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1. Introduction to Computers

The word “Computer” has been derived from the word “compute” which means “to calculate”. In
the beginning the name ‘computer’ was given to a machine which was used to carry out arithmetical
calculations at a tremendous speed. Soon it was discovered that this machine could be used to carry
out a large number of non-mathematical functions such as preparation of result of a very large
number of candidates, reservations on railways or airlines etc. A computer is defined in anyone of
the following ways.

Def: A computer is an automatic electronic machine used for carrying out calculations in numerical
or logical terms at a tremendous speed.

Def: - A Computer is a device, which under the direction of a program, can process data, after its
own program instructions, and performed computation and logical operations without human
intervention.

Def: - A computer is an electronic machine, which accepts raw information (data) as input and
reveals useful information as output.

Def: - Computer is an electronic data processing device that automatically:

1. Accept and store input data.
2. Process the same and,
3. Output the processed results in the form required by the user.

In fact, a computer is a complete system in itself. The computer as a system is, in fact, a combination
of hardware and software components that jointly offer the necessary services to the user.

1.2. Characteristics of Computer
The various characteristics of computers are given below.

1. Speed: - A Computer is a very high speed device. They can perform or execute more than
hundred million instructions per second, thus resulting in a very high speed performance.

2. Accuracy: - The accuracy of a computer is consistently high and the degree of accuracy of a
particular depends upon its design. But for a particular computer, each and every calculation is
performed with the same accuracy. Errors can occur in a computer, but these are mainly due to
human rather than technological weaknesses, that is, due to imprecise thinking by the
programmer or due to inaccurate data.

3. Diligence: - (no fatigue) — A human being gets bored and tired and loses efficiency and
accuracy in repetitive tasks but a computer never gets bored or tired. It will perform a
calculation with the same speed and same accuracy for any number of times.

4. Storage: - The high speed of calculation, of computers result into requirement of more and
more internal memory. The storage capacity of present day computer has entered into
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megabyte and gigabyte. A good computer supports a few hundred megabyte to some gigabyte
of RAM.

Versatility:- A computer is a versatile machine. It can be used to solve the problems related to
different filled. At one moment, it may be solving a complex scientific problem and the very
next moment it may be playing a game and then is busy in taking up a database problem.
Reliability:- The computers are reliable, very accurate and do not make mistakes in arithmetic
calculations. The reason behind this is that at hardware level, it does not require human
intervention between its processing operations. Moreover the computers contain built in
diagnostic capabilities which help in continuous monitoring of the system.

Reduction in paper work:- The use of computers for data processing has helped the
management of business organization to cope (manage) with the increasing problems of paper
handling by elimination some of paper needs through the storage of data in data bases and files
from where they can be retrieved when needed.

Reduction in Cost:- The initial investment for installing a computer is high but it substantially
(considerably) reduces the cost of its operation thereafter.

Retrieval Capacity:- A computer has not only a high storage capacity rather it can retrieve the
data or knowledge stored there in seconds with high accuracy. It can store and recall any
amount of information from its main memory or from secondary storage or both.

Increased ability to perform computations:- The use of computer helped in performing
computations with speed.

Data Base:- The use of computer facility in business organization facilities establishment of
database. Data base integrates data records and reduces data redundancy.

Facilitates Report Preparation:- Data maintained with the help of a computer facilitates the
preparation of various type of reports required by organizational executives for the purpose of
decision making and control.

Reduce the Space Requirements:- The use of computer for office activities reduces the
requirements of office space which otherwise is required.

Reduce the manpower requirement:- The number of persons required for performing various
organizational activities will be reduced by using a computer system.

Intangible (indefinable) benefits: - It includes, customer image, leadership in the industry and
community, increased customer morale (confidence) and management confidence.
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1.3 Classification of Computers
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Computers can be classified in various ways. The different classes of computers are as follows:-

1. By Functional Criteria ( by data representation)
The computers are divided into three major categories based on functional criterias, as shown
in given figure. These are:
+»+ Digital Computers
++ Analog Computers
++ Hybrid Computers

Computers

\

Digital Analog Hybrid

o

Classification by Functional Criteria

Digital Computer: - Digital Computers take input in the form of numbers, letters and special
characters, store it and process it and give the output in the form of numbers, letters and special
characters. Digital computes have the capabilities of adding, subtracting, multiplying, dividing
and comparing. These computers provide highly accurate result. The examples of digital
computers are: - Desk calculators, Digital calculator and electronic computers.

Analog Computer: - Analog Computers do not operate on digital data. Instead they operate on
data presented to them in the form of continuously variable quantities like temperature, pressure,
revolutions and the like. They react in a predefined way to changes in the specified quantities.
Analog computer is faster than the digital computer but can give an accuracy of not more than
99%. These computers are suitable for use as controlling devices in factories, military weaponry,
aerospace systems and the like. The examples of analog computers are: - speedometer,
voltmeters, pressure gauges, wall clock.

Hybrid Computer: - Hybrid computers combine the features (capabilities) of both the digital
and analog computers. They are suitable where digital processing is necessary in respect of data
collected in the analog form. Both analog and hybrid are special purpose computers. For
example, in a hospital intensive care unit (I.C.U) analog devices may measure a patient’s heart
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function, temperature and other vital signs. These measurements may then be converted into

number and supplied to a digital device which may send an immediate signal to nurses’ station if
any abnormal readings are detected.

1.1 Difference between Analog and Digital Computer

Analog Computer

Digital Computer

1. Analog computer accepts the data and in

continuous form.
2. Less Accurate (-1%).

3. Speed is high.

4. Represents data as physical quantities.

5. Precision (exactness) is limited in case of

analog computer.

6. Analog computer measures & answer

“How much”.

7. lItis a special purpose type computer.

8. Output is continuous; time is wasted in

transition (conversion) time.

9. It performs calculations
analogies.

10. Example-  speedometer,
voltmeter, pressure gauges.

as physical

wall  clock,

10.

Digital computer accepts data in discrete
form.

More accurate (accuracy infinite).

Speed is less.

Represents data as numbers.

Precision is high in digital computers.

Digital computers counts & answer “How
many”’.

It is general purpose type computer.

Output is  obtained after complete
computation is carried out.

It performs calculations as numbers and
operates on them mathematically.

Example- electronic  computers, desk
calculators.

2. Classification of computer according to purpose.

The computers are classified into two categories according to purpose. These are (i) Special

Purpose (i1) General Purpose.

< Special Purpose Computers: - These types of computers are designed to handle some

particular type of tasks. The sequences of instructions performed by these computers are
encoded permanently in some order on the circuit. The SE89 Computer (“Kurs-17) is a mobile
specialized machine using alloy transistors and point contact diodes. It was used for secondary
processing of real time data from radars in automated control system.
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+ General Purpose Computers: - A general purpose computes can do everything that every

other computer can do or a general purpose computer is designed to perform or is capable of
performing. In a reasonably efficient manner, the functions required by both scientific and

business applications. They are plentiful (abundant) and cheap so people use them any way.

2.1 Difference between Special Purpose & General Purpose Computers

Special Purpose Computer

General Purpose Computer

1. There are designed to handle a particular
task.

2. The sequence of instructions is encoded
permanently on the circuit.

3. They can measure reaction times reliably.

4. Example- Navigational computers used in
aircraft.

These are designed to handle various general
tasks.

The instructions are not permanently
circuited.

They cannot measure reaction times reliably.

Example- Computers used for data processing
like IBM-360.

3. Classification of computer according to use

The computers are classified into two categories according use. These are (1) Scientific Computers

(i1) Business Computers. The major differences between the two are as follows.

Scientific Computer

Business Computer

1. Fast internal processing speed.
2. Slow input / output devices.
3. Suitable for mathematical applications

(solution of equations, design of aircraft
engine, bridges, buildings etc.)

Relatively slow in processing.
Fast input / output devices.

Suitable for jobs involving large inputs /
outputs and few simple calculations (sample
survey data, censes data, insurance billing
payroll etc.)

4. Computer classification on the basis of speed and memory. The computers are classified in
four categories on the basis on speed and memory. As shown in given figure.

Computers

1
1 1 1 1
Micro Mini S Super
l \ l \ l frame \ l \

Classification on the basis of Speed & Memory
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(A) Micro Computer

These computers are also known as personal computers (PC). The characteristics of these
computers are as follows:

1. They use very little power. They need very less air — conditioning.
2. The smallest category of a computer, consisting of a microprocessor, storage and input / output
elements is known as micro computer.
3. These systems are characterized by their main memory size that ranges from 256 KB to 8§ MB.
Their word length is 8 or 16 or 32 bits.
4. Maximum speed of micro computers is up to 1 million bytes per second.
5. They are stable and reliable. Once tested and proved, they can work for years without any hitch
(delay).
6. They are generally single user. They can support up to a maximum of 2-3 terminals, when we
make them multiuser.
(B) Mini Computer
The characteristics of mini computers are as follows:
1. These are more powerful than a micro computer.
2. They usually employ microprocessors, both of data storage as well as data manipulation.
3. They are designed to serve multiple users simultaneously.
4. They can support up to a maximum of 20 terminals.
5. They can accept and transfer data from I/O devices at the maximum speed of one million bytes
per second.
6. They use Winchester hard disk drives of 80 MB or more, 1 or 2 floppy drives.
7. Mini computers achieve faster processing speed by employing high speed buffer (safeguard).
8. These systems are characterized by their main memory size that ranges from 512 MB and 1
GB. Their word length is 16 or 32 or 64 bits.
9. They are more expensive than micro computers.

10. These are popular among research and business organization.
Examples: - Digital PDP (Programmed Data Processor) 11, Honey well, HCL II.
(C)Main Frame Computer

The characteristics of main frame computers are as follows:

. They can accept & transfer data from I/O devices at the rate of several millions bytes per

second.

. They can support a large number of dumb (a dumb terminal is simply an output device that

accepts data from the CPU) terminals say up to 100 or more.

. They can accept all types of high level languages like C, C++, Java, C# etc.

They are larger and expensive as compared to micro and mini computers.

. These are big computes capable of handling all kinds of applications whether scientific or

commercial.
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6. They support high speed cache memory that enables them to process applications faster than
other computers. These computers are usually used in large business environments. They are
mainly used for:

o Railway and airline reservations.
o Banking applications.
o Commercial application of large companies like insurance and hospitals.

Examples:- IBM 360, IBM 370, ICL 1900, DEC 10 etc.

(D) Super Computer
Super Computer is the biggest and fastest computer, which is mainly designed for complex
scientific applications. It has many CPUs (Central Processing Units) which operate in
parallel to make it as a fastest computer. It is typically used for following applications:

(@]

0 O O 0O 0O 0O 0 O

Weather information

Petroleum exploration and production
Energy management

Defence

Nuclear Energy Research

Structural Analysis

Electronic Design

Real time animation

Medicine

Some of the examples of super computers are CRAY3, CRAY-XMP-14, NEC-500, IBM
3090, PARAM 9000 & PARAM 10000.

1.4 Applications of Computer

Computers have lot of applications in each & every sphere in life. Now a day, computers
have become a blessing for humans. Even, no field of life is untouched by computer. Some
important applications of computer are as follows:

1.4.1

Application of Computers in office

= In offices, computers are used:

= In preparations of letters & reports.

= To keep record of employees.

= For publicity & administrative work.

= For advertisement.

= To handle correspondence & office communication.
= To prepare & store files.

= In accounting, billing, preparation of pay roles etc.
= In data analysis.
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1.4.2 Applications of computers in Education
Computers can be seen everywhere in educational institutions. These can be seen in classroom,
laboratories, libraries, museums etc. Computers have lot of applications in education, few of
which are as follows:
= Computers help the students in preparing their presentations, project reports & even the notes.
= Computer can repeat the material of the presentation as many times as desired.
= Computer graphics helps the students to visualized three — dimensional figures & graphs from
different angles to understand the concepts in a better way. Pictures can move, rotate or
computer can even speak.
= In libraries, student can enter the name of book that he wants to read & the contents of book
appear on screen. Now a day, concept of paperless libraries comes into existence.
* In maximum, computers help in giving information by telling about the exhibits.
= In educational institutions, computers are also used by teacher for teaching testing to make the
students understand in a better way according to their mental level and caliber.
1.4.3 Applications of computers in Medicines
In medical field, computers have lot of applications few of which are as follows:
= For diagnosis of illness of patient.
= For performing surgeries.
= For getting information of treatments and latest drugs.
» To keep record of patients.
= [n ultrasounds, Magnetic Resonance Imaging (MRI), CT Scan etc.
= To perform pathological tests.
= To replace defective organs inside the body.
= To take internal photographs of human body without even putting a cut on human body.
= Pacemaker is also a form of computer.
= To check patient’s signs for abnormality.
1.4.4 Applications of computers in Banks
= Computers are used in banks to
= Make entry in passbooks.
= To make withdrawals & deposits.
= [ssue fixed deposit receipts.
= To provide online service to its customers.
* To maintain ledger & handle transactions.
= To take out money from ATM (Automated Teller Machine).
1.4.5 Applications of computers for ticket reservation at railway stations and airlines
= Computer gives all necessary information regarding ticket reservation i.e., train or flight
numbers, route, distance, number of seats available in each class, fare etc.
= [t also gives information regarding name of passengers, their age, destination, date of journey
etc.
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= Also provide information about the seats in hotels in fare away areas & their climate for the
convenience of travelers.
1.4.6 Applications of computers in Science
= Without help of computers, scientists cannot provide any information about our solar system.
= Scientists can predict volcanoes, earthquakes, hurricanes etc., & warn people so that safety
measures can be provided well in time.
= For weather forecasting.
= For remote sensing.
= Computer monitors the activities of astronauts through satellites. Recently, Chandrayan -1,
stepped on moon & scientists are watching all the activities through satellites with the help of
computers.
1.4.7 Applications of computers at Home
= At home, computer is useful for a kid to very senior or old people — kids can play games or
do their homework. Monthly budget can be prepared by elders of the family. Addresses of
relatives can be recorded well.
= All home appliances i.e., microwave oven, washing machine etc., all uses computers for
running more efficiently.
= At homes, mothers can find out recipes for their kids.
= One can listen music or can watch movies on computes at homes.
1.4.8 Applications of computers in Defence
= Computers are used in one way or the other in fighter planes, airplanes, on the battlefields in
weapons.
= Used in submarines by navel academies.
= Used to communicate by radio in air, under water and on land with computer networks.
= Now-a-days, computers are also used as smart bombs which are actually missiles but don’t
looks like that.
1.4.9 Applications of computers for data analysis
= A special software called spreadsheet program is developed for data analysis with the help of
which one can tabulate result, calculate the number of students, their percentage, their result,
list of failed students & average marks etc.
= A particular organization can prepare about its sale, profit, production, price etc.
= Spreadsheet programs are also used for inventory control, accounts, sale analysis, preparation
of budgets, business aspects etc.
1.4.10 Applications of computers in graphics
= Computers are used to draw pictures & drawing that are otherwise difficult to draw.
= Bar graphs, line graphs & pie graphs can be drawn easily.
= Now-a-days, several animated films like Jurassic Park, Jai Hanuman, Bal Ganesha, Road side
Romeo etc., are prepared with the help of graphics.
= In theatres, total lighting system, effects of light & sounds etc., are done by computer
graphics.
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1.4.11 Applications of computers in Music
= Musicians can compose their tunes and music on computer.
= Musicians can translate the music in next form or musical forms using computer.
= To obtain fine editing of music, musicians use different hardware & software in
synchronization.
1.4.12 Applications of computers in Manufacturing
» In textile industry, computers are used in cutting fabric, stitching buttons, to design all
embroidery (sewing), color selection etc.
= In steel industry, computers do work like welding, cutting, painting etc.
= Computers control power production for electricity generating machines.
* In nuclear industry, temp and pressure inside and outside the boilers can be regulated by
computers.
= For control, planning and manufacturing, computes are used in one way or the other.
1.4.13 Applications of computers in communication
= Computers are used in sending & receiving information through e-mails.
= Internet, a form of communication, is an ocean of information.
= Computer, modem and a data communication package together are used for communication
purposes by telephone department.
= Teleconferencing or Videoconferencing allows persons sitting at different places to
participate in a conference.
= Satellite communication is also involve use of computers at its transmitting station on the
earth to accept and return the signals.
1.4.14 Applications of computers in Books Publication
= Publishers use computer in different ways e.g. for processing of text, the correction of text
referred proof readers. Sketches, diagrams & illustration can be easily made. To add pictures,
adjust the position of picture, to change the style & size of headlines, computers are used.
1.4.15 Applications of computers in Artificial Intelligence
* A machine with reasoning, learning and logic capability is said to possess artificial
intelligence. An artificial intelligence system has a knowledge base and programming
technique to probe (survey, query, search) and process the facts in the knowledge base. A
expert system is a software that utilize a knowledge base to make decision in a certain area.
MYCIN (Mycin was an backward chaining expert system that used artificial intelligence to
indentify bacteria causing severe infections) is one such software that helps in diagnosing the
blood diseases and their remedies (cure).
1.5 Basic Components of Computer (PC)
There are three components of computer:
1. Input unit
2. Central Processing unit
(a) Memory (b) ALU-(Arithmetic & Logic unit) (¢) Control Unit
3. Output Unit

10
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1.

General arrangement of various units is shown in figure

r------------F---|  Control Unit fF-------------- 1
| . |
1 ! 1
: y :
! ALU | :
1 ! 1
1 A ! 1
1 ! 1
v v Vv v
Input Unit »  Memory Unit = Qutput Unit

4

A 4

Secondary Storage Unit

Or

| Auxiliary Storage Unit
Or

Mass Storage Unit

— Flow of data and instructions (data signal)
--% Control signal
(Model of a Digital Computer)

Input unit: - This unit contains devices with the help of which we enter data into computer.
This unit is link between user and computer. Input devices translate the human being
information into the form understandable by computer.

The input, output and storage devices are described as online, when they are directly
connected to CPU, when not corrected directly they are described as offline. Examples of
input devices:- Keyboard, Mouse, Light Pen, Scanner, Joystick, Voice recognizer, Card
reader, Digitizer, Floppy drive, Disk drive, Tape drive, OCR (Optical Character Reader),
OMR( Optical Mark Reader) etc.

Output unit: - Output unit consists of drives with the help of which we get the information
form computer. Output unit is a link between computer and users. Output devices translate
the computer’s output into the form understandable by users.

Examples of output devices: - VDU (Visual Display Unit), Line printer, Dot matrix printer,
Color graphic terminal, Graph plotter etc.

11
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3. ALU (Arithmetic & Logic Unit):- This unit consists of two subsections namely: (1)
Arithmetic Section. (ii) Logic Section.

1. Function of Arithmetic section is to perform arithmetic operations like addition,
subtraction, multiplication & division. All complex operations are done by making
repetitive use of above operations.

ii. Function of Logic section is to perform logic operations such as comparing, selecting,
matching & merging of data.

4. Control Unit: - Control unit controls the operations of all parts of computer. It does not
carry out any actual data processing operations.
Functions of this unit are:-
» It retrieves instructions from the main memory and determines what is to be taken.
» It then retrieves the data required to be processed from the main memory.
» It causes the CPU to actually carry out required operations and determines whether
the required operations have been carried out or not.
» It places the processed results in the output area of the memory.
» 1t fetches (to bring, to get) the next instruction from the memory and repeat the whole
cycle of operations outlined above.
In addition to the above, the control unit also oversees to ensure that erroneous data does not
enter into the system. When such an event occurs, the control unit displays an error on the
screen of the CPU to warn computer operator.

5. Memory or Storage Unit: - This unit can store instruction, data and intermediate results.
This unit supplies information to the other units of the computer when needed. It is also
known as internal storage unit or main memory or primary storage or random access memory
(RAM). Its size affects speed, power and capability. The main memory can be divided into
four areas that have no fixed or built in physical boundaries within the memory. These areas
are: (i) Input storage area (i1) working storage area (iii) output storage area (iv) program
storage area.

Main Memory
Program Storage Working Storage
Input Storage Output Storage

1.6 Hardware and Software
1.6.1 Hardware
Def: - The physical components of a computer are called hardware.

12
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Def: - Hardware refers to all the physical entries of the machine which can be touched or seen
with the eye e.g. Keyboard, Monitor, Mouse and CPU etc.

It helps to run the software. The hardware configuration shows capabilities and limitations of any
computer system. On the basis of hardware, computers are categorized into Mini, Micro and Main
Frame etc. The hardware configuration further tells about the various instructions that will be carried
out per second and with what accuracy and speed. The knowledge of hardware components like
microprocessor, chip size, other control units, size of the memory etc. helps to know the nature of
the computer that we are going to use. The components of the hardware mainly include processing
unit, Memory Unit, control unit, input and output unit.

1.6.2 Software
Def: - A set of programs to be fed (feed) into the computer to achieve the desired results is
called software.

Def: - Software is a set of computer programs which are designed to develop to perform
specific task desired by the user or by the computer itself. So software makes the computer to
do work. There are two types of Software.

o System Software

o Application Software

1.6.2.1 System Software
The system software is a collection of programs designed to manage and control the computer
system. System softwares are generally provided by computer manufactures. These softwares
perform a variety of functions like memory management, resource accounting, I/O
management, file management etc. The system software is responsible for the proper
functioning of the application software on a system. There are several types of system
software, such as operating systems, and utility programs.

1.6.2.2 Application Software
Application software is the program or set of programs use to perform various tasks. All
programs prepared by user and for the user come under the category of application software.
Examples of application software are payroll software, for the user, inventory control software,
railway reservation software, word processors, (Word star, Word perfect), spreadsheets (MS
Excel, Lotus 123). The application software is enable to run without the system software.

1.6.3 Difference between Application software and System software

Application Software System Software
1. There are interactive in nature. 1. There are less interactive in nature.
2. These are easy to manipulate. 2. These are difficult to manipulate.

13
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3. These are easy to understand.
4. Ttis user oriented software.
5. Execution speed is slow.

6. These are general written in high level
language.

7. Examples are :- Payroll System, Railway
reservation system, Spreadsheets etc.

3. These are difficult to understand.
4. Tt is system oriented software.
5. Execution speed is fast.

6. These are general written in low level
language.

7. Examples are: - operation
compiler, loader, linker etc.

system,

1.6.4 Comparison of Hardware & Software

There are many differences between hardware and software. The major differences are as

follows:

Hardware

Software

1. The physical components of a computer are
called hardware e.g. keyboard, mouse,
CPU & monitor.

2. These are the physical entries which can be
touched with hands or seen with the eyes.
3. It helps to run the software.

4. Hardware determines the type of
computer i.e. mini, micro, mainframe
and super computer.

1.

2.

A set of programs that are fed into the
computer to get the desired results is
called software e.g. operating system.

Software cannot be touched with the
hands of seen with the eyes.
3. Without software, hardware is noting.

4. Softwares are of two types — System
software & Application software.

1.7 Computer Input & Output Devices (Computer Peripheral Devices)

Introduction

Input and output devices are the peripheral devices that are attached to the Central Processing Unit
(CPU). These devices act as a communication between a man and a machine because they provide to
put every type of data inside the computer and provide the result of various operations performed on
computer. These devices are so essential to be attached with the computer that without either device,

we can no accomplish our operations completely.
1.7.1 Input devices

The word ‘input’ means to put something in. So these devices are used to put the data inside the

computer hence called input devices.

14
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These devices are used to enter the data into the computer as well as to instruct the computer in any
of the given ways such as using voice, typing, clicking or touching the screen.

An input device is the main way to communicate between a man and machine because it provides us
with storing the required data to the computer to maintain that for home or business purpose. The
names of some main input devices are given below:

Keyboard, Mouse, Joystick, Light pen, Locator, Web Camera, Scanner, Touch Screen and voice
input.

Keyboard: - A keyboard is the most useable input device which is used to enter the data and
instructions into the computer.

Mouse: - A mouse is an input device that plays a major role while working with computer. A mouse
points the programs by its pointer hence also known as pointing device. It is used to operate on all
the window based programs, internet and multimedia by selecting and instructing them.

Joystick: - A joystick is an input device mainly used for video games. It sends the signal to the game
prone programs to enjoy the games by moving the cursor on objects in them in the desired direction.
Light pen: - it is one of the input devices that are used to input designs of the graphics to the
computer. It is pen like photosensitive instrument and senses a position on the CRT (Cathode Ray
Tube) when it is pointed towards the screen.

Locator: - A Locator is an input device which moves the cursor around the screen to locate a desired
point in a picture. It may also be used to change or expand a picture or its part.

Web Camera: - A web camera is an input device which is used to send the live video over the
internet as well as to record the video to display on computer.

Scanner: - A scanner in an input device which is used to scan (read) images and text by scanning
them which may be saved on computer and edited again.

Touch Screen: - The data can be entered by simply touching the sensitive area of the screen. A
monitor that has a touch — sensitive panel on the screen is called a touch screen. One can interact
with the computer by touching areas of the screen with finger which acts as an input device.

Voice Input: - A Voice input system is a microphone which is used to convert human speech into
electrical signals which again and transmitted to the computer to produce the required output.

OCR (Optical Character Reader):- This technique is used to read the printed characters directly
and convert them into an appropriate code before storing into the computer. It may also be used for
validating the examination papers and application forms. It does not required any special type of ink
for reading but can recognize many different OCR fonts as well as typewriter and computer printed
characters. An advance OCR system can recognize (read) handmade letters and numbers.

MICR (Magnetic Ink Character Recognition):- Magnetic Ink Character Recognition is widely
used in banks to process a number of cheques written daily. Each cheque has a pre-coded bank
number, account number and cheque number at the bottom with the special ink consisting of
magnetizable particles of iron oxide. When a cheque is presented for payment, this same ink is again
used by bank to encode the amount in the lower right corner.

OMR (Optical Mark Reader):- OMR is a recognizing device that is used to read and recognize the
information from a paper available in special form such as circles, a bar of a square darken with a

15
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pencil. An OMR converts the darken spots into electronic pulses which can further be manipulated
by a computer. The main use of OMR device is to examine objective type question papers, bar-chart
evaluation, market analysis and weather data processing.

1.7.2 Output Device

As the name suggests, these devices are used to produce the output either on screen or printer. The
output may be in the form of soft copy, hard copy or voice where the soft copy output is the screen’s
output, hard copy output is the printer’s output and the voice output is the speaker’s output.

