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Lecture 2 contain:

> Introduction of MS-Word 2010

1.4 Tabs & Ribbon

Ribbon Tabs

All Office 2010 programs organize commands on a horizontal bar called the ribbon, which appears across the

Page Layout

References

Ribbon Groups

top of each program window whether or not there is an active document.

Each ribbon tab contains groups, and each group contains a set of related tools. Here, the Paragraph group on
the Home tab contains tools for how text should be aligned within the document.

1.4.1 File Tab

B Save
Save As
£ Open
[ Close

Recent

New

Print
Save & Send

Help

' B3 Exit
4

|

Mailings Review

Information about Documentl

Protect

Document ~

Check for

Issues ~

=

Manage

Versions ~
i

Permissions
Anyone can open, copy, and change
any part of this document.

Prepare for Sharing
Before sharing this file, be aware that it
contains:
Document properties and author’s
name

Versions

1 There are no previous versions of
this file.

Cr




Tikrit University / College of Dentistry

Computer Science /First stage, Second Semester, Lecture 2

Lee: Tamara A. Anav

» Save: Used to save changes to the current document.
» Save as: this command enable you to save your current document into several kinds of files.

P g —— [
@-w-' . =€ PpAlicrosaoft = Templates » - e 1] = T = =]
Organize - Mew folder == =1
- {5 blicrosoft Office Wiord s D A
- Templates - Document Themes 28 ,02/2000 1348
Srmartart Graphics 0911 /2000 15:45%
T Fawvoribtes
o Libraries
an-z. Homegrowg
B Computer
Wi Metwork
File marme: letterhead.dotx -
Sawve as type: | Word Template (~.dotxd) -
Authors: Owner Tags:
| Sawve Thumbmail
~ Hide Folders Tools -~ Sane ] | Cancel

File formats that are supported in Word.

The following table describes the file formats that are supported in Word, alphabetized by extension.

Extension | Name of file format Description

.doc Word 97-2003 Document | The binary file format for Word 97-Word 2003.

.docx Word Document The default XML-based file format for Word 2019, Word 2016, Word 2013,
Word 2010, and Office Word 2007.

.pdf PDF Portable Document Format (PDF), a PostScript-based electronic file format that

was developed by Adobe Systems. It preserves document formatting and
enables file sharing.
Files that use the PDF file format can be saved and opened by using Word 2019,
Word 2016, and Word 2013.
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File formats that are supported in Excel.

The following tables describe the file formats that are supported in Excel.

Extension Name of file Description
format
.Csv CSV (Comma Saves a workbook as a comma-delimited text file for use on another Windows
delimited) operating system, and makes sure that tab characters, line breaks, and other characters
are interpreted correctly. Saves only the active sheet.
xls Excel 97-Excel 2003 | The Excel 97-Excel 2003 Binary file format.
Workbook
xlsx Excel Workbook The default XML-based file format for Excel 2019, Excel 2016, Excel 2013, Excel
2010, and Office Excel 2007. Can't store VBA macro code or Microsoft Excel 4.0
macro sheets (.xIm).

File formats that are supported in PowerPoint.

The following tables describe the file formats that are supported in PowerPoint.

Extension | Name of file format | Description
gif GIF Graphics A slide that is saved as a graphic for use on web pages.
Interchange Format
Jpg JPEG File A slide that is saved as a graphic for use on web pages.
Interchange Format

.mp4 MPEG-4 Video A presentation that is saved as a video.

.pdf PDF Portable Document Format, a PostScript-based electronic file format that was
developed by Adobe Systems. It preserves document formatting and enables file
sharing.

.ppsx PowerPoint Show A presentation that always opens in Slide Show view instead of in Normal view.

.ppt PowerPoint 97-2003 | The default PowerPoint 97 to Office PowerPoint 2003 format.

Presentation
.pptx PowerPoint The default PowerPoint 2019, PowerPoint 2016, PowerPoint 2013, PowerPoint
Presentation 2010, and Office PowerPoint 2007 XML-based file format.




Tikrit University / College of Dentistry

Computer Science /First stage, Second Semester, Lecture 2

Lee: Tamara A. Anav

» Open: Used to open Microsoft Word documents stored in versions 2003,2007,2010

@ Open &
@ - <« Deocuments » My Documents » Tutorials » Office 2010 » Word »
< = —— = —_—— . ——
Organize ¥ New folder HE= - £ @
Bl Desktop -

Documents library

& Downloads Word

Arrange by: Folder ¥

=l Recent Places —

Name Date modified Type Size
= Libraries Images 6/24/2010 10:42 AM File folder
<] Documents | 1] Microsoft Office Word 2010.docx 6/21/2010 4:35 PM Microsoft Word D... 2,048 KB |
| My Documents
Public Documen| =
@' Music
b=| Pictures
B¥ videos
%™ Computer )
&= Local Disk (C)
= WIN-BACKUP (E:)
¥ cunterbo (\\esmfil
File name: Microsoft Office Word 2010.docx -~ [AII Word Documents (*.docx™.«c v]

Tools ~ [ Open lv] [ Cancel ]

» Close
The exit of program is mean close and exit it, (save or not to save the changes) and the way to close it is
the same way that the user used it when closing any program open in the Windows system, you can
close MS-Word using one of the following methods:
1- Double click on the icon W In the top corner of MS-Word Home page.
2- From File Tab click on the close button or click (Ctrl + W).
Step (1), (2) will close the document without close the MS-Word program.
3- Click on the button on the title bar or click (Alt + F4).
4- From File Tab click (Exit).
Step (3), (4) will close the document and close the MS-Word program.

> Information

Contains information or properties about the current document (number of pages & words, name, size,
date of last update and creation date) and consists of a set of options: activating the product, displaying
document properties, setting a password to open the document (document protection) ,,,,
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> Recent

Ability to view or open recently opened documents by clicking on them and the possibility of knowing where to
save them through the path that write under the document name.

File tab
= = I =
@[ d =7 - O 1= Documentl - Microsoft Word 5= ‘ @&
Home Insert FPage Layout References Mailings Review Views Add-Ins 9
-
=d Save
Recent Documents Recent Places
L save as
= _,j 42375 _Ku... — - Desktop =
.= Open Eﬁs Desktop < [ 4 C:\Users\zara\... :
— > —~ =
4 Close IW];‘ T- Tracker... = 5 f_nnal_tutpnals -
= CAT-Trac... < e/ C:\Users\zara\... o
Info = As bl
= word tuto... 2 > SEMDIY >3
I L ;I My Docu.. ® == C:\Users\Books... =
R = o P S = =
i : Desktop = C:\Usesrs\Books... =
fNEw (] = Work Ord... =2 T-Tracker =
l Desktop e/ CA\T-Tracker
Print
|ij java.odt -
Save & Send | Desktop
(] = chil_Proc... o
Help = Desktop\fi... : -
255l Add-Ins ~ o
& | Quickly access
2] Options this number of =
s .

> New
It is used to open a new document and you can choose a Blank document or Templates according to the
type of work that the user wants to do or through the Internet from the site (Office.com).
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> Print
Print document pages on a sheet, and user can change the printer type, page settings, and the number of

paper.
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Save and send: The Save & Send page displays all the commands related to making the current document
available to other people.
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» Help

€enu Tor UTnic
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=l save As ;J uj ﬁ’ Microsoft®
B8 oven o Microsoft Office Help D ‘:»O I Ce
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» Options

It includes a set of options that can control the properties of the document, such as program interface
control, default font type, spell check control, language control (add or delete language), dictionary
setup, The format of the file in which the document is stored ( MS-Word 2003,2010,pdf, ...) the status

of the printed numbers (Arabic, English), customize Quick Access bar ....

General
Display
Proofing
Save
Language

Advanced

Quick Access Toolbar
Add-Ins

Trust Center

ITEE]E Customize the Ribbon and keyboard shortcuts.
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Copy

Cut
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Draw Table

Draw Vertical Text Box
Email

Find
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Font...
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Font Size

Format Painter

Grow Font
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Lecture 1 contain:

> Introduction of MS-Word 2010

1.4 MS-Word 2010 Ribbon and Tabs

1.4.1 File Tab
1.4.2 Home Tab
1.4.3 Page Layout Tab

1.4 MS-Word 2010 Ribbon and Tabs

1.4.3 Page Layout Tab

(w] | d R Documentl
Home Insert Page Layout References
Aaj - | Iy Orientation v ’,_-‘]'%j Watermark ~
' 7 Size ¥~ W Page Color ~
Themes Margins __ -
» EE Columns~ 2~ | [J) Page Borders
Themes Page Setup « | Page Background

- Microsoft Word

Mailings Review View
Indent Spacing
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Ez 0 s I =h

Paragraph
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@

Arrange

v

o B 23

5@

=

This tab can be used to set and control the appearance of your document. The page layout tab contains five

group:
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1) Themes group: contain four options

Themes, This changes the overall design of the entire document, including colors, fonts, and effects.
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Colors, this command changes the colors for the current theme.
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- Font, Fonts for the current theme are enabled for change using this command.

Home Insert ] Page Layout Re
H  [& Orientation ~ ¥—= Breaks -

= [ size ~ #3 Line Mu
Oriel [~k
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- Effects, The current theme effects are available for change using this command.
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2) Page setup: The Page Setup group contains the options to specify the layout of a page, such as margins,
orientation, and page size.

Page Layout References Mailings i
NS [_'_j I »—) Breaks ~
= ¥ _]Line Numbers ~
Margins Orientation Size Columns y
v v - - be Hyphenation -

Page Setup [
- Margins, to set the margin for your document.
- Orientation, to change the page orientation (Portrait or Landscape) of your document.
- Size, to change the paper size.
- Columns, to create columns within your document.

3) Page background

4) Paragraph: The Paragraph group will allow you to set indentations and line spacing for your document.

Indent Spacing
‘EE Left: 0" - ii Before: O pt -
£ Right: 0 3| = After  10pt :

wl

Paragraph

5) Arrange: This area allows you to quickly arrange how graphic elements (such as pictures and shapes)
appear on your page: its contain the options below:

- Position: Quickly choose a basic location on the page for a graphic. This feature will automatically
arrange for Text Wrapping.

- Bring to Front/ Send to Back: Quickly arrange the layers of overlapping graphics.

- Text Wrapping: when you insert a graphic, usually only one line of text will appear to the left or
right, leaving a large empty area on each side of the graphic. Text Wrapping allows text to fill in
those empty spaces, and "wrap" around an image. There are various ways you can have the text
wrap.

- Align: Automatically takes several different graphics and lines them up according to pre-set rules.

- Group: Same as in PowerPoint--allows multiple graphics to be temporarily joined, so they behave
like one object.

- Rotate: Rotate or flip graphics. You can also rotate using the green "Rotate” handle on the object
placeholder, again like in PowerPoint.



What is Google Classroom?

Google Classroom is available to schools with a Google Apps for Education (GAfE)domain.

Classroom is a way to get all your students in one place and allows you to easily assign work
and for students to turn it in.

9,

Helps teachers create and collect assignments paperless
-Includes time-saving features

(i.e., make a copy of a Google Document for each student). Classroom
-Creates Drive folders for each assignment & student byGoogle

-Students can keep track of what’'s due on the Assignments page and begin working with just a
click.

' -Teachers can quickly see who has or hasn't completed the work, and provide direct,

a ‘ 2= real-time feedback and marks from within Classroom.
L=




How to Create Your Own Class

Click to go to Gooqle classroom! Click go to
classroom.  Googie for cducation



https://classroom.google.com

How to Create Your Own Class

Click on the Plus sign by your name and click
create class. Type Iin your class name and
section. Then click create.

<+ ftiffany.norton@desertsands.us Create a class /

Join class

Create class

CANCEL




Two Ways to Have Students Join

Invite students Goaogle Summit Sample Class
via e-mail to join
your class.

They’ll get alink
to click on.

Students can post and comment CLASS CODE tlaexo2

lnvitestudentsorgivethemthiscodetojoin:t1aex°2 tUdentS Can go to
google classroom and

type in the code for your
classroom.



Using the Classroom Code to join:

1.Go to Google Classroom.
2.Click on the plus sign Iin the right-hand

corner. - o
. . . .norton sertsands.us ~
3.Click join class
Join class

4.Then type In the
classroom code
@®  and click join.

=

Create class




Classroom Homepage
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Classroom Homepage
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What Is an assignment?

Using Google Docs, you no longer need to collect and pass out paper.

Google Classroom eliminates sharing issues by placing the document in the teacher
and the students Google Drive immediately.

Students simply need to press the “turn in” button within Google Classroom to let the
teacher know they are ready to have their work assessed.

Unit 5 Formative Task 1 24 8




Attachment Options for Assignments

O Attach a document from your computer [L]J
O Attach directly from your Google Drive L
O Attach a YouTube Video u
O Attach a Link D
O students can:

-attach photos to assignments and posts

-attach images, PDFs, and web pages from other apps to their assignments

The mobile app allows students to do their work on any device.

=




Tracking your student's progress

ASSIGNMENT 25Fe DUE 27 FEB
Sample Performance Task (Research Questions) 26 13 E 1 I th
Use your article and video notes to respond to the three research questions in the attached ) _ _ a.S I y S e e e

assignment

. number of students
who’ve completed

, == “ 7 and have yet to
. complete the given

N assignment.




The Wettest Place on Earth TDQs DUE FRI, MAR 6

& FOLDER % DOWNLOAD
Showing assignments that are done or returned. CLEAR Th e d etai I ed I iSt Of
D Students Status Grade Points 100
D : Adrian Mederos DONE No grade Stu d e nts Wh O h ave n Ot
0 @ com pleted their work
]
D : Amy Bracamontes DONE Nograde
0 : Anahi Lopez-Aldaz DONE No grade
The Wettest Place on Earth TDQs LAE DL
D ° Benjamin MoraJimenez DONE
E Ne grade
e & FOLDER ¥ DOWNLOAD
® Brandon Torres
d L
Showing assignments that are not done. CLEAR
students who have oo
D ; Anthony Vargas1 NOT DONE Nograde
@ completed their work. 0 @
|- D ° Ashley OrozcoMorales NOT DONE Nograde
o
D e Clayton Hill NOT DONE Nograde
D '! Deirdre Murphey NOT DONE Nograde
O %‘ Eric Vasquez NOT DONE No grade




Intro to Windows 10

Navigating the desktop

Desktop is the main workspace for your computer. From here, you can view and manage your files, open
applications, access the Internet, and much more.

4 > This PC » Documents > 4 v
5 [ [ o
»* k aco
Quick access e - v 3 » This PC > Documents > Recipes v | N Recipe
@ OneDrive Photos A A
¢ ’ N\, N N\ N\
® This Pe. Recipes #* Quick access (AN by - AN N
Work — = — e
B 30 Objects @ OneDrive m: m: m: m:
B Oesictop ™ This PC | | ‘
Socles 3 30 Objects Aunt Cathy's ccy:«ohle Classic Fruitcake Easy Cake Pops
ok Carrot Cake esecake
& Downloads 0 Desitop
5 ™N [ N I ™
& Misic * Documents — —) N -
i s oo m: m: m: m:
4 items D Music : :
: L & Pictures :
i [T Shar il Bckure Toc German Jeremy’s Low-Fat Nana's Pound Tople Chocolate
W videos v Chocolate Cake Cheesecake Cake Cake v
- L * Documents > Photos v O Gitemns 1 item selected 114 KB
)

# Quick access

&
L St » ue
Saem @ ! -
= This PC N k ]

3 3D Objects Alexandra American Cristina Matos
Golovac_Unsplas Meritage Albers Unsplash
8 Desktop hPound Cake  Chocolate Unspl Carrot Cake

+ Documents ash_Chocolate

¥ Oownloads

D Music

& Pictures

3 tems

Ll © Type here to search

Opening applications

You'll use the Start menu to open
» programs on your computer. To do this,
30 = click the Start button in the bottom-left
= corner, then choose the desired

application.
& pphcati

Microsoft Edge Photos Microsoft Store  Solitaire

‘o > g

B Coculator Movies & TV PowerPoint Sticky Notes Publisher

$  Calendar |3

N

OneNote for...

yel hype here to search
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Searching for files and apps

To search for something on your computer—Ilike a specific file or application—click the Search Box, then start
typing. In the example below, we're searching for a Microsoft Word document.

All Apps Documents Web More ¥

Best match

m- Aunt Cathy's Carrot Cake
Microsoft Word Document in Recipes

Last modified: 12/28/2020, 3:08 PM
Documents - This PC
@] Aunt Cathy's Carrot Cake - in Home >
Search work and web

£ carrot cake recipe - See work and web

>
results
L carrot >
£ carrot cake >
£ carrot top >
L carrot recipes >
L carrot salad >
Photos
/& Cristina Matos s
Albare tinchlachicarrar colba
’ L carrot| I

Adjusting your settings

You'll use the Settings app to change the most important settings on your computer, like your network and
display options. To open the app, click the Start menu, then select Settings.

Access

Alarms & Clock

Calculator

Calendar

Camera
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You can also use the Control Panel to adjust your settings, just like in earlier versions of Windows. However,
there are some options that can only be accessed from the Settings app, like adding a new user. Because of this,
you'll probably use the Settings app more often.

All Apps Documents Web More ¥

Best match
Control Panel @'
App
Apps
Control Panel
[ Settings > o

Search work and web

L Control Panel - See work and web results > 4 Open

Settings (3) I} open file location
= Pin to Start

3 Pin to taskbar

Recent
#  Device Manager
See which processes start up automatically when you star...

@ Save backup copies of your files with File History

e Taskbar and Navigation

"I O control Panel I

Shutting down your computer \/

When you're done using your computer, it's important to shut it down properly. To do this, click
the Start button, then choose Power > Shut Down.
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Personalizing your desktop

Windows 10 makes it easy to customize the look and feel of your desktop. To access the Personalization
settings, right-click anywhere on the desktop, then select Personalize from the drop-down menu. The
Personalization settings will appear.

View

Sort by
Refresh

Paste

Paste shortcut
New

2 Display settings
& Ppersonalize %

L Type here to search

Settings = O X

@ Home

I Find a setting pel I

Personalization

Bl

Background

Colors

Lock screen

Thi
emes Background

> & f 9

Fonts Picture v |

Start Choose your picture

o . g . .

Browse

]




To change the font size:

If you have difficulty seeing the text on your computer, you can increase the font size. Increasing the font size
will also increase the size of icons and other items on your desktop.

1. Open the Settings app, then select System.

Settings = O X

Windows Settings

Find a setting

g System [} E ' Devices
Display, sound, notifications, = Bluetooth, printers, mouse
power
D Phone @ Network & Internet
Link your Android, iPhone Wi-Fi, airplane mode, VPN

@ Personalization s—  Apps
Background, lock screen, colors o Uninstall, defaults, optional
features
R Accounts @.... Time & Language
AF

Your accounts, email, sync, Speech, region, date

work, family

2. The Display options will appear. Use the drop-down arrow to scale up or down the size.
Note that a larger size may interfere with the way some items appear on the screen.
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Display

hnd a setting

Scale and layout

Change the size of text, apps, and other items

200% (Recommended) \%

Advanced scaling settings

Display resolution

2414 x 1600 (Recommended) v

Display orientation

Multiple displays

Older displays might not always connect automatically.
Select Detect to try to connect to them.

3. Once you've made your selection, the changes will take effect.

Pinning and unpinning tiles
If you want to add a tile to the Start menu, you can pin it. You can also unpin tiles you don't use very often.

1. Click the Start button, then find the desired app from the list.
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See all your mail in one place
q Google Chrome YO 4 P

H File Explorer \/

L¥ Settings Calendar Xbox Console...

W Word

P‘ n PowerPoint m ﬂ a

Photos Microsoft Store  Solitaire
Microsoft Edge

= P & -3

Movies & TV PowerPoint Sticky Notes Publisher

3D Viewer

Access —
N )
Alarms & Clock v
OneNote for...
Calculator

sie= Calendar

Y Camera

l P2 hype here to search

2. Right-click the app, then select Pin to Start. In this example, we'll pin
the Calculator app.

PowerPoint Life at a glance Play and explore

D Microsoft Edge See all your mail in one place

i = &

3D Viewer Calendar Xbox Console...

Access m ﬁ a

Alarms & Clock Photos Microsoft Store Solitaire

-
. B
Calculator > X Vi "

<3 Pin to Start

sss Calendar Movies & TV PowerPoint Sticky Notes Publisher Office
oo More

Gamera @ Uninstall _
N
Cortana l

OneNote for...

Feedback Hub

£ Type here to search

3. The app will be pinned to the Start menu. You can remove any tile by right-clicking,
then selecting Unpin from Start.
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) PowerPoint See all your mail in one place

D Microsoft Edge ;E? © @ E "/

Calendar Mail ™= Xbox Console...

T 4]

Photos Microsoft Store Solitaire

3D Viewer

Access

Alarms & Clock
‘o > P l =

aliato Weather Movies & TV PowerPoint Sticky Notes Publisher Office
ulator

5y f
2:= Calendar

B Camera }3 Unpin from Start *

Resize
Cortana

More

Uninstall

Feedback Hub Microsoft Edge | Calculator

L Type here to search O H I ﬁ

Windows Firewall \/

By default, Windows will protect your Internet connection with Windows Firewall. A firewall prevents
unauthorized access from external connections and helps protect your network from threats that could harm
your computer.
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Windows Security
” Firewall & network
P rotection
@ Home Who and what can access your networks.
O Virus & threat protection
L Account protection Domain network
1 : Firewall is on.
| ¢  Firewall & network protection

Hl

App & browser control
@ Private network

E Device security , :
Firewall is on.
@ Device performance & health
gk Family options 3 Public network (active)

Firewall is on.

Working with files \/

Understanding how to work with files and folders is an important part of using your computer. Once you
understand how files and folder work, you'll use them all the time. In this lesson, we'll show you the absolute
basics of working with files, including how to open files, move your files into folders, and delete files.

What is a file? ‘/

There are many different types of files you can use. For example, Microsoft Word documents, digital photos,
digital music, and digital videos are all types of files. You might even think of a file as a digital version of a
real-world thing you can interact with on your computer. When you use different applications, you'll often

be viewing, creating, or editing files.

Files are usually represented by an icon. In the image below, you can see a few different types of files below the
Recycle Bin on the desktop.



Intro to Windows 10

o

Recycle Bin

- ©

@over Letter Nathan-Ande Presentation Presentation

rson=Unsplas Audio \Video
h

What is a folder? v/

Windows uses folders to help you organize files. You can put files inside a folder, just like you would put
documents inside a real folder. In the image below, you can see some folders on the desktop.

RecIpes

File Explorer

You can view and organize files and folders using a built-in application known as File
Explorer (called Windows Explorer in Windows 7 and earlier versions).

To open File Explorer, click the File Explorer icon on the taskbar, or double-click any folder on your desktop.
A new File Explorer window will appear. Now you're ready to start working with your files and folders.
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B ‘ File Explorer

Home Share View

v

4 # > Quick access
A
# Quick access

@ OneDrive

= This PC

¥ 3D Objects
I Desktop

4 Documents
& Downloads
D Music

= Pictures
& videos
£ Local Disk (C:)

28 items 1 item selected

L Type here to search

From File Explorer, double-click a folder to open it. You can then see all of the files stored in that folder.

N E—
L >

>

| File Explorer
Share View

v

4 3 > Quick access >
A
3 Quick access

@ OneDrive

= This PC

¥ 3D Objects
B Desktop

= Documents
¥ Downloads
} Music

v Frequent folders (7)

Downloads

‘ Lhis PC

Pictures

This PC
»

Photos
This PC\Documents

'}

k:

Work
This PC\Documents

Name

v Frequent folders (7)
& Downloads
= Documents
&= Pictures
8 Desktop
Photos
Recipes
Work

v Recent files (20)

== Pictures v <

27 items 1 item selected

Notice that you can also see the location of a folder in the address bar near the top of the window.

'®)

P e

0O Search Quick access

Documents
This PC
b g

k:

Desktop
This PC

Recipes
This PC\Documents

O

Search Quick access

Type

System Folder
System Folder
System Folder

File folder
File folder

File folder
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& | s | Documents

Home Share View

&« = v 4% > ThisPC » Documents )
A
: = A\

Aunt Cathy's
Carrot Cake

£ Search Documents

c

# Quick access

L~

%

[ =
i
1

@ OneDrive

/
1
/
/

& This PC
2B 3D Objects
I Desktop

‘= Documents

& Downloads
D Music :l
= Pictures '

Budget Cover Letter

‘ Videos
£ Local Disk (C:) v

Photos Recipes Work

"l

6 items

To open afile:

There are two main ways to open a file:

Find the file on your computer and double-click it. This will open the file in
its default application. In our example, we'll open a Microsoft Word document (Cover

Letter.docx), which will open in Microsoft Word.
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a5

c v = | Documents
Home Share View

&« = ~ 4 = > ThisPC > Documents

A
»# Quick access

@ OneDrive

& This PC

B 3D Objects
B Desktop

Photos

= Documents

¥ Downloads —
J\ Music : l
& Pictures
Budget
! Videos
2. Local Disk (C:)

v

6 items 1 item selected 11.4 KB

/=
i

Cover Letter

Search Documents

RQ Shared with Me

@) OneDrive

Other locations

E‘@ This PC

@ Add a Place
[~ Browse

W

Aunt Cathy's
Carrot Cake

Open the application, then use the application to open the file. Once the application
IS open, you can go to the File menu at the top of the window and select Open.

L



Intro to Windows 10

Moving and deleting files \/

As you begin using your computer, you will start to collect more and more files, which can make it more
difficult to find the files you need. Fortunately, Windows allows you to move files to different folders
and delete files you no longer use.

To move a file:

It's easy to move a file from one location to another. For example, you might have a file on the desktop that you
want to move to your Documents folder.

1.

Click and drag the file to the desired location.

A5

= M s | Documents - O X

Home Share View v @

« v 4 & > ThisPC > Documents > v | B O Search Documents

v W This PC .

> M 3D Objects Photos BECIPSS %* 0 Work i
[2 Move to Recipes | Carrot Cake

A

> 7 Quick access

[[[§7

W

> @ OneDrive

4

> M Desktop
> “ Documents AN
> ¥ Downloads ' W

> D Music . IH

> == Pictures »
> B Videos

> & Local Disk (C:)

Budget Cover Letter

v
6items 1 item selected 11.4 KB

n

Release the mouse. The file will appear in the new location. In this example, we have
opened the folder to see the file in its new location.
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| & = | Recipes = O X
Home Share View v °
« v 4 « Documen... > Recipes v O £ Search Recipes
) Name Type
»# Quick access
@ Aunt Cathy's Carrot Cake Microsoft Word Doc...
@ OneDrive @ Chocolate Cheesecake Microsoft Word Doc...
W This PC gl Classic Fruitcake Microsoft Word Doc...
“| Easy Cake Pops Microsoft Word Doc...
¥ 3D Objects = 3 ,
{4 German Chocolate Cake Microsoft Word Doc...
-_ Desktop @ Jeremy's Low-Fat Cheesecake Microsoft Word Doc...
= Documents @ Nana's Pound Cake Microsoft Word Doc...
¥ Downloads @ Triple Chocolate Cake Microsoft Word Doc...
D Music @ Upside Down Pineapple Cake Microsoft Word Doc...
= Pictures
! Videos
£ Local Disk (C:) v < >
9items 1 item selected 11.4 KB 55' =

You can use this same technique to move an entire folder. Note that moving a folder will also move all of the
files within that folder.

To create a new folder:

1. Within File Explorer, locate and select the New folder button. You can also right-
click where you want the folder to appear, then select New > Folder.
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B 4 [}= | Documents = a X
- o
New folder (Ctrl+Shift+N)
€« = Crogte siew folidar. v (9} L Search Documents
A

» Quick access

@ OneDrive

ey /
=
" 4)
— |
17 //
[
[
E
|
| .

= This PC
2P 3D Objects
I Desktop N\
_= Documents W
& Downloads
D Music
&= Pictures
‘ Videos
£ Local Disk (C:) v
E[E]

%
o)
o
o
w
=
g /
=~
@
c
[
«Q
[0}
-~

Cover Letter

Sitems 1 item selected

2. The new folder will appear. Type the desired name for the folder and press Enter. In our
example, we'll call it School Documents.

& | s | Documents
v @

Home Share View

&« = v 4 > This.. > Docum.. > v O £ Search Documents

A

)

# Quick access

o=
1 -
i

@ OneDrive

i

W This PC b 2
23 3D Objects Photos Recipes Work Budget
Bl Desktop N\,

_= Documents W

¥ Downloads

D Music

& Pictures Cover Letter School
DocumentsIT

E Videos -

£ . Local Disk (C:) v

—m

/

l
/

6items 1 item selected

3. The new folder will be created. You can now move files into this folder.
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To rename a file or folder:

You can change the name of any file or folder. A unique name will make it easier to remember what type of

information is saved in the file or folder.

1. Click the file or folder, wait about one second, and click again. An editable text field

will appear.

Type the desired name on your keyboard and press Enter. The name will be changed.

2| & < | Documents

Home Share

« > v 9

# Quick access
@ OneDrive

W This PC

¥ 3D Objects
I Desktop

‘s Documents
¥ Downloads
D Music

= Pictures

: Videos

£ . Local Disk (C)

6 items

= > This..

View
> Docum... » v D £
A Name
Photos
Recipes
School Documents
Work
il{ Groceries_Budget MarchT |
@ Cover Letter
v

1 item selected 8.06 KB

Search Documents

Type

File folder
File folder
File folder
File folder
XLSX File

Microsoft Word Document

You can also right-click the folder and select Rename from the menu that appears.

Size
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Give access to

= | Documents . .
= Restore previous versions

Home Share View
Send to

= v 4 = > This.. > Docum... » Cut

A Name Copy

> Quick access
Photos Create shortcut

@ OneDrive Recipes Delete

School Documents Rename [k

Work Properties
ll Groceries_Budget_March ACSATIE

= This PC
23 3D Objects
B Desktop

7 @ Cover Letter Microsoft Word Document
‘= Documents

¥ Downloads
J’ Music

&= Pictures

‘ Videos

£ Local Disk (C:) v <
6 items 1 item selected 8.06 KB

To delete a file or folder: \/

If you no longer need to use a file, you can delete it. When you delete a file, it is moved to the Recycle Bin. If
you change your mind, you can move the file from the Recycle Bin back to its original location. If you're sure
you want to permanently delete the file, you will need to empty the Recycle Bin.

1. Click and drag the file to the Recycle Bin icon on the desktop. You can also click the
file to select it and press the Delete key on your keyboard.
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RecyclNBin
g *
| M = | Recipes — O X
File Home Share View v 0
“~ v 4 « Documents > Recipes v O O Search Recipes
A Name Type
» Quick access -
@< Aunt Cathy's Carrot Cake Microsoft Word Document
@ OneDrive @ Chocolate Cheesecake Microsoft Word Document
W This PC m Classic Fruitcake Microsoft Word Document
] - Easy Cake Pops Microsoft Word Document
2B 3D Objects =
-] German Chocolate Cake Microsoft Word Document
S Dedkiop Wy Jeremy's Low-Fat Cheesecake Microsoft Word Document
= Documents @ Nana's Pound Cake Microsoft Word Document
¥ Downloads @ Triple Chocolate Cake Microsoft Word Document
D Music o Upside Down Pineapple Cake Microsoft Word Document
# Pictures
' Videos

£ Local Disk (C) v <

9items 1item selected 11.4 KB =

n,

2. To permanently delete the file, right-click the Recycle Bin icon and select Empty
Recycle Bin. All files in the Recycle Bin will be permanently deleted.

Recycle Open

Empty Recycle Bin [}
Pin to Start

Create shortcut

Rename

Properties

Note that deleting a folder will also delete all of the files within that folder.
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Selecting multiple files |/

Now that you know the basics, here are a few tips to help you move your files even faster.

Selecting more than one file

There are a few ways to select more than one file at a time:

If you're viewing your files as icons, you can click and drag the mouse to draw a
box around the files you want to select. When you're done, release the mouse; the files
will be selected. You can now move, copy, or delete all of these files at the same time.

B 4 1 = | Documents - 0 x

_ Home Share View v @

“— v 4 % > ThisPC > Documents > v O £ Search Documents
A

=

o Quick access
@ OneDrive

= This PC
¥ 3D Objects
I Desktop
¥ Downloads
D Music
*= Pictures
. Videos
<. Local Disk (C:) v

i

6items 6 items selected -

To select specific files from a folder, press and hold the Control key on your keyboard,
then click the files you want to select.
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=
o v|

s | Documents

Home Share View

Search Documents

N
=
I

“ > This PC > Documents v b Joi

h% X i

Photos Recipes School Work Cover Groceries_

Documents Letter Budget_Ma
W This PC rch

¥ 3D Objects
I Desktop

« v 4
A

»# Quick access

@ OneDrive

‘s Documents
¥ Downloads
D Music

» Pictures

. Videos

£ Local Disk (C:)

6items 4 items selected

o Toselect a group of files from a folder, click the first file, press and hold the Shift key
on your keyboard, then click the last file. All of the files between the first and last ones

will be selected.

NN

&« v 4

Share

# Quick access
@ OneDrive

% This PC

23 3D Objects
I Desktop

““ Documents
¥ Downloads
J‘ Music

= Pictures

' Videos

£ Local Disk (C)

6items 3 items selected

s | Documents

View

5 > This PC » Documents v O

A Name

Photos
Recipes
School Documents
Work
@ Cover Letter %
ull Groceries_Budget_March

Search Documents
Type Size

File folder

File folder

File folder

File folder

Microsoft Word Document
XLSX File

Tiil
i

n

12 KB
9 KB

n.
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Selecting all files v/

If you want to select all files in a folder at the same time, open the folder in File Explorer and
press Ctrl+A (press and hold the Control key on your keyboard, then press A). All of the files in the folder will
be selected.

g @ s | Documents = O X
Home Share View . °
- v 4 5§ > ThisPC > Documents v D £ Search Documents
o Name Type Size
# Quick access
Photos File folder
@ OneDrive Recipes File folder
W This PC School Documents File folder
; Work File folder
-3 3D Objects =
f«"; Cover Letter Microsoft Word Document 12 KB
I Desktop ull. Groceries_Budget_March XLSX File 9 kB
“* Documents
¥ Downloads
D Music
= Pictures
8 videos

£ Local Disk (C:)

v £ >
= =

6items 6 items selected A=

Ctrl+A is an example of a keyboard shortcut. We'll talk more about these in our lesson on Keyboard
Shortcuts in Windows.

Shortcuts \/

If you have a file or folder you use frequently, you can save time by creating a shortcut on the desktop. Instead
of navigating to the file or folder each time you want to use it, you can simply double-click the shortcut to open
it. A shortcut will have a small arrow in the lower-left corner of the icon.

Note that creating a shortcut does not create a duplicate copy of the folder; it's simply a way to access the folder
more quickly. If you delete a shortcut, it will not delete the actual folder or the files it contains. Also note that
copying a shortcut onto a flash drive will not work; if you want to bring a file with you, you'll need to navigate
to the actual location of the file and copy it to the flash drive.


http://www.gcflearnfree.org/windowsbasics/keyboard-shortcuts-in-windows/1/
http://www.gcflearnfree.org/windowsbasics/keyboard-shortcuts-in-windows/1/
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To create a shortcut: v/

1. Locate and right-click the desired folder, then select Send to Desktop (create shortcut).

[j | & s | Manage Documents - a X
“ Home Share View Picture Tools v e
— v 4 % > ThisPC » Documents > v O £ Search Documents
A Name Type Size
# Quick access
Pho‘os il Lol
@ OneDrive Recipes Open
Open in new window
& This PC School : .
. Work Pin to Quick access
3 3D Objects @ Cover L Add to Windows Media Player list hent 12 KB
B Desktop dl Groceri Play with Windows Media Player 9 KB
“ Documents Cast to Device >
¥ Downloads @  Scan with Windows Defender...
d Music Give access to >
»= Pictures Restore previous versions
B videos Include in library >
£ Local Disk (C) v < Pin to Start >
6items 1 item selected Show in Finder =
Share on
Send to > 0 Bluetooth device
cut ¢ Compressed (zipped) folder
Copy =  Desktop (create shortcut) %

% Documents

2. A shortcut to the folder will appear on the desktop. Notice the arrow in the lower-left
corner of the icon. You can now double-click the shortcut to open the folder at any time.

Photos =
Shortcut RA

The Menu bar

Most applications have a Menu bar at the top of the window. Each menu has a set of commands that will
perform a specific action within the program. While each application is different, there are some common
commands that work the same way, no matter which application you're using. Whenever you open a program
for the first time, try clicking these menus to see the various options available.
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7] Untitled - Notepad - =] X
File Edit Format View Help

File menu commands

You'll find the File menu on the leftmost side of the Menu bar in almost every application. The File menu will
usually have the same type of commands. For example, you can create a new file, open an existing file,
and save the current file, among other functions.

& ™ ¢ = | Doa

2

E Save as >

7

ﬁ Print »

;&/ Page setup
{- ’.l Send in email

'0 About WordPad
Rt 4

)

0
B

Cut, copy, and paste,/

Many applications allow you to copy items from one place and then paste them to another. For example, if
you're working with a word processor, you might copy and paste text to avoid typing the same thing over and
over. If there's something you want to move from one place to another, you can cut and paste instead.



Intro to Windows 10
To copy and paste:  /

1. Select the item you want to copy. In our example, we'll select a word in a document.

2. Right-click the mouse and select Copy from the menu that appears. You can also
press Ctrl+C on your keyboard.

April 22, 2013

Ms. Susan Everdeen

Sue's Skydiving, Ir & Cut
151 Adventure Cir Copy

Ithaca, New York 1 [F] Paste
Dear Ms. =% Paragraph

B EE Lists L ) )
Whenlwasintroc___ __ .., ..., five years ago, | knew | had found a life-long passion.

After considerable training, practice, and [of course) jumping, | am ready to share my love of
skydiving with others. | feel that | am qualified to provide a safe, exciting, and confident
skydiving experience for your customers. Please take a moment to review some of the skills
that | believe make me a good fit for this position:

3. Locate and right-click the desired location for the item, then select Paste. You can also
press Ctrl+V on your keyboard.

April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12464

Dear Ms. |

Cut
When I was . C-:||_:|,' iving five years ago, | knew | had found a life-long passion.
Afterconsid _ actice, and [of course) jumping, | am ready to share my love of
skydiving wi I? —Eo s at | am qualified to provide a safe, exciting, and confident
skydiving ex =T Paragrabh  -yctomers. Please take a moment to review some of the skills
that | believ := Lists v fit for this position:

4. The item will be copied to the new location. Notice how the original text that was copied
has not been moved or changed.
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April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12464

Dear Ms. Everdeen |

When | was introduced to skydiving five years ago, | knew | had found a life-long passion.
After considerable training, practice, and (of course) jumping, | am ready to share my love of
skydiving with others. | feel that | am qualified to provide a safe, exciting, and confident
skydiving experience for your customers. Please take a moment to review some of the skills
that | believe make me a good fit for this position:

Tocutand paste:  /

1. Select the item you want to cut. In our example, we'll select a paragraph of text in a
document.

2. Right-click the mouse and select Cut from the menu that appears. You can also
press Ctrl+X on your keyboard.

April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12464

Dear Ms. Everdeen,

When | was introduced to skydiving fiveyears ago, | knew | had found a life-long passion. After
considerable training, practice, and (of course) jumping, | am ready to share my love of
skydiving with others. | feel that | am qualified to provide a safe, exciting, and confident
skydiving experience for your customers. Please take a moment to review some of the skills that
I believe make me a good fit for this position:

I am writing to express my interest in the recently posted Skydiving Instructor position. As a
frequent customer, | am quite familiar with Sue's Skydiving. | was always impressed by th

W
a4  Cut
professionalism of your pilots and instructors and your commitment to sharing the exciten o [}
of skydiving with others. _El =R
] Paste
Certifications = | Paragraph
USPA Member (United States Parachuting Association) 2008-2013 I= Lists

3. Locate and right-click the desired location for the item, then select Paste. You can also
press Ctrl+V on your keyboard.
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April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12484

Dear Ms. Everdeen,

Cut

k] =

Whet — to skydiving fiveyears ago, | knew | had found a life-long passion. After
consi Bl paste ractice, and (of course) jumping, | am ready to share my love of
skydi-— feel that | am gualified to provide a safe, exciting, and confident
skydi 51 Faragraph  -yqyrcustomers. Please take a moment to review some of the skills that
Ibeli i= Lists ¥ ad fit for this position:

Certifications
USPA Member (United States Parachuting Association) 2008-2013

Class A, B, and C Parachuting License 2012-2013

4. The item will be pasted, or moved, to the new location. In our example, we used the cut
and paste commands to move the second paragraph above the first paragraph.

April 22, 2013

Ms. Susan Everdesn
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12464

Dear Ms. Everdeen,

I am writing to express my interest in the recently posted Skydiving Instructor position. As a
frequent customer, | am quite familiar with Sue's Skydiving. | was always impressed by the
professionalism of your pilots and instructors and your commitment to sharing the excitement
of skydiving with others.

