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Rehearse Timings

Use Rehearsed Timings to reheerse the timings of shide with audio.

« Click the SLIDE SHOW tab.

«Click the Rehearse Timings button.

ePractice speaking and advance the slides as you would in the presentation.
«When you have completed this, click through to the end of the slide.
«Choose whether or not to keep this timing or to retry.
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Figure 3.94: Rehearse Timing
PowerPoint 2013 — Printing

Create Speaker Notes

Speaker Notes allow you to create notes for each slide in a presentation. To add
speaker notes:

Step 1: Selectthe slide.

Step 2: Click View tab.

Step 3: Click Note Pages.

Step 5: Click inside the notes text box labeled Click to add text.
Step 6: Type in the Notes for that slide.
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Figure 3.95: Creating Notes
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Print 2a Presentation

There are many options for printing a presentation. They are:

i) Shides: These are shdes that you would sce if you were showing the
presentation  one slide per page.

i) Handouts: 1, 2, 3, 4, 6 or 9 per page, this option allows for more slides per

page.
i) Notes Page: This includes the slides and the speaker's notes.
vy Outline View: This will print the outline of the presentation.

Toaccess the print options:

Step 1: Click the File menu tab.

Step2: Click Print(Figure 3.96).

Step 3: Inthe Print Dialog Box, click the Full Page Slides option.
Step4: Choose the format and click OK to print.
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Figure 3.96: Printing Slides
Toprint preview:

Step I: Click the File menu tab.

Step2: Click Print.

Step 3: The pregview displays to the right of the screen

Step4: Click the arrows below the preview image, to navigate to other slides.

Step 5: Click the Full Pages Slides under Settings to view or change print options.

79







image51.emf

=27
Figare 3.98: Print preview

To Exit Print Preview:

Click the back arrow frcm the menu to exit print preview.

Figure 3.99: Exiting Preview
Package a Presentation

There are times when you may want to package a prescntation with

additional files attached. To package a presentation:

Step 1: Click the File menu tab.

Step 2: Click Share.

Step 3: Click Publish Slides from the Share options (Figure 2.100).
Step 4: Click the Publish Slides button.
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Figure 3.100: Publishi -~z Slides Menu
Step 5. Select the slide(s) you want to publish
Step & lick Browse to choose a location.
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Figure 3.101: Publishii ¢ Slides options
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Step 7: Select a Slide Library.
| Siep & Choose a folder and click the Select button.
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l Figure 3.102: Selecting Destinac:on for Publishing Slides
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Saving Documents

Computers crash and documents are lo< all the time, so it is best to save often,

Saving Initially

Before you begin to type, you-should save your document. To do this, go to File Tab
(Figure 4.15) > Save As. Microsoft Word will ask you to choose a location and then
browse to a folder to save it in. After selection a dialogue box (figure 3) will open and

you can name the file. Once you have specified a name and a place for your new file,
press the Save button.

Note: If you want to save your document on a Mac and then openitonaPC, you must
specify a file extension (i.e. .doc). Usually your computer will do this for you, but if it
does not you must do this process while in Save As. Once you have titled your
document, you can give it a file extension by clicking on the Format box. Click

Microsoft Word Document for the correci file extension and make sure Append File
Extension is checked.

I =""s
L e = |

e R —

Figure 3.2: File Tab
Saving Later

After you have initially saved your blank cocument under a new name, you can begin
writing your paper. However, you will st:!l want to periedically save your work as
Insurance against a computer freeze or a poweroutage. To save, click File tab> Save
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Figur: 3.3: Save As Dialogue Box

1.0.1 Toolbar and Tahs

The new Microsoft Word uses one main toolbar to allow you to modify your
document. Within this toolbai, you can switch between tabs to determine what you
would like to do.

The Main Toolbar contains ali the options available to you in Microsoft Word. The ,
File Tab (see Figure 3.2) allowrs you to Save, Save As, Save as Adobe PDF, Open,
Close, Print, Export, and Share Other Tabs are discussed as follows.

The Home Tab (Figure 3.4) is Microsoft Words standard view. This is the view most
widely used and allows you > format text by Font Style, Font Size, Bold, Italic,
Underline, Alignment, Numbe-ed List, Bulleted List, Indentation, Spacing, and Font
Color :
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Figure 3.4: The Home Tab

The Insert Tab (Figure 3.5) contains any additives you want to place in your

g
document, including but not l'mited to: Tables, Online Picture/Clip Art searches, ¥
Headers, and Footers. These icons are convenient and will bring up a dialogue box to =
give you further options wher. clicked. 3
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um' imwzm OUND BN M @ KR MI"I y
ﬂ ~ ", - m s - & i el ¢ 3 : R
dotr B WG o Y Qe Bt GED e g :
B =1 10w P taennt MY 5 e i
: Tﬂ Ftom Ol '“‘m.mw_ (M* :ﬂ. B {otef %
4.,..-; by ylowmda P thptets: o, 0 0 L i
Pohgn  hew Bateon .. e -~ tansem, e b e e s §

Figure 3.5: Insert Tab
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The Design tab (Figure 3.6) contains different styles of page formatting. When you
type, your layout will automatically match the format selected. It also allows you to
change the color scheme, watermark, and paragraph spacing of the document.
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Figure 3.6: Design Tab

The Page Layout Tab (Figure 3.7) contains icons for page seﬁlp and paragraph
actions, suchas Margin, Orientation, Size and Columns
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Figure 3.8: Reference Tab

r The Mailings Tab (Figure 3.9) is for post-otfice elated uses. If you wanted to create
: custom Envelopes or Labels, this is where you would find such action.
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Figure 3.9: Mailing Tab
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The Review Tab (Figure 3.10) is where one can find Spelling & Grammar, the builtin

Thesaurus and Dictionary, you can Track Changes, Check Word Count, and
Show/Add Comments.
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Figure 3.10: Review Tab
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The View tab (Figure 3.11) allows you to change the views of your document.
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Figurs 3.11: View Tab

The Acrobat Tab (Figure 3.12) is the final tab. It allows users to format their word
documents to Adobe PDFs. Documer ts can be created and attached to email, become
embedded Flash Player videos, and run actions such as optimization and web
publication.

