue () axis g 212'323 Il O Grey, B
10:000 O Eoxer, &,
5,000
0
\-Fss: .\.‘Jéﬁ \1?‘?':} "-"Q& ")@ Yr

]

eson the X and/or Y axes.

][ < Back ” [lest =

J

[ Cancel Einish

Thistab allows you to display (the def

Click the Category (X) axisand Value is checkboxes to turn them off.

Click on these two checkboxes aga p.them on.

Select the Gridlines tab.

Chart Wizard - Step, 3 of 4 - Chart Options

Titles fes Legend | Datalabels | Data Table
Cakegory (2} axis
Monthly Sales ¥ol
[ maijar gridiines onthly Sales ¥olume
[ Minor gridines 40,000
35,000
walue () axis . Zg-ggg | [@5ester d
Major gridiines £ 20000 11 B Tweet, M|
& O Grey, B.
[ Minar aridiines a :;:ggg i o B:ih N
5,000
i
r B :
\-Ffﬁ..‘fem \1?‘?\ ¥ ")@ i
Mosth
’ Cancel ] [ < Back ” et = l [ Einish ]

The Gridlines tab allows you to display gridlinesonthe X and Y axes.

Click the Major gridlines and Minor gridlines checkboxes in the Category (X) axis section to
turn them on.

Click the Minor gridlines checkbox in the Category (X) axis section to turn it off again.

Click the Major gridlines in the Value (Y) axis section to turn it off, and the Minor gridlines
checkbox to turn it on.

Turn off al gridlines.
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20
21

22
23
24

25

27

28
29

Click the Major gridlinesin the Value (Y) axis section to turn it on.

Select the L egend tab.

Chart Wizard - Step 3 of 4 - Chart Options

Titles Aes aridines |} DataLabels | Daka Table

Shiwe legend
Placement

®betten soom
O Carner £ Zso0o m
£ 20000
g s
O pight 5,000
0

O Left . I
5—8f o« 3 -3?9@ S
&
Month
||:| Saoter, J. B Tweet, M.0 Grey, B. O Boxer, s.|

[ Cancel ][ < Back ” fext = ][ Einish ]

Monthly Sales ¥Yolume

This tab alows you to display the legend for the ch
change the placement of the legend on the chart.

It), or turn it off. You can also

Click the Show legend checkbox to turn it of
Click the Show legend checkbox to turn

Select each of the Placement option b
Bottom option button.

Select the Data L abels tab.

bserve the changes to the sample box. Select the

Chart Wizard - Step, 3 of 4 - Chart Options

Titles Axes aridlines | Legend D Data Table
Label Contains
D Series name Monthly Sales ¥Yolume
|:| Category name 40,000
35,000
[ value o 50,000 T
£ 25000 1
3o
8 oo
5,000
i
; ol x> fe ;
Separator: - 5-°‘$p Q:fe‘ g ot
Mosth
||:| Saoter, J. B Tweet, M.0 Grey, B. O Boxer, s.|
[ Cancel ] [ < Back ” et = ] [ Einish ]

Select the Value checkbox, and observe the changes to the sample chart.
Select the Series name checkbox.

Notice how Excel gives you the option to display the values or series names with the chart, if
required. Remember that too much information on your chart can be just as distracting as not
enough.

Turn off the Value and Series name options.
Select the Data Table tab.
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Chart Wizard - Step 3 of 4 - Chart Options

Titles Aes aridines | Legend | Data Labels

[] Shows data table
Monthly Sales ¥Yolume

40,000
35,000

W 0000 r
£ 25000
= 20000
£ 500
10,000
5,000
0

H-SSSK Vf“ - \w\‘}’ "-’ﬂ& \’@ »9\5”
X

||:| Saoter, J. B Tweet, M.0 Grey, B. O Boxer, s.|

[ Cancel ][ < Back ” fext = ][ Einish ]

30 Click the Show data table checkbox to turn it on. Select the L&
legend checkbox to gain some more space.

turn off the Show

31 Click the Show legend checkbox to turn it on agai t the Data Table tab. Click the

Show data table checkbox to turn it off.
32 Click the Next button.

Chart Wizard - Step 4 of 4 - Chart Location

Place chart:

|_|_l_ () As new shest: Chartl

(%) As obiject in:

(o] )

The fourth and i ox in the Chart Wizard provides you with the opportunity to
is to be displayed. The two choices alow you to select between
he same sheet as the data or on a separate tab containing only the chart

33
he Ch olbar opens and the chart is displayed on Sheet 1.

any white area of the chart, and drag it down so that the top left corner of the chart isin
I A10.

If necessary, scroll down the worksheet to view rows 10 to 32.

The chart is inserted based on a default size for the data, and can be resized by dragging any of
the eight handles around the edge of the chart. These handles indicate the chart is selected and
will display the chart options in the Menu bar and toolbars so you can make changes to the chart.
If you do not see these handles, then you are in the worksheet mode of Excel.

36 Click on the bottom right corner of the chart, and drag it down to cell G32.
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The chart should appear similar to the following:

A B | ¢ | o | E | F | & H
3 |SalesmanlJanuary  February  March April Way June Total
| 4 [Sootar, ). 35,000
5 |Tweet,M.| 10,000 - =
6 [Grey,B. | 21000 | Chartérea =TT E ENE TR
7 Boxer, 5. 37000 22000 23000 25000 31,0000 28,000] 166,000
| & |Total 103,000 54,000 66,0000 74,000 a&1,0000 71,000
]
EmB. L] L]
11 Monthly Sales Volume
12
13
N 40,000
| 15 | 35,000 I
16 30,000 1
17
ER » 25,000 H
[15] | = 20,000 §
200 | o 15000 H -
20 P o000 Hi [HIHH "
2 :
=l 5,000 H — —
24 0+
25
= 2 o & 7 @
26| PN -
| 27 | ¥ &
| 28 |
ﬁ Month
| 30|
T |3 Sooter, J. @ Tweet, M. O Grey, B. O Boxer, 5. |
EAL ] |

37 Save the workbook.

Selecting Chart Types

E You may decide that the ty f t you selected is not suitable to display the spreadsheet

. information appropriately. Excel he opportunity to change the chart type.

depend on what you are trying to show. Line charts are better for
volume and pie charts are better when trying to show portions of

The type of chart that you

trends, bar charts are

thetotal.

Excel provi y of chart types and several subtypes within each major type. The following
explains e of the chart types:

Column to compare values over time or categories. Thisisavertical presentation.
Use to compare values over time or categories. Thisis ahorizontal presentation.
Use to compare continuous trends.

Use to compare series that make up the whole.

(Scatter) Useto determine data patterns.

Area Use to compare a continuous change in volume.

Doughnut Similar to the pie chart, but for more than one set of data points.

Radar Use to determine patterns or trends with points matched up by lines.

Surface Use to display trends in values with a 3-D presentation and a continuous surface.
Bubble Use to compare three values. The values are displayed like a scatter chart, but the

points are presented by bubbles.
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Stock Use to display high-low-close data. In order to use this display, you must have at least
three sets of data.

Cylinder Similar to bar and column charts, but using a cylinder shape.

Cone Similar to bar and column charts, but using a cone shape.

Pyramid Similar to bar and column charts, but using a pyramid shape.

There are two-dimensional and three-dimensional choices. Three-dimensional charts be more

interesting to look at, but may be more difficult to interpret.

Make sure the chart is selected before you use one of the following methods to change the ch pe:
= Select Chart and then Chart Type. &
= Click onthe down arrow for the (Chart Type) button.

ﬂ!_!_“ Exercise

1 Make surethe Monthly Sales Volume - Student workbookgs.active screen.
2  Click anywhere inside the chart.
3 If the Chart toolbar is not displayed, select View, art from the menu bar.
4

Click on the down arrow

for the button. | T

Select the chart type.

Month

|+ Sooter, J. —=— Tweet, M. Grey, B. Boxer, 5.
| 1 [ ] [ |

6  Click on the down arrow for the button.
7 Select the chart type.
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The chart should now appear similar to the following:

Monthly Sales Volume

||:|January B February O March O April B May 3@ June
[ 1

8 Savethe workbook again.

K}
\v
N3

pearance of the chart by selecting
the legend.

Making Changes to the Chart

E Once the chart has been created, you can still make ¢
one of its elements, such as series color or pattern;

M Exercise

3.2.10

A W DN PP

Format Data Series

Axis W Error Bars | Datalabels | Series Order | Options
Border Area
’ G} Aukomatic @ Automatic
O Mone O Mong
() Custom EEEEEEERER
EENEEEEER
Shyle: w
| | o E
Color: Automatic | L] |
Weight: w —
[ ] | |
[ shadow H N EEENR
Fill EFfects...
Sample
‘ [ Irevert if negative
I Ok ] [ Cancel

6  Pick another color of your choice and click OK.

Excel now changes the color for this series.
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Double-click on the legend.

Format Legend

X

| Fonk Placement
arder Area
(%) Automatic (%) Automatic
Oﬁone (:}Nong
() Cuskam EEEEEEEN
HEEEEEEREEN
| N HEEN
]
S'eight: —
[ shadow u o u
H B EEEER
il [ Fill Effects. .
[ K, ] [ Cancel

|

Click on the Font tab and change the size of the legen

Click on the Placement tab and change the loc

your changes.

40,000

Monthly Sales Volume

)

35,000 -
50,000 4
25,000 -
20,000 4
15,000
10,000

Dollars

5,000 A
D - |

N

Chatt Area

v

OSocter, J.
W Twveet, b,
[ ]
OGrey, B.
DElox_er, =,

Biorder Area

O Butomatic (O Automatic

Oﬂone ONong

@Custom EEEEEEEN
HEEEEEEREEN
O [ HEN

HEHHHE
| | |

HN EEENR

Sarmple [ Fill EFfects... ]

[ OK l [ Cancel
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to be Right. Click OK to see
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11
12
13
14
15
16
17
18
19

20

Click on None from the Area section. Click OK.

Select Chart, then Chart Options.

Click on the Gridlinestab.

Click onthe Major gridlinesoptioninthe Y axis, if not already selected.
Click on the L egend tab.

Click on the Bottom option and then click OK.
Double-click on the legend and then click on the Font tab.
Change the size to be 9 pt, then click on OK.

Double-click on the text for the X-axis (i.e., January, February, etc.) ize for this
text to be 9 pt and click OK.

Double-click on the text for the Y-axis (i.e., Dollars) and chan e @f'this text to be 9 pt
and click OK.

Y our chart should look similar to the following:

Monthly Sales Yolume

40,000
5,000 ]
30,000 H M

23,000 H

20,000

Dollars

15,000 H
10,000 H H H
5000 H H

January February  March April Ifay June
Month

|E|Sooter,J. B Tweet, M. OGrey, B. OBoxer, 5.

\Nkbook.

esson you looked at how to turn your numerical data into a chart as well as what options are
ith charts. Y ou should now be familiar with the following:

chartsare and how they interpret data = Creating the chart

°40W to select the correct chart type = Making changes to the chart
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Review Questions
1. Whatisachart?

2. List thetwo ways you insert a chart.

a b.

3. You can only select one chart type whenever you create a chart; you can change it aftes the chart

is created though.
a True b. Fdse

4. What doesthe term “Series’ refer to?

a  Thedatabeing used in the chart c. Thegroup of char
types of data

b. Thetype of chart being created d. Thetitlefor

5. What dothe X and Y axesrefer to?

6. If you wanted to compare a continuous trend, whi art'would you create?
a  Column c. Line
b. Ba d. PFie

7. Anareachart type can be used to comp. inuous trends in volume.
a True

8. ldentify the 3-D bar chart

b. F
t% wing diagram:

the colors for the itemsin the chart and you cannot adjust the color of these items.
True b. Fase

dition to changing the placement of the legend, you can also change the size of the font or the
font used.

a True b. Fase
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Lesson 7: G

[rr e s S e s e R e P R

Objectives Suggested Timing: 1 Hour

In this lesson you will look at how to preview your worksheet to ensure it has the information displayed as required
and then how to print the worksheet. On successful completion, you will be familiar with the following:

= How to preview the worksheet = Adding a header or footer

= Adding or removing page breaks = How to have column titles repeat on page
= Changing the page settings = Customizing other options before

= Changing the margins or orientation = How to print

N\

ost exactly as it

Previewing the Worksheet

E Prior to sending your worksheet to the printer, you can preview it o

T aa would appear when printed.

Previewing a worksheet before printing is environmentally fri
waste in many cases.

VES unnecessary paper

The following toolbar will appear at the top of the pri

[ Zoom ] [F‘rint...] [Setup...] [Margins] [F‘age EireakF‘review] [ Close ] [ Help ]

Next Moves to the next page in int ument (if a next page exists in the proposed
printout).

Previous Moves to the previous he report (if a previous page exists in the proposed

printout).
Zoom Zooms into or f ific area. You can use the scroll bars to move around the
worksh Itern , zoom in and out of particular areas of the preview by

moving.the ifying glass to the desired area and clicking on the left mouse button.
zoom you in on the desired area, the second click will zoom out.
0 this with the mouse.

The
C
Print the'Print dialog box allowing you to set printer options and send the document
< ‘ (o} nted.

t
Vvides access to the Page Setup dialog box to make changes.

Setu

S Changes the display to show the page and column margins. You can click and drag to
change the margins.

eBreak  Displays the page breaks in the document. Y ou can point at the page breaks and drag
iew them to a new location to change the location of the page breaks.

Close Closes the preview screen and returns you to the main worksheet.
Help Selects Help for print preview.

Notice that the total number of pages in the printout is displayed in the status line at the bottom of the
screen. This can be a helpful reminder of how many pages will be in the printed output.

To preview the worksheet, use one of the following methods:
=  Select Fileand then Print Preview.
=  Click onthe|<| (Print Preview) button in the Standard toolbar.
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If you have a chart in the worksheet, take note that where the chart previews or prints is determined by
where it was placed in the worksheet. If the chart was created to be on the same worksheet as the data,
the chart will be seen on the same page as the data. This can be changed by moving the chart to a new
worksheet, or putting a page break between the data and the chart. Also take note that if you are using
a black and white printer, the chart will also appear in varying shades of gray; it will only appear in
color if you have changed the printer to one that printsin color.

|!!| Exercise

1  Open the Budget - Student workbook.

te. This is

> If you see a dialog box asking you whether you want to update the data sourc
open.

due to the fact that the data for the LY Totals column came from another wo

N

Select File, Print Preview.
3 Point at any part of the worksheet on the screen and click the | eft
Note that you zoomed in on the worksheet at the positi

ou ¢l when you clicked your

Mouse.
4  Click again and you will return to afull page vi
5  Click the Zoom button.

Note that the Zoom button also performs n as the mouse.

Use the vertical and horizontal scroll b er parts of the worksheet.

6

7  Click on the Zoom button again ill return to afull page view.
8  Click the Next button to view
9

Click the Previous button st page again.
10 Click ontheCloseb

11 Close the work ith ing any changes.

Adding Pa

2.2.1

m the menu bar. The position of the cursor prior to selecting this menu option will control
age break occurs.

remove a page break by selecting the same cell, then select Insert, Remove Page Break.
can aso remove all page breaks in the worksheet at the same time by selecting the entire
worksheet first.

Excel will ignore any page breaks that you add in if you select the Fit to option in the Page tab of the
Page Setup dialog box.

The positioning of page breaks is often a trial-and-error process. Excel offers atool to assist you with
the process of changing the page breaks. When you select Print Preview, you will note a Page Break
Preview button on the toolbar. Clicking on this button will provide a special view of the spreadsheet
with the page numbers highlighted on the screen.

In this mode you can drag the page breaks to the area you wish to have them. Excel will make the
adj ustments necessary to accommodate the information in the space you have indicated.

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



USING MICROSOFT OFFICE EXCEL 2003 267

Exercise

Open the Flaming Hot Skis Sales Report workbook.
Select cell F4.

Select I nsert, Page Break in the menu bar.

A [ 8 [ ¢ | o | E F [ e | H | 1+ [ 4o | kK =

1 Flaming Hot Skis Inc.
1 2 | Worldwide Sales - Year to Date

3
=N Diowirrhiill Total % Couritey 1 Total Snowhoards
| 5 | Region Bronze Silver Gold Downbilf | Leisure | Eskimo | Morway | X Countny | Junior Senior
| 6 | Canada 10,000 15000 30000 55,000 800 200 2,000 3,000 2,000 3,000
| 7 | ‘Western USA 105000 150000 245000 500,000 54000 63000 125000 242000 30,000 25000
| 8 | Eastern USA 215000 305000 475000 995000 75000 85000 195000 355000 45000 50,000
| 9 | Central America 3,000 4 500 5,000 12,500 2,000 2,500 1,500 £,000 1} 1}
| 10| South America 10,000 12,000 7500 24,500 3500 2,500 5,500 19,500 0 0
111 | Europe| 45000 60000  BOOOO 785000 10000 12000 18,000 40,000 10,000 15,000
| 12 | Japan 5,000 7500 10000 22,500 3,000 §,000 7,500 18,500 5,000 7,500
113 Hong Kong 50000 70000 70000 90,000 20000 22000 30,000 Feo00 250000 30,000
| 14 | Southeast Asia 26000 30,000 30,000 85,000 8000 12,0000 15,000 35,000 0 0
1 16| TotalWorkd 468,000 634,000 952,500 2,074,500, 176,300 207,200 399,500 783,000 717,000 130,500
| 16 | % of World 15.1% 21.1% 7% 66.8% 5.7% 6.7% 12.9% 25.2% 1.8% 4.2%
17
| 168 |MOTES:
1 19| 1. Central America includes Mexico.
| 20| 2. Southeast Asia includes Singapore, Thailand, South Korea, and Phillipines.

21 v
W« » n\Sheetl ; sheet2 £ sheet3 / |< ¥

Notice page break lines now appear in the icate where the page breaks are. There

are no other indicators of page breaks.

4 Select File, Print Preview in the Click on the Page Break Preview button in the
toolbar.
Welcome to Page Break Preview @
¥ou can adjust where the page breaks are by
clicking and dragging therm with your mouse,
[JiDo nat show this dislog again. |
5 Click ti [ not show this dialog again option and then click OK.
Flaming Hot Skis Inc. I
[Worldwide Sales - Year to Date :
Drzwnhill Tatal X Country Tetal Enowbeards Tots! | Total zaf
Region Branze Filver Gald Sl Leizure Eskima Marveay N Lty Junior Fenior Snendoard orid
Canada 10,000 15,000 50,000 FE vk SO0 200 2,000 5 2,000 3,000 SOt | SEEE 2O
western US4 105,000 150,000 245,000 et sy 54,000 63,000 125,000 iz ode 2 g 30,000 25,000 FLow ) KRR 2EFr
Eastern LIZA 215,000 305,000 475,000 ot cing 75,000 5,000 135,000 foexrnig 45,000 50,000 SEdor  KEEE A5 5T
(Central Amarica 3,000 4,500 5000 Ao 2,000 2,500 1,500 &, LR o ] o KEEF 6T
South America 10,000 12,000 7,500 fetirr g 5,500 2,500 5,500 oy n a {?I FEEF L3E
Eurepe 45,000, £0,000 0,000 EES AR 10,000 12,000 15,000, A5 10,000 15,000 srooe | seEE F I
dapan S,y 500 10,000 fetor g 3,000 5,000 7,500 R 5,000 7,500 Ao Eor | SEEE L7
Hong Kang 50,000 40,000 0,000 Loy 20,000 22,000 50, QY P 25,000 30,000 FEoos ) FEEE 62T
Foutheast Asia 25,000 30,000 50,000 SR 000 12,000 15,000 R n a e‘?l FEEE FAT
Foraf World 5L B05 H5L 008 SEE X048 2 OFd 508 FFE 3040 207 2084 F53 584 FEE 008 FIF 88948 FE0 500 | 247 500 | FEEE
I of Forlfd -2 =4 SLEE FO. 7T 55T rr &I f =2 2521 FET £.32T S.MI
WOTES: I
1. Central America includes Mexico. 1
= =i ) = % Hites

Depending on how much is displayed, use the (PgDn) key to view the pages.
Select View, Normal to return to the worksheet.

Make sure you are in cell F4 and then select I nsert, Remove Page Break.
Select cell J4, then select Insert, Page Break.

If necessary, select cell J4 again. Select I nsert, Remove Page Break.
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Customizing the Printout

E Excel will make some assumptions about how you want your document printed out. Normally, the
page settings will be:

1.4.2

= for aportrait (vertical) orientation

= scaled to print the way it appears on your screen

= onthe default paper size for the printer you are using
= 1" top and bottom margins; 4" left and right margins
= no header or footer

= nogridlines or row and column headings

= if the worksheet is larger than one page, then divide the worksheet i
down each consecutive strip starting from the left-most strip

s, and print

Y ou can change these and other settings by selecting the appropriate s @ the Page Setup.

Page Settings
Pageisthe tab in Page Setup that allows you to change the teristics of the printed output.

Page Setup
P il Margins | HeaderjFoater | Sheet
Crrienkati
L,
[
O porat Lt
) adjust to: (100 3 % normal size
) Fitho: |1 % | pagels) wide by |1 = tall
Paper size: Letker (8.5 % 11 in.) Ad
Print guality: w
First page nunber: Auko
[ Ok ] [ Cancel ]

Thefollo s the items you can change on the Page tab of the Page Setup dial og box:

tion The page orientation options are Portrait (vertical) or Landscape (horizontal).

This option alows you to magnify or shrink the size of the worksheet
proportionally, or to use the automatic scaling feature to “fit” the worksheet into
the specified number of pages.

Paper size This option lets you specify what size of paper to print. The options will be
limited by the print capabilities of your printer and you must remember to load

the appropriate paper, or select the correct tray from which to print.

Print quality This option determines the density of the print characters. Generally, the higher
the print quality, the more slowly your printer will produce the document.

First pagenumber You can use this option to specify the starting page number for the printed
worksheet. This may be useful if you are fitting some Excel output into another
printed document and you want the page numbering to follow properly. Note
that thisis only effective if you include a page number in a header or footer.
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||_.'._!_|| Exercise

1 Makesurethe Flaming Hot Skis Sales Report workbook is active on the screen.
Select File, Page Setup.
If necessary, click on the Page tab.

Select Landscape in the Orientation area.

a b~ W N

Ensure the Paper sizeis L etter.

/ Not all printers are created alike; therefore, the printer installed for your system ma w the
measurements for the paper size, while others will only show the paper size name.

6 Click the Print Preview button.

Flaming Hot SKis Inc.
Wiorldwide Sales - Year to Date

Dowwkll Tl X Conty Toml

Regiol Bronze Sher Gokl Diwerhl Leknre Emo Mo mEy * Country
Caiaa 1000 1500 oo 55,000 am an 2mn G000
e 28 10 15000 2i50m S0, 000 siom [=xliai] 12500 242,000
Earier 28 2150 [s0m L] 336,000 7500 asmm 12500 355,000
Cetralamerta 3pm [¥=11) smm 12500 2am 25 170 6,000
Sonth amerta 1000 120m T80 3500 J5m 250 5500 11,500
Ewrops: 00 &00m Tom 185,000 o00m 120m 1300 40,000
Japan =0m A0 100m 2500 amm =om T.500 15500
Howg kg Sapm 00m To0gm 130,000 amm 2Z2mm nom TE00
Sorteartich 20m oo o &5,000 s 12mm 150Mm 6,000
ToE! Waortd + B8 00 B 000 B52 50 27 S0 w00 AF A 66 500 FEigm
Far Wikl =) i AT BBEYa SF%a B s 28% 2%

NOTES:
1. Ceniml Amedca chdes Mexko.
2. Sovteartss B hclhudkes Shgapoe, Thakad, St kbea, aid Pi liphies.

W now appears sideways and the page is wider. More of the worksheet now
fit age, but not all of it.

n the eview window, click on the Setup button.

e Page tab, click the Fit to option button in the Scaling area, and verify that the number 1
pearsin both text boxes to the right of this option button. Click the OK button.

e entire worksheet now fits on one page.
In the Print Preview window, click on the Setup button.

In the Page tab, click the Adjust to option button, and type: 160 in the text box or use the
incremental buttonsto roll the number up to 160. Click the OK button again.
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The worksheet will look similar to the following:

USING MICROSOFT OFFICE EXCEL 2003

Region
Canada
‘Western LISA
Eastern USA
Central America
South America
Europe
Japan
Hong Kong
Southeast Asia
Total World
%o of World

MNOTES:

Bronze
10,000
105,000
215,000
3,000
10,000
45,000
5,000
50,000
25,000
468,000
15.1%

1. Central Ametica includes Mexico.
2. Boutheast Asia includes Eingapare, Thailand, South Karea, and Phillipines.

Davenhill
Siver

15,000
150,000
305,000
4,500
12,000
60,000
7,500
70,000
30,000
654,000
21.1%

Gald
20,000
245,000
475,000
5,000
7,500
B0,000
10,000
70,000
30,000
952,500
30.7%

Total
Diawrnfilf

55,000
500,000
9e5,000
J2.900
29,500
185,000
22,500
190,000
85,000
2,074,500
66,855

11

Margins Tab

Y ou can use the M ar gins tab to specify the fol

= whether to center the wor

Exercise

Make sure the F
Select File,

Header/Fooker | Sheet
Top: Header:
1 - 0.5
Left: Right:
075 % 0.75
Eattom: Foater:
1 £ 0.5
Center on page
] Horizontally [ wertically

how much white space (measured in i

the distance between the Header

bottom edge of the page, if they ar

4

4%

4k

he to

In the Print Preview window, click on the Close butto

ange the Scaling to 80%.

l

OK

][ Cancel ]

5

KEY APPLICATIONS 1109-1

e of the page, and between the Footer and the

e horizontally, vertically, or both

is Sales Report workbook is active on the screen.

In the Center on page section, click on Horizontally and Vertically to turn them on.
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6 Click onthe Print Preview button to see the effects of the changes.

7  Click on Setup and turn off the Horizontally and Vertically options. Click on OK to see how
the worksheet would appear without centering.

8  Close from the Print Preview mode and close the workbook without saving.

Header/Footer Tab
2K A header is the text printed he top of

Page Setup

. every page of the worksheet ter is the
Page | Margins || || shest text printed at the bottom of ev e. The
| default is to have nothifig,i er or

footer. The Header /F ocated in

s . the Page Setup dia

[ Custorn Header ... ] [ Custom Footer. .. ] Excel prOVi : andard header or
Foster: [ pu“can create custom
(none) w i i ay f|nd |t helpfu| to
‘ | umbers on print jObS that extend

When you access the Custom Header orgCi er buttons, you will be presented with the
following dialog box:

Footer

To format text: select the kext, then choose the Font button,
Toinsert a page number, date, time, file path, filename, or tab name; position the
insertion point in the edit box, then choose the appropriate button,

Toinsert picture; press the Insert Pickure button, To Format vour picture, place the
cursor in the edit box and press the Format Picture button,

(] ] @) pEE @«

Left section: Center section; Right section;

er 0 Yooter consists of three sections: the Left, Center and Right. These represent the left,
ight parts of the header or footer.

iddle of the dialog box, there are ten buttons. Y ou use these buttons to insert commonly used
ables into the header or footer.

Font This button allows you to change the font and size of the text you have
entered into one of the three sections.

Page Number ~ When you click on this button, a code (&[Page]) is displayed in the selected
section of the header or footer. The page number will automatically start at 1
unless you have changed the starting page number in the Page tab.

& Total Page Clicking this button will cause the code &[Pages] to be displayed. This will
Number be converted into the total number of pages printed. This is often used with
the Page number code to show the page number as a total of al pages (i.e.,

Page 1 of 4).
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Date Inserts the current date (from the computer) into the report. Displayed as the
code &[Date] .

Time Inserts the current time (from the computer) into the report. Displayed as the
code &[Time].

Path & File Inserts the current path (drive and folder location) and file name into the

header or footer. Displayed as the code & [ Path] &[Fil€].

File name Inserts the name of the file into the header or footer. Display the code
&[File].

Tab Name Inserts the name of the current worksheet. Displayed asthie code &[ Tab] .

Picture Inserts a picture into the header or footer. Displays C icture].

For mat Allows you to change the properties for the pictur

Picture °
Open the Budget - Student workbook.
Select File, Print Preview.
en i]\ ape and the Scaling to be 110%.

Exercise

Click on the Header /Footer tab.

Click the Setup button. Change the orientatj
Click on the drop-down arrow for eal eld. Select the preformatted header that shows as

Budget - Student.xls.

oter and select the preformatted footer near the bottom
sdate>).

Click on the drop-down
of thelist (<user name>,

Click the OK button:

Note the standar&

arro th

ter entries on each page.

Budyet - Studentxls

Department Budget
Compansonkigues::
Jan Feh Mar apr May Jun Tp_ta hs
Chargeouts 400000 550000 500000 G000.00 750000 000,00 0a0
Royalies 500.00 700.00 500.00 60000 500,00 500.00

§4,500.00 $6,20000 %45500.00 $6,60000 $8000.00 %650000

Rert 500.00 500.00 500.00 500.00 500,00 500.00
Telephane 70.00 70.00 70.00 70.00 7000 7000
Long Distance 25.00 25.00 25.00 2500 3500 35.00
Internet 50.00 50.00 50.00 50.00 50.00 50.00
Office 50.00 50.00 50.00 a0.00 50.00 50.00
Courier 2500 35.00 50.00 A0.00 3500 35.00
Fostage 16.00 15.00 15.00 1500 16.00 15.00
Books 50.00 100.00 100.00 50.00 50.00
Meals 25.00 50.00 50.00 50,00 2500 25.00
Travel 500.00 300,00 200.0

§ 91000 § 89500 5131000 § @000 $1,71000 § 81000 § 584500 % BEINGN .. -1 8%
Minimum § 9000

Maimum  § 3,000.00
Awerage §  584.50

Studert Fage 1 2122005

Close your print preview.

Save and close the workbook.
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@ Practice Exercise

o 00 A WDN P

10
11
12
13
14

15
16

17
18

Open the Ski Resort Snowfall workbook.
Select File, Page Setup in the menu bar.
Click on the Header /Footer tab.

Click on the Custom Header button.
Click in the L eft section text box.

