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Word Processing Basics

~
[ 1 bjectives
1 ntroduction
1.2---Advantages of Word processing
1:3 00 Beg_él: sed inMS: d
1.5 Jsir e Help function in MS-
m
e —An
Uestio rSelf:Sstudy
\ G Suggested Readings
>
L 1.0 OBJECTIVES B

After reading this chapter you will be able to:

o Explain the concept of Word processing and its advantages
¢ Identify the various aspects related to the word screen
e Describe in detail the various bars used in MS-Word
e Describe in detail the use of the Help function in MS-Word
L 1.1 INTRODUCTION s

Word processing is an application program that allows you to create letters, reports,
newsletters, tables, form letters, brochures, and Web pages. Using this application
program you can add pictures, tables, and charts to your documents. You can also
check spelling and grammar.

A word processor is an electronic device or computer application software that
performs word processing: the composition, editing, formatting and sometimes printing
of any sort of written material. Word processing can also refer to advanced shorthand
techniques, sometimes used in specialized contexts with a specially modified
typewriter. The term was coined at IBM's Boblingen, West Germany Laboratory in the
1960s. Typical features of a word processor include font application, spell checking,
grammar checking, a built-in thesaurus, automatic text correction, Web integration and
HTML exporting, among others.

The word processor emerged as a stand-alone office machine in the 1970s and 1980s,
combining the keyboard text-entry and printing functions of an electric typewriter with a
dedicated computer processor for the editing of text. Although features and designs
varied among manufacturers and models, and new features were added as technology
advanced, word processors typically featured a monochrome display and the ability to
save documents on memory cards or diskettes. Later models introduced innovations
such as spell-checking programs, improved formatting options, and dot-matrix printing.
As the more versatile combination of personal computers and printers became
commonplace, and computer software applications for word processing became
popular, most business machine companies stopped manufacturing word processor
machines. As of 2009 there were only two U.S. companies, Classic and AlphaSmart,
which still made them. Many older machines, however, remain in use. Since 2009,
Sentinel has offered a machine described as a "word processor", but it is more
accurately a highly specialized microcomputer used for accounting and publishing.

Word processors are descended from early text formatting tools (sometimes called
"text justification" tools, from their only real capability). Word processing was one of the
earliest applications for the personal computer in office productivity. Although early
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word processors used tag-based markup for document formatting, most modern word
processors take advantage of a graphical user interface providing some form of what-
you-see-is-what-you-get editing. Most are powerful systems consisting of one or more
programs that can produce any arbitrary combination of images, graphics and text, the
latter handled with type-setting capability.

Microsoft Word is the most widely used word processing software. Microsoft estimates
that over 500,000,000 people use the Microsoft Office suite, which includes Word.
Many other word processing applications exist, including WordPerfect (which
dominated the market from the mid-1980s to early-1990s on computers running
Microsoft's MS-DOS operating system) and open source applications OpenOffice.org
Writer, LibreOffice Writer, Abiword,KWord, and LyX. Web-based word processors,
such as Office Web Apps or Google Docs, are a relatively new category.

Main features of word processing applications:

e Create professional documents fast, using built-in and custom templates

o Easily manage large documents using various features like the ability to create
table of contents, index, and cross-references

e Work on multiple documents simultaneously

e With the help of mail merge, you can quickly create merge documents like
mass mailings or mailing labels

e AutoCorrect and AutoFormat features catch typographical errors automatically
and allow you to use predefined shortcuts and typing patterns to quickly format
your documents.

e The print zoom facility scales a document on different paper sizes, and allows
you to print out multiple pages on a single sheet of paper.

e The nested tables feature supports putting one table inside another table.

e Export and save your word documents in PDF and XPS file format.

Batch mailings using form letter template and an address database (also

called mail merging);

Indices of keywords and their page numbers;

Tables of contents with section titles and their page numbers;

Tables of figures with caption titles and their page numbers;

Cross-referencing with section or page numbers;

Footnote numbering;

New versions of a document using variables (e.g. model numbers, product

names, etc.)

Other word processing functions include spell checking (actually checks against
wordlists), "grammar checking" (checks for what seem to be simple grammar errors),
and a "thesaurus" function (finds words with similar or opposite meanings). Other
common features include collaborative editing, comments and annotations, support for
images and diagrams and internal cross-referencing.

Word processors can be distinguished from several other, related forms of
software:

Text editors were the precursors of word processors. While offering facilities for
composing and editing text, they do not format documents. This can be done by batch
document processing systems, starting with TJ-2 and RUNOFF and still available in
such systems as LaTeX (as well as programs that implement the paged-media
extensions to HTML and CSS). Text editors are now used mainly by programmers,
website designers, computer system administrators, and, in the case of LaTeX by
mathematicians and scientists (for complex formulas and for citations in rare
languages). They are also useful when fast start-up times, small file sizes, editing
speed and simplicity of operation are preferred over formatting.

Later desktop publishing programs were specifically designed to allow elaborate layout
for publication, but often offered only limited support for editing. Typically, desktop
publishing programs allowed users to import text that was written using a text editor or
word processor.

Almost all word processors enable users to employ styles, which are used to automate
consistent formatting of text body, titles, subtitles, highlighted text, and so on. Styles
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greatly simplify managing the formatting of large documents, since changing a style
automatically changes all text that the style has been applied to. Even in shorter
documents styles can save a lot of time while formatting. However, most help files
refer to styles as an 'advanced feature' of the word processor, which often discourages
users from using styles regularly.

Features of word 2007:

MS Word 2007 has useful features and tools introduced to produce professionally
created documents. You can easily create, format, edit professional-looking user
document using comprehensive set of easy to use tools provided by MS Word. It uses
the MS Office Fluent user Interface concept. This interface uses a new component
called Ribbon to group the tools by task, within task by sub tasks and related
commands that are used more frequently. The new user result oriented interface
presents the tools to you in a more organised and efficient manner, which are easy to
locate.

1. Tabs are more task oriented such as Home, Insert, Page Layout

2. Within each tab, the related sub-tasks are grouped together

3. Related command buttons are also grouped together to execute a command
or to display a command menu

Microsoft Office Word 2007 helps you produce professional-looking documents by
providing a comprehensive set of tools for creating and formatting your document in a
new interface. Rich review, commenting, and comparison capabilities help you quickly
gather and manage feedback from colleagues. Advanced data integration ensures that
documents stay connected to important sources of business information.

The MS Word 2007 provides a lot of pre-formatted template to produce documents,
reports etc. While using the pre-formatted template, you can select already available
cover page, header and footer to give the documents a professional look without
spending much time in formatting a new one. MS Word 2007 also provides features for
creating chart and diagram which include three-dimensional shapes, transparency,
drop shadows, and other effects. This helps create highly professional documents with
flexibility in representing data more efficiently and professionally. Before sharing a
document which is in its final form with others, you can use MS Word 2007 “Mark As
Final” features to protect the document from any changes. “Mark as Final” command
makes the document “read-only” making the typing, editing and proofing command
disabled. MS Word 2007 also provides the feature and tools to export your document
to either PDF (Portable Document Format) or XPS (XML Paper Specification) format.

[ 1.2 ADVANTAGES OF WORD PROCESSING |

The advantages of Word processing are synonymous with the benefits provided by
MS-Word. The most prominent ones are enlisted below:

Create professional-looking documents

Office Word 2007 provides editing and reviewing tools for creating polished documents
more easily than ever before.

Spend more time writing, less time formatting

A new, results-oriented interface presents tools to you when you need them, in a clear
and organized fashion:

e Save time and get more out of the powerful Word capabilities by selecting
from galleries of predefined styles, table formats, list formats, graphical effects,
and more.

e Word eliminates the guesswork when you apply formatting to your document.
The galleries of formatting choices give you a live visual preview of the
formatting in your document before you commit to making a change.
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Add preformatted elements with just a few clicks

Office Word 2007 introduces building blocks for adding preformatted content to your
documents:

e When you are working on a document from a particular template type, such as
a report, you can select from a gallery of preformatted cover pages, pull
guotes, and headers and footers to make your document look more polished.

e If you want to customize the preformatted content, or if your organization often
uses the same piece of content, such as legal disclaimer text or customer
contact information, you can create your own building blocks that you select
from the gallery with a single click.

Communicate more effectively with high-impact graphics

New charting and diagramming features include three-dimensional shapes,
transparency, drop shadows, and other effects.

Instantly apply a new look and feel to your documents

When your company updates its look, you can instantly follow suit in your documents.
By using Quick Styles and Document Themes, you can quickly change the
appearance of text, tables, and graphics throughout your document to match your
preferred style or color scheme.

Easily avoid spelling errors
The following are some new features of the spelling checker:

e The spelling checker has been made more consistent across the 2007
Microsoft Office system programs. Examples of this change include:
= Several spelling checker options are now global. If you change one of
these options in one Office program, that option is also changed for all
the other Office programs. For more information, see Change the way
spelling and grammar checking work.
= In addition to sharing the same custom dictionaries, all programs can
manage them using the same dialog box. For more information, see
Use custom dictionaries to add words to the spelling checker.

e The 2007 Microsoft Office system spelling checker includes the post-reform
French dictionary. In Microsoft Office 2003, this was an add-in that had to be
separately installed. For more information, see Change the way spelling and
grammar checking work.

e An exclusion dictionary is automatically created for a language the first time
that language is used. Exclusion dictionaries let you force the spelling checker
flag words you want to avoid using. They are handy for avoiding words that
are obscene or that don't match your style guide. For more information, see
Use exclusion dictionaries to specify a preferred spelling for a word.

e The spelling checker can find and flag some contextual spelling errors. Have
you ever typed a mistake similar to the following? | will see you their. In Office
Word 2007, you can enable the Use contextual spelling option to get help with
finding and fixing this type of mistake. This option is available when checking
the spelling of documents in English, German or Spanish. For more
information, see Choose how spelling and grammar checking work.

e You can disable spelling and grammar checking for a document or for all
documents you create.

Share documents confidently

When you send a draft of a document to your colleagues for their input, Office Word
2007 helps you efficiently collect and manage their revisions and comments. When
you are ready to publish the document, Office Word 2007 helps you ensure that any
unresolved revisions and comments aren't still lurking in the published document.
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Quickly compare two versions of a document

Office Word 2007 makes it easy to find out what changes were made to a document.
When you compare and combine documents, you can see both versions of the
document — with the deleted, inserted, and moved text clearly marked in a third
version of the document.

Find and remove hidden metadata and personal information in documents

Before you share your document with other people, you can use the Document
Inspector to check the document for hidden metadata, personal information, or content
that may be stored in the document. The Document Inspector can find and remove
information like comments, versions, tracked changes, ink annotations, document
properties, document management server information, hidden text, custom XML data,
and information in headers and footers. The Document Inspector can help you ensure
that the documents you share with other people do not contain any hidden personal
information or any hidden content that your organization might not want distributed.
Additionally, your organization can customize the Document Inspector to add checks
for additional types of hidden content.

Add a digital signature or signature line to your documents

You can help provide assurance as to the authenticity, integrity, and origin of your
document by adding a digital signature to the document. In Office Word 2007 you can
either add an invisible digital signature to a document, or you can insert a Microsoft
Office Signature Line to capture a visible representation of a signature along with a
digital signature.

The ability to capture digital signatures by using signature lines in Office documents
makes it possible for organizations to use paperless signing processes for documents
like contracts or other agreements. Unlike signatures on paper, digital signatures
provide a record of exactly what was signed and they allow the signature to be verified
in the future.

Convert your Word documents to PDF or XPS
Office Word 2007 supports exporting your file to the following formats:

e Portable Document Format (PDF) PDF is a fixed-layout electronic file format
that preserves document formatting and enables file sharing. The PDF format
ensures that when the file is viewed online or printed, it retains exactly the
format that you intended, and that data in the file cannot be easily changed.
The PDF format is also useful for documents that will be reproduced by using
commercial printing methods.

e XML Paper Specification (XPS) XPS is an electronic file format that
preserves document formatting and enables file sharing. The XPS format
ensures that when the file is viewed online or printed, it retains exactly the
format that you intended, and that data in the file cannot be easily changed.

Instantly detect documents that contain embedded macros

Office Word 2007 uses a separate file format (.docm) for macro-enabled documents,
S0 you can instantly tell whether a file is capable of running any embedded macros.

Prevent changes to a final version of a document

Before you share a final version of a document with other people, you can use the
Mark As Final command to make the document read-only and communicate to other
people that you are sharing a final version of the document. When a document is
marked as final, typing, editing commands, and proofing marks are disabled, and
people who view the document cannot inadvertently change the document. The Mark
As Final command is not a security feature. Anyone can edit a document that is
marked as final by turning off Mark As Final.

Word Processing Basics /5



Go beyond documents

Now more than ever, when computers and files are interconnected, it pays to store
documents in files that are slim, sturdy, and supportive of a wide variety of platforms.
To meet this need, the Microsoft Office system achieves a new stage in its evolution of
XML support. The new XML-based file format enables Office Word 2007 files to be
smaller, more robust, and deeply integrated with information systems and external
data sources.

Reduce file sizes and improve corruption recovery

The new Word XML format is a compressed, segmented file format that offers a
dramatic reduction in file size and helps ensure that damaged or corrupted files can be
easily recovered.

Connect your documents to business information

In your business, you create documents to communicate important business data. You
can save time and reduce the risk of error by automating the process of this
communication. Create dynamic smart documents that update themselves by using
new document controls and data binding to connect to your back-end systems.

Manage document properties in the Document Information Panel

The Document Information Panel makes it easy to view and edit document properties
while you work on your Word document. The Document Information Panel displays at
the top of your document in Word. You can use the Document Information Panel to
view and edit both standard Microsoft Office document properties and properties for
files that are saved to a document management server. If you use the Document
Information Panel to edit the document properties for a server document, the updated
properties will be saved directly to the server.

For example, you may have a server that keeps track of a document's editorial status.
When you put the finishing touches on a document, you can open the Document
Information Panel to change the document's editorial status from Draft to Final. When
you save the document back on the server, the change in editorial status is updated on
the server.

If you store document templates in a library on a Microsoft Windows SharePoint
Services 3.0 server, the library might include custom properties that store information
about the templates. For example, your organization may require you to categorize
documents in the library by filling in a Category property. Using the Document
Information Panel, you can edit properties like this directly within the Word
environment.

Recover from computer problems

2007 Microsoft Office system provides improved tools for recovering your work in the
event of a problem in Office Word 2007.

Office Diagnostics: Microsoft Office Diagnostics is a series of diagnostic tests that
can help you to discover why your computer is crashing. The diagnostic tests can
solve some problems directly and may identify ways that you can solve other
problems. Microsoft Office Diagnostics replaces the following Microsoft Office 2003
features: Detect and Repair and Microsoft Office Application Recovery.

Program recovery: Office Word 2007 has improved capabilities to help avoid losing
work when the program closes abnormally. Whenever possible, Word tries to recover
some aspects of the state of the program after it restarts. For example, you are
working on several files at the same time. Each file is open in a different window with
specific data visible in each window. Word crashes. When you restart Word, it opens
the files and restores the windows to the way they were before Word crashed.
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[ 1.3 THE WORD SCREEN LAYOUT T

The Word screen (Window) contains a number of objects such as Tabs, Menus, Sub
menus, short-cut commands etc. We will describe the Word’s default screen layout

(Fig. 1.1) here.
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Menus: If you are familiar with previous versions of Word, when you begin to explore
Word 2007, you will notice a significant change in the menu structure, look and feel.
The features in Word 2007 display as various tabs such as Home, Insert, Page Layout,
References, Mailings, Review and View etc.

- Microsoft Word.doc
Insert Page Layout References Mailings Review View
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Clipboard 7 Font Styles 1 Editing

To view all sub tasks/options (expanded form) in each menu, you must click the
required option. For example, the images below show the Border menu in collapsed
form and in expanded form as shown in the pictures below.
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Shortcut Menus: These features allow you to access various Word commands faster
than using the options on the menu bar. When the menu is expanded, the shortcut
menu is displayed with short-cut command option for each of the short-cut menu item.
The options on this menu will vary depending on the sub-task that was clicked or
selected. For example, the shortcut menu on the side is produced by
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selecting or expanding the Border option of the paragraph sub-task of the Home Tab
from the Tab bar. The shortcut menus are helpful because they display only those
options that can be applied to the item that was selected and, therefore, prevent
searching through the many menu options.

Bottom Border |
Tap Bardaer

Latt Eorder

Biget Border
Elo Bordar

All Borders
Outiide Borders
[nside BEarders

Inside Morizontal Barder

[miide Vertical Border

=t +0mB

Horizanmtal Lirns
Draver Tabile

Vieww Qridlines

Ul s

Barders and Shading...

1.1to 1.3 Check your Progress

a) Fill in the Blanks.

1. Word processing can also refer to advanced ........................... techniques.
2. iiiiiiiiiiiiineen ... s the most widely used word processing software.
3. The spelling checker can find and flag some ...........................spelling errors.

b) Answer the following.

1. Discuss the applications of Word processing in brief.

2. Enlist the most prominent advantages of the MS Word - Word processing
application.

[ 1.4 TOOL BARS USED IN MS-WORD .

MS Word 2007 provides a customized quick access toolbar to organize the tools
available for easy and fast access of the commands. Many toolbars displaying shortcut
buttons are also available to make editing and formatting quicker and easier.
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The Home Tab:

C_lg. DEH L0 @ |~ Dacumentl - Microsoft Word — (-} F3
= | Hnm: L Insert Page Layout References Mallings Review View Developer Add-Ins '@l
E‘ﬂ _’_1 Calibri [Body] -|1l - |.f\‘ .'I.'||%.IJ| |E === 1‘1__-'”? El%l”ﬂ] aaBbcee| aaBbCche AaBbCa : % ia:::a;
paste (B I U-ahex x Aar|[®2- A Ir'gi B = E|I=-|[&- E ||| ruemel | 1ho spaci. Hesdingl o E{;al:?f ?5¢|,ﬂ-
|Clipboard = | Font s Paragraph | Styles || Editing
lcon | Description
Clipboard
E Pastes the contents of the clipboard in the cursor's current
location
Paste
% Removes the currently selected item from the document and
places it on the clipboard
Uy Copies the currently selected item to the clipboard (while leaving it
in the current document also)
= J Copies the formatting of the currently selected itemn to apply to the
next selected item
= Shows the clipboard and other options
Font
|Calibri (Body) +| | Font
1n - Font size

Increase font size

Decrease font size:

Clear formatting from the selected item

Bold

ltalics

A

U -~ Underline {the arrow will give you line options)
el Strikethrough

x, Subscript

x* Superscript

Options for changing the case of words

2]

Highlight the selected item (the arrow will give you color options)

Font color

P>
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Paragraph

-

Bulleted list (the arrow will give you bullet options)

[
11
4

Numbered list (the arrow will give you number options)

-

1=

Multi-level list (the arrow will give you level options)

Decrease indent

Increase indent

|

@ Left align
= Center align
E Right align
E Justify

t=- Line spacing

Paragraph shading (the arrow will give you color options)

Paragraph border (the arrow will give you border options)

More paragraph formatting options

Applies the quick style to the selected text

Scroll through the quick styles

Change style set, colors, or fonts

Change
Styles =
|5 More style options
Editing
33 Find ~ Find text in the document
ab Replace Replace text in document
[y Select ~ ltemn selection options (Select All, Select Objects, and Select Text

with Similar Formatting)
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The Insert Tab:

EQSI'I_LIEH-AL_'I- U@ )

Documentl - Microsoft Word -

Home | Insert l Fage Layout References Mallings Review View Developer Add-Ins (7]
2] Cover Page ~ I/__:; EE [ shapes - || B Hyperink || 3 Header~ A 3 Quick Parts = |2 Signature Line = | TT Equation =
L] Elank Page By X smantart || 4 EBoakmark | Footer - <l wordart~ [, Date & Time €2 symbal ~
= Table || Picture Qlp 5 Text | _
¥= Fapge Break - art ﬂ‘hChll‘l L'pY Cross-reference [*) Page Number = || gag= ASOropCap - Mg Object -
Pages || Tamles || Dlustrations Links Header & Footer || Text symbals
lecon Description
Pages

Cover Page ~

Insert cover page

|) Blank Page

Insert blank page

PE Page Ereak

Insert page break

Tables

=

Table

-

Insert a table

llustrations

bha

Insert a picture from a file

Picture
EE Insert Microsoft clip art
EL]
Clip
Art
[{p Shapes ~ Insert shapes or drawing canvas
SmartArt Insert a Smart Art diagram
il chart Insert a chart
Links
8, Hyperlink Insert a hyperlink to a website
A& Bookmark Insert a bookmark

[#) Cross-reference

Insert a cross-reference

Header & Footer

[Z] Header -

Insert or edit a header

|=] Footer~

Insert or edit a footer

[*) Page Number ~

Insert a page number

Teoxt
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A=

Text
Box~

Insert a text box

3] Quick Parts -

Insert a document quick part (Author, Abstract, Title, etc)

] woraart -

Insert Word Art

AS Drop Cap ~

Changes the first letter of the selected paragraph into a large letter
while keeping the rest of the text normal sized

[ £ Signature Line ~

Insert a signature line

(5 Date &Time Insert the date and/or time
Pgd Object ~ Insert a range of other types of objects
Symbols
' TC Equation | Insert an equation (the arrow provides built-in equations)
{2 symbol ~ Insert a symbol

Page Layout Tab:

Home Insert

Themas

ng UEHL 9 - @ )

n- I-I [y Orientation ~ ¥=) Braaks =
=l [ size -

Thernes Margins
@ ” g EE Columns -

Add.Ins

Documentl - Microsoft Woard
Fage Layaut I References Mallings Review View Develaper
A Watermark = Indent Spadng
Y line Numbers = | 4 Page Color~ | £ 0" 22 |opt :
b¥" Hyphenation = | [l Page Borders -E"E o * :3 0 pt :
Page Setug T+ | Page Background | | Paragragh o)

Position

{3, Bring to Front ~
41 Send ta Back ~
|E| Text Wrappimg =

Arrange

|& Align -
'l::'i Group ~
“A Rotate =
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lcon Description
Themes
@ Change document theme {only works if using styles)
a
Themes
=B Change theme colors
(Al Change theme font
[e]- Change theme effects
Page Setup
' i | Set margins
Margins

[}y Orientation =

Set page orientation

103 Size -

Set page size

EE Columns ~

Split the page into columns

PE Breaks ~

Set page & section breaks

§ Line Numbers ~

Show line numbers & line number settings

b~ Hyphenation ~

Hyphenation settings

i

More page setup options

Page Background

[4) Watermark ~

Set watermark

@ Page Color =

Set page background color

D Page Borders

Set page borders

Paragraph

Indent

£E 0

=4l

4 F|4F

Change left and right indentation

Spacing
=
HIEEE

Change the spacing before and after the paragraph

Arrange

.

Position

L

Set the position of an object in relation to the text

{3, Bring to Front =

Bring selected object to front of all other objects

Y, Send to Back ~

Send selected object to back of all other objects

[ Text Wrapping ~

Set how the text will wrap around the object

|2 Align - Set object alignment
18] Group - Group objects together
Sh Rotate | Rotate object
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References Tab:

Home Insert

CNEECTFERCEPY

Page Layout | Refarences [ Mallings

Documentl - Microsoft Word =

Review View Develaper Add.Ins

% B Add Text = [;yInsert Endnote EE {3} Manage Sources ‘5 A Insert Table of Figures iy @1' =Y
[ Undate Table AR Next Footnate = || = Lasote apn  +||| = _fupaateTaie E. By
Tabie ot Insert sert .o tnsert Mark Mark
Contents * Footnote =] Show Notes Chtatian~ 4 Bibliography - Caption =1 Cross-reference Entry Citation
Table of Contents Foctnates ] Citations & Eibliography | Captions Index | |Table of Authorities
lcon | Description
Table of Contents
' ' Create a table of contents
Table of
Contents -
[BeAddText - Add text that will show in the table of contents

[ Update Table

Update the table of contents to show the correct page numbers

Footnotes
AB1 Add a footnote
Insert
Footnote
[}y Insert Endnote Add an endnote

AH, Next Footnote ~

Navigate to the next footnote {the arrow allows you other footnote
and endnote navigation)

=] Show Notes

Scroll the document to show the location of footnotes and
endnotes

=]

More footnote and endnote options

Citations & Bibliography

Insert
Citation -~

Add a citation

4} Manage Sources

View the list of all sources cited

(@ style: aPA -~

Select the citation format for the docurnent

i Bibliography Create a bibliography
Captions
Add a caption to an image
Insert
Caption

‘ﬂ Insert Table of Figures

Insert a table of all figures in the document

|_J¥ Update Table

Update the table of figures to include all entries

[#) Cross-reference

Insert a reference to an item in the document
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Index

94. Include selected text in the index

Mark

Entry

'%D' Insert the index

B Update the index to include all entries

Table of Authorities

@ A Include selected text in the table of authorities
Mark
Citation

' i ' Insert the table of authorities

B Update the table of authorities to include all entries

The Mailings Tab:

.'. |& ¥ - 7
B D EH29-00)

Home Insert Fage Layout
—'; =
= = N = e
Ervelopes Labels | Start Mall  Select

Merge = Recipients ~ Recdplent List
Start Mail Merge

Create Il

Daocumentl - Microsoft Word -

References Mailings L Review View Develaper Add.dns @
2|2 B8 8o REETE
. L= — — — L:':,Matl:h Fields Ji'] Find Redplent C
Edit Highlight  Address Greeting Insert Merge Preview | Finish &
Mearge Fields Block  Line Field= 2] Updatelabels | Rasutts | 3 Auto Checkfor Emors | pferge -
L Write & [nsert Fields Preview Results |__Finish |

leon

Description

Create

Envelopes

Create and print envelopes

=
=

Labels

Create and print labels

Start Mail Merge

)

Start Mail

Create a mail merge document (letters, emails, envelopes, labels,
directory, normal document, or wizard)

=

..ﬁ 5
- [T=]
B

4

Select
Recipients =

Select the mail merge recipients (type a list, use an existing
spreadsheet or database, or select from Outlook contacts)

&

Edit
Recipient List

View, edit, sort, filter, and select the recipients from the list
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Write & Insert Fields

Highlight
Merge Fields

Highlight merge fields that have been inserted into the document

Address
Block

Insert an address block

Greeting
Line

Insert a greeting line

Insert Merge
Field =

Insert a merge field

[ Rules ~

Create rules to help select recipients

4% Match Fields

Match the source fields to the Word defined fields

|#] Update Labels

Update labels to use information from the recipient list

Praview Results

: E
Preview
Results

Replaces the merge field place holders with actual recipient data

K

Navigate through the recipient list in the preview

1] Find Recipient

Search for a specific recipient for previewing

B, Auto Check for Errors | Specify how to handle errors
Finish
F_‘x Complete the mail merge
2
Finish &
Merge ~

The Review Tab:

na.-, DESH L9 -0 @ |~ Documentl - Microsoft Word - =
ca) : ——
Home Inzert Page Layout References Mallings | Review |_ View Develaper Add.Ins
ﬂkesean:h E"' G B t? | ? "f} Final Showing Markup ul ) Reject - _']j 1
o3 Thesaurus & 2] 2 Show Markup = % Previous = i
| Spelling & Hew Track  Balloons o Accept Compare Show Source Protect
Crammar “p Translate 3 comment 2 Changes = (] Reviewing Pane - »  %}Het *  Documents* | Dacument=
Proafing __ Comments Tracking Changes Compare Protect

Word Processing Basics /17




leon Description
Proofing
y Check the document for spelling and grammar errors
Spelling &
Grammar
4, Research Open research task pane (dictionary, encyclopedia, and
translation service)
¢ Thesaurus Suggest words similar to the highlighted word
4% Translate Translate the selected text to another language
- Enable the translation screen tip
& Set the language used by the spell check
5] Word count
Comments
G Create a new comment
New
Comment
a1 Delete comment(s)
" Navigate to the previous comment
a Navigate to the next comment
Tracking
Track all F:hangff-s made to the document (the arrow gives
= you tracking options and user name change)
Track
Changes -
Choose how to show revisions in the document
Balloons

-

E& | Final Showing Markup

Choose how to view the proposed changes to the
document

2] Show Markup ~

Choose the kind of markup to show in the document

[]E Reviewing Pane =

Show revisions in a separate window (the arrow gives you
pane options)
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Changes

g

Accept the current change and move to the next proposed
change (the arrow gives you acceptance options)

Accept
2 Reject ~ Reject the current change and move to the next proposed
change (the arrow gives you rejection options)
2 Previous Navigate to the previous proposed change
2 Next Navigate to the next proposed change
Compare
Ij Compare or combine multiple versions of a document
Compare

)|

Show Source
Documents =

Choose which source document to show

Protect

Protect
Document ~

Restrict how people can access the docurnent

The view Tab:

o) L& HL 9 0@

Insert

l =i 53 web Layout
= 3 outline

| Print | Full Sereen

| Layout| Reading =] Draft

Document Views

Home

Fage Layaut
¥ Ruter
| Gridlines
[] Message Bar

Documentl - Microsoft Word - =

References Mailings Review |‘.’:Ew [ Developer Add-Ins

I Document Map q ‘1‘ [dlonepage =S mew window | 3 E
™ Thumbnails L= 1'wu Fages = Amrange All ial E’
| Zoam 1008 Switch || Macrns
=] Page Width || [ Spit A3 | Windows = -
Show/Hide l Zoom | Window || Maeres
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lcon

Description

Document Views

View the document on the screen as it will appear on the printed
page

View the document full screen

Full Sereen
Reading

[Fg Web Layout View the document as it would appear as a web document

(Z] Outline View the document as an outline

(=] raft View the document as a draft to quickly edit text (headers and

footers will not be available in this view)
Show/Hide

[V Ruler Check the box to show the ruler in the document

7] Gridlines Check the box to show the gridlines in the document

[ ] Message Bar

Check the box to show the message bar in the document

M Document Map

Check the box to show the docurnent map in the document

[ Thumbnails

Check the box to show a thumbnail of each page for easy
navigation

Open the zoom dialog

100%

View the document at actual size

(1) One Page Zoom the document to fit one page in the window
[0 Two Pages Zoom the document to fit two pages in the window
=] Page Width Zoom the document to fit the page width in the window
Window
13 New Window Open a new window with a view of the current document (allows
you to view multiple views at once)
= Arrange All Tile all open windows side-by-side on the screen
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Split Split the current window in 2 parts to view 2 sections of the
document at the same time
m View 2 documents side by side to compare contents
1A} Only available in side-by-side view — scroll the documents at the
same time
A4 Only available in side-by-side view — reset the window positions so
each document has an equal amount of the screen
E Switch to a different window
Switch
Windows ~
Macros
= View the list of macros (the arrow gives you the option to view,
B record, or pause macros)
Macros

The toolbars that are already displayed on the screen are checked. To add/modify
simply click on the “More Commands” option which will display the following menu for
customized selection of tools as per your requirement.