B8 & 0: :
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POF AttachtoEmad Merge  Send For Redew Comamits= Run Action* s
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""Figure 3.12: Acrobat Tab

Formatting Document

The default page margins for Mictosoft Word documents are 1 inch, but you may
want to change them for a project. To change the page margins on a PC, go to Page
Layout Tab > Page Setup box> Maryins button. Ona PC, a dropdown will appear to
give a set of standard options, but by clicking “Custom Margins,” a menu will appear
where you can type irregular marg ns (Figure 3.13).From the same menu (Figure
3.13), click Portrait if you want your document to be 8.5 x 11 inches (most common).
Click Landscape if you want your cocument to be 11 x 8.5 inches. Landscape simply
flips the page 90 degrees.

Flgure 3 ‘ Formattmg Document
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Formatting Paragraphs:

To format your paragraph, first highlight the paragraph you wish to format. To
highlight more than one paragraph, click at the beginning of the paragraph and drag
the mouse over the text. To apply changes to the entire document, select all by hitting
Ctrl + A. To specify Alignment, Line Spacing, Indentation, and Page Break expand
the Paragraph section of the Home Tab. This will open up the Paragraph menu
(Figure 3.14). The Alignment option allows you to choose how you want your
paragraph to look (i.e. justified right, center, o- left). The Line Spacing option allows
you to set the desired spacing, such as single or double. The Indentation option
allows you to tab/push the line(s) in your paragraph either left or right. The Page
Break option is found in Paragraph menu, but you must first select the Line and Page
Breaks tab. Page Break allows you to splita paragraph or a page up into sections. You
can also bring up this menu by right clicking (or by hitting Ctrl + Click on a one
button mouse) within the document and selectin g Paragraph.

S Gl Gt |
Figure 3.14: Changing Paragraph attributes using Paragraph Menu

Cut, Copy, and Paste You can use the Cut, Zopy and Paste features of Word to
change the order of sections within your document, to move sections from other
documents into new documents, and to save yourself the time of retyping repetitive
sections in a document. Cut will actually remove the selection from the original
location and allow it to be placed somewhers else. Copy allows you to leave the
original selection where it is and insert a cory elsewhere. Paste is used to insert
whatever has been cut or copied.

To Cutor Copy: Highlight the text by clicking and dragging over the text to be cut or
copied. Go to Home Tab > Clipboard box > C opy or Home Tab > Clipboard box >
Cut. Click the location where the information should be placed. Go to Home Tab >
Clipboard box > Paste.

Formatting Text

Before you type, you should select your font sty le, size, color and attributes (such as
bold, italic and underline) in the Home Tab. You can ¢xpand the Font Menu box to get
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arrow (Figure 15). However, if you wish
:d, click and drag over il

more options by clicking the down
change text that has already been typ

highlight it (or go to Edit > Select Al' to select the entire document) and change
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Figure 3.15: Changmg Font attribute using the Font Menu
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Cotumns can be used for a variety of document types, such as a tri-fold brochure. To
do this, go to Page Layout Tab > Page Setup box > Columns. From the Columns
menu, you can choose the numbe: of columns, or for more options, click More
Columns (Figure 3.16) where you can set column width and spacing. Once you sélect
your preferred design, it will show up in the Preview box. This is a nice feature
because it allows you to see what you are selecting before applying it to your word
document. When you are happy with how your document looks, click Ok.
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Figure 3.16: Selecting the number of column from Column Menu

e







image10.emf

R T

Ty Ty T

- Headers and Footers

Headers and Footers can be used to give a uniform look to the pages of your
document. To create one, go to Insert Tab > Header and Footer. Use this toolbar to
insert and format words and objects in the header.  When editing the header, a new
Top View will appear that is specific to headers and footers.

INSERTINGAND ADDING OBJECTS

ChpArl

-

When trying to enhance your word doeunmend yo‘u may want m mcIuda Chp Art

- and/or Word Art. MicrosofkWord comes withan Ontine Pictures button (Figure3.19)

that contains-a large variety of images including picfures, borders, and backgraynds,

- Tofind a desired | image, youcan either search through the Clip Art gallery or searthf

the Imemetwrtbﬁw&ng Imge Search el}glne

Figure 3.17: Clip Art and Picture Gallery

To insert Clip Art or Pictures: Go to Insert Tab>!llustrations box > Online Pictures. A
dialogue box with the Clip Art gallery and the Bing Image Search engine will appear.
If you wish to have a Clip Art photo, search the image's deseription in the Clip Art
Gallery. If vou wish to have an image from the Internet, search the image's
description in the Bing Image Search engine. The picture will be inserted at the
location of your cursor within your document. If you need to modify you Clip Art,
click on it once to select it, and small boxes will appear around the corners (See
WordArt, Figure 3.20). Once your Clip Art is selccted, you can resize your picture by
clicking and dragging on the boxes. Holding Shift while clicking and dragging will
resize the Clip art appropriately. You can use the Drawing toolbar to further modify
your Clip Art (Figure 3.18). To delete Clip Art, select it by cllckmg on: it until the
black boxes appear and then hit Delete.
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Figure 3.18:Clip Gallery
Drawing

To draw in Word, go to the Insert Teh> Tlustrations box > Shapes and click the New
Drawing Canvas. Anew toolbar willappear that is specific to drawingtools

I -
!. nsert Picthures

]

|

|
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Figure .19: Drawing Toolbar
WordArt

To insert WordArt, go to Insert Talh > Text box > WordArt button. Select the desired
style and click OK. Type the desired text and click Ok. You can further modify your
text by using the Drawing toolba- To select your WordArt, click on it, and small
boxes will appear in the corners | jgure 20). Moving the circle arrow anchor on the
top of the WordArt allows the user to change the slant of the WordArt. WordArt can :

be resized and deleted similarly to ClipArt
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Figure 3.20: Word Art
Word Wrap

Word Wrap is part of formatting pictures. To use Word Wrap, select your inserted
image, and go to the Format Tab > Arrange box. Here users can choose the type of

text wrapping style desired. For more options. Select More Layout Options (Figure
B.21).