Type: Page click the button to enter the &[Page] code, type: of then click the " tton to

enter the &[ Pages] code. \

Put a space after each element added, i.e., Page &[Page] of &[Pages].

Click in the Right section text box.
Type: Filename: then click the button to enter the & code
Click the OK button.

Click on the Custom Footer button.
Click in the L eft section text box.

Type: Date printed then click the ic N& Date] code.
Click in the Center section text box and't ur name

Click in the Right section text . Time printed: and click the icon to enter the

&[Time] code.
Click the OK button.
Click the Print Previ

The screen shou to the following:

ew the results of your changes.

Page 1 0n2 Flkvan e SKI RN SN BIEE

L3ke LovEe A8 W LEB BC APhe Mealows, CR KIKWOOD, G4 MENmon Mot viEh CA

SEELITLLINES
FEEEEEEEEEEE]

12400

&
&

ek pied220ms oy Hame Thme pritted:9:48 A

Close the print preview.

Close the workbook without saving.
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Sheet Tab

The last of the sheet tabs in the Page Setup area is the Sheet tab. It allows you to change various
settings relating to how the worksheet will be printed.

Page | Margins | Header/Footer

-
Print kitles - -

Rows to repeat at top:

Columns to repeat at left

Prink
[ aridiines [ rews and column headings
[Jelack and white  Comments: (Nane) w

Print area:

[ Draft quaiiey Cell errors as: displayed w

Page order

)

i

(%) Down, then over
() ower, then down

Bt

i

) [l

(==

|-

(ANER

i
[l
[

[ o

the worksheet is to be printed. If |eft
is useful if you want to print only part of the
or three columns, non-adjacent areas, etc.).

Print area  This option alows you to selec
empty, the entire worksheet i
worksheet (e.g., half of ther

Print titles Thisareaisused if you mnor row titles repeated with each printed page. This
isvery useful if/wh u y rows and columns of data that span more than one

page.
Print ing of gridlines, notes, row and column headings as well as
and whether the spreadsheet is printed in black and white. Take
note t ntrolled in this section are for printing purposes only and that any
applied to cells takes precedence over gridlines.

Page order used to change the order in which multiple pages will be printed.
If you up dialog box from the Print Preview screen, Excel will not allow you to
make ch e Print area or Print titles section of the Sheet tab. Only certain options will be

leb n the fact that you are in the Preview mode currently; you will need to close this view
aking changes to the setup of your worksheet.

ercise

Open the Loan workbook.

Select File, Page Setup.

Click on the Sheet tab.

Click on the button for the Rowsto repeat at top field.

Click on the row 12 header in the worksheet. If necessary, move the Page Setup dialog box to
select the row.

aa A~ W N
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A | 8 [ ¢ [ o [ € T[T F [H

| 1 |Amount of Loan § 100,000
| 2 |Interest 10.00%
| 3 |Term of Loan 25
| 4 |Mthfyear of first payment January-04
| 5 |Ending Balance L
| 6 |Payment Due Page Setup - Rows to repeat at top:

7 .
| 8§ |Payment/Maonth s 7 T
| 9 |TotalTerm § 27261022
| 10 |Total Interest § 17261022

11

T "Bewinning || Principal | | Ending ||

12 Month _ Frincipal __InterestPaid | ___Paid _____Balance _________.
13 January-2004 1310000000 % 83333 % 7837 | § 9992463
| 14 |February-2004 b 9952463 § 93271 % 76.00 § 9954864
| 15 |March-2004 § 9984564 % 83207 & FEE3 § 9877201
16 | April-2004 9977201 % 83143 & FR2T b 99p94.74
17 | May-2004 § 9989474 % 83079 & 7791 § 99p16.83
| 18 |June-2004 § 9961683 % 83014 | & 7856 | § 99538.27
| 19 |July-2004 § 9953827 % 82949 & 79.22 | § 9945905

20 |August-2004 § 9945505  § 02883 & 7988 § 9937918

4 4 » w)\Sheetl sheetz { sheets / <

6 Clickthe button to return to the Page Setup dialog bo
7  Click onthe Gridlines option. Then click OK.
8 Click on the Print Preview button. Press the )

will appear if printed now. ‘

ows 1 to 12, to display at the top of every page.

keys to see how the worksheet

> At step 5, you can choose any contiguous r

The print preview screen for the | e should-appear similar to the following:

Bgnning
Frineipal { ik st e Lennopal pa !
21345 A2

FE D

.
&
0 il

9 Closethe Print Preview window.

Suppose you now want to print a copy of the main criteria for the loan (how much and what the
payments will be) and what the payment schedule would be like in 2006 (how much is left on the

mortgage).
10 Select File, Page Setup. Click on the Sheet tab (if not already there).

11 Click on the button for the Print area field.
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Printing the Worksheet

JiC

1.4.3
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12 Select cells A1:B10 and then scroll down until you see the January 2006 text in cell A37. Then

press the (Ctrl) key as you select cells A37:E48.

The Print area window should appear similar to the following:

Page Setup - Print area: X
$041:$6510,50437 46448
13 Close the Page Setup - Print area dialog box.
14 Click on the Print Preview button. *
Notice you now have a two page worksheet to be printed, with the first p the | iteria

shown here on page 1. BV
15 Pressthe (PgDn) key to go to the second page.
Y ou should see the payments for 2006 on the second page. °

16 Close from the Print Preview mode.

17 Close the workbook without saving.

work.

Once you have previewed the worksheet on t ade sure it is ready to print, you can
select the Print option. Excel takes advant f a ter's ability to produce presentation quality
ive

By default, Excel will only print the cu rksheet of the workbook. Y ou can also choose to
print all worksheetsin the workbo r ected range of cells.

Whether you are printing on a ink jet or laser printer, Excel uses the special fonts, borders
and shading to their maxj . Excel takes the WYSWYG (“What You See Is What You
Get") screen display and d the printer for avery professional presentation.

Printer

Mame: cj_‘%hp psc 1200 series L
Status: Idle —
Type: hp psc 1200 series
wWhere! USBOO1L
Camment:

[T Print ko file
Print range Copies
@ al Number of copies: T
) Page(s)  From: ol To: &

Print what
N Ijil |j¥| [v] Collate
) Selection ) Entire workbook

(%) Active sheet(s)

o o)

To make changes to the printer setup or what will be printed, use one of the following methods to
activate the Print dialog box:

= Select Filethen Print.

¢ Press@H(E).

= Click on the Print button in the Print Preview mode.
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Summar
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Printer Select from the list of printersif you have the option to choose different printers, e.g.,
ink jet, color printer, duplex black and white printer on the fourth floor, etc. You can
also choose other options regarding how the printer works, such as printing the
document to afile that you can take to the printer or changing the printer from printing
double-sided to single-sided.

Print range Select whether to print the entire worksheet, or selective pages.

Copies Enter the number of copies to be printed. You can also select whether want the
copies collated or not.

Print what  Select whether to print the selection in the worksheet only, the entize workbo r just
the current active sheet(s).

Preview Activate the Print Preview mode.

To print the entire document all at once, click on the|=i| (Print) butto d toolbar.

It is recommended that you save your document prior to printing.
during printing, you will not lose your work. If your docum es noty
problems with the printer, use the Printing Files lesson i '

problem and finding a resolution.
M Exercise °

Check with your instructor first, before setti ri for your computer. If you are working on a

p
stand-alone computer, make sure you have a p! available for printing. If you have not aready
done so, set your printer up properly.
e'set up properly. You may want to check to make sure that
, or that you have selected the printer you want to use.
K.

if any problems arise
or you are experiencing
a guide for troubleshooting the

Generally, your printer should
there isa printer connected to y

1 OpentheBudget - S
2 Select File, Pri
3 ClicktheO tt
4  Save warkbook.

esson you looked at how to preview your worksheet to ensure it has the information displayed
d then how to print the worksheet. Y ou should now be familiar with the following:

to preview the worksheet = Adding a header or footer

= Changing the page settings
= Changing the margins or orientation

© CCI LEARNING SOLUTIONS INC.

Adding or removing page breaks ® How to have column titles repeat on every page

Customizing other options before printing
How to print
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Review Questions

1. Why would you want to preview aworksheet prior to printing?

a  Toseehow it will appear when printed c.  Determine whether changes are necessary
for the layout of the report

b. Preventswasting paper if changesare  d.  All of the above
needed

2. List the two ways you can activate the Print Preview mode.
a b.

3. If you have a chart on the same worksheet, the chart will always p ile the data

printsin black and white.
a True b. Fase

4. How can you insert a page break?
a  Select Insert, Page Break C.

b. Select Insert, Break, Page nsert, Break, Page Break

5. Which tab would you use in the Page
a Page
b. Margins

6. Margins can be changed from e as well as the Setup option.
a True
7. Identify what each of ¢hefollo ons represent

ange the orientation of the report?

print the entire workbook, click on the button on the Standard toolbar.
True b. Fdse

en using the Print dialog box, you can print:

a  Theentire workbook d.  Specific pages of the current worksheet
b. A selection in the current worksheet e. Any of the above

c.  Only the current worksheet f. Onlyab,orc
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for Digital Literacy
Unit 4: Using Micr uQice

PowerPoint 3

This unit includes the knowledge and skills required to
communicate effectively with presentation software such as
Microsoft PowerPoint, and to use simple functions specific to
creating and editing presentations (as opposed to common
functions included in Unit 1: Common Elements). Topics include
the ability to create and modify slides in a presentation, create
different types of presentation output and identify the most
effective ways to use a presentation program to communicate
with others.

Lesson Topic

1 Getting Started
Setting Up the Presentation
Working with Text
Formatting Text
Working with Objects
Enhancing the Presentation
Bringing It All Together

NOoOu b~ WN
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Lesson 1: G

A T b gt 4 S S S S )

Objectives Suggested Timing: 1 Hour
The objectives of this lesson are to introduce the basic features of Microsoft PowerPoint to create a simple
presentation. Upon successful completion of this section, you should be able to do the following:

= Move around in PowerPoint = Open, save and close a presentation
= Create a presentation using the AutoContent Wizard = Add and edit text in different views
= Create a presentation using a blank slide

What is a Presentation Manager?

A presentation manager program is designed to create, edit, and manipul arencies, or

on-screen presentati ons.

When creating the components for a presentation, this type of progra you to enter text, draw
objects, create charts, and add graphics. Printing the pr ion ca
(usually alaser printer) or can be sent to a designated printi y to produce the slides. Y ou can
even do your presentations over the Internet. Most ager programs aso have the
ability to distinguish and produce the componentsin printer is available.

What is PowerPoint?

Microsoft Office PowerPoint 2003 (comm red’to as PowerPoint) is a presentation manager
E program that allows you to quickly ' e professional looking presentations including
4.1.1 slides, speaker notes, and audienc

Some of PowerPoint’s key feat

= aSlides tab is included. with
miniature view of your
for the dide

agridisdispl

ine tab in the Normal view so you can see a thumbnail or
layout and design, or switch back to Outline view to type the text

de to help you line up objects on the dlide
= i 0 select when creating a presentation

dialog boxes may appear in a separate window (task pane) on the side of the

scr f sitting over top of the slide
evi

the presentation in the Open File dialog box
galery alows you to add multiple images to your presentation
t ility to manipulate the graphics or objects, e.g., rotating, multiple selection, Text AutoFit,

optimization, etc.
= the ability to save selected objects or backgrounds as a picture
= the ability to draw a variety of objectsto enhance your dides

= the Graph featuresthat allow you to easily create charts and graphs

= the Animation Effects features that allow you to animate objects and text in the presentation, as
well as control the timing on these effects

= organization chart effects and diagram charts to add in the presentation

= options for handling a variety of effects once the presentation is saved to an HTML format for the
Internet or intranet
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= ability to track changes in the presentation when it is sent to others via e-mail

= the PowerPoint Viewer that allows you to view your presentation on computers that do not have
PowerPoint installed

= accessto the World Wide Web directly from within PowerPoint
= the ability to convert your presentation into web pages

Microsoft Office PowerPoint 2003 is a program designed to run under Microsoft Windows, therefore
utilizing the program’ s ability to easily integrate data from other Windows applications.

Working with Presentations

hC

4.1.2

When you start PowerPoint, you can select one of the options in the New pane to
work with a presentation.

Blank presentation Create a new presentation using a blank d
where no colors have been set for any elem
the presentation, such as the text or background.

New Presentation -

New

From design Create a new presentation usin that ] Blank presentation
template contains design elements creat &) From design template
a thl I'd party vendor SUCh as @ From AutoContent wizard, ..

ap , QJ F isti Lati
H age . rom exIsting presentation, ..

Phaoto alburi. .
From AutoContent Create a new pr the wizard  Templates
wizard provided by Micr e for S)QCIfIC Search online for:
types of [ ese presentations
contain g

033. Templates on OFfice Online
ﬂ_;J On oy compuker, ..
[ On oy Web sites.,,

From existing
presentation

presentation using information
other presentation saved on your

Photo alb Create a new presentation that presents picturesin aformat similar to a

hotograph album.
Search o

ates o Go to the Microsoft Office web page to find and download a template either
ine created by Microsoft or by a third party whose template has been approved and
adopted by Microsoft to be downloaded from their web site.

my computer Go to the location on your system that contains templates that can be used in
PowerPoint. These may contain the ones available at the time of installation of
Microsoft Office or templates that may have been downloaded or created and
saved by other users at your site.

Go search on the Internet to find a specific design template.

On my Web sites Go to specific web sites you may have bookmarked or set up. This list will
include any web sites you have bookmarked, not just ones where there may be
some templates or presentations.

Each dide you insert and include in the presentation has placeholders. Placeholders contain the
content you want included on the dlide, and displays with a help message indicating you can click in
that placeholder to either enter text or insert an element, such as a picture, chart or sound clip.
Whenever you see a dashed line box with atip on what to do, thisis a placeholder.
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o s

Click to add title . Double click to add
5 5 clip art

...............................................

The placeholders shown here require you to click inside the placeholder in ord tora
picture. When you see a placeholder similar to the following, PowerPoint wan igk on one of

A [l 8]
L& 2

Click icon to add content
As you place the mouse cursor over the icon, PowerPoint y a screen tip indicating what
object will beinserted if you click onit.
& @

l & Insert Clip Ar;:

To move from one placeholder to ano‘ on a‘dlide, either click in the appropriate placeholder or

press (Cir}+(Enter ),
g new presentations in PowerPoint (see previous page for

There are three main m s for

other methods availab

Blank presentati y the most common method, you start with a blank presentation and

customize for colors, backgrounds, images, etc. to suit your needs.

From desi hese are pre-designed themes using specific backgrounds and colors that
templa Microsoft has set up for you. Similar to the AutoContent Wizard, you need
only to change the text to match the contents for the presentation.
utoContent

x

ou create your presentation, consider saving it so you can access it at alater date. It will also save
u time in case you have to recreate it. Once a file has been saved, you can also save it with a new
name in case you want to keep the original intact.

A wizard that takes you through a step at a time in selecting certain aspects
of the presentation. In most cases, these presentations are pre-designed and
you need only to change the text to match the contents for the presentation.

You can also create more than one presentation at a time, and switch between the multiple
presentations to add or change items as needed.

In addition to creating a blank presentation using the New Presentation task pane, you can also create a
blank presentation quickly by using one of the following methods:

= Select File, New and then Blank Presentation.
= Click onthe |1 | button on the Standard toolbar.

= Press(C+(N).

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



USING MICROSOFT OFFICE POWERPOINT 2003 283

hC

4.1.1

Entering

4.1.3

Before creating your presentation, give some consideration to the following:

= Plan your presentation in draft form before creating on the computer; this will give you a starting
point from which new slides can be added or modified as the presentation evolves.

= Keep the text consistent in format and layout as too many variations of the text can be distracting.
Also, keep in mind that text is generally read from left to right, top to bottom.

= Keep the number of colors used to a minimum. Too many colors on one slide can be, distracting
and take away from the message of the dlide.

= Use contrast to emphasize a message. For example, be aware of the color used for
of the dlides. If the background is white or too light in color, your text ma “logt”
glare of the background.

ground
o the

= Keep points to a minimum. The standard is six points per dide. Al
much reading per slide causes your audience to lose attention quic

ts brief; too

=  Try adding special effects to the dlides, but keep these effect t"and use only when

necessary for effect. For example, if a dide has six pointsgconsi an effect that displays
one point after the other.
= |f using graphs or charts, keep the information to admini lit the information into several

dides. The rule is: “if it takes you a long time t e, it will take just as long for the
audience to read and figure it out”.

= Once you've entered the items and C e presentation, be sure to check that the
presentation also clearly identifies w are.“For instance, you may want to show your
company name and logo on the tit e, b continue to show a smaller logo at the lower
left corner of every dlide. This help: ience to remember that the presentation was delivered
by you.

Remember that the appearance y method of the presentation will determine how successful
you are in reaching your audi . One of the factorsin delivering presentations is being able to
reach the audience ti 0 buy or want more information about your service or product.
This can be accompli cing the most appropriate presentation to match your audience.

ple of ways that text can be entered onto a slide. Neither method is better than the
antages and disadvantages. Focus should be placed on what is easiest for the user:
al the'text at one time in the Outline pane, or using the Slide pane to see exactly where to

ng the Outline Tab

ext can be added either in the Outline tab (similar to using a word

Outline * Slides X

processor), or directly in the slide. The Outline tab is meant to allow you | 1 Hurricanes
to enter text only. Most people will begin their presentation by creating all Marketing Project
the text first and then adding the enhancement features required for the Student Name

presentation. This feature can be very handy for this purpose. o
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Take note of the following:

Using the Slide Pane

In most cases, you will use the S — .
to insert or modify items onfthe + Click to add text
eople pref

Since this view alows yo
everything on the dlide,

to

with a gui
enter th

The Outline tab may also display with if this pane is too small to display the full names of
each tab (i.e., Outline). Click on this tab to display the Outline tab in full.

The first line next to the dlide icon will always be the title for the dlide. As you type text on
thisline, the text will be inserted into the Title placeholder box.

If you press (Enter ) after typing in the title, a new slide will appear, generally in the Title and Text
dlide layout.
Toinsert text for the next text placeholder, press (Ctri)+(_Enter ).

If the slide has the Title and Text slide layout applied, when you press (Ctrl)+ ingin
the title line, PowerPoint will move you to the Bulleted List placeholder.
after typing in the first bullet point, PowerPoint will then display anot next point.

Tomoveinalevel or create a subpoint, press (Tab).
To move back alevel for the subpoint, press +Tab).

When you want to select the entire
dide in the Outline tab, click on the
dide icon for the slide. This will select
everything in the dlide, even though
you will only see the text for the slide.

1@» Hurricanes

fer
work with thi e, when
e clearly
providing you
e'you may want to

‘! Outine " Slides ® Do not confuse the Slide pane with the Slides tab. The Slides tab

1

displays miniatures of your dlides so you can see how the
information is flowing or appears in different areas of the
presentation. Y ou cannot make changes directly to the slide; thisis
e s meant to work similar to an “instant preview” of the presentation.
inniaiy The Slides tab may also display as /' @ * if this pane is too
small to show the full name of thetab, i.e., Slides.

Harricanes
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Use the split bar between the Outline and Slide Panes to show more or less of each pane. For example,
if you prefer to enter al the text for the dlides at one time, drag the split bar to the right to show more
text in the Outline Pane.

Outline Slides x T T - R T O R R T - B - S
25 -~
1 Hurricanes
Marketing Project
Student
2 What is a Hurricane?

Hows Are Hurricanes Named?
+ Considered a Tropical Cyclone

+ Criginates over ocean water

« Temperature is at least 26.5C

+ Grows in height due to unstable cool air

+ Ajr in upper atmosphere above the storm is in & high pressure area

+ Basedon leghn oTword  + LETOT kames prediced
Where STom occrs by Tropkal Frediction
= Humares oo e Cerkri 1253

Abnboor e EmPaiic [ p——
drars - Al fom mae ad
= Twmhoors oo nwes Bm Ema3e roame:
Morih Padfc Gcean of
Frippires
- Cydaes ooarinindan
ard Eouh Padic Oeare

3 n :Huw Are Hurricanes Named?

+ Based on region of world where storm occurs
+ Hurricanes occur in the Atlantic or eastern Pacific Oceans
+ Typhoons occur in western Morth Pacific Ocean or Philippines
+ Cyclones occur in Indian and South Pacific Oceans

+ List of names predicted by Tropical Prediction Center in 1953
+ Alphabetical order
+ Alternate from male and female names

PrrZ e r g2

el Smab

44 w2

AClick to add notes

[E==

Vertical Split B tal Split Bar

L..!| Exercise

As part of a marketing project, you have been information on some of the weather
phenomena over the past few years. Y our b iven the topic of hurricanes. Some research
on the Internet or periodicals will be n and you may not have all of the information, you
decide to begin the presentation with th ion previously compiled. Y ou will create a new
presentation using the Blank Pr i

Start PowerPoint, if not ar
Click in the first text

the dlide that shows Click to add title.
Type: Hurricane
eholder on the dide that shows Click to add subtitle.

D 01~ WDN P

eholder. Thisisthe default slide after atitle slide.
n the |1 | button on the Standard toolbar.
tice how PowerPoint creates a new blank presentation for you to use.

Press G+ ().

PowerPoint should now have created another blank presentation (i.e., Presentation3) for you.
There are no restrictions as to the number of new presentations you can create at any time other
than hardware restrictions on your system, such as the amount of RAM.

9 Leavedll presentations open on the screen.

© CCI LEARNING SOLUTIONS INC. KEY APPLICATIONS 1109-1



286 USING MICROSOFT OFFICE POWERPOINT 2003

Managing Your Files

As you begin to work with presentations, you will need to manage the files for quick retrieval, saving
to different locations or types, closing the files when they are no longer needed, or switching between
open presentations for multiple tasks.

Switching Between Presentations

E You can switch between the different presentations by using the Window menu, or
required presentation from the Taskbar. As you save files and leave them op
PowerPoint minimizes each and displays a button for that presentation inthe T

ting the

1.2.3 screen,

F 'EI Presentationl i 'EI Presentationz 'EI Presentation3

Saving a Presentation

on them in order to be
t extension at the end of
tation can also be saved as a
0 send a presentation file viae-

E As with any other files, it is important to save your presentations as

able to use them again at a later date. PowerPoint automatical i
the file when you choose the default setting (Presentatio
.pps making it a PowerPoint show; this can be handy w
mail and you are unsure if the recipient has PowerPoi

1.2.8

Thefirst time you save a presentation, you will ented with the Save dialog box:

Save As

Save in: |@ My Dacurments Vl @ O Q X i B Toos-
A @My Pickures
k- @My Music

My Recent (C)My eBooks
Documents

F

Desktop

|

=

My Documents

ol File: narne: | .ppt V| I Save ]
Iy Betwork =
Places Save as bype: |Presentation *.ppt) b | Cancel

int will display a file name as a suggestion based on the text entered on the title slide. You
accept this name or enter another name. PowerPoint will aso display the default folder (i.e., My
Documents) as well.

When you want to save the changes made to the existing presentation, use one of the following
methods:

= Select File and then Save.
= Click onthe @l button on the Standard toolbar.
= Press(Cti}+(S).

If you want to save an existing file with anew name, you will need to select File and then Save As.
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Closing a Presentation

E Once you have completed creating or editing a presentation, be sure to save the presentation and then
close it if you no longer need to work on it. This clears the screen, allowing you to start a new
presentation or to open an existing one.

1.2.9

To close a document, use one of the following options:

= Selecting File and then Close

= Click onthe|*| (Close Window) button at the far right of the menu bar
= Press(Ctri)+(W).

Once the last presentation on screen has been closed, the Document window
of the buttons on the toolbars are unavailable.

Opening a Presentation

to use it again. A
of the following methods

ily i

E Once you've closed a presentation, you can open it very
. Use

presentation file can only be opened if it has been saved previ
to open a presentation file:

= Select File and then Open
= Clickon the button on the Standard toolb.

- PressC+(0) \
t

= Click onthe appropriate filein the Op 0

1.2.7

n area on the New Presentation task pane.
= Click on one of the recently used fi

at the bottom of the File menu.
You can aso open afile directl uter or Windows Explorer, provided the file type is
recognized by Microsoft PowérPoint™ For jnstance, a file that has a file type of .ppt or .pps will
automatically open in PowgrPoin e of the file management tools. When you double-click on a
file in My Computer or ow, plorer and the file does not open in PowerPoint, this is an
indication that the fil ognized by PowerPoint. You will then need to either change the

file type, or op e riginal program it was created in and resave the file using a format
that PowerPoint will recagnize.

In the ¢ a failure, PowerPoint will try to recover any documents that were open at the
time of failure. A Recovery pane will appear on the left side of the window allowing you to
choogse the ate file. If you do not see the Recovery pane, then the document could not be saved

over uring the system reboot, and you will need to create the document again (or use a
, if available).

Exercise

Select Window.

N

Click on Presentationl.
This should be the presentation with text entered in the title page.
3 Clickon the@ button on the Standard toolbar.

4 If necessary, move to the Student data files location, type: Hurricanes - Student in the File name
field, and then click on the Save button.
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Close this presentation by clicking on the | %| button at the far right of the menu bar.

PowerPoint will then display the next open presentation on the screen so you can continue to
close the presentations in sequential order. If, however, you want to close only specific ones, you
will need to either switch to that presentation from the Window menu or the taskbar.

Press (Ctr)+(W) to close this presentation.

Close any remaining presentations.
Everything should now be grayed out on the screen. Whenever you see this, it % there

are no new or open presentations on the screen. To close any dialog boxes on the sc ou can
click on the button for that dialog box.

Click on the[x] button for the task pane.
Click on the .5 | button on the Standard toolbar.
Click on the down arrow for the & - button. °

Click on the Preview option.

Look in: [ Mod B Files v @ @ X o B oToos~
-1 Marne
L\ﬁ :’é;Hurr‘icanEs - Student.ppt
My Recent :
Documents L'jM_ISC
[C2)Final
?_.%
Deskkop .
Hurmcares
—j Mar keting Project

Iy Dacuments Studert Mame

or

My Computer

« - 2
5 | Fie name: v

My Mekwark,

Flaces Files of Evpe: | Al PowerPaink Presentations (. ppt;*. pps;* . pot;® Hem; ™,

Wom the Look in field, select the drive and/or folder where the Hurricane - Student
is stored.

on thisfile and then click Open.

Thefileis now displayed on your screen.
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@ Practice Exercise

1 Select File, New to create a new presentation.

2  Click onthe From AutoContent wizard link in the New Presentation task pane.

AutoContent Wizard

_ AutoiConkent Wizard
Stark

Presentation type The SutoContent Wizard gets you started by
providing ideas and an organization For your
presentation,

Presentation skyle
Presentation opkions

Firish

e |

Finish

3 Click on Next.

AutoContent Wizard - [Generic]

Select the type of presentation you've going ko give

Recommending a Strateqgy
Presentation type m Cammunicating Bad Mews
’ Training
Presentation skyle w EZEEEDB?Q'”Q Session

Sales | Marketing

Presentation opkions

Firish

Cancel ][ < Back ]| Mexk = |[ Finish ]

[
4 Cliwor !te. Select the Business Plan presentation if it is not already highlighted.
ick

AutoContent Wizard - [Business Plan]

What bype of autput will vou use?
G) On-screen presentation

Presentation bype (O Web presentation

() Black and white overheads
() Color overheads

(7 35mm slides

Presentation skyle

Lion options

6 Select Black and white over heads. Click Next.
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AutoContent Wizard - [Business Plan]

Presentation title;

Itemns ko include on each slide:
Footer:

Date last updated

Slide number

Finish

[ Cancel ][ < Back “ Mext = |[ Finish l

7 Type: New Project Business Plan in the Presentation title field.

AutoContent Wizard - [Business Plan]

AutoConkent

Those are all the answers the wizard needs
. o create your presentation!
Finish Choose Finish to wiew the document,

8 Click Finish.

Y our presentatio

& Microsoft PowerPoint - [Presentation]
] Eile
IR WENENES BN A« NN - A | 6 (2 04 2|

Edit Wiew Insert Format  Tools  Slide Show  wWindow  Help Type a question for help = 2

as @ -lof

i TimesMewRoman - 24 - | B F U § | === | A A | é ~ | = Design -] New Slide H
Outline % Slides X e
1 n New Project Business Plan e '
Student
2 Mission Statement

= A clear statement of your
company's long-term
mission. Try to use words
that will help direct the

growth of your company, v
but be as concise as
possible.
3|] The Team New Project Business Plan

= List CED and key
managernent by narme

= Include previous
accomplishments to show
these are people with a
record of success

= Summarize number of

years of experience in this
field w [Click to add notes

Student

[ ¢

IE==
ED[aw*|AgtoShapes'\ \Dc)ﬂvﬂ{:?@tﬂl&'ﬁ'é'f E'Jlja
Slide 1 of 12 Business Plan English {L1.5.} B2
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9  Press(Ctr)+(S). Type: New Project - Student in the File name field and press (Enter ).
10 Press(Ctr)+(W) to close the presentation.

Displaying Information in the Presentation

E Once the presentation is open on the screen, you can add or change anything in the presentation. You
414 may also want to change the view so you can see more (or less) of the slide contents. Each view will
change the way that PowerPoint displays your slides.

To change the view of the presentation, use one of the following methods:

= Sdlect View:

Nor mal This view has three panes. Slide, Outline, and Not
Everything you need to work on your presentatio
available in one screen. Each pane can be adjusted i
depending on which pane you want to use.

Slide Sorter
Slide Show FS

Tormal
=)
=

Motes Page

Slide Sorter View multiple slides on one screen in miniature. numb:
of slides you see will depend on the zoom p well Master i
as the size of your monitor, and t ides |@ ColoriGrayscale 4
contained in the presentation. TaskPane  Ctrl+FL

Toolbars 3

Slide Show Enables you to run and vi w for the

presentation at any time.

Ruler

Grid and Guides. ..

