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Introduction to Computers

A computer is an electronic device that receives input, stores or processes the input
as per user instructions and provides output in desired format.

Computer input is called data and the output obtained after processing it, based on
user’s instructions is called information. Raw facts and figures which can be
processed using arithmetic and logical operations to obtain information are
called data.

Input Process - Output

Simplest Workflow of Computer

The processes that can be applied to data are of two types —

e Arithmetic operations — Examples include calculations like addition,
subtraction, differentials, square root, etc.

e Logical operations — Examples include comparison operations like greater
than, less than, equal to, opposite, etc.
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Basic Parts of Computer
The basic parts of a computer are:

e Input Unit — Devices like keyboard and mouse that are used to input data
and instructions to the computer are called input units.

e Output Unit — Devices like printers and visual display unit that are used to
provide information to the user in desired format are called output unit.

e Control Unit — As the name suggests, this unit controls all the functions of
the computer. All devices or parts of a computer interact through the control
unit.

e Arithmetic Logic Unit— This is the brain of the computer where all
arithmetic operations and logical operations take place.

e Memory — All input data, instructions and data interim to the processes are
stored in the memory. Memory is of two types - primary
memory and secondary memory. Primary memory resides within the
CPU whereas secondary memory is external to it.

Control unit, arithmetic logic unit and memory are together called the central
processing unit or CPU. Computer devices like keyboard, mouse, printer, etc. that
we can see, and touch are the hardware components of a computer. The set of
instructions or programs that make the computer function using these hardware
parts are called software. We cannot see or touch software. Both hardware and
software are necessary for the working of a computer.
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Basic Concepts of Computer:

Computer is an electronic device which is used to store the data, as per
given instructions it gives results quickly and accurately.

Eo..

or analysis.

e Data are the facts and statistics
collected in the raw form for reference
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e Information is processed data.

Computers need data,
humans need information.

Information is created from data
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* Data type:

is a classification of the type of data that a variable or object can
hold in computer programming. Data types are an important factor

in virtually all computer programming languages, including C#,
C++, JavaScript, and Visual Basic.

Examples of data types

* Boolean (e.g., True or False)

* Character (e.g., a)

* Date (e.g., 03/01/2016)

* Floating-point number (e.g., 1.234)
* Integer (e.g., 1234)

* String (e.g., abcd)

* Others

Meaning of

Input is any The Output is Storage is a
data or processing data that location
instruction unit has been which data,
entered into controls all processed instruction
the activities into a and
computer within the useful information
system for system. form, called are saved
processing. information for future

use

/ J
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Types of Computers

1. Analog Computers
Analog computers are used to process continuous data. Any computer which

solve problem by translating physical conditions such as temperature,
pressure, or voltage into related mechanical or electrical related circuits as an

analog for the physical phenomenon . All the analog computers are special

purpose computers.

EXAMPLES OF ANALOG COMPUTERS ANALRS COMPUTER

2. Digital Computers

Digital computer represents physical quantities with the help of digits or
numbers. These numbers are used to perform Arithmetic calculations and
make logical decision to reach a conclusion, depending on, the data they

receive from the user.

EXANVIPLES OF DIGITAL COVIPUTERS
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3. Hybrid Computers

Various specifically designed computers are with both digital and analog
characteristics combining the advantages of analog and digital computers

when working as a system.

EXAMPLES OF HYBRID COMPUTERS
=_m - '

Characteristics of Computer

e Speed — Typically, a computer can carry out 3-4 million instructions per
second.

e Accuracy — Computers exhibit a very high degree of accuracy. Errors that
may occur are usually due to inaccurate data, wrong instructions or bug in
chips — all human errors.

e Storage Capacity — Computers can store a very large amount of data at a
fraction of the cost of traditional storage of files. Also, data is safe from
normal wear and tear associated with paper.

Advantages of Using Computer

e Computers can do the same task repetitively with the same accuracy.

e Computers do not get tired or bored.
e Computers can take up routine tasks while releasing human resources for

more intelligent functions.
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Disadvantages of Using Computer
Despite so many advantages, computers have some disadvantages of their own —

e Computers have no intelligence; they follow the instructions blindly
without considering the outcome.

e Regular electric supply is necessary to make computers work, which could
prove difficult everywhere, especially in developing nations.

Computer Classification

Computers can be classified by size and power to:
1. Personal computer (PCs)

2. Workstation:

3. Minicomputer:

4.Mainframe:

5.Supercomputer

® Personal computer (PCs): a small, single-user computer based on a
microprocessor. In addition to the microprocessor, a personal
computer has a keyboard for entering data, a monitor for displaying
information, and a storage device for saving data.

® Workstation: a powerful, single-user computer. A workstation is like a
personal computer, but it has a more powerful microprocessor and a
higher-quality monitor.



http://www.webopedia.com/TERM/P/personal_computer.html
http://www.webopedia.com/TERM/P/personal_computer.html
http://www.webopedia.com/TERM/W/workstation.html
http://www.webopedia.com/TERM/W/workstation.html
http://www.webopedia.com/TERM/W/workstation.html
http://www.webopedia.com/TERM/M/minicomputer.html
http://www.webopedia.com/TERM/M/minicomputer.html
http://www.webopedia.com/TERM/M/mainframe.html
http://www.webopedia.com/TERM/M/mainframe.html
http://www.webopedia.com/TERM/P/personal_computer.html
http://www.webopedia.com/TERM/W/workstation.html
http://www.webopedia.com/TERM/W/workstation.html
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® Minicomputer: multi-user computer capable of
supporting from 10 to hundreds of users at the same
time.

® Mainframe: powerful multi-user computer capable of supporting many
hundreds or thousands of users at the same time.

® Supercomputer: an extremely fast computer that can perform hundreds of
millions of instructions per second.

Computer Classification

Compare the previous type of computers based on
Price

Processing Speed

Storage Capacity

Powerful

Single-user or Multi-user

Computer Size


http://www.webopedia.com/TERM/M/minicomputer.html
http://www.webopedia.com/TERM/M/minicomputer.html
http://www.webopedia.com/TERM/M/mainframe.html
http://www.webopedia.com/TERM/M/mainframe.html
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Classification

Computers are now classified based on their use or size —

Desktop computers are personal
computers (PCs) designed for use by an
individual at a fixed location. IBM was the
first computer to introduce and popularize
the use of desktops. A desktop unit
typically has a CPU (Central Processing
Unit), monitor, keyboard and mouse. The
introduction of desktops popularized the use of computers among common people
as it was compact and affordable.

Laptop: Despite its huge popularity, desktops gave way to a more
compact and portable personal computer called laptop in 2000s.
Laptops are  also  called notebook  computers or
simply notebooks. Laptops run using batteries and
connect to networks using Wi-Fi (Wireless Fidelity)
chips.

Tablet: After laptops computers were further miniaturized
to develop machines that have processing power of a |
desktop but are small enough to be held in one’s palm.
Tablets have touch sensitive screens typically 5 to 10
inches where one finger is used to touch icons and invoke
applications.
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Server: Servers are computers with high processing speeds that provide one or
more services to other systems on the network. They may or may not have screens
attached to them. A group of computers or digital devices connected to shared
resources is called a network.

Netbook Computer
A netbook is a type of laptop that is designed to
be even more portable.

® Cheaper and less powerful than laptops or
desktops.

® They are generally less powerful than other
types of computers, but they provide enough
power for email and internet access, which is
where the name "netbook™ comes from.

10
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Computer Components

> Hardware

* Computer hardware is the collection of physical elements
* That constitutes a computer system.

* The actual machinery, wires, transistors, and circuits ... etc.
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> Software

Computer Programs
Instructions and data

11


http://www.webopedia.com/TERM/D/data.html

Dentistry College —University of Tikrit
Computer Science

The First Stage-First Semester/ 2024-2025
Dr. Tamara A. Anai

Computer Units

1.Input Unit  2.0utput Unit 3.Central processing Unit
4 Primary Memory Unit  5.Secondary storage Unit

CPU
Input | | Output
Devices [ Memory [— Devices

11

Storage
Devices

Input Devices

® Aninput device is any piece of computer that provides data and control
signals to an information processing system.

® Input device Translate data from form that humans understand to one
that the computer can work with. Most common are keyboard and

mouse

12
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Examples of Manual Input Devices

Keyboard Numeric Keypad | Pointing Device | Remote Control

(] -

Touch Screen Scanner

Joystick

Microphone Light Pens

Touch Screen

P00 ??????77?7?7?7?77

13
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Output Unit

*An output device is any piece of computer hardware equipment used to
communicate the results of data processing carried out by an information processing
system (such as a computer)

sconverts the electronically generated information into human-readable form.

14
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Output devices Examples
1. A monitor

LCD: Liquid crystal display CRT: Cathode Ray Tube most
familiar these days

Output devices Examples

2. Printer:

« Transfers data from a computer onto paper

Printer types:
1-Laser Printer.

2-Ink Jet Printer. / ~—

15
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Central Processing Unit

¢ CPU
® Kknown as microprocessor or processor

® It is responsible for all functions and
processes

The CPU is compised f three main parts

1. AW (Arithmetic Logic Unit)
2. Control Unit (CU)

3 Registers

Arithmetic Logic Unit (ALU)

® Executes all arithmetic and logical operations.

® Arithmetic calculations like as addition, subtraction,
multiplication and division.

® Logical operation like comparing numbers, letters, or special
characters

16
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Control Unit (CU): controls and co-ordinates computer

components.

Read the code for the next instruction to be executed.
Ordinate the next instruction.

Read whatever data the instruction requires from cells in
memory.

Provide the necessary data to an ALU or register.

If the instruction requires an ALU or specialized hardware to
complete, instruct the hardware to perform the requested
operation.

Registers: Stores the data that is to be executed next, "very fast
storage area".

Central Processing Unit (CPU)

Arithmetic & Logic Unit
g
Input Unit 4 Control Unit Qutput Unit
o
e.g. Keyboard, Mouse e.g. Monitor, Printer
4
Memory Unit

17
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Unit of Measurement -Speed

® The speed of CPU measured by unit called Hertz (Hz)
® 1 Hz represent 1 cycle per second.

® The speed of CPU is known as Computer Speed.

CPU SPEED MEASURES

1 hertz or Hz 1 cycle per second

1 MHz 1 million cycles per second or 1000000 Hz
Or (10% HZ

1 GHz 1 billion cycles per second or 1000 MHz

1,000,000,000 Hz Or (10°%) HZ

18
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O Buzzie com

Primary Memory

® 1. RAM.

® 2 ROM

1.RAM Random Access Memory: is a memory scheme within the
computer system responsible for storing data on a temporary basis, so that
it can be promptly accessed by the processor as and when needed. ¢ It is
volatile in nature, which means that data will be erased once supply to the
storage device is turned off.

2. ROM (Read Only Memory): ROM is a permanent form of storage.
ROM stays active regardless of whether the power supply to it is turned on
or off. ROM devices do not allow data stored on them to be modified.

19
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Secondary Memory

® Stores data and programs permanently

® it's retained after the power is turned off

® Main Examples
1. Hard Disk
2. Optical Disk

3 . Flash memory

Hard Disk

® Called Disk drive or HDD (Hard Disk Drive)

® stores and provides relatively quick access to large amounts
of data.

20
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2.0ptical Disk & Flash

¢ Optical Disc Drive (ODD) is a disk drive that sees laser light
to store data.

® There are three main types of optical media:
CD, DVD, and Blu-ray disc

CD “Compact Disk” can store up to 700MB
DVD “Digital Video Disk “can store up to
8.4 GB

Blu-ray disc. can store up to 50 GB

3. Flash Disk

® A storage module made of flash memory chips. Flash disks have
no mechanical platters or access arms, but the term ""disk™ is
used because the data are accessed as if they were on a hard
drive.

® What are the differences between RAM as a main memory and
HDD as a Secondary Memory????

21
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Software

« Software is a generic term for organized collections of computer
data and instructions, often broken into two major categories
and two major categories:

1. system software

2. application software

System software

® Known as Operating System (OS)

® is responsible for controlling, integrating, and managing the
individual hardware components of a computer system

® Windows is an example of OS.

22
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® Example of System Software:
® 1) Microsoft Windows

® 2) Linux

® 3) Unix

® 4) Mac OSX

® 5) DOS
Application software

® is used to accomplish specific tasks other than just running the

computer system.

® It may consist of:

* Word Processing
* Spreadsheet
Presentation Graphics

Database

Contact Management

Utility Software — anti-virus,
data backup, and file
compression

23
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Units of Measurement
Basic Units of measurement all information in the computer is handled using
electrical components like the integrated circuits, all of which can recognize only
two states — presence or absence of an electrical signal.

>Two symbols used to represent these two states are 0 and 1 and are known as
BITS.

0 represents the absence of a signal, 1 represents the presence of a signal.

A BIT -- the smallest unit of data on a computer and can either store 0 or 1.

BYTES

Equivalent to 8 bits put together to create a single computer alphabetical or
numerical character.

bit
~=

byte (8-bits)

word (16-bits, 2 bytes)

24
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Byte (B)=8-Bit

Kilobyte (KB)=1024 B
Megabyte (MB)=1024 KB
Gigabyte (GB)=1024 MB
Terabyte (TB)=1024 GB

H.W

Answer the following questions?
1-Byte =.iiivieinnns

2-TB=1024 .........

3- KB > MB ,True or False

ASCII
American Standard Code for Information Interchange
The ASCII character code for the letter A is
65 = 0100 0001
The ASCII character code for the letter B is
66 = 0100 0010

etc.

25
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Computer Programming
Computer Programming Languages:

® A programming language is an artificial language that can be used
to control the behavior of a machine in a computer

® Programming languages, like human languages, are defined using
semantic rules, to determine structure and meaning respectively.

Computer Programming Languages:

® Machine language

® Assembly: Low Level Language (L.L.L)

® High-level language (H.L.L)

HighrLevel Lanouadge

Assembly Language

Machine Language

26



Dentistry College —University of Tikrit
Computer Science

The First Stage-First Semester/ 2024-2025
Dr. Tamara A. Anai

Machine language:

® Itis the lowest-level programming language.

® Machine languages are the only languages understood by computers,

machine languages are almost impossible for humans to use because
they consist entirely of numbers.

For example, an x86/1A-32 processor can execute the following binary
instruction as expressed in machine language:

Binary: 10110000 01100001

Assembly Level Language:

An assembly language is a low-level language for programming
computers.

The word "low" does not imply that the language is inferior to high-
level programming languages but rather refers to the small or
nonexistent amount of abstraction between the language and machine
language.

Assembly L evel Language (con.):

*A utility program called an assembler is used to translate assembly

language statements into the target computer's machine code.

27
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® Example: Assembly language representation is easier to remember
(more mnemonic)

mov al, 061h

This instruction means:

Move the hexadecimal value 61 (97 decimal) into the processor register
named "al".

Example (Adds 2 numbers):
name ""add"’

mov al, 5 : bin=00000101b

mov bl, 10 ; hex=0ah or bin=00001010b add bl, al ; 5 +
10 = 15 (decimal) or hex=0fh or bin=00001111b

High-level language:

® High-level languages are easy to learn because the programmer does
not require a detailed knowledge of the internal workings of the
compulter.

Examples of HLL :

® BASIC was designed to be easily learnt by first-time programmers.

® COBOL is used to write programs solving business problems.

® FORTRAN is used for programs solving scientific and mathematical
problems.

28
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High-level language (Con.):

® With the increasing popularity of windows-based systems, the next
generation of programming languages was designed to facilitate the
development of GUI (Graphical User Interfaces); for example, Visual
Basic wraps the BASIC language in a graphical

programming environment.

® Support for object-oriented programming has also become more
common, for example C++ and Java.

Example (C program to add 2 numbers):

#include<stdio.h>

Void main ()
{inta, b, c; printf(“Enter two
numbers:\n”);
Scanf(“%d”, &a);
Scanf(“%d”, &b); c=a+b;

printf(“Sum of 2 numbers is %d”, c);

}

29
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Numbering Systems

*  Decimal (D) (10)

* Binary (B) (2)

* Octal (0) (8

* Hexadecimal (H) (16)

Decimal numbers (D)(10)
1439=1x10°+4x102+3x 10 +9x 10°

t t+ ¢t 1

Thousands Hundreds Tens Ones

Binary numbers?

Most modern computer systems use binary logic. The computer represents values
0,1).

The Binary Number System uses base 2 includes only the digits 0 and 1
Computers work only two states On, Off
Basic memory elements hold only two states Zero / One

Thus, a number system with two elements {0,1}

30
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Convert Decimal system to Binary system:

Example 1:
15,,=1111,
155 =11115

Convert Binary system to Decimal system:

Example 1:
10110,=22,

24 23 22 21

31
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(Octal System)(O)(8)

* Digits used in Octal number system -0 to 7.

Convert from Decimal to Octal
1- (87),, 2- (156),,

Reminder Reminder

7 1
]

(127)

(87) =(127), (156) =(234),

(Octal System)(0)(8)
Convert Octal to Decimal:

137 =1x82+3x8"+7 x8°
=1x64+3x8+7x1

=064+24 +7

(137)s = (99)1

32
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Hexadecimal System

v'Base 16
v'ten - digits run from 0 to 9 and letter A-F

The digits are:
0123456789ABCDEF

Hexadecimal System
Convert Hexadecimal to Decimal:

(24F3),
—2x16> +4 x16* + F x16" +3x16"

—8192 +10x16> +15x16" +3
—8192 +2560 +240 +3
= (6899),

(00111111000010101100),

3 A 0 F C

(3AOFC),_ = (111111000010101100),
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Three bits make one octal digit

111 010 110 101
[/ 2 6 5 => (265 In octal

make one digit

1110 1011 0101
E B S => EBS iIn hex

0123456 789ABCDEF
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Input/Output Ports

A connection point that acts as an interface between the computer and external devices like mouse,
printer, modem, etc. is called port. Ports are of two types —

e Internal port — It connects the motherboard to internal devices like hard disk drive, CD
drive, internal modem, etc.

e External port — It connects the motherboard to external devices like modem, mouse,
printer, flash drives, etc.

O

Centronics Paraliel Parallel Port

.. BER EEE [ mmewmeew )
ol = mmE wEE o o| — mEEzEEER |
) 11111111 FRRERRER
DV Dual-link OV

HOMI

Us8 20

Serial port
Optical Audio Toslink

EXX) [€] EXexE)

Composite audio/video S-Video Component Video

F‘J_HT

3.0 Type 8 Jack Ethernet

Fire Wire 400

1- Serial Port

Serial ports transmit data sequentially one bit at a time. So,
they need only one wire to transmit 8 bits. However, it also
makes them slower. Serial ports are usually 9-pin or 25-
pin male connectors. They are also known as COM
(communication) ports or RS323C ports.
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2- Parallel Port

Parallel ports can send or receive 8 bits or 1 byte at a time. Parallel ports come in form of 25-pin
female pins and are used to connect printer, scanner, external hard disk drive, etc.

3- USB Port

USB stands for Universal Serial Bus. It is the industry standard for short distance digital data
connection. A USB port is a standardized port to connect a variety of devices like printer, camera,
keyboard, speaker, etc.

4- PS-2 Port

PS/2 stands for Personal System/2. It is a female 6-pin port standard that connects to the male
mini-DIN cable. PS/2 was introduced by IBM to connect mouse and keyboard to personal
computers. This port is now mostly obsolete, though some systems compatible with IBM may
have this port.
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5- Infrared port

is a port that enables wireless exchange of data within a radius of 10m. Two devices that have
infrared ports are placed facing each other so that beams of infrared lights can be used to share
data.

6- Bluetooth Port

Bluetooth is a telecommunication specification that facilitates wireless connection between
phones, computers and other digital devices over a short-range wireless connection. Bluetooth port
enables synchronization between Bluetooth-enabled devices. There are two types of Bluetooth
ports —

e Incoming is used to receive connections from Bluetooth devices.
e Outgoing — It is used to request connections to other Bluetooth devices.

7- FireWire Port

FireWire is Apple Computer’s interface standard for enabling high speed communication using
serial bus. It is also called IEEE 1394 and used mostly for audio and video devices like digital
camcorders
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Information Electronics and Communication Technology

IECT stands for Information Electronics and Communication Technology. IECT is a broader term
for Information Technology (IT), which includes information, data processing, information life
cycle and its importance in day-to-day life, communication technologies, internet, advanced wired
or wireless networks, internet, data transformation, cell phones, computers, application and
software’s, middleware, social networking, audio, and video conferencing and related different
application areas where multimedia highly utilizes to access, retrieve, store, transmit, and
manipulate data/information in a digital form. Hence, IECT encompasses the study, design, and
application of electronic devices and systems for processing, transmitting, storing, and retrieving
information. An IECT combines electrical engineering, computer science & engineering, and
telecommunications.

IECT is a group of two different terminologies such as Information Electronics and
Communication Technology.

Information Electronics is a standard technology encompassing computer hardware,
software, and applications like operating systems, web-based information, computer networks, and
telecommunications.

Communications technology, also known as information technology (IT), encompasses
devices and applications that are used to process and transmit information. Professionals in
communication technology create applications and services for the users or organizations to
collect, process, and transmit the information as and when required; this information processing
application includes hardware, software, computer networks, or the internet.
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Applications for IECT
The applications of IECT are as follows —
. E-governance

. Multimedia and Entertainment

E-governance

Electronic governance or E-governance is an application of Information Electronics and
Communication Technology which is especially designed for the governance system. Nowadays,
different E-governance applications in India like Aadhaar, MyGov, Governance & Administration
(www.india.gov.in), Jeevan Pramaan, etc. are available and most widely used by Indian citizens
to access, upload, and update their information. The main goal of Information and communication
technology (ICT) tools and digital platforms is to improve government operations, service
delivery, effective communication with citizens, transparency, and efficiency in government
institutions. Communication refers to the sharing of information between parties like common
people, government, business, etc. Almost every government sector has changed to IECT like rail
reservation system, gas subsidy disbursal, etc.

Multimedia and Entertainment

Multimedia refers to the combination of text, audio, video, graphics, animation, etc. It is one of
the applications of IECT. Multimedia is used to improve the quality of presentation by
incorporating information sharing, usage of graphics and animation, motion capture, etc.
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Telecommunications

IECT is the backbone of a telecommunications system that enables its users to do voice, video,
and multimedia communication over a network. This communication includes telephone networks
and internet services.

Internet of Things (10T)

IECT supports span smart homes, industrial automation, healthcare monitoring, and smart cities
using loT applications.

E-commerce and Digital Marketing

IECT powers digital markets like online advertising and targeted marketing campaigns, e-
commerce transactions. It enables firms to access a global customer base, manage inventory, and
offer personalized purchasing experiences.

Education and E-learning

IECT plays a vital role in setting up e-learning, virtual classrooms, and online content. It bridges
geographical gaps to distant learning, skill development, and educational resources.

Healthcare and Telemedicine

IECT also plays a vital role in the healthcare industry by providing electronic health records
(EHRs), telemedicine consultations, remote patient monitoring, etc.

Financial Services

IECT supports financial inclusion like online banking, electronic payments, cryptocurrency, and
trading.