An output device also provides the communication between the computer and the user and produces
the results of various operations, performed on computer. The names of some main output devices
are given below:

Monitor, Printer, Plotter and Speech Synthesizer.

Monitor: - A monitor is the most commonly output device. It is also called a screen or VDU (Visual
Display Unit). It is just like a TV screen that displays the text and graphics on its screen. It displays
everything which is typed through keyboard and also produces the results of the programs and
calculations performed on computer.

Printer: - A printer is also the main output device which produces output on paper called a hard
copy output. Any type of data i.e. text and graphics displaying on the monitor can be printed on the
paper by the printer.

Plotter: - A plotter is also an output device which is used to produce line drawings with different ink
colors. A plotter has a drum or flat bed holders to hold the paper and a carriage to move the paper
while printing.

1.7.2.1 Printers

Printers are the most commonly used output devices use to produce the hard copy information
displayed on screen. A printer can print numeric and scientific calculations, text, tables, objects and
images processed on computer. A printer has a good printing speed which is measured by the
characters per second or the pages per minutes. The printing speed depends on the quality of the
printers.

Types of printers

There are two distinct categories of the printers impact and non impact printers.

Impact Printers

These printers have the mechanical contact between their printer head and paper. The pins available
in the print head are physically hit against the ink ribbon and hit characters formed by the dots of
pins are printed on the paper. Such printers less expensive. Following are the examples of impact
printers.

Daisy Wheel Printer (Character Printer)

A daisy wheel printer prints a solid font type character at a time in speed of dots. It as a wheel of
characters where each petal of this daily wheel has a character embossed on it. A printer hammer
strikes the character to produce its output when the desired character is hit.

Dot Matrix Printer
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A dot matrix printer prints one character at a time. The characters are formed by the dots which are
formed by the pins of print head. A print head of a dot matrix printer contains of 9 to 24 pins. The
characters are formed by striking these pins on the printer ribbon which inserts dots dots on the
paper.

Line Printer

A line printer prints a complete line at a time. The line printers are normally designed for heavy
printing applications and can be operated continuously with many hours. These printers have faster
speed than that of dot matrix printers and can print 150 to 2500 lines per minute. The line printers
may be Drum printers or Chain printers.

Non-Impact Printers

Non-Impact Printers do not have pins and ribbons. They do not also have any mechanical contact
between the print head and paper. These printers use thermal, chemical electrostatic and inkjet
technologies and spray the colors by holes or laser beams. Such printers produce the best quality
output. Following are the examples of non-impact printers:

Inkjet Printer

An inkjet printer produces a high quality output by spraying small drops of ink through its print
head. This printer has a print head which contains several tiny holes through which the ink is
sprayed. An inkjet printer has low speed and can print only 2 to 10 pages per minute.

Laser Printer

A laser printer produces the finest quality output with a very fast speed. Its laser beams make the
images visible by a toner and transfer them on paper.

Each laser printer has its own CPU (Central Processing Unit) that processes instructions and
manages the flow of information and also determines the speed of printing of the text and images.
Generally a laser printer prints 4 to 16 pages per minute.

Plotters

A plotter is an output device that draws graphs and other pictorial images as series of point-to-point
lines. It produces high quality line drawing on paper with one or more automated pens. It can draws
continuous point-to-point lines directly from vector graphics files.

Plotters are most frequently used for CAE (Computer Aided Engineering) applications such
as CAD (Computer Aided Design) and CAM (Computer Aided Manufacturing). There are a number
of different types of plotters, viz. drum plotter, flatbed plotter and an electrostatic plotter.

Drum Plotter

Drum plotter is a graphics output device that draws lines with a continuously moving pen on a sheet
of paper rolled around a rotating drum. The drum turns to produce one direction of the plot and the
pens move to provide the other direction. The plotter was the first output device before color inkjet
printers to print which could print graphics and large engineering drawings using different color
pens.
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Flatbed Plotter

Flatbed plotter is a graphics output device that is used to draw the images with the help to attached
several different color pens. It contains a flat surface (bed) that the paper is placed on. Unlike
moving paper in drum plotters the paper is fixed on a flat surface and pens are moved to draw
images.

Electrostatic Plotter

Electrostatic Plotter is an output device that uses an electrostatic method of printing. This plotter is
used to draw images on negatively charged paper with positively charged toner. An electrostatic
plotter enables to print in black and white or color and can handle paper up to six feet wide. Newer
electrostatic plotters are really large-format laser printers and focus light on a charged drum using
lasers or LEDs.

Scanners
A scanner is a peripheral input device that is used to read the complex images and text into a
computer. It converts the pictures such as photographs, drawings and logos into digital form
(machine understandable form) and shows them as it is on the monitor with the help of scanning
software. The scanned image can be stored in a file to again access or edit it.

A scanner works like a Xerox machine using laser beams and displays the inserted images or
text on the monitor.
Types of Scanner
There are the following types of scanners which can be used according to the nature of work.
Hand Held Scanner
A hand held scanner is useful for copying small image such as signatures, logos and small
photographs. It can scan images which are up to four inch wide in size.
Sheet-fed Scanner
This scanner can scan only single sheet of paper at a time. The page from which and image is to be
scanned, is passed thorough it like a laminations machine does.
Such scanners are less expensive but take much and produce simple quality outputs.
Flatbed Scanner
This scanner can also scan single sheets of papers having images. It produces a better quality output
and consumes less time. Such scanners can scan large images. Most of the flatbed scanners scan A4
size (8)2” X 11”’) documents of images and text.

1.8 Memory of Computer

A computer’s memory is an essential part of computer that is used to store the programs and data
temporarily to execute the user programs permanently for future use. It can be divided into two
categories viz. Primary Memory also known as main memory and Secondary Memory.

1.8.1 Main Memory (Primary Memory)
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The main memory also called primary memory is a very fast memory. It stores programs along with
data to be executed. It also stores necessary programs of system software which are required to
execute the user’s programs.

This memory is a temporary memory and directly addressed by the CPU. The data stored in this
memory is lost on the electricity failure on when the computer is turned off. This memory is of two
types viz. RAM (Random Access Memory) and ROM (Read Only Memory).

Primary
Memory

RAM ROM
L] 1 L] 1 1 1
l Static \l Dynamic \ l EROM \ l PROM \ l EPROM \ l EEPROM \
Types of Primary Memory

RAM (Random Access Memory)

This memory is a main memory that stores the data temporarily. The data remains in so long as the
computer is not turned off or the power supply does not go off. This memory is also known as Read /
Write memory since the data can be stored and retrieved. It has a series of storage locations where
data is stored in a series of horizontal and vertical rows and provides fast access to the CPU.

There are two types of RAM: - Dynamic RAM, Static RAM

Dynamic RAM: - In Dynamic RAM each cell of memory is made up of one transistor and one
capacitor. Transistor works as a switching device which gives two states on and off. Capacitor store
charge in it when transistor is on, current is passed and capacitor get charged forming 1(one) bit else
0 (zero) bit. But in this there is a leakage in the capacitor due to which charge gets reduced and the
capacitor is to be charged again. This process is called regenerator of charge or charge is refreshed.
Since this process happens again and again so called Dynamic RAM. We use this because of simple
circuit and less cost.

Static RAM: - Static RAM contains more than one transistor and capacitors, therefore more space is
needed hence it is more expensive. But, it does not lose its charge.

ROM (Read Only Memory)

As the name suggests, this memory is only a readable memory. It contains a set of instructions which
can only be read but not altered. These instructions appear on the screen as soon as the computer is
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turned on and execute the small an extremely basic programs for which these were written during
manufacture.
The ROM usually contains the Bootstrap Loader which loads an operating system into the memory.
This operating system when loaded makes the system ready to load other programs.
However the contents of ROM (use for micro programs and not available to normal programmers)
cannot be changed or removed but can be fabricated for special purpose by the programmers in the
following manners:
EROM (Erasable Read Only Memory)
This is the type of ROM, the contents of which can be erased making the ROM reusable. However,
since the erasing process involving removal of the chip from the CPU, such chips are hardly suitable
for use by the application programmers.
PROM (Programmable Read Only Memory)
A variation of the ROM chip is Programmable Read Only Memory (PROM). The ROM chips, on
which a user can write his own program to record information is known as PROM. A PROM is also
called a non-volatile storage as the recorded information cannot be altered.
EPROM (Erasable Programmable Read Only Memory)
To alter the recorded information on the ROM chip and to record a new different information,
erasing is achieved by exposing the chip to ultra violet light. When an EPROM is in use, information
can only be read and it remains on the chip until it is erased.
EEPROM (Electrically Erasable Programmable Read Only Memory)
A ROM chip is again programmed and erased by electrical signals. The EEPROM memory uses
only small charges of electricity to represent the information contained in it.
Advantages of ROMS

» Non-volatile in nature.
Easier to interface than RAMs.
These cannot be accidentally changed.
Cheaper than RAMs.
Easy to test.
More reliable than RAMs.
These are static and do not required refreshing.
Its contents are always known and can be verified.

YVVVYVYVVYVY

1.8.2. Secondary Memory

Since the data of primary memory are stored on temporary basis and lost as soon as the power is
switched off, so far storing data and programs permanently, a secondary memory is used. This
memory is also called auxiliary memory, permanent memory, magnetic memory and backup
memory. It consists of the storage devices to store a large amount of data and programs permanently.
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Backup memory or Storage Devices

Storage devices are the devices that are used to store the information for backup as well as to retrieve
that on demand. These devices come under secondary memory. The following are the definitions of
various different storage devices:

Floppy Disk

A floppy disk is a small storage device made up to flexible plastic coated with magnetic materials in
square size. It is the small secondary storage device which can be used for both input and output
operations. The main use of floppy disk is to store and transfer data from one computer to another. A
floppy disk is also called a removable disk because data can be restored again and again by
removing last data. A floppy disk is divided into logical concentric (having common center) circles
called tracks and tracks are further divided into sectors where the data is physically recorded. A
floppy disk is in the size with 3.5 inches in diameter with 1.44 MB capacity.

Hard Disk

A hard disk is the most powerful secondary storage device which is permanently fixed inside the
CPU. It is made up of aluminium platters covered by a dust proof case. A hard disk is small in size
but capable of storing a huge amount of data. Its storage capacity is measured in gigabytes (GBs)
which is equal to that of hundreds of floppy disks. Now-a-days hard disks are available in 80 GB,
160 GB and even up to 1 TB (Tera Byte) of data storage capacity.

CD-ROM (Compact Disk — Read Only Memory)

A CD (Compact Disk) is a secondary storage device which is used to store a large amount of data. It
is of higher capacity and reliable storage media that provides more room for storing large images,
animation and video. A CD — ROM is a compact disk read only memory which can transfer the
stored data to the computers but does not allow to change the data once stored on it. A single CD —
ROM disk can store up to 650 or 700 MB of data which may be equal or more than that of 400
floppy disks.

DVD-ROM (Digital Video Disk — Read Only Memory)

A DVD — ROM stands for Digital Versatile (or Video) disk read only memory. Like a CD —ROM, it
is also used for transfer or enjoy the stored data, animations and pictures but does not allow to
change the data stored on it. It is similar in size and shape to a CD-ROM but can store more data i.e.
between 4.7 GB to 17 GB of data.

Magnetic Tape

A magnetic tape is a data storage media that works as a tape recorder. It is a plastic ribbon coated
with magnetic material whereas one side is coated with iron oxide. This is the side where data is
recorded sequentially in the form of tiny invisible spots by electromagnetic pulses.
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USB Flesh Derive (Pen Drive)

A flesh memory card that plugs in to the computer’s USB (Universal Serial Bus) point. It is a small
secondary storage device that allows data to be transferred from one computer to another. USB
Drive is also known as USB drive, Pen Drive, Key Drive, Flesh Drive and etc. is looks like a pen
hence very popularly known as a pen drive. It stores more data than a floppy or a CD (Compact
Disk). We may get a pen drive in 1GB, 2GB, 4GB, 8GB, and 32 GB.

1.9 Internet Basics

Introduction to internet

As the name suggests, it is the international network which is often called the Net, the Information
Superhighway or Cyberspace. The Internet is the network of networks. It is the largest computer
network in the world which consists of thousands of connected networks with cables, telephone lines
and satellites. It is the most popular and worldwide used media of getting information, used by
millions of people throughout the world daily.

It is the most powerful and fastest media to collect information of whole the world, to send
and receive e-mails, chat, online shopping and etc.

The internet provides most of the information free of cost which is provided to educate and
entertain the people by governments, universities, colleges, companies and individuals. To use the
internet, a modem is attached to the computer which enables the telephone line to be connected to
the computer or a cable provided by ISP (Internet Service Provider) who installs a main server
distributes connections to the users. The internet offers the following facilities to all its users:

World Wide Web

The World Wide Web also known as web is a part of the internet. It consists of a vast collection of
documents (pages) of information stored on computers around the world. These documents include
text, images, pictures, sound, audio, video programs and interactive environment.

Electronic Mail (E-mail)

An electronic mail or e-mail is the most popular feature on the internet. This feature enables people
to send and receive messages and files through computers globally.

Entertainment

The internet offers many different forms of entertainment such as radio broadcasting, video clips,
music, pictures and interactive games which can be enjoyed on the internet easily.

Information

The internet gives access to information on any subject imaginable which makes the internet a
valuable research tool. Newsgroups, magazines, academic papers, dictionaries, encyclopedias (book
of all around knowledge) travel guides, government documents, job requirements, airline and
railway schedules can be reviewed.

Chat

The internet allows us to exchange our typed messages with another person or a group of people at a
time on it.
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Programs

The internet provides a number of different programs such as text and graphics, business and
educational, audio and video, games and other entertainment which can be downloaded and stored in
the documents on the disk.

Online Shopping

Through the internet, we can order goods and services. We can purchase different items such as
books, clothes, computer programs, flowers, CDs, and Cars etc. through the internet.

Voice and Video Conferencing

It enables two or more people to converse face to face by sharing a whiteboard and other
applications.

Discussion Groups

The facility enables one to meet people around the world by joining discussion groups on the
internet. These groups also enables also enable to ask questions, to discuss problems and to read
interesting stories.

Getting Connected to the Internet
To get connected to the internet on a computer, a modem and telephone line or an internet cable is
required. Now-a-days a system known as Broadband is providing much faster speed than standard
modem (56k). It also provides to chat to over friend on the same phone line at the same time. The
number of ISP’s providing now this service.

We can connect to broadband in windows XP operating

system in the following way.

» Click on start button.

» Click on control panel.

» Click on Network connections.

Once we get connect to broadband, we can directly enjoy

Internet Surfing using the following steps:

» Click to open any web browser, i.e., Internet Explorer,
Google Chrome, Opera, Mozilla Firefox from desktop.
Enjoy Internet surfing by opening sites using www.any

airtel

site name.com on the address box of browser:
» To come out the internet, click on any close button.

Here we take Windows 7 as an example, and please make sure that your Ethernet Adapter is working
well.

Step 1 Please Click the Start button, go to Control Panel. And then go to Network and Internet-View
network status and tasks page.
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e e e e e g o ——

Network and Internet
View network status and tasks
Choose homegroup and sharing options

Step 2 Click on Set up a new connection or network.

* § x Q See full map

TEST-PC Network 8 Internet

(This computer)
View your active networks Connect or disconnect
Network 8 Access type: No Internet access
Public network Connections: ¥ Local Area Connection 4

G Set up 2 new connection or network
o Set up a wireless, broadband, dial-up, ad hoc, or VPN connection; or set up a router or access po

Connect to a network
Connect or reconnect to a wireless, wired, dial-up, or VPN network connection.

L

% Choose homegroup and sharing options
Access files and printers located on other network computers, or change sharing settings.

Step 3 Select Connect to the Internet and click Next button.

Choose a connection option

Connect to the Internet

Set up a wireless, broadband, or dial-up connection to the Internet

T 4 Set up a new network
«am_, Configure a new router or access point

Connect to a workplace
Set up a dial-up or VPN connection to your workplace

,_,_y-l Set up a dial-up connection

Connect to the Internet using a dial-up connection.

[ Nex ][ cance |
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Step 4 Click on Broadband (PPPoE).
How do you want to connect?

Broadband (PPPoE)

Connect using DSL or cable that requires a user name and password.

=P

Step 5 Type in the information from you ISP. Please make sure all these information is correct. And
then, click Connect button.

Type the information from your Internet service provider (ISP)

User name: [Name your ISP gave you]
Password: [Password your ISP gave you)
| Show characters
.| Remember this password
Connection name: Broadband Connection

% "] Allow other people to use this connection
This option allows anyone with access to this computer to use this connection.

I don't have an ISP

rConnect ] [ Cancel ]

If all your information is correct, you may get the window below and you can surfing the Internet
Nnow.
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You are connected to the Internet

> Browse the Internet now

To connect to the Internet next time, left-click the network icon in
the taskbar and click the connection you just created.

Step 6 At this time, you have created the PPPoE dial up connection successfully. At the right side
corner of your screen, click the same icon which looks like a computer, you can a Broadband
Connection. You can disconnect or connect through the broadband connection.

Currently connected to: €y

S==s Network 8
P MNeo Internet access

S==2 Broadband Connection 5
Internet access

Dial-up and VPN ~

Broadband Connection Connected =P

l[ Disconnect il

Open Network a Sharing Center

3:47 PM
5/26/2011

26



M.A. English Sem. 1% Unit -1°t Computer Applications ENG-VIII

World Wide Web

The World Wide Web usually refers to as “the Web” is a part of internet. It consists of a vast
collection of documents (pages) of information stored on computers around the world. These
documents represent text documents, images, pictures, sound, audio, video programs and interactive
environment. The web is probably the largest and most diverse (various, different) collection of
information the internet supports.

The World Wide Web is also known by its
abbreviated names such as WWW, W3, or Simply
Web. Tim Berners-Lee, scientist at CERN
(Counsel European Research Nuclear), a Particle
Physics Laboratory in Geneva, Switzerland is
widely known as the father of the Web.

The web is made up to special sites along
the internet that support web browsing. Most of
these sites have information used to educate and
entertain the children and people. A number of
business sites are available which provide the new
products, old and antique (very old, historic)
products and other items.

Web Servers

A web server is a computer on the internet that makes web pages and sites available for the
web browser. It is used to store the retrieve the web pages and delivers them in response to requests
from web browsers. It acts as an advertising medium and as a communication tool that provides link
between people and web pages.

There are literally (exactly) millions of web servers on the internet each of which having
homes of thousands of web pages.

Request Request
q > q
Response Response
p < p
.-"'/"
3 /-':"".'-
Web Browsers Internet
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Web Sites

A web site is simply a collection of inter-linked
web pages. It contains information about an
individual, company or organization available on
one or several pages called web documents or web
pages. These pages may contain information in the
form of text, images, pictures, sound, audio and
video and can be switched pack and forward by
clicking their links called hyper-links. Following
are the names of web sites:

www.gmail.com

www.gcwnnl.edu.in

www.mduonline.org

Web Pages

Web page is an HTML document that 1S (% weommenomen By =)
designed to provide information on the internet. |G&= H opmpeen — lalxlosn LR
It is the best media of advertisement on the | = o il Rl oAl i 2 i

: : Web Images Videos Maps News Shopping Gmall more v {Google | Search seftings | Sign in
internet that provides much better and latest =

information on the products, business, education , [
and other topics over the world. A web page is a GO Ug e
visual art of much largest system to
advertisement that is basically known as World st
Wide Web and in its abbreviated forms such as | Goog Search ] | fm Fesing Lucky

WWW, W3 and Web.

. Magnitude 8.8 earthquake in Chile - Help and leam more
A web page behaves like word
process]ng document and Contalns text’ lmage, Advertising Programs - Business Solutions - About Google - Go to Google Thailand
sound, pictures and hyperlinks together web W
pages. It contains HTML tags that enable us to
find, retrieve, manipulate and display the ‘
@ Intemet | Protected Mode: On G~ R10% v

document worldwide on the net. Following is an
example of web page.

Web Browsers

A web browser is the program that is used to navigate
(find the way, walk) through information found on the
net. It allows to view and retrieve the information spread
across the internet and displays it using the Hyper Text
Markup Language (HTML). It communicates with the
web servers to download and display the web pages on
the computer and provides a full multimedia experience
with pictures, sounds, videos and even 3D imaging.
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Electronic Mail

An electronic mail or e-mail is the most popular feature on the internet. It is fast, easy, inexpensive
and time and paper saving media for sending messages to people through computers globally. One
can exchange e-mail with friends, relatives, family members, customers and other people around the
world.

E-mail Address

An e-mail address is the address on the Internet that is used to send e-mail to anyone
anywhere. It defines the location of an individual’s e-mail address (also called e-mail account, mail
box or mailing address) on the internet.

We can send any message file including text, graphics, sound, audio and video to anyone
around the world on the internet if we know the exact e-mail address of that person.

The e-mail address consists of two parts; the user name and the domain name joined by @
(at) sign. It does not allow blank spaces and uppercase letters. The following example illustrates two
different e-mail addresses;

sharma pk2020@yahoo.com
For Example singhrp@gmail.com
ashu20@rediffmail.com

User name Domain name

The user name is used in the starting of an e-mail address which can be a real or nick name of the
user or company.

The domain or host name provides the Internet location of an e-mail address. Periods (.) are used to
separate the various parts of the domain name.

Creating an E-mail Address (Account)

An e-mail is an electronic mail that is used to send and receive messages on computer through
Internet. An e-mail account is mailing address or mail box owned by individuals on the internet. One
can contain one or more e-mail accounts on the internet. These accounts can be created on the web
sites easily using web browsers such as Internet Explorer, Google Chrome and Netscape Navigator
using similar process.

Take the following steps to create an e-mail account in g-mail site.

Open a web browser like Google Chrome.
Visit Google account creation page, accounts.google.com
Click on Create account.

K/ K/
L XA X

K/
X4

)

The sign-up form will appear. Enter your first and last name.

7/ K/
LX AR X4

Choose a Username for your account. (Here you can also use an existing email address)
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-
' & Create a Gmail account - Gmail - X G Create your Google Account x m

[&] B accounts.google.com/signup/v2/webcreateaccount?flowName=GlifWebSignln&flowEntry=SignUp w e

Google

Create your Google Account
First name Last name

Username @gmail.com

You can use letters, numbers & periods

Use my current email address instead

o

Password Confirm ‘:i’
Use 8 or more characters with a mix of letters, numbers & One account. All of Google
symbols working for you.
Sign in instead Next
English (United States) - Help Privacy Terms

M
I

< %

= C & accounts.google.com/signup/v2/webcreateaccount?flowName=GlifWebSignln&flowEntry=SignUp o I e

Google

Create your Google Account
First name Last name

[ ppriyanka | gupta

Usemame
priyankann|2019 @gmail.com

You can use letters, numbers & periods

Use my current email address instead

o H

Password Confirm &
Use 8 or more characters with a mix of letters, numbers & One account. All of Google
RO waorking for you.
Sign in instead Next
English (United States) « Help Privacy Terms

«» After choosing a username, enter a password. Type the password again to confirm. (As per
Google's instruction always use 8 or more characters with a mix of letters, numbers & symbols)
+«» At last tap on Next. (Right corner of the screen)

30



M.A. English Sem. 1% Unit -1°t Computer Applications ENG-VIII

7

¢ On the next page enter your phone number to verify your account. (It is a two-step verification
process for security)

i ] 20 |
< C 8 accounts.google.com/signup/v2/webpersonaldetails?flowName =GlifWebSignIn&flowEntry=SignUp Q e H
Google

priyanka, welcome to Google

@

priyankannl201 S@gmail.com

Phone number {optional}

g [945624%58 |

We'll use your number for account security. It won't be visible 1o
others.

Recovery email address (optional)

We'll use it to keep your account secure

Month Day Year

September ~ 20 1992 (|

e

Your birthday
Gender

Your personal info is private & safe
Female -

why we ask for this information

Back Next

7:51 PM
1/25/2020

% On the given mobile number you will receive a text message from Google with a verification
code. Enter the verification code and tap on Verify.

On the next page enter your DOB in the specified fields.

Choose a Gender.

Tap on Next.

Read, Google's Terms of Service and Privacy Policy will appear on the screen and click on I
agree.

*
X4

L)

*
X4

L)

7
X4

)

7
X4

)

1 o=l
& Create a Gmail account - Gmail - X & Create your Google Account b4 + —
< c @ accounts.google.com/signup/v2/webtermsofservice?flowName=GlifWebSignln&flowEntry=SignUp 2 a
Google

Privacy and Terms

Combining data -
we also combine this data ameng our services and

acrass your devices for these purposes. For example,
depending on your account settings, we show you ads

based on information about your interests, which we

can derive from your use of Search and YouTube, and

we use data from trillions of search queries to build
spell-correction medels that we use across all of our
services.

‘You're in control

Depending on your account settings, some of this data
may be associated with your Google Account and we
treat this data as personal informaticn. You can control
how we collect and use this data now by clicking "More
Options” below. You can always adjust your controls .
later or withdraw your censent for the future by visiting vou're in control of the data we
My Account (myaccount.google.com). collect & how it's used

MORE OPTIONS ~

English (United States) ~ Help Privacy Terms

31



M.A. English Sem. 1% Unit -1°t Computer Applications ENG-VIII

Congratulations! Your account has been created. From now onwards every time you sign in you
just have to enter your email id and password. And every time you sign-in don't forget to sign-out
because it prevents others from viewing your emails.

Do you know how to sign-out?

Navigate to the circle (in the top-right corner of the page). Here tap on it, from the below option,
select Sign-out.