Notes Page Add text, graphics or au 0 Yo of eaker notes. You can = [e——

type your notes in the N ormal view, and then
change to this view Ics and audio. Alternatively,
use thisview to or the speaker notes.

dow that lists all of the available Masters in PowerPoint.

il a]u S

the bottom left hand side of your screen:

utton displays the three panes you generally see when you start

rter View button alows you to see smaller versions of the dides with the
rearranging or sorting the slides in the presentation.

de Show View runs the dlides in the presentation as a dlide show, similar to if you
were delivering the presentation to an audience.

Fxercise

Ensure the Hurricanes - Student presentation is active on the screen, then select View.
Make sure you are in the Normal view.

3 Click onthe Outlinetab, and then click at the right of the slide 2 icon.

4  Type What is a Hurricane? asthe main title for this slide.

Notice that as you begin typing, the text also appears in a larger display in the Slide pane.
However, the cursor displays in the content lines for slide 2 in the Oultline tab.

5  Press(Ctri)+(Enter ) to allow you to enter text in the second text box.
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PowerPoint now displays a bullet and waits for you to begin entering text. When working with
bulleted points, the bullet symbol used for each point is considered a level. The « isthe first level.
When you press (Tab), PowerPoint moves you down (demotes) to the second level. Each time you
press (Tab), the point will be demoted to the next level. To move back (promote) a level, press
(Shift)+Tab).

6 Type: Considered a Tropical Cyclone and press(_Enter ).

Outline % Slides x
1 Hurricanes
harketing Project
Student Marme ‘

2 n What is a Hurricane?
= Considered a Tropical Cyclone

Notice that PowerPoint ends this line and moves you to the e another bullet is

available for the next point.

7  Type: Originates over ocean water and press .
8 Typethefollowing pointsfor this dlide:
Temperature is at least 26.5C °

Grows in height due to unstable co

Air in upper atmosphere above or in a high pressure area

ation.

9  Click the | | button to save the pr
10 Press(Ctri)+(Enter ),

Outline * Slides x

1 Hurricanes
harketing Froject
Student Narme

2 What is a Hurricane?

= Considered a Tropical Cyclone

= Originates over ocean water

= Termnperature is at least 26.5C

= Grows in height due to unstable
cool air

= Airin upper atmosphere above
the storm is in a high pressure
area

=1

erPoint will display a new dide icon for the new dide. Notice how the Slide pane displays
another Title and Text slide layout.

11 Click inthetitle placeholder of the slide in the Slide pane.

12 Type: How Are Hurricanes Named?

© CCI LEARNING SOLUTIONS INC.



USING MICROSOFT OFFICE POWERPOINT 2003 293

13 Click in the second text placeholder and type the following points (press to demote the
subpoints and (Shift)+(Tab) to promote points as appropriate):

e Based on region of world where storm occurs
- Hurricanes occur in the Atlantic or eastern Pacific Oceans
- Typhoons occur in western North Pacific Ocean or Philippines
- Cyclones occur in Indian and South Pacific Oceans
e List of names predicted by Tropical Prediction Center in 1953
- Alphabetical order
- Alternate from male and female names

Y our slide should look similar to the following:

How Are Hurricanes Named? Q'
» Based on region of world where storm occurs °

— Hurricanes occur in the Atlantic or eastern Pacific
Oceans

— Typhoons occur in western North Pacific Ocean or
Philippines
— Cyclones occur in Indian and South Pacific Oceans
* List of names predicted by Tropical Prediction
Centerin 1953
— Alphabetical order
— Alternate from male and female names

14 Click on the@ button on @ar again.

@ Practice Exercis

blank presentation,

Notice that the cursor moves to the next line on the Outline pane and to the next text box on the
actual slide. If you had pressed (Enter ), you would have created a new slide.

Type: Joan Citizen asthe subtitle.

Press(Ctr)+(S).
9  Press(Ctr)+(W) to close this presentation.
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Moving Around in the Presentation

E As you begin adding more slides to the presentation, occasionally you may want to move around the

131 dlides. Use one of the following methods to move between the slides:
= Click on the [£] (Previous Slide) button or press to move to the previous slide in the
presentation.

= Click onthe[¥] (Next Slide) button or to move to the next slide in the presentation.

= |n the Outline pane, click on the slide you want to move to in the presentation, o e or
keys to move between the slides.

||_..._..._|| Exercise V

1 EnsuretheHurricanes - Student presentation is active on the scr

2 Click onthe[£] and [¥] buttons to move between the slidesin yo@i n.

3 Click ontheicon for dlide 1 in the Outline tab.

4 Usethe scroll bar to display the contentsfor slide 3. C on dide 3 in the Outline tab.
PowerPoint displays slide 3 now in the Slide Q gh your cursor is blinking in the
Outline pane.

Summary \

The objectives of this lesson were to i thebasic features of Microsoft PowerPoint to create a
simple presentation. Y ou should n e the following:

= Move around in PowerPoin = Open, save and close a presentation

ntent Wizard = Add and edit text in different views

= Create a presentation usl dide
Review Ques §
1. Wh f
a

= Create a presentation using the

eis PowerPoint considered?
esentation C. Graphics
tation Manager d. Word Processor

Iders contain the content you want included on the dlide and display a help message
ating what can be entered into the placeholder.

a True b. False

3. List the three types of new presentations you can create using the New Presentation task pane:
a C.

b.
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4. Which method can you use to create a new blank presentation?

a  Click onthe|. | button on the Standard  C.
tool bar

b. Press(Ctri)+(N) d.

e.

5. When entering points onto a slide, how many points should you try to limit on a dide

a b6 C. 10
b. 8 d.

6. What's the difference between the Outline and the Slides tab?

7. How can you save afilefor thefirst time?

a  Select File and then Save d.

b. Select File and then Save As e

c.  Click on the[id] button on the Standard ~ f.
tool bar

8. How can you close a presentation?
a.  Select File and then Close

b.  Press(Cti)+(W)

c. Click onthe Close Windo
the far right of the m

9. Which method can you,uset resentation?

a Sdlect Filean (@)

= /button on the Standard €.

of the view modes:

Thereisno limit

O

d.

Click on Blank presentation on the New
Presentation task pane

All of the above
Onlyaorb

[l of the above
Onlyaandb

Select the file from the bottom of the File
menu

Select the file from the New Presentation
task pane

All of the above
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Up the Presentation

St S O S A E R R e K e

Objectives Suggested Timing: 1 Hour
In this lesson you will ook at setting up some of the consistent elements that you may want in your presentation.
On successful completion, you will be familiar with the following:
= What amaster dlideis = How to change the design for the dlid
= How toinsert amaster dlide = How to change an existing dlide layo

= What headers or footers are = How to change the order of the dli
= How to insert headers and footers

Creating a Master Slide

A master is used to determine and control the placement and form in the presentation.

The master also allows you to add elements that you want repeated ide of the presentation
(such as acompany logo). Four different types of masters are aveilable:

Motrrmal

58l slide Sarter

&l Slide Show F5

| Master » Slide Master \

M Color/Grayscals » Handaut Masker

Task Pane Chrl4+F1L Mokes Master

Toolbars 3 »

] Header and Footer, .,

£oom..,

Side Master ¥on the Slide Master will also be made on all the other dides. If
can aso remove any of the objects, graphics, etc. that appear on the
[ aster from individual slides.
TitleM eate a new master for any and all title slides that may be in your presentation
0 keep the formatting or objects on these didesto affect only the title slides.
N M ast This master affects the appearance of the Speaker Notes pages when viewed or

printed.

Master Use this master when you want to change how the handouts for your audience
will appear when printed.

ges made directly to an individual slide will override the formatting specified on the master slide.

\3

||_..._..._|| Exercise

1 If necessary, open the Hurricanes - Student presentation to the screen.

2 Select View, Master and then Slide M aster .

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



USING MICROSOFT OFFICE POWERPOINT 2003 297

Slide Master Yiew
i G 4 =] | Close Master Viewl

Click to edit Master title style

Title Area For AukoLayouts

» Click to edit Master text styles
—Second level

+ Third level
— Fourth level
w Fifth lewel

Object Area for Autolayouts

| edatesimes footer H H A
; Date Area H Footer Area’ H Number Area’

[E==
Notice how the Slide pane shows a new slide that is i

visual confirmation that any changes made here will
the toolbars asif you were working in the presentati

to th nal title dide. Thisis a
dlide. You should also have all

3 Click anywherein the title box.

Click to edit Master title style

Title Area for AutoLayouts
RS

R

= Click to edit Master text styles
— Second level

+ Third level
— Fourth level
» Fifth level

Object Area For AutoLayouts

| edateimes dooter H H o
H Date Area H Footer Area’ H Number Area’

oti&: text is highlighted in the box.
on the |Aril -] field from the Formatting toolbar and select Comic Sans M S.

the field shows 44. Click on the| B | button.

ou have now essentially changed the format style for the text in the title box of the Title dide
only. You could also have clicked on the border of the title placeholder box in order to apply the
formatting to the text in the box. Notice how the text wraps down to the next line; thisis a visual

cluethat if thetitle of your dideislong, thisishow it will appear on the dide.

In addition to changing the formatting options, you can also add or change any of the items already set
up. These items are also placeholders and include such items as the date, slide number, or afooter.

5 Click onthe border for the Number Area placeholder.

6 Click onthe button and change this to be 10.

7 Click on the |glose Master view | button in the Slide Master View toolbar.
8 Clickon the@ button.
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@ Practice Exercise

1

g A W N

© 0 N O

Inserting Headers and Footers

A header or footer is text that is repeated on
every dlide, either at the top (header) or the

bottom (footer). Slides can only displ
footers, and Notes and Handouts can use @ Update automatically
headers and footers. 217(2005 4

While you can set up headers and Engish (U.5.) v
separately, they are also part of the
SO you may want to set these
make changes to th
applicable.

Headers or footers.c
the command fro

Q

Don’t show on
titledide on the title slide.

Open the Sales Training presentation.
Select File, Save As and type: Sales Training - Student for the file name. Click on Save.
Select View, M aster, Slide M aster.

Click on slide 1 in the |eft pane. Then click on the title box.

Click on the |#rial |-| field and select Times New Roman. Click on th
select 60. Click on the| B | button.

Click on dlide 2 in the left pane.

44 |-)field and

Click on the title box set the font size to 54.
Click on the [[H| button at the bottom of the left pane.
Click on the El button and close the presentation.

Header. and Footer

Slide | motes and Handouts

Language:

) Fixed
Slide number ,‘::::::::::.:-'
|:| Footer !

[IDon't show on title slide

by selecting

hether to include the date and time on each dide with either the date this
re was activated, or have PowerPoint automatically update the date and time
h time you open this presentation.

Click this to have the page or dide numbers appear in the Number Area
placeholder.

Insert the text you want to be repeated in the Footer placeholder on every dlide.
This could be your name, company name, course name, etc.

Use this feature when you want the information previoudy entered to not appear

L!!' Exercise

1
2
3
4

Make sure the Hurricanes - Student fileis displayed on the screen.
Select View, Header and Footer .
Click on the Date and time option to turn it off.

Ensure the Footer option is on, and type: Social Studies in the field.
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5 Click onthe Don’t show on title slide option.
6 Click on Apply to All.

How Are Hurricanes Named?

* Based on region of world where storm occurs

— Hurricanes occur in the Atlantic or eastern Pacific
Oceans

— Typhoons occur in western North Pacific Ocean or
Philippines
— Cyclones occur in Indian and South Pacific Oceans

+ List of names predicted by Tropical Prediction
Centerin 1953
— Alphabetical order

— Alternate from male and female names
e Fi option and enter today’ s date.

Social Studies

7  Savethe presentation again.

@ Practice Exercise

Switch to the Sales Training - Student pr
Select View, Header and Footer.
Select the Date and time option.
Click on Footer to turn thiso
Check Don’t show on titl

pe: Acme Sales Department

Click on Apply to A

Move to the sec ide aready there and notice the new footer and date.

Close the present
Managin e es
b 0

cop

0 N OO O b~ W N P

ut saving.

E Asyou k with the dides in the presentation, you may find you want to insert a new slide,
412 particular dide, no longer need the dide, or the slides need to be reorganized for a

ing New Slides

en a new presentation is created, PowerPoint will display atitle slide by default. Y ou can change
this dlide layout or insert a new slide, as required for your presentation.

To insert anew dide, use one of the following methods:
= Select Insert and then New Slide.

= Click onthe button on the Formatting toolbar.
" Press(Cti+(W).
= At thelast placeholder (usually at the bottom or far right), press (Ctri)+(Enter ).

= Right-click on the slide in the Outline or Slides tab and then click on New Slide from the shortcut
menu.
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The first two options will display the Slide Layout task pane where you can select from a variety of
layouts to suit the slide contents. The last two options will automatically insert a Bulleted slide as the
second dide generally would include text to introduce the presentation.

The layout of a slide can also be changed by selecting For mat and then Slide Layout. Be sure you are
viewing the dide whose layout isto be changed.

Slide Layout -

Apply slide layout:

x

The Slide Layout task pane allows you to choose the type of slide you
want to insert. As you move your cursor over top of eachdlide layout,
you will see the name of that layout, e.g., Title, Titl ext, Title
and 2-Column Text, etc.

Text dide
to change

By default, PowerPoint automatically inserts
layout. You can click on another dlide lay
the layout of the existing dlide.

Alternatively, use the Slide Layout help you change
selected dlides already created for the ion. Click on the down
other S:

R

Show when inserting new slides

Text Layouts 5
I
N
I
el (| e
arrow for the slide layout to
Content Layouts -
— Title and Text |:
H &
R
Fad
Apply to Zelected Slides
= EFER Reapply Layaut
bl % o ([11E38 Insert Hew Slide
= e Apply
& 0%
| | |

1 Make

entry.

KEY APPLICATIONS 1109-1

|
||-_.-.!_|| Exercise v
e

icanes - Student presentation is active on the screen.

pply the new layout to selected slides only.

ut  Change the existing layout of the current dlide.

Side Insert a new dide with this selected layout in this

|ocation.

n

ary press (Ctr)+(End) to move quickly to the end of the presentation.
.

n the Title and 2-Column Text dlide layout.

button to add a new dide.

erPoint has now changed the existing slide layout from one column to two columns for text

© CCI LEARNING SOLUTIONS INC.
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Click to add title

* Click to add text

* Click to add text

Sovial Studies

Notice there is a new dide icon in the Outline tab, ready for te

Slide Layout task pane stays on the screen so that you can insert

5  Type: What Can You Do? for thetitle. Then press(Ctri)+(_Enter ).

6  Ensureyou are in the column at the left and then type
each line:

¢ If evacuating:
- Heed the warning!
- Plan where to go, e.g., out-o
- Bring supply kit
- Bring contact informati
- Bring road map
- Don'tdriveinoro

numbers

7  Click in the second text ba
e Supply Kit sho
- First ajd.kit sary medications
- Canne an opener (manual)
- Lots of ater
shlight
, protective clothing, and sleeping bags

following points:
includ

What Can You Do?

« Supply Kit should include:

— First aid kit and necessary
medications

+ If evacuating:

— Heed the warning!

— Planwhere to go, e.g., out-
of-towen friend's home, — Canned food and Can
motel, designated shelter, opener (manual)
etc. — Lots of bottled water

— Bring supply kit — Flashlights, batteny-

— Bring contact information, powered radio, and lots of
e.q., phone numbers extra batteries

— Bring road map — Raingear, protective

— Don't drive in or over clothing, and sleeping bags
standing water

Social Studies

301

, hotice that the
needed.

ing points, pressing after

ome, motel, designated shelter, etc.

attery-powered radio, and lots of extra batteries

Whether you enter text for the dide in the Outline pane or Slide pane is a matter of preference.
Some people prefer the Outline pane as it allows for continuous typing; others prefer the Side

pane for the flexibility of moving between boxes quickly.
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8 Savethe presentation.

9 Inthe Slide Layout task pane, scroll down until you see the Title and 4 Content layout and click
on the down arrow for this slide layout, then click on Insert New Slide.

10 Click inthetitle placeholder and type: Types of Damage
11 Closethe Slide Layout task pane and save the presentation again.

@ Practice Exercise
Open the Competition - Student file.

1

2 Clickon the button. V

3 Ensureyou are using the Title and Text layout.

4 Make sure your cursor is next to the slide 2 icon and then type: 6 etition asthe dide
title.

5

International
Indirect

Dutline \( Slides \ X

Press (Ctri)+(_Enter ) to move to the second text box.
Type the following points:
Local °

1 Our Competition
Joan Citizen

z n Types of Competition
= Local
= International
= Indirect

7 Saveandcloset

Duplicati
When y
quickly
activating t

an exact copy of one of the dides in your presentation, you can duplicate it
int. The dide must be selected in the Slides tab of the Outline pane prior to
icate command. To duplicate a slide, use one of the following methods:

eting Slides

When you no longer need a slide, select the dide and then use one of the following methods to delete
the dlide from the presentation:

=  Select Edit and then Delete Slide.
" Press(Deiew).
= Right-click on the selected slide and then click on Delete Slide.
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||_!__._=|| Exercise

1 Ensurethe Hurricanes - Student presentation is active on the screen.
Make sure you are viewing the last dide in the Outline or Slides pane.

Press(Cti}+(2).

Y ou should now have a duplicate of the Types of Damage dide. This now saves you
having to insert a new dide with this slide layout, and then insert the text for the ti

w N

etimein

Assume you realize you no longer need this second slide as you will only have time to four
picturesinstead of eight. Y ou now need to delete this slide.
4  Make surethat dlide 6 is selected in the Outline or Slides pane. V
5 Pressthe key.
The dlide should now be gone. °
6  Savethe presentation again.
Rearranging the Slides
E As you progress in the presentation, you may fi 0 change the order of the dlides. This

often happens when you create al the text for
slides using different designs, objects, pictur

then begin to format or customize the
s, animation, etc.

4.1.8

The order the slides appear in the pr
Outline pane. Use one of the following

= When using the Slide Sorter, y

be changed using the Slide Sorter view or the
range the order of the slides:

on the entire dide and drag it to its new location.

= |f you wanted to rearrange id ng the Outline tab, click on the slide icon for the dlide to
be moved. When the eiti entsis selected, you can then drag the dide up or down in the
tab to the new locati tation.

dides in the Slides tab, click on the slide to be moved and then drag
o the new lacation in the presentation.

= Torearrange
it up or down

Ex

1 sure rricanes - Student fileis active on the screen.

n the |25| button from the buttons on the lower left of your screen.

What iz a Hurricans? How Are Hurricanes Mamed?

= Corsldered a Tropcd Cydone [ T P Sy —p—

= Ongirakes e o waer = urram cccurl e Bk or s Ficlic

. e

Hurricanes ° Temperabae |5 alleas 125 55 = Taphuoes cxcurle <o ok Faclik Ocear oo

= Grows InFelghl due ko ure ble ool Jr Ll

lexizirg Prolecl = Alrinupper amespreme showe he s om
Ehdenl Hame Iz Inakigh pressue aea

- Cachorut cciwe Ialie ara dad Packks Soward
* Lol o mam o adde by Niopel Fieddim
Cwimonima
— bkl craar
- Bherr an ot P e are Grule Para

What Can You Da? Type= of Damage
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3 Click on dlide 4 and then drag it to the right side of dide 5.

‘What Can %ou Dot Types of Danage

i

PowerPoint displays a vertical line to confirm that you want to move the slide an it in this

location. ‘
Y ou can also use the Slide Sorter view to move to another dideand op display.
6 Double-click on slide 1 in thisview.

PowerPoint now displays this slide in the Outlin i for further action.

N

One of the product partners that ABC_.Books hings distributes for also has presentations that
customers can download from ABC's ite. One of these presentations is about Microsoft Office
Specialist certification. They have eeds to be rearranged.

4  Release the mouse at this new location.

PowerPoint has now moved the dide to the new location.

5 Savethe presentation.

@ Practice Exercise

1  Open the Office Certificati and save it as Office Certification - Student

2 Click onthe[g butt the eft of your screen.
A

Where Can I Gret Frdin? Howr Can I Gret Certified ¥
Iirosodt. . N
: s . + Ficpac i oo
Dig.ce .SPE ecinlit + bdgpedmnL Counaswms Yeadaon + Wine coom
1 2 3
Whit Find of Certification? Whit & IMicoeodt Office Specialit? Adrrartages
+ Coizar Evpa Evom + iomanfi Ofice Speadia. + il Ievd dmipoounn
* Mo daipomm - Cerofcmen pegrn * lob mmb o oo =
+ Couiied lauuam dagomum - Do ard Qagereiceviln
+ Aubonzd Tiooig Cawma
4 5 b

3 Click onthe current slide 2 and drag it to the end of the presentation.

Notice as you drag the dlide, that a vertical line appears at the end of the last dide to confirm that
thiswill be the new location for the slide.

4 When the mouse cursor isin place release the mouse button.
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5 Rearrange the following slides into the required location:

Slide Title Location
What is Microsoft Office Specialist? slide 2
Advantages slide 3
How Can I Get Certified? slide 5

Y our presentation should look similar to the following:

Phat & Mlicosodt Office Specialit? Ddraritazes
Ilirosodt
(ifice Specialist - Ml::::ﬁcl'ﬁn:Spcndln Jsx‘.:u |.:.:| deprounn
i S, et
+ Authonzd Ty Crmas
’p

Wit Find of Certification ? Hooar Car I Gret Certified ? Where Can I Gt Bafon?
* oo Eupan Erom - Frgas i e -
+ tmum deipomm - Wi mam ~ Tadep et Caunamwas Yaadon

+ Cauiiad Bauuea dagawm

4 5
6 Savethe presentation and then closeit. v
Changing the Slide Design &ut

E The dlide layout or design for the dides
215 has already been entered into t f
Microsoft Office CD, you can

to download more templ rd

tation can be changed even though the text or data
want more templates or designs than provided with the
crosoft’s web site (http://office.microsoft.com/templates)

If this web site a a ed since the publication of this book, go to www.microsoft.com and find
the Templatesdink nner.

You can ch or adlide by using one of the following methods:
en Slide Layout.

button in the active task pane and then click on Slide L ayout.

Layout task pane is displayed, click on the appropriate slide layout to be applied to
Iternatively, you can click on the down arrow for the required slide layout and then click
ply Layout.

ging the dlide design of a presentation refers to changing the color scheme used for individual
ements in a presentation. The designs available to you were pre-designed by Microsoft and can be
applied (or turned off) at any time when you are working with the presentation.

To apply adesign, use one of the following methods:
= Select Format and then Slide Design.

= Clickon theEl button in the active task pane and then click on Slide Design. If you want to know
you want to use a specific color design or one of the designs that contains animation, click on the
Slide Design - Color Schemes or Slide Design — Animation Schemes task pane option (these are
discussed in Lesson 6).

= Right-click on the slide and then click on Slide Design.
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L!!' Exercise

1 Make sure you have the Hurricanes - Student presentation active on the screen.

Assume you decide that a two column format might be easier to read for those dides with a large
amount of text.

2 Goto dlide 3 and then select Format, Slide L ayout.

3 Click onthe Titleand 2-Column Text layout in the Slide Layout task pane. ‘
How Are Hurricanes Named?

Generally at this point yo look.to balance
T ehore st + Cickio addtext the text from one col t er. At this
T s e point in the coursewar ignore this step

Oceans
— Typhoons occur in western - H H
NG e Ocean o with the intent to e next |esson.
ilippines
— Cyclones occurin Indian and
Sauth Pacific Oceans
« List of names predicted by
Trl:g]l[:a| Prediction Center in
1953
— Alphabetical order
- Alternate from male and
female names
Sooial Studies °

4 Gotodidel.
5 Savethe presentation.

Given that you will be delivering this atio alarge audience in a classroom, you would like
to add some designs to make the dli ive.

6  Select Format and then : glide Design -

PowerPoint shows whi late is currently applied,
which templates can r if this feature has been used &l Design Templates
previously, tho have been used on other recent - Sl Sthemes

; =% Bnimation Schemes
presentation:

Scroll d

Apply a design template;

7 il you see the Globe design. Used in This Presentation %

f you do not have this design, check with your instructor on
which template to apply to the presentation. Otherwise, you will
need the Microsoft Office 2003 CD before you apply the new
design, if requested.

)

8  Click on the down arrow for this design.

Apply to all Slides

Apply to Selected Slides

Use Far all Mew Presentations

i3] Browse..,
Show Large Previews

PowerPoint gives you the option of applying the design to the entire presentation, or only certain
dides.
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9 Click on Apply to All Slides.

Hurricanes

Marketing Project
Student Name

10 Saveand close the presentation.

@ Practice Exercise

1  Open the Marketing in the Millennium presentation

This presentation aready has a design applied to it. % , have been asked to change it to
another design while keeping the elements simpl

2  Select Format, Slide Design.
3 Scroll downthelist until you seet ixel .
4 Click on the down arrow for thisd lick on Apply to All Slides.

Thettitle slide should look ollowing:

Marketing in the
Mi :

Marketing straegies for the
{ 22nd Century
0 Close the presentation without saving.
ummary

In this lesson you looked at setting up some of the consistent elements that you may want in your
presentation. Y ou should now be familiar with the following:

= What amaster dideis = How to change the design for the dlides
= How to insert a master dide = How to change an existing slide layout
= What headers or footers are = How to change the order of the dlides

= How to insert headers and footers
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Review Questions

1. What does the master side do?

USING MICROSOFT OFFICE POWERPOINT 2003

2. What are the four different types of masters you can create?

a

C.

b.

d.

3. Explain what a header or footer does.

4. When you select to have slide numbers on every dide, you cannot turn thi

dide.

a True b. Fase

5. How can you insert a new slide?
a.  Sdlect Insert and then New Slide

b. Click the New Slide button on the
Formatting toolbar

c. Press(Ctri)+(M)

6. If you wanted to duplicate adlide, the b
a True b. F

7. Which key(s) would you usg

a C+2)
b.  Ct)+X)

8. Which view coul

(Ctr)+(Delete)

earrange the slides?

d.

°nlya, b, orc

IS to Use the copy command.

r the title

-click e dide in the Outline or
i and then click on New Slide

above

ected didein the Outline tab?

Click on the Other Task Panes button
and then click on Slide Design

Click on the Other Task Panes button
and then click on Slide Design - Color
Schemes

10. List the two ways you can change the slide layout:
a

C.
ply adesign to a presentation?
t Format and then Slide Design d. Right-click on the dide and then click on
Slide Design
e.  All of the above
f. Onlyabord
b.

KEY APPLICATIONS 1109-1
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T —

Lesson 3 Worklng W|th Text

p—

= e
S e e R S s T R TR

S e e B e o o e T S R s S B e A

Ob]ectlves Suggested Timing: 1 Hour

The objectives of this lesson are to examine the various features used to manipulate text in a presentation. Upon
successful completion of this lesson, you should be able to do the following:
= Select text objects = Usethe proofing tools
= Cut, copy or paste text

Selecting Text Objects

E An object is any shape, picture or text box that is inserted or placed onto a
changes to the object, it must first be selected or highlighted. Once the
manipulate it for tasks such as.

to make

4.1.3 ted, you can

= deletion = cut, copy or paste in anot
= adding tab positions = formatting (enh the appearance or position)
= indenting text = adding bullet sfor list points

Using Select vs Edit Mode

Once an object has been selected, there are squ esthat appear around the object. These
handles can be used to resize the object. Y, an click to select the object and then drag the

object to move it around the slide.
These handles also allow you to move e object, using one of the following methods:
= Click on one of the handles on rag to the required size.
= Click on one of the corner two adjacent sides of the object.

When the border around
means you can selec
changing the font er

as diagonal lines in the border, you are in Edit mode. This
f the text within the box for changes, such as adding formatting,

/f////z*’//'’.//'’.//f////z*’//'’.//f////z*’/z*’//'’.//f////z*’//'’.//f/////z'Cf’/'’.//f////z*’//'’.//f//f////z*’//'’.//f////z*’//'’.//'’.//f////z*’//”.//’////,ﬂi/:il
o

Selecting Text 1in Slides

/////////////W////////////////////AO’//////////////./////////.////////////////////////x‘iﬂ

the bo around the text box contains small dots, you are in Select mode and can affect the
ts of this object. For example, if you wanted the text in this box to be size 36 with ared
und, with this border displayed the formatting changes will be applied to the entire text box.
Ivate Select mode quickly, position the mouse cursor at one of the edges of where the text
eholder may be positioned, and then click when you see *{%.

IR

Selecting Text in Slides

To make changes to specific pieces of text in the box, you need only to select at the beginning of the
specified text to the end of the specified text. You can only select one piece of text at atime; you can
select multiple text boxes only if you want to affect the entire contents of those text boxes.
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Manipulating Text

Manipulating text refers to any feature that allows you to edit, cut, copy, or paste selected text or text
placeholders. Consider the following (these apply also to objects other than text):

=  Toinsert text into existing text, click in the text placeholder to display the blinking cursor and then
move the cursor to the appropriate place for the new text.

= Todelete text, use the (Backspace) or (Delete) keys appropriately.

= To cut or move text, select the text first and then use one of the following methods:
— Select Edit and then Cut.
— Click onthe| & | button on the Standard toolbar.
—  Press(Ctr)+(X).
— Right-click on the selected text and then click on Cut from the.she
= To copy text, select the text first and then use one of the following
— Select Edit and then Copy.
— Click on the|=a| button on the Standard toolbar.
—  Press(Ctr)+(C).
— Right-click on the selected text and then click
= To paste text, position the cursor first and
— Select Edit and then Paste.

—  Click on the [ button on the d toolbar.
rsor position and then click on Paste from the shortcut

—  Press(Ctr)+(V).
— Right-click on the sel t r
menu.
A feature of Office 2003 i Office Clipboard that can be used for moving and/or copying multiple

items. You can call t ems in the Office Clipboard and then paste them in any order
required in the pr

from the shortcut menu.
e following methods:

t
§20f24—tliphuard v x
m* from the clipboard, click on the item.

an click on the down arrow for that item and Breteal] [Fkcearal]

aste. Click. an item to paste:

] = Information or
B8] List of names predicted by 2 | Resources

Tropical Prediction Center [ s
1953 Alphabetical order P.l

> Eﬂj List of names predicted by
[ Paste Trapical Prediction Center in

1953 plphabetical order 4...
¥ Delete

To paste al of the items in the Clipboard, click on the [ Paste al
button at the top of the Clipboard.