Ln’l\ H 2] u F Dotumins - Mionasalt Wward = i
O 3 gy Cumenie Quik Accews Toolbar MadagE  ewew ViEw
. W -
!l, e Cwen B~ 2 R T 'run:r:n- aspsceme AaBbC AabbCe % ?::'::“r
Patts 7 B 5V e EEXE S  berwal | F bk Span HEsdeg 0 HERGNG S g‘;‘::f—‘ g e
Oiebaard = -l —— s yher revng
[l 3 Braleh Prine 1 4 &5 ? =
| Frani Brevies h
= SpHbRg A e
m o | Unde
= V| Pedo
D Tazhe
Hers Carvransa .
AFrave Balerw 524 Rikben
Migieize =4 Sizben
Pagelall | wWorseo | (E S0 G D e apen
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Waord Options

PP i L
Display
Fraofing
Seve

advanced

[ costomze |

@ Custamize the Quick Access Toolbar and keyboard shortcuts,

Lheose commarsds from

Fopular Commands

<Separator>
1:} Aorapt gl Move 50 Ned
B Bsrdan and Shading.,

Cuptemize Quick Access Teolar

Far all doouments (defawlt)

H Fave

) urdo
B eedo

~J
| [E4

~dd-Ins
Trudl Carlds

Fesounces

3 Cirawy Takie

Edit Foater

Edit Header

E-mail

Font_

Insart Hyperlink

Insam Page amd Secticn Sreaks .
Insert Pcture from Fils

Flew . v
Tew Comment

Cpen

Fage Setup

Pecagraph

A% Pecte Specish.,

_:_“ Frint Breview

e Quick Print

U Reco

AP Pajen mnd Move 18 N

ol Eaa

] Shew AN

L

SJELLCRNETRE

-

] Shew Quick 4ccess Toolbar Belaw the Ribbaon

J |

Cancel ||

Rulers:

The rulers display horizontal and vertical scales that reflect the width and height of
your typing area. The horizontal scale is invaluable when you want to quickly set tabs,
margins, and indents. Select the View tab on the main MS word 2007 screen to be
able to select/deselect the Ruler/Gridlines and other options.

r=ml R Decumentd - hizrfaalt W - x
(egy1e9-0. View Tab -
Home  lrzet  FPagelsjoat  References  Mailngs  Redew | View | L)
1FIU TR . o Ruk | Docunient Map | | Llonerige | SEMewVendow I View Side by Side
=g —E @ D | Gndlnes ! | Thumbmaik q "‘l ddTwoPagn | S Amangeal 4] Smctesnout Saroleg EI | 3
|| Fris |FullSceen \Welr Cutine Drat | Toom 1008 Switen || Macros
|lLypzut | meaging  Lapawn | L] Mimxiage Ear = Fage Wisth | e 7T Ad et Wndsw Peation | yindamee | .
| Dofument Visas | SheduaHane Zaan | LD R (LT
5 pm—_ e A i
-_} Horizontal Scale
I I
M . 1
- Vertical Scale

Fagrlafl | Wordeo | 0D

MEEENEICTE R b
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Vertical and Horizontal Scrollbars:

The typing area is bordered on the right side by the vertical scroll bar with a scroll
button and arrows. The single down arrow scrolls through the document line by line.
The double down arrow allows you to move to the top of the next page. The double up
arrow allows you to move to the top of the previous page. The double down arrow
allows you to move to the top of the next page. You can also drag the vertical scroll
button up and down the scroll bar to move up and down through the document.

The first bar along the bottom of the typing area is the horizontal scroll bar. To see the
text that is off the right side of the screen, use the left arrow button. To see the text that
is off the left side of the screen, use the right arrow button. You can also drag the
horizontal scroll button to move left or right of the document. In Word 2007, the options
such as view documents and zoom are also available on the bottom bar for easy
access.

e
- Heme Inat Fage Lapeutt Rt s pryens Mailingz Eraen View

il
‘_@E,,z,,,,‘.ﬁg

: —
E Vertical Scrollbar

- Zoom Button

) Horizontal Scrollbar View options

'.- w |
— . ¥ |
Pagelodl | Wordno | & 'EEEE EW
[ 1.5 USING THE HELP FUNCTION IN MS-WORD I

Microsoft Word has its own built-in help system. This can be accessed by clicking on
the [Help] button on the far right of the Word window (just under the x to close Word). If
you get used to using help then you should be able to solve your own problems.

To demonstrate how the system works, look up how to make your text bold:
1. Click on the [Help] button — a Word Help window appears

2. Type the word bold into the Search help box and press <Enter> - a list of topics
should appear

3. Click on the topic Make the text bold

The instructions given should be similar to what you learnt earlier in these notes.
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Some people like to keep the Word Help window open while they carry out the
instructions, but part of your document is covered by the Word Help window. To solve

this:

4, At the top of the Word Help window, click on the [Keep On Top] icon

5. This changes to a [Not On Top] icon and now if you click in your Word
document, the Word Help window closes, but is still available as a button on the
Taskbar at the bottom of your screen

[ B Waord Help S|
« 2 (e G 0 | AL G R/ =
= P Search -
| Table of Contents =1 . vord = .::i]
st Wihats ne [w0 ¥ ! | - .
% : i el [Py | -l F‘:?:Ii
g Geting hela = __ =
ot ACIvabing Woed ——— T
= : Browse Word Help
sl T8 Franagemant Wehak's new Gething hel
s Lrealing ez bpes of doquments hetivating Word Custanmiing
st Viewing and navigating :
~...-; e e Feler management g;iatu'-;l :f-m:a‘n: bypes of
gy Henders and foaters _ : ;
zPage nut eesadna ared navigating Margins and page petup
e Page bresks and sacton brasks Headers ard Feoters Page rumbers I
. | =
ALY Paga breake and saction Wrking
s Formatting bergaks
.-ﬁ'l'l'&ﬂmﬂ dhanges and comments Farmatting Trachireg changes &l
o Lt Coonents
e Taies Lists Tablas
gt Tables of contents and other references T e e .
PR : Tables of conberes and other Working vt 5 &)
s Weeking with graphics and dharts raferarcis charks 9 oraphi
Mol merge . . .
S and printing Il prerge Sanwiny) & peirding
et Comverting decuments [5el Convenrtneg dooumtnts Colaboration [v]
All Ward ﬂ Cannsctad to Office Online [FH

1.4to 1.5 Check your Progress

a) Fill in the Blanks

1. MS Word 2007 provides a customized ...........c.oevvieeiievniiineieiienann toolbar.
2.The ..o, button restricts how people can access the document.
3. Microsoft Word has its own built-in ........................ system.
\_ —*
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/b) Answer the following

1. Enlist any five sub-tabs provided in the ‘Insert Tab’ of MS-Word 2007.

2. Describe in detail functions of the Vertical and Horizontal Scrollbars?

)

- 1.6 SUMMARY .

In this chapter, we have discussed about the overview of the Microsoft word. We have
discussed about different menus.

Word processing is an application program that allows you to create letters, reports,
newsletters, tables, form letters, brochures, and Web pages. Using this application
program you can add pictures, tables, and charts to your documents. You can also
check spelling and grammar.

Some of the main features of word processing applications discussed here are:

e Create professional documents fast, using built-in and custom templates

e Work on multiple documents simultaneously

e AutoCorrect and AutoFormat features catch typographical errors automatically
and allow you to use predefined shortcuts and typing patterns to quickly format
your documents.

e The nested tables feature supports putting one table inside another table.

e Batch mailings using form letter template and an address database (also
called mail merging);

e Tables of contents with section titles and their page numbers;

e Cross-referencing with section or page numbers;

e New versions of a document using variables (e.g. model numbers, product
names, etc.)

MS Word 2007 has useful features and tools introduced to produce professionally
created documents. You can easily create, format, edit professional-looking user
document using comprehensive set of easy to use tools provided by MS Word. It uses
the MS Office Fluent user Interface concept. This interface uses a new component
called Ribbon to group the tools by task, within task by sub tasks and related
commands that are used more frequently. The new user result oriented interface
presents the tools to you in a more organized and efficient manner, which are easy to
locate.

1. Tabs are more task oriented such as Home, Insert, Page Layout

2. Within each tab, the related sub-tasks are grouped together

3. Related command buttons are also grouped together to execute a command
or to display a command menu

We have also discussed about the buttons on the menus in tabular form with their
symbol and description.
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1.7 CHECK YOUR PROGRESS — ANSWERS -

1.1t0 1.3 a) Fill in the Blanks

1. Shorthand
2. Microsoft Word

3. Contextual

14&15 a) Fill in the Blanks

1. Quick access
2. Protect

3. Help

1.8 QUESTIONS FOR SELF - STUDY -

Answer the following:

1.

2
3.
4

Discuss the typical features of a word processor in detail.

Comment on the new features of the spelling checker in MS-Word 2007.
Enlist any five sub-tabs provided in the ‘Home Tab’ of MS-Word 2007.

Enlist any five sub-tabs provided in the ‘Page Layout Tab’ of MS-Word 2007.

Answer in one line:

Word processing is an application program that allows you to create?

The appearance of text, tables, and graphics can be changed by which MS-
Word 2007 feature.

The Word screen contains a number of objects such as.

How can the help function in MS-Word 2007 be accessed?

1.9 SUGGESTED READINGS T

1. Using Microsoft Office Home and Student 2007

2. 2007 Microsoft® Office System Plain & Simple Office 2007 Bible

aad
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Chapter 2

Editing Text and Inserting Pictures and
WordArt

ﬁo Objectives \

2.1 ntroduction

2.2 - -Faormatting Character/ text in word-document

2.3 -Working with:selected-text (Cut;-Copy-and:Paste
Functions)

2:4 - Find, replace and-Go To Functions

2.5 Spelling and-grammar-check

2.6.--Auto-Correct function

2.7--Working with-Shapes, Pictures; Clip-Arts-‘and-WordArts
2.7.1 Shapes
2.7.2 Clip-Arts
2.7.3 WordArt

2.9 -Summary

2.9 CheckYour Progress =-Answers

2:10:Question for Self Study

kZ.ll Suggested Readings /

- 2.0 OBJECTIVES N

After reading this chapter you will be able to:

e Explain the concept of using Word processing to work with selected text.

e Apply the various aspects related to the find, replace and Go To functions
in word.

e Describe in detail the application of Spelling and grammar check and Auto
Correct function.

e Describe in detail the application of Working with Shapes, Pictures, Clip
Arts and WordArts in MS-Word.

 — 2.1 INTRODUCTION T

In this chapter we are going to discuss about text formatting and use of graphics in a
word document. The MS Word 2007 provides a lot of pre-formatted templates to
produce documents, reports etc. While using the pre-formatted template, you can
select already available cover page, header and footer to give the documents a
professional look without spending much time in formatting a new one. MS Word 2007
also provides features for creating chart and diagram which include three-dimensional
shapes, transparency, drop shadows, and other effects.

Features for working with selected text (Cut, Copy and Paste Functions) and Find,
replace and GoTo Functions provide the users with a very good level of ease not just
to create and edit quality documents but also to navigate through the document in a
quick manner.

Spelling and grammar check functionality provides the users with proof-reading
benefits. Grammatical and spelling related errors are instantly eliminated through this
function. Auto Correct function helps to automatically correct the words in the
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document. The Shapes, Pictures, Clip Arts and WordArts in MS-Word also help the

user in creating professional documents in an efficient an quick manner.
2.2 FORMATTING CHARACTER/ TEXT IN WORD DOCUMENT

Styles

A style is a format enhancing tool that includes font typefaces, font size, effects (bold,

italics, underline, etc.), colors and more. You will notice that on the Home Tab of the
Ribbon, that you have several areas that will control the style of your document: Font,
Paragraph, and Styles.

ingen Fage Layeut Referenies Maitangs Rty igw Devedoper
= T ¥ Find -
& it - B (e R =t R i - . % .
._J : Calibri Bedy) i A7) E R T T AaBbCeDe AaBbfedt AaBb( AaBbCe £, Bepine
P‘af!e 4 LUk n H A |- & - EEEE i:§.| Jp- (- THomal T o Spac. Hesdingl  Headingl g;’:ff L Select -

Clipboard T+ Font Faragraph

Styles Editing

Change Font Typeface and Size
e To change the font typeface:

e Click the arrow next to the font name and choose a font.

Calibri [Body) " A A ||%l’|

FBY I U ~ abe X, X° Aa™

Font

Remember that you can preview how the new font will look by highlighting the text,
and hovering over the new font typeface.

=1
Calibri =11

AaBblche Ag
Hea

el PR N
= 3 ¥ EEREo R

Thame Fonls
Cambria
Calibri

Recently Used Fonks

B Verdana

% Times New Roman
AH Fonts

B dgency B

T ALGERIAN

T Anial

% Arial Black

T Arial Namow

F Arlal Roundad MT Boid
B Arial Unicode MS

i T Hormal || T Ho Spaci...

Parsgraph Syl

Formatting Text

ool that inchides fanttypefaces, fant size, effects {bald, italicd
F notice that on the Home Group of the Ribbon, that you haw

of your dotument: FONT, PARASRAPH, AND STYLES.

To change the font size:

e Click the arrow next to the font size and choose the appropriate size, or

e Click the increase or decrease font size buttons.

Calibri [Body) 11 v AT AT

B I U ~abe x, Aa~ |7 NA ~|

]

Font
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Font Styles and Effects

Font styles are predefined formatting options that are used to emphasize text. They
include: Bold, Italic, and Underline. To add these to text:

e Select the text and click the Font Styles included on the Font Group of the
Ribbon, or

e Select the text and right click to display the font tools

Calibri (Bos ~ 11 = A" o7 Ay

Bl aby . A -
= Group of the Ribbon, l | i n—

, Paragraph, and Styles.

efaces, font size, effe

NiE
"l
¥
|
.
|
4

Change Text Color

To change the text color:

e Select the text and click the Colors button included on the Font Group of the
Ribbon, or

¢ Highlight the text and right click and choose the colors tool.
e Select the color by clicking the down arrow next to the font color button.

Calibri (B 11 = A A7 &i.‘v j’

Highlight Text

Highlighting text allows you to use emphasize text as you would if you had a marker.
To highlight text:

Select the text
Click the Highlight Button on the Font Group of the Ribbon, or
Select the text and right click and select the highlight tool

To change the color of the highlighter click on down arrow next to the highlight
button.

Copy Formatting

If you have already formatted text the way you want it and would like another portion of
the document to have the same formatting, you can copy the formatting. To copy the
formatting, do the following:

e Select the text with the formatting you want to copy.

o Copy the format of the text selected by clicking the Format Painter button on
the Clipboard Group of the Home Tab

e Apply the copied format by selecting the text and clicking on it.
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Wl B O

Paste
- J Format Painter

Clipboard P

Clear Formatting
To clear text formatting:
e Select the text you wish to clear the formatting

e Click the Styles dialogue box on the Styles Group on the Home Tab
e Click Clear All

A LA
AaBbCi AaBbCc _ % 4

Headingl  Heading2 - Change
Styles ~
\ i) 1 O
Styles R T e }:E

Clear all

Mormal T
No Spacing T}
Heading 1 a
Heading 2 na
Title 1a
Subtitle na
Subte Emphaszis a
Emphasis a
Intense Emphasis a
Strang a
Quote a
Intense Quote a
Subte Reference a
Intense Reference a
Book Tite a
List Paragraph T

[ show Preview
[ ] Disable Linked Styles

Dptions, ..

2.3 WORKING WITH SELECTED TEXT (CUT, COPY, PASTE
[ FUNCTIONS) T

Selecting text is very important as it identifies which section of text you want Word to
modify. It can be used to change how some text looks, to move or copy text within a
document, between documents or between different applications (eg Word and
PowerPoint), and to delete or replace text.
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A simple way to select part of your text is by dragging through it as follows:

1. Move the mouse so that the pointer on the screen is at the start of the text that
you want to change

2. Hold down the mouse button, and keep it held down

3. Drag the mouse sideways to move the pointer to the end of the text that you
would like to change — the selected text now has a blue background

4. When you are happy with your selection, release the mouse button

You may have noticed that a set of option buttons have appeared just to the right of
your selected text like in the example below:

[
- |[=] S R T Hormal | No Spaci...|| Heading1 || Heading 2 | Heading3 | Heading4 | Heading 5 E

The Three Types of Learning

There is more than one type of learning. A committee of colleges, led by Benjamin Bloom (1956), identified three
domains of educational activities:

o Cognitive: mental skills (Knowledge)
o Affective: growth in feelings or emotional areas (/1 Verdana|~ (85 ~ AT A7 iE £

o Psychomotor: manual or physical skills (Skifls) B =W A-F

These different buttons immediately allow you to change the look of the selected text,
eg make it bold, alter the font or size, turn it into a list etc.

If you accidentally go wrong and select the wrong text, click the mouse once (this will
release the selection) and try again.

Tip:

e Minor adjustments to a selected area can be made by holding down the
<Shift> key and pressing the <left arrow> or <right arrow> key. This method
can also be used instead of dragging through the text. Rows of text can be
selected using the <down arrow> or <up arrow> keys.

o |f ever you want to replace some words with something different, simply select
the words to be replaced and then type the new ones (the selected text
automatically disappears). You can also delete a section of text by first
selecting it and then pressing the <Backspace> or <Delete> key.

Selecting the Text

Selecting can be done in several different ways, depending on how much text is
involved. Any selected text can be de-selected by clicking on the mouse button once.

Try out the following:

e A single word - point to it using the mouse then double click on the mouse
button - your selected word should be highlighted. Click once on the mouse to
de-select it

e A single line - position the mouse pointer in the left-hand margin (where its
shape changes to an arrow pointing inwards) and click once

e A whole paragraph - either double click in the left margin or click three times
within the text

e The whole document - either click three times in the left margin or press
<Ctrl a>

e A sentence - hold down <Ctrl> and click anywhere within the sentence
A short piece of text - drag through the text to be selected
A long piece of text - click at the start of the text to be selected then move
down, using the scroll bars, and hold down <Shift> as you click at the end of
the selection

e To modify an existing selection - hold down <Shift> and use the arrow keys
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Cut, Copy and Paste

il

<= i cut
-2 Copy
Paste
- ¥ Format Painter
Clipboard Ma

The above buttons are visible on the far left of the Home tab in the Clipboard group.
Moving text around a document is done by:

e Selecting it
e Cutting or copying it from its present position
e Pasting it back to its new one

You can copy information within the same document, from one document to another,
or from one program to another (for example, text on a web page can be copied into
your Word document).

e Move to the top of your document (pressing <Ctrl Home> takes you straight
there) and select the first paragraph of text (double click at the left or three
times within the paragraph)

e Click on the [Cut] button and the paragraph will disappear - do not be alarmed,
it has not been lost, but has been copied onto the clipboard

e Move the insertion point down to the end of your text (pressing <Ctrl End>
moves you straight there) — add a new line if necessary by pressing <Enter>

e Click on the [Paste] button - your original paragraph will be pasted into its new
position

Tip: You can also use <Ctrl x> to issue a cut command - <Ctrl c¢> gives copy; <Ctrl
v> paste.

You'll find that a paste options icon appears next to the pasted text — clicking on this
will give further options to how you want the pasted text to look (leave it as Keep
Source Formatting - it won't disappear until you do something else like adding some
more text).

Note:

0 You can also use right click on selected text and choose Cut or Copy from the
shortcut menu, then move to the new position and finally right click there and
choose Paste from the shortcut menu.

0 The [Format Painter] button. This is used to copy the format (font and/or
paragraph settings) from one piece of text to another:

e Select the text (or paragraph) whose format you wish to copy - try the text you
made bold earlier

e Click on the [Format Painter] button (the pointer becomes a paintbrush)

e Drag through another piece of text - release the mouse button and it too
becomes bold

This can be especially useful in the case where you notice that a paragraph looks
different from the rest of the paragraphs on that page, maybe because it is in a
different font. You can use the [Format Painter] button to quickly correct this problem.
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Making Multiple Copies and the Clipboard

When making multiple copies of text, you normally Copy rather than Cut it to the
clipboard:

o Select some text (a few words will do) and click on the [Copy] button (or press
<Ctrl c> or right click and choose Copy)
e Your original text will remain where it is, but a copy of it has been placed on
the clipboard
Move the insertion point to where you want to paste the text
Click on the [Paste] button (or press <Ctrl v> or right click and choose Paste)
o Repeat the above step and a second copy of the text will appear

The clipboard, which is normally hidden, will only store the last item that you cut or
copied but, after displaying it, up to 24 items can be stored on it. To display the
clipboard:

e Click on the Clipboard group arrow just below the [Format Painter] button —
this will open the Office Clipboard in a Task Pane on the left

e Select another part of your text and [Copy] it - watch it appear on the clipboard

e Move the insertion point then click on the new clipboard entry to paste it into
your text

¢ Repeat the above step but click on the original clipboard entry

You won't need to paste any of the text again, so it's a good idea to empty the
clipboard:

e Click on the [Clear All] button in the Clipboard pane
e Close the Task Pane by clicking on its [Close] button (the little x in the top
right corner)

Drag and Drop
If you wish to move text a short way then you can use the drag and drop technique:

Select some text - a few words is sufficient

Move the mouse pointer into the highlighted area then hold down the mouse
button (the pointer becomes an arrow with a box attached and in the left-hand
corner of the Status Bar at the bottom of your Word window it says Move to
where?)

o Keeping the mouse button held down, drag the text to a new place in your
document (as you move the cursor a faint dotted line appears - this is where
the selected text will be dropped)

¢ Release the button - the text will be moved to its new position

e Practice moving selected text to other positions

Tip: The key combination <Alt Shift> with the <up/down arrow >key moves a selected
paragraph up or down the page one paragraph at a time.

ﬁl to 2.3 Check your Progress \

a) Fill in the Blanks

1. MS Word 2007 provides a lot of pre-formatted ...............coeiiiiiininins to
produce documents, reports etc.

2. A is a format enhancing tool that includes font
typefaces, font size, effects.

PP text is very important as it identifies which section of
text you want Word to modify.

\ =
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K)Answer the following \

1. Write a short note describing the concept of ‘Style’ in MS-Word?

2. Enlist the steps used to highlight Text in MS-Word?

NG )

L= 2.4 FIND, REPLACE AND GO TO FUNCTION -

334 Find ~
0ac Replace

L Select ~
Editing

You will find the Find, Replace buttons under the Editing group in the Home tab, on
the extreme right side.

Use Microsoft Office Word 2007 to find and replace text, formatting, paragraph
breaks, page breaks, and other items. You can also find and replace noun or adjective
forms or verb tenses.

You can extend your search by using wildcards and codes to find words or phrases
that contain specific letters or combinations of letters.

You can also use the Go To command to find a specific place in your document.
Find text
You can quickly search for every occurrence of a specific word or phrase.

e On the Home tab, in the Editing group, click Find.
e Inthe Find what box, type the text that you want to search for.

34 Find -

21 Replace

lg Select =
Editing
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Page: 50 of
Do one of the following:

e Tofind each instance of a word or phrase, click Find Next.
e To find all instances of a specific word or phrase at one time, click Find All,
and then click Main Document.

NOTE: To cancel a search in progress, press ESC.
Find and replace text

You can automatically replace a word or phrase with another — for example, you can
replace Acme with Apex. The replacement text uses the same capitalization as the text
that it replaces unless you select the Match case check box. For example, if you
search for AKA and replace it with Also known as, the result is ALSO KNOWN AS.

If the Match case check box is selected, Office Word 2007 searches only for words
that match the case of the word or phrase that you typed in the Find what box. For
example, if you search for AKA, the result includes AKA but not aka.

NOTE: If you don't see the Match case check box on the Replace tab, click More.

e Onthe Home tab, in the Editing group, click Replace.

33 Find ~

;','Qc Replace

L Select =
Editing

e Click the Replace tab.
e Inthe Find what box, type the text that you want to search for.
¢ Inthe Replace with box, type the replacement text.
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Do one of the following:

e Tofind the next occurrence of the text, click Find Next.

e To replace an occurrence of the text, click Replace. After you click Replace,
Office Word 2007 moves to the next occurrence of the text.

e To replace all occurrences of the text, click Replace All.

Reglace | GoTo
Find what: Microsoft word IEI
Options: Match Case
Replace with: |MS word E

Replace ] [ Replace al ] [ Find Next ] [ Cancel ]
Search Options
Search; | Al |E|
] [ Match prefix
words anly [] Match suffix

[7] use wildcards
[7] 5ounds like (English)
[7] Find all word forms (English)

|:| Ignore punctuation characters
[7] 1gnore white-space characters

Replace

Format ~ ] [ Spedal - 5 Formatting

NOTE: To cancel a replacement in progress, press ESC.
Go to a specific page, table, or other item

You can search for and replace special characters and document elements such as
tabs and manual page breaks. For example, you can find all double paragraph breaks
and replace them with single paragraph breaks.

e Onthe Home tab, in the Editing group, click the arrow next to Find, and then

click Go To.
[ Find]- |

5]
ﬁ‘a Advanced Find...
= GoTo.

e Inthe Go to what box, click the type of item.
Do one of the following:

e To go to a specific item, type the appropriate identifying information for the
item in the Enter item type box, and then click Go To.

e To go to the next or previous item of the specified type, leave the Enter box
empty, and then click Next or Previous.

Office Automation / 38



,
GoTo

Go to what:

Enter page number:
23

E|| Enter +and - to move relative to the current location. Example: +4 wil
move forward four items.

[ 2.5 SPELLING AND GRAMMAR CHECK .

Word checks the spelling and grammar as you type. A red squiggly line under a word
denotes that Word thinks it has been spelt incorrectly; if the line is green then the

grammar may be incorrect. You can check the whole or part of the text for mistakes
using the [Spelling and Grammar] button.

To open the spelling and grammar window:

e Click on the Review tab

e Click on Spelling & Grammar button on the Left side of the tab under the
Proofing section

W4 2 - 03 TETNTER  fr——

File Home Insert Page Layout

Mailings

"?&E@UJQ%@P Qﬁﬁ

Spelling & Research Thesaurus Word | Translate Language
Grammar Count ~ ~

Delete Previous
Eumment ~

Proofing Language Comments

Press <Ctrl End> to move to the end of your text then <Enter> for a new line

howe mamy speling andother erors is there on thsi sentance? There
was 10.

e Type the following misspelt text:
Note that as you type the words, Word automatically corrects certain mistakes:

0 it capitalizes the first word in a sentence (Howe)

0 it corrects certain misspellings (eg erors to errors, thsi to this and sentance
to sentence)

Select the line of misspelt text (eg click 3 times on it) - Word can spell-check
just a selected area

Move to the Review tab and click on the [Spelling and Grammar] button on
the left of the Ribbon
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-
Spelling and Grammar: English [U.S.]m M
Mot in Dictionary:
howe mamy speling andother erors is - [ Ignore Once ]
there on th=i sentance? [ [ ]
B Ignore All
Suggestions:
ammy » [ Change ]
ma
_ | Changeal |
Mama
[ AutoCaorrect ]
Dictionary language: | English (U.5.) IEI
[ check grammar
Options... [ Cancel

e Choose the correct spelling of many in the Suggestions: box — press <Enter>
for [Change]

¢ Continue in the same manner with the other corrections

e Always check the correction is what you want - with and other choose and
other

If Word gives you no suggestions (or doesn't show the correct one in the list) you can
edit the text in the Not in Dictionary: box. Also if a spelling is correct but not in the
dictionary, you can either choose to [Ignore] a suggested correction or [Add] the word
to your own dictionary. Choose [Ignore All] if you don't want to be asked about the
same spelling again (similarly [Change All] will change all occurrences of a misspelt
word). You can also [Close] or [Cancel] the check at any time.

Once the spelling check is complete, the grammar checker is run. This isn't foolproof,
but it does pick up some common grammatical mistakes. At the end of the grammar
check:

e Click on [No] - you don't want the rest of the document checked
e Press <End> to deselect the highlighted text then <Enter> to start a new
paragraph

Tip: If you just have one word that is misspelt (or a phrase with bad grammar), move
the mouse pointer over the error and click on the right mouse button. A list of likely
correct spellings appears. If the spelling you want isn't in the list, choose Spelling...
(or Grammar...) to start the checker.

Note that you will still need to proof read your work to pick up, for example, correctly
spelt words used in the wrong context. Here, Howe was not corrected because it was
recognised as a surname - it would have been picked up had it not been capitalised
(by Word itself!). Similarly, on needs manual correction to in. Also, though was was
corrected to were in the second sentence, the grammar checker failed to notice that is
in the first sentence had a plural subject and should be are.

. 2.6 AUTOCORRECT FUNCTION o

Word’'s AutoCorrect feature is designed to typos as they occur. You've probably
noticed that “teh” is changed to “the” and “adn” is changed to “and.” This saves you
some time when it comes to editing your document.

AutoCorrect is also used to apply special formatting. For example (c) is changed to the
copyright symbol.
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Like many of Word'’s features, you can customize AutoCorrect. You can use it to save
some time when you're working. You can assign abbreviations to frequently used
names, phrases, and terminology.

To customize AutoCorrect, follow these steps:

e From the File tab, select Options...

Wil 2 - 12

File Home Insert
Save
e Save As
Open

Close

Info

Recent

Mew

Print

Save & Send

Help

B options

B Exit

e In the Word Options window click on the Proofing button. Proofing pane
will appear

e Click on AutoCorrect Options Button

In the Autocorrect Window

Under Replace box type the wrong word that you always type by mistake.
Under the With box type the correct word for the same word.

Click Add

Click OK
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General ABC
snere g; Change how Ward corrects and formats your text.

Display
Proofing AutoCorrect options
Save Change how Word corrects and formats text as you type: AutoCorrect Options...
Language . ' - = E - B
When correcting s AutoCorrect: English (U.5.) — =8
Advanced
— Ignore words || | AutcFormat. | Actions
Customize Ribbon Ignore wards AutoCorrect | Math AutoCorrect | AutoFormat As You Type
. Ignore Intern
Quick Access Toalbar [ Flag repeated Show AutoCorrect Options buttons
Add-Ins [ Enforce accen Correct TWo Ihitial CApitals
Trust Center [[] suggest from Capitalize first letter of sentences
Custom Dictio Capitalize first letter of table cells
= Capitalize names of days
Fi :
rench modes Correct accidental usage of cAPS LOCK key
Spanish modes:
Replace text as you type
When correcting sp - - . I'
Replace: With: @ Plain text Formatted text
Check spellin taths that's|
Use contextua
Mark grammaflll | [tath that o
[T] Check grammg)| tecnical technical
Show readabi teh the
tehy they A
tellt he tell the i
termoil turmoil -
Exceptions for:
Automatically use suggestions from the spelling checker
[C] Hide spelling I

[T Hide aramma

After this, whenever you type the word that will be replaced with the correct spelling
when you press button.

2.7 WORKING WITH SHAPES, PICTURES, CLIP ARTS AND

_— WORDARTS - —

The Microsoft Office applications also provide you with the ability to add a variety of
shapes to your Office documents. The Shapes gallery, which you access via the
Shapes command on the Insert tab, provides a number of different shape categories.
You can add lines, rectangles, block arrows, callouts, and a humber of other different
shape types.

One of the available shapes is a text box, which as advertised, is used to add a box
containing text to a document. However, other shapes can also contain text; this
means that you can use any shape as a design element and get double duty out of it
as a text container. This can be very useful when you want to add text to a document
but also want to add some visual interest at the same time, say in a Word document or
a PowerPoint slide. The text in a shape can be formatted using WordArt styles and text
fill, outline, and effects tools. This enables you to create shapes with text entries that
are eye-catching and serves an informational purpose in your document.

When you add a shape to an Office document, the shape is placed on a drawing
canvas. This is particularly important in Word and Publisher where a large amount of
text might already exist on a page or will exist on the page when the document is
complete. The drawing canvas floats on top of the document's text layer. This means
that you don't have to worry about the text layer as you work with your shapes until you
determine how the shapes will interact with the text in terms of the text's alignment with
respect to the shape or shapes (which is controlled using the Wrap Text command on
the Drawing Tools Format tab).

If you're working on a flyer or newsletter, WordArt is an effective way to call attention
to text. WordArt is text that is formatted to look like a picture. But use WordArt
cautiously, or it will make your document appear amateurish.

m
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Graphics can add interest and impact to your Word documents. Suppose you've
completed a letter telling your friends about the great party you threw for your cat's
birthday. The words capture the festive mood of the event, but that page of text looks
lifeless and dull. You need graphics to enliven your prose. Photos and other images
add visual variety to your Word documents. You can use them as decorative features
to break up large pieces of text, and they play an important part in delivering your
message to your reader. Word offers handy tools for working with images in your
documents and, in this article I'll show you a few ways to use them.

2.7.1 Adding Shapes

You can add one shape to your Microsoft Office 2010 file or combine multiple shapes
to make a drawing or a more complex shape. Available shapes include lines, basic
geometric shapes, arrows, equation shapes, flowchart shapes, stars, banners, and
callouts.

After you add one or more shapes, you can add text, bullets, numbering, and
Quick Styles to them.

Note For more information about using charts or SmartArt in your document, see
When should | use a SmartArt graphic and when should | use a chart?

e Onthe Insert tab, in the lllustrations group, click Shapes.

View
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e Click the shape that you want, click anywhere in the document, and then drag
to place the shape.

e To create a perfect square or circle (or constrain the dimensions of other
shapes), press and hold SHIFT while you drag.

Tip: You can add individual shapes to a chart or add shapes on top of a SmartArt
graphic to customize the chart or SmartArt graphic.
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Add multiple shapes to your file

Instead of adding individual shapes to create a drawing, you might want to create a
SmartArt graphic. In a SmartArt graphic, the arrangement of the shapes and the font
size in those shapes is updated automatically as you add or remove shapes and edit
your text.

e Onthe Insert tab, in the lllustrations group, click Shapes. ™
e Right-click the shape that you want to add, and then click Lock Drawing
Mode.

References Mailings Review View

Pl s 8 3

Shapes|SmartArt Chart Screenshot | Hyperlink Bookmark Cro

Links

Recently Used Shapes
=5 NN e O e e B e A

e% Ay { Lock Drawing Mode

Lines Add Gallery to Quick Access Toolbar
AN VAV I o Py A S L W &
Rectangles

e Click anywhere in the document, and then drag to place the shape. Repeat
this for each shape that you want to add.