Transportation and Logistics

IECT enhances efficiency GPS GPS-enabled system helps to communicate live, real-time tracking
of goods and shipments, vehicle telematics, traffic management systems, and optimizing routes.
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Entertainment and Media

IECT powers entertainment by gaming networks, and social media, sharing multimedia content.

Energy Management and Sustainability

IECT facilitates real-time energy management, demand response, and grid stability.

Public Safety and Security

IECT improves situational awareness and disaster management by supporting surveillance,
emergency response, and public safety systems.
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Introduction to Operating System

An Operating System (OS) is an interface between a computer user and computer
hardware. It is software that performs all the basic tasks, such as file management,
memory management, process management, input and output, and controlling
devices such as disk drives and printers.

Some popular Operating Systems include Linux, Windows, VMS, 0S/400, AlX, and
z/0S.

System Application
: Softwares Softwares

Operating System

Functions of OS: Following are some important functions of an operating System.

Memory Management

Processor Management

Device Management

File Management

Security

Control over system performance
Coordination between other software and users
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TYPES OF OPERATING SYSTEMS

Since the very first operating system was made, operating systems have kept
evolving with time to accommodate more and more sophisticated tasks. Let’s look
at some of the most common types of operating systems in use today.

Multiprogramming Operating System

As the name suggests, a multiprogramming operating system is an operating system
that can run multiple programs at the same time.

Time Sharing Operating System

This is a unique type of multiprogramming operating system. Like the typical
multiprogramming operating system, it allows multiple tasks to run concurrently.
However, this is unique in that it has been designed for use by multiple users. This
means that multiple users can use the same computer resources.

Distributed Operating Systems

The feature of distributed operating systems is the fact that they have multiple central
processors.

Network Operating System

As the name suggests, this operating system runs on a server, and it allows computers
on a network to access computing resources. The management of the users, data,
applications and security is done on the server.

Real-Time Operating Systems

In these operating systems, input must be received and processed in an extremely
short time. As a result, the operating system has to guarantee that the events will be
processed in a given time.
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CHOOSING AN OPERATING SYSTEM FOR YOUR BUSINESS

Now that we have established that each operating system has its strengths and
weaknesses, let’s go over how to choose the best one for your business.

° Ease of use.

° Availability of software and applications.

° Note what your customers use.
° Security.
° Cost.

What is the User Interface (Ul)?
The user interface (Ul) is the point of human-computer interaction and
communication in a device. This can include display screens, keyboards, a mouse,
and the appearance of a desktop. It is also how a user interacts with an application
or a website, using visual and audio elements, such as type fonts, icons, buttons,
animations, and sounds.

Types of User Interfaces

The various types of Ul include such as:

. Graphical User Interface (GUI). Web Uls and other digital products often
feature GUIs with graphical elements, such as windows, pull-down menus, buttons,
scroll bars, and icons. Multimedia is increasingly being incorporated into GUIs for
many applications, including sound, voice, motion video, and virtual reality (VR).

. Command line interface. CLIs are meant for developers who use
programming languages, such as Python, C, C++, PowerShell, and Bash. A
command is entered, and the interface completes the task associated with that
command.

. Touch Ul. A touch screen lets users physically interact with many elements
of an interface.

. Voice Ul. VUISs receive verbal commands or requests from humans and can
respond accordingly.

. Natural language Ul. This type of user interface understands natural
language and can converse with humans, responding in a human-like manner.
Apple's Siri and Amazon's Alexa are examples of devices featuring natural language
user interfaces.


samyc
Highlight

samyc
Highlight

samyc
Highlight

samyc
Highlight

samyc
Highlight

samyc
Highlight

samyc
Highlight

samyc
Highlight


Dentistry College —University of Tikrit
Computer Science

The First Stage-First Semester/ 2024-2025
Dr. Tamara A. Anai

Computer mouse
A mouse typically controls the motion of a pointer in two dimensions in a graphical
user interface (GUI).

A computer mouse is a hand-held }
pointing device that detects two-
dimensional motion relative to the
surface. This motion is typically
translated into the motion of the pointer ;
(called a cursor) on a display, which [ = Z
allows smooth control of the graphical
user interface of a computer.

The first public demonstration of a mouse controlling a computer system was done
by Doug Engelbart in 1968.

In addition to moving a cursor, computer mice have one or more buttons to allow
operations such as the selection of a menu item on a display. Mice often also feature
other elements, such as touch surfaces and scroll wheels, which enable additional
control and dimensional input.

What is the touchpad?
A touchpad (also called a trackpad) is a type [# s |7 [~ = F 1T P17 0]
of input device for computers that does the [« [ DER
same things as a computer mouse. It is made - -
up of a flat, touch-sensitive surface on
which the user slides one or more fingers to
move the cursor on

Towchpad  Left (main| Right
mause button mouse button
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The definition of User Experience (UX)

User experience (UX) is made of all the interactions a user has with a product or
service. It is the personal, internal experience customers go through when using a
product’s interface.

UX design is all about creating extremely user-friendly interfaces that can enhance
users’ satisfaction and usability.

UX design is entirely based on users’ needs: any UX designer building interfaces
should, first of all, shape their work on users’ needs and perceptions: what type of
person will visit the website/app? What will they expect? How can | make their
experience as smooth and enjoyable as possible?

UX design is so much more than just designing for a screen.

The Difference between

UX

Interaction Design Visual Design
Wireframes Colours
Information Architect ‘ : Graphic Design
User Research : s Layouts

Senarios | Typography
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WINDOWS

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.

< 2 This PC » Documents »
"~
# Quick access
@ OneDrive ~
B e # Quick access : AN \ AN
3 30 Objects @ OneDiive ME E
[

SO ™ This P
2% Docuhacts 2 30 Objects Aunt Cathy's Classic Fruitcake Easy Cake Pops
Carrot Cake
& Downloads . Desttop .
D Music s [ N | N

$ Music
& Pictures

N | N
| Ao 0= 0= 0= O
. | | |

!

German Jeremy's Low-Fat Nana's Pound Tnple Chocolate
B videos v Chocolate Cake Cheesecake Cake Cake

* Documents > Photes v U gaems 1item selected 11.4KB

s Quick access

~
&
- (A
@ Oneorive @ ! 2l
=

3 3D Objects Alexandra American Cristina Matos
Golovac_Unsplas Meritage Albers Unsplash
B Oesktop h_Pound Cake Chocolate_Unspl Carrot Cake

+ Documents ash_Chocolate
¥ Oownloads

D Music
& Pictures

3 items

L Type here to search
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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. Personalization settings will appear.

View
Sort by
Refresh

Paste

Paste shortcut
New

| Display settings
& Personalize [

Bl O Type here to search

Click the buttons in the interactive below to learmn more about using the Personalization settings.
Settings - o X

@ Home Background

I Find a setting ol ]

Personalization

Background

Fonts I Picture b ]

B > 8 4 & @
R
:

Start Choose your picture

Browse
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Opening applications

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

Photos 3 Microsoft Store Solitaire

P

Publisher

OneNote for...

bel ffype here to search

Taskbar

The Windows interface includes a special application desktop toolbar called the taskbar. The user can

use the taskbar for switching between open windows and starting new applications.

7 o ® PN SIS SR LR

Add Toolbars to the Taskbar

The user can add toolbars to the taskbar by right click on taskbar and select Toolbars,

P : ]
Address Toolbars E

—

= Cascade windows
[ hee . Show windows stacked
Desktop

Show windows side by side

|| Err e 2 e Show the desktop

Mew toolbar...

Start Task Manager

v Lockthe taskbar
I | operties |



https://msdn.microsoft.com/en-us/library/windows/desktop/cc144177(v=vs.85).aspx
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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

/O carrot cake recipe See work and web

results

L carrot >
L carrot cake >
£ carrot top >
£ carrot recipes >
L carrot salad >

Photos

/& Cristina Matos
Alhars Linsnlach Carrat Caka

| O 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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Control Panel
The Control Panel is a component of Microsoft Windows that provides the ability to view and change
system settings. It consists of a set of applets that include adding or removing hardware and software,
controlling user accounts, changing accessibility options, and accessing networking settings

Best match
Control Panel @
App
CRES Control Panel
3 Settings > App
Search work and web
L Control Panel - See work and web results > 7 Open
Settings (3) B 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
& Taskbar and Navigation

[ © control Panel T O =} [ | B =

Control Panel — O X

&« v > Control Panel v |Search Co.. P

Adjust your computer’s settings Viewby: Category ¥

System and Security User Accounts
Review your computer's status G Change account type
Save backup copies of your files with File
History

Backup and Restore (Windows 7) & Appearance and Personalization

Network and Internet .
View network status and tasks > Clock, Language' and Reglon
Choose homegroup and sharing options i Add a language

< Change input methods

Hardware and Sound Change date, time, or number formats
View devices and printers
Add 4 device Ease of Access

Let Windows suggest settings
Programs Optimize visual display

Uninstall a program
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Power in 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.

-Restart should be used when installing updates/software and to resolve any errors. If the computer
has frozen or is giving off some other error, you should use Restart rather than Shut Down.

-Putting your PC to sleep saves power while preserving the state of your PC so you can resume
working quickly. This comes in particularly handy with portable devices such as tablets and laptops
that you might use for a while, put to sleep to preserve battery life, then wake again and resume

) Restart

(') Power

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.

Windows Security

Firewall & network

= R
P rotection
@ Home Who and what can access your networks.
O  Virus & threat protection
S Account protection Domain network
3 S Firewall is on.
| «”  Firewall & network protection
B3 App & browser control
8 Private network
£l Device security 2 ;
Firewall is on.
<P Device performance & health
&  Family options 8 Public network (active)

Firewall is on.
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File and Folder

All the data on the hard drive consists of files and folders.

File

Folder

A file is commonly referred to as a document
and usually created from within a specific
program.

Courses_5c... Chapter 6.doc message,txk

A folder is a container for

programs or files and a method of

organizing information.

=7 -

My Docurnents

|
J

ECDL Motes

Files store data, whether text, music or film

Folders store files and other
folders.

Files are represented with an icon and usually
include a symbol of the associated program.

Folders are represented with a
yellow icon.

Each file has its own extension.

A folder does not have any
extension.

Files are taking spaces on computer memory.

Folders are not taking spaces on
computer memory.

The user cannot create any folder or sub
folder within a file.

The user can create different
types of files or sub folders in a
folder.

Duplicating (Moving) Files and Folders from one folder / directory to another.

Select the files / folders that the user wishes to duplicate / move.

Click Edit, Copy (to duplicate) OR Cut (to move).

Open the folder where the user wants to paste the files / folders and click Edit, Paste.
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O pen
Cpen in new window

Manage with ACDSes 15

Share with 3

E Add to archive...

E Add to "SAzhar & Suhila.rar”

E Compress and email...

E Compress to "SAzhar & Suhila.rar” and email

[El  Shared Folder Synchronization 3
Restore previous wersions

Bitdefender 3

£  jetAudic (3
Include in library 3

=nd to 2

Create shortcut
Drelete

Rename

Properties

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.

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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4

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.

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:

o Ifyou'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.



Dentistry College —University of Tikrit
Computer Science

The First Stage-First Semester/ 2024-2025
Dr. Tamara A. Anai

E| © ¢ = | Documents = o =
Home Share View

€= ~ 4 [ > ThisPC > Documents >

# Quick access
@ OneDrive

= This PC
¥ 3D Objects
Bl Desktop
'3 Documents
¥ Downloads
D Music

== Pictures

. Videos

£ . Local Disk (C)

6 items 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.

[E! 4 © = | Documents = o x
_ Home Share View

« v 4 % > ThisPC > Documents v O £ Search Documents

A

# Quick access h k . ' k l
@ OneDrive k ] 2 ‘ S

Phot.os Recipes School Work Cover Groceries_
Documents Letter Budget_Ma
= This PC

rch
¥ 3D Objects
I Desktop
= Documents
& Downloads
} Music
= Pictures
. Videos
£ Local Disk (C:)

6items 4 items selected

To select 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.

10
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]| © s | Documents
Home Share View
« v 4 5 > This PC > Documents v O
A Name
# Quick access
Photos
@ OneDrive Recipes
W This PC School Documents
Work
2B 3D Objects =
- Cover Letter %
B Desktop ull Groceries_Budget_March
““ Documents
¥ Downloads
D Music
» Pictures
8/ videos
£ Local Disk (C:) v €

6 items 3 items selected

)
)OS,

Search Documents

Type

File folder
File folder
File folder
File folder

Microsoft Word Document

XLSX File

Size

12 KB
9 KB

T

i

1.

11
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Selecting all files

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.

8| © s | Documents = 0O X
Home Share View W, °
- v 4 5 > ThisPC » Documents v O £ Search Documents
0 Name Type Size
# Quick access
Photos File folder
@ OneDrive Recipes File folder
W This PC School Documents File folder
; Work File folder
2 3D Objects =
- Cover Letter Microsoft Word Document 12 KB
W Desktop ull Groceries_Budget_March XLSX File 9 KB
“* Documents
¥ Downloads
D Music
» Pictures
8 videos

£ Local Disk (C:)

n.

6 items 6 items selected

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



http://www.gcflearnfree.org/windowsbasics/keyboard-shortcuts-in-windows/1/
http://www.gcflearnfree.org/windowsbasics/keyboard-shortcuts-in-windows/1/
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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.

1B

Photos =
Shortcut k

Changing the name of a Folder / File

Right click on the folder / file. Open
Edit
Click Rename. e
H [ Convert to PDF with Mitro
Type Inanew name. [+ Combine files with Nitro

Open with »

Share with »
Add to archive...

Add to " ples.rar”

Compress and email...

Compress to " pde=.rar” and email
Bitdefender 3

HEEEE

Restore previous versions

Send to »
Cut

Copy

Create shortcut
Delete

Rename

Properties

13
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Open a window to display folder name, size, and location on a drive.
e Right click on the folder.

e Click Properties. The following window will appear:

| ECOL v.5 Properties
Geners ‘M;Sowtyl'am

Location of the

ECOLvS Folder in your

’ 5225 computer
Trwe Fie Folder (5) fd,_-‘
Locat C:\Usars'oofi\ Dasit F =
o— PR l Size of the Folder
Sam 17.2 MB (18.096.071 bytes) e
Sceondsk: 173 MB (18243584 bytes)
Cortans 72 Fles, 21 Folders Number of folders

within the folder

|| Costed Wadrmeday, Juby 08, 2003, 823.25 FM

Number of files Anades [l Readonly Only appbes to fes in folder)
contained within Hadden R
the folder
(including files in
sub-folders)

Lok )| Comm

Desktop lcons
An icon is a small graphical representation of a program or file. When the user double-click an
icon, the associated file or program will be opened.

iy

Recycle bin icon. MEsiEEER


https://www.computerhope.com/jargon/d/doublecl.htm
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The Windows Explorer Views

Minimize

Window

Close

\.Eﬂﬁﬂmm:lnw

Maximize/Restore

Window

The Views icon allows the user to set the view to display files. Open document icon from desktop,

select view

File Edi ools  Help
Organize #hare with v New folder
Documents library

Includes: 3 locations

o Favorites
Bl Desktop
& Downloads

1| Recent Places

7 Libraries
3 Documents
| My Decuments
Public Documents
Bl pe
J? Music

=l Pictures

B videos

- Computer
£, Local Disk (C)

ih Network

Mame

4 My Documents (16)

C\Users\pc
. HiSuite
. IBM
. [I5Express
My Data Sources
. My EndNote Library.Data
. My Web Sites
. Plagiarism Detector reports
. PlagiarismCheckerX
. ViberDownloads
. Visual Studio 2008
. Visual Studio 2010
. Visual Studio 2015

[ R

Date modified

T/27/2017 11:05 AM
5/26/2017 1:35 PM
T/26/2016 6:56 AM
11/17/2016 %:31 PM
5/8/201712:25 PM
7/26/2016 6:56 AM
9/14/2017 7:48 AM
9/14/201711:04 PM
9/15/2017 10:41 AM
7/6/20153:31 PM
9/15/2017 11:20 AM
5/23/2017 4:00 PM

Type Size

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

File folder

Or clicking on the down arrow displays the following options.

m@

Amangeby: Folder v

»

m

15
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&E| Extra Large Icons

| Large Icons

sia| Medium Icons

<5 Small Icons
i List
L=  @== Details

;,‘:: Tiles

5‘% Content

Medium and Large: Displays picture files as a series of small pictures.

Tiles: Displays only the file titles.

Small Icons: Displays all objects as icons.

List: Displays all files/folders in list format split into multiple columns.

Details: Displays all files and associated file details such as name, size, type, and last accessed date in
a single column.

Sort files

The files displayed in My Computer window can be sorted by name, size, file type and the date/time
last modified:

Click View, Details.

& Extra Large Icons

i=| LargeIcons

s Mediurm Icons

Small Icons

SR List

EE Content

16
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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.

=] ‘?} 5 | Document - WordPad

Undo (Ctri+=2Z) L

-

v

{ \
an
A

Reverses the last action.
13 Copy

Paste B[Qabsxzxzé'y'

v

Clipboard Font

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.

17
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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.

Ctrl+X: Cut the selected text.
Ctrl+C: Copy the selected text.

Ctrl+V: Paste the copied or cut text.
Ctrl+A: Select all of the text on the page or in the active window.

Ctrl+B: Bold the selected text.

Ctri+l: ltalicize the selected text.

Ctrl+U: Underline the selected text.

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

Shift + Del: delete file from recycle bin and computer

Enter: Open a selected application or file.

Ctrl+N: Create a new file.

Ctrl+O: Open an existing file.

Ctrl+S: Save the current file.

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

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

18
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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.

To open afile 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.

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

Adirondack ~ OPeM
Set as desktop background

3D Print with 3D Builder
Edit
Print

Rotate right
Rotate left

Cast to Device >
7-Zip
CRC SHA >
_ﬁa Scan with Windows Defender...

Open with > | % ColorSync Utility (Mac)
Open on Mac @ Firefox (Mac)

Show in Finder € Google Chrome (Mac)
Share on > ! Paint

5 | 7% Photot®

AV

Share with

Restore previous versions &l Pixelmator (Mac)
@ Safari (Mac)

=7 Windnwe Dhatn Viewer

Send to >

3. The file will open in the selected application.


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

| 5 Drive Tools  This PC = m] X
Computer View Manage o
o v A B ThisPC > v & | Search This PC p
* Quick access ’ FOIderS (7)
Deskt: * j
B Desktop 3D Objects Open in new window
& Downloads o ‘. Pin to Quick access
% Documents * Turn on BitLocker
% i Documents
& Pictures * ‘? Open AutoPlay...
D Music » £ Scan with Windows Defender...
B Videos ) Music Give access to >
% OneDrive Restore previous versions
X Include in library >
& This PC m Yieleos Pin to Start
¥ Network ) ) I Format... I
v Devices and drives (3)
Copy
e Local Disk (C:) ROM
8 | Create shortcut B
Ny 232 GB free of 4
| Rename
New Volume (E‘ Drorahes
Wy 248 GB free of 24TGE

What is defragmentation?

Defragmentation is the process of rearranging the data on a storage medium, such as a hard disk
drive (HDD), for efficient storage and access.

Defragmenting a hard drive can improve a computer's or laptop's performance and speed. Certain

disk defragmentation tools might try to keep smaller files together, especially if they're often
accessed sequentially.

Example of file fragmentation

I[N B

Fragmented files on a hard drive Defragmented hard drive with no gaps

T ALL RIGHTS RESERVED
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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)

i ma g e .j p g VidyaGrasn
SN

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 theextensions are divided into
several groups such as:

System files

These are files that the Windows operating system reads and returnsto 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
. Xxls 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 thatare under these extensions:

.9if, .jpg, .jpeg
.gif (Used to save animation pictures)

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

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

Example 1:Dent.mp4

kEile 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.

22
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Introduction to Internet and Web Browsers:
What is a Network?

A network is an interconnection of two or more computing devices. They are linked
to sharing resources, exchanging files, and allowing electronic communications. The
computers on a network may be connected through cables, telephone lines, radio
waves, satellites, or infrared light beams.

It can serve a variety of purposes including:

- File sharing between two computers

- Video chatting across different parts of the world

- Surfing the Web

- Instant messaging (IM) between computers with IM software installed.
- E-mail

- Voice over IP (VoIP)

A converged network transports multiple forms of traffic (video, voice, and
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Types of computer networks

1. Local area network (LAN)

A local area network, or LAN, is the most common network type. It allows users to
connect within a short distance in a common area. Once they connect, users have
access to the same resources. For example, you might use a LAN when you connect
your laptop to the internet at your home and print a document from a printer on the
same network.

2. Wide area network (WAN)

A wide area network, or a WAN, is an extensive network that's not confined to
geographical space. Corporations and international companies may use WANSs to
provide a common network with far-reaching connectivity. For example, remote
workers who use the internet to access information from their company make use of
a WAN.

What is the Internet?

The Internet is a global network of computers
connected by wires, (mostly phone lines). If you
look at a map of big cities, smaller towns, and

scattered houses, each 1s connected with roads, @
<@ W,

railways, etc.

This is like the Internet, except with the Internet,
wires connect computers. The Internet is a
superhighway
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What Is an Internet Application?

Internet applications are interactive, compiled applications that can be accessed
through a corporation, Internet applications can perform complex business
processes. In a server-based Internet application, the application uses the Internet
protocol to receive requests from a client, typically a Web browser, process
associated code, and return data to the browser.

Example:

On-line communication
Product Promotion

On-line shopping

Online journals and magazines
Real-time updates
Communication

Job Searches

Finding books & Study materials
Health & Medicine

Travel

Business

Research, so on.......

Connecting to the Internet

» Connect to Wi-Fi by going to your network settings, turning on Wi-Fi, and
selecting your network name.

* Connect to ethernet by using an ethernet cable to connect your computer to
your router or modem.

* Connect to dial-up by plugging in your modem to the phone jack, then
connecting the modem to your computer.
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The World Wide Web (WWW)is a hyperlinked network of documents and other
resources found on the computers of the Internet.

Internet Browser is a software program that enables you to view Web pages on your
computer. Browsers connect computers to the Internet and allow people to “surf the
Web.”

Software program that allows a person to view WWW documents.

Examples of browsers are Netscape, Microsoft Internet Explorer, Chrome, Mozilla
Mac Web, ...........

SEARCH ENGINES

A website that will help you search the Internet for keywords and subjects. Search
engines are programs that search documents for specified keywords and return a list
of documents

where the keywords were found. A search engine is a general class of programs;
however, the term is often used to describe systems like Google, Bing, and Yahoo
specifically!
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URL (UNIFORM RESOURCE LOCATOR)

The unique address of any web page. It tells your computer where the information
is stored to be viewed.

A web address is typically composed of four parts:
For example, the address http://www.google.iq is made up of the following areas:

* http://
This Web server uses Hypertext Transfer Protocol (HTTP). This is the most
common protocol on the Internet.

* WWW
This site 1s on the World Wide Web.

* google
The Web server.
. iq

This tells us it is a site in Iraq.