Sending & Receiving E-mails

Open Gmail. Go to https://www.gmail.com/ in your computer's web browser. This will open your

Gmail inbox if you're logged in.

e If you aren't logged into your Gmail account, enter your email address and password when
prompted (on time, quick).

e Click + Compose. It's in the upper-left side of your Gmail inbox. Doing so opens a "New
Message" window in the lower-right corner of the page.

e Enter the other person's email address. Click the "To" or "Recipients" text box at the top of
the New Message window, then type in the email address of the person to whom you want to
send your email.

e To add multiple email addresses, type in the first email address, press Tab %, and repeat with the
other email addresses.

e If you want to CC or BCC someone on the email, click either the Cc link or the Bee link in the
far-right side of the "To" text field, then type the email address you want to CC or BCC into the
"Cc" or "Bec" text field, respectively.

e Add a subject. Click the "Subject" text field, then type in whatever you want the subject of the
email to be.

e Typically speaking, an email subject describes the gist of the email's message in a few words.

e Enter your email message. In the large text box below the "Subject" text box, type in whatever
you want for your email message.

e Format your email's text if needed. If you want to apply formatting to your text (e.g., bolding,
italics, or bullet points), highlight the text to which you want to apply the formatting, then click
one of the formatting options at the bottom of the email window.

e For example, to bold a section of text, you would highlight the text and then click B at the
bottom of the email.

e Attach a file if you like. To add a file from your computer, click the "Attachments" icon at the
bottom of the window, then select the file(s) you want to upload and click Open (or Choose on a
Mac).

e You can add photos in this way, or you can upload photos directly to the email's body by
clicking the "Photos" icon at the bottom of the window, clicking Upload, clicking Choose
photos to upload, and selecting photos as needed.

e Click Send. It's a blue button in the bottom-right corner of the email window. Doing so will
send your email to the specified email address (es).
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Surfing the Internet

Def: - Surfing describes the act of browsing the Internet by going from one web page to another web
page using hyperlinks in an internet browser. It is the process of navigating through the World Wide
Web.

Def:-Surfing the Internetis a  term  typically used todescribe an undirected type
of web of browsing where users whimsically follow one interesting link to another without a planned
search strategy or definite objective. Surfing the net has become a popular pastime, for
many Internet users.

Def: - Surfing describes the act of browsing the Internet by going from one web page to another web
page using hyperlinks in an Internet browser. The term "surfing" was first coined by Mark McCahill

Internet surfing usually involves the following steps:-

e Starting an Internet Browser (Note: - Browsers are software programs that allow to you move
from one page to another on the internet.)

e Typing the address of a web page in the address field or location box of the web browser.

¢ Indentifying and use of common buttons on the browser toolbar like Back, Forward, Home.

e Navigating or moving between web pages.

Reasons for surfing the internet

e There is a large amount of information is currently available on the internet, in mostly people
especially the students got benefits by internet surfing.

e Through surfing the internet, the students have been able to share information with their
colleagues by creating their own websites that show their interests. Internet surfing has also
made it possible for people to share memories via videos and pictures.

e Students have also had the privilege of attending online classes through internet surfing without
having to physically move from their homes.

e This has had the benefit of helping students overcome geographical boundaries and be able to
study at educational institutions of their choice.

e Surf the internet for various reasons, which include online shopping instead of having to literally
move from one shopping mall to another.
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An Introduction to Microsoft Word 2007

Microsoft offers a bundle of software programs within MS Office, with each offering a different
function. Microsoft Word is a word processing program similar (but better than) the antiquated
(out of date) Word Perfect or the Microsoft Works Word processor. Just like any other word
processing program, you use MS Word to view and edit formatted text within a document. A
formatted text document is defined as a document that contains text which may be in bold,
italics, underlined, a different color, or a different font. All word processing programs can do all
of this, but Microsoft Word allows you to do a lot more. For that reason, Microsoft Word is the

most used word processing program in existence today.

Microsoft word is a software that helps you to create neat and attractive documents easily and
quickly. You will find its multi-facilitated capability quite handy in drafting letter casual and
official letter, preparing mailing lists and reports.

Various Features of MS WORD

The word processor has many unique features as follows: -

1) Typing easy: In MS WORD typing is so easy because we need not click enter button after
end of the line as the type writer. The word processor itself takes matter to the next line of the
document. This facility is called word wrapping. There is no limit for typing the matter. You can
easily correct mistakes as the typing matter appears on the screen.

2) Saving: The document type can be stored for future use. We can preserve the document for
any number of years in word processing.

3) Adding, removing and applying text: Documents can be modified easily in MS office we
can easily place a new word in place of existing one. The new words will automatically be
adjusted in the place of deleted or modified text. We can also copy a part or whole of the matter
from one document to another document.

4) Spell check of words: The spelling of the words in the document can be rectified
automatically we can also find alternative words to our typed words. The grammatical errors can
also be rectified in word processor.

5) Change the style and shape of characters and paragraph: The documents in word
processor can be made attractive because the shape and style of characters in the documents can
be changed according to our requirement.

6) Bullets and Numbering: Bullets are special symbols which can be put for different points,
paragraphs and documents where as numbers are ascending figure while 1,2,3 etc.

7) Headers and footers: A header is the text appearing above the documents and footer is the
text appearing below the documents.
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8) Creation of tables: If you give directions for required number of rows and columns word
provides a readymade table to work.

9) Inserting pictures and objects: In the word processor we can insert the pictures in the
document to make it more attractive. These pictures can be obtained from clip art which is
available in word processor.

10) Preview facility: Before getting a print out of our document we can get a preview of
document if mistakes are there we can change the document.

11) Mail merge facility: If you want to send information to different persons there is a facility in
word processor known as mail merge the main body of the letters can be typed once and we can
send the same to different addresses.

12) Macros: With the help of macros we can avoid certain type of repetitive works. This saves
our time and efforts.

Starting Microsoft Word 2007

You open Microsoft Word by clicking on the icon on ,
your desktop (if you have one there) or in the program !W= Microsoft Office Word 2007

w= ' Shortcut
bar. The icon for Microsoft Word 2007 3KB

When you click on the icon, a blank document will open. This is a new document for which the
default name is Documentl. For each additional new document that you open, the name
increases by one digit: Document2, Document3, etc. If you start MS Word by clicking on an
already existing document on your computer, it will open automatically and your document will
be displayed in the MS Word window.

Virtual Tour of MS Word 2007

There are main components of the MS Word 2007 window that you need to be aware of before

we even get into features and functions.
-0l x| As with any software program or web page that you look at, the line allows
you to minimize the page, the box allows you to maximize, and the X closes

out the page on your computer. Don't worry. If you should accidentally
click the X, MS Word will prompt you to save the document.
The Ribbon in Word 2007
Once you get used to it, you'll find the Ribbon is far easier to use than the file menu interface
used in previous versions of word.
By default the Ribbon is divided into seven tabs, with an optional eighth tab (Developer) they

E\;" ‘Ti“f) SR Cheat Sheet.doc [Compatibility Mode] - Microsoft Word X

Home Insert Page Layout References Mailings Review View '@

== 4 Calibri -1 - = iE- | EE » ‘
B 5B I U - abe x, x|[E |= AaBbCcDc| AaBbcede AaBb( IA
- 3 T Normal

Paste e 1 No Spaci.. Headingl - Change Editing
- F||r A Aar||A AT P 9 |5 sigres > (s

i Clipbo.., ™ Font P Paragraph F] Styles ]
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are:
Home: This contains the most-used Word features, such as changing fonts and font attributes,
customizing paragraphs, using styles, and finding and replacing text.

Insert: As you might guess, this one handles anything you might want to insert into a document,
such as tables, pictures, charts, hyperlinks, bookmarks, headers and footers, WordArt ... etc.
Page Layout: This is where you'll change margins, page size and orientation, set up columns,
align objects and add effects. There is some overlap between this tab and the Home tab. E.G. On
the Page Layout tab you set paragraph spacing and indents, while on the Home tab you set
paragraph alignment and can also set spacing between lines.

References: This tab handles tables of contents, footnotes, bibliographies, indexes and similar
material. It also lets you insert a "Table of Authorities," which like a security setting but is in fact
is a list of references in a legal document.

Mailings: As the name says, this is where you'll go for anything to do with mailings, from
something as simple as creating labels to the more intimidating task of mail merges.

Review: To check spelling and grammar use the thesaurus, track changes, review other people's
changes or compare documents? This is the tab to use.

View: This tab allows you to change the view in any way, including displaying a ruler and
gridlines, zooming in and out, splitting a window and so on.

Developer: To display this tab, click the Office Button and choose Word Options > Popular >
Show Developer tab in the Ribbon. Most users will only need this tab to record Macros but if
you write code or want to create forms and applications for Word, this is your tab.

Each tab along the Ribbon is organized to make it easy to get your work done. As you can see
below, each tab is organized into a series of groups that contain related commands for getting
something done. Inside each group is a set of command buttons, (these buttons as the name
suggests, carry out commands, display menus etc, in the example below, the “ B ” command
button changes the font to bold. There's also a small diagonal arrow in the bottom right corner of
some groups that are called dialog box launchers. Click it to display more options related to the
group.
Tab

.6’1 /l \ Word-introduction-Office2007.doc [Comp
3
Home
oy it

Insert Page Layout References Mailings

W Arial 11 - A A%
=2 Copy
Past ' * Aa~||32~ 7|
0¢ Fromatpainter B £ U S e 2l Dialog box
Clipboard / Font gl
— — —
Command Group
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The part of the Ribbon that takes the most getting used to is that it changes according to what
you're doing. Depending on the task you're engaged in, it adds or removes tabs and sub tabs. For
instance, when you insert and highlight a picture, an entirely new tab appears -- the Format tab,
with a "Picture Tools" supertitle on top, as you can see below.

Microsoft Word

s NMailings Review View

[y Picture Shape ~ E@| <4 Bring to Front ~ =~

=7 Picture Border ~ — #3, Send to Back -~ 1]
Position _

- Picture Effects ~ 2 [3€] Text Wrapping ~ Sh~

The Office Button and the Quick Access Toolbar

Two tools that make life easier in Office 2007 are the Office Button and the Quick Access
toolbar.

The Office Button

The Office Button is like a greatly expanded File menu from Word 2003.

@ Mew Word 2007.doc [Compatibility |

Recent Documents
New
1 Mew Word 2007.doc {=1
— =1
:’} Open 2 Keyboard Shortcuts.doc
3 Word 2007 .doot {=1
@;‘_. 4 Word 2007 — Tips To Make Life Easier.doox =
- Convert
'
bl =
E Save As
@ Print 3
@ Prepare F 3
E
E Send 3 I
5
i 7 Publish ¥ i
=~ !
L]
L
Close :
n
L]

| 23 waord Options | | X Exit word | b
As you can see from the screen shot below, it's where to go for the various Open, Save, New,
Print and related options, it also includes a list of all your recently opened files.
Some of the more useful new features accessed via the Office Button are:
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Prepare —when you've finished writing or editing your document and you're ready to send it to
someone else. There are plenty of options here, such as marking a document as final or read-
only; encrypting the document; inspecting it for hidden metadata and information you'd prefer
remain private also here is where you can edit a document's properties, such as title, keywords
and author.

Publish —gives options for publishing a document. You'll be able to publish your document as a
blog to a variety of blogging services, including Blogger, Windows Live Spaces, etc. If your
company uses a document management server or SharePoint, you can publish it there as well.
Convert — this feature lets you convert documents saved in older formats (.doc etc) to the new
Microsoft Office Open XML format (.docx, the new Office standard).

Word Options — For those who like to fiddle with the Word interface and how it works, the
Word Options button, located at the bottom of the Office Button's box, lets you customise Word
in many ways, including its display and editing options. It has many of the features that you
accessed via Tools > Options in previous versions of Word.

The Quick Access Toolbar

Sitting just to the right of the Office Button, the Quick Access toolbar seems a minor addition,
but after a while you'll see it's a very handy tool.

The three default buttons Save, Undo and Redo are good to have, but the almost invisible Down
arrow to the right of them is the key to the toolbar. Click it, and you'll be able to add and remove
toolbar buttons for a preset list of commands and customize the Quick Access toolbar to your
liking.

By adding your own shortcuts to the Quick Access toolbar you will greatly reduce the time it

!ﬁ-\' H9-00E&31BV Q The Office Button and Qui

Ca

=
i Z 3
. _) Customize Quick Access Toolbar
> H | Customize Quick Access Toolbar Home. [EIE-T D 90 Tavul =
ome Inse = V| Mew
| =L ; Y
o = 1 New =] © | Times New Roman 112 |G ogen
i o LU | s =3 -
_] s Open Pﬂjte ¥ [B £ U ~abe x, X' Aa~||V| Save
Paste J | save Clipboard © Font ¥ || E-mail
- j Format Paint .- .E. E— v || Quick Print
Clipboard E-mail ! '../ Frint Preview
: Quick Print [V] speiing & Grammar
Print Preview ¥ | Undo
" |V | PRedo
= Draw Table
= More Commands...
Z Show Below the Ribbon
S J The Qui Minimize the Ribbon

takes to do all the tasks you do on a regular basis.
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Another way to add commands to the quick access toolbar is to click the Office Button, choose
Word Options > Customize.

The Customize the Quick Access Toolbar and keyboard shortcuts screen is shown.

Choose a command from the left-hand side of the screen that you want to add to the Quick
Access toolbar and click Add.

You can change the order of the buttons by highlighting a button on the right side of the screen
and using the “Up” and “Down” arrows to move it.

The list of commands you see on the left may seem somewhat limited at first. That's because
Word is showing you only the most popular commands. There are plenty of others you can add.
Click the drop-down menu under "Choose commands from" at the top of the screen, and you'll
see other lists of commands. (All Commands, Home Tab and so on) Select any option, and there
will be plenty of commands you can add.

1‘?
nopURE ‘@ Customize the Quick Access Toolbar and keyboard shortcuts.
Display
Choose commands from: Customize Quick Access Toolbar: i
Frogting | For all documents (default) E
Save
Advariced <Separator> - [ save
v Accept and Move to Next 1 ¥} Undo >
* Customize - ] Borders and Shading... ) Redo
Add-Ins 4 DrawTable ] New
|5 Edit Footer - Open
Trust Center = Edit Header 23 Copy
Resources @1 E-mail * -
A Font... [ Paste
&, Insert Hyperlink B Bold
>é Insert Page and Section Breaks > |= = Align Text Left .
& Insert Picture from File - = Center
[] New smove | |Z=  Align Text Right v
4 New Comment |4, Print Preview
[ Open J Format Painter
] Page Setup | 1nsert Picture from File
=y Paragraph 97 ShowAll
% Paste Special...
|3, Print Preview
3 Quick Print =
) Redo
%2 Reject and Move to Next
=l save
9 SshowAll > M
[¥] Show Quick Access Toolbar below the Ribbon
Keyboard shortcuts:

Finally, and probably the easiest is to right-click any object on the Ribbon and choose "Add to
Quick Access Toolbar." You can add not only individual commands in this way, but also entire
groups. (E.g. the Font group).
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Add to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Above the Ribbon
Minimize the Ribbon

B

= Paaa

Opening a New Document:- Opening a new
document can be accomplished two ways. The first

ENG-VIII

: : . b o 2 Blank document
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Saving a Document

Let's say that you've created a new document and wish to save it to your computer to use again
later. You can do this quickly and easily in MS Word 2007 in one of two ways. The first way
is to use the Microsoft Office button. Click on it, then scroll down to select either 'Save' or 'Save
As'. Clicking 'Save' will enable you to save the file under its current name. Keep in mind that if
this is a new document, it will save the file by the default name of Documentl. When you click
'Save,' if another file of the same name exists, MS Word will prompt you to either enter a new

file name or to replace the existing copy with the new version you are currently saving.

Clicking 'Save As' gives you a lot more options to saving your work. First of all, when you click
'Save As,' you must specify a file name. You must also specify the format that you want to save
the file in. MS Word's default file format is .doc or Word Document. This is an acceptable and
much-used format that should be satisfactory for most MS Word users, but you can select the
format that you need depending on the work you need to save. You can also save your work as a
template or in MS Word 97-2003 recognizable format if you'll be forwarding the file to users
who may not have MS Word 2007. When you click on 'Save As,' it will present all these
options to you in a slide-out window to the right of 'Save As.'

You can also save a document by clicking the picture of the floppy disk that is located to the left
of the Quick Access button. However, this will save the file under the current name. You will
not be able to name the file or select the format. It's a good idea to click this button every so
often while working in a document to save it in case of a power outage, computer freeze, or

anything else that may cause you to lose your work.

Warning: Do NOT close MS Word without saving your document. You MUST save your
document using one of the methods listed above or your work will be lost forever.

Getting Help with MS Word 2007

If at any time you have a question or need to know exactly how to find or accomplish a task, you
can also ask MS Word for help.

In the upper right hand corner of the screen, you'll see a dark blue circle with a question mark
inside. This is the help button. You can click on this and a menu will pop up so that you may
find the answer to your question. You can also bring up this help window by simply clicking F1
on your keyboard.
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You can use MS Word help to remind you how to complete certain tasks or to refresh your

memory. It is always there as a reference tool and is free to use.

The Cursor

If you've spent any time at all on the computer, you should be familiar with the cursor. In Word,

it is a thick blinking black line. It is the line that lets you know where you are in the document

and where characters will appear as you type. You can move the cursor anywhere in a document

by using the arrow keys on the keyboard or by moving the mouse pointer to the desired location

and clicking the left mouse button.

The cursor moves to the right as you type and to the left as you backspace.
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The cursor can be quickly repositioned to certain preprogrammed places in the document by
using keyboard shortcuts. To move the cursor to the beginning of a line, use the HOME key. To
move it to the end of a line, use the END key. To move the cursor to the beginning of the
document, use CTRL + HOME and to move it to the end of the document, use CTRL + END.

Document3™= Microsoft Word non-commercial us
Home Insert Page Layout References Mailings Review View Add-Ins Acrobat ‘@
[£) Cover Page ~ E [ Elg [P sShapes~ & Hyperlink 2| Header ~ A 2l Quick Parts ~ | &~ | TT Equation ~
&£ | | 4
_) Blank Page T smartArt || & Bookmark 5| Footer~ A wordart~ (8} | £2 symbol -
= Table | Picture Clip _ Tet
¥—, Page Break - Art “ Chart I'n) Cross-reference |#] Page Number ~ Box~ A=DropCap~ P¢d~

Pages Tables Illustrations Links Header & Footer Text Symbols

The cursoris the blinking black line at the end of this paragraph. It moves right = whentextis inserted
and moves left € whentextis deleted |

Inserting Text

You can insert text anywhere in a document simply by moving the cursor to the desired location
and typing. Word automatically moves all text to the right of the cursor as you type.

Deleting Text

You can delete text by using the Backspace and Delete keys. But you must remember that
Backspace removes characters to the left of the cursor, and Delete removes characters to the
right. To delete blocks of text, select the text to be deleted and press either the Backspace or
Delete key.

Moving Text

You can move selected text by holding the left mouse button and moving the cursor to the
desired location in the document. When moving text, a small box appears near the mouse pointer
and the cursor turns into a broken black line. You position the cursor in the place you want the
text and release the left mouse button.
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Undo and Redo

But let's say you accidently delete something or deleted it and then decided that you want it back.
You grit (patience) your teeth and start to grumble (complain), trying to remember the exact
wording. It's a lost cause, right? Wrong. The makers of Word anticipated (likely) this problem
and supplied an easy solution. The Undo button!

The Undo button can be found in the upper left corner of the program window in what
Microsoft calls the "Quick Access Toolbar" The Undo button is the blue arrow shaped
like a comma. If you are not sure you've got the right button, you can move your mouse over it

)

and wait and a small box that reads "Undo Typing (Ctrl-z)" will appear. Word allows you to

undo up to 100 actions.

The Redo button is to the right of the Undo button. It looks like the recycle symbol you might
see on trashcans at the airport. The redo button allows you redo an action that you just undid or
to repeat the last action. If Word cannot redo the last action, the button will be faded. B

MS Word’s basic Commands

New :- “New” command is use to open a new document. To open a “New” document click
on “Office button” then click on “New” and lastly click on “Blank document” and then click
on “Create” button

Open:- From “Open” command we can open saved files. For example we have saved a file by
the name of “Microsoft word” and now we want to open it so firstly click on “Office button” and
then click on “Open” and lastly select your file and click open and we can also open a file by the
help of Shortcut key. To open a file by the help of shortcut key click “Ctrl+O”.

Save:- This command is use to save a document. To save a file click “Office button” then
click “Save” command and “type the name” that in which name you want to save this file. For
example I want to save a file by the name of “Microsoft notes” and then I click “Save”. The
shortcut key for “Save” command is “Ctrl+S”.

Save As:-“Save As” command is use to save a file by two or more than two names. What is
difference between “Save” and “Save As” command. “Save” command is use to save a
document by only one name but In “Save As” command we can save a file by two or more than
two names. For example we have already saved a file by the name of “Microsoft Word” and now
we want to save it by two names or more than two names as given below. The shortcut key for
“Save As” is “F12”.
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Print Preview:- Print preview command is use when you want to see your document that how it
look when I will print it. To see your document click on “Office button” then bring your mouse
pointer to “Print” and lastly click on “Print Preview” command.

Print:- This command is use for print a file. If you want to print a file so First of all, click
on “Office button” then click on “Print” command or click “Ctrl+P” from keyboard.

Close:- To close a document in Word, click the File tab and choose the Close command or use
the keyboard shortcut Ctrl+W. Word banishes the document from its window, but then the
program sits there and waits for you to do something else, such as start working on a new

document or open a document you previously saved.

Copy:- Tocopya piece of data to a temporary location. In word processing, for
example, copying refers to duplicating a section of a document and placing it in a buffer
(sometimes called a clipboard). The term copy differs from cut, which refers to actually

removing a section of a document and placing it in a buffer.

Cut:- Cut is a command that allows you to "cut out" a selection of text or other data and save it
to the clipboard. It is similar to the Copy command, but instead of just copying the data to the

clipboard, it removes the selected data at the same time.

Paste:- Paste is a command that allows you to insert data from the clipboard into an application.
In order to use the Paste command, you must first use either the Copy or Cut command to save
data to the clipboard. Once the clipboard contains data, you can paste the saved data into any
supporting program.

Find:- Find command is used to find specific text in a document you can also
use Ctrl+F shortcut key.

Replace:- Replace command is used to replace a name or word in a document.

Undo:- Reverses the last change made in the text. This feature restores moved text
to its original location.

Redo:- Reverses the last Undo action.

Bold:- Prints text darker than other copy as it is keyed. Bold may be added after
text has been keyed by first selecting the text.
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Borders:- Adds a border to any or all sides of a page, paragraph, or column, as
well as to a table or a cell within a table. Page border options may include small
pictures. Borders not only enhance appearance, but also make text easier to read
by emphasizing certain passages. Borders are most effective when used sparingly.

Bullets:- Highlights each item in a list with a heavy dot or other character, as
demonstrated in this list of features. Bullets add visual interest and emphasis.

Change Case:- Changes capitalization. The lowercase option changes all selected
text to lowercase; the UPPERCASE option changes selected text to all capitals.
The Sentence case option capitalizes the first letter of the first word, and the Title
Case option capitalizes the first letter of each selected word.

Drop Cap:- Formats paragraphs to begin with a large dropped capital letter.
Drop caps are objects (pictures) that can be formatted and sized.

Font:- Consists of the typeface, style, size, and any effects used. Font features may
be changed before or after text is keyed. The number and size of fonts available
depends on the software and printer used.

Size:- Measured in points such as 10 point or 12 point. One point is about 1/72
of an inch.

Effect:- Added to give text a special look. Examples of effects are shadow,
emboss, and small caps. Effects should be used infrequently.

Italic :- Prints letters that slope up toward the right. Italic may be added after text
has been keyed by first selecting the text.

Numbering :- Shows the proper order of a series of steps or items. Use numbers
instead of bullets whenever the order of items is important.

Shading:- Adds color or patterns to paragraphs or table cells to emphasize them
and focus the reader's attention on the contents.

Superscript:- Places text slightly higher than other text on a line. Superscript is
commonly used for footnotes and endnotes, and for mathematical formulas and
equations.
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Underline:- Underlines text as it is keyed. An underline may be added after text
has been keyed by first selecting the text.

Watermark:- Prints any desired text or graphics behind the main text on

document pages.

Formatting Features :- Formatting features change the arrangement, or layout, of pages. These
features include aligning text vertically and horizontally, indenting and hyphenating text, and

changing margins and line spacing.

Alignment:- Refers to the horizontal position of a line of text (also called
justification).

- Use left alignment to start text at the left margin (even left margin).
- Use right alignment to align text at the right margin (even right margin).
- Use center alignment to center text between the left and right margins.

- Use justify alignment for even left and right margins.

Center Page :- Centers text between top and bottom margins of a page. This
feature leaves an equal (or nearly equal) amount of white space above and
below text. Inserting two hard returns below the last keyed line gives centered
documents a better appearance.

Hyphenation:- Automatically divides (hyphenates) words that would normally
wrap to the next line. When used with left-aligned text, hyphenation makes the
right margin less ragged, making text more attractive.

Indent:- Moves text away from the left or right margin.

Left indent:-(paragraph indent) Moves the text one tab stop to the right
(usually 0.5"), away from the left margin.

Hanging Indent :- Moves all but the first line of a paragraph 0.5" (one tab
stop) to the right. Hanging indent is commonly used on bibliographies and
reference pages.

Line Spacing:- Changes the amount of blank space between lines of text.
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Margins:- Changes the amount of blank space at the top, bottom, right, and/or
left edges of a page. Default margin settings are not the same for all software.

Page Break:- Inserts a soft page break automatically when the current page is full.
A hard page break can be inserted manually to start a new page before the current
page is full.

Tab:- Aligns text according to the type of tab set. By default, most word
processing software programs have left tabs already set at half-inch (0.5")
intervals from the left margin. These preset tabs can be cleared and reset.

Left Tab:- Commonly used to align words, align text evenly at the left by placing
the keyed text to the right of the tab setting.

Right Tab:- Commonly used to align whole numbers, align text evenly at the
right by placing the keyed text to the left of the tab setting.

Decimal Tab:- Aligns numbers at the decimal point, regardless of the number of
places before or after the decimal point.

Dot Leader Tab:- Automatically place dot leaders (. . . .) between columns of
designated text. The leaders lead the reader's eyes from text in the left column
to text in the right column.

Text Wrapping:- Positions text in relation to an inserted object (graphic). Text
may appear above and below, around, behind, or in front of an object.

Insert Features:-Various commands on the Insert menu are used to add page numbers, dates,
headers,footers, and footnotes and to insert symbols, clip art, files, pictures, shapes, text boxes,
and word art.

Shapes:- Adds a variety of shapes (rectangles, stars, banners, arrows, flow chart
symbols, etc.) to a document.