Tip: To create a perfect square or circle (or constrain the dimensions of other shapes),
press and hold SHIFT while you drag.

e After you add all the shapes that you want, press ESC.
Add text to a shape

e Click the shape that you want to add text to, and then type your text.

Add text by clicking in

the shape

Notes: The text that you add becomes part of the shape — if you rotate or flip the
shape, the text rotates or flips also.

Add a bulleted or numbered list to a shape

e Select the text in the shape that you want to add bullets or numbering to.

¢ Right-click the selected text, and on the shortcut menu, do one of the
following:

e To add bullets, point to Bullets, and then choose the options that you want.

e To add numbering, point to Numbering, and then choose the options that you
want.
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Bulleted list:

e A

e B

e C
Numbered list:

1. X
2. Y
3. Z

Add a Quick Style to a shape

Quick Styles are combinations of different formatting options that are displayed in a
thumbnail in the Quick Style gallery in the Shape Styles group. When you rest your
pointer over a Quick Style thumbnail, you can see how the Shape Style (or Quick
Style) affects your shape.

e Click the shape that you want to apply a new or different Quick Style to.
e Under Drawing Tools, on the Format tab, in the Shape Styles group, click the
Quick Style that you want.
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Abc Abc u + L& Shape Outline =

T | = Shape Effects =
Shape Styles

e The Format tab under Drawing Tools.

e To see more Quick Styles, click the More button '™
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Change from one shape to another shape

e Click the shape that you want to change to a different shape.
e To change multiple shapes, press CTRL while you click the shapes that you
want to change.

Editing Text and Inserting Pictures and WordArt /45



e Under Drawing Tools, on the Format tab, in the Insert Shapes group, click

Edit Shape r< 7, point to Change Shape, and then click the new shape that
you want.
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The shape will get changed in the selected shape. Like shown in the image above the
shape will be changed to the cloud shape.

Delete a shape from your file
e Click the shape that you want to delete, and then press DELETE.
e To delete multiple shapes, press CTRL while you click the shapes that you
want to delete, and then press DELETE.

2.7.2 Insert a picture or clip art

Pictures and clip art can be inserted or copied into a document from many different
sources, including downloaded from a clip art Web site provider, copied from a Web
page, or inserted from a folder where you save pictures.

You can also change how a picture or clip art is positioned with text within a document
by using the Position and Wrap Text commands.

Tip: To insert a picture from your scanner or camera, use the software that came with
your scanner or camera to transfer the picture to your computer. Save the picture, and
then insert it by following the instructions for inserting a picture from a file.

Insert clip art
e Onthe Insert tab, in the lllustrations group, click Clip Art.

mEIVEET Y

Picture Clip  Shapes Smart&rt Chart Screenshot
.I!l.l't - -

Ilustrations

Note: Some commands shown are not available in Word Starter.
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e Inthe Clip Art task pane, in the Search for text box, type a word or phrase that
describes the clip art that you want, or type in all or some of the file name of
the clip art.

To modify your search, do one or both of the following:

e To expand your search to include clip art on the Web, click the Include
Office.com content checkbox.

e To limit the search results to a specific media type, click the arrow in the
Results should be box and select the check box next to lllustrations,
Photographs, Videos, or Audio.

e Click Go.

e Inthe list of results, click the clip art to insert it.

Clip Art -
business
Al media file types E

]

R

businesses, computers, computing...
252 (w) x 257 (h) pixels | 13 KB | WMF

Q Find more at Office.com
0 Hints for finding images

e To resize clip art, select the clip art you've inserted in the document. To
increase or decrease the size in one or more directions, drag a sizing handle
away from or toward the center, while you do one of the following:

e To keep the center of an object in the same location, press and hold CTRL
while you drag the sizing handle.

e To maintain the object's proportions, press and hold SHIFT while you drag the
sizing handle.

e To both maintain the object's proportions and keep its center in the same
location, press and hold both CTRL and SHIFT while you drag the sizing
handle.

Insert a picture from a Web page

e Open the document.
e From the Web page, drag the picture that you want into the Word document.
e Make sure the picture that you choose is not a link to another Web page. If

you drag a picture that is linked, it will be inserted in your document as a link
instead of an image.

Insert a picture that includes a hyperlink from a Web page

e Open the Word document.

e Onthe Web page, right-click the picture you want, and then click Copy.

e In the Word document, right-click where you want to insert the picture, and
then click Paste.
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Insert a picture from a file

To insert a picture from your scanner or camera, use the software that came with your
scanner or camera to transfer the picture to your computer. Save the picture, and then
insert it by following these steps.

e Click where you want to insert the picture in your document.
e On the Insert tab, in the lllustrations group, click Picture.

—

Plcture Clip  Shapes SmartArt Chart Screenshot
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Hllustrations

Note: Some commands shown are not available in Word Starter.

e Locate the picture that you want to insert. For example, you might have a
picture file located in Pictures library.
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e Double-click the picture that you want to insert. Or Select the Picture and click
Insert button

Note: By default, Microsoft Word embeds (embed: To insert information created in one
program, such as a chart or an equation, into another program. After the object is
embedded, the information becomes part of the document. Any changes you make to
the object are reflected in the document.) pictures in a document. You can reduce the
size of a file by linking (link: Used to insert a copy of information created in one
program into a Microsoft Word document while maintaining a connection between the
two files. When the information changes in the source file, the changes are reflected in
the destination document.) to a picture. In the Insert Picture dialog box, click the arrow
next to Insert, and then click Link to File.

e To resize a picture, select the picture you've inserted in the document. To
increase or decrease the size in one or more directions, drag a sizing handle
away from or toward the center, while you do one of the following:

e To keep the center of an object in the same location, press and hold CTRL
while you drag the sizing handle.

e To maintain the object's proportions, press and hold SHIFT while you drag the
sizing handle.
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e To both maintain the object's proportions and keep its center in the same
location, press and hold both CTRL and SHIFT while you drag the sizing
handle.

Keep a picture next to the text that goes with it or at a spot on the page

An inline picture keeps its position relative to a portion of the text. Pictures are inserted
as inline pictures by default in Word.

A floating picture keeps its position relative to the page, and floats in that position as
text flows around it. For example, if you position the picture halfway down on the left
side of the page, and then you add two paragraphs at the top of the page, the picture
will stay halfway down on the left side of the page.

To make sure that the picture stays with text that references it — for example, a
description above the picture, position the picture as an inline picture. If you add two
paragraphs above the description, the picture will move down the page together with
the description.

If the picture is not on a drawing canvas (drawing canvas: An area on which you can
draw multiple shapes. Because the shapes are contained within the drawing canvas,
they can be moved and resized as a unit.), select the picture. If the picture is on a
drawing canvas, select the canvas.

e Under Picture Tools, on the Format tab, in the Arrange group, click
Position.
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Since Kirkpatrick established his original model, other thec . .. s
Jack Phillips), and indeed Kirkpatrick himself, have referre g ﬂ ﬂ
level, namely ROI (Return On Investment). In my view RC |
included in Kirkpatrick's original fourth level 'Results’. The ﬂ ﬂ
relevance of a fifth level is therefore arguably only relevar —

of Return On Investment might otherwise be ignored or fc = Q E

%a ‘ B More Layout Options...

referring simply to the 'Results' level.

Learning evaluation is a widely researched area. This is understandable since
the subject is fundamental to the existence and performance of education
around the world, not least universities, which of course contain most of the
researchers and writers.
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Learning evaluation is a widely researched area. This is understandable since
the subject is fundamental to the existence and performance of education

around the world, not least universities, which of course contain most of the
researchers and writers.

Page Layout

e If you don't see Position, click Arrange, and then click Position.

Do one of the following:

e To change an inline (inline object: A graphic or other object that is positioned
directly in the text of a Microsoft Word document at the insertion point.) picture
to a floating (floating object: A graphic or other object that is inserted in the
drawing layer so that you can position it precisely on the page or in front of or
behind text or other objects.) picture, select any one of the With Text Wrapping
page position options.

e To change a floating picture to an inline picture, select In Line with Text.

2.7.3 WordArt

You can use WordArt to add special text effects to your document. For example, you
can stretch a title, skew text, make text fit a preset shape, or apply a gradient fill. This
WordArt becomes an object that you can move or position in your document to add

decoration or emphasis. You can modify or add to the text in an existing WordArt
object whenever you want.

Add a WordArt

e On the Insert tab, in the Text group,
WordArt style that you want.

click WordArt, and then click the

Drawing Tools

Format
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To Modify the WordArt

Select the text to which you have applied the word art.

[ )

e Under the Drawing Tools tab, go to the WordArt Style sectio
e Open the drop down list for in built styles

e Click on the desired style

Review

i‘ <% Shape Fill ~

i1sert Page Layout References Mailings
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Q Shape Effects =

Drraw Text Box
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WordArt Styles

o Text Effects -
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F}

More

Choose visual style fi

Review

i‘ 3 shape Fill -

References Mailings

Insert out

. "< Edit Shape -
! Draw Text Box

Page Lay:

L/ Shape Outline -
Q Shape Effects =
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AAA.
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PDP
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You can also customize the WordArt style by using the options given in the WordArt

Styles section of Format menu of the Drawing Tools tab.
You can change the color of the WordArt by using Text Fill button.

Modify text border using Text Outline button.

And also give various special effects to the selected WordArt teat like Shadow,

Reflection, 3D Rotation etc. by clicking on the Text Effects Button.

A Text Fill -
£/ Text Outline -
- Text Effects -

:
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Page Layout References Mailings Review View
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#)  More Glow Colors 3
[} Glow Options..

When you remove the WordArt style from your text, the text remains and changes to
plain text:

e Select the WordArt text that you want to remove the WordArt style from.
e Under Drawing Tools, on the on the Format tab, in the WordArt Styles

group, click Quick Styles or the More button ;, and then click Clear
WordArt.

2.4 to 2.7 Check your Progress
a) Fill in the Blanks.

1. You will find the Find, Replace buttons underthe .............................. group in
the Home tab.

2. A squiggly line under a word denotes that Word thinks it
has been spelt incorrectly.

B is also used to apply special formatting.
b)  Answer the following.

1. Enlist the steps to open the spelling and grammar window in MS-Word?

[ 2.8 SUMMARY I

In this chapter we have discussed about text formatting and use of graphics in a word
document. Features for working with selected text (Cut, Copy and Paste Functions)
and Find, replace and Go To Functions provide the users with a very good level of
ease not just to create and edit quality documents but also to navigate through the
document in a quick manner.
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Spelling and grammar check functionality provides the users with proof-reading
benefits. Grammatical and spelling related errors are instantly eliminated through this
function. Auto Correct function helps to automatically correct the words in the
document. The Shapes, Pictures, Clip Arts and WordArts in MS-Word also help the
user in creating professional documents in an efficient an quick manner.

In formatting selected text section we have discussed about selecting, highlighting,
coloring, changing font face etc. of selected text.

Selecting text is very important as it identifies which section of text you want Word to
modify. It can be used to change how some text looks, to move or copy text within a
document, between documents or between different applications (e.g. Word and
PowerPoint), and to delete or replace text.

You will find the Find, Replace buttons under the Editing group in the Home tab, on
the extreme right side. Use Microsoft Office Word 2007 to find and replace text,
formatting, paragraph breaks, page breaks, and other items. You can also find and
replace noun or adjective forms or verb tenses. You can extend your search by using
wildcards and codes to find words or phrases that contain specific letters or
combinations of letters. You can also use the Go To command to find a specific place
in your document.

Word checks the spelling and grammar as you type. A red squiggly line under a word
denotes that Word thinks it has been spelt incorrectly; if the line is green then the
grammar may be incorrect. You can check the whole or part of the text for mistakes
using the [Spelling and Grammar] button.

Like many of Word's features, you can customize AutoCorrect. You can use it to save
some time when you're working. You can assign abbreviations to frequently used
names, phrases, and terminology.

The Microsoft Office applications also provide you with the ability to add a variety of
shapes to your Office documents. The Shapes gallery, which you access via the
Shapes command on the Insert tab, provides a number of different shape categories.
You can add lines, rectangles, block arrows, callouts, and a number of other different
shape types.

If you're working on a flyer or newsletter, WordArt is an effective way to call attention
to text. WordArt is text that is formatted to look like a picture. But use WordArt
cautiously, or it will make your document appear amateurish.

Graphics can add interest and impact to your Word documents. Suppose you've
completed a letter telling your friends about the great party you threw for your cat's
birthday. The words capture the festive mood of the event, but that page of text looks
lifeless and dull. You need graphics to enliven your prose. Photos and other images
add visual variety to your Word documents. You can use them as decorative features
to break up large pieces of text, and they play an important part in delivering your
message to your reader.

i 2.9 CHECK YOUR PROGRESS — ANSWERS -

21&23 a) Fill in the Blanks
1. Templates
2. Style
3. Selecting
24&27 a) Fill in the Blanks
1. Editing
2. Red

3. AutoCorrect
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o 2.10 QUESTIONS FOR SELF - STUDY =

Answer the following:

Enlist the steps involved in selecting part of your text?

Describe how you would select: A short piece and a long piece of text?
Discuss the feature of the AutoCorrect feature in MS-Word?

While opening the spelling and grammar window what steps are involved?

PoopdE

Answer in single line:

1. You can quickly and easily give your document a professional look by?

2. What is the easiest way to change the spacing between paragraphs for an
entire document?

3. What feature determines the distance of the paragraph from either the left or
the right margin?

4. Which type of alignment determines the appearance and orientation of the
edges of the paragraph?

= 2.11 SUGGESTED READINGS _—

1. Using Microsoft Office Home and Student 2007

2. 2007 Microsoft® Office System Plain & Simple Office 2007 Bible

Qdga
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Chapter 3

Managing Files

3.0 Objectives

3.1 Introduction

3.2-Working with-word -documents
3.2:1-Add-a cover page
3.2:2-Applythemes-to-Word-documents
3.2:3 Create document
3.2:4 Delete document
3.2.5 Saving document
3.2:6:Opening:document

3.3 Working with Lists

34 Borders and Shading

3.5 Summary

3.6, Check Your Progress = Answers

3.7 Questions for Self = Study

3.8 suggested Readings

o 3.0 OBJECTIVES i

After reading this chapter you will be able to:

e Learn and apply the method of creating word documents and use the heading
style, templates etc.

e Learn and apply the lists and multilevel lists in the word document.

e Apply borders and shading to the document.

o 3.1 INTRODUCTION .

Document management focuses on the storage and organization of documents to
support active work in progress, including content creation and sharing within an
organization. When organizations do not have any kind of formal document
management system in place, content is often created and saved in an unmanaged
and decentralized way on scattered file shares and individual hard disk drives. This
makes it hard for employees to find, share, and collaborate effectively on content. This
also makes it difficult for organizations to use the valuable business information and
data in the content.

You want great documents that make an impact—and you've got less time than ever to
get them done. If that sounds familiar, you've come to the right place. Microsoft Word
offers many features for creating impressive documents. But with so many choices, it
can be hard to know where to begin.

m 3.2 WORKING WITH WORD DOCUMENTS B |

Adding flair to your documents is great, but no one will give you their business or
publish your paper because of the color of your text or the effects on your pie chart.
Effective document design is about helping your important information stand out.
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Take a look at two versions of a business letter (In the figure below) to see how basic
design elements can make a document more effective.

m

e b Ta LT

When you use a theme in your document, you automatically get fonts, color, and
graphic effects that go together, and you can format text and graphics with just a few
clicks, as you'll see later in this chapter.

Find many built-in themes in the Themes gallery on the Page Layout tab, in the
Themes group, Just point to options to preview that theme in your documents.

You can also mix and match theme colors, fonts, and effects to quickly create your
own look. Select separate theme color, theme font, and theme effect sets from their
respective galleries on the Page Layout tab.

3.2.1 Add a cover page

Microsoft Word offers a gallery of convenient predesigned cover pages. Choose a
cover page and replace the sample text with your own.

Cover pages are always inserted at the beginning of a document, regardless of where
the cursor appears in the document.
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e Onthe Insert tab, in the Pages group, click Cover Page.

Home Page Layout References

= | =G R 2
Cover EBlank Page Table Picture Clip Shapes Sm

Page~ FPage Break s Art -
Pages Tables Illustra

Cover Page

..... Insert a fully formatted cover page.

You fill in the title, author, date,
and other information.

0 Press F1 for more help.
|~

e Click a cover page layout from the gallery of options.

Page Layout References Mailings

e = E e s

Cover | Blank Page Table Picture Clip Shapes Smart&rt Chart Screen:
Page Break = Art = =

»

-
irne: [Year]

[TPe BiE poST ML
Alphabet Annual Austere
. [Type the document title]

h ;‘| R

Austin Conservative Contrast -

Enable Content Updates from Office.com...
E& Remove Current Cover Page

After you insert a cover page, you can replace the sample text with your own text by
clicking to select an area of the cover page, such as the title, and typing your text.
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Built-In

Page - Page Break -

Wik 2 - 573

File Home ut References Mailings

] =] Bl [ || =L BEBE B = A

£ = mall G = = B B = sl pate

Cover Blank Page Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer Page | Tet Quick WordArt Drop )
Art - - +  Number+ | Box+ Parts v Cap- '9d Objet

Page~ Page Break

Pages

‘Header & Footer. Text

document
title]

e |If you insert another cover page in the document, the new cover page will
replace the first cover page you inserted.

e Toreplace a cover page created in an earlier version of Word, you must delete
the first cover page manually, and then add a cover page with a design from

the Word gallery.
e To delete a cover page inserted with Word, click the Insert tab, click Cover

pages in the Pages group, and then click Remove Current Cover Page

— % Signat

= 2 - 4
= = # — T Dates
Cover | Blank Page | Table | Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page Text Quick WordArt Drop :
Art - - ~  Number~ | Box+ Parisv < Cap~ ‘g Objed

3

Alphabet Annual

‘ __‘ ——

Enable Content Updates from Office.com...

;334 Remaove Current Cover Page
- : I [Type the

[Type the document tike]

Austin Conservative Contrast

document
title]

3.2.2 Apply themes to Word documents

You can quickly and easily give your document a professional look by applying a
document theme. A document theme is a set of formatting choices that include a set of
theme colors, a set of theme fonts (including heading and body text fonts), and a set of
theme effects (including lines and fill effects).

Important Document themes that you apply affect the styles (style: A combination of
formatting characteristics, such as font, font size, and indentation, that you name and
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store as a set. When you apply a style, all of the formatting instructions in that style are
applied at one time.) that you can use in your document.

e Onthe Page Layout tab, in the Themes group, click Themes.

Insert

Home

Ej n Caolors = D P:
— Fonts = J
Themes Margins Orientat
- [C]Effects = = =
Themes
Themes

Current: Office Theme

Change the overall design of the
entire document, including colors,
fonts, and effects.

g Press F1 for more help.

e Click the document theme that you want to use.

Wi+ 0 - 52

File Home Insert Page Layout Referen|

j n Colors ~ D P\ Ij

—— Fonts = J

Themes Margins Orientation Size Columr
» |[O] Effects = = = =

Built-In

£ (o 1 [ |

Office Adjacency Angles Apex

Aaly[As J A (& ]

Apothecary  Aspect Austin Black Tie

Aa J[Aa }lae A2

Civic Clarity Composite  Concourse

20 J][4] (2T 22

L L
Couture Elemental Equity Essential

Aa]l[na ] 2] 2]

Executive Flow Foundry Grid -

Reset to Theme from Template

Enable Content Updates from Office.com...
[E Browse for Themes..,
»!_‘ﬂ Save Current Theme...

Notes

e |f a document theme that you want to use is not listed, click Browse for
Themes to find it on your computer or network.

e To automatically download new themes, click Enable Content Updates from
Office.com.

3.2.3 Create document

Getting started with a basic document in Microsoft Office Word 2007 is as easy as
opening a new blank document and starting to type.

Or, if you want to create a specific type of document, such as a business plan or a
resume, you can save time by starting with a template.

Open a new document and start typing

e Click the File tab.
e Click New.
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e Double-click Blank document.

References Mailings

™ save

Available Templates Blank document
BL Save As
B Open 2} Home
= Close -
e b lim L@ L
Recent Blank Blog post Recent Sample My templates  New from
document templates. templates. existing
New Office.com Templates Search Office.com for templates Ld
Print — —_— —_ =]
save & Send = 4 =i = 4 __a ”J j ok :.Jﬁ
Access Agendas Books Brochures Budgets Business. Calendars Cards =|
Help databases and booklets cards
E options ] =k E—
== gt o i = =
Certificates Cd}'::;trs;:sd Contracts Envelopes Faxes Flyers Forms Inventories Q
— - — — Create
= == ! —- H =
20 B g e > E S
Invitations Invoices Job Labels Letterhead Letters Lists and Memos
descriptions to-do
checklists
2 15 E O e = ey
Minittes. Newsletters Planners Plan< and PowerPaint Praierts Receints Records %% J—_
Start a document from a template
The Templates site on Office.com provides templates for many types of documents,
including resumés, cover letters, business plans, business cards, and APA-style
papers.
e Click the File tab.
e Click New.
Wik 5 - ¢T3

Review View ~ ¥

Home Insert Page Layout References Mailings

Available Templates Blank document
B\ saveAs
«

B Open i} Home

o
i Close
TS gl
g SRR RPN
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Access Agendas Books Brochures  Budgets Business Calendars Cards =
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Z:
12-05-2013

T B8 62 = "S ER®

e Under Available Templates, do one of the following:
0 Click Sample Templates to select a template that is available on your
computer.
0 Click one of the links under Office.com.
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(Wil 9 - CLE

Home Insert Page Li References Mailings Review View

Available Templates
B save As

I Open - {2} Home » Letters
B Close Office.com Templates Search Office.com for templates
Info Unable to connect to Office.com

o Trvaqain.

Recent

* Troubleshoot your Internet connection.

MNew .
*  Tell us what you are looking for.

Print
Save & Send
Help

B options

Note: To download a template that is listed under Office.com, you must be connected
to the Internet.

e Double-click the template that you want.
Save and reuse templates

If you make changes to a template that you download, you can save it on your
computer and use it again. It's easy to find all your customized templates by clicking
My templates in the New Document dialog box. To save a template in the My
templates folder, do the following:

e Click the File tab.

e Click Save As.

e Inthe Save As dialog box, click Templates.

e Inthe Save as type list, select Word Template.

e Type a name for the template in the File name box, and then click Save.

2|

frat cfio A A Aa
A

(W] Save As

AaBbCcDe | AaBbCeDt AaBbCi

~J Format Painter

:
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Includes: 2 locations
#0 Favorites E[ Name Date modificd Type -
B Desktop
%] Recent Places My Data Sources 10-05-201315:28 File folder £
| OneNote Notebooks 25-08-201219:37 File folder
o | Stardock 04-05-2012 22:45 File folder
S Libraries
@ eefieacts @J Approval questions.docx 11-05-201316:34 Microsoft Wo
& Music &1 Program on Grooming for IT Professiona...  10-05-2013 16:58 Microsoft
] Pictures @J Management of Financial InstitutionsREV... 30-04-201315:31 Microsoft Wo =
= | < m ] B
File name:  3.docx -
Save as type: [Word Document (*.docd) -
Authors: Word Document (*.docx)

‘Word Macro-Enabled Document (*.docm)

‘Word 97-2002 Document (*.doc)

Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm])

PDF (*.pdf)

XPS Document (*xps)

Single File Web Page (*.mht;*.mhtml) r
Web Page (*.htrm; html)

Web Page, Filtered (".htm;".htm[)
Rich Text Format {*.rtf)

Plain Text (*.td)

Word XML Document (*xml)
‘Word 2003 XML Document (*.xml)

“ Hide Folders

OpenDocument Text (*.odt)
# Works 6 - 9 Document (*.wps)

3.2.4 Delete adocument

e Click the File tab.
e Click Open.
e Locate the file that you want to delete.
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¢ Right-click the file, and then click Delete on the shortcut menu.

wv 3 » Libraries » Docments 3

Qrganize « MNew folder = - [ .@.

(W] Microsoft Word —  Documer]  Select .
Includes: 2 1o
Open
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i
B Desktop -
z ew
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OneMote Print ler =
L4
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4] Documents ENARPIOVEIG 1 | yuick el Total Security Scan fit Word €| |
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=] Pictures | ElManagem Share with b JtWordC
B videos € download, B Add to archive.. HTML D
] Indus Inter B Add to "Approval questions.rar”  Word 0
- &) o B Compress and email... + Word [
1% Computer = B  Compress to "Approval questions.rar” and email . T
&, Local Disk (C)  ~ ¢ | & WinZip > 2
File name: Approval q Restore previous versions pogta ¥
Send to L
Cut
Copy
Create shortcut
Delete
Rename
Qpen file location
Page:1o0fl Words:5 4%  English (U.S)) Properties -
= — ——r

3.2.5 Saving document

Word's Save As... feature is a great way to save multiple versions of the same file.
You can easily preserve earlier versions of your document if you think you will need to
go back to an earlier stage. One drawback of saving multiple versions of the same file
under different names is it can become difficult to manage all the files and it can use a
considerable amount of storage space.

To help you avoid some of these drawbacks while keeping the benefits of preserving
drafts of your work, Word includes a Versions feature that allows you to keep previous
versions of your work in the same file as your current document. You won’t have
multiple files, and, since it only saves the differences between the drafts, it saves some
of the disk space multiple versions require.

There are two ways to save different versions of your document:

1. You can save a version manually at any time
2. Or you can opt to have Word automatically save a version of your document
when you close it

When you save a file, you can save it to a folder on your hard disk drive, a network
location, CD, DVD, the desktop, flash drive, or in another file format. While you must
identify the target location in the Save in list, the saving process is the same
regardless of what location you choose.

Important: Even if you have AutoRecover enabled, you should save the file frequently
while you are working on it to avoid losing data because of an unexpected power
failure or other problem.

Save afile

By default, the Microsoft Office programs save a file in a default working folder. If you
want, you can specify a different location.

¢ Click the File tab, and then click Save, or press CTRL+S.
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Tip: Click the Save icon A on the Quick Access Toolbar.

e You must enter a name for the file if you are saving it for the first time.

wild 5 - &

File Home Insert Page Layout

™ cave

F

Information ak

A= Pern

Save a copy of a file (Save As command)

Click the File tab.
Click Save As.
Keyboard shortcut: To open the Save As dialog box, press ALT, F, A.
In the File name box, enter a new name for the file.
Click Save.
(Wil = - 8

Rey

Mailings

File Home Insert Page Layout References

TE Save

Information about Documentl

B save As
B Cpen ) Permissions

J%T,] Anyone can open, copy, and char

Tip: To save the copy in a different folder, click a different drive in the Save in list or a
different folder in the folder list. To save the copy in a new folder, click Create New

Folder = .

You can also use the Save As command to rename a file or change the location of
where you save the file.

e
|| Save As 2%
e 5 ExT (o Docperis 5
Organize « New folder @
b (W] Microsditword  —  Docliments library Arrange by: Folder +
Inclucks: 2 locations
45 Favoritds =l MName] Date modified Type i
B Desktpp
= Recerk Places MMy Data Sources 10-05-2013 15:28 File folder =
- . OfeMote Notebooks 25-08-2012 19:37 File folder
438 Librar . Stfrdock 04-05-2012 22:45 File folder
= Librarie
B @ Docuthents @J Approval questions.docx 11-05-2013 16:34 Micrasoft Wo
b Jﬁ Musi @J Prggram on Groeoming for IT Professiona.,.  10-05-2013 16:58 Microsoft Wo
b [ Pictufes @J Minagement of Financial InstitutionsREV...  30-04-201315:31 Microsoft Wo ~
e i - 4 [Tl | 3
File name: -
Save as type: [V’MWH TaoCK] -
Authors: Admin Tags: Add atag
[ Save Thumbnail
“ Hide Folders Tools v |  Sawe | [ Cancel |

e Inthe Save As window, select the location where you want to save a copy of
file from the location Pane on the left side of Save as window
e You can rename the file in by changing the File Name
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Save a file to another format (Save As command)

Click the File tab.

Click Save As.

Keyboard shortcut: To open the Save As dialog box, press ALT, F, A.

In the File name box, enter a new name for the file.

In the Save as type list, click the file format that you want to save the file in.

For example, click Rich Text Format (.rtf), Web Page (.htm or .html), or

Comma Delimited (.csv).

For more information about how to save files in PDF (.pdf) or XPS (.xps)

formats, see Save as PDF or XPS.
(W] Save As

X ." = » Libraries » Documents » - |+ Search Documents
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Includes: 2 locations

[ Favorites £

E Name Date n1ct[ifiec| Type il
Bl Desktop
% Recent Places My Data Sources 10-05-2013 15:28 File folder £
OneNote Notebooks 25-08-2012 19:37 File folder m
- Stardock 04-05-2012 22:45 File folder
4 Libraries
3 Documents ] Approval questions.docx 11-05-2013 16:34 Microsoft Wo
J- WMusic Eﬂ Program on Grooming for IT Professiona..,  10-05-2013 16:58 Microsoft Wo
& Pictures @ Management of Financial InstitutionsREV...  30-04-2013 15:3.1 Microsoft Wo =~
= |1 i, '
File name: 3.docx -
Save as type: |Word Document (*.docx) -
Authors: Wurd Document (*.docd)

‘Word Macro-Enabled Document (*.docm)
‘Word 97-2003 Decument (*.doc)
Word Template (*.dotx)
‘Word Macro-Enabled Template (*.dotm)
‘Word 97-2003 Template (*.dot)
“+ Hide Folders PDF (*.pdf)
XPS Document (*.xps)
Single File Web Page (*.mht;*.mhtml) P
‘Web Page (*.htm;* html)
‘Web Page, Filtered (*.htm;*.html)
Rich Text Format (*.rtf)
Plain Text (*.be)
‘Word XML Document (*.xml)
Waord 2003 XML Document (*xml)
alish (U.5.) OpenDocument Text (*.odt)
l_Wnrks 6 - 8 Document (*.wps)

Click Save.

Note: To save to a CD or another location, click the File tab, click Save As, and then
click Other Formats. In the Folders list, select a location or the media on which you
want to save.

Save a file for use in an earlier version of Office

If you are using Office 2010, you can save files in an earlier version of Microsoft Office
by selecting the version in the Save as type list in the Save As dialog box. For
example, you can save your Word 2010 document (.docx) as a 97-2003 document

(.doc).

Notes

Office 2010 continues the use of the XML-based file formats, such as .docx,
XlIsx, and .pptx, introduced in the 2007 Office release. Therefore, files created
in Microsoft Word 2010, Microsoft Excel 2010, and Microsoft PowerPoint 2010
can be opened in the 2007 Office release programs without special add-ins or
loss of functionality. For more information, see Open XML Formats and file
name extensions.

For more information about compatibility between files from different releases,
see Use the Compatibility Checker.

Save AutoRecover information automatically
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AutoRecover does not replace regularly saving your files. If you choose not to save the
recovery file after you open it, the file is deleted, and your unsaved changes are lost. If
you save the recovery file, it replaces the original file, unless you specify a new file
name. The more frequently files are saved, the more information is recovered if there
is a power failure or other problems while a file is open.

For more information about how to recover or return to earlier versions of the file, see
Recover unsaved versions in Office 2010.

Click the File tab.

Under Help, click Options, and then click Save.

Select the Save AutoRecover information every check box.

In the minutes box, type or select a number to determine how often you want
to save files.
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it References Mailings Review View

™ save

Support
B4 Save As
Microsoft Office Help
B Open Get help using Microsoft Office.
i Close
F
Info Getting Started :
v, Seewhat's new and find resources to help you N
Recent |7“'\ learn the basics quickly. ¢
4 I
New ) Contact Us ¢
) Let us know if you need help or how we can make
Print Office better, 1
Save & Send M
Tools for Working With Office ‘
P
e Options ¢
o— | Customize language, display, and cther program i
[ Options = i F
® Bt i
g Check for Updates
Get the latest updates available for Microsoft
Lﬁ Office.