When | was introduced to skydiving fiveyears ago, | knew | had found a life-long passion. After
considerable training, practice, and (of course) jumping, | am ready to share my love of
skydiving with others. | feel that | am qualified to provide a safe, exciting, and confident
skydiving experience foryour customers. Please take a moment to review some of the skills that
| believe make me a good fit for this position:

To copy and paste files: \/

You can use the cut, copy, and paste commands for a variety of tasks on your computer. For example, if you
wanted to create a duplicate copy of a file, you could copy it from one folder to another.
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1. Right-click the file and select Copy from the menu that appears. You can also
press Ctrl+C on your keyboard.

Bl 2 s | Documents

Home Share View

v 4 = > ThisPC > Documents > (9] £ Search Documents

A Name Type

# Quick access

Home File fold
¥ Downloads RIS

Photos File folder

5 Documents
= Recipes File folder

&= Pictures School Documents File folder

I Desktop Work File folder

Photos @j Cover Letter r — —
‘ Open

Edit

New

Recipes L) Groceries_Budget_March

Work

@ OneDrive Print
Share with Skype

= This PC
& Scan with Windows Defender...

7 items 1 item selected Share
Open with
Open on Mac
Show in Finder

Share on

Give access to

Restore previous versions

Send to

Cut

Copy [

Create shortcut
Delete

Rename

Properties

2. Locate and right-click the new location, then select Paste. You can also press Ctrl+V on
your keyboard. In our example, we'll paste the file to the desktop.



Intro to Windows 10

i \ A
I_‘_‘;]\ v s | Documents

Home Share View

v 4 & > ThisPC > Documents O £ Search Documents

A Name Type

»# Quick access

Home File fold
¥ Downloads i

Photos File folder
L3 Bociments Recipes File folder
School Documents File folder
I Desktop Work File folder

Photos @ Cover Letter Microsoft Word Document

= Pictures

Recipes o Groceries_Budget_March Microsoft Excel Worksheet

Work

View @ OneDrive

Sort by & This PC

Refresh o
items

Paste
Paste shortcut

New

= Display settings
© Personalize

3. The duplicate file will appear. Notice how the original file has not been moved or
changed. Also, note that if you make a change to the original file, it will not update any
copies of that file.
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Bl ¥

s | Documents

Home Share View
v 4 % > ThisPC » Documents v O
Google A Name
GChrome # Quick access
Home
¥ Downloads »
= Photos
= Documents b g )
Recipes
== Pictures * School Documents
B Desktop Work
Photos @ Cover Letter

Recipes ﬁ% Groceries_Budget_March

Work
@ OneDrive

= This PC

7 items

Undoing changes

Let's say you're working on a text document and accidentally delete some text. Fortunately, you won't have to
retype everything you just deleted! Most applications allow you to undo your most recent action when you
make a mistake like this. Just locate and select the Undo command, which is usually in the upper-left corner of
the window near the Menu bar. You can also press Ctrl+Z on your keyboard. You can continuing using this
command to undo multiple changes in a row.

= " = | Document - WordPad

Undo (Ctri+2)

.- 4
el G Revessesthe mstation, T
13 Copy

Paste B 7 U abe X: x* A~ ~

v

Clipboard Font
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Keyboard shortcuts in Windows \/

Keyboard shortcuts are keys or a combination of keys you can press on your keyboard to perform a variety of

tasks. Using keyboard shortcuts is often faster than using a mouse because you can keep both hands on the
keyboard.

Using shortcuts

Many keyboard shortcuts require you to press two or more keys in a specific order. For example, to perform
the shortcut Ctrl+X, you would press and hold the Ctrl key, then press the X key, then release.

You'll use the Ctrl (Control) or Alt key to perform most keyboard shortcuts. You'll find these keys near the
bottom-left corner of your keyboard.

caps lock

Working with text

These keyboard shortcuts are useful when working with text in word processors, email applications, and more.
They can help you perform commonly repeated tasks, like copying and pasting text.

e Ctrl+X: Cut the selected text.
e Ctrl+C: Copy the selected text.
o Ctrl+V: Paste the copied or cut text.

o Ctrl+A: Select all of the text on the page or in the active window.
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Lake Stone Montessori
Art Club

Dear Parents and Students,

Welcome to another year at Lake Stone Montessori! Our names are Olenna Mason
and Tim Dragic, and we’re excited to be running the Art Club for the fifth year in a
row. The Art Club offers students aged 8-14 the chance to learn and practice art
techniques in mediums that aren’t covered in regular art class. This year, we plan to
focus on oil painting, basic printmaking, and installation art. Every year, our
students come up with work that surprises and impresses all of us here and we're
looking forward to seeing what your children can do this year.

The club meets from 2:30-4:00 on Mondays and Wednesdays. We also take
approximately four afternoon or Saturday morning field trips a year. Past trips have
included the North Carolina Museum of Art, the Ackland Museum of Art, and several
local artists’ studios and galleries. While attendance at club meetings and field trips
isn’t mandatory, it is strongly encouraged, and we do expect that families plan for
their students to make it to the majority of after school sessions. If your child cannot
attend a function, please let us know as soon as possible.

o Ctrl+B: Bold the selected text.
o Ctrl+I: Italicize the selected text.

o Ctrl+U: Underline the selected text.

Working with files and applications

You can use keyboard shortcuts to open, close, and switch applications. When working with a file, like a
Microsoft Word document, shortcuts can be used to create new files, find words, and print.

o Ctrl+Alt+Delete: Force an unresponsive or frozen program to quit. This keyboard
shortcut opens the Task Manager. You can then select the unresponsive application and
close it.
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2 Task Manager

@ Firefox

i Microsoft Word (32 bit)

¥ More details

o Delete: Send a selected file or files to the Recycle Bin.

o Shift + Del: delete file from recycle bin and computer

o Enter: Open a selected application or file.

e Ctrl+N: Create a new file.

e Ctrl+O: Open an existing file.

o Ctrl+S: Save the current file.

e Ctrl+Z: Undo the previous action. If you want to redo the action, press Ctrl+Y.

o Windows key: Open the Start menu (or the Start screen in Windows 8).

caps lock
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Opening a file in the default application

As you learned in our lesson on Working with Files, you can locate and double-click a file to open it. It will
open in the default application for that type of file.

| M = Picture Tools  Adirondacks - O X
Home Share View Manage v O
P v D > ThisPC » Pictures » Adirondacks v O Search Adirondacks P el

D Music “
Resumes
B videos
. Adirondacks cabin lake
7@ OneDrive [}
3 This PC

4 Downloads
D Music

= Pictures

B Vvideos

.. Local Disk (C:) ¥
3 items 1 item selected 79.6 KB

B==| ==

o=

To open a file in a different application:

Sometimes you may want to open a file in a different application without changing the default. For example,
you may want to open a photo with Microsoft Paint to crop or resize it.

1. From the desktop, right-click the desired file.


http://www.gcflearnfree.org/windowsbasics/working-with-files/1/
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|

Home

« v
D Music

Resumes

B videos

[&J
a

@ OneDrive

[ This PC
[ Desktop

| Documents

4 Downloads

D Music
e Pictures

B Vvideos

.. Local Disk (C:)

Share

Picture Tools

View Manage

Adirondacks

> ThisPC » Pictures » Adirondacks

A

v

Adirondacks

3 items 1 item selected 79.6 KB

2. From the drop-down menu, click Open with, then select the desired application. In this
example, we'll select Paint.

cabin

v

)

= O

Search Adirondacks

]

| &=

X

o
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Adirondack

3. The file will open in the selected application.

Set as desktop background
3D Print with 3D Builder

Edit

Print

Rotate right

Rotate left

Cast to Device >

7-Zip >

CRC SHA >
f Scan with Windows Defender...

Open with >

Open on Mac

Show in Finder

Share on >

Share with >

Restore previous versions

Send to >

Clipboard Image

Tools |Brushes|

Adirondacks - Paint
View

alll| 7] HE

Shapes  Size
- - 1

2

o @

il

ew j&

ColorSync Utility (Mac)
Firefox (Mac)

Google Chrome (Mac)
Paint N

Photos™

Pixelmator (Mac)

Safari (Mac)

Windnwe Dhata Viewer

-

= ] X

M mmgEs meoe

Color | Color

Edit
colors

Colors

100% (=) | ()
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WHERE IS “MY COMPUTER™?

Programs and Features

= Right-click the start button > Select File Explorer

Power Options

» Click “This PC” to get to your drives.

Event Viewer
= v
System
Il e o 0
4 t W ThRC b Device Manager
Falders (6] a
# Quick scerm Network Connections
8 Dk 7l Duszp o Cocumeet * Cowmicess :
& Dowrioats Disk Management
Coouments
Mune e Petum Veoze
& Pehwn J‘ - I Computer Manage!

Chort Soricee 111

5 Waue Command Prompt
Loca D3t (C)
0. Dre I Fhepyzy Ok Dive (4) = [ OV Dvive ) :
B Ve ~ ~ ~ Command Prompt (Admin)
ric locations (1
& Dneline
m ” irsoabshond Task Manager
= Control Panel
Doouments

& Downinade

File Explorer
D Wunc
& Petivss
r Search
B v
e Loy Disk (€0

Run
o Spacial Shaves [V

i Network Shut down or sign out

1008

Desktop



The First Stage - First Semester - 2022-2023
Ass. Lec. Tamara A. Anai

Intro Windows 10

What does format mean?

Formatting is the process of erasing all information on a disk and you may need to format a new

hard drive before installing Windows on it. The process of formatting creates a new files system
format

| = | Drive Tools ~ This PC - o x
Computer View Manage e
<« « o H 5 ThisPC » v O earch Th ¥
) ~ Folders (7
# Quick access olders (7)
Deskti j
Il Desktop * 3D Objects s e e S rr
& Downloads of - . Pin to Quick access
=| Documents * Turn on BitLocker
o . Documents
&= Pictures o+ —.,—1 Open AutoPlay...
1
b Music EQ Scan with Windows Defender...
B videos b Music Give access to >
& OneDrive Restore previous versions
; Include in library >
£ This PC i aees Pin to Start

¥ Network I Format... I

v Devices and drives (3)

Copy
- Local Disk (C:) _ROM
1] | Create shortcut 1B
~ 232 GB free of
Rename
New Volume (E Properties

] 248 GB free of 249GB




The First Stage - First Semester - 2022-2023
Ass. Lec. Tamara A. Anai

Lilgs anlgcala Cada gl 3axind @
Delete e baaly o dlga A cald) 33xiuY Restore (38 daval o Alal) Jlelal 484 sl
OK (3l 30 (358 il Glld amy 5 jlga (o LS 480

s RecycleBin

Recycle Bin

s Quick access
[ Desktop
% Documents
] Fictures
SONG
windows 10
& OneDrive
8 This PC
[ Deskicp
Documents
¥ Downloads
B Music

&= Pictures

ilalall 48 Cadal
(s A & Empty Recycle Bin <l gasall dlu ¢158) 358 )0 - <l gl oy 58 b
Ok Gil 5o

Open a8 gata

& Empty Recycle Bin
Pin to Start . . . -yl ot - ey =z -
Crenteshoeut Ot aglall 5 A 8k oo g ¢ g cidd glaal) Al £18) elisay

Rename Empty Recycle Bin <l giaall 4 1) (3 1 2148 gh

Properties
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Control Panel p$all da 4l 3
b pSaT () iy INA (e 35200 lalae Y1yl Sl A g1 cladil ey
Cufily atilagy Haabigll elaar leie sl JS Ay LysE Jsabisll Cale) JS
oo by il Gllea 5y AN YL Sty L) gl
o (6 5ind 4 S5 i 8 ) (paniia ab 5 Laa Lo it G gus 8l )
SIS Lt 5 Sl Halall e Y1 3 QS Sl e el 3 el ) (e e yane

Control Panel

System and Security (aY! 5 aail

Network and Internet <\Suidl g < i)

Hardwar and Sound A <l Sl 5 & sl

Programs g/ 3l

User Accounts and Family Safety dlial) diles adai 5 aodiisall illis
Appearance and Personalization Jglaell japeis

Clock , Language ,and Region 4 1| dakhiall g 4alll 5 <ud g3

Ease Of Access Jgudl J sa sll

I R N N P

[E2 Control Panel

- ™ [E& » Control Panel

Adjust your computer’s settings
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;G.AU).g adal
Control Panel - Programs - Add or remove Program
Faobll g i gl jas

Control Panel - Clock and Region - Date and Time

Navigation Pane Jsiill ¢ 3= 4
S e lal A (e i€y 5 e il clalaall g ilalaall ial yuul 5 45030

# Quick access Quick access @ udl Jgash)
B Desktop ol paiu) o3 5 Labadiul Y1 Claladl paleiul LA e oL
%| Documents :L_lk.‘- ‘);-1-“ l:] U“"—"I ] 1 i.:IL’I -

= Pictures

& OneDrive

OneDrive Al (3l
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z| Documents

4 Downloads

B Music This PC JisueS .
=) Pictures oal Y Clisise 5 Documents Clailuall al aiul i€y leiag
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Right Click
Open Open:
Create a new video JEFW Gﬁt‘ﬁ“ ) Gl G“d

Edit with Photos
Edit with Paint 2D

Set as desktop background Print:

Edit caldll de il
Print

Share with Skype Open with:

®0

Import to Grammarly
alall il sy lal

Rotate right

Fotate left

Send To:
Cast to Device > CMadia ) 5 same B ) gl o) Gl JU
Scan with Microsoft Defender... A

b &

Share
(Copy, Cut, and Paste), (Create Shortcut)
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Give access to >
m Add to archive...
m Add to "imb.rar” Rename:
m Compress and email... DNl o) QAW sl s
m Compress to "im5.rar" and email Properties:
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Copy
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Delete
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Defragment and optimize Drivers dlall U{"ﬁ‘ﬁ” 1l Cppaand
Lo 4l Aol i il 5l o ) il ams sl 5 O LS. iy
a3 Lai 611 e juag Ledle (J guan) A ggua ) (503

Disk cleanup clall ga Al ol
Jealbdas ol L) pul (o3l 5 Alagall LI (o Ll il Cinlait Al o 585 f A1 (g Sy
el lall o il dalisa o 3l 5 Jy i 81l

Security Previous Versions Quota Customize

General Tools Hardware Sharing

Errar checking

This option will check the drive for file system

- errors.
) Check

Optimize and defragment drive

% Optimizing your computer's drives can help it run more
efficiently.

Optimize

WU can optimize your drives to help your computer run more efficiently, or analyze them to find out if they
needyfo be optimized. Only drives on or connected to your compuiter are shown.

Status

Drive

Media type Last analyzed or.. Current status
Solid state drive 6/19/2021 9:36 PM  OK (3 days since last retrim)

- New Volume (D) Hard disk drive 6/19/2021 9:35 PM  OK (0% fragmented)
Cancel s (E) Hard disk drive 6/19/2021 935 PM  OK (0% fragmented)
e (F2) Hard disk drive 6/19/2021 9:36 PM  OK (0% fragmented)

E;‘Optimize

Scheduled optimization

On @Change settings
Drives are being analyzed on a scheduled cadence and optimized as...

Frequency: Weekly
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What is File?

- A file contains data; every file has a filename.

- Most filename end with an extension (after the dot)

Ima ge .j pg ™
AN

filename period file extension

aka dot
List of Computer File Extensions and their Meaning

What is the file extension?
The last three characters in the filename indicate the extension and the

extensions are divided into several groups such as:

» System files
These are files that the Windows operating system reads and returns
to immediately. They are on different extensions, either to be in the
form of files by extension .sys or drivers with .DRV extensions and

these files work in a hidden way.

» Office Applications
Files that have the extension such as
.doc Microsoft Word
. xls Microsoft Excel
.ppt  Microsoft PowerPoint
Presentation

» Video files
.mp4 (Works with Media Player)

» Some other audio files:
wav, mp3 (Works with Media Player)
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» Image files
It is one of the most files, but most of the most important ones that
are under these extensions:

-gif, .jpg, -jpeg
.gif (Used to save animation pictures)

> .jpg, -jpeg (The most common types of images, used for fixed
images, high quality, and relatively small size)

» Others (Documents read by popular program)
.pdf (Works in program Adobe Acrobat Reader)

Example 1:
Dent.mp4

\

File name Video file running in media players

Example 2:

Tikrit.pdf

VN

File name Documents reading in Adobe Acrobat Reader program

Save: Used to save change to current document.

Save as: This command enables you to save your current document into several kinds of
files or name after modifying documents.
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Lee: Tamara A. Anav
Semester 1 contain:

1) MS - Word 2010

» Introduction of MS-Word 2010
» Insert Objects in MS-Word 2010
» More Option in MS-Word 2010

Lecture 1 contain:

> Introduction of MS-Word 2010

1.1 Definition of MS-Word 2010

1.2 How to open MS-Word 2010?

1.3 Appearance of MS-Word 2010 (Home Page)
1.3.1 Title bar

1.3.2 Quick Access Toolbar

1.3.3 Status bar

1.4 MS-Word 2010 Ribbon and Tabs

1.4.1 File Tab

1.4.2 Home Tab

1.4.3 Page Layout Tab

1.1 Definition of MS-Word 2010

Microsoft Word 2010: is a word processing program that helps you quickly and efficiently author and format
all the business and personal documents you are ever likely to need. It is used primarily to enter, edit, format,

save, retrieve and print documents.
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1.2 How to open MS-Word 20107
A. From start menu
Start —» All programs —» Microsoft Office —» Microsoft Office Word 2010

Microsoft Excel 2010
Microsoft InfoPath Designer 2010

BrowserPlus (]

(x]

(X] Microsoft InfoPath Filler 2010
o

Catalyst Control Center
DAEMON Tools

Games Microsoft OneNote 2010
Google Chrome

Intel PROSet Wireless
InterVideo WiIiNnDVD
InterVYideo WIiNDVD Creator 2

Microsoft Office

Microsoft Outlook 2010
| ]3] Microsoft PowerPoint 2010
[B] Microsoft Publisher 2010
5 | Microsoft SharePoint Workspace 2010
51 Microsoft Word 2010

60606060

g

Microsoft Silverlight
Nokis PC Suite
PowerlsSo
QuickTime

Real

SDL International
SharePoint

Sonic

E3
@) ones

'P'a Microsoft PowerPd

2010

W‘] Microsoft Word 201

VLC media player

All Programs B ! SE

TOSHIBA

Winamp learningcomputer.com

Y ¥£PT ¥V VY9V YVYY YEBEERY'Y ¥ VY VYYY

(6000066066000

Winamp Detector Plug-in

Apple Software Update (#) Office-9e aiiuss 92
iTunes @ Windows Update
L] so sl ol ol Sl 381 G @

Difice-atiue 2% 6}
Windows $ 585 &

Avia €
FormatFactory
Golden APWafi Translator
K-Lite Codec Pack {7

Mictosalt Difice Tools 15 X wicaz ot Sihos

Microzoft Offios Aavess 2602 |5 f4 Heio
Mictodort Dffice Excet 2002 (3] B4
Microsaft Dffice InfoPath 2003 (2] B¢ Skype
Microsoft Office Outlock 2003 1 4 VideolAN &) ) e
Microsoft Office PowerPoint 2003 |5 ¢ Windows Live &7 s
Microsoft Office Publisher 2003 (] 4 WinRAR @) w-if“""“*-‘ﬂ' _ﬂ
Microsoft Office Word 2003 3] 4 Yahao! Messenger () -
4 d @ g Dﬂl:cWoldlEﬂS@
“4 Gl peal 5l a
i Jekdah ey ) n DﬂrctF’awez?f:r: Lﬂ
. s 7 >
Adobs Reader 8. [ [ 0ice Excel 2003 &
Intemet Explorer £ hBack Pro 3 Player ‘ig
Outlook Express ()
RealPlayer § | Adobe Reader 8
Windows Media Player &)
‘Windows Messenger 33
Windows Movie Maker
ap Biotadt D 4 B
4 Acliy Softwate T
» » ) Bluebeny Software (T
woto- Bz e BFDN ‘ Snagit10 €3)
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B. From shortcut icon in desktop

learningcomputer.com

4

Documents

Lotus MNotes 7

—1—- - r 5 Sy -
r» Start =2 C:\Documents and Se.., B Control Panel 2 C:\Documents and Se.., W windows_xp s

C. From write Microsoft Word in start menu search

| Programs (238)
E_. Microsoft Word 2010
. Windows Explorer
= Windowws Fax and Scan
Control Panmnel (A 74)
= Windowws Firewall
= wWindows Defender
¥ wWindows CardSpace
Documents (22538)
=1 ] Windows 7 Training.ppitx
=1 ] windowws 7 hands-on.xisx
B with mTt and sp 2.png
Music (5)
=, Maid with the Flaxen Hairrmp3
= andrews_sisters—-—-south_american_wayOS0O010S.mp3

o See more results

o >=< I | ®Y Shut down > |
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After opening Microsoft Word, you will be taken to a blank document and see the following screen,
It’s called MS-Word Home page or Appearance of Microsoft Word.

Home | Insert Page Layout References Mailings Review

iEE
L
= Quick Change  Editing
Styles ~ Styles ~ 4
'| Clipboard 1 P Paragraph ’ Styles

{ -

“ l
Page:1of1 | Words:0 | English (US)

'—“"ﬂl——..mn .

- ‘ TV | [{w]’
D o ESC PRVRP T TT) w25s SMantza =0 || axeal b 201 Senadjll Aaal) alo
Telstxe B ¢ plabi ol et By n} Z j‘ ol &k @dleun D j j - Jaxggvg = IE Elj l [ ~ uiei i | ’j
sz IB] < AR | Ul By —— S Wns0|usd= |2 0 As== - sl o D — ~ gt [ 1] ===
- | zogall = sios] poedi L= LT
syt i VECSTIPSTR. : =55 S amm10 = D 0 i TE wu ~w- q.ma valsl pE o - = s T ] [
P f'x 5339 aeccll auol> _‘.‘ azepal| slas] B
T : : > 5]
B T T T A R R R T A : o [
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S 2 ;
ES -
o 1
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1.3 Appearance of Microsoft Word (Home page)
Microsoft word 2010 appearance containing:

1.3.1 Title bar

'.‘_,r_r_.l‘;,\;_"':-""3,.,1.n|'|_;-:| Wo

usually was at the top, it's displays the name of the active document, This file is not saved so the name is given
(document 1), Files created for the first time are often referred to by this name, and file extension (doc,docx).

Its location usually at the top of the window, in the right of title bar there are:

e Three buttons

Close -
Restore Down -

Mininize -
1.3.2 Quick Access Toolbar

mentt - Microsoft Wor

This bar is to the left of the title bar and contains a set of commands Save, Redo, Undo. It can be customized
with the addition of commands that frequently used by the user. Clicking on this arrow will show a list can add

CwrshoariEe Cruic ke Svcoess T aoeoel iar

[ I P, T

—ali Open %
= Save - -
.T_| E-mail =

Cruric ko rirmkt

Frimt Pmnse el Ereied

J SAoddd T Crunichk ACoess T-::--::-It:!ar]
Spelli =

Ll o

Redao

Drrawwew Table

rpern FRecent File
PPBlore Commands...

Showw Eslowe thhe Ribbormn
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1.3.3 Status bar

Its location usually at the bottom of the window, it is contains:

Page:1 of1 | Words:1/1 | <5  English (U.5) | H{gj EO S| =

- Page numberin\document \
- Number of words in document
- Language

- View buttons

- Zoom control ==

|I.|I
|I||I
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Lecture 7 contain:
» Insert Objects in MS-Word 2010 (Insert Tab)

1.45 Insert Tab

This tab has a lot of useful features that will let you insert various types of objects, including pages,
tables, illustrations, links, headers & footers, text, and symbols.

-

[E| H9-0|~ Documentl - Microsoft Ward = = 2R
Home Insert Page Layout References Mailings Review WView &y @
_— ] = TR R - ;
o > = &1 Smartart ‘ =| Header ~ ™ ck Parts ~ @& ~ .
B | |l j Bl I-{—‘}' = 9 ‘l r A *] e e §2
~ il Chart _ 5l Footer - " d wordart - [8)
Pages Table | Picture Clip Shapes ... Links Text ,_ Symbols
v = Art +  [@st Screenshot - - [#] Page Number~ | pox-r 2AS DropCap~ bgd~ -
Tables llustrations Header & Footer Text

It’s including seven groups:

1) pages

2) tables

3) illustrations

4) links

5) headers & footers
6) text

7) symbols

3) illustrations

The Illustrations group includes six commands that will allow you to use images in your documents to help you
communicate information that must be represented visually.

- Picture

- Clip Art

- Shapes

- SmartArt

- Chart

- Screenshot
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- Pictures: allows you to insert pictures stored on your computer into your documents.

1. From the Insert tab’s Illustrations group, click the Picture button.

Picture Option Insert Picture Dialog Box
Insert tab |
r =
Wi d9- 0= ¢ Documentl - Mpcrosoft Word =] E st |
Home Insert Page Layout References Mailings Review View Add-Ins [A] 0
. - & =) ™ : der ~ % Parts ~ - |
B G | 58 P N f e A ;JQU* = B |
P— = - = | oter = VordArt ~ _}J
Pages Table Picture Clip Shapes . Links Text 2 Symbols |
= - Art - i - =) e Number = goyx~ o= ’, =
- Tables (W] Insert Picture
Qv S > Lbrares » Pictures » v | 49 W Seorch Picture -3 b .
On the Inserttab, | oouie >  New foider T IE
look of your docunt | - = :
¥ | EROedecp Pictures library o< S
cover pages, and o & Downlosds Inciodes- & focation A jeby:  Fold
" Desia 2
diagrams, they alsg - P" °‘; ) ——— N ——— =
\ a5 Recent Places . software_develop software, teﬂmg; student_girl_usan
' P9 g laptop_beckpa
| Bl Desktcp ckipg
~a Libranes
You cpn easily chanl * Documents .
L
look fpr the select ’ o' Music ma @
. Pict -
text dfrectly by usir | E < o L
leOs
3 stud ot tudent
using fthe look froni! Baks = IR T K
— A b
Fil . w AN Pxtures ("emd; "o " T e
To chjnge the ove I ile pame:  student-books.jpg s ( ot P L
‘ feob - vw Garce
PageS5gfS | Words: 63— - 1

Location to Insert the Picture Insert Picture Button

2. Use the dialog box controls to browse for the image you want.
3. Click to select the image.
4. Click the Insert button.

The image is insert into your document. After you insert a picture, the Picture Tools Format tab appears
on the Ribbon.

You can make a variety of formatting changes to the picture, including changing the shape, adding a border,
modifying effects, and applying a predefined style. From one location you can now switch, compress, and
modify the image settings.
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Picture Tools Format Tab
M9 05 N ocument] - Microsoft Word | DR vscture Tooks [

Home Insert Page Layout References Mailings Review View Developer POF Format

oo 13 i 7 Pi v
-;§ I »)l u 1A Compress Pictures | —‘ r — :r ' . '_ | LZ picture Border
. e % Change Picture L' J v J Picture Effects ~
Remove Corrections Color  Artis M— T o
Background v ¥ Blteds: g Reset Picture ~ ¥ | 58 Picture Layout ~
Adjust Picture Styles P
> @

vard 2 Align ~ [f
d ﬂ 46 g o a_ald 5[] Height: 197 2
E}Group'

nd Backward
Position Wrap p = -
v  Tetr @b Selection Pane S Rotate ~ s WIoHRK, [1.21°

Arrange Size .

- Clip art: is a picture or graphic that can be inserted into a word processed document. Clip art comes in a
wide variety of formats and styles, from a simple cartoon to a photographic image. Microsoft Word
comes with its own clip art collection that you can use.

1. Onthe Insert tab, in the Hlustrations group, click the Clip Art button. The Clip Art task pane
appears.

Insert Page Layout References Mailings

......

T RE P T ]3 -. =
Vi El& (= [+
Table Picture  dlip~ Shapes SmartArt Chart Scareenshot

- M - -
Tables Hustrations

...‘clipM .~o

Insert Clip Art into the document,
including drawings, movies,
sounds, or stock photography to
iflustrate a specific concept.
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2. Inthe Search for box, type a description of what you want.

For example, a picture of a car. Type car in the box.
3. Click the Go button.

v
+ v
o | &) Find more at Office.com
Y OHMSforfndngmages
4 »
Page:1ofl | Words:0 B8R 3 B 100% (-} {+)

M] A v Documentl [Compatibility Mode] - Microsoft Word o B 8|
Home Insert Format Page Layout References Mailings Review View & 0
) Cover Page ~ j glal ’J ) I SmartArt i,!oH;,pellmi- =] Header ~ Al . Quick Parts » | & Signature Line ~ T Equation ~
Loh 4
_) Blank Page = |k U il Crart A Bookmark o Footer ~ A wordart - (3} Date & Time £2 Symbol ~
- Table Picture | Clip |Shapes Text
¥, Page Break v Art v  (estScreenshot v | !'m) Cross-reference &) Page Number v | oy~ 245 ’¢d Object ~
Pages Tables lustrations Links Header & Footer z ym
%y Clip Art v X
4 | Search for:
= =]
Results should be:
All media file types v
| Include Office.com content
A

The results are displayed in the task pane. Peruse the results and note that you may have to scroll a bit to see all

of them. If you don’t find what you want, go back to Step 2 and refine your search.

4. Click the image you want. The image is plopped into your document.

5. Close the Clip Art task pane by clicking the X in its upper-right corner.
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- Shapes: Word comes with a library of common shapes lines, arrows, squares, and much more ready to
insert into your document.

1. Choose a predefined shape from the Shapes button menu, found in the Illustrations group on
the Insert tab.

Insert Page Layout References Mailings Review View

=l TP I

‘able Picture Clip |Shapes|Smart4rt Chart Screenshot
- Art - - ('] Cross-referem

ables Recently Used Shapes Links
C o S OENNOOOALLDO >

e I AN

Lines

SNNSTLTL T RLNNG %

Rectangles
[ (&) [& (& (& (&) (=) (&) (a)

Basic Shapes
EloFN\NTFASASISIOLIOI0)
@GOoJdOr Ly nogd
D@@ﬁDG?%%KQW
DS ENIE

Block Arrows

DErTRTHFLPRI I

2. Drag the mouse in the document where you want the shape to appear, then Drag down, from
the upper-left corner of the shape to the lower-right corner. The shape appears at the location
where you draw it, as a size determined by how you drag the mouse.

- SmartArt: in the SmartArt feature you can easily create business diagrams such as process, radial, and
organization charts; hierarchy diagrams; and lists that display textual information in an easy-to-read
format. SmartArt illustrations represent the information in a visual format and add shape, to your text.
With SmartArt illustrations, you can easily try different styles. Live Preview displays how the diagram
will appear before you choose one, which allows you to see your options in your document.

1. Clicking the SmartArt button in the Illustrations group on the Insert tab.

5
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2. The Choose a SmartArt Graphic dialog box will appear. You can use that dialog box to quickly
arrange a layout of graphics in your document.
3. After chosen a layout, you type captions.

Choose o Smartart Graphic P
— = R — —
2= List
Cycle
232 Process
o s . = e
2% Cyde oo ’ \ i Em e H
sfu Hierarchy oo - - -
&] B - == L B
pe gy - = 7\ ‘6 @ = | \
A. i » s == ~ | Basic Block List
A YEEEY (=) S . Use to show non-sequential or grouped
oL - -9 == blocks of information. Maximizes both
Q_g'o o ‘G“ _ horizontal and vertical display space for
- - = shapes.
= TR {-
e
= | )

- Charts: Charts are a great way to present numerical data in an easy-to-read format, and with the Word
2010 Chart command organizing and displaying your information is simple. You can insert many kinds
of data charts and graphs, such as column charts, line graphs, bar charts, area graphs, surface charts,
bubble graphs, and radar graphs.

1. Onthe Insert tab, in the Hlustrations group, click Chart.

[ Insert Chart [K7)
3 Terglates Column -
e~ g (=8 (88 el %) 99 33|,
co || s8] /98] B il lsA] A4
e veemr || 0] [ha| nA | A b

o | V- J—&-‘[

{ Line with Markers |

-

~

°

e Rade Pie

“i (& I @7.{‘ Dl @ 1 @TQI '
| taruge Tempiates... | | et s Defout Gurt | (o ][ coxe |

2. Inthe Insert Chart dialog box, click the arrows to scroll through the chart types.
3. Select the type of chart that you want and then click OK.
*** When you rest the mouse pointer over any chart type, a ScreenTip displays its name.
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- Screenshot: When the image you need is on the computer screen, either in another program window or
the other program window itself, you can use Word’s Screenshot command to capture that image and
stick it into your document:

1. Set up the program window that you want to appear in your Word document.
2. Switch to the program and position everything for picture-taking.

3. Switch back to Word.

4. Click the Screenshot button, found in the Illustrations group on the Insert tab.

The How to Geek Website.docx - Microsof
Home Insert Page Layout References Mailings Review View

[£] Cover Page ~ j ElEl j ) 2 = ﬂ b &, Hyperlink =] Heac
L aall Rk D o Er e | :
|} Blank Page o st ey A& Bookmark 5| Foot]
=t Table Picture Clip Shapes SmartArt Chart |Screenshot|
*—, Page Break - Art - [—_—— 7\ '] Cross-reference |#] Page
Pages Tables Hllustrations Available Windows - 1]

HY9-vpu@Aavd@ms -

@s+ Screen Clipping

A little menu appears. It lists any other program windows that are open and not minimized.

5. Choose a program window to select it and paste into your document.
The image is insert into your text just like any other picture.
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Lecture 3 contain:

> Introduction of MS-Word 2010

1.4 MS-Word 2010 Ribbon and Tabs
1.4.1 File Tab
1.4.2 Home Tab

1.4.2 Home Tab

.
™ : T New Microsoft Word Document = Microsoft Word —HE 23

Homie Insert Pagea Layout Referencas Mailings Rewiew & @'

View
T w 1= v e | &2 =
Calibri (Body) *11 - Rl SR = = A/ % 3
B 7 U -abeXx, X* & EEFESFS .=
" &b

Paste & qu('k (hange Ed”lng
i b 4 aby A-Aa- A a oy~ L 1 9 Styles = Styles = ¥
Clipboard Fon

Paragraph - Styies

The Home Tab is about the basics of how text looks when it is printed or displayed. It gives access to both
direct and Style-based formatting. It’s containing five groups:

1) Clipboard group

The Clipboard is on the far left of the Home Tab, it’s the place where information is temporarily stored
when you are cutting or copying. Its contain some commands like: paste, cut, copy and format painter.

™ B A Sk

Paste
v J Format Painter

Clipboard

2) Fontgroup

The font group has to do with how characters look. It is distinguished from the paragraph group where
the formatting handles the entire paragraph.
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= Case
Bold \\ \ / e
\ Calibri (Body] ™~~~ 11 ~ A" A" | Aa~ | %7 romattine

> 7 8 x*
_B-7 U : z|
> 7 4

Strikethrough | Subscript Superscript Text m— \
ex

Italics

Underline

Effects . :
Highlighter Font Dialog
Box Launcher

3) Paragraph group
Paragraph group lets you control the appearance if individual paragraphs.

Decrease Increase
Indent ~ Indent Sort
Bullets and . ~ L 7
Numbering Buttons . é /7
= i=-Sz- |E2E | 2] |9 |T] Show/Hide

Align Text Left

‘
1
1
1

ol ) = . =
= _= v= S i Border
Center / ParagrapH \
/ ” C} O Shadmg
Align Text Right Justify Line Spacing
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4) Styles group
Styles allow you to quickly format major elements in your document, such as headings, titles, and

subtitles.

%L %Fmd -
AaBbCcDc | AaBbCctx AaBbC:¢ AaBbCc | _

2 Replace
T Mormal T Mo Spaci... Headingl Heading 2 |—| Change

b Styles = [:& Select =

Styles M= Editing

4 - - - 0 - - 05 1 5 ] More

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

Additionally, you can customize the pre-defined style by clicking a Style and then clicking Change Styles from

the Styles group.
% Find =
AaBbCcDe AaBbCeDe | AaBbCi | AaBbCc R
3ac Replace
T MNormal T Mo Spaci... | Heading 1 Heading 2 ‘;;Tgsgf [} Select -

Default (BElack and White) A Style Set |
—_ Distinctive n Colors k ]
3
Elegant Fonts
—.4 Paragraph Spacin 3
Fancy =g FParagraph Spacing
Set as Default
Formal
Manuscript )
Modern

5) Editing group
This group is the last group of home tab. That contains three options. Such as find, replace, and select.
There are three options which can help you how to change or remove some similar and opposite words
immediately in your document. If you want to remove any word and put a new word in the state of that
you can use this option. Through the replace option we have an option which helps you to go on the
particular word or page which you have written.
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e TEETEE
= 23 Find ~
2. Replace

aBbCcbhd

Subtitle = Styled I Selece~

Editing

Ell

This group includes three options, but the first option contains again three options. These three options have

deferent specifications that you want from your document

Find: A word or phrase can be found within your document by using the Find command.

[ )
Replace: A word or phrase can be replaced with another using the Replace command.

Find and Replace ? x
Fingd l Replace | Go To
Find what: 2015
Replace with: 2016
Replace Replace all | | FinaMNet | [ Cancel |

e (0 to: When you opened advanced find you have one more option which is Go to. Through to this option you
can go where that you want. Here you have some options such as page, section, lines, and some other options,
You select one of them and click next, and if you want to come back click previous and come back.

Go To

Find Replace
Enter page number:

Go to what:

Enter = and — to move relative to the current location. Example: =4

will move forward four items.

Bookmark
Comment
Footnote
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e Select:
q
¢ L AaBbCel | 4 I 3 '
1 T Normal — CThange [Editing 2
Styles ~ o
les s
e R TR 3 Find -~ g
Tac Replace E
l [z select -
=5 Select AN
3 Select Objects
Select Text with Similar Formatting

o Toselect all of the text in the document, click Select All.
o To select objects that are hidden, stacked, or bepind text, click Select Objects. To select an object, click

when your pointer becomes a selection arrow {% as it moves over an object. To select multiple objects,
press and hold Ctrl while you click the objects that you want.
o To select text with similar formatting, click Select All Text with Similar Formatting.
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Lecture 5 contain:
Introduction of MS-Word 2010

1.4 MS-Word 2010 Ribbon and Tabs

1.4.4 View Tab

This tab is used to view Word documents in a variety of ways.

@l = = Documentl - Microsoft Word o [E ER
Home Insert Page Layout References Mailings Review View [k & @
5 Web Layout  [¥] Ruler 3 5 G =8 New Window e
L& Outline [ Gridlines k“ el @3 [ Arrange Al =3
Print |Full Screen _ Zoom 100% Switch Macros
\layout| Reading = Draft [ Mavigation Pane =l | F3 slit 44 | Windows .
Dacument Views Show Zaom Window Macros

View Tab contain five group:

1) Document Views group
2) Show group

3) Zoom group

4) Window

5) Macros

1) Document Views group, The default view in Microsoft Word 2010 is Print Layout, displaying the
document as it would be printed. The document view can be changed by selecting one of the other
Layout options from the Document Views group.

- Print Layout

- Full Screen Reading
- Web Layout

- Outline

- Draft

Lee: Tomora A. Anov
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;J | _Jjjl 5 Web Layout

LE] outline

Print |Full Screen __
Layout | Reading =] Draft

Daocument Views

2) Show group, The Show/Hide group allows different components of Word to be displayed, including:
- ruler,
- gridlines,
- Navigation pane (document map).

[¥] Ruler
{j Gridlines
D Mavigation Pane

Show

3) Zoom, the Zoom group, lets us increase or decrease size of view without changing the size of the fonts
or rest of document.

Zaom

I Zaom

v

Lee: Tomora A. Anov
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? >
(O Page width (O Many pages: i
) Text width L
() Whole page = i
Percent: 1008 3 .
Preview ]
AaBbCcDdEeXxYyZz i
AaBbCcDdEeXxYyZz £
AaBbCcDdEeXxYyZz !
- AaBbCcDdEeXxYyZz 1

< ]

1 - i l
E

_=|_j — One page: zoom the document so you can see the entire page in the window.

l;‘.-j —> Multiple Pages: zoom the document so you can see the multiple page in the window.

=

—» Page width: zoom the document so that the width of the page matches the width of the window.

4) Window, This group essentially lets you work on the same document utilizing different views and windows its
contain the option bellow :

Review View

35 New Window

== Arrange All il
Switch
] Split 18 Windows ~

Window

- New Window, This opens new window that shows document we are currently working in, allowing
us to view two parts of the same document at once.

- Arrange All, This arranges multiple windows so we can view them at the same time.

- Split, this does same thing as New Window, but it fits two views of our document into one window.

Lee: Tomora A. Anov
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- View Side by Side: This arranges two windows next to each other.
EﬁVIE’W Side by Side Synchronous Scrolling: This is used in the case when we scroll in one

, window in side-by side view, the other window scrolls the same amount, making it
[D] S}’nChFOHOUS Scrolling  easy to compare two documents.

Reset Window Position

Reset Window Position: This resets the position of the current window
in use.

- Switch Windows: It is used to switch between different windows.