Clip Art:- Drawings, pictures, sounds, and video clips can be inserted into
documents. A collection of clip art files is provided with word processing
software; additional clip art can be purchased or downloaded from the Internet.
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Date :- Automatically inserts the date into a document. Some software contains
an Update option that automatically replaces the previous date with the current
date each time the document is opened or printed.

Footnote and Endnote:- Identifies sources quoted or paraphrased in the text or gives
extra information about the main text. Word processing software automatically
positions and prints each footnote at the bottom of the same page as the reference to
it. It prints endnotes on a separate page at the end of a report. When footnotes or
endnotes are edited, added, or deleted, the software feature automatically makes the
necessary changes in numbering, formatting, and page breaks.

Header and Footer:- Adds text (such as a chapter title, date, filename, or name
of a person or company) or graphic (a company logo, for example) in the top
margin (header) or bottom margin (footer) of a page. Headers or footers often
include page numbers.

Page Numbers:- Places page numbers in a specified location on printed pages.
Most software contains a variety of numbering styles from which to choose:
Arabic numerals (1, 2, 3), lowercase Roman numerals (i, 1ii, iii), uppercase
Roman numerals (I, II, II), uppercase letters (A, B, C), and lowercase letters
(a,b,c). Numbers can be placed at the top or bottom of the page, and aligned at the
left margin, center, or right margin.The Hide or Suppress option keeps the page number from
appearing on a specified page.

Text Boxes:- Frequently used for labels or callouts in a document. Once a text
box is inserted in a document, it can be formatted, resized, and moved.

Word Art:- Changes text into a graphic object. Most word processing software
programs have a word art gallery that contains predefined styles such as curved or
stretched text.
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Formatting-Text and Document

Formatting text in Microsoft Word involves tasks like bolding the text, italicizing it, and

changing the font and size. The commands to perform all of these formatting tasks are found on

the Home tab in the Font group. Select your text and then click on the required formatting button
to see the effects.

Calibri Body} = 11 ~ A" A"  Aa- | &

B 7 U - abe x, x° -2 . A

Font ¥

Alternatively, you can use the keyboard shortcuts for those commands. Here are the shortcuts for
some of the more commonly used formatting commands:

Bold: ctrl-b

Italic: ctrl-1

Underline: ctrl-u

Font style.

Font size.

Font color.

Use super script and subscript option to change in text.

Fill color behind text using text highlighter color.

Using change case we can change the text style like sentence case, uppercase, lowercase &
toggle case.

In this way a lot of changing of text can be done in MS Word.

Document formatting refers to the way a document is laid out on the page—the way it looks and
is visually organized—and it addresses things like font selection, font size and presentation (like
bold or italics), spacing, margins, alignment, columns, indentation, and lists.

Word has two basic types of Word document formatting styles: Paragraph Styles - They apply to
a minimum of an entire paragraph, and contain paragraph formatting (alignment, indents, etc.)
and character formatting (font, color, etc.).

There are other formatting by which formatting can be done in a document in the MS Word, they
are as follows:-
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Page Setup and Margin Formatting

The settings of output page when it is printed on a printer are called page formatting. These
include page size, page orientation, page margins, etc. Page formatting is defined in Page
Setup under File menu. When Page Setup command is applied.

Formatting Spacing

The standard spacing format for a paper is double-spacing. Double-space the entire document,
including the reference page.

1. Select the Home tab.

2. From the Paragraph menu, you may adjust the line spacing from the Line Spacing dropdown

menu.

Hanging Indent

Select the text that requires a hanging indent OR create a hanging indent before typing the text.
From the Home menu, click on the Paragraph command. This will bring up the Indents and
Spacing tab . Under Indentation in the Special box, click on Hanging and OK.

Styles

A style is a pre-defined or user defined group of formatting options united under one common
name which can be applied to a piece of text. Most of the time you use the 'normal' style to
format text.

In a style, there are stored all formatting options of a paragraph or of a piece of text such as:

Font family:-The form of letters

Font face:- Additional visual characteristics of letters such as bold, italic, underlined etc.

Font size:- The size of letters defined in so-called points (pt). Normal body text has most of the
time the size of 10 or 12 pt.

Paragraph margins:- The distances to the left and right paper edge, to the previous and next
paragraph, between the lines in the paragraph.

Headings

The best idea to get a structure in a text is to divide it into chapters, sections, subsections etc.
Each of the sectioning parts starts with its heading - title.
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There are 9 levels of pre-defined headings in Word. Each of them has a slightly different size and
appearance. You should format the chapters with the highest level (heading 1), sections with the
heading 2, subsections with the heading 3 etc. This way you have a clear hierarchical structure in
your text which allows you to:
o Change in a uniform way the appearance of chapter or section headings in the whole
document
Effectively use the View option Outline
Automatically produce the Table of Contents etc.

Lists

Use lists to format the enumeration of similar elements such as:
o Concepts

o Key words

o Presentation notes etc.

Word supports two kinds of lists:

1. Bulleted lists and

2. Enumerated lists.

Tables

Beside lists, tables are a very powerful way of visual presentation of data sets. For example, all
spreadsheet programs work with tables.

Tables consist of cells organized in rows and columns. Each cell contains a data field. A row
means a horizontal, a column a vertical grouping of cells.

Tables are a more compact way of visualizing various types of information about several objects
of the same kind.

Automatic Table of Contents

After you made proper structuring of your document using Headings, Word has the ability to
make a Table of Contents automatically. The entries in a Table of Contents are at the same time
hyperlinks to the referred headings. That means that a left mouse button click on an entry in the
Table of Contents will put the insertion mark exactly on the beginning of the corresponding
section heading in the text.

Comments

If you put specific information about any word, table, picture or a heading for this you can use
the comment option in MS Word.
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Sorting and Tables

Sorting Information Word's sorting tool allows you to sort text a number of different ways in
your document. You can sort tables, dates, paragraphs, and more with just a few clicks in Word.

To sort a table in Word, click into the table to sort. Then click the “Layout” tab of the
“Table Tools” contextual tab in the Ribbon. Then click the “Sort” button in the “Data” button
group to open the “Sort” dialog box. You use this dialog box to sort the table information.

You can sort a table in Word that is used for storing and organizing data. It is possible to sort a
table in Word by one or more columns of data in the table. You can sort a table in Word both
alphabetically or numerically. You can also sort column data in either ascending (A-Z, 1-9) or
descending (Z-A, 9-1) order.

To sort a table in Word, click into the table to sort. Then click the “Layout” tab of the
“Table Tools” contextual tab in the Ribbon. Then click the “Sort” button in the “Data” button
group to open the “Sort” dialog box. You use this dialog box to sort the table information.

If your table has column headers, or titles, for each data column, you can sort the table
using those names. To show the field names in the “Sort by” drop-down menus, select the
“Header row” option. This option appears in the “My list has” section at the bottom of this dialog
box. If you don’t have column headers, instead select the column number by which you want to
sort the data. Select either the column names or numbers from the “Sort by” drop-down menus.

After choosing by which columns to sort, you then select the type of data in the column.

b

Select the type of data contained in the column from the “Type:” and “Using:” drop-down
menus. Your data type choices are text, number, or date. Then select in what order you want to

sort the column’s data: “Ascending” or “Descending.”

Sort a Table in Word

1. To sort a table in Word, click into the table to sort.

2. Then click the “Layout” tab of the “Table Tools” contextual tab in the Ribbon.

3. Then click the “Sort” button in the “Data” button group to open the “Sort” dialog box.

4. To show field names in the “Sort by” drop-downs for tables with column headers, select the
“Header row” option.

This option appears in the “My list has” section at the bottom of this dialog box.

o v

If you don’t have column headers, instead select the column number by which you want to
sort the data.
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Select either the column names or numbers from the “Sort by” drop-down menus.

8. After choosing by which columns to sort, you then select the type of data in the column.
Select the type of data contained in the column from the “Type:” and “Using:” drop-down
menus. Your data type choices are text, number, or date.

10. Then select in what order you want to sort the column’s data. You can choose either
“Ascending” or “Descending” order.

11. To sort a table in Word by multiple columns, repeat steps 7 through 10 within the “Then by”
sections.

12. To perform the sort after deciding how to sort the table, click the “OK” button.

Working with graphics in MS Word

Microsoft Word allows to simply insert graphics in a document. Graphics are give life to the dull
and boring text documents. Following types of graphics are used in Microsoft Word to make the
document beautiful and attractive:-

Text Box

A text box is used to add a piece of text at any place in a document. For example, a text box may
be used to add text in margins of a page, in the center of the page, etc. To enter a text box:

e On the Drawing toolbar, click Text Box.

e Click or drag in the document where text box is to be inserted.

Types of Graphics in MS Word

There are two types of graphics that are usually added in a word processor. These are bitmap
graphics and vector graphics. Bitmap graphics are made up of pixels. These can be thought of
as painted pictures. Vector graphics are made up of lines and curves. These can be thought of as
drawings.

Bitmap Graphics

Bitmap graphics are added to a document by selecting Insert/Picture option from the menu bar.
Pictures can be inserted from a file, Clip Art, scanner. Charts and Word Art can also be added as
pictures. When a picture is selected, the picture tool bar appears. This toolbar can also be
accessed by selecting View>Toolbars>Picture. The picture toolbar is used to change shape,
color, brightness, size, etc. of the selected picture.

Vector Graphics

Vector graphics consist of lines, curves, etc. These are drawn using the Drawing toolbar.

Clicking the Drawing icon W in the standard toolbar displays the Drawing Toolbar.
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The Drawing toolbar contains buttons for creating and inserting different graphics, like lines,

circles, rectangles, text boxes, WordArt and Auto shapes. It also has tools for editing and

formatting these objects. Various tools for editing include fill tool, line-style tool, shadow and 3-

D options. The Draw button at the leftmost comer of the drawing toolbar is used to select and

draw drawing objects. The Drawing toolbar also provides a collection of predefined objects

called Auto shapes that are commonly used in documents. Following figure shows some of these

shapes. To draw a vector graphics:

1. Click drawing icon to display drawing toolbar.

2. Click on Select Object icon.

3. The mouse pointer will change.

4. Click the mouse on a drawing object, for example click on line object to select it. The mouse
pointer will change to a cross-hair shape.

5. Click and draw the object.

WordArt Graphics:
WordArt is a small program that runs in the Word environment. It is used to turn ordinary words
into graphics objects. It can convert text into a variety of shapes, stretch letters, rotate words, add

shading, colors, borders and shadows to text. A WordArt image is just like any other graphic
object in Word.

P ~
WordArt Gallery l—23—

Select a WordArt style:

wordA™ || woraa., | Weranrt| Woraart

Worddzt || WordArt | WordArt || ¥ o r2 2 r+| | Hlordiet

Wordhrt | WerdAI | o aan || WordArt|| WordA rt
Wordart| WordAre | WordArt | 0imilig || v

s
E
=
LTV 2t R COMNETY PSP TRTY}
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Once created, it can be edited by using the standard graphics editing tools like move, copy, re-

size, crop, etc.

Inserting a Word Art Object

To insert a WordArt object:

1. Click the WordArt icon in the Drawing Toolbar, or choose WordArt from the Picture
submenu in the Insert menu. The WordArt Gallery dialog box will appear.

2. Choose the text effect that is to be applied and click OK. This will display Edit WordArt Text
window.

3. Choose the options for Font type, style, and size.

4. Enter the text to which graphic effects are to be applied.

5. Click OK and WordArt will create the text effect and place it at the insertion point.

Introduction to mail merge
Mail merge is a feature within most data processing applications that enables users to send a
similar letter or document to multiple recipients. It enables connecting a single form template
with a data source that contains information about the recipient's name, address and other
predefined and supported data.

Steps to use mail merge

1. In a blank Microsoft Word document, click on the Mailings tab, and in the Start Mail
Merge , click Start Mail Merg

group e.

File Home Insert Design References

= B | E

Envelopes Labels |Start Mail] Select Edit Highlight Address Greeti
Merge = |Recipients = Recipient List | Merge Fields Block Lin¢
’ Write i

Layout

Create

2. Click Step-by-Step Mail Merge Wizard.

=

Start Mail Select Edit Higk
Merge = | Recipients = Recipient List | Merge
Letters

E-mail Messages

Envelopes...

Labels...

Directory

R0 Dm

Mormal Word Document

G Step-by-Step Mail Merge Wizard.. >
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3. Select your document type. In this demo we will select Letters. Click Next: Starting

document.
Mail Merge X

Select document type
What type-sddqgument are

E-mail messages

Envelopes
Labels
Directorny

Send letters to & group of
pecple, You an personalize
the letter that each person

receives,
Click Mext to continue.

Step 1 of 6

€ =¥ Mext: Starting document 2

4. Select the starting document. In this demo we will use the current (blank) document.
Select Use the current document and then click Next: Select recipients.
Mail Merge X

Select starting document
How do you want to set up

B se the ourrent dooum:
") Start from a temgplate
start from existing dooup

Start from the dooument
ihown here and use the Mail
Merge wizard to add
recipient information.

Step 2 of 6

# Previous: Sefect document ty
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e Note that selecting Start from existing document (which we are not doing in this demo)
changes the view and gives you the option to choose your document. After you choose it, the
Mail Merge Wizard reverts to Use the current document.

5. Select recipients. In this demo we will create a new list, so select Type a new list and then
click Create.
Mail Merge v

Select recipients
Use an existing list

5. I I I || I m Outlaok contacts

Type a new list
Type the names and

addrrssil I| recipients

Step 3 of 6
=¥ Mext: Write your letter

4= Prewious: Starting dooument

e C(reate a list by adding data in the New Address List dialog box and clicking OK.

-
Mew Address List @Ig

Type recipient information in the table. To add more entries, click Mew Entry.

L___LIM#I%I%%I
E-"‘-‘—I—-__

‘| 1 [ F
| NeweEntry | | Eind... |
Delete Entry Customize Columns... ' Cancel
[ J | J 4
o A
L S —— oy
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e Save the list.
e Note that now that a list has been created, the Mail Merge Wizard reverts to Use an existing

list and you have the option to edit the recipient list.

Mail Merge X

Select i'i' ts

Select from Outlook contacts
Type 8 new list
Use an existing list

Cumrently, your recipients are
selected from:

[Office Address List]) in “address-|
] Select a different list...

Step 3 of 6
= Mext: Write your letter

& Prewious: Starting dooument

o Selecting Edit recipient list opens up the Mail Merge Recipients dialog box, where you can

edit the list and select or unselect records. Click OK to accept the list as is.

Mail Merge Recipients T o |

This is the list of recipients that will be used in your merge, Use the options below to add to or change your list.
Use the checkbaoxes to add or remove recipients from the merge. When your list is ready, click OK.

Diata Source lh-” Name « | First Name w | Titha w | Compamy Mame w | Address
address- list.ndb Jigger Rolling Stomes
address-list.mdb ichards Keith Rolling Stomes 23 Mag
(o] [ | [t
Diata Source Refine reciplent list
addresslist. mdb ~| i8] sor..|
T3 Eitter.,

¥ Find duplicates...
[ Validate addresses..,

o
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e Click Next: Write your letter.

Mail Merge v X
Select recipients
() Use an existing list
() Select from Outlook contacts
) Type & new list
Use an existing list

Currently, your recipients are
selected from:

[Office Address List] in "address-|
O] selecta different list...

D Edit recipient list...

#= Pravious: Starting document

Unit -2" Computer Applications

6. Write the letter and add custom fields.

e Click Address block to add the recipients' addresses at the top of the document.
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Mail Merge

Write your letter

If you have not already dome
20, wrile your Ietter now,

Ta add recipient infarmation
to your letter, dick a location
in the dacument, and then

chick ane of the il 4% belonr.

E] Address block..

[ Greeting tine...

j Electronic postage...
Bl Mare items...

When you have finished
wiiting your letber, dlick Mext,
Then you can preview and
personalize each recipient’s
letter.

Step 4 of &

=» Mext: Preview your letters

4 Prewious: Select recipients

- X
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e In the Insert Address Block dialog box, check or uncheck boxes and select options on the left
until the address appears the way you want it to.

Insert Address Block [0 [
Specify a Preview
Insert recipient’s name Im this format: Here is & preview Trom your recipient list:
Joshua - - 1 B
Joshua Randall br,
Joshua Q. Randall Jr,
Kir. Jash Randall Jr. ;:::: Jag;li!l'
Mr, Josh Q. Randall Jr. g sinnes
Mr [rrehy ——— - 11 Elm St., Sticky Fimgers, T 11111
Insert company name
(| Insert postal address:
' Mever include the country/region in the address
Al % include the country/region in the address
'ﬂﬂf Lk . Correct Problems
2 Only include the country/region if different tham: . . i
If items in your address block are missing or out of order, use
United States Match Fields to identify the correct address elements from
- = your mailing list.
rmat address according to the destination country/region ;
( s = D (| maten Fields... | )
e —— .

e Note that you can use Match Fields to correct any problems. Clicking Match Fields opens up
the Match Fields dialog box, in which you can associate the fields from your list with the
fields required by the wizard.

i '
Match Fields |2 S

In order to use special features, Mail Merge needs to know
which fields in your recipient list match to the required fields.
Use the drop-down list to select the appropriate recipient list
field for each address field component

Required for Address Block -
Courtesy Title Title =l [
First Name First Name =] |
Last Mame Last Mame =l
Suffix {not matched) [=]
Company Company Mame E|
Address 1 Address Line 1 E|
Address 2 Address Line 2 E|
City City [=]
State State [=]
Postal Cade 7P Cade [=]
Country or Region Country or Region E|

-

Optional information

Use the drop-down lists to choose the field from your database
that corresponds to the address information Mail Merge
expects (listed on the left.)

|:| Bemember this matching for this set of data sources on this
computer
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7. Press Enter on your keyboard and click Greeting line... to enter a greeting.
Mail Merge v %

Write your letter

If you have not already done
40, wrile your l1etter mow.

Ta add recipient infarmation
to your letter, dick a location
Im the document, and then

click one of the items below.

E) Address block..
—_|+ Electronic postage...
B More items..

When you have finished
writing your letter, dick Next,
Then you @n preview and
personalize each recipient’s
letter.

Step 4 of B
= Mext: Preview youwr letters

& Prewious: Select recipients

8. In the Insert Greeting Line dialog box, choose the greeting line format by clicking the drop-

down arrows and selecting the options of your choice, and then click OK.
-

-
Insert Greeting Line M

Greeting li

—

[+ M. Randal =] |

reeting line for invalid recipient names:

Here is a preview from your recipient list:

1 [ [

Dear Mick Jagger,

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields
to identify the correct address elements from your mailing list.

Match Fields...

OK Cancel
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9. Note that the address block and greeting line are surrounded by chevrons (« »). Write a short

letter and click Next: Preview your letters.

s#AddressBlocks

wireetinglines
I really love your musicl

Dave
=

e Preview your letter and click Next: Complete the merge.
Y 5 L] P T

Mick lagger
Rolling Stones

11 Elm 5t., Sticky Fingers, TX
11111

Dear Mick,
I really love your music!

pave
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Mail Merge =

Write your letter
If you have not already done
50, wrile your letter now.

Te add recipient information
to your letter, chick a location
in the document, and then

click one of the items below.

D Address block...

[ Greeting line..

=¥ Electronic postage..
Bl More tems...

When you have finished
writing your ketter, click Mest.
Then you can preview and
personalize each recipient’s
ledter.

Step 4 of I
€ Previpus: Select recipients

Mail Merge o

Preview your letters

One of the merged letters is
previewsd here. To preview
another letter, click one of
the following:
Recipient: 1

R 33

[0 Find a recipient...
Make changes

You an also Lhange your
recipient list

[ Edit recipient hist...

Exclude this recipient

Wihen you hawve finished
previewing your letters, click
Mext. Them you an primt the
merged letters or edit
individual letters to add
personal comments,

StepSof b

g QD el ¥

& Previous Wi Mext wizard step
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e Click Print to print your letters or Edit individual letters to further personalize some or all of
the letters.

Mail Merge v x

Complete the merge

Mail Merge is ready to
produce your letters.

To persomalize your letters,
click "Edit Indiwidual Letters,
Thiis wrill cpemn a mew
document with youwur merged
letters. To make changes to

all the letters, switch back to
the ariginal document.

Merge
™
Lig, Primt....

Fi~ Edit indiwidual letters. ..

Step 6 of 6

4= Prewious: Preview your letter:

Advantages of mail merge

Mail merge is one great use of Microsoft word that users need to know how to use. What though
is mail merge? Mail merge is the method of creating customized letters for form letters that allow
letters sent to a group of people to be read as individual letters or mails.

This method saves time and also labor by producing a large number of mails at the same time.
Here are some other advantages of using the mail merge feature:

e [tis simple and easy to use

With mail merge, you can easily create and customize templates files. So instead of creating one
letter at a time which is going to be very tiring especially if you are going to send out a lot of
letters, you can actually have your letters ready in no time when you use the mail merge feature.
¢ You can edit as you like

With the mail merge feature your editing and customization is only limited to what you can do.
This means that you can add tables, colors, graphics and all other editing elements that are at
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your disposal. The customization that you make to the main document also appears in all other
documents, so you don’t have to do it all again.

e Conditional formatting or options

Along with the ability to edit or customize documents according to the need of the recipient you
can also do more to increase the how formatted the document is. This means with conditional
formatting you can change how mail merge handles your data based on the conditions that you
provide.

Say for example, you want to send out letters to certain people who contributed for a fund raiser
in your company. You can set up a field that allows the mail merge process to actually skip a
record if it does not reach up to a certain numerical value, while allowing you to send a message
to people that you want to.

e It makes your work neater and professional

You can break down your source data into smaller useful units of information which makes you
to be able to be flexible with your input information. This allows you to make your work look
neat and professional at the same time.

Disadvantages of Mail Merge

e Mail merging can have complications, for example moving the data file, renaming fields etc.
can cause the merge to fail as the word processor program cannot find the data sources it
needs.

e Mail merging makes it very easy to create vast amounts of junk mail.

e Mail merged letters can lack a personal touch because the only individual part in a mail
merged document is the data merged from the database.
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Definition - What does Microsoft Excel mean?

Def: - Microsoft Excel is a software program produced by Microsoft that allows users to organize,
format and calculate data with formulas using a spreadsheet system. This software is part of the
Microsoft Office suite and is compatible with other applications in the Office suite.

Def: - Excel is a handy software that can be used to store and organize many data sets. Using its
features and formulas, you can also use the tool to make sense of your data. For example, you could
use a spreadsheet to track data and automatically see sums averages and totals.

Excel Basics

If you're just starting out with Excel, there are a few basic commands that we suggest you become
familiar with. These are things like:
e Creating a new spreadsheet.

o Executing basic computations in a spreadsheet, like adding, subtracting, multiplying, and
dividing in a spreadsheet.

e Writing and formatting column text and titles.
o Excel's auto-fill features.

e Adding or deleting single columns, rows, and spreadsheets. Below, we'll get into how to add
things like multiple columns and rows.

o Keeping column and row titles visible as you scroll past them in a spreadsheet, so that you know
what data you're filling as you move further down the document.

Feature’s of MS Excel 2007

In Excel 2007, more is truly better. Microsoft has increased the number of columns per spreadsheet
(and per PivotTable) to 16,384 (up from 256) and the number of rows to 1,048,576 (up from
65,536). Other limits have been also expanded: Text cells can now contain more than 32,000
characters (up from 255).

Chances are you'll never reach other new limits: PivotTables can manipulate more than 16,000 fields
(up from an already generous 255), and formulas can now refer to up to 8,000 cells (memory
permitting), so it's fortunate that Excel 2007 lets you drag the corner of the formula bar to expand it.
Excel 2007's memory manager can handle 2GB (double the amount in Excel 2003), so calculations
execute faster. The new version also takes advantage of dual-core processors and multithreaded chip
sets, so if you're lucky enough to be running it on a machine with either feature, expect a noticeable
speed boost.

New Visualization Tools

Charts and graphs now support 16 million colors, and improved color support is evident throughout
this version, especially in several new visual tools for highlighting data. For example, in Excel 2007
you can use conditional formatting to set the background color of a cell or use a colored bar (called a
data bar) -- the length corresponds to the cell's value.
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You can also add icons to cells based on their value, giving your worksheet a dashboard-like quality.
For example, assigning traffic-light icons to a range of cells is a snap, and Excel's built-in logic
assigns colored circles based on the value of the cell: green for the highest third, yellow for the
middle third and red for the bottom third.

1 Student Exam Mark 1 Student Exam Mark 1 Student Exam Mark

2 Mary Parker 56 2 Mary Parker (@] 56 2 |Mary Parker 56
3 Peter Hollis 44 3 Peter Hollis (@] a4 3 |Peter Hollis 44
4 |Alex Grant 92| 4 Alex Grant @] 97| 4 |Alex Grant 92{
5 Matthew Johnston 76 5 Matthew Johnston| ) 76 5 |[Matthew Johnston 76
6 Freyalones 83 6 Freya Jones )] 83 6 |Freyalones 33
7 |John Wilson 76 7 | Johnwilson O 75 7 |lohn Wilson 76
8 |Zoe Townsend 88 ] Zoe Townsend @ 88 8 |Zoe Townsend 88
9 |John Baker 72| | 9 lohnBaker o 72| | 9 |John Baker 72
10 Karen Ellis 39 10 KarenEllis @ 89 10 |Karen Ellis 89
11 Jane Carson 79 11 Jane Carson O 79 11 |lane Carson 79
12 Hamish Taylor 92| | 12 Hamish Taylor @ 92| | 12 |Hamish Taylor 92{
13 |\ Thomas Cotton 82| | 13| Thomas Cotton @ 82| | 13 |Thomas Cotton 82
14 |Nichalas Mercer 66 | 14| Nicholas Mercer [0 66| | 14 |Nicholas Mercer 66
15 |Robert Potter 75| | 15 Robert Potter O 75| | 15 |Robert Potter 75
16 |Laura Renson g1|| 16 LauraRenson @ 81| | 16 [Laura Renson 81
17 Mark Sherwood 69| | 17 MarkSherwood | 89| | 17 |Mark Sherwood 69
18 Colin Farrer 57| | 18 Colin Farrer @ 57| | 18 [Colin Farrer 57
19 Christopher Denton a9| | 13 christopher Dento)® 43| | 19 [Christopher Denton 49
20 Graham Aberforce ga| | 20 Graham Aberforce |© 84 | 20 |Graham Aberforce 84

You can add colored bars to indicate the value in a cell (left) or apply a three-icon set to indicate
which third data falls into (right); a red traffic light indicates the cell is in the lowest third of all
values in the range.