General
H Customize how documents are saved.
l Display
Proofing Save documents
Save Save files in this formes weore: e ™
Language Save AutoRecover information every |10 = minutes
Keep the last autosaved version if I close without saving
Advanced

AutoRecover file location: | C\Users\Admin\AppData\Roaming\MicrosoftWord,
Customize Ribbon
Default file location: C\Users\Admin\Documentst

Quick Access Toolbar

Offline editing options for document management server files
Add-Ins

Save checked-out files to: (0
() The server drafts location on this computer
@ The Office Document Cache

server drafts location: | C\Users\Admin\Documents\SharePoint Drafts,

Preserve fidelity when sharing this document: ] Document1 E

Trust Center

[C] Embed fonts in the file (i
Embed only the characters used in the document (best for reducing file size)
Do not embed comman system fonts

(o] o |

3.2.6 Opening document

You can open word document two ways:

1. from the file explorer. Go to the location where you have saved the word
document. Double click on the file. Word document will get opened.

2. Open Microsoft word. Go to File menu. Click on Open option. The Open window
will appear on the screen. Go to the file location. Select the file. Click Open button in
Open window.
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e Keyboard Short cut for opening the Open Window: ALT, F, O.

3.1to 3.2 Check your Progress
a) Fill in the Blanks

1. ........ _management focuses on the storage and
organlzatlon of documents to support active work in progress.

2. Microsoft Word offers many features for creating .............ccocoviviiiiiiieinnnnnn
documents.

3. When you use a ..... veveee.. N your document, you
automatically get fonts, color and graphlc effects that go together, and you can
format text and graphics with just a few clicks.

b)  Answer the following

1. What are the problems created when organizations do not have any kind of
formal document management system in place?

L 3.3 WORKING WITH LISTS a

Lists are a great way to organize data in documents, and they make it easier for
readers to understand key points. Microsoft Word has a tool to create simple
numbered and bulleted lists, and you can also customize these lists to suit your needs.
Here we shall see how to create lists, how to choose the right list for a task, and how
to customize them.
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Using numbers signifies that the list items are in order or identifies them so they
can be referred to more easily.

Pag References Mailings
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b

Paste B J U - ahe x, x°
Font E 1- 1
I T Mone 2- 2 |10 | c11c @ 12+ 0 1130 0
3- 3

- Jf Format Painter
Clipboard

]

1) L A
2) IL. B.
Chapter 1] ¥ " © Information System
a) a. i
1) Introduc b) b i
2) Objectiv, |© c i
3) Basics 0l Document Number Formats
4) Thereas( 1 A a rized HR system
2 B b
5) Categeri| ., c c
6) Necessat rce Information System

<% Change List Level 3

7) Benefits

8) Short Case Sty

Define New Number Format... m

9) Activities

10) Summary

11) Self-assessment questions

Why Create Lists?

A list is a good way to organize items in a document because it forces you to work in a
compressed and shortened format, which makes your writing easier to read. You can
use lists for everything from step-by-step instructions to a series of points that you
want to make and more. When writing step-by-step instructions, be sure to use a verb
as the first word in the instructions. This forces you to be even more succinct.

Use bullet lists when the order of the items in the list doesn’t matter. For
example, you might create a bulleted checklist of items if the actions on the list don’'t
have to be completed in any particular order. You can easily create a checkbox bullet
using a symbol font character.

Mailings

E o | EF | 2l | Al ||AaBchD( AaBbCcDe AaBbCi AaBl

- mes ewrom -[12 | & [ A |
3 Copy -
# Format Painter £ U -she x. X ‘ N 222 - A - Balich| iyary 1Ho Spaci.. Headingl = Headi
-
iboard [F] None Y O u - R4
: S0 | f1c 1120 13
> v
Document Bullets
e O @& | - : .
Chapt¢ Information System
<3 (Change List Level 3
e Intn Define Mew Bullet...

*  Objectives

* Basics of HRIS

* The reasons behind the emergence for computerized HR system

» Categories of Information Systems

s  Necessary Attributes of Modern Human Resource Information System
* Benefits of Human Resource Information System

o  Short Case study

= Activities

* Summary

® Self-assessment questions

Where order is critical, such as in step-by-step instructions, use a numbered list rather
than a bulleted list. Numbers reinforce the suggestion that sequence is involved, and
that anyone reading the list should progress from item 1 to item 2 and then 3 and so
on. Numbers are also useful for non-ordered items when you want to make it easier for
someone to refer to them later on — such as "In reference to item 2..."
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With multi-level lists like this bulleted list you can create custom bullets for each
individual level.

Insert Page Layout References Mailings Review
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J Format Painter
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® Chapter

o Introd
None a) 1.1
o Object i» 1440,

o Basics
B Article | Hzsa | | 14

o There| » Section 1011 | 1.1

(a)Hesaing = | | 11

aterized HR system

o Catege

e Chapter2D . Chapter 1 -

o Introd

o Object
| Lists in Current Documents

o Functi

e HRIS!|

o Skills

1.
1. 1 1.

© Sub-r¢ = Change List Level b

| Define New Multilevel List...

o HRIS! -
Define New List Style...

o Benef

# Policies and Procedures

How to Create a List

You can create a list as you type it or after you've finished typing it. To create a list as
you type, click the Numbering or the Bullets button on the Formatting toolbar, and a
new number or bullet will appear automatically. Type the first list entry and press Enter
to show the next number or bullet. Continue to type the list, and when you are done,
click the Numbering or Bullets icon to turn the feature off.

To create a list after you have typed the entries, highlight the list and click either the
Numbering or Bullets icon.

Special List Options

When you need a two-level list, you can create the second level by clicking the
Increase Indent button on the Home Tab. This increases the indent for this list item
and the numbering or bullet character changes, too. Continue to add other second
level list items, and when you want to go back to the first level click the Decrease
Indent button.

If the bullets or numbering sequences are not exactly what you want, you can format
them to suit your needs by choosing Home tab > Click Bullets/ Numbering/
Multilevel Lists button > Select desired bullet/ Number/ Letter/ Multilevel list type.
The outline style that you are currently using will be highlighted, and you can change it

by selecting another outline style and clicking OK to apply it.
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With multi-level lists like this bulleted list you can create custom bullets for each
individual level.

RIS CONTENT. doc
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Alternatively, you can customize the style by clicking the Customize button. On the left
you'll see Levels: 1, 2, 3, 4 and so on. Click Level 1, and you will see the format
currently applied to the first level list item. When you click Level 2, you will see the
style currently applied to Level 2.

You can change the style by selecting a different option from the Bullet Style dropdown
list. For example,
e you can choose a bullet style from the list or
o select Define New Bullet
e select a bullet character from the currently selected symbol font or from any
other font
e click OK.

Managing Files /71



e ==

= = i == | A

= = i“f—' E= "='.-=| zl | T | AaBbCcDe ¢ Bullet character
1

Recently Used Bullets Symbol... ][ Picture. .. ][ Font... ]
Alignment:
® O Left El
| Bullet Library [ Preview
Hone ® O | | + 0:0

> v |

Document Bullets I I

e O & - - l

3= (Change List Level »

Define New Bullet.. | 6k [ cancel

e For changing the number style, Click on the Numbering button

e Select the different number style from the library or click on Define New
Number Format

e Select the required format from the drop down list under the heading Number
Style

e You can change the font type. Color and all font formatting options for the new
defined number format by clicking on the Font button in the Define New
Number Format window

hilings Review View Define New Number Format :@E
el =[] |ty | e | A
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== Change List Level 3 I
Define Mew Number Format... [ QK ] [ Cancel ]
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Typically most lists only require one or two levels but, if you need more, you can
continue and configure different bullets or numbering options for lower levels. When
you are done click OK and your list will be formatted using your new design.

Multiple Lines

When you need a new line but you don't want that line to have a bullet or a number,
hold the Shift key down when you press Enter. This adds a new line but without a
bullet or number, and you can continue to do this to type multiple lines with just one
bullet or number. For example if your bullet item is “Handbooks” and you want to list
the various types — IT, HR and Admin — under the Handbook bullet. When you're
ready for the next number or bullet, press Enter without the Shift key.

Create Step-By-Step Lists

For step-by-step lists you can configure the numbering so that the word Step
automatically replaces each number.
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Moving List ltems

One advantage to numbered lists is that you can reorder the items in the list and the
numbering changes accordingly. So, if you move a paragraph up or down the list, the
numbers will change depending on the paragraph's position in the list. To move a
paragraph use Alt + Shift and the Up or Down arrow keys.

Whenever you need to type a series of items marked with numbers or bullets, you will
find Word'’s bulleted and numbered list options a useful tool for formatting your data.

[ 3.4 BORDERS AND SHADING |

Borders are rules you can add to any or all of the four sides of a paragraph. Shading is
the color or artistic design you use as background for a paragraph. Borders and
shading are formatting tools for enhancing text, paragraphs, table cells or frames.
Commonly used borders and shading effects can be quickly added to text, paragraphs,
frames and tables or table elements, using the Tables and Borders toolbar, or you can
choose from a comprehensive list of borders and shading styles using the Borders and
Shading dialog box. Borders or shading applied to a paragraph will usually affect the
entire paragraph, extending from the left indent to the right indent, even if the
paragraph contains no or a very short line of text. If you are not comfortable with the
horizontal span of the effects of the borders or shading applied, you should adjust the
indent markers on the ruler.

To change the entire page color with desired color.

e Goto Page LayOut tab
e Click on the Page Color Button
e Select color you want to apply to entire page

Fill Effects...

Apply Border to entire page/s

e On the Page Layout tab, click Page Borders button. The Borders and
Shading dialog box will be displayed.
o Click the Page Borders tab to display the Page Borders options page.
0 Under Setting, click any of Box, Shadow, or 3-D, if you want border
line on all four sides of the selected item.
0 Inthe Style list, click a desired line for the border style you want.
In the Color box, click the line color you want for the border.
o0 Inthe Width box, click the line width you want for the border.

o
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0 To change individual border lines to a new style, color, or width, first
click Custom, then click the Style, Color, and Width settings you want,
and then click the border buttons in the Preview diagram to apply the
new options.

e Inthe Apply to box, click the item on which to apply the borders and shading
formatting settings you have selected.

e Click OK.
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Adding Borders Using Borders and Shading Dialog Box

The Borders and Shading dialog box enables you to select from a list of preset or
custom borders and shading styles to add to selected text, paragraphs, etc.

e Select the paragraph(s), cells, graphics, etc, to which you want to add borders.
e On the Page Layout tab, click Page Borders button. The Borders and
Shading dialog box will be displayed.

Page Layout References Mailings Review View

Dy ]j ',f::| Breaks = j &j Jj Indent Spa
U= £ Line Numbers - S Left [0cem 2| 2
Orientation Size Columns ) Watermark Page Page . =1 v=
- - - he” Hyphenation = - Color = Borders | == Right 0 cm (=
Page Setup [F} Page Background Paragraph
Page Borders
Add or change the border around
the page.

Borders and Shadi
I

i Borders | Page Border | Shading |

Setting: Style: Preview

P Click on diagram below or use
Hone |7‘ buttons to apply borders

D Calor:
0 Automatic |z|
ﬂ

Width |
Custom tapt
Apply to:
Faragraph |Z| |

e Click the Borders tab to display the Borders options page.

o0 Under Setting, click any of Box, Shadow, or 3-D, if you want border
line on all four sides of the selected item.
In the Style list, click a desired line for the border style you want.
In the Color box, click the line color you want for the border.
In the Width box, click the line width you want for the border.
To change individual border lines to a new style, color, or width, first
click Custom, then click the Style, Color, and Width settings you want,
and then click the border buttons in the Preview diagram to apply the
new options.
e Inthe Apply to box, click the item on which to apply the borders and shading

formatting settings you have selected.

e Click OK.

O O O O
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« To change an individual border line to a different or new style, weight, or color, first click
the Line Style.Line Weight, and Border Color settings you want, and then click the border
buttons representing the borderline you want the settings applied to. In other words, to add or
change settings for the entire border or individual border line, follow step (i) through (iv)
above in order.

* The only type of border formatting you can apply to ordinary text (portion of text in a
paragraph, other than the entire paragraph) is Outside Border. No matter the type of available
border you click, except No Border, Word applies the Outside Border formatting to the partial
text of the paragraph you selected.

« The only types of border wyou can apply to a selected paragraph
are: Qutside Border, Left Border, TopBorder, Right Border, and Bottom Border.

+ To apply the Horizontal Line border formatting, make sure no text is selected. If you select an
item before clicking the Horizontal Line border type, the selected item will be overtyped
(overwritten).

Removing Borders

Just as easily as you added borders to items in a document, you can also remove the
borders any time such borders no longer appeal to you. You can easily change such
borders in the same approach. Follow the steps enumerated below to remove borders
from items:

e Select the paragraph(s), table cells, frames, or graphics you want to remove
borders from.

e On the Home tab, click the arrow next to the Border button and click No
Border
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Alternatively, on the Page Layout tab, click Page Borders.
From the Borders and Shading dialog box, click the Borders tab, under
Setting, click None and then click OK.

Borders | Page Border | Shading
Setting: Style: Preview
- Click on diagram below or use
lone buttons to apply borders

D Box i I
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Paragraph IZ|
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Shading Using the Borders and Shading Dialog Box

Select the paragraphs, cells, graphics, or frames to which you want to add
shading.

On the Page Layout tab, click Page Borders.

From the Borders and Shading dialog box, Click the Shading tab.

Do one or more of the following:

o From the color palette under Fill, click the fill color you want for the
shading. If you want additional colors, click the More Colors button.

o0 In the Style box, click a shading style to be applied over the fill color.
(Click Clear to apply only the Fill color, click Solid to apply only the
pattern color, or click any pattern style to apply both fill and pattern
colors.)

o In the Color box, click a color for the lines and dots in the shading
pattern you selected. This box will not be available if Clearis the
current selection in the Style box.

In the Apply to box, click the appropriate item on which to apply the shading
formatting.
Click the OK button
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¢ To apply the Horizontal Line border formatting, make sure no text is selected. If you select an |
item before clicking the Horizontal Line border type, the selected item will be overtyped ¥
(overwritten). 5

Removing Shading/Shading Settings

1. Select the text, paragraphs, cells, graphics, or frames from which you want to
remove shading.

On the Page Layout tab, click Page Borders.

From the Borders and Shading dialog box, Click the Shading tab.

4. Do one or both of the following:

wn

e To rid the current selection of any fill color applied, click No Fill,
under Fill.

e To rid the current selection of any styles applied, click Clear in
the Style box, under Patterns.
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2. Inthe Apply to box, select an appropriate option.
3. Click OK.

Change the Width of a Bordered or Shaded Area in a Paragraph

Borders and shading applied to a paragraph are added relative to the indents, so that
the shading and border lines extend from the left indent of the selected paragraph to
the right indent of the paragraph. Even if the selected paragraph contains only a short
line of text, or no text at all, borders and shading added will always extend from the left
indent of the selected paragraph to the right indent of the paragraph. Using the indent
markers on the horizontal ruler, you can easily adjust the width of the bordered or
shaded area in a paragraph containing short lines of text, to enhance its beauty. Here
are the steps you should follow to change the width of the bordered or shaded area in
a paragraph with short lines of text.

Left and first-line indent marker

"'_&/"/I{'l'-'l"-2-"I'-'3"-|-'-4'-'|"-5'"I'-'&"-l"' s

Right indent marker

||~ |Sales Report for the Month of April
-

Position |
the |
Insertion |
pointin |

REE P NEE T DO TR R

Drag the indent marker |

to adjust g;? a;irdth of the . Sales Report for the Month of April

Adjusting the width of a bordered or shaded area in a paragraph with a short line
of text

1. Position the insertion point in the paragraph with short lines of text to display
the indent markers for that paragraph on the ruler.

2. Drag the indent markers on the horizontal ruler to adjust the width of the
bordered or shaded area.

For a left-aligned paragraph, I'll recommend you drag the right-indent marker to adjust
the width of the bordered or shaded area in the paragraph; and for a right-aligned
paragraph, drag the small box below the left-indent marker; while for a centered
paragraph, I'l recommend you adjust the width appropriately from left and right, by
dragging the small box below the left indent marker to move the left and first-line
indent markers, and then drag the right-indent marker proportionately.
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Left-aligned paragraph

_'g"""'i"'""1"""'3""""'(_\."""5""'"5"""'L."_-i-_

— Sales Reportt for the Month of April

.......... i i g i 2 ' 3 ERRX RN 5 Lyt g !
Centered -
paragraph™ | Sales Report for the Month of April
1 1 1 2 [ -Ej . 1 4 1 I & 1
R:)gat:gslriggﬁd — Sales Report for the Month of April

Paragraphs with different alignments showing adjuste
paragraph with a short line of text

Tips:

e To change an individual border line to a different or new style, weight, or color,
first click the Line Style, Line Weight, and Border Color settings you want, and
then click the border buttons representing the borderline you want the settings
applied to. In other words, to add or change settings for the entire border or
individual border line, follow step (i) through (iv) above in order.

e The only type of border formatting you can apply to ordinary text (portion of
text in a paragraph, other than the entire paragraph) is Outside Border. No
matter the type of available border you click, except No Border, Word applies
the Outside Border formatting to the partial text of the paragraph you selected.

e The only types of border you can apply to a selected paragraph are: Outside
Border, Left Border, Top Border, Right Border, and Bottom Border.

e To apply the Horizontal Line border formatting, make sure no text is selected.
If you select an item before clicking the Horizontal Line border type, the
selected item will be overtyped (overwritten).

3.3 & 3.4 Check your Progress

a) Fillin the Blanks

1. .......ccccieiieeieven...... are rules you can add to any or all of the four sides of a
paragraph.

2. iiiiiiiiiiiiienae........ is the color or artistic design you use as background for a
paragraph.

3. iiiiciiieiieiei.......... @re agreat way to organize data in documents.

b) Answer the following

1. Write a short note on the applications of ‘List’ in the MS-Word?

2. What are the enhancements that are provided by ‘Borders and Shading’ to a
document?
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o 3.6 SUMMARY o

In this chapter, we have discussed about managing files and word documents. Also we
have discussed about setting lists and shading and borders to the selected paragraphs
as well as entire document.

Adding flair to your documents is great, but no one will give you their business or
publish your paper because of the color of your text or the effects on your pie chart.
Effective document design is about helping your important information stand out. You
can also mix and match theme colors, fonts, and effects to quickly create your own
look. Select separate theme color, theme font, and theme effect sets from their
respective galleries on the Page Layout tab.

Cover pages are always inserted at the beginning of a document, regardless of where
the cursor appears in the document. You can quickly and easily give your document a
professional look by applying a document theme. A document theme is a set of
formatting choices that include a set of theme colors, a set of theme fonts (including
heading and body text fonts), and a set of theme effects (including lines and fill
effects).

Getting started with a basic document in Microsoft Office Word 2007 is as easy as
opening a new blank document and starting to type. Word's Save As... feature is a
great way to save multiple versions of the same file. You can easily preserve earlier
versions of your document if you think you will need to go back to an earlier stage.
One drawback of saving multiple versions of the same file under different names is it
can become difficult to manage all the files and it can use a considerable amount of
storage space.

A list is a good way to organize items in a document because it forces you to work in a
compressed and shortened format, which makes your writing easier to read. You can
use lists for everything from step-by-step instructions to a series of points that you
want to make and more. When writing step-by-step instructions, be sure to use a verb
as the first word in the instructions. This forces you to be even more succinct.

Borders are rules you can add to any or all of the four sides of a paragraph. Shading is
the color or artistic design you use as background for a paragraph. Borders and
shading are formatting tools for enhancing text, paragraphs, table cells or frames.
Commonly used borders and shading effects can be quickly added to text, paragraphs,
frames and tables or table elements, using the Tables and Borders toolbar, or you can
choose from a comprehensive list of borders and shading styles using the Borders and
Shading dialog box. Borders or shading applied to a paragraph will usually affect the
entire paragraph, extending from the left indent to the right indent, even if the
paragraph contains no or a very short line of text. If you are not comfortable with the
horizontal span of the effects of the borders or shading applied, you should adjust the
indent markers on the ruler.

L 3.7 CHECK YOUR PROGRESS — ANSWERS E
3.1t0 3.2 a) Fill in the Blanks
1. Document

2. Impressive
3. Theme
3.3to 34 a) Fill in the Blanks
1. Borders
2. Shading

3. Lists
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[ 3.8 QUESTIONS FOR SELF-STUDY T
Answer the following:
1. Write a short note on the application of the Document management function.

2. Enlist the prominent things which happen when you use a theme in your
document?

3. There are two ways to save different versions of your document, enlist and
describe them.

4. Enlist the steps involved in changing the entire page color with desired color.

Answer in one line:

1. Generally what kind of documents is desired by organizations?

2. What feature assists helping your important information stand out?

3. Which tab is used for adding a cover page?

4. What feature is a great way to organize data in documents?

T 3.9 SUGGESTED READINGS .

1. Using Microsoft Office Home and Student 2007

2. 2007 Microsoft® Office System Plain & Simple Office 2007 Bible

Qdga
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Chapter 4

Paragraph Formatting

4.0---Objectives

4.1 -Introduction

4.2 -Text-presentation
4.2.1-Add-a Heading
4.2.2'Line Spacing
4.2.3 Paragraph Spacing
4:2.4 Indentation
4.2.5 Alignment

4.3 Tabs

4.4 - Page Breaks

4.6 Keyboard shortcuts

4.7 - Summary

4.7 Check Your Progress = Answers

4.8 Question for Self: Study

4.9 " Suggested Readings

o 4.0 OBJECTIVES o

After reading this chapter you will be able to:

e Learn how to present your word document in an effective manner

e Learn and apply paragraph alignment tools in a word document

e Apply tabs in a word document

e Apply page background color, page border etc. to make your word document
more presentable.

 — 4.1 INTRODUCTION o

Wouldn't it be nice to know that your documents will always look the way you intended,
whether on screen, printed, or e-mailed? Well, one of the best ways to guarantee the
appearance of your documents is also one of the easiest: strong, solid, simple
paragraph formatting.

As you know, Word is all about keeping things simple. No matter how complex your
document's content, the least complicated solution to any task will always give you
more precise, impressive results than convoluted workarounds that take three times
the effort! A quick overview of paragraph formatting provides one of the best examples
of this core Word concept.

3 levels of formatting

You might know that Word organizes most document formatting into three levels (font,
paragraph, and section). Paragraph formatting, the second of these and the basic
building block of most documents, includes tasks such as paragraph spacing, line
spacing, alignment, paragraph borders and shading, bullets and numbering, and
indents and tabs.
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When you apply paragraph formatting to the text of your document, Word stores it in
the paragraph mark (1) that falls at the end of each paragraph. Why is this important
for you to know? Well, if the formatting of your text has ever changed when you moved
it from one part of the document to another (or between documents), formatting stored
in a paragraph mark was the reason.

Formatting can change if you move text into a paragraph that contains different
formatting. Notice, in fact, the formatting smart tags that appear whenever you paste
text from one location to another in Word. These smart tags offer you the option to
keep source formatting or match destination formatting, which refers to the formatting
contained in the paragraph marks at the copy source and the paste destination.

Want to be even smarter than the smart tags? Easy! To steer clear of the
complications of source and destination formatting, avoid leaving empty paragraphs in
your document (that is, paragraph marks where there is no text). The best way to do
that is to use spacing Before or After the paragraph (find this under Spacing on
thelndents and Spacingtab of the Paragraph dialog box, accessible from
the Format menu, Paragraphcommand) to automatically make space between
paragraphs when you press ENTER. Increase your paragraph spacing instead of
pressing ENTER multiple times for a new paragraph and you won't get any of this:

First-zamnple-paragraph 9
1

Second-sample-paragraph 9

Those ugly, empty paragraph marks aren't empty at all — they contain lots of
formatting that can get in your way.

For a strong document foundation, check out more helpful tips on paragraph alignment
and spacing options in the table that follows.

Paragraph alignment and spacing options

THE THE RECOMMENDATION TIPS AND MORE
ACTION INFORMATION
Create Use paragraph spacing before or after a | You might be thinking,
space paragraph to create space between | "Why should | take the
between separate paragraphs. extra step to  set
paragraphs | Just go to the Indents and Spacing tab of | paragraph spacing when |
theParagraph dialog box | can just press ENTER
(Format menu, Paragraphcommand) and | twice to get a new
type the desired number of points (or use | paragraph?" Well, think
the spin boxes to make a selection) in the | about this: Once you set
text boxes labeled Before or After. paragraph  spacing, it

As a good rule of thumb, use 12 points
before or after the paragraph when
working with standard body text (type that
has 12 ptin either the Before or After text
box), to create a single line of space
between your paragraphs.

IMPORTANT Be sure to include
the pt when you type points before or
after. Otherwise, Word might convert your
entry to a line setting that is not what you
intended.

Keep your document simple to edit by
keeping your formatting choices as
consistent as possible throughout the
document. If you choose to use space
before on some paragraphs, try to stick
with space before throughout. It will end
up being less work than switching back
and forth.

stays set until you change
it. So, it's a lot less work
than manually making
space  between  your
paragraphs with empty
paragraph marks.

Paragraph spacing also
gives you more control
than extra paragraph
marks because you can
set the space precisely. If
you want half or a quarter
of a line between
paragraphs, or multiple
lines, just set whatever
you need. Even adjust
paragraph spacing to suit
your font size by changing
the number of points
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before or after the
paragraph.
Use equal amounts of

space before and after the
paragraph for text in table
cells, to easily center the
text vertically within the
cell and create the desired
cell height at the same
time without having to set
row height or cell
alignment. (For  help
formatting tables, see the
tip sheet "You Don't Have
to be an Architect! The
Pure and Simple Logic of
Building Extraordinary
Tables," inMicrosoft Office
Document Designer.)

Create
space
between
lines of the
same
paragraph

Use the line spacing feature to create
space between lines of the same
paragraph.

Access line spacing on the Indents and
Spacing tab of the Paragraph dialog box
(Format menu, Paragraphcommand). By
default, line spacing is set to Single. To
change line spacing, select a different
option from the drop-down list
labeled Line spacing.

Line spacing: at:

4

Single 4

1.5 lines and Double line spacing are the
obvious options. When you select line
spacing At least orExactly, the text box
beside the Line spacing drop-down list
reads 12 pt. Use the spin boxes to change
the point setting, or just type in the desired
number of points.At least 12 pt means that
lines of the active paragraph(s) will be no
less than 12 points high, regardless of text
size, so text in 8 point font will have 12
point line spacing, but lines of text in 24
point font will grow to accommodate the
font size. Line spacing Exactly, on the
other hand, will keep the line spacing to
exactly the selected number of points,
regardless of font size.

If the top or bottom of text
is cut off in paragraphs
with a large font, line
spacing set to Exactly is a
likely cause!
NOTE Notice
there's a difference
between single line
spacing on 12 point text
and line spacing of exactly
12 points. Single line
spacing adds buffer space
between lines. On the
other hand, when you set
exactly 12 point line
spacing on 12 point text,
the bottom of the text in
the first line of the
paragraph  will  almost
touch the top of text in the
second line, etc.

When you need to fit just a
litle more text on one
page, try decreasing your
line spacing by
setting Exactlyto just a
point or two larger than
your font size. The line
spacing will be less than
single, so you'll get more
room, but not so much
less that anyone will
notice!

that

Align

paragraphs
horizontally
on the page

Select paragraph alignment options to
align complete paragraphs along the left
or right margins, or centered between the
two. Or, select justified alignment for text
that is equally distributed between the
margins so that each line of the paragraph
(other than the last) is identical in length.
To set paragraph alignment, either click in
the desired paragraph or select several
paragraphs to format them at once. Then,
click the icon on the Formatting toolbar
that corresponds to the alignment you
want, as shown here:

You don't have to push
text over with indents,
tabs, or the ruler bar to
change the alignment of a
paragraph. A single click
changes the alignment for
the whole paragraph at
once (or several selected
paragraphs).

NOTE If your tabs or
indents seem off when
you change paragraph
alignment, that's because
tabs and indents are
designed to work with left-
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Left Cantar Right Justified

Or select alignment on the Indents and

aligned paragraphs. For
more information on
setting indents and tabs,
check out the tip sheet

Spacing tab of the Paragraph dialog box | D0 Your  Paragraphs
(Format menu, Paragraphcommand). Measure Up?" (Microsoft
Office Document

Designer).
Start a new | Use a line break (also called a soft return) | Please don't use the
line within | to force text to start on a new line of the | spacebar or tabs to push
the same | same paragraph. text to a new line of the
paragraph Just place your insertion point where you | same paragraph! It's too

want the line
SHIFT+ENTER.
When viewing formatting marks, a line

break character will look like this: +'

to break and press

much work and never
works smoothly. The line
break places one
nonprinting character at
the end of the line and
that's all. One step, perfect
every time.

When lines of text logically
go together,  simplify
paragraph formatting by
placing line breaks instead
of paragraph returns. The
address information in a
business letter, for
example, is a collection of
single-spaced lines that
fall above the salutation,
like so:

March-1,-20059

Ilichelle- Alexanders
Adventure Worlise

123 Ilain-Streete

Mew Yorl -NT-543219

Dear-Michelle

Since there is space
before and after that group
of lines, use line breaks to
separate them instead of
paragraph marks, and just
press ENTER for one
paragraph mark at the end
of the group. That way,
using the example here,
you have one set of
formatting in one
paragraph mark instead of
four sets of formatting for
the same result.

4.2 TEXT PRESENTATION

The term ‘Text presentation’ means the way in which the text in your document gets
presented. Here Presentation means the formatting applied to the text i.e. Headings,
Paragraph spacing, line spacing etc.

In the following section we are going to discuss about How to apply, modify heading
styles to the selected text in the word document. These are inbuilt styles, but you can
modify the existing styles and also make your own heading styles. Also we are going
to discuss about the paragraph, line spacing, indentation and page breaks, and text

alignment.
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4.2.1 Add a Heading

The best way to add headings in Word is to apply styles. You can use the built-in
styles, or you can customize them.

Apply a heading style

AaBb rasbcedc | AaBbCc AaBbCecD AaBbCc aasbcedd AaBb(
Chapter N... | T Mormal Objectédi... Stylel Title 1 T Mo 5paci.. Heading1l

Styles Ta

e Type the text of your heading, and then select it.
e Onthe Home tab, in the Styles group, click the heading style that you want.

e |f you don't see the style that you want, click the More button " to expand the
Quick Styles gallery.

Pagelayout  References  Mailings

eview Jie
(cambria tead - (35 | A° A [ Aa- | ) AaBbCeDe AaBbceDe AaBbC: Aasbee | AAD | aasbee. somscco
Title
Title

B 7 U -abe x, | AR R - v iR TMormal 7 Mo Spaci.. Headingl Heading 2 Subtitle  Subtle Em...

=L AgBbCcDt AagBbCcDi AaBbCcDt AgBbCcDv AagBbCTDT AABBCCDL AABBCCDC
! Emphasis  IntenseE.. Strang Quote  Intense Q... Subtle Ref... Intense R...

AABBCCDL  AaBbCcDe
Book Title T List Para..

Save Selection as a New Quick Style...
Clear Formatting

Apply Styles...

My Resume

Note: You can see how selected text will look with a particular style by placing your
pointer over the style that you want to preview.

Note: If the style that you want does not appear in the Quick Styles gallery, press
CTRL+SHIFT+S to open the Apply Styles task pane. Under Style Name, type the
name of the style that you want. The list shows only those styles that you already used
in the document, but you can type the name of any style that is defined for the
document.

Customize a heading style
You can change the font and formatting of a heading style.

e Select the heading text that you want to customize.

e On the Home tab, in the Styles group, click the heading style that you want to
customize.

e Select Modify option.

age L

athdi\'- A A | Aa- ‘ a1

U - she x, x" N B2 A

Aab

Title

daBbCe. aaSchScH %

Update Title to Match Selection
Styles M Modify..
Select All: (No Data)

AaBbCcDe| AaBbreDe AaBbCi AaBbCc
THNormal = TMoSpaci.. Headingl Heading 2

]

Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

My Resume

4
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e Make the changes that you want.

For example, you can change the font, the size, or the color.

it Page Layout References Mailings

w fiew
o s [s-|& [ aae |2 BT |

I U-abex x| -%-A

AaBbCc.[|aaBbCeD [ %
Subtitle | Subtle Em.., || Ehange

Styles -

Font Properties

Mame: Title

Style type: Linked (paragraph and character)

Style based on: T Mormal

Style for following paragraph:

T Marmal

Formatting

Brush Script MT |E| i) EH I U ‘ _lzl

Paragraph...
Tabs...

Border...

Language... MT, 28 pt, Bold, Font color: Blue, Expanded by 0.25pt, Kern at 14pt
e

pace between paragraphs of the same style, Border: =
Mccent 1, 1ptline width, From text: 4 pt Border spacing: ), Style: ™

Frame...