Figure 3.21: Wrapping Styles

Inserting From a Previously Created File

To insert a picture or object that is not in the Clip Gallery, go to Insert Tab >

llustrations box > Picture button and select the directory or disk where'the file is

located The easiest way to insert a Microsoft Excel file or graph is to open Microsoft
Excel, copy your information, and switch back to Word to paste. : %
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Creating a Table

To create a table within your document, go to Insert Tab > Tables box > Table button.
Choose the desired table size and format by hovering over the boxes, and press Enter
on the keyboard. The table will be inserted at the cursor's location within your
document. To navigate within your table, use the arrow keys. To modify your table,
when your table is selected, a Design Tab and Layout Tab will appear in the Toolbar
(Figure 3.22). From here, you can add cells, columns or rows, merge or split cells,
and further modify your table. To exit the table, click outside of it.
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Figure 3.22: Tab option for the Toolbar
Flowcharts

Flowcharts are used to create diagrams in Microsoft Word. If you want to create a
custom flowchart, you can use the Drawing capabilities discussed earlier. To insert
Smart Art, go to Insert Tab > Illustrations box > Smart Art. A dialogue box will open
(Figure 3.23) with basic choices.

srrerro e B

Figure 3.23: Smart Art Graphics

PRINTING

It is important to always save your document before you print! Print Preview Before
you print your document, you may want to preview if to make sure you are happy

A7
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it

L

with the page layout and appearance of your document. To do this, go to File Tab >
Print. This should open up a preview of your document (Figure 3.24). To zoom in on
the page, find the scale in the bottom right corner of the screen. You can move it back
and forth to adjust the magnification If you are satisfied with the appearance of your
document, you can click on the Print icon in the toolbar. If you need to make changes
to the document or are not ready to print, select Close on the toolbar.

L

Figure 3.24: Print Isrevjew

To print your document, go to File Tab > Print > Print, select your desired settings,
and then click Print again. It is also possible to print by clicking the drop down arrow
in the top left comer. You can either quick print which will not preview or print
preview and print which will show your document.

Saving as A Pdf

Go to File Tab > Save As Adobe PDF. orGo to Mailings Tab > Acrobat box > Merge
toAdobe PDF button. :

Other Helpful functions

Undo and Redo

The easiest way to undo an action is with the key commands Ctrl + Z and to redo an
action with Ctrl + Y. It is important to note that not all actions are undoable, thus it is
important to save before you make any major changes in your document so you can
revert back to your saved document. There are also two icons (Figure 3.25) above the
Main Toolbar near the Save Icon. The left icon is Undo and the righticon is Redo.

o of

e e —

Figure 3.25: Undo and Redo
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Getting Started

d formulas, and edjt them
Opening Microgoft Excel on a pC
- Step I Begin by opening Microsoft Excel. Onapc click
£ Start> Q) Programg > Microsoft Office> Microsoft Excel 2013,
: (Figure 3.27)
Step2: A new spre

adsheet wi]| POP up on the screen. If this does not happen
click on the
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Word Count

To get an accurate word count of your document, go to Review Tab > Proofing Box >
Word Count. This will give you the total number of words in your document (Figure
3.26). If you need to word-count a specific section highlight that section first click
and drag over it and then to go Review Tab > Proofing Box > Word Count as before.

Pages |
Words : 0
Characters jno spaces) L
Characters fwith spaces) 0
Paragraphs 0 ¢
Lines 0

) Indude textboxes, footnotes and endnotes

t
|

Figure 3.26: Word count

Quitting

Before you quit, it's a good idea to save your document one final time. Go to File Tab
> Exit Word. This is better than just closing the window, as it insures your document
quits correctly.

SHORTCUT KEYS FOR MICROSOFT OFFICE

The shortcut keys listed below can be a great help when using Microsoft Office
products. Not only are they quick and easy, they are also amazing time savers.

CTRL+K Create a hyperlink CTRL+/ Display HTML tags CTRL+T Create an
Auto Thumbnail of the selected picture CTRL+SHIFT+B Preview a page in a Web
browser SHIFT+ALT+F11 Display the Microsoft Script Editor CTRL+N Createa
new page CTRL+B Bold CTRL+ Italic CTRL+U Underline CTRL+C Copy
CTRL+V Paste CTRL+Z Undo CTRL+S Save CTRLAP Print CTRL+O Open.

1.0 Spreadsheet

Spreadsheet is a type of application program which manipulates numerical and string |
data in rows and columns of cells. The value in a cell can be calculated from a formula’
which can involve other cells. A value is recalculated automatically whenever a value






image17.emf

[ Inst

32

In]
the
tex
nee

8
¥
t
L

<4
o
o
.
=1
>
z
%

;

{
'%

$

i»

b

3

3

%)

)

3.2.2 Saving Document

Saving Initially

Computers crash and documents are lost all the time, so it is best to save often. i
also recommended that you save your document before you begin working onit. it
following steps can be followed to save MS Excel document:

Step 1: Click onthe File tab>Save, g §

Step 2: Microsoft Excel will open a dialg box where you will be prompet
to select a save location for your file. If your desired location is i
apparent in this box, press the Browse icon and a new window wi&
appear allowing vou to input the name of your document, where Ji&
want itsaved, as well asthe format of the document. (Figure 3) 3

Step 3: Once you have specified a name, place, and format for your new file, prei
the save button. :

Note: Specifying your file format will allow you to open your document ona PC.}
do this, you use the drop down menu next to the Format option. Also, when yous
specifying a file extension (i.e. .doc) make sure you know what you need to use.

e B L

Figure 3.29: Save Dialogue Box
Saving Later

After you have initially saved your blank document under a new name, you can beg
your project. However, you will still want to periodically save your work
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urance againsta computer freeze or a power outage. To save, just click on the
ppy disk, or for a shortcutpress CTRL +S.