There are in fact many variations on these built in to Excel 2007, but if you can’t find one that suits
you can always set up your own rules. (Conditional Formatting > New Rule)

Mew Formatting Rule @

Select a Rule Type:

Format all cells based on their values

Format only cells that contain

Format only top or bottom ranked wvalues

Format only values that are above or below average
Format only unique or duplicate values

Use a formula to determine which cells to format

YYvYyvyvyy

Edit the Rule Description:

Format all cells based on their values:

Format Style: Icon Sets EI
] .| 2-Color Scale N .

Display each ico 3 Color Scale = rules:

Tcom Data Bar Value Type

L] when vt == == EI &7 H Percent EI
’ when < 67 and == EI 33 Percent EI

[ when = 33

Icon Style: 3 Traffic Lights (Unrimmed) El [] reverse Icon Order [ | Show Icon Only

[ Ok ] [ Cancel ]

Better Sorting and Filtering
Sorting data -- previously limited to three levels -- has been expanded to 64 levels, while you can
still sort data based on values (Top to Bottom or A - Z, etc) you can also sort by font, colour or icon
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used with conditional formatting. Thus, you can display all your green traffic lit cells together,
followed by the yellow lights, then the red.

Column 7 Sort On
Sort by IMonth!v Sales (s000) w| |cellIcon
Then by l;gan vl |values

Other visualization tools remove the need for complicated macros or formulas. New conditional
formatting options let you highlight duplicates, unique values, the top/bottom 10%, values above or
below the average, cells less than or greater than a specified value, or cells within a range,
highlighting cells containing values between 1 and 10, for instance).

If you don't need to see all values, the vastly improved Filter feature puts check boxes (for up to
1,000 values) in a pull-down list, allowing you to easily pick multiple values to display. Likewise,
the new Remove Duplicates feature hides rows based on the duplicate values in columns you

specify.

A [x]
1 | Student * | Exam Mark ~
2 ‘El Sort Smallest to Largest
3| il Sort Largest to Smallest
4 i Sort by Color 3
=} ,
= s
b .
. u Filter by Color 3
3 i Mumber Filters b
g || [ (select All I
i A4 b
10
- 49
= - [#] 56 =
12| 57
13 [ 66 5
L 72
15 i 75
16 | M7 ]
1? I [Cal =
18 [ OK ] [ Cancel
19 : -
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Styles and Themes

Styles

Styles is a formatting tool from previous versions of Excel that is now available using a "gallery"
interface introduced in Office 2007. You can quickly apply a collection of settings, from the font
used to the background color and border style to cells, tables and PivotTables. As you mouse
over the choices, Excel 2007 applies each style to your selection so you can preview the effect
without making the change permanent.

o -
-/ Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat © - T X
[=cy - &1 - Sin - - A
J & Calibri Ju ~aallE= General f_‘qundltlonal Formatting 5= Insert = ‘%? ﬁ
£ |$ - % 9| {g5FormatasTable - 3% Delete - || (3]
Paste B\ Z U~ - A~ I EE= . [oor——e—— e Sort & Find &
S § L-B-S-a-(E= | %8 5% [ censtytes | ) Format ~ | 2~ Fitter~ Select~
Clipboard & Font & Alignment Good, Bad and Neutral
‘ Al hdl fe | student | Normal ‘ Bad Good Neutral
A B (& D Data and Model
1 Student Exam Mark Grade [calculation | | ? | explanaton ? Note
2 Mary Parker 56 C
A +
3 | PpeterHollis 44 D Warningrext
4 AlexGrant 92| A Titles and Headings
5 hew Johnston 76) B HeadinE 1 Heading 2 Heading 3 Heading 4 I'itle Total
6 _ Freyalones 83| B Themed Cell Styles
7 ERIohnwiison 7l 8 20%-Accentl 20%-Accent2 20%-Accent3 20%-Accentd  20%-Accents  20%- Accents
8 Zoe Townsend 88| B
9 John Baker 72| c 40% - Accentl | 40%- Accent2 | 40%- Accent3  40%- Accentd  40% - Accent5  40% - Accent6
10 KarenEllis 89 B
11 _ Jane Carson 79) B 7 RS
12 Hamish Taylor 2| A Accenta |
12 Thomas Cotton 82| B Number Format
14 Nicholas Mercer 66 C Comma Comma [0] Currency Currency [0] Percent
15 _ Robert Potter 75) C G| New Cell style...
16 _ Laura Renson 81 B | Merge stytes
17 __Mark Sherwood 6] ¢ Sllrain .
18 Colin Farrer 57| C
19 Christopher Dentol a9 D
20  Graham Aberforce 84[ B
21

One particularly noteworthy improvement to formatting is how Styles now respond to changes
within your worksheet. In Excel 2003, you could apply a "green bar" effect so that the
background color in rows alternated between green and white. However, once you added a row,
the pattern was interrupted, and you needed to reapply the AutoFormat. In Excel 2007, that same
pattern is adjusted whenever you add one or more rows. (Styles are equally smart when you add
columns, for patterns that alternate between columns.) Styles will even adjust when you filter or
hide rows or columns.

Themes

Themes are a feature new to Office 2007, they are style collections that include a color scheme,
font, fill effects and more. Shared by several Office 2007 applications, themes can be applied to
charts, tables and PivotTables in Excel, giving your work a consistent look and feel. That's
especially useful when you're creating a chart that you want to copy to PowerPoint or Word.
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=S =
il Monthly Sales ($ OO0 RS Month B3
2 Cabbage., Green Janx
3 Cabbage, Green Feb
- Cabbage. Green Niar
= Cabbage. Red Jax
s CTabbage. Red Feb
7 CTabbage. Red Miar
s I ettuace, Green Jar

To use Themes, select the Page Layout tab and click the Themes button to choose a new theme.
You can also customize any theme or create new ones. One important limitation is that Themes
only work if you're using the new Office XML format; they won't work on old-style .xIs files.

Charts

The Ribbon interface also makes it more enjoyable to work with charts. Excel's charts have a
whole new look, thanks to the new graphics engine in all Office 2007 applications. The layouts
use different color palettes and fonts, but the important difference is the ability to more easily
apply graphical effects, such as bevels and shadows, to individual elements (such as columns or
pie slices).

Sales (sooo)

Cabbage. Greenn CTabbage, Red Lettuce. Green

v W
0 0

3
0

0

fSales {Sco0)

The Ribbon interface has a Chart Tools group (with tabs for Design, Layout and Format) to put
more charting options at your fingertips and eliminate most of the right-clicking you had to do to
adjust charts in previous versions: switching rows and columns, controlling gridlines and axes,
and adding trend lines.

Table Tools

Excel's new table features make it less likely you'll have inconsistent formulas. Once you identify
a contiguous range of cells as a table, Excel provides calculated columns. For example, if you
add a column to the right of your table and enter a formula in any row, the formula will be copied
to all cells in that new column, saving the time of executing a copy/paste command.
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Even smarter, add a row and Excel is sure to include it in a total on the bottom row. (In previous
versions of Excel, adding a row at the top or bottom of a range meant you risked omitting cells in
that row from the sum formula.)

7 ':En‘ = - s studentxlsx - Microsoft Excel Table Tools = e
-—Iﬁ/) Home Insert Page Layout Farmulas Data Review View Add-Ins Acrobat Design @ - 7 x
"—"“J & Baf et . PP i [ T e R General ~| | |F Conditional Formatting ~ %tﬂlnser‘t' il %7 }}
B 53 = Sl | % ~ % 9 ||| [ Format as Table ~ Ij:’: Delete ~ j' S
- F =l | il i Rl || P [ Cell Styles ~ (i Format = || {2~ Filter~ Select -
Clipboard ™ Font (F] Alignment Pl Number & Styles Cells Editing
| B21 v £ | =SUBTOTAL{101, [Exam Mark]) ¥
A B c D E F Pl H 1 ] K L E
1 Student 4 Exam Marlgd Grade §4
2 Mary Parker 36| £
3 Peter Hollis 44 D
4 Alex Grant 92 A
5 Matthew Johnston 76 B
6 Freya Jones a3 B
7 John Wilson 76 B
8 Zoe Townsend 88 B
2 John Baker 72 C
10| Karen Ellis 89| B
11 Jane Carson 79 B 3
12 Hamish Taylor 92 A
13 Thomas Cotton 82 B
14| Nicholas Mercer 66| Li
15 Robert Potter 75 C
16 Laura Renson 81 B
17 Mark Sherwood 69 C
18 Colin Farrer 57 £
19 Christopher Denton 49 D
2 Graham Aberforce 84 B
21 |Total 74.21052632|~| 19 B
22 Mone
23 Count -4
4 4 » M| Sheetl < Sheel S;'(”t aEer [ I | 0
Ready | M EEEE e o el

Furthermore, options on the Table Tools Design context-sensitive tab let you toggle the
formatting of the first column or the first row. One click and you can add a Total row (though
Excel lacks a similar command to add a Total column), then change what each column in that
row computes (total, average, minimum and so on).

In addition, as you scroll down through a lengthy table, Excel replaces the column headings (the
gray boxes with A/B/C above the columns) with values from the table's header row -- a subtle
improvement, to be sure, but it's a more efficient technique than having to freeze rows to see
column headings.

Finally, the new Table Gallery makes it easy to select and apply a sophisticated look.

Pivot Tables

Among the notable improvements in Excel are tools to make existing features easier to use. Take
PivotTables, for example. (For the uninitiated, PivotTables allow you to view your data
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differently -- think "slice and dice." For example, you can summarize sales by agent by month or,
with a simple drag-and-drop motion, summarize sales by month and within month by agent.)

In Excel 2007, you still set up PivotTables using a wizard, which is slightly changed from Excel
2003. However, once you have a PivotTable defined, manipulating it is considerably easier.

Instead of dragging and dropping elements within the table itself, you can use the wizard to make
choices -- checking boxes to select which fields to display or choose sorting options, for
example. Excel 2007 makes it easier to switch columns and rows, filter values, and use or hide

) B C | ] : |T'g.r|:-e IF'r-:u:Iuce E
1 ([Tvpe Produce |- :
= I 200 | Sum of Sale= |
3 |sales Salesperson| | i
4 Monkh |= |Region |- |Buchanan Davolio] Salesperson | =
5 |Jun East 5720, |ian O Suyama
E Wesk 10201 53575 W Dodsworkh
7 [3un Total 10201 14095 @ Davolio
£ [l Easkt G570
| = | 0 m Buch
] Wesk 3435 1861! HehAnan
10 [ Jul Takal 3435 740!
Jun
|I‘u1-:-nth EIFEegi-:-n EI
—tR.egion [caln  [=]
1 q d
= oF Saie Spnrt—E] '1 FReport filter fields
Cuarker = | Golf Tennis
Q1 5500 | 7500| 2 values fields
kv 4500 | FF00
2 —(3 ! 3 Arow label corresponds to a category field
l {Ftegi-:-n I ] | i I
| FSum of Saies] 4 A column label corresponds to a series field
200
100 4
a T | | !
Qkrl OQhrz
[Quarter ]
1

field names. In addition, conditional formatting (those data bars or traffic lights we mentioned)
can be applied to cells displayed in PivotTables.

The Most Common Formatting Commands

There are many types of formatting that can be applied to Microsoft Excel worksheets. The most
commonly used formatting commands show up on the Home tab in three groups:

1. The Font Group. The font group commands change the appearance of text within a cell or of
the cell itself.

2. The Alignment Group. The alignment group commands change the position of text within a
cell or cells.
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3. The Number Group. The number group commands change the format of numbers and dates
within a cell.

Formatting changes can be applied to a whole worksheet, a range of cells within a worksheet,
individual cells, and sometimes even text within a cell.

Excel Formatting

As well as giving your spreadsheet a professional look, the use of Excel formatting can provide
essential information that influences the way a user interprets the data in the spreadsheet.

This is particularly the case with Excel numbers.

As dates, time, percentages and currency values are all stored as numeric values in Excel, the
user often has to rely of the formatting of these numbers to understand what they represent.

For example, a cell containing the data value 0.5 could represent any of the following:
e The time 12:00 hrs
e The date and time 01-Jan-2020 12:00
e The currency value $0.50
e The percentage value 50%
e The simple number 0.5

The spreadsheet below shows different ways of formatting Excel cells containing numeric

values.
A B C
1 Formatted Value Underlying Value
2 A number formatted as a percentage: 59% 0.59
3 A number formatted as a currency: $54.27 54.27
4 A number formatted as a date: 01 August 2019 39661
5 A number formatted as a time: 12:27 PM 0.51875
6 A number formatted as a fraction: 13/4 1.75

How to Change Formatting in Excel

To format data in Excel cells, you first need to select the cells to be formatted. Some of the more
popular formatting options can then be accessed directly from the Home tab of the ribbon

Home formatting options
$h = i e | = [ =
Calibri 9 YA A Fl=l= P = | General v
ﬂa o " —_— —_— p— - — 0 00
g |B L L|E- N-A~- EEE=EEE H-|$-% | W60
Clipboard ‘ Font ‘ Alignment p Number
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However, for the full menu of formatting options, you will need to use the 'Format Cells' dialog
box, which can be accessed by any of the following methods:

e Right-click on the selected cell or range and select the Format Cells ... option from the right-
click menu
or

e Press Ctrl +1 (i.e. Select the Ctrl key and while holding this down, select the "1" (one) key)

’ General v
$ -~ % » | %8 3%

" | Dialog Box

or' Number I Launcher

e Click on the dialog box launcher in the Number grouping within the Home tab of the Excel
ribbon (see right).

Format Cells ? X
Number  Alignment Font Border Fill Protection
Category:

General Sample

0.50

Currency

Accounting . ai | ]l

Date Decimal places: |2 el

Time [] use 1000 Separator (,)

Percentage

Fraction Negative numbers:

Scientific
Text 1234.10

Spedal (1234.10)

Custom (1234.10)
Number is used for general display of numbers. Currency and Accounting
offer specdialized formatting for monetary value.

OK Cancel

The 'Format Cells' dialog box is shown on the left.

Make sure that the Numbertab at the top of the dialog box is selected then, from
the Category options (on the left of the dialog box), select the Excel formatting type that you
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EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
want to apply to your cell (e.g. Number, Percentage, Date, etc).

When you select a category, you may be presented with further options on the right hand side of
the dialog box, which you can use to specify your formatting style.

Once you have specified the formatting details that you require, click OK to close the dialog box.

Note that the listed formats will only work with numbers, so if you apply a date format to a cell
containing text, the appearance of the cell will remain unchanged.
Excel Date Format

Excel provides several standard date formats that you can apply to cells containing date values.
These can be accessed in different ways (see below).

However, if none of the standard date formats are satisfactory, Excel also allows you to define
your own custom date format.

In recent versions of Excel (Excel 2007 and later) a selection of standard formats, including some
date formats, are available via the drop-down box in the "Number' grouping on the Home tab of
the ribbon.

To apply a standard date format to the cell(s) of your spreadsheet, simply select the cell(s) to be
formatted and click on the format cells drop-down box. You will then be presented with several
formats which, if selected, will be applied to the current selected cell(s).

The image on the right shows two Excel date format options that are available in the drop-down
menu when a PC is set up for US times.

The standard date formats in your version of Excel may be different, depending on the settings
on your computer.

e Excel Custom Number Formatting

e Merge Cells

e  Wrap Text In Excel

e Conditional Formatting

Excel Functions

Excel Functions written in layman's terms and in a language we all understand. No computer
speaks just plain English and practical examples of Excel functions used in formulas. Before we
dive into the examples I want to cover some terminology that I’1l be using.

Anatomy of an Excel Function

Excel functions comprise of the function name and arguments, as you can see in the example
below:

GCW, Narnaul Page 10



ML.A. English Sem. 1* Unit -3 Computer Applications ENG-VIII

VILOOKUP] lookup wvalue, table_array, col_index_num, [range_lookup] )

L a0 '
T [

Function Arguments
MName

The arguments are the inputs required by the function and are enclosed in parentheses.

Arguments surrounded by square brackets are optional. For example, the VLOOKUP argument;
‘range lookup’, is optional.

In some cases, if you omit optional arguments Excel will apply a default. This default will be
specific to each function.
Excel Functions Library

Click the links below to jump to a section.

e Array Functions

e Database Functions

e Date and Time Functions
o Engineering Functions

o Financial Functions

e Information Functions

e Logical Functions

e Lookup and Reference Functions
e Math Functions

o Statistical Functions

e Text Functions

Array Functions

FILTER Filter cells based on criteria.

RANDARRAY Returns an array of random numbers between 0
and 1.

SEQUENCE Returns list of sequential numbers that

increment as specified.

SORT Sort cells or arrays in ascending or descending
order.
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SORTBY Sort a range or arrays based on criteria.
UNIQUE Extract a unique or distinct list from a range or
array.

Database Functions

DSUM Sum a range based on criteria. Alternative to
SUMIFS.

Date and Time Functions

DATE Build a date with separate year, month and day
values.
DATEDIF Find the difference between two dates in days,

months or years.

DATEVALUE Convert dates stored as text to a date Excel can
use in formulas etc.

DAY Returns the day of the month between 1 and 31
from a date or text.

DAYS Returns the number of whole days between two
date serial numbers. It ignores time portions
where included.

DAYS360 Returns the number of days between two date
serial numbers based on a 360-day year, or
twelve 30-day months.

EDATE Returns the same date of the month, n months
before or after the specified date.
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EOMONTH

HOUR

ISOWEEKNUM

MINUTE

MONTH

NETWORKDAYS

NETWORKDAYS.INTL

NOW

SECOND

TIME

TIMEVALUE
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Returns the last day of the month, n months
before or after the specified date.

Returns the hour integer ranging from 0 to 24,
from a time.

Returns the week number of a date serial
number. The first Monday of the year marks
the start of week 1.

Returns the minute, ranging from 0 to 59, from
a time.

Returns the month number, between 1 and 12,
from a date.

Returns the number of whole working days
between two date serial numbers, excluding
weekends.

Returns the number of whole working days
between two date serial numbers, excluding
weekend days of your choice.

Returns the current date and time from your
computer clock.

Returns the seconds, ranging from 0 to 59,
from a time.

Build a time value by entering separate hour,
minute and second values.

Convert times stored as text to a time Excel can


https://www.myonlinetraininghub.com/excel-eomonth-function
https://www.myonlinetraininghub.com/excel-functions/excel-hour-function
https://www.myonlinetraininghub.com/?page_id=49183&preview=true
https://www.myonlinetraininghub.com/excel-functions/excel-minute-function
https://www.myonlinetraininghub.com/excel-functions/excel-month-function
https://www.myonlinetraininghub.com/excel-networkdays-function
https://www.myonlinetraininghub.com/excel-networkdays-intl-function
https://www.myonlinetraininghub.com/excel-functions/excel-now-function
https://www.myonlinetraininghub.com/excel-functions/excel-second-function
https://www.myonlinetraininghub.com/excel-time-function
https://www.myonlinetraininghub.com/excel-functions/excel-timevalue-function
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use in formulas etc.

TODAY Returns the current date serial number from
your computer clock.

WEEKDAY Returns the day number of the week from a
date serial number. The default ranges from 1
for Sunday, through to 7 for Saturday.

WEEKNUM Returns an integer representing the week
number (from 1 to 54) of the year from a date
serial number.

WORKDAY Returns the day number of the week from a
date serial number. The default return type
ranges from 1 for Sunday to 7 for Saturday.

WORKDAY.INTL Returns a date serial number that is the
specified number of working days before or
after the start date.

YEAR Returns the year as an integer between 1900
and 9999, from a date.

YEARFRAC Calculates the fraction of the year represented
by the number of whole days between two
dates.

Engineering Functions

CONVERT Converts inches to centimetres, pounds to
grams etc.
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https://www.myonlinetraininghub.com/excel-functions/excel-today-function
https://www.myonlinetraininghub.com/excel-functions/excel-weekday-function
https://www.myonlinetraininghub.com/excel-functions/excel-weeknum-function
https://www.myonlinetraininghub.com/excel-functions/excel-workday-function
https://www.myonlinetraininghub.com/excel-functions/excel-workday-intl-function
https://www.myonlinetraininghub.com/excel-functions/excel-year-function
https://www.myonlinetraininghub.com/excel-functions/excel-yearfrac-function
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Financial Functions

ACCRINT

EFFECT

FV

NPER

PMT

Information Functions

CELL

SHEET

SHEETS

Logical Functions

IF
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Returns the accrued interest that gets paid
periodically.

Returns the effective annual interest rate, from
the nominal annual interest rate (APR).

Calculate the future value of an investment.

Calculates the number of periods to reach an
investment goal.

Returns the regular and constant repayments
for a loan or mortgage required to reduce the
balance to zero, or an amount you specify.

Returns information about the formatting,

contents or location of a cell.

Converts a value to a number, but it's clever
uses is where it shines.

Returns the sheet number of a cell reference.
Returns the count of sheets in a given

reference.

Test for a condition to be met and return a
result if true, or false.


https://www.myonlinetraininghub.com/excel-accrint-function
https://www.myonlinetraininghub.com/excel-functions/excel-effect-function
https://www.myonlinetraininghub.com/how-to-calculate-interest-on-savings-in-excel
https://www.myonlinetraininghub.com/calculate-how-long-to-make-1m-with-nper
https://www.myonlinetraininghub.com/excel-functions/excel-pmt-function
https://www.myonlinetraininghub.com/excel-cell-function
https://www.myonlinetraininghub.com/excel-sheet-function
https://www.myonlinetraininghub.com/excel-sheets-function
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IFS Allows for multiple logical tests without the
need for nesting. New in Excel 2016.

IFERROR Hide or handle formula errors.

SWITCH Looks up a value in a list of values, and returns
the result corresponding to the first matching
value. New in Excel 2016.

XOR Performs an 'exclusive or' test on an array,
range or one or more expressions. New in
Excel 2013.

Lookup and Reference Functions

ADDRESS Return a text value of a cell address.

CHOOSE Return a value from a list based on the position
specified.

FILTER Filter cells based on criteria.

GETPIVOTDATA Get values from a PivotTable.

HLOOKUP Look up a value in the top row of a table.

HYPERLINK Insert links to internal or external locations.

INDEX lookup a range of cells and return a single

value, an array of values, a reference to a cell
or range of cells.

INDIRECT Convert text into a cell reference.
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https://www.myonlinetraininghub.com/excel-ifs-function
https://www.myonlinetraininghub.com/excel-iferror-puts-an-end-to-messy-workarounds
https://www.myonlinetraininghub.com/excel-switch-function
https://www.myonlinetraininghub.com/excel-xor-function
https://www.myonlinetraininghub.com/excel-address-function
https://www.myonlinetraininghub.com/excel-choose-function
https://www.myonlinetraininghub.com/excel-filter-function
https://www.myonlinetraininghub.com/excel-getpivotdata-function
https://www.myonlinetraininghub.com/excel-hlookup-formulas-explained
https://www.myonlinetraininghub.com/excel-factor-18-dynamic-hyperlinks-and-the-magic
https://www.myonlinetraininghub.com/excel-functions/excel-index-function
https://www.myonlinetraininghub.com/excel-indirect-function
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MATCH Returns the relative position of a value. The
lookup range can take the shape of a row or
column.

OFFSET Return a range of cells offset from a starting
cell.

SORT Sort cells or arrays in ascending or descending
order.

SORTBY Sort cells or arrays based on criteria.

UNIQUE Extract a unique or distinct list from a range or
array.

VLOOKUP Look up a value in the first column of a table.

XLOOKUP Like VLOOKUP but much better!

Math Functions

AGGREGATE Returns an aggregate (sum, average, min, max,
count etc.) of a list or database.

MOD Returns the remainder after a number is divided
by a divisor.

MROUND Rounds numbers to the nearest multiple.

RANDARRAY Returns an array of random numbers between 0
and 1.

SEQUENCE Returns list of sequential numbers that

increment as specified.
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https://www.myonlinetraininghub.com/excel-functions/excel-match-function
https://www.myonlinetraininghub.com/excel-offset-function-explained
https://www.myonlinetraininghub.com/excel-sort-function
https://www.myonlinetraininghub.com/excel-sortby-function
https://www.myonlinetraininghub.com/excel-unique-function
https://www.myonlinetraininghub.com/excel-vlookup-formulas-explained
https://www.myonlinetraininghub.com/excel-xlookup-function
https://www.myonlinetraininghub.com/excel-aggregate-function
https://www.myonlinetraininghub.com/excel-mod-function
https://www.myonlinetraininghub.com/excel-mround-function
https://www.myonlinetraininghub.com/excel-randarray-function
https://www.myonlinetraininghub.com/excel-sequence-function
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SIGN Returns the sign of a number.

SUBTOTAL Choose the aggregation method e.g. SUM,
AVERAGE, COUNT etc. and ignore or include
filtered rows.

SUMPRODUCT Much more than just multiplying arrays and
returning the sum of the results.

Statistical Functions

FORECAST Forecast future values using linear regression.

FORECAST.ETS Forecast future values using Exponential
Triple Smoothing and machine learning. New
in Excel 2016

FORECAST.ETS.CONFINT Returns a confidence interval for forecasted
values. New in Excel 2016

FORECAST.LINEAR Forecast future values using linear regression.
New in Excel 2016, replacing the FORECAST
function.

RANK Return a rank for a dataset. Includes
RANK.EQ and RANK.AVG

Text Functions

CHAR Returns a character based on its Windows-1252
character number.

CLEAN Removes non-printing characters from text.

CONCATENATE Joins text from separate cells together.
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https://www.myonlinetraininghub.com/excel-sign-function
https://www.myonlinetraininghub.com/excel-subtotal-formula-explained
https://www.myonlinetraininghub.com/excel-sumproduct-an-alternative-to-sumifs
https://www.myonlinetraininghub.com/excel-functions/excel-forecast-function
https://www.myonlinetraininghub.com/excel-functions/excel-forecast-ets-function
https://www.myonlinetraininghub.com/excel-functions/excel-forecast-ets-confint-function
https://www.myonlinetraininghub.com/excel-functions/excel-forecast-linear-function
https://www.myonlinetraininghub.com/excel-rank-rank-avg-and-rank-eq-functions
https://www.myonlinetraininghub.com/excel-functions/excel-char-function
https://www.myonlinetraininghub.com/excel-clean-formula
https://www.myonlinetraininghub.com/how-to-join-text-together-in-excel-using-concatenate-and

ML.A. English Sem. 1* Unit -3 Computer Applications ENG-VIII

SUBSTITUTE Replaces new text for old text in a text string.