Numbering...
Shertcut key... Automatically update
Text Effects... Mew documents based on this template

Format ~

e On the Home tab, in the Styles group, right-click the heading style that you
customized, and then click Update Heading to Match Selection.

AaBbCeDe) AaBblcDd AaBbCi AaBbCc ;4:13]%.‘?.-‘:& rJOH."Jt"r."JrILI %

Update Title to Match Selection
Maodify...
Select All: (Mo Data)

TMHormal = TMo Spaci.. Headingl Heading 2 1

Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Every time you apply that heading style in your document, the heading style will
include your customizations.

4.2.2 Line Spacing

In Microsoft Word 2010, the default spacing for most Quick Style sets is 1.15 between
lines and a blank line between paragraphs. The default spacing in Office Word 2003
documents is 1.0 between lines and no blank line between paragraphs.

Change the line spacing

The easiest way to change the line spacing for an entire document is to apply a Quick
Style set that uses the spacing that you want. If you want to change the line spacing
for a portion of the document, you can select the paragraphs and change their line
spacing settings.

Use a style set to change line spacing for an entire document:

e Onthe Home tab, in the Styles group, click Change Styles.
e Point to Style Set, and point to the various style sets. Using the live preview,
notice how the line spacing changes from one style set to the next.

When you see spacing that you like, click the name of the style set.
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Change the line spacing in a portion of the document

e Select the paragraphs for which you want to change the line spacing.
¢ Onthe Home tab, in the Paragraph group, click Line Spacing.

o 1— — = = A
=T iz v sz | IEEIE AN (|
=== |!=

Paragraph F

You can use any of the following given methods for changing the line spacing of the
selected paragraph.

1. Select paragraph

2. Click on the Line and Paragraph Spacing button from Home tab.

AaBb &4s

Chapter M... | T

Line and Paragraph Spacing

Change the spacing between lines
of text.

You can also customize the amount q
of space added before and after
paragraphs.

3. Select the desired line spacing from the list given.

Review View

AaBbCcDe AaBbccDe AaBb( AaBbC Aa‘ AaBbCclf|AaBbCcDy

Subtle Em..|

PR

THormal | THMoSpaci., Headingl | Heading 2 Title Subtitle

Styles

pboard [F}

v 15
20
25
30

Line Spacing Options...
L Remove Space Before Paragraph F:jknnwledge about the working of the major

This subject will provide the

financial institutions across the ¥ 5 add space after Paragraph ian Financial Institutes. The introductory

chapter elaborates on the concept of financial systems and Financial Management. The important

aspects of the Indian system such as the Capital and Money markets and Industrial and government

finance are provided here. Role and importance of Financial Institutions and the Financial Management

Models are discussed in the second chapter.

An important concept discussed here is the application of Management Models in Financial
Institutions. Chapter 3 deals with financial planning of Financial Institutions with some of the important
concept being covered here are: Management of assets and labilities of Financial Institutions, Flow of
Fund Analysis of borrowing and lending behavior of Financial Institutions and Financial Planning and Pro-
forma Statement. Chapter 4 deals with the analysis of the interest rate associated with finance. Chapter 5
we discuss the various categories of risk in business undertaken by financial institutions.

OR

e Select paragraph
e Click onthe Line and Paragraph Spacing button from the Home Tab

e From the drop down list, click on the Line Spacing Options button
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‘ | T Maormal m

hg 1.0
E 1.15

25

3.0

Line Spacing Options...

[42)

<[ W=

Add Space After Paragraph

Remove Space Before Paragraph ﬁ

From the Paragraph window that will appear on the screen, select desired line spacing
option from the drop down list below the Line Spacing option or you can customize
the spacing between lines by changing the number below the At option.

Note: Remember that the depending on the option selected from the Line Spacing list
the type of the numbers in the At box get changed.

For Ex.

If you have selected the any of the Single, Multiple, or Double option the type of the
number will be the number of lines. But if you select the At least or Exactly option,
the values will be Point size of the text. This means the line spacing will be same as

the point size in the box.

— ¥
Indents and Spacing | Line and Page Breaks

General
Alignment: Left |E|

Qutline level: |Body Text

Indentation
Left: 0cm Special: By:

Right: Om First ine 0.63cm[E

[ Mirrar indents

Spading

Before: Auto 2 Line spacing:

After: Opt = 1.5 lines
[ Don't add space between paragral=ing

Preview
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—
Indents and Spading | Line and Page Breaks

General
Alignment: Left |Z|
QOutline level: |Body Text |Z|

Indentation
Left: 0cm Special: By:
Right: oem Firstline E| 0.63 cm[ =

|1 Mirror indents

Spacing
Before: Auto Line spadng: At
After: Opt Multiple |E| 1.5 2
[ Don't add space between paragraphs of the same style

Preview

e
Indents and Spacing | Line and Page Breaks

General
Alignment: Left E
Outline level: |Body Text E

Indentation
Left: 0cm Special: By:
Right: 0am Firstline [~] [os3amlz

[ Mirror indents

Spacing
Before: Auto Line spacing: At
After: opt Atleast [*] 1ot E
[7] Don't add space between paragraphs of the same style

Preview

[ zebs. | [setaspefault |

4.2.3 Paragraph Spacing
Change the spacing before or after paragraphs

The easiest way to change the spacing between paragraphs for an entire document is
to apply a Quick Style set that uses the spacing that you want. If you want to change
the spacing between paragraphs for a portion of the document, you can select the
paragraphs and change their spacing-before and spacing-after settings.

Use a style set to change paragraph spacing for an entire document

e Onthe Home tab, in the Styles group, click Change Styles.

aaBbceDc | AaBbccde AaBbCi AaBbce AAD . %

THarmal | THo Spaci.. Headingl  Heading 2 Title _ | EChange
T | Styles
Styles T

e Point to Style Set, and point to the various style sets.

Paragraph Formatting /93



Using the live preview, notice how the line spacing changes from one style set

to the next.
When you see spacing that you like,

click the name of the style set.

AaBbceDe AaBbcede AgBb( AaBbC A a] AaBbCcl AaBbCcDi
= THormal 7 Mo Spaci.. Headingl Heading 2 Title Subtitle Subtle Em...
AaBbCcDt AaBbCcDi AaBbCcDe AaBbCcDc AaBbCeDd | AABBCCDL AABBCCDL
Emphasis Intense E... Strong Quote Intense Q... Subtle Ref.. Intense R..
Ints t
ASBECCE Aasoceoe
BookTitle T List Para...

Save Selection as a Mew Quick Style...
Clear Formatting

Apply Styles...

This subject will provide the readers with good amount of knowledge about the working of the
major financial institutions across the world with an emphasis on Indian Financial Institutes.
The introductory chapter elaborates an the concept of financial systems and Financial
Management. The important aspects of the Indian system such as the Capital and Money
markets and Industrial and government finance are provided here. Role and importance of
Financial Institutions and the Financial Management Models are discussed in the second
chapter.

An important concept discussed here is the application of Management Models in Financial
Institutions. Chapter 2 deals with financial planning of Financial Institutions with some of the
important concept being covered here are: Management of assets and linbilities of Financial
Institutions, Flow of Fund Analysis of borrowing and lending behavior of Financial Institutions
and Financial Planning and Pro-forma Statement. Chapter 4 deals with the analysis of the
interest rate associated with finance. Chapter 5 we discuss the various categories of risk in
business undertaken by financial institutions.

Change the spacing before and after selected paragraphs

By default, paragraphs are followed by a blank line, and headings have extra space
above them.

Page Layout Refe

Select the paragraph before/ after which you want to change the spacing.

On the Page Layout tab, in the Paragraph group, under Spacing,

click the

arrow next to Before/ After and enter the amount of space that you want.
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This subject will provide the readers with good amount of knowledge about the working of the major

financial
chapter
aspects
finance
Models

| institutions across the world with an emphasis on Indian Financial Institutes. The introductory
elaborates on the concept of financial systems and Financial Management. The important

of the Indian system such as the Capital and Money markets and Industrial and government
are provided here. Role and importance of Financial Institutions and the Financial Management
are discussed in the second chapter

An important concept discussed here is the application of Management Models in Financial
Institutions. Chapter 3 deals with financial planning of Financial Institutions with some of the important

concept

being covered here are: Management of assets and liabilities of Financial Institutions, Flow of

Fund Analysis of borrowing and lending behavior of Financial Institutions and Financial Planning and Pro-
forma Statement. Chapter 4 deals with the analysis of the interest rate associated with finance. Chapter 5

we disci

424

uss the various categories of risk in business undertaken by financial institutions.

Indentation

Indentation determines the distance of the paragraph from either the left or the right
margin. Within the margins, you can increase or decrease the indentation of a
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paragraph or group of paragraphs. You can also create a negative indent (also known
as an outdent), which pulls the paragraph out toward the left margin. You can also
create a hanging indent, in which the first line of the paragraph is not indented, but
subsequent lines are.

Indent only the first line of a paragraph

e Click in front of the line that you want to indent.

e On the Page Layout tab, click the Paragraph Dialog Box Launcher, and
then click the Indents and Spacing tab. OR on the Home tab, click on the
Line and Paragraph Spacing button, click on the line spacing option.

e The paragraph window will appear on the screen.
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. . Paragraph

Show the Paragraph dialog box.
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Page Layout References Mailings
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chapter elaborates on the conce,

Remove Space Before Paragraph

==

Add Space After Paragraph

e In the Special list under Indentation, click First line, and then in the By box,
set the amount of space that you want the first line to be indented.

Paragraph Formatting /95



B e
Indents and Spacing | Line and Page Breaks

General

Alignment: Left |Z|
Qutline level: |Body Text |Z|

Indentation

Left: 0cm Special: By:

Right: Dem First ine E 0.5am (2]

[T Mirror indents

Spacing
Before: 30pt = Line spacing:
After: 0pt $ Single

[] Don't add space between paragraphs of the same style

Preview

NOTE: The first line of the paragraph and all subsequent paragraphs that you type will
be indented. However, any paragraphs before the selected paragraph must be
manually indented by using the same procedure.

Increase or decrease the left indent of an entire paragraph

e Select the paragraph that you want to change.
e On the Page Layout tab, in the Paragraph group, click the arrows next to
Indent Left to increase or decrease the left indentation of the paragraph.

Insert Page Layout References Mailings
o1 ]
f— Cut s o — — — g
B # Arial o A A | Aa & == | EEIY|T
_ =3 Copy
Paste = gl - dbF o _,=s=s=| = - EFEo
- Format Painter B I U ~abex x A == = = | 'S | R R
Clipboard ] Font F} Paragraph IF}
OR

o Use the same steps for the ‘Indent only the first line of a paragraph’

e |nthe Paragraph window, select the Indent and Spacing tab and

e Change the values in the boxes in front of the Left and Right options under
the Indentation section, according to your choice.
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T I e LS
I Indents and Spadng | Line and Page Breaks |

General

Alignment: Left |z|
Qutline level: |Body Text |z|

Indentation
Left: lom = Special: By:
Right: 1am |2 Firstline [7] [12aen [£
[ Mirror indents
Spading
Before: 30pt = Line spacing: At
After: Opt 2 Single |Z| $

7] on't add space between paragraphs of the same style

Preview

[ mebs.. | [setaspefaur | [ ok | [ cancal |

Indent all but the first line of a paragraph

This subject will provide the readers with good amount of knowledge about the working of the major
finankial institutions across the world with an emphasis on Indian Financial
Institutes. The introductory chapter elaborates on the concept of financial
systems and Financial Management. The important aspects of the Indian system
such as the Capital and Money markets and Industrial and government finance
are provided here Role and importance of Financial Institutions and the Financial
Management Models are discussed in the second chapter.

e Select the paragraph in which you want to indent all but the first line of the
paragraph, also referred to as a hanging indent.

e On the horizontal ruler, drag the Hanging Indent marker to the position at
which you want the indent to start.

Hanging Indent

o |f you don't see the horizontal ruler that runs along the top of the document,
click the View Ruler button at the top of the vertical scroll bar.

Use precise measurements to set a hanging indent

e For more precision in setting a hanging indent, you can select options on
the Indents and Spacing tab.

e Onthe Page Layout tab, click the Paragraph Dialog Box Launcher, and then
click the Indents and Spacing tab.

e In the Special list under Indentation, click Hanging, and then in the By box,
set the amount of space that you want for the hanging indent.
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Indents and Spacing | Line and Page Breaks

General
Alignment: Left n
Qutline level: |Body Text n
Indentation
Left: 0.63 cmlil Special: By:
Right; El= [EETTN~ | [3.12 nf3]
Mirror indents
Spacing
Before: 0pt El Line spacing: At:
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Don't add space between paragraphs of the same style

Preview
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[I'his subject will provide the readers with good amount of knowledge about the working of the major financial
institutions across the world with an emphasis on Indian Financial Institutes. The introductory chapter
elaborates on the concept of financial systems and Financial Management. The important aspects of the
Indian system such as the Capital and Money markets and Industrial and government finance are
provided here. Role and importance of Financial Institutions and the Financial Management Models are
discussed in the second chapter.

e Select the text or paragraph that you want to extend into the left margin.

e On the Page Layout tab, in the Paragraph group, click the down arrow in
the Indent Left box.

e Continue to click the down arrow until the selected text is positioned where
you want it in the left margin.
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Indents and Spadng | Line and Page Breaks

General
Alignment: Left |z|

CQutline level: |Body Text |Z|

Indentation
Left: -1.5am

Right: 0cm =

[ Mirrr indents

Spading

Before: opt = Line spacing:

After: 0pt Single

] Don't add space between paragraphs of the same style

Preview

Insert  Pagelayout  References  Mailings

I U -abe x, x| - - A = Gt T Mormal T Mo Spaci.. Headingl = Heading 2 Title subtitle | Subtle Em..

This subject will provide the readers with good amount of knowledge about the working of the major financial
institutions across the world with an emphasis on Indian Financial Institutes. The introductory chapter elaborates on
the concept of financial systems and Financial Management. The important aspects of the Indian system such as
the Capital and Money markets and Industnal and government finance are provided here. Role and importance of
Financial Institutions and the Financial Management Models are discussed in the second chapter.

An important concept discussed here Is the application of Management Models in
Financial Institutions. Chapter 3 deals with financial planning of Financial Institutions with
some of the important concept being covered here are: Management of assets and liabilities
of Financial Institutions, Flow of Fund Analysis of borrowing and lending behavior of
Financial Institutions and Financial Planning and Pro-forma Statement. Chapter 4 deals with
the analysis of the interest rate associated with finance. Chapter 5 we discuss the various
categories of risk in business undertaken by financial institutions.

4.2.5 Alignment

Horizontal alignment determines the appearance and orientation of the edges of the
paragraph: left-aligned text, right-aligned text, centered text, or justified text, which is
aligned evenly along the left and right margins. For example, in a paragraph that is left-
aligned (the most common alignment), the left edge of the paragraph is flush with the
left margin.

Align the text left or right

e Select the text that you want to align.
e Onthe Home tab, in the Paragraph group, click Align Left or Align Right

Center the text

e Select the text that you want to center.

e Onthe Home tab, in the Paragraph group, click Cente.
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Justify the text

You can justify the text, which might make the last line of text in a paragraph

considerably shorter than the other lines.

e Select the text you want to justify.

e On the Home tab, in the Paragraph group, click Justify%]_
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) This subject will provide the readers with good amount of knowledge about the working of the major
Left A | fiancial instiutions across the word with an emphasis on Indian Financial Institutes. The introductory
chapter elaborates on the concept of financial systems and Financial Management.

The important aspects of the Indian system such as the Capital and Money markets and Industrial
and government finance are provided here. Role and importance of Financial Institutions and the
Financial Management Models are discussed in the second chapter

An important concept discussed here is the application of Management Models in Financial
Center Align | Institutions. Chapter 3 deals with financial planning of Financial Institutions with some of the important
concept being covered hers are:

Management of assets and liabilities of Financial Institutions, Flow of Fund Analysis of barrowing and
lending behavior of Financial Institutions and Financial Planning and Pro-forma Statement. Chapter 4
daals with the analysis of the interest rate associated with finance. Chapter 5 we discuss the various
categories of risk in business undertaken by ﬂna[wcia\ institutions.

Right Align

Justified
Align

4.1 & 4.2 Check your Progress

a) Fill in the Blanks.

2. Formatting can change if you move text into a .............cooevievnininnnns
contains different formatting.

3. The best way to add headings in Word isto apply .......cccoovviveiiiinnnnnn.

b)  Answer the following.

destination formatting?

1. Word organizes most document formatting into ................cooceoeiinnns levels.

1. What needs to be done to steer clear of the complications of source and
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[ 4.3 TABS —

A tab stop on a typewriter is a location where the carriage movement is halted by
mechanical gears. Tab stops are set manually, and pressing the tab key causes the
carriage to go to the next tab stop. In text editors on a computer, the same concept is
implemented simplistically with automatic, fixed tab stops.

Modern word processors generalize this concept by offering tab stops that have an
alignment attribute and cause the text to be automatically aligned at left, at right or
center of the tab stop itself. Such tab stops are paragraph-specific properties and can
be moved to a different location in any moment, or even removed.

Types of tab stops

A Left Tab stop sets the start position of text that will then run to the right as you type.

L | | A Center Tab stop sets the position of the middle of the text. The text centers on this position
as you type.

4 | | A Right Tab stop sets the right end of the text. As you type, the text moves to the left.

A Decimal Tab stop aligns numbers around a decimal point. Independent of the number of
digits, the decimal point will be in the same position. (You can align numbers around a
decimal character only; you cannot use the decimal tab to align numbers around a different
character, such as a hyphen or an ampersand symbol.)

III A Bar Tab stop doesn't position text. It inserts a vertical bar at the tab position.

Set tab stops by using the ruler

e Click the tab selector at the left end of the ruler until it displays the type of tab
that you want.

NOTE: If you don't see the horizontal ruler that runs along the top of the document,

click the View Ruler button at the top of the vertical scroll bar.” —
e Click the ruler where you want to set the tab stop.
Notes about using the horizontal ruler to set tab stops

e By default, there are no tab stops on the ruler when you open a new blank
document.

e The final two options on the tab selector are actually for indents. You can click
these and then click the ruler to position the indents, rather than sliding the

indent markers along the ruler. Click First Line Indent , and then click the
upper half of the horizontal ruler where you want the first line of a paragraph to

begin. ClickHanging Indent , and then click the lower half of the horizontal
ruler where you want the second and all following lines of a paragraph to
begin.

e When you set a bar tab stop, a vertical bar line appears where you set the tab
stop (you don't need to press the TAB key). A bar tab is similar to
strikethrough formatting, but it runs vertically through your paragraph at the
location of the bar tab stop. Like other types of tabs, you can set a bar tab stop
before or after you type the text of your paragraph.

e You can remove a tab stop by dragging it (up or down) off the ruler. When you
release the mouse button, the tab stop disappears.
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e You can also drag existing tab stops left or right along the ruler to a different
position.

o When multiple paragraphs are selected, only the tabs from the first paragraph
show on the ruler.

Set tab stops by using the Tabs dialog box

If you want your tab stops at precise positions that you can't get by clicking the ruler, or
if you want to insert a specific character (leader) before the tab, you can use
the Tabs dialog box.

e Click the Page Layout tab, click the Paragraph Dialog Box Launcher, and
then click Tabs.

Indent Spading

IE eft: 0" *< Before: 0 pt

E53 Right: 07

Ak Ak

1= After: 6 pt -
Paragraph G)

Indents and Spacing | Line and Page Breaks |

General N
Alignment: Justified E|

Outline level: |Body Text E|

Indentation
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Right: oam 2 First line [7] [o63em i

[T] Mirror indents I
Spacdng
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["] Dan't add space between paragraphs of the same style |

Preview
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2 |
Tabs... [ Set As gefaull oK Cancel
s

e Under Tab stop position, type the location where you want to set the tab stop.

e Under Alignment, click the type of tab stop that you want.

e To add dots with your tab stop, or to add another type of leader, click the
option that you want under Leader.

Tabs M1

Tab stop position: Default tab stops:
127 cm =

Tab stops to be deared:

Alignment
@) Left
() Decimal
Leader
@ 1Maone (@] [

14
Clear All

| [ ]
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o Click Set.
e Repeat steps 2-5 to add another tab stop, or click OK.

Add leaders, or dotted lines, between tab stops

You can add dot leaders between tab stops or choose other formatting options in
the Tabs dialog box.

e Type the text that you want to appear before the leader.
e On the horizontal ruler, set the tab stop that you want.

e Click the Page Layout tab, click the Paragraph Dialog Box Launcher, and
then click Tabs.

Indent Spacing
EE et 0" 2 4= pefore: 0pt
§§ Right: 07 = ::: After: 6 pt

Paragraph

@4}- 4 F

e Under Leader, click the leader option that you want.

.

"

Tabs l ? - E5

Tab stop position: Default tab stops:
1.27 cm =
“| Tab stops to be deared:

| = i

Alignment
|| @ Left () Center () Right |
| () Decimal ) Bar I

Leader

13—

Clear All

¢ Click OK, and then press TAB.

e When you press ENTER to start a new line, the formatted tab stop is available
on the new line.

TIP If you want to use tab stops and dot leaders to format a table of contents,
consider using Word to create a table of contents automatically.

Change the spacing between the default tab stops

If you set manual tab stops, the default tab stops are interrupted by the manual tab

stops that you set. Manual tab stops that are set on the ruler override the default tab
stop settings.

e Click the Page Layout tab, click the Paragraph Dialog Box Launcher

Indent Spacing

EE et 0" *< Before: 0 pt

i F 4 F

§§ Right: 07 ::: After: 6 pt

-
-
-
-
Paragraph o

¢ Inthe Paragraph dialog box, click Tabs.

Paragraph Formatting /103



e In the Default tab stops box, enter the amount of spacing that you want
between the default tab stops.

e When you press the TAB key, your tab will stop across the page at the
distance that you specified.

I B’
Tabs [

Tab stop position: Default tab sthps:
1.27 cm =

Tab stops to be deared:

Il = I
Alignment

I @ Left () Center () Right N

| ") Decimal ) Bar |
Leader ) I
) 1 None ©3—

| o :

Clear tab stop spacing

If you added manual tab stops, you can clear the spacing for one tab stop or for all
manual tab stops. After you clear the spacing, the tab stop characters move to default
locations.

e On the Page Layout tab, click the Paragraph Dialog Box Launcher.

Indent Spading

= left 07 = Before 0pt

Ak dF

1= After: 6 pt -

Paragraph @

e Inthe Paragraph dialog box, click Tabs.
e In the list under Tab stop position, click the tab stop position that you want to
clear, and then click Clear.

I B’
Tabs [

Tab stop position: Default tab stops:
1.27 cm =

E:E Fight: @~

Tab stops to be deared:

Alignment
| @ Left () Center () Right
il ~) Decimal ) Bar

Leader

) 1Mone
I ") 4

TIP: To remove the spacing from all manual tab stops, click Clear All.

e Repeat step 3 for each tab stop position that you want to clear.
e Click OK.
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IMPORTANT The tab stop characters are not removed. To remove them, you need
to delete them manually or run find and replace, with ~t in the Find what box and an
empty Replace with box. To open the Find and Replace dialog box, on Home tab, in
the Editing group, click Replace.

_— 4.4 PAGE BREAKS T

You can insert a page break anywhere in your document, or you can specify where
Microsoft Word positions automatic page breaks.

If you insert manual page breaks in documents that are more than several pages in
length, you might have to frequently re-break pages as you edit the document. To
avoid the difficulty of manually rebreaking pages, you can set options to control where
Word positions automatic page breaks.

Insert a manual page break

e Click where you want to start a new page.

ETRI=

Cover Blank Page
Page~ Page Break

Pages

e Onthe Insert tab, in the Pages group, click Page Break.

Prevent page breaks in the middle of a paragraph

e Select the paragraph that you want to prevent from breaking onto two pages.

e Onthe Page Layout tab, click the Paragraph Dialog Box Launcher, and then
click the Line and Page Breaks tab.

o Select the Keep lines together check box under the Pagination section.

DO =R
Paragrach N -
Line and Page Breaks

Pagination

[7] widow/Orphan control
[T keep with next
[CIpage br

Formatting exceptions

[ suppress line numbers

[7] Don't hyphenate
Textbox options

Tight wrap:

MNone

Preview

MamgeTar of ey wnd hisite o Franch Inenson, Fiow of Fund Amivs of bomouing and lendng
Sae o o# Fnanein | et a0 Finanad i and Bre-forman Saankmans. Do S daai ki Soa 3l 2

[ Tabs... ] [SetAs Default ] [ 0K ] [ Cancel

Prevent page breaks between paragraphs

e Select the paragraphs that you want to keep together on a single page.

e Onthe Page Layout tab, click the Paragraph Dialog Box Launcher, and then
click the Line and Page Breaks tab.

e Select the Keep with next check box under the Pagination section.
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Indents and Spacing | Line and Page Breaks

Pagination
[ widow/Crphan contral

t
[ Keep lines together
[ Page break befare
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Preview
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Specify a page break before a paragraph

e Click the paragraph that you want to follow the page break.

e Onthe Page Layout tab, click the Paragraph Dialog Box Launcher, and then
click the Line and Page Breaks tab.

e Select the Page break before check box under the Pagination section.

Indents and Spacing | Line and Page Breaks

Pagination
[ widow orphan control
[ keep with next

Formatting exceptions
[ suppress line numbers
[] pon't hyphenate
Textbox options
Tight wrap:

MNone

Preview

[ Zabs.. | [SetAsDefait| |

Place at least two lines of a paragraph at the top or bottom of a page

A professional-looking document never ends a page with just one line of a new
paragraph or begins a page with only the last line of a paragraph from the previous
page. The last line of a paragraph by itself at the top of a page is known as a widow.
The first line of a paragraph by itself at the bottom of a page is known as an orphan.
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Select the paragraphs in which you want to prevent widows and orphans.

e Onthe Page Layout tab, click the Paragraph Dialog Box Launcher, and then
click the Line and Page Breaks tab.
e Select the Widow/Orphan control check box under the Pagination section.

Paragraph ‘ | — b- - M
Line and Page Breaks
rl

Pagination

O
[ keep lines together
[~ Page break before

ep with nexi

Formatting exceptions
[ suppress line numbers
[ pom't hyphenate
Textbox options
Tight wrap:

MNone

Preview

[ Tabs... ] [SetAs gefault] [ OK ] [ Cancel ]

NOTE: This option is turned on by default.

- 4.5 WORKING WITH COLUMNS B

Give your business newsletters, manuals and brochures a designer look by arranging
the text in them in a columnar layout. The shorter lines and punchier look of a two-
column layout maximizes the use of space on the page and aids readability. In this
article, I'll show you how to work with columns inside Microsoft Word.

Benefits of Using Columns

e When you lay out page text in columns you will generally fit a little more text
on the page than if you laid it out so the lines stretch full width of the page.

e The shorter lines of text are also easier to read, as the reader's eye doesn't
need to travel so far across the page before returning to read the next line of
text.

e A document laid out in columns can look more approachable too, as there is
white space within the page, which offers readers a place to rest their eyes.

Setting Entire columns format for entire document
Open the word file for which you want to set columns.

e Select entire text using command Ctrl+A or Click on Select button from Home
tab and click Select All option

e Click on Page Layout tab

e Under the Page Setup group, click on the Columns Button

e Click on the desired columns style
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4.2.2 Add/ Delete/ Modify WordArt

You can use WordArt to add special text effects to your document. For example, you can stretch a title,
skewtext, make text fit a preset shape, or apply a gradient fill. This WordArt becomes an object that you
can move or position in your document to add decoration or emphasis. You can modify or add to the text

in an existing WordArt object whenever you want.

Add a WordArt

o Onthelnsert tab, in the Text group, click WordArt, and then click the WordArt style that you

want.
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If you want to apply columns to the new document which does not have any text all
you need to do is open the new document and follow steps 2 to 4.

If you want to apply the columns to only selected paragraph/s, then select the desired

paragraph/s and follow steps 2 to 4.
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Columns

anpicture, for with 3 table or for The
option "Height"is genarally used for the restof the document

nacessary toput a hyphen () between the first and the back page of a series of pages o be

‘Watermark

- «
Page Bz

ine Numbers -

b~ Hyphenation =

You can apply column separator line then:

Right

Mare Columns..,

e Select the text you want to set columns for or select entire document as per

your desire.
e Click on Page Layout tab

e Under the Page Setup group, click on the Columns Button.
e Click on More Columns Option
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Themes Margins Orientation Size Columns ae . ‘Watermark Page Page __
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COne
Two
2%
Three i
Left
Right |
i
vy |EE More Columns... |
Vertical akyvrent: il

Columns

Show the Columns dialog box to

customize column widths.
This pownk Forwar]
L biusnbers..

e Columns window will appear on the screen

I T— -

One

Mumber of columns:
Width and spacing Preview
Col #:  Width:

Equal column width

Apply to: | Selected text Start new column

ok || cancal

e Click in the check box besides the option Line Between

Vertical line will appear in between the columns as a separator for selected paragraph
or entire document.

You can also set the number of columns as per your choice by changing the number in
the text box besides the Number of Columns option. You can also customize the
width and spacing of the columns as per your judgment/ requirement by changing the
values in the boxes under the section Width and Spacing.
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Apply to: | Selected text Start new column |

l | Cancel |
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4.6 Keyboard shortcuts

Here are some keyboard shortcuts to use when formatting paragraphs.

Key
Ctrl+E

Action

Applies center alignment.

Ctrl+J

Applies justified alignment.

Ctrl+Shift+J

Spreads the current paragraph across the entire width between the
margins.

Ctrl+M

Increases the indentation of the current paragraph or selected
paragraphs to the next tab stop.

Ctrl+Shift+M

Decreases the indentation to the preceding tab stop.

Ctrl+Q

Resets the paragraph formatting to the default paragraph
formatting of the applied style.

Ctrl+R

Applies right alignment.

Ctrl+Shift+S

In Word 2010 and Word 2007, opens the Apply Styles task pane
for applying, creating, or modifying styles and formatting
(useAlt+Ctrl+Shift+S to modify a style without applying it to the
selection). In Word 2003, selects the Styles drop-down list on
the Formatting toolbar, if the Formatting toolbar is displayed, or
opens the Style dialog box.

Alt+Ctrl+Shift+S

Opens the Styles pane (Word 2010 and Word 2007).

Ctrl+1 Applies single line spacing to the current paragraph or selected
paragraphs.

Ctrl+2 Applies double spacing to the current paragraph or selected
paragraphs.

Ctrl+5 Applies 1.5 line spacing to the current paragraph or selected
paragraphs.

Ctrl+0 Adds or removes additional space before the current paragraph or
selected paragraphs.

Shift+F1 In Word 2010 and Word 2007, shows or hides the formatting
properties in the task pane. In Word 2003, shows the Show
Formatting task pane.
F4

Redoes the last action performed.
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4.3 to 4.5 Check your Progress
a) Fill in the Blanks

1. A..iiiciiiiiiiiiiiiene.... Tab stop sets the position of the middle of the text.
The text centers on this position as you type.

2. A..iiiiiiiiiiiiieeen ... Tab stop doesn't position text. It inserts a vertical bar
at the tab position.

3. The last line of a paragraph by itself at the top of a page is known as a

b)  Answer the following

1. What are tab stops, enlist and discuss three important tab stops?

2. The first line of a paragraph by itself at the bottom of a page is known as?

- 4.6 SUMMARY —

In this chapter we have discussed about the various features of Microsoft Word for
paragraph formatting. As you know, Word is all about keeping things simple. No matter
how complex your document's content, the least complicated solution to any task will
always give you more precise, impressive results than convoluted workarounds that
take three times the effort! A quick overview of paragraph formatting provides one of
the best examples of this core Word concept.

The term ‘Text presentation’ means the way in which the text in your document gets
presented. Here Presentation means the formatting applied to the text i.e. Headings,
Paragraph spacing, line spacing etc.

Here we have discussed about How to apply, modify heading styles to the selected
text in the word document. These are inbuilt styles, but you can modify the existing
styles and also make your own heading styles. Also have discussed about the
paragraph, line spacing, indentation and page breaks, and text alignment.

A tab stop on a typewriter is a location where the carriage movement is halted by
mechanical gears. Tab stops are set manually, and pressing the tab key causes the
carriage to go to the next tab stop. In text editors on a computer, the same concept is
implemented simplistically with automatic, fixed tab stops.

You can insert a page break anywhere in your document, or you can specify where
Microsoft Word positions automatic page breaks.