Lee: Tamara A. Anoi
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Lecture 6 contain:
» Insert Objects in MS-Word 2010 (Insert Tab)

Microsoft Word 2010

1.4.5 Insert Tab
This tab has a lot of useful features that will let you insert various types of objects, including pages,
tables, illustrations, links, headers & footers, text, and symbols.
@| H -3 |+ Documentl - Microsoft Ward o B 2R
Home Insert Page Layout References Mailings Review WView &y @
B j : ”E' j% IT‘-}' T2 smartart 2 5| Header ~ A =l Quick Parts ~ &%~ Q
: = il Chart _ |5l Footer - ' dlwordart - [F}
Pages Table | Pidure Clip Shapes .. Links Text | _ Symbols
v - Art +  [agt Screenshot - v ] Page Number~ | pox- 2SDropCap~ hgd~ -
| Tables lustrations Header & Footer Text

It’s including seven groups:

1) pages

2) tables

3) illustrations

4) links

5) headers & footers
6) text

7) symbols

1) pages, this group use to insert things to current page and its contain three options
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Microsoft Word 2010

v 5
P\/ Home | Insert Page Layout References Mailings Review View @”
I El@ L Shapes~ } & Il =] Header ~ A 4l Quick Parts ~ | &%~  TU Equation ~
S baal L1 55 — \
- e 2| smartArt ==l 5| Footer ~ ‘ A wordart - [} {2 Symbol ~
Table | Piture Clip Links | | oTedt - 3 |
v ‘ Art i Chart t v | |#] Page Number~ | poy~ A= DropCap~ '§d~ ‘ |
_Tables || Miustations i | Header & Footer || Text | Symbols

Pages

Blank
Page

ject. Worst case scenario they can actually drop the whole database. This was

senior DBA’s. However it was shot down due to lack
Cover page, which help user to choose cover from list of different cover page style.

Cover Page Button
Inserttab
Wodg-0 = & Document] - Microsedt Weed PN
Home Inaent Page Layout Refervences Vadings Revew View Asd.Ins o o
l 8 Cover Page * _-‘ k,“‘W:’i'}._;‘ :,) ™ Smanin 2 Header ~ A o QuickPats+ B+ T tquation -
P - il ren e o footer A Woedan - €2 Symbot +
! o 4 Screenabot + - =) Page Numoer ~ J;’. E : -
= *'fl a 3 1atons Header & Faoter Test Iyebon
— = :v“‘ - SRR SRR NN S I SR - TN TN * RNl ¥ KR T 7 5 S5 A "i
=IO . :
nclude items that are designed to coordinate with the overall
—— 1 use these galleries to insect tables, headers, footers, lists, :
—— nt bullding blocks. When you create pictures, charts, or
A with your current document look.
. atting of selected text in the document text by choosing a
the Quick Styles gallery on the Home tab. You can also format .
rm— controls on the Home tab, Most controls offer a choice of *
rr— 7 rerr——— theme or using a format that you specify directly. o
.
-—— | l ) ! I ™ — ‘ I >
| = QIM| (EDIZ 3 W LN (=) ik (ol
== [ |I1¥
I" - <€——— Built-inCover Pages
- —
Tty LC ST -
Cranie Content Upastes f1om OfMior sam

Remove Current Cover Page option

| ¢ o <
| o Frmoes Cummnt Caven Page <

|

Blank page, help user to insert blank page after current page

Page Break, use this option to end current page and move to next page.
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e Home | Insert \ Page Layout References Mailings Review View @)
2 || El@l P Shapes - 2, =| Header - |Zl Quick Parts ~ 2%~  TU Equation - |
Bl T2 SmartArt =] Footer ~ — &l WordArt -~ = £2 Symbol ~
Pages Table Picture Clip i Links Text = -,
-~ | -~ Art @l Chart - [#] Page Number ~ Box~ ==DropCap -~ ’gd~
7} Tables ‘ Hustrations | || Header & Footer Text ' Symbols

¥ g . (L= . . (Lo . LRt v U L L ’éa @ "

V\\;aj/i N VﬁHomﬁeﬁ | Inserf [ 7P395L§¥out : Rffejrlcgs Mailings Review View Get Started Acrobat @
= °, El@ Ly Shapes - 2 =] Header - A —=| =l QuickParts ~ 2%~ <«
. Ede] % SmartArt |=| Footer ~ Al wordart ~ (3}
Pages Table Picture Clip / Links = | Text = Symbols |
‘ * = Art Gl Chart = [#] Page Number ~ Box~ == Drop Cap Poe ~ < |
2x5 Table g | g Header & Footer . Text ‘ f
I N O O (&)
Me |
I N O
This| | I O | actlaunch, sales projections and Sales group discussion
I I
I
Mee [ [ [ 1L I IEICI0]
pil | N O
Me¢ 1 InsertTable...
(ﬁ Draw Table
- = vert Text ta Tabie
RS ‘-lmil Excel Spreadsheet
] Quick Tables > 3
'.'.ot
=

- Insert table, if user click the Table icon from the Tables group and then select the number of cells
you want. The example above has a table that is 2 cells wide by 5 cells high.

If a user need a table that is larger than 10 cells wide by 8 cells high, click Insert Table that mentioned
above, then user can customize the table as need from the window below:.

3
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Insert Table ==
Table size
Murnber of columns: g =
Mumber of rows: 2 =

AukoFit behaviar
@ Fixed colurnn width: | Auko =
() AukoFit ko conkents

() AukoFit ko window

[ remember dimensions For new tables

[ (814 ] [ Cancel

Before we go ahead, we need to talk about Contextual tabs. These are special tabs that appear only when certain
objects are being used such as a table or a picture. The idea is to keep them hidden until the object is active,

The Table object has two such contextual tabs: design and layout. The design lets you control things like table
styles, borders and shading.

—/’ Home  Insert | Page Layout | References Mailings @ Review | View | Get Started = Acrobat | Design -I Layout @
V| HeaderRow ¥ First Column — S pp——— (‘) Shading ~ j
Total Row Last Column ’ = S=odf Elsses [t Bordersq
Sl i e Draw
V| Banded Rows Banded Columns : i Borders v
Table Style Options Table Styles

The next contextual tab related to Tables is the layout tab. This tab will actually let you modify the structure of
the table including rows and columns plus alignment and cell size.

- Draw Table, This option allows the user to draw a table in any shape that user need.
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B H S 0= Select Table from Graph.doc [Compatibility Mode] - Word 2?2 @ - &8 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Sign in
N = v v |# » T Equation
! ¥ Q‘;f‘ ) SmartArt i Store W a 1_? [7] Header E-[# T Equatior
—= - ¥ 1l Chart 3 [3) Footer~ 4 - Q Symbol ~
Pictures Online Shapes 3 My Apps ~ Wikipedia Links =~ Comment Text
Pictures =~ @+ Screenshot o % A Video v B Page Number ~ Box~ e
Illustrations Apps Media Comments Header & Footer Text Symbols ~
B H S O - Select Table from Graph.doc [Compatibility Mode] - Word ?2 B - 8 X
S%EEEEEEEE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER DESIGN LAYOUT Signin
L\, Select » E’[ Draw Table - ) m Insert Below ] Merge Cells 3 1.07" 5 BI BEE A:’» A Repeat Header Rows
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OOO00O0O0O0O00 | & view Gridlines [ Eraser E sz et HnsertLeft [ SplitCells 172" L BEE ret ol gzrt Bt Convert to Text
elete  Inse 334 el ol
DDDDDDDDDD %Properﬁes E Above [ Insert Right % Split Table = AutoFit ~ BEEE Direction Margins fx Formula
EEEEEEEEEE Table Draw Rows & Columns [F] Merge Cell Size [F] Alignment Data ~
E  Insert Table...
E’J‘ Draw Table
EE Excel Spreadsheet
E3  Quick Tables >
PAGE4OF4 179 wWORDS [J% |
1
B HS® O Select Table from Graph.doc [Compatibility Mode] - Word ?2 B - 8 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER DESIGN LAYOUT Signin [+
| HeaderRow V| First Column | peeeeeey 0 oo CoEmis 53 1 Tl -
EEEER | tois | by | =] ux [E9)
| Total Row LI Last Column e ----- -zz:z:o ~| - ¥ pt - A
) EEEEEl EEEEE] EEEEE —| Shading Border ' —; ‘Borders Border
Banded Rows Banded Columns = v Styles ~ Epen Color ~ > Painter
Table Style Options Table Styles Borders 1] ~

PAGE4 OF4 179 WORDS

[

Convert Text to Table, if the data you want to present in a table already exists in the document, either as
regular text or as a tabbed list, you can convert the text to a table by selecting it and then clicking

Convert Text To Table.
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Excel spreadsheet, this option allows the user to quickly insert an Excel sheet into Word document.
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Microsoft Word 2010

» Insert Objects in MS-Word 2010 ( Insert Tab)

1.4 MS-Word 2010 Ribbon and Tabs

1.45 Insert Tab

This tab has a lot of useful features that will let you insert various types of objects, including pages,
tables, illustrations, links, headers & footers, text, and symbols.

|E| H -3 |+ Documentl - Microsoft Ward [ 1 X4
Home Insert Page Layout References Mailings Revisw Wiew & @
> = W= q% T B2 smartart @ 5] Header ~ TA=| [ QuickParts~ [~
B | K A - — . 2
— filp chart v = Footer ~ " dlwordart - [5

Pages Table | Pidure Clip Shapes ... Links Text Symbols

v - Art + (a3t Screenshot - v [#] Page Number v | pox- 2= DropCap~ hggd~ -

Tables Illustrations Header & Footer Text

It’s including seven groups:

1) pages

2) tables

3) illustrations

4) links

5) headers & footers
6) text

7) symbols
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5) Headers & footers

Headers and footers are important items they are areas in the top and bottom margins of each page in
a document. You can add, edit, or delete headers and footers. They are contain three options:

Home Insert Pa

=l = I___E]

|§ |§ #

Header Footer Page Date i
s s MNumber = & Time |

Header & Footer |

|_| h
1) Headers

To insert text that appears at the top of each page of the document,
1. Click this button. A gallery of header styles and formats will appear.
2. Click the heading style that is to be applied to insert it into the document.

Inserttab Header & Footer Buttons
I e R 6'7?--¢ Documentl - Migrosoft Word F=C)
Home Insert Page Layout References Mailings Review View Add.Ins o 0
T j b | HE o 8| a 2 Header - A I 4 Quick Parts = &~ Q
- oo -
e soter A wordart - 3}
Pages  Table  Pict Tet Symbols
. - — ‘ 3ge Number * Box~ 2= Drop Cag "l - -
Tables der & Footer Text
— P — —
E] . SR S - ] (1o 8c 19 02100 0 211 10220 12330 1 - 18- By
b2 a = —~—— ~— ~—— ¥ L) ) L — — ¥ '{ ;.
| &
]—— On the Insert tv== hat are designed to coordinate with the overzs ™ h
|7 : E ¢ =]
'; look of your « [yge et oy leries to insert tables, headers, footers, lists, |~
"| cover pages, , cks. When you create pictures, charts, or
| ; ;
B diagrams, the R OTr 2nt document look. |
| -1 You can easil s smeram ed text in the document text by choosing a
- 8
17| look for the < e e s gallery on the Home tab. You can also form: ¥
. ES
’, text directly |, . * Home tab. Most controls offer a choice of o“
l _| using the loo!| ‘ ——t | -2 a format that you specify directly. s
k T i ' I ] > |
Page:1of1 | Words f T"”"" T (B 38 10 o) 0 {+) M

Edit Header option Built-in Header styles

2
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3. Once you select any of the headers, it will be applied to the document in editable mode and the
text in your document will appear dimmed, Header and Footer buttons appear on the Ribbon and
a Close Header and Footer button will also appear at the top-right corner.

Header & Footer Buttons

Inserttab selected Header Close Header and Footer
r - — — B
L‘ﬁ'—_‘ } - Y= Documentl - [NMicrosoft Word - F Header ... | [ L =] ﬁ
| Home Insert Page Layout References lailings Review View Add-Ins Design (=] a
= Header - = = Quick Parts - L & rd 3 B+ 1.25em 3
- Footer ~ ; il 4 & v 1.25am 3
| Go to Options . Close Header
5] Page Number = 1 urt Footer * and Footer
& Footler Insert Mavigation Pasition Cloage
' 3 1 % ' 5 ' 6f ¢ 7o) 1B ' 5 ¢+ 10 1 31 1 N ] ',T |
i
- ~f
3 : Trthe

W
e the document title

Q

11096 (=} (=

in

Page:lofl | Words: 4 & English (UK} | Insert | B b " N

L

4. Finally you can type your information whatever you want to have in your document header and
once you are done, click Close Header and Footer to come out of header insertion mode. You will
see final result as follows.
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Final Document Header

Wi d9- 0= Documentl - Microsoft Word [ = =)
“ Home Insert Page Layout Referenc Mailings Review View Add-ins o 0
e % Calibri (Body) - 11 - =3 A TSl - = é 7 % 23
&) y B 7 U -akex, X & EE E- (=-
Paste ad " i a A Quick Change Editing
v = 4 " S B A - Aa- A A et SR B 1_1 b1 Styles ~ Styles - Y:
Chipboard . Fonmt - Paragraph - Styles -
— g <
i §

Word Training Document

|

.l

||T v )
!
|

On the Insert tab, the galleries include items that are designed to coordinate with the overz

| look of your document. You can use these galleries to insert tables, headers, footers, lists, ~
. 2
| - cover pages, and other document building blocks. When you create pictures, charts, or =
:i.i diagrams, they also coordinate with your current document look. s
!
K >

Page:10of1 | Words:185 | G English (U.S) | Insert | ((BDexd 3 = 10% (-

. et A\ AT

You can follow a similar procedure to add footer in your document.

2) Footers
This button is used to insert text that appears at the bottom of each page of the document.

1. After chosen a footers button a gallery of footer styles and formats will appear.
2. Click the footer style that is displayed to insert it into the document.
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File Home Page Layout References Mailings Review View [~

- = = == I =] Header ~ 2
M= 0 4 =
Wl . | 5] Footer ~
Pages Table Picture Clip Shapes ... Links = Taide- L Ssomnbuols
¥ = Art - ICT L ¥ Built-In
Tables Hiustrations | Blank

[Tygee tenx]

Blank (Three Columns)

[Ty troct) [Ty temz)

/ | Alphabet

[Typesesa)

| Annual

4 | 1
Page: 1 of 1 | Words: 0O | English (U.S.) | l {E

S — (¢ (Even Page)

Edit Header and Footer:
Follow the following simple steps in case you want to edit existing header or footer of your document.

Step (1): Click the Insert tab, and click either Header button or Footer button whatever you
want to edit. Assume you are going to edit Header, so when you click Header button it will
display a list of options including Edit Header option.
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Inserttab Header & Footer Buttons
!u L7 AN L Documentl - Mifrosoft Word s
Home Insert Page Layout References Mailings Review View Add-Ins o 9
i r - P - i - -
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- - — ~3ge Number *  Box~ 2= Drop Cap *ed - -
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2nt document look.
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e
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Edit Header option Built-in Header styles

Step (2): Just click on it and word will display editable header for you as shown below.

Editable Header Close Header and Footer

Wid9-ols Documentl - Microfoft Word i
Home Insert Page Layout References Mailings Review View Add.-Ins |

& Quick Parts ~ r = [ i 7 3 Hi125em 2
H o - - -
Picture v 1.25 ¢ -
:J c Golo Options [j =
Clip Ant -

Fool
Insernt

Des»gq, ]7? Q

=
Close Header

and Footer
Close

om—
&
<5

2] Header -

|4 Footer - )
Date C

(=) Page Number ~ 4 Time Header

Header & Footer Navigat

@%...;...;...,..“...5...5...

Position

+30°- 1 - 31+ ¢ 12+ & 13+ & - 14"

1B |ZTitle] 3 .

‘Word Traihrin.g-l)ocumentlr

On the Insert tab, the galleriesinclude items that are designed to coordinate with the overz

look of your document. You can use these galleries to insert tables, headers, footers, lists,

-

*
Wl- cover pages, and other document building blocks. When you create pictures, charts, or =
r diagrams, they also coordinate with your current document lock. 3
K [ ™ ] >

Page:1of1 | Words:185 | 5  English (UK} | Insent |

[Blea s s 1% (o U @)

O—‘@).:

Step (3): Now you can edit your document header and once you are done, click Close Header
and Footer to come out of header edit mode.

6
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You can follow a similar procedure to edit footer in your document.

3) Page Number
Microsoft Word automatically insert page numbers on the pages of your document. Typically,
page numbers are printed either in header or footer but you have option also can display the page
number in the left or right margins at the top or the bottom of a page.

Following are the simple steps to add page numbers in a word document.
Step (1): Click the Insert tab, and click Page Number button available in header and footer

section. This will display a list of options to display page number at the top, bottom, current
position etc.

Inserttab Option Menu Page Number Button

r— N
™ B RS ocumentl - Microsoft Word b @ !ﬁ

Remove Page Numbers

“ Home Insert Page Layot References Maigngs Review View Add-Ins @ 0
2 e bl ,J & T \}"‘ b -y | Header - A J o Quick Parts ~ z - Q2 ‘
S| | N o] Footer~ A worgant - 5} ‘
Pages Table Picture Clip Shapes Links Text Symbols
- - Art P vl =] Page Number ~ pgox~ == *ad - -
: Tables Hiustrations j Top of Page > Text
T R 3 § + 1 +10° ) <31 8 c12° 1 c33- 1+ 1005
plei=a —; : 5 |5] Bottom of Page ’ = 2 = = D &%
On the Insert tab, the ga' =] Page Margins » lesigned to coordinate with the ove _
B look of your document. { E)  Current Position » insert tables, headers, footers, lists
: cover pages, and other ¢ &%  rormat Page Numbers... 2N YOU create pictures, charts, or
diagrams, they also coor. ment look.

L5

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also for .
3 text directly by using the other controls on the Home tab. Most controls offer a choice of *

= using the look from the current theme or using a format that you specify directly. (:

4 >
Page:1of1 | Words:185 | G English (U.S) | Insert ((EoE a2 8 110% (=) ‘

Step (2): When you move your mouse pointer over the available options, it displays further
styles of page numbers to be displayed. For example when | take mouse pointer at Bottom of
Page option it displays following list of styles.
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Inserttab Option Menu Page Number Button
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Step (3): Finally select of the page number styles which you like most. | selected Accent Bar 1
style by clicking over it. After this step you will enter in Page Footer modification mode, so you
would have to click Close Header and Footer button to come out of footer edit mode.

You can format your page numbers using Format Page Numbers option available under the listed

options.

Header & Footer Buttons

Close Header and Footer

Inserttab
w =90 :=l Documentl - Microsoft Word Hexder | [ o | & ]
Home Insert Page Layout References Maillings Review View Add-Ins Design _‘ o 0
~ v
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Header & Footer Insert Navigation Position Close
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B [ )
~~
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N \
L 1 ' Pag
5 A (=
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B s,
|~ o
_ 3
Al J! : = - >
Page:1off | Words:185 | <O English (UK) | Insert | @z 23 @8 10% (o) 0O {*).:
Inserted Page Number
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Remove Page Numbers:
Following are the simple steps to remove page numbering from a word document.

Step (1): Click the Insert tab, and click Page Number button available in header and footer section. This will
display a list of options to display page number at the top, bottom, current position etc., and at the bottom you
will have Remove Page Numbers option.

Step (2): click this option and it will delete your all the page numbers set in your document.

Inserttab Option Menu Page Number Button
W 9~ '-.-‘1, ocumentl - Microsoft Word [ esaeriad| k=@
Home Insert Page Layout eferences Mailings Review] View Add.ins Design [ 0
- [ =] 3] Header ~ d Quick Parts ~ -
o ) GBS PR e O A de 27 Q
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= > Art M i > (*) Page Number »  gox~ 25 "8 - v
Tables | [B) Top of Page » |eader & Footer Text
» S — - = 5 - '~ - ~ .;.
Aot 1 2 []] Bottom of Page ) O PR T RO ARV RN T Y TS VKRR ¥ WSRO R N
] Page Margins > <
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(=) Current Position >

Format Page Numbers.,,

:3* Remove Page Numbers

A

“« O » 4

(+) v

| Words: 185 | <5  English (UK) | Insert | (BN 2 8 1% (=) 0

Page Number Remove Page Numbers option
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What is a Software

» Computer System = Hardware + Software
» Software = Application Software + System Software(OS)
» Software Is the programs and applications that tell the
computer what to do and how to look.
» Two Types of Software
Sy

// v" Application Software z::? a

v' Operating System Software Windows
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What is an Operating System (OS)

An Operating System Is a system Software that acts as an
Intermediary/interface between a user of a computer and the
computer hardware.
Operating system goals:

» Execute user programs and make solving user problems

// easler
/ » Make the computer system convenient to use

» Use the computer hardware In an efficient manner
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Example of Operating System

Operating System directs all the activities and sets all the rules

for how the hardware and software will work together.

Examples would be:

// DOS. Windows 95. 98 ME. XP. Vista, Windows 7, Windows 10
/ Unix, Linux,
MAC system OS 6,7,8,9,10
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Application Software

* Programs that work with operating system software to help

the computer to do specific types of work.

/
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User Interface Mechanism

» A user interface (Ul) controls how you enter data and
Instructions and how information is displayed on the screen
* There are two types of user interfaces
1. Command Line Interface
2. Graphical user Interface

/
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1. Command-line interface

* In a command-line interface, a user types commands
represented by short keywords or abbreviations or presses
special keys on the keyboard to enter data and instructions

/ / / mmmmmm d entered by user
yash—-2.05b% date
ed ay 25 11:36:56 [
hash . 05b% SMOC
odule Size Used by
j - 8256 0
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2. Graphical User Interface

» With a graphical user interface (GUI), you interact with
menus and visual images
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Introduction to Disk Operating System (DOS)

MS-DOS is an acronym for MicroSoft Disk Operating System
It is a CUI based operating system.

It provides user with a command prompt (generally called as C:\) where various
command could be typed.

When one operates in the DOS environment, one interacts with the command
Interpreter, which interprets the commands given by user.

It provides an environment for execution of various application programs like
MS-Word, MODBANKER, ISBS etc.
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Files and Directory

» File Is group of organized data (records) which are assembled

for one particular purpose and considered as one unit

» Stored In permanent storage like hard disk, floppy disk

(diskettes), etc.

/
/ » Files can broadly be categorized into two types:

v' Executable Files

v Non-Executable Files (Data Files)
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Files and Directory

> Exe Files:

v" Program files that run or execute themselves
v Have either COM or EXE or BAT as extension

/ » Data Files
// v Non- executable files that contain only the data that we

produce
v Cannot execute themselves
v" Need application program to run
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Files and Directory

» Adirectory is a list of file which is itself a file stored in the
computer’s memory so that users can reference it as it 1s

required

// » Also called a catalog of files.
/ » A directory can be categorized Into :
v Root Directory

v" Current / Parent Directory

A, Lec. Stms Hdeen Saad



Files and Directory

» Root Directory
v The Root directory is that directory that is automatically

created when the disk 1s formatted

// v It is the current drive that we have been working
/ “* E.g. A\, B:\ (for Floppy Disk Drive)

¢ C:\,D:\ etc. (for Hard Disk Drive)
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Files and Directory

» Current / Parent Directory
v" Current directory is that directory in which you are
currently working
v' Parent directory is that directory which is one level up
of the current directory

/
// “»°E.g. C:\Ram\Hari>

Current directory

Parent directory

Root directory
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What is a Command

» A command Is a set of instructions used to perform a

specific work

> Interpreted by the OS interpreter to a machine language

/
// ** E.g. <md Ram>,<cd Ram>,etc.
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Types of DOS Commands

» Types of DOS Commands

s* Internal

s+ External

/
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Types of DOS Commands

» Internal Command
¢ Those commands which are already loaded In the
Command.COM file while switching to the MS DOS
“ E.g. CLS, VER, DEL, etc.

/) | » External Command
/ * Those commands which are not loaded when loading
the Program but are available in the Disk and can be
Invoked whenever necessary
“* E.g. FORMAT, TREE, XCOPY, etc.
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Types of DOS Commands

» Getting into MS DOS
» To start MS DOS, click on the
search ribbon bside Start button
and write Run
/ » In the Run dialog box, type
// CMD or COMMAND which js CE— 21

the EXE file for MS DOS g R ol Mo Bt
» Click on the OK button Qpen:[nd 7]

oF Cancel | Browse, ., |
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Types of DOS Commands
» Some Internal Commands

» For listing the Sub-directories and Files within a
directory, we use the DIR command
»> Syntax :
/ ** DIR/ [Directory name]
/ “ E.g. C:\>DIR/ NCIT
» Displays all the directories/files within the directory
NCIT

A, Lec. Stms Hdeen Saad



Types of DOS Commands
» Some Internal Commands
» Listing the Directories and Files in MS DOS
» For listing the Sub-directories and Files within a
directory, we use the DIR command
/ “ Syntax :
/ v' DIR/ [Directory name]
/ v' E.g. C\>DIR/ NCIT
s+ Displays all the directories/files within the
directory NCIT
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Types of DOS Commands

» Some Internal Commands
1.Dir/ah :-Display all hidden files and directories.
2.Dirf/a-d : - Display only files.
3.Dir/ad :- Display only Directories.
/ 4.Dir/a/s:-Display all directory and file with subdirectory.
// 5.Dir/a :- Display All Hidden And Non hidden file and

directories.
6.Dir n*.* :Display all file and directory starting with ‘ n’
alphabet.
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Types of DOS Commands

» Some Internal Commands
» Creating a Directory in MS DOS
» For creating the Directory in MS DOS, we use the MD
(Make Directory)command
> Syntax:

/
/ < C:\> MD NCIT
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Types of DOS Commands
» Some Internal Commands

» Changing a Directory in MS DOS
» For changing the directory in MS DOS, we use the CD
(Change Directory) command
/ “ Syntax:
/ v C:\>CD NCIT
/ “» Now It appears as:

v C:\NCIT>
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Types of DOS Commands

» Some Internal Commands
» Creating Files in MS DOS
» For creating the files in DOS, the command COPY CON
IS used
“ Syntax:

// v' COPY CON filename
/ » Note: File name should not exceed eight characters

excluding three characters for extension
< E.g. Collegel.txt

¢ To save the file press Ctrl+z then Enter
A, Lec. Stms Hdeen Saad




Types of DOS Commands
» Some Internal Commands
» Reading Files in MS DOS
» For reading the Pre-created files in MS DOS, we use the
TYPE command. It displays all the contents that are In
the file.

// “ Syntax :
/ v TYPE Filename
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Types of DOS Commands

» Some Internal Commands
» Renaming Files
» For renaming the files in MS DOS we use the REN
Command
“ Syntax:

/// v" REN oldfilename newfilename
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Types of DOS Commands
» Some Internal Commands
» Deleting Files in MS DOS
» For deleting files in MS DOS we use the DEL command
o Syntax :
v' DEL Filename

/
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Types of DOS Commands

» Some Internal Commands
» Deleting directories in MSDOS
» For deleting the directories in MS DOS we use the RD
command
“ Syntax :

// v" RD Directoryname
/ » Note : For removing the directory first the directory

should be empty
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Types of DOS Commands

» Some Internal Commands
» Checking the Date/Time
» For checking the date from the system in MS DOS, we
use the DATE command. It returns the current system
/ date.
// » Similarly, the TIME command returns the current time

from the system.
»> Syntax :
v' C:\>DATE

v E.g. C:\>DATE
A, Lec. Stms Hdeen Saad



Types of DOS Commands
» Some External Commands

» Those commands which are not loaded when
loading the Program but are available in the Disk
and can be invoked whenever necessary
“ E.g. FORMAT, TREE, XCOPY, etc.

/
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Types of DOS Commands
» Some External Commands

» The FORMAT Command
» The FORMAT command prepares a new disk
for use by organizing the disk into magnetic
tracks and sectors

/ :
/ s Syntax :
/ v A\>FORMAT [Drive_name]

* E.Q.
v C\>FORMAT A:
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Types of DOS Commands
» Some External Commands

» The TREE Command
» The TREE command Is used to display all
directory pathnames on the specified disk
/ o Syntax :
/ v' C:\>TREE [disk_name]
/ “* E.Q.
v’ C:\>TREE A:

A, Lec. Stms Hdeen Saad



Types of DOS Commands
» Some External Commands

» The EDIT Command
» The EDIT command in MS DOS is used to edit the
files. It provides a different full screen Editor
window with a few menu options.

/)
/ s Syntax :
/ v' C:\>EDIT [filename]

“* E.Q.
v C:\>EDIT filel
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Types of DOS Commands
» Some External Commands

» The PRINT Command
» The PRINT Command in MS DOS is used to print
the text files
/ o Syntax :
/ v PRINT Filename
/ * E.Q.
v PRINT Filel.txt
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Microsoft Excel is the spreadsheet component of Microsoft Office Suite. It is used primarily to enter, edit, format, sort,
perform mathematical computations, save, retrieve, and print numeric data.

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

Open Excel 2010

Click the buttons start in desktop select All Programs - Microsoft Office>Excel 2010

The Excel interfaces.

The Ribbon

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

favorite commands.

Home

Insert

Page Layout Data

= General
B % - % | %
I I} I MNumber

& Calibri 11 | A AT
EEThe
Paste ¥ B I Sy~ A~ | Strikthrough
—
Clipboard = ] Mew up

T

Each tab will
have one or
more groups.

To create a new blank workbook:

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

view.

Select New.

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

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

N

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

Click on a tab
to see more
commands.

.a. Home Insert Page Layout Formulas

Il Save
Bl saveas

5 Open

(' Close

Info

Recent

Print

Save & Send

Help

] Options

£ Exit

Available Templates

{3} Home

{ Blank workbook }.
ctitedidraiatobied
Blank
workbook

Recent
templates

& D

My templates  New from
existing

Office.com Templ...
2

Agendas Budgets

Data

‘-

Sample
templates

Calendars

Review

View

Blank workbook

]

Create
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Cell Basics

Introduction

Home Insert s, You will need to know the basic ways you can work with cells and cell content in Excel to

= be able to use it to calculate, analyze, and organize data. In this lesson, you will learn how
3 & aiori . toselect cells, insert content, and delete cells and cell content. You will also learn how
- L\Fé - to cut, copy, and paste cells; drag and drop cells; and fill cells using the fill handle.

Paste f B 7 U~ i

— Introduction to cells and cell content

Clipboard Font
Paste (Ctrl+V) Cells are the basic building blocks of a worksheet. They can contain a variety of content

Paste the contents of the -
Clipboard. need to know how to select them, insert content, and delete cells and cell content.

such as text, formatting attributes, formulas, and functions. To work with cells, you'll

home  men moeimem remus oms e EACH rectangle in a worksheet is called a cell. A cell is the intersection

! b oo . = e, Of@rOwandacolumn.
= | Column _
- 7 B I O~ = s |¥| Headings

Clipboard 1u Font o) Show

D4 - fri

Each cell has a name, or a cell address based on which column and row
it intersects. The cell address of a selected cell appears in the name box.

1
2
Here, you can see that C5 is selected.

Cell

You can also select multiple cells at the same time. A group of cells is

known as a cell range. Rather than a single cell address, you will refer

to a cell range using the cell addresses of the first and last cells in the

ome [ N—— cell range, separated by a colon. For example, a cell range that included
cells A1, A2, A3, A4, and A5 would be written as A1:A5.

Calibri
| Name box I To select a cell:
£

Font 1. Click a cell to select it. When a cell is selected, you will notice

=
¥

that the borders of the cell appear bold :!and the column

C D . . —_
heading and row heading of the cell are highlighted.
2. Release your mouse. The cell will stay selected until you click
another cell in the worksheet.

:| You can also navigate your worksheet and select a cell by using the

arrow keys on your keyboard.
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To select multiple cells:

3R x 3C M k= 1. Click and drag your mouse until all of the adjoining
A | B | C | D | E cells you want are highlighted.
1
2
| 3 o 2. Release your mouse. The cells will stay selected until you
4 1 click another cell in the worksheet.
5
To copy and paste cell content:
Home : Insert Page Layout Formulas Data Rt 1 Select the Ce"S yOU Want tO COpy
L A {catibr o s o | ake 2. Click the Copy command. The border of the selected cells will change
e e [ 7 W 2| - A e apPEAranCe.
L Cipboos & I|  Font 2| wewon 3, Select the cell or cells where you want to paste the content.
> SR - 4, Click the Paste command. The copied content will be entered into the
» officact e Cipbors. highlighted cells.
; Employee Attending Not Attending

Insert Formulas Data Re

Home Page Layout

e
& cut |[E|Ibr| -l | AT AT abe
F‘AT:B\}ﬁcopyv Sy A Striketh
aste - | E . - ~ | Strikethre
~ | F Format Painter B 7O = —-—
Clipboard Fl Font w | MewGrno
Paste (Ctrl+V) B | X
Paste the contents of the Cc D
Clipboard.
2
3 |[Employee Attending Not Attending
4
----------
5 Peraza, Brian :_K _______ ]
& |Swensen, Liz X
7 |Harris, Jane X
8 |Lewty, Alice B (el ~

9 |Clvera, Emily K.

To cut and paste cell content:

1. Select the cells you want to cut.
2. Click the Cut command. The border of the selected cells will change appearance.
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F P e e -
Home Insert Page Layout Formulas Da Page Layout Formulas Da
2 L P
B & Cug [Cam,,i la A & [Callbri -l11 | A A
- Bacop- v | M} lem=2COPNKN B .
Paste oo . . Paste . B I U - LR - Ty - A -
-  Format Painter B I U B & A = ¥ Format Painter o=
Clipboard Fl Font ] e = P -
-+ X
e X Paste (Ctrl+V) f
Cut the selection and put it on the C F'Claii.t::};red.contents Shibe =
1 off Clipboard.
2 2
- . 3 |Employee Attending Mot Attending
3 Employee Attending Not Attending o
4 5 Peraza, Brian by
5 |Peraza, Brian X Swensen Liz I ¥
. )
ElSwensEn, Liz X Harris,Jane R E
7 Harrls,Jar_m [X 3 8 |Lewty, Alice w B2, (Ctel) ~
8 |Lewty, Alice X a9 Olvera, Emily K. x
9 |Olvera, Emilyk. X 10 wodal, Matthew X
10 Wodal, Matthew X

w

Select the cells where you want to paste the content.
4. Click the Paste command. The cut content will be removed from the original cells and entered into the highlighted
cells.

To access formatting commands by right-clicking:

E F S H 1
Catbri - 11 - AT A 5 - w + B 1. Select the cells you want to format.
B 5 = &» - A - - 8 598 <FF H H H 1
= 2. Right-click the selected cells. A dialog box will appear where you
I_—ml o g g pp y

s | e can easily access many commands on the Ribbon.

%, Paste Options:

Insert...

Drelete...

Clear Contents

Filter -
Sort -

Insert Comment

gL

Earmat Cells...
Pick From Drop-down List...
Drefine Mame...

&, Hyperlink...

To modify column width:

Al | Width: 8.43 (64 pixels) | S | HPAS North Car 1. Position your mouse over the column line in the
column heading so the white cross Tbecomes a double

A + B c D E o5

1 |HPAS Nu%h Carolina Board of Directors arrow “1-.
2. Click and drag the column to the right to
Al |Width, 36.14 (258 pixels) |f' HPAS North Car increase column width or to the left to decrease column

— width.
A + B
1 |HPAS Ncur!h Carolina Board of Directors

3 3. Release the mouse. The column width will be

changed in your spreadsheet.
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JFe | HPAS Morth Car

Al

-

A

1 |HPAS Morth Carolina Board of Directors !

2
3

B

If you see pound signs (#######) in a cell, it means the column is not wide enough to display the cell content. Simply
increase the column width to show the cell content.

To insert rows:

1
2
3
4
5
b

AT -

A
Ashberry, Jane
Davis, Garrett
Eberhardt, Elizabeth
Everett, Carol
Hepburn, Katie H.
Lovelace, Deb

fx | McBride, Rebecca

B

C

1. Select the row below where you want the new

row to appear.

2. Click the Insert command on the Home tab.
3. The new row appears in your worksheet.

=/

LMcBride, Rebecca

8
9

Mixon, Daniel
Stevens, Kevin

919-882-6561 ashberryi@hpasnc.org
919-576-4562 davisg@hpasnc.org
252-985-3558 eberhardte@hpasnc.org
919-503-9560 everettc@hpasnc.org
704-882-5559 hepburnk@hpasnc.org
919-785-9656 lovelaced@hpasnc.org
828-357-0072 mcbrider@hpa SNC.Org
919-821-7425 mixond@hpasnc.org
919-783-3564 stevensk@hpasnc.org

When inserting new rows, columns, or cells, you will see the Insert Options button ‘gby the inserted cells. This button
allows you to choose how Excel formats them. By default, Excel formats inserted rows with the same formatting as the cells
in the row above them. To access more options, hover your mouse over the Insert Options button and click the drop-down
arrow that appears.

A7 -

A
Ashberry, Jane
Davis, Garrett
Eberhardt, Elizabeth
Everett, Carol
Hepburn, Katie H.
Lovelace, Deb

Jx

B
919-882-6561
913-576-4562
252-985-3558
913-503-3560
704-882-5559
913-785-36560

C
ashberryj@hpasnc.org

davisg@hpasnc.org

eberhardte@hpasnc.org

everettci@hpasnc.org

hepburnk@hpasnc.org

Iwelaced@hpaﬁnc.urg

L

<¥ Bride, Rebecca
Mixon, Daniel
10 |5tevens, Kevin

= e L R = (R B R SRR L R

828-357-0072
919-821-7425
913-783-3564

mchrider@hpasnc.org

mixond@hpasnc.org

stevenski@hpasnc.org

To insert columns:

1. Select the
column to the right of
where you want the new
column to appear. For
example, if you want to
insert a column between
A and B, select column
B.
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B1 - Jx | 919-882-6561
A B 4 C

1 |Ashberry, Jane 919-882-6561 ashberryi@hpasnc.org
2 |Davis, Garrett 919-576-4562 davisg@hpasnc.org
3 |Eberhardt, Elizabeth 252-985-3558 eberhardte@hpasnc.org
4 |Everett, Carol 919-503-9560 everettc@hpasnc.org
5 |Hepburn, Katie H. 704-882-5559 hepburnk@hpasnc.org
6 |Lovelace, Deb 919-785-9656 lovelaced@hpasnc.org
7 |Manning, Christopher L. 919-976-7569 manningc@hpasnc.org
8 |McBride, Rebecca B28-357-0072 mchrider@hpasnc.org
3 [Mixon, Daniel 919-821-7425 mixond@hpasnc.org
10 |Stevens, Kevin 919-783-8564 stevensk@hpasnc.org

2. Click the Insert command on the Home tab.
3. The new column appears in your worksheet.

Bl - fe
A B C D

1 |Ashberry, Jane <#1-882-6561 ashberryj@hpasnc.org
2 | Davis, Garrett 919-576-4562 davisg@hpasnc.org
3 |Eberhardt, Elizabeth 252-985-3558 eberhardte@hpasnc.org
4 |Everett, Carol 919-503-9560 everettc@hpasnc.org
5 |Hepburn, Katie H. 704-382-5559 hepburnk@hpasnc.org
6 |Lovelace, Deb 919-785-9656 lovelaced@hpasnc.org
7 |Manning, Christopher L. 919-976-7569 manningc@hpasnc.org
8 McBride, Rebecca 828-357-0072 mcbrider@hpasnc.org
9 |Mixon, Daniel 919-821-7425 mixond@hpasnc.org
10 |Stevens, Kevin 919-783-8564 stevensk@hpasnc.org

To delete rows:

1. Select the rows you want to delete.

- J« | Eberhardt, Elizabeth

A | B | c |
1 |Ashberry, Jane 919-882-6561 ashberryj@hpasnc.org
2 | Davis, Garrett 919-576-4562 w@hpasnc_.gg
3 |Eberhardt, Elizabeth 252-985-3558 eberhardte@hpasnc.org
4 |Everett, Carol 919-503-9560 everettc@hpasnc.org
Sa|Hepburn, Katie H. 704-382-5559 heebu n k@hEa snc.org
Lovelace, Deb 919-785-9656 lovelaced@hpasnc.org
7 |Manning, Christopher L. 919-976-7569 manningc@hpasnc.org
8 McBride, Rebecca B28-357-0072 mchrider@hpasnc.org
9 Mixon, Daniel 919-821-7425 mixond@hpasnc.org
10 |Stevens, Kevin 919-783-8564 stevensk@hpasnc.org

2. Click the Delete command on the Home tab.
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(mm ]
+

¥ AutoSum v A? 3
27 &

(@] Fill =

> Sort & Find &
£ Clear ~ Filter » Select v
“Cells Editing

Insert

Delete IFormat

Delete Cells B

Delete cells, rows, or columns from }
the sheet or table.

l

3. The rows are deleted from your worksheet.

A3 - J | Lovelace, Deb
A | B | c |

1 Ashberry, Jane 919-882-6561 ashberryj@hpasnc.org
2 | Davis, Garrett 919-576-4562 Evisg@hpasnc.or&

3 |Lovelace, Deb 919-785-9656 lovelaced@hpasnc.org
4 |Manning, Christopher L. 919-976-7569 manningc@hpasnc.org
5 |McBride, Rebecca 828-357-0072 mcbrider@hpasnc.org
6 Mixon, Daniel 915-821-7425 mixond@hpasnc.org
7 |Stevens, Kevin 919-783-8564 stevensk@hpasnc.org
8

9

10

To delete columns:

1. Select the columns you want to delete.

- fx | Raleigh

A B | cs D E F G
1 |Ashberry, lane Raleigh 27589 |919-882-6561 ashberryj@hpasnc.org
2 |Davis, Garrett Raleigh 27576 |919-576-4562 davisg@hpasnc.org
3 |Eberhardt, Elizabeth Louisberg 27079 [|252-985-3558 eberhardte@hpasnc.org
4 |Everett, Carol Chapel Hill 27051 |919-503-9560 everettc@hpasnc.org
5 |Hepburn, Katie H. Cary 27057 |704-882-5559 hepburnk@hpasnc.org
6 |Lovelace, Deb Newbern 24484 [919-785-9656 lovelaced@hpasnc.org
7 |Manning, Christopher L. |[Raleigh 27587 [915-976-7569 manningc@hpasnc.org
8 McBride, Rebecca Cary 27054 |828-357-0072 mcbrider@hpasnc.org
9 |Mixon, Daniel Raleigh 27086 [919-821-7425 mixond@hpasnc.org
10 |Stevens, Kevin Durham 27054 |919-783-8564 stevensk@hpasnc.org

2. Click the Delete command on the Home tab.
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= AutoSum ¥ A? [ﬁ

@] Fill ~
Sort & Find &
2 Clear ~ Filter v Select ~
- J
Cells Editing
Delete Cells ]
F| Delete cells, rows, or columns from }

the sheet or table.