23 Toolbar

In Microsoft Excel 2013 for a PC, the toolbars are automatically placed as tabs at
the top of the screen. Within these tabs you will find all of our options to change
ext, data, page layout, and more. To be able access all of the certain toolbars you
ieed to click on a certain tab that is located towards the top of the screen.

% Three Commonly Used Toolbars
i The Home Tab: This is one of the most common tabs used in Excel. You are able to
- format the text in your document, cut, copy, and paste information. Change the
alignment of your data, insert, delete, and format cells. The Home Tab also allows
tochange the number of your data (i.e. currency, time, date). (Figure 3.30)
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Figure 3.30: Home Tab

; The Insert Tab: This tab is mainly used for inserting visuals and graphics into
~ vour document. There are various different things that can be inserted from this
+ izbsuch as pictures, clip art, charts, links, headers and footers, and word art.

~ (Figure 3.31)
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Figure 3.31: Insert Tab.

. The Page Layout Tab: Here you are able to add margins, themes to your
- document, change the orientation, page breaks, and titles. The scale fit of our
£ document is also included as a feature within this tab, if needed. (Figure 3.32)
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Figure 3. 32 Page Layout Tab
324 FORMATTING
1 Working with Cells

Cells are an important part of any project.being used in Microsoft Excel. Cells hold
. allofthe data that is being used to create the spreadsheet or workbook. To enter data
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into a cell, you simply chick once inside of the desired cell, a green border will app g
around the cell. (Figure 3.33) This border indicates that it is a selected cell. You mags
then begin typing in the data for that cell.

i
r-t‘-wvv—v—»r*-v—vm-ym

Figure 3.33: Entering Data.
Changing an Entry within a Cell

Youmay change an entry withina cell in two different ways:

L Click the cell one time and begin typing. The new information Wi
replace any information that was previously entered. j
2. Double click the cell and a cursor will appear inside. This allows you toedf
certain pieces of information within the cells instead of replacing all of ti

change the data within your spreadsheet, to move data from other spreadsheets in
new spreadsheets, and to save yourself the time of re-entering information in§"
spreadsheet. Cut will actually remove the selection from the original location aif®
allow it to be placed somewhere else. Copy allows you to leave the original selectiof
where itis and insert a copy elsewhere. Paste is used to insert data that has been cutd

copied. The following steps can be taken to cut, copy and paste: :

Step 1: Highlight the data or text by selecting the cells that they are held with
Step2: Gotothe Home Tab>Copy (CTRL+ C) or Home Tab > Cut (CTRL +X).
Step 3: Click the location where the information should be placed. g
Step4: Go to Home Tab > Paste (CTRL + V) to be able to paste yoit
.information. AL

Formatting Cells

There are various options that can be changed to format the spreadsheets cells. Wi
changing the format within cells, you must select the cells that you wish to format. §&

1. Drag and select the cells you wish to change. L
2. Click Home Tab > Format > Format Cells. A box will appear on the scref§i
withsix differenttab options. (Figure 3.34).
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Figure 3.34: Formatting Cells

Number: Allows you to change the measurement in which your data is used. (If
your data is concerned with money the number that you would use is
currency)

Alignment:  This allows you to change the horizontal and vertical alignment of
your text within each cell. You can also change the orientation of the
text within the cells and the control of the text within the cells as well.

Font: Gives the option to change the size, style, color, and effects.
Border: Gives the option to change the design of the border around or through
the cells.

Formatting Rows and Columns

When formatting rows and columns, you can change the height, choose for your
information to autofit to the cells, hide information within a row or column, un-hide
the information. To format a row or column, proceed with the following steps:

Step 1: Select the cells which will be altered.
Step2: Go to Home Tab>Row Height (or Column Height).
Step 3: Choose which height you are going to use. (Figure 3.34)

Figure 3.34: Formatting Rows and Columns Height
Adding Rows and Columns

Rows are cells that run horizontally across the document.: You can insert an extrarow
of cells like this:
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Step 1: Drag select along the row of cells where you want your new row to
appear.
Step2: Click Home Tab > Insert > Insert Sheet Rows(Figure 3.35).

The row will automatically be placed on the spreadsheet and any data that was
selected in the original row will be moved down below the new row.

Figure 3.35: Inserting Rows

Columns are cells that run vertically down the document. You can insert an extra
column of cells as follows:

Step 1: Drag select along the column of cells where you want your new
column to appear.
Step 2: Goto Home Tab > Insert > Insert Sheet Column.

The column will automatically be placed on the spreadsheet and any data to the right
of the new column will be moved more to the right. (Figure 3.36)

Figure 3.36: Inserting Columns
Working with Charts

Charts are an important part to being able to create a visual for spreadsheet data.

Step 1: In order to create a chart within Excel, the data that is going to be used for it
needs to be entered already into the spreadsheet document. Once the data is entered,
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the cells that are going to be used forthe chart need to be highlighted so that the
software knows what to include. Next, click on the Insert Tab that is located at the top
ofthe screen. (Figure 3.37)

T BRI,

% o IS

Rec ded " PivotChart
Chats @b O

Charts s

Figure 3.37: Charts Tab

Step 2: Youmay choose the chart that is desired by clicking the category of the chart
you will use. Once the category is chosen the charts will appear as small
graphics within a drop down menu. To choose a particular chart just click on
itsicon and it will be placed within the spreadsheet you are working on.