DOMAIN

A way to indicate what type of site you may be viewing. Some common domains

* com (commercial)

* edu (educational institution)
* gov (government)

* net (network)

* org (organization)
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You might also see addresses that add a country code as the last part of the address
such as:

1q (Iraq)

» fr (France)
* us (United States of America)

* ca(Canada)

+ eg (Egypt)

Q: https://www.cden.tu.edu.iq 2207000700070077077?

What is an IP Address?

An Internet Protocol (IP) address is the unique IP Addresses: An Overview
ldentlfylng number aSSigned to CVCI‘Y deVice They’re so much more than a string of numbers.

connected to the Internet. An I[P address
definition is a numeric label assigned to devices
that use the internet to communicate.

IP addresses are a unique
identifier assigned to
internet-connected devices
and they’re required for your
device to access the internet.

Internet Protocol (TCP/IP) Properties I

General

“Y'ou can get |P zettings assigned automatically if your network, supports
this capability. Othenwise, vou need to ask vour network. administrator for
the appropriate |P settings.

(O Obtain an IF address automatically

o
(%) Use the fallawing IP address:
IF address: 192 168 . 0 .1

Drefault gateway: 192 1688 . 0 . 1

(&) Use the fallawing DMS server addresses:
Frefened DNS server: 192168 . 0 . 1

Alternate DNS server:

[ Ok, H Cancel ]
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Communications and Emails

Basic of Electronic mail:

Electronic mail, commonly shortened to “email,” is a communication method that
uses electronic devices to deliver messages across computer networks. "Email"
refers to both the delivery system and individual messages that are sent and received.

Geeting an email account

Gmail is free and simple to use. You can sign

: el Google
up for Gmail and use it in any web browser, | Create your Google Account
or download the Gmail app for your iPhone, —
Android phone, or tablet.

To create a Gmail account, visit
https://accounts.google.com/signup.

From there:
Enter your first and last name.

Type in your chosen username. This will be
the first part of your email address (the part
that comes before gmail.com).

Enter your password, then type it again in the
Confirm box.

Your password must be at least 8 characters long and contain a mixture of letters,
numbers, and other symbols.

Click Next.

If you like, enter a recovery email address and phone number in case you get
locked out of your new email address. These steps are optional.

Enter your birth date and gender.
Click Next again.

Review the terms and services and click [ Agree. Enjoy your new free Gmail
account!



https://accounts.google.com/signup
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Sending and Receiving emails; Accessing sent emails; Using emails.

= M Gmail Q T
£ Cooes < 0o W 85 0 @ m D
O inbox Three Stocks to Trade Right Now inbox =
¥ Starred @) The Stansberry Digest <customerservice@exct stansberryresearch.com> Unsubscribe
@® Ssnoozed @ tome~ —
B  Sent I The Stansberry Digest <customerservice@exct.stansberryresearch.com> I
No Reply <reply-fe8f11747667007471-37250_HTML- Y
D Drafts 648722589-7296493-26060@exct.stansberryresearch.com>
v More wajahatali2796@gmail.com search Since 1999
Nov 14, 2023, 4:26 AM
Labels 5 I Three Stocks to Trade Right Now I

<7294776.xt.local> Filter messages from this mailing list

.
bounce.exct.stansberryresearch.com y Dlgest

exct.stansberryresearch.com

@ Standard encryption (TLS) Learn more

v

Important information from Ten Stock Trader editor Greg Diamond...
When 'A++ really does mean something good... Don't miss Greg's
outlook for 2024... Three stocks to trade right now... Last call for free

At the foundational level, emails consist of basic components that we encounter with
every message we send or receive.

Sender's Name and Email Address

The "From" field not only displays the sender's name but also their email address. It
establishes the source of communication, allowing recipients to identify the sender.

Recipient's Name and Email Address

Conversely, the "To" field shows the recipient's name and email address. This
ensures that the message reaches the intended audience.

Subject Line

Considering the gateway to your email, the subject line provides a concise preview
of the message's content. A well-crafted subject line can significantly impact the
recipient's decision to open the email.

Body of the Email

The main content resides in the body of the email. It can be as simple as a few lines
of text or a detailed message with rich multimedia elements.

—
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Attachments

Attachments allow users to share documents, images, or other files along with their
message. This feature facilitates the exchange of additional information beyond the
email body.

Cc (Carbon Copy) and Bcc (Blind Carbon Copy)

These fields enable sending copies of the email to other recipients. Cc is visible to
all recipients, while Bcc conceals the additional recipients, ensuring privacy.

What Are the Most Used Email Service Providers?

There are several email service providers one can use for business and personal use.
v" Gmail

Gmail by Google 1s one of the most popular web clients for email because it’s free
and easy to use.

v" Qutlook

Outlook is an email client offered by Microsoft as part of the Microsoft Office
package.

v" Yahoo! Mail

Launched in 1997 and currently available in 27 languages, Yahoo! Mail is one of the
oldest email clients on the web.

v" iCloud mail

1Cloud has become increasingly popular as iPhones and 10S operating systems are
big players in the tech world. If you have an account with Apple and an Apple device,
you can connect to iCloud mail using your Gmail, Hotmail, Yahoo! Mail, or AOL
Mail address.

—
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Collaborative Email is an inbox to which several people have access to. Work team
members can access this collaborative email and work from it. Team collaborations
now support email-based project management and collaboration. With this you can
add notes for your tasks, associate documents with tasks, post comments to forums,
attach files in forums, file a bug, add bug comments attach files for a bug, and so on,
all through an email.

@ Microsoft Teams
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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

14.2 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 2010?
A. From start menu
Start —»All programs —» Microsoft Office —» Microsoft Office Word 2010

BrowserPlus 22| Microsoft Excel 2010
[I] mMicrosoft InfoPath Designer 2010
(X] Microsoft InfoPath Filler 2010
[ﬂ] Microsoft OneNote 2010

o

Microsoft Outlook 2010

Catalyst Control Center
DAEMON Tools

Games

Google Chrome

Intel PROSet Wireless
InterVideo WiIiNnDVD
InterVYideo WIiNDVD Creator 2

1,’] Microsoft PowerPoint 2010

| B.| Microsoft Publisher 2010

Microsoft SharePoint Workspace 2010
51 Microsoft Word 2010

geeeeaee|

Microsoft Office

g

Microsoft Silverlight
Nokis PC Suite

E3
@) ones

3 m Microsoft PowerPd
P= EMer PoweriSO
QuickTime
Real

W‘] Microsoft Woard 201

SOL International

MR VLC media player SharePoint
Sonic
All Programs B Starfup
TOSHIBA
Winamp learningcomputer.com

Yy ¥ ¥ ¥ ¥ ¥V Y Y Y Y Y YREBY Y Y Y Y Y V¥V Y

peeeeeeeeeen

Winamp Detector Plug-in

o

Apple Software Update () Olfice-sgss s ]
Tunes (@) Windows Update @
L) Joo s ol ol Slasl 38 s @
Difica-odive 232 8} |
Windows $58 %

Avia T

FormatFactory ¢
Golden AW ai Translator
K-Lite Codec Pack T

« Mictosolt Office Tools

] "
Microzoft Offios Aooess 7602 (5] B4 Neo @
Miciodort Diice Excet 2003 (3] 14
Miciosoft Dffice InfoPath 2003 [ f4 Skype 1
Microsaft Office Dutlock 2003 | 4 VideoLAN 2 e /e
Miciosaft Office PowerPaint 2003 (5] f4 Windows Live @iy | "0 PO
Microsoft Office Publisher 2003 [B] f« WinBAR 0 w{f“"“*w" _ﬂ
Mictasoft Office Word 2003 ] 4 Yahao! Messenger (1) =
4 @ fn DﬂlceWevd2D‘3'3@
‘ Hiall gal>d 7
P Sl en: D) i Otice Powe,‘F_'invt j
] @l 10

Adobe Reader 8 . Wt Office Excel 2003 g
Inteinet Explorer &8
Outlook Express 5)
RealPlager © | sdobe Reader 8

Windows Media Player &)
‘Windows Messenger 3§ WinRAR @
Windows Movie Maker ¥}

hBack Pro 3 Player c!s

4 =i LS

) 50 Saslaal

Ll Activ Software T

; . < Bluebeay Software 1)

oo Bzo B :F_@ N 4 Snagit 10 &)
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B. From shortcut icon in desktop

learningcomputer.com

4

My Documents

OFfice

Ed
MetMeesting

I

=

Lotus MNotes 7

, [ f —_— F F ~i g
s Start ﬂ C:\Documents and Se.., B Control Panel ﬂ C:\Documents and Se... W windows_x<p_s

C. From write Microsoft Word in start menu search

Programs (238)
W pmMicrosoft Word 2010

VWWindows Explorer

=¥ Windowws Fax and Scan
Control Panmnel (A 74)

s Windowws Firewwall

=4 wWindows Defender

¥ wWindows CardSpace
Documenits (2258)

=1 ] Wwindows 7 Training.ppix

=1 7] windows 7 hands-on.xisx

B with Tt and sp 2.png
Music (5)

= Maid with the Flaxen Hairmp3

= andrews_sisters—-—-south_american_wayOS5S010S.mp3

= See more results

'w > l | ® 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 Ri

File eview View

“‘-'3 4 Calibri (Body) - 11 =0 iEiE Iy % oy

l:aste s, B I U ~abe x, X 4 I__EJ! ,’ | = Quick Change Editing
v 7 &'y'A'Aﬂ' ATAS Q'_' 21 qa Styles ~ Styles ~ =

Clipboard Font 5 Paragraph I Styles v

Page:1of1 | Words:0 | English (Us)

< BN oS a=>isn SAlasize 220 | dxeall s {551 Aeceafll aRaal|
voldlo 8+ ola¥ o)) st Tl ﬂ j‘ ol &k a8Laue D @ @ v Jolga =) Uj @’ ~ uiei i
T - SEVENTIPNTRVTINT  R — T ana0|nsd= |2 0 ys=s s - - e sei i — —_ ~ baas [
ETOVRIN el 25 By d"j;’,l E2p S amai10 iim = 2 0 um TE ::::" .;,C:,A,. .ﬁ::; ~aLslgl pE . g ey - ol [@] =1
< |.a 5359 aceactl Aual> | azepal] slas Bl
,..,,.3!”...lﬁ:....r...,.3‘..‘:‘..L'z_...:...11,...:...kg..‘:.‘.?A..:...e‘..:.HZ_..‘.D...f,“....['"_,..iv...'_
-~
fes
= =
=
o
¥ =
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iU ) ok = 3.8 EE)| e e P R e e
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1.3 Appearance of Microsoft Word (Home page)
Microsoft word 2010 appearance containing:

1.3.1 Title bar

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

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

=25
=
Faste  _» | = Save A -
Clipboard [ I E-rmail =
e
Cruricko rirmt
FPrimt e ol i
J Aodd teon Crunick SAaccess T::n::llelr]
Sl —

Unao
Redo
Crrawe Tabhle

Trpern Recent File

PAore Commands...

Showw BEaelow the Rilbbk o
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1.3.3 Status bar

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

Page: 1 of 1 | Words: 171 | g‘;’a’ English (U.5) | H_@ BRI E =

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

- View buttons

- Zoom control —
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Lecture 2 contain:

> Introduction of MS-Word 2010

1.4 Tabs & Ribbon

Ribbon Tabs

References

Page Layout

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

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

4

Review

Information about Documentl

H Save
Save As
5 Open )
= ACU)
| [ Close Lﬁﬁ-
L it Protect
W Document ~
| Recent
W —
New [ f,‘:rj
i J
|| Print Check for
Issues ~
Save & Send
8
_
. Manage
a B Versions ~

]

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.

[}




Tikrit University / College of Dentistry
Computer Science /First stage, Second Semester, Lecture 2

Ass.Lec Heba Hani Raheem

» 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.

=1 Sawe As

Sy
L€ L

Drganize

Templates
I Fawvorites
w=a Libraries
4-3. Homegrowp
Computer

'ﬁhg Metwvrorkc

= Hide Folders

- [, Microsoft Office Word

= Microsoft » Templates » — g 'l = T =
Plew folder == >
MMarme - Da fied
Docurment Themes =2
Smartart Graphics
File marme: letterhead.dotx -
Sawve as type: | Word Template (~.dotxd) -
Authors: Owwner Tag tag
Sawe Thumbmai
Tools Sawe 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

Files that use the PDF file format can be saved and opened by using
Word 2016, and Word 2013.

sharing.
Word 2019,
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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 Aslide that is saved as a graphic for use on web pages.
Interchange Format
Jjpg JPEG File Aslide 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.
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» Open: Used to open Microsoft Word documents stored in versions 2003,2007,2010

[w] Open [—2%—]
%v" << Documents » My Documents » Tutorials » Office 2010 » Word »
Organize - New folder j== = 18 @&
Deskt - .
Bl Desitop Documents library A e it
& Downloads Word Arrange by: older
=\ Recent Places =
Name Date modified Type Size
= Libraries Images 6/24/2010 10:42 AM  File folder
5| Documents | =] Microsoft Office Word 2010.docx 6/21/2010 4:35 PM Microsoft Word D... 2,048 KB |
| My Documents
Public Documen =
@' Music
=] Pictures
E Videos
% Computer
&= Local Disk (C2)
= WIN-BACKUP (E:)
¥ cunterbo (\\esmfil
File name: Microsoft Office Word 2010.docx ~ [An word Documents (“.dock™.c ~ |
Tools 5 r Open lﬂ [ 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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s Documentl - Microsoft Word — +

‘Mailings

E Save . [
B sove A Information about Documentl
‘ S Save As
jj @ Open i Permissions
H [ Close %’ Anyone can open, copy, and change
" Protect any part of this document.
" Document ~ sil W
Pg =
| Recent
wW
N S e Prepare for Sharing Td
' 'i:’}l Before sharing this file, be aware that it Til
| Print Check for conta[n)ns: . - — Ts
ISt naor:::;men properties and author's o
| Save & Send [
Re
K Help I Versions Lz M
' [ < N l@ -h;) There are no previous versions of Cr
[ options Manage this file. e N
. Exit Versions ~ Rl
& ‘ ‘ n | ’

w0 4.57

70

17065
(88x/ad.0s 1592

alall s ausigd!

AM 10:08 ,peal)
6/18/2007 9:17PM

39| Jussall

SOVt

&>l &zu:l!.h..'ni?

2l

D:\word 2010.docx

word 2010 Jg> wlogleo

315l gos

Shlas] placel sl JSliw Sgasguod Sasazdl Ol Lams Juasi o6
oS8 ol eall 838 805 o] aladl 1AB Las 535emn -OFfiCe oo Gailuw

bl 09 Gl qio g A3

ol.-gai

.Qmmwllmw:péf@mmuf\méygﬁq

as; Lol jupoo

tusde Sgim @il (dl DbVl s wakall 130 &St (15 " asLayl eyl (1]
Sle>lo

alo o3 uwylais S powl caswnll Laitas

wAluadll g gyl

sin A By>Vl B pF

anzall XML bl

Cannas Ugaogll &slSals (3les JSLaw o Cald (Sgreoll (3845 yien
BNTENTINFT PRI

10/16/2012 11:31 AM 53>V aclinll s

dlall gas Joleaali #lesl
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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
s = ] =
Ml =2 - O 1= Documentl - Microsoft Word s | [5)
Home insert FPage Layout References Mailings Review Views Add-Ins o
=d Save e
Recent Documents Recent Places
L save as
- @_ﬁ 42375 _Ku... @ — - Desktop =
—~ Open = Desktop e/ C:\Users\zara\...
— - —~ -
[ Close |W]:- T- Tracker... = ol f_njal_tutpnals =
— — oy i e = N C:\Users\zara\...
Info = As
T word tuto... R sembly i
! IE = I My Docu.. (== C:\Users\Books... =
R = o P Tans = =
! = Desktop 4 C:\Usesrs\Books... =
SNew (] = Work Ord... =2 T-Tracker =
L Desktop e/ C\T-Tracker
Print
lej java.odt -
Save & Send | Desktop
(] = chil_Proc... -0
Help = Desktop\fi... : -~
255l Add-Ins ~ -+
5 | Quickly access
2] ©Options this number of =
> 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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| x [E=fE=]

Microsoft Word - Documentl

(ol R H|@

Q -~ e a.:l}n A uad 0 ==l Gzetall ks 2ol Sauanaiyll Gesall
F o | sa>
E,18 Moo &,8gioll wJlgall
powly Bas
o 5
i
el Cof
Zloglea
= sazl
,>| ﬁ o
=
g o s
oV IEVEC wallgd wallgall zilos Jlssly Jan
39700 AEE o
. e Office.com s ol
5 Dy <l E
JL el (5
- I — . I — l I ——
Home Insert Page Layout References Mailings Review View Developer Add-Ins
= save
Available Templates
Bl save As
23 Open fa¥ Home
[ Close &
Info LA t
L L
Recent Blank Recent Sample ew from
document templates templates existing
Office.com Templates [SMCE.COFH for templates
Print - — = — - — =
N Y G G G Y G oY
el Agendas Award Brechures Budgets Business Calendars Contracts
elp
£ Options - Word 2010 New Document Window -
B3 exit 4 j/ 4 4
Diagrams Envelopes Expense Faxes Flyers Forms Gift
reports certificates




Tikrit University / College of Dentistry
Computer Science /First stage, Second Semester, Lecture 2

Lec: Taomara A. Anar

> Print
Print document pages on a sheet, and user can change the printer type, page settings, and the number of

paper.

@I] o > - &5 |= LicenseOEM [Compatibility Mode] - Microsoft Word [ = ==
Home Insert Page Layout References Mailings Review View novaPDF = e
c o Print 3
'5‘ Copies: 1 =

Print

-
Print :

. s nowvaPDF Pro Server v7

3@ Ready &

Printer Properties

Settings

Print All Pages

-~
B Print the entire document
Save & Send
Pages:
Help U =] Print. One Sided -
Only print on one side o... =
23] Options 5.5 0
=={= Collated
. ==
B3 et BEE,5 555 125 >

2
7| Portrait Orientation ~

D Letter
~
85" x11"

Custom Margins e
— -
I | 1 Page Per Sheet - 3 >
! Scaled to 5.51" x 7.99" of = 3 E:g
< Sz —) | o B —
Page Setu = = = il &
B i >

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

(]| ‘dz (5] T=0 LER v umentl - Microsoft Wo Bt

FMenus Home Insert Page Layout References Mailings Review Wiews Kutools st e = =p =

o

Sawve & Send Send Using E-mail
Save As
- I I I Attach a copy of
EF Open | = S ARSI (S0 1 this document to
e - — an e-mail
= it a Save to Web Send as Eweryone
Attachment receives
Info " - separate
_ copies of
Recent LUl Sawve to SharePoint this
document =
I Ch
Mew Dn Publish as Blog Post oognass
feedback

need to be
incorporated
manually

Bt File Types

e &'_“.‘5Er1d Change File Type

Create an e-mail

DL

wWord Tab <
Create PDF/XPS Document 1 t_hat contains o
el link to this
Help docurment
Ewenyone
1z Options works on the ™
1] »




Tikrit University / College of Dentistry
Computer Science /First stage, Second Semester, Lecture 2

Lec: Taomara A. Anar

» Help

Home Insert Page Layout References Mailings

Review

= save
Support

Save As - =3 ® Microsoft®
3 &  Microsoft Office Help . l ( :e
Open

[ Close 9
g8 ContactUs

Getting Started
Product Activated

o Microsoft Office Professional Plus 2010
Tools for Working With Office This product contains Microsoft Access,
Recent Microsoft Excel, Microsoft SharePoint
=3 Options Workspace, Microsoft OnelMNote, Microsoft
New Outlook, Microsoft PowerPoint, Microsoft
l'_g] Check for Updates Publisher, Microsoft Word, Microsoft
= InfoPath.
Print

Change Product Ke

Save & Send
About Microsoft Word

word Tab Version: 14.0.4760.1000 (32-bit)
Additionsal Version and Copyright
| M
Part of Microsoft Office Professicnal Plus
23 Options 2010
© 2010 Microsoft Corporation. All rights
Exit reserved.

Microsoft Customer Services and Support
Product ID: 02260-018-0000106-48296

Microsoft Software License Terms
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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

E‘E‘,-E Customize the Ribbon and keyboard shortcuts.

Display
Choose commands from: () Customize the Ribbon: )
,Popular Commands EI |rMain Tabs

Proofing

Save

Accept and Move to Next Main Tabs

Align Left Home
Breaks Insert
Bullets Design
Centee Page Layout

Ch List Level
Co:;ge A References

Cut Mailings
Define New Number Format... Review
Delete View

graw ’&azl.e s [ Developer
raw Vertica 0x [] Add-Ins

Email Add >>
Find Blog Post
Font 1] << Remove Insert (Blog Post)
Font... Outlining

Font Color l_ Background Removal
Font Size ’

Format Painter

Grow Font

Hyperlink...

Insert Footnote

Line and Paragraph Spacing
Macros

Multiple Pages New Tab ' l New Group ‘ l Rename...

New e
Customizations: Reset ¥ |
Keyboard shortcuts: Imgort/Export ~ | @

Language

Advanced

Quick Access Toolbar
Add-Ins

Trust Center

>> BEERX e’ & IS

DEvirzid»e

>

| ok || cancel

10
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Lecture 3 contain:

> Introduction of MS-Word 2010
1.4 MS-Word 2010 Ribbon and Tabs

14.1 File Tab
142 Home Tab

1.4.2 Home Tab

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.

= IR CNE
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.

r@ a : |= New Microsoft Word Document = Microsoft Word == 23
Ho mie [nsert Pagea Layout Referenceas Mailings Rewiew View & @
Calibri (Body) w1l v iZw iz elice | E2EE A/ % 3 |
B J U -shex, x* & I[IESEFE = =
"L AT A KX R BT || v
Clipboard 7 | Font Paragraph . Styles

™
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Font :
Font S(i);e Grow Font Shrink Font Change

S~ ~—_ N // .
Bold
° \ CalibMv A A

Italics

Aa
. 2 v ab v 4
Py a 3¢ 4 A ~N
d 1' / -~
Underline For A || Font Color

A" — Clear
4 Formatting

\\Z/

Box Launcher

- 7 y A |
Strikethrough | Subscript Superscript Text \
Effects 'Te'xt
Highlighter ‘ Font Dialog

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

Decrease Increase
Indent - Indent Sort
Bullets and - ~
Numbering Buttons . é /7

=y i=-hzr |EE2E ) 21 | 9T T Show/Hide

Align Text Left o — . |
Tl = | = ¥ £kl Ve Border

Center / ParagrapH \

S~ 7/ P 2 Shading
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.
Ay Brea
AaBbCcDc | AaBbCcDe AaBbC: AaBbCc
- 2ac Replace
f i i Change
T Mormal T Mo Spaci... Heading 1 Heading 2 — g [:3 Salect =

b Styles -
Styles (] Editing

4 -+ 1 -+ + 5 1 E | More

Format titles, guotes, 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.
f—iﬁ Find =
AaBbCcDc  AaBbCcDe AthCn AaBbCc "
33c Replace
T Mormal T Mo Spaci. Headlng 1 Heading 2 g:;?:sgf [y select =

Default (Black and White) 47 Style Set =k
. 4 .
" Distinctive n Colors 3 ]
.4
Elegant Fonts |
— Paragraph Spacin .3
Fancy —gf Earagraph sp g
Set as Default
Faormal
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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R — e <
=
. ) Find ~
aBbCcbhd = &b Replace
= Cha -
Subtitle = Styled 5 Sclecrk
Editing

- —

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

e Find: A word or phrase can be found within your document by using the Find command.
e 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: 2018
Replace with: 2016
Replace Replace all | | FinaMNet | [ Cancel |

e (o 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.