If you insert manual page breaks in documents that are more than several pages in
length, you might have to frequently re-break pages as you edit the document. To
avoid the difficulty of manually re-breaking pages, you can set options to control where
Word positions automatic page breaks.

You can give your business newsletters, manuals and brochures a designer look by
arranging the text in them in a columnar layout. The shorter lines and punchier look of
a two-column layout maximizes the use of space on the page and aids readability.
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- 4.7 CHECK YOUR PROGRESS — ANSWERS .

41t04.2 a) Fill in the Blanks
1. Three

2. Paragraph

3. Styles
43to 4.4 a) Fill in the Blanks
1. Center
2. Bar
3. Widow
[ 4.8 QUESTIONS FOR SELF - STUDY .

Answer the following:

1. Write a short note on the process of customizing a heading style.

2. Discuss the functionality of a Decimal Tab stop?

3. What is the process you need to follow in-order to prevent page breaks in the
middle of a paragraph?

4. Enlist and discuss the benefits of using Columns.

Answer in one line:

What is the best way to add headings in Word?

Enlist the important types of tab stops?

The first line of a paragraph by itself at the bottom of a page is known as?
What feature is a great way to provide a designer look business to
newsletters, manuals and brochures?

PwnPE

- 4.9 SUGGESTED READINGS i

1. Using Microsoft Office Home and Student 2007

2. 2007 Microsoft® Office System Plain & Simple Office 2007 Bible

Qdga
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Chapter 5

Tables

ﬂ Objectives \

5.1 Introdtction

b.2lnsertatable

5.3 .Change the width of columns
5.4 Add.arow

5.5 Add.acolumn

5.6.. Delete row/.column/.Cell/. Table
5.7....Merge cells

5.9.. Draw atable

5.10--Summary

5.10--Check:Your Progress — Answers
5:11--Question-for Self Study

Q.lz Suggested Readings /

- 5.0 OBJECTIVES -

After reading this chapter you will be able to:

e |nsert table in word document.
e Add, delete, and edit rows and columns in a table.
e Merge multiple cells in a table.
e Change the table presentation/ template
L 5.1 INTRODUCTION .

Data presented in the tabular form gives better present-ability and clarity. The
instructions that follow will demonstrate you how to create a table and how to take
advantage of it. The first thing, to be known is that you can enter several rows of text in
the same cell of the table. It's not necessary to count the number of rows that will go to
a table but a number of "cells". For example: the advantages and the disadvantages or
to compare several options.

Benefits of using tables in Microsoft Word:

e Tables help you format and organize complex data and present it as part of a
publication.

e Tables can be used as a layout tool, where you can insert and format text or
graphics without complicated publishing software.

o 5.2 INSERT A TABLE T

e From the Insert tab click on the Table button
e Click on the Insert Table Option.
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(wihial 2 - ¢ 3

File

Cover Blank Page
Page~ Page Break

Pages Insert Table ons
O O o o
N

N

Page Layout References Mailings

ol B8 [P ) ol
Picture il:-ll} Shavpes SmartArt Chart

Home

EE

Table

I
Insert Table...

Diraw Table

Excel Spreadsheet
Quick Tables 3

it |

A window will appear asking you for the number of columns and rows that you need for
your table. Enter the numbers that you need. You can later add or remove rows or
columns.

Insert Table

Table size

Murmber of columns:

o o
I! Ed

Murmber af rows;

BukoFit behawvior
(%) Fixed column width: Auko =
) AukoFit ko contents
) AutoFit bo window

Table stvle: Table Grid AutoFormat. ..

[ ] Remember dimensions For new kables

[ Ok ] [ Cancel

e For this example, write 5 in the box of the number of columns and rows.
e Press the OK button.

There is another way of inserting a table into a document; by using the "] button
insert table.
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Page layout  References  Mailings

Ll B8 00 ) il o) | @) FETE

Picture Clip Shapes SmartArt Chart Sc F Cross-reference | Header Footer

Cover Blank Page
Page ~

Page Break
Pages

Page
Mumber -
Header & Footer

=8

Text Quick Wordart

Box~ Parts -

A= % Signature Ling
53, Date &Time

Droj

Cﬂpp' g Object ~

Insert Table...

Draw Table

Excel Spreadsheset

HelmE @

Quick Tables »

Ij .

e Press the button

e Press the left mouse button and select the numbers of columns and rows

required.
o Release the mouse button when it's shown the size that you want.

If you don't see the borders of the cells of the table:

Select the table

go to the Table Tools tab

click on the Design tab

click on Borders drop down list
select the required border

References Mailings

<1 shading

¥z pt

] orders|']

o A

Eottom Border

Top Border

Left Border

Right Border

Mo Border

All Borders

Outside Borders

Inside Borders

Inside Horizontal Border
Inside Vertical Border

Diagonal Down Border

Diagonal Up Border
Haorizontal Line

Draw Table

View Gridlines

O E s

Baorders and Shading...

Draw Eraser
Table

You can also change table border thickness, border style, border color, table shading
color, and various inbuilt table designs by using the options given on the Design tab.
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Bl Modify Table Style..

B Clear

@ NewTable Style... -

Borders -

Lpt

13 pt

2¥pt——
3 pt —
4% pt e—

6 pt —

When the border of the table consists of dotted rows, it means that no border will be
shown in the printing.

[ 5.3 CHANGE THE WIDTH OF COLUMNS .

There are two ways to change the width of a column: by using the ruler for tables or by
using the menu Format. Both ways will be explained. The first will be by using the
ruler.

¢ Click or place the cursor in the first cell of the table

B D R

Above the text, there is a ruler as that appears. It's used to change the width of
columns and also margins inside cells. The first triangle at the top of the bar pointing
downward serves for adjusting the left margin of the first row of the cell. The triangle of
the left lower corner serves for adjusting the left margin besides of the text of the cell.
The triangle in the lower right corner serves for adjusting the right margin of all the text
of the cell.

Here is the procedure to change the width of a column by using the mouse.

e Place the cursor on the separator of column that is = between the first and

the second column on the toolbar of tables.

To recognize it, it's the checkerboard that separates each of the columns. Attention not
to take inadvertently the triangle of the right margin. The cursor will change format.
The cursor will be now a horizontal bar with a point in every extremity.

e Press and hold the left mouse button and move slowly the cursor to the right.
e Release the mouse button when the width of the column is about the
double(copy) of what it was before.
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It is to note that columns in the right-hand side of the column that you chose fit
automatically not to exceed the margins of the page. By selecting a column, you can
change its just width a little or a lot according to your needs. You can also give a fixed

width in a column.

Place the cursor in the column that you want to change the width.
In menu bar, under the Table Tools tab select Layout tab
e You can change the width of the cell/ column by changing the value in the

Height/ Width box.

‘Info - Microsoft WM

Page Layout References Mailings Review View Design Layout
£l = i . . == = —
> ﬁ Gﬂ ﬁ ===2 ﬁ — Al | 8] ndont o122+ || BE piftribute Rows SIEI=y. €
b = S== =
Pelete | Insert Insert Insert Insert Merge Split  Split AutoFit | = wiith: | 1538 : ‘j_l" Diltribute Columns Text Cq
- Above Below Left Right | Cells  Cells Table - =l =l = pirection mar
Rows & Columns (P Merge Cell Size I= Alignment
# o o0 - &E- | 2 o | # 4 | 5 - #
) |
Or

e Place the cursor in the cell/ column you want and press the right button of the

mouse (Right Click in cell)

e Click on the Table Properties button

Info - Microsoft Word
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rial -1

Font

L}

Review

MIESTNIEZINIES

B 7 U-abex x &a|[¥-A-[|E =

able Tools

Design

==/i=)[@ &)

Paragraph e}

Layout

AaBbCcDe AaBbCeDe AaBb

T MNormal TMNo Spaci.. Heading

O E

=

B i e

Insert

Delete Cells...
Split Cells...
Borders and Shading...
Text Direction...
Cell Alignment
AutoFit

Table Properties...
Bullets
MNumbering
Hyperlink...

Look Up...
Synonyms

Translate

e Click on the Columns tab
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| Table Properties I. 2 ﬁH

Column 2:
Size

| Preferred width: | 1.337 = Measurein: |Inches IZ|

u “ Previous Column | |~3 MNext Column 3

[ OK ] | Cancel

e Change the value in the preferred width box.

Using any of the methods discussed above you can change the width of the column/
cell of the table in your word document.

5.1 to 5.3 Check your Progress
a) Fill in the Blanks

1. Data presented in the ......................... form gives better present-ability and
clarity.

2. You can also change table border thickness, border style, border color, table
shading color, and various inbuilt table designs by using the options given on the
......................... tab.

3. There are two ways to change the width of a column: by using the ruler for tables
or by usingthe ................ooe . Format.

b)  Answer the following

1. Write the steps on inserting a table of size 5 columns by three rows?
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5.4 ADD A ROW

You can add a row above or below selected row in a table using following steps:

Place the cursor in the cell above/ below which you want to add a row.
go to the Table Tools tab

click on the Layout tab

click on ‘Insert Above’/ ‘Insert Below’ button.

Single row will get inserted above/ below the selected row.

ge Layout References Mailings Review View Design

= e == = =
ﬁ 'ﬁ = E é ﬁ 5 2=z (A Height 4% pistribute Rows - ;; AE:' D %l

Insert Insert fnsert Insert Merge Split  Split AutoFit
Above Below JLleft Right Cells  Cells  Table =

Text Cell Sort
EJ ::J Direction Margins

'I{ Distribute Columns

[F] Merge Cell Size [F] Alignment

If you want to add multiple rows, repeat the steps till you add the desired number of
rows.

[ 5.5 ADD A COLUMN I

You can add a column in the left or right side of the selected Column in a table using
following steps:

Place the cursor in the cell on whose left/ right you want to add a column.
go to the Table Tools tab

click on the Layout tab

click on ‘Insert Left'/ ‘Insert Right’ button.

Single column will get inserted to the left/ right side of the selected cell

ge Layout References Mailings Review View Design

s . = = = —
# | — | | | 5l et oa e 3|| oot rows | == A A
- + === — y
Insert Insert [Insert Insert | Merge Split  Split | AutoFit | — width: 2 Distribute Columns Text Cell Sort
Above Below | Left Right Cells  Cells  Table = =l = = Direction Margins

Rows & Column! T Merge Cell Size [F] Alignment

If you want to add multiple columns, repeat the steps till you add the desired number of
columns

. 5.6 DELETE ROW / COLUMN/ CELL/ TABLE T
.Follow the following steps to delete row/s, column/s or entire table:

e Place the cursor in the cell which row/ column you want to delete. Or select
the number of rows/ columns you want to delete.
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go to the Table Tools tab

click on the Layout tab

click on Delete button.

Click on the desired option i.e. Delete Rows, Delete Columns, or Delete
Table.

Page Layout

o - = == —
«|| 2 G| B | EH =] 22| 5| |t vene paem 3] i oistrute nows = A5 A
==E= - |§J |§J I::J == z
Delete | Insert Insert Insert Insert | Merge Split  Split | AutoFit | — width:  Distribute Columns Text Cell Sort
- Above Below Left Right Cells Cells Table - = = |::J Direction Margins H
:—F‘" Delete Cells... ] Merge Cell Size [P} Alignment
}F Delete Columns
5'9‘ Delete Rows
] Delete Table
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Above Below Left Right | Cells Cells - - - = =] =| =l pirection Margins
] Cell Size [F} Alignment

Delete Cells...
Delete Cells

Delete rows, columns, or cells

If you want to delete only selected cells:

Select the cells

go to the Table Tools tab

click on the Layout tab

click on Delete button.

Click on the Delete Cells option.
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Name
Anil

Remark
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Jhfksdfhsh
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Sdfdsf

Delete Cells Window will appear on the screen
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Shift cells up
(7} Delete entire row

() Delete entire column

[ OK ] [ Cancel

Name

Address City Pin Cell phone Remark

Anil

th Jhfksdfhsh 44475 Sdfdsf SDLISDL

e Select the desired option

Click ok
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e The Selected cells get deleted and replaced with the cells to the right side or
below the deleted cells
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E_— 5.7 MERGE / SPLIT CELLS T

You can merge multiple cells of the table using the following steps:

e Select the number of cell you want to merge

e (o the Layout tab on the Table Tools tab

o Click on the Merge Cells button

e All the selected cells will get combined in a single cell
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Merge Cells
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If you want to split a cell in to multiple cells use the following steps:

e Select the cell you want to split

e (o the Layout tab on the Table Tools tab

o Click on the Split Cells button

o Split Cells window will appear. Select the number of rows and columns in
which you want to split the selected cell.

o Click ok

e The selected cell will get split in the selected number of rows and columns.
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Split Cells

Split the selected cells into multiple
new cells. |

References Mailings Review View

5 . =[] [F —
=l Heigm: ¥ pistribute Rows = A= D %
4 ) = = =l ==
Merge Split  Split | AutoFit | — width:  Distribute Columns Text Cell Sort
Left  Right Cells Cells Table & |§J = I:TJ Direction Margins

Merge Cell Size ra Alignment

' B
* Split Cells [

Number of columns: |

Mumber of rows: 2

Merge cells before split

t oK ] [ Cancel t

Mailings Review View

R e E =

| === —

4| Height: 4F pistribute Rows =)= & D Al
Insert Insert | Merae Split  Split | AutoFit | — width: l:l 1 Distribute Columns Text Cell Sort
Left  Right Cells  Cells Table w7 =l = = Direction Margins

ns ra Merge Cell Size Fa Alignment

If you want to split entire table into two follow the steps given below:

o Select the cell after which you the you want to split the table
e (o the Layout tab on the Table Tools tab

o Click on the Split Table button

e The table will get split into two tables.
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Split Table

- Split the table into two tables.

The selected row will become the
first row of the new table.

‘erences Mailings Review View

]A AaBbCeDc | AaBbcedd || AaBbCi| aaBbee| AA B | aasicd
k* THormal | 1Mo Spaci.. Headingl Heading 2 Title Subtitle
Paragraph ] Styles

Multilevel List

Start a multilevel list.

Click the arrow to choose different
multilevel list styles.

B 5.8 DRAW A TABLE I

The previous part of this page explained the "formal" way of creating a table. With this
version of Word, it's possible "to draw" a table. That is to elaborate quickly a table that
answers exactly your needs without going through a long series of instructions.

e Click on Insert tab

e Click Table button

e Select Draw Table option. You mouse cursor will get changed into a pencil
shape.

e Now you can draw the table as per your desire with any size of rows and
columns.
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To begin a new table:

e Press the button j .

e Place the cursor in the place where you want to begin your new table.

e Press and hold the left mouse button and move the mouse to create the first
cell of your table.

This cell can then be cut in several smaller cells where the other cells can there
become attached to the left, to the right-hand side or below this one.

To cut a cell in two:

e Press the button j .

e Place the cursor on the border of the cell in the place where you want to cut
the cell in two.

e Press and hold the left mouse button and move the cursor towards the
opposite border of the cell.

You can cut a cell horizontally or vertically. You can even cut a cell several times. The
cut does have to be exactly in the middle of the cell.

To erase a row or to merge two cells those are next to each other.

e Pressthe buttoni—'ﬂ).
e "Delete" the row too.

This will not just erase a border. It will merge both cells to become one. It is better
sometimes to present data on tabular form. The instructions that follow, will
demonstrate, how to create a table and take advantage of it. The first thing is that you
can enter several rows of text in the same cell of the table. It is not necessary to count
the number of rows that will go into a table but a number of "cells". For example: the
advantages and the disadvantages or comparing several options.
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5.4 to 5.8 Check your Progress

a)

1.

Fill in the Blanks

To merge multiple cells of the table you have to click .......................... button
from the Layout tab of table tools menu.

The third step of adding a column in the left or right side of the selected Column
in a table is by clickingonthe .......................... tab.

The second step of merging multiple cells of the table is to go the
.......................... tab on the Table Tools tab.

Answer the following

Enlist the steps on adding a row above or below selected row in a table?

Enlist the steps on adding a column on the left or right side of selected column in
a table?

I 5.9 SUMMARY T

In this chapter we have discussed about dealing with tables in the word document. We
have discussed about various aspect related to tables which are enlisted below:

Insert a table

Change the width of columns
Add a row

Add a column

Delete row/ column/ Cell/ Table
Merge cells

Draw a table
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5.10 CHECK YOUR PROGRESS — ANSWERS -

51t05.2 a) Fill in the Blanks

1. Tabular
2. Design

3. Menu

5.41t05.8 a) Fill in the Blanks

1. Merge cells
2. Layout

3. Layout

5.11 QUESTIONS FOR SELF - STUDY .

Answer the following:

PN

Discuss the typical steps to enter a row in a table.

Discuss the typical steps to split cells of a table.

Discuss the typical steps to merge cells of a table.

Write down the steps to delete single/multiple cells of a table.

Answer in one line:

1. Data presented in the tabular form provides which benefits?

2. It's not necessary to count the number of rows that will go to a table but what
parameter needs to be counted?

3. While drawing the table using the ‘draw table’ tool the mouse pointer gets
converted into which shape?

4. The background color of a cell can be changed by clicking on which button from
the design tab in the table tools menu?

[ 5.12 SUGGESTED READINGS .

1. Using Microsoft Office Home and Student 2007

2. 2007 Microsoft® Office System Plain & Simple Office 2007 Bible

Qdga
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Printing Word Documents
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| 6.0 OBJECTIVES B

After reading this chapter you will be able to:

e Learn about the page layouts and page setup, setting page margins.
e Learn how to apply headers and footer to the document.
e Apply page numbering, footnotes and endnotes to the document
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E— 6.1 INTRODUCTION I

In the past ten years, advances in word processing software have brought
unprecedented abilities to the average person. It is now possible for anyone with a
computer and printer to produce high quality, professional looking documents with a
minimum of effort. While today’s word processing programs fall short of desk top
publishing software, their features are light years from those of a typewriter. Of course,
to achieve the most professional looking results from your work, you do have to know
how to get the most out of the features.

The first thing that will detract from the presentation of your document and give you
away as a word processing novice is a poorly set-up page: The margins and the
printed text’s position on the page are the first things someone viewing the document
will notice. That's why you should pay a considerable amount of attention to these
things.

Fortunately, Microsoft Word places all the page setup controls in one convenient
place, the aptly titled Page Setup dialog box, so you can make all your changes in one
fell swoop. These are just some of the options you can change in the Page Setup
dialog box, but if you master these, you are well on your way to producing professional
quality work and displaying your word processing prowess.

[ 6.2 PAGE VIEWS T

This topic, explains the different ways in which a document can be viewed in MS Word
depending on the purpose for which it is viewed.

Home Insert Page Layout References Mailings

Ruler

Zoom

The different document views are explained in the section below:
Normal/ Draft View

Under Normal View, you can display a single page with simple text formatting but
without any drawings, comments or columns.

This view is useful for quickly entering text and for simple and basic text editing
purposes.
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Home Insert References

ge Layout

I S ol ) = e

"] Gridlines
Print Full Screen Web  Outline | Draft )
layout Reading Layout || Mavigation Pane

Document Views

l| One Page | — _11View Side by Side
= =

|33 Twe Pages 14} synchronous Serolling
New Amange Split

= Page Width | window Al 14 Reset Window Positior

Window

To begin a new table:

« Press the button
¢ Place the cursor in the place where you want to begin your new table
» Press and hold the left mouse button and move the mouse to create the first cell of your table.

This cell can then be cut in several smaller cells where the other cells can there become attached to the
left, to the right-hand side or below this one

To cut a cell in two:

+ Press the button

» Place the cursor on the border of the cell in the place where you want to cut the cell in two.

¢ Press and hold the left mouse button and move the cursor towards the opposite border of the
cell

You can cut a cell horizontally or vertically. You can even cut a cell several times. The cut does have to
be exactly in the middle of the cell

To erase a row or to merge two cells those are next to each other

+ Press the button
o "Delete” the row too.

This will not just erase a border. It will merge both cells to become one. It is better sometimes to present
data on tabular form. The instructions that follow, will demonstrate, how to create a table and take
advantage of it. The first thing is that you can enter several rows of text in the same cell of the table. It is
not necessary to count the number of rows that will go into a table but a number of "cells”. For example:
the advantages and the disadvantages or comparing several options

7of185 Word: «%  English (US)

B e 2

Web Layout View

In Web Layout View, MS Word displays page width, format and text position as it
would appear on the web.

This view is useful for testing a page under a simulated web environment. This view
would be especially useful when you are using MS Word for developing web page
layout.

le

m
[NH TR E
Print Full Screen Web | Outline Draft New Amange Split
Layout Reading Layout || Navigation Pane =|Page Width | window  All

Document Views Zoom

Ruler
|| Gridlines.

_11View Side by Side

C{ L& JJ one Page
— Two Pages

Zoom 100%

=

Switch
Windows -

|4} synchronous Serolling

214 Reset Window Position
Window

© 360 1 7 1 1B 119 1 t20c 21 11220 13

4.2.2 Addl Deletel Modify WordArt

You can use WordArt to add special text effects to your document. For example, you can stretch a title, skew text, make text fit a preset shape, or apply a gradient fill. This WordArt becomes an object that you can move or
position in your document to add decoration or emphasis. You can modify or add to the text in an existing WordArt object whenever you want.

Add a WordArt

* Onthe Inserttab, in the Text group, click WordArt, and then click the WordArt style that you want

o s s s,

MY RESUME

To Modify the WordArt
+  Select the text to which you have applied the word art
« Under the Drawing Tools tab, go to the WordArt Style section
« Open the drop down list for in built styles
+ Click on the desired style

110015 o  English (U.S)

B e 2 5o

S a0

Print Layout View

Under MS Word Document Views, Print Layout View is the most frequently used
layout.

This view is useful for ensuring that what-you-see-on-screen is what-you-get-in-print.
This view is also used as a proofing method before it is sent to the printer.
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Home Insert Page Layout References Mailings Review

J ﬂ I:I 4] Ruler C% | One Page —|ﬁ_|1 g E’

_11View Side by Side %
[ Gridlines [19 Two Pages |4} synchronous Serolling
Print |Full Screen Web  Outline Draft Zoom  100% New Amange Split Switch
Layout | Reading Layout ["] Havigation Pane =] Page Width | window Al A Reset Window Position | windows ~

Document Views Show ‘Window

1220 1200 1181 0161 1141 1121 1100 180 1G1 140 121 |

015 o English (US)

2 m 89 2 » s "] [0 |

Outline View

In Outline View, MS Word displays the headings and sub-headings providing an easy
way to plan and organize the document.

This view is used for structuring the content of the document at a broad level and
arranging the document in various sections and sub-sections.

File Qutlining Home Insert Page Layout References Mailings Review View
@- E I
DEshowl tl:l

G n [BodyTet - gy | 2 newWEEE = ks

Show Text Formatting
- v G o= Show Collapse Close

[ show First Line Only Document Subdocuments | Outline View
QOutline Tools Master Document Close
Press the OK button.

® Why the order inverts? By replacing the paper, The back page of your document is on

the top of the pile and not down.
© Print the even pages of your document behind odd pages that

you first printed out.

® You should experiment several times before mastering this. It's necessary to be
careful if the last page of the document is odd. 1t will be necessary to remove that last
page from the pile before printing on the other side because no text should be printed
behind that page. If you're using an inkjet printer, it's very possible that ink stains
appear on the other side of the page.

(-]

@ Introduction
@ You will find on this page, the basicinstructions to use Word.
This page will show you how to do various tasks.

-]
@ Change the row spacing

@ Some use badly, the word processor for the row spacing. They
press the Enter key once depiction at the end of the
row. Wordoffers a better control on the row spacing as you can
see it in the next part.

-]
-]
e

From the Format menu, select the Paragraph option.

510,015 &  English (US

Full Screen

Full Screen document view does not have a corresponding icon in the View Controls.
This option is available from Menu Toolbar. Please choose View from the Menu
Toolbar and then Full Screen.

In this view, the typed matter occupies the full screen without cluttering the screen with
icons, toolbars, etc. This gives you more space for the matter.
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4.2.2 Addi Delete/ Modify WordArt

You can use WordArt to add special text effects to your document. For example, you can
stretch a title, skew text. make text fit a preset shape, or apply a gradient fill. This WordArt
becomes an object that you can move or position in your document to add decoration or
emphasis. You can modify or add to the text in an existing WordArt object whenever you
want

Add a WordArt

+ On the Insert tab, in the Text group, click WordArt, and then click the WordArt
style that you want

MY RESUME

To Modify the WordArt

»  Select the text to which you have applied the word art.

* Under the Drawing Tools tab, go to the WordArt Style section
o Open the drop down list for in built styles

s Click on the desired style

288 20% a0

Reading Layout

Starting from Microsoft Office Word XP and later, the facility of reading layout has
been provided. Under reading layout of the MS Word Document Views, a document is
displayed in full-page view with thumbnail images of pages for easy navigation.

This view will be helpful when you want to read through the document as it is more
reading friendly.

Document Map

“Document Map” is another view that does not have a corresponding icon in View
Controls. This option is also available from Menu Toolbar. Please choose View from
the Menu Toolbar and then Document Map.

Document Map displays the document in two frames. Left frame shows you various
headings in the document and the right frame shows you the document. You can
quickly skip to various areas of the document by clicking the headings on the right
frame.

[ . 6.3 PAGE SETUP T

Word offers you several options to change the presentation of the text such as to put
the text in bold, in italic or in underlined. It's also possible to change the font as well as
cuts it letters and its colors from the others. The pagination allows you to control the
options of presentation of your document on paper. You can change the margins, the
size(format) of the paper, the orientation of the paper and the other options that will be
explained more low on this page.

e From the File tab, select the Print option
e From the list click on the Page setup option at the bottom right corner of the
print pane
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File

™ Save

B\ save As

B Open

i Close
Infa

Recent

New

Print

Save & Send

Help

B options

B8 Exit

Home

Insert Page Layout References Mailings
Print
; Copies: 1 -
Print
Printer

./ Microsoft XP5 Document Writer
= Ready

Settings
L Print All Pages
k! Print the entire document

Pages:

B

Collated

123 123 123

- | Portrait Orientation

Letter
2159 cmx27.94 cm

Print One Sided
Only print on one side of the page

Mormal Margins
b= Left: 254 cm Right: 2.54 cm

B

1 Page Per Sheet

Review View

-

Printer Properties

Page Setup

Page Setup

Show the Page Setup dialog box.

The Page Setup window will appear on the screen.
Click on the Margins tab.

Page Setup

Margins Paper Layout

Margins

Top: Bottom:
Left: Right:
Gutter: Gutter position:

Crientation

Landscape

Portrait
Pages

Multiple pages: MNormal

]

Preview

Apply to:

Whole document |Z|

Set As Default

Under this tab, you can control the margins of the document as well as the place of the
heading and the foot of page inside the superior margins and subordinates. The option
of Gutter Position is to set a supplementary space of the Left-hand/ Top side to be
able to connect the document. You can set the Gutter by changing the value in the

Box besides Gutter label.

The option Apply To is important too. It's from this option that you apply the changes
that you brought to the margins or to the other options for the Whole document or
only from the place where is the cursor at this moment. If you use the option “From
this point ", it forces the addition of a jump of section. This option is very important for
the structure of your document. It's explained in detail on the page of the other options

of Word.
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e Click on the Paper tab.

Page Setup

Paper size:
Letter
Width:
Height: |27.94cm

21,59 cm

Ak (4]

Paper source

First page:

Default tray (Automatically Selact) |98

Automatically Select

QOther pages:

Default tray (Automatically Select) |98

Automatically Select

Preview

Apply to: | Whole document |E| Print Options. ..
Set As Default [ ok || cance |

From this window, you can change the size (format) of the paper as well as its
orientation. It's especially necessary to pay attention to the size (format) of the paper.
Some notice too late that they have the bad size (format) of paper. Generally, the size
(format) of the paper is in "A4" when it should be for the size (format) “US Letter ". The
size (format) A4 is the one that is used in Europe and not in North America. Make sure
to have the right size (format) before continuing or even beginning a new document.
Otherwise, you'll not only have to change the size (format) of the paper but also the

presentation of your document.

e Click on the Layout tab.

Section start:

New page
Suppress endnotes
Headers and footers
[ pifferent odd and even
|| pifferent first page
Header: |1.25cm

From edge:
Footer: |1.25cm
Page

Vertical alignment: |Top

Preview

Apply to: | Whole document IZ|

Alw| (4]

[Line Mumbers. .. ] [ Borders... ]

Set As Default

[ OK ][ Cancel ]

Under this tab, there are several options to control the arrangement of the text on the
page. From these, there is a place of the debuts of section. | don't see the advantage
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of this option because you may insert a jump of section any time and the necessary
type from the Insert menu.

The options in the category of Headers and the feet of page are more interesting. They
are used when you print first side reverse. For example, the place of the numbering of
pages can be different on an even page that on an odd page. With the option "different
Front page ", the heading of the front page of your document can have supplementary
elements such as the corporate logo and the address of the company. This heading
will not be on the other pages of the document. You can put another heading for the
rest of the document.

The option of vertical adaptation brings the advantage of power to centre vertically the
contents of the page. It's now useless to try to centre manually. This is very
advantageous for the page an picture, but not titles of the document or for a page with
a table or for a common page. The option "Height" is generally used for the rest of the
document.

To end, there is an option for the numbering of rows. It is rarely used, unless being
paid among rows of text.

6.1 to 6.3 Check your Progress

a) Fill in the Blanks

1. Microsoft Word places all the ....................... controls in one convenient
place.
2. under .......coooevviieninnnn. view, you can display a single page with simple text

formatting but without any drawings, comments or columns.
3. Add page numbers and headers and footers by using the .........................
b)  Answer the following

1. Enlist the steps to check whether your printer supports duplex printing?

2. Which view in MS-Word is useful for quickly entering text and for simple and
basic text editing purposes?

r 6.4 PAGE NUMBERING, HEADER AND FOOTER 1

Add page numbers and headers and footers by using the gallery, or create a custom
page number, header, or footer.

For best results, decide first whether you want only a page number or whether you
want information plus a page number in the header or footer. If you want a page
number and no other information, add a page number. If you want a page number plus
other information, or if you just want the other information, add a header or footer.
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6.4.1 Add a page number without any other information

If you want a page number on each page, and you don't want to include any other
information, such as the document title or the location of the file, you can quickly add a
page number from the gallery, or you can create a custom page number or a custom
page number that includes the total number of pages (page X of Y pages).

Add a page number from the gallery

e Onthe Insert tab, in the Header & Footer group, click Page Number.

Page Layout References Mailings Review View

CNENENEEE=EY

1 e | Header Footer Page Text  Quick WordArt

]
=
=
=
e |

oo iz

Table Picture Clip Shapes SmartArt Chart Sc hot | F
- Art - - - *  MNumber~ | Box~ Paris~ -
Tables Tllustrations Header & Footer Tex

Insert Page Number

Insert page numbers into the
document,

6.5.1 Add a page number without any

e Press F1 for more help.

e Click the page number location that you want.

[+1)

\% 4 Azé & Signature Line ,J.E Q

_ 51, Date & Time :

Number- | Box- patse o Cape "% Object - .
: &  Top of Page » | Simple -
& @ Bottom of Page » | Plain Number 1
! ] Page Margins » =
e [#]  Current Position » !

,ﬁ} Format Page Numbers...

.ﬂ( Remove Page Numbers

Plain Number 2

he replacements. You c: :
r lowercase letters, it's
‘ious options, on your sp

ial of it. Plain Number 3
1
Page X
Accent Bar 1
1lFage
I b
]

e In the gallery, scroll through the options, and then click the page number
format that you want.

e To return to the body of your document, click Close Header and Footer on the
Design tab (under Header & Footer Tools).
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Header & Footer Tools

References Mailings

£zl g E L=E'I¢ Exraini || Different First Page i+ Header from Top: 1.25 cm
ol B | =

T} Next || Different Odd & Even Pages | i Footer from Bottom: 1,25 cm

A

ke

| Header | It is interesting by moments to offer to the reader of the document extra comments or reference
to a quotation. It's at this momentthat it is practical to use footnotes. Here is a small exercise to
demonstrate how to use it.

@®\Write the following text: Veni, Vedi, Vici.

®Place the cursor in front of the point to the end of the sentence.
@From the Insert menu, select the Reference and Notes options.

The following window will appear.

Footnote and Endnote

Bottom of page v

(_) Endnotes:

Format

Note: The Page Number gallery includes page X of Y pages formats, in which Y is the
total number of pages in your document.