Step 3: To move the chart to a page of its own, select the border of the chart and Right
Click. This will bring up a drop down menu, navigate to the option that says
Move Chart. This will bring up a dialog box that says Chart Location. From
here you will need to select the circle next to As A New Sheet and name the
sheet that will hold your chart. The chart will pop up larger in a separate sheet
but in the same workbook as your entered data. (Figure 3.38)

Uterrdd

Figure 3.38: Chart in new sheet

Chart Design

There are features that you can change to make your chart more appealing. To be able
tomake these changes you will need to have the chart selected or be viewing the chart
page that is within your workbook. Once you have done that the Design Tab will
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appear highlighted with various different options to format your graphic. (Figure
3.39)
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Figure 3.39: Chart Tool
Chart Options

Titles: Within the new chart Design tab, click the Add Chart Element icon. Here, you
will see the option to title the chart as well as various components of the chart.

Change Chart Type: You can change your chart easily by selecting this icon and
navigating to a more desirable chart. This feature is very convenient for someone
who chose the wrong chart and doesn't wish to reselect all their data and go through
the process a second time.

FormatChartArea: Thisallows for changes to be made to the chards border, style,
fill shadows, and more. To get this option you will need to right click on the charts
border and navigate to the Format Chart Area option. Once this is clicked, a dialog
box will appear.

3.2.4 Inserting Smart Art Graphics
Pictures

To insert Pictures: Go to the Insert Tab> Picture, a dialog box will appear and then
you can select the desired picture from the location that is it stored. The picture will
be inserted directly onto your document, where you can change the size of it as
desired

Inserting Clipart:  To insert Clip Art you will need to go to the Insert Tab >
Online Pictures. A window will appear giving you the options to either pull clip art
from the Microsoft Office website or search for more options using a Bing image
search engine. (Figure 3.40)
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Figure 3.40: Inserting Clip Art i
i Creating Functions

. Whencreating a function in Excel, you must first select the data on which you wish to
. perform the function. b

E * Step 1: Select the cell that you wish for the calculation to be entered in (i.e.: if  want
0 know the sum of B1:B5 I will highlight cell B6 for my sum to be entered
into). (Figure 3.41)

Figure 3.41: Choosing calculation cell

Step2: Once you have done this, you will need to select the Formulas Tab located at
the top of the screen.

Step3: Alist of Most Recently Used, Financial, Logical, Text, Date and Time, Math |
and Trig formulas will appear. To choose one of the formulas click the icon :
that holds the formula you are looking for.

Step4: Once you have clicked your formula this will display a dialog box on your
screen (Figure 3.42).

3
4
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Figure 3.42: Formula dialogue Box

In this screen it lists the cells that are being calculated, the values within the cells, and |
the end result.

Step 5: To accept that calculation you can press OK and the result will show up in the '
selected cell.

3.2.5 Printing :
To print your document, go to File Tab > Print, select your desired settings, and then t
click OK. You can also do this by using the shortcut CTRL +P

To be able to change the orientation of your page for printing, you can click on the ;'
Portrait Orientation button under the option under Print then click the change the |
layout (Figure 3.43). i
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Figure 3.43: Printing Document
3.2.6 Other Helpful Functions

Undo and Redo

In order to undo an action, you can click on the blue arrow icon that is pointing to the
left at the top of the screen. To redo an action, you can click on the blue arrow icon

oot S s 0
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-

%t,;p;c}inting to the right. It is important to note that not all actions are undoable, thus it is
~ important to save before you make any.

"_1".0 PowerPoint Presentation

HT his section presents the use of MS PowerPoint, specifically MS PowerPoint 2013,
“for preparing electronic presentations. Figure 3.44 depicts a typical interface of MS
PowerPoint when it 1s initially launched.
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3 Figure 3.44: MS PowerPoint Interface
3.1 Presentations

A presentation is a collection of data and information that is to be delivered to a
- specific audience. A PowerPoint presentation is a collection of electronic slides that
* can have text, pictures, graphics, tables, sound and video. This collection can run
- automatically or can be controlled by a presenter.

. There are three features that you should remember as you work within PowerPoint
- 2013: the File menu tab, the Quick Access Toolbar, and the Ribbon. The function of
these features are presented in the following subsections.

33.2 File Menu Tab

The File menu tab allows you to create a new presentation, Open an existing
presentation, save and save as, print, send, set options, and close presentations.
Figure 3.45 depict how to get to the File menu tab.
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3.3.3 Ribbon :
1

The Ribbon is the panel at the top portion of the document. It has eight tabs besidest
the File Menu Tab: Home, Insert, Design, Transitions, Animations, Slide Shoy,

Review and View. Each tab is divided into groups. The groups are logical collection
of features designed to perform function that you will utilize in developing or editing
your PowerPoint slides.
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Figure 3.46: The Ribbon of MS PowerPoint

Commonly utilized features are displayed on the Ribbon. To view additional
features within each group, click the arrow at the bottom right corner of each
group as depicted in Figure 3.47.
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Figure 3.47: Accessing additional features ‘
The following enumerates the commonly used functions of the ribbons: <
HOME: Clipboard, Slides, Font, Paragraph, Drawing, and Editing §&
INSERT: Tables, Illustrations, Links, Text, and Media Clips i
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DESIGN: Page Setup, Themes, Background
NIMATIONS: Preview, Animations, Transition to this Slide
SLIDE SHOW: Start Slide Show, Set Up, Monitors
- : Proofing, Comments, Protect
Presentation Views, Show/Hide, Zoom, Window, Macros

Quick Access Toolbar

The Quick Access Toolbar is a customizable toolbar that contains commands that
you may want to use. You can place the quick access toolbar above or below the
§ tibbon. To change the location of the quick access toolbar, click on the arrow at the
§ cendofthe toolbar and click Show Below the Ribbonas depicted in Figure 3.48.
£ 3 WS 0w _ _ ;
3 | HOME | I\E% Customiza Quick Access Tonibar
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Spefing
| v Undo
i v Redo
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Figure 3.48: Activating the Quick Access Toolbar
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_ You can also add items to the Quick Access Toolbar. Right click on any item in
b (e Ribbon and click Add to Quick Access Toolbar and a shortcut will be added.
“F Figure 3.49 depicts the menu for this feature.