Find Replace Go To

Go to what: Enter page number:
lPage PO

Eienc:on Enter = and — to move reiative to the current location. Example: =4
Bookmark will move forward four items.
Comment

Footnote
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e Select:
2
¢ Ll AaBbCel | 4 5
1 T Normal — Change ‘E“mi
Styles ~ =
les i
= RS ST T 3 Find -~ 5
Tac Replace :
! [ Lz Select —|
=5  Select AN

- Select Objects

M

lect Text

o Toselect all of the text in the document, click Select All.

with Similar Formatting

To select objects that are hidden, stacked, or bebind text, click Select Objects. To select an object, click

i
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.
To select text with similar formatting, click Select All Text with Similar Formatting.
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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

TIi™ R AR Documentl - Microsoft Word o B &R
Home Insert Page Layout References Mailings Review View (A} 9
j B~ [T ] [2orientation ~ '_ﬁ‘*%_] Watermark *  Indent Spacing T
= [a]+ H“ [ Size ¥~ hPage Color~ | EE 0 s 4=iopt s
Themes — Margins __ - .’ pay | = Arrange
v v v == Columns - be ¥ j] Page Borders | =<0 v | a=i10pt E v
Themes Page Setup « | Page Background Paragraph
[——

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.

W Ed9-o &=

Home Refere

Insert

Page Layout

B O E

L] Colors ~

A

Fonts ~

Margins Orientation Size Colum
'[©] Effects ~ 5 % =
| Built-In

Aa Aa ‘ Aa

- - | T | L L L L L
Offlce Adjacency Angles Apex =

Aa. 0 Aa | VAO Aa
oEom - i -EU---
Apothecary Aspect Austin Black Tie

- Colors, this command changes the colors for the current theme.

“ Home Insert Page Layout [
- H:H [Fts Orientation ~ ¥= Bre

Built-Im

hemes
R
1 O
T | [ [ [ ]
[ O B
A O 0
T O
N O O
- T O O
N T T O O O
1 O O
: N O B
- O O
Y O B
0 O O O
O O B
T T O O O
O O B
O O O
= [ o |
O O B

Office
Grayscale
Adjacency

ngles
%ex
Apothecary
Aspect
Austin
Elack Tie
Civic
Clarity
Composite
Concourse
Couture
Elemental
Equity
Essential
Executive
Flow
Foundry
Grid

Create Mew Theme Colors...

EI %
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- Font, Fonts for the current theme are enabled for change using this command.

Home Insert ] Page Layout Re
E- Ii' & Orientation = Y= Breaks
o [a]- | == 1 size ~ £ Line Mu

emes —

- Oriel | |f

Them | A Century Schooll. .
EI =2 Century Schoolbools H

Origin

A EBooloman Old .

= [}(_Eill Sans MT

P Origir‘ll -
N antia

Constanta

Perspective

P Arial
: Aa Arial

Pushpin
B Constantia
= Aa Franklin Gothic Book

_ Slipstream

Trebuchet MS
Trebuchet M5

>

a

Solstice

Sill 5ans T
Sill 5ans HT

>

a

Technic

Franklin Gothic Bo. ..
Arial

— Thatch

Create Mew Theme Fonts...

>

a

- Effects, The current theme effects are available for change using this command.

Home Insert Page Layout [ References

Xa E- Tl [ Orientation ~ »= Breaks ~ RN
""" - —d 3§ size ~ A Line Numbers ~ 3

Themes Margins __ .
- @' vg £ Columns ~ be~ Hyphenation v @
Them il [alk
El
F

Executive FlowI} Foundry Grid

G

&
u
G
|

Hardcover Horizon Median Metro
2 Module Newsprint Opulent Oriel
e, e e IE,
2 Origin Paper Perspective Pushpin
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2)

3)

4)

5)

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
l &3 lj I %= Breaks ~
E=] £ -]Line Numbers ~

Margins Orientation Size Columns

= +  b& 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.

Page background

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

Indent Spacing
S left: 0° - I: Before: O pt -
£3 Right 0" S|l ¥= After  10pt :

Paragraph Ia

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.

- Bringto 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.
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Lecture 5 contain:
> Introduction of MS-Word 2010

1.4 MS-Word 2010 Ribbon and Tabs

144 View Tab

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

Wid9- o= Documentl - Microsoft Word o B &2
Home Insert Page Layout References Mailings Review View % €a @
‘ ]‘I _t,l 5 Web Layout  [¥] Ruler i _ | l‘ El 28 New Window == ]
‘l z i [ idli k“ L—@] B [ # A ¥ E «_’Ez‘—z
L& Outline [1] Gridlines |24 | & Arrange Al =
Print |Full Screen _ - Zoom 100% ___ | ) Switch Macros
|Layout | Reading =] Draft [[] Mavigation Pane = | & split ) | iindeows= .
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

Leec: Tamara A. Anod
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; J ' _JjJI 58 Web Layout

L& OQutline

Print |Full Screen -
\Layout | Reading =l Draft

Dacument Views

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

l@ Ruler
] Gridlines
] 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.

Leec: Tamara A. Anod
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? x
() Page width () Many pages: E
O Text width i
() Whole page = 1
Percent: 100% % .
Preview E
AaBbCcDdEeXxYyZz i
AaBbCcDdEeXxYyZz £
AaBbCcDdEeXxYyZz !
= AaBbCcDdEeXxYyZz 1

T —

1 . i ..

J — One page: zoom the document so you can see the entire page in the window.

LJ_-_ﬂ —> 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

_'_’5 Mew Windo v%

= Arrange All T
’ . Swritch
] Split 1Y Windows >

Windowr

- 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.

Leec: Tamara A. Anod
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- View Side by Side: This arranges two windows next to each other.
EﬁVIEW 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}’nCthHOUS Scrolllng 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.

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

Microsoft Word 2010

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.

It’s including seven groups:

1) pages

2) tables

3) illustrations

4) links

5) headers & footers
6) text

7) symbols

@| H9-0|- Documentl - Microsoft Ward (=T 1 B4
Home Insert Page Layout Refarences Mailings Revisw WView &y @
; — R ';_I% Ty I Smartart @ 3 Header~ A=| &l QuickParts ~ [~
8 | el gy 4P R | Y
— il chart =l Footer - " dlworgart - [8)
Pages Table | Picture Clip Shapes ... Links Text Symbols
v = Art +  [agtScreenshot - - [#] Page Number ¥ | pgx- 2= DropCap~ bgd~ v
Tables Ilustrations Header & Footer Text

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

Home | Insert Page Layout Referen‘ces Mailings Review View @ “
' E][il [y Shapes ~ ; & g Header ~ A &l Quick Parts ~ | %~  TT Equation ~
| = |
‘ SmartArt | é Footer ~ ‘ A wordart~ 3} | £ Symbol -
Table ’ Picture Chp = | Fexk o 3 |
il Chart t ’ {#] Page Number~ | Boy~ 2=DropCap~ g~ | |
 Tables :*7 5 g!ggt__ritggg; | Header & Footer || Text . Symbols |

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 Bulton
| Inserttab
0™ I AR & Document] « Microsoft Weed [ o e |
Mome inaent Page Layout References Madings Revew View Asd.Ins o 0
l 2 Cover Page * ﬂ x-;\,,tsi;{ald‘ ’J) ™ smantin 2 Header = o QuickPatsi~ B+ T tquation -
S - o Chea s o footer Aworsan - B €2 symbot~
ik o
-, e 4 Screenanot - - =) Page Numoer ~ J;". 3 . e
Tﬁ_fl 2 1aton: Header & Faoter Tes Sysepon
kol = [Yoar - R SRS TN B U ~ RN T Ny 5 0
— 1 T ey T e T R
=IO .
e nclude items that are designed to coordinate with the overall
e 1 use these galleries to insert 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 A
e controls on the Home tab, Most controls offer a choice of *
7 rerr——— theme or using a format that you specify directly. ‘:
—— [ I - = i
| = ollhunl (EPD3 3 W LS (=) " O
=== | |l
[" ~— <€——— Built-in Cover Pages
x —
Cubetiny Daorme -
(ranie Content Upsetes f1om Oficr cam.

R ¢ Covet &
| Froces Cummnt Covn Page &

| %

Remove Current Cover Page option

- 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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> Home | Insert \ Page Layout References Mailings Review View )
\ = | El@l 5P shapes~ X =] Header ~ = Quick Parts ~ |2% ~ | TU Equation -~ |
| = Exﬂ A ¥ — :
‘ o T2 SmartArt |=] Footer ~ <l wordart ~ 53 £2 Symbol ~
Pages Table Picture Clip p Links Text = ” }
= - Art el Chart - [#] Page Number ~ Box~ ==DropCap~ *¢d~
| A} Tables ‘ Hustrations [ ! Header & Footer Text ' Symbols )}

2) Tables, this group help user to create and built table by using some option

> Home | Insert I Page Layout References Mailings Review View Get Started Acrobat

@

B - /___ El@ Ly Shapes - =2, =] Header ~ A —=| =l QuickParts ~ 2%~ <2
l_ﬁl E] % SmartArt = |=| Footer ~ <Al Wordart ~ @ |
l Pages Ta?le Picture (i:;: ﬁ.h Al Lu:ks E‘J Prge Nomber= | ;’:‘;tv AZ prop Cap bgdl - Symvbols ‘
L 2x5 Table g | J Header & Footer ) Text ‘ |
| | O | &
Me | | O |
| | O o |
This| L__] D D D D |:| |:| D actlaunch, sales projections and Sales group discussion
| O
N | A |
Mee [ ][ ][ 1L JCICICICICIC]
pepey N | | O
.‘-ee ]  1Insert Table...
,'3 Draw Table
thze ?’ﬂ Egcel- 7S‘p;re>adsr:|eeA;:“ 7
[ Quick Tables > 3
=
=
i

- 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 calumns: g =
Murnber of rows: 2 =

AutoFit behawior
@ Fixed colurn width:  |Auto =
() AukoFit ko conkents

() AukoFit ko window

[ remember dimensions For new tables

[ (04 ] [ 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.

o ?j Ix - o
—  Home | Insert Page Layout References Mailings Review  View  Get Started = Acrobat || Design —] Layout @
V| Header Row ¥ First Column - T, g _j
Total Row Last Column ’ = e e
SRR T T T =i e Draw
V| Banded Rows Banded Columns ; ik 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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Microsoft Word 2010

E] H - 0 = Select Table from Graph.doc [Compatibility Mode] - Word ? EH - 8 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Signin ‘
! a [T{jl ] SmartArt il store W = 7] [™) Header ~ E - [#~ T Equation
L & il Chart > [3) Footer~ 4-E  QSsymbol~
Pictures Online Shapes 3 Ni Online  Links  Comment Text
Pictures =~ @+ Screenshot ‘ Video . [#] Page Number ~ Boxw [ R
Illustrations Apps Media Comments Header & Footer Text Symbols »~
B HS 0= Select Table from Graph.doc [Compatibility Mode] - Word ?2 B - 8 X
E’E%EE%EEEE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER DESIGN LAYOUT] Sign in
DDDDDDDDDD L} Select~ E’[ Draw Table H &} m Insert Below | Merge Cells gﬂ)l.OT' _:,, BI EEE Aj @ Al Repeat Header Rows
DDDDDDDDDD [EE View Gridlines E’jEraser 5 ka — € Insert Left @ Split Cells “:ﬂ!‘l.n" 3 ES' BEE T——’ il SZ B Convert to Text
elete nsel iy ext el ort
DDDDDDDDDD EE]Properties - Above [ Insert Right S Split Table = AutoFit ~ BEEE Direction Margins ﬁ\' Formula
EEEEEEEE’EE Table Draw Rows & Columns [P} Merge Cell Size [P} Alignment Data ~
E  Insert Table...
™ Draw Table
EE; Excel Spreadsheet
B3 Quick Tables 3
PAGE4 OF4 179 WORDS [% |
1
B HS O Select Table from Graph.doc [Compatibility Mode] - Word 2 H - 8 X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER DESIGN LAYOUT Signin
[Vl HeaderRow [V] First Column | puppey ' cecom | cocon) commc 7 [ - = o B .
EEEER -oii:osoii: 18— uu [59
| Total Row | Last Column B -z--zz -zz:z:o M| ¥ pt - e
EEEEE EEEEE = —| Shading  Border ' —; ‘Borders Border
Banded Rows | | Banded Columns T Styles~ K& Pen Color~ ~  Painter
Table Style Options Table Styles Borders 1] »~

PAGE 4 OF 4

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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[

Page~ Page

Brea

Cover Blank Page

Microsoft Word 2010

@ |

Hyperlink Boc

Refetences Mmﬁngs

o) B8 P T i

Picture Clip Shapes SmartArt Chart
Art =

k

[ r—

i

Ooooooon.
AEEREEE
00000000
EEEEEEEE
00000000
EEEEEEEE
00000000

mDDDDDDDD

Insert Table...

Draw Table
55 Conyert Text to Table...

777777 Excel Spreadsheet

Quick Tables

B 3

T r—

Home Insert | Page Layout References Mailings Review Wiewr Developer
ver Page ~ g Hyperlink E 2 E
s B 1P 2l

ink Page

abl Picture

ge Break

il

4> Bookmark

Header Footer
[*#) Cross-reference

-

Page
Mumber

Clip  Shapes SmartArt Chart
Art

- -

‘ages

E
g

Links Header & Footer

LOOOO0o
(|
(/R
LOOOO0o

LOOOO0o
LOOOO0o
NN NRE
HOO00000
AN ENENN

Drraw Table

I I | |

Convert Text

E=2 | | Quick Tables

Insert Table...

| @I Excel Spreadsheet

to Table...

T

l]nsert Microsoft Excel Wu[ksheet]
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N < 7 =S - =
1
| 2
3
8
SR
| 6
17
[EOE
3
10
4 4 » ¥ | Sheetl /¥J

- Quick Table, this option allows user to create table from multi types of templates.

m H © & Wt S0 Documentl - Word
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER

B Cover Page - E L—Cll ’;—% [T‘: rD i I o .’ E;‘ &, Hyperlink l_?

[} Blank Page = : ¥ |® Bookmark
L Table Pictures Online Shapes SmartArt Chart Screenshot  Appsfor  Online Comment
*— Page Break = Pictures = Office~ Video E__:] Cross-reference
Pages Insert Table wtions Apps Media Links Comments
N -;: [ SO O DE]E]E]DDDDDD P B8 o9 x 10 q o280 g +320 0 #2300 2340y 2280y 116, 0 0170 1 18- 419
C0100000000]
CO00000000]
C000000000
C1C10101000000)
C10100000000]
CO00000000]
OO0 bouble Table =
B Insert Table... The Greek alphabiet
™ Draw Table o —re
) ) Deta B [ x 2 {
y Gamma r Y Qmvcron (4} o
= Dedta A 8 ” n x
gy Excel Spreadsheet (pwion E . "o P p
Teta z { Sipna 3 o
B} Quick Tables ’ o
Oty or Town Paint A Pom B Poim € Point D Point €
Pomta -
PomtB = -
PosmtC 2 “ —
Pon10 w £ N -
Posn £ " " “ 4 -
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Lecture 8 contain:
» Insert Objects in MS-Word 2010 (Insert Tab)

Microsoft Word 2010

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.

@] H 9|~ Dacumentl - Microsoft Word o B ER
Home Insert Page Layout References Mailings Review WView &y a
- | ] .._]% = & SmartArt 5| Header ~ & Quick Parts ~ [ ~
B B el g P & E iy m |
il Chart _ i3 Footer ~ A wordart - [5}

Pages Table | Picture Clip Shapes ... Links Text ,— Symbols

- - Art +  [agtScreenshot - - [#] Page Number~ | pox-r 2AS DropCap~ Bgd~ -
Tables IMustrations Header & Footer Text
It’s including seven groups:

1) pages

2) tables

3) illustrations

4) links

5) headers & footers

6) text

7) symbols

4) links: this group contain three option:

- Hyperlink

- Bookmark

- Cross - reference

REVIEW VIEW LCVEIUPE] Ll VI I3 MEviIswWw VIS VY

i @ =

irt Hyperlink Bookmark Cross-reference

i
iart

Links

& Hyperlink

4 Bookmark
H
Q Cross-reference

Links
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- Hyperlink: to include a link to a website, within a document you were working on,

1. Select the text you wish to add a link to.
2. Click on the Insert tab on the MS-Word Ribbon.
3. Click on the Hyperlink button in the Links group.

Review View Add-Ins

)

n
Y

I

s SmartArt Chart Screenshot Hyperiink e Head

lustrations 1 & Lo i

: S } 2SN SR B SN S R ? - I Insert Hyperlink (Ciri=-K) R
Create a link to a Web page, a r

picture, an e-mail address, or a
program.

e Press F1 for more help.

When the button is clicked, the Hyperlink dialog box will display. This is where the link can be specified.

- - -
Insert Hyperrjlnk (a l. 7 éj
A o — :
Link to: Text to display: |this c ! ScreenTip...
Look im: | My Documents EI
Existing File or
Web Page . Adobe Bookmark. ..
— ||} &5 . Aiseesoft Studio (=l
elEer . Any Video Converter @
Place in This . AnyBizSoft PDF to Word
Document Browsed . Camtasia Studio
Pages , Downloads
B . dreamweaver-obsite
Create Mew Recent | Expression
Document Files . Foto-Mosaik-Edda
. Games for Windows - LIVE Demos
Addrgss:htu:-:,.",."u\'ux'w.gilsmeﬂ'uod.c-::mﬂ
E-mail Address

A. Click on what you would like to link to.
o Existing File or Web Page
o Place in This Document
o Create New Document
o Email Address



Tikrit University / College of Dentistry

Computer Science / First stage, Second Semester, Lecture 8 Microsoft Word 2010

Ass.Lec Heba Hani Raheem
B. In this place we can linking to a website or file by enter the Address to the link to.

C. Click on the ScreenTip button to include a small tip when users move the mouse over the link.

? |- |

-
Set Hyperlink ScreenTip

SaeenTip text: I}
|GilsMethod.com Tech How-to's| ‘

Note: Custom ScreenTips are supported in Microsoft® Internet
Explorer® version 4 or later.
o< JI
'

T\
=S

Cancel ]
Ieinhod com )

Revsew

Page Layout Raterancer Nesimings

&) Cover Page ~ : Los 'y T ﬂ i & roperins 3 rtesder - A | & Quick Parts ~ [ signa
el BE _JJ = =+
) Blank Page —l 2g > — = AP Bookmark = Footer - .4 Wordare = 3}, Date J
it Tabte Picture Clip Shapes Smartamn Chart Soresnshot Text o =
b=y Page Break - Art - - & Cross-reference =) Page Number - Box~ == Dvop Cap ~ 'dd Objeq
Pages Tabies Wustrstions Limics Header & Footer Text

Words Essay

Introduction

The study of words. phrases, and literary expressions is a highly interesting
= Read more about tihes. | -

PUrsuit. ce-cick to foliow smc>Cal influence between thought and language (see

Limitati -What we think molds the words we use, and the words we use

react upon thoughts. Hence a study of words is a study of ideas, and a

stimulant to deep a aginal thinking.

4. In the Text to Display box, enter the text you want displayed for the hyperlink (Ex. Limitations)
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Microsoft Word 2010

L
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D. Click on the Bookmark button to select a bookmark from the document.

d 5
Select Place in Document ? >

Select an existing place in the document:
- Top of the Document

i Headings

.. Bookmarks

Cancel

E. Click on the Target Frame to set where the document will open when the person clicks on the Link.

'S R

Set Target Frame @]&J

b
Current frames page: Select the frame where you want the
document to appear:
(none) Set as default for all hyperlinks
[ OK J [ Cancel ]

L CilsMsihod core

| ShsbASnOci ool )

5. When you are done click OK to set the link.

If you wish to edit the link or remove it, right-click on the link and use the options from the list.

o Edit Hyperlink

o Select Hyperlink

o Open Hyperlink

o Copy Hyperlink

o Remove Hyperlink
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- Bookmark: This button is used to create a bookmark. A bookmark is used to assign a name to a specific
area within a document. A hyperlink can then be created to the bookmark.

Page Lay References PMailings Review View

Insert
= = L e ._J') 2 == [1;’2]"“' > =
e Table Picture Shapes SmartArt Chart Screenshot Hyperiink Bookmark Cross-reference
3k -~ - -~
Tables Ilustrations Links
Bookmark

Create a bookmark to assign a
name to a specific point in a
document.

You can make hyperlinks that jump
directly to a bookmarked location.

il'hiS is a test &> Press F1 for more heip.

e Add abookmark
1. Select the text or item to which you want to assign a bookmark, or click where you want to
insert a bookmark.
2. On the Insert tab, in the Links group, click Bookmark.
3. Under Bookmark name, type or select a name.

Bookmark names must begin with a letter and can contain numbers. You can't include spaces in
a bookmark name. However, you can use the underscore character to separate words — for
example, "First_Heading."

-

: .
Bookmark
Bookmark name:!

First_heading| Aaidl
Drelote

Go To

Sort byt @ Name
) Location

[] Hiddern bookmarks

Cancel

4. Click Add.
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e (o to a specific bookmark

On the Insert tab, in the Links group, click Bookmark.

Click either Name or Location to sort the list of bookmarks in the document.
Click the name of the bookmark that you want to go to.

Click Go To.

PopbdE

Bookmark [~8 ,‘
Bookmark name:
Needs_Revision | Add |
First_Heading »
Delete

| Second_Heading

Third_Heading GoTo N\ |

Sortby: © Name

Location

| Hidden bookmarks

J

e Delete a hookmark

On the Insert tab, in the Links group, click Bookmark.

Click either Name or Location to sort the list of bookmarks in the document.
Click the name of the bookmark you want to delete.

Click Delete.

P E
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Lecture 7 contain:
» Insert Objects in MS-Word 2010 (Insert Tab)

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.