= To delete an item from the Clipboard, click on the down arrow for
that item and then click on Delete.

= Toclear al contentsin the Clipboard, click on the |5k clear 4l | button
at the top of the Clipboard.

Ta _displa_v this task pane again, click
=  To manipulate atext item, only the item is selected. If you move or  Office Clipboard on the Edit menu or

press Chrl+C twice,

copy an entire slide, you are rearranging the order of the slides.
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" Use the button to set up how the Office [Optians v
Clipboard will work, e.g., automatically appears show Office Clipboard Automatically
when you use the Copy command twice, etc. Shows OFfice Clipboard When Chrl+C Pressed Twice

When active a smaII iCOﬂ appears in the taskbar Callect Without Showing Office Clipboard
notification area to show you how many items have been i Olfes bRz SR
collected to the Office Cllpboard Showe Skatus Mear Taskbar When Copying

M Exercise

1  Open the Hurricanes - Student presentation.

2 If thefile opensin Slide Sorter view, click on the [[E] button and ensure y dide 1.

3 Click anywherein the title text, Hurricanes.

Look at the border around the text placeholder. Notice how
indicating you are now in Edit mode. In addition, the cursor sho
in the text.

ws diagonal lines,
king where you clicked

4 Click onthe text placeholder border.

Notice how PowerPoint has now changed this t ots as confirmation that you are in
select mode.

5 Select Edit and then Office Clipboar d. e 3.
6  Select the second bullet point starting ist of mames ... and ending with ... male and female

names
Click on the button on the
on the |IZ| button on the Standard toolbar.

» Bzsed onregion of
world whera storm

Save the presentation.

Press +End) to move quickly to the end of the presentation.

Click at the bottom of slide 5 in the Outline tab to show the blinking horizontal line.
12 Open the Weather Disasters presentation from your data files |ocation.

13 Inthe Slidestab, click on dlide 4.

14 Press(Ctr)+(C) to copy this slide.

15 Switch back to the Hurricanes - Student presentation and at the bottom of dlide 5, click on the
button on the Standard toolbar.
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21
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PowerPoint has now inserted the new dlide at the end of the presentation.
Switch to the Weather Disasters presentation and move to slide 3.

Click on the picture of the house being flooded, and then click on the button on the Standard
toolbar.

PowerPoint has collected the cut or copied items in the Clipboard, regardless of the type of item
that was cut or copied. You can collect up to 24 items in any order you prefer. In most cases, if
you know you want to cut or copy a humber of items from one presentation to er, try to
collect as many as you can to reduce the amount of time spent switching betw ions.

M oveto g |de 2 5 of 24 - Clipboard v X

Click on the picture of the hurricane (last one on this dlide) and then
click on the button on the Standard toolbar.

Click on the picture of the trees bent by the wind (to the left
hurricane picture) and then click on the button on the St

[._',ﬂ Paste Al ] [& Clear al ]

Click an item to paste:

@
8

&

toolbar.

The Clipboard should appear similar to the one sh right, _,J
displaying the contents of everything you have gi ied g Ee
from a presentation and collected in the Clipb [ ow the |
Office Clipboard also displays an icon indi ram used to _
display the file with the contents you w. ’\ y for another | 57 Resameer

e S Q® @ E

Q‘_,] List of names predicted by
Tropical Prediction Center in
1953 Alphabetical order
Alternate from male and ...
Ta display this bask pane again, click
Cffice Clipboard on the Edit menu or

press Chrl+C twice,

Moveto dide 4 of th rica
Click on the to

tudent presentation.

laceholder and then click on the flooded house picture in the

pied this picture which came from another presentation into this location
. Don't worry about the size or placement of this picture as you will be

in the content placeholder at the bottom left of the slide and then click on the trees picture
e Clipboard task pane.

Click on the border of the last content placeholder and then press (Delete).
Save the presentation again.
Click on the |5 cl=ar &1l | button in the Clipboard task pane and then close the task pane.

Close the Hurricanes - Student presentation, and then close the Weather Disasters presentation
without saving.
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@ Practice Exercise
The sales manager has sent you some information for the presentation that you are developing for her.
Y ou will now practice copying text from one presentation to paste into another presentation.

Open the Building a New Home presentation and save as Building a New Home - Student

Open the Choosing a Site presentation.

Select all the bulleted text on slide 1. Press (Ctr)+(_C ) to copy the text.

Switch to the Building a New Home - Student presentation and move to slide 3.

Click on the Click to add text in the second text box on the slide.
Press(Ctrl)+(V) to paste the new text onto the slide. $

Click on the title placeholder on the slide and type: Choosing a Si

Switch back to the Choosing a Site presentation and go to slide
Click on the picture to select it.

Click on the |=2| button in the Standard tool bar.
Switch to the Building a New Home - Student pr

© 00 N o 0o B~ W N P

=
= O

gotodide4.
select Edit, Office Clipboard to open

=
N

Click on the picture in the Office Clipboard.
the Clipboard task pane.)

O
L : 2 of 24 - Clipboard ¥ X

Click an item to paste:

Finding the Right Plan

“Cicktoaddtext

s

'@j Access to Transport
Availability of Schools
Orientation of Site Slope ...

To display this task pane again, click
Office Clipboard on the Edit menu or
press Chrl+C twice.

Click to add notes

the contents of the Clipboard and then closeit.

Save the presentation and then close both presentations.
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Checking the Spelling

The Spelling feature in PowerPoint provides you with various options when you are checking for
spelling errors, including the ability to create custom dictionaries for special terms.

The automatic Spelling feature works in the background to check for spelling mistakes as you type.
When a mistake is detected, a wavy red line is displayed underneath the spelling mistake. This feature
alows you to either correct the mistakes immediately, or to wait until you are finished creating the
presentation. In addition to the wavy line, PowerPoint also displays this icon [Z3 in the@tatus bar to
indicate there are some words being used it does not recognize in the current dictio i
known as the Spelling Status icon; if you use Word, you will be familiar with this option.
only appears after you make your first spelling error; if you open afile with so ical errors,
thisicon will appear after you correct any errors on aslide.

Although the automatic Spelling feature is selected by default, you m
turning the feature off, and then using the Spelling feature wh
presentation. You can do this by turning off the Check spelling
Spelling and Style tab of the Tools, Options menu.

ve memory by
to check your
e option found in the

The Spelling Checker can use two dictionaries at once:
= amain dictionary that reflects the language of choi

= a user-created custom dictionary of special i .J., company names, medical or legal
terms, abbreviations, etc.), any or all of whi during a spelling check

PowerPoint also gives you the option to spelf check to find all misspelled words in the
presentation. You may find this the m icientaay to check the spelling in a presentation if most
of the words highlighted as a misspell roper names.

To activate the spelling feature ire presentation, use one of the following methods:

= Clickon theb ton o andard toolbar.
" Press(E7).

Spelling

Mot in Dictionary | campeition
Change to; [ Ignore l [ Ignore Al l
Suggestions: compektition
competitions [ Change ] [ Change All ]
[ Add ] [ Suggest ]
Add wards to: CLSTOM,DIC W [P.utnCo[rect ] [ Close ]

Displays the unrecognized word if it is not found in any of the selected
dictionaries.

in Dictionary

Changeto Displays the word highlighted in the Suggestions box. This area can also be
used to type a correction for the word if no appropriate suggestions are listed
(you can type spaces and punctuation marks as needed to make the correction).

Suggestions Lists possible corrections for the unrecognized word. You can scroll through
the list and then select the correction you want.

Ignore Leaves the word as is for this occurrence only, without adding it to the
dictionary, and continues to search all other occurrences.
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IgnoreAll Leaves the word as is for the reminder of the document, without adding it to
the dictionary. The word will remain recognized for the duration of the current
spell check session only.

Change Changes the text in the slide to the word selected in the Suggestions box or
typed in the Change to box.

Change All Changes all occurrences of the word in the presentation to the word selected in
the Suggestions box or typed in the Change to box.

Add Adds the current word to the custom dictionary.

Suggest Displays alist of possible corrections for the misspelled if theog S are

not set to automatically display suggestions.

AutoCorrect Adds the misspelled word and its correct spelling t ect list.

Close Stops the spell checking process (any chang olnt remain).

If you want to check the spelling of individual words, use one of th@pﬂ ons.
= Right-click on the word with the red wavy line and then se the appropriate spelling in the
shortcut menu (if available).

= Double-click on the Spelling Status icon L
misspelled. Then click on the correct spelling
misspelled words in the presentation, the Sp

the first word considered to be

% ord, if available. When there are no
son appears as G .

Be sure to read the slides in the presentation ommitting to final. Performing a spell check

only checks the accuracy of the spellingdn.your slides; you still need to proofread your presentation to

ensure you are using the correct wards. er that the appearance of your presentation includes
how professional your slides are, f h e dides display to the way the text is spelled!

L....J Exercise

inal, you want to ensure that there are no spelling errors in the
e rest of the group for review.

the Millennium presentation and save it as Marketing in the Millennium -

he presentation to see the contents of the dlides.

tice the'red wavy lines below certain words, indicating that PowerPoint does not recognize
ordsin itsdictionary.

ht-click on the first misspelled word on slide 1.

Millennium
Milleniniums
Ignore All
Add to Dickionary
A.ff"' Spelling. ..
él Look Up...

PowerPoint now displaysalist of suggestions for this mistake.
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Click on the correct spelling.

Notice that thereisnow ared “ X" over the book in the Status bar.

You have just checked the spelling on an individual word in the presentation and changed it
appropriately. Instead of checking individual words, you can choose to check the spelling on the entire
presentation.

5

Click on the |+ | button in the Standard toolbar to begin checking the entire presentati

PowerPoint will look for the first misspelling it finds in your presentation. Dep n which

mistakes exist in your presentation, you may see a different word in this dialog box.

Click on the correct word for the mistake in your dide in the Suggesti rategies),

and then click on Change.
Continue making the appropriate choice for any other errors foun

When the spelling check gets to slide 15, notice that the misspel not exist in the list

of suggestions.

Spelling

Mot in Dictionary: | Inkel

Change to:
Suggestions:

[
Inkel [ Change I [ Change All ]

Ignore ] l Ignore All ]

[ Add ][ Suggest ]
Add words to: CUSTOM,DIC w [AutnCo[rect ] [ Close l

Y ou can also change the in he highlighted word directly in the Changeto field.

8 Clickinthe Changetefield, e word and replace it with: Int’l

Mot in Dictionary: | Inkel

Change to: Int|

Suggestions: Intel's
Inkel

Add words to: | CUSTOM,DIC =

ick on Change All.

When the spelling check is complete, click OK.

11 Movetodide®6.
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Communication Strategics

* Messaging bye audience
* Target consumer demographics

2902005 Mk ating Swregies

12 Make the change appropriately.

13 Save and close the presentation.

Summary

The objectives of this lesson were to examine the vari

317

Notice how the word ‘bye is not the correct
spelling for the context being used in this point;
however, it isn't a spelling error and as such,
PowerPoint did not add it to the list of misspelled
words. There currently is no grammar checker
available for PowerPoint. This is an example of why
it is crucial that you still proofread your
presentation. Even though PowerPoint
spelling errors, it does not check t
have the correct grammar structure for |
on the slides.

used to manipulate text in a

presentation. Y ou should now be able to do the followig
= Select text objects proofing tools
= Cut, copy or paste text

Review Questions

\
=

st first be selected.

1. Inorder to make changesto
a True
2. When you click on a eh , what are the small squares within the placeholder border and

il
ol
what can you do h es?

ut or move text?
dit and then Cut

Click on the Cut button from the
Standard toolbar

Press Ci}(X)

How can you copy text?
a  Select Edit and then Copy

b.  Click on the Copy button from the
Standard toolbar

c. Press(Cti)+(C)

© CCI LEARNING SOLUTIONS INC.

een Select and Edit mode? Also explain how you can tell the difference

d. Right-click on the selected object(s) and
then click on Cut
e.  All of the above

f. Onlyab,orc

d. Right-click on the selected object(s) and
then click on Copy

e. All of the above

f. Onlyab,orc
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6. How can you paste text?

a.  Select Edit and then Paste d. Right-click on the selected object(s) and
then click on Paste

b. Click on the Paste button from the e. All of the above
Standard toolbar

c. Press(Cti)+(V) f. Onlyab,orc

How many items can you collect to the Clipboard?
a 6 c. 24
b. 12 d 48

Toinsert an item from the Clipboard, you can click on that item.
a True b. Fase

Identify on the following screen which option you would use to
word:

B2 Microsoft PowerPoint - [Marketing in the Millennium. ppt]

ﬂ;] Ele Edit W¥iew Insert Format  Tools  Slide Show  Window  Help
HER=A" RENEIR= RN A N W A R AR R=R - Y
iTimesNewRoman - 44 -~ | B 7 U S \%EHE = | A 4| EE E

Outline % Slides

FEX

Type a question For help = X

YA i W e '|@!

é - \ |z Design | Mew Slide -

|>

1 n Marketing in the Millennium

Marketing straggisg for the 220d
Century

2 Market Summary
= Market: past, present, & future
= Review changes in market
share, leadership, players,
market shifts, costs, pricing,
compeition
3 Product Definition
= Describe product/sendce being
marketed

4 Competition . R nd
= The competitive landscape Marketlng m for the 22
Century

= Provide an overview of
product competitors, their
strengths and weaknesses

= Position each competitor's
product against new product

Marketing in the Millennium

"<

5 Positioning 27943005
= Positioning of product or
SEMEe . ¥ |Click to add notes
EEE
ED[aw'|AgtuShaDes' N ow OO A ﬁ?‘:ﬁ (8] @|&'£'A'E == ﬁ a j!
Slide 1 of 17 Marketing Plan English {L.5.} O3

A 4

ethod would you use to check the spelling on the entire document?

Select Tools and then Spelling d.  Press(Shift)+(F7)
Press(F7) e.  All of the above

Click on the Spelling button from the f. Onlyab,orc
Standard toolbar

© CCI LEARNING SOLUTIONS INC.
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Lesson 4: Formatting Text

Objectives Suggested Timing: 1 Hour
In this lesson you will look at how to format text using a variety of methods. On successful completion, you will be
familiar with the following:

= What formatting means = How to change the alignment of text

= How to apply formatting to characters = How to add bullets to selected text

What Does Formatting Mean?

E There are numerous features available for changing the appearance and po (or other
138 objects) on a dlide. The formatting of text can be changed using the F ar, the Font
command or the keyboard.
Font
o ng“t el The Font and des access to the basic
Times Mew Roman 0l . . .
Times Mew Roman Reqgular 44 [N formattl_ as We” aS to addltl Onal OptlonS
T Traditional Arabic t, 48 : not Formatting toolbar and can be
T Trebuchet M3 Italic 54 ) i
T Tunga Buld Italic = want to display the text in color
EF:::B“ il = o be printed in color if you have a color
[Junderine Foupersae 1" for making multiple formatting changes
[]shadaw Offset: |0 el
ClEmboss [ subscript [ pefault For new: objects
This is a TrueType Font.
This same Font will be used on both your prinker and your screen,

Font Select the name e want to use. The printer and software installed on your
system determine t isplayed in the list.

Font style Select thety ch
Size Select o
Effects e

ter formatting to be applied.
t size desired.

of effects to be applied. The available options are Underline, Shadow,
ou can also select the appropriate position for the characters by choosing
t or Subscript.

the text color you wish to use.

Color
Mti ng toolbar allows quick, easy access to the commonly used character formatting options.

iTmesMewRoman - 44 - | B F U § |§ = |i= = | A a4 | :E ;;§|év|gDE§ign jﬂewSIideH

he formatting features can be found in the Format menu, with the most popular features on the
matting toolbar. Occasionally, you may find that the shortcut keystrokes may also save you timein
adding formatting features to text. PowerPoint shares many of the same shortcut keystrokes used for
Word, Excel, and other Windows applications. Using the Font dialog box allows you to select multiple
formatting features at the same time, and then preview the formatting prior to applying it to the text. If
you are familiar with Word, you will notice that many of the options here are similar to the Font dialog
box in Word; however, PowerPoint does not have as many features nor is it as flexible as Word in
some instances.

Any formatting changes you make to text on the slides will override formatting options applied in the
master. Give some thought to whether you want to change an element on one dlide versus all the
dides; if you want all the slides to have the same formatting, be sure to change it in the Master dlide.
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|!!| Exercise

Now that you have some text in the presentation, you may want to begin looking at applying a
consistent look to the dides in the presentation, using a color and font style to best suit the
presentation.

1
2

© 00 N O

11

@ Practice Exercis

1
2
3
4

Open the Hurricanes - Student presentation to the screen.

Move to slide 1 and click in the title text. Then click on the text placeholder border
Select mode.

Click on the| B | on the Formatting toolbar.
Click on down arrow for the button on the Formatting toolbar and

Click on the down arrow for the button on the Formatting tool b
then click on alight yellow color.

put it into

ecolorsand

Click in the subtitle text and then click on the text placeholder botde t this into Select mode.

Select Format and then Font.
Change the Font style to be Bold.

Click on the down arrow for the Color option [ n More colors. Choose a shade of
green of your preference. Then click OK.

Click on Preview.
Notice the text in the dlide now changestothe.color selected in the Font dialog box. If the dialog
box hides the view of the text, mo ialogbox to another location by dragging itstitle bar.

Click on OK and then save th

Open the Buildi
Moveto the
Type:
Ty

w - Student presentation.
e n the button on the Formatting tool bar.
angements in the title box of the new slide.

lowing text in the second text box:

gage options

terest rates

Government assistance programs
Legal fees

ect the bullet points of this slide.
Click on the | B | button on the Formatting toolbar.

Click on the down arrow of the button on the Formatting toolbar and the click on More
Colors. Choose yellow and click OK.

Select the word, assistance, in the third bullet point. Press + to apply underline for
emphasis.

Save and close the presentation.
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Aligning Text

hC

1.3.8

lalign Left aligns each line of text at the
left side of the text box, creating jagged
right edges.

Center aligns each line of text between
the left and right sides of the text box
Align Right aligns each line of the text

at the night side of the text box, creating
jagged left edges

Justify aligns each line of text evenly
between the left and night sides of the
text box, creating even edges at both

sides.

IL.._!_“ Exercise

1 Ensure the Hurricanes - Student presen

2 Moveto dide 3. Click on the border of
then select Format, Alignment.

3 Click on Justify.

In some cases, justify ali
as noticeable when ied. |
the information hard
how much whit t

lepending on
is between the

on in the Formatting

You can choose the alignment for text
using one of the following methods:

= Select Format, Alignment. Then
click on the appropriate alignment
option from the displayed list.

= Click on the appropriate alignment
button from the Formatting tool bar.

= Pressthe shortcut keystroke for

Alignleft  (Cti)+1)
Center Ct)+{E)

Alignright (Ct)+R)
Justify

jve on the screen.

ot be
so make

ulleted Information

321

Depending on which slide layout is chosen, the text will be aligned according to the defaults for that
dlide layout. Occasionally you may want to change how the text is aligned:

align Left  Chrl+L

Center Chrl+E

Align Right  Ctrl+R

Justify

© CCI LEARNING SOLUTIONS INC.

e aquick and easy way to organize the information on the dides in your presentations. They
be added to text using one of the following methods:

Choose a dide layout with a bulleted list format. Bullets are preformatted on this slide, and when
yOU press at the end of the paragraph, another bullet will appear.

Use the (Bullets) button from the Formatting toolbar. This alows you to turn on (or off)
bullets on any slide.

Select Format, Bullets and Numbering.
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Bullets and Mumbering g]
Bulleted | Mumbered
[ ] [ ]
MNone . & "
[ ] [ ]
a o ¥ v
0 o2 > v
a o ¥ v
Size: 100 2 | % of text
I 0K l [ Cancel ]
Size Set the size of the bullet against the text siz
Color Choose the color of bullets you desire.
Picture Use apicture as a bullet instead o

Customize Choose adifferent character

= Right-click on the bulleted text and t ick ullets and Numbering from the shortcut

ill appear for further actions.

Once bullets have been added to text, th justed using different formatting effects, e.g., size,
color, style, etc. You can also sel ints and then click on the button to change from
bullets to numbers (or vice ver . Alternatively, select For mat, Bullets and Numbering
and then click on a numbering sty e Number ed tab.

|!!| Exercise

- Student presentation is active on the screen.
ot already there and select the bulleted text placeholder.
E button from the Formatting toolbar to turn off the bullets.

has turned off the bullets so that the first line of each point lines up at the left edge of
eholder. Depending on the content in the dlide, this effect may be what you want for the
rmation. Remember that presentations are meant to interest your audience in what
information is being shared; therefore, you may want to keep your points short in order to keep
their attention during the presentation.

Click on the |:= | button from the Formatting toolbar to turn on the bullets.
Select Format, Bulletsand Numbering.

This front dialog box shows the most commonly used bullets available. These are not the only
ones though; you can customize the bullet to be a different character than shown here.

6  Click onthe square bullet style (last one in the first row) and then click OK.
PowerPoint has how changed the bullet to another bullet style.

Now try customizing the bullet to be a custom symboal.
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7  Select Format, Bullets and Numbering. Then click on the Customize button.

Symbol X
Eont: |Wingdings ]

olo|o|®|e OO A |+ * | % & "
B || 0|8 | 7% | BB & O G|D|O|O|D
OO0 IS %2 €2 XEHE BRI
IIRIBIG QKR |5 | 4| |C|2|0|0|<
SIMNVIR| AL | N[NV R A KN
NN EERREERGEEECE ‘
Eecently used symbals: V
EICIE£¥Y|©® ™ £|#£|2|+|%|olu|a
Wingdings: 167 Character code: [167 | From: | symbol decimal) ~|

Co ) (o] °

8 Click on the down arrow for the Font field, scroll throi ist, and then click Webdings.
tick onit. Then click OK.

= Considered a Tropical Cyclone

+Originates over ocean water

= Temperature is at least 26.5C

=Grows in height due to unstable cool
air

£ Air in upper atmosphere above the
storm is in a high pressure area

11 Savethe presenta

lick on the third bulleted text item and select Bullets and Numbering in the shortcut
u.

Select the tick mark style and click OK.

Notice that only the bullet of the third point has changed to atick mark.

Click on the border of the bullet text box. Select For mat, Bulletsand Numbering.
Click on Customize.

If necessary, click on the down arrow for the Font field, and select Wingdings.
Select a symbol of your choice and click OK.

Click OK again.

Observe the change on the dide.

5
6
7
8
9

10 Close the presentation without saving.
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Summary

In thislesson you looked at how to format text using a variety of methods. Y ou should now be familiar
with the following:

= What formatting means = How to change the alignment of text
= How to apply formatting to characters = Add bulletsto selected text

Review Questions

1. What does formatting mean?

2. All the formatting options found on the Font dialog box are also ormatting

toolbar.
a True b. Fase
3. PowerPoint has the same formatting features and flexibility.as Wo
a True b. Fase
4. How can using the Preview button from the Font e helpful when selecting formatting
options?
5. Formatting applied to aslide will overri N applied on the master dide.
a True b. Fase
6. Listthedifferent types of alignmen
a C.
b. d.

a c. Pressthe appropriate shortcut keystroke
for the alignment required
b. propriate alignment d. Any of the above

the Formatting tool bar

W can apply bulletsto alist of pointsin atext placeholder?
Apply one of the slide layouts with d. Right-click on the selected text and then
bulleted list placeholders click on Bullets and Numbering

Select Format and then Bullets and e. Any of the above
Numbering

Click on the Bullets button on the f. Onlya b, orc
Formatting toolbar

9. List the two methods you could use to change the bulleted list to a numbered list.
a b.

10. The bullets provided by PowerPoint are the only ones you can use.
a True b. Fase
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Objectives Suggested Timing: 2 Hours

In this lesson you will focus on how to insert picture, table, or drawing objects. On successful completion of this
lesson, you will be familiar with the following:

= How to add graphics = How toinsert achart onto aslide
= How to size or move graphics = How to draw an object

= How toinsert atable onto adide = How to adjust or edit an object
= How to format the contents of the table = How to arrange an object ‘
Inserting Graphics
E PowerPoint allows you to add professional images to your presentatign fromeavariety of sources such

asthe Clip Gallery, from afile, scanned photographs, etc.

4.1.3

You can easily add pictures to any slide by using the
Picture command which allows you to insert pictures
from a variety of sources, such as the Clip Organizer
graphics files, scanned photographs, online from t
Microsoft Clip Art and Media web site,
PowerPoint comes with an extensive selecti
art images, as well as a variety of special b
bullets and lines.

Add Clips to Organizer,

3 wWelcarme to Microsoft Clip Organizer!
Clip Organizer can catalog picture, sound, and motion files Found on
yaur hard disk{s) or in Folders wou specify.

Click Mow ka catalog all media Files. Click Later ko postpone this kask,
Click Options to specify Folders,

[Jioon't show this message again:

i Mo ] [ Laker ] [ Options. ..
When you activate the comman
image for the first time, you wi
Organizer window.
When you click on Now, erPaint will then categorize all the pictures on your system to help

them faster. The number of categories and clip art pictures
on what other programs may be installed on your system. Any clip

ut title (e.g., Title, Text and Clip Art). Then double-click on the Clip Art icon to insert a clip
e.

t Insert, Picture and then Clip Art.
Click on the (Insert Clip Art) button on the Drawing toolbar.
= Click onthe Insert Clip Art icon in a Content placeholder where multiple items can be inserted.

8y

“o Insert Clip .ﬁ.rt|

If there are no graphic or picture files displayed, they may not have been installed. You will need the
Microsoft Office 2003 CD to install the files before you can insert any graphics. Alternatively, you can

> download them from the Microsoft Clip Art and Media web site as required. For the purpose of this
courseware, the files referenced are also provided with the data files.

© CCI LEARNING SOLUTIONS INC. KEY APPLICATIONS 1109-1



326

USING MICROSOFT OFFICE POWERPOINT 2003

|.!!| Exercise

Previously you inserted a picture in the presentation by using the copy and paste feature. Y ou will now
insert some clip art images directly into some slides.

1
2

3

Open the Hurricanes - Student presentation and move to dide 1.

Select Insert, Picture, then Clip Art. : Clip Art v x

The Clip Art task pane appears on the right side, giving you the

opportunity to put in a keyword or search criteria to find SEarlcdhh”
matching images. Y ou can also specify where PowerPoint should = Leo |
look for the images. Notice that PowerPoint also gives you the 5:;':';;:;@“5 =

chance to find other clips online (the Microsoft Clip Art and
Media web site) if you want or need more images. These imag
can be downloaded into your Clip Organizer for future use.

[&] organize clips. ..
Dl‘ Clip art on ©ffice Online

Resulks should be:

Selected media File tvpes

i@ Tips For finding clips

Click on the Organize clips li Microsoft Clip Organizer and find an image

appropriate for the presentatiog

Bl Favorites - Microsoft Clip Organizer

i Fle Edit Wiew Tools Help Tvpe a question for help (=

§ %13 search,.. |5 Collection List... || B3 [ < |.

Eullectlun List

=25 My Collections

ﬁ Fawvarites
24 Undlassified Clips
ﬁ My Music
ﬁ MyFiles
2§ Studert
5 WINDOWS
5 Office Collections
ﬁ Web Collections

=]

£ ™3 Clips Online !

0 Items

PowerPoint now displays a window similar to Windows Explorer, displaying a folder list for you
on the left pane, and any images in that folder on the right side. The number of folders displayed
here will vary, depending on what isinstalled on your system.

Click on the + symbol at the |eft of the Office Collections folder.
Scroll down the list and click on the Weather folder in the left side.
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B Weather - Microsoft Clip/Organizer E‘E|E|

i Fle Edt Wew Tools Help Type a question for help |+

: 71 search... ﬁgollection List... || Bz [ X |°_
-

<

: Collection List ’-ff.:\-\ ﬁ)&
= =

4 Special Occasions ~ \\ r &
4 Sports

ﬁ Symbols
ﬁ Technalogy
ﬁ Tools
ﬁ Transpartation
&5 Travel
ﬁ Weather
ﬁ Web Elements E

ﬁ Web Collections W
sed on what else may be
so, choose other pictures
may not have a similar theme
to insert a clip art image.

f_r;f\_\l

2 Ikems

You may not have the exact same pictures on your computer as sho

installed on your computer or who else may have downloaded dlip art i
> or those indicated by your instructor. Although the clip art im

to this presentation, the purpose of this exercise is to dem

6  Click on the down arrow that appears at the ri
storm cloud image.

7  Click on Copy.

"4 Co
PowerPoint has copied the image.into the Clipboard. By E E_asp;
copying the image into the ClI you can move Delete from "Weather"
around in your pre%nta“o d hich |mageS ¥ Delete from Clip Organizer
are needed in the pr i en paste them as || capy to Callection..,

F
Lt

Move to Collection. ..

Edit Keywards. .,

Fird Sirnilat Stwle

Preview/Properties

Microsoft Clip Organizer

You currently have one or more dlips on the clipboard. Would vou like these to remain on the clipboard after Clip
- Organizer shuts down?

I Yes l ’ Mo ]

IS message appears because the pictures were copied to the Clipboard but you haven't done
anything with them as yet. The Microsoft Clip Organizer window can be minimized instead of
being closed if you want to work with more pictures.

Click on Y es to keep the picture in the Clipboard.

Make sure you are on slide 1, click on the EI at the right of the task pane to display the list of
other task panes, and click on Clipboard. Then click on the picture that you copied to the
Clipboard.
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PowerPoint has now inserted the picture into the
dlide, although it istoo large to see in its entirety (you
will resize the picture in the next topic). This may
occur occasionally based on the size of the origina
picture and how PowerPoint insertsiit.

The Picture toolbar should also appear when an image
isinserted and selected. More detail about the buttons
on this toolbar can be found in the P ivity Tools
appendix at the back of this cour

I ROR e o e R R

Now try to find an image using the search field available in the Clip Art task p

| %3

11 Click on theE| button to display the other task panes and then click
12 Inthe Search for field, type: world and then press (Enter ).