3. The columns are deleted from your worksheet.

Bl - Jfe | 919-882-6561
A B | c D E F G

1 |Ashberry, Jane 919-382-6561 ashberryj@hpasnc.org
2 |Davis, Garrett 919-576-4562 davisg@hpasnc.org
3 |Eberhardt, Elizabeth 252-985-3558 eberhardte@hpasnc.org
4 |Everett, Carol 919-503-9560 everettc@hpasnc.org
5 |Hepburn, Katie H. 704-882-5559 hepburnk@hpasnc.org
6 |Lovelace, Deb 919-785-9656 lovelaced@hpasnc.org
7 |Manning, Christopher L. |919-976-7569 manningc@hpasnc.org
& |McBride, Rebecca 828-357-0072 mcbrider@hpasnc.org
9 |Mixon, Daniel 919-821-7425 mixond@hpasnc.org
10 |Stevens, Kevin 919-783-8564 stevensk@hpasnc.org

To merge cells using the Merge & Center command:

1R x4C - Je | HPAS North Carolina Board of Directors
A ‘ . B 8 1. Select the cells you want to merge.
P AS North Carolra Bomrd o Do eE S 2. Select the Merge & Center command on the Home tab.
L
1
Ashberry, Jane 78-A Meadowview Lane  919-882-6561  ashberryj@hpasnc.org 4 :
view View
Raleigh, NC 27589
2 =
=¥ Wrap Text ]Genera| X grﬁ
Davis, Garrett 29 North Luke Court 919-576-4562  davisg@hpasnc.org = 2 L 53]
Raleigh, NC 27576 = Merge s Center | $ - % 3 | %8 5% | Condition
3 ; Formatting
Eberhardt, Elizabeth 83-C Chapel Court 252-985-3558  eberhardte@hpasnc.org L I Number ]
Louisb NC 27079
a ouisbere, O Merge & Center |

Joins the selected cells into one
"Excel larger cell and centers the contents

in the new cell.
1 2
This is often used to create labels

that span multiple columns.

= Excel
'-§ 1] 2

9 Press F1 for more help.

i-4

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

Introduction

Haome Insert

=
1]
(=]
m
—
=1}
=
=]
=
=

Britannic Bold/ =~ 11 -
i~ B 7O *%A‘ A

4 e - A

Font

= e

B4 | Font

Change the font face.
Fitness Progress Chart

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

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

Formatting text

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

To change the font:
1. Select the cells you want to modify.

2. Click the drop-down arrow next to the Font command on the Home tab. The font drop-down menu appears.
3. Move your mouse over the various fonts. A live preview of the font will appear in the worksheet.

File Home Insert Page Layout Formulas Data

= Calibri Ml -|la «
TP Bodon M
/||t Bodeni MT Black
£0p00208_ 1| By Bodoni HT Condimsed

AL B BocloniMT Paster Compressed
1 " Book Antiqua
2 T Bookman Old Style
3 B Bookshelf Symbal 7
4 B Bradley Hand (T2
5
6
7

%

af

Paste

A
Fitness P

T Britannic Bold &
T Broadway

4. Select the font you want to use.
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1. Select the cells you want to modify.

2. Click the drop-down arrow next to the font size command on the Home tab. The font size drop-down menu
appears.

3. Move your mouse over the various font sizes. A live preview of the font size will appear in the worksheet.

Home Insert Page Layout Forn

| =
j Eritannic Bold ~ |5 EA‘ A
y CERe s 13
Paste B J U - | i A -
= F u =1 cE
Clipboard = | Font |10 = |
AL - *x ’]:’_‘; ] Fitness
A B C |1a D
1 Fitness Progress C s |
> 1a b
: 20
7 22
24
s 26
(=] 28
7 36
= 48
E) 2 IS8

o
=]

4. Select the font size you want to use.

You can also use the Grow Font and Shrink Font commands to change the size.

File Home Insert Page Layout Forr

j ®  gitannicBold  ~|11 - I

-

Pafte ’ B L OB - A~

Clipboard x| Font P

To use the bold, italic, and underline commands:

1. Select the cells you want to modify.
2. Click the Bold, Italic, or Underline command on the Home tab.

Home Insert Page Layout Forr
% Britannic Bold vl11 | A AT
A ,
7 B £ U-fEi-| O A
Clipboard x| Font ‘.
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To add a border:

1. Select the cells you want to modify.
2. Click the drop-down arrow next to the Borders command on the Home tab. The border drop-down menu appears.

File Home Insert Page Layout Formulas Data Rey
=14 Eritannic Bold 16 v AN A =
= A
Pavste f B /7 U~ Iy A, =
Clipboard = Fg Borders | |
Al - i+ Bottom Border |
Top Border
A 2 D
1 Left Border Ve
Fitness Progres:
L Right Border —
Mo Border
All Borders

Qutside Borders

Thick Box Border

PN = TRV R = TRRR S I T

3. Select the border style you want to use.

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

To change font color:

1. Select the cells you want to modify.
2. Click the drop-down arrow next to the font color command on the Home tab. The color menu appears.

3. Move your mouse over the various font colors. A live preview of the color will appear in the worksheet.

File Home | Insert  Pagelayout Formulas Data Review

B BritannicBold |16+ AT A7
Pe o | B2 oD-[E- o+ [Al-

Clipboard = Font. W Automatic b

f | | Theme Colors
H EEEEN

Al -
[ A I

1 |Fitness Progress (‘hnrl! I
T
Standard Colors

2

3

4

: m EEEEN
6

7

%@ More Colors...

4. Select the font color you want to use.

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

To add a fill color:

1. Select the cells you want to modify.
2. Click the drop-down arrow next to the fill color command on the Home tab. The color menu appears.

3. Move your cursor over the various fill colors. A live preview of the color will appear in the worksheet.
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Home Insert Page Layout Formulas Data Rev
BritannicBold ~ 16 - A A7 = =|=| -

B I U- |- |&|A- EE=E|EE

Clipboard Font Theme Colors fonme

e

H EEENEN
Al -

A ; o
Fitness Progress Chq i IIIII I I I

1
z Standard Colors
3 HE EEEER
4 Mo Fill
5
32 More Colors...
i
7
4. Select the fill color you want to use.

Saving

Introduction

“ Home Insert Pa

H Save
Infc
| Save As % |
Lj Open
4 Close E
P
Wo

L

Are you saving a workbook for the first time? Saving it as another name? Sharing it with someone who doesn't have Excel
2010? There are many ways you share and receive workbooks, which will affect how you need to save the file.

Saving workbooks

When you create a new workbook in Excel, you'll need to know how to save it to access and edit it later. Excel allows you
to save your documents in several ways.

To use the Save As command:

Save As allows you to choose a name and location for your workbook. Use it if you are saving a workbook for the first time
or if you want to save a different version of a workbook while keeping the original.

1. Click the File tab.
2. Select Save As.
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Home Insert Page Layout

Informati 3. The Save As dialog box will appear. Select the location where you want to save
the workbook.

5 open ., 4 Enteraname for the workbook, then click Save.
[ Close \—EBJ
Protect [&] Save As .
SO IOl » e e+ oI5 [ -

Recent Organize v New folder - @

El RecentPlaces = pocyments library

Includes: 2 locations

453 Libraries
| © 4 Documents ) [fane Choose a location, o2t modified Type =
> ) busic Budget 8/5/2010 10:29 AM szfc\[‘:

Arangeby: Folder =

» &) Pictures 1 Calendars 7/28/2010 530 PM  File fold
b B Videos Household 'ZE /2010 3:35 PM File folc—
)l Office 6/15/20101:36PM  Filefolc
4% Computer Parsnna\/ 5/24/2010 444 PM  Filefole _
» &, 0s(C) sla | m ] )

File name: | |[CISTeT IR -

Save as type: [Excel Workbook Click Save when done.

Authors: Lauren Gould

[ Save Thumbnail

To use the Save command:

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

Y
A Calib
53 Copy ~
J Format Painter
Clipboard .

2. The workbook will be saved in its current location with the same file name.
If you are saving for the first time and select Save, the Save As dialog box will appear.
To save as an Excel 97-2003 workbook:

You can share your workbooks with anyone using Excel 2010 or 2007 because they use the same file format. However,
earlier versions of Excel use a different file format, so if you want to share your workbook with someone using an earlier
version of Excel you will need to save it as an Excel 97-2003 workbook.

1. Click the File tab.
2. Select Save As.
3. Inthe Save as type drop-down menu, select Excel 97-2003 Workbook.
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(] Save As [
@Q-\j » Libraries » Documents » = [ 44 ][ Search Documents P
Organize Newfolder = @

B Deskiop

Documents library Amange by: Folder ~

B Downloads Includes: 2 locations
%l Recent Places .
Name Date modified Type =
4 Libraries 3 Budget File folq =
) Decuments | Calendars File fold
o) Music Household File folc
=) Pictures Office File folc
B videos . Personal File fok
~ M N r
File name: TravelExpenseLog -
Save as type: [Excel Workbaok -

Excel Workbook
Excel Macro-Enabled Workbook

Excel Binary Workbook
XML Data b
Single File Web Page

4 Hide Folders  Web Page
Excel Template

S Excel Macro-Enabled Template

Evral 972003 Tamnlate

Authors:

4. Select the location where you want to save the file.
5. Enter a name for the file, then click Save.

To save as a PDF:

R Trovcltipenselog || Saving your workbook as an Adobe Acrobat Document—
e 2 which is called a PDF file—can be especially useful when your
ErceBimay ortbonk recipients do not have Excel. A PDF will make it possible for
?m;:?);”jjl:” recipients to view the content from your workbook, but they will

= HideFolders  Webpage not be able to edit anything. Click the File tab.

Excel Template
Excel Macro-Enabled Template
Excel 97-2003 Template

Unccseret 1. Select Save As.
Wicrosan Esce /95 Worbook 2 In the Save as type drop-down menu, select PDF.

€SV {Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

Text (MS-DOS)

CSY (Macintosh)

CSV (M3-DOS)

DIF (Data Interchange Format)
SYLK (Symbolic Link)

B Addn 3. Select the location where you want to save the file.
4. Enter a name for the file, then click Save.

PS5 Lgrcument.
OpenDocument Spreadsheet

Creating simple formulas

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

The key thing to remember when writing formulas for Excel is that all formulas must begin with an equals sign (=). This
is because the cell contains—or is equal to—the formula and its value.
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Addition

Subtraction

Multiplication

Division

Exponents

To create a simple formula in Excel:

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

B4 - fe

A B =

1 Estimated painting cost per square foot

2 Total cost 575.00
3 |Square Feet 250
4 |Total/SqFt ek
5

L]

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

MAY - X « f | =75/250
A | B c
1 Estimated painting cost per square foot
2 Total cost 575.00
3 Square Feet 250
4 |Total/Sq Ft |=75/250]
5

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

If the result of a formula is too large to be displayed in a cell, it may appear as pound signs (#######) instead of a value.
This means the column is not wide enough to display the cell content. Simply increase the column width to show the cell
content.
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Introduction to worksheets

When you open an Excel workbook, there are three worksheets by default. The default names on the worksheet tabs are
Sheetl, Sheet2, and Sheet3. To organize your workbook and make it easier to navigate, you can rename and even color
code the worksheet tabs. Additionally, you can insert, delete, move, and copy worksheets.

To rename worksheets:

1. Right-click the worksheet tab you want to rename. The worksheet menu appears.
2. Select Rename.

34
33 Insert...
2] ._,,J Delete
37 -

Bename
38 b

Move or Copy...
39 | oy
a0 & Miew Code
a1 &g Protect Sheet...
42 Tab Color »
43 Hide
44
45

Select All Sheets
H ‘ b H Sheh'l.J._,( FITTTLE T O FTST L //%:f,;
Ready |

i}

3. The text is now highlighted by a black box. Type the name of your worksheet.

43
—
45

M« » v | IS Sheet? . Sheet3 %]

Ready |

4. Click anywhere outside the tab. The worksheet is renamed.

43
44
45

M4 4 » M| January . Sheet? Sheet3 ¥

Ready |
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To insert new worksheets:

Click the Insert Worksheet icon. A new worksheet will appear.

43
44
415
[ M 4 » ¥ January Sheet2 “Sheet3 ¥
Ready | | w_
IIr15,er’c Worksheet (Shift+F11) |

You can change the setting for the default number of worksheets that appear in Excel workbooks. To access this setting, go
into Backstage view and click Options.

To delete worksheets:

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

Insert...

£

i:::;? 1.Select the worksheets you want to delete.
N 2.Right-click one of the selected worksheets. The worksheet menu appears.

Hove or Copy.. 3.Select Delete. The selected worksheets will be deleted from your workbook.

G View Code
(flg Protect Sheet..
Tab Calor 4

Hide

Select All Sheets

December | Sheet13 ¥J N

Printing
Introduction

There are many choices you can make when printing an Excel workbook. You can choose what parts of a workbook to print
and how the data fits on the page.

Page Setup 1 of6 » 5]
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To change page orientation:

Change the page orientation to portrait to orient the page vertically and landscape to orient the page horizontally. Portrait
is useful for worksheets needing to fit more rows on one page, while landscape is useful for worksheets needing to fit more

columns on one page.

1. Click the File tab.

2. Select Print to access the Print pane.
3. Select either Portrait Orientation or Landscape Orientation from the orientation drop-down menu.

[ j Portrait Orientation

j Portrait Crientation

l

-

Landscape Orientation

4. Your page orientation is changed.

Working with basic functions

fe

Insert . -
Function EE Financial ~ tr D

Functi
MWAX - ¥
A B C

=5UM{19.99, B9, C9:C11)
| SUM(numberl, [number?], [i

X AutoSum v ﬂ,? Lt
[ Recently Used = [A Tt

Figuring out formulas for calculations you want to make in Excel can be tedious and
complicated. Fortunately, Excel has an entire library of functions—or predefined
formulas—you can take advantage of. You may be familiar with common functions
like sum, average, product, and count, but there are hundreds of functions in Excel,
even for things like formatting text, referencing cells, calculating financial rates, and
analyzing statistics.

In this lesson, you'll learn the basics of inserting common functions into your worksheet
by utilizing the AutoSum and Insert Functions commands. You will also become
familiar with how to search and find various functions, including exploring Excel's
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Functions Library.

Using AutoSum to select common functions

-~ @ = =R The AutoSum command allows you to automatically return the results for a
(£ autosum|~ Ay ia range of cells for common functions like SUM and AVERAGE.
2 5um .
& Select the cell where the answer will appear (E24, for example).
- Average -

1.

2. Click the Home tab.

3. In the Editing group, click the AutoSum drop-down arrow and select the
function you want (Average, for example).

4, A formula will appear in E24, the selected cell. If logically placed,
AutoSum will select your cells for you. Otherwise, you will need to click the cells
to choose the argument you want.

Count Numbers
Max

K Min

More Fundctions...

Ll 5. Press Enter, and the result will appear.

__l:',r_'_i,t.f_[ij‘.:f:, Subtotal Date Ordered Date Received
r 512.03; 536.09 18-Sep 26-5ep
! $15.95¢ $31.90 18-Sep 26-Sep
E 55.3?E $58.70 8-Aug 14-Aug
! $8.E3: 588.30 8-Aug 14-Aug
§_ s13.54f  $27.08 22-Jul 29-Jul
|=averaGE( )

| AVERAGE(numberl, [number?], ...) |

Subtotal

Sorting Data

Sorting is a common task that allows you to change or customize the order of your spreadsheet data. For example, you
could organize an office birthday list by employee, birthdate, or department, making it easier to find what you're looking
for. Custom sorting takes it a step further, giving you the ability to sort multiple levels—such as department first, then
birthdate—to group birthdates by department.

To sort in alphabetical order:

| C D E
1 Last Name Payment T-shirt Color 1. Sflect E'l||ce”tlg tt:_e cto:\llimn you want to sort by. In this
- - example, we'll sort by Last Name.
2 lG_I':ErZ pj-oct WTE . 2. Select the Data tab, then locate the Sort and Filter group.
3 |Ric Iar > 4ot Dark Re 3. Click the ascending command Zlto Sort A to Z or the
2 [Han'on >0t descending command ilto Sort Z to A.
5 Means 5-0ct Dark Red
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Insert Page Layout Formulas Data Revie'

i| Connections 4. The data in the spreadsheet will be organized alphabetically.

| LR g

Z| Sort | Filter \{;Muanced Te C D E
€0 1 LastName Payment T-Shirt Color
nections Sort & Filter 3 |Ackerman 1-Oct
- Sort Ato 7 3 Albee 13-Oct
E 4 [Bell 11-Oct Dark Red
C Sort the selection so that the s Benson 11-Oct White
last Hame L?:Kenitnw:ralues are at the top of the | 6 [Chen - Ot Dark Red
Olivera 7 Del Toro 13-Oct White
Richards | ) Press F1 for more help. & Ellison rending Dark Red
Hanlon |5-CIC‘I: 9 Flores 6-Oct White
10 Hanlon 5-0Oct
11 Kelly 11-Oct Dark Red
12 Kelly 11-Oct
13 |Lazar 14-Oct White
14 MacDonald Pending Dark Red
15 Means 5-0Oct Dark Red
16 Maser 14-Oct Dark Red
17 Nichols 6-Oct Dark Red

Formatting Tables

Introduction

E _—FEﬂ: r Mormal

litional | Format |
atting ~|as Table =

—__ N -

To format information as a table:

1. Select the cells you want to format as a table. In this example, an invoice, we'll format the cells containing the
column headers and order details.
2. Click the Format as Table command in the Styles group on the Home tab.



Computer Science — College of Dentistry

Frist Class — Second Term

Microsoft Excel

Lec. Tamara A. Anai

L

hj __‘j‘-’—ﬂlf rI'~l|::rmal 1 Bad

Conditional ~ Format*¥| Calculation | ||
Formatting = as Table =
Styles
Format as Table
H Cuickly format a range of cells and L

convert it to a Table by choosing a
pre-defined Table Style.

3. Alist of predefined table styles will appear. Click a table style to select it.

T

e |
:ﬂl :FEBI Normal Bad Good Meutral
onal | Format | |Calculation | | | explanatory ...
iing ~|as Table =
Light
|- - — — ] - — |

Working with Charts
Introduction

A chart is a tool you can use in Excel to communicate data graphically. Charts allow your audience to see the meaning
behind the numbers, and they make showing comparisons and trends much easier. In this lesson, you'll learn how to
insert charts and modify them so they communicate information effectively.

Charts

Excel workbooks can contain a lot of data, and this data can often be difficult to interpret. For example, where are the
highest and lowest values? Are the numbers increasing or decreasing?

The answers to questions like these can become much clearer when data is represented as a chart. Excel has various types
of charts, so you can choose one that most effectively represents your data.

Types of charts
Click the arrows in the slideshow below to view examples of some of the types of charts available in Excel.

Excel has a variety of chart types, each with its own advantages. Click the arrows to see some of the different types
of charts available in Excel.
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To create a chart:

Young Adult $35,358.00 $42,685.00 $20,893.00 $16,065.00 $21,388.00
Classics $18,580.00 %49,225.00 $16,326.00 $10,017.00 $26,134.00

$78,970.00 $82,262.00 $48,640.00 $49,985.00 $73,428.00
Romance $94,236.00 $131,390.00 $79,022.00 $71,009.00 $81,474.00

Sci-Fi & Fantasy $16,730.00 $19,730.00 $12,109.00 $11,355.00 $17,686

1
g
2
4 |Mystery
5
6
7

Insert Page Layout Formulas

il o Sl )

\_21 El= @Shapesv

Data Review View

Design

B T2 smartart
Picture Clip . Column| Line Pie Bar Area Scatter Other
Art [t Screenshot - - h - - - - Charts ~
INustrations Charts Fl
- S | Genre | column
| B | i~ Tnzert A column chart : : G
Insert Page Layout Formulas Data Review View Design

Fu ElE L_CPShapes' %{
T smartart “ .

Picture Cllp ...... Column| Line

Art  [est Screenshot -

- -

Ilustrations 2-D Column

fr| Genre

= dy - )

Pie Bar Area  Scatter Other
Charts =

- - -

ot [28]

| 2006 B 2007
535,353.00 542685[[
$18,580.00 $49,225.0(
$78,970.00 $82,262.0(

3-0) Clustered Column

$94,236.00 $131,390.00 &
sy $16,730.00 $19,730.0C L
|

-

Compare values across categories
by using vertical rectangles.

Use it when the order of categories
is not important or for displaying
itern counts such as a histogram.

4.

1. Select the cells you want to
chart, including the column titles and
row labels. These cells will be the
source data for the chart.

2. Click the Insert tab.

3. In the Charts group, select the
desired chart category (Column, for
example).

Select the desired chart type from the

drop-down menu (Clustered Column, for

example).

5.

The chart will appear in the worksheet.

WO w e

IR e e e
OLDDO'-.ICHG-D-WNI—'O

G
Classics $18,580.00 $49,225.00 $16,326.00 $10,017.00 $26,134.00
Mystery $78,970.00 $82,262.00 $48,640.00 $49,985.00 $73,428.00
Romance $94,236.00 $131,390.00 $79,022.00 $71,009.00 $81,474.00

Sci-Fi & Fantasy [ $16,730.00 $19,730.00 $12,109.00 $11,355.00 517,686.00

Young Adult _535,358.00 $42,685.00 $20,893.00 $16,065.00 521,388.00_
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What is Windows 10?

Windows 10 is a Microsoft operating system for personal computers, tablets, embedded devices
and internet of things devices.
The Windows 10 Interface

Upon logging into your computer, you will be taken to the computer’s Desktop. The Desktop layout is
as follows:
1. Desktop Shortcuts — Shortcuts to files, folders, and the Recycle Bin.
2. The Taskbar — Like in previous versions of Windows, the taskbar provides access to the Start
Menu, shortcuts to programs, as well as volume and date/time control.
3. The Start Button — Found on the bottom left of your screen, the Start button allows you to
access computer programs and configuration options such as Windows Settings
4. Windows Search — Allows you to search for progams, folders, and files.
5. Task View — A new feature in Windows 10 that gives you access to a task switcher tool as well
as a Virtual Desktop.
6. File Explorer — Formerly known as Windows Explorer, File Explorer is a file manager application
that allows you to access files and folders on the computer.
7. Taskbar Programs — Provides quick access to open or pinned programs.
8. Volume Adjustment — Allows you to adjust the computer’s volume (
9. Date/Time — Access the Date/Time options.

o n 9

Google TOLY Desktop Recycle Bir

Chrome
:’ﬁ,

Internet Zimbra

R
€ £

£
Create 10 Campus
Directory

®LE GBI G
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Opening Programs

The following explains how to open a program such as Microsoft Word in Windows 10:

1. Click the Start button.

2. Click the letter A, located on the program list.

3D Builder

Access 2016
/~ | Adobe Acrobat DC
Adobe Acrobat Distiller DC

Ae| | Adobe After Effects CC 2015.3

4. Click Word 2016.

Windows Ease of Access

Windows PowerShell

Windows System

Word 2016
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Searching for Programs

Alternatively, you can search for a program by typing the program name after clicking the Start button.
The following explains how to search for a program in Windows 10:

1. Click the Start button.

2. Begin to type the name of the program that you wish to open. For example, “Word 2016.”
3. Alist of programs will appear. Click Word 2016.

Best match

Word 2016
Desktop app

Recent

@S windows_10_full_guide

Saving Documents

When you are working with a document in a program, such as Microsoft Word, you should save
frequently as to avoid losing data unexpectedly due to power failure or other problems. You can save
your documents to either the computer’s local hard drive or an external USB drive.

Saving to the Hard Drive
The following explains how to save to your hard drive:

1. In Microsoft Word, click the File tab.

File Home Insert Design Layout
s
D Calibri =12 - A
Paste - 2
= ¥ Format Painter SR AL
Clipboard P Font
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2. Click Save.

3. The Save As dialog box appears. Select the location to save the file to.

4.

5. Click Save .

In the File Name field, type the name of your document.

“ « 4 B » ThisPC » Desktop
Crganize = Mew Folder

v 13 This PC
» I Desktop

| Documents
4 Downloads
v b tdusic

=] Pickures

B Videos

v

F.|=n.m=:l w|ndw-snocummmia=|! ' 4 ,

Saveastype! Word Document

Authors! juser Tags Windows 10, Window...

] Save Thumibai

# Hide Folders

Title: Windlows 10 Ful :-.ia@

Saving to an External Drive

The following explains how to save a document to an external drive:

1. Locate the USB Port on your computer and connect your USB Storage Device.

2.

In Microsoft Word, click the File tab.

Insert

Design

0 Calibri

Paste
- ~ Format Painter

Clipboard T
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3. Click Save As.

4. The Save As screen appears. Click Browse.

Browse

5. The Save As window appears. Click the external drive that you wish to save to.
6. In the file name field, type the name of your document.
7. Click Save .

T N ) Search Windows 10 el
Organize = MNew folder =z - 0
B3 Thic pC & MName Date medified Type Size
. . = 11/8/2016 12:47 PM  Microsoft Word D, 190 KB
o CD Drive (Dx) HP L I ; ¥
= / Microsoft Word D... KB
| HP SimpleSave (F: Microsoft Word D... 17KB
4= Microsoft Word D... 30 KB
fE 11/18/2016 %30 AM  Microsoft Word D... 188 KB
Q MNetwork
v
File name; | B ClUemR T et | [ 6 ) 7
Save as type: | Word Document L
Authors:  juser Tags: Windows 10, Window... Title:  Windows 10 Full Guide
[] Save Thumbnail




Tilorit University / College of IDentistry o y

Compuater Scdence [ WIﬂdOWS
The First Stage — First Semester - 230323- 2033

Aos. Lec. Shes JAdildeecss Saad

Removing External Drives

When using a USB device, it is important to disconnect the device properly to avoid the loss of data.
Before unplugging a storage device, such as a USB flash drive or external hard drive, make sure that the
computer has completed saving, any files saved on the device or closed, and if the device(s) has an
activity light, wait a few seconds after the light has finished flashing before unplugging it.

1. Locate the USB icon located on the right side of the taskbar.

B Y& D ENG

2. Click the USB icon. The Eject Device window will be displayed.

s Open Devices and Printers
= Eject External HDD
- HP SimpleSave (F:)
- Eject CD Drive (D:) HP Launcher

3. Click the Eject option located next to the USB device you wish to disconnect.

s Open Devices and Printers

I_ Eject External HDD |
- HP SimpleSave (F:)
- Eject CD Drive (D:) HP Launcher

4. Your device will be disconnected. Remove your USB device from the computer.

Printing

The following explains how to print a document from Microsoft Word:

1. Click the File tab.
2. Click Print.

Save as Adobe
PDF

Print

Share

Export
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3.

The Print Options and Print Preview screen appears. In the Copies field, set the number of
copies you wish to print.

Select your preferred printer under the Printer field

To select a specific page range to print, use the Pages field (S

You may also set additional print options such as the number of sides, orientation, paper type,
margins, etc.

Click Print. Your document will be printed.

Print

Copies: |1 :
)
=10 6
Print
Printer

KSU-Print-BW @
‘% Ready

Printer Properties

Settings
Ir Print All Pages
D The whaole thing @
Pages: i
E Print One Sided
Only print on one side of th...
||=|:|-|=D Collated .
123 123 123

Mo Staples -

—
D Portrait Orientation - @
D Letter (8.5" x 11") .
8.5"x 11"
@ Custom Margins -

1 Page Per Sheet -

Page Setup
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The Windows Taskbar

The Taskbar is located along the bottom frame of your monitor. With it, you can access the Start
button, view running programs, and view the date/time and volume adjustment features.

Organizing the Taskbar
The following explains how to rearrange buttons on the taskbar:

1. Click and hold the program that you wish to move.

Pinning a Program to the Taskbar
You may pin programs to the taskbar. In doing so, these programs will remain on the taskbar even
when they are not open. The following explains how to pin programs to the taskbar:

Click the Start button.

Navigate to the program that you wish to pin to the taskbar.
Right-click the program that you wish to pin to the taskbar.
Click the More button.

Click Pin to Taskbar.

'PJ PowerPoint 2016
. -2 Pin to Start

e wnN R

P3| Publisher 2016 =
e Pin to taskbar

S | e Uninstall - .
[ o Run as administrator | o
Q Settings

Open file location

Skype for Business 2016 i
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Removing a Program from the Taskbar
You may also remove programs from the taskbar if so desired. The following explains how to do so:

1. Click the Start button.
2. Right-click the program that you wish to remove from the taskbar.

3. Click Unpin from Taskbar .

ﬂ Store

5% Unpin from taskbar e

0 a8 ©

Date Time
You may also access the Date/Time tool on the taskbar as you would in Windows 7. Here, you can
quickly view a calendar as well as adjust the date/time.

Viewing the Date/Time
The following explains how to access Date/Time on the Windows Taskbar:

1. Click Date/Time, located on the bottom right corner of the taskbar.

10:56 AM

#i 1 G
10 ENG
L B WD NG e

2. The Date/Time window will appear.

10:56:58 am

MNovember 2016

Mo
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Adjusting Date/Time
Though your computer should automatically be synced so that the date/time is accurate, you do have
the ability to adjust certain date/time features. The following explains how adjust the date/time:

1. Right-click the Date/Time, located on the bottom right corner of the taskbar.
Click Adjust Date/Time.

Toolbars

Adjust date/time

Customize notification icons

3. The Date/Time window will open.

© Home Some settings are managed by your organization.

| Find a setting L

Date and time

Time & language 10:59 AM, Friday, November 18, 2016

Date & time

#F Region & language

Set time zone automatically
J;L Speech @ Off
Change date and time

Change

Note: Some Date/Time settings are managed by the system administrator.
Adjusting Volume

The Volume Adjustment icon is located on the bottom right corner of the taskbar. By clicking on the
icon, you will have the ability to adjust the computer’s volume by dragging the lever to the left or right.

Speakers (Logitech Wireless Headset)

)

08 % ®TId ENG
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Personalizing the Desktop

You have the ability to customize your desktop. For exampl

e, you can add shortcuts,

create folders, change your desktop background, and change your screensaver if so desired.

Adding Shortcuts

The following explains how to create desktop shortcuts:

1.

2.
3.
4

Click the Start button.

Navigate to and right-click the program that you wish to create a shortcut for.
Click More .

Click Open File Location .

Access 2016 o

=5 Pin to Start

-~ Adobe Acobat I

More >

- Pinto taskbar

Uninstall e
I Run as administrator

Adobe Acrobat Di

Ae | Adobe After Effects CC20T3S

Open file location

Adobe Animate CC 2015.2

5. The file location window will appear. Right-click the program icon.
6. Click Create Shortcut.

“E Access 2016

- I robat [ Open

o . obat [ Open file location

£l

ﬂ Adobe After Effe Troubleshoot compatibility
’AdobeAnimate Pin to taskbar

™ Adobe Audition
Tl AdobeBridge C¢
® Adobe Characte Send to >
@AdobeCreative' Cut

™ Adobe Drearmwe Copy
48 Adobe Extensior

M Adobe Fireworks hl&eate Sl O6
2 c
H Adobe lllustrato) Delete

™ AdobeInCopy C & Rename

Restare previous versions

7. The Shortcut pop-up will appear, asking if you wish to place the shortcut on the desktop. Click

Shortcut

Windows can't create a shortcut here.
Do you want the shortcut to be placed on the desktop instead?

Yes Mo

8. Your shortcut will be added to the desktop.
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Deleting Shortcuts
The following explains how to delete shortcuts from the desktop:

1. On the desktop, right-click the shortcut that you wish to remove.
2. Click Delete.

Restore previous versions

Send to p

Cut
Copy

Create shortcut
I Delete I

Rename

3. If you are deleting a shortcut for a program that originally came on the desktop, you will be
prompted to provide administrator permission to delete the file. Click Continue.

% Continue Skip Cancel

4. The Delete Shortcut window will appear. Click Yes to confirm deletion of the shortcut.

Are you sure you want to move this shortcut to the Recycle Bin?

f]

Deleting this shortcut does not uninstall the program. It only removes the
icon that points to the program. If you want to uninstall use Programs and
Features.

Access 2016
Build a professional app quickly to manage data.

5. Your shortcut will be removed.
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Creating Folders on the Desktop

The following explains how to create folders on the desktop:

1. Right-click the desktop.

2. Select the New icon.

3. Click Folder.

View
Sort by
Refresh

Paste
Paste shartcut

B NVIDIA Control Panel

Mew

CH Display settings
i Personalize

Folder
# Shortcut

05 Microsoft Access Database

™ Animate ActionScript File
Contact

ME Microsoft Word Docurment

@Y Microsoft PowerPoint Presentation

@i Microsoft Publisher Document

4. A new folder will appear on the desktop. Enter your preferred name for the folder and press

the Enter key.
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Change the Desktop Background

The following explains how to change the desktop background (a.k.a wallpaper) in Windows 10:
1. Right-click the desktop.
2. Click Personalize in the window that appears.

View >
Sort by >
Refresh

Paste

Paste shortcut
Undo Delete Ctrl+Z

B nviDIA Control Panel

MNew >

1 Display settings
Iﬂ Personalize I

3. You will be taken to the Personalize Desktop window. Here, you may toggle the type of desktop
background in the Background drop-down. If you wish to select a different picture, you can
choose from the Choose your picture fields.

]

Home Preview

[ Find a setting —|

P

rsonalization

-

Sampie Text

I A Background

g
o

£) Colors

C8 Lock screen

Z Themes Background
[ Picture
55 Start
= Taskbar Choose your mc-ture
Browse

4. Your desktop background will be changed. Click X to close the window.

el =
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Changing Your Screen Saver

Windows comes with several screen savers. These screen savers may appear when your computer
goes idle. The following explains how to change your screensaver in Windows 10:

1. Right-click the desktop.
2. Click Personalize in the window that appears.

View >
Sort by >
Refresh

Paste

Paste shortcut

Undo Delete Ctrl+Z

[E NVIDIA Control Panel

New >

[C1 Display settings

ill Personalize

3. Inthe Settings window, click Lock Screen.

Personalization

F< Background

&) Colors

Cd Lock screen

# Themes

4. Click Screen saver settings, located at the bottom of the window.

Choose apps to show quick status

+ + 4+ o+

Show lock screen background picture on the sign-in screen

@ on

Screen timeout settings

IScreen saver settings I
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5. The Screen Saver Settings window appears. From here, you may select your preferred screen
saver and set the amount of time that your screen saver appears after being idle.

Soreen T

Screen saver

[Menel v | Sotmge Frevizia

1o [T D resumie, display Ingon screen

Bawer managerment
Conserve
brightnes:

fy e vasimize sedpemance by adjisting display
Sther pover sattings,

6. Click Apply to apply your settings.

7. Click OK.

Power management

Change power settings

Conserve energy or maximize performance by adjusting display
brightness and other power settings.

Cancel

Cancel

Apply

8. Click the Close button to close the window.
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Managing Files and Folders

Windows 10 provides a variety of options when working with files and folders. The following sections
provides insight on working with and managing files and folders in Windows 10:

Searching for Programs and Files from the Start Menu
You may quickly access programs, files and/or folders from your Start Menu. The following explains

how to do so:

1. Click the Start button.
2. Begin typing the name of the program, file, or folder that you wish to open.
3. Your search results will appear. Click the program, file, or folder that you wish to open.

Best match

Word 2016
Desktop app

Recent
%= windows_10_full_guide

i _LTAO Quick Reference Template Multiple
Page

Searching for files from Windows Explorer
You may also search for files and folders from Windows Explorer. The following explains how to do so:

1. Click the Windows Explorer icon, located on the Windows Taskbar.

2. The File Explorer will appear. Click This PC to search for files located on your PC.

s Quick access

@ Onelrive

| [ This PC |

as CD Drive (D) HP Law

w | | HP SimpleSave (F:)
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3. In Search This PC, type the name of the file or folder that you wish to find.

File Computer View

£ ~ 4 HEl» ThisPC » v O I Search This PC p=l I

) ~ Folders (6)
3 Quick access s

i, UneDrive ! Desktop
» EH This PC
A=
) CD Drive [0:) HP Law !::-| Documents

~ | ] HP SimpleSave (F:)

4. A list of files and folders matching your search terms will appear. Double-click the file or folder
that you would like to open.

m Heme Share View Search

- v 4 [+ SesrchResultsin ThisPC »
2 el aceess i Blackboard (Collaborate FATOLY Backups\TOLY Projects
Dete modified: 10/3/2016 11:20 AM
& Onelrive -
i Collaborate Ultra FATOLY Backups\TOLY Projects
O This PC Dete modified: 10/3/2016 11:19 AM
& CODveDIHPLaw g (COllaborate Errors FATOLV Backups\TOLV Projects
Dete modified: 10/3/2016 11:19 AM

Moving Files and Folders
Windows 10 allows you to move your files and folders from one location to another. The following
explains how to do so:

1. Navigate to the file or folder that you wish to move.
2. Right-click the file or folder you wish to move.
3. Click Cut.

Launching Collaharat=

Launching Colla Open
@] Blackboard Collz Open in new window
5] Blackboard Collz Pin to Quick access
0= blackboard colla Add to VLC media player's Playlist
1= Blackboard Collz Browse in Adobe Bridge CC 2015
= Blackboard Collz Play with VLC media player

= Blackboard Collz Ea Scan with Windows Defender...
= Blackboard Collz
15| Blackboard Press
|| Blackboard Presg
f5 blackboard_collg E Combine files in Acrobat...

£

M= blackboard_collz

Share with >

Restore previous versions

1= blackboard_collz nelude n fbrary g
= - Pin to Start

0E downloading_re

= downloading_re Seadi b

[} Launching Colla Cut

Copy
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4. Navigate to the folder location that you wish to move your file or folder to.
5. Right-click inside the folder and click Paste.

View >
Sort by >
Group by >

Refresh

Customize this folder...

| Paste |
Paste shortcut
Undo Delete Ctrl+Z

Copying Files and Folders
Windows 10 allows you to copy your files and folders from one location to another. The following
explains how to do so:

1. Navigate to the file or folder that you wish to move.
2. Right-click the file or folder you wish to move.
3. Click Copy.

Include in library >
Pin to Start

Send to )

Cut

I Copy I

Create shortcut

Delete

4. Navigate to the folder location that you wish to move your file or folder to.
5. Right-click inside the folder and click Paste.

Paste shortcut
Undo Delete Ctrl+Z

Renaming Files and Folders
There may be times in which you will need to rename your files and folders. For example, you may
require multiple versions of a file or folder and need to differentiate between the versions:

1. Navigate to the file or folder that you wish to rename.



Tilorit University / Cellege of Demtistry e [ W_ d
Computer Sclemce [ INAoOws
The First Stage — First Semester - 230323- 2033

Aos. Lec. Shes Jdldecss Saad

2. Right-click the file or folder that you wish to rename.
3. Click Rename.

Cut
Copy

Create shortcut

Delete

Rename

4. Type the new name of the file or folder.
5. Press Enter on your keyboard when you are done.

Deleting Files or Folders
The following explains how to delete files or folders from your computer:

1. Navigate to and click the file or folder that you wish to delete.
2. Press the Delete key on your keyboard.
3. Onyour Desktop, double-click the Recycle Bin.

4. Right-click anywhere in the Recycle Bin.
5. Click Empty Recycle Bin to completely delete the file or folder from your computer.

Paste
Paste shortcut
Undao Delete Ctrl+Z

I'Ei Empty Recycle Bin I

Properties
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Restoring Deleted Files or Folders

If you have not emptied your Recycle Bin, you may restore your deleted files to their original file
location. The following explains how to do so:

1. Double-click to open the Recycle Bin.

2. Right-click the file or folder that you wish to restore.
3. Click Restore. Your file will be restored to its original location.

LTAG Projects I Rictora I

@, -0
Ider

=lete

Properties

Libraries

Libraries are user-defined collections of folders that are logical representations of user content. By
including folders in Libraries, you are telling Windows where important data is located. Furthermore,
these libraries provide a quick and easy way to organize your important data. To access libraries:

1. From the Taskbar, click the Windows Explorer button.

2. The File Explorer window will appear. Your libraries will appear on the left-hand menu and
include the Desktop, Downloads, Documents, and Pictures.