Wi 9- |- Documentl - Microsoft Word o B 2R
Home Insert Page Layout Refarences Mailings Review WView &y @
: [— El T I Smartart @ (B Header~ A=| = QuickParts~ [~
=) g {F | | -
—  jilp chart : i Footer - ' dlworgart - [8)

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

™ - Art - st Screenshot = - [#] Page Number ~ | pgox- 2= DropCap~ bgd~ v

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
lnlsert tab
.
Wid9- 0= ¢ Documentl - Mpcrosoft Word b= = g
Home Insert Page Layout References Mailings Review View Add-Ins D 0
| . ] =1 = - - r 1k Parts ~ - ‘
B 5 | B @ Q| Wieoe Agj| @ quocrss- - | g
—— . o Fpoter ~ A woraan - [}
Pages Table Picture Clip Shapes ... Links Text Symbols |
L ~ Art - E s = e Number ~ Box~ o= ' - -
- Tables (W] Insert Picture : S
QU :tlvbfmoﬂmwub -y [ <. 2 }; L'.
lOn thef Insert tab, | ogunice ~ Newe folder =1 - E © J 5
ook of your docum - . =
Y B Oestop Pictures library e
cover pages, and o & Downlosds inciodes: & focation E ye by d
" Desia —
diagrams, they alsd - — "‘; | —— -~ b 2
A &5 Recent Places E software_develop software_testing ) student_girl_usan
P9 P9 I laptop_backpa
N Bl Desktcp cipg
~a Libranes 4
You cpn easily chan B Docuomints .
look fpr the select ‘ o' Music ‘m & @
.| Pict =
text dfrectly by usi ; m::’ L
. student_phot student student-books.jp
using the look from! 2 zeca = e ‘:h b e = Sk
= - = - -
Fil . - AN e "t g v |
To chjnge the .1 ile pame:  student-books.jpg Prctures ( e P =2 L
‘ feob - Concet_|
PageSfS | Words: 63¢ . :

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.



Tikrit University / College of Dentistry
Computer Science / First stage, Second Semester, Lecture 7

Ass.Lec Heba Hani Raheem

Picture Tools Format Tab
Wd9-0s T Documentl - Microsoft Word il picture Toois (oL
Home Insert Page Layout References Mailings Review View Developer POF Format

i J'J’ .)| ﬂ 14 Compress Pictures — [ Picture Border ~
‘. > |
ke hohi ¥ Change Picture p—

--‘ T ;] : e . =
‘ b v @ Picture Effects ~
Corrections Color  Artistic — ‘ ‘ d

S v Effects - g Reset Picture ~ = | & Picture Layout ~
Adjust Picture Styles .

————
> @

ard = |2 Align ~ 7"
J j e N A_alj 7] Height: 197" 3
E}Group'

nd Ba
Position Wrap p = =3
v  Tetr r}‘b Selection Pane S|, Rotate ~ was WAk 11" >

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 Illustrations group, click the Clip Art button. The Clip Art task pane
appears.

Insert Page Layout References Matlings

b ] l-_-_lla! 3 a =
e @.4
Table Picture | Cltp Shapes SmartArt Chart Sueenshot

Art
Tables Nustrations

...‘CEPM

Insert Clip Art into the document, E
including drawings, movies,
sounds, or stock photography to
illustrate 3 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.

4
Page:1o0f1 | Words:0

Include Office.com content

»

o @8 =8

M] a v Documentl [Compatibility Mode] - Microsoft Word
Home Insert Format Page Layout References Mailings Review View
) Cover Page ~ j elal ) ¥ Smartart 8, Hyperlink =] Header ~ A=l & Quick Parts » & Signature Line ~ T Equation ~
- b |
_) Blank Page = (e U Chart A Bookmark 4 Footer ~ == A wordart (3} Date & Time £2 Symbol *
- Table Picture| Chip |Shapes Text
¥= Page Break v Art v  (sstScreenshot ¥ | ['h) Cross-reference | (=) Page Number » | goyv 25 ’¢d Object ~
Pages Tables Nlustrations Links Header & Footer Text Sym
{3 Clip Art
“ | Search for:
car
Results should be:
All media file types

v
o | &) Find more at Office.com
¥ | @ Hints for finding images
(+)

|DHE 35 100% (-)

ao‘

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.
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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.
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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.
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- 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 Illustrations group, click Chart.
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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. Setup 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.
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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 10 contain:

Microsoft Word 2010

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

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.
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It’s including seven groups:

1)
2)
3)
4)
5)
6)
7)

pages

tables
illustrations

links

headers & footers
text

symbols

6) Text

This group contain option below:
- text box
- Quick Parts
- WordArt
- Drop Cap
- Signature Line
- Date & Time
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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.
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- WordArt

WordArt is a quick way to make text view with special effects.

- Click Insert tab within the group Text, click WordArt, and pick the WordAurt style you want.
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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 ei.

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.
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3. Select the drop cap option you want.
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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.
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- 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{'E.Date & Time

Text  Quick Wordart Drop _
Box~ Pars~ - Cap [ Object ~

Text

3. Click Microsoft Office Signature Line.

4. In the 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 i_s cc_>rrect.

E] 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 &bercromhbie
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@. Date & Time
Drop )
Can @Dbject -
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

Monday, March 20, 2017
3/20/17 Ls
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
1:04:32 PM
13:04
13:04:33
[] update automatically
Set As Default I OK | 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 ? >

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) ~ |

1:04 PM
1:04:32 PM
13:04
13:04:33
[“liupdate 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.
« To change the date back to the current date, click the date field and click Update.

: [ 1 update

7) symbols

This group help user to insert different symbol and mathematical equations that usually not found in your
keyboard.

- Gooninsert tab, bring your cursor at the (a) Equation & (b) Symbols. Click one of these two options
based on your requirement.

Insert tab
Symbol button
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On the Insert tab, the galleries include Items that are designed to coordinate with the overall
iook of your document. You can use these galieries to insert tables, headers, footers, lists,
1-1 coverpages,and other document buiding blocks. When you create pictures, charts, or

i diagrams, they also coordinate with your current document look. =

You can easily change the formatting of selected text in the document text by choosinga

121 look forthe selected text from the Quick Styles gallery on the Home tab. You can also format
= textdirectly by using the other controls on the Home tab. Most controls offera choice of

; B i 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 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 always restore the look of your document to the original
contained in your current template.
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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
'uq-p;s S Documentl - Microsoft [ R
Home Insent Page Layout Reterences Madlings Review y 0
2 : | EE l‘{J) ) smantan e 3 reader ~ A d Quifcparts » X~ TT Equation +
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On the Inserttab, the galleries include items that are designed to coordinate with S % % -
) 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 document textby 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.

(lufmemdata. | wosss 285 | 5 Enghsh US) | Bnsent | IEEEE) -Ewms@ J

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.

W -~ o A Wacrosol Word
Home Insert Page Layout References Mailings Revew View Ada-Ins ag
i I smantan ] vteacer - A 1 &l Quick Parts = [~ TJT Equation =
) : ‘ FJﬂJ (A
e g e @ cn.nn has __l] Footer ~ A ?A\Vorun ~ i:
> A — 2 |
| - - pmbol _ - =
| | Symoots | Specel chacacters | ;
= | e -
= | Eont: |(normal text) ) =] Latn-1S =1
- On the insed | | > [ 2 -
_'._ look of your = = »| T 5 » 2 e|»n|2|X%|3%]| A =
3 coverpage ‘ |A|A|A|A|A|l&E|c|E|E|E|E|T|T|T|T|®
= diagrams, t | T == = ~ = >~ = = ~
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- You can easil | T - ~ ~ = < - P = ~ P ~ e
T lookfortnel| | L2 18| & | & Alee|c|e|é|é|leé|i|i|T]|T|S _
o textdirect | Becenty used symbois: — el |
| vmereelll [t e[ e[x o] o[~ =]=[z]+]x[=[u]]p
s | TERTr T ree—
= To change i | Plus-Meus Seon Character code: D081 from: Unicode (hex) E]
- Leyouttal) | [[Bstocomect... | | Shortcutiey... | shortastimey: Aita0177
- Quick Style |
~ commands AN [ onser ] [ concet |
= contained i — 2
< - - : -
| Pese1ofi | Words155 | 5 English Sy | Insert | |[EBiom s & wox (——— 00—+
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.

Page Layect Beteances Vstmgn Frvee Wew

Pl @3 4 333 @348z [We

'4‘2

!h-.—u"-—c-

Question 1: =
(xea)™m Z(:)z'c“'

| Expanston of & Sum

(l‘:)'-l»:'o%»--

1 v e

i) wag+ Z (c.m“T‘ + b.nn.—:—!)
- 3

Crasce e Tormds
b + VB — Sac

T puen ew Tauation
o p

- if you want to include another equation which is not present in the list, from Equation options,
click Insert New Equation.

Besd® In -
[ Area of Circse
Amgr=
im!m
| =
| (x+a)-=2(:)x*o"“
o
| Expamicn of a Sum 1
(l#x)"=1+ﬁ+"(_"_;,"_£§...
| Fourser Series

nwx
ﬂx)=a°+2(a.cosT+b sin— Z

=1

Pythagoeean Thecrem
ai4+bi=¢c*

Quascatic Formula

—b * Vb* — dac
= 2a

TT  jnsent New Equation
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Lecture 9 contain:

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

Microsoft Word 2010

1.4 MS-Word 2010 Ribbon and Tabs

145 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.

It’s including seven groups:

1) pages

2) tables

3) illustrations

4) links

5) headers & footers
6) text

7) symbols

@i H9- U+ Documentl - Microsoft Ward = = 22
Home Insert Page Layout Refarences Mailings Revisw WView & @
[z ‘ zzs | ﬂ% I_T‘-}' E_j SmartArt ’.S;J =] Header - A 5 Quick Parts = [~ 0
— i) Chart . 5 Footer ~ ' A wordat - [E)
Pages Table | Picture Clip Shapes ... Links el o Symbols
= . Art +  [ast Screenshot - v [#] Page Number ~ | pox- 25 DropCap~ bgd~ -
Tables IMustrations Header & Footer Text
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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:

Pa

Home Insert

=l = I___E]

= 8 5=

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
, n| . .
Wi d9-0|s 1, Documentl - Mifrosoft Word IM
Home Insert Page Layout References Mailings Review View Add-Ins () 0
F) j byl BHE ) | a 2] Header ~ A & Quick Parts = |2~ Q
o - -
= Joter ~ A worgart - :ﬁ
Pages  Table Pict Tet Symbols
- - — ’ yge Number * pBoyx~ == p Cay "l - -
Table der & Footer Text
W T— e L =
09| S - - . [ SO R B SN | YO8 RN T K AR K -7
)‘(.\
o
‘_ On the Insert == hat are designed to coordinate with the overe”‘.b
B look of your 1 g o= s 20 l leries to insert tables, headers, footers, lists, | :
|"| cover pages, . cks. When you create pictures, charts, or
Ii,', diagrams, the e ‘ 2nt document look. |
]; You can easil s ame ra ed text in the document text by choosing a
|- look for the s I e s gallery on the Home tab. You can also form: ™
. E S
-/ textdirectly!, . * Home tab. Most controls offer a choice of O"
|_| using the loo| p— | -3 a format that you specify directly. s
4 Bl o o . T— J > |
Page:1of1 | Words i T"""" T ]‘1'3 R 38 110% () ) {+) .:ji

Edit Header option Built-in Header styles
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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
!

- = — T ~
L@'—_l ) ) B = Documentl - [Microsoft Word - wfu_';_“_,;;‘._;'._‘;,__ | | =) lﬁ
| Home [Insert Page Layout Referendes lailings Review View Add-Ins Design L2 6
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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

-
@ H9-0is Documentl - Microsoft Word ]C"@
“ Home Insert Page Layout Referenc Mailings Review View Add-Ins [~ 0
=21 ¥ Calibri (Body) it =i == g | IEEE é_, 6& 2
J 2 Bz U 2 E= - (=- o
Paste - o | p Quick Change 1ing
- = 4 N2 - A A A A (PEse | O S| W | styles~ Styles~ -
Clipboard /. Font - Paragraph Styles -
_‘:'_j
e~
) '- v )

Word Training Document

|l 7| 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,
cover pages, and other document building blocks. When you create pictures, charts, or

-
£
=)
diagrams, they also coordinate with your current document look. -

Page:1of1 | Words:185 | G  English (U.S) | Insert | HE s B S 110% (=) {J

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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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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Edit Header option Built-in Header styles

Step (2): Just click on it and word will display editable header for you as shown below.
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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
Wi 9~ 0= ocumentl - Microsoft Word [F=REC) &
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B look of your document. { 2 Current Position » insert tables, headers, footers, lists
. cover pages, and other ¢ &% Format Page Numbers... 2N YOU create pictures, charts, or
diagrams, they also COOr. [ Remove Page Numbers ment look.

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 .
$ 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. (:

< >
Page:1of1 | Words:185 | G English (U.S) | Insert ((@Bo@ a2 = 0% (= {

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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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.
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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.
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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.

v = Gy i=-|= Documentl - Microsoft Word | = | B |M’r:k]
Menus Home Insert Page Layout References Mailings Review A @ = EE OER
= [Ete Add Text ~ ABl Urdy “”',jf' ) Manage Sources ﬂ B :)l"uL" = .g—‘*‘ =
= = Update Table AE - — U Style: APAFiftt = '
Table of Insert Insert — Insert Mark Mark
Contents ~ Footnote Citation = ﬁJEHblmgraph].-'* Caption 4 | 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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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

@ g‘.hﬂanage Sources B Es|

E3stle |MLA -
Insert .~ Insert
Citation » & [ Bibliography ~ Caption B
£E Add Mew Source...

[% Add New 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.
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Step 4: Once your reference has been created, go to Insert Citation and select it to add it as an online reference.
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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 aborder, 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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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.
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4. Select a shape from the drop-down menu.

Fill

Fit

5. The image will take the shape you have selected.
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We are pleased to announce that
the 2010 Cityville High teacher of
the year is Ms. Mary Jenkins. Ms.
Jenkins hasworked as a high
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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 Bor_d_er command.
J Format |
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A drop-down menu will appear.

4. From the drop-down menu, you can select a color, weight (thickness), and whether the
line is dashed.



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.
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Lec TM%ﬁ‘peﬁcW oé’o ften 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.

© 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.
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Lec TW&ﬁ'ﬂ“feﬁl’b‘ﬁ’d’own 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.

Artistic 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.
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4. Hover over the different presets to see a live preview of each one.

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



Lee: Togn#t B2 d st AE X Kttings 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.
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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.
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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.



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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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.

Drag the selection handles until all of the foreground is inside the box. After you do this,
Word may readjust the background.

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

© © N o g &> w b

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.

Save the document.
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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.
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“kages. Renewal of the

vailable exclusively at Paul C

ipport beneﬁtsi Can we list a few examples?

F

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 v ATAT A/v gl |
New
Comment

B I U £+ A ~:i= v i=+ stles

Riaht click

3 5

Paste Options:

oo

L[

Font...

Paragraph...

v 4 >

Search "Right”
Synonyms >
Rewrite Suggestions

Translate

® W @

Link >

New Comment
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Tables options (right-click on table or layout tab):

file  Home Insert Draw Design Layout References Mailings Review View Developer Help Table Design Layout 4 Share
0 A oo | A E]E”f] A= A = f
o | t Y » ~lm =

NE R R B EREER EEE B Dkt e | 4] & k
Select View Properties Draw FEraser | Delete Insert Insert Insert Insert Split  Split | AutoFit Plwigth 216 | ! Distribute Columns Tet  Cell Sort  Repeat Convert Formula

v Gridlines Table v | Above Below Left Right Cells Table L R - ik BEEJDnemon Margins Header Rows to Text

Table Draw Rows & Columns N Merge Cell Size M Alignment Data

L L : ERREREERRRRRRRT Y | §eo o 6o RIS

Caliori (Body)  +/11 v A" A" & Eﬁv Ef(v

i B I = vav O v Dy insert Delete

—_—

: § ot
[ Copy
B paste Options:
i i

Insert )

ﬁ? Delete Table
;, []{ Distribute Rows Evenly
E Distribute Columns Evenly
Border Styles )
AutoFit >
li Text Direction..
- @ Insert Caption..
; E Table Properties..

i New Comment



In Insert Tab

Insert Draw Design Layout References Mailings Review View Developer Help QuillBot (1 Comments | 4
M l_c') Shapes v 3 SmartArt + . — @ lik v 4 < D Header v =1 v @ v T Equation v
T @ B Getadgins W/ Dé Q 5
i ‘Jg) Icons [ﬂ] Chart ) o ) D Bookmark Footer v A~ ﬁ () Symbol v
Table  Pictures Reuse ) MyAdd-ins v Wikipedia ~ Online Comment Text 9
v é (D 30Models v ) Screenshotv  Files Videos [ Cross-reference [A) Page Number 6~ Box g ~
7

Tables Illustrations Reuse Files Add-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.


http://www.contoso.com/

In Design Tab
Design Layout References Mailings Review View Developer Help QuillBot

Tille Title TITLE Title Title Title Tike TITLE me Title Title n = Paragraph Spacing ¥ D @
= ) e — v @) Effects v

| B Comments \ ‘ £ Editing v

HEAUNG1 L LR e - - e

Ovvemetin g

Colors  Fonts Watermark Page  Page
M v @ Setas Default v, Color v Borders
1 2 3

S

Document Formatting Page Background

1-Add ghost text
2-Change the color of the page
3-Add or change the borders on the page.
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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
& ibri = A T = -
Calibri 11 A A General
a3~ A —
¥ u £ Sy~ A - | Strikgth = $ -~ % 9 | %8s
| l | | I
Clipboard % | Font [P New (£} Number ®

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

rough
up

Click on a tab
to see more
commands.

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

.i' Home Insert Page Layout Formulas Data Review View

i save
B saveas

Available Templates
& open £} Home
(' Close
Info % L‘/ )
Blank workbook k. >

Blank
workbook

My templates  New from
existing

‘-

Sample
templates

Recent
templates

Recent

Print

Save & Send

Help Office.com Templ...

] Options —

. .
B et > i

Blank workbook

Agendas Budgets Calendars

Create
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Cell Basics

Introduction

—_— Tneert ps 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
— Calibri . toselect cells, insert content, and delete cells and cell content. You will also learn how

= [F": B to cut, copy, and paste cells; drag and drop cells; and fill cells using the fill handle.
Paste 7 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
Pakethia cantents oftha such as text, formatting attributes, formulas, and functions. To work with cells, you'll
Clipboard. need to know how to select them, insert content, and delete cells and cell content.
~ X

Paste 27
¥

Clipboard

Home

Insert

Calibri

B I

Page Layout

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

Formuas Data Revit

D4

1

2

3
4]

2 = |¥| Formula Bar
Column
5 | Headings
El Show
2 ]

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.
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 cell
range, separated by a colon. For example, a cell range that included cells

Home | nsert  Pagelajout  Fot aq”A5 A3 A4 and A5 would be written as AL:AS,
Calibri

- Name box ]
B I U ‘ | To select a cell:

Font

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

x

that the borders of the cell appear bold =and the column
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 % 1. Click and drag your mouse until all of the adjoining
A | B | C | D | E cells you want are highlighted.
1
2
=N 2. Release your mouse. The cells will stay selected until you
[ 4 | o 1 click another cell in the worksheet.
5

To copy and paste cell content:

Insert Page Layout Formulas Data Rt 1. Select the Ce"S yOU Want tO COpy.

= Ao oo T Ao | a2 Click the Copy command. The border of the selected cells will change
Pate T e | B 4 W @ G- A~ swenc appearance.
| Cipbcars 5 || Font 3| newon 3, Select the cell or cells where you want to paste the content.
8 mc:,ﬁ:‘ef.mmpum - 4. Click the Paste command. The copied content will be entered into the
1 Office cf_ e Clinboard highlighted cells.

2

3 Employee Attending Not Attending

Re

Home Insert Page Layout Formulas Data

=
i Cut s v

? & Cu ICEIibri A e A A abe
T Sy A - Stiketh
aste o | e o + A - Strikethre
- | f Format Painter B IO = -

Clipboard Fl Font “ | MewGrt
Paste (Clrl+\) fe | X

Paste the contents of the C D

Clipboard.

™

3 |Employee Attending Not Attending

4

5 |peraza, Brian W

8 |Swensen, Liz X

7 |Harris, Jane X

8 |Lewty, Alice [ (Ctrl) -

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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=

Home Insert Page Layout Formulas Da

Page Layout Formulas

3. Select the cells where you want to paste the content.

_3 ‘* cuk | Calior A A e Calibri [ ET
Paste "I B J U~ | i e A~ Paste | _ > ; B 7 U~ | - - A~
= jFarmat Painter = = - - J Format Painter = —

Clieboard Fl Font ) Clipboard [F Font =
Cut (Ctri+0 X Paste (Ctrl+V) | %
Cut the selection and put it on the C E?i;t;otgred.contents of the c
1 oOf Clipboard.
2

2

3 Employes Attending Not Attending i Employes Attending Not Attending

el R 5 |Peraza, Brian >

= |Peraza, Brla_n X Swensen, Liz e H
§|Swensen, Lz Ex Harris, Jane X E
7 Harris, Jane 4 b 8 Lewty, Alice " EE;'(.E;,;: .....
8 Lewty, Alice X 9 |Clvera, Emily K. X

9 |Olvera, Emily K. X 10 wodal, Matthew X

10 Wodal, Matthew X

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:

(=] H

E

Calibri -

1.
2.

1
==]

11
Tow

- & -

. s

.0 oo

- - Tas <78

FPaste Options:

Insert..
Delete...

Clear Contents
Filter

Sart

Insert Comment

qL

Farmat Cells...
Pick Fram Drop-down List..
Define Mame...

Hyperlink...

To modify column width:

Al | Width: 843 (64 pixels) | f | HPAS North Car

s + D E

B B

1 |HPAS Nn%h Carolina Board of Directors
2 H
3
Al | Width: 36.14 (258 pixels) - | HPAS North Car
A + B
1 |[HPAS Ncurlh Carolina Board of Directors |
3

Select the cells you want to format.
Right-click the selected cells. A dialog box will appear where you
can easily access many commands on the Ribbon.

1. Position your mouse over the column line in the
column heading so the white cross Lrbecomes a double

arrow +

2. Click and drag the column to the right to
increase column width or to the left to decrease column
width.

3. Release the mouse. The column width will be
changed in your spreadsheet.
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Al - Jf= | HPAS Morth Car
A B
1 |HPAS Morth Carolina Board of Directors !
2
3

If you see pound signs (##H######) 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:

AT - fc | McBride, Rebecca 1.

A B i

Select the row below where you want the new
row to appear.

L Ashberry, Jane 919-882-6561  ashberryi@hpasnc.org 2. Click the Insert command on the Home tab.
2 Davis, Garrett 919-576-4562 davisg@hpasnc.org 3 The New row appears in our Worksheet
3 |Eberhardt, Elizabeth 252-985-3558 eberhardte@hpasnc.org ' pp y )
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 Io&l_aced@hﬁnc.org
-/ LMcBride, Rebecca B828-357-0072 mcbrider@hpasnc.org
8 Mixon, Daniel 919-821-7425 mixond@hpasnc.org
9 Stevens, Kevin 919-7383-8564 stevensk@hpasnc.org

When inserting new rows, columns, or cells, you will see the Insert Options button @by 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.