PowerPoint will now do a search of al the clip art imagesin t ganizer that match the

criteria When PowerPoint has found all matches, the im ill b ayed in the viewer.
: Clip Art v x
Search For:
world
Searchin:
Al collections -
Results should be:

All media file types -
~

|_3_—| Organize dips. ..
03) Clip art on Office Online

) Tips For finding clips

ve to%e 6 and then click on the clip art image of your choice from the displayed list.

how in this case PowerPoint inserted the clip art image but in a smaller size than the
ious one. With this picture, you should see white circles around the perimeter of the image.

° These circles are called handles and indicate the picture is selected for further manipulation.
14 Save the presentation again.

15 Close the task pane by clicking on the [x] button at the far right of the task pane.

:@ Practice Exercise

1 OpentheBuilding a New Home (June Seminar) presentation and save it as Building a New Home
(June Seminar) - Student

2 Makesureyouareondidel.
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SO

Select Insert, Picture, then Clip Art.

Click on the Clip Organizer link.

Click on the + symbol at the left of the Office Collections folder.
Click on the Buildingsfolder in the left side.

N o o b~ W

If necessary, scroll through the list of
images until you see the picture
shown here:

If you do not have the same image
available, choose anothet picture of
your choice.

8 Click onthe down arrow that appears at the right of this picture and click

Close the Microsoft Clip Organizer window and switch back to the ck on Yesto

keep the picture in the clipboard.
10 Press(Ctr)+( V) to paste the picture onto slide 1.
11 Savethe presentation.

Manipulating the Pictures

Manipulating pictures refers to sizing, moving or ma
all images will allow you to make changesto t

maodifications to the actual picture. Not
2 it will depend on which program was

used to create the picture.
Making changes to the actual pictures is:beyon scope of this courseware. If you are interested in
looking at these types of features, it isr ded that you look at working with dedicated graphics

programs such as Illustrator, Corel oShop.

A new toolbar displays on t a picture is selected. Use this toolbar to help you
mani pulate some aspects of:the pi ore details are available for the buttons on this toolbar in the

Productivity Tools appen t ack of this courseware. If the Picture toolbar does not appear
when you click on th ) t View, Toolbars, Picture or right-click on any toolbar to display
the list of tool bar‘d on Picture.

Pl e DT DLt ol | = e
ing when working with picturesin PowerPoint:

= um t the picture firgt prior to making any changes to the picture. A selected picture has

te dots around it; these dots are called handles.
appropriate handle to size the picture to the required size. The mouse cursor will change

opriately based on the handle selected for resizing. A horizontal handle (++) will only size
he width of the picture whereas a vertical handle ( 1 ) will size the height of the picture. Using
one of the corner handles (=,) will affect the two sides connected to that handle.

= When you want to move a picture, place the mouse cursor anywhere inside the picture. When you
see "}, click and drag the picture to the required location.

= The green handle for a picture allows you to rotate the picture at any angle required. Click and
drag the green handle to the rotation angle required for the picture.

= All of the features on the Picture toolbar can also be accessed from the Format Picture dialog box
as well as sizing the picture by specific measurements, if required. In order to activate this box,
select the picture first and then click on the button from the Picture toolbar or select For mat,
Picture or right-click on the picture and then click on Format Picture.
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= |f you insert a picture without using one of the dlide layouts that include a picture placeholder, you
may need to reapply an appropriate slide layout or adjust the placeholders on that dlide
individually.

= There isno way to wrap the text around a picture asin Word. Y ou must decide whether you want
the picture to be in a separate placeholder than the text placeholder, or whether you want to
manipulate the text so it appears to flow around the picture.

L!!| Exercise

1 Ensurethe Hurricanes - Student presentation is active on the screen.
2 Moveto dide 1 and place the cursor overtop of the image.
The mouse cursor should change to a ‘i .

In order to be able to see the image, you will now resize it using the

3 Clickon the button in the Picture toolbar and then click on th
Format Picture
Colors and Lines | Position || Picture | Texk Box | Web |
Size and rotate
Rotation:
Scale
Lock aspect ratio
Relative to original picture size
[[] Best scale for slide show
Resolution: B0 x 480
Criginal size
Height: 20.92" width:  19.88"
[ [l 8 ] [ Cancel ] Presiew
4 Int earea, click inthe Height field and type: 15 for the percentage and then click OK.

asif the picture has disappeared but it is now located in an area away from the dide
on the new size.

oll up and to the left in the Slide Pane until you see the picture.

Notice the handles around this picture to indicate it is
still selected.
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o

6 Position your cursor anywhere in the image so you see the 1} and then drag it to the top right
corner of the dide, similar to the following:

Hurricanes

Marketing Project
Student Name

Picture

LB @l ozl | S S

7 Now move the cursor to the bottom right corner handle.
The mouse cursor should changeto &,

8 Click and drag up to the left to further decrease the s

Hurricanes

Marketing Project
Student Name

9 it on the left side of the slide.
10 Moveto dide
11 Clic icture and resize it to be Information or Resources

approxirfiately 3" wide by 2.5" high. .

. . . . .nhc. a.q
ick o text placeholder and resize it to fit 3332;‘;2‘2‘2120" m‘:’ Y
-

lfa\\ll

Thimwy

| N g

oximately two thirds of its original width. www.fema.gov/kids /hurr.htm

www . hurricanes.net
ve the picture and adjust the size of the web Sl iinod

e links so that your dlide looks similar to the
screen at the right:

Save the presentation again.
15 Movetodide4.
16 Click on the flood picture to display the handles.

17 Position the cursor at one of the corner handles and make the picture bigger by ¥2" in height and
width.

18 Repeat steps 11 and 12 for the hurricane picture.
19 Click onthetree picture and drag it to the right until it is approximately in the center of the dide.
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20 Reposition the first two pictures so there is some space between the bottom of these pictures and
the top of the trees.

Y our slide should appear similar to the following:

Types of Damage

"\Qt presentation is active on the screen.

(3 )key several times to move the picture to the bottom

21 Savethe presentation again.

@ Practice Exercise

1 EnsuretheBuilding a New Home (June Se
Moveto dide 1.
3 Click on the picture to select it. Press the

of the dlide.

4  Click in the title box. Then pr ey and click on the second text box. Both text boxes
should now be selected.
Pressthe (1) key ve the text boxes higher up on the slide.
Select the pictu and drag the upper right handle upwards to enlarge the picture
somewhat.

7 Pressth al times to move the picture to the center of the slide.
pok similar to the following:

Building a New Home

R&R Construction Ltd.

8  Savethe presentation.
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Inserting Graphics from Other Sources

At times you may need to include a picture in your presentation that is not included in the Clip
Organizer, such as your company logo, a picture saved on a disk or a picture with a different format
than those in the Clip Organizer.

Depending on where you want to insert picture files, you may want to consider changing the dlide
layout for the dlide prior to inserting the picture, especially if you want to associate the elements with
the appropriate placeholder. Alternatively, you can adjust the placeholders accordingly i relation to
the picture.

Toinsert apicture file, use one of the following methods:
= Select Insert, Picture and then From File.

= (Click on the (Insert File) button from the Drawing toolbar ithin a Content
placeholder.

L] Exercise
1 Ensurethe Hurricanes - Student presentation is activ .
The clip art image placed on dlide 1 is interesting tc;" I.ﬂ es not truly show how a hurricane
al,

can appear. Accordingly, you are aware of a photo be used instead.
2 Gotodide2.

3 Select Format, Slide Layout and then
4

theTitle, Text, and Content layout.

In the Content placeholder, click o

Insert Picture

Look in: [y My Pictures v @ Q@ X Ci [EH - Toos~
- | —
Documents
Desktop Sample Pickures
My Docurnents
-
5
My Computer
:_}) File pame: | 3z
My Mebwork ]
Places Files of bype: | al Pictures (%, emf;*, wmfi* jog;* jpea; * Jfif %, jpe;™ . png; +

PowerPoint defaults to the My Pictures folder within the My Documents folder on Drive C. You
can move to any location on your computer or network to locate an image file.

5 Fromthe Look in field, click on the drop list arrow and click on the folder where your data files
have been stored.

6  Double-click on the Hurricane.jpg file.

The graphic now appears in the Content placeholder on the slide. Even though this is a
photograph instead of clip art, PowerPoint allows you to manipulate it in the same manner asif it
was aclip art image.
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7  Size and position the picture similar to the following:

8  Savethe presentation again. oe
@ Practice Exercise
Open the Building a New Home (June Seminar) - ation.
Gotodideb.

o 01~ W N B

Select Insert, Picture, then click From Ei
Browse to where your datafiles have
Move the picture to the right of thé
Select the second text box and'tesi

Ve and close the presentation.

What is a Hurricane?

-

xselect the financing.wmf file. Click Insert.

Financial Arrangements

= Mortgage options -
" |nterest rates )

= Government assistance @
programs :

" | egal fees n

= Down payment ]

= e

ing and Using Tables

A tableis a grid made up of rows and columns where data can be entered. The intersection of a row
and column is called a cell. Using atable is the fastest way to enter text in a columnar format without
having to try and determine tab positions to ensure that the text lines up in each column. Once the

table has been created, you can then format it per your needs, e.g., merge cells together to make atitle
cell, add or change the line styles, add shading or background color, etc.

Y ou can also insert atable within atable, as needed. This option is handy when you need to line up the
text on aweb page.

KEY APPLICATIONS 1109-1
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Y ou can insert atable using one of the following methods:

= |nsert anew dide using the Title and Table layout.

= Clickon the (Insert Table) button in the Standard toolbar.
=  Select Insert, Table.

When a table has been inserted, a new toolbar will appear to help you manipulate or format the table.
Please refer to the Productivity Tools appendix for more details on the buttons in this tool ti

i 4| ——— = 1ot =2 ] 2 D) o Table | _.|E|==|IH+HI

Consider the following when working with tables: -~

= Each box of the tableisreferred to asacell. Thisisvery similar to | Insert Table...
using Excel.

”'1-11 Insert Columns ko the Left

= To type text into a cell, you can either click in that cell and b M5 G IS 6 ) (el

typing, or press to move from one cell to another.
=  Toinsert atab position within a cell, press (Ctri)+(Tab).

= To make changesto an existing table, click on the
the Tables and Border toolbar. A menu will dig
options for where to insert the new row or col

== | Insett Rows Ahove

= Insert Rows Below

28
i Delete Columns
=

Delete Rows

Merge Cells
8| Split Cell

Borders and Fill. ..

= To resize the entire table at one time,
border for the table and use the approp dl ize the table
accordingly.

Select Table
Select Column

Select Row

Exercise

Ensure the Hurricanes - S ion is active on the screen.

Inthe Slide L pane, click onthe Title and Table layout.

easured Atlantic Hurricanes for thetitle.

)
o g A~ W N P )

Insert Table

‘ Murmber of columns:
g ~
w
Murnber of rows: Cancel

Z v

7  Type: 4 for the number of columns and 6 for the number of rows and then click OK.

8 Enter the following information into the table, pressing to move between the cells:

Hurricane Name Year Occurred Low Pressure High Winds
Mitch 1998 905 millibars 287 kph
Andrew 1992 922 millibars 250 kph
Hugo 1989 918 millibars 260 kph
Gilbert 1988 888 millibars 299 kph
Camille 1969 964 millibars 320 kph
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Notice that the table appears to be too big for the dide. You can choose at this point whether to
resize the table, or change some of the formatting used as default by PowerPoint.

9 Savethe presentation again.

@ Practice Exercise

Open the Building a New Home (June Seminar) - Student presentation.

Moveto the last slide.

Click on the button on the Formatting toolbar and apply the Titl
Double-click on the table icon.

Table ut.

Type: 3 for the number of columns and 6 for the number of rows. Click

Starting from the first cell of the first row, type the following t° to move between
the cells:

t

o O A WDN PP

N oW

Site, legal fees & plan 1
30% completion
Construction complete ,000
Finishing and landscaping 0,000
7  Savethe presentation.

Item Month A
60% completion
Formatting the Table

You can format the table in a as with text, either formatting the data in the table or
formatting the table itself. Form le also refers to manipulating the cells and subsequently,
the contents within those ¢ Some formatting options include:

= adjusting the or the height of rows
= merging cells make larger cells

= gplitti esmaller cells

or removing the border style for selected cells

ing, or removing shading or fill backgrounds for selected cells

can make any changes to any part of the table, you must select the appropriate information
e. You can either select items individually using the mouse or keyboard, or use the
or the appropriate selection.

Exercise

Ensure the Hurricanes - Student presentation is active on the screen.
Click on the placeholder border for the table to select the entire table.
Click on the down arrow for the button and then click on 24.

Click on the vertical line between the Hurricane Name column and the Y ear Occurred column.

a b~ W N

Click and drag to make the Hurricane Name column a bit smaller.
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6  Adjust therest of the columns so the table appears similar to the side shown here:

Hurricane |Year Low Pressure | High) Winds
Name Occurred
Mitch 1998

Gilbert 1988

7  Adjust the height of the rows.
8  Bold the headings and use to have the column headings ines.
re and High Winds

9 Center the headings and the data only for the Year Occugred, L
columns.

Y our dlide should now look similar to the slide shown:;

o> Most Intense Measured Atlantic .
Hurricanes

Hurricane Year
Name Occurred Pressure
Mitch 1998

1989

Gilbert 1988

to the Building a New Home (June Seminar) - Student presentation and ensure you are
he last dlide containing the table.

Select columns 2 and 3. Click on the = | button in the Formatting tool bar.
Click in the title box and type: Payment Schedule
Select all the cellsin the column titles row and press (Ctr)+(B).

5 Click on the down arrow for the button in the Tables and Borders toolbar. Click on the
Green color (shown as Follow Fills Scheme Color).
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6  Adjust the width of each column so that your dlide appears similar to the one shown:

Payment Schedule

I L
Site, legal fees & plan $20,000

30% completion $15,000
60% completion $15,000

Construction complete $15,000
Einishing and landscaping “ 320,000 $

7  Save and close the presentation.

Adding charts to a dide allows you to represent nu a much more understandable and
visual manner. PowerPoint allows you to select 2-D and 3-D graph charts, as well as

allowing you to adjust the various chart elem \‘
Charts, also known as graphs, can either be.er by ¥mporting the information from a spreadsheet

application, or by entering the data int

Consider the following when worki [ arts.
= Theterminology “datach hart” are interchangeable.
= Charts may have atitl subtitle.
= Bar andlinegrap
= A seriesison ., one series for each year reported).

= |f the chart:di e than one series of data, each seriesis displayed in alegend.

series can have alabel displaying the value at that point.

= Agr lay grid lines and tick marks on the axis.

angin type of chart is simple and can help in producing a more effective presentation.
hart, use one of the following methods:
t Insert and then Chart.

Click on the|ll| (Insert Chart) button on the Standard toolbar.
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Once you activate the chart feature, the screen changes to appear as:

A

& Presentation3 - Datasheet @

B C D E &

| 1st Qi

2nd Qtr

3rd Otr  |4th Qu

274 a0 20.4

30.6

38.6 316

45.9

46.9 45 43.9

1st Qtr

2nd Qtr

O East
W West
M North

K}

3rd Qtr 4th Qtr

The PowerPoint menus and toolbars will also be replaced by those
that you are now in another application that was designed to W% wit

it Graph, indicating

int.

Chart Area -5 g E] 4 2B 9 [E]m | s WEE 8] > 8
AN
| il - -B]Z WIE==]S % % eyf

Many of the buttons on these two toolbars share
reducing the learning curve if these are famil|
buttons of these toolbars in the Productivit

The window in the background contai
in the datasheet window. As chan
the different icons available on

A datasheet is similar to
data which can be chang
its column letter foll

column B row 5.

Select All Butto

hd

res as found in Word or Excel, thereby
. More information can be found on the

at the graph looks like based on the data entered
the sample data, the graph will also change. Notice
ile working with this feature.

eet. It consists of rows and columns and displays sample
intersection of a column and a row. Each cell isidentified by
number. For example, cell B5 is located at the intersection of

mn Address X Axis Headings

A B C D E
1stOtr__ [2nd Qtr  |3rd Otr_ [4th Otr ¥
1 _a|East 204 274 90 20.4
2 @il | West 30.6 J8.6 34.6 31.6
3 afl{North 459 46.9 45 A 139

A b

< 4 >

Row Address Categories Y Axis Values

Select All Button
Column Address
X AxisHeadings
Row Address
Categories

Y AxisValues

© CCI LEARNING SOLUTIONS INC.

Click this button to select every cell in the datasheet.

Alphabetic character representing the column where the value or label resides.
By default, PowerPoint will place these column headings on the X axis.
Number representing the row where the value or |abel resides.

By default, PowerPoint will chart these items and set up a legend for these
categories.

These are the values that will be charted.
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Selecting Items in a Datasheet

The ability to select arange of cellsis a fundamental skill in a datasheet. Prior to issuing a command
or undertaking a procedure, you must indicate what part of the datasheet you wish to affect with the
command. Range selection is the meansto indicate this area.

A range selection can be as small asasingle cell, or as large as the entire datasheet. A datasheet keeps
the cell(s) highlighted until you change or remove the selection. Clicking on a cell or using an arrow

key will remove the selection.
In a datasheet, you can select one of the following:
= asinglecell (the active cell)

® arange — arectangular section of a datasheet containing two or more cel EV

A datasheet displays the selected range by reversing the color of the cells. selected range
there will be one cell that appearsin normal color. Thisisthe active ¢ e.

To select arange using the mouse:

A singlecell Click on the cell.
Extend the Click on the cell, hold the mou t d drag to the end of the desired
selection range, then release the mouse

An entirerow Click on the row header.

An entire column Click on the column h

Theentire Click on the Seleg fon.in the top left corner of the worksheet (the button
wor ksheset to the left of the C ‘ub adings and above the row headings).

M ake a selection Click on_the'eginning cell in the range, then point to the ending cell in the
range an key down while clicking on the ending cell in the

Extend/shrink a key, then click inside the previously selected range to

selection ection; or click outside the range to extend the selection.
Extend ther on the row number, hold the left mouse button down and drag.
selection

Extend
selection

n Click on the column letter, hold down the left mouse button and drag.

cases, you may want to use the keyboard to select cells by using the key with the arrow
aly, you have better control when selecting large cell ranges with the keyboard, especially
ving to scroll to other parts of the datasheet at the same time. Note that you cannot select non-
ent rows, columns or cells.

o select acell, click on the desired cell or use the following keys on the keyboard.

Tab Move to the cell to theright.
(shif)+Tab)  Moveto the cell to the left.
Move to the right.

Move to the left.
Move up oneline.
Move down one line.
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LL] Exercise
1 Click onthe button from the Standard toolbar to create a new presentation. Save it as Working
with Charts - Student.
Make sure the Slide Layout task pane is displayed.
3 Click onthe Titleand Chart layout to apply it to the slide.

Click to add title

Double click to add chart oe

4 Double-click the dlide where indicated.

Click on the Select All button to highlight
existing data.

and then press to remove all

Enter the following information as show

enus and toolbars return to PowerPoint’ s commands.

tice the
roduct Sales for the title.
urn to chart mode by double-clicking on the chart.

A visual indication of chart mode is the dlash lined border that surrounds the outside edge of the
chart.

To return to the datasheet window, click the button on the toolbar.
12 Save the presentation.
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Changing the Chart Type

There are many different chart types that come with Microsoft Graph; the type you use will depend on
the type of data being charted:

Column
Bar
Line Use to compare continuous trends.
Pie
XY (Scatter) Useto determine data patterns.
Area
Doughnut
Radar
Surface
Bubble
points are presented by bubbles.
Stock Use to display high-low-close data. |
three sets of data.
Cylinder Similar to bar and column ¢
Cone Similar to bar and column
Pyramid Similar to bar and colu

Use to compare values over time or categories. Thisisavertical presentation.

Use to compare values over time or categories. Thisis a horizontal presentation.

Use to compare series that make up the whole.

Use to compare a continuous change in volume.

Similar to the pie chart, but for more than one set of data
Use to determine patterns or trends with points matc
Useto display trends in values with a 3-D presentatio ntinuous surface.

Use to compare three values. The values are layed like a scatter chart, but the

his display, you must have at |east

cylinder shape.
t usihg a cone shape.
s, btit using a pyramid shape.

he following methods:

= Click on the down ar

Chart Type

X

Type) button on

KEY APPLICATIONS 1109-1

Standard Types | Custom Types
art toolbar.

Chatt type:

ol CEER ~
E Ear

Iﬁ Line

@ Pie

| B (Scatter)

‘ Area

D Doughnut

@v Radar

@ Surface

@s Eubble -

Chart sub-type:

di e ENR
[ el
M

|I.[Il,|

Opki
[AIETE Clustered column with & 3-Dr visual effect,

[] pefault Formatting

[ Press and Hold ko Yiew Sample ]

Set as default chart Ok

][ Cancel ]
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L..!| Exercise

1 Ensurethe Working with Charts - Student presentation is active on the screen.

2 Ensure the placeholder border for the chart is displayed and then click on the down arrow of the
button on the Standard Chart toolbar.

3 Click onthe option to change to a 3-D Area chart type.

Changing the chart type is easy and quick to do but can sometimes display the inf
way that doesn’'t convey the message of the chart. For instance, in this case, us
type provides a variation on the display of the data but the area for the Books item pr
from seeing the data for the DVD line.

4  Click on the down arrow of the button on the Standard Char, en click on
the | | option to change to a Line chart type.

ation in a
ea chart
S you

your chart always
line but the chart may

How does this display work for you in displaying the values?
gives you a good indication as to whether there isatrend in you
not be as visually exciting if you were wanting to emphasi specifi

5 Click on the down arrow of the button on t Chart toolbar and then click
on the & | option to change to a3-D Column ch

Notice this time that although you chose th
same type of display as with the area ty

, using the 3-D chart type presents the
you may need to select different chart

6 Click on the down arrow of the on the Standard Chart toolbar and then click
on the option to change to a.3-

7  Savethe presentation agai

Adjusting the Data

In addition to adjusti art, you can change the data series properties. A seriesis a set of
data that is grap I ted in the chart. You can adjust items such as the bar shape, fill
attributes an li

the right mouse button on the series, then select Format Data Series from the displayed
shortcut menu.

= Double-click on the series bar to be changed.
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Format Data Series §|

i| shape | DataLabels | Options

Eorder Area
@ Bukomatic @ Aukomatic
Oﬂone ONone_
) Custom EEAEEEENEN
HEEEEEEREER
Style: w
| | B
Calors Sutomatic v O Ll

Weight: w

] EEEE
( Fill Effects...
Sarple
| [ Inwert if negative

The number of formatting options available depends on i, chart selected. For example, a
clustered column chart will display different tabsin the / yta Series dialog box than a pie chart.
While you have numerous options available for forma , consider two reasons for why you
don’t want to add alot of information or formatti e chart:

= The more information there is for the ce , the less likely they will pay attention to
you as they can see and read the informatio themsel ves.

= How easy isit to read and are there racting items on the chart that may make it more
confusing to read?

Exercise

Ensure the Worki - Student presentation is active on the screen.

Double-clic ooks series bars.

Choose your choice and then click OK.
R for the other two series, i.e., CDsand DVDs.

Double-cli the legend at the right
e of t art and click on the
ent tab Patterns | Font | Pl:

Placerment

ick on Bottom and then click on the O gettom

Format Legend

]

O Corner
Font tab. 6 100
Change the Size to be 14 and then click @ Right
on OK. OLeft

Double-click anywhere in the values on
the X axis.

a4 l [ Cancel
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Format Axis

X

Patterns | Scale i| Mumber || Alignment
Font: Fant style: Size:
Arial Biold 15
T Angsana Mew A Regular 12 ey
T AngsanallPC Ttalic 14
arabic Transparent 16
h* | | Bold Italic ht
Underline: Colar: Background:
Mane b Automatic % | | Automnatic w
Effects Preview
[] strikethrough
[ superserint . AaBbCcYyZz _|
[] subseript
Auto scale
This is a TrueType Font, The same Font will be used on both wour printer and
WOUF SCReern,
[ QK l [ Cancel °

9 Click on 16 for the Size and then click OK.
10 Repeat steps 8 and 9 for the Y -axis values.
Y our presentation should appear similar to tfr&fom

Product Sales

2002

| |
2003
| |
2004 ﬁ ]

1] 1000 2000 3000 4000 5000 6000
: etMﬂtation and then closeit.

ese objects can be added using the Drawing toolbar.

iDtaw'IﬂutDShapes' N W OOME A EE Bdr A== @ JH

Objects you can create with this toolbar include:

= Lines = Text boxes
= Arrows = WordArt
= Rectangles or squares = Diagrams or organization charts

= Qvalsor circles
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You can also create objects using the AutoShapes menu which includes a
number of objects created by Microsoft. You can use the same method to
create these objects as with the other abjects.

Most objects are created by clicking where you wish the top left of the
object to start, and then dragging the mouse to the desired size for the object.
Once the object has been created, you can then manipul ate the shape or color
of those objects.

When using the AutoShapes menu, a fly out menu will appear when you
click on one of the groups. This fly out menu contains various tools that are
available for that group. Some of these tools will be discussed in this
section.

|!!| Exercise

Open the Hurricanes - Student presentation to the screen.

Moveto dide 5.

Click onthe button on the Drawing te

Click on the Basic Shapes group and then cli

a A W N P

Move the cursor to the top left corner of
text begins.

B

6 Click onthe
A

What Else Should You Consider?

= With plenty of notice:
s Board up your windows
» Make sure alll appliances are off
s Only pack what you will absolutely need

» Include some toiletries and other
necessities

= Remember your pets!

KEY APPLICATIONS 1109-1

gx’j Lines 3
E Conneckors »
@ Basic Shapes 3
% Block, Arrows 3
Ta  Flawchart »
%3 Stars and Banners »
Ej Callouts 3
f_p'=| Ackion Buktons 3
Eﬂ More Autoshapes. .,

Aukoshapes =

button to draw a Lightning Bolt shape.
K'and drag down to just before the bulleted

on the Formatting toolbar and then create the slide shown here:

© CCI LEARNING SOLUTIONS INC.



USING MICROSOFT OFFICE POWERPOINT 2003 347

7  Click on the button and from within the Star s and Banner s grouping, draw the two
objects as shown:

What Else Should You Consider?

= With plenty of notice:
» Board up your windows
i

s Make sure all appliances are o
s Only pack what you will absolutely need
s Include some toiletries and other

necessities
» Remember your pets! Q

8 Savethe presentation again.

Formatting Objects
atting text. Y ou need only to select the
ving toolbar provides you with a number of
object.

Drawing objects can be formatted in a similar m
object(s) before applying the formatting feat
features you can use to change the color, st

ill o

|!!| Exercise

1 EnsuretheHurricanes - S ion is active on the screen and move to dide 6.

2 Click on the star to t it en click on the down arrow for the | = e
button on the,Dr bar. HoFl
. ) . Aukamatic
3 Click onthe e displayed menu. e
4 Click ongth n'arow for the button on the Drawing toolbar
f onMoreFill Colors. Pp———
Fill EFfects...
o

.

PowerPoint now displays a palette of colors to choose
from for the fill color of the object. If you want to use
a specific color and you know the exact values for that
color, you can use the Custom tab to enter those
values. A benefit of using this feature is the ability to
preview how the selected color will appear with the
rest of the dlide.

Mew

Transparency:

4 #| 0% v Current
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5 Click onagold color and then click OK.

Notice how the fill color has changed but the outline around the star is still white. Once you set a
color for an abject, that color is then added to the row of colorsin the menu for either the fill or
line color. This makes it easy to change the line or fill color to match the previous color used.

6  Click on the down arrow of the button and click on the gold color used for thefill color.
The star should now have the same color for the outline and the content.

7  Click on the starburst object. Click on the down arrow for the button and t k on Fill
Effects.

Fill Effects X
Texture | Pattern | Picture
Colors
() One colar °

() Twio colars
O Preset

Transparency

From: % |

>
3

Ta: < |

shading skyles

(3 Horizontal

) Wertical

() Diagonal up
() Diagonal down

Sample:

() From corner
O From center

8 Click onthe Texture

Gradient | | Pattern | Pickure

Texkure:
Cancel
| | Sample:
Qther Texture. ..

9 Scroll down the list until you see the Water droplets texture and then click on it. Click on
Preview to see how it will appear on the slide.

10 Click on OK.
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11 With the starburst still selected, click on the @] (3-D Style) button,

Mo 3-0r

®
L
@
v
4

CReer
ERE D

w e el

-0 Sekkings. ..

J
12 Click onthe[@®] (3-D Style 6) style.
13 Click on the star object. Click on @ and then click on the (3D-st

The dlide should appear similar to the following:

What Else Should You Consider?

= With plenty of notice:
s Board up your windows
» Make sure all appliances are off
» Only pack what you will absolutely need

o Include some toiletries and other
necessities )

= Remember your pets!

14 Moveto dide5 d f

15 Saveandcl th

@ Pra e
1

pen
eto dide 2.

ick on the button in the Drawing toolbar. Click on the Basic Shapes option.
Click on the Smiley Face object.

Move the cursor to the right of the last bullet point and then click and drag to create a smiley face
next to the text.

Click on the button and change the color to bright yellow.

7  Click on the down arrow for the button in the Drawing toolbar, click on More Line Colors,
select Black and click OK.

8 Movetodideb.
9  Press(Ctri)+(M) to create anew slide.
10 Click in thetitle box and type: The Contract

atting options you prefer to the lightning bolt.

ing a New Home (June Seminar) - Student presentation.
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11 Click on the button in the Drawing toolbar. Click on the Basic Shapes option and
select the Folded Corner object.

12 Move the cursor to the center of the slide and then click and drag to create a folded corner object
on the slide.

13 Click on the button in the Drawing toolbar. Click on the Stars and Banners option
and select a 16-point star object.

14 Draw asmall 16-point star on the lower right corner of the folded corner object.
15 With the star still selected, click on the button and change the color to Red.
16 Click on the || button in the Drawing toolbar. V
17 Click and drag atext box on the top of the folded corner object.

18 Click in the new text box and type: Building Contract

19 %ﬁ ar to the following:

Size and position the folded corner, star object and text box to app

The Contract

Building Contract

20 Save and clos

Editin ting Objects
Take note
select

owing when working with objects:

object, click on it once. To draw a selection box around all objects that you want to
the same time, click your mouse before the first object, then drag it until you have
uded all the objects you desire.