N {
T Frequent folders (8)
[ Desktop # Desktop

ThisPC
-ay Downloads + & ¢

|§ Documents

o Downloads
|=] Pictures 4

" ThisPC
4

Documents
[£=| ThisPC

=

*




Tilorit University / College of IDentistry o y

Compuater Scdence [ WIﬂdOWS
The First Stage — First Semester - 230323- 2033

Aos. Lec. Shes JAdildeecss Saad

Windows Settings

The Windows Settings application is a new feature that allows you to view and make changes to

computer settings such as uninstalling applications, setting power options, viewing hard drive space,

and accessing Ease of Access/Accessibility options. To access the Windows Settings page:

1. Click the Start button.
2. Click the Settings icon.

Adobe Acrobat Distiller DC

[Ae]| Adobe After Effects CC 20153

Adobe Anima 0152

3. You will be taken to the Windows Settings application. The layout for Windows Settings is as
follows:

a.

SIS

> oo

System — Access system settings.

Devices — Add and manage external devices such as printers.

Network & Internet — Manage network and internet settings.

Personalization — Personalize your desktop by changing your desktop appearance, apply
themes, change the lock screen, etc.

Accounts — View information about your user account on the computer.

Time & language — View/manage your timezone and language options.

Ease of Access — View and manage computer accessibility options.

Privacy — View computer privacy options.

Update & security — View windows update status and backup/recovery options. It is
important to note that Windows Updates for University machines are managed by UITS.

Windows Settings

20

Metwork & Intemel
4 ar de. VN

-Fi, ginplane made, VN

®
=
O]

o)
(—)]
AT

Time & language
Spaech, region, date

Update & s

BCLTity
Location camera Wirdows, Lipdate: reoeveny
tackup
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Accessing the Control Panel

If you prefer to utilize the Windows 7 style Control Panel, you have the ability to do so. The following

explains how to access the Control Panel:

1. Click the Start button.

2. Type Control Panel on your keyboard.

3. Control Panel will appear in the search results. Click Control Panel.

Best match

Control Panel

Desktop app
4. The Control Panel will appear.

Adjust your computer's settings View by:  Small icons *
|-_-| Administrative Tools L'l—,a AutoPlay @ Backup and Restore (Windows 7) tl Color Management
i Configuration Manager [E Credential Manager Date and Time (@ Default Programs

& Dell Audio iy Device Manager e Devices and Printers =3 Display
i@' Ease of Access Center El File Explorer Options &) File History Flash Player (32-bit)

A Fonts of HomeGroup ¢ Indexing Options E Infrared
€1 Internet Options || Java (32-bit) E= Keyboard €% Language

3 Mail {32-bit) @ Mouse L% Network and Sharing Center =l NVIDIA Control Panel
m Personalization [ Phone and Modem @ Power Options [ Programs and Features
@ Recovery 2 Region I’b RemoteApp and Desktop Connections | o Security and Maintenance
& Sound @ Speech Recognition = Storage Spaces @ Sync Center
m System _"u Taskbar and Navigation [ Troubleshooting 82 User Accounts
Ea Windows Defender ﬂ Windows Firewall ;L Windows To Go [ Work Folders

Shutting Down the Computer
To shut down the computer:

1. Click the Start button on the Taskbar.

2. Click the Power icon.

A E Access 2016

Adobe Acrobat DC

D Adobe Acrobat Distiller DC
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3. Click Shut down.

Sleep

Shut down

Restart

Placing Your Computer into Sleep Mode
If you are going home for the evening, you may place your computer to sleep as opposed to
completely shutting it down. The following explains how to place your computer to sleep:

1. Click the Start button on the Taskbar.
2. Click the Power icon.

A E Access 2016
;:'5:3 /-1 Adobe Acrobat DC

[J-] Adobe Acrobat Distiller DC
®

3. Click Sleep.

Sleep

Shut down
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What is PowerPoint?

Lesson 1:

Introduction in PowerPoint

Opening PowerPoint

Working with PowerPoint environment
Exploring the Ribbon

The quick access toolbar

Creating and opening presentations
Save and save as presentations

YVVVVYVYYVYYVY

Introduction in PowerPoint

e PowerPoint is a slideshow presentation program that's part of Microsoft
Office. PowerPoint makes it easy to create, collaborate, and present your ideas
in dynamic, visually compelling ways.

e The file extension of PowerPoint, PPT, and PPTX.When You Open Power
Point PowerPoint menu and toolbars are just like the other Office applications

| When You Open Power Point

Power Point menu and toolbars are Just like the other Office applications

Home Toolbar :
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Pasle e | » a EEIE B Ihazer fnange Uik
| M 2 e sdbsde PO Uk & ECAGIAS (EEE S A e A Y I Seen -
i-‘.lu»su f b ES Fert Fadgast ' [EFTANSY J [ $L00Y
Insert Toolbar :
f‘n' N+Od '3 Frewrtaicnd © Mo FuaniPart - = ¥
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L (e B3 Y LY 2D n]l &) M) g 4 53 <) 2w &3 @
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Deslgn Toolbar :
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)
= Howe et | Diwge L v Sade Shew Fovew Vew Demelcpar A344m -

I Bisea- .
| e A Aaageara e
i | Aa Aa L Aa Aa |r-vemm W — Xl Forex » 2 dakgreara iny
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Opening PowerPoint

When you open PowerPoint for the first time, the Start Screen will appear. From here,
you will be able to create a new presentation, choose a template, and access your recently
edited presentations.

1. From the Start Screen, locate and select Blank Presentation.
2. A new presentation will appear.

PowerPOi nt Search for online templates a O

Suggested searches:  Business
Calendars  Charts and Diagrams

Recent Education  Medical  Nature

Photo albums

You haven't opened any presentations recenthy. To
browse for a presentation, start by clicking on Open

Other Presentations. !

_ Take a @

(m¥ Open Other Presentations [ _t our |
Blank Presentation Welcome to PowerPoint i

BANDED

(@]
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Working with the PowerPoint environment

BEH S g T® = Presentation - PowerPoint ? H - O %X
FILE HOME | IMSERT DESIGM  TRAMSITIONS  AMIMATIONS  SLIDESHOW  REVIEW  VIEW  Javier Flores - ﬁ
e t=_ ||A
“D 3 i =~ =iz EC I e
Emy ¥ B I U § axh. &3= == (5] . »

Paste ) Mew . ol o - Drawing Editing

- ¥ Gide- BT A-Aa- AN E=E=E= T - -

Clipboard ra Slides Font Paragraph ~

rg 504 030201 0001 0203 14 105 0108

1

Click to add title

Click ta add subtitle

1100111 21 31

BEHS O - Presentation] - PowerPoint DRAWING TOOLS
FILE HOME | INSERT DESIGM I.TRANSITIDNS AMIMATIONS  SLIDESHOW  REVIEW  VIEW I FORMAT

e b f— - A a8 Z LT . & 3= Eg “ﬂ @ L] P &
Dg. S g 2 o A

Paste New I U § AV . Aa A ==== = - Shapes Arrange ick

- Slide~ O7 n G - v Sles~ & T

[Ciovoaral = [Siides |

x4

Each tab is divided
into groups

Drawing T

Contextual tabs will

Click a tab to see Click an arrow for more :
appear when certain

more commands group commands

items are selected

The Ribbon contains multiple tabs, each with several groups of commands. You will
use these tabs to perform the most common tasks in PowerPoint.
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Exploring the Ribbon

You will need to move between tabs to perform common tasks in PowerPoint. Knowing
where to find the right command will make PowerPoint easier to use.

The Home tab gives you access to the most used commands, including copy and paste,
formatting, and the New Slide command. The Home tab is selected by default whenever
you open PowerPoint.

m H ©- & = Presentation - PowerPaint TABLE TOOLS

FILE HOME | INSERT  DESIGMN  TRANSITIOMS  AMIMATIOMS  SLIDE SHOW  REVIEW  VIEW DESIGN LAYOUT

ol - P — e AL 1 -
B - [ColibriBody) ~|18 | A & B0 = .iT. =s= iz “:* @' DD =
. e [+~ -
Paste Mew _ B I U § ak ﬂ, Aa - .& P E=E== Shapes Arrange Cuicl
- Slide~ O7 - *  Styles M
Clipboard & Slides Font P Paragraph T Drawing T
m H - ® = Presentation - PowerPoint TABLE TOOLS

FILE HOME = INSERT =~ DESIGM  TRAMSITIOMS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW DESIGM LAYOUT
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The Quick Access toolbar

Located just above the Ribbon, the Quick Access toolbar lets you access common
commands no matter which tab is selected. By default, it includes the Save, Undo, Repeat,
and Start Presentation commands. You can add other commands depending on your
preference.

To add commands to the Quick Access toolbar:

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

2. Select the command you want to add from the drop-down menu. To choose from
more commands, select More Commands.

3. The command will be added to the Quick Access toolbar.

-

E Hd

FILE HOME IWNSE Customize Quick Access Toolbar A

.n.D L—/ Mew

Open

&l

Paste M e -
- Slide = £ 5¢

Clipboard Slides Email

Save

'

Quick Print
1 [
Print Preview and Print
Spelling

v Undo

w Rede e
«  Start From Beginning

Touch/Mouse Mode

More Commands...

Show Below the Ribbon



Tikrit University / College of Dentistry
Computer Science / Second Class, Second Semester.

Microsoft office PowerPoint
Ass. Lec. Shms Aldeen Saad

B E S o w[E-

FILE HOME INSERT DESIGM
alla % —| |:|1.
D Eg - e
Paste < W, _
- Slide= O7

Clipboard Slides

Creating and Opening Presentations

Introduction

PowerPoint files are called presentations. Whenever you start a new project in
PowerPoint, you'll need to create a new presentation, which can either be blank or from
a template. You'll also need to know how to open an existing presentation.

To create a new presentation:

1. Select the File tab to go to Backstage view.

2. Select New on the left side of the window, then click Blank Presentation or choose
a theme.

3. A new presentation will appear.
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To open an existing presentation:

1. Select the File tab to go to Backstage view.
2. Select Open.
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3. Select Computer, then click Browse. Alternatively, you can choose OneDrive

(previously known as SkyDrive) to open files stored on your OneDrive.

Open
@ Recent Presentations

& Javier Flores's OneDrive

E Computer

+ Add a Place

E;I Computer

Recent Folders

My Documents

Desktop

Browse

4. The Open dialog box will appear. Locate and select your presentation, then click

Open.

Save and Save As

PowerPoint offers two ways to save a file: Save and Save As. These options work in similar

ways, with a few important differences:

e Save: When you create or edit a presentation, you'll use the Save command to save
your changes. You'll use this command most of the time. When you save a file,
you'll only need to choose a file name and location the first time. After that, you
can just click the Save command to save it with the same name and location.

« Save As: You'll use this command to create a copy of a presentation while keeping
the original. When you use Save As, you'll need to choose a different name and/or

location for the copied version.

10
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To save a presentation:

It's important to save your presentation whenever you start a new project or make changes
to an existing one. Saving early and often can prevent your work from being lost. You'll
also need to pay close attention to where you save the presentation so it will be easy to
find later.

1. Locate and select the Save command on the Quick Access toolbar.

P3 ® s
HOME | INSERT

"'D []Layout -
¥™) Reset
Paste Mew
- Slide = ﬁSECtiDr‘I"
Clipboard m Slides

2. Ifyou're saving the file for the first time, the Save As pane will appear in Backstage
view.

3. You'll then need to choose where to save the file and give it a file name. To save
the presentation to your computer, select Computer, then click Browse.
Alternatively, you can click OneDrive to save the file to your OneDrive.

Save As

& Javier Flores's OneDrive E;I CDmpuJ[er

Recent Folders

E:l Computer AdWorks
- My Documents » &dWorks

My Documents
ml=  Adda Place Desiton

Browse
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4. The Save As dialog box will appear. Select the location where you want to save
the presentation.
5. Enter a file name for the presentation, then click Save.

@ * 4 . e« Documents » AdWorks v O Search AdWorks

Organize = Mew folder

B Desktop ~ Mame Date modified
"5l Recent places

@ Company Workflow TM11/2013 1017 AM Microsoft PowerP..
4 Downloads

@ Mew Employee Crientation FA1,20310:97 AM - Microsoft PowerP..
@ Regional Sales Report 7/10/2013 4:02 PM Microsoft PowerP.,

= Libraries

@ Documents _ Choose a location and

@' Music then enter a file name
[ Pictures

g Videos v <

File name: | client presentation

Save as type: | PowerPoint Presentation

Authors:  Add an author Tags: Add atag

'~ Hide Folders

6. The presentation will be saved. You can click the Save command again to save
your changes as you modify the presentation.

You can also access the Save command by pressing Ctrl+S on your keyboard.
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Exporting presentations

By default, PowerPoint presentations are saved in the .pptx file type. However, there may
be times when you need to use another file type, such as a PDF or PowerPoint 97-2003
presentation. It's easy to export your presentation from PowerPoint in a variety of file

types:

o PDF: Saves the presentation as a PDF document instead of a PowerPoint file

o Video: Saves the presentation as a video

o Package for CD: Saves the presentation in a folder along with the Microsoft
PowerPoint Viewer, a special slide show player anyone can download

e Handouts: Prints a handout version of your slides

o Other file type: Saves in other file types, including PNG and PowerPoint 97-2003

@ ~ 4 | = Documents » AdWorks v & Search AdWorks =

Organize - Mew folder 122 - 7]

"~

Date modified

= Libraries

@ Documents

Jl Music
Pictures
H videos

bl Computer
i 05 (C:) v < >

File name: | Regional Sales Report W

Save as type: | PowerPoint Presentation

PowerPoint Presentation
PowerPoint Macro-Enabled Presentation
PowerPoint 97-2003 Presentation

Authors:

XPS Document
PowerPoint Template

PowerPoint Macro-Enabled Template
PowerPoint 97-2003 Template

Office Theme

PowerPoint Show

PowerPoint Macro-Enabled Show
PowerPoint §7-2003 Show

PowerPoint Add-In

PowerPoint 97-2003 Add-In

PowerPoint XML Presentation

MPEG-4 Video

Windows Media Video

GIF Graphics Interchange Format

JPEG File Interchange Format

PMG Portable Metwork Graphics Format

(= Hide Folders
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Lesson 2:
» Slide Basics
» Slide master
» Organizing slides
» Working with slide
» Customizing slides
» Using find and replace

Slide Basics
Introduction

PowerPoint presentations are made up of a series of slides. Slides contain the information
you will present to your audience. This might include text, pictures, and charts. Before
you start creating presentations, you'll need to know the basics of working with slides and
slide layouts.

Understanding slides and slide layouts

When you insert a new slide, it will usually have placeholders. Placeholders can contain
different types of content, including text and images. Some placeholders have placeholder
text, which you can replace with your own text. Others have thumbnail icons that allow
you to insert pictures, charts, and videos.
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Click to add title
iy begin
* Click to add text*_——-i—" typing to add text

Placeholders

™A

Click an icon to

insert other content

Slides have different layouts for placeholders, depending on the type of information you
want to include. Whenever you create a new slide, you'll need to choose a slide layout that
fits your content.

(Office Theme

Title Slide % Title and Content Section Header

Two Content Comparison Title Cnly
Blank Content with Picture with
Capticn Capticn

i) Duplicate Selected Slides
F|:l| Slides from Qutline...
=] Reuse Slides...
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To insert a new slide:

Whenever you start a new presentation, it will contain one slide with the Title Slide layout.
You can insert as many slides as you need from a variety of layouts.

1. From the Home tab, click the bottom half of the New Slide command.

FILE HOME IMSERT [
"'D Layout

Paste Mew N
. Slide + 0¥ Section -

Clipboard Slides

2. Choose the desired slide layout from the menu that appears.

|_—, Layout 24

Reset
New . _ B I U § abe &V
Slide = DSECtIDr‘I"
Office Theme
Title Shde Title and Content Section Header
Twao Content Cornpariscn Title Only
Blank Content with Picture with

Capticn Capticn

r|j Slides from Qutline...
1=

Reuse 5lides...
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3. The new slide will appear. Click any placeholder and begin typing to add text. You
can also click an icon to add other types of content, such as a picture or a chart.

To change the layout of an existing slide, click the Layout command, then choose the
desired layout.

FILE HOME IMSERT DESIGM TRAMSITIOMNS AMIMATIONS 5L

"'D | []Layout~
Paste New Office Theme
- Slide~ || reeemmemememeeeney | [ TS
Clipboard T
1 Title 5lide Title and Content Section Header
2 Two Content I}, Comparison Title Only
Blank Content with Picture with
Capticn Capticn
Slide Master

B A master is a slide that contains the text and other objects that appear on all
slides of the same type.
B PowerPoint presentations have two types of masters:
O The Title Master contains objects that appear on the title slide
U The Slide Master contains objects that appear on all slides except the title

slide
B You will use the masters to make design changes that you want to appear on
every slide:

O If you want your company logo to appear on the bottom right of every page,
you will add it to the Slide Master

O If you want a picture of your office on a single slide, you add the picture to
only that slide
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Organizing slides

PowerPoint presentations can contain as many slides as you need. The Slide Navigation
pane makes it easy to organize your slides. From there, you can duplicate, rearrange,
and delete slides in your presentation.

1

Franny
2

Female 30 lbs.

Whippet 5 years old

Likes: Loeng walks on the beach
3 Dislikes: Drama

‘_ Slide Navigation

pane
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Working with slides

e Duplicate slides: If you want to copy and paste a slide quickly, you can duplicate
it. To duplicate slides, select the slide you want to duplicate, right-click the mouse,
and choose Duplicate Slide from the menu that appears. You can also duplicate
multiple slides at once by selecting them first.

Lo X = [E-
N By -~ . g6 Cut

Paste M
- 5 EB Copy

Clipboard = y Paste Options:

{5 New Slide
43 Duplicate Slide >
'E.;! Delete Slide

5 Add Section

Eo

Publish Slides

[Z] Layout b
¥ Reset Slide i
3]

Format Background...

M 5 Hide Shide
| I

e Move slides: It's easy to change the order of your slides. Just click, hold, and drag
the desired slide in the Slide Navigation pane to the desired position.
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o Delete slides: If you want to remove a slide from your presentation, you can delete
it. Simply select the slide you want to delete, then press the Delete or Backspace
key on your keyboard.

To copy and paste slides:

If you want to create several slides with the same layout, you may find it easier to copy
and paste a slide you've already created instead of starting with an empty slide.

1. Select the slide you want to copy in the Slide Navigation pane, then click the Copy
command on the Home tab.
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FILE HOME | IMSERT

. :'T
- Shde~- O
Clipboard Slides

1

Shedryfizid Animal Rescue

2 e‘
55
3

2. In the Slide Navigation pane, click just below a slide (or between two slides) to
choose a paste location. A horizontal insertion point will appear.

Sheibyyfisid Animal Rescus
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3. Click the Paste command on the Home tab.

FILE HOME IMNSERT

e 35 |:|v

s
Paste ew -
- Slide=- O7

Clipboard ra Slides

4. The slide will appear in the selected location.

Sheibytieid Animal Rescus

2
e"}-a
3
K/
4
L/
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Customizing slides

To change the slide size:

By default, all slides in PowerPoint use a 16 by 9—or widescreen—aspect ratio. You
might know that widescreen TVs also use the 16-by-9 aspect ratio. Widescreen slides will
work best with widescreen monitors and projectors. However, if you need your
presentation to fit a standard 4-by-3 screen, it's easy to change the slide size to fit.

« To change the slide size, select the Design tab, then click the Slide Size command.

Choose the desired slide size from the menu that appears or click Custom Slide
Size... for more options.

DESIGN TRAMNSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW Javier Flores - 1':‘-}

.,“:zf; . H_I @
? - - - T 1= Slide Format

Size = Background

1EMmes Variants —

l_/ Standard (4:3)
I ™

| |  Widescreen (16:9)

Custom 5lide Size...

To format the slide background:

By default, all slides in your presentation use a white background. It's easy to change the
background style for some or all of your slides. Backgrounds can have a solid, gradient,
pattern, or picture fill.

1. Select the Design tab, then click the Format Background command.

10
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DESIGM TRAMSITIONS

AMIMATIONS

SLIDE SHOW REVIEW

VIEW

O &,

Slicle Format

__§

Size~ Background

Variants Customize

2. The Format Background pane will appear on the right. Select the desired fill
options. In our example, we'll use a Solid fill with a light gold color.

Format Background

O

4 FILL

® Solid fill

Pattern fill

Gradient fill

Bicture or texture fill

Hide background graphics

Color

-

Transparend

G

[=]

e More Colors...
j’ Eyedropper

Automatic

Theme Colors

Id, Accent 4, Lighter E-D'?-?i I I

Standard Colors

R

4.

slides in your presentation.

3. The background style of the selected slide will update.
If you want, you can click Apply to All to apply the same background style to all
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To add a text box:

Text can be inserted into both placeholders and text boxes. Inserting text boxes allows
you to add to the slide layout. Unlike placeholders, text boxes always stay in the same
place, even if you change the theme.

1. From the Insert tab, select the Text Box command.

HOME IMSERT DESIGN TRANSITIONS AMIMATIONS SLIDE SHOW REVIEW WIEW

F il ed 0. 2 2B @ 3

Table  Pictures Online Screenshot Photo  Shapes Smartért Chart  Apps for Comment
- Pictures - Album - - Office -
Tables Images llustrations Apps Links Comments

2. Click, hold, and drag to draw the text box on the slide.

J'_

3. The text box will appear. To add text, simply click the text box and begin typing.

12
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To play the presentation:

Once you've arranged your slides, you may want to play your presentation. This is how

you will present your slide show to an audience.

1. Click the Start from Beginning command on the Quick Access toolbar to see your

presentation.

EHS O 3-

FILE HOME IJI;I%’ERT C

ulls }i = |:|La}f|:|ut'r
D Eg - ¥ Reset
Paste | Mew
- o Clide~ 0Joection~
Clipboard Slides

N

The presentation will appear in full-screen mode.

3. You can advance to the next slide by clicking your mouse or pressing the spacebar
on your keyboard. Alternatively, you can use the arrow keys on your keyboard to

move forward or backward through the presentation.
4. Press the Esc key to exit presentation mode.

You can also press the F5 key at the top of your keyboard to start a presentation.
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Using Find and Replace

When you're working with longer presentations, it can be difficult and time-consuming to
locate a specific word or phrase. PowerPoint can automatically search your presentation
using the Find feature, and it allows you to quickly change words or phrases using the
Replace feature.

To find text:

In our example, we'll use the Find feature to look for specific dog breeds in our
presentation.

1. From the Home tab, click the Find command.

VIEW
l__'l_':. [l i Find

s O 3 Replace -
Shapes Arrange

- - [:‘ Select -

Crawing Editing

2. A dialog box will appear. Enter the text you want to find in the Find what: field,
then click Find Next.

Find ?

Find what: Find Next

retriever =

[ Match case Close
ind whole words only Replace...

] Find whal ds onl Reol

3. If the text is found, it will be selected.
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Salinger

‘Male 72 pounds

Golden Retriever 3 years old

Likes: Filthy tennis balls

Dislikes: Clean tennis balls

Find what:

|retrie1.rer EI -h.
[ ] mMatch case

|:| Find whole waords only

4. Click Find Next to find further instances. If none are found, a dialog box will
appear. Click OK.

5. When you are finished, click Close to exit the dialog box.

You can also access the Find command by pressing Ctrl+F on your keyboard.

To replace text:

At times, you may discover that you've repeatedly made a mistake throughout your
presentation—such as misspelling someone's name—or that you need to exchange a
particular word or phrase for another. You can use the Replace feature to make quick
revisions. In our example, we'll replace with word pounds with the abbreviation Ibs.

1. From the Home tab, click the Replace command.
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VIEW

l_—|<>;. DI:I - # Find
L facﬂeplace -

Shapes Arrange Cuick
- = Styles~ =

Drawing Editing

[} Select -

2. A dialog box will appear. Type the text you want to find in the Find what: field.
3. Type the text you want to replace it with in the Replace with: field, then click Find
Next.

Find what: Find Next
|pnund5 EI k‘
Replace with:

Ibs. v

|:| Find whole words only

4. If the text is found, it will be selected. Review the text to make sure you want to

replace it.

5. If you want to replace it, select one of the replace options. Replace will replace
individual instances and Replace All will replace every instance. In our example,
we'll use the Replace option.
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Khan &

Bagheera .
Ghooormerrnmr o L t
‘Male and Female 7 & 5 pounds
EShDr‘thair 6 months old

Likes: Clay pots

Find what:

|pounds
Replace with:
|I|::|s. EI Replace *

Match
L] Match case Replace Al

[ ] Find whaole words only

6. The selected text will be replaced.

Male and Female 7 & 5 pounds

Shorthair & months old
Likes; =i -
| Male and Female 7 &5 Ibs.
Dislik .
Sharthair 6 months old
—

Likes: Clay pots

Dislikes: Pans

7. PowerPoint will move to the next instance of the text in the presentation. When you
are finished replacing text, click Close to exit the dialog box.
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Lesson 3:

> Design
» Applying Transitions
» Printing

Design in PowerPoint

Themes

1. Select the Design tab.
2. Select one of the Themes.
3. Select one of the Variants.

Use PowerPoint Designer

1. Insert one or more pictures, a list of items, or a list of dates.
2. The Designer panel will open. Select the design you want.

Transitions
To add a special effect, to transition from one slide to another:
1. Select the slide you want to add a transition to.
2. Onthe Transitions tab, select the effect you want.
3. Select Effect Options to change how the transition happens: From Right, From
Left, ...

To undo a transition, select None.
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File Home Insert Design Transitions Animations | Slide Show Review View Recording

N m @& @ @ &

||
Mone Morph Fade Fush

Applying Transitions

Introduction

If you've ever seen a PowerPoint presentation that had special effects between each slide,
you've seen slide transitions. A transition can be as simple as fading to the next slide or
as flashy as an eye-catching effect. PowerPoint makes it easy to apply transitions to some
or all of your slides, giving your presentation a polished, professional look

About transitions

There are three categories of unique transitions to choose from, all of which can be found
on the Transitions tab:

e Subtle: These are the most basic types of transitions. They use simple animations
to move between slides.

Subtle

0 m = 4 & ® W
Mone Cut Fade Push Wipe Split Reveal Random Bars
o €1 @ DO

Shape Uncowver Cover Flash

« Exciting: These use more complex animations to transition between slides. While
they're more visually interesting than Subtle transitions, adding too many can make
your presentation look less professional. However, when used in moderation they
can add a nice touch between important slides.
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« Dynamic Content: If you're transitioning between two slides that use similar slide
layouts, dynamic transitions will move only the placeholders, not the slides
themselves. When used correctly, dynamic transitions can help unify your slides
and add a further level of polish to your presentation.

Dynamic Content

B W O 0 O K E

Pan Ferris Wheel Conveyor Rotate Window Orbit Fly Through

To apply a transition:

1. Select the desired slide from the Slide Navigation pane. This is the slide that will
appear after the transition.
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MAN'S BEST FRIEND | Adoprabic Dogs

| FRANNY

2. Click the Transitions tab, then locate the Transition to This Slide group. By
default, None is applied to each slide.
3. Click the More drop-down arrow to display all transitions.

FILE HOME INSERT DESIGM TRAMSITIONS AMNIMATIONS

o W

Mone Cut Fade Push =| FEffect

Tll\}ipticni

Preview
Preview Transition to This Slide

4. Click a transition to apply it to the selected slide. This will automatically preview
the transition.



Tikrit University / College of Dentistry

Computer Science / Second Class, Second Semester.

Ass. Lec. Shmms Aldeen Saad

Microsoft office PowerPoint

Subtle

N
L)

[
=
=

Mone

O
@

Shape Uncover

Exciting

B

-n
a
]
<
i
=
)
=
=1}

=]
m

L
LY

Page Curl Airplan

2
&2
Y

Honeycomb Glitter

D|§|
[=]
[=]
=
L%l

Dynamic Content

£

L]

-
1]
(=9
m

o
B

[
]
=
i
m

¥ i
i
@
r

=
o
3
L

W

[
o
3
o

i I~ N ol

Pan Ferris Wh

eel

= (A = = W

Push L\@ Wipe Split Reveal Random Bar:

- x =

Crush Peel Off

H_.
=
5
=
-
=
m
=,

=
m
-
T
[=1]
M
[l
E
-
m

Origarni Dissohve Checkerboa... Blinds Clock Ripple

m = B C

Shred Switch Flip Gallery Cube
Zoom Randorm

B O K [

Conveyor Rotate Window Orbit Fly Through

You can use the Apply To All command in the Timing group to apply the same transition
to all slides in your presentation. Keep in mind that this will modify any other transitions

you've applied.

DESIGM TRAMNSITIONS ANIMATIONS

Fade Push

:

Transition to This Slide

s

Effect
Options =

SLIDE SHOW REVIEW

"’l, Sound: |[Mo Sound] -

@ Duration: oo I
C3 Apply To All

-

Timing
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To modify the transition duration:

1.
2.

Select the slide with the transition you want to modify.

In the Duration field in the Timing group, enter the desired time for the transition.
In this example, we'll increase the time to two seconds—or 02.00—to make the
transition slower.

l_'} "5':_', Sound: |[Mo Sound] * | Advance Slide
I & Duration: 02.00 :Ib +| On Mouse Click
Effect -
Options - C3 Apply To All After: |00:00.00 |

Timing

To add sound:

N

Select the slide with the transition you want to modify.

Click the Sound drop-down menu in the Timing group.

Click a sound to apply it to the selected slide, then preview the transition to hear
the sound.

":':_', Sound: |[Ma Sound] *  Advance Slide
D Duratior [Mo Sound] = Click
lﬁ) Apply T [Stop Previous Sound] 00,00 ©

Applause

Arrow

Bomb

Breeze

Camera

Cash Register L\\s

Chime

Click

Coin

Drum Roll

Explosion

Hamrner

Laser

Push

Suction

Typewriter

Voltage

Whoosh

Wind

Other Sound...

Loop Until Mext Sound
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Sounds are best used in moderation. Applying a sound between every slide could become
overwhelming or even annoying to an audience when presenting your slide show.

To remove a transition:

1. Select the slide with the transition you want to remove.
2. Choose None from the Transition to This Slide group. The transition will be
removed.

FILE HOME INSERT DESIGN TRAMSITIONS AMIMATIONS SLIDE SHOW REVIEW

— B |£| "E, Sound: |[Mo Sound] -
| I} J O Duration: Auto z
Mone Cut Fade Push = 'E') Apply To Al

4

Preview Transition to This Slide Timing

To remove transitions from all slides, apply the None transition to a slide, then click the
Apply to All command.
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Printing
Introduction

Even though PowerPoint presentations are designed to be viewed on a computer, there may
be times when you want to print them. You can even print custom versions of a
presentation, which can be especially helpful when presenting your slide show. The Print
pane makes it easy to preview and print your presentation.

Print layouts

PowerPoint includes several layouts when printing a presentation. The layout you choose
will mostly depend on why you're printing the slide show. There are four different print
layouts:

o Full-page slides: This prints a full page for each slide in your presentation. This
layout would be most useful if you needed to review or edit a printed copy of your
presentation.

Ry

TexiahomaHigh School
Tervier Tough!

Band Boosters Meeting
July 1, 2013
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o Notes: This prints each slide, along with any speaker notes for the slide. If you've
included a lot of notes for each slide, you could keep a printed copy of the notes
with you while presenting.

V>

Texlahoma High School

Termer Tough!

Band Boosters Meeting

July 1, 2013

Meeting Goals:

* Thank previous year’s officers

* Introduce new officers

* Discuss yearly fundraising goals
* Plan for next meeting

o Outline: This prints an overall outline of the slide show. You could use this layout
to review the organization of your slide show and prepare to deliver your
presentation.
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1[0 Band Boosters Meeting
July 1, 2013

20 Agenda
CMew Officers
“Elections and Thank You
“Announce Mew Officers
< Distribute Officer Contact Info
CFundraising
“Past and Present Ideas
“+Review Yearly Results
3 0 New Officer Announcement

2013-2014 School Year
4 [ Elections and Appreciation
5[] Mew 2013-14 Band Booster Officers

6 [J Fundraising
Past and Future

7] Possible Fundraising Projects

e Handouts: This prints thumbnail versions of each slide, with optional space for
notes. This layout is especially useful if you want to give your audience a physical
copy of the presentation. The optional space allows them to take notes on each
slide.

New Officer Announcemeni

=ou;

10
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To access the Print pane:

1. Select the File tab. Backstage view will appear.

EHS O 3 -

m HOME INSERT

"n'lj % | | l==] Layout
B ¥™) Reset
Paste Mew - _

- . Clide - L[1>ection~
Clipboard Slides

2. Select Print. The Print pane will appear.

Click the buttons in the interactive below to learn more about using the Print pane.

11
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Print

= Copies: :1 :
Print
Printer
7 HP Color LaserJet 2600n =3
= Ready
Printer Properties
Settings A
Pg t All Slid .L%,
— rin ides -
“'—l Print entire presentation ‘ Texla I"lrg'}lge _"_i!(gﬂ scnunl
Slides: . |G

Full Page Slides 2 Band Boosters Meeting
Print 1 slide per page ‘ July 1, 2013

Collated
1,23 1,23 123

<

WO [
4

Color v

Find more print settings
Edit Header & Footer

[1 Jof11 » 37%

You can also access the Print pane by pressing Ctrl+P on your keyboard.

12
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To print a presentation:

1. Select the File tab. Backstage view will appear.

F H © =

m HOME INSERT
"‘D C’ Layout

Reset
Paste Mew
- Clide~ OJsection~
Clipboard ra Slides

2. Select Print. The Print pane will appear.

3. Choose the desired printer and print range.
4. Chose the desired print layout and color settings.

13
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Printer
7 Lexmark X422 (M5)

% Ready 7

Printer Properties
Settings
lﬁ Print &ll Slides -

Print entire presentation

Slicles:

3 Slides
|:| Handouts (3 slides per page) 7
r Print One Sided
|:| Only print on one side of th... ’
|— = Collated .
EE 1,23 1,23 123

D Paortrait Crientation -
. Calar -

5. When you're done modifying the settings, click Print.

Print

LI

Copies: |1
= p
Print

[
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Lesson 4:

» Presenting Your Slide Show
> Lists
» Line spacing

Presenting Your Slide Show

Introduction

Once your slide show is complete, you'll need to learn how to present it to an audience.
PowerPoint offers several tools and features to help make your presentation smooth,
engaging, and professional.

Presenting a slide show

Before you present your slide show, you'll need to think about the type of equipment that
will be available for your presentation. Many presenters use projectors during
presentations, so you might want to consider using one as well. This allows you to control
and preview slides on one monitor while presenting them to an audience on another screen.

To start a slide show:
e Click the Start From Beginning command on the Quick Access toolbar, or press

the F5 key at the top of your keyboard. The presentation will appear in full-screen
mode.

EHS O 3-

FILE HOME IAI;I%’ERT C

ulls }i = |:|La}f|:|ut'r
D Eg - ¥ Reset
Paste | Mew
- o Clide~ 0Joection~
Clipboard Slides
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=

Click the Slide Show tab on the Ribbon to access even more options. From here, you can
start the presentation from the current slide and access advanced presentation options.

FILE HOME INSERT DESIGM TRAMSITIONS AMIMATIONS SLIDE SHOW REVIEW

By, T B B B o e
a5 o & .a—n iy e s

+| Use Timings

Frarm From Present Customn Slide Set Up Hide  Rehearse Record Slide _
Beginning Current Slide  Online~  Show-  SlideShow Slide  Timings Show~ ) Show Media Controls
Start Slide Show Set Up

To stop a slide show:

e You can exit presentation mode by clicking the Esc key on your keyboard.
Alternatively, you can click the Slide Show Options button in the bottom-left and
select End Show.
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Show Presenter View

Screen *

Arrow Options *

Help

Pause

End Show

X

Presentation tools and features

PowerPoint provides convenient tools you can use while presenting your slide show. For
example, you can change your mouse pointer to a pen or highlighter to draw attention to
items in your slides. In addition, you can jump around to slides in your presentation or
access other programs from your taskbar if needed.

To access drawing tools:
Your mouse pointer can act as pen or highlighter to draw attention to items in your slides.

1. Locate and select the Pen Tools button in the bottom-left corner.
2. Select Pen or Highlighter based on your preference.
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_-""? Laser Pointer

B
#) Pen %
# Highlighter

3. Click and drag the mouse to mark your slides.

4.

You can also use the laser pointer feature to draw attention to certain parts of your slide.
Unlike the pen and highlighter, the laser pointer will not leave markings on your slides.

2011-2012 S5chool Year 2012-2013 S5chool Year

=]
-
o
!_'\_
w5

$800.00

DOUGHKNUT SALE CANDY BARE SALE WALK-A-THON

WRAP GIFTS
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#  Laser Painter L\?
#) Pen

# Highlighter

To erase ink markings:

1. Locate and select the Pen Tools button in the bottom-left corner.
2. Select Eraser to erase individual ink markings, or select Erase All Ink on Slide to
erase all markings.

# Laser Pointer

_“Sjﬁ Pen

# Highlighter
Eraser

[@ Erase All Ink on Slide L\}
HEN EEEER
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Lists
Introduction

To create effective PowerPoint presentations, it's important to make your slides easy for
the audience to read. One of the most common ways of doing this is to format the text as
a bulleted or numbered list. By default, when you type text into a placeholder, a bullet is
placed at the beginning of each paragraph—automatically creating a bulleted list. If you
want, you can modify a list by choosing a different bullet style or by switching to a
numbered list.

To modify the bullet style:

1. Select an existing list you want to format.
2. On the Home tab, click the Bullets drop-down arrow.

TRAMNSITIONS ANIMATIOMS SLIDE SHOW REWVIEW VIEW
= 5= I; - “ﬁ N \\ b

dy) |24 <|A A B ZriT - == ! B
(s &]- AL
] SN -pa- A =E=== =- B ~r
Dv : 1
Faont Fa Paragraph fa
E 2 Bullets

Create a bulleted list.

Click the arrow to change the look
of the bullet.

3. Select the desired bullet style from the menu that appears.



Tikrit University / College of Dentistry
Computer Science / Second Class, Second Semester.

Microsoft office PowerPoint
Ass. Lec. Shms Aldeen Saad

ANIMATIONS SLIDE SHOW REVIEW VIEW FORMA™
VoA A = 5= =, U,ﬁ Text Direction =
= G- T - [t o HEPS =
a- A- : N
a None . a 5
] [l | i
] [l | i
] [l | i
| » v Star Bullets
> v
> 4’

:E Bullets and Murnbering...

L

4. The bullet style will appear in the list.
To modify a numbered list:

1. Select an existing list you want to format.
2. On the Home tab, click the Numbering drop-down arrow.

AMNIMATIONS SLIDE SHOW REVIEW YIEW F
A oa A - — [ EIg,“ﬂ' \\.\NI:ll
N R - R VN By
fa- A- =E=== =- ™ @ N
Fa Paragraph Fa
2 1 Numbering

Create a numbered list.

Click the arrow for more numbering
formats.

3. Select the desired numbering option from the menu that appears.
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4. The numbering option will appear in the list.

To use a symbol as a bullet:

1. Select an existing bulleted list.
2. On the Home tab, click the Bullets drop-down arrow.

TRANSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW
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Font ] Paragraph P
E 2 Bullets
Create a bulleted list,

Click the arrow to change the look
of the bullet.
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3. Select Bullets and Numbering from the menu that appears.

AMNIMATIONS SLIDE SHOW REVIEW VIEW FOR!
A . .
LT | A [Pl 3= | *=. “11 Text Direction ~
AoA —— = I = = R
W A - . .
m MNone

:=  Bullets and Numbering...

4. A dialog box will appear. On the Bulleted tab, click Customize.
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Bulleted

Picture...

L

|| Cancel |

5. The Symbol dialog box will appear.

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

7. Select the desired symbol.

10
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Wingdings: 232
| Ok | | Cancel

8. Click OK. The symbol will now appear as the selected bullet option in the Bullets
and Numbering dialog box.

11
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Bulleted | gumbered

| Cancel |

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

= Global Biofuel Initiatives
- Renewable Fuels for Aircraft and Spacecraft
-+ Emerging Technologies

- Algae-based Fuels

12
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Line spacing

PowerPoint allows you to adjust the amount of space between each line in a list or
paragraph. You can reduce the line spacing to fit more lines on a slide, or you can increase
it to improve readability. In some instances, PowerPoint may automatically change the font
size when you adjust the line spacing, so increasing the line spacing too much may cause
the text to be too small.

To format line spacing:

1. Select the text you want to format.

2. On the Home tab, locate the Paragraph group, then click the Line Spacing
command.

3. Select the desired line spacing from the menu that appears.

SLIDE SHOW REVIEW VIEW FORMAT
S 5= 1=~ I - N OOO DD |_j 2 Shape Fill - i#% Find
z— = - A 4 ¥ 5 -
'—T N =L G- -#" [# Shape Outline~ 25 Replace -
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N o WTL .7 Styles~ ¥ Shape Effects - [+ Select~
Paragraph % Drawing fa Editing
5 4 - 1 2 3 4 5
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Line Spacing Options..,
WELCOME AND GOOD MORNING STAFF!