Add to Quick Access Toolbar |
Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon |
Customize the Ribbon...
Collapse the Ribbon

Figure 3.49: Adding more items to the Quick Access Toolba

I 535 Mini Toolbar

F Thisisa floating toolbar that is displéyed when you select text or right-click text. It
. displays common text formatting tools, such as Bold, Italics, Fonts, Font Size and
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Font Color. Figure 3.50 shows the menu for the mini toolbar. This toolbar 1s
referred to as context menu.
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Figure 3.50: Mini Toolbar i
1
3.3.6 Navigation

Navigating through the slides can be accomplished through the Slide Navigatio
menu on the left side of the screen. The Navigation menu displays an outline of'{
entire slides in the presentation. To access the outline, click the outline tab. Eachd#

the slides in the presentation can be accessed by clicking on it in the outline e.
depicted in Figure 3.51. i
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Figure 3.51: Navigation Menu

3.3.7 Slide Views

|

i‘
Presentations can be viewed in a variety of manners. On the View tab, thq

Presentation Views group allows you to view the slides as Normal, Outline Viey|
|
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Slide Sorter. Notes Page, and Reading View. The [vlaster Views group allows you to
view the Slide Master, Handout Master, an: Notes Master for the current
presentation. Figure 3.52 depicts these views and «cher functions in the View Tab
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Figure 3.52: Slide Views
33.8 Creating Presentation

New Presentation

You can start a new presentation from a blank slide, a template, existing
presentations, or a Word outline. To create a new nresentation from a blank slide, take
the following steps:

Step 1: Click the File menu tab.
Step 2: Click New.
Step 3: Click Blank Presentation.

Save a Presentation

When you save a presentation, you have two cho ces: Save or Save As.
To save a document:

Step 1: Click the File menu tab.

Step 2: Click Save.

Figure 3.53 depicts the Save/Save As interface of MS PowerPoint

Save As
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Figure 3.53: The File Menu shovwing Save functions
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You may need to use the Save As fezture when you need to save a presentationur
a different name or to save it for earlier versions of PowerPoint. Remember(
older versions of PowerPoint will not be able to open a PowerPoint I

presentation unless you save it as in an older format. Figure 3.53 shows the Sav
interface.

To use the Save As feature:

Step 1: Click the File menu tab.

Step 2: Click Save As.

Step 3: Type in the name for the przsentation.
Step 4: In the Save as type box, c100se a format.

Figure 3.54: The File Menu showing Save As functions

Add Slides

There are several choices when yau want to add a new slide to the presentation
Office Themes. Duplicate Selected Slide, or Reuse Shides.

To create a new slide from Office Themes:

Step 1: Select the slide immediat:'y BEFORE where you want the new
slide

Step 2: Click the New Slide button on the Home tab.

Step 3: Click the slide choice (depicted in Figure 3.55) that fits your
material
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Figure 3.55: Slide Templates
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Tocreateaslide as a duplicate of a slide in the presentation:

Step 1: Select the slide to duplicate.
Step 2: Click the New Slide button on the Home tab.
Step 3: Click Duplicate Selected Slides(depicted in Figure 3.56).
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Figure 3.56: Slide Duplication
To create a new slide from another presentation:

Step 1: Select the slide immediately BEFORE where you want the new slide
Step 2: Click the New Slide button on the Home tab.

Step 3: Click Reuse Slides(depicted in Figure 3.57).

Step 4: Click Browse.

Step 5: Click Browse File.

Step 6: Locate the slide show and click on the slide to import.
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3.57: Slide Reuse
Themes

Themes are design templates that can be applied to an entire presentation that allows
for consistency throughout the presentation. To add a theme to a presentation:
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Step 1: Click the Design tab
Step2: Choose one of the displayed Themes or click the Galleries butr
(depicted in Figure 3.58)
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Figure 3.58: Theme selection

To change the background style of a theme

. Click the Background Styles button on the Design tab (Figure 3.59).
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Figure 3.59: Background Styles
3.3.9 Working with Content.
Entering Text
To enter text:

Step 1: Select the slide where you want the text.
Step 2: Click in a Texthox to add text as depicted in Figure 3.60
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Click to add title

» Olick to add text

Figure 3.60: Entering Text
To add a text box:

Step 1: Select the slide where you want to place the text box.
Step2: Onthe INSERT tab, click Text Box.

Step 3: Click on the slide and drag the cursor to expand the text box.
Step4: Type in the text.

Figure 3.61: Adding Text Box

Select Text

Toselect the text:

. Highlight the text by pressing the left button of the mouse and dragging it
over the textas depicted in Figure 3.62.

Figure 3.62: Text highlighting
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Copy and Paste

To cut and paste data:

Stepl: Select the item(s) tiat you wish to copy.

Step 2: On the Clipboard group of the HOME Tab, click Cut(Figure 63)
Step 3: Sclect the items(s) where you would like to copy the data.