To insert columns:

A7 - I

A B ¢ 1. Select the
1 Ashberry, Jane 919-882-6561 ashberryj@hpasnc.org column to the right of
2 Davis, Garrett 919-576-4562 davise@hpasnc.org where you want the new
3 | Eberhardt, Elizabeth 252-985-3558 eberhardte@hpasnc.org column t(_) appear. For
4 |Everett, Carol 919-503-9560 everettc@hpasnc.org ?::er:lp;e(’; (;ru)rlr(])r? t\),(\el?vr\]/te;g
5 |Hepburn, Katie H. 704-882-5559 hepburnk@hpasnc.org A and B, select column
& Lovelace, Deb 919-785-9656 Iuvelaced@hpaﬁnc.urg B.
7
8 ¥ Bride, 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
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Bl - S« | 919-882-6561
A g 4 c

1 |Ashberry, Jane 919-882-6561 Jashberryi@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 Imanningc@hpasnc.org
8 |McBride, Rebecca 828-357-0072 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 - I
A B C D

1 |Ashberry, Jane <F1-882-6561 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. 704-882-5559 hepburnk@hpasnc.org
6 |Lovelace, Deb 919-785-9656 lovelaced@hpasnc.org
7 |Manning, Christopher L. 913-376-7569 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.

- F< | Eberhardt, Elizabeth
A | B | C |
1 |Ashberry, Jane 919-882-6561 ashberryj@hpasnc.org
2 |Davis, Garrett 919-576-4562 davisg@heasnc.org
3 |Eberhardt, Elizabeth 252-985-3558 eberhardte@hpasnc.org
4 |Everett, Carol 919-503-3560 everettc@hpasnc.org
S-|Hepburn, Katie H. 704-882-5559 heeburnkeheasnc. org
Lovelace, Deb 919-785-9656 lovelaced@hpasnc.org
7 |Manning, Christopher L. 918-976-7569 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

2. Click the Delete command on the Home tab.
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¥ AutoSum ¥ A? F
27 @

: |@| Fill ~
Insert}! Delete IEormat = Sort & Find &
- - (2 Clear~ Filter = Select v

Cells Editing

Delete Cells | [

-
T
Sapd

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

3. The rows are deleted from your worksheet.

A3 - Fe | Lovelace, Deb
A | B | C |

1 |Ashberry, Jane 919-882-6561 ashberryj@hpasnc.org
2 |Davis, Garrett 919-576-4562 davisg@hEasnc.org

3 |Lovelace, Deb 919-785-9656 lovelaced@hpasnc.org
4 |Manning, Christopher L. 919-976-7569 manningc@hpasnc.org
5 |McBride, Rebecca B828-357-0072 mcbrider@hpasnc.org
6 |Mixon, Daniel 919-821-7425 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.

- F | Raleigh
A D E F G
Ashberry, Jane Raleigh 27589 |919-882-6561 ashberryj@hpasnc.org

Davis, Garrett
Eberhardt, Elizabeth
Everett, Carol
Hepburn, Katie H.

Raleigh 27576 |919-576-4562 davisg@hpasnc.org
Louisberg 27079 [252-985-3558 eberhardte@hpasnc.org
Chapel Hill 27051 |919-503-9560 everettc@hpasnc.org
Cary 27057 |704-882-5559 hepburnk@hpasnc.org
Mewbern 24484 |919-785-9656 lovelaced@hpasnc.org
Raleigh 27587 [915-976-7569 manningc@hpasnc.org
Cary 27054 |828-357-0072 mchrider@hpasnc.org
Raleigh 27086 [919-821-7425 mixond@hpasnc.org
Durham 27054 |919-783-8564 stevensk@hpasnc.org

Lovelace, Deb
Manning, Christopher L.
McBride, Rebecca
Mixon, Daniel

10 |Stevens, Kevin

W (oo |~ o [ e

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

(@] Fi ~
Sort & Find &
| (2 Clear ~ Filter ~ Select~
Cells Editing
Delete Cells X
F| Delete cells, rows, or columns from JJ"

the sheet or table.

3. The columns are deleted from your worksheet.

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

1 |Ashberry, Jane 919-882-6561 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. 704-882-5559 hepburnk@hpasnc.org
6 |Lovelace, Deb 919-785-9656 lovelaced@hpasnc.org
7 |Manning, Christopher L. |913-976-7568 manningc@hpasnc.org
& |McBride, Rebecca 828-357-0072 mcbrider@hpasnc.org
9 |Mixon, Daniel 919-821-7425 mixond@hpasnc.org
10 |Stevens, Kevin 919-733-8564 stevensk@hpasnc.org

To merge cells using the Merge & Center command:

1R x4C - Je | HPAS North Carolina Board of Directors
A | 5 R 8 1. Select the cells you want to merge.
TPAS North Caroling Board of Directors 2. Select the Merge & Center command on the Home tab.
o
1
Ashberry, Jane 78-A Meadowview Lane 319-882-6561  ashberryj@hpasnc.org 4 :
view View
Raleigh, NC 27583 -
. r— I
=W v
Davis, Garrett 29 North Luke Court 919-576-4562  davisg@hpasnc.org f=eptext i Genctl L] _§_§]
Raleigh, NC 27576 |5 Merge &]gnw “0'$ -9 9 | %80 Condition
3 3 ! Formatting
\
Eberhardt, Elizabeth 63-C Chapel Court 252-985-3558  eberhardte@hpasnc.org ! e | Number =
. Louisberg, NC 27079 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
'-g 1| 2

= &) Press F1 for more help.
i

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

Introduction

Home Insert

o
o
=}
o
o
1
~=
(=]
=
~—*

| BritannicBold ~ 11  ~

\v| B I U~BA 47| E
Font " Al
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.

Home Insert Page Layout Formulas Data

AJ : Calibri [u -|ax

A7 P HBaodony ML iE
Paste " .
~ T Bodoni MT Black i
EIPEZ2T 1 iy Bodoni MT Condensed E

! "bv Bndoni T Paster fompressed

A
T Book Antiqua

1 Fitness P L
2 i Bookman Old Style 3
3 T Bookshelf Symbol 7

4 T Bradley Hand (TC

i i Britannic Bold

3 T Broadway ke

4. Select the font you want to use.
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To change the font size:

Computer Science — College of Dentistry X

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.

Insert Forn

Home Page Layout

Britannic Bold - i EA‘ AT
B 1 w- | s [= A -

Clipboard = | Font |10 = |

AL - *® | Fitness

14 D

A B c
Fitness Progress C 16[:} |

Blowdanhwnk
1
(=]

4. Select the font size you want to use.

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

Home Insert Page Layout Forr

BritannicBold  ~ 11  ~] A° A7

BIH'»_ [ <3 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 vli1 A A

B I U-fFiii-|S-A-

|

Clipboard 1« Font s ‘




Computer Science — College of Dentistry
Frist Class — Second Term
Microsoft Excel

Ass.Lec Heba Hani Raheem
To add a border:

1. Select the cells you want to modify.
2. Clickthe 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 Rev
B "* BritannicBold ~ * |16 | A A7 | = = |=|| @~
53 T .
Pate o | B £ U- E=E= EE
Clipboard 1 Fg Borders gnm

AL - Bottom Border I
Top Border
A e D
- Left Barder
Fitness Progres:

- Mo Border
EH Al Borders

Outside Borders
Thick Box Border

1
2
3
4
5
5]
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.

AL - fe | | Tneme colors

Standard Colors
am EEEEN

%@ More Colors...

| A
Fitness Progress Chart

1
2
3
1
5
6
7

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 7 U-|i-||&-|A- E=E=|EE
Clipboard Font Theme Colors ignm
H EEEEEREN—
Al -

: > E
Fitness Progress Ch: 0 I I I I I I I I

1

z Standard Colors

3 | § | EEEENR
4 No Fill

& i85  More Colors

6 bl s

7

4. Select the fill color you want to use.

Saving

Introduction

Home Insert Pa

=l Save

Infc
[ B save As N ’
T by

[ Open
[ Close :
P
Wo

Narnnd

Are you saving a workbook for the first time? Saving it as another name? Sharing it with someone who doesn't have Excel
20107 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

i save . 3. The Save As dialog box will appear. Select the location where you want to save
Informati
CETT the workbook.
5 Open a4 Enteraname for the workbook, then click Save.
[f Close ‘_ﬁﬁl

Protect

(] save As =)
Workbook ~

@Qv‘ﬂ » Libraries » Documents » [ | Seorch Documents )

Recent Organize v New folder = @

& RecentPlaces  *  pocuments library

Amangeby: Folder v
Includes: 2 locations

4 (4 Libraries
b [ Documents
& Music ¥ Budget

] Pictures | Calendars

> B Videos | i Household
I Office

478 Computer Personal 2472

> & 05 (C) ~ 7 A

Name Type 2

File folq

File name:
Save as type: [Excel Workbook

Authors: Lauren Gould

[] Save Thumbnail

To use the Save command:

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

Save (Ctrl=S)
J

FEL Calib

=3 Copy ~
Paste
+ - 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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# Hide Folders

[&] Save As =50
@Uv\] » Libraries » Documents » + [ 3 ||[ Seorch Documents )
Organize ¥ New folder = v @
B Desktop

18 Downloads
% Recent Places

Name Date modified Type *

4 Libraries = Budget File fold o
4| Documents | Calendars File fold

& Music Household Eilefold|
=] Pictures Office File folc
B videos Personal File folc
S i B

File name: TravelExpenselog =

Save as type: [Excel Workbook -]

Authors:

Documents library

Arrangeby:  Folder ¥
Includes: 2 locations

Excel Workbook
Excel Macro-Enabled Workbook

Excel Binary Workbook
XML Dats L
Single File Web Page

Web Page
Excel Template

Excel Macro-Enabled Template r
Fyrel Q7-2002 Temnlate

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:

Filename: TravelExpenselog -
Save as type: | Excel Workbook ']
- Excel Workbook
Authors:

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Werkbook

XML Data

Single File Web Page

# Hide Folders Web Page

Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003
Microsoft Bxcel 5.0/95 Werkbook
CSV (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

Text (MS-DOS)

CSY (Macintosh)

CSV (Ms-DOS)

DIF (Data Interchange Format)
SYLK {Symbolic Link)

Excel Add-In

Excel 97-2003 Add-In

XPS Lpcument
OpenDocument Spreadsheet

Creating simple formulas

Saving your workbook as an Adobe Acrobat Document—
which is called a PDF file—can be especially useful when your
recipients do not have Excel. A PDF will make it possible for
recipients to view the content from your workbook, but they will
not be able to edit anything. Click the File tab.

1. Select Save As.
2. In the Save as type drop-down menu, select PDF.

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

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 - e

A B C

1 Estimated painting cost per square foot

2 Total cost 575.00
3 |Square Feet 250
4 |Total/sq Ft h

ol 2

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

MAX - X v Jx | =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]
3

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.



Computer Science — College of Dentistry
Frist Class — Second Term
Microsoft Excel

Ass.Lec Heba Hani Raheem
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
35 Insert...
36 ,_rﬂ' Delete
37 R

Bename
38 I}

Move or Copy...
39 - - o
a0 3 Miew Code
a1 &)y Protect Sheet...
42 Tab Color »
43 Hide
44
45

Select All Sheets
H ‘ b‘ }I S'hEEI.J.__{ HITETLE T L RTST L /ﬁ
Ready |

=}

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

43
44
45

M 4 v v | CINSSE] - Sheet? Sheetd ~/¥J

Ready |

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

43
a4
45
| W« » ¥ January Sheet? “Sheet3 ¥

Ready |
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To insert new worksheets:

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

43
44
45
|4« » ¥ January Sheet? “Sheet3 /¥~
Ready | | l”‘f_
| Insert 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:::;e% 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

Decermber | Sheet13 7 ¥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.

Help




Computer Science — College of Dentistry
Frist Class — Second Term
Microsoft Excel

Ass.Lec Heba Hani Raheem
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

Landscape Orientation

4. Your page orientation is changed.

Working with basic functions

fe

Insert -
Function [ Financial =

= AutoSum ﬂ,? Lt

[ Recently Used = [A T« Figuring out formulas for calculations you want to make in Excel can be tedious and
o 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,
MAX - # even for things like formatting text, referencing cells, calculating financial rates, and

A B c analyzing statistics.
=5UM{19.99, B9, C9:C11)
| SUM(numberl, [number?], [i

Functi

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.

Sum
Format
v Average
Count Numbers
Max
K Min

More Functions...

;_l [Wﬁé—, Y |

it

Using AutoSum to select common functions

The AutoSum command allows you to automatically return the results for a
range of cells for common functions like SUM and AVERAGE.

1. Select the cell where the answer will appear (E24, for example).

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.

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

Unit Price  Subtotal Date Ordered Date Received

r"“éﬁﬂé? $36.09
! $15.95¢ $31.90
E $5.3?§ 558.70
! $8.831 $88.30
L 513548 $27.08
|=avErRAGE( )

18-Sep
18-5ep
8-Aug
8-Aug
22-Jul

| AVERAGE(numberl, [numberZ], ...) |

Subtotal
Sorting Data

26-5ep
26-5ep
14-Aug
14-Aug

25-Jul

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:

1. Select a cell in the column you want to sort by. In this

example, we'll sort by Last Name.

2. Select the Data tab, then locate the Sort and Filter group.

3. Click the ascending command %lto Sort Ato Z or the
descending command “ltosortzto A

| C D E
1 Last Name Payment T-5hirt Color
2 |olivera M |1-oct White
3 Richards 4-0ct Dark Red
4 Hanlon 5-Oct
5 Means 5-Oct Dark Red
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Insert Page Layout Formulas Data Revie'
i| Connections (51 FTg] =
, ZJ’&_LZ A E
Z| Sot | Filter ., Te
il Up advanced | o
nections Sort & Filter
M Sort Ato Z
C Sort the selection so that the
Last Name L-:;me;tnvalues are at the top of the .
Olivera
Richards @ Press F1 for more help.
Hanlon |5—Oct

Formatting Tables

Introduction

F:‘ .I r
L __‘:Eﬁ Mormal
litional | Format ||:5 culation
atting ~|as Table =
Light J/}r
H __”_-- -—-”-_ZC
[— — — — —|

To format information as a table:

(=0 R R = TR R SR TR R LN

=
=

11
12
13
14

16
17

The data in the spreadsheet will be organized alphabetically.

C D E
Last Name Payment T-Shirt Color
Ackerman 1-Oct
Albee 13-Oct
Bell 11-Oct Dark Red
Benson 11-Oct White
Chen 5-0Oct Dark Red
Del Toro 13-Oct White
Ellison Pending Dark Red
Flores 6-Oct White
Hanlon 5-0Oct
Kelly 11-Oct Dark Red
Kelly 11-Oct
Lazar 14-Oct White
MacDonald Pending Dark Red
Means 5-Oct Dark Red
Maser 14-Oct Dark Red
Michols 6-Oct Dark Red

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.
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ij % rI'~l|::rmal 1 Bad

Conditional = Format ||:5 culation | ||
Formatting = as Table =

Styles

Format as Table

H Quickly format a range of cells and L
convert it to a Table by choosing a
pre-defined Table Style.

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

| |
:E' :F-Ed' Normal Bad Good Neutral
onal | Farmat |C5 culation ||| | explanatory ...
ing ~|as Table =
Light
|- - — — ] s s ek

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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I'Change Chart Type m *
@ Templates | B _ ] N -
] i) sA] MM b
¢ Line Line
@ Fie N N 3 A ] =
E b |ﬁ |\/;/ |\/;/ \t',}é |@ [ %@

ﬁ Area Pie Line with Markers
ki XY (scatter) =i N e | [ mal ] 1
wm ||| @] @3 AV] @0 @3
@ Surface
Bar
@ Doughnut N g N N B N
o HEEEEE .
Radar
| [ | (& (e | [do] (@ | |-

Line o
-
}

—
10— Roma
— = SckFi & Fantasy
I ® Young Adult
I
Bl
I
—
—
2000 E—
I
S0 $20,000 $40,000 560,000 $80,000 $100,000 $120,000 $140,000
[ ]
[ )
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To create a chart:

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

1
2
i _—_—_— data for th_e chart.
5
6
7

$18,580.00 $49,225.00 $16,326.00 $10,017.00 $26,134.00

2. Click the Insert tab.
Romance 94,236.00 5131,390.00 $79,022.00 $71,009.00 1,474.00
s s 5 s 58 3. In the Charts group, select the
desired chart category (Column, for
- example).

Insert Page Layout Formulas Data Review View I Design 4, Select the desired chart type from the
ha EI P Shapes = :: e 5 i drop-down menu (Clustered Column, for
_ ?_-|5martArt ﬁ ~ \— J example). _ )

Picture ﬂ'rg &l soreenshot - | (| ¢ Fie  Bar  Area Saiter Cﬁ’;f:;rv 5. The chart will appear in the worksheet.
Iustrations h Charts [F}

- Je | Genre | Column

| B | [ Tnzert A calumn chart | G
E Insert Page Layout Formulas Data Review View I Design

El@ P shapes~ v las. @7
.m?_ﬁmam il byl )
Picture Clip .. Column| Line Pie Bar Area Scatter Other
Art st Screenshot + - - - - - -  Charts~
Illustrations 2-D Column ]

.-:}B ﬁ|GinrevM@@\@

Bl 2006 B 2007

3-D Clustered Column

Compare values across categories
by using vertical rectangles.

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

$94,236.00 $131,390.00 C¥

C D E G

1 Genre 2006 B 2007 B3 2008 B 2009 B4
2 Classics $18,580.00 549,225.00 $16,326.00 $10,017.00 $26,134.00
3 Mystery $78,970.00 582,262.00 $48,640.00 $49,985.00 573,428.00
4 Romance $94,236.00 $131,390.00 $79,022.00 $71,009.00 $81,474.00
5 Sci-Fi & Fantasy |$16,730.00 $19,730.00 $12,109.00 $11,355.00 $17,686.00
6 Young Adult _535,358.(!) $42,685.00 $20,893.00 516,065.00 521,388.(!)_
= — —
3 $140,000.00
3 $120,000.00
10
11 $100,000.00 M Classics
12 $80,000.00 Mystery
13

M Romance
11 $60,000.00 +—

M Sci-Fi & Fantasy
15 $40,000.00 +—
16 M Young Adult
17 $20,000.00 =
18 50.00 -
19 2006 2007 2008 2009 2010
20
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Microsoft Office Excel

Introduction

Microsoft Office Excel is a spreadsheet application written and distributed by Microsoft for Microsoft Windows
for data analysis. It features calculation, graphing tools, pivot tables and a Visual Basic for Applications. It has
been the most widely used spreadsheet application available for these platforms since version 5 in 1993. Excel
forms part of Microsoft Office.

There are many uses for Excel. Businesses use it for crating financial reports and budgeting. School
administrators can use it for preparing school budgets. Teachers use it to analyze data about student
performance and adjust their teaching. Scientists use it analyze data. Economists use it for statistical analysis.
Families use it to manage their investment portfolios. Microsoft Excel is by far the most widely used, most
powerful spreadsheet program available.

Working area

File of Excel application called Book or workbook. By default, Excel opens file with “book1” name. You can
give workbook your own meaningful names by save or save as. Choose location and name of your own. Each
excel workbook contains of sheets. By default, Excel opens with three worksheets. Each sheet has number. You
can keep multiple worksheets together in a group (more than 3 sheets) in book. Excel file extension is .XLS, or
XLSX depend on version of Excel application.

Starting Excel: When you launch Excel, the program opens to a blank document that looks like the one below.
The image shows the most important parts of the Excel workbook window. . Bars of Excel window similar to
the other Microsoft office applications, but it has a unique bar called tools-bar will be explain later.

Xid9- S Bookl - Microsoft Excel (Product Activation Failed)

m Home  Insert Page Layout Formulas  Data  Review View 2@ eo@ R
I colors ~ J By [j Aut ﬂ Gridiines  Headings J 1 F‘&‘ =
==l [4]Fonts ~ _'j - View View _J == = _&J
Thevmesmemv Margin: Orlentation Sz Print o - Ws‘h_‘e:tﬁ"mpm 0 priet | 29, Send _selecion Allgn
Themes Page Setup Sheet Options Arrange
AL - 5 ~

A B c D £ F G H 1 J K L ™ N o P a R s T 0=
f =
2
3
a
5
6
7
8
9
10
1
12 |
132 3
14
15
16
17
18
19
20
21
2
23
24 L
25
2%
H ¥ | Sheet1 ‘Sheet? ~“Sheet3 /¥3 41 T} 0]
Ready | | [FE|c @ 1003 (=) y! (+)
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Cell: The most basic part of an Excel document is the box that holds a piece of data, called a cell. A cell is the
box represented by the intersection of a column and a row. Rows are identified by the numbers down the left
side and columns are identified by letters across the top. Each cell is indicated by a cell reference. The selected
cell in sheet called active cell. For example, in the image above the active cell at the intersection of Column A
and Row 1 is given the cell reference of Al.

Tools-bar: contains of the following:

1. Name box,
2. Formula of active cell.

Name Box: displays the active cell address. For example, the selected (active) cell in the image below is at the
intersection of column A and row 1. "Al1" appears in the name box, indicating that the active cell is Al.

We can change name of cell by activating name box then type new name. to return back to standard name from
menu bar go to Insert then Name then Define a window will appear choose the Name we need to change then
Delete and Close.

maysoan - I

]

Formula Box (fx): The Formula Bar allows you to view, enter, and edit data in the selected cell. If the cell
contains a formula, it will be displayed here. If there is no formula then the content of the cell is displayed. Cell
content can be edited directly in the cells or in the Formula bar.

fe January

The mathematical formula will appear in the Formula Bar when a cell that includes a formula is selected in the
worksheet. In the example below, the formula is adding two values in cell H3. When cell H3 is selected, the
formula appears in the Formula Bar. From this point, you can add data, change how it looks, have Excel
perform mathematical calculations or summarize the data or find information in Excel's help files.

H3 - Jfe | =D3+(3
i 5 R Q P o N M L K J 1 H G F E D E P

2014/2013 =l plall Shnladl Saad 4 Y1 Ao yall Al sl s

i it | gat | ] g | g

il | psaaall | lalldag) g EE | U .| LU Jo! ys
L . - z . s H okl o
| sgiedl | %20 A< | 109 sl | Ay soB = s PR =
%20| 20% am% 5% %5 %5
18 17.7 17.7 9.5 ‘| 8.2 4.1 4.1 5 45 e
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Moving Around the Excel Worksheet

Before you start entering data into a worksheet, you need to learn how to move around in a worksheet. Before
you can enter information into a cell, you must make the cell active by selecting it. Making a cell active by
using the mouse and clicking on a cell or you can use the keyboard to move the cell pointer using the keyboard's
arrow keys.

Adjusting Column Widths and Row Heights

If you enter text or numbers into a cell and you find that it spans beyond the width of the cell, you can make the
column wider by clicking and dragging the dividing line between the two columns. Place your cursor over the
dividing line, click, and then drag it to the desired width and then release your mouse.

B3 Microsoft Excel - Book Click and drag the divider
iH] Ble Edt View Insert Format line between columns to Help
=

RN N = NP WE IR increase the column width.

: Arial S0 Bz UJS=2 [[S % » 0
E1 - Fx Average of All Grages N =
A [ B [ ¢ | D [ E & F [} 6 |
Grade 1 Grade2 Grade 3 \[Average oflAll Grades

] o

Working with sheets

1. You can give worksheets your own meaningful names by:
= Placing your cursor over the sheet name, D.C. and typing new name.
= R.C. on sheet, window will appear go to Rename, and then give new name.
2. There are different methods to add sheet to book:
= To add another sheet, R.C. on sheet name, window will appear, choose Insert then Ok.