6.4.2 Add a custom page number

e Double-click in the header area or the footer area (near the top of the page
or near the bottom of the page).
e This opens the Design tab under Header & Footer Tools.
e To place your page number in the center or on the right side of the page, do
the following:
0 To place your page number in the center, click Insert Alighment Tab
in the Position group of the Design tab, click Center, and then click
OK.
0 To place your page number on the right side of the page, click Insert
Alignment Tab in the Position group of the Design tab, click Right,
and then click OK.

Header & Footer Tools

["] Different First Page
|| Different Odd & Even Pages

.E Previous

SN
. - - y [3] insert Alignment Tab
Position

i+ Header from Top:
Qt Footer from Bottom: |1.25 cm

:r Footer Page i Goto Gote

Insert Alignment Tab

Insert a tab stop to help align
content within the header or
footer.

| Header |

4.2.2 Add/ Delete/ Modify WordArt
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paragraph?
4. Enlist and discuss the benefits of using Columns

Alignment Tab o Iég

Answer in one line:

1. What is the best way to add ff| ™™

2 Enlist the important types of fff Ot @Gt ORaht

3. The first line of a paragraph S ﬂ is known as?

4. What feature is a great wa o usiness to newsletters, manuals and

=

brochures? @ 1None (0

e Onthe Insert tab, in the Text group, click Quick Parts, and then click Field.

Header & Footer Tools

AutoText

Document Property

paragraph?

- R B R Insert Field
4. Enlist and discuss the benefits of using Columns. &

I Insert afield.

e Inthe Field names list, click Page, and then click OK.

Flease choose a field Field properties Field options

Categories: Format:

w ] [z ;
“1--25-3..

Field names:

Keywords A AB G, L

LastSavedBy i, i il ..

Link

ListHum Use Default Mumbering

MacroButton

MergeField Mo field options available for this field

MergeRec

MergeSeq i

Next

NextIf

NoteRef

NumChars

MNumPages

NumWords

m

PrintDate o

Preserve formatting during updates
Description:
Insert the number of the current page

e =)

e To change the numbering format, click Page Number in the Header & Footer
group, and then click Format Page Numbers.
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Page Mumber Fermat &lg

Number format: E|
[] tndude chapter number

Chapter starts with style: |Heading 1

|se separator: - (hyphen)

Examples: 1-1, 1-A

Page numbering

i@ Continue from previous section

(7 Start at: =

e To return to the body of your document, click Close Header and Footer on
the Design tab (under Header & Footer Tools)

6.4.3 Add a custom page number that includes the total number of pages

The gallery includes some page numbers that include the total page numbers (page X
of Y pages). However, if you want to create a custom page number, do the following:

Follow all the steps in section above (i.e. 6.5.2 Add a custom page number) then

o After the page number, type a space, type of, and then type another space.
e Onthe Insert tab, in the Text group, click Quick Parts, and then click Field.
e Inthe Field names list, click NumPages, and then click OK.

H b
Field = |
Please choose a field Field properties Field options

Categories: Format:

(Al E| i, i, i, ~

LI 10, ..

Eield names: 1st, 2nd, 3d ...

IndudePicture - One, Two, Three .. —

IndudeText First Second, Third ..

Index hex ...

Info Dollar Text =

Keywords Uppercase

LastSavedBy Lowercase Mo field options available for this field
Link First capital .

Listhum = Title case 7

MacroButton =

MergeField = Mumeric format:

MergeRec | 4

MergeSeq

Mext 0 &

NextIf 0.00

NoteRef ##70

MNumChars #,#%0.00

Rs. ###0.00;Rs. #,%#0.00)

NumWords e 0%

e 0.00% i Preserve formatting during updates

Description:
The number of pages in the document

After the total number of pages, type a space, and then type pages.
To change the numbering format, click Page Number in the Header & Footer
group, and then click Format Page Numbers.

e To return to the body of your document, click Close Header and Footer on
the Design tab (under Header & Footer Tools) .

Office Automation / 142



=} Header from Top:
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[ Different First Page
[ Different Odd & Even Pages
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T, Mext
Goto Goto o

Page of 15 Pages

Header | Structuring the Coaching Session | Header | Cognitive Domain

The GROW Model

A ASSESSMENT
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OBJECTIVE

Example and Key Words
(verbs)

Category

Examples. etz 3 pos

Bloom's Taxonomy of
Learning Domains
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The Three Types of Learning
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6.4.4 Start numbering with 1 on a different page

You can start numbering on the second page of your document, or you can start
numbering on a different page.

Start numbering on the second page

Double-click the page number.

e This opens the Design tab under Header & Footer Tools.

e On the Design tab, in the Options group, select the Different First Page
check box.

e To start numbering with 1, click Page Number in the Header & Footer group,
then click Format Page Numbers, and then click Start at and enter 1.

e To return to the body of your document, click Close Header and Footer on
the Design tab (under Header & Footer Tools).

‘age L

t 1 Y
Elzl T Previous Different First Page
- =, Next || Different Odd & Even Pages

Quick Picture Clip Goto Goto

Show Document Text
Options

| First Page Header r-':' SR | Header |
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Home Insert Page Layout Refer:

53 (=l B

Date Quick Picure Clip

& Time Parts = Art
Top of Page 3
EBottom of Page [ 3
Page Margins k
Current Position 4
;ader r

Format Page Mumbers...

Remove Page Mumbers

= Four o 4
== #_ B

Header Footer Page Date Quick Picture
= = Mumber~ | & Time Parts ~

Mumber format: |1, 2, 3, ...

[ ndude chapter number
Chapter starts with style: |Heading 1
Use separator: - (hyphen)

Examples: 1-1, 1-A

Page numbering
() Continue from previous section
@ Startat: ||t =

6.4.5 Start numbering on a different page

To start numbering on a different page, instead of on the first page of the document,
you need to add a section break before the page where you want to begin numbering.

Click at the beginning of the page where you want to begin numbering.

You can press HOME to make sure that you're at the start of the page.

On the Page Layout tab, in the Page Setup group, click Breaks.

Under Section Breaks, click Next Page.

Double-click in the header area or the footer area (near the top of the page or
near the bottom of the page).

This opens the Header & Footer Tools tab.

e On the Header & Footer Tools, in the Navigation group, click Link to
Previous to turn it off.

Insert Page Layout References Mailings

L

W e w B
£ Line Numbers - -
Margins Crientation Size Columns . . Watermark Page Page
- - - - ke~ Hyphenation - - Colar = Borders

Page Setup [F}

Insert Page and Section Breaks

Add page, section, or column
breaks to the document.
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Table Tools Header & Footer Tools
_ os—

— -
Mailings Review View Design Layout Design
[j E 5T Previous Different First Page i+ Header from
,_=L_"[, Mext ["] Different Odd & Even Pages E,:'r Footer from
Goto Goto __
Header Footer @E’- Link to Previous Show Document Text L-_ﬂ Insert Alignm
MNavigation Options

Link to Previous

Link to the previous section so that
the header and footer in the
current section contain the same
content as in the previous section.

Follow the instructions for adding a page number or for adding a header and
footer with a page number.

e To start numbering with 1, click Page Number in the Header & Footer group,
then click Format Page Numbers, and then click Start at and enter 1.

e To return to the body of your document, click Close Header and Footer on the
Design tab (under Header & Footer Tools) .

6.4.6 Add different headers and footers or page numbers in different parts of the
document

You can add page numbers to only part of your document. You can also use different
numbering formats in different parts of your document.

For example, maybe you want i, ii, iii numbering for the table of contents and
introduction, and you want 1, 2, 3 numbering for the rest of the document, and then no
page numbers for the index.

You can also have different headers or footers on odd and even pages.
Add different headers and footers or page numbers on odd and even pages

e Double-click in the header area or the footer area (hear the top of the page or
near the bottom of the page).

This opens the Header & Footer Tools tab.

e On the Header & Footer Tools tab, in the Options group, select the Different
Odd & Even Pages check box.

e On one of the odd pages, add the header, footer, or page numbering that you
want on odd pages.

e On one of the even pages, add the header, footer, or page number that you
want on even pages.

Table Tools Header & Footer Tools
e
Insert Page Layout References Mailings Review  View Design Layout Design
'j_ ] EE T} Previous. [] Different First Page 3+ Header from Top: g
£ =| [£xal 1 1 <
= — 3 —=h ST} Next Different Odd & Even Pages | i+ Footer from Bottom:

Page Date Quick Picture Clip Goto Goto __ Close Header
umber~ | & Time Parts~ Art Header Footer @3 Link to Previous Show Document Text Qj Insert Alignment Tab and Footer
ater Insert Mavigation Options Position Close

: Company |
&C carp [[3
KA

XYA| 2013

Odd Page Header Even Page Header

6.4.7 Add a header or footer that includes a page number

If you want to add a graphic or text at the top or the bottom of your document, you
need to add a header or a footer. You can quickly add a header or a footer from the
galleries, or you can add a custom header or footer.
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‘You can use these same steps to add a header or footer without page numbers.’
Add a header or footer from the gallery

e Onthe Insert tab, in the Header & Footer group, click Header or Footer.

M j 4 Azé &% Signature Line +

=
B s :
57, Date & Time
Header |Footer Page Text Quick Wordart Drop . Eq|
~ = MNumber~ | Box~ Parts~ - Cap ~ "§d Object ~
HEi Built-In -
+ 1+ 5 Blank

[Typee test]

Blank (Three Columns)

Mg test] [Ty tea] [Mype tet]

Alphabet
Alphabet et
FPage number and text under
double-line border
Annual

Enable Content Updates from Office.com...
S Edit Footer

Kamp _,L Remove Footer
verbs| g,

e Click the header or footer that you want to add to your document.
e To return to the body of your document, click Close Header and Footer on
the Design tab (under Header & Footer Tools) .

Add a custom header or footer

e Double-click in the header area or the footer area (near the top of the page or
near the bottom of the page).

This opens the Design tab under Header & Footer Tools.

e To place information in the center or on the right side of the page, do any of
the following:
0 To place information in the center, click Insert Alignment Tab in the
Position group of the Design tab, click Center, and then click OK.
o0 To place information on the right side of the page, click Insert
Alignment Tab in the Position group of the Design tab, click Right,
and then click OK.
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a leamning episode, the leamer should have acquired new skills, knowledge, and/or attitudes

The committee also produced an elaborate compilation forthe cognitive and affective domains, but none forthe
psychomotor domain. Their explanation forthis oversight was that they have little experience in teaching manual
skills within the college level (| guess they never thought to check with their sports or drama departments)

This compilation divides the three domains into subdivisions, starting fromthe simplest behaviortothe most complex
The divisions outlined are not absolutes and there are other systems or hierarchies that have been devised in the

[Type the company name] | kirkpatrick's learning and training evaluation theory

Double-click to hide white space|

Cognitive Domain

educational and training world. However, Bloom's taxonomy is easily understood and is probably the most widely
applied one in use today

Cognitive Domain|

14-05-2013

Do one of the following:

e Type the information that you want in your header.

e Add a field code by clicking the Insert tab, clicking Quick Parts, clicking Field,
and then clicking the field you want in the Field names list.

o Examples of information that you can add by using fields include Page (for
page number), NumPages (for the total number of pages in your document),
and FileName (you can include the file path).

e |If you add a Page field, you can change the numbering format by clicking
Page Number in the Header & Footer group, and then clicking Format Page
Numbers.

e To return to the body of your document, click Close Header and Footer on
the Design tab (under Header & Footer Tools).

Custom Header and footers

You can also add customized header and footer to the document where you can put
customized text, WordArt, even picture or clipArt.

Click on the header or footer part of the document and place the text, WordArt, picture
etc. as per your desire.
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6.4.8 Remove page numbers, headers, and footers

o Double-click the header, footer, or page number.
e Select the header, footer, or page number.
e Press DELETE button on the keyboard
e Repeat steps 1-3 in each section that has a different header, footer, or page
number.
[ 6.5 FOOTNOTES AND ENDNOTES o

Footnotes and endnotes are used in printed documents to explain, comment on, or
provide references for text in a document. You might use footnotes for detailed
comments and endnotes for citation of sources.

A footnote or an endnote consists of two linked parts — the note reference mark and
the corresponding note text.

NOTE: If you want to create a bibliography, you can find commands for creating and
managing sources and citations on the Referencestab in the Citations &
Bibliography group.

6.5.1 Insert a footnote or an endnote

Microsoft Word automatically numbers footnotes and endnotes for you. You can use a
single numbering scheme throughout a document, or you can use different numbering
schemes within each section in a document.

Commands for inserting and editing footnotes and endnotes can be found on
the References tab in the Footnotes group.

When you add, delete, or move notes that are automatically numbered, Word
renumbers the footnote and endnote reference marks.

NOTE If the footnotes in your document are numbered incorrectly, your document
may contain tracked changes. Accept the tracked changes so that Word will correctly
number the footnotes and endnotes.

e In Print Layout view click where you want to insert the note reference mark.

e On the References tab, in the Footnotes group, click Insert
Footnote or Insert Endnote. Word inserts the note reference mark and
places the insertion point in the text area of the new footnote or endnote.
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Keyboard shortcut: To insert a footnote, press CTRL+ALT+F. To insert an endnote,
press CTRL+ALT+D.

By default, Word places footnotes at the end of each page and endnotes at the end of
the document.

Type the note text.
Double-click the footnote or endnote reference mark to return to the reference
mark in the document.

Page Layout References Mailings Review View
__[;'] Insert Endnote = Cﬁj Manage Sources B -] Insert Table of Figure
AB NextFootnote + | —% L2 Style: =1 Update Table
Insert Insert o Insert
Footnote E-I Show Motes Citation ~ ﬁj Eibliography - Caption %] Cross-reference
Footnotes I Citations & Eibliography Captions

Insert Footnote (Alt+Ctrl+F)
Add a footnote to the document.

Footnotes are automatically
renumbered as you move text
around the document.

@ Press F1 for more help.

educational and training world. However, Bloom's taxonomy
applied one in use today.

Cognitive Domain

The cognitive domain (Bloom, 1956) involves knowledge
and the development of intellectual skills. This includes the
recall or pecognition of specific facts, procedural patterns,
and concepts that serve in the development of intellectual
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e To change the location or format of footnotes or endnotes, click the Footnote
& Endnote Dialog Box Launcher, and do one of the following:

o To convert footnotes to endnotes or endnotes to footnotes,
under Location choose either Footnotes or Endnotes and then
click Convert. In the Convert Notes dialog box, click OK.

0 To change the numbering format, click the desired formatting in
the Number format box and click Apply.

0 To use a custom mark instead of a traditional number format,
click Symbol next to Custom mark, and then choose a mark from the
available symbols. This will not change the existing note reference
marks. It will only add new ones.
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Apply changes
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6.5.2 Change the number format of footnotes or endnotes

Place the insertion point in the section in which you want to change the footnote or
endnote format. If the document is not divided into sections, place the insertion point
anywhere in the document.

e On the References tab, click the Footnote & Endnote Dialog Box
Launcher.

e Click Footnotes or Endnotes

e Inthe Number format box, click the option that you want.

o Click Apply.
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6.5.3 Change the starting value for footnotes or endnotes

Word will automatically number footnotes beginning with "1" and endnotes beginning

with "i", or you can choose a different starting value.

NOTE

number the footnotes and endnotes.

e On

the References tab,

in

Endnote Dialog Box Launcher
e |nthe Start at box, choose the desired starting value.

o Click Apply.

the Footnotes group,

If the footnotes in your document are numbered incorrectly, your document
may contain tracked changes. Accept the tracked changes so that Word will correctly
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6.5.4 Create a footnote or endnote continuation notice

If a footnote or endnote is too long to fit on a page, you can create a continuation
notice to let readers know that a footnote or endnote is continued on the next page.

e Make sure that you are in Draft view by going to the View tab and
clicking Draft.

e Onthe References tab, in the Footnotes group, click Show Notes.

e |f your document contains both footnotes and endnotes, a message appears.
Click View footnote area or View endnote area, and then click OK.

e In the note pane list, click Footnote Continuation Notice or Endnote
Continuation Notice.

e Inthe note pane, type the text that you want to use for the continuation notice.
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All Footnotes
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Endnote Separator

Endnote Continuation Separator
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6.5.5 Change or remove a footnote or endnote separator

Word separates document text from footnotes and endnotes with a short horizontal
line called a note separator. If a note overflows onto the next page, Word prints a
longer line called a note continuation separator. You can customize separators by
adding text or graphics.

e In the note pane list, click and choose the type of separator you want to
change or remove.

e To change the separator that appears between the document text and notes,
click Footnote Separator or Endnote Separator.

e To change the separator for notes that continue from the previous page,
click Footnote Continuation Separator or Endnote Continuation
Separator.

e Select the separator and make changes:

e Toremove the separator, press DELETE.

e To edit the separator, insert a Clip Art divider line or type text.

e To restore the default separator, click Reset.

Footnote Continuation Separator - Endnote Separator -
All Footnotes
====7All Endnotes r‘,..*,.‘ All Footnotes
- Footnote Separator i All Endnoes
Endnote Separator
Footnote Continuation Notice Endnote Continuation Separator
Endneote Continuation Motice
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and commercial applications it suffices; indeed most organisations would be
absolutely thrilled if their training and learning evaluation, and thereby their
ongoing people-development, were planned and managed according to
Kirkpatrick's model.
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6.5.6 Delete a footnote or an endnote

When you want to delete a note, you work with the note reference mark in the
document window, not the text in the note.

If you delete an automatically numbered note reference mark, Word renumbers the
notes in the new order.

Delete a note

In the document, select the note reference mark of the footnote or endnote that you
want to delete, and then press DELETE.

E_— 6.6 PRINT DOCUMENT —

On the Print tab, the properties for your default printer automatically appear in the first
section, and the preview of your document automatically appears in the second
section.
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Click the File tab, and then click Print.

Home Insert Page Layout References Mailings Review Vi

Save
Print
Y Save As @
Copies: 1 -
Open X
Print
i Close
Info Printer
./ POF Creator
-
Recent % Ready
Printer Properties
Mew
Settings
Print . .
Print All Pages .
o _ E Print the entire document
Save & Send
Pages:
cer Print One Sided .
Only print en one side of the page
B options sl =
== Collated
-
& et 1,2,3 123 123
[
Portrait Orientation -
Letter
-
2159 emx 27,94 cm
| Custom Margins -
|:| 1 Page Per Sheet -
Page Setup

Tip: To go back to your document and make changes before you print it, click the File
tab.

e When the properties for your printer and document appear the way that you
want them to, click Print.

Note: To change the properties for your printer, under the printer name, click Printer
Properties.
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6.6.1 Print on both sides of the paper (duplex printing) in Word

Some printers offer the option of automatically printing on both sides of a sheet of
paper (automatic duplex printing). Other printers provide instructions so that you can
manually reinsert pages to print the second side (manual duplex printing). Some
printers do not support duplex printing at all.

Find out whether your printer supports automatic duplex printing

To check whether your printer supports duplex printing, you can check your printer
manual or consult your printer manufacturer, or you can do the following:

e Click the File tab.

e Click Print.

e Under Settings, click Print One Sided. If Print on Both Sides is available,
your printer is set up for duplex printing.
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Notes:

e |If you are printing to a combination copy machine and printer, and the copy
machine supports two-sided copying, it probably supports automatic duplex
printing.

e |If you have more than one printer installed, it is possible that one printer
supports duplex printing and another printer does not.

Set up a printer to print to both sides of a sheet of paper

If your printer doesn't support automatic duplex printing, you have two other options.
You can use manual duplex printing, or you can print the odd and even pages
separately.

Print by using manual duplex

If your printer does not support automatic duplex printing, you can print all of the pages
that appear on one side of the paper and then, after you are prompted, turn the stack
over and feed the pages into the printer again.

In Word, do the following:

e Click the File tab.

e Click Print.
e Under Settings, click Print One Sided, and then click Manually Print on
Both Sides.

Office Automation / 158



W Save

Home Insert Page Layout References Mailings Review
Print
BL Save As @
Copies: |1 z
Open ;
Print
Close
Printer

B options

B Exit

fp—

./ Microsoft XPS Docurnent Writer
Ready

-

Printer Properties
Settings
L Print All Pages
'- Print the entire document

Pages:

B
E

fE=
+,

Print One Sided
Only print on one side of the page

Print One Sided
Only print on one side of the page

Manually Print on Both Sides
Reload paper when prompted to print the second side

Letter
2159 em x 2794 cm

-

| .CustomMargms

ﬂ 1 Page Per Sheet

-

Page Setup

Onl'_z pnnt on-ong side of the pa.

g
=

When you print, Word will
printer again.

Print One Sided
Qnky print on one side of the page

Print on Both Sides
Flip pages on lang edge

Print on Bolh Sides
Flip pages on short edge

Manually Print on Both Sides
Beload paper when prompted to print the second side

prompt you to turn over the stack to feed the pages into the

6.6.2 Print odd and even pages

You can also use the following procedure to print on both sides:

Under Settings, click Print All Pages. Near the bottom of the gallery, click

Click the Print button at the top of the gallery.
After the odd pages are printed, flip the stack of pages over, and then under

Settings, click Print All Pages. At the bottom of the gallery, click Only Print

¢ Click the File tab.
e Click Print.
) Only Print Odd Pages.
.
Even Pages.
.

Click the Print button at the top of the gallery.
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Note: Depending on the printer model, you might have to rotate and reorder the pages
to print the other side of the stack.
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6.4 to 6.7 Check your Progress
a) Fill in the Blanks

1. The ..o includes some page numbers that include the total
page numbers.

2. You can also have different .............ocevviviienen.n. (o] R o 1 |
odd and even pages.

3. Youmightuse ..........ococovviiiiinnnns for detailed comments
b)  Answer the following

1. Enlist the steps to Start numbering on the second page?

2. What is the procedure for adding different headers and footers or page numbers
on odd and even pages?

o 6.7 SUMMARY |

In this chapter we have discussed all about printing and setting word document.
Microsoft Word places all the page setup controls in one convenient place, the aptly
titted Page Setup dialog box, so you can make all your changes in one fell swoop.
These are just some of the options you can change in the Page Setup dialog box, but
if you master these, you are well on your way to producing professional quality work
and displaying your word processing prowess.

We have discussed about various views of the word document, such as normal, draft,
outline, document map, reading, full screen.

Word offers you several options to change the presentation of the text such as to put
the text in bold, in italic or in underlined. It's also possible to change the font as well as
cuts it letters and its colors from the others. The pagination allows you to control the
options of presentation of your document on paper. You can change the margins, the
size(format) of the paper, the orientation of the paper and the other options that will be
explained more low on this page.

Add page numbers and headers and footers by using the gallery, or create a custom
page number, header, or footer.

For best results, decide first whether you want only a page number or whether you
want information plus a page number in the header or footer. If you want a page
number and no other information, add a page number. If you want a page number plus
other information, or if you just want the other information, add a header or footer.

Footnotes and endnotes are used in printed documents to explain, comment on, or
provide references for text in a document. You might use footnotes for detailed
comments and endnotes for citation of sources. A footnote or an endnote consists of
two linked parts — the note reference mark and the corresponding note text. On the
Print tab, the properties for your default printer automatically appear in the first section,
and the preview of your document automatically appears in the second section.
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_ 6.8 CHECK YOUR PROGRESS — ANSWERS .

6.1t0 6.3 a) Fill in the Blanks
1. Page setup
2. Normal
3. Gallery

6.4t0 6.6 a) Fill in the Blanks
1. Gallery
2. Headers, Footers
3. Footnotes

[ 6.9 QUESTIONS FOR SELF - STUDY .

Answer the following:

What is the application of the Outline View of MS Word?

The option of vertical adaptation brings what kind of advantage?

Write down the detailed procedure to add a page number from the gallery?
Write the procedure to print even and odd pages separately?

PwnE

Answer in single line:
1. Microsoft Word places all the page setup controls in one convenient place?
2. Comment on the application of Document Map?
3. Which entities are one of the most important links between the investors and
the market?

4. Which term is used for the note separator where the note overflows to the next
page?

[ 6.12 SUGGESTED READINGS i

1. Using Microsoft Office Home and Student 2007

2. 2007 Microsoft® Office System Plain & Simple Office 2007 Bible

Qdga
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Chapter 7

Introduction to Mail Merge, Macros and
Charts

ﬁ) Objectives \

72 Introduction
7.2 Mail ‘Merge

7.3 Macros
7.4 Graphs
7.4:1 Steps

7-4.2 Create a-chart-from-a Word:table
1.4.3 Change the chart:to another.chart-type

7.4.4 Get Help about charts/ Graphs
Summary

CheckYour:Progress — Answers

Questions for Self - Study.

7.7
\(3 Suggested Readings /

I— 7.0 OBJECTIVES —

After reading this chapter you will be able to:

e Explain the advanced concepts of Mail Merge, Macros and Graphs/ Charts

e Understand and describe the use of commands on the Mailings tab to
perform a mail merge

e Describe the aspects related to running macros

e Learn and explain how to add a graph to Microsoft Word

C 7.1 INTRODUCTION =

Microsoft word 2007 offers the advanced word processing functions namely:

1. Mail Merge
2. Macros and
3. Graphs/ Charts

You use mail merge when you want to create a set of documents, such as a form letter
that is sent to many customers or a sheet of address labels. Each letter or label has
the same kind of information, yet the content is unique. For example, in letters to your
customers, each letter can be personalized to address each customer by name. The
unique information in each letter or label comes from entries in a data source.

The mail merge process entails the following overall steps:

1. Set up the main document. The main document contains the text and graphics
that are the same for each version of the merged document. For example, the
return address or salutation in a form letter.

2. Connect the document to a data source. A data source is a file that contains
the information to be merged into a document. For example, the names and
addresses of the recipients of a letter.
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3. Refine the list of recipients or items. Microsoft Office Word generates a copy of
the main document for each item, or record, in your data file. If your data file is
a mailing list, these items are probably recipients of your mailing. If you want to
generate copies for only certain items in your data file, you can choose which
items (records) to include.

4. Add placeholders, called mail merge fields, to the document. When you
perform the mail merge, the mail merge fields are filled with information from
your data file.

5. Preview and complete the merge. You can preview each copy of the
document before you print the whole set.

You use commands on the Mailings tab to perform a mail merge.

In Microsoft Office Word, you can automate frequently used tasks by creating macros.
A macro is a series of commands and instructions that you group together as a single
command to accomplish a task automatically.

Typical uses for macros are:

1. To speed up routine editing and formatting

2. To combine multiple commands — for example, to insert a table with a specific
size and borders, and with a specific number of rows and columns

3. To make an option in a dialog box more accessible

4. To automate a complex series of tasks

You can use the macro recorder to record a sequence of actions, or you can create a
macro from scratch by entering Visual Basic for Applications (Visual Basic for
Applications (VBA): A macro-language version of Microsoft Visual Basic that is used to
program Microsoft Windows-based applications and is included with several Microsoft
programs.) code in the Visual Basic Editor (Visual Basic Editor: An environment in
which you write new and edit existing Visual Basic for Applications code and
procedures. The Visual Basic Editor contains a complete debugging toolset for finding
syntax, run-time, and logic problems in your code.).

Office Word 2007 includes many different types of charts and graphs that you can use
to inform your audience about inventory levels, organizational changes, sales figures,
and much more. Charts are fully integrated with Office Word 2007. When you have
Excel installed, you can create Excel charts in Word by clicking the Chart button on the
Ribbon (Insert tab, lllustrations group), and then by using the chart tools to modify or
format the chart. Charts that you create will be embedded in Office Word 2007, and
the chart data is stored in an Excel worksheet that is incorporated in the Word file.

Note If you work in Compatibility Mode in Word, you can insert a chart by using
Microsoft Graph instead of Excel.

You can also copy a chart from Excel to Office Word 2007. When you copy a chart, it
can either be embedded as static data or linked to the workbook. For a chart that is
linked to a workbook that you have access to, you can specify that it automatically
check for changes in the linked workbook whenever the chart is opened.

You can add a chart or graph to your document in one of two ways:

e You can insert a chart in your document by embedding (embedded object:
Information (object) contained in a source file and inserted into a destination
file. Once embedded, the object becomes part of the destination file. Changes
you make to the embedded object are reflected in the destination file.) it When
you embed data from an Excel chart in Word, you edit that data in Office Excel
2007, and the worksheet is saved with the Word document.

e You can paste an Excel chart into your presentation and link to data in
Office Excel 2007 When you copy a chart from Office Excel 2007 and paste it
into your document, the data in the chart is linked to the Excel worksheet. The
Excel worksheet is a separate file and is not saved with the Word document.
In this case, because the Excel worksheet is not part of the Word document, if
you want to change the data in the chart, you must make your changes to the
linked worksheet in Office Excel 2007.
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We will discuss all these functions in step by step manner in the following sections of
this chapter.

[ . 7.2 MAIL MERGE |

Mail merge techniques allow you to create a document which combines repetitive text
elements with data drawn from an external data document. To perform mail merge,
you'll need the following:

e Atemplate (previously created, or generated during the merge)
e Arecipient list or data source (created during the merge. or an existing file)

Word will then create a new document by inserting the data from your data source into
the structure of your template document.

On the Mailings tab, click Start Mail Merge, and then click Step by Step Mail Merge
Wizard.

Home Insert Page Layo References Mailings

= I -
EN e R
. . =2l 0 Mateh Fields

Start Mail Select Edit Highlight Address Greeting Insert Merge
Merge ~ Redipients = Recipient List i i ield ~

L Start Mail Merge |

KR
Find Recipient
—¢ Auto Check for Errars,

<

Preview

Envelopes Labels Finish &

#] Update Labels

Start Mail Merge

Start a mail merge to create a form
letter which you intend to print or
e-mail multiple times, sending each
copy to a different recipient.

You can insert fields, such as Mame
or Address, which Word will
replace automatically with
information from a database or
contact list for each copy of the
form letter.

a Press F1 for more help.

Select document type

1. Inthe Mail Merge task pane, click Letters. This will allow you to send letters
to a group of people and personalize the results of the letter that each person
receives.

2. Click Next: Starting document.

K4l |rm

Find Recipient

E%

FII\ISh &

<

Preview

I I I i) e
‘“ 2% Match Fields

it Audless Gleetlng 1nserl Melge
ig ¢] Update Labels

4 E-mail Messages

Enyelopes...

4 Labels...
Directory

Mormal Word Document

Step by Step Mail Merge Wizard...

Select the starting document

1.  Click one of the following options:

o] Use the current document: Use the currently open document as your
main document.

o] Start from a template: Select one of the ready-to-use mail merge
templates.

o] Start from existing document: Open an existing document to use as

your mail merge main document.
2. Inthe Mail Merge task pane, click Next: Select recipients.
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Wl 2 - O

File Home Insert ‘age Layo References Mailings

= II 2 e Al
==l @% Match Fields k Find Recipient

Envelopes Labels | Start Mail Select i Highlight Address Greeting Insert Merge

erge * Recipients ~ Recipient Li
Start Mail Merge

Select Recipients

Choose the list of people you
intend to send the letter to.

You can type your own list, use
your Outlook contacts, or connect
to a database.

0 Press F1 for more help.

Select recipients

When you open or create a data source by using the Mail Merge Wizard, you are
telling Word to use a specific set of variable information for your merge. Use one of the
following methods to attach the main document to the data source.

Method 1: Use an existing data source

[wikd 2 - 0=

File Home Insert ‘ag yo References Mailings

I II o ot
=21 B2 Match Fields h Find Recipient

Greeting Insert Merge

B Type New List..
i Use Existing List...
83 Select from Outlook Contacts...

To use an existing data source, follow these steps:

1. Inthe Mail Merge task pane, click Use an existing list.

2. Inthe Use an existing list section, click Browse.

3. Inthe Select Data Source dialog box, select the file that contains the variable
information that you want to use, and then click Open.

Wiid 5 - O

File Home Insert Page Layout References

9% Match Fields
e

Highlight Address Greeting Insert Merge

-

Organize » MNew folder

==l 21.6 KB

HRIS CONTEMT.docx
W ]
. Microsoft Word Document
0 Favorites 10.5 KB

F Bekiop List of Management Trainings.docx
=l Recent Places | = - | Microsoft Word Document

144 KB

@ Microsoft Word [ —

4 Libraries List.xlsx
@ Documents Microsoft Excel Worksheet

] 8713 KB
J" Music
MNew vendors.docx

Pict
[ Pictures : Microsoft Word Document
B videos 333 KB

vendors.docx
. Computer =—— | Microsoft Word Docurment

&, Local Disk () ~ 372KB

File name: Listxlsx - [AH Data Sources (*.odc;*.mdb;* ']

s - | Open |V| ’ Cancel ]
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Note: If the data source is not listed in the list of files, select the appropriate drive and
folder. If necessary, select the appropriate option in the All Data Sources list. Select
the file, and then click Open.