Step 4: On the Clipboard group of the HOME Tab, click Paste.
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Figure 3.63: Copy and Paste
Undo and Redo
To undo or redo most recent actions:

Step 1: On the Quick Access Toolbar(Figure 3.64).
Step 2: Click Undo or Redo.

m H - 0@
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i Repeat Typing (Ctrl+Y)
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" . Slide~ (3 Section~
Clipboard Slides
Figure 3.64: Undo and Redo button
Spell Check

To check the spelling in 2 presentation:

Step 1: Click the REVIEW tab.
Step 2: Click the Spelling button (Figure 3.65).
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Figure 3.65: Spell Checkmg

Change Font Typeface and Size

To change the font typeface:

Step 1: Click the arrow next to the font name and choose a font (Figure

> e

INSFRT . DFSIGA

__! Repeat Typing (Ctrl*Y)

3.60).

Step2: Remember that you can preview how the new font will look by highlighting
the text, and hovering over the new font typeface.
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Figure 3.66: Selecting Font

To change the font size:

Step 1: Click the arrow next to the font size and choose the appropriate size, or
Step 2: Click the increase or decrease font size buttons.

Figure 3.67 depicts the Home Tab section for this function.
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Figure 3.67: Font size
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Font Styles and Effects

Font styles are predefined formating options that are used to emphasize text. They
include: Bold, Italic, and Underline. To apply these to text, use the font group of the
Home Ribbon depicted in Figure *.68 following these steps:

Step 1: Select the text and click the Font Styles included on the Font group of the
Home tab or

Step 2: Select the text and richt click to display the font tools

Calibri (Body, ~|28 < A A

B I U 8 aAY-Aa- A -

Font s

Figure 3.68: Font styling
Change Text Color

To change the text color:

Step 1: Select the text and click the Colors button included on the Font Group of
the Ribbon (Figure 3.69), or

Step 2: Highlight the text and right-click and choose the Colors tool.
Step 3: Select the color by clicking the down arrow next to the font color button.
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Figure 3.69: Text Color
WordArt

WordArt are styles that can be applied to text to create a visual effect. !
WordArt:

Step 1: Select the text.
Step 2: Click the Insert tab.
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Step 3: Click the WordArt button (Figure 3.70).
Step 4: Choose the WordArt.

Figure 3.70: Word Art

To modify the styles of WordArt\

Step 1: Select the WordArt.
Step 2: Click the Format tab for the Drawing Tools (Figure 3.71).

Step 3: Click the WordArt Fill button, the WordArt Qutline button, or the Text
Effects button.
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(WordArt Styles =]  Armrange ‘f
Figure 3.71: Formatting WordArt

Change Paragraph Alignment

The paragraph alignment allows you to set how vou want text to flow relative to
other content. To change the alignment:

Step 1: Click the Home Tab.

Step 2: Choose the appropriate alignment button on the Paragraph Group (Figure
3.72)

' o Align Left: the text is aligned with your left margin.
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o Center: The text is centered +vithin your margins.
o Align Right: Aligns text with he right margin,
o Justify: Aligns text to both th: left and right margins.
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Figure 3.72: Alignment setting

Indent Paragraphs

To indent entire paragraphs, you can do the following:

Step I: Click the Indent buttons on the Home ribbon (Figure 3.73) to control the
indent.

Step 2: Click an Indent button repeated times to increase or decrease the amonn
p |
of indentation,

Paragraph =

Figure 3.73: Indentation
Text Direction

To change the text direction:
Step 1: Select the text.

Step 2: Click the Text Direction button on the Home tab (Figure 3.74).
Step 3: Click the selection.
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Figure 3.74: Changing text direction
l Graphics
Adding Picture

Toadd a picture:

| Step 1: Click the Insert Tab.

’ Step 2: Click the Picture Button (Figure 3.75).

Step 3: Browse to the desired picture within vour files.
I Step4: Click the name of the picture.

Step 5: Click the Insert button.

Step 6: Tomove the graphic, click it and drag it to where you want it.
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Figure 3.75: Inscrting Picture
Adding Clip Art

Toadd Clip Art:

Step 1: Click the Insert Tab.
Step 2: Click the Online Photos Button (Figure 3.76).
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Step 3: Search for the clip art using the search Clip Artdialog bo»

Step 4: Click the clip art.
Step 5: Click the Insert button.

Step 6: To move the graphic, click it and drag it to where you want it.
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Figure 3.76: Online Picture

Adding a Shape
To add shapes:
Step 1: Click the Insert Tab.

Step 2: Click the Shapes Button (Fizure 3.77).

Step 3: Click the desired shape.
Step 4: Click the Slide.

Step 5: Drag the cursor to expand the shape.

aLE T T ALhg

Lo Orvbivvs Pocturas

PP e e

T Ptrasiar Abbcssrs =
Yoma g

o)

Tasw

WL SSTATIV G,

“l

AR AN T I e SV e Wy

£33 packg o

Tl pe atrpt by Ll airel S Fumgnwms

By~ w 3O D A "W e IO o

T W W | Y ¥

¥ ks 5
- o T TR, BT RN, TR !
Flote Sassaplos |
| L e § e o, 3, T i, Y s [ o i [
[L PO 1 — I
BT €D o £ L T CR D OO G B
SO Q> CH O L. caD ™ ey H
Lo R T R e I i
CIC>C 3 € ? E
s B Ao s

I S AP LR GO TR e Sl gt R W i
o P S w0 3 [ o) 6l )0
42> oy f
1 s biores Sbuaguis :
o el 2 Sl sl e e §

I‘.

p-

Figure 3.77: Shapes

To format shapes:
\

Step 1: Click the Shape.

Step 2: Click the Format tab (Figure 3.78).
Step 3: Change format settings as desired.
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Figure 3.78: Formatting shapes
Adding SmartArt

SmartArt 1s a feature that allows you to choose from a variety of graphics, including
flow charts, list, cycles, and process. To add SmartArt:

Step 1: Click the Insert Tab.