The Clean Energy Conference 2013 will

be hosting a diverse array of

distinguished speakers representative of
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Lesson 5: Inserting Pictures
Introduction

Adding pictures can make your presentations more interesting and engaging. You can
insert a picture from a file on your computer onto any slide. PowerPoint even includes
tools for finding online pictures and adding screenshots to your presentation

To insert a picture from a file:

1. Select the Insert tab, then click the Pictures command in the Images group.

FILE HOME INSERT DESIGM TRAMSITIOMS

2B S e B QO

Mew  Table  Pictures® Online Screenshot Photo  Shapes
Slide - - Pictures - Album = -

Slides Tables Images

2. A dialog box will appear. Locate and select the desired image file, then click
Insert.

@ v 1 ) « Misc » Healthy Foods v ¢ Search Healthy Foods

~
m Microsoft PowerPc [] Name

= checkup
0 Favorites [L;J fruit N
B Desktop =] peppersv\Y
"=l Recent places =] yoga
4 Downloads

@

Organize v New folder SEE 4 E] @

|#] Photo Stream ¢ >

File name: | fruit v |AllPictures

Tools « Insert |v ‘ Cancel

3. The picture will appear on the currently selected slide.
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New Wellness Program

» Geb BioFuels will be
implementing its new
Wellness Program in
January.

» The program will provide
resources and
opportunities for
employees to improve
their overall health.

You can also click the Pictures command in a placeholder to insert images.

* Click to add text
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To insert an online picture:

1. Select the Insert tab, then click the Online Pictures command.

HOME IMNSERT DESIGM TRAMSITIONS
= B D kdyai B

Mew  Table Pictures Online Screenshot Photo | Shapes
Slide - - Pictures - Album - -

Slides Tables Images

2. The Insert Pictures dialog box will appear.
3. Choose Bing Image Search or your OneDrive. In our example, we'll use Bing
Image Search.

Insert Pictures

5| Bing Image Search exercise | x
Search the web
N OneDrive - Personal Browse »

javier.flores838@gmail.com

Also insert from:

4. Press the Enter key. Your search results will appear in the dialog box.
5. Select the desired image, then click Insert.
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4 BACK TO SITES

E’j Bing Image Search

2 exercise
23300 search results for exercise

FTHXTH
15338

HE "2 pm

Search results are images licensed under Creative Commons. Please review the specific license for any image you want to use X
to ensure you can comply with it.  Show all web results

external image  Exercise .jpg

450 x 399 - mrscadybiology.wikispaces.com

1 item selected. Insert

Cancel
N

6. The image will appear on the currently selected slide.

Employee Fithess Center

» Flexible Hours
» Multiple TVs
» Group Classes

» New Machines

.
:f}.
i

Moving and resizing pictures

Once you've inserted a picture, you may want to move it to a different location on the
slide or change its size. PowerPoint makes it easy to arrange pictures in your presentation.
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To select a picture:
Before you can modify a picture, you'll need to select it.

« Simply click to select a picture. A solid line will appear around a selected picture.

To resize a picture:

o Click and drag the corner sizing handles until the picture is the desired size.

%

The corner sizing handles will resize a picture while preserving its original aspect ratio.
If you use the side sizing handles, the image will become distorted.
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To rotate a picture:

e Click and drag the arrow above an image to rotate it right or left.

Hold the Shift key on your keyboard when rotating an image to limit the rotation angle.
To move a picture:

e Click and drag to move a picture to a new location on a slide.
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To delete a picture:

o Select the picture you want to delete, then press the Backspace or Delete key on

your keyboard.
Wellness Program - PowerPoint PICTURE TOOLS
TRAMNSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT

= L# Picture Border ~ .1 Bring Forward ~ Iz~ "'

- | & Picture Effects ~ 0 Send Backward - Lem-
- O . Crop !
E—,Iz, Picture Layout = i Selection Pane k- . i

Picture Styles e Arrange
Inserting screenshots

Screenshots are basically snapshots of your computer screen. You can take a screenshot
of almost any program, website, or open window. PowerPoint makes it easy to insert a
screenshot of an entire window or a screen clipping of part of a window in your
presentation.

To insert screenshots of a window:
1. Select the Insert tab, then click the Screenshot command in the Images group.

2. The Available Windows from your desktop will appear. Select the window you
want to capture as a screenshot.
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3. The screenshot will appear on the currently selected slide.

Web Tools for Tracking Your Health Goals

S°
\T SuperTracker: "=
My foods. My fitness. My health.
® Get your and phy activity plan

@ Track your foods and physical activities to see how they stack up.
©® Get tips and support to help you make healthier choices and plan ahead,
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To insert a screen clipping:

1. Select the Insert tab, click the Screenshot command, then select Screen Clipping.

FILE HOME IMSERT DESIGM TRAMSITIONS
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Mew  Table Pictures Online Screenshot Photo  Shapes
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2. Afaded view of your desktop will appear. Click and drag to draw the area you want
to capture as a screen clipping.

CUVRY | Wy Reports T iy

S

,60
SuperTracker: "=
My foods. My fitness. My health.

@ Get your personalized nutrition and physical activity plan.
@ Track your foods and physical activities to see how they stack up.
@ Get tips and support to help you make healthier choices and plan ahead.

Sa
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3. The screen clipping will appear on the currently selected slide.

Web Tools for Tracking Your Health Goals

» Learn about free online tools that can help you
keep track of your goals

SuperTracker: @

My foods. My fitness. My health.

® Get your p and phy activity plan,

® Track your foods and physical activities to see how they stack up.

® Get tips and support to help you make healthier choices and plan ahead.
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Lesson 6: Formatting Pictures
Introduction

There are a variety of ways to format the pictures in your slide show. The picture tools in
PowerPoint make it easy to personalize and modify the images in interesting ways.
PowerPoint allows you to change the picture style and shape, add a border, crop and
compress pictures, add artistic effects, and more.

To crop an image:

When you crop an image, a part of the picture is removed. Cropping may be helpful when
a picture has a lot of content and you want to focus on only part of it.

1. Select the image you want to crop. The Format tab appears.
2. On the Format tab, click the Crop command.

VIEW FORMAT

L# Picture Border - .1 Bring Forward - |: = __1

[ n
s dlje2s
- | & Picture Effects - 0 Send Backward - siaiin

Crop — "
5L Picture Layout~ [} Selection Pane k- - | G

4|

P Arrange Size P ~

Crop

Crop your picture to rernove any
unwanted areas,

3. Cropping handles will appear around the image. Click, hold, and drag a handle to
crop the image.
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Drag the
handles to
crop the image

4. Click the Crop command again. The image will be cropped.

The corner handles are useful for simultaneously cropping the image horizontally and
vertically.

To crop an image to a shape:
1. Select the image you want to crop, then click the Format tab.

2. Click the Crop drop-down arrow. Hover the mouse over Crop to Shape, then
select the desired shape from the drop-down menu that appears.
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3. The image will appear formatted as the shape.

You may want to crop the image to the desired size before cropping it to a shape.
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To add a border to an image:

1. Select the image you want to add border to, then click the Format tab.

2. Click the Picture Border command. A drop-down menu will appear.

3. From here, you can select a color, weight (thickness), and whether or not the line
is dashed.

REVIEW VIEW FORMAT

L# Picture Border v .1 Bring F

v || Theme Colors B
= m E» ﬁ ol N

Standard Colors

Screenn EEEEN

Recent Colors

L B

O
r
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More Outline Colors...

Eyedropper
Weight . |
==z Dashes »

TITET ™~

4. The border will appear around the image.
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Image adjustments

PowerPoint offers several options for changing the way images appear in your slide show.
For example, you can add a frame, make image corrections, change the image's color or
brightness, and even add some stylish artistic effects. These options are located in the
Adjust and Picture Styles groups on the Format tab.

HOME INSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
Corrections = | J=| Compress Pictures g g ;' Pic
& Color - E Change Picture I T I e e - | | Pic
[Z3] Artistic Effects =] “I] Reset Picture - = B pic
Adjust Picture Styles

When you're ready to make adjustments or experiment with the look of an image, select
the picture and choose one of these options from the Format tab:

e Corrections: This command is located in the Adjust group. From here, you can
sharpen or soften the image to adjust how blurry or clear it appears. You can also
adjust the brightness and contrast, which controls how light or dark the picture

appears.
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Color: This command is located in the Adjust group. From here, you can adjust
the image's saturation (how vivid the colors are), tone (the temperature of the
image, from cool to warm), and coloring (changing the overall color of the image)
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Avrtistic Effects: This command is located in the Adjust group. From here, you can
add artistic effects such as pastels, watercolors, and glowing edges.



Tikrit University / College of Dentistry

Computer Science / Second Class, Second Semester.

Microsoft office PowerPoint

Ass. Lec. Shmms Aldeen Saad

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
Lo - Corrections = =] L# picture Border 1 Bring Forward ~ [T~ [g
- E | .y (= ] = e .
E‘J v = | || el [ i - v i3 e
5 [& Color “ . 3 Picture Effects 0 Send Backward ~ £ e
emove _— _-_— r
Background 23] Artistic Effects~ ‘0 ~ 7| BL Picture Layout~  5f; Selection Pane A - .

" , Picture Styles ) Arrange
m‘l&“‘ t*‘ ¥

’1’ =2

- | <1y
; " ﬂ‘ § "’ and Wellness Screenings

Paint Brush 3

.. re, Cancer, Heart
/Stroke Risk,
es and more

ed by University
al Community
«ch and Health
zion Programs

Picture Styles Group: This group contains a variety of styles you can apply to your
picture, such as frames, borders, and soft edges.



Tikrit University / College of Dentistry
Computer Science / Second Class, Second Semester.

Microsoft office PowerPoint
Ass. Lec. Shms Aldeen Saad

5IGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT

. | EPicture Border - 3] Bring Forward ~ & ~ l;

rve= [ ‘ 3 e :
| |l \T‘ Q2 Picture Effects~ 'y Send Backward ~ ‘1 - é

K. BL Picture Layout~  f; Selection Pane  “A~

k]

Picture Styles 7 Arrange

ISIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
:Border~  "yBring Forward ~ [~

l q e | r— ' o F

| | | |l = :Effectsw  [SendBackward ~ -
- slayout~  Hf; Selection Pane  “h~

e Arrange

—BEaES ' :

|—— el | el | el

- "“7R70tated, White r‘l

S Y =

(el o B o

- |t (e

o




Tikrit University / College of Dentistry
Computer Science / Second Class, Second Semester.

Microsoft office PowerPoint
Ass. Lec. Shms Aldeen Saad

Compressing pictures

If you want to email a presentation that contains pictures, you'll need to monitor its file
size. Large high-resolution pictures can quickly cause your presentation to become very
large, which may make it difficult or impossible to attach to an email. Additionally,
cropped areas of pictures are saved with the presentation by default, which can add to the
file size. PowerPoint can reduce the file size by compressing pictures, lowering their
resolution, and deleting cropped areas.

To compress a picture:

1. Select the picture you want to compress, then click the Format tab.
2. Click the Compress Pictures command.

DESIGN TRAMSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
o5 f o D‘. i
:Q: Compress PICturEL_} e Pict
F:g Change Picture IEI - | & Pict
] Reset Picture - 7| 5L Pict

Picture Styles
Compress Pictures

Compress pictures in the document
to reduce its size.

3. A dialog box will appear. Place a check mark next to Delete cropped areas of
pictures. You can also choose whether to apply the settings to this picture only or
to all pictures in the presentation.

4. Choose a Target output. If you are emailing your presentation, you may want to
select Email, which produces the smallest file size. When you are done, click OK.

10
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Compression options:
[ ] apply only to this picture
Delete cropped areas of picturas

Target output:
Print (220 ppi): excellent quality on most printers and screens
[:l Screen (150 ppi): good for Web pages and projectors
iﬁg-mail [3& ppi}): minimize document size for sharing

I

Use document resolution

Removing the background from an image

With Background Removal, PowerPoint uses special algorithms to determine which parts
of the image are the background and then removes these areas from the image. This can
give your images a cleaner appearance and will allow the slide background (or other
objects) to show through

Some images do not work as well with Background Removal, and they may require extra
time and effort to get good results. Generally, it's more difficult if the image has a complex
background or if the foreground and background blend together.

11
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To remove the background from an image:

1. Select the desired image, then click the Format tab.
2. Click the Remove Background command.

FILE HOME IMSERT DESIGN

r Corrections ~
Eﬂ L} orrections = -
: Colar~ Eg -
Remave o -
Background Artistic Effects = Y] ~

Adjust
Remowe Background

Automatically rermnove unwanted
portions of the picture.

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

ﬂ Tell me more

3. PowerPoint will try to guess which part of the image is the background, and it will
mark this area with a magenta fill. It will also place a box around the image with
selection handles.

12
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4. Drag the selection handles until all of the foreground is inside the box. After you
do this, PowerPoint may readjust the background.

5. At this point, you may need to help PowerPoint decide which parts of the image are
foreground and which parts are background. You can do this by using the Mark
Areas to Keep and Mark Areas to Remove commands:

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

o If part of the background has not been marked with magenta, click Mark
Areas to Remove and draw a line in that region of the image.

13
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6. After you add your marks, PowerPoint will readjust the image
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7. When you're satisfied with the image, click Keep Changes.
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FILE BACKGROUND REMOVAL SLIDE SHOW VIEW FORMAT

O @ Q ¥ Vv

Mark Areas Mark Areas Delete Discard All  Keep
toKeep toRemove Mark Changes Changes

Refine Close

Close Background Removal and Keep Changes

et e Close Background Removal and keep all
o changes.

8. The background will be removed. You can adjust the image at any time by clicking
the Remove Background command again.
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Lesson 7:

Shapes and WordArt
Insert videos

Insert audio

Reviewing presentation
Hyperlinks

YVVYYVYYVY

Shapes and WordArt

Introduction

There are many features and commands you can use in PowerPoint to create visually
appealing slides. Two of these features are WordArt and shapes. WordArt allows you to
create stylized text with effects such as textures, shadows, and outlines. You can also insert
and modify a variety of shapes like rectangles, circles, lines, arrows, callouts, and stars.

About WordArt

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

To apply a WordArt style to text:

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

1. Select a text box, or select some text inside of the text box.
2. Onthe Format tab, click the More drop-down arrow in the WordArt Styles group.
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SLIDE SHOW REVIEW VIEW FORMAT
! Shape Fill ~ A, Text Fill » .1 Bring Forwarc
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Shape Effects ~ ol K. £ Text Effects ~ E,[‘Ue Selection Pan
e WordArt Styles P Arri
More

Add some artistic flair by choosing
between predefined text styles.

3. Adrop-down menu of WordAurt Styles will appear. Select the style you want to use.

REVIEW VIEW FORMAT
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Stay Active!
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4. The text will appear in the selected style. If desired, you can change the font or font
color from the Home tab.
To add or modify text effects:

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

appear.
2. Onthe Format tab, click the Text Effects command in the WordArt Styles group.
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Turn your work into a work of art.

Add a visual effect such as shadow,
glow or reflection to your text.
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3. A drop-down menu will appear showing the different effect categories. Hover the
mouse over an effect category, then select the desired effect from the menu that
appears.
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4. The effect will be applied to your text. If you want, you can combine several
different effects.
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In the WordArt Styles group, you can also use the Text Fill and Text Outline drop-down
boxes to modify the fill and outline color.

REVIEW VIEW FORMAT
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7| [ Text Effects ~ EL}Selection Pane “k

WordArt Styles a Arrange

Text Fill

Fill the text with a solid color,
gradient, picture, or texture,

Working with shapes and text boxes
PowerPoint's large shape collection allows you to organize and design the image you want.
While you may not need shapes in every presentation you create, they can add visual
appeal.
To insert a shape:

1. Select the Insert tab, then click the Shapes command in the Illustrations group. A

drop-down menu of shapes will appear.
2. Select the desired shape.
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3. Click, hold, and drag in the desired location to add the shape to the slide.
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If desired, you can enter text in a shape. When the shape appears in your document, you
can simply begin typing. You can then use the formatting options on the Home tab to
change the font, font size, or color of the text.

fe, A tifll‘
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Modifying a shape or text box

When you click a shape or text box, handles will appear that let you manipulate the shape.
There are several types of handles:

Sizing handles: Click, hold, and drag the sizing handles until the shape or text box
is the desired size. You can use the corner sizing handles to change the height and
width at the same time.

=
D

Yellow handles: Some shapes have one or more yellow handles that can be used
to customize the shape. For example, with arrow shapes you can adjust the width
of the line and arrow tip.

Rotation handle: Click, hold, and drag the rotation handle to rotate the shape.
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Formatting shapes and text boxes

PowerPoint allows you to modify shapes and text boxes in a variety of ways so you can
tailor them to your projects. You can change shapes and text boxes into different shapes,
format their style and color, and add shadow effects.

To change to a different shape:

1. Select the shape or text box you want to change. The Format tab will appear.
2. Onthe Format tab, click the Edit Shape command. In the menu that appears, hover
the mouse over Change Shape and select the desired shape.
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To change the shape style:

Choosing a Shape Style allows you to apply preset colors and effects to quickly change
the appearance of your shape or text box.

1. Select the shape or text box you want to change.
2. On the Format tab, click the More drop-down arrow in the Shape Styles group.

TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIE

| & shapeFill - I
Bz A A

T}Q Shape Effects ~
Shape Stylesr e

More

Quickly add a visual style to the
selected shape or line,

Each style uses a unique

combination of colors, lines, and
other effects to change the shape's |
appearance. Hover over a Quick

Style in the gallery to preview your
new look.

3. A drop-down menu of styles will appear. Select the style you want to use.
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4. The shape or text box will appear in the selected style.
To change shadow effects:

Adding a shadow to a shape can make it appear as though it is floating above the page, and
it can help to add contrast between the shape and the background.

1. Select the shape or text box you want to change.
2. On the Format tab, click the Shape Effects drop-down arrow. In the menu that
appears, hover the mouse over Shadow and select the shadow you want to use.
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3. The shape will appear with the selected shadow.
To adjust the shadow color, size, and distance, select Shadow Options from the drop-down

menu. The Format Shape pane will appear on the right side of the PowerPoint window,
allowing you to customize the shadow.
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Ordering objects

In addition to aligning objects, PowerPoint gives you the ability to arrange objects in a
specific order. The ordering is important when two or more objects overlap because it
will determine which objects are in the front or the back.

Understanding levels

When objects are inserted into a slide, they are placed on levels according to the order in

which they were inserted into the slide. In the image below, the rectangle is on the top
level, but we can change the level to put it behind the other objects.
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To change the ordering by one level:

1. Select an object. The Format tab will appear.

, oy

2. From the Format tab, click the Bring Forward or Send Backward command to
change the object's ordering by one level. If there are multiple objects on the slide,
you may need to click the command several times to achieve the desired ordering.
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To bring an object to the front or back:

If you want to move an object behind or in front of several objects, it's usually faster to
bring it to front or send it to back instead of clicking the ordering commands multiple
times.

=

Select an object.

2. From the Format tab, click the Bring Forward or Send Backward drop-down
box.

3. From the drop-down menu, select Bring to Front or Send to Back.
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= ﬂ?\'.'; Text Effects - O Cend Eack.ﬁard L Rotate ~ 0% it il

WordArt Styles DL Sendto Back Size P

Send to Back

Send the selected object behind all
other objects.

4. The objects will reorder.

TR E A mE Ew Y TV RS REE B RS R B T e T T R e e e e ¥
’

\

CHID
|

{J

Exercise tips
Wellness articles
Updates
Member submissions
Recipes

Monthly discount offers

If you have several objects placed on top of each other, it may be difficult to select an
individual object. The Selection Pane allows you to easily drag an object to a new location.
To access the Selection pane, click Selection Pane on the Format Tab.
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VIEW FORMAT

A - .1 Bring Forward - |:_ A 3 =
E!l] 5'12 -
% - ﬂ - 0O Send Backward ~

i = " « || Intersect
*| &~ El; Selection Pane kv | 3|4 a
5 P Arrange Size M Vectors »
.
Selection hi.

Show All || Hide All | [a||w

Picture 18

“Title 1 N S
Rectangle 3

Snip Single Corner Rectangle

Snip Single Corner Rectangle
Snip Single Corner Rectangle
Snip Single Corner Rectangle

Snip Single Corner Rectangle
_ Snip Single Corner Rectangle
Rotating objects

If you need to turn an object so it faces a different direction, you can rotate it to the left
or right or flip it horizontally or vertically.

To rotate an object:
1. Select an object. The Format tab will appear.
2. From the Format tab, click the Rotate command. A drop-down menu will appear.

3. Select the desired rotation option.

VIEW FORMAT

Epicture Border = .1 Bring Forward - |: Align ~ "

N - |
i IE' - | & Picture Effects~ ' Send Backward - L] Group L

Crop 223 Width:

i E—,l:, Picture Layout ~ E[}; Selection Pane “k Rotate ~

Picture Styles [ Arrange | %k Rotate Right 90°

A" Rotate Left 90°

= Flip Vertical

di.  Flip Horizontal

More Rotation Options...
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4. The object will rotate.
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g

Exercise tips
Wellness articles
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Monthly discount offers

Grouping objects

You may want to group multiple objects into one object so they will stay together if they
are moved or resized. This is often easier than selecting all of the objects each time you

want to move them.

Pictures, shapes, clip art, and text boxes can all be grouped together; however,
placeholders cannot be grouped. If you will be grouping pictures, use one of the
commands in the Images group on the Insert tab to insert pictures instead of the picture

icon inside the placeholder.

FILE HOME INSERT DESIGMN TRANSITIONS

= Bllg kd o B |

Mew  Table |} Pictures Online Screenshot Photo | Shapes:

Slide - - Pictures v Alburm - -
Slides Tables Images 1l
To group objects:

1. Click and drag your mouse to form a selection box around the objects you want to

group. The Format tab will appear.
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4

2. From the Format tab, click the Group command, then select Group.

VIEW FORMAT

| L Picture Border ~ "1 Bring Forward ~ = Align ~ D ®
=== &N i o
== g e 1]

& Picture Effects~ '] Send Backward ~ [F] Group~
T Picture Layout~ [ Selection Pane | I3 Group - e

[ Arrange | I?il Regroup . Size [
rEI Ungroup

3. The selected objects will now be grouped. There will be a single box with sizing
handles around the entire group to show that they are one group. You can now
move or resize all of the objects at once.
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If you want to edit or move one of the objects in the group, double-click to select the object.
You can then edit it or move it to the desired location.

Double-click
to select an

If you select the objects and the Group command is disabled, it may be because one of the
objects is inside a placeholder. If this happens, try reinserting the images by using the
Pictures command on the Insert tab.
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FILE HOME INSERT DESIGN TRANSITIONS

== e .
New

T~

Table Pictures Online Screenshot Photo  Shapes
Slide ~ v h Pictures v Album ~ v

Slides Taples Imaggs |

To ungroup objects:

1. Select the grouped object you want to ungroup.
2. From the Format tab, click the Group command, then select Ungroup.

VIEW FORMAT

e - = AbAn v = ]
| A TextFill~ “.1 Bring Forward ~ .I*.Ahgn fllae i @
A A -| & Text Outline~ '3 Send Backward ~ L& Group ~
il =l 4 || Intersect _
- e v '(j

A TextEffects~ Oy SelectionPane | 13 Group

WordArt Styles [ Arrangej % Regroup Size ™ Vectc

Ungroup

Break the connection between
grouped objects so that you can
move them individually again.

3. The objects will be ungrouped.
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Inserting Videos

Introduction

PowerPoint allows you to insert a video onto a slide and play it during your presentation.
This is a great way to make your presentation more engaging for your audience. You can
even edit the video within PowerPoint and customize its appearance. For example, you can
trim the video's length, add a fade in, and much more.

To insert a video from a file:

1. From the Insert tab, click the Video drop-down arrow, then select Video on My

PC.
7T My )
Equation Video Audio
symbols E‘% Online Video... i

B Video on My PC...

[

2. Locate and select the desired video file, then click Insert.

P31 Insert Video | x |
(-I *x 1 . « My Documents » Misc » Trivia Night v & Search Trivia Night o]
Organize v New folder = v [ @
A
4 Libraries
5| Documents
@' Music e
&) Pictures World's Fair
E Videos
1M Computer
i, 0S(C v
File name: | World's Fair v | | Video Files v

Tools Insert Iv! Cancel

3. The video will be added to the slide.
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To insert an online video:

Some websites—Ilike YouTube—allow you to embed videos into your slides. An
embedded video will still be hosted on its original website, meaning the video itself won't
be added to your file. Embedding can be a convenient way to reduce the file size of your
presentation, but you'll also need to be connected to the Internet for the video to play.

..... )
Equation Symbol || Videa  Audio

- -

Symbaols Ca Online Video... % 1
] Video on My BC...

21



Tikrit University / College of Dentistry
Computer Science / Second Class, Second Semester.

Microsoft office PowerPoint
Ass. Lec. Shms Aldeen Saad

Inserting Audio

Introduction

PowerPoint allows you to add audio to your presentation. For example, you could add
background music to one slide, a sound effect to another, and even record your own
narration or commentary. You can then edit the audio to customize it for your
presentation.

Previously, you also had the option to add clip art audio from Office.com, but this service
has been discontinued.

To insert audio from a file:

1. From the Insert tab, click the Audio drop-down arrow, then select Audio on My
PC.

-] 4)

Video Audio

Me 4% Online Audio...
i  Audio on My PC... Ib

Becord Audio...

2. Locate and select the desired audio file, then click Insert.
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P3 Insert Audio EX|
:(':' * T 4 e« Music v O Search AdWorks o
Organize - Mew folder == _|j 7]
” Mame Type Size
= Libraries —
— & Autumn Leaves MP3 Format Sound 1,624 KB
j Documents [/\@
-.. Music
=] Pictures
B videos
18 Computer
2 05 (Ch v
File name: | Autumn Leaves v | | Audio Files v
Tools - Insert |v Cancel

3. The audio file will be added to the slide.

Reviewing Presentations

Introduction

Before presenting your PowerPoint, you might decide to ask someone else to look over it.
The two of you might even collaborate on a presentation. If you were revising a hard copy
of a report, you might add comments in the margins or compare your rough and final
drafts side by side. You can also do these things in PowerPoint using the Comments and
Compare features

Commenting on presentations
When you are revising or collaborating on a presentation, you might want to make notes
or suggestions without actually changing anything on the slide. Using comments allows

you to take note of anything on a slide without altering the slide itself. Comments can be
added and read by the original author or any other reviewers.
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To add a comment:

1.

2.
3.

5.

Select the text or click on the area of the slide where you want the comment to
appear.

Select the Review tab, then locate the Comments group.

Click the New Comment command.

TRAMNSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

r OB [
lage Mewl} Delete Previous Mext Show Compare Accept R
Comment - Comments =

Comments

Insert Comment
Add a note about this part of the

document,

The Comments pane will appear on the right side of the window. Type your
comment.

SLIDE SHOW REVIEW VIEW Tim Dragic ~

[y s € Previous =

‘/} @ o L ‘3(-/1
—— ) | ."_j NeXt —

Show Compare Accept Reject o End
Comments v . B Reviewing Pane Raview
Compare
[+]
Comments »

[ 5 5]

4 Tim Dragic Afewsecondsago X

. Do youthink this is too long?
Should | try to ch|

how to use the internet!

Reply...

Press Enter or click anywhere on the slide to return to your presentation.
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To delete a comment:

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

TRAMNSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW

>
5 AT Y
e Mew  Delete Previous Mext Show Compare Accept F
Comment - Comments =

Comments
To delete multiple comments, click the Delete drop-down arrow and select Delete All

Comments and Ink on This Slide or Delete All Comments and Ink in This
Presentation.

TRAMNSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

Wl aF hanl

e Mew  Delete Previous Mext Show Compare Accept R
Comment = Comments =
5 Delete

2 Delete All Comments and Ink on This Slide

#5  Delete All Comments and Ink in This Presentation
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Hyperlinks

Introduction

Whenever you use the Internet, you use hyperlinks to navigate from one webpage to
another. If you want to include a web address or email address in your PowerPoint
presentation, you can choose to format it as a hyperlink so a person can easily click it. It's
also possible to link to files and other slides within a presentation. It's easy to do all of this
using two tools: hyperlinks and action buttons

About hyperlinks

Hyperlinks have two basic parts: the address of the webpage, email address, or other
location they are linking to, and the display text (which can also be a picture or shape).
For example, the address could be https://www.youtube.com, and YouTube could be the
display text. In some cases, the display text might be the same as the address. When you're
creating a hyperlink in PowerPoint, you'll be able to choose both the address and the display
text or image.

To insert a hyperlink:

1. Select the image or text you want to make a hyperlink.
2. Right-click the selected text or image, then click Hyperlink.

FREE ONLINE COMPUTER TRAINING: GREAT WEBS|
Cut

3%
MICROSOFT OFFICE CLASSES, C ., >

gi:p_‘r

»y Paste Options:

OFFLINE RESOURCES: SEE YOUR T

= 2 LA
FINANCIAL AND RETIREMENT PLA  BetfditTed
A Font..
THE MOST RECENT COPY OF OU =7 Paragraph... (
E Bullets »
;E Numbering »
}E Convert to SmartArt  »
"é\\b Hyperlink...
E}\ T-:angl:ate-
A Format Text Effects...

N,

e 2’ Format Shape... i
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3. The Insert Hyperlink dialog box will open. You can also get to this dialog box
from the Insert tab by clicking Hyperlink.

Link to: Text to display: |Free Online Computer Training || ScreenTip..

Look in: | Libraries W H . I:l
Existing File | = ca| Q)
or Web Page @ Libraries\Docurments Bookmark...

ﬁ:ﬂ:;t J}l Libraries\Music

B [ Libraries\Pictures

Place in This Li ; -
2 ibrariesi\Videos
Drocument Browsed i \

Pages
Create New Recent
Document Files

@ Address: http:/fwww.gcflearnfree. org|
E-mail
Address

4. If you selected text, the words will appear in the Text to display field at the top.

You can change this text if you want.
5. Type the address you want to link to in the Address field.
6. Click OK. The text or image you selected will now be a hyperlink to the web

address.
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Lesson 8:

» Animating Text and Objects
> Table

» Chart

» SmartArt Graphics

Animations
To animate text or objects on a slide:
1. Select the text or object you want to animate.
2. On the Animations tab, select Add Animation, and select the animation you

want from the drop-down.

To animate one line of text at a time, select one line of text, select an animation,
select the next line of text, select an animation, ...

3. For Start, select When Clicked, With Previous, or After Previous.

Animating Text and Objects

Introduction

In PowerPoint, you can animate text and objects such as clip art, shapes, and pictures.
Animation—or movement—on the slide can be used to draw the audience’s attention to
specific content or to make the slide easier to read.

The four types of animations

There are several animation effects you can choose from, and they are organized into four
types:

e Entrance: These control how the object enters the slide. For example, with the
Bounce animation the object will "fall" onto the slide and then bounce several
times.
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Entrance
x 1y 11 hot
Appear Fade Fly In Float In Split Wipe

o Emphasis: These animations occur while the object is on the slide, often triggered
by a mouse click. For example, you can set an object to spin when you click the

mouse.

Emphasis

Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate

o Exit: These control how the object exits the slide. For example, with the Fade

animation the object will simply fade away.

Excit

k Vg Yy )L ¢ :

Disappear Fade Fly Out Float Qut Split Wipe

o Motion Paths: These are similar to Emphasis effects, except the object moves

within the slide along a predetermined path, like a circle.

Motion Paths

» N T aTa =
. | | . =
", # - F

B Y
Lines Arcs Turns Shapes Loops Custom Path

To apply an animation to an object:

1. Select the object you want to animate.

2. On the Animations tab, click the More drop-down arrow in the Animation group.
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FILE HOME

REVIEW VIEW

“E’* ."‘1 Animatio

INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW

*: ' » 11

Preview None Appear Fade Fly In Float In prect Add . ‘ .
v tions ©~  Animation ~ bl
Preview Animation Advanced Animatic
More
Pick an animation to apply to
objects selected on this slide. To

add multiple animations to the
same object, click Add Animation.

| -

3. A drop-down menu of animation effects will appear. Select the desired effect.

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW
* None
»)
Preview
. None
Preview
I Entrance
ﬁ : 1y N W W
Appear Fade Fly In Float In Split Wipe
Fly In
G ) i
‘ i 2 :‘ﬁ?" S
2 )= ¢ w = # 22 C ) ¢
ol Shape Wheel Random Bars Grow & Turn Zoom Swivel
X
Bounce
3
e Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate

4. The effect will apply to the object. The object will have a small number next to it
to show that it has an animation. In the Slide pane, a star symbol also will appear

next to the slide.
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At the bottom of the menu, you can access even more effects.

Exit
4 ¥ i
3 G ¢ w
Disappear Fade Fly Out Float Cut Split
' 2 .
- *
Wipe Shape Wheel Random Bars  Shrink & Tu...
E T 13 '
g % ¥
Zoom Swivel Bounce -

# More Entrance Effects...
More Emphasis Effects..,
+ More Exit Effects...

w7 More Motion Paths...

Effect options

Some effects will have options you can change. For example, with the Fly In effect you
can control which direction the object comes from. These options can be accessed from
the Effect Options command in the Animation group.
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ANIMATIONS SLIDE SHOW REVIEW VIEW

4\ * 2 Animatic

b Trigger ~
Float In = EHCCF Add 9
Options» Animation ~ Imat
Direction inimati

¢ From Bottom
z From Bottom-Left
9 From Left

N From Top-Left
U MIGHT J

From Top

To remove an animation

1. Select the small number located next to the animated object.

what pop

i
S

2. Press the Delete key. The animation will be deleted.

Working with animations

To add multiple animations to an object:
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If you select a new animation from the the menu in the Animation group, it will replace
the object's current animation. However, you'll sometimes want to place more than one
animation on an object, like an Entrance and an Exit effect. To do this, you'll need to use
the Add Animation command, which will allow you to keep your current animations while
adding new ones.

1. Select an object.

2. Click the Animations tab.

3. In the Advanced Animation group, click the Add Animation command to view
the available animations.

4. Select the desired animation effect.

ANIMATIONS SLIDE SHOW REVIEW VIEW

¢ . % Animation Pane P Start: |On Click ~ | Reorder Anim

W v Trigger v @® Duration: |00.50

Float In Effect Add )
Options ~ Animation v D Delay: 00.00

5

Bz’

Y o

i

2P~ ‘;’\A{}\” | 2 v
Zoom Swivel Bounce
Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink
Desaturate Darken Lighten Transparency Object Color
\
U MIGHT RECCJ ¢ ¢ k
Compleme...  Line Color Fill Color

5. If the object has more than one effect, it will have a different number for each
effect. The numbers indicate the order in which the effects will occur.
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Tables
Introduction

Tables are another tool you can use to display information in PowerPoint. A table is a grid
of cells arranged in rows and columns. Tables are useful for various tasks, such as
presenting text information and numerical data. You can even customize tables to fit your
presentation.

Toinsert a table:

1. From the Insert tab, click the Table command.
2. A drop-down menu containing a grid of squares will appear. Hover the mouse over
the grid to select the number of columns and rows in the table.

FILE HOME IMSERT DESIGM
= B Ld ke a.

Mew Table  Pictures Online Screenshot

Slide - - Pictures -

Slides 6x5 Table

|
.
|
.
OO
I
I
|

B Insert Table...
™ Draw Table

E[';] Excel Spreadsheet

3. Click the slide where you want to place the table. The table will appear.
4. Click anywhere in the table, and begin typing to add text.
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You can also insert a table by clicking the Insert Table command in a placeholder.

=]

To add a row or column:

1. Click a cell adjacent to the location where you want to add a row or column.

Classicd | $18,580.00  $69,225.00

Mystery $78,970.00 $82,262.00
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2. Click the Layout tab on the right side of the Ribbon.

TABLE TOOLS

REVIEW VIEW DESIGM LAYOUT

A" m

Text Cell
Direction ~ Margins -

EE Distribute Rows

Il

EH Distribute Columns E[ E[
Size Alignment
3. Locate the Rows & Columns group. If you want to insert a new row, select either

Insert Above or Insert Below. If you want to insert a new column, select either
Insert Left or Insert Right.

E R HREE EE

Select  View Delete  Insert Insert Insert Insert Split
= (Gridlines v Above Below Left Right Cells
Table Rows & Columns herge

4. The new row or column will appear.

Claossics $18,580.00 $69.225.00 $16,326.00 $10,017.00 $26,134.00

Mystery $78.970.00 $82.252.00 £48,640.00 $49,985.00 $73,428.00

Romance $94,234.00 3131,3%0.00 579,022.00 571,00%.00 $81,474.00

Sci-h &
Fanfasy $16.730.00 $19,730.00 $12,102.00 $11,355.00 $17.686.00

Young Adult $35.358.00 $42,685.00 520,893.00 314,045.00 $21,388.00
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To delete a row or column:

1. Select the desired row or column by clicking any cell in that row or column, then
select the Layout tab.

2. In the Rows & Columns group, click the Delete command, then select Delete
Rows or Delete Columns from the menu that appears.

Ny = R

Select  Wiew Delete  Insert Insert Insert Insert
= Gridlines i Above Below Left  Right

Table 'I'KJ Delete Columns ns

2% Delete Rows I}
[?.; Delete Table
3. The selected row or column will be deleted.
To delete a table:

o Select the table you want to delete, then press the Backspace or Delete key on your
keyboard.

You can also access the Insert and Delete commands by right-clicking a table.

Century Gothic (|16 - A" o7 & mv |__}le

~f Insert Delete

£16,326.00

Mystery 82,262.00 $48,640.00
r Paste Options:
s ol
Romance O 131,390.00  $79,022.00
sciFa A Font

Fantasy — Bullets Fo19,730.00 $12,10%.00
Mumbering 3
2y Hyperlink... 42,685.00 $20.893.00

Synonyms b
@y Translate
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Customizing tables
To apply a table style:
1. Select any cell in your table, then click the Design tab on the right side of the
Ribbon.

2. Locate the Table Styles group, then click the More drop-down arrow to see
available table styles.

DESIGN TRAMSITIOMS AMIMATIONS SLIDE SHOW REVIEW VIEW DESIGM LAYOUT

Er—— — . R Asdh- | —— -
====o === | Z===53) EE==5 EEEss . @ A e .
_______________ '_____ '_____ HYHT . _—
_______________ ] 0 [= Chuick
TI/\X,G T Styles- A~ L# pen Color~
Table Styles Wordart Sty.. Draw Bo

3. Select the desired style.

Best Match for Document

Light

= _____ B==== e e e e
= === [=I=]=T=I=] [=I=]=]=I=1 I=1= |___ __|___ —[=[=]=]— [ p— — p— p—
Medium

| ——— — | - — — - |
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Charts

Introduction

A chart is a tool you can use to communicate data graphically. Including a chart in a
presentation allows your audience to see the meaning behind the numbers, which makes
it easy to visualize comparisons and trends.

Types of charts

PowerPoint has many different types of charts, allowing you to choose the one that best

fits your data. In order to use charts effectively, you'll need to understand how different
charts are used.

‘| S e
" - ——
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Microsoft Office PowerPoint
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Inserting charts

PowerPoint uses a spreadsheet as a placeholder for entering chart data, much like Excel.

To insert a chart:

1. Select the Insert tab, then click the Chart command in the Illustrations group.

HOME IMSERT DESIGN TRAMEITIONS ANMIMATIONS SLIDE

EEE

Tahle

-

Tables

El &+ = @:‘]Ellbt’

Pictures Online Screenshot Photo Shapes SmartArt Chart Apps for
Pictures - Album - M Office -

Images lllustrations Apps

2. A dialog box will appear. Select a category from the left pane, and review the
charts that appear in the right pane.
3. Select the desired chart, then click OK.

All Charts

"

(ad
.3
®
£
e
2
>k,
i}

:::rc'::ltates ‘/\/ \/\/[} \/\/ l/\f llf‘-” V\./ )Lg:;_

Column Stacked Line

Stacked Line

Line
Pie
Bar ,
fres | " Selectacategoryand
XY (Scatter) -————— thenselectachart
Stock :

Surface

Radar

Combo

4. A chart and a spreadsheet will appear. The data that appears in the spreadsheet is
placeholder source data you will replace with your own information. The source
data is used to create the chart.
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Chart Title

Chart in Microsoft PowerPoint

- 2 = , E F
1 l Series1 |Series2  Series3
4 |Category 1 4.3 2.4 2 The source data will
1 |category 2 2.5 a4 2 appear in the chart
4 |Category 3 3.5 1.8 3
1 |category 4 4.5 2.8 gl \
o~

The placeholder
source data

5. Enter data into the worksheet.

[l | Chart in Microsoft PowerPoint x
A B C D E F G H =

1 Seriesl Series2  Series3

2 |January 4.3 24 2

3 |Februa 2.5 4.4 2

4 | March | 3.5 1.8 3

5 |Category4 4.5 2.8 3

&

7 -

[l 3

6. If necessary, click and drag the lower-right corner of the blue line to increase or
decrease the data range for rows and columns. Only the data enclosed by the blue
lines will appear in the chart.

[ ] - E[';] Chart in Microsoft PowerPaint x
# B C D E F G H | -

& [uly $20,000

% |August 518,000

10 |September| 518,000

11 |October 516,000

12 |November |  $18,000

13 |December $23,000)

14 -
4 [

7. When you're done, click the X to close the spreadsheet.
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8. The chart will be completed.

$25,000
$20,000
$15,000
$10,000

$5,000

$0

You can edit the chart data at any time by selecting your chart and clicking the Edit Data
command on the Design tab.

VIEW DESIGM FORMAT

- _ — Select  Edit
: Data Data-
Data

You can also click the Insert Chart command in a placeholder to insert a new chart.