To move an abject, click on it once, and you will see the sizing handles (eight handles) appear.
When the mouse turns into a four-headed arrow, click on the object and drag it to its new
location.

To size an object, click on it once to select it. Click and hold down the mouse button on one of
the sizing handles (the cursor should appear as a two-headed arrow), then drag the handle until
the object is the desired size. If you want to maintain the proportions of the object when resizing,
hold down the key as you are dragging the corner handles.

= Once an object is selected, it will stay selected until you click somewhere else in the Slide pane,
the Outline pane or in the Notes pane.
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Arranging Objects

Once you begin creating objects and adding text to the dlides, you may find it cumbersome to select
multiple objects that will share the same attributes or that may be moved to another place in the dide.
Aswell, you may also need to control the stacking order of overlaid objects.

Each object on a dlide is on its own layer. An object on the top layer will appear to be in front of a
lower object. You can move an object backward or forward through the layers. Once objects have
been carefully placed in relation to each other, they can be grouped so that their placemefit and order
will not change.

These tasks can be accomplished using the commands found in the Draw ing

u on the
toolbar. N.V
Group Allows you to group all thesel§ d treats them

% eron asif they were asingle obj

E.':. Ungroup Takes al the componen ected group(s) and
breaks them down into sep. ts.

Order 3
arid and Guides. .. Regroup  Once you ha
Nudge » Changes to
Align or Distribute r that youg
Rotate ar Flip 3 Order Allo

ed several objects and made
t regroups only those objects
ly.

t the stacking order used for objects.

options are Bring to Front, Send to Back,
orward and Send Backward.

ted, this displays a set of grid lines to help you
objects.

Change AutoShape > Grid an

Set ukoShape Defaulks Gui

Draw =
Nudge

, it allows you to nudge a selected object Up, Down, L eft

Align or Distribute or distributes several objects to the same alignment.

Rotate or Flip otates or flips the objects(s) in different directions.
Reroutes connectors set by connecting objects.

Turns on the editing points for a selected object. You can add editing
points to change the shape of an object.

e AutoShape Changes the shape of the selected object.
ape Defaults  Savesthe attributes of a selected object as default settings.

Exercise

1 Create anew blank presentation and save as Moonlight and Magic (Trade Show) - Student.
2  Changethe slide layout to be Blank.

3 Click onthe button in the Drawing toolbar. In the Basic Shapes menu, click on the
M oon shape and then draw a crescent about 2" high by 1” wide.
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4  Click on the button in the Drawing toolbar and click on the |FriEur—
Stars and Banners group. When the submenu appears, click on the dotted e o
line at the top of the menu and drag it to another location on the slide to turn -

it into a floating menu. i¥ ?:%

i M R P

5 Using the 5-Point Star, draw varying sizes of stars near the moon so your I
dlide appears similar to the following:

%

i\\?ﬁ **
N W
E’?* N

Stars & Bi ¥ X

6  Savethe presentation again.

7 Using the button on the Drawing
down to the bottom right of the dlid

Na

, st the top left of the dide and drag a marquee

All (o) mjld now be selected. If you wanted to change the colors or fills of any of these
obj Id be best to make those changes prior to selecting all of the objects. For the
rpose Is exercise, we will leave the color and style as created.

n the button and then click on Group.

! .

%
’ w
s Gy
oy
: T

PowerPoint has now grouped all these objectsinto one large object.

9 Resizethis object down to ¥ of its original size and position it to be 1” from the top and |eft edge
of the dlide.
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1

o

Click on the button and click to the right of the object. Type: Moonlight and Magic Inc.

11 Position the text box so it is centered vertically between the top and bottom of the object and
change the font to 24 pt bold.

12 Pressthe(Shift) key and then click on the object.
13 Click on the button and then click on Group.

14 Reposition the object and then create another textbox on the dide so it appears sifnilar to the
following:

. AW
*ﬁ @‘:& #  Moonlight and Magic Inc.
* w -4 :

-3

four travel agent for ramantic
and stress free getaways!

15 Save and close the presentation.

@ Practice Exercise

1 Open theBuilding a
2 Movetodide®6.

e Seminar) - Student presentation.

Carry on in this way until you have drawn a ribbon similar to the
ne sh he right:

d drag the ribbon onto the red star. Y ou may need to resize the ribbon.

r slide should now look similar to:

Building Contract

ik

Ll
r.
=y
v
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6 Click onthered star to select it. Then click on the button and then select Order, Bring to

Front.
7  Select the ribbon again. Click on the down arrow of the button and then click on Fill
Effects.

8 Click on One color from the Colors area and then click on Preview.

9 Click on the down arrow of the Color 1 field and choose medium blue (Follow Accent and
Hyperlink Scheme Color).

10 Select Diagonal up in the Shading styles area. Click OK.
11 Select the Building Contract text box and change the font color to Black.

12 Select the folded corner object. Click on the down arrow of the r en select the
off-white color.

13 Click below the bottom right corner of the folded corner object ( ontent box) and drag
a selection box around all the objects. Notice that all the obj :

14 Right-click on the selection and select Grouping, Gr

Y our building contract should look similar to the i

Building Contract

15 Saveandcloset

Summary

ﬁd at how to format text in a variety of methods. Y ou should now be familiar
|
0

In this |
with the
= aphics = How to work with charts on aslide
ize or move graphics = How to draw an object
to insert atable onto adide = How to adjust or edit an object
ow to format the contents of the table = How to arrange an object
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Review Questions

1. You caninsert pictures from avariety of sources such as the Clip Art Organizer, pictures saved as
files, scanned pictures, or online from the Microsoft Office Clip Art and Media web site.

a True b. False
2. How can you insert a picture onto adide?
a.  Select Insert and then Picture d. All of the above
b. Click ontheInsert Clip Art buttonfrom e. Onlya orc

the Drawing toolbar.
c.  Apply one of the dide layouts that has
picture placeholders
ﬂ@: you were using a

dle when you select a picture?

3. You can make changes to a picture in PowerPoint in the
dedicated graphics design program.
a True b. False

4., What'sthe difference between the white handles

5. List the different ways you can insert atable

a
b.

6. List the two methods you can ugeto art onto a dlide.
a b.

7. When would you con e chart type instead of a column type?

8. If you wanted to

| dentify thgbutton(s
ED[aw'|.ﬁ.gtDShapes' Y DDL'*J“J.{:: 8] & | &~ - A'ET: =) lj!

al shape that is not a box or oval, which feature would you use?

©

the following toolbar that you could use to format an object:

hich o ollowing best describes why you might want to group objects together?

Totreat the objectsasone largeobject c¢.  Toresize all the objects by the same
proportions

To apply any formatting featurestoall d.  All of the above
the selected objects at one time
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Lesson 6 Enhancmg the Presentatlon

Ob]ectlves Suggested Timing: 1 Hour
In this lesson you will look at how to manipulate the items on the dides before finalizing for delivery. On
successful completion, you will be familiar with the following:
= How to change the background color = How to customize animation effects
= How to animate slide objects and text =  How to apply dide transition

Changing the Background Color

E Y ou can change the background color (color of the slide behind the text) for o . Use care
216 when selecting background and text colors as the selections may make n difficult to
read or see. Changing the background does not remove any d applied on the

presentation; it will change the background color only. If you no lon
will need to set the presentation to the default design (blank).

esign template, you

To change the background for one or all the slides, use one

%

owing methods:

= Select Format, Background.

= Click the right mouse button on a blank area of
displayed shortcut menu.

then select Background from the

Background

Background fil Apply ko Al
&y '
Title of Slide Apphy

+ Bullet bext

DH]

[] @mit backaground graphics Fram master

lg_!_“ Exer.

1 Op icanes - Student presentation to the screen.

ect Format and then Slide Design.

ide Design task pane, click on the Default Design template.
presentation should now have a blank background.

Select Format and then Background.

Click on the down arrow for the custom color list.

W

| Aukarnatic ‘

More Colors. ..

Fill Effects. ..

6 ClickonMoreColors.
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Choose light blue as the color and then click OK.
Click on Apply to apply the background color change to the current slide.

Notice how only the one dide has the new background color applied. If you wanted all the slides
to have this new color, you would have chosen Apply to All.

Now add a background with afill effect to see the different effect you could also apply.
9  Select Format, Background.

10 Click on the down arrow for the custom color list, and then click on Fill Effects.
11 Click onthe Texturetab.

Depending on the background you want for the slide, use the Texture
separately. Otherwise, the background could look too busy for your
atexture or pattern, click on the selection and the texture name
Pattern area.

the Texture or

12 Click on the Parchment texture and then click OK.

13 Click on Apply to All to apply the custom backgroun

.

Marketing Project
Student Name

title to be black so it is readable.

ercise

e Building a New Home (June Seminar) - Student

t For mat, Background.

Click on the down arrow for the custom color list and click on Fill Effects.

Click on the down arrow for the Color 1 field and choose a medium blue. Click OK.
Choose Apply to apply the background color change to the current slide.

Select For mat, Background. Click on the down arrow for the custom color list and click on Fill
Effects.

Click on the Texture tab.

Scroll through the list of textures and choose Oak, click OK, and then choose Apply.
Close the presentation without saving.
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PowerPoint has an animation feature for objects and text to increase the effect of your slide shows.
This feature allows you to customize how your text, objects and graphics arrive on the slide.

To add animation, use one of the following methods:
= Select Slide Show and then Animation Schemes.

= Click onthe[*]to display thelist of task panes and then click on
Slide Design - Animation Schemes.

Try to be consistent in the number and style of animation schemes
used for the elements on the dlides. Consider who your audience is
and choose the speed and effect accordingly. Too many variations
can be distracting to your audience.

|.!!| Exercise

1  Ensure the Hurricanes - Student presentation is acti e
screen.

2  Makesureyou areindlide 1.

3  Select Slide Show, then Animation Sch

4  Make sure the AutoPreview optiol rn Click on
Appear and dim.

Notice how PowerPoint gives you [

5 Scroll down the list until
Elegant animation option.

Moderate
Ascend
Descend
Compress

[Elegant . |

Rise up

5t Slide Transition: Fade Smoothly
Title: Ease In

3 Body: Custam

Infald
Zoam

Exciting
Big title

Bounce

i

i glide Design *

&l) Design Templates
_aad Color Schemes

S Animation Schemes

Apply to selected slides:

Mo Animation ~

Mo Animation
Subtle
Appear

Appear and dim

Fade in all

Fade in one by one

Fade in and dim

Faded wipe

Faded zoom Z

Apply to All Slides
(2 & slide show

AutaPreview

iew of how the elementsin the slide will appear.

oder ate area, then place the mouse cursor overtop the

PowerPoint displays information of what the animation effects will be if you apply this effect.

6 Click on some of the different effects to see how they animate.

7  Scroll down to the Exciting area and click on each of these effects to see how they animate. Then

click on Titlearc.
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8 Goto each dide and apply the following animation:

Slide Area Animation

2 Subtle Faded wipe

3 Subtle Faded wipe

4 Moderate Rise up

5 Moderate Compress

6 Moderate Rise up

7 Moderate Rise up

8 Subtle Appear and dim

9  Savethe presentation.

@ Practice Exercise V
Open the Building a New Home (June Seminar) - Student prﬁo

1

2 Gotodidel.

3 If necessary, select Slide Show, then Animation Sch
4

emes.
With the AutoPreview option turned on, click on oder ate area of the Animation

Schemes task pane.
5 Apply animationsto the other slides asfoll

Slide Area ation

Subtle aded wipe
Subtle ded wipe
Elegant
Elegant
Descend

Fade in all
Fade in all

oNOOUPA,WN

6 Savethe present

Customizing,t
E You can mize how the animation will occur during the presentation. This includes

417 speed, of.the animation, or order of appearance.

T omiz animation, use one of the following methods:

mation

ide Show and then Custom Animation.
on the [7] (Other Task Panes) button to display the list of task panes and then click on

°Custom Animation.
Right-click on the placeholder and then click on Custom Animation.
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As you select each element to be animated, PowerPoint provides you
with the option of when or how you want the element to appear. These
choices can make the slides very interesting to watch but they can be

Custom Animation r X

[E}fk Add Effect 'l [K_{k Remave ]

distracting as well.

Modify: Wipe
Start: ‘& on dick v [M]
Direckion: | Fram Left v Sk Entrance b
Speed: Yery Fast v ¥ Emphasis b
] A Title 1: Hurricanes ¥E  Exit 3
143 3% Marksting Project <% Motion Paths »

2“3 Ek sStudent Mame v

A Also be careful which effect you use for elem

Some options will require you to set up more.o
the Motion Paths but they can also cr

animation effect.
Re-Order 4+

[I* Play l ['E' Slide Show

well. The name of this buttol
applied on the item previ

AukoPreyiew

Once you begin applying animation to the element
boxes on the dide to indicate the order that th
will also list the animation in numeric order. o

or [#] arrows near the bottom of the t e
automatically reset themselves.

Y ou can further customize the ani
you will vary with the item th

| 13 # Text2: Conside... &

Start on Click

Start with Previous

15 Start After Previous

Effect Options. ..

Timing. .. Basic *
Show Advanced Timeline 1 * Appear E S Blinds
REmove Zk Box Z Checkerboard
adding custom animation and always || 3 cice # Cranl In
ow the animation will appear and the order that it 5 Diamand % Dissolve In
ardless of whether you animate all or only some # Flash Once HEyIn
ements on the slide, be sure to check that thisis how S PeckIn S Flus
want them to appear to your audience. You may alsO || = pandon sars ¥ Random Effects
t to keep some elements, such as titles, static during the S spit Sk strps
show to provide a focus point. Sk wedge Sk Wheel
You can aso further customize the animation by using the || s wipe
More Effects command. The variety of effects that can be || suptie
used to animate specific elements on your slides will vary |/ ¢ .., % Fade
with the Add Effect command chosen. Be sure to test each Q* Eaded Suivel A Faded Zoom
animation prior to setting it up for the final presentation. oderate
W
When you no longer want or need an animation, remove it _
. . . [¥] preview Effect [a]4 l [ Cancel
from the Custom Animation task pane list.

KEY APPLICATIONS 1109-1

Be sure to check the speed and when th
play the animation to be sure all

anim

ur presentation.
he case of
ecial type of

n should start and then
applied on a dlide works
eif there is an animation effect

., PowerPoint will place numbered
ear. The Custom Animation task pane
range the elements by using the Reor der [4t]
ordingly. The numbers on the slides will

r the item in the task pane. The options available to

Add Entrance Effect @
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361

1 EnsuretheHurricanes - Student presentation is active on the screen and moveto slide 1.
2  Select Slide Show, then Custom Animation.

PowerPoint has placed numbered boxes on the slide to indicate which elements were animated in
the previous exercise, and in which order they will appear.

3 Click on the 0 box on the slide, then click on the down arrow for

the Change button in the Custom Animation task pane.

4 Click on Entrance and then M or e Effects from the submenu that

appears.

0 N o O

Add Motion Path

Basic

Click on Fly In and then click OK.
Click on the stormy weather picture and if necessary, drag it tot
Click on the down arrow for the Add Effect button in the Custo

| #5> 4 Point Star

|+ 5Point Star

I.Z & Poirk Star
(7 Circle

¥ Diamond

= Footbal
O Hexagon

{2 Parallelogram
> Right Triangle
£ Teardrop
Lines & Curves
“ Arc Down

3 Arc Right

w1 Bounce Left

() Curvy Left

Preview EFffect

& & Paink Star

Q: Crescent Moon
/% Equal Triangle
079 Heart

{71 Ockagon

¢ Pentagon

D Square

™y Trapezaid

{ frcleft
< frc Up
“rn Bounce Right

(i Curwy Right 2

[ Ok ][ Cancel ]

© CCI LEARNING SOLUTIONS INC.

ick on Curvy Right and then OK.

Click on the handles for the motion
path and resize it to stop near the top
right corner. In addition, try rotating the
path using the green handle.

Click on M otion Paths and then M ore M otion Paths.

= Change -

o i

Entrance 3
Emphasis 3
Exit 3

Mation Paths »

er of the dlide.

Y
#7,

!

Hurricanes

Marketing

,,,,,,, Studerit Name

TE

R e
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11
12

13
14

15

16

17
18
19

21
22
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Click on slide 4 in the Slides tab.

Click on the tree picture in the dlide, click on the down arrow for the Add Effect button, click on
Emphasis, then M or e Effects. Scroll down the list and click on Teeter. Click OK.

Save the presentation.
Moveto dide 2.

Select the bulleted text placeholder and then click on the Remove button in the Custom
Animation task pane.

Ensure the text placeholder is still selected, click on the Add Effect button, click o rance

and then Fly in.
Click on the down arrow for the Direction field and then click on Fro
Click on the down arrow for the Speed field and then click on M
@Ilst of animations and

Once the preview is finished click on the down arrow for the 1
then click on Effect Options.

Effect | Timing | Text Animation
Enhancements
Sound; ¢
&fter animation: | Con't Dim w
Animate text: By letter w
10 o | % delay bebween |etters
I OF, ] [ Cancel ]

Effect | Timing | Text Animation

Group kext: |By 1st level paragraphs s

paragraphs at once
‘B 15t level paragraphs
B 2nd level paragraphs
By 3rd level paragraphs
=" 7By dth level paragraphs
B Sth level paragraphs

I Ok ][ Cancel ]

Click on By 2nd level paragraphsand click OK.

Repeat steps 15 to 21 for slides 3 and 5 and for those two dlides have the text in the left text
placeholder appear first by 2nd level paragraphs from the left, and then the second text
placeholder points should fly in from the right, also by 2nd level paragraphs.
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23 Repeat steps 19-21 for slides 6 and 7.
24 Savethe presentation.

@ Practice Exercise

1 Make sure the Building a New Home (June Seminar) - Student presentation is active on the
screen and that you are on dide 1.

If necessary, open the Custom Animation task pane.

Click on the 0 box. Then click on the down arrow for the Change button | ustom

Animation task pane.
Click on Entrance and then click on Fly In.

Select the picture on the dlide and then click the down arrow for th tton in the task

pane.
d cli

7 Moveto dide 4 and click on the people picture. Resize.i roximately 3%2" wide by 3” high
and then center the picture on the dlide.

8 Click on the down arrow for the Add Effect b pane. Then click on Entrance,
Mor e Effects, Spiral In and click OK.
9 Movetosdlide5and click on the 1 objec
ut

10 Click onthe down arrow for the Sp
11 Save the presentation.

6 Click on Entrance, Mor e Effects, then select Dissolve In

d click on M edium.

Applying Slide Transi s

Sidetransition is a speci
E animation effects, be

ecty apply to dides asthey appear during the slide show. Aswith
ing too many different dlide transitions as they can be distracting

ent in the transition between specific types of dlides, e.g., bulleted

ion, use one of the following methods:
Show and then Slide Transition. ! Slide Transition = =

(Other Task Panes) button to
task panes and then click on Slide

Apply to selected slides:

Caover Dowvin

Cover Left
Cover Right s’

Modify transition
Speed: |Fast
Sound: |[Mo Sound]

Advance slide
On mause click
[ Automatically after

Fa
-

Apply to All Slides

[P Flay ] [E Slide show ]

AutoPreview
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L..!| Exercise

1 EnsuretheHurricanes - Student presentation is active on the screen.

2 Ensureyou areondide 1.

3  Select Slide Show, Slide Transition.

4 Scroll through the Apply to selected slides area and then click on Shape Circle.
5  Click on the down arrow for the Sound field.

Modify transition

The number of sounds that appear depends on what has geseddiast

been installed on your system. If you do not have a sound
card installed on your system, you will not see any items
listed here.

[ autgBreeze b

6  Scroll to the bottom of the list and click on Other Sou

7 Moveto where the datafiles are located and then he storm.wav file.
8 Click onslide 2 and apply the Uncover Righ jtion.

9  Click onthe down arrow for the Speed fi ' Medium.

10 Click on each dide and apply the follo Sitions at medium speed:

Slides
3,4,5

6,7,8 Right-Down

11 Save the presentation again.

12 Close both thet

@ Practic Ci
1

M th ding a New Home (June Seminar) - Student presentation is active on the
SCr

presentation.

ove to'slide 1.

ide Show, Slide Transition.

e Apply to selected dides area, click Box Out.
Set the M odify transition, Speed to Slow.

Click on Apply to All Slides.

7  Save and close the presentation.
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Summary

In this lesson you looked at how to manipulate the items on the slides before finalizing for delivery.
Y ou should now be familiar with the following:

= How to change the background color = How to customize animation effects
= How to animate slide objects and text = How to apply side transition

Review Questions

1. If you change the background color for the slides, it is applied to al the slid
a True b. Fase

the pr

2. If you have a dide design applied to a presentation, when you
PowerPoint will automatically turn off the slide design and apply

a True b. Fase

kground color,
round color only.

3. How can you add animation to a placeholder on adide

2
a.  Select Slide Show and then Animation on the placeholder and then
Schemes n Animation
b.  Click on the Other Task Panes buttol | of the above

and then click on Slide Design -
Animation Schemes

4. Why should you try to be consist
presentation?

Only aorb

number and style of animation schemes used in the

5. How can you customize the for a placeholder?
a  Select Side ustom c. Right-click on the placeholder and then
Animati click on Custom Animation

b. Clic ask Panes button d. Any of the above
th ick on Custom Animation

fourdifferent types of effects you can add to an object?

C.

d.

need to consider the order of the animation before you activate the Custom Animation feature
as you cannot change the order after the animation has been set.

a True b. Fase

Once you apply an animation effect to an object, you cannot further customize it.
a True b. Fase

9. What does dide transition mean?

10. How can you apply a dlide transition to the slide?
a b.
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Objectives Suggested Timing: 1 Hour

The objectives of this lesson are to examine the features available for adding the finishing touches to the
presentation. On successful completion of this section, you should be able to do the following:

= Print the presentation and use special printing options ® Run and view the slide show

= Create notes and handouts

Printing the Presentation

Anything created in PowerPoint such as dides, notes or handouts can be pr . ethod you
E choose to print will determine how much time and effort is required w e slides. For
4.1.9 example, if you plan to print the dlides on a laser printer, it does n lors are used as
everything will be printed in black and white (unless you have a ¢ printer). If you plan to

print the slides to a file, and then forward it to a Service Bureau (a c hat can create slides or
color transparencies), choose the colors wisely. If you are to print the dlides onto overhead
cy sheets designed for a laser

they are printed and handled.

transparencies directly off your printer, be sure to use th
printer. Otherwise, the objects on the slides may “bl

If your presentation is going to be printed by a Sepyi ou should find out the file format they
require, as well as installing their printer driv k the results of your print settings with
Print Preview.

To send a presentation to print, use one
= Select File and then Print.

" Press(Cti+(P).

g methods:

the fol
»

Print

Printer

= To print the entire presentation, ligk on the f:r:e’ I‘f hp psc 1200 series v
. ahus: [ N -
(Pr | nt) button on t an tOOI bal’ Type: hp psc 1200 series

Where: USBO01
an choose to Comment: [CIPrint ko File

ation. You will | Printrange Copies
®al () Current slide Mumber of copies:

Within the Print
print other items

need to ch is you want to print -
items ot es (default option. For | ... I!'E '!'H
exampl ) ant a printout Of a“ Speaker Enter side numbers andfor slide ranges. For example,
. 1,3,5-12
notes and re of the slide contents, you [ Colate
change this option to be Notes Pages | Print what: Handouts
. Slides w
the next topic. T —— E%
.
Print what: Color w
Slides - [J5cale ta fit paper
[IFrame slides
Handouts '
Mokes Pages [ o ][ cence |
Cutline Wiew

PowerPoint provides you with a Print Preview option although it may not be necessary if the
presentation is to be delivered in color via a projection device. However, consider using Print Preview
to view items that you may be distributing to your audience, or just to verify that the elements on the
dlides of the presentation appear in the manner you activated. Take note that the preview will aways
match to the printer type available. For instance, if you have a black and white printer, you will only
be able to view the presentation in varying shades of black and gray. However, if you have a Deskjet
printer that printsin color, the slides will appear in color during the preview.
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IL!_QI Exercise

Not all classrooms are set up to print, so check with the instructor before printing.
1  Open the Hurricanes - Student presentation.
2 Select File, then Print.

3  Ensure that the Printer displayed is correct. If not, click on the down arrow next tg.the Name
field, then select the right printer. ‘

Inthe Print range area, select Current dide.

Inthe Copies area, set 1 asthe Number of copies you want printed. V
Inthe Print what field, select Slides.
Ee

N oo o B

Select any other options required (check with your instructor,
choose the Pur e Black and White option to save time and toner

, as to whether to
8 Onceyou are ready to print, choose OK.

Creating Notes and Handouts

E One of the major advantages of using PowerPoiniis % e to create speaker notes and audience
N

219 handouts based on the presentation. This m PowerPoint generate notes and handouts
for the presentation quickly and easily, rat to copy and paste from a word processing
program.

Creating Notes

Notes are a convenient way t our f?’\-\
thoughts about each slidefsT he ein \\\ X
X

Normal view allows you tes about
each dide as you are

can be handy for
to your audi
You c 0 the same time that you

create yo ou do not need to wait until
th t complete to add your notes.

slides. This Hurricanes
for distribution

Marketing Project
Student Name

of the Notes pane in Normal view,
e top border of the Notes pane until
ointer becomes ==, then drag until the pane is the required size. Take note that you can only enter
although you can also format it while in this view.

Check with the rest of the group to find out if any other graphics would be suitable. We also need to add
more information about our group and why we chose this topic for the project

To see a miniature of the dlide and either view or enter notes for a dlide, switch to the Notes Pages
view. With this view, you can also add drawing aobjects or pictures to the text notes. When you return
back to the Normal view, any objects or pictures inserted in the notes using the Notes Pages view are
not displayed.
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Depending on the amount of text, objects, or pictures you want

or need to enter for the slide, you may have to change the size

of the text in order to fit the information within the default text

Biirticancs box provided for notes. Alternatively, you can set up these

e Ao options using the Notes Master feature, similar to changing
R options for the dides in the presentation.

&

\\\§\

It is also possible to display and/or add more notesfor specific
in the

Check with the rest of the group 1o ind out f any cther graphics would be

S Mo Tt e bt o g3y v dides during the delivery of the presentation (di
Running the Slide Show topic).

Exercise

1
2
3

3

Ensure the Hurricanes - Student presentation is reen.
Goto dide 1 (if not already there).
0 es pane. Click inside the Notes pane and

Click and drag upwards to increase th
o fin t if any other graphics would be suitable.
n

then type the following:
about our group and why we chose this topic

Check with the rest of the

We also need to add i
for the project.

Click on slide 2 in the Slid

Click in the Notes p d ty,
t

We may wa
hurrica

Select Vj

Scr e 1 and 2 to see the how helpful these pages may be when reviewing the
n

e following:
ditional slides to describe the elements that define a

otes Page.

and then Normal.

e presentation again.

Practice Exercise

Open the Building a New Home (June Seminar) - Student presentation.

Move to slide 1 and type the following text in the Notes pane: Remember to thank the audience
for coming to your presentation.

Moveto dide 3.

Click in the Notes pane and type the following: Give examples from actual projects we have
dealt with, and how the site affected the design and cost.

Select View and then Notes Page.
Save the presentation.
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Printing Notes

When printing the notes, PowerPoint prints the corresponding slide with the note. This provides a
visual guide for the dide and any notes for the presentation. This can be handy if you want to see a
copy of the presentation for proofing purposes, or to use during the actual presentation to an audience.

M Exercise

1 Ensurethe Hurricanes - Student presentation is active on the screen.
Select File, then Print.

From the Print what field, click on Notes Pages.

A W DN

Once you are ready to print, click OK.

Practice Exercise

Switch to the Building a New Home (June Seminar) - Stu resentation.
Press(Ctri)+P).

From the Print what field, click on Notes Pay

Click on the Preview button to see how th
Click on the Close button on the Print

int with notes.

U'I-bOOI\)I—‘@

Creating Handouts

Handouts are printed copies of ur presentation, usually with the intent of distributing to
others. Y ou can specify how m i o print on each page (up to a maximum of nine per page) so

Handouts are creat appropriate selection in the Print dialog box. If you select three
il*provide you with lines to the right side of the dlide so the audience
can make not es, as appropriate. All handouts will have enough space on the page to
notes; the difference lies in the larger the number of dlides per page, the
dideis on the page.

the Hurricanes - Student presentation is active on the screen.

C+E)

From the Print what field, click on the Handouts option.

Print what: Handouts

. Slides per page: |6 %
eyl eale: Order:  (#)Horizontal () Yertical G|
Grayscale I

4 From the Slides per pagefield, choose 9.
In the Copies area, set 1 asthe Number of copies you want printed.
6  Onceyou are ready to print, click OK.
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@ Practice Exercise

Switch to the Building a New Home (June Seminar) - Student presentation.
Press (Ctri)+(P) and click on the Handouts option from the Print what field.
From the Slides per page field, choose 4.

Click on Preview to see the result.

Click Close.

ga b~ W N B

Running the Slide Show

Several different options are available for viewing the slide show. You t es directly
onto transparencies (either color, or black and white, depending upon your

iS requires only

that the proper transparency type be used in the printer prior to printi

Slide shows can aso be viewed directly on the computer. Thisis pro
anyone who plans to combine other audio or visual displays the
sound.

most advantageous for
show such as movies or

Running a slide show is easy with PowerPoint as the Isplayed on the screen, without the
menus and tools that appear when working with the p

Viewing the Slide Show

E Now that you have done the preliminar up dlide show, you can view it and then make any
4110 changes as necessary. A dide show ¢ ivated from any dlide at any time, although you may
4.1.11 want to automatically move to did ating the dlide show.