Step 2: Click the SmartArt Button (Figure 3.79).
Step 3: Click the SmartArt you choose.

Step4: Click OK.

Step 5: Drag 1t to the desired location in the slide.
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Figure 3.79: SmartArt
To format the SmartArt:
Step 1: Click the SmartArt.

Step 2: Click either the Design or the Format tab (Figure 3.80).
Step 3: Click the SmartArtto add text and pictures.
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Figure 3.80: Formatting SmartArt
Adding Tables '
To create a table:
Step 1: Place the cursoron the page where you want the new table
Step 2: Click the INSERT Tab of the Ribbon.
Step 3: Click the TableBution on the Tables group (Figure 3.81). You can creale a
table in one of four ways:
Adding €
oHighlight the number of row and columns. .
Click Insert Table and enter the number of rows and columns. Charts .
Click the Draw Table, create you- table by clicking and entering the rows and format. ©
columns. Area. Sc
- Click Excel Spreadsheet and enter data. Ribbon (!
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Figurc 3.81: Inserting Table
Create
Insert a Table from Word or Excel
To crea
Step 1: Open the Word documentor Excel worksheet.
Step 2: Select the chart. Step
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CHEAPTER THREE
OFFICE APPLICATIONS
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'Dep:.r tment of Computer Science
Faculry of Com~unication and Information Sciences,
Urversity of Horin, Torin.
‘Computer 5 2~viee and Information Technology
(COMSIT Lait) Unversity of Horin, Horin.

3.0 Introduction

This chapter introduces the stud:ats to some basic and commonly used computer
application programs used majorly for office/organization document preparation.
Microsoft (MS) office appiicatiors are used as the example applications since they
are the most commonly used app! cations. The MS office application discussed are: -
MS Word for word processing, MS Excel for spreadsheet preparation and MS
PowerPoint for preparation of presentation slides.

3.1 Word Processing

Microsoft Word is one of the most popular word processing software supported by
both Mac and PC platforms used to create documents, brochure, leaflets outlines,
resumes, lists, and simple web pa;z2s.

3.1.1 Getting Started
Opening Microsoft Word On A f'¢

To launch Microsoft Word, go to Start > All Programs > Microsoft Office >
Microsoft OfficeWord 2010 (Figure 4.14) - Ablank Word document will open.
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Figure 3.1: Start Tab1.0.1

29






image44.emf

p——————————

Step 3: Click Copy on the HOME tab (Figure 3.82).
Step4: Go to the PowerPoint document where you want the chart located.
Step 5: Click Paste on the HOME tab (Figure 3.82).
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' Figure 3.82: Inserting Table from MS Word/Excel

Adding Charts

Charts allow you to present information contained in the worksheet in a graphic
format. PowerPoint offers many types of charts including: Column, Line, Pie, Bar,
Area, Scatter and more. To view the charts available click the Insert tab on the

| Ribbon (Figure 3.83).
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Figure 3.83: Inserting charts

tab, click the Chart ribbon (Figure 3.84).
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Step 2: Click the type of Chart you want to create.
Step 3: Insert the Data and Labels.
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Figure 3.84: Adding Charts
Slide Effects
Slide Transition

Transitions are effects that appear when you switch from one slide to the next during
the presentation of your slide show. To add slide transitions:

Step 1: Select the slide that necds transition

Step 2: Click the TRANSITIONS tab (Figure 3.85).

Step 3: Choose the appropriatz animation or click the Transition dialog b
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Figure 3.85: Slide Transition effects
To add more effects to slide transitions:

° Add sound by clicking the arrow next to Transition Seundand select vou
desired sound as shown in Figure 3.86.
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Figure 3.86: Adding sound to transition

. Modity the transition speed by clicking the arrows next to Duration box and
adjust the speed to a desired value as shown in Figure 3.87.

%) Sound: |Chime -
1 ® Durtion:  [02.00
| —» Apply To All

Timing

Figure 3.87: Transition speed
To apply the transition to all slides:

' Chick the Apply to All button depicted in Figure 3.88.

4, Sound:  Chime - Advance Slide
> ¥ OnMouse Click
m—A\fter: 00:0000 |

® Duration:
T3 Apply To All

iming

Figure 3.88: Applying transition effect to all slides
Toselect how to advance a slide, from the Advance Slide options:
Step 1: Choose On Mouse Click, or

Step2: Choose After and enter a time to have a slide transition automatically after
yourset time. This is depicted in Figure 3.89.
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Slide Animation

Slide animation effects are predefined special effects that you can add to o}

slide. Toapply an animation effect:

Step 1: Select the object.

Step 2: Click the ANIMATIONS tab on the Ribbon (Figure 3.90).
Step 3: Click the Animation dialog box.

Step 4: Choose the desired e ffect.
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rfigure 3.90: Animating slides
Animation Preview

To preview the animation on a slide:

- Click the Preview button on the ANIMATIONS tab as depicte
3.91.
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Figure 3.91: Animation preview
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Slide Setup and Slide Show

This option allows you to set preferences for how the slide show will be presented.
The options include:

i) Whether the show will run automatically or will be presented by a speaker
1) The looping options

iii) Narration options

) Monitor resolutions

Figure 3.92 depicts the interface for setting up of these options
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Figure 3.92: slide show setup
Record Slide Show

When you are ready to record narration for the slides:

Step | Click the SLIDE SHOW tab (Figure 3.93)
Step 2: Click the Record Slide Show button

Step3: Choose Start Recording from Beginning OR Start Recording from
Current Slide.

NS SUDESHOW  REVIEW  VIEW
| B e,
SR @ Use Timings
, 3 64 Show Media Controls vl s
: 6{) Stant Re;m;ing ffhc;r_a Beg'inn.:mg...
'@ Start Recording from Cu-ent Siide...

L lear »

o

Figure 3.93: Recording slide show
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