17
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[y

Insert Chart 38

SmartArt Graphics

Introduction
SmartArt allows you to communicate information with graphics instead of just using text.
There are a variety of styles to choose from, which you can use to illustrate many different
types of ideas

To insert a SmartArt graphic:

1. Select the slide where you want the SmartArt graphic to appear.
2. From the Insert tab, select the SmartArt command in the Illustrations group.

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS

= B d kd ar B Y BN

Mew  Table Pictures Online Screenshot Photo  Shapes SmartArt Chart
Shide - - Pictures - Album - -

Slides Tables Images lustrations

3. Adialog box will appear. Select a category on the left, choose the desired SmartArt
graphic, and click OK.

18



Tikrit University / College of Dentistry
Computer Science / Second Class, Second Semester.

Microsoft Office PowerPoint
Ass. Lec. Shms Aldeen Saad

All =

List T B

Process

Cycle I _ ‘ I _ ‘

Hierarchy — : \

Relationship ] | |

Matrie I B ‘ I B ‘ I B ‘
i _

Pyrarmid

Hierarchy

Picture Use to show hierarchical relationships

progressing from top to bottom,

@E P pE P § e

Office.com

Choose a category and
then select a graphic

4. The SmartArt graphic will appear on the current slide.

[Text] [Text]
| l l_|_
[Text] } l [Text] } l [Text]

You can also click the Insert a SmartArt Graphic command in a placeholder to add
SmartArt.




Tikrit University / College of Dentistry
Computer Science / Second Class, Second Semester.

Microsoft Office PowerPoint
Ass. Lec. Shms Aldeen Saad

S

Insert a Smarthrt Graphic

- GREAT
MICROSOFT OFFICE CLA{U“”‘ eamtee o/ TER B,

http:/www.gcflearnfree.org/

OFFLINE RESOURCES: SEE YOUR MANAGER
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Picture Format Tab

Introduction
- g Glow

el Soft Edges

ugl Bevel

- 3-D Rotation

her
for

Once you have added pictures to your documents, you can format them in various ways. The picture tools in
MS-Word make it easy to incorporate images into your documents and modify these images in interesting
ways.

In this lesson, you will learn how to change the picture style and shape, add
a border, crop, and compress pictures, and add artistic effects.

Basic image formatting

Have you inserted a picture into your document that you want to trim or make appear smaller on the page? Perhaps
you'd like to add an artistic effect or a border to the image to make it stand out. You can use Word's picture tools
to help you modify the picture style and shape, add a border, crop, add artistic effects, and even
compress pictures.

To crop an image:
1. Select an image. The Format tab will appear.
2. Select the Format tab.
3. Click the Crop command. Black cropping handles appear.
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single-handedly responsible for organi
the corporate spelling bee and
Mathematics Quiz Bowl, which challes
local companies to complete against
Cityville High students in two fundrai
events. Additionally, she served as Ma
artment head for the last three yea
ou to Ms. Jenkins for her

Drag black handles
to crop image

4. Click and drag a handle to crop an image.

5. Click the Crop command to deselect the crop tool.

Corner handles will allow you to simultaneously crop the image horizontally and vertically.

To crop an image to a shape:

1. Select the image. The Format tab will appear.
2. Select the Format tab.

3. Click the Crop drop-down arrow (below the Crop command). A drop-down menu will
appear.

- & |T‘L\'[ Ly Bring Forward = |&~

. | P**} Drop-down arrow}—;.
|

1k

Crop

| Rectangles [a]

N
¥
| =0 FDC}DDDDD
o
() /| Rounded Rectangle ™ (7 (&) (o) (i2) % )
CooOr Lrsooan |F

4. Select a shape from the drop-down menu.

Crop to Shape F
Aspect Ratio 4

Fill

5. The image will take the shape you have selected.
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Mary Jenkins Named Teacher of the Year

We are pleased to announce that organizing the corporate spelling bee

the 2010 Cityville High teacher of and Mathematics Quiz Bowl, which
the year is Ms. Mary Jenkins. Ms. challenges local companies to
Jenkins hasworked as a high complete against Cityville High
school math teacher for 16 years students in two fundraising events.
and has been with Cityville High Additionally, she served as Math

for 12 years. In that time she has
shown immense dedication to her
students and the school. She is
single-handedly responsible for

Department head for the last three
years. Thank you to Ms. Jenkins for
her dedication and congratulations for
an award well earned!

You may want to crop the image to the desired size before cropping it to a shape.

To add a border to a picture:
1. Select the picture.
2. Select the Format tab.

3. Click the Picture Border command. A drop-down menu will appear.

S —
J Format |

- [E|Ficture Border '] lTEl
sl - | Theme Colors
= EEEEENERE

m o=

VL T

Standard Colors
Newsmm MEEEEN
' Recent Colors

HNE
[ ] Nooutiine

Mare Cutline Colars..,

-

A == Dashes » Il

4. From the drop-down menu, you can select a color, weight (thickness), and whether the
line is dashed.
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Image adjustments

To make image corrections:
1. Select the image. The Format tab will appear.

2. Click the Format tab.

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

Home Insert Page Layout References Mailings Review View Format

—

lu Colchtions'I ]1 — 1 1 .

Shafpen and Soften

Brightness and Contrast

% Picture Corrections Options...

— L& Picture B¢

d v ) Picture Ef

> % Picture La

L

Ry

Name Teac!

PTA Bake Sale

The Parent Teacher Associat
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Lec TW%ﬁpe‘ﬁ&%ﬁen the image, hover over the Sharpen and Soften presets. You'll see a
live preview of the preset in the document.

When you've found a preset you like, click it to select it.
Click the Corrections command again.

Hover over the Brightness and Contrast presets to see a live preview.

L N o O

When you've found one you like, click it to select it.

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

To adjust the color in an image:
1. Select the image. The Format tab will appear.
2. Click the Format tab.

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

Home Insert Page Layout References Mailings Review View l Format |

i Corrections ~ ji

LZ Picture B

T — L — [ — - 23 o TV e p— =
8 Cojor ~ L] il | | sugl - < Picture Bt
ColorLgturation % Picture Lz

Color Tone

W

£ - ]

32 More Variations > Dale

& SetTransparent Color er Associal

% Picture Color Options... ry 16th fro
. e ——e—l b s
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Lec. T"ﬁ.' L%@r’nﬁfeﬁ%ﬁf%wn menu, you can choose a preset from each of the following three
categories:

o Color Saturation: This controls how vivid the colors are in the image.

o Color Tone: This controls the temperature of the color, from
cool to warm.

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

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

Acrtistic effects and styles

To apply an artistic effect:
1. Select the picture. The Format tab will appear.
2. Click the Format tab.

3. Click the Artistic Effects command. A drop-down menu will appear.

% Corrections ~ 14 & Picture Border ~

(| (s ]| ] 5 ETR e
% Color ~ % ‘ | dl :d ; ‘ d + ) Picture Effects ~
] Artistic Effects ~| g ~ + | BB picture Layout ~

cture Styles

B =205 voa [oa v
'

oo |
-

5. When you've found a preset you like, click it to select it.
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Lec. T"‘G.' L"Igoédﬁrsﬁmgttings for the effect, click Artistic Effects again, then select Artistic
Effect Options.

Many clip art images do not allow you apply artistic effects. Generally speaking, the ones that look hand-drawn
or painted do not work, while photographs do.

To apply a picture style:
1. Select the picture. The Format tab will appear.
2. Select the Format tab.

3. Click the More drop-down arrow to display all of the picture styles.

4. Hover
iyout References Mailings Review View | Format | over a
icture

= pi - p
'.F‘-'l‘ r‘.--‘ [r : e B TF'ICtUFEBUrder 7| H'i style to

d * | i Picture Effects ~ :

el el —=ul - M position wray JISPIRY @
i %PlctureLayout* - Text - live
Picture Styles F preview
EI|I I|I|I I|I]|.I|I I|I|I 'I'Il"'l"'l"l'r“; More Of the
! style in
Choose an overall visual style for the
e i document

5. Select the desired style.

6. To refine the picture style, click the Picture Effects command to see the Effects drop-
down menu. You may remember that the Effects menu was covered in our Working with
Shapes lesson, which you can review for more information.


https://edu.gcfglobal.org/en/word2010/working-with-shapes/1/
https://edu.gcfglobal.org/en/word2010/working-with-shapes/1/
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Removing the background from an image

Removing the background from an image can give your images a cleaner appearance. If you're printing your
document, it can also save ink.

About Background Removal

With Background Removal, Word uses special algorithms to determine which parts of the image are the
background and then removes these areas from the image.
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To remove the background from an image:

1. Click the image. The Format tab will appear.
2. Click the Format tab.

3. Click the Remove Background command.
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i ¥ Corrections = :ﬁ:
g Color ~ By
BaFéE;nr?uend Artistic Effects = ¥ ~
Adjust
| remove Backgrouna [
Automatically remove unwanted o

portions of the picture,

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

9 Press F1 for more help.

4. Word will try to guess which part of the image is the background, and it will mark the area
with a magenta fill. It will also place a box around the image with selection handles.

5. Drag the selection handles until all of the foreground is inside the box. After you do this,
Word may readjust the background.

6. At this point, you may need to help Word decide which parts of the image are
foreground and which parts are background. You can do this by using the Mark Areas
to Keep and Mark Areas to Remove commands.

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

o If part of the background has not been marked with magenta, click Mark
Areas to Remove and draw a line in that region of the image.

10
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Discard All  Keep
Changes Changes

Close ‘

Click and drag to mark
areas of the image

8. When you're satisfied with the image, click Keep Changes. All of the magenta areas will
be removed from the image.
11
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9. You can adjust the image at any time by clicking the Remove Background command
again.

As with artistic effects, Background Removal will not work with some clip art images.

Challenge!
Create a new document.

Insert an image from a file.

Resize the image.

Crop the image.

Remove the background from the image.

Experiment with different image corrections and color settings.
Add an artistic effect to the image.

Compress the image.

© © N o g &> w dh

Save the document.

12
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Insert comment: (Add a note about this part of the document).

1. Select the text you want to comment on.
2. Onthe Insert tab, click New Comment.

ing-edge smart TVs, 3D

kages. Renewal of the

vailable exclusively at Paul C

Ipport 'IlEl'lEﬁtEii Can we list a few examples?

=

You can insert a comment by click on the text right-click and choose comment or remove the comment if you
want to remove it.

Right Click:

Aharoni ~ 16 S ATAE A BT
B I U &£+ A ~i= v i= + stles
Riaht click

=n
L0 Paste Options:

o

[
L
Font...

Paragraph...

4 >

Search "Right”
Synonyms >
Rewrite Suggestions

Translate

Link >

U6 B«

New Comment

13
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Tables options (right-click on table or layout tab):

file  Home Inset Draw Design Llayout References Mailings Review View Developer Help Table Design Layout 4 Share
A0 | R i @ oo | b, e FIEE A2 A ﬁ ’ﬂ /
/ | 3 o1 * | | =

% @ ?ﬁ EZ_‘I [d gl Ej El:g (E'L-ﬁ BE [ T B;] EI ‘]]Hﬂghl. 018 . U1 Distribute Rows EE :: @ Zl G . X

Select View Properties  Draw Eraser | Delete | Insert Insert Insert Insert Split  Split | AutoFit Flwidtr: 216 ~ | H Distribute Columns Test  Cell Sot  Repeat Comvert Formula

v Gridlines Table v | Above Below Left Right Cells Table TR b g v Jf WS ; EBBDnealon Margins Header Rows to Text
Table Draw Rows & Columns N Merge Cell Size s Alignmert Data
L . A3 e 8 5ot on 6o M

Caliori (Body) /11 v A" A" & E:Ev Bn(v
I BIZ/ A 0.

A4y insert Delete

1l

4 o
@ copy
BB paste Options:

Insert >

ﬁ:,’ Delete Table

D} Distribute Rows Eveply

H Distribute Columns Evenly
Border Styles )
Autofit ?

,I Text Direction..

i E; Insert Caption..

) E Table Properties..

i3 New Comment
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In Insert Tab

Insert Draw Design Llayout References Mailings Review View Developer Help QuillBot | 2 Comments | AR

&

Table

Tables

@ r(') Shapes ¥ I3 SmartArt @ H-ﬁ Get Add-ins W Eé @ Lk v 4 ﬁy—j D Header 5 v @ < T Eqation v

! l‘g Icons [i]] Chart o : D Bookmark Footer v o 4 v @ Q Symbol ¥
Pictures Reuse (9 My Add-ins v Wikipedia ~ Online Comment Text 9
é () 3DModels v 5 Screensrgtv Files Videos [ Cross-reference [ Page Number+@ ~ Box~ g -
7

llustrations Reuse Files Ad-ins Media Links Comments Header & Footer Text Symbols

1- Insert Table.
2-  Insert Pictures

3-  Insert a screenshot or screen clipping.

Without leaving the app that you are working in; you can add a snapshot of the screen to your Office file to
enhance readability or capture information. This feature is available in Excel, Outlook, PowerPoint, and
Word.

4-  Create or edit a hyperlink: The fastest way to create a basic hyperlink in a Microsoft 365 document is to
press ENTER or the SPACEBAR after you type the address of an existing webpage, such as
http://www.contoso.com. Microsoft 365 automatically converts the address into a link.In addition to
webpages, you can create links to existing or new files on your computer, to email addresses, and to specific
locations in a document. You can also edit the address, display text, and font style or color of a hyperlink.

5-  Insert a header and footer:
Choose the header/footer style you want to use. To create your own, choose Blank and then edit it.
Select Edit Header/ footer to open the foot on the page you've selected. If you haven't selected a page, it'll
open the first header. Choose Remove Header/ footer to delete all headers/ footers.

6- Insert or remove page numbers

6-  Add text box.

8- Write an equation or formula

9- Add symbols that are not on your keyboard.

15
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In Design Tab

Design Layout References Mailings Review View Developer Help

Title Tltle TITLE Title Title Title
g

s 1

[ —— ) HEADING 1 e et

Headrg 1 exing 1
B e d

F e —

QuillBot

TITLE e Title Title

s 1
ot e i g §

Heading 1

1-Add ghost text
2-Change the color of the page

3-Add or change the borders on the page.

it oo terenben .
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Lecture 10 contain:
» Insert Objects in MS-Word 2010 ( Insert Tab)

1.45 Insert Tab

This tab has a lot of useful features that will let you insert various types of objects, including pages,
tables, illustrations, links, headers & footers, text, and symbols.

@I H 90U~ Documentl - Microsoft Ward (= E1 4

Home Insert Page Layout References Mailings Review WView & @

— ] o B = , g 5,
b = | SmartArt [ |=| Header ~ || Quick Parts ~ @& ~
B B | (al j Bl |_T'}. ‘J B 9, _l A —I Q & 2
= il Chart _ |5l Footer - ' dlwordart - [}
Pages Table | Pidure Clip Shapes .. Links et o Symbols
v - Art +  [og+ Screenshot - v [#] Page Number v | pox- 2= DropCap~ bgd~ -
Tables [llustrations Header & Footer Text

It’s including seven groups:

1) pages

2) tables

3) illustrations

4) links

5) headers & footers
6) text

7) symbols

6) Text

This group contain option below:
- text box
- Quick Parts
- WordArt
- Drop Cap
- Signature Line
- Date & Time
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- Object

| A A 2 Signature Line ¥
B Date & Time
Text  Quick WordArt Drop g
Boxv Partsv v Cap~ "9 Object ~
Text

- Text box
There are two ways you can insert a text into a Word document

First method:

From the Ribbon, under the tab Insert, within the group Illustrations, click Shapes. From the gallery of Shapes,
under Basic Shapes, we already explain in previous lecture.

Second method:

From the Ribbon, under the tab Insert, within the group Text, click the Text Box icon. You can view a gallery
of built-in text boxes in a drop-down list.

- Click to insert one of these into your document. Depending on the Text Wrapping property of the
selected text box, it may sit on top of text, behind the text, in line with text, surrounded by text, etc.
@ & .. o — e — : : - wordknowhow.docx - Microsoft Word

= [ = | B8

A A= giouns T <2

Cover Blank Page Table || Picture Cllp Shapes yperti xt | Quick WordArt Drop - || Equation symbol
Page~ Page Break ~ Art ~ umber xx_| Parts ~ - Cap ~ "#d Object ~ = - |
Pages vabres ] | Iiustrations tinks Header & Footer o >3
13 O S = o
0 e - T e E = =
—— ;
Simple Text Box Alphabet Quote Alphabet Sidebar
Learn-all-about the-text-boxes (Word-2007)
There: are- two-ways-you-can-insert-a-text-into-Word-documen e
Annual Quote Annual Sidebar Austers Quote
ew-text-box.-fromthe bottom-ofthe drop-down |sel¢ -
poumer changes-to-a plus-symbol-and-you-can draw- a text-box T
bl
I § . .
Fromthe-Ribbon. -under the tab-Insert - within-the group-lilustratio
shapes,-under Basic-Shapes,. click-the -Rectangle shape. - The - m,
and-you-can-draw- a rectangular- shape-in-yourdocument V\’hal'E
cannotto-enter text-readily_-Right-click-the-shape-and-from-the-rig
shapetransformsto atextbox

EEEE]
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WordArt

WordArt is a quick way to make text view with special effects.

Insert tan

Click Insert tab within the group Text, click WordArt, and pick the WordArt style you want.

WordA"t Button

(] e o - o =

FED LEvRe NS L LD, LPiR el b DO e oL

Documentl - Microsoft Word

Lo 5 et
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Pages Tabile Phcture Clip Shapes Linmks Toon Symbols
| = an S| - =- - |-
Tabiles Hlustrstions A LAY A |

L Ll Onesr e

2\ -
A : -
| look of your document. You can use thes 'ﬁ:} A ‘ooters, lists, o
cover pages, and other document buildis = S charts, or
diagrams, they also coordinate with youw A A g A
‘, AN A
) 1l
t A A A AA
L A A A
| You cap easily change the formatting of ' choosing a [=]
look fof the selected text from the Quick F . A A can also format
— = -
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Location to insert WordArt

|
WordaArt Gallery
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Enter your own text to replace the placeholder text.
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o

The placeholder text "Your text here” appears, with the text highlighted.
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- Drop Cap
A drop cap (dropped capital) is a large capital letter used as a decorative element at the beginning of a

paragraph or section. The size of a drop cap is usually two or more lines. Use drop caps to give your Word
document a dramatic and polished look.

orem ipsum dolor sit amet, at mea vidisse philosophia. Mel latine patrioque id, accusam
complectitur an per. Ne autem percipit recusabo nec. Utamur vulputate usu eu. Mei blandit
electram et. Postea laoreet vix ai.

1. Select the first character of a paragraph.

rem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut [abore
et dolore magna aligua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut
aliquip ex ea commodo consequat.

2. Onthe INSERT tab, in the Text group, select Drop Cap.

—_— B - -

A ‘ 4 A | Signature Line ~
_ ff Date & Time

Text Quick WordArt} Drop | __

Box~ Pats~ - |Cap~|LObject ~

ext

ex

3. Select the drop cap option you want.

A [# Signature Line -

- E:E-..DEtEB-'_TirTIE
: Drop
Cap~ [ Object ~

Mone
A Dropped

A In margin

A= Drop Cap Options...
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Remove a drop cap

1. Highlight the large drop cap letter.
2. Onthe INSERT tab, in the Text group, click Drop Cap then choose None.

A [# Signature Line -

Date & Time

: Drop
e M Object -
Mone
A Dropped

A In margin

A Drop Cap Options...

- Signature Line
Use the Signature Line command to insert a signature line with an X by it to show where to sign a document.

1. Click where you want the line.
2. Onthe INSERT tab, in the Text group, select Signature Line.

A |;| 4 ||}‘Signature Line *I

E:'_L';.Date & Time

Text  Quick WordArt Drop _
Box~ Pars~ - Cap ] Object -

Text

3. Click Microsoft Office Signature Line.
4. Inthe Signature Setup box, you can type a name in the Suggested signerbox. You can also add a title
in the Suggested signer’s title box.
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Signature Setup ? X

Suggested signer (for example, John Doej:

Suggested signer's title (for example, Manager):
Suggested signer's e-mail address:

Instructions to the signer:

|Before signing this document, verify that the content
\you are si_gning is cqrrect.

[:] Allow the signer to add comments in the Sign dialog
Show sign date in signature line

5. Click OK. The signature line appears in your document.

X

Kim Abercrombie
Manager

- Date & Time

If you don't need the date to update automatically, you can insert the current date as text.

1. Onthe Insert tab, in the Text group, click Date & Time.

Q Signature Line ~
E;'g, Date & Time
Drop .
Can I:E Object ~

Text

2. Inthe Date and time dialog box, select the format you want and click OK.
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Date and Time ? x

Available formats: Language:

3/20/2017 English (United States)

Monday, March 20, 2017
3/20/17 Le

2017-03-20
20-Mar-17

3.20.2017

Mar. 20, 17

20 March 2017
March 17

Mar-17

3/20/2017 1:04 PM
3/20/2017 1:04:33 PM

<]

1:04 PM
1:04:33 PM
13:04
13:04:33
[] update automatically
Set As Default I OK I Cancel

The date is inserted as text.

If you'd like the date to be updated every time someone opens the document, you can insert the date as a field.

1. Select the Update automatically check box.

Date and Time ? x

Available formats: Language:
3/20/2017

Monday, March 20, 2017
3/20/17 Lo

2017-03-20
20-Mar-17

3.20.2017

Mar. 20, 17

20 March 2017
March 17

Mar-17

3/20/2017 1:04 PM
3/20/2017 1:04:33 PM

English (United States) N |

1:04 PM
1:04:33 PM
13:04
13:04:33
igpdate automatically§
Set As Default I OK | Cancel

The date is inserted as a field and will update automatically.
7
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Edit or update a date field

If you selected Update automatically when inserting the date, you'll see a faint gray box when you rest your
mouse pointer over the date. This means you've inserted a field that you can change or update.

3/20/2017

« To edit the date, click the gray box, type a new date, and then click outside the box.
o To change the date back to the current date, click the date field and click Update.

: [ 9 Update

7) symbols

This group help user to insert different symbol and mathematical equations that usually not found in your
keyboard.

- Goon insert tab, bring your cursor at the (a) Equation & (b) Symbols. Click one of these two options
based on your requirement.

Insert tab
Symbol button

W - s N Documentl - Microsoft Word | o . |

Fale ricme inten Page Layout References Madings Review View Agdlns v = 0

2 ===z Elm x_]}/ T smartan o 1 #eacer - A l S QuickPasts = @&~ T Equation -

- 1 | ase Hi b | = .

Ea| |m A #l Chant 4 Footer - Al worcan - = £2 Symbdoi -

Pages Tadbie Picture Chip Shapes - Lanks Text

- - An - @s* Saeenshot ~ - =] Page Number - Box ~ 54 -

Diustrations HMeader EcFoolter L 4

:};Eﬁlffi':_ﬂi\ (R ORI NN SN MR SO N SR IR 2R K B SN (XM ¥ MR & SN & SN ICICP. 0 | 0008 © S 5 + £ | ‘\_;!-‘

On the Insert tab, the galieries include items that are designed to coordinate with the overall
jook of your document. You can use these galieries to insert tables, headers, footers, lists,
1° coverpages,and other document budding blocdks. When you create pictures, charts, or

- diagrams, they also coordinate with your current document look. =

You can easily change the formatting of selected text in the document text by choosinga

| look forthe selected text from the Quick Styles gallery on the Home tab. You can also format
1<} textdirectly by using the other controls on the Home tab. Most controls offera choice of

‘ h = , using the look from the current theme or using a format that you specify directly.

f To change the overalllook of yourdocument, choose new Theme elements on the Page
Layout tab. To change the looks available in the Quick Style gallery, use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset

-
commands so that you can ahways restore the ook of your document to the original -
contained in your current template. ©

{ *
« = . = > !
| Page 20t Words:185 | 5 English fU.S) Inseet | {EEOS 2 | 100% (- . )
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- When you choose Symbol button, a small list of symbols box will appear as shown below.

Inser tab Symbol button

Symbol box

(Wi d @ - &5 Documentl - Microsoft Wo ¥ SH )
n Home Insent Fage Layout Reterences Madlings Review y & 0
o 3 5 B8 @R (& Fvee- [AF) @oufenac B T casmon
! Al chant o Footer = Awopaart- F 2 symvor -
Pages Table Fiture Clip Shapes Unks Text
- - Art - 4% Screenshot ~ - ;] Page Number Box~+ = € £ ¥ © @
Tables Mustratrons Header & Footer
O [ [ ' - (I XD . .« 8 TN 2+ 0 o g
@1'4“ E Tk iz ES ( X2 U ] 2 S 324 =3 R ™ + 7 < >
r s On the Inserttab, the galleries inciude items that are designed to coordinate with " % > - a
- look of your document. You can use these galleries to insert tables, headers, footu
cover pages, and other document buliding blocks. Whenyoucreate pictures,char, [yt Q 3

diagrams, they also coordinate with your current document look.
£2 More %mbols...

You can easdly change the formatting of selected text in the documenttextby cho g
iook for the selected text from the Quick Styles gallery onthe Home tab. You can also format
text directly by using the other controis on the Home tab. Most controls offer a choice of
using the look from the current theme or using a format that you specify directly.

To change the overalllook of your document, choose new Theme elements on the Page
Layout tab. To change the looks available in the Quick Style galiery, use the Change Current
Quick Style Set command. Both the Themes galiery and the Quick Styles gallery provide reset
< commands 5o that you can always restore the look of your document to the original
contained in your current template.

4 1 a 2
(LPpm ot | wesow 383 |5 __Enotih 0353, | eest | liéima:-ém\—) 9]

More Symbols option

- If you do not find the symbol that you need in this small box, then you can click on the More Symbols
option to have a wide range of symbols as shown below in the Symbol dialog box.

,7'= El w) e MiT — - "Documentl - Microsoft Word =

Home insert Page Layout References Mailings Rewview View Ada-Ins

. T Em I smarntan ] veacer - [A ] &l Quick Parts - |85 ~
= : =S L‘* . Charnt * i Footer - : ~ _ll woraare ~ {
= T‘?k whey Symbol - - o : — - - -2
Tables { > -
= ey £ = taen-is =
= n the Inse =2 E A B =3 I i Tl ez lae =l = 1 % BB
) ___ look of your| B S0 I - 3 e|»|%|%|%|é|A ¥
cl coverpamgestl || A|A|A|AlAl&|c|E[E|E|E[V]T]T]T]®
= diagrams, t = < = —~ == = =
3 . " N|o|o|o|d|ox|a|ulu|o|U]Y|p|[R]|a
- You can easl | - ~ ~ o= < - -~ = ~ P -~ -
T lookforthell | L2 18 |8 ]| & alae|lc|e|&|é&|&é|i|i|T|[T|S _
- textdirect | Becen®yused symbola:
| el STl ¥ [0 = [ [ =[=[=[+[x[=[ulals
2 To d‘3"3: : Plus-Mnus Son Character code: 0081 from: Unicode (hex) |~
= Layout tal =
5 el | [[astocomect... | | Shortcutiey... | shortastimy: aAta0177
- commands N [ et ] [ Conent |
= contained in <2
: ] = >
| Page:1 of1 | Words 185 | o35 English u.S) | Insert | |[EBiom 5 & 100% (—-
Symbol dialog box

- You can select the symbol by clicking on Insert button to insert the symbol which you want to select.
9
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- When you choose Equation button, a small list of symbols box will appear as shown below.

Paoe Layect Brteancer Vst Frvee Vew p-
bl o R 3 2 BE D 2Ed4 L TR
Ot e Quich Wirshet Dvag Teusran o
. . e Cop - Ml Onpeat = e VT
[rerey Tert st
| Aona ok Cucoe
At

'fQ

!h--nn——c-

(xea)™m Z(:)x'c“’

Question 1:

| Expasston of & Sum

(lo:)'-l»“'o%&---

1 s e

i) wag+ Z (c.ou“T'f + b.m%—!)
-3

Crasdcate ormmds
b + VB — Sac
2a

T pven New Tauation
o+ P

- if you want to include another equation which is not present in the list, from Equation options,
click Insert New Equation.

(x+a)= =Z’(:)x*a""

Jw«.&»—

e nx n{n — x* -
1+x) 10“-0-——2, +

Fourser Series

fix) = °°+Z (a.cos—+b sin’%x

a=1

Pythagoeean Thecrem
ai+di=c*

Quascatic Formulta
—b * Vo — %ac

TT  jnsent New Equation

10
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» References in MS-Word 2010 ( References Tab)

1.4.6 References Tab

If you need to write a research paper, chances are you'll also be required to include a bibliography. Or you
might be asked to include a works cited page or a list of references. These are all just different names for the
same thing: a list of sources—such as books, articles, or even websites—that you used to research and write
your paper.

Adding citations and references is essential for students for their academic projects. Failing to add relevant
references can not only lead to a deduction of marks but might even result in the project being rejected by the
teacher. Furthermore, it can be difficult to keep up with different types of referencing styles to meet the criteria
set by your teachers. Fortunately, Microsoft Word makes it quite easy to add citations and references to your
Word documents.

w]| = @ :=-|= Documentl - Microsoft Word | = | = |-.§Ih]

henus Home Insert Page Layout References Mailings Review A @ o e E3

Ep Add Text ~ ABl i “”'jg‘ L) Manage Sources ﬂ Ex| ﬂ# = 3_# =

= update Table A @ style: APA Fiftt ~
)

Table of Insert Insert — Insert Mark Mark
Contents = Footnote Citation ~ @f Bibliography ~ Caption ' | Entry Citation
Table of Contents Footnotes Citations & Bibliography Captions Index Table of Auth...

It’s including six groups:

1) Table of Contents

2) Footnotes

3) Citations & Bibliography
4) Captions

5) Index

6) Table of Authorities

To create a references you can follow the steps below:
Step 1: Choose a reference style

To create a reference, head over to the References tab in MS Word and select a referencing style. By default
Microsoft Word provides a variety of referencing styles, including the most commonly used styles like the
Chicago and Harvard style of referencing. To do this, click the References tab, then select the desired style in
the Citations & Bibliography group.
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m H ©- O = Summary.docx [Compatibility Mode] - Word
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
= E‘] Add Text - AB IT Insert Endnote _'—1 5 Manage Sources I B o1
. [ Update Table AB, Next Footnote ~ " [@stle APA = {
Table of Insert Insert Tncoct Rk,
Contents ~ Footnote [ Show Notes Citation » £ Biblioc APA
Table of Contents Footnotes & tations & Bibli¢ Suth Edition
3 : Chicago
with rich resources.! Sisteenth Edition N
. GB7714
He also implies that the notion that resource abundanc ,,.c i

arguments are later divided 1n six parts GOST - Name Sort

2¥Y2
PALYS)

Saving of resource income: He blames overspending ¢ ;061 - Title Sort e
turn leads to the resource curse. It 1s worth mentioning >3 ,
spend very little on economic development however t} . a0d - Angiia 3|
up having a good amount of average income growth d' y00s n

You can use this same method to change the reference style at any time.

Step 2: Add citations and sources

Whenever you use information from one of your sources, you'll need to give credit—or cite them. This is

known as making a citation. You'll include citations whenever you use information from a source or when you
quote a source directly.

To add a citation click Insert Citation and select Add New Source.

REFEREMCES MAILINGS REVIEW

@ = Manage Sources B Es|

ERstle |MLA  ~
Insert ~ Insert
Citation » £ 0 Bibliography - Caption Er
LE Add Mew Source...

[% Add Mew Placeholder...

Step 3:

This will open a dialog box where you can select a source type and add relevant details. The available source
types include Book, Book Section, Journal Article, Article in a Periodical, Conference Proceedings, and Report.



Tikrit University / College of Dentistry
Computer Science / First stage, Second Semester, Lecture 11 Microsoft Word 2010

Lee: Tamara A. Anar

@ H S O: tiity Mod
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Office Tutorial

E 13 Add Text - AB] [T Insert Endnote By, = Manage Sources U B 49 B +l:l‘ &
=3 - — o s )
" [ Update Table A Next Footnote = —  [F3 style: |apA - y = o
Table of Insert Insert = Insert Mark Mark
Contents ~ Footnote show Note Citation = £y Bibliography ~ Caption E.]:] Entry Citation

Table of Contents Footnotes - Citations & Bibliography Captions Index Table of Authorities

Edit Source L%

Type of Source  EETTUNIEEG—_— |
Bibliography Fields for APA
Author (st

[” Corparate Author
Title
Year
City
Publisher

| Show Al Bidliography Flelds

Tag name > :
—— cancel |

Placeholdert

e S e S Sl e S S S e Sy e e

Step 4: Once your reference has been created, go to Insert Citation and select it to add it as an online reference.

EI H ©- 0O = Summary,docx [Compatibility Mode] - Word
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW

L 1 Add Tedt~ ABl [ Insert Endnote (_;3 5 Manage Sources lﬂ B
Insert | et DY

i)

=T O Update Table Gisast A@: Next Footnote ~ [E_jl Style: :Chicago ~

Table of nse s Insert
Contents ~ Footnote [ Show Notes Citation ~ ED Bibliography ~ Caption Ex
Table of Contents Footnotes s Torvik, Ragnar

Why do some resource-abundant
countries succeed while others &) not?

p Add New Source...
[ Add New Placeholder...
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What is 'E-learning'

E-learning refers to a learning system that we can obtain through the internet using an electronic device.
We also call it online learning or online education. The ‘E’ in E-learning stands for ‘Electronic.” Hence,
the original term ‘electronic learning.’

The word ‘online,’ in this context, means with an Internet connection or via the Internet.

The term may also refer to a network that can provide knowledge and skills to one or more
individuals. These networks are created by E-Learning website builders (who are in charge of
helping create personal teaching platforms for people without tech knowledge)

The network can provide knowledge or skills either to everyone simultaneously or individually.

“E-learning is training provided via a computer or other digital device, allowing technology to
facilitate learning anytime, anywhere.”

E-learning initial resistance, when the Internet first started, people were skeptical about this type
of education. However, as technology and learning systems improved, studying online became
more popular. Today, millions of people study online all over the world.

Goodbye paper — hello devices

Subsequently, schools have replaced physical books with digital content that students can easily
access on their electronic devices.

Ideal for many people, E-learning can be useful for people who work full-time jobs. They are
also great for full-time caregivers (UK: careers) and others who cannot physically get to school
regularly. Also, instead of paying for a whole degree, you can access just the course you require.

Learning utilizing electronic
technologies to access
educational material, i.e.,
studying online.

= “Online u‘ !
Online Course B" programmes are
Study with of equal value to
« your laptop on-campus
RSN programmes.”

(University of
Edinburgh)
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E-learning platforms:
People can do an online course via a wide variety of different platforms, such as:

v" MOOCs (Massive Online Open Courses), e.g., Coursera or Future learn.
MOOC:s stand for Massive Online Open Courses. They are free online programs that several
colleges offer. Even some of the world’s most famous and prestigious universities use them.
Some programs allow you to pay for the certification of the course. These courses can count as

college credits, while others have value in the job market.

Virtual learning environments (VLE), such as Learn or Blackboard.

v Video streaming services, such as YouTube.

v" Virtual instructor-led training (VILT), e.g., webinars.

Types of E-L earning:

. Computer Managed Learning (CML)
. Computer-Assisted Instruction (CAI)
. Synchronous Online Learning

. Asynchronous Online Learning

. Adaptive E-Learning
. Linear E-Learning
. Interactive Online Learning

1
2
3
4
5. Fixed E-Learning
6
7
8
9

. Individual Online Learning
10. Collaborative Online Learning

3. Synchronous Online Learning

Synchronous online learning enables groups of students to participate in a learning activity together at
the same time, from any place in the world. Real-time synchronous online learning often involves online
chats and videoconferencing, as these tools allow training participants and instructors to ask and answer
questions instantly while being able to communicate with the other participants.




Dentistry College - University of Tikrit
Computer Science// The First Stage - First Semester - 2022-2023
Ass. Lec. Tamara A. Anai

SYNCHRONOUS LEARNING

Telephone

Screen Sharing

Chat

Desktop Conferencing

Online seminar

4. Asynchronous Online Learning

In the case of asynchronous online learning, groups of students study independently at different times
and locations from each other, without real-time communication taking place. Asynchronous e-learning

methods are often considered to be more student-centered than their synchronous counterparts, as they
give students more flexibility.

Examples of Asynchronous learning

ASYNCHRONOUS LEARNING

Fax

E-mail

Newsgroups
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Google Drive

GOOS[Q Drive

Keep everything. Share anything.

SE0EAEMA

Google Drive is a free, web-based office suite and data storage service offered by
Google. It enables users to create online documents and edit them collaboratively. As well
as word processing, spreadsheets, and presentations, Google Drive offers a "forms"” option
that can be used to generate online surveys, collate them, and present the results.

"Google Apps for Education” is a package of free online tools, including Google Drive
compiled specifically for schools and colleges. It allows schools to set up email accounts for
their teachers and students, facilitates shared calendars, shared documents, and even the
creation of websites that can become class or project websites. It gives the administrator
control to limit access to emails and sites.

For the purposes of using Google Drive, regular Gmail accounts will suffice.

Step 1: Log into your email as normal

/™4 Gmail: Email from Google x
€« C ff ( https//accounts.google.com/Servicel ce=mail&passive=true&rm=f: ntinue=https://mail.google.com/mail/&ss=1&scc=1&Itmpl=default&Itmplcache=2

[T] Malahide Communi.. @! Yahoo!Ireland [EJ Google (] Co-operative Learni.. (] Methodologies (] Design (] Business (] Personal [ Website (] Literacy & Numeracy (1CT [ LCVP

Google Nowto Gr?

Gmail

A Google approach to email Signin
Gmail is built on the idea that email can be more intuitive. eficient and useful. And maybe sven fun. After Hseimame
all, Gmail has

= Lots of space Password
Over 10364.679125 megabytes (and counting) of free storage

Q Less spam

Can't access your account?
! Mobile access :

Read Gmail on your mobile phone by pointing your phone’s web browser to http://gmail.com
Leam more

About Gmail New features!  Switch to Gmail Create an account

’ Take Gmail to work with Google Apps for Business

Love Gmail. but looking for a custom email address for your company?
Gt business email, calendar and online docs @your_company.com. Leam more

Page 4
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Step 2: click on Drive at the top of the page.

|/ MInbox (4) - businessonline x
€« C A | & nhttps
[T] Malahide Communi... &! Yahoo!Ireland [EJ Google (Z] Co-operative Learni...

+You Search Images

Google
Gmail ~

COMPOSE

Inbox (4)

Maps

OFTEC Oil Training Course - cctrainingsenvices|

mail.google.com/ma

Play YouTube News Gmail Drive Calendar More -

c

Step 3: You are now into the Google Drive dashboard.

hp - Competitive Prices. Great Training. OFT 101, 102, 105 & 600 Courses

@ =

(] Methodologies (] Design ("] Business (] Personal (] Website (*] Literacy & Numeracy (] ICT (] LCVP » [T Other bookmarks

businessonlinetools@gmail.com »

O v

Why this ad?

C A 3 nttps:

[T} Malahide Communi.. & Yahoo!Ireland [ Google (*] Co-

* My Drive
Shared with me
Starred
Recent

More v

Download Drive for PC

drive.google.com b

Maps

My Drive

y YouTube News Gmail i Calendar More ~

TITLE OWNER
8 Online Tools for Teaching and Learning

- 36_Interesting_Ways_to_use_Google_Docs_in_the_classroom.pdf

- best_of teachers_web_tools.pdf

- Digital universe by A. Kilcoyne SBP 2012 pdf pdf

- Getting Started with Weebly Instructions. pdf

- Google Forms Manual_0_pdf

- Installing Adobe Reader Software.pdf

operative Learni.. (] Methodologies (] Design (] Business (C] Personal (] Website (*] Literacy & Numeracy (1 1ICT (ZJ LCVP

»  (C] Other bookmarks

businessonlinetools@gmail.com ~

LAST MODIFIED
18:33 me
11 Apr me
11 Apr me
11 Apr me
11 Apr me
11 Apr me

11 Apr me

Step 4: Creating a document from scratch is very simple. Clickthe create
button.

C M @ httpsy//drive.google.com/?t authuse irive

[T Malahide Communi... ! Yahoo!Ireland [EJ Google (] Co-operative Leami.. [*] Methodologies (] Design (] Business [ Personal (] Website (] Literacy & Numeracy [11CT (1] LCVP » (] Other bookmarks

Images

* My Drive
Shared with me

S

Maps

My Drive

News Gm

TITLE OWHNER
I Online Tools for Teaching and Learning

-~ 36_Interesting_Ways_to_use_Google_Docs_in_the_classroom.pdf

- best_of teachers_web_tools. pdf

- Digital universe by A. Kilcoyne SBP 2012 pdf pdf

)~ Getting Started with Weebly Instructions.pdf

- Google Forms Manual_0.pdf

)~ Installing Adobe Reader Software.pdf

businessonlinetools@gmail.com ~

LAST MODIFIED
18:33 me
11 Apr me
11 Apr me
11 Apr me
11 Apr me
11 Apr me

11 Apr me
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Step 5: You can create a document (like Microsoft Word), spreadsheet (similar to
Microsoft Excel), presentation (similar toMicrosoft PowerPoint), form (useful for creating
tests, evaluations, surveys), etc.