To view adlide show, use one
= Select Side Show an

» Click onthe[Z]

I'ng methods:

er left corner of the screen.

antage of the size of your monitor and display in full screen mode. When
dlide show, by default PowerPoint displays a blank screen. If there are some
set up for the slide show, use one of the following methods:

ow and then Set Up Show. &3 Up Show @EJ

options

ect

can be useful if you plan to deliver | vt Show slides
. . . (%) Prasented by a speaker (Full screen) & al
tation in a different manner than | g e by an indvidual twindow) Orom: || 2|10 S

a gpeaker. For example, if the
tation will be shown on a computer at
your booth during a trade show, you may want | Shaw aptions Advance sides

() Browsed at a kiosk (Full screen)

to set the presentation to play continuously so | [lLeep centinucush unti Esc O tsnualy
. . . ] 5hawe without narration (%) Using timings, if present
the audience can get information about the | 5w wiheut animation Hulple montors
product without having to speak to someone at
the booth directly. Fen coler: | I
You can also set up multiple monitors, as | rerformance
I‘equil’ed. ThIS COUId be Used |f yOU ha\/e a [[1use hatdware graphics acceleration
teIE'VISIOH that W|” dISplay What yOU Ssee on Slide show resolution: |[Use Current Rescolution] e

your notebook or monitor. [ o | [ caneal |
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Select Tools, Options and then the View tab.

Save Security Speling and Style
Wiew General Edit Print
Shiow
Startup Task Pane
Slide Lavout task pane when inserting new slides

371

Anything you set up here for the slide show will
become the default setting for all presentations
you create in PowerPoint. For example, you
may want to ensure every presentation ends
with a black dide to tell the ience the

Status bar presentation Is over.
Werical ruler
windows in Taskhar
Slide show
Pramipk to keep ink annotations when exiting
Show menu on right mouse click
Show popup toolbar
End with black slide
Default view

Open all documents using this view

The wiew saved in the file v
| [a]'4 | [ Cancel ] 0

Take note of the following when running a dli

= |f you choose to advance the slides aut C owerPoint will build the text and objects on

the dide, and then advance to the next ording to the time interval set).

= |f you choose to advance the dli
advance the dlides:

— click the left mouse b
objects on the did

~ press(Enen)

= When you start t
slide show
during t

t

or

her dlide in your presentation. This can be handy when a member of the

audience has a question relating to information on ancther slide. Each dlide in
your presentation will be displayed by itstitle in the submenu.

= Use the Screen option in the Annotation menu to change how the screen

displays such as if you want to display a black screen while the audience takes

a short break. This option allows you to display the speaker notes or to enter
additional information provided by the audience or for yourself.

, you can use one of the following methods to

ual
orward to the next slide (or to display bullets points or

, you will see appear at the lower left corner of the
use these buttons to help you navigate or activate specific options

tation) button to display a menu for other options to activate during the
e first two options are the same as using the = (Previous) or -~ (Next) buttons

Mexk
Previous
Last Viewed

Go to Slide

Custom Show »

Screen
Help
Pause

End Show

om th left corner. This menu can also be activated by right-clicking anywhere on the dide
ing the slide show.
Go to Slide option in the Annotation menu to navigate quickly to

3

3
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= Usethe ./ button on the screen to allow you to write or emphasize items arrow

during the presentation. Y ou can also adjust the settings for the pen by using | # paipcint pen
Arrow Options or to change the ink color. Be sure to test these out before
your presentation in order to check that the colors do not clash and can be Highlighter

seen from anywhere in the room, based on the color scheme or backgrounds Ink Celor 8
used in the presentation. Once activated, the mouse cursor changes to the
pen style selected and then allows you to use it as you were holding a pen
instead of the mouse. Arrow Options ’

Felt Tip Pen

SN

= To stop the dide show at any point, click on the = (Annotation) button or right= ywhere
on the dlide to display the Annotation menu, then select End Show. Alternatively, you press

to end the show at any time.
L] Exercise $
1 O
2
3

Ensure the Hurricanes - Student presentation is active on the scr
Move to thefirst dlide.

Select Slide Show, then View Show.

After afew seconds, the dideis displayed on the

' ts come to the screen.
e C g in the wrong way or need you to click on
the dide show so you can see what needs to be

5 Click on each dlide to see the the last slide in the presentation, press (Esc).
6 ClickondidelintheSli , ect Slide Show, Custom Animation.

7 Click onthe3for th the dide.
8
9

4 Click anywhere on the dide and watch the i

Notice how some of the elements
them. This is one of the advantages of“ru
fixed or changed in the slide show:

tion p
Click onthedo art field and click on With Previous.

to the Building a New Home (June Seminar) - Student presentation.
ess the (F5) key.

Click to move through each element on each dlide.

When you are done viewing the slide show, press (Esc).

Close the presentation.
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373
Summary

The objectives of this lesson examined the features available for adding the finishing touches to the
presentation. Y ou should now be able to do the following:

= Print the presentation and use special printing options = Run and view the slide show
= Create notes and handouts

Review Questions

1. If you wanted to print a presentation but change some of the options for prigting, which hethod
would you use?
a  Select File and then Print c. Press(Ctr)+(P)
b.  Click on the Print button from the d. All of the
Standard toolbar e Onlyad
2.

In addition to the slides for the presentation, what else 0ose to print?

3 When creating notes, what are you actually creati

a.  Speaker notes way to organize your thoughts as you
rk on the presentation
b.  Reminders of thingsto do for t«

All of the above
presentation

4. Notescan only be created in t
a True

ot

5. Why would you want eate uts?

6. How canyou run
a  SelectSlid

and then View Show  c. Pre&
b.

ide Show View button d. Any of the above

7. What

a benefit of setting up your presentation to end with a black slide?

ing the show, if you wanted to emphasize a point, you could activate the pen option and draw
the point on the dide.

True b. Fase

If you are on slide 3 and you want to move to slide 5, how could you move to that dide?
a b.

10. To stop adide show at any time, which button could you press?

a c
b. Esc

d. Anydirection key
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KEY APPLICATIONS 1109-1



374 USING MICROSOFT OFFICE POWERPOINT 2003

KEY APPLICATIONS 1109-1 © CCI LEARNING SOLUTIONS INC.



for Digital Literacy

Appendices

Appendix A: Produ

Appendix B:

Appe

W
&

ourseware Mapping

O

© CCI LEARNING SOLUTIONS INC. KEY APPLICATIONS 1109-1






Appendix A: Prod

= < o i

Microsoft Word - Standard Toolbar

IRN=R" BERE = RENE AN

uc

SR e

Fe s A RN N Wz N

tivity Tools

EE 45| O 9 to0%

* @ | diRead g

(New Blank Document)

Create a new blank document.

(Open)

Open an existing document or file type
previously saved.

EI (Save)

Save the active document on the screen
to disk.

(Permission)

Activate the Information Rights
Management feature to set or change
access rights on documents or folders.

(E-mail)

Send this document via e-mail to a
recipient.

(Print)

Print every page of the active document
on the screen.

el
(Print Preview)

Preview the active document on the
screen.

(Spelling and Grammar)

Activate the spelling and grammar
checker program.

(Research)

Cut or move the select fr
the active document into i rd.

o

© CCI LEARNING SOLUTIONS INC.

»

Display the Research task pane t
search for files, web pages, orfitem
(cuty

t |

(Copy)

Copy the selected items in the active
document into the Clipboard.

(Paste)

Paste the selected items from the
Clipboard into the new location.

(Format Painter)

Apply or paint the selected text or
paragraph with the same formatting as
the original text.

(Undo)

Undo or reverse the last action(s)

performed. Click on the drop-down lJi
to display all of the actions that can b
reversed.

(Redo)

Redo or repeat the las
performed. Click on
to display all the a
redone.

rop n list
at c e

documents;
uments saved as

(Insert Table)

Create a table by specifying the number
of rows and columns from a grid.

=
(Insert Excel Worksheet)
Insert an object that contains a
worksheet created in Micr
Once inserted, use or mak
the object as if you w

(Columns)

Create or set

apes, etc. You can also
odify these objects using the toolbar.

ange to Document Map view where
you can display a “table of contents” in
a window on the left side. Click on each
heading to move quickly to that area in
your document.

(Show/Hide 1)

Show or hide the non-printing
characters, e.g., paragraph marks, tab
markers, spaces, etc.

(Zoom)

Zoom in or out of the current view for
the active document.

(Microsoft Word Help)

Activate the Help mode.

(Read)

Switch to the Reading Layout view.
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Formatting Toolbar

» TimesMewRoman - 12 - | B I O |

b=

i A4 Mormal =

EEEEE-v-A-J

(Styles and Formatting) (Align Left)

Display the Styles and Formatting Align the text at the left margin.

task pane to list all styles currently
(Center)

available, or chose others from a

separate list. Center the text between the left and
right margins.

o [+] (style oht mars
(Align Right)

Apply a different style for the selected
Align the text at the right margin.

paragraph.
(Justify)

Align the text so the text is evenly
spaced between the left and right
margins.

(Line Spacing)

Choose a different spacing for each
line of text.

(Numbering)

Add or remove automatic numbe
to the selected text.

|Times Mew R.oman | - | (Font)

Change the font for the selected text.

(Font Size)

Change the size of the selected text.

(Bold)

Boldface the selected text.

(Italics)

Italicize the selected text.

EI (Underline)

Underline the selected text.

Picture Toolbar

. y -
R RO R TR = o S R R
(Insert Picture)

Insert a picture into the document.

(Color)

Change the color of the picture.

B (More Contrast)
Increase the contrast between the
colors in the picture.

(Less Contrast)

Decrease the contrast
colors in the picture.

(More Bri

Add more lig
will begin

ate the picture to the left by 90°.
E (Line Style)

Change the line style around the
picture.

(Compress Pictures)

Make the picture smaller either by
cropping it, compressing its file size,
or changing the pictures resolution.

s)
icture; colors
kground.

KEY APPLICATIONS 1109-1

(Bullets)

Add or remove bullets to the selected
text.

(Decrease Indent)
Reduce the amount of indent f
selected text.

(Increase Inde

Increase the amou
selected text.

(Borde

Add or r
selected

he

ent for the

or'lines to the

(Text Wrapping)

Determines how the text will wrap
around the picture.

(Format Picture)

Change the properties for this object.

(Set Transparency Color)
Change the selected area of the
picture to be transparent.

(Reset Picture)

Set the default options for the
picture.
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Drawing Toolbar

PDraw = lp | Autoshapes v S w [ 0 A5 ,,ﬂ{:g 8] &l{%vgvévf T

:EJJH

Draw =

Display a menu with a number of
different features on how to manage
objects.

(Select Objects)

Select an object. Use the key to
select multiple objects.

Butoshapes =

Display a menu with a humber of
different shapes that can be inserted
into a document.

(Line)

Create a line in the document. Use
the key to create a straight line.

(Arrow)

Create an arrow in the document. The
first click starts the arrow line, the
next click places the arrowhead.

EI (Rectangle)
Create a square or rectangle box in
the document. Use the key to

draw a square box.

Tables and Borders Toolbar '}
T % *i*lv {%vljvﬂﬁlvﬂ*ﬂlr’jllﬁ 71 4 = g

i A |

@l (oval)

Create a circle or oval in the
document. Use the key to draw
a perfect circle.

“J| (Text Box)

Create a lined box to enter text that
can be formatted in the same manner
as within a document.

(Insert WordArt)

Insert a text box where you can apply
art effects to the text (e.g., 3-D,
curved, angle up, etc.).

(Insert Diagram or

Organization Chart)

Insert a diagram or organization chart

object into the document.

(Insert Clip Art)

Insert a clip art image into the
document.

(Insert Picture)

Insert a picture into the d

(Fill Color)

Add or change a colo
object.

(Draw Table)

Change the mouse pointer to a pencil
so you can draw lines for the table.

(Eraser)

Change the mouse pointer to
eraser to erase any of the li
table.

[—— [ wnest

Change the line for th

(Border)

Change where the line will be applied
for the selected cell(s) in the table.

© CCI LEARNING SOLUTIONS INC.

Q
N\

H (Line Color)

Change the color of the line.

(Font Color)

Change the color of the text.

EI (Line Style)
Choose from a variety of style
the line.

(Dash Style)

Choose from a varigt
for the line.

—
(Arro

ash styles

dd or change a 3-Dimensional effect
o the object(s). You can select from
a variety of 3-D effects.

olor)

ert a table within the table.

(Merge Cells)
Merge the selected cell(s) together.

(Split Cells)

Split the selected cell(s) into smaller
cells.

(Align)
Choose the alignment for the selected
cell(s) for top, middle, or bottom at

the left, center, or right of the cell(s).

(Distribute Rows Evenly)
Make the height for the selected rows
the same.

+Ht

(Distribute Columns Evenly)
Make the width for the selected
columns the same.

(Table AutoFormat)

Choose from one of the formats
provided by Word for tables.

(Change Text Direction)
Change the direction of the text from
horizontal (default) to another
direction.

(Sort Ascending)

Sort the selected cells in ascending
order (e.g., A-Z, 0-9).

(Sort Descending)

Sort the selected cells in descending
order (e.g., Z-A, 9-0).

(AutoSum)

Totals the contents of the selected
cells in the formula and places it in
the current cell. There must be
numbers in the selected cells or you
will see an error message.
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Header and Footer Toolbar

Insert AutoTexk -

A B F & e na[HEES | wx

| Insert AutoText = |

Insert an AutoText entry into the
header or footer.

(Insert Page Number)

Insert a page number into the header
or footer.

(Insert Number of Pages)

Insert the total number of pages
(determined by Word) in the header
or footer.

(Format Page Number)

Format the page number (e.g., Arabic
(1-9), roman numerals (i-x), I-VIII),
alpha (a-z, A-2), etc.).

(Insert Date)

Insert the date into the header or
footer.

Reviewing Toolbar

Final Shawing Markup

v Show~ | #3392 - - D AW -] 2| &

ﬂ (Insert Time)

Insert the time into the header or
footer.

(Page Setup)

Display the Page Setup dialog boxes
to adjust as necessary for each page
of the document.

(Show/Hide Document Text)

Show or hide the text in the
document while working in the header
or footer.

—
=" | (Link to Previous)

Make (or remove) the header or
footer the same as the previous
header or footer.

VN

|Final Showing Markup | - | (Display
for Review)

Choose which version you want to use
to review the changes in the
document.

Pick whether to show all comments,
inserted or deleted text, and/or all

formatting changes.

(Previous)

Show the previous comment, or
change.

(Next)

Show the next comme

H (Accept C
Accept the ch
or all changes

ge)
this occ
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H (Reject Chan te

Comment)
Reject the select
changes in
selected co

e orall
lete the
comments in

ecording of your comment.

|| (Highiight)
Add or remove highlighting to the

document.

(Track Changes)
Turn on or off the tracking for any
changes.

(Switch Between Header

and Footer)
Switch or toggle between the header
or footer to add or make changes.

(Show Previous)

Show the previous header or f

(Show Next)

Show the next head footer.
Close this too

r.

(Reviewing Pane)

Display or hide the pane that shows
all changes in different areas of the
document.

|'\"+3 Reply with Changes... |

Appears only when you open a
document sent for review. Send the
reviewed document back to the
person who sent this document
originally.

Appears only when you open a
document sent previously for review.
Use this to end the reviewing cycle.
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Common Shortcut Keys

Bold + Line Spacing
Center + (1.5)
Close Document +(w) Line Spacing
Copy i)+ or (Double)
+ Line Spacing
Cut +(X])or (Single)
New Document
Double Underline ++@ Normal Formatting
Find c)+(F) Open
Font +(shif)+(F) Paste
Font Size +(shif)+(P) Page Break
Go To + (M.anual)
Hanging Indent + Print
Indent (Ctr)+(m) Replace
Insert AutoText Save
Italics +® Select All
Justify + Shrink a
Line Break (Shift)+(Enter) Sp

Moving Around a Docume

Next Screen
Beginning of Line Next Tab Position
Bottom of the Window Next Word

End of Document Previous Character

End of Line Previous Line
New Blank Li
Next Ch

Next Li

Previous Paragraph

Previous Screen

CoNes)

Previous Word

Top of the Window

© CCI LEARNING SOLUTIONS INC.

cm):(5)
@)
cm:(D)

G

(Ctrl)+(_Spacebar ]

E+)
e+

SN
C)- )
Ci-2)

Tab
c+=)

NG

Previous Tab Position +
C+©)

Gl +(Pat)

€+ G (5)

KEY APPLICATIONS 1109-1



Microsoft Excel — Standard Toolbar
BRNEEN " NERE T NEWE- AN SEEN; - AR

2 = -l &l e - e

(New)

Creates a new blank workbook.

(Open)

Opens an existing workbook.

El (Save)

Saves the current workbook on the
screen.

(Permission)

Activates the Information Rights
Management tool. This tool is used to
protect workbooks containing
sensitive information from being
copied, edited, or forwarded.

(E-mail)

Creates an electronic (e-mail)
message with the current worksheet
or workbook as an attachment, to be
sent through the Internet or a local
area network (LAN).

(Print)

Prints the current workbook on the
screen.

(Print Preview)

Previews the current worksheet in the
workbook displayed on the screen.

(Spelling and Grammar)

Checks the spelling of the text in the
worksheets.

(Research)

Displays the Research task pane.

&
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(Cut)

Cuts or moves the selected cell(s) in
the worksheet currently displayed.

(Copy)

Copies the selected cell(s) in the
worksheet currently displayed.

(Paste)

Pastes the selected cell(s) you cut or
copied into the new location.

(Format Painter)

Repeats the previously selected
format features with the newly
selected cell(s).

(Undo)

Undoes or reverses the last action
you performed. Using the drop-down
arrow allows you to display and
subsequently reverse up to the last
16 steps you have performed in
spreadsheet.

® || (Redo)

Repeats the last action
performed. Using th
arrow allows you to view
subsequently re
that you have pr

(Insert e

Allows 0 i
shortcut) 0
s ona
int or,

own

k (or a
a document
server, an

e Internet.

(AutoSum)

Adds or totals the selected cells. Click
on the down arrow to see other
functions.

(Sort Ascending)

Sorts the selected cells in asce
order, e.g., 0-9, A-Z.

(Sort Descending)

Sorts the selected ce
order, e.g., 9-0,

(Chart

Activates the C

descendi

cument. Altering the percentage of
om changes the amount of the
spreadsheet that you are viewing on
the screen.

(Microsoft Excel Help)
Displays the Excel Help task pane to
provide help and tips for working with
Excel or this feature.
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Formatting Toolbar

E Aial -0 - | B J U|E=Z= 8 % 0 5%
[Arial [-] (Font)

(Merge and Center)

Merges the selected cells into one and
centers the data horizontally in the
merged cell. Click this button to
unmerge the cells.

(Currency Style)

Formats the selected cell(s) with
dollar signs, commas and decimal
places.

(Percent Style)

Multiplies the numbers by 100 in the
selected cell(s) and then adds percent
signs.

El (Comma Style)
Formats the numbers in the selected
cell(s) to have commas and two
decimal places.

Select the font or typeface you want.

(Font Size)

Select the size for the typeface.

(Bold)

Adds boldface to the selected cell(s)
or selected text within the cell.

(Italic)

Adds italics to the selected cell(s) or
selected text within the cell.

EI (Underline)

Adds underlining to the selected
cell(s) or selected text in the cell.

(Align Left)
Aligns the data at the left side of the
cell.

(Center)

Aligns the data in the center of the
cell.

(Align Right)
Aligns the data at the right side of the
cell.

(Increase Decimal)
Increases the number of decim
places displayed for the selecte
ceII(s)

b 0 (Decrease Deci
Decreases the numb
places displayed
cell(s).

imal
the se

Chart Toolbar
EChart.ﬁ.rea vﬁ"|§*|"_]

|Chart Area

| | (Chart

Objects) .
Displays the component selected .
the chart.
‘ E (Data Table)
. (Format Selected Inserts the data values in a table
Adds or make changes below the chart.
te

properties for the sele

- (Chart T,

Changes the

lo
E (Bv Row)

Shows the data in the rows for the
chart.

(By Column)

Shows the data in the columns for the
chart.

being used.

© CCI LEARNING SOLUTIONS INC.

Increases the indent of text in a cell.

(Borders)

Adds or removes lines to the s
cell(s). Note that there ar

ed cell(s). The color that will be
plemented is shown on the button
d in the ToolTip that is displayed.

(Angle Clockwise)
Turns the text clockwise by 45-degree
angles.

(Angle Counterclockwise)
Turns the text counterclockwise by
45-degree angles.
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Microsoft PowerPoint — Standard Toolbar

ARR=N" NN ENE= NNk AN

Fewe Ml I

- | G 53 @ | 1E oA i 5%

o

(New)

Create a new blank presentation.

(Open)

Open an existing presentation or file
type previously saved.

EI (Save)

Save the active presentation on the
screen to disk.

(E-mail)

Send this presentation as an
attachment via e-mail.

(Permisson)

Uses Information Rights Management
to protect sensitive documents.

(Print)

Print of the active presentation.

(Print Preview)

Preview the active presentation on
the screen.

(Spelling)

Activate the spell checker program.

(Research)

Gives access to research resources
including dictionary, thesaurus,
encyclopedia, etc.

-] ¢
Change the font type.

(Font

Change the f

(Bo

Add or

on the

ic)
emove italics on the selected

EI (Underline)
Add or remove underline on the
selected text.

El (Shadow)

Add or remove shadows on the
selected text.
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(Cut)

Cut or move the selected text
presentation into the Clipboard.

(Copy)

Copy the selected text i into the
Clipboard.

(Paste)

Paste the selected item from the
Clipboard into the new location.

(Format Painter)

Apply or paint the selected text or
paragraph with the same formatting
as the original text.

(Undo)

Undo or reverse the last action(s)

performed. Click on the drop-down
list to display all of the actions that
can be reversed.

|| (Redo)

Redo or repeat the last action(s)
performed. Click on the dro
list to display all the acti t
be redone.

(Insert Ch

Create a chartb

ecifying the
columns from a

(Tables and Borders)

Display a toolbar that allows you to
create/edit a table and/or add borders
to a table.

(Insert Hyperlink)

Insert a link between docume
generally used for documents
as web pages.

- (Expand All)

d, italics,
al view, but

ow or hide the elements on the
slide in color or variations of gray.

51%__ [+](zoom)

Zoom in or out of the slide.

(Microsoft PowerPoint Help)
Activate the Help mode.

A - | Design | New Slide H

% (Align Left)
Align the text at the left side of the
text box.

(Center)

Center the text in the text box.

(Align Right)
Align the text at the right side of the
text box.

(Numbering)

Add or remove automatic numbering
on the selected text.

(Bullets)
Add or remove bullets on the selected
text.

(Increase Font Size)

Increase the font size on the selected
text.

(Decrease Font Size)
Decrease the font size on the selected
text.

Decrease the amount of indent from
he left side of the text box.

P

Increase the amount of indent from
the left side of the text box.

(Font Color)

Change the color of the font text.

(Slide Design)

Display the Slide Design task pane to
add or change the design of selected
or all slides in the presentation.

Display the Slide Layout task pane to
insert a new slide.
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Picture Toolbar
e R R T =T -

ERR R AN

(Insert Picture)

Insert a picture into the document.

(Color)

Change the color of the picture by
determining how the picture is to
display, e.g., automatic, black and
white, grayscale, or washout.

(More Contrast)

Increase the contrast between the
colors in the picture.

(Less Contrast)

Decrease the contrast between the
colors in the picture.

Drawing Toolbar

(More Brightness)

Add more light to the picture; colors
will begin to fade in the background.

(Less Brightness)

Remove light from the picture; colors
and background will become darker.

(Crop)

Cut the picture at a specific area.

(Rotate Left)

Rotate the picture to the left by 90°.

El (Line Style)
Change the line style around the
picture.

EDLawv|.¢'.gI:|:|Sha|:nasv N ow OO A g lE - A

Draw =

Display a menu with a number of
different features on how to manage
objects.

(Select Objects)
Select an object. Use the key to
select multiple objects.

AutoShapes -

Display a menu with a number of
different shapes that can be inserted
into a document.

(Line)

Create a line in the docum

the key to create

(Arrow)

Create an arrow i
first click start
next click pla

Ol (re
Create a sg angle box in
g the key to

with equal sides.
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@l (Oval)

Create a circle or ova
document. Use th
a perfect circle.

2| (Text

Create d'line

can be the same manner
ithin a nt.

(Insert Diagram

or Organization Chart)

Insert a diagram or organization chart
object into the document.

(Insert Clip Art)

Insert a clip art image into the
document.

(Insert Picture)

Insert a picture into the document.

(Fill Color)

Add or change a color to fill the
object.

(Compress Picture)

Make the picture smaller either by
cropping it, compressing its file size,
or changing the pictures resolution
(i.e., number of pixels for picture
clarity).

(Recolor Picture)

Change the colors for the

(Format Objec

Change the properties

(Set Tra

Change the sel
picture to

H (Line Color)

Change the color of the line.

(Text Color)

Change the color of the text.

EI (Line Style)
Choose from a variety of styles for
the line.

(Dash Style)

Choose from a variety of dash styles
for the line.

(Arrow Style)

Choose from a variety of arrowheads
and styles for the arrows.

@ (Shadow Style)

Add or change a shadow effect to the
object(s). You can pick which
direction the shadow appears for the
object.

(3-D Style)

Add or change a 3-Dimensional effect
to the object(s). You can select from
a variety of 3-D effects.
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Shadow Toolbar

% sgn s 8 J

(Nudge Shadow Down)
Nudge the shadow down by 1 pt at a
time.

(Nudge Shadow Left)
Nudge the shadow to the left by 1 pt

at a time.

(Shadow On/Off)
Turn the shadow on or off for the
selected object(s).

(Nudge Shadow Up)
Nudge the shadow up by 1 pt at a

time.

3-D Settings Toolbar
ARSI N A ST -

(3-D On/Off) (Tilt Right)

Turn the 3-D option on or off. Tilt the 3-D object to the right.

(Tilt Down) (Depth)

Tilt the 3-D object down. Adjust the depth of the 3-D object.

(Tilt Up) (Direction)

Tilt the 3-D object up. Adjust the direction of the 3-D obj

(Tilt Left)
Tilt the 3-D object to the left.

Slide Master Toolbar

i e T4 == | Close Master Yisw H

(Insert New Slide Master) (P r )
Insert a new master for a different Keep thi en though all
set of slides in the presentation. slides that master have

(Insert New Title Master)
Insert a new master for a title slide.

(Delete Master)

Delete the selected master.

e name of this master to
identify which slides this master
relate to, e.g., Sales portion
versus Marketing.

Slide Sorter

N
Sl @-’ -£| | _-;'| Motes. .. | o Transition & Design -] Mew Slide E

Add notes to the slides in the
presentation.

(Slide Transition)

Add or change the transition effect
from one slide to another.

(Summary Slide)

Create a summary slide for all the
slides in the presentation.

Tables and Borders Toolbar

i o] — = tet @& [ - o Table s |

(Nudge Shadow Right)
Nudge the shadow to the right by 1 pt
at a time.

(Shadow Color)

Change the color of the shadow for
the selected object(s).

H 3-D Color)

ange the color of the 3-D object.

(Master Layout)

Display a list of the placeholders
currently set up on this master.

Close Master Wiew

Close the master slide view.

(Slide Design)

Display the Slide Design task pane to
add or change the design of the
selected slide or all slides in the
presentation.

Display the Slide Layout task pane to
insert a new slide.

D= et
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(Draw Table)

Change the mouse pointer to a pencil
so you can draw lines for the table,
either inside or outside.

(Eraser)

Change the mouse pointer to an
eraser to erase any of the lines in the
table.

| - |' | (Border Style)
Change the line style for the selected
cell(s) in the table.

| 1pt || (Border weight)

Change the line weight for the
selected cell(s) in the table.

(Border Color)
Change the line color for the selected
cell(s) in the table.

(Border)

Change where the line will be applied
for the selected cell(s) in the table.

(Fill Color)

Add or change shading for the
selected cell(s) in the table.

(Table Menu)

Display a menu containing the same
(and more) features found on the
Tables and Border toolbar.

@I (Merge Cells)

Merge the selected cell(s) together.

(split Cells)

Split the selected cell(s) into smaller
cells.

Standard Chart Toolbar

AN RENIE PR

- (ategory Axis

- = | e [3]

|Chart Area | - |

Select the required chart object to be
modified.

(Format Chart Object)

Display options to format the selected
chart object.

(Import File)

Import the contents of another data
file into the datasheet in the Chart
mode of PowerPoint.

(View Datasheet)

Display the datasheet to view or
modify the data contents.

i arial

1
=
)
E
=
m
(1]
1]

(By Row)

Create or show the chart usi
data in the datasheet rows.

(By Column)

Create or show the ¢
data in the data

(Data

(Align Top)

Align the contents of the cell at the
top of the selected cell(s).

(Center Vertically)

Center the contents of the cell in the
middle of the cell from top to bottom.

(Align Bottom)

Align the contents of the cell at the

bottom of the selected cell(s).
(Distribute Rows Ev

Make the height for the s S
the same.

=t

(Distribute Ev )
Make the width_for

columns the

@) 9 Bl = - WEERE] - e

ategory Axis Gridlines)
ow or hide the gridlines for the
ategory series (x-axis).

(Value Axis Gridlines)
Show or hide the gridlines for the
value series (y-axis).

(Legend)

Show or hide the legend.

(Drawing)

Show or hide the Drawing toolbar.

(Fill Color)

Add or change shading for the
selected object.

| $ % + <8 %8| % > 8

(Curren

Formats the se
dollar si

with
nd”decimal

e)
> th bers by 100 in the
d cell(s) and then adds percent

EI (Comma Style)

Formats the numbers in the selected
cell(s) to have commas and two
decimal places.

(Increase Decimal)
Increases the number of decimal
places displayed for the selected
cell(s).

(Decrease Decimal)

Decreases the number of decimal
places displayed for the selected
cell(s).

Organization Chart Toolbar

: ;- Insert shape ~ | Layout ~ | Select ~ | Fit Text 03 49%

TH

< = Insert Shape H
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(Angle Clockwise)

Turns the text clockwise by 45-degree
angles.

(Angle Counterclockwise)
Turns the text counterclockwise by
45-degree angles.

(AutoFormat)
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Insert a new shape at this location. Select a level of boxes in the Choose a different style for the

organization chart. organization chart.
Change the layout for the boxes. Fit Text H (Zoom)

Fit the text within the selected box. Change the zoom of the organization
chart.