T
= Click on this icon < a new sheet will appear with it default name.

3. To remove sheet from book, press on sheet then R.C. on targeting sheet then from window appeared
choose Delete.
4. To change colors of sheet name R.C. on Sheet then color choose require color then Ok.
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5. To change direction of sheet, right-to-left or left-to-right: from menu bar goto Page layout then press
require icon as shown

Home Insert Page Layout Formulas Data Review View
HCD\:ls [ . Width:  Automatic -~ Gridlines  Headings ] ’__‘| |ﬂ T
| ;:jg Gl L 4 = P
. -ants j j J ] Height: Automatic = View View = = JL\Y g .o
Themes = l1a|g|ns Ollentatljn Size Print Breaks Background Print " Sheet Bring Send Selection Align
.E"Efts - Areav v Titles | £ Seale: 100% | |Right-to-Left [0 print [ Print | Forward = Backward=  Pane

Theme: Page Setup Scale to Fit Sheet Options Arrange
Al - fe

Selecting Cells in Excel

There are several ways to select cells in Excel.

1. To select one cell simple click on required cell.

To select a column, simply click on the letter of the column you wish to select.

3. Toselect a row, click on the row number on the left side of the workspace. All of the cells in that
row will be selected.

4. You can also click and drag the mouse over the cells you wish to select. Selected cells in blue.

N

o 10% 5% - N

7 17.7 9.5 8.2 4.1 4.1 3 4.5

3 13.8 8.5 5.3 2.9 2.4 5 3.5

5 10.65 6 4.65 0.85 3.8 4 2

H 7.35 4 3.35 1.75 1.6 2.5 1.5

5 10.75 6 4.75 1.25 3.5 2.5 3.5
10.4 7 3.4 1 2.4 4 3

3 12.83 6.5 6.33 4.33 2 4 2.5

Type of data Entered to an Excel Worksheet

Now that you've learned to navigate around an Excel spreadsheet, you're ready to start entering data. There are
two basic types of information you can enter in a cell.

1. Labels: Labels are any type of text or information that is not used in any calculations. Labels are used
for worksheet headings and make your worksheets organized and easy to read. They usually contain text, but
can also contain numerical information not used for calculations, such as numbers or dates. See the sample
headings below for Grades across the top row and Students down the first column.

2. Values: Any type of numerical data, such as numbers, percentages, fractions, divisors, dates, currencies,
times, etc.
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Al - Jx | student name

A B C D E
student name _grade 1 grade2 grade3
student 1 45 Ba 77
student 2 87 56 54
student 3 a8 99 34
student 4 B35 87 54

[~ T R S O

This is what a basic spreadsheet may look like. Notice that numbers automatically align to the right, while text
automatically aligns to the left. A row has been allowed at the top for column headings and a column has been
allowed on the left for row headings. These have been placed in bold.

Creating a Chart in Excel Worksheet
Before you create chart, you must enter data in the cells as mention early. For example to create three lines
chart, do the following:

> Enter your data in cells,
» Select them then choose Insert function from menu bar the following sub menu will appears:

e es

N i~

Home | Insert | Pagelajout  Formulas Data  Review .\‘ne = ssrER—— a@oF R
Jﬂuﬂﬁﬁ Q,Jj*‘ﬂﬁﬁﬂiﬂ

stfable Table | Ficture Clip Shspes Sicer Hyperink | Text  Header Wordat Signature Object | Equation Symbol
Art Box & Footer Line

Tables Hlustratio Charts 3 Sparklines Filter | Links Text symbols
c3 - & 45 ¥
< r n o n [ m 1 [ I 1 T Ta T F £E 1l n | ¢ n A

3

As you can see there are many kinds of charts typse to choose from:

Column:
Line

Pie

Bar

Area

Scatter
Other Charts

No abkowdpE
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Change Chart Type

‘s
=
sz

ar

Area
[55 %7 (Seatter) M A [ w0 (Scatter)
ligi  stock |t Stock

() Ssurface g surface

e QQQ@L@ PEEEEEE
adar © focer I i

nage Templates, Set as Default Chart

T student &

» And finally choose your prefer chart type, for this example choose line type, as shown. A chart tools bar
will appear which contains three functions

Chart Tools bar

1. De5|gn contalns types of charts mentioned above

3

13

2. Layout: to add Labels to the chart like chart title, Axis Titles, Legend and Date table as
shown in menu and chart below:

P R A

o i R N - ¢~

Home  Inset  Pagelayout  Formulas  Data  Review  View | Design | Layout ‘ Format o @ o =

Chart Area r i Chart Name:
W-MJJJMJM JJJ IJQJJ

By Format Selection Chart3

= Picture Shapes Ted | Chart Ads legend Data  Dala | Axes Gridiin Plot  Chart Chn 3.0 | Trendline Llines Up/Down Erro

& Resst to Match Style Box | Title~ Titles ~  Labels ~ Table ea~ Wall* Floor = Rotatio - Bars~ Bars

Current Selectio Insert Labels Axes Background | Analysis Propert
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3D- line Chart

mgrade 1
u

grade 2 orade 3
W grade 3 grade 2

grade 1 student 1
ctudent 3 student 2

student &
Axis Title

3. Format: to add format to the contain of chart, like Shape style, WordArt styles, as listed below:

A T c@-w s
Chart Area - L shape Fill - A TextFill - O Bring Forward = |2 Align ~ ] Heights 3
8 Forma scton | @ommccume | B\ B/ | @renotie | Gsnasaaom - Bl
2 Reset to batcn style | @ shape Etfects + =| [\ Tetertects + | By selection Pane  Z Rotate - | ot Width: |5
Current selection Shape Styles & Wordart styles = Arrange Size
Chart 7 - | S
A [ € D E F < H ! ] 3 L M N 0 3 a R s T
1 student name gradel grade? grade3 n
2 [student 1 a5 66 77
3 [student2 87 56 54
4 student3 88 99 34
5 studenta 65 57 54
6
U 120
8

1 AN 80

0 / 1
FE] —GRADE 1 | e =
14 —#—GRADE 2

15 —4—GRADE 3 \ 40

5 ~

17 20

18

15 o

e STUDENT 4  STUDENT 3  STUDENT 2  STUDENT 1
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Introduction to Cloud Computing and Services
Definition of Cloud Computing

Cloud computing is a model that enables on-demand access to a shared pool
of configurable computing resources, such as networks, servers, storage,
applications, and services. These resources can be rapidly provisioned and
released with minimal management effort or interaction with the service
provider. It represents a shift from traditional computing paradigms by
delivering resources over the internet as a service.

Historical Background

The concept of cloud computing has its roots in the 1960s with the idea of
providing computing as a utility, similar to electricity. Over time, advances in
virtualization, distributed computing, and high-speed internet have enabled the
evolution of modern cloud computing.

Characteristics of Cloud Computing

1. On-Demand Self-Service Users can provision resources like computing
power and storage without requiring human intervention from the
service provider. For example, a developer can deploy a virtual machine
in minutes using a cloud provider’s dashboard.

2. Broad Network Access Resources are accessible over the network
through standard mechanisms, supporting a wide variety of client
devices including mobile phones, laptops, and tablets. This ensures that
users can work from virtually anywhere.
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3. Resource Pooling Providers use multi-tenant models to pool resources
dynamically. These resources are assigned and reassigned according to
demand. For example, a cloud provider might allocate storage or
compute capacity to multiple customers from a shared resource pool.

4. Rapid Elasticity Computing resources can be scaled up or down
quickly, ensuring responsiveness to changes in demand. This is
particularly valuable for businesses experiencing seasonal or
unpredictable spikes in traffic.

5. Measured Service Resource usage is monitored, controlled, and
reported, providing transparency for both the provider and consumer.
This feature supports pay-as-you-go models, ensuring that customers
only pay for what they use.

Service Models in Cloud Computing

Types of Cloud Computing Services

SaaS laaS

Software as a Service Infrastructure as a Service

What is

PaaS Cloud Computing

Platform as a Service

FaaS

Function as a Service

Private Cloud, Public Cloud, Hybrid Cloud

1. Infrastructure as a Service (IaaS) laaS provides virtualized computing
resources over the internet. Examples include Amazon EC2, Google
Compute Engine, and Microsoft Azure. Businesses can use laaS to avoid
the complexity of managing physical servers.
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2. Platform as a Service (PaaS) PaaS offers a platform allowing
customers to develop, run, and manage applications without dealing with
infrastructure complexities. Examples include Google App Engine and
Microsoft Azure PaaS. PaaS solutions often include tools for software
development, databases, and analytics.

3. Software as a Service (SaaS) SaaS delivers software applications over
the internet. Users access applications through web browsers without
installation. Examples include Dropbox, Salesforce, and Zoom. SaaS is
ideal for organizations seeking ready-to-use applications.

Cloud Deployment Models

1. Public Cloud Services are offered over the public internet and shared

among multiple organizations. Examples include Amazon Web Services
(AWS) and Google Cloud Platform.

2. Private Cloud A private cloud is dedicated to a single organization,
providing greater control and security. It can be hosted on-premises or
by a third-party provider.

3. Hybrid Cloud Combines public and private clouds, allowing data and
applications to be shared between them. This model offers flexibility and
scalability while maintaining security for sensitive workloads.

4. Community Cloud A community cloud is shared by several
organizations with similar requirements. It is often used by industries
with specific compliance or regulatory needs.
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Cloud-Based Office Suites

Cloud-based office suites are productivity tools hosted on cloud platforms.
These suites enable real-time collaboration, access from multiple devices, and
scalability.

Microsoft Office 365

1. Overview Microsoft Office 365 is a cloud-based productivity suite
offering tools like Word, Excel, PowerPoint, and Outlook. It also
includes OneDrive for cloud storage and Teams for collaboration.

2. Features

o Integration: Seamless integration with other Microsoft products
and services.

o Collaboration: Real-time co-authoring and communication via
Teams.

o Security: Advanced security features, including multi-factor
authentication and compliance with various industry standards.

3. Additional Tools
o Power BI: For business analytics and data visualization.
o SharePoint: For content management and collaboration.
4. Benefits
o Accessible from anywhere on any device.

o Regular updates and feature enhancements.
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Google Workspace

1.

Overview Formerly known as G Suite, Google Workspace is a
collection of cloud-based productivity tools, including Google Docs,
Sheets, Slides, and Gmail. It is designed to facilitate seamless
collaboration and integration with other Google services.

. Features

o Collaboration: Real-time editing and sharing capabilities.
o Cloud Storage: Google Drive for storing and sharing files.

o Integration: Works well with a range of third-party applications
and services.

. Additional Tools

o Google Meet: For video conferencing and virtual meetings.

o Google Forms: For surveys and data collection.

. Benefits

o User-friendly and widely accessible.

o Cost-effective plans suitable for businesses of all sizes.

Comparison: Office 365 vs. Google Workspace

Feature Office 365 Google Workspace
Collaboration Real-time co-authoring via |Real-time editing in Google
Teams Docs, etc.

: Best with Microsoft Seamless with Google
Integration :
products services
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Feature Office 365 Google Workspace
Pricing Flexible plans Competitive, scalable pricing
: Ad d feat fi :
Security Vancfe CATHes 10T Robust with regular updates
enterprise users
Vid :
16e0 , Microsoft Teams Google Meet
Conferencing
: : 30GB to unlimited (Googl
Storage Capacity |1 TB per user (OneDrive) Drive) 0 unlimited (Google
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Basics of Google Docs

Google Docs gives users the ability to create and store documents and files using any web browser (in
“the cloud”), access them from any device, and give multiple people simultaneous access. “The Cloud”
is a phrase that means being able to access information through a web browser that are stored on a
company’s computers. This gives you the ability to access them anywhere and share them with others.
Heads-up: Google Docs works best in Google Chrome, but you can usually use it in any web browser

(Safari, Internet Explorer, Firefox).

To get started, go to drive.google.com and log in to a Google account
OR login to a Gmail account, click on the little grid in the upper-right of the

screen (looks like = ) and choose ‘Drive’

Create a Google Doc

Search Drive

Google Drive

My Drive > Example ~

File upload

Google Sheets
Google Slides
More >

35GB of 115 GB used

&= Upgrade storage

o Click “New” and

Folder upload “Google DOC,, tO
, B Google Docs / Create a neW
document in the

folder you're
currently viewing

Once you'’re in your
Google Drive account,
click on the ‘New’ button
and click on ‘Google Docs’
to create a new Google
Doc.

Example Title
[

File

~ T 100% Normal text

You can click here
to edit the name of
this document

Edit View Insert Format Tools Table Add-ons Help

All changes saved in Drive

1 u A

This tells you
that your
changes have
been saved (it
happens
automatically)

(<)

To change the name of the
document, click on the
‘Untitled document’ name
in the upper-left corner of
the screen and replace it.
Press ‘Enter’ or click in
the document to save.
Your document is
constantly automatically
saving as long as you are
connected to the internet,
and it will tell you as
much if you look to the
right of the ‘Help’ menu.

1of4
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Edit a Google Doc

Example Tltle - andrew.boddyspargo@gmail.com =

File Edit View Insert Format Tools Table Add-ons Help  All changes saved in Drive

& e ~ P 10% - Normaltext - Arial > W ol|B 2 ulAs & = | 1-|= =| & £ A
pREELE e s 7
Pnntx Font Text Alignment

Undo .

Redb Font Size _ _
Text F ) Line Spacing
i € orma .
Format Painter List Styles
Zoom in/out View  Text/Highlight Color .
Indentation
Example Title |
File Edit View Insert Format Tools Table Add-ons Help Lastedit was 31 minutes ago
& e ~ "™ o image.. . m - B 7 u A- | Toinserta picture, click on the
ao Link.. - ) s+ .| ‘Insert menu and select ‘Tmage.’
1 Equation.. You can upload a picture from
D orawing... your computer or click on the
] Chart heading that says ‘Search’ to use
Table . a Google Image. To insert a
table, click on the ‘Insert’ menu,
hover over the ‘Table’ option,
Footnote $8+Option+F and use your cursor to indicate
4x4 the dimensions of your table.
Q) Special characters...
— Horizontal line

Download a Google Doc

Example Title ]
File ' Edit View Insert Format Tools Table Add-ons Help All changes save

Share... Arial = i - B 7

Now 1 2 s To download your document as

open.. o a Microsoft Word document or

Rename... as a PDF, click the ‘File’ menu

Make a copy... and hover over the ‘Download
M Moveto.. As’ option. Once you click on the
# Move to trash desired file type, your computer

will either download it to your

See revision history 38 +Option+Shift+H . .
downloads folder or it will ask

Language
you where you want to save it
Download as > Microsoft Word (.docx) (depending on your browser
Publl-sh to the web... OpenDocument Format (.odt) Settings). Once you download it,
e ol Rich Text Formt (1) you can open it in another
Email as attachment... PDF Document ( X
P90 program or attach it to an
Document details... Plain Text (.txt) e-mail.
Page setup... Web Page (.html, zipped)
& Print 8P EPUB Publication (.epub)
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Share with others Get shareable link (c

People

= example@gmail.com x # Can edit ~

This will share the document with the person whose email is
"example@gmail.com" and will allow them to edit the document. To send it, click
"Send" below,

m Cancel Advanced

Method 1 - send invite
To share a Google Doc, locate
the blue ‘Share’ button in the

upper-right corner of your

browser window and click on it.
You can then type the email
address(es) of the person(s) you
want to share the document
with. You can also select what
TYPE of access they get (change
the “Can edit” option) and type
a little message for them. Then
you can click ‘Send’ and they
will get an email with an
invitation to access the
document.

Are you sure?

You are sending an invitation to andrew.boddyspargo@marquette.edu. Since there is no
Google account associated with this email address, anyone holding this invitation will
have access without signing in.

=N -

IF you share a document this
way with an email address that
is not a Google account, then
you will get this warning. The
person you share it with will be
able to view it, but unless they
have a Google Account, they
won’t be able to edit it.

Link sharing updated

Share with others Get shareable Iinke

Link sharing on Learn more

Anyone with the link can edit ~ Copy link

https://docs.google.com/document/d/1maAROIB21ECo_qzHUJOTHOCd2rxEERNV

People

# Can edit ~

Method 2 - use a link
Instead of typing the e-mail
addresses of specific people, you
can click the “Get shareable
link” option and it will generate
a URL that you can copy and
paste into an email to share with
others. ANYONE who gets that
link can access the Google Doc,
so be careful with this option.
You can change the type of
access associated with the link
by clicking the down arrow next
to ‘can edit’ in the picture to the
left and choosing a different
type of access. Then click ‘Copy
link’ and paste it into any email.
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Example Title - Invitation to edit inbox x

12:22 PM (0 minutes ago)

ﬁ Andrew BoddySpargo (via Google Docs)
j to me |~

Andrew BoddySpargo has invited you to edit the following document:

B Example Title

@ This is a test to see what the sharing email looks like.

Open in Docs

Google Docs: Create and edit documents online.
Google Inc. 1600 Amphitheatre Parkway, Mountain View, CA 94043, USA
You have received this email because someone shared a document with you from Google

Google

Docs.

If someone sends you a Google
Doc invitation, this is what the
email looks like. It grants only
your specific Google Account
access to it. Click on the name of
the document or the blue button
that says “Open in Docs” to
access the document. In this
example, Andrew has given me
editing access to the document,
so I can make changes.

Andrew BoddySpargo has invited you to edit the following document:

B Example Title

?

This email grants access to this item without logging in. Only forward it to people
you trust.

This is a test to show how it doesn't work to share it with non-Google email

addresses.

Google Docs: Create and edit documents online.
Google Inc. 1600 Amphitheatre Parkway, Mountain View, CA 94043, USA

You have received this email because someone shared a document with you from

Google Docs.

Google

If someone sends an invitation
to access a Google Doc to a
non-Google email address, this
is what it looks like. Because the

email address doesn’t have a
Google account, it grants them
access to view it. If they happen

to be logged into a Google
account, then they will be able
to edit the document with that
Google account, even though it
was shared with the non-Google
address. This type of sharing is
slightly less secure because if
the invitation is forwarded on to
someone else, then they could
get access, too. It’s still slightly
more secure than just
generating a link, though.

If someone emails you a link to their Google Doc, then generally they will send the
whole URL in the body of an email, or they will type an email and create a hyperlink
using some of the email text to link to the Google Doc that they’re sharing with you.
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GOOGLE DRIVE

Google APPS

M

Gmail: Free email service you can use if you set up a Google account.

Gmail
Drive: It is the home of many free products (Google Docs — similar to Microsoft
L Word; Google Sheets — similar to Microsoft Excel, etc.) Most importantly,
Google Drive is a Cloud Storage that one can use free for up to 15GB. That
Drive means you can save documents, pictures, etc. on Google Drive and retrieve

that information from anywhere in the world as long as you can get access to
the internet.

Calendar

Calendar: Once you set up a Google account, you can set up an online Google
calendar. Itis free and makes your life easy to keep track of life's important
events all in one place. If your device (such as phone) is connected to your
Google account, you can also get to your calendar from your phone and
maintain your calendar.

&

Photos

Photos: This is also another useful tool you can use to save your pictures on
your online google account. You can retrieve your photos from anywhere in the
world through your Google account.

Docs

DOCS: Brings your documents to life with smart editing and styling tools to help
you easily format text and paragraphs. Choose from hundreds of fonts, add
links, images, and drawings. (google.com/docs/about)

Sheets

SHEETS: Makes your data pop with colorful charts and graphs. Built-in
formulas, pivot tables and conditional formatting options save time and simplify
common spreadsheet tasks.(google.com/sheets/about)

)

MEET: Real-time meetings by Google. Using your browser, share your video,
desktop, and presentations with teammates and customers. Google is making
enterprise-grade video conferencing available to everyone. Create an online

Meet
meeting with up to 100 participants and meet for up to 60 minutes per meeting.
(apps.google.com)
KEEP:
Capture ideas with your voice, add images to notes, check tasks off your to-do
Keep list, and much more. With Google Keep, you can create, share, and collaborate

with people on notes and lists. Keep synchronizes across all your devices, so
your notes and lists go with you, wherever you are. (support.google.com)
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WHAT CAN YOU DO WITH GOOGLE DRIVE?

You can use Google Drive to store documents online so that they are accessible from any
computer or any compatible mobile device. All you have to do is log into Google with your
username and password and you can see your documents.

1. Uploading documents from your computer to Google Drive:

e Click on the NEW button. You will get the option to either upload a file or folder.
o Choose Folder upload if you want to upload an entire folder from the computer
o Choose File upload if you only want to upload one item from the computer.

I— MNew

[+ Folder

File upload <mmmm—
Folder upload <«mmmu—

D f B

Google Docs »
Google Sheets »
Google Slides »
B Google Forms p
More >

e After clicking on File upload, click on the file you would like to upload.
o You will see the files listed in your file explorer on your computer.

e You will see the file at the bottom and it will also be highlighted blue at the top.
e Click open.

€ Open
« v /M |5 » ThisPC » Documents v D Search Document
Organize MNew folder
[ This PC - Name - Date medified Type Size
J 3D Objects Custem Office Templates File folder
H Dawn @ Tst week back doox_auto_file 14 KB
I Desktop ASCPL W-9 form rev 2018-10 pdf_auto_file 130 KB
= m Blog about Lynda.com docx_auto_file 37TTKB
] Documents m Chat instructions version 3 July 2020 docx_auto_file 200 KB
& Downloads Credit Card Authorization Form - KVP-si... pdf_auto_file 97 KB
B Music [ Dialogue docx_auto_file 17 KB
& Pictures [ ES Review docx_auto_file 26KE
m Videos m First three months doox_auto_file 12KB
£ Windows () img-918100918-0001 pdf_auto_file 251 KB
= dmeshan (\\File m Info for Brett doox_auto_file 21 KB
- X InTransitTooLong09261% xlsx_auto_file 282 KB
& Flectronic Senic Maker Emails xlsx_auto_file 14 KB
= All Staff Shares { online registration pdf_auto_file 563 KB
¥ Network Passport Income Report xls_auto_file 11 KB
¥ FE Saninandant Anev antn file 14 KR
File name: ‘B\og about Lynda.com v| All Files
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e You can upload multiple files by doing one of two things.

o You can click on the first file you would like to select and then click on the last

file while holding your shift key down.

m This will highlight all the files between the first and the last file.
o If the files you want to upload are not adjacent to each other, you can click on
the first file, hold your ctrl key down and continue to select the other files as

shown below.

m There is one folder and eight files show below. | have highlighted five of

those files to be uploaded.
m Using the ctrl key gives you control of what you select.
o Then click open.