J 1 inbox (4) - Businessontinel ) & My Drive - Google Drive X
C A @ httpsy//drive.google.com/?tab=mo&authuser=0#my-c X
[T Malahide Communi... ! Yahoo!Ireland [EJ Google (] Co-operative Leami.. [*] Methodologies (] Design (] Business [ Personal (] Website (] Literacy & Numeracy [11CT (1] LCVP » (] Other bookmarks

+You Search Images Maps Play YouTube News Gmail Drive Calendar More -

GO L 18[e businessonlinetools@gmail.com ~

Drive

I —E TITLE LAST MODIFIED

v Il Foer
.

Presentation

8 Online Tools for Teaching and Learning 18:33 me
)~ 36_Interesting_Ways_to_use_Google_Docs_in_the_classroom.pdf 11 Apr me
s pdf 11 Apr me

Spreadsheet = u yne SBP 2012 pdf pdf 11 Apr me
)~ Getting Started with Weebly Instructions.pdf 11 Apr me

- Google Forms Manual_0.pdf 11 Apr me

- Installing Adobe Reader Software.pdf 11 Apr me
Connect more apps

Step 6: Select Document (the steps that follow also apply forcreating a
presentation or spreadsheet).

[M Inbox (4) - businessonline % V. & My Drive - Google Drive % ) |5 Untitled document - Goo. x [E=mro e
C A | 8 https://docs.google.com/document/d/19cNF5YU7ECWs0u1SpQV32u3juuhqvMxEoauBWTmTYNk/edit Qe =

1] Malahide Communi.. ! Yahoo!Ireland [ Google (T Co-operative Leami... [ jes ("] Design (TJ Business (] Personal (] Website (T Literacy & Numeracy (C1ICT (] LCVP » (] Other bookmarks

businessonlinetools@gmail.com =

Untitled document Comments m

File Edit View Insert Format Tools Table Help
& o ~ T Normaltext - Arial - |1

1 1 2 3 4
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Step 7: To name the document click on Untitled document

[M Inbox (4) - businessonline. % | & My Drive - Google Drive % ) |5 Untitled Document - Goo: X

([E=FEE
C' A @& https;//docs.google.com/document/d/19cNFSYU7ECWs0u1SpQV32u3juuhqvMxEoauBWTmTYNk/edit =
[T} Malahide Communi... @! Yahoo!Ireland [ Google (] Co-operative Learni...

CWs0ulS 32 AR =
(] Methodologies (] Design (] Business (*J Personal (] Website (] Literacy & Numeracy (C11CT (] LCVP » (2] Other bookmarks

Rename document

Enter a new document name:

Online Tools for Teaching and Learning

Step 8: Saving your document.

There is no save button in Google Drive. All changes made areautomatically

updated, so your work will never be lost.

[M Inbox (4) - businessonline. % | & My Drive - Google Drive % ) 5 Online Tools for Teaching X

oo D )
C' A @& https;//docs.google.com/document/d/19cNFSYU7ECWs0u1SpC 1wuhqvMxEoauBWTmTYNKk/edit Qe =
[T Malahide Communi... ! Yahoo!Ireland [EJ Google (] Co-operative Leami.. [*] Methodologies (] Design (] Business [ Personal (] Website (] Literacy & Numeracy [11CT (1] LCVP » (] Other bookmarks

Online Tools for Teaching and Learning

businessonlinetools@gmail.com =
File Edit View Insert Format

Tools Table Help All changes saved in Drive

& o ~ T Normaltext - Arial 1M1 - B Z U A-IN-
—
2 1

4 5 6 7 8

Welcome to the first session of Online Tools for Teaching and Learning in Business|
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Step 9: Once the document has been completed, it will be privately owned
by you. If you want to share it with your studentsor other members of staff
just click the "Share" button on the top right-hand corner.

M Inbox (4) - businessoniine. x Y & My Drive - Google Drive % [ Online Tools for Teaching x i o
C A& £ https//docs.google.com/docu ECWs0u1SpQV32u3juuhqvMxEoauBWTmTYNK/edit Qe =
[T] Malahide Communi... &! Yahoo!Ireland [ Google (*] Co-oper Learni.. (] Methodologies (“] Design (T Business [T Personal (] Website (7] Literacy & Numeracy (]1CT (T LCVP » (*] Other bookmarks

etools@gmail.com «
Online Tools for Teaching and Learning

File Edit View Insert Format Tools Table Help All changes saved in Drive
& o ~ " Normaltext - | Arial -/ -/B Z U A-IN-
—

2 1 1 2 3 B 5 6

Welcome to the first session of Online Tools for Teaching and Learning in Business|

Step 10: You can also upload your existing word
document/spreadsheets/PowerPoint Presentations that you havealready
created to Google Drive from your computer or laptop

_.*'. [+1] Inbox (4) - businessonline’ % Y‘, My Drive - Google Drive % _
‘L J

C A 8 nttps//drive.google.com/?tab=mo&authuser=0#my-drive
m Malahide Communi... &' Yahoo! Ireland E Google (] Co-operative Learni.. [ Meth

+You Search Images Maps Play YouTube MNews Gmail Dri

Gougle

Drive

I * My Drive

My Drive

TITLE

Shared with me B Online Tools for Teaching and Learning

Starred - 36_Interesting_Ways_to_use_Google_D
R t
seen - best_of _teachers_web_tools pdf
Mare «
- Digital universe by A Kilcoyne SBP 201
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Step 11: Select the file or folder you want to upload, then clickon "Open” o

attach it.
]

e
QU[ <« Courses » Drumcondra Courses <[4 |l

Organize v New folder

¢ Favorites Documents library
B Desktop Drumcondra Courses

18 Downloads

Arrange by: Folder ¥

Name
%] Recent Places
) Verbs for Blooms Taxonomy

# Dropbox
Google Forms Manual 0
&) 1deas for Drumcol

A Libraries
=\ Documents Digital universe b
JZ, Music () Online tools
&= Pictures
B Videos talling Adobe Reader Software
= | Getting Started with Weebly Instructions

o Heiigioi & Online tools for teaching and leaming participants contact details

/8 Computer
T " = T 36.Interesting e Google_Docs_in_the_classroom
&, Local Disk (C) = A - Docs_in_the_

3 5 | A -C ucation2
3 DVD RW Drive (0 8| Animoto - Cartoons in education
- < it

File name: ~ | AllFiles

Step 12:

C f https://drive.google.com/?tab= -drive =

1] Malahide Communi... &! Yahoo!Ireland [EJ Google (7] Co-operative Learni... [*] Methodologies (*] Design (] Business [*J Personal (] Website (T] Literacy & Numeracy (] ICT (2] LCVP » (] Other bookmarks

+You Search Images Maps Play YouTube News Gmail Drive Calendar More -

“Verbs for Blooms Taxonomy.doc” has been uploaded.

TITLE OWNER LAST MODIFIED
I » My Drive
S 1 Online Tools for Teaching and Learning = 18:33 me

Starred L. 36_Interesting_Ways_to_use_Google_Docs_in_the_classroom pdf
A 36 9_YYays_to_use_Boogle_Hocs_in_the_ P 4 Upload complete
Recent

- best_of teachers_web_tools.pdf Settings v Conversion: Off
More ~

- Digital universe by A Kilcoyne SBP 2012 pdf pdf W Veros for Blooms Taxonomy.doc
Download Drive for PC

- Getting Started with Weebly Instructions_pdf

- Google Forms Manual_0.pdf

- Installing Adobe Reader Software pdf

B3 Online Tools for Teaching and Leaming

W Verbs for Blooms Taxonomy.doc

Using 17 MB of 5 GB- 0 MB in Bin Upgrade storage

Documents can be easily shared with students and/or worked on
collaboratively. Students can follow the same process to share their
homework/projects which you as the teacher can then comment on.

Page 9
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Use & Apf(icatiom
0

Google Forms

=] ~ What 2 -

Google Forms

/Cioogle Forms is a surveg\

administration software
included as part of the
free, web-based Google

Docs Editors suite

\ offered by Google.. J

Three ways for
Accessing Google Form

% ]

Using Link - Through Through Gmail
https://forms.google.com/ Google Drive — nine dots
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Three ways for Accessing Google Form

Course Evaluation

Recent forms

=0
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® Active ~ @ €3

~

Groups YouTube

Through- = N
n | ne dOtS . News Google Ads Photos
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SN Sanskrit L
Translate Hangouts
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iksha-Shastr Forms Jamboard

Akshat Dabr Q .

(10-07-
(10-072021)| 1 L4 sea Earth Collections

= jun 30

C & drive.google.com/d

3 @ Newieb. LR Meet

L Drive

| _{Through
Folder Google Drive

File upload

(]
Folder upload ' l
| ]

u\ l'

b1 B Fd TR aTETE W e est 0 6 Fd TR

Google Docs 2 grd.) afeew (gaed-)

l

P e

0

Google Sheets

le Slides > e TP !
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Google Forms he t
Blank form

More
Blank quiz
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Storage From a template
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* Free online tool.

* Allows to  collect
information easily and
efficiently.

« Create surveys, quizzes,
tests etc very quickly.

* Easy to use interface.
* Simple to use.

* Easy to design.

* Provides analysis

* Unlimited questions and

answers at no cost Google Forms

E 1. Create new form either from blank or a

Google Forms

template.

2.Starting from the top, you can add a title and

description.

3.In the box below, you can add questions.

tePS 4.To add more questions hit the + icon from the

for toolbar on the right.

o 5.0ther settings found in the floating toolbar

Creati ng includes importing questions from other forms,
aoog{e adding a subtitle and description, adding a photo,

adding video and creating a separate section in

Forms your form.

6.To see how your form looks when others open i,

hit the Preview icon present at the top right next

to Settings.

waj, School of Educatic
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1.Hit the Customize Theme icon, right
next to the Preview icon, to open
Google Forms theme options.

2.You can then choose a preloaded
image as the header or you can even
Steps for choose a personal photo as well.

déSlghlhg 3.Choose theme colour of the header
Google image

Form 4.Choose font styles.

é 1.Choose Short answer for giving a one line answer
Google Forms 2.Choose Paragraph for a multiple line or detailed
answer.
3.Choose Multiple choice, checkboxes or dropdown

for multiple options.
How to 4.Select Linear for scaled answers.( from lower to

choose higher)

: 5. If you want more columns and rows in multiple

ques.tlons choice questions then select Multiple Choice grid or
In Checkbox grid.

6. Answer in the form of uploading files viz.
aoog le photos, videos, documents etc. ( set the max. no. of
Forms files as well as the max. file size limit)
7.Duplicate question by hitting Duplicate at the
bottom & remove a particular question by hitting
Delete., .

hardwal, Sct Educatic
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Drop Down

Untitled form

Google Forms

b Y

Selection

A

Questions

Combines several
question types Rankin g

together into a one

table. ] \ =
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Multiple Choice Grid

Checkbox Grid
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Linear Scale

File Upload
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(degree 20)

refars to the software which uses proprietary and closely guarded code

Only the original authors of software can

* PWhich of them is not an ideal way of spreading the virus

Official Antivirus €0s ()

Emails ()
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Online Conference?

An online conference takes place on the Internet. It is an interactive website, where participants log on
and read papers, enter discussions with other delegates and presenters, have a live chat, and can pose
questions and interact with people from all over the world. It has a similar structure to a physical
conference, except that the workshops last longer, and discussions are far more extensive and focused.

Also, traditional conferences mean participants must travel and stay in a place. This takes time and is
expensive. But because an online conference is on the Internet, participants can access the conference from
anywhere in the world and can do this at any time, using standard browser software. Participants can log
on as little or as much as they wish - before, after, or during office hours. They are given a password to
access the various conference workshops. Anyone with access to the Internet can participate.

We're not saying an online conference is better than a normal, face-to-face conference, but it is different
and has lots of advantages:

cheaper - because no travel, no accommodation required.

. more convenient - you can access it at any time you want, from anywhere with an internet
connection.

. high level of participation - typically, more people will actively participate in an online conference
than in a face-to-face conference, and the standard of the discussions is often higher.

wider spread online conferences had spread after COVID-109.
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Lesson 9:

» MS Access — Overview
» MS Access — Objects
» MS Access — Create Database

MS Access — Overview

Microsoft Access is a Database Management System (DBMS) from Microsoft that
combines the relational Microsoft Jet Database Engine with a graphical user interface and
software-development tools. It is a member of the Microsoft Office suite of applications,
included in the professional and higher editions.

It stores data in its own format based on the Access Jet Database Engine.

Like relational databases, Microsoft Access also allows you to link related information
easily. For example, customer and order data. However, Access 2013 also
complements other database products because it has several powerful connectivity
features.

It can also import or link directly to data stored in other applications and databases.
You can export data to and import data from word processing files, spreadsheets, or
database files directly.

Microsoft Access stores information which is called a database. To use MS Access, you
will need to follow these four steps:

[1 Database Creation - Create your Microsoft Access database and specify what
kind of data you will be storing.

(1 Data Input - After your database is created, the data of every business day can be
entered into the Access database.

1 Query - This is a fancy term to basically describe the process of retrieving
information from the database.

1 Report (optional) - Information from the database is organized in a nice
presentation that can be printed in an Access Report.

Before MS Access 2007, the file extension was *.mdb, but in MS Access 2007 the
extension has been changed to *.accdb extension.

Early versions of Access cannot read accdb extensions but MS Access 2007 and later
versions can read and change earlier versions of Access.

An Access desktop database (.accdb or .mdb) is a fully functional RDBMS.
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MS Access — Objects

MS Access uses “objects" to help the user list and organize information, as well as prepare
specially designed reports. When you create a database, Access offers you Tables, Queries,
Forms, Reports, Macros, and Modules. Databases in Access are composed of many objects
but the following are the major objects:

(1 Tables
[ Queries
[J Forms
(1 Reports

Together, these objects allow you to enter, store, analyze, and compile your data.

MS Access — Create Database

To create a database from a template, we first need to open MS Access and you will see the following screen
in which different Access database templates are displayed.

7 - 0O %

Search for online templates D Muhammad Wagas
ccess Muarmad Waqssberviey.com

Suggested searches:  Database Business Logs  Industry  Small Business Lists  Personal Switch account

Recent

You haven't opened ntly. To browse for a
file, start by clicking er Files.
@ Open Other Files I

o -

Blank desktop database Custom web app Updated: Asset tracking

B |

Updated: Contacts Updated: Students Updated: Event management
] 1

To view all the possible databases, you can scroll down or you can also use the search box.
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Let us enter project in the search box and press Enter. You will see the database templates related to project
management.

AccessDatabase : Database- C:\L Wagas\Doc AccessDatabase.acedb (Access 2007 - 2016 file format) - Access ? - o x
Muhammad Wagas
2% Home | project o

=] category [£]

I Business 124

Projects 103

Project Management 81

——
Small Business 65
.II Industry 55

Project Plan 25
& Presentations 39

Project management (SharePoin... Marketing project management 169 ¥
Schedules £
Feedback . 1
| [ Analysis N
—— Edcation »
Enterprise 2
alla alla Matsing 2
v v Technalogy %
v v Blue a7
D]] — vV — vV Charts z
Orientation 24
. . Reports 23
Time and billing Task management (SharePoint... Updated: Task management
Personal a2
- -

o Project management
DR I e )

* Movaec Cetain Provided by:  Microsoft Corporation
.Y Untitled

o

Create a project tracking database to track multiple projects,

lud , owners, and budgets,
rome using this popular Access template. Navigate by projects,
tasks, and employees, keep an eye on costs, priorities, and
status. Assign tasks and produce useful reports such as
Project Tasks and Tasks by Assigned To.

et vty et Tosks

Download size: 569 KB

> Account

T Should | create an Access app or an Access desktop database?
Yptions File Name

Database1.accdb

K
reedback
C:\Users\Muh AW

0
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After selecting a template related to your requirements, enter a name in the File name field and you can also

specify another location for your file if you want.

Project management
Provided by: Microsoft Corporation

Create a project tracking database to track multiple projects,

including , owners, and budgets, using
this popular Access template. Navigate by projects, tasks, and
employees, keep an eye on costs, priorities, and status. Assign tasks
and produce useful reports such as Project Tasks and Tasks by
Assigned To.

Download suze: 569 KB

Should | create an Access 2013 app or an Access desktop database?
File Name
MyDatabase.accdb

C

Now, press the Create option. Access will download that database template and open a new blank database

as shown in the following screenshot.

:@un o

PR e e L )

»  Woveruct Cotan

= Untitled

Project management
Provided by: Microsoft Corporation

Create a project tracking database to track multiple projects,

Account

Options

Feedback

including , owners, and budgets,
using this popular Access template. Navigate by projects,
tasks, and employees, keep an eye on costs, priofities, and
status. Assign tasks and produce useful reports such as
Project Tasks and Tasks by Assigned To.

Download size: 569 KB

Should | create an Access app or an Access desktop database?
File Name
MyDatabase.accdb
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Now, click the Navigation pane on the left side and you will see all
database.

the other objects that come with this

A E =S <A B : Database- C:\Users\ Wagas\D MyDatabase.acedb (Access 2007 - 2013 file format) - Access 7 - 0O X
HOME  CREATE  EXTERMALDATA  DATABASE TOOLS Muhammad Wagas = .
= \Y 2l Ascending W Selection ~ ["1 =i hew D Totals i eplace >
— R Copy il Descending T Advanced - = Bsave % Spelling 3 GoTax
View Paste . Filter ) Refresh . " B I U A-% J
" ¥ Format Painter Re t Y Togyg Ale P ElMore [ Select~
Views Clipboard 0 Soft & Filter Records Find Text Formatting m -
; : : S5 Project List ®
Projects Navigation ® « || T Projects
- B c c Filter Fayorites v
Search.. = ;ﬁ Project List s
Projects P Save Filter [
JB Completed and Deferred Projects ® NewProject  iCollect Data  fdE-mailList  3EmployeeList  Reports ~| & Provide Feedback
JH Project Details D - Project Name - owner - Category ~ Priority - Status - Start - End ~ | Budget -
Ml rojec ust * [New] (1) Category  (2) Normal  Not Started 6/17/2016 $0.00
Total ]
JB  Completed and Defered Projects
Jl  Open Projects
M8 Project Balance Sheet
JE project Tasks
Tasks ¥
Employees ¥
Supporting Objects ¥
Record: 4 <[1011 | b M E Search | >

Form View

Click the Projects Navigation and select the Object Type in the menu.

BAa - » : Database- C:\L \Wagas\Documents\MyDatabase.accdb (Access 2007 - 2013 file format) - Access 7 - 0O x
HOME ~ CREATE  EXTERMALDATA  DATABASE TOOLS Muhammad Wages - .
Y 4 Ascending T Selection = = = Totals Ak 5 Replace .
== ° ik
— %l Descending 7o) Advanced - =1 Hsave % Speliing > GoTo~
View | Paste Filter Refresh . Iy v
. * Format t W ToggleFilter g~ 2% Delete - EMore~ Bt Seect -
Views Chipboard i) Records Find Text Formatting £l ~
: - N %
Projects Navigation - .
» ;‘ﬂ Project List ER Evoiit -
Navigate To Catego o
- Sy " ) Save Filter (7]
[#] Projects Navigation bas o NewProject  yCollect Data  §AE-mail it @3Employeelist  Reports v| @ ProvideFesdback
bject T - —
S 1 P o - Project Name - Owner - | Category ~-| Priority - Status - Start - End - Budget -
! | Vi
Tables and Related Views *| (naw) (1) Category (2} Normal  Not Started 6/17/2016 $0.00
Created Date Ly Total 0
Modified Date -
Filter By Group
Projects
Tasks
Employess M
Supporting Objects ¥
Show All
Record: M4 [1af1 L ¥ Search 1 »
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You will now see all the object types — tables, queries, etc.

El H “ g s D : Database- C:\Users\ Wagas\D: MyDatabase.accdb (Access 2007 - 2013 file format) - Access ? - 0O X

HOME  CREATE  EXTERNALDATA  DATABASE TOOLS Muhammad Waqas ~ .
X cut '\Y %l Ascending W Selection - R =n 2 Totals T

A R Copy s %l Descending T Advanced - Rti:h Hsave ZSpeng Fog > G007 =

v ¥ Forr Y L All= X Delete = FIMore~ I Select~  © 7

Views Clipboard Sort & Filter Records Find Text Formatting ~

All Access Objects 9 || T project st =

Searcn. 5| g Project List ik =

Tables 2 [« Save Filter

5 common Tasks @ NewProject  PCollectData  §AE-mailList  g3Employeelist Reports v| & Erovide Feedback

B3 employees D - Project Name Owner Category -  Priority Status Start - End ~ Budget -

T Firters * (New) (1) Category  (2) Normal Not Started 6/17/2016 $0.00

2 Projeas Jou) L

B0 Tasks

Queries 2

#?  Common Tasks Append

3 Completed and Deferred Projects

3 Employees Extended

P OpenProjects

P OpenTasks

1 Project Totals

¥ Common Tasks Update Add Field

Forms 2

3 common Tasks

E8 common Tasks Subform

8 Completed and Deterred Projects

E8 Employee Details

TH Eemployee List

EE Fitter Details

N /i D sittain v | Record: 4 <1011 > oM % Search « »

Form View nwvwoa B OB B O

Create Blank Database

Sometimes database requirements can be so specific that using and modifying the existing templates requires
more work than just creating a database from scratch. In such case, we make use of blank database.

Step 1: Let us now start by opening MS Access.

? - 8 %

Access ey

Recent ]

gy

Blank desktop database

Muhammad Wagas
Muhammad. Wagas@bentley.com
Switch account

Search for online templates jel

Suggested searches: Database Business Logs Industry Small Business Lists  Personal

[ Open Other Files

g

Custom web app Project management

Updated: Contacts

=

Updated: Asset tracking

B

Updated: Students.
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Step 2: Select Blank desktop database. Enter the name and click the Create button.

Blank desktop database

Should | create an Access 2013 app or an Access desktop database?
File Name

AccessDatabasela(cdb

Step 3: Access will create a new blank database and will open up the table which is also completely blank.

base : Databas Auhammad.Wagas\Documents! o
Edernal Data  Database Tools Fields ’ Muhammad Wagas
2 S Yoo < 2 Asc Y: Selectio i =51 New () 25 Replace .
h( Cu Y | Ascending Selection |’ﬁ Ne ETouls YcReplace [ Detai) S == e
i Copy | Descending T Advanced ~ Hsave P Speliing = GoTo~
View  Paste Filter Refresh Find BIU A-%-O- A~ -
= « ¥ Format Painter Remove Sort 'Y ToggleFilter  aj. X Delete - EHMore~ Iy Select~
Views Clipboard i Sort & Filter Records Find Text Formatting oA
. T Tablet '\ =
All Access Objects ©«||3
= b 1D ~ Clickto Add -
- * (New)| |
Tables S 4 .
1 Table
Record: 4« 1of1 » ¥ No Filter | [Search
Datasheet View Num Lock B
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MS Access — Data Types

The data type determines the kind of values that users can store in any given field. Each field can store data
consisting of only a single data type.

Here are some of the most common data types you will find used in a typical Microsoft Access database.

Type of Data Description Size

Text or combinations of text and numbers,

Short Text including numbers that do not require gt?atzcizfs
calculating (e.g. phone numbers). '

Lona Text Lengthy text or combinations of text and Up to 63, 999
g numbers. characters.

. . . 1, 2, 4, or 8 bytes
Number Numeric data used in mathematical (16 bytes if set to

calculations. Replication ID).

Date and time values for the years 100 through

Date/Time 9999,

8 bytes.

Currency values and numeric data used in
Currency mathematical calculations involving data with 8 bytes.
one to four decimal places.

A unLque sequzntial (inc;ement_ed bgla ;) 4 bytes (16 bytes if
AutoNumber | NUMDEr OF random nuUmDber assigned by - set to Replication
Microsoft Access whenever a new record is D)
added to a table. )
Yes and No values and fields that contain only
Yes/No one of two values (Yes/No, True/False, or 1 bit.

On/Off).

MS Access — Create Tables

When you create a database, you store your data in tables. Because other database objects depend
so heavily on tables, you should always start your design of a database by creating all of its tables
and then creating any other object. Before you create tables, carefully consider your requirements
and determine all the tables that you need.

Let us try and create the first table that will store the basic contact information concerning the
employees as shown in the following table:
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Field Name Data Type
EmployeelD AutoNumber
FirstName Short Text
LastName Short Text
Addressi Short Text
Address2 Short Text

City Short Text
State Short Text
Zip Short Text
Phone Short Text
PhoneType Short Text

Let us now have short text as the data type for all these fields and open a blank database in Access.

AccessDatabase : Database- C:\Users\Muhammad Wagas\Documents\AccessD...

Create External Data Database Tools Fields Table Q Tell me what you want to do
N \Y 2] Ascending Y/ Selection - g y 3 Totals
¥4 = |
%! Descending  T=)Advanced ~ = Hsave ¥ Speliing = GoTo~
View ¢ = Filter = Refresh X =
v t t Alls 7 ete ~ [ More~ A3 Select~
Views Clipboard Sort & Filter Records Find
H Tablet
All Access Objects 9« |3
G §e D - ClicktoAdd -
reh
| ¥ [New)
Tables A
1 Tabler
Record: M 1of1 M Search

Datasheet View

Calibri (Detail) -

B I U A- D~ =

Text Formatting

? —

Muhammad Waqas

Num Lock

X

This is where we left things off. We created the database and then Access automatically opened up this table-

one-datasheet view for a table.
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Home Create External Data Database Tools W Te tto
g B L =) : 5] > [}
b( AB 12 [# [E5Date &Time | =) Name & Caption /'\, b Data Type: |AutoNumbet |~/ | [.f,\_/
[¥] Yes/No 51 Default Vall mat V! Unique E
View Short Number Currency Delete A Validation
Text [l More Fields = , dexe z
Views Add & Delete Properties Formatting Field Validation N
. Tablet x
All Access Objects 9 «|| 3 -
D - ClicktoAdd -
Search.. el
| % (New)
Tables A
1 Tablet
|| Record: 4 1of1 L Search
Datasheet View Num Lock = A

Let us now go to the Field tab and you will see that it is also automatically created. The ID which is an
AutoNumber field acts as our unique identifier and is the primary key for this table. The ID field has already
been created and we now want to rename it to suit our conditions. This is an Employee table and this will be

the unique identifier for our employees.

AccessDatabase : Database- C:\Users\Muhammad.Wagas\Documents\AccessD...

Table Q Tell me what you Muhammad Wagas

Home Create External Data Database Tools
b as 12 [ [ Date&Time X @mmac-pﬁon £ b DataType: AutoNumber - ! &
[] Yes/No fault Vall t t V| Unique =
View Short Number Currency Delete Validation
Text Eil More Fields ~ ; kups € ndes £
Properties Formatting Field Validation ~

Add & Delete

Views

All Access Objects © « || 3 Tabler\ —

Search.. 5 MO click to Add -
* (New)

Tables PN

1 Table

Search

Record: 4 < [1of1 »
Num Lock H 2

Datasheet View
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Click on the Name & Caption option in the Ribbon and you will see the following dialog box.

Enter Field Properties ? X

Name EmployeelD
Caption Employee ID

Description 'Number created automaticaly

OK Cancel

Change the name of this field to EmployeelD to make it more specific to this table. Enter the other optional
information if you want and click Ok.

AccessDatabase : Database- C:\Users\Muhammad,Wagas\Documents\AccessD... ? = a X

Muhammad Wagas

Home Create External Data Database Tools Fields Table Q Tell me wh.

b{ AB 12 [ [EG Date & Time Lx.‘ [=] Name & Caption f Data Type: | AutoNumber - :LE’/
[¥] Yes/No t Va t V! Unique =
View  Short Number Currency _ Delete M Modif Validation
Text £ More Fields ~ .
Views Add & Delete Properties Formatting Field Validation -~
g ~ Tablet

All Access Objects 9 «|[Brover\
e o Employeeld - ClicktoAdd ~

GrC) = =

Tabl. * (New)

ables 2

1 Table

Record: 4 « [10f1 » E No Filter | [Search
Number created automaticaly Num Lock fEH 2

We now have our employee ID field with the caption Employee ID. This is automatically set to auto

number so we don't really need to change the data type.
Let us now add some more fields by clicking on click to add.
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AccessDatabase : Database- C:\

Home  Create  ExtemalData  Database Tools Muhammad Wagas
p; R =] Name & Captio 7 st Required 53
b{ AB 12 - ' Date & Time E F o b P 1 L!i‘/
[“] Yes/No Yefault Value v Pt o o
View  Short Number Currency _ 5 Modify M Validation
- Text E4 More Fields ~ kups Exg on .
Views Add & Delete Properties Formatting Field Validation A
. Tablet
All Access Objects © «||3 -
EmployeelD - ClicktoAdd -
Search- L - (New)
) Short
Tables 2 2 ot
£ Tablet 12 Number
2 cyrrency
B3 Date&Time
] Yes/No
Q. Lookup & Relationship
Aa Rich Text
AB Long Text
B Attachment
8, Hyperlink
Calculated Field »
Paste as Fields
J Record: 4« 1of1 M Y. No Fiter | [Search
Datasheet View Num Lock B ¥

Choose Short Text as the field. When you choose short text, Access will then highlight that field name
automatically and all you have to do is type the field name.

B ©-
File Home Create External Data Database Tools Fields Table \?,
’ = B | = TS =)
b( AB 12 - ®Date&Time L1l [E] Name & Caption . /'\\ ab| Required &
Yes/No 1 Default Value h mat Unique =
View  Short Number Currency Delete Modify Modify  Mer Validation
- Text [l More Fields = %= Field Size 1255 V= Hing: ’ Indexed =
Views Add & Delete Properties Formatting Field Validation N
2 G Tablet
All Access Objects 9 «|| 3 = -
EmployeelD - FlrstNamé Click to Add -
Seorch.. yel
* (New)
Tables A
1 Table
JRe(old: " Moy Y. No Filter | [Search
Datasheet View Num Lock B 2
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Type FirstName as the field name. Similarly, add all the required fields as shown in the following screenshot.

H - : n AccessDatabase : Database- C:\Users\Muhammad Waqas\Documents\AccessDatabase.accdb (Access 2007 - 2 ? = g X
q
File Home  Create  ExtemalData  DatabaseTools [EZNNS Tell v want to do Muhammad Wagas
b(‘ AB 12 = 't Date & Time [Z] Name & Caption A b a Required ;/
[7] Yes/No 1 Default Value Unique =
View Short Number Currency Delete i M A A Vahdation
Text [t More Fields ~ ‘os Field Size |255 : Indexed =
Views Add & Delete Properties Formatting Field Validation ~
c H Tablet x
All Access Objects 9 « || T Tavee
- o EmployeelD - FirstName - LastName - Addressl - Address2 - City - State - Zip - Phone - Phone Type
reh.
* (New)
Tables 2
=3 Tovlet
Record: 4 Moy No Filte Search ‘ »
Datasheet View Num Lock B %

Once all the fields are added, click the Save icon.

You will now see the Save As dialog box, where you can enter a table name for the table.

=J

Save As X

Table Name:
tblEmployee

OK Cancel

Enter the name of your table in the Table Name field. Here the tbl prefix stands for table. Let us click Ok
and you will see your table in the navigation pane.
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i AccessDatabase : Database- C:\Users\Muhammad.Wagas\... = o X
Home Create External Data Database Tools Fields Table Q Tell 0 Muhammad Waqas

l\/’ AB 12 = B Date&Time LI  [E] Name & Caption / 3 b Data Type: |AutoNumber ~ ~ Required ['?;’/

= [V] Yes/No D Vall % : ormat tt v/ Unique =
View  Short Number Currency Delete Validation

g Text F-dl More Fields ~ Exs Indexed z
Views Add & Delete Properties Formatting Field Validation A

. tHEmp
All Access Objects 9 «|| 3 wiemployee
| EmployeeID - FirstName - LastName - Addressl - Address2 - City - State -

Search.. pel | * N

Tables 2 ||

1 tbiEmployee

JRe(ordA " M »ii | W No Filter | {Search <

Number created automaticaly Num Lock li= 4

MS Access — Adding Data

Let us add some data to your tables by opening the Access database we have created.

Creaste  EdernslData  DatabaseTools  Fields
b{‘ . X, Cut Y %l Ascending Y Selection * > Totals ™y 2% Replace | Calibri (Detail) -1 -
VW‘ - P %l Descending  ToJ Advanced - " Hsave % spelling 3GoTo- B I U L
5 ¥ Format Paint Rem Y t elete ~ [ More~ [ Select- A-%-D- ==

i) _— EgrL& f','},ﬂ Records Find Text Formatting )
558 o ks © « |j tbiEmployee |\ T3] tbiProjects
b/ e » ployee!D - v L ~| Addressl - Address2 - City - State - Zip - Phone
i Resion View =t (New)
T3 toiEmployee
B toiProjects
|| Recora: 4 1011 » Y. No Filter | {Search 4

Datasheet View Num Lock

Y
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Select the Views > Datasheet View option in the ribbon and add some data as shown in the following
screenshot.

6 file format) - Access

Datsbase : Database- C:\ \Muhammad.Waqas\Document

Creste  BxternalData  Database Tooks e what ye-s want { Muhammad Waqas
- ?‘.mma.ng Y Selection 3 Totaks ReReplace [
il B Copy = %l Descending T Advanced + ¥ Speliing g 25T = s =
2 ol < Paink Y Toogk Fite - EMote~ Dscet- 2T 0 A~ R === 4 S
Views Clipboard ] Sort & Fiter Records Find Text Formatting 3 ~
All Access Objects @ «|| = titmployec (T toiproects
i 5 employeeID - FirstName - LastName - JobTitle -  Addressl - Address2 -| City - State - Zip  -| Phone - PhoneType -
= 3 2 Rex Clay Accounting Assistant 2556 Mohave S Optional Schaumburg 1L 60134 (847) 555-6492 Home
3 Janell Frank Accounting Manager 6433 Morgan Lr Optional Schaumburg 1L 60153 (224) 555-6631 Home J
3 twiemplogee 4 Claudine Goff Administrative Assistant 21 BerkleyLn Optional schaumburg 1L 60155 (312) 555-3795 Home
B wirojeas S Annemarie  Marks Accounting Assistant 91Forestln  Optional Schaumburg 1L 60193 (224) 555-1111 Cell 4
6 Cecil snyder Accounting Assistant 640sageln  Optional Schaumburg 1L 60154 (224) 555-2123 Cell
7 Elvis Manning Office Coordinator 4753 Green Riv Optional Schaumburg 1L 60193 (228) 555-6255 Cell q
8 Delores Townsend  Administrative Assistant 1215 Cloverdal Optional Schaumburg 1L 60194 (224) 555-3366 Cell
9 Ruthie Higgins Marketing Coordinator 9876 Kingsley [ Optional Schaumburg 1L 60193 (224) 555-4455 Cell
10 Mark Pollard Marketing Coordinator 4685 Stanley 1 Optional Schaumburg 1L 60154 (224) 555-9876 Home
11 Todd watson Marketing Coordinator 846BodeRd  Apt129 Schaumburg 1L 60154 (224) 5553333 Home o
* (New)
i) Record: 10f 10 LIS Y. No Filte Search < »
Datasheet View Num Lock |

Similarly, add some data in the second table as well as shown in the following
screenshot.

3 - able AccessDatabase : Database- C:\Users\Muhammad.Wagas\Documents\AccessDatabase.accdb.

File Home Create External Data Database Tools Q Tell me what you want t Muhammad Waqas
N m m ta Type: |Att t
b{ AB 12 [ » 1 [ Date & Time wx | Name & Caption . /\ b ata Required
[+ Yes/No 5 Default rmat tt 3 =
View  Short Number Currency Delete Modify M Mem Validation
3 Text [ial More Fields oo Field Size e it ’ ndexed S
Views - Add & Delete Properties Formatting Field Validation A
» |:j thiEmployee ‘j thiProjects
ProjectiD - Proj - i - Author - Project Statu ~ @ [ ProjectStart - Projectend -  Budget -~ ProjectNotes
2 Project Quarterly 1.1 12 Completed (o) 11/1/2006 2/15/2007 $5,000.00 A quarterly literary journal de:
11 Project Quarterly 1.2 12 Completed (o) 2/1/2007 5/15/2007 $5,000.00 A quarterly literary journal de:
12 Project Quarterly 1.3 12 Completed o) 5/1/2007 8/15/2007 $5,000.00 A quarterly literary journal de
13 Project Quarterly 1.4 12 Completed 9(0) 8/1/2007 11/15/2007 $5,000.00 A quarterly literary journal de:
14 Project Quarterly 2.1 12 Completed )] 11/1/2007 2/15/2008 $6,000.00 A quarterly literary journal de
15 Project Quarterly 2.2 12 Completed &(0) 2/1/2008 5/15/2008 $6,000.00 A quarterly literary journal de:
16 Project Quarterly 2.3 12 Completed (o) 5/1/2008 8/15/2008 $6,000.00 A quarterly literary journal de
17 Project Quarterly 2.4 12 Completed 8(0) 8/1/2008 11/15/2008 $6,000.00 A quarterly literary journal de:
* (New) 9(0) $0.00

-

g

=

2

2

>

2

_]ﬂe(oza M 490f9 » b Filter | Search | »
Datasheet View Num Lock H 2

You can now see that inserting a new data and updating the existing data is very simple in Datasheet View
as working in spreadsheet. But if you want to delete any data you need to select the entire row first as shown
in the following screenshot.
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B ©-

File Home Create External Data

Database Tools

AccessDatabase : Database- C

“\Users\Muhammad Waqas\Documents\AccessDatabase.accdb.

- =} X

Muhammad Waqas

b/‘ AB 12 7 B3 Doate & Time [Z] Name & Caption il /\_
[7] Yes/No 5 sult Value o F | Unique =
View  Short Number Currency _ = fy ¢ 2 Validation
> Tet E4§ More Fietds ~ kup: $ e -
Views Add & Delete Properties Formatting Field Validation ~
» | I3 toiEmployee | T thiProjects x
‘ ) - J1 - - Author - Project Statu - ] ProjectStart - ProjectEnd - Budget - ProjectNotes
| 2 Project Quarterly 1.1 12 Completed G0) 11/1/2006 2/15/2007 $5,000.00 A quarterly literary journal de:
| 11 Project Quarterly 1.2 12 Completed 9(0) 2/1/2007 5/15/2007 $5,000.00 A quarterly literary journal de.
| 12 Project Quarterly 1.3 12 Completed (o) 5/1/2007 8/15/2007 $5,000.00 A guarterly literary journal de:
| 13 Project Quarterly 1.4 12 Completed o) 8/1/2007 11/15/2007 $5,000.00 A quarterly literary journal deq
! 14 Project Quarterly 2.1 12 Completed 9(0) 11/1/2007 2/15/2008 $6,000.00 A quarterly literary journal de
| 15 Project Quarterly 2.2 12 Completed 9(0) 2/1/2008 5/15/2008 $6,000.00 A quarterly literary journal deq
| 16 Project Quarterly 2.3 12 Completed (o) 5/1/2008 8/15/2008 $6,000.00 A quarterly literary journal de:
|. 17 Project Quarterly 2.4 12 Completed 9(0) 8/1/2008 11/15/2008 $6,000.00 A quarterly literary journal deq
| * (New) (o) $0.00
2
£
=
2
=
2
]
=
=
| Record: 14 «lgor8 | » m» | W o Fiter |[Search ‘ 0
Datasheet View Num Lock B

Now press the delete button. This will display the confirmation message.

Microsoft Access

You are about to delete 1 record(s).

If you click Yes, you won’t be able to undo this Delete operation.
Are you sure you want to delete these records?

No

Click Yes and you will see that the selected record is deleted now.

External D:

Fields

a

Muhammad W

2 - ER Date & Time  LIL! Name & Caption
AB 12 3 P
S [~ Yes/No 51 Default Value
View  Shott Number Currency Delete
- Text [l More Fields ~ 3
Views Add & Delete
» [| 23 toiEmpioyee (TH wirrojects
1 o ) S &
2 Project Quarterly 1.1 12
11 Project Quarterly 1.2 12
12 Project Quarterly 1.3 12
13 Project Quarterly 1.4 12
14 Project Quarterly 2.1 12
15 Project Quarterly 2.2 12
16 Project Quarterly 2.3 12
*
2
£
=
2
-]
]
2
|| Recora: 14 «[sors » ¥ o Fitter | [Search <l

Datasheet View

Properties
Author - | Project Statt - |
Completed
Completed
Completed
Completed
Completed
Completed
Completed

Data Type: | AutoNumber

9
9(0)
9(0)
9(0)
9(0)
G(0)
9(0)
9(0)

&0

Formatting

TProjectstart - |

11/1/2006
2/1/2007
5/1/2007
8/1/2007

11/1/2007
2/1/2008
S5/1/2008

7] Unique L
Validation

Field Validation

Projectend -  Budget - |
2/15/2007 $5,000.00
5/15/2007 $5,000.00
8/15/2007 $5,000.00
11/15/2007 $5,000.00
2/15/2008 $6,000.00
5/15/2008 $6,000.00
8/15/2008 $6,000.00

$0.00

ProjectNotes
A quarterly literary journal de:
A quarterly literary journal de:
A quarterly literary journal de:
A quarterly literary journal deq
A quarterly literary journal de:
A quarterly literary journal ded
A quarterly literary journal de:

Num Lock
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