Common Shortcut Keys

Bold +(B) Justify +J)
Center + Left Align +
Change Case + New Presentation +®
Close Presentation + New Slide +@

Copy a Slide +@ Open Presentation
Copy Formats +(Shift] + Paste Formats
Copy + Print Presentation
Cut + Redo

Extend a Selection Repeat

Find + Replace
Font Size +(shif)+(P) Right Align
Font + + Run Prese
Font Dialog Box +

Go To +

Insert Hyperlink +
Italics +® +(Shift] +
+U)

CONES

Moving Around a Presentati

First Slide (Ctrl)+(Home)
Last Slide +

Next Pane :

Add Text Box +
Previous Pane +
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Add-in - A supplementary program that adds Special
commands or functions created by Microsoft Excel to
perform tasks.

Alignment Character - A particular character that
determines how Excel alighs numbers or text — typically, a
period or comma.

Alphanumeric - Including both nhumbers and text.

Animation Effects — Features that allow you to add an
animation effect to an object in the current slide.

AutoContent — A Wizard provided by PowerPoint to help

you create the presentation by using some default settings.

You need only enter the text for each slide.

Autofill - A method of copying data and forumlas or
creating data series by dragging the lower right corner of a
cell or range.

AutoFormat - A feature that enables you to apply many
different formatting characteristics with a single command
by choosing from a selection of format templates.

AutoText — A Word feature that allows you to store
frequently used text and graphics that can later be easily
retrieved into a document.

Bold - Dark or highlighted text.

Borders - The feature that allows you to add lines,
patterns or shading to the selected cells in the work

Build - The process that allows you to build or
together how a slide appears in a presentation.

Built-in Functions — In Excel, preprogra for
to do specific calculations.

Cell Address - The intersection ow and

a column that specifies an individ

Center - To place text in or between

columns.

Character - A characte
piece of data. Th ogram
byte of memor:

tter, number, or other
stores it by using one

Chart Wizard atic feature that Excel provides

art in a step-by-step process.

representation of the data you enter in

Click and Type - A feature that will position the cursor at
a particular alignment or tab position when you double-
click on that location.

Clip Organizer - An organizer feature that contains the
clip art images provided either on the Office Media CD or
downloaded from Microsoft’s Design Gallery web site.

Clip Art - A type of picture file created in a graphics
program.
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o R e Gt e

Column - A vertical arrangement for text or numbers,
separated from other columns by a grid line and denoted
with alpha letters per column. Excel has a maximum of 256
columns, denoted from A to IV.

Copy - An editing function used to duplicate designated
text, objects or files using the Office Clipboar

Cut - The editing process of transferring cells to
the Clipboard so that you can move them fro ocation
and place them into another.

t unless
ou can
ly used

Default - The standard settings
you change them for an indivj
usually adjust the defaults for
settings.

Delete - The operatio
graphics from the docu

ves text, objects or

re-designed templates created by
ckground or style for the

ch as a letter, memo or report.

ss of manipulating (adding, removing,
etc.) characters.

- The last part of the name given to a file. It
up to three characters and usually describes the
“type” of file (e.g., .BAT for batch files; .EXE for executable
ogram files;.DOC for Word files, .XLS for Excel files;
etc.).

File name - The first part of a name given to a file. It can
be up to 255 characters in length and usually describes the
contents of a file.

Find - A feature that allows you to find specified text
within a document.

Font Size - The vertical measurement used to identify the
size of proportionally printed characters (72 points equals 1
inch).

Font - A specific typeface and point size.

Footer — Automatic text or graphics that repeat at the
bottom of every page. A footer may include automatic
page numbers.

Format - Instructions to the program as to how it should
print the characters (e.g., margins, tabs, bold, underline,
lines, etc.) known as styles in Word or Excel.

Formula Palette - The feature that Excel provides to help
you select the desired built-in function to perform
calculations.

Formulas - Arithmetic expressions containing
mathematical symbols.

Function - A feature designed by Excel that allows you to
perform quickly a calculation or formula using a specialized
function.

Handouts - A PowerPoint feature that allows you to print
miniature slides for distribution to the audience.
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Header - Text that repeats at the top of every page and
may include automatic page numbers.

Help - A reference feature that summarizes the abilities
and features of a program.

Indent - A temporary left and/or right margin, usually in
effect for one paragraph at a time.

Insert - An editing function that allows you to add text
between other text, including entire columns or rows.

Inserting Functions — The feature that Excel provides to
help you select the desired built-in function to perform
calculations.

Insertion Point — An indicator of your current work
location within the document on screen. In Word, this
appears as a capital I.

Justification - The formatting function that determines
how Word or Excel will align the data.

Margin - The white space or area from the edge of the
paper to the text.

Master — A slide that contains all the consistent formatting
or elements that PowerPoint should use on all slides in the
presentation. You can create masters for slides, notes,
handouts and outlines.

Meeting Minder - A PowerPoint feature that can be
activated during a slide show in order to keep minutes on
discussions during the slide show.

Menu - A list of commands.

Monospacing — The type of consistent spacing use
between characters, measured in CPI (character ri
or pitch. Each character uses the same amount o e.
Mouse - A small box with a ball mounted ont

bottom or top side, and a wire leading

selecting different areas of the vi
move the mouse around on a lev

notes on the current sl
of the presentation.

erence during the creation

Office Assist
to ask questi
offers tips.an

anima character that allows you
wn words. The Assistant also
on how to perform your work

A place to store data temporarily

Op he function that allows you to transfer a file from
a har loppy disk to the screen.

Page Break - The division between two pages. Word
automatically creates Soft Page Breaks that are adjusted
accordingly when you add or remove text. You can create
Hard Page Breaks which are always in effect.

Page Setup - The feature that determines how Word or
Excel will display and/or print the file — e.g., margins,
headers/footers, gridlines, etc.
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Page - The number of lines designated to create a page of
data. Word automatically divides the document into pages
based on the margin settings, the line spacing and the size
of text.

Paste - The editing function of placing cut or copied data
into a new location.

Print - The process of sending a file to the printer,
complete with printer instructions for the format and type
of text.

Proportional Spacing - The spacing us

monospaced text and allows
per page.

Queue - To line up. Pr|
in the order they are gi

Range - A nu of adja ells. A range can include

lumns or rows.

allows you to find and then
throughout the document.

below the toolbars. The ruler displays
ou to perform functions such as changing
arg abs and indents quickly.

e process of storing or copying the information
emory to a disk. If you turn the computer off
thout saving to a disk, you lose all the information you
ve entered in the memory.

in
i

Shortcut Keys - The commands activated by pressing the
key with another key to perform a specific task —

e.g., +® will display the Print menu.

Shortcut Menu - The menu that appears when you click
on the right mouse button.

Slide Layout - The process of determining what should be
on the slide (e.g., title text, text and chart, organization
chart, etc.). PowerPoint provides a number of pre-designed
layouts from which you can select for each slide.

Slide Sorter - The feature that allows you to move to the
view that displays miniatures of all the slides in the
presentation.

Sort - A feature that allows you to sort text in an
ascending or descending order based on a variety of
criteria.

Speaker Notes — A PowerPoint feature that allows you to
create notes of each slide in the presentation and then
print these for your reference during the presentation.

Spelling & Grammar - A feature that checks the spelling
and grammar of the document and usually provides a list
of corrections for any error it finds.

Status Bar - Located at the bottom of the screen. The
Status Bar displays messages and system information.

Styles - Predefined formats you can use repeatedly and
change globally for a document.

© CCI LEARNING SOLUTIONS INC.



APPENDIX B — GLOSSARY

Tab - A character that causes the text to move to an exact
predefined location (tab stop).

Tabs - The identifiers at the bottom of each worksheet
that allow you to switch from one document in the
workbook to another. Serially numbered, or labeled as
desired for the specific worksheet.

Task Pane - A window displayed at the side of the screen
that assists the user in creating new workbooks, inserting
clip art, or recovering documents after a program crash.

Themes - A pre-designed template created by Microsoft
with specific colors and/or patterns, and styles for
consistency in documents. Generally used with web pages
but can be applied to documents as well.

Toolbars — Located below the menu bar. They allow quick
access to frequently used commands and macros. You can
customize the toolbars to contain any menu item or macro
you use regularly (you can save several different toolbar
layouts).

Transition - A feature that allows you to determine how
text and objects are built on a slide, as well as how each
slide will advance to the next slide.

Web Browser - A specific type of program that allows you
to see web pages (HTML format). Microsoft Internet
Explorer or Netscape Navigator are the two most popular
web browsers.

N\
<
&
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Web Pages - A file that is saved in HTML format and
meant to be published to a web server. A web browser is
needed in order to view this file.

Widow/Orphan - A widow is the first line of a paragraph
by itself at the bottom of a page. An orphan is the last line
of a paragraph by itself at the top of a page. Standard
typing techniques normally avoid widows and orphans.
Word can automatically adjust the soft page breaks to
avoid widows and orphans.

Word Wrap - A word processing feature tha
automatically moves words that do not fi ine to

the next line. You end word wrap by placing a eturn
at the end of a paragraph.

Workbook - A file stored on dis efault of
three blank worksheets but c mited
number of worksheets.

Worksheet - In a wor sheet consisting of

rows and columns.

WYSIWYG - R to™
display mod
appear whe

S

u See Is What You Get,” a
s the worksheet exactly as it will

Q¥
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Appendix

=AVERAGE, 216

=COUNT, 216

=MAX, 216 Cell, 339

=MIN, 216 Cell Alignment, 231

=SUM, 216 Cell Borders, 236

Chart
A Adjusting the data series, 343
Chart Types, 259

Absolute & Relative Addresses, 222 Selecting items, 340
Absolute cell address, 222 Types, 342
Changing Relative to Absolute, 222 Chart Type, 342
Relative cell address, 222 Changing, 342

Absolute Cell Address, 222 Chart Types, 259

Active Cell, 178 Area, 259, 342

Active Cell, 178 Bar, 259, 342

Adjusting the Columns or Rows Bubble, 259, 342
Adjusting the Row Height, 201 Column, 259, 342
Changing the Column Widths, 198 Cone, 260, 342
Deleting cells, 204 Cylinder, 260, 342
Deleting rows and columns, 204 Doughnut, 259, 342

With Tabs, 69 Stock, 260, 342
Animation, 358 Surface, 259,

Customizing, 359 XY (Scatt 59, 34
Slide Transitions, 363 Chart Wizard;
Arrows, 143 Charts,
Ask aQuestion Field, 16 es,
AutoFit, 199 Wi
D 5
Data

AutoFormat, 240 5
AutoShapes, 143 253

AutoText, 120 le 255
nes, 255
B end, 255

Basic Terminolgy
Active Cell, 178
Basic Terminology, 178
Cell, 178
Cell Address, 178
Workbook, 17,

Clip Organizer, 129, 325
Clipboard, 52, 53
Closing a Document, 36
Closing a Workbook, 182
Colors and Patterns, 239
Column Widths, 198

Blank Workbo!

Borders, 63 Col ur_nr_ls

Built-in Hiding, 206
AV Unhiding, 206

Comments, 169
Deleting, 170, 171
Inserting, 170
Common Elements
Exiting Word/Excel, 3

Built-In Functions, 216 .
Looking at the Screen, 12

Bulleted Information, 321

Bullets and Numbering, 79 Mgngs 9
Varieties, 79 Printing, 24
Starting Word/Excel, 2
Toolbars, 9

Controlling the Text Flow
Section Breaks, 113
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Copy, 194

Cut, 194

Paste, 194

Paste Special, 194
Creating a New Blank Wotkbook, 179

Blank Workbook, 18

From a Template,
Creating a New Wor

Cr [
Customizing
Inserting cells, 201 Line, 259, 342 uggﬁqlfg:r?; ?ﬁe ?;?ifsntout 268
Inserting rows and columns, 201 Pie, 259, 342 ‘
Using AutoFit, 199 Pyramid, 260, 342 °
Aligning Text, 62 Radar, 259, 342 \

D

Data Charts
Considerations, 338
Data Series, 343
Datasheet, 339
Selecting items, 340
Date and Time, 103
Deleting
Cdlls, 204
Columns, 204
Rows, 204
Text, 192
Deleting Rows, Columns, and Cells,
204
Deleting Slides, 302
Document Properties, 32
Document Summaries, 32
Documents
Checking the Spelling or Grammar,
84
Closing, 36
Creating New, 33
Inserting AutoText, 120
Opening, 38
Previewing, 105
Printing, 107
Saving, 31
Saving Existing, 35
Saving in Different Formats, 40
Switching, 39
Draw Table, 150
Drawing a Table, 151
Draw Table feature, 151
Inserting a Table, 152
Tables and Borderstoolbar, 151
Drawing Toolbar, 140, 345
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Edit Mode, 309
Editing Text, 28
Clipboard, 52
Cut, Copy and Paste, 52
Finding Items, 88
Insertion Point, 28
Overtype, 28
Redo, 50
Repeat, 50
Replacing Items, 90
Typing Text, 28
Undo, 50
Word Wrap, 28
Effects, 57
Ending Word Wrap, 28
Endnotes, 124
Entering Data, 186
Making Changes to the Contents,
192
Moving Around the Workshest, 189
Entering Numbers, 188
Entering Text, 28
Insertion Point, 28
Overtype, 28
Typing Text, 28
Word Wrap, 28
Entering Text or Labels, 186
Error Messages, 213
#VALUE!, 223
Circular References, 213
Exiting Word / Excedl, 3

F

Files, 21

Closing, 36

Common Problems, 21
Handling, 21
Opening, 38

Printing, 24
Resolving Problems, 2
Saving, 31
Saving an Existing Docu
Saving in Diff ormats,
Starting N
Switching,.3!

inter, 61, 241
Formatting
Aligning Text, 62
Font, 57
Font Command, 59
Format Painter, 61
Formatting Toolbar, 57
Formatting Numbers, 228
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Formatting the Worksheet
Cell Alignment, 231
Cell Borders, 236
Colors and Patterns, 239
Fonts and Sizes, 235
Formatting Numbers, 228
Formatting Toolbar, 57, 78
FormulaBar, 8
Formulas, 186, 212
Built-in functions, 216
Creating Simple Formulas, 212
Entering a cell address, 212
Order of Performance, 213
Standard Mathematical Operators,
213

G

Getting Panes, 250
Grammar, 84
Graphics, 325
Clip Organizer, 326
Inserting, 325
Manipulating, 329

Other Sources, 333
H \

Handling Files
Closing aWor
Creating Blank book,

Header or Footer, 271
and Footers, 114, 298

y 12

Accessing Help Online, 13
Ask a Question Field, 16
Help Menu, 14

Table of Contents, 15

Help Menu, 14

Help Online, 13

I

Indenting, 74
Formatting Toolbar, 78
OntheRuler, 75
Types of Indents, 74
With the Paragraph Command, 77
Insert Table, 150
Inserting Rows, Columns, and Cells,
201
Insertion Point, 28, 30
Moving, 30

L

Labels, 186
Lines, 141

APPENDIX C - INDEX

M

Making Changes to the Contents, 192
Using Undo/Redo, 193
Managing Worksheets, 207
Inserting or Deleting Worksheets,
209
Naming Worksheets, 208
Managing Y our Files, 286
Opening Presentation:
Margins, 99, 270
Boundaries, 99
Header and Footer, 27!

88

New Presentation Task Pane, 281
rmal View, 46
otes, 367

Creating Notes, 367

Printing Notes, 369

o

Objects, 140, 345
Animating, 358
Arranging, 146, 351
Arrows, 143
AutoShapes, 143
Considerations, 140
Creating, 345
Deleting, 140
Drawing Toolbar, 345
Editing, 145
Lines, 141
Moving, 140, 350
Rectangles, 141
Selecting, 140, 350
Sizing, 140, 350
Text Boxes, 144

Opening a Document, 38

Opening Presentations, 288

Opening Workbooks, 181

Overtype, 28

P

Page Break Preview, 266
Page Breaks, 111, 266
Soft Page Breaks, 111
Page Numbering, 110
Page Settings, 268
Orientation, 268
Paper Size, 97
Paragraph Command, 77
Paragraph Spacing, 96
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Pictures, 129
Black Handles, 134
Changing the Properties, 135
Clip Organizer, 129, 325
Cropping, 135
Imageicons, 131
Inserting Pictures, 129
Inserting Pictures from a Disk, 132
Manipulating Pictures, 133
Moving a Picture, 137
Searching for pictures, 131
Searching for pictures online, 129
Sizing a Picture, 133
White Handles, 136

Placeholders, 281

Presentation Manager, 280

Previewing, 105

Previewing the Worksheet, 265
Page Break Preview, 266
Print Preview toolbar, 265

Print Layout View, 46

Printing, 24, 105, 107, 366
Presentation, 366
Previewing, 105
Slides, 366

Printing the Worksheet, 276
Customizing the Printout, 268
Page Settings, 268

Proofing
Spelling, 314

Proofing Y our Documents

Checking the Spelling and Grammar,

84

R

Rectangles, 141
Redo, 50
Relative Cell Address, 222
Repeat, 50

Row Headings, 8
Row Height, 201
Rows

Hiding, 206
Unhiding, 206

rkbooks, 183
anew folder, 184

Vertical, 31
Section Breaks, 113
Select Mode, 309
Selecting Cells, 191
Entire column, 191
Entire row, 191
Extend the column selection, 192
Extend the row selection, 192
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Non-adjacent columns, row, or cells, Formatting, 336
192 Formatting the Table, 154
Single cell, 191 Insert Table, 150

Selecting Items, 340 Inserting a Table, 152

Selecting Text, 43 Inserting Rows or Columns, 162

Paragraph, 44 Merging Cells, 163

Quick Methods, 44 Moving Moving Around in a Table,
Replacing, 49 153

Selection Bar, 44 Pencil Cursor, 151

Sentence, 43 Rows, 150

Turning off a selection, 43
Using the Keyboard, 43 Sorting information,
Using the Mouse, 43 Splitting Celis, 163
Word, 43 stoolbar, 151
Selection Bar, 44
Shading, 66
Sharing Information, 169
Comments, 169
Tracking changes, 172
Slide Background, 356
Slide Design, 305
Slide Layout, 305
Slide Order, 303

Selecting Items,

Manipulating, 310

Select Mode, 309
Slide Show, 370 ext Boxes, 144
Viewing, 370 Thesaurus, 86
Slide Transitions, 363 Time Savers
Slides AutoText, 120
Deleting, 302 Toolbars, 9
Sorting Data, 245 Docked, 10
Spacing, 94 Floating, 10

Formatting, 57
Tracking Changes, 172
Typing Text, 28

ical operators, 213 U

Undo, 50
Using Undo/Redo, 193

Creating Styles, 118 v
Normal template, 118 Values, 186
Styles and Formatting Task Pane, View
118 Normal, 46
Styles and Formatting Task Pane, 118 Print Layout, 46
Switching Between Documents, 39 View Buttons, 46
Switching Between Presentations, 286 Web Layout, 46
View Buttons, 46
T Views, 291
Tab Scrolling Buttons, 8 Slide Sorter, 291
Tables, 334 w
Adding or Removing Lines, 157
Adjusting the Width or Height, 159 Web Layout View, 46
AutoFormat, 155 Word Wrap, 28
Cell markers, 150 Working with Windows, 248
Cells, 150 Getting Panes, 250
Columns, 150 New Window, 248
Converting to tables, 165
Converting to text, 165 4
Deleting Rows or Columns, 162
Draw Table, 150 Zoom, 47

Drawing a Table, 151
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APPENDIX D - COURSEWARE MAPPING D_ 1

Appendix D: Courseware Mapping

Total Domains: 4 Total Objectives: 11 Total Skill Sets: 83 Total Courseware Requirements: 261
Standardized Coding Number Objectives & Skill Sets Courseware Mapping

This domain includes the knowledge and skills required to perform functions common to all Windows
applications with an emphasis on the common functionality of the Microsoft Office applications Word, Excel
and PowerPoint. Skills and knowledge covered in this domain will concentrate on those features
Domain 1.0: Common Program  considered basic and —- to the largest extent possible - applicable to all Windows-based word processors,
Functions spreadsheets and presentation programs. Elements include the ability to start and exit either the Word or
Excel application, modify the display of toolbars and other on-screen elements, use online Help, and
perform file management, editing, formatting and printing functions common to Word, Excel, PowerPoint
and most Windows applications.

Be able to start and exit a Windows
Objective 1.1 application and utilize sources of online Location
help

IC3-2 1.1.1 Start a Windows application Starting Word/Excel/Power! 2

IC3-2 1.1.2 Exit a Windows application Exiting Word/Exc 3
IC3-2 1.1.3 Identify and prioritize help resources Getting Help 12
IC3-2 1.1.4 Use automated help Getting 13

Identify common on-screen elements of
Windows applications, change

Objective 1.2 . . N . Location
application settings and manage files
within an application

IC3-2 1.2.1 Identify on-screen elements common to Wi S w the Screen 4,9
applications

IC3-2 1.2.2 Display or hide toolbars ing the Toolbars 9
IC3-2 1.2.3 Switch between open documents pening a Document 35
Switching Between Documents 39
IC3-2 1.2.4 Change views Customizing the View 46
IC3-2 1.2.5 Change magnificatio Adjusting the Zoom 47
IC3-2 1.2.6 Create files Starting a New Document 33
IC3-2 1.2.7 Open files Opening a Document 38
IC3-2 1.2.8 Save fil ions/formats Saving a New Document 31
Saving an Existing Document 35
Saving Files in Different Formats 40
IC3-2 1.2.9 Closing a Document 36

Working with Files

Perform common editing and formatting

Objective 1.3 functions

Location

{avigate around open files Using the Scroll Bar

Moving the Insertion Point 30
Moving Around the Worksheet 189
Insert text and numbers in a file Entering and Editing Text 28
Perform simple editing Entering and Editing Text 28
Formatting a Worksheet 228
Using Cut, Copy and Paste, Using the Office 52-55
Clipboard
Use the Undo, Redo and Repeat commands Using Undo, Using Redo, Using Repeat 50
Find information Finding Items 88
Replace information Replacing Items 90
IC3-2 1.3.7 Check spelling Checking the Spelling and Grammar 84
IC3-2 1.3.8 Perform simple text formatting Formatting Text Characters 57
Aligning Text 62
IC3-2 1.3.9 Insert pictures into a file Inserting Pictures 129
Inserting Pictures from a Disk 132
IC3-2 1.3.10 Modify pictures in a file Manipulating Pictures 133
IC3-2 1.3.11 Add drawn objects into a file Working with Objects 140
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Objective 1.4

Perform common printing functions

APPENDIX D - COURSEWARE MAPPING

Location

IC3-2 1.4.1
IC3-2 1.4.2
IC3-2 1.4.3
IC3-2 1.4.4
IC3-2 1.4.5

Domain 2.0: Word Processing
Functions

Objective 2.1

IC3-2 2.1.1
IC3-2 2.1.2
IC3-2 2.1.3
IC3-2 2.1.4
IC3-2 2.1.5
IC3-2 2.1.6
IC3-2 2.1.7
IC3-2 2.1.8
IC3-2 2.1.9
IC3-2 2.1.10
IC3-2 2.1.11
IC3-2 2.1.12
IC3-2 2.1.13
IC3-2 2.1.14
IC3-2 2.1.15
IC3-2 2.1.16
IC3-2 2.1.17
IC3-2

IC3-2

IC3-2

Objective 2.2

IC3-2 2.2.2
IC3-2 2.2.3
IC3-2 2.2.4
IC3-2 2.2.5

KEY APPLICATIONS 1109-1

Format a document for printing

Preview a file before printing
Print files, specifying common print options

Manage printing and print jobs

Identify and solve common problems associated
with printing

Changing Margins
Changing the Paper Size

Previewing the Document

Printing Documents

Printing Documents

(Also discussed in Module A, Unit 2 — Lesson 11)

Printing Files

A

105
107
24,107
229-236

24

This domain includes the knowledge and skills required to perform functions specific to creating documents
with a word processor (as opposed to common functions such as those identified in Domain 1: Common
Program Functions). Elements include paragraph formatting (including line spacing, indenting and
creating bulleted or numbered lists), document formatting (including headers and footers), applying styles
and other automatic formatting options, creating tables, applying borders and shading to text and tables.

Be able to format text and documents

including the ability to use automatic
formatting tools

Identify on-screen formatting information
Select word, line, paragraph, document
Change spacing options

Indent text

Create and modify bulleted and numbered lists

Use outline structure to format a document

Insert symbols/special characters
Insert date and time

Insert, view and print docume ts

Display the ruler
Use tabs
Insert and delete a pa ection break

Insert,

ify a ge numbers

Create, at headers and footers

nd format footnotes and

ers and shading to text paragraphs

te, modify and apply styles
opy formatting (Format Painter)

Use language tools

Track changes to a document
Display document statistics (such as word count)

Be able to insert, edit and format tables
in a document

Create a table
Insert and edit data in a table

Modify table structure

Format tables

Sort data in a table

Location

ing Special Characters
Inserting the Date and Time
Working with Comments
Displaying the Ruler
Setting Tabs

Inserting Page Breaks
Using Section Breaks

Adding Page Numbering
Using Headers and Footers

Working with Footnotes or Endnotes

Adding Borders
Adding Shading

Working with Styles
Using the Format Painter

Checking the Spelling and Grammar
Using the Thesaurus

Tracking Changes

Using Document Summaries
Location

Working with Tables
Working with Text

Selecting Items in the Table
Inserting & Deleting Rows/Columns

Formatting the Table

Using AutoFormat

Modifying Borders & Shading
Using AutoFormat

Sorting Information in a Table

29
43
94
74
79

80
122

101
103
169
29
69

111
113

110
114
124

63
66

151
153

154
159

154
155
157
155

166
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APPENDIX D - COURSEWARE MAPPING

D-3

This domain includes the knowledge and skills required to analyze information in an electronic spreadsheet
and to format information using functions specific to spreadsheet formatting (as opposed to common

Domain 3.0: Spreadsheet
Functions

formatting functions included in Domain 1). Elements include the ability to use formulas and functions,
sort data, modify the structure of an electronic worksheet, and edit and format data in worksheet cells.

Elements also include the ability to display information graphically using charts, and to analyze worksheet

data as it appears in tables or graphs.

Be able to modify worksheet data and

structure and format data in a
worksheet

Objective 3.1

Location

IC3-2 3.1.1 Identify how a table of data is organized in a
spreadsheet

IC3-2 3.1.2 Select information with the keyboard and mouse

IC3-2 3.1.3 Insert and modify data

IC3-2 3.1.4 Modify table structure

IC3-2 3.1.5 Identify and change number formats

IC3-2 3.1.6 Apply borders and shading to cells

IC3-2 3.1.7 Specify cell alignment

IC3-2 3.1.8 Apply table AutoFormats

Be able to sort data, manipulate data
using formulas and functions and add
and modify charts in a worksheet.

Objective 3.2

Sort worksheet data

IC3-2 3.2.2 Demonstrate an unders
relative cell address

IC3-2 3.2.3 Insert arithmetic for

IC3-2 3.2.4 Demonstrat worksheet
functions

IC3-2 3.2.5 Insert th e worksheet functions
inte cel

IC3-2 3.2.6 M fo and functions

IC3-2 3.2.7 Su

IC3-2 3.2.8 Ide mmon errors made when using
formulas and functions

IC3-2 3.2.9 w simple conclusions based on tabular data in

worksheet
IC3-2 Insert and modify charts in a worksheet
IC3-2 Be able to identify if a presented chart accurately

represents worksheet data shown in a table

Identify appropriate chart types for presenting
different types of information

© CCI LEARNING SOLUTIONS INC.

Understanding Basic Terminology

Selecting Cells

Entering Data in the Worksheet
Making Changes to the Contents
Using AutoFill

Inserting Rows, Columns,
Deleting Rows, Columns a
Managing Workshee
Inserting or Deleti
Changing the Col
Adjusting the Row
Using Autofkit

Location

Sorting Data

Using Absolute & Relative Addresses

Creating Simple Formulas

Using Common Built-in Functions

Using Common Built-in Functions

Being Careful with Formulas
Using Common Built-in Functions

Being Careful with Formulas

Creating Simple Formulas

Working with Charts

Working with Charts

Selecting Chart Types

197

201
204
207
207
198
201
199

228-235

236
239

231
240

222

212
216

212

212, 224
217
224

212, 224

253, 261

253

259
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D_4 APPENDIX D - COURSEWARE MAPPING

This domain includes the knowledge and skills required to communicate effectively with presentation
software such as Microsoft PowerPoint, and to use simple functions specific to creating and editing
Domain 4.0: Communicating presentations (as opposed to common functions included in Domain 1: Common Program Functions).
with Presentation Software Elements include the ability to create and modify slides in a presentation, create different types of
presentation output and identify the most effective ways to use a presentation program to communicate
with others.

Be able to create and format simple

Objective 4.1 . Location
presentations

IC3-2 4.1.1 Identify effective design principles for simple What is PowerPoint 280
presentations Creating a Presentation

IC3-2 4.1.2 Manage slides Managing the Slides

IC3-2 4.1.3 Add information to a slide Entering Text
Selecting Text Objects
Manipulating Text

Changing Bulleted Informatio 321

Inserting Graphics 325

Manipulating the Picture 325

Creating Objects 345

Creating and Using & 334

Creating a Chart 338

What Does Format 318

Aligning Text 321

i d Layout 305

IC3-2 4.1.4 Change slide view (including outline view, slide i i ation in the Presentation 281
layout view, and slide master view)

IC3-2 4.1.5 Change slide layout (title slide, table slide, etc.) i lide Design and Layout 305

IC3-2 4.1.6 Modify a slide background the“Background Color 356

IC3-2 4.1.7 Assign transitions to slides g 359

izing the Animation 359

lying Slide Transitions 363

IC3-2 4.1.8 Change the order of slides in a presentatio Rearranging the Slides 303

IC3-2 4.1.9 Create different output elemen Printing the Presentation 366

notes, handouts, etc.) Creating Notes and Handouts 367

IC3-2 4.1.10 Preview the slide sh pre i Running the Slide Show 370

IC3-2 4.1.11 Navigate an on-scree Running the Slide Show 370
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