Custom Office Ternplates 2/24/2020 10:46 AM File folder
E| 1st week back 6/ 26,2020 4:33 PM docx_auto_file
ASCPLW-9 form rev 2018-10 9/16/2019 2:32 PM pdf_auto_file
El Elog about Lynda.com 8/26/2020 12:17 PM docx_auto_file
@ Chat instructions version 3 July 2020 T/a/2020 4:47 PM decx_auto_file
Credit Card Authorization Form - KVP-si.. 772772020 12:25 PM pdf_auto_file
El Dialogue 12/11/2020 12:58 PM docx_auto_file
@ ES Review 4 W docx_auto_file
E| First three months TR Oa0 docx_auto_file

e A pop up box will appear in the lower
right hand lower corner which will allow 1 upload complete
you to see the upload process and
when it is complete.

M 1stweek back.docx

14 KB
130 KB
37T KB
200 KB

97 KB

17 KB

26 KB

12 KB

When you open Google Drive and click the New button, you will see a list of options for the

different things you can create.

All of these options are similar to what you may already know how to do in Microsoft Office. For

example: =
1. Folder is used to create a folder if you want to keep your items
organized

2. Google Docs is similar to Word. You would use this to write a
paper or a letter.

3. Google Sheets is similar to Excel. This would be used to create 3|
a spreadsheet with graphs.

4. Google Slides is similar to PowerPoint. It is used to create a

slide presentation. 8
5. Google Forms is similar to paid survey sites. It can be used to
help you plan events, send a survey, give students a quiz, or
collect other information.
8
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If you click on Docs, Sheets, Slides, or Forms, a new tab will open with a blank doc,
spreadsheet, presentation, or form on your screen.

If you rest your mouse on Docs, Sheets, Slides, or Forms, you will have the option to click on
either a blank file or a template.

We will take a look at Docs and Sheets in a later classe.

Once you start using Google Drive you will accumulate documents in “My Drive”. The library will

look like this:
Name 1 Owner Last modified File size
[@ Beverly Fincher.docx me May 21, 2020 me 2 KB
E Condos in TN me Aug 15,2020 me -
es schedules UPDATE 2020 me Jan 4,2021 me -
B  Expectations me Feb 11,2020 me -
E Kittaning History me May 16, 2020 me -
[ Library App.docx me Dec 26, 2019 me 20 KB
E Menards me Sep 29, 2020 me -
B Mew Visions for TechZone and ES me Jan 28, 2020 me -

These buttons will allow you to decide whether you want your files show in a List view_or
Grid view. The above picture shows list view, which will allow you to sort your files by »E

x| Name, Owner, Last Modified, or File Size. Grid view will allow you to sort by Name,

H
Owner, etc.
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Folders:

If you want to get rid of a file or folder, click on the item to select it and then press the delete key
on your keyboard, or right click and select delete.

Any folders you create in My drive will be found under the My Drive folder

on the left that you can access by clicking on it. ’ @ My Drive
e Shared with me folder houses items that someone else created and 2}, shared with me

is allowing you access to view and edit.

. . @ Recent
o Recent folder is for files you have worked on recently.
e Starred folder is for files that you want to easily find later. If you 3y Starred
want to start a file or folder, you can right click on it and choose add
to starred. [i]  Trash

e Trash folder stores any item you have deleted either using the
delete key or by right clicking with your mouse.
o Your trash folder will be emptied every thirty days.

To Create a Folder: “

e Click on the New button. Folder
e Click on Folder button and a pop up box will appear which
will allow you to name your folder.
e Type in a new name and then click the
Create button. New folder X
o Folders are separate from the files.
e Your Quick Access is the last few things ‘

you have opened. Classwork |
e You can drag and drop items into your
folder OR you can right click, then click on
move to, a drop down menu will appear CANCEL

below what you are moving so you can
choose the folder you want to put the item in, and lastly click move button.

e You can also open a specific folder and create a new document directly in that
specific folder.
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Color coding folders
This can be a tool for organizing the information stored in your Google Drive.

Vid

Roc

s

Mes

Joh

By default, all folders are gray but if you want to make it easier to find a folder visually
then you can change the color of each folder.
The color coding all depends on what colors you would like to use.
To color code,

o Right click on a folder.

o Rest your mouse on change color.

o A drop out menu will appear with colors to pick from.
So instead of seeing a bunch of folders that look like this picture on the right.
You can see a group of folders that have been color coded for visual cues.

Searching for Files in Google Drive

You can type in the search box at the top whatever you are looking for.

o By title, type, owner, date, etc.
If you click on the drop down arrow in the search box, you can filter for various
categories.

Whatever choices you make; Google will bring back a list of files that match your criteria.

Sharing/Collaborating

Google Drive is great for sharing information or collaborating on projects. We will look at
collaborating in one of the other classes. Why would you share something though? Is it only for
business or if you belong to an organization. The answer is most definitely no. Sharing in
Google Drive will allow you to share something that is too big for an email, text message, etc. |
could share with my friends all the pictures and videos | took on vacation. | could share my
child’s concert that extended family was unable to attend etc.

Find the file you want to share.
Right click on that file.

2+ Share
Click on =

A pop up box will appear where you can add people or groups from your contacts.
Once you have added people or a group, you can choose whether they are to be an
editor, a viewer or a commenter.

o Editor can make changes to the document.

o Viewer will only be able to read the document.

o Commenter will be able to make comments on the document only.
You could also get a link to send to people if you do not know their email address at this
time.
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Working Offline

Sometimes you may need to access your Google Drive files when you are not connected to the

Internet.
e While connected to the Internet, open your browser.
e Click on the Google Drive settings button.
e Click on Settings. €E3
e Click the box directly across from Offline.

Create, open and edit your recent Google Docs, Sheets, and Slides files on this
device while offline
Not recommended on public or shared computers. Learn more

Scanning Handwritten Document

What happens if you upload a document that is handwritten or an image of something instead of
a PDF? You can open an image using Google Docs and Docs will attempt to put it into word so
you can edit it. It isn’t always perfect that’s for sure but it will at least get your started instead of
you having to type it.

Right click on the image.

Choose open with Google Daocs.

Google will do the rest.

It will insert the image at the top and the text it pulled out to follow.

You are definitely going to have to edit your font. When you see this image in docs, it
reminds one of rich text format. Where almost all of the formatting has been removed.

e Written text if it is simple and clean works okay.

Keyboard shortcuts
If you are interested in Google Drive keyboard shortcuts. Using your keyboard, press the
ctrl key and the forward slash key (/) this will open a pop up box with a lot of keyboard shortcuts.

Help
In the right hand corner next to the settings button, you will see the help button which
offers Help, Training, and Updates.
e Help will open a search box to search for whatever you need help with.
e Training will open a new tab and take you to Google Workspace Learning Center to get
training on Google Drive.

e Updates will open a box that you can search or read through updates that are listed in
reverse chronological order.
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What Is Google Meet?

Google Meet is a video conferencing service that lets you connect with people virtually
through video calls. It's part of the suite of communication tools offered by Google, along
with Google Chat, which replaced the older Google Hangouts platform.

Here's a breakdown of what Google Meet offers:
« Video calling: Hold face-to-face meetings with colleagues, family, or friends.

o Accessibility: Join meetings from your web browser or download the app for mobile
devices.

o Free and paid plans: Basic features are free, allowing up to 100 participants for
meetings lasting up to 60 minutes. Paid plans through Google Workspace offer
extended meeting times, recording capabilities, and other features for businesses and
organizations.

How To Create A Google Meet

You can create a Google Meet in three main ways: via Google Calendar, directly through
Google Meet, or from Gmail.

Using Google Calendar, you can schedule a meeting by creating an event, adding guests,
and selecting "Add Google Meet video conferencing," which generates a meeting link.

Directly from the Google Meet website or app, you can start an instant meeting by clicking
"New meeting" and sharing the provided link.

In Gmail, you can start a meeting from the "Meet" section on the sidebar by initiating a
meeting or getting a link to share with others.

How To Join A Meeting

There are a few ways you can join a meeting, here are different meeting access options to
join using the following methods:

Begin video conferencing from Meet
Here are the basic steps to begin video conferencing using Google Meet:
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1. Open Google Meet :

Go to Google Meet or open the Google Meet app on your mobile device
= [#M Google Meet SHPM-Toe May2l @ [ @ e e

B Mectings Video calls and meetings for
O con everyone

collaborate, and celebrate from anywhere with Google Meet

2. Join or start a meeting:
- Click on "Join or start a meeting."

- Enter a meeting code or nickname if joining a specific meeting, or click "Start an
instant meeting" to begin a new one.

= [# Google Meet 2PMTue Myl @ @ @ - o

B owves Video calls and meetings for
everyone

(<) Create a meeting for later
+ Start an instant meeting

B  schecule in Google Calendar

3. Join the meeting:
- Once you're ready, click "Join now" to enter the meeting.

- If you're the meeting organizer, you'll see options to invite others or copy the
meeting link to share with participants.
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Start a meeting directly from Gmail or chat

Starting a video meeting directly from Gmail or Google Chat is quick and convenient if
you have a Google Account.

In Gmail, locate the "Meet" section in the left sidebar and click "Join" Enter the meeting
code or link provided by the organizer, then click "Join."

Alternatively, simply click on the meeting link shared in the conversation in Google Chat
for new meetings.

= M Gmail Q Searchma - ® & = O
/ Compose 5 o 0t e
o maticns CEIED

E Inbox 38
g Starre -
B Sent -
D orafts /

ot +

This action will open Google Meet in a new tab or window, allowing you to join the
meeting seamlessly. Once in Meet, review your audio and video settings, then click "Join
now" to enter the meeting and engage with other participants.

Schedule a video meeting from Google Calendar

Here are the basic steps to schedule in Google Calendar:
1. Open Google Calendar:

- Go to Google Calendar and sign in with your Google account.
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2. Create a Google Calendar event:

- Click on the "+ Create" button in the top left corner.

= I Calendar Today < » May2024
4_'_—_._-_..'-- —
|— Create =
19 20
May 2024
a e
!wo1e o
w @ =
M oW ¥ "
& zeg -
My calendars o
Diher calandars + A

Holidays in South Africa

3. Enter meeting details:

Q B week -

22 23 24

- Add a title for your Google Calendar event.

- Set the date and time.

= l Calendar Today < > May2024
% TUE
Bluedot Project @
May 2024 |
T W t Appointr ue (2D
L £ ® 1 n 30pm
] ‘ 1%
-‘-0'—' Find a time
¥ u
o
My calendars = A it 1
Othar calen Bea Simona @
Jthar calendars D R . 7
Holidays InS
| ——
(o tithe)
™ 530 - 6:30pm
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4. Add guests:

- Enter the email addresses of the people you want to invite in the "Add guests"

field.
- Click "Add video conferencing" to generate a link.
% Bluedot Project =3 = @
O 3 e5 not repea / @
. ’
Guest permissions
O wNotification s X [ Modity ever +
f Irvil I
" o [ 56 \
o - D It visibiil (
= 8 B U = = e
5. Save and send invitations:
- Click "Save" and send your Google Calendar Invite.
X Bluedot Project m i @
[ Alicay Does not repeat @
o ,
@ 1 location
Q 1 x +
3 scasmom @

[l
=
@
-
1]
1
i
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You can also use this method for recurring meetings, it will be added as a calendar event
on your team's schedule so different meetings don't clash with a new meeting.

How To Use Google Meet

Google Meet offers a range of features to facilitate seamless virtual meetings, whether for
work, education, or personal use. Here are a few features you might not be familiar with:

Customizing your settings

Customizing your settings in Google Meet allows you to tailor the meeting experience to
your preferences for your first meeting.

You can choose which camera and microphone to use, adjust your audio input and output
levels, and test your audio and video before joining a meeting to avoid the same settings
that might give you glitches.

Additionally, you can enable captions for better accessibility, change your layout
preference, and configure other meeting options such as noise cancellation and low-light
mode. By customizing your settings, you can ensure that your Google Meet experience is
optimized for your needs and preferences.

How to chat and present in Google Meet

In Google Meet, you can chat with participants and present content to enhance your
meetings. To chat during a meeting, click on the speech bubble icon located in the bottom
right corner of the screen.

This opens the chat sidebar, where you can type messages to individual participants or the
entire group. You can also share files, links, or emojis to enrich the conversation.

To present content, click on the "Present now" button in the bottom center of the screen.
Choose whether to present your entire screen, a specific window, or a Chrome tab.

Once you've selected what to present, click "Share" to start presenting. This allows you to
share documents, slideshows, or other materials with participants in real time, making
collaboration seamless and engaging.
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Record a meeting

Recording a meeting in Google Meet is a feature available to users with a paid Google
Workspace account.

For those who do not have access to the paid version of Google Workspace, Bluedot is an
excellent alternative for recording Google Meet sessions. Bluedot is a third-party screen
recording tool that can be used to record your meetings with ease. It offers high-quality
recordings, intuitive controls, and the ability to save recordings in various formats.

Additional Google Meet Settings

Meet offers a variety of additional settings to enhance your meeting experience, ensuring
it 1s tailored to your specific needs. To access these settings, click on the three-dot menu in
the bottom-right corner of the meeting screen and select "Settings." Here are a few settings
you'll find:

« Audio and video settings: Adjust your microphone and camera settings to select the
preferred devices. You can test your audio and video to ensure they are functioning

correctly. Google Meet also offers noise cancellation to reduce background noise
and a low-light mode to improve video quality in dim environments.

« Change layout: Meet allows you to customize the layout of your screen to suit your
preferences. You can choose between different viewing options such as Auto, Tiled,
Spotlight, or Sidebar. This can help you focus on the speaker or see more participants
at once.

« Background blur and virtual backgrounds: To maintain privacy or reduce
distractions, you can change your background or choose a virtual background. This

feature helps to keep the focus on you rather than what's happening behind you.

. Host controls: If you are the meeting organizer, you have additional
controls such as muting participants, removing participants, and managing who can
share their screens. These controls help you maintain order and security during your
meeting.

7 of 7 Google Meet


https://www.bluedothq.com/blog/google-meet-audio-problems-a-step-by-step-guide
https://www.bluedothq.com/blog/a-comprehensive-guide-to-fixing-google-meet-camera-issues
https://www.bluedothq.com/blog/how-to-change-your-google-meet-background

Dentistry College —University of Tikrit
Computer Science

The First Stage- Second Semester/ 2024-2025
Ass. Lec. Shms Aldeen Saad

Google Sheets

This lecture gives an overview of Google Sheets. Google Sheets does not require

downloading and installation of the program. It simply runs in your browser.

Once you have successfully logged in, you will land in Google Sheets' start Page. Click on
the Blank button to get started with a new workbook.

= a Sheets Q, Ssearch i .
Start a new spreadsheet Template gallery
- ] ) e——
- Alphabet Inc Class C
Blank To-do list Annual budget Monthl;/ budget Google Finance Invest...
Recent spreadsheets Owned by anyone ~ Last opened by me H Az DO

No spreadsheets yet

Click + to create a new spreadsheet

Enter a name for your workbook, and hit the Enter button on your keyboard:

B # = o e
File Edit View Insert Format Data Tools Add-ons Help

oA F T 0%+ § % 0 .00 123+ Defalt(Ai. v | 10 - B I 5 i * H Sv Ll vy e o ~ B
Al -

A ] c D E F G H 1 4 K

(I I
> "
g L]
I
5
5
4 +
9
10
n
12
13
14
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Google Sheets has columns and rows, similar to a squared math exercise book.

Do not worry if the functionality looks overwhelming at first. You will get comfortable as

you learn more in the chapters to come.

For now focus on the rows, columns, and the cells.

Ok. Let's make a function!
« First, click the cell A1, the one that is marked with the blue rectangle in the picture
o Second, type =1+1.

o Third, hit the Enter button:

AT - =1+1

Fe | L0 | B3

(53]

Ribbon and the Sheet

Google Sheets are made of two pieces, the Ribbon and the Sheet.

Have a look at the picture below. The Ribbon is marked with a red rectangle and

the Sheet is marked with a yellow rectangle:
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My first spreadsheet ¢ @ ~ B @- .
File Edit view Insert Format Data Tools Add-ons Help Last edit was 31 minutes ago
e~ o~ & B OT00% - k% .0 .00 123+ | Aial -1 - BISA H SE-l-lb-r o @BE Y- E- A @
Al
A B c D E F G H 4 K L
N —
5 "
: o
5
6
9
10
"
12
13
14
15
16
17
18
19
20
21
2
23
24
25
%
+ = Sheet! ~ n ’

First, let's start with explaining the Ribbon.
The Ribbon explained

The Ribbon provides shortcuts to Google Sheets commands. A command is an action that
allows you to make something happen. This can for example be to: insert a chart, change

the font size, or to change the color of a cell.

The Ribbonis made up of the Sheets Home, Menu bar, Quick Access
Toolbar, Groups and Commands. In this section we will explain the different parts of

the Ribbon.

Sheets Home Menu
Commands
My first spreadsheet | 54 & Saved to Drive ~ B @- .
LFile Fdit View Insert Format Data Tools Add-ons Help] Lasteditwas seconds ago
oA ® 0% v S % .0 .00 123+ Default(ai. ~ | 10~ B I S A & H Evivd-y oo @AM V-3~ A B
Al
Groups

Quick Access Toolbar
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Sheets Home

The Sheets Home button takes you to Google Sheets start page where you can create new

workbooks or visit your Previous workbooks.

Menu Bar

The menu bar allows you to perform different actions on your workbook.
Quick Access Toolbar

The quick access toolbar has the most popular actions from the menu.
Groups

The groups are sets of related commands on the quick access toolbar. The groups are

separated by the thin vertical line break.
Commands
The commands are the buttons that you use to do actions.

Now, let's have a look at the Sheet. Soon you will be able to understand the relationship

between the Ribbon and the Sheet, and you can make things happen.

The Sheet explained

The Sheet is a set of rows and columns. It forms the same pattern as we have in math

exercise books, the rectangle boxes formed by the pattern are called cells.
Values can be typed to cells.

Values can be both numbers and letters:
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~ o~ @ P 100% -+ § % .0 .00 123+  Default(Ari. v 10

&0 - 1
A B c D E
1lH ello World

Each cell has its unique reference which is its coordinates. This is where the columns and

rows intersect.
Let's break this up and explain by an example

Have a look at the picture below. "Hello world" was typed in cell C4. The reference can be
found by clicking on the relevant cell and seeing the reference in the Name Box to the left,

which tells you that the cell's reference is C4.

| c4 - Hello World

A B c D E

4 Hello World |
| |
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Another way to find the reference is to first find the column, in this case C, then map that

towards the row, in this case 4, which gives us the reference of C4.

Note: The reference of the cell is its coordinates. For example, C4 has the coordinates of

column C and row 4. You find the cell in the intersection of the two. The letter is always

the column and the number is always the row.

Multiple Sheets

You start with one Sheet by default when you create a new workbook. You can have many
sheets in a workbook. New sheets can be added or removed. Sheets can be named to making

it easier to work with data sets.
Are you up for the challenge? Let's create two new sheets and give them useful names.

First, click the plus icon, shown in the picture below, create two new sheets:

Al

I:i ']

Sheet2 ~  Sheet3 ’

+
m

Tip: You can use the hotkey Shift + F11 to create new sheets. Try it!
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Second, right click with your mouse on the relevant sheet and click rename:

Al

A B D E F G H J K L
[ —
g L]
F
9
f)
Delete
3 Duplicate
Copy to
Rename
'3 Change color
) Protect sheet
20
a Hide sheet
23
5
Move left
+ = Sheetl v  Sheet2 ~  Sheetd v ’
Third, enter useful names for the three sheets:
034
B D E F G H 1 J K L
2 L/
6
8
]
0
13
5
5
9
20
3
+ = Data Structure ~ Raw Data ~ ’

In this example we used the names Data Visualization, Data Structure and Raw Data.

This is a typical structure when you are working with data.
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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
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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
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Click to add title

Click ta add subtitle

1100111 21 31

BEHS O - Presentation] - PowerPoint DRAWING TOOLS
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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.
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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
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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.

Suggested searches:  Business  Calendars  Charts and Diagrams

Education

Medical Mature
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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

11
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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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Exciting
Fall Cwer Drape Curtains Wind Prestige Fracture Crush Peel Off

||
LY
L4
e
E

Page Curl Airplane Origarni Dissohve Checkerboa... Blinds Clock
K m = B C
Honeycomb Glitter Vortex Shred Switch Flip Gallery Cube
=
Doors Box Comb foom Random

« 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.
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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;
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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.
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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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ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
A“ A* A = o B= o 5= IE* Hﬂ Text Direction - ",
r+ .. — I& —L
%a - A | I= = 1 1} -'.'% -
|;. None 2. 2)
3. 3}%
l. A a) 123
Il B. b)
1. C c)
I d. I |
b. I
Il
EE Bullets and Mumbering... I

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

- — 1— e A AL A ™
wy) -[24 <A A B =iz EE Isv“:* \_
(s B [Fl- |AL

! sabgﬂvﬂav Av

== 7 PI:" "'I’E, '\-I.'

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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Ennt:lWingdings

A

&y
NZ
Pa
-
"4

w5 T O ®

= b
Unicode name: Character cnde: frnm:|5ymbn| [decimal:

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 -
= == == 1.0 I Arrange Cuick
N o WTL .7 Styles~ ¥ Shape Effects - [+ Select~
Paragraph % Drawing fa Editing
5 4 - 1 2 3 4 5
_ E 1 1 1 (] 1

ra
Lr

L5
L)

Line Spacing Options..,
WELCOME AND GOOD MORNING STAFF!

The Clean Energy Conference 2013 will

be hosting a diverse array of

distinguished speakers representative of

13




Tikrit University / College of Dentistry
Computer Science / Second Class, Second Semester.

Microsoft office PowerPoint
Ass. Lec. Shms Aldeen Saad

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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27,
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Mew Table  Pictures Online Screenshot Photo | Shapes
Slide - - Pictures = Album - M

Slides Tables In Awvailable Windows

N

5 T T HETIAT
e — Screen Clipping
—==- ol i B
k Tpmree —

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,




Tikrit University / College of Dentistry
Computer Science / Second Class, Second Semester.

Microsoft office PowerPoint
Ass. Lec. Shms Aldeen Saad

To insert a screen clipping:

1. Select the Insert tab, click the Screenshot command, then select Screen Clipping.

FILE HOME IMSERT DESIGM TRAMSITIONS

L—,DEE+@@}

Mew  Table Pictures Online Screenshot Photo  Shapes

Slide - - Pictures - Album -~ -
Slides Tables In  Available Windows
4 [+]

‘v Tt for oy e el Gamid

-t b

< R
- '] &4 SCreen C|Ipplﬂg%

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.
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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.
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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.
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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
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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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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
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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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3. Adrop-down menu of WordAurt Styles will appear. Select the style you want to use.
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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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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.
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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.
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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.

11



Tikrit University / College of Dentistry
Computer Science / Second Class, Second Semester.

Microsoft office PowerPoint
Ass. Lec. Shms Aldeen Saad

y .o

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.

12
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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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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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% - 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.

SEAIWEENY TV e RRE TR oo F Y % TV WP e d

g

Exercise tips
Wellness articles
Updates
Member submissions
Recipes

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...
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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.

23



Tikrit University / College of Dentistry
Computer Science / Second Class, Second Semester.

Microsoft o fﬁce PowerPoint

Ass. Lec. Shmms Aldeen Saad

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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Column
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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.
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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.
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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.
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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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