T Checks whether a value is text, and returns the
text if it is, otherwise returns a blank.

TEXT Converts numbers to text in the format you
specify.

TEXTJOIN Joins text together and can ignore empty cells.
New in Excel 2019.

TRIM Remove the excess spaces from text, except for

single spaces between words.

Excel Formula

A formula is an expression telling the computer what mathematical operation to perform upon a
specific value. When referring to computer software, formulas are most often used in spreadsheet
programs, such as Microsoft Excel.

Formulas in Excel are used to perform calculations or other actions on data entered into the
formula and/or stored in program files.

They can range from basic mathematical operations, such as addition and subtraction, to complex
engineering and statistical calculations.

Formulas are great for working out “what if” scenarios that compare calculations based on
changing data. Once the formula is entered, you need only change the amounts to be calculated.
You don’t have to keep entering “plus this" or “minus that” as you do with a regular calculator.

Formulas Start With the Equal Sign
Formulas begin with an equal ( =) sign and, for the most part, are entered into the worksheet
cell(s) where you want the results or answer to appear.

For example, if the formula =5 + 4 - 6 is entered into cell A1, the value 3 appears in that location.
When cell Al is selected, the formula displays in the formula bar above the worksheet.
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https://www.myonlinetraininghub.com/excel-substitute-formula
https://www.myonlinetraininghub.com/microsoft-excel-t-function
https://www.myonlinetraininghub.com/excel-text-function
https://www.myonlinetraininghub.com/excel-textjoin-function
https://www.myonlinetraininghub.com/excel-trim-function-removes-spaces-from-text
https://www.lifewire.com/formula-bar-fx-bar-3123846
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Formula Breakdown
A formula can also contain any or all of the following:

e Values

¢ Constants

e Cell references
¢ Functions

e Operators

Values
Values in formulas are not just restricted to numbers but can also include:

o Dates
e Text: Words surrounded by quotation marks (" ")
e Boolean values: TRUE or FALSE only

Formula Constants

A constant is a value that does not change and is not calculated. Although constants can be well-
known ones such as Pi ( IT ), the ratio of a circle's circumference to its diameter, they can also be
any value, such as a tax rate or a specific date, which changes infrequently.

Cell References in Formulas

Cell references, such as A1 or H34, indicate the location of data in a worksheet. Rather than enter
data directly into a formula, it is better to enter the data into worksheet cells and then enter the
cell references to the location of the data into the formula.

The advantages of this are that:

o Ifyou later change your data, the formula automatically updates to show the new result.
e In certain instances, using cell references makes it possible to copy formulas from one
location to another in a worksheet.

To simplify entering multiple contiguous cell references into a formula, they can be entered as
a range that just indicates the start and end points. For example, the references Al, A2, A3 can be
written as the range A1:A3.

To simplify things even further, frequently used ranges can be given a name that can be entered
into formulas.
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Functions: Built-in Formulas
Excel also contains a number of built-in formulas called functions.
Functions make it easier to carry out:
e Commonly performed tasks, such asadding up columns or rows of numbers with
the SUM function.
e Long or complex operations, such asfinding specific information with
the VLOOKUP function.

Formula Operators

An arithmetic or mathematical operator is the symbol or sign that represents an arithmetic
operation in an Excel formula.

Operators specify the type of calculation being carried out by the formula.

Types of operators
The different types of calculation operators that can be used in formulas include:

o Arithmetic: Used for basic math, such as addition and subtraction.
e Comparison
o Text concatenation

Arithmetic Operators

Some of the arithmetic operators, such as the ones for addition and subtraction, are the same as
those used in hand-written formulas. Arithmetic operators for multiplication, division, and
exponents are different.

The arithmetic operators are:

e Subtraction: Minus sign (-)
e Addition: Plus sign (+)

e Division: Forward slash (/)
e Multiplication: Asterisk ( *)
o Exponentiation: Caret ( )

If more than one operator is used in a formula, there is a specific order of operations that Excel
follows in deciding which operation occurs first.
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Comparison Operators

A comparison operator carries out a comparison between two values in the formula and the result
of that comparison is either TRUE or FALSE.

There are six comparison operators:

e Equals (=)

e Lessthan (<)

e Lessthan orequalto (<=)

e Greater than (>)

e QGreater than or equal to (>=)
e Notequal to (<>)

The AND and OR functions are examples of formulas that use comparison operators.

Concatenation Operator

Concatenation means to join things together and the concatenation operator is the ampersand
(&). It can be used for joining multiple ranges of data in a formula.

An example of this would be
{=INDEX (D6:F11, MATCH (D3 & E3, D6:D11 & E6:E11, 0), 3)}

where the concatenation operator is used to combine multiple data ranges in a lookup formula
using Excel's INDEX and MATCH functions.

Seven Basic Excel Formulas For Your Workflow

SUM. The SUM function. The function will sum up cells that are supplied as multiple
arguments. ...

AVERAGE. The AVERAGE function. ...

COUNT. The COUNT function. ...

COUNTA. Like the COUNT function, COUNTA. ...
IF. The IF function. ...

TRIM. The TRIM function. ...

MAX & MIN. The MAX.

Define chart and its features

A chartis a powerful tool that allows you to visually display data in a wvariety of
different chart formats such as Bar, Column, Pie, Line, Area, Doughnut, Scatter, Surface, or
Radar charts. With Excel, it is easy to create a chart. Here are some of the types of charts that you
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can create in Excel.

Microsoft Office's Excel application allows users to store, model and manipulate data sets. Excel
spreadsheets organize this data into worksheets, each with a number of rows and columns. Each
row or column has one or more cells, with each cell holding a single data value. Excel provides a
range of automated functions for working with these stored data values, including the chart
function. Once data is stored in an Excel spreadsheet, anyone with access to that spreadsheet can
manipulate the data in order to analyze and communicate its meaning. The charting function can
be a key element in these processes.

Advantages of Charts

Excel charts allow spreadsheet administrators to create visualizations of data sets. By
highlighting a set of data within an Excel spreadsheet and feeding it into the charting tool, users
can create various types of charts in which the data is displayed in a graphical way. This can aid
understanding of a data set, as well as communication of it, with Excel charts suitable for use
within management or corporate presentations.

A chart can create a clearer picture of a set of data values than a table with rows of numbers in it,
allowing managers to incorporate this understanding into analysis and future planning. Benefits
of charts and graphs also come into play in presentations, where they can be used to quickly
illustrate trends in data for others to see.

It's often easier to spot trends and patterns in graphs and charts than by simply looking through a
long table of data, especially for big datasets, so one of the common uses of chart tools is in
simply coming to grips with what a new dataset actually means.

Automation of Chart Creation

The Excel application automates the process of generating charts from existing data sets. If a
spreadsheet already contains updated data, the chart function can transform this data into a chart
with a minimal amount of user input. The Recommended Charts tool in Excel is a key part of this
process. Using the chart function, spreadsheet administrators can generate a chart in a few clicks,
choosing a chart type, as well as options such as labels, axes and titles.

This is often a big advantage over drawing a chart by hand with an illustration tool or even using
a more complex visualization tool, many of which require programming or configuration.

Customization of Charts in Excel

The chart function in Excel enables users to strike a balance between automation and
customization. Although the program can generate a chart quickly and easily, the user is also able
to assert control over many chart details if necessary. As well as customizing the data presented
within a chart, users can finely tweak the chart options to any detail. Charts in Excel can also be
altered after they have been initially generated, by selecting a chart and choosing from the
available options to amend the chart type, data or other details.
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Integration into Existing Sheets

If a business or other organization is using spreadsheet data managed within Excel, using the
chart function within Excel aids integration of the data. For example, when an Excel spreadsheet
generates a chart from the data within a worksheet, the chart will automatically update whenever
the data itself is edited. This allows business managers and administrators to manage their data
and visualizations within a single application, with the results updating instantly. Excel
spreadsheets can also be easily shared between users and computers.

This can be one of the advantages of Excel tables and charts over other data visualization systems
where charts and datasets are effectively stored and managed separately.

Working with graphics in excel

Definition: - In Microsoft Excel, a chart is often called a graph. ... A chart is a powerful tool that
allows you to visually display data in a variety of different chart formats such as Bar, Column,
Pie, Line, Area, Doughnut, Scatter, Surface, or Radar charts.

Excel provides several features that make inserting graphics into your worksheet a breeze.
However, once your graphic is in place, you may wonder how to format it. The following articles
explore the many ways you can edit graphics in Excel.

Adding a Drop Shadow to a Text Box
One way to make your text boxes "stand off" the page is to add a drop shadow to them. This tip
shows just how easy it is to add this formatting touch.

Adding Auto Shapes

The graphics features of Excel allow you to add a number of predefined AutoShapes to a
workbook. If you want to add shapes to the AutoShapes feature, however, you are out of luck.
The shapes are apparently hard-coded into Excel, and cannot be modified. There are
workarounds, however, and they are covered here.

Adding Data Labels to Your Chart

Adding labels to a chart can make the information presented in the chart more understandable.
Excel allows you to add different types of data labels to your charts, as discussed in this tip.

Adding Drop Shadows

Want your shapes to really "pop" off the page? Add a drop shadow to them, as described in this
tip.
Adding Text to an AutoShape

You can add text to all sorts of drawing shapes, not just text boxes. Here's how easy it is.
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Adjusting Picture Appearance

Excel provides the Picture toolbar to help you modify any images in your worksheet. This tip
explains how to use the toolbar to adjust the appearance of a graphic.

Assigning Macros to Graphics

The graphics you place in a worksheet can do more than just look pretty. You can also assign
macros to a graphic, which are triggered when the graphic is later clicked.

Capturing a Screen

A picture is worth a thousand words, but getting the picture—particularly a screen shot—into a
workbook may seem daunting. Here's a couple of easy ways to get the picture you need.

Changing an AutoShape

Need to change a shape you previously added to your worksheet? It's easy to do using the
graphics tools provided by Excel. Here's how.

Changing Chart Types

Want to change an existing bar chart to a different type of chart, such as a line chart or a column
chart? It's easy to do when you follow the steps in this tip.

Changing How Arrows Look

If you use Excel's graphic capabilities to insert a line or an arrow into a worksheet, you can
change how that arrow looks. For instance, you can change the type of arrowhead used and the
ends of the line on which those arrowheads appear.

Changing Line Color in a Drawing Object

Don't like the color of the lines that Excel chose for your drawing object? It's easy to choose your
own colors, as pointed out in this tip.

Changing the Axis Scale

When creating a chart, you may want to adjust the default scaling that Excel applies to an axis.
This is relatively easy to do by following the steps outlined in this tip.

Changing the Pattern Used in a Data Series

When you create a chart, Excel attempts to assign colors to your data series that it thinks will
work best for you. If you want to change those colors to something else—including a variety of
patterns—you can easily do so.

Changing the Size of a Drawing Object

Add a drawing object to your worksheet, and at some point you may want to change that object's
size. You can easily change sizes by using the technique described in this tip.

Changing the Size of a Graphic

Adding a graphic to a worksheet is easy. Getting that graphic to just the right size may take a
little bit of trial and error. Here's how to adjust the size easily.
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Colorizing Charts

Need to change the color of different parts of your chart? It's easy to do when you apply the
technique described in this tip.

Controlling Display of the Scroll Bars

The scroll bars can be very handy in navigating your worksheet, but did you know you can turn
them off or on at will? Here's how.

Controlling Display of the Status Bar
Turning off the status bar through the options menu.
Creating a Drawing Object

Creating simple drawing objects is easy in Excel. All you need to do is use the tools made
available on the Drawing toolbar.

Creating a Log/Log Chart

If you need to create a chart that uses logarithmic values on both axes, it can be confusing how to
get what you want. This tip explains which of the chart types in Excel is best suited for the type
of chart you need.

Creating an AutoShape

Ever wanted to create a simple drawing in your worksheet? Excel has made this simple. This tip
explains how Excel uses AutoShapes.

Creating an Organization Chart

The graphics capabilities of Excel are flexible enough that you can use the program to create
organization charts. Here's how quick overview of how easy creating such a chart can be.

Creating Custom Chart Formats

Excel allows you to create custom chart formats that go beyond the standard formats provided in
the program. You can then apply the custom chart format to future chart-creating endeavors.
Here's how to create and save your custom chart formats.

Using worksheet as database in accounting

Microsoft Office Excel was designed to support accounting functions such as budgeting,
preparing financial statements and creating balance sheets. It integrates with external data to
allow you to import and export banking information and financial data to and from
other accounting software platforms.

Definition: Worksheets are prepared at the end of an accounting period and usually include a list
of accounts, account balances, adjustments to each account, and each account’s adjusted balance
all sorted in financial statement order. As you can imagine, after a worksheet is completely filled
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out, preparing financial statements manually is quite simple. Most of the preparation work goes
into drafting the worksheets.

What Does Accounting Worksheet Mean?

An accounting worksheet is a spreadsheet used to prepare accounting information and reports.
Accounting worksheets are most often used in the accounting cycle process to draft an
unadjusted trial balance, adjusting journal entries, adjusted trial balance, and financial
statements.

As with most working papers, accounting worksheets are designed for internal purposes only.
External users like investors and creditors rarely if ever get to see a company’s accounting
worksheet. This means that the worksheet format can be flexible. Companies can customize the
format of their worksheets to fit their internal demands and work flow needs.

Example

Bookkeepers and accountants use accounting worksheets for a variety of reasons. Worksheets
make transferring t-accounts into an adjusted trial balance much easier. Worksheets also reduce
the risk of errors making errors when producing financial statements. Worksheets can also be
used for planning purposes. Since the worksheets are used to make adjusting journal entries,
managers can examine the worksheets before the adjustments are posted to see their effect on the
overall financial statements. Worksheets can also be helpful in preparing interim financial
statements.

Microsoft Office Excel was designed to support accounting functions such as budgeting,
preparing financial statements and creating balance sheets. It comes with basic spreadsheet
functionality and many functions for performing complex mathematical calculations. It also
supports many add-ons for activities such as modeling and financial forecasting, and seamlessly
integrates with external data to allow you to import and export banking information and financial
data to and from other accounting software platforms.

Accounting & Budget Software

Accounting Tools for a Growing Company

Can I Connect Quicken to Mint?

Apply the Default Accounting Formula in Excel

b=

Microsoft Office Excel was designed to support accounting functions such as budgeting,
preparing financial statements and creating balance sheets. It integrates with external data to
allow you to import and export banking information and financial data to and from other
accounting software platforms.
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Budgeting and Statements
Microsoft Office Excel ships with templates for creating budgets, cash-flow statements and

profit-and-loss statements, which are some of the most basic documents used in accounting. In
addition, you can download more complex budgeting and statement templates from the Office
website, or purchase specialized templates from third-party vendors and install these in the
application. If you need to create complex or custom budgets or financial statements, you can
either customize an existing template and re-use its elements, or create one from scratch using
the functionality built into Excel.

Spreadsheets
Performing line calculations is a basic accounting task, and Excel spreadsheets are designed to

contain data in a tabular format that supports both in-line and summation calculations, replacing
the need for ticker tape and special accounting calculators. The data in the spreadsheet is
reusable and storable, making Excel more flexible than an accounting calculator for performing
simple calculations and summations. Additionally, you can create charts and graphs from the
spreadsheet data, creating a media-rich user experience and different views of the same data.
You can also use add-ons to mine the data and create models and financial forecasts.

External Data
You can import data from many different data sources into Excel. This is especially useful for

accounting as you can pull sales data, banking data and invoices from many sources into one
central workbook to support your accounting activities. The data can be stored in different
databases and file formats prior to importing, allowing you to access data from many different
areas of your business without having to do additional data entry.

Integration
Excel integrates with many popular accounting software applications. For example, you can use

the wizards that ship with your preferred accounting software package to map Excel spreadsheets
to your accounting data so you can perform push and pull data operations from both Excel and
your accounting package on demand.

Working with Excel in marketing

It is a common thing for businesses to use Microsoft Excel, which is a spreadsheet application
installed as a default component of the MS Office suite. You can use individual worksheets in
Excel workbooks to create spreadsheets and lists. The application has any powerful tools at your
disposal which can be used in the field of marketing and business promotion. There are a few
functions related to business that you can perform on Excel.

e Scheduling

Basic employee and resource schedules are created by businesses using Excel and these
schedules can be designed to automatically update any change in schedule as well as be color
coded for the purpose of highlighting. You can create schedules for a weekly basis with the days
of the weeks in the columns and with the rows containing the work hours or work shifts. You can
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fill in each slot with the resource name or employee name for a given day. By doing this all
departments can work from the same resource sheet so that everyone comes to know of the given
resource is available for them to use.

¢ Product Sales

You can track product sales on a daily, weekly, monthly or quarterly basis by using Excel. You
can collect the sales data on an Excel spreadsheet and compare the progress over time as well as
identify downward or upward trends as they happen. Once you have a substantial and
meaningful amount of sales data tracked into Excel, you can predict sales for the next year which
is a great thing for business as it lets you make significant plans for the future.

e Basic Accounting

Excel is used often by small businesses as a checkbook ledger or as a basic accounting program.
Deposits and expenditures can be entered on each row of the spreadsheet as you would enter
them on a into a check register. The most beneficial thing about using Excel in this fashion is
that you can compare business income and expenditure over time by looking at the data
collected.

e Customer Data

In Excel, often the inclination to create ad hog lists translates into creating a full fledged
customer database. When you use Excel to gather and track data, the databases do not have to be
planned out in full. This is why Excel is ideal for storing customer information that grows in
detail over time because there is the benefit of adding more fields without disturbing the existing
data.

e Investment Returns

You can track total business sales along with total advertising and marketing expenditures in
Excel and in this way, you can track your return on investment for each campaign. In case you
are tracking the sales, you will be able to see how long it takes you to reach targeted profit levels
or exceed this level from an ad campaign.

Working with Excel in Finance

Imprint this in your mind. If you are in the finance industry, Microsoft Excel will be your best
analytical tool till the end of your career. Conduct of financial analysis in Excel is a given thing.
You will be dealing with a lot of finance Excel spreadsheets from the first day of your career.

The Excel is an invaluable source of the financial data analysis. Every day, an uncountable
amount of financial data is analyzed by financial experts. These data helps investors to improve
investment portfolios and dig deeper into the financial market.

You will be working on huge data sets, large financial models and that too, within strict
deadlines. Therefore, it is important to know how to use excel efficiently and effectively. Excel
usage and management is essential.
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By efficiency, it means that you should be able to use the right shortcuts. By effectively, it means
that you should learn to conduct the right excel operations. By management, it means you should
be able to manage an endless number of excel files properly.

Why it is important to know shortcuts is because they are not only time savers but there is one
more benefit to it which I am sure all of us will agree. When you are working for long hours and
under pressure, imagine yourself using the computer or laptop mouse for around 10-12 hours
continuously! If nothing else, this act itself will cause you a lot of stress. Believe me; it causes a
lot of pain in every sense!

So, why not do away with mouse usage by learning these extremely handy and easy to use
keyboard shortcuts?

Importance of Financial Analysis using Excel
We have split this program into three broad categories:

(1) Data Manipulation & Navigation
(2) Formatting
(3) Formulas & Advanced Topics

By Manipulation, we mean how you can insert or delete rows or columns in excel, how you can
hide, unhide, group, ungroup your data and more.

By Navigation, we mean how you can move around your workbook and worksheets more
efficiently.

By Formatting, we tell you ways to make your data more presentable. It tells you ways to
change the background color, font size, color, and other presentation factors.

Right now you will find it quite silly, but believe me; you require all these things when you work
in investment banks, equity research, and financial research. It is, thus, very important that you
have good command over all the relevant shortcuts.

By Formulas, we imply the active role calculations play in the Excel program. In the Excel
software, there are many built-in functions available. Again, we are not going to see all those
functions. We are going to study the ones that are used most frequently in investment banking
and finance.

By Advanced Topics, we refer to some features like Lookup functions, Pivot Tables, Macros and
all those functions that maximize our capability to perform financial functions with Excel.
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These are some of the Excel features that are used frequently in investment banking, finance and
consulting.

Excel for Finance

Though we will be covering most of the shortcuts that are used frequently in investment banking,
financial analysis and consulting, I am not covering here all the shortcuts that are available in
excel. Never forget to remember the 95-5 rule.

I will focus only Excel 2003.

The reason being that even today, most investment bankers use Excel 2003 and not 2007. I have
used Excel 2003 as the base. However, most of the shortcuts are the same in Excel 2003 and
2007. To learn more about shortcuts, take a look at this dedicated article. I have mentioned the
differences wherever applicable. Even if you have Excel 2007, there is nothing to worry.

Finally, the last and most important point to note is to avoid using the computer or laptop mouse
while using Excel. The main purpose of using Excel shortcuts is to cut down the mouse usage. It
is impossible to learn everything about Excel because there are changes in every new version and
you never know what kind of financial analysis you have to conduct. Therefore, take Excel
learning as learning-in-progress.

Endnote

Using Excel is tough - do not remain under any illusion. It takes a lot of time to master the use of
Excel. Further, the knowledge of Excel and its operative factors is essential for a career in the
finance industry.

Let’s start a journey towards learning excel for finance, investment banking and consulting.
Begin the learning phase while you are still studying. It will reduce the learning curve as you
seek out finance jobs and can easily surpass other candidates. Moreover, any interviewer, while
hiring a potential candidate in the finance segment, looks for skills. Your knowledge of Excel is
your skill. If you are prepared in advance and able to convey this skill to the interviewer, your
chance of recruitment is better than others.

So the Excel application, with all its advanced technical features, allows you to use it as a
database application for marketing and business promotion in a well rounded, efficient and
hassle free way.

Using worksheet as database in personnel area:

Recruitment, training & development, compensation & benefits, payroll, employee relations,
staff retention. HR professionals are often seemed to have the easiest jobs in the company.

In reality, what goes behind the scenes are the endless amount of human resource information
system (H.R.L.S.) inputs, preparing reports for the management, and spending face-time with
employees just to get the day-to-day work done.
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the majority of the Small and Medium Enterprises are not using any specialized software to track
employee details but using Microsoft Excel. HR professionals are already so busy with their HR
work. But without investing time to learn Excel, they often are not aware of the magic that Excel
can bring into their work.

Many times, HR professionals are required to calculate dates with reference to today’s date. Age
of employee, length of service, etc. are all referenced to today’s date. The function TODAY
recalculates itself so that you will always have today’s date in formulas.

To find out the difference between 2 dates, let me introduce you to the function DATEDIF.
EDATE helps you to set future dates based on the number of months.

Often we may need to figure out the number of working days between two dates. At this time,
many HR professionals will be taking out their desktop calendars and counting the days.

1, 2, 3, ... someone interrupted them and they start from 1 again. If you are using Excel
versions, NETWORKDAYS.INTL is here for the rescue!

Many times HR will be required to produce monthly reports. And preparing reports can typically
take quite a long time. We will go through 2 functions, COUNTIF and SUMIF that will speed up
your reporting from days and hours to mere minutes!

Major Disadvantages of Using Spreadsheets for HR

1) Poor built-in controls

There are no controls to restrict employees using the spreadsheet from making changes. There is
nothing like can-be-accessed-only-by-managers in a spreadsheet. Yes, you can password protect
a spreadsheet, but you cannot control what to show and what not to show to other viewers. All
one needs is a computer and any kind of information shared with that person on the spreadsheet
can be altered, thus making the information less trustworthy.

2) Fraudulent entries

There is a high risk of deliberately falsified entries being made due to poor quality control on
vital data and lack of stringent regulations regarding the use. There may be times when managers
are hand-in-glove with their subordinates, and if managers have access to the HR’s Spreadsheets,
they could modify records for the benefit of certain individuals. What’s worse, the errors can be
easily disguised and hidden without getting noticed at all. In cases of integrity breach, correct
values maybe intentionally replaced with false values.

3) Prone to human errors

When a spreadsheet is handled by numerous people in the HR team or outside it, mistakes are
bound to happen, as distraction, interference or simply, overlooking cannot be ruled out. They
may or may not be intentional, but errors while feeding, modifying, replacing or deleting HR
data surely results in erroneous outputs.

4) Not adaptable for agile businesses

Whether it is a startup or a well-established business, employees come and go. Spreadsheets are
usually created by individuals and thus tend to contain terms or codes identifiable by that
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individual only. So for instance, if a new HR manager is employed, she may not understand the
terms or codes used by the previous HR manager and thus has to again modify the sheet
according to her understanding and start from scratch.

5) Consolidation woes

Not all is done by merely keeping your data up-to-date in the spreadsheet. The main task comes
when it’s time to generate HR or MIS reports based on that data. Owing to the fact that data in
the spreadsheets is scattered throughout the organization and different locations, one has to go
through a complicated consolidation process. End users from various departments would have to
collect and summarize data from different spreadsheets and then submit it to the department
heads, who then review, re-summarize, and submit the same to their seniors and so on and so
forth till it reaches the decision making authority. In this whole process, the data is susceptible to
errors, incorrect cell entries, copy-pasting errors etc. This method is extremely time-consuming
and compromises on data integrity.

6) Not scalable

As an organization grows so does the data. It becomes increasingly impossible for an HR
manager to handle such huge databases manually without considerable errors, unless he has
another helping hand, but which again increases the risk of errors or misinterpretation of data.

7) Hinders quick decision making

Due to the consolidation woes, extracting data, processing information, preparing reports and
making analysis is time-consuming and not the “ideal” path to quick decision making. It
basically becomes a long drawn process involving multiple individuals and teams. Before even
reaching any decision making stage, the data itself has to pass through so many layers before
appearing before decision makers.

8) Interruption in work

The HR manager has to keep track of everything right from the recruitment process to harmony
among employees. Due to the dynamic nature of data, the person using the spreadsheet to
maintain records is constantly interrupted to make immediate changes as and when they happen
and keep employee details up-to-date. This constant interference delays other work at hand and
compromises its quality and accuracy.

9) Time spent answering employee questions

When employee details such as payroll, attendance, leaves, compensations, benefits etc are
stored in spreadsheets, every time anyone needs an update, the HR personnel has to look-up huge
data files and answer their queries as and when required. It takes up a big chunk of productive
time which could otherwise be used effectively on more important tasks.

10) Duplicate entries

Spreadsheets have no means of highlighting duplicate entries and thus these duplicate entries
lead to erroneous spreadsheets and misinterpretation of data. Yes you can definitely remove
duplicate entries from a column or row, but that too doesn’t happen automatically. It takes
intermediate level knowledge of using spreadsheets.
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11) No Audit trails

Audit trails represent any changes made to the document by allowing tracking thus detecting
erroneous changes. This aids in preserving the integrity of data. Audit trails help identify what
changes were made by whom and make it easier for an HR manager to accept genuine changes
made by other contributors to the process. Most major spreadsheet programs, however, do not
support audit trails but simply update new information entered, as is. Thus, leaving absolutely no
proof of who worked on which area merely by a glance at it. It may tell you when the edit was
made, but does not save its history.
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Definition: - Power Point is a Microsoft presentation program that creates a slide show of important
information, charts, and images to display during a presentation. It is most often used for business
and school presentations.

Benefits of Power Point

Power Point provides multiple benefits to users, including:
o It is widely used, and considered the "standard" for presentation software. If you create a Power
Point presentation, it's more likely it will be easier for others to open and view.

o It includes many optional presentation features, including slide transitions, animations, layouts,
templates, and more.

e It offers the option toexportits slides  to  alternative  file  formats,
including GIF and JPG images, MPEG-4 video, PDF, RTF (rich text format), WMV (Windows
Media Video), and Power Point XML.

The Ribbon in Power Point

J,E:;\ H } 5 v Presentationl - Microsoft PowerPoint = ™ X
—y Home Insert Design Animations Slide Show Review View Add-Ins Acrobat '@
= . — =] Layout ~ LT" =3 ) 44 Find
-] =3 ‘_] B Reset "I) =t v’ =Z 2. Replace ~
Faste ; Sﬂs‘:’- ol Detete || (FEASEN ST mhe 8 & e il J” Ly Select ~

Clipboa... ™= Slides Font Paragraph Drawing Editing

Once you get used to it, you'll find the Ribbon is far easier to use than the file menu interface used in
previous versions of word. By default the Ribbon in Power Point is divided into seven tabs, with an
optional eighth tab (Developer)

They are:

o Home: This contains commonly used Power Point features, such as creating new slides, changing
layouts, deleting slides, formatting text and paragraphs, inserting shapes, and creating drawings.

e Insert: As you might guess, this one handles anything you might want to insert into a
presentation, such as pictures, clip art, charts, tables, movies, audio clips, photo albums (a new
feature), headers and footers, text boxes, WordArt ... etc.

e Design: From this tab you can apply different themes to your presentation; change colours, fonts
and effects; select background styles; change the slide orientation and page setup...etc.

e Animations: A more accurate name for this tab might be transitions, because it lets you control
the animations used as transitions between slides. Creating transitions is now very easy, just move
your mouse cursor over an icon of a particular transition on this tab and you'll see a live preview
of that transition. Click on that transition and you have added it to your slide. On this tab you can
also create custom animations, change transition sounds and speeds, and make other changes to
animations.

e Slide Show: On this tab you can do anything you need to with your slide show -- preview it,
create a custom slide show, change the set up or rehearse your narration and timings.
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e Review: To check spelling and grammar use the thesaurus, track changes, review other people's
changes or compare documents? This is the tab to use.

e View: This tab allows you change the view in any way, including changing presentation views --
such as slide master, handout master, notes master and slide sorter. You can also show or hide a
ruler and gridlines; zoom in and out; choose from colour, gray scale, or black and white; and
display windows as either split or cascaded.

e Developer: To display this tab, click the Office Button > Power Point Options > Popular >
Show Developer tab in the Ribbon. Most users will only need this tab to record Macros but it
also lets you insert controls such as buttons and text boxes, if you have written your own code for
them.

New features in Power Point 2007

The new look of Power Point is not the only change to the application, there are plenty of new
features as well.

No Right Hand Pane

In Power Point 2007, the right-hand pane from previous versions has been banished; its functions
have been replaced by the Ribbon. When you create a new slide and want to apply a new layout to
it, you now use the Design group in the Ribbon.

Themes

As in all of the Office 2007 applications, Themes have been introduced to allow users to quickly
apply common colours, backgrounds and fonts to all elements of a presentation for a unified look.
In previous Power Point versions, you had to make those changes separately for charts, tables and
slides.

To apply a theme to a presentation, click the Design tab and move your mouse cursor over each
theme to preview them, when you find a theme you like, click it to keep it.
Shown below is the same slide in a show shown with different themes selected for it.

Office theme Concourse theme

PowerPoint no m— o * PowerPoint now shares

shares a common
set of “Office

Themes” with Word
and Excel so you
can create
documents and

acommon set of “Office

Themes” with Word and

Excel so you can create |
documents and =
spreadsheets that Madada.
match your = el

spreadsheets that presentation for a

match your ' - “branded” look.
presentation for a

“branded” look.

Clickto add notes.

Be aware that Themes only work if you're using Power Point's new Office XML format; they won't
work on old-style .ppt files.

Custom Slide Layouts

From the View tab > Slide Master, you can now create and save custom layouts for your
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presentations, including charts, movies, tables, pictures, Smart Art, clip art and other elements. You
can also create and save multiple slide master sets that contain tailored layouts for different topics.

Smart Art

In Office 2007, you get far better prebuilt diagrams and charts via Smart Art. Choose the Insert
tab, > Smart Art, and you'll be able to insert a wide variety of diagrams and charts, as you can see
in the figure below. Click any of the available diagrams or charts, and you'll get a description of
what it's best used for and how to use it. Smart Art offers many new types of diagrams and charts.

[Choose a SmartArt Graphic =
Bl ] 1
$= List -= | B o =
—— |
© o

sky  Hierarchy

% Cyd —
P s [T p— Ili DU

Relationship

B4
Matrix -1-1-)
BESE 555 gEE

Pyramid

Basic Block List
Use to show non-sequential or grouped

C:- blocks of information. Maximizes both
‘ horizontal and vertical display space for
v shapes.

——

Coc ) Come

In addition, you can add a variety of effects, such as gradients and 3-D, to Smart Art and other
Power Point graphics. You can also convert existing content to Smart Art, by right- clicking (on a
bulleted list or similar) and selecting Convert to Smart Art you will be able to port the list into a
prebuilt Smart Art template.

Type your text here x |
* Business Process
* Operate
* Support
* Optimize
* Change

hemes & Quick Styles

Learn more about SmartArt graphics

il | i
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Better Multimedia Integration

It's now easier to incorporate multimedia into your presentations. On the Insert tab, choose either
Movie or Sound from the Media Clips group, and insert your multimedia object. From here, you
can also play a CD audio track during the presentation. And you can even record audio directly
from within Power Point and embed it in your presentation.

New effects

There are a host of new and better effects in Power Point 2007, including warp, bevel, shadow,
reflection, soft edges and rotating 3-D shapes. You can get to these effects in a variety of ways,
depending upon where you're using the effect.

If you want to use an effect on a picture, put your cursor on the picture, select the Format tab >
Picture Tools (this appears only when you've selected a picture). > Picture Effects drop-down
list, select the effect you want to use.
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Slide 19 of 19 | “Concourse” English (New Zealand) |

Discontinuous text selection

This change is an example of a very small change that can save lots of time. You can now select
multiple pieces of discontinuous text and then make changes to them. This works the same way as
it does in Word, hold down the Ctrl key as you select your text, and then apply changes to all the
text simultaneously.
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Some More Basic Power Point Features

Power Point is the presentation software of the Microsoft Office software suite. One of the most
widely used office programs; Power Point has applications for personal use, academics and
business. It is highly customizable; you can edit Power Point presentations to be as personal or
professional as you want. Power Point has a relatively simple user interface which you can easily
pick up. However, mastering each of its functions will allow you to create impressive presentations

Design

The design features of Power Point allow you to customize the appearance and format of the slides.
Power Point typically comes with a set of preloaded themes for you to choose from. These can
range from simple color changes to complete format layouts with accompanying font text. Themes
can be applied through the whole presentation or a single slide. Using the page setup allows you to
optimize the presentation for the display size; for instance, you should use a larger screen ratio
when displaying on a projector compared to a computer screen.

Animation

Power Point animation is divided between slide transitions and element animation. Using slide
transition adds an effect when switching slides during a slide show. You can edit the transition
effect and timing, as well as opt for an on-click or automatic transition between slides. Element
animation adds movement and sounds to the objects within the slide. For example, if you're
constructing a photo gallery as a slide show, you can choose which pictures enter the slide first, how
they enter and add a sound as they enter.

Presentation

The presentation function of Power Point is largely designed to accommodate public speaking.
Power Point comes with a built-in notes function; when printing out presentation slides, you can
add presenter notes beside each slide as accompanying content. This is useful to clarify points in the
slide without sacrificing the slide's readability. As of the 2007 version of Power Point, you can pre-
record narration for a presentation. Power Point also has a rehearsal function as well, allowing you
or your team to practice your timing and monitor the length of your presentation.

Integration

Power Point is compatible with all other software in the Microsoft Office suite; you can export
slides into Word documents or use Excel charts within your presentation. In addition to image and
audio support, Power Point 2007 also has video-integration functionality; you can embed videos
within a presentation for easy playback without exiting the program. You can also export
presentation files to an online interface for multi-user remote editing and presentation practice.

Creating a Power Point Presentations using Easy Way
Step 1:

Open Microsoft Power Point.

Step 2:
Go to File at the top of the screen and click New. A box that says “New Presentation” should
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appear on the right side of your screen.

Step 3:

In the “New Presentation” dialog box, click on “From Design Template.” You may then scan
through design templates and choose one that you like.

B2 Microsoft PowerPoint - [Presentation2] ”.x |

'@ File Edit ‘“iew [Insert Format Tools  Slide Show  Window Help Twpe a question far help = X
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Slides *, X e De: v X
1 @ ®|a

&) Design Templates
(a3t Color Schemes
{5 Animation Schemes

Apply a design template:

Iz

Recently Used

Click to add title

Click to add subtitle

Available For Use

— Click to add notes e

ipn-[is ]l ageshapes N 8 DO @@ > -Z-A-==2adf

Slide 1 of 1 Default Design English {1.5.3 (=T}

Step 4: Slide Design

Select a design template by clicking on the template you like. You may choose a different color for
your template by clicking on “Color Schemes” in the “New Presentation” dialog box.

Step 5: Slide Layout
Change the Slide Layout. You may change the slide layout (how information is presented in the
slide) by going to the top of the screen and clicking on “Format” — “Slide Layout.” A box will

appear on the right side of your screen (where “New Presentation” appeared) labeled ‘“Slide
Layout.” You may select a design by clicking on it.

Step 6: Adding Text

Enter your text by clicking and then typing in the box titled “Click to Add Text” or “Click to Add
Title.”
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Step 7: Adding Pictures

You may add pictures by clicking on the box that says “Click to add content.” Inside that box, there
will be a smaller box with six icons. Click on the icon that looks like a photograph of a mountain. A
new window will open, allowing you to browse for a picture on your computer or a CD. Once you
find your picture, click on it and then click “Insert.”
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Step 8: Resizing Pictures

You may change the size of your picture by clicking on the picture. The picture will then have
black lines around it with small bubbles or boxes in the corners. Place your mouse over the bubbles
or boxes and click. Holding the mouse pointer down, drag the picture to the size you want.
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Step 9: Now You are Done
Now you completely have done your Presentation using nine steps.

Working with graphics in Power Point

A graphic in Power Point as any image that is not a picture. This includes Smart Art, which is
atype of native Power Point graphic and has special attributes. A Power Point
graphic most typically refers to a grouping of shapes into an image commonly referred to as
vectors.

Working with various types of graphics in Microsoft Power Point. A design ‘rule of thumb’ is to
include some sort of graphic on at least every third slide to aid in keeping the audience interested
and focused.

Inserting Clip Art
A gallery of clip art is available both within Power Point as well as on the Microsoft website. These
graphics are free for use in Microsoft products.

Sound design theory recommends using clip art judiciously; it should not be used as space filler.
Clip art was innovative a decade ago; now it is old news.

1. To insert clip art, go to the Insert tab and click Clip Art.

2. This brings up the Clip Art pane on the right side of the screen.

3. Enter a keyword and click Go to begin your search.

,C!._‘) l o = - Presentation - Microsoft PowerPomt SX
= Home Inzert Design Animaticns Shide Show Review View Dewcioper
Efal " - X } X
5 — \.))I = Ty I ad =) Adll g 4 ﬁ! | =)
Toble  Pictore || Clip 1| Photo Shapes SmatAst Chant | Hyperimk Actinr Tot Header WordAnt Dste&  Shide
- An lARuwm - v Box &Footer - Time Numbes

Wustrations Links Tea

Click to add title

Click to add subtitle

a. You may limit the type of clip art for which you are searching — clip art, photographs,
movies, or sound.
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Clip Art bl 4
Search for:

|ﬂower | L Go J
Search in:

|Al| collectons R |

Results should be:

All media file types R

Clip Art
Fhotographs
Mowvies
= Sounds

b. To insert the graphic into your presentation, simply click on it.

Clip Art r x
Search for:

Search in:

All collections -

Results should be:

All media file types -

Click on the clip art to insert it into
your presentation.

4. If you are connected to the Internet, you can also search Office Online for additional clip art.
In the Clip Art pane on the right side of the window, click Clip art on Office Online. This
opens up Microsoft Office Online in a browser, and you can now search for additional clip art
to download.
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| &l media file types ~ |

i —

I P2y Clip art on Office Online l

Inserting Pictures

You can also insert pictures that you have stored (for example, a photograph from a digital camera
or a scanned image).

1. To insert a picture, go to the Insert tab and click Picture.

1/01 H2 03E )+ Presentationl - Microsoft PowerPoint - X
tCa) —
Insert | Design Animations Slide Show Review View Developer (7]

@ | =® 7 ) [ ] EL - = T ot
o P Q il 2 H & Q2 &

Clip Photo Shapes SmartArt Chart | Hyperlink Action Text Header WordArt Date &  Slide
At Album~ -

ll

Table Picture Symbol Object Movie Sound
Box & Footer ' Time Number = =

Text Media Clips

Tllustrations | Link;

2. Browse for the location of your picture. Select it and then click Insert.

Sunset.jpg Water lilies.jpg Winter.jpg

Insert Picture

Look in: | ) Sample Pictures

[ 3 My Recent
Fe) Documents

=i -
1y My .
'D Documents

My

Computer
.’:g My Network

Places

] @~ X chE-

File name: |

|
Files of type: | all Pictures (*.emf;*.wmf; =.jpg; =.jpeg; =.ff; *.jpe; .png; =.bmp; =.dib; *.rle; *.bmz; =.gif; =.qfa; *.emz v |

: ‘
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Working with Clip Art and Pictures

When clip art and pictures are selected, additional Picture Tools are available.

‘@ =H9-0 3 E s Presentationl - Microsoft PowerPoint Picture Tools
Home Insert Design Animations Slide Show Review View Developer ! Format
% Brightness - 13 C Pict P Picture Shape ~ Br 2~ @l
2 Brightness ~ & Compress Pictures — — — - ¥ Picture Shape 4 B = [G&] &1 377
D Contrast ~ 5} Change Picture ‘d‘ ‘d‘ “ ; - 2 Picture Border ~ 2 Ser !ﬁ v |
— E— , Crop = " -
W% Recolor ~ ‘E Reset Picture ~ |« Picture Effects ~ ‘?’Q Selection Pane S ~ PoGi263 v
Adjust Picture Styles F} Arrange Size E}

1. The Compress Pictures feature is a helpful tool to reduce the size of the presentation.
The features available in the Picture Styles group provide tools for enhancing your
graphic.

3. The features available in the Arrange group allow you to select how you want to align,
group, rotate, or layer the graphic.

4. The features available in the Size group allow you to crop a graphic as well to specifically
indicate its height and width.
If these Picture Tools are not available, check to make sure the graphic is selected.
Microsoft Power Point was not designed to be an image editor. If significant alterations to
a graphic are necessary, you should use dedicated image software, like Photoshop.

Drawing Shapes
Microsoft Power Point comes with a variety of shapes, lines, arrows, callouts, and more that can be
drawn in your presentation.

1. To draw a shape, go to the Insert tab and click Shapes.

H9-03 9 s Presentationl - Microsoft PowerPoint - o x

Home Insert Desj nimations Slide Show Review View Developer (7]

. | =22 gl = = i'Em B | ‘ O i e
b o SRS a @ 2 A 5 HE Qe | &
Table Picture Clip  Photo ||| Shapes |§martArt Chart || Hyperlink Action Text Header WordArt Date & Slide Symbol Object Movie Sound
> At Album % Box & Footer 3 Time Number % N
Tables || THusAGEL - Links Text Media Clips
2. Select a shape.
- Presentationl - M
gn Animations Slide Show Review v
P = ml < =
Shapes |SmartAst CThart Hyperl Act 2] BE
~ B
Recently Used Shapes o~
BEl > "S.CHEe &3 A L. L s
R e > 3
Lines
T e e i T e e
Rectangles
[ e e e e e e R e
Basic Shapes
Bl © A D £7 £ K< e S &>
S GG OO Or s &&= g B8 6D
OO0 © L0 < = = <= —~ |2
CI=E3= 6 s
Block Arrows
= <a 9r 3D T e JB FO 2 T T
€ D w2 oas > =D = [ T <0 65
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3. Move your mouse where you would like to draw the object, and while holding down the
mouse button, draw the shape. The pointer will look like a plus sign (+) while drawing
shapes.

4. Shapes can be moved by clicking and dragging.

5. When the shape is selected, additional features are available on the Drawing Tools tab.

(Ca H9-039 s Presentationt - Microsoft PowerPoint Drawing Tools
y 4‘:0‘
Home  Insert Design  Animations Slide Show Review  View  Developer Format
\NN\NOOQO el || M o O shapeFill - A,/ A - || S BringtoFront v 2 ~ 5z -
A L —|_, LJ‘> @ G~ Abc abc ~ ZShape Qutline ~ g ¥y i}, Send to Back - :@1
) - Quick = " -
AN &= = s < Shapefffects * || gpjecv (AT B SelectionPane Sk + || *a* & %
Insert Shapes Shape Styles 3 | \WordArt Styles 3 Arrange Size F]
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Inserting WordArt
WordArt is a gallery of text styles that you can add to your presentation to create decorative effects,
such as shadowed or mirrored (reflected) text. You can also convert existing text into WordArt.

1. To insert WordArt, go to the Insert tab and click WordArt.

‘,«@ = 9 - I Presentationl - Microsoft PowerPoint - X
Ca =

Home Insert Design Animations Slide Show Review View Deve] @

El@l =13 = = 2] = = P Lt A

3 | e B4 B D@ A S H E Q2 a

Table Picture Clip Photo Shapes SmartArt Chart || Hyperlink Action Text Header :WordArt; ate & Slide Symbol Object Movie Sound

% At Album~ - Box & Footg Time Number X N
|| Tables lllustrations Links Text Media Clips

2. From the gallery, select the style of WordArt you wish to use.

yewey

|4]=Sj =) <2 =) &3 <8
A A A A A
A A A A A
y A =
. A A A

3. Type the text into the placeholder.

4. WordArt can be moved by clicking and dragging, just as any other graphic.

5. When WordArt is selected, an additional Drawing Tools tab is available with formatting
utilities to adjust the style, color, outline, and effect. Many of the effects are new to
Office 2007, including reflection and 3-D rotation effects.

(t!.'l H9-0 DT s Presentationl - Microsoft PowerPoint Drawing Tools =
i )

x

Home Insert Design Animations Slide Show Review View

BN LTI

©

Developer Format

21 ShapeFill ~

e % Bring to Front ~ l.f > ‘:’d 101" 3
i I L= e P Abc ~ [Z Shape Outline ~ % SendtoBack ~ [F]

A = J »: -

@ A { } W= ~  «d Shape Effects ~ % Selection Pane Sk~ || *2¢ 839 *

Insert Shapes Shape Styles 5 { WordArt Styles & Arrange Size &}

Look at my fancy WordArt
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Inserting Smart Art

Smart Art, a visual representation of your message, is new to Office 2007. Smart Art allows you to
create editable illustrations simply and without the aid of a professional designer. You can easily
create dynamic workflow, relationship, or hierarchy diagrams.

1. To insert Smart Art, go to the Insert tab and click Smart Art.

(O H9-03& )+ Presentationl - Microsoft PowerPoint Drawing Tools - 7 X
) =
Home Insert Design Animations Slide Show Review View Developer Format @

T | [ B2 B G
hd Gf EA

Table Picture Clip Photo Shapell SmartArt
v At Album~ -
Tables || Tllustrations

Il

@il L3433 0w & 9

hart | Hyperlink Action Text Header WordArt Date& Slide Symbol Object Movie Sound

Box & Footer - Time Number - -
| Links Text

Media Clips

2. From the gallery, select the style of Smart Art you wish to add and click OK. The styles are
organized into categories, from which you can browse via the list on the left. Or you can

browse through all the styles by selecting the all category on the left. You will be able to
customize the Smart Art in the next step.

Choose a SmartArt Graphic

el e
8= List

$% Process

Ty Cyde

sk Hierarchy
{4 Relationship

B Matrix

)
e !EE ok
X Basic B List
Pyramid - - i — 3
_ Use to show non-sequential or grouped
C blocks of information. Maximizes both
v horizontal and vertical display space for
v‘ shapes.

H (]
]

[ OK ][ Cancel ]

Once you have selected the Smart Art style, you can begin customizing the graphic to meet
your needs.

a. Click on the text placeholders to enter text.
b. Use the features available on the Design tab to add shapes, rearrange the shapes,
adjust the layout, change colors, change the style, or reset the graphic to its original

look.
(O H9-03% s Presentationl - Microsoft PowerPoint SmartArt Tools
> Home Insert Design Animations Slide Show Review View Developer Format
J i Add Bullet ¥ Promote C . - =~ JJ@.:’ ‘ %
& RighttoLeft | % Demote “7 - = | =
Add 9 a = Change = Reset
Shape ~ 53 Layout H Text Pane | || Colors ~ = || Graphic
Create Graphic Layouts SmartArt Styles Reset
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c. Use the features on the Format tab to adjust the formatting of the shapes.

SN d9-03F s Presentation1 - Microsoft PowerPoint SmartArt Tools

(Ca
€3
2 ShapeFill - A TextFill - || =

o A: 4¥ Change Shape —_— o+
t 4 Large Abc Abc Abc ZShape Qutline » A A } - ﬁText QOutline ~ -
Edit | - = Arrange | Size

n2-p sl Smaller = <’ Shape Effects ~ - Text Effects ~

Home Insert Design Animations Slide Show Review View Developer Design Format

Shapes Shape Styles (F] WordArt Styles (F]

eTask1l-A
e Task1-B

4 e Task2-A
e Task2 -B

e Task3-A
e Task3-B

Show time and Rehearse timing in power point

The scheduled or actual time at which a show of slides or linking of slides begins within a
specific time this is set for them.

Rehearse timing is a feature which allows one to record the time of slide preparation. It
automatically records the time and presents the slides in the orderly manner and keeps them on
screen for the set time.

Rehearsing timings can be useful if you want to set up a presentation to play at a certain speed
without having to click through the slides to present it. Think of it as a tool to help you practice
presenting your slide show. Using this feature, you can save timings for each slide and
animation. Power Point will then play back the presentation with the same timings when you
present it.

Rehearsing is often one of the last steps in creating a well-polished presentation. If you've never
presented a slide show, you may want to review our lesson on Presenting Your Slide Show to
become familiar with the basics.

To rehearse timings:
1. Select the Slide Show tab, and then locate the Set Up group.

2. Click the Rehearse Timings command. You will be taken to a full-screen view of your
presentation.

Dr. Ashwini Bhardwaj
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TRAMSITIOMNS AMIMATIONS SLIDE SHOW REVIEW VIEW

. : = ol i =
Blgr A IL '| I} {{:L) Play h.«lar.ratlﬂns =
Set U Hid Reh B _dSI'd Use Timings
=] e enearse recon e ) ||.
Slide Show Slide  Timings  Show~ Show Media Controls

Set Up

Rehearse Timings

Practice makes perfect. Start the
full-screen slide show to figure out
the perfect timing for each slide,

As you rehearse your presentation,
PowerPoint will record how much
tirme you spend on each slide. Once
you get the timings right, you can
use them to run the show

_ autornatically. _

3. Practice presenting your slide show. When you are ready to move to the next slide, click
the Next button on the Recording toolbar in the top-left corner. You also can also use the
right arrow key.

4. When you have reached the end of the show, a dialog box will appear with the total time of
your presentation.

5. Ifyou are satisfied with your timings, click yes.

If you need more than one try to get the timings just right, the Recording toolbar has options to
let you take a break or start over on a slide. To pause the timer, click the pause button on the
toolbar. No actions taken while the timer is paused will be included in the timings. To re-record
the timings on the current slide, click the repeat button.
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I 008 €  0:00:08

Click here to Click here to

pause the re-record
recording the slide

Recording your slide show

The Record Slide Show feature is similar to the Rehearse Timings feature, but it's a bit more
comprehensive. If you have a microphone for your computer, you can even record
voiceover narration for the entire presentation. This is useful if you plan on using your slide
show for a self-running presentation or a video. Your mouse won't show up on screen in
recorded slide shows, so if you want to point out details on screen you can use Power
Point's laser pointer option.

To record a slide show:
1. Click the Slide Show tab, then locate the Set Up group.

2. Click the Record Slide Show drop-down arrow. Select either Start Recording from
Beginning or Start Recording from Current Slide.

AMIMATIONS SLIDE SHOW REVIEW VIEW

- .
@l .’@ Play Narrations ET—‘ Monitor: |A.utqmatic -
— Usze Timings
Rehearse Record Slide Use Presenter View

Timings  Show~ Show Media Controls
&b Start Recording from Beginning... Maonitars

&) Start Recording from Current Slidel/‘x"

- Start Recording from Beginning
ear
— Record audio narrations, laser

pointer gestures, and slide and
anirnation timings for playback
during your slide show,

3. A dialog box will appear. Select the desired options. Remember, you can only record
narration if you have a microphone attached to your computer.
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Select what you want to record before yvou begin recording.
slide and animation timings
Marrations and laser pointer

| Start BEecording | |

4. Click Start Recording. Your presentation will open to a full screen.

5. Perform your slide show. Make sure to speak clearly into the microphone if you are
recording narration. When you are ready to move to the next slide, click the Next button on
the Recording toolbar in the top-left corner or use the right arrow key.

e C O]

=/ 1 000 & 0:00:10

Mext

6. When you reach the end of the show, Power Point will close the full-screen view.

7. Your slide show timings and narration are now included in your presentation. The slides
with narration will be marked with a speaker icon in the bottom-right corner.

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

o = =@ =@ Ruer [ =1 M Color
= 8 led) | = Fﬂ ] El EH |-
; 3 ; Gridlines — & Grayscale
Normal Outline Slide Notes Reading Slide Handout Notes . Notes Zoom Fitto
View Sorter Page View  Master Master Master Guides Window i Black and Wh
Presentation Views Master Views Show Zoom Color/Grayscalt

But | already know how to use the intermet!

s e e Iniarrat @very duy, arcl rothing
B Nan hagpenes 50t 52, you mest

INTERNET SAFETY FOR EVERYONE

Wrong. RE TR -
=== M

To point out details during your recording, press and hold the Ctrl key and the left mouse
button. Your cursor will show up as a laser pointer. Simply move your mouse to indicate the

A QUICK AND SASY CRASH COLRSS
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desired details. Release the Ctrl key when you are finished pointing out things on screen.

Being tricked into giving

away money or personal
information.

[§

To remove narration or timings from a recorded slide show:

1. Click the Slide Show tab, then locate the Set Up group.
2. Click the Record Slide Show drop-down arrow.

3. Hover the mouse over Clear, then select the desired option.

AMNIMATIONS SLIDE SHOW REVIEW VIEW

g e i = . .
[ ‘l ".:L) Play Narrations El|_-| Maonitor: |Autc-mat|c M
& ®). Use Timings
Rehearse Record Slide Use Presenter View

Timings [RAShOWT Show Media Controls
@ Start Recording from Beginning... Monitors
@ Start Recording from Current Slide...
Clear * Clear Timing on Current Slide
- Clear Timings on All Slides
Clear Marration on Current F%E

Clear Marrations on All Slides

Sharing presentation options

Power Point offers several options to enhance or even totally change the way you deliver
presentations. Instead of presenting your slide show normally, you can choose to present it as
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a video, or even present it live online so others can view it remotely. No matter how you choose
to give your presentation, you can enhance it by customizing your slide show to remove or
reorder slides. All of these options can help you give a polished and professional presentation.

Exporting a presentation as a video

The Create a Video feature allows you to save your presentation as a video. This can be useful
because it lets your viewers watch the presentation whenever they want. To make sure your
viewers have enough time to view each slide, you might want to rehearse the timings
or record your slide show before using this feature.

To create a video:
1. Click the File tab to access Backstage view.

2. Select Export, then click Create a Video. Video export options will appear on the right.

Internet Safety - PowerPoint T - O X
)

Tim Dragic * !

Export

S Create a Video
L=w Create PDF/XPS Document x
- Save your presentation as a video that you can burn to a disc, upload to the

web, or emanl
e " Incorporates all recorded timings, narrations, and laser pointer gestures

(%4 Create a Video

e I Preserves animations, transitions, and media

N

Package Presentation for CD

0 Get help burning your shide show video to DVD or uploading it to the web

B 5 Computer & HD Displays

=" Forviewing on a computer monitor, projector, or high definitio..,

-

[
. Create Handouts P Use Recorded Timings and Narrations
L) i

Shdes that do not have timings will use the default duration set..

-

l_._}. Change File Type Seconds spent on each slide | 05.00 ~

=

Account Create
Video

Options

3. Click the drop-down arrow next to Computer and HD Displays to select the size and
quality of your video.
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Computer 8 HD Displays
: For viewing on a computer monitor, projector, or high definition display (Large — 1280 x 720)

Computer & HD Displays

For viewing on a computer monitor, projector, or high definition display (Large — 1280 x 720)

Internet & DVD
For uploading to the Web and burning to standard DVD (Medium — 832 x 480) [;}

Portable Devices
=l Portable device video quality; Small text may be difficult to read (Small — 424 x 240)
Video |

4. Select the drop-down arrow next to Use Recorded Timings and Narrations.

¢ Choose Don't Use Recorded Timings and Narrations if you don't have or don't want to
use recorded timings. You can adjust the default Seconds to spend on each slide: in the
box below the drop-down menu.

¢ Choose Use Recorded Timings and Narrations if you have already recorded timings and
narrations and want to use them in your video.

Computer & HD Displays -

For viewing on a computer monitor, projector, or high definition display (Large — 1280 x 720}

m Use Recorded Timings and Marrations
Slides that do not have timings will use the default duration set below. Any recorded laser poi...

[""‘1 Don't Use Recorded Timings and Narrations
*J}'@ All slides will use the default duration set below. Any narrations will be omitted from the video.

-

E’i‘}} Use Recorded Timings and Narrations

Slides that do not have timings will use the default duration set below. Any recorded laser peinter gestures Wil also be included.

&) Record Timings and Narrations

TE Preview Timings and Narrations

Seconds spent on each slides | 05.00 -

Click here if you do
not wish to use
recorded timings

Click here to use
recorded timings

11

and narrations

and narrations

If you choose not to use
recorded timings, use

these arrows to set the
timings for all slides

5. Click Create Video. The Save As dialog box will appear.

6. Select the location where you want to save the presentation, then enter a name for the
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presentation.

@ = 4 . « MyDocuments » Presentations » Tim v & Search Tim

Organize « Mew folder

1% Computer
Ma items match your search,

i Libraries Select a location

@ Documents """'-_ and type a name

& Music for your file
Pictures

BE Videos
L

File name: | Internet Safety for Everyone

Save as type: | MPEG-4 Video

Authors:  Add an author Tags: Add atag

(~ Hide Folders Tools - | Save DQ | Cancel |

7. Click Save. As Power Point creates your video, a status bar will appear at the bottom of the
Power Point window. When the bar is complete, your video is ready to view, send, or
upload.

Click to add notes

Creating video Internet Safety for Everyone.mp4 Il ® = NOTES Wl COMMENTS

In addition to emailing your video, you can upload your video to free video-sharing
sites like YouTube. YouTube offers guides to creating an account and uploading videos. Once
your video is uploaded, you can give the link to anyone you want to see it.
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But | already know how to use the internet!
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Wrong.

rwnwmw-mm
S0 thinds o Uiat put Ueeen o 1isk,
mhmmcnnn.wnmm

Video Manager

e Tim Oragic 7 woec 1 view
i 43 Cnannel settings * 0 o
 uke Abcat : AOd 1 ot ~

Published on Jul 25, 2013
This video s a PowerPoint presentabon descriing how 1o be safe
on the intemet

Presenting your slide show online

Presenting a slide show online is surprisingly easy. All you and your viewers need is an Internet
connection—they don't even need Power Point. Once your viewers are connected, you can start
the presentation as you normally would.

Please note that you cannot edit your presentation or mark it with a highlighter or pen while you
are presenting a slide show online. You also cannot use Power Point to speak to your audience.
Plan to communicate with your viewers through teleconferencing, or pre-record your narration.

To present online:
1. Select the Slide Show tab, then locate the Start Slide Show group.

2. Click the Present Online command.
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FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW

T E@[} E [tg s ¥ Play N

: ) ¥ UseTir
From From Present ‘Custom Slide SetUp Hide Rehearse Record Slide
Beginning Current Slide Online~ Show~  SlideShow Slide Timings Show~ ¥ Show!
Start Slide Show Set Up

Present Online

1

E Present the slide show online with
the default presentation service,

2 |B% g

3 I -
A

#l ¥ &)

4=

5 e

3. A dialog box will appear. Click Connect. A status message will appear as Power Point

prepares your online presentation.

Present Online

Office Presentation Service

The Office Presentation Service is a free, public service that comes with
Microsoft Office. You can use this service to present to pecple who can
watch in a web browser and download the content. You will need a
Microsoft account to start the online presentation.

P ore Information

[ ] Enable remote viewers to download the presentation

By clicking Connect, you agree to the following terms:

Service Agreement

COMMNECT L\sJ| CAMCEL |

A link will appear. If it's not already selected, select the link.

Click Copy Link to make a copy of the link or Send in Email to send an email with the
link to your viewers.

Click Start Presentation.
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Present Online

Share this link with remote viewers and then start the presentation.

https:/snl-broadcast. ] S.officeapps.live.com/myBroadcast.aspxTFi=
4df1942ccB010dfe55Feea3d 9% 2043eb 202 D400 F 02 Db cfd %6
20edba72alvTebeY2Epptx

oy Co ink

=1 Send in Email...

| START PRESENTATION |

7. Present the slide show as you normally would, using the mouse or keyboard to advance
the slides.

8. When you are finished, click End Online Presentation.

PRESENT ONLINE HOME INSERT DESIGN TRANSITIONS ANIMATIONS REVIEW VIEW

|
=] Monitor: ‘Automatic Y Eﬂ E“;o a h
s Gl LY
From _ [ Use Presenter View Share Meeting Send End Onlipe
Current Slide Notes ~ Invitations Presentation
Jlide Show Monitors Present Onling

End Online Presentation

End the online presentation and
disconnect all people.

9. A dialog box will appear to confirm that you want to end the presentation. Click End
Online Presentation.

é’ Everyone viewing this online presentation will be disconnected if you continue. Do you want to end this online presentation?

End Online Presentation Cancel
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Customizing your slide show

Sometimes you might want to hide a slide while still keeping it in your presentation. For
instance, if you are presenting a slide show to more than one group of people, hiding or even
rearranging certain slides could help you tailor your slide show to each group you present it to.
You could also choose to create a shortened version of your slide show to present when you're
short on time. The Custom Slide Show feature allows you to create and name different versions
of your slide show with hidden or rearranged slides.

To create a custom show:
1. Select the Slide Show tab, then locate the Start Slide Show group.
2. Click the Custom Slide Show command, then select Custom Shows.

HOME IMNSERT DESIGN TRAMNSITIONS AMIMATIONS SLIDE SHOW REVIEW

'EI' .;@ EE [ﬁg @ Ao Play Narrations

()]
. = . Use Timings
From Present Custom Slide SetUp  Hide  Rehearse Record Slide _
Current Slide  Online~  Show~  SlideShow Slide  Timings  Show- Show Media Contr
Start Slide Show E‘g Custom Shows... Set Up

Custom Slide Show Dialog

3. A dialog box will appear. Click New.

4. The Define Custom Show dialog box will appear. Locate the Slide show name field, and
type in a name for your custom show.

5. In the Slides in presentation: area, check the box next to the slides you want to include
in your custom show.

6. Click Add to add the slides to the Slides in custom show: box. If necessary, use
the up and down arrows to reorder the added slides.
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Type the name of
your custom slide
show here

Slide show name: | Shortened Version

Slides in presentation: Slides in custom show:
[ 1. INTERMET SAFETY FOR EVERYONE 1. INTERMET SAFETY FOR EVERYOME

[] 2. But | already know how to use the inti 2. If you're not aware of internet safety, you mig
[] 3. 1f you're not aware of internet safety, 1 3. Things you might not know about internet s
|:| 4, Things you might not know about int
|:| 5. Okay, okay, | believe you! 50 what can
&, Always keep personal safety in mind.

|:| 7. Guard your personal information.
|:| &, Browse cautiously,

[ 1 9. Download safelv.
£

Click here to add _
slides to your Click the arrows to

custom show rearrange the slides

7. Click OK.

8. Select Close to exit or Show to view your custom show.

Shortened Version

9. To play the custom show at any time, click the Custom Slide Show command, then select
the desired presentation from the drop-down menu.
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IMSERT DESIGH TRAMNSITIONS ANIMATIONS SLIDE SHOW REVIEW

.E@' E.Er E\EI. L_C"L) .f'T_} +| Play Marrations

- | Use Timings
Present Custom Slide Set Up Hide  Rehearse Record Slide _
de Online Show-  SlideShow Slide  Timings Show- ¥ Show Media Control

Slide Show Shortened Version Set Up

o Custom Shows...
Hiding slides
Sometimes you may just need to hide a few slides without rearranging the entire slide show. You
can hide slides by selecting the desired slide and then clicking the Hide Slide command on

the Slide Show tab. To unhide a slide, simply click the Hide Slide command again.

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW

LlJ i@ E‘g E';E]' @ :lL.) V| Play Narrations

> v| Use Timings

From Present CustomSlide  SetUp  Hide  Rehearse Record Slide )
Current Slide Online~ Show~  SlideShow Slide Timings Show~- Y/ Show Media Contr
Start Slide Show Set Up
Hide Slide

Hide the current slide so that it
won't appear when you're

| [ ]

Challenge!

1. Open an existing Power Point presentation. If you want, you can use our practice

presentation.
2. Use the Rehearse Timings feature to record slide and animation timings for the

presentation. If you have a microphone attached to your computer, use the Record Slide
Show feature.

3. Create a custom slide show from your presentation.

4. Create a video of your presentation.

Animation effects in Power Point

An animation effect is a special visual or sound effect added to a text or an object on a slide or
chart. It is also possible to animate the text and the other objects using the buttons on the
Animation Effects toolbar.
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You can have organization charts appear or you can have the bullet points appearing one at a
time.

Manual Animation

It is possible to automatically animate almost everything in your presentation. The problem with
this is that you are tied to the timings of the slide show when you will probably need to have the
flexibility to allow questions and comments. For this reason you should consider triggering some
of the animation manually.

e Right click the object, select Custom Animation.
e Click on the Effects tab and choose the animation you want to use.
e Now click on Timings and select Animate and the On Mouse click radio button.

Action Button toolbar

Slide Transitions (Process of Change)

Slide Transitions are not technically animations because they do not involve movement of the
individual items on a slide. A transition is how you get from one slide to another. The normal
way to move from one slide to another is to jump to the next slide. There are over 50 types of
slide transitions that can be used a transition happens whenever a presentation slide changes to
the next slide. The first decision to make is whether the slide transitions will occur manually or
automatically. With manual transitions the mouse button or a key on the keyboard must be
pressed for the next slide to be displayed. Manual transitions are essential if there is a chance that
someone might ask a question during the presentation.

Shortcut Keys

(Page Up) - Perform the previous animation or move to the previous slide.
(Page Down) - Perform the next animation or move to the next slide.

Options
(Edit, new animation effects) - Disables the new animation effects. Presentations with the new
animation effects will not look the same when opened in earlier versions of Power Point.

Animating Text

The most common reason for animating text is draw attention to it typically one paragraph at a
time. One way to do this is to create an entrance effect for the text placeholder; then adjust the
effect settings so that the entrance is applied one paragraph at a time. When you do this the slide
will initially appear empty except for the title.

Click the mouse once and the first line will appear.

Click the mouse again for the next paragraph to appear.
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Another approach is to use an emphasis instead of an entrance effect. This allows all the
paragraphs to be displayed on the slide initially. When you click the mouse the emphasis will be
on the relevant paragraph. In either case you must first add the effect for the text placeholder and
then display the Effect Settings dialog box by clicking the down arrow next to the effect and
selecting Effect Options. The Group text drop-down box on the Text Animation tab of the Effect
Options dialog box controls how the paragraphs appear.

Add Animations

You can animate the objects on your Power Point slides. Power Point provides four types of
animations: Entrance, Emphasis, Exit, and Motion Paths. An Entrance animation determines the
manner in which an object appears on a slide; for example, an object can move onto a slide. An
Emphasis animation does something to draw attention to an object; for example, the object can
become larger. An Exit animation determines the manner in which an object leaves a slide; for
example, an object can move off a slide. A Motion Paths animation determines how an object
moves around a slide; for example, an object can move from left to right.

After you add an animation, you can use the Custom Animation pane to modify it by choosing an
effect. Choosing an effect enables you to define what starts the animation, its properties (such the
direction from which an object moves onto the slide), and control the speed of the animation. In
addition, you can have an animation start when you click the mouse, start along with the
previous animation, or start at a specified time after the previous animation.

If the Auto Preview box is checked on the Custom Animation pane, Power Point provides you
with preview of your animation after you create it and each time you modify it. You can also use

the Play button ™ P&¥ on the Custom Animation pane to preview an animation.

To choose an effect:

1. Select the object you want to animate.

2. Choose the Animations tab.

3 Custom Animation

3. Click the Custom Animation button
appears.

4. Click the Add Effect button 5% AddEffect ¥ A menu appears.

Choose the type of effect you want. A submenu appears.

. The Custom Animation pane

6. Click the effect you want. Power Point applies the effect.

To modify an effect:

1. Click the down arrow next to the Start field on the Custom Animations pane and then select
the start method you want.
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Click the down arrow next to the Property field on the Custom Animations pane and the
select the property you want. The Property field might be labeled Direction, Size, or some
other property.

3. Click the down arrow next to the Speed field on the Custom Animations pane and then select
the speed you want to apply to your animation.

4. To preview the animation, click the Play button ™ P&y on the Custom Animations pane.

EXERCISE 1

Add an Animation to a Slide

[ o - i - Cellngeppbx - WMeircsolt Ppprdfe Drawing Taah =it
PEL )

Hamr et Deugn Lo T 1

r B i errad

==

a4 AR | HO Aremabion -

_r-;.cummn*{_ 0 J

Here is what to do:

g T Chapckarbomed
Start saving carky e ghiog Pat {. Damand
Apply for financial asd *ﬂyh

| [0 bzuns] - | | Aseane Lide

| e | G i Ok

= APty B0 AN o Aubcmatically AMer: | DODT

W s ol

Click to add notes

- o w i F

Click Slide 2 on the Slides tab.
Select "Start saving early."
Choose the Animations tab.

3 Custom Animation

Click the Custom Animation button . The Custom Animation pane

appears.

Click the Add Effect button ¥ AddEffect ¥ A menu appears.
Choose Entrance. A submenu appears.

Click Fly In. Power Point applies the effect. If the Auto preview box is checked, Power Point
automatically provides you with a preview of the animation.
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[Er mddeffect ~| (%, Remove |

Maodify: Fhy In

SR | ) mm O
Speed: Medium Eﬁ@

[[05 # startssvingeady  [=| |

1. Click the down arrow next to the Start field and then select After Previous.

2. Click the down arrow next to the Direction field and then select From Bottom.

3. Click the down arrow next to the Speed field and then select Medium.

Add Another Animation

Here is whatto do:

-
Start saving early {'r _Motion Paths
Apply for financial aid

1. Select "Apply for financial aid."

> L

Click the Add Effect button & AddEffect ¥ A menu appears.
Choose Entrance. A submenu appears.

Click Fly In. Power Point applies the effect. If the Auto preview box is checked, Power Point

automatically provides you with a preview of the animation.

Modify the Animation

[Custom Animation ¥ x
[B% change ~| [%: Remove |
Modify: Fly In

::mn | After Previous E:]<_. @
=]

From Botbom
Speed: Wery Fast

o0& F* Startsaving early
“%  Start On Click

Start With Previous
k) Start After Previcus

Effect Options...

= —®

Show Advanced Timeline
Eemove
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1. Click the down arrow next to the Start field and then select After Previous. The Apply for
Financial Aid field appears in the center of the Custom Animation pane.

2. Click the down arrow next to the Apply for Financial Aid field and then click Timing. The
Fly In dialog box appears.

| Effect | Tmng

Start: & After Previous ‘v
Delay: 0.05 % seconds & @
Speed: | 0.5seconds (Very Fast) |
Repeat: | (none) =

[ Rewind when done playing
[

Triggers ¥

3. Type 0.05 in the Delay text box.
4. Click OK.

[Custom Animation v x
By cChange | [%: Remove |
Madify: Fiy In

Seart: &) After Previous :l

Drecton: | From Bottom 3 @
Speed | Medum [=]

08 F* start saving early
[ @ # apply for finandal ... [+

Click the down arrow next to the Direction field and then select From Bottom.

6. Click the down arrow next to the Speed field and then select Medium. If the Auto preview
box is checked, Power Point automatically provides you with a preview of the animation.
You can click the Play button ™ Play on the Custom Animation pane at anytime to preview
an animation.

Add Transitions

Transitions determine how your presentations move from one slide to the next. For example, a
slide can move up onto the screen and replace the previous slide. Power Point provides several
transition methods. You can add sound to a transition and you can control its speed. You can
apply a transition to selected slides or to all of the slides in your presentation.

A transition can occur when the presenter clicks the mouse or after the amount of time you
specify.
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To apply a transition to selected slides:

1. On the Slides tab, hold down the Ctrl key and then click the slides to which you want to
apply the transition.

2. Choose the Animations tab.
3. Click the More button ™ in the Transition to this Slide group. A menu of transitions appears.
4. Click the transition you want to apply. Power Point applies the transition. As you roll your

pointer over each transition, Power Point provides you with a live preview of the transition.
To apply a transition to all slides:

1. Choose the Animations tab.

2. Click the More button ™ in the Transition to this Slide group. A menu of transitions appears.

3. Click the transition you want to apply. As you roll your pointer over each transition, Power
Point provides you with a live preview of the transition.

4. Click the Apply to All button =3l 4pplyTo Al i) the Transition to This Slide group.
To add a sound to a transition:
1. Choose the Animations tab.

2. Click the down arrow next to the Transition Sound field and then click the sound you want.
As you roll your pointer over each sound, Power Point plays the sound.

To set the speed of a transition:
1. Choose the Animations tab.
2. Click the down arrow next to the Transition Speed field and then click the speed you want.

If you want the transition to occur after the presenter clicks the mouse, check the On Mouse
Click check box. If you want a transition to occur after a specified period of time, check the
Automatically After check box and then specify the amount of time you want to elapse before
the transition occurs. The On Mouse Click check box and the Automatically After check box are
both located on the Animations tab in the Transition to This Slide group.

EXERCISE 2

Add Transitions

¥ O Mause Ous

/| Atomaticaty After 0000
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1. Choose the Animations tab.

2. Click the More button ™ in the Transition to this Slide group. A menu of transitions appears.
. T T T —
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3. Click the Push Up transition. As you roll your pointer over each transition, Power Point
provides you with a live preview of the transition.

Use of sound and its effects in Power Point

The main purpose of adding animation to any slide object is to draw the attention of the
audience to some movement. Once you set an animation event, and set the speed of the
animation, you may also want some sound to play along with the animation -- one aspect that
you should always remember is that although you can add sound to an animation, it is not always
necessary to do so. We suggest you only add sound sparingly -- and even then, you must make
sure that the sound adds some value to the animation.

Sound effects in PPT

Power Point comes with sound files you can insert into your Power Point slides. Windows comes
with some useful sounds, too. If you have access to the Web, you have access to an unlimited
supply of sounds. Sound files consume large amounts of hard drive space. Even a few seconds of
sound can take 100K or more.
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Power Point allows you to use two basic varieties of sound files:

e Wave files: Wave files contain digitized recordings of real sounds. These sounds can be
sound effects, such as cars screeching, guns firing, or drums rolling; music; or even
quotes from movies or your favorite TV shows.

o Wave files come in several formats:

o  WAYV: Windows and Power Point come with a collection of WAV files that provide

simple sound effects such as swooshes, blips, applause, and drum rolls.

o MP3 and WMA: For longer sound clips, such as complete songs; the popular
formats to use include MP3, a compressed format that is popular for sounds obtained
from the Internet, and WMA, a newer audio format developed by Microsoft for newer
versions of Windows. You can tell the format of a sound file by the filename’s
extension (.MP3 or .WMA).

o MIDI files: MIDI files contain music stored in a form that the sound card’s synthesizer
can play. Windows comes with several MIDI files, and you can download many more

from the Internet. MIDI files have the file extension .mid.

You’re more likely to use wave files than MIDI files in a Power Point presentation. MIDI files
are great for playing music, but the wave files enable you to add a wider variety of sounds to a

presentation.

How to add a sound to a presentation

Adding sounds to your Power Point presentation represents a great chance to further engage your
audience. In Microsoft Office 2007, the process has been streamlined, and you will find many
important options in a contextual tab follow these steps to create a truly "multimedia"
presentation, tactfully.

Navigate to the "Insert" tab and select "Sound" from the "Media" grouping. To add a specific
sound file, select to "Insert sound from file."

Browse to where your file is located, and click "Ok" to drop the sound file onto the slide, in
which you are working, as an object.

Choose whether you would like the sound to play automatically, or to be started upon clicking on
the sound object icon within your slide.

Assess your options. You have inserted a sound into your presentation, but the choices as to how
you present it are open to your whimsy and creativity.
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e If you would like to change your choice of whether to play the sound automatically, or
after a mouse click, access the drop down menu in the "Sound Tools - Options"
contextual tab in the Ribbon.

By default, Power Point 2007 leaves the sound object as a visible object in your slide. This can
be toggled by clicking the box labeled "Hide during show," located in the "Sound Tools -
Options" contextual tab. This will help you have a cleaner presentation when playing a sound
automatically, but if you have selected to start the sound playback upon clicking the object (see
Step 3), you will not be able to do so if you've elected to hide the object during the presentation.

Increasing the file size limit for embedded sounds will absorb the sound file, if it is under the
limit, into your presentation's single ".pptx" file. If the sound(s) you have included in your
presentation are above the limit you specify, you will need to include the sound file(s) in the
same location as your ".pptx" file, wherever you save it or share it (e.g., you would attach the
".pptx" file and the accompanying ".mp3" file in email if you were to be sending your deck to a
colleague).

Add Sound and Set the Speed

(O H9-0 College.ppex + Micresolt PowerPeint = ek
)

1. Click the down arrow next to the Transition Sound field and then click Click.

2. Click the down arrow next to the Transition Speed field and then click Slow.

Advance Slide
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1. Check the On Mouse Click check box.
2. Click the Automatically After check box.
Type 00:07 in the Automatically After text box.

4. Click the Apply to All button =3l Apply To Al power Point applies all of your changes to all
of the slides.

5. Click Slide 1 on the Slides tab.
6. Type 00:03 in the Automatically After text box. Power Point changes the timing for Slide 1.
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