Home Insert Page Layout References Mailings

.EI ‘—é :_=j:| P % % = E [Zp Rul

21 Ma

Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge
Merge = Recipients ~ Recipient List | Merge Fields Block Line Field ~ lﬂ Up!

Create Start Mail Merge Write & Insert Fields

Name Description  Modified Created

Sheet1% 5102013 3:33:20PM  5/10/2013 3:33:20 PM
Sheet2s 5/10/2013 3:33:20 PM  5/10/2013 3:33:20 FM
Sheet3s 5/10/2013 3:33:20 PM  5/10/2013 3:33:20 PM

<

First row of data contains column headers

Word displays the Mail Merge Recipients dialog box. You can sort and edit your data
if you want to.

4. Click OK to return to the main document.
5. Save the main document.

When you save the main document at this point, you are also saving the data source
and attaching the data source to the main document.

6. Type the name that you want to give to your main document, and then
click Save.

Method 2: Use names from a Microsoft Outlook Contacts List

To use an Outlook Contact List, follow these steps:

1. Inthe Mail Merge task pane, click Next: Select recipients.

2.  Click Select from Outlook contacts.

3. Inthe Select from Outlook contacts section, click Choose Contacts Folder.

4. Inthe Select Contact List Folder dialog box, select the Outlook contacts
folder that you want, and then click OK.
Word displays the Mail Merge Recipients dialog box. You can sort and edit
your data if you want.

5.  Click OK to return to the main document.

Method 3: Create a database of names and addresses

To create a new database, follow these steps:

1. Inthe Mail Merge task pane, click Next: Select Recipients.
2. Click Type anew list.
3.  Click Create.

The New Address List dialog box appears. In this dialog box, enter the address
information for each record. If there is no information for a particular field, leave the
box blank.

By default, Word skips blank fields. Therefore, the merge is not affected if blank entries
are in the data form. The set of information in each form makes up one data record.
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9.

After you type the information for a record, click New Entry to move to the
next record.
To delete a record, click Delete Entry. To search for a specific record,
click Find Entry. To customize your list, click Customize. In the Customize
Address List dialog box, you can add, delete, rename, and reorder the merge
fields.

In the New Address Listdialog box, click OK. In the Save Address
List dialog box, type the name that you want to give to your data source in
the File name box, and then click Save.

In the Mail Merge Recipients dialog box, make any changes that you want,
and then click OK.

Click Next: Write your letter to finish setting up your letter.

Save the main document.
When you save the main document at this point, you are also saving the data
source and attaching the data source to the main document.

Type the name that you want to give to your main document, and then
click Save.

To proceed to the next step, click Next: Write your letter.

Write your letter

In this step, you set up your main document.

L=

Envelopes Labels | Start Mail  Select Edit Highlight ~ Addres Insert M

Type or add any text and graphics that you want to include in your letter.
Add the field codes where you want the variable information to appear. In
the Mail Merge task pane, you have four options:

o] Address block: Use this option to insert a formatted address.
o] Greeting line: Use this option to insert a formatted salutation.
o] Electronic postage: Use this option to insert electronic postage.

E 2 Yy A Q P Rules - ﬁ%’l R -a;g

<1 Match Fields & Find Recipient

erge review
ipient List | Merge Fields Blod Field~ 2] Update Labels | pesyis | Auto Check for Errors

We have a virtual board conference on 10" May 2013, at 3:00 PM

Request you to please be online on time.

Thank you.

o English (U.S)

2 = 2 0L\ EE

Note: This option requires that you have a postage software program installed on your
computer.

o] More items: Use this option to insert individual merge fields. When
you click More Items, the Insert Merge Field dialog box appears.

Note: Make sure that your cursor is where you want to insert the information from your
data source before you click More Items.

o0 Inthe Insert Merge Field dialog box, click the merge field that you
want to use, and then click Insert.
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5103 Home Insert Page Layout References Mailings Review View
j j j j <3 Rules ~
< . Match Fields
Highlight  Address G'ffltleng |Ins;r§h;erge‘ ) e rns
‘Write & In

H a4t | » M

+]Find Recipient

N
e
Finish &
Merge
Finish

ﬁ% H
Preview
Results

- Auto Check for Errors
Preview Results

Sunita

Pune

Hello «Sunita», «Pune»

We have a virtual board conference on 10" May 2013, at 3:00 PM

Request you to please be online on time.

Thank you.

Note: You can insert all of your fields and then go back and add any spaces or
punctuation. Alternatively, you can insert one field at a time, close the Insert Merge
Fields dialog box, add any spaces or punctuation that you want, and then repeat this
step for each additional merge field that you want to insert. You can also format (apply
bold or italic formatting to) the merge fields, just like regular text.

) When you finish editing the main document, click Save or Save As on
the File menu.

Note: In Word 2007, click the Microsoft Office Button, and then click Save or Save
As.

Name the file, and then click Save. To proceed to the next step, click Next: Preview
your letters.

Preview your letters

This step allows you to preview your merged data, one letter at a time. You can also
make changes to your recipient list or personalize individual letters.
To proceed to the next step, click Next: Complete the merge.

Complete the merge

This step merges the variable information with the form letter. You can output the
merge result by using either of the following options:

. Print: Select this option to send the merged document directly to the printer.
You will not be able to view the document on your screen.
When you click Print, the Merge to Printer dialog box appears. In the Merge
to Printer dialog box, you can choose which records to merge. When you
click OK, the Print dialog box appears. Click Print to print the merge
document.

. Edit individual letters: Select this option to display the merged document on
your screen.
When you click Edit individual letters, the Merge to New Document dialog
box appears. In the Merge to New Document dialog box, you can choose
which records to merge. When you click OK, the documents are merged to a
new Word document.
To print the file, on the File menu, click Print.
Note In Word 2007, click the Microsoft Office Button, and then click Print.
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File Home Insert Page Layout References Mailings Review View

-5 B B i 9 Rules * L || H 4 boH )
j 3 3 |;£| 4% Mateh Fields jﬁ% 4/]Find Recipient W

Envelopes Labels | Start Mail  Select i Highlight  Address Greeting Insert Merge Preview! Finish &
Merge = Recipients = Recipient List | Merge Fields Blo Line. Field~ 5] Updste Labels | |pesuits || < Auto Check for Errors Merge ~

Create i Write & Insert Fields Preview Results {1} EditIndividual Documents
By E ..

L 25 print Documents...

By send E-mail Messages...

Hello Ravindra, Mumbai

We have a virtual board conference on_10™ May 2013, at 3:00 PM

Request you to please be online on time.

Thank you.

Page: 1 of 1

rﬁ = ,? g -":E:! q‘@i. R LT e I

% o English(US)

Additional resources

For troubleshooting, see the Word Mail Merge Support Resources. To do this, visit the
following Microsoft Web site: http://support.microsoft.com/wd2002mailmerge

Glossary

e Address list: An address list is a file that contains the data that varies in each
copy of a merged document. For example, a data source can include the
name and address of each recipient of a form letter.

o Boilerplate: Generic information that is repeated in each form letter, mailing
label, envelope, or directory (catalog).

e Data field: A category of information in a data source. A data field
corresponds to one column of information in the data source. The name of
each data field is listed in the first row (header row) of the data source.
"PostalCode" and "LastName" are examples of data field names.

e Data record: A complete set of related information in a data source. A data
record corresponds to one row of information in the data source. All
information about one client in a client mailing list is an example of a data
record.

o Delimited file: A text file that has data fields separated (or delimited) by tab
characters or commas, and data records delimited by paragraph marks.

e Header row: The first row (or record) in a mail merge data source. The header
row contains the field names for the categories of information in the data
source; for example, "Name" and "City." The header row can also be stored in
a separate document called the header source.

e Main document: In a mail merge operation, the document that contains the
text and graphics that remain the same for each version of the merged
document; for example, the return address and body of a form letter.

¢ Merge field: A placeholder that you insert in the main document. Merge fields
tell Microsoft Word where to insert specific information from the data source.
For example, insert the merge field "City" to have Word insert a city name,
such as "Paris," that is stored in the City data field.

e Merged document: The document that is created by merging the data from
the data source into the main document.
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7.1 & 7.2 Check your Progress
a) Fill in the Blanks

1. The unique information in each letter or label comes from entries in a

2. The first step of the mail merge process includes setting up the

3. To perform mail merge, you'llneeda .............c.cocevnene.
b)  Answer the following

1. Describe in brief the application of mail merge in brief?

2. What the two important aspects to perform the mail merge function?

I 7.3 MACROS -

A macro is typically a series of commands or instructions that are combined to form a
single command. Macros can save you time by letting you automate relatively simple
tasks that you need to perform often, as well as complex procedures that consist of
many steps. Macros can be powerful tools that can greatly reduce the time that you
will need to finish your work and can eliminate the need to remember all the steps in a
tedious procedure. Even if you know nothing about writing macros, you can create
macros by using the Macro Recorder, which records the steps that you perform and
translates them into macro code.

Everyone can use macros. You do not need any programming knowledge to use
macros, and you can obtain macros without ever writing any code yourself. The
macros that can help you do your work faster and easier can be obtained and installed
in several ways, including the following.

e Macros can be created by using the Macro Recorder, which records the steps
that you perform and translates them into macro code.

e |If you can verbally describe what you want a macro to do, you can post a
request to the Microsoft Office Customization and Programming forum, and
one or more of the experts who will read your request will be happy to write
the macro for you.

e The code of a macro can be copied as text from a reliable trustworthy source
and added to the NewMacros module of a template, from which it will always
be available.

e Macros that are stored in a template that you obtain from a reliable trustworthy
source can be made available by installing the template or by using the
Organizer to copy the applicable module into an installed template.

Recording a Macro and Assigning a Keyboard Shortcut to It

To see how to record a macro and use it, consider the scenario in which you type two
letters in the wrong order without creating a spelling error, as in the case of typing the
word fro instead of the wordfor. One way to fix this error is to press Backspace twice
and retype the correct letters. That solution requires four keystrokes, but the same
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correction can be done in one keystroke with a recorded macro assigned to a
keyboard shortcut. Because a macro does not automatically remember the characters
that are deleted when you press Backspace twice, when we record the macro, we will
cut the second of the characters that were typed in the wrong order, place the cursor
before the first of the characters that were typed in the wrong order, and insert the
character that we copied to the clipboard in that position as described in the following
procedure.

To record a macro and assign a shortcut key to it

e Type the word fro.

e Start the Macro Recorder.

e To do this in Word 2010 or Word 2007, on the View tab, click the lower part of
the Macrosbotton, and then click Record Macro.

View Developer
- One P ew Side by Side
R . lJonepage 4] % = =)
----- ol lgTwoPages —J Synchronous Scrolling ==
rom  100% ; Mew  Arrange Split -~ ) Switch [Macros|
=] Page Width || window  All Reset Window Position | windows = -
Zoom Window ? View Macras

,fl Record Macro...

e Alternatively, in Word 2010 or Word 2007, you can also start the macro
recorder from theDevelopertab. To start the macro recorder from
the Developer tab, in the Code group, clickRecord Macro.

e If you are using Word 2010 and the Developer tab is not shown, on
the File tab, click Options. Then in the Word Options dialog box,
click Customize Ribbon, under Customize the Ribbonselect
the Developer check box, and click OK.

e If you are using Word 2007 and the Developer tab is not shown, click the
Microsoft Office Button, click Word Options, click Popular, and under Top
options for working with Word, select theShow Developer tab in the
Ribbon check box.

’Egn\ [ s ¥ Docurmentl - Micrc
_ﬂ Home Insert Page Layout References Mailings Review View Dreveloper
,flRemrd Macro — Design Mode E Schema
ﬁ j Pause Recording Aﬂﬁali—lﬁ Iﬁ’3:.'+'.*: E'.=':":".='.:' —?ﬁ
hél::iil Maeros i"-.lrﬂacrn Security SE j '33 '%v EGrnup B Structure <.{_1'_>| Expansion Packs DErci,t:-,Ztnt
Code Controls XhL Protect

To do this in Word 2003, on the Tools menu, point to Macro, and then click Record
New Macro.

¢ In the Record Macro dialog box, in the Macro name box, replace the default
name of the macro by a meaningful name, such as ReverseLetters.
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Record Macro =

Macro name:
Maao2

Assign macro to

Button Keyboard

Store macro in:
All Documents (Mormal, dotm) |E|

Ty

Description:

e Click the Keyboard button.

¢ Inthe Commands box, verify that the name of the macro that you are creating
is selected.

e In the Press new shortcut key box, press Shift+Backspace or a different

key or press key sequence that you want to use, and then click Assign.

In the Store macro in box, leave the default setting.

Click Close to start recording the macro.

Press Shift+Left.

Press Ctrl+X.

Press Left.

Press Ctrl+V.

Press Right.

Stop the recording of the macro.

e To do this in Word 2010 or Word 2007, on the View tab, click the lower part of
the Macrosbotton, and then click Stop Recording.

View Developer
"}i _J]OnePage _.—_tl j 1 View Side by Side .:|
----- L @TwoPages — 1; Synchronous Scrolling =
jom  100% . Mew Arrange Split | ) Switch | [Macros|
=] Page Width || window Al #4 Reset Window Position | Windows = -
Zoom Window f; View Macros

@ | Stop Recording

| 1@ Pause Recording

e Alternatively, in Word 2010 or Word 2007, on the Developertab, in
the Code group, click Stop Recording.

(D) 9-0 )
2)

Home Insert Page La

ﬁ .:| A Stop Recording

—2 1@ Pause Recording
Wisual Macros
Basic I\ Macro Security

Code

To do this in Word 2003, on the Stop Recording toolbar, click the Stop
Recording button (&).
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Your new macro is how ready to use at any time by pressing Shift+Backspace. You
can test it by reversing any two letters as you type any word, stopping after the
reversed letters, and pressing Shift+Backspace. You can now
press Shift+Backspace anywhere in a document to switch the order of the last two
characters before the cursor.

Note. If the name that you assign to a macro is identical to the name of a built-in Word
command, the actions defined in your macro will replace the actions of the built-in
Word command. To view a list of the names of the built-in Word commands,
press Alt+F8, and in the Macros in drop-down list, select Word Commands.

Modifying an Existing Macro

The recorded version of the ReverselLetters macro uses the clipboard to store a letter.
If you do not want the ReverselLetters macro to change the clipboard contents, you
can replace the recorded version of this macro by the following manually revised
version, which copies the second of the characters that were typed in the wrong order
to a String variable instead of the clipboard.

Sub ReverselLetters()

" Macro that reverses the order of the last two
characters

" before the cursor.

Dim myChar As String

Selection.MoveLeft Unit:=wdCharacter, Count:=1,
Extend:=wdExtend

myChar = Selection.Text

Selection.Delete

Selection.MovelLeft Unit:=wdCharacter, Count:=

Selection.TypeText myChar

Selection.MoveRight Unit:=wdCharacter, Count:=1
End Sub

You can use the following procedure for modifying an existing macro that is stored in
the default global template to replace the recorded version of the ReverselLetters
macro by the manually revised version.

To replace the code of an existing macro by a revised version

e In your browser, select the code of the revised version of the macro after the
first line, which contains the word Sub and the name of the macro, to end of
the line containing End Sub, and then press Ctrl+C.

Note that the first line of the macro is not copied together with the rest of the
macro because replacing this line in the recorded macro would delete the
keyboard shortcut that you defined.

e Inany Word document, press Alt+F8.

¢ In the Macros dialog box, under Macro name, select the name of the macro
that you want to modify and click Edit.

¢ In the Visual Basic Editor, select the code of the macro after the first line,
which contains the wordSub and the name of the macro, to end of the line
containing End Sub.

e Press Ctrl+V.

e Press Ctrl+S to save your changes and close (or minimize) the Visual Basic
Editor.

It should be mentioned here that a macro may contain code which instructs Word to
repeat an action until a certain condition is met. Such code is called a loop. If the
circumstances are such that the condition is never fulfilled, Word will continue to
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execute the code within the loop indefinitely and will appear to hang. If Word appears
to hang while you are running a macro, you can stop the execution of the macro by
pressingCtrl+Break and then clicking End.

Renaming, Deleting, and Copying Macros

As you continue to use macros, you may want to rename a macro, delete a macro, or
copy macros to a template. The following procedures describe the steps needed to
perform these tasks.

To rename a macro

e Inany Word document, press Alt+F8.

e In the Macros dialog box, in the Macros in drop-down list, select the
applicable template or document.

e |In the Macro name box, select the name of the macro that you want to
change and click Edit.

e |n the Visual Basic Editor, in the first line of the macro, which begins with the
word Sub, change the existing nhame to the new name, but do not remove the
word Sub or the pair of parentheses at the end of the line.

o Press Ctrl+S to save your changes and close (or minimize) the Visual Basic
Editor.

To delete a macro

In any Word document, press Alt+F8.
In the Macros dialog box, in the Macros in drop-down list, select the
applicable template or document.
e Inthe Macro name box, select the name of the macro that you want to delete.
e Click Delete.

By default, the macros that you create in Word are stored in the
NewMacros module of the default global template, which is Normal.dotm in
Word 2007 or Normal.dot in earilier versions of Word. Macros can be stored in a
template or in a document. Macros stored in the default global template are always
available and can be run from any document. Macros stored in a document are
available only when the document is active. To distribute macros to other users, copy
the module containing them to a template that you created, distribute the template file,
and instruct them to install the template in their templates folder. The macros will be
available whenever a document based the template is the active document.
Alternatively, you can instruct them to install the template in the Word Startup folder.
To determine the location of these folders in Word 2007, click the Microsoft Office
Button, click Word Options, click Advanced, scroll down to the General section, and
click File Locations. In Word 2003, on the Tools menu, click Options, and then in the
Options dialog box, click the File Locations tab. A template that is stored in the Word
Startup folder is a global template or an add-in. The macros in templates that are in the
Word Startup folder can be called from any document.

[ 7.4 GRAPHS / CHARTS _—

Graphs and charts help readers understand complex figures by presenting those
numbers in a concise, visual format. Effective graphs work in conjunction with the
narrative and can be dynamic presentation tools. If you want to learn how to add a
graph to Microsoft Word, follow these guidelines.

7.4.1 Steps

1. Determine where you want to insert a graph into your text. You want your graph
adjacent to the section of the corresponding narrative. This allows the reader to easily
scan the graph and search the accompanying type for further details. Ideally, the
cogent text will wrap around the chart.
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2. Insert a graph inside the Word document. Set your cursor inside the section of
text that corresponds to the graph you'll be adding.
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e At the top of the document, click the "Insert" menu.
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¢ Find the "Object" menu on the right side of the toolbar and click it.
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¢ A new Object window will open. Under the "Create New [1" tab, scroll down to
Microsoft Graph Chart. Make sure it is highlighted, and click "OK."

Object =)

Object type:

Adobe Acrobat Document -
Adobe Acobat PDFXML Document

Adobe Acrobat Security Settings Document =]

Microsoft Office Excel 97-2003 Workshest
Micrasoft Office Excel Binary Worksheet = | 7] Dusplgy as icon
Result

E Inserts a new Microsoft Graph Chart object into

your document.
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3. Turn an Excel Spreadsheet into a Microsoft Graph Chart. If you want to turn a
spreadsheet into a chart you can use inside a Word document, the process is simple.
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o Select the Excel Spreadsheet so that it is highlighted and copy it by clicking
"Ctrl+C." Mac users click "Cmmd+C."
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e |nthe Word document, click where you want the chart to appear.
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o Paste the spreadsheet into the document by holding down the Ctrl key and
hitting "V."
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e With your cursor next to the data, click "Paste Options." To input the
spreadsheet as a Word table, click "Keep Source Formatting." The chart will
look like it did in Excel. Click "Match Destination Table Style" if you want the
new graph to look like others you're using in the document.
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4. Manipulate data inside the chart you created. The sample graph in most editions
of Microsoft Word lists quarterly figures for 3 different entities: East, North and West.
Changing data inside a Microsoft Graph Chart can be done easily.
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e Change figures: To change the numbers in a Microsoft Graph Chart, simply
click inside the appropriate cell and make sure it contains a bold border. Type

in the new numbers and hit Enter. Both the figure and the bar on the graph will
change.
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e Change keys: To change the information in the chart's key, click the cell you

want to update and type in the new information. The new name you typed in
will have a corresponding color.
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e Add items: If you need to expand the number of entries in your chart, type a
name into the next cell under the current names and hit "Enter.” The new entry
automatically is added to the graph key and gets a color-coded bar. Add the
entry's figures in the appropriate cells to complete the graph.
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o Delete items: To delete an entire row in a Microsoft Graph Chart, click on the
number at the left of the datasheet and press "Delete" on your keyboard. To

delete a column, click on the corresponding letter at the top of the chart and
click the "Delete" key.
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e Change bar colors: Place your cursor over the bar you want to change and
double-click it. The Format Data Series window will open with a complete color
palette. Select the new color you want and click "OK." You also can change
the shape of the bars and the spacing between them from in this window.
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5. Adjust the chart position and dimensions: Word automatically changes the

proportions of your graph based on the changes you make. Moving a graph within text
can be done 1 of 2 ways:
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e Moving a graph manually: Click on the graph. To change the height or width
of the chart, move your cursor over 1 of its 8 sizing dots. When the cursor
changes to a pointer, drag the cursor in the direction you want to resize the
chart. A marquee will appear. When you're satisfied with the new shape,
release and the chart will be resized proportionally.
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e Positioning a graph automatically: From the Page Layout menu, click the
chart. Go to Position and select the option you desire. As you roll your cursor
over each presentation, the graph will change position inside the document to
give you a preview of how it will look. By clicking a particular option, you set
the chart position inside the text.

Office Automation / 186




@E R Poa1om il & W rench: Warel SR Taiva Yook | ! !

bape  ies | dapeimons | Balewnors g Gedew  vew | Disg umes

T g P e T e
BE GO 520 % Er HondRia
i o i« = =

s et 4

¥ oG larg Ak i &
W Hheusane - Color- Sorman B MgeE A Dl fmanm joe o - iuz:-lmr_*:-*“::-?_ e M
Figt Scta L R Farngin U] L e

Visitinmaxfilm bl com!?

+
-

W
cENEREEZZY

Lui 1 Trd Dr Sedl O Aib e

Wrapping text around a graph: To wrap text around a chart, select the graph
from the Page Layout menu. From the Position dropdown, select More Layout
Options. The Layout window will open. Choose the "Text Wrapping" tab and
input the values for the Distance around Text.
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7.4.2 Create a chart from a Word table

Create a table in Word, with text labels in the top row and left column, and
numbers in other cells.

Click in the table.

On the Table menu, point to Select, and then click Table.

On the Insert menu, click Object, and then click the Create New tab.

In the Object type box, double-click Microsoft Graph Chart.

Word displays a chart with the information from the table you created. The
data associated with the chart is in a table called a datasheet.
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You can edit the data in the chart by clicking a cell on the datasheet and
revising the entry.

6. To return to Word, click the Word document.

7.4.3 Change the chart to another chart type

Use these steps to change the chart to another chart type, such as a pie chart or a bar
chart.

1. Onthe Chart menu, click Chart Type.
2. Choose a chart type from the options on the Standard Types and Custom

Types tabs.

7.4.4 Get Help about charts/ Graphs

For more information about working with charts — for example, how to add data
labels, change the scale of the value axis, or troubleshoot charts — use the following
procedure to see Microsoft Excel Help or Microsoft Graph Help. To work with charts
created in Graph or Excel, you must have Graph or Excel installed.

1. In Word, double-click the chart.

2. The menus and toolbars change to show the Graph or Excel menus and
buttons.
3. On the Help menu, click Microsoft Graph Help or Microsoft Excel Help.

7.3 & 7.4 Check your Progress
a) Fill in the Blanks.

1. The code of a macro can be copied as text from a reliable trustworthy source
and added to the ......................... module of a template, from which it will
always be available.

2. Click Disable all macros except ........ccccoveveevinnnns macros if you have already
trusted the publisher.

3. Effective graphs work in conjunction with the narrative and can be
......................... presentation tools.

b) Answer the following.

1. Enlist the steps involved in enabling Macros in a word document?

2. What is the procedure of converting an Excel Spreadsheet into a Microsoft
Graph Chart?
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. 7.5 SUMMARY -

In this chapter we have discussed about the step by step method of using Mail merge,
Macros and Graphs/charts in word.

Mail merge techniques allow you to create a document which combines repetitive text
elements with data drawn from an external data document. To perform mail merge,
you'll need the following:

e Atemplate (previously created, or generated during the merge)
e Arecipient list or data source (created during the merge. or an existing file)

Word will then create a new document by inserting the data from your data source into
the structure of your template document.

A macro is typically a series of commands or instructions that are combined to form a
single command. Macros can save you time by letting you automate relatively simple
tasks that you need to perform often, as well as complex procedures that consist of
many steps. Macros can be powerful tools that can greatly reduce the time that you
will need to finish your work and can eliminate the need to remember all the steps in a
tedious procedure. Even if you know nothing about writing macros, you can create
macros by using the Macro Recorder, which records the steps that you perform and
translates them into macro code.

Graphs and charts help readers understand complex figures by presenting those
numbers in a concise, visual format. Effective graphs work in conjunction with the
narrative and can be dynamic presentation tools. If you want to learn how to add a
graph to Microsoft Word, follow these guidelines.

| 7.6 CHECK YOUR PROGRESS — ANSWERS B
7.1t0 7.2 a) Fill in the Blanks

1. Data source

2. Main document

3. Template
7.3to 7.4 a) Fill in the Blanks

1. NewMacros

2. Digitally signed

3. Dynamic

[ 7.7 QUESTIONS FOR SELF - STUDY .

Answer the following:
1. Write a short note on the application of the mail merge function.

2. Enlist the main steps provided in the mail merge process?
3. Write about the application of Macros in a word document.
4

Enlist the various methods of inserting Graphs / Chart in a word document.
Explain any one of them.
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Answer in one line:

1. Enlist three advanced word processing functions offered by Microsoft word
2007?

2. In the mail merge the unique information in each letter or label comes from
which source?

3. Enabling Macros in your word document is what kind of process?
4. Graphs and charts help the readers in which manner?

[ 7.8 SUGGESTED READINGS =

1. Using Microsoft Office Home and Student 2007

2. 2007 Microsoft® Office System Plain & Simple Office 2007 Bible

Qdga
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Keyboard shortcuts

Action Key Stroke

Open afile CTRL+O
New file CTRL+N
Close afile CTRL+W
Save As F12

Save CTRL+S or SHIFT+F12
Print Preview CTRL+F2
Print CTRL+P
Show/Hide paragraph symbols CTRL+*
Spelling and grammar F7

Help F1

Find CTRL+F
Replace CTRL+H

Go To CTRL+G
Select all - entire document CTRL+A
Select from cursor to beginning of line SHIFT+Home
Select from cursor to end of line SHIFT+END
Go to beginning of line HOME

Go to end of line END

Go to beginning of document CTRL+Home
Go to end of document CTRL+End
Cut CTRL+X
Copy CTRL+C
Paste CTRL+V
Undo CTRL+Z
Redo CTRL+Y
Format painter CTRL+SHIFT+C
Left alignment CTRL+L
Center alignment CTRL+E
Right alignment CTRL+R
Justified CTRL+J
Delete previous word CTRL+Backspace
Apply bulleted list CTRL+SHIFT+L
Indent CTRL+M
Page break CTRL+Enter
Font face CTRL+SHIFT+F
Font size CTRL+SHIFT+P
Bold CTRL+B
Italics CTRL+I
Underline CTRL+U

Double underline

CTRL+SHIFT+D

Word underline

CTRL+SHIFT+W

All caps CTRL+SHIFT+A
Change case SHIFT+F3
Subscript CTRL+=
Superscript CTRL+SHIFT+=
Make web hyperlink CTRL+K

Go to next cell Tab

Go to previous cell SHIFT+Tab

Go to beginning of column ALT+PageUp
Highlight to beginning of column ALT+SHIFT+PageUp
Go to end of column ALT+PageDown

Highlight to end of column

ALT+SHIFT+PageDown
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Go to beginning of row ALT+Home
Highlight to beginning of row ALT+SHIFT+Home
Go to end of row ALT+End
Highlight to end of row ALT+SHIFT+End
Column break CTRL+SHIFT+Enter
Copyright © ALT+CTRL+C
Date field ALT+SHIFT+D
Go to footnotes alt+CTRL+F
Show/Hide CTRL+SHIFT+8
Thesaurus SHIFT+F7

Note: A plus sign indicates that the keys need to be pressed at
the same time

Qaa
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CHAPTER 8

Beginning with Excel

] N
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— 8.0 OBJECTIVES —o—
After studying this chapter you will be able to,
- Describe Excel program of MS-Office 2007
- Discuss basic concepts of spreadsheets, cell, rows and columns
- Enter and edit data in a worksheet
- Create formulas in worksheets
- Rearrange worksheets which are already created
m— 8.1 INTRODUCTION —

Excel is one of the very advanced programs of Microsoft Office with the help
of which you can perform analysis of complex inter related columnar reports in
workspaces called as worksheets or spreadsheets. Worksheets are made up of
cells with array of rows and columns. Excel rows are generally identified with
numbers and the columns are identified with letters. The address of each cell is its
row and column label. eg. cell C8 would be the cell in the Cth i.e. third column
and 8th row. You can also create formulas called as equations in cells. A number
of formatting features are available to present your work in an attractive manner. A
Chart Wizard helps you to convert the data in your worksheet into pie charts, line
graphs, bar charts, 3-D charts, etc.

Remember that many of the formatting features offered by Windows can be used
in Excel in the same manner. Many commands are located in the same menus as they
are in Word. It is also easy to paste Excel data into Word or PowerPoint documents.
Let us now start off with our study of Excel basics.

[ 8.2 CREATING A WORKSHEET -

Start the Excel program. You can open the Excel program from the Start submenu

or click on the Excel shortcut on the desktop (if it is present). The worksheet will open.
You can use the PageSetup command from the Excel’s file menu for setting the page
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size, orientation, header and footer dimensions etc. In the beginning, while learning
Excel it would be a good idea to use the default settings of Excel. As you become an
expert in using Excel, you can set up your own pages as per your requirements. When you
open Excel the worksheet it will appear as follows:

The Title bar displays the name of the current workbook open.

The Menu bar is used to access the menus from which you select the various

Excel commands.

The Standard toolbar displays the buttons which you can use to perform the
commonly needed tasks.

The Formatting toolbar displays buttons and lists that can be used to change the
appearance of the data.

The reference area displays information about the current workbook cell. The Formula
bar is used to enter and edit data.

The cells are areas where you place data and formulas. The active cell is indicated by
a black outline.

The row heading and column heading help to identify cells.

The status bar displays information about the status of Excel and the system.

8.2.1 Selecting cells:

Before entering or editing cell contents or before formatting or moving cells, they
have to be selected. You can select cells with the help of keyboard or mouse. Remember you
can select a single cell or a group of cells.

Selecting cells with a Mouse:

* Click on a row number to select the whole row

* Point to the column’s heading to select the entire column
» Click and drag to select a specific range of cells.

* Click on the empty button at the top left corner of the workbook to select the
entire worksheet.

« If you wish to select non contiguous cells or group of cells, hold down the Ctrl key
and select.

Selecting cells with a keyboard :

If you have already selected a range of cells, press Shift+Spacebar to select the
entire row or rows in which the cells are located.

To select entire column press Ctrl+ Spacebar

Ctrl+Shift+Spacebar will select the entire worksheet.

In order to extend selections, in any direction you can hold down the Shift key and
press the appropriate arrow key.]
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8.1 & 8.2 Check Your Progress.
1. Fill in the blanks.

a) The ..o, of each cell is its row and column label.

b) Formulas are also called as ............ccceeevvvvvnnnnn. in Excel.

c) Clickon a ...ccccooeceeieniieeeninnnnns to select the whole row with the help of the
mouse.

d) To select the entire worksheet with the help of the keyboard press

2. Match the following

Column A Column B
a) Title bar (i) indicated by a black outline b) Formula bar
(ii) used to enter and edit data
c) Status bar (iii) displays information about current cell
d) active cell (iv) displays name of current open workbook
e) reference area (v) displays status of Excel and the system.

" J

L 8.3 ENTERING AND EDITING TEXT I

To enter the text in your worksheet, you should activate the cell where you wish to
insert the text. You can activate a cell by pointing to it and clicking it. As soon as the
cell is activated, you can begin typing. As you start typing, the text will appear in the
active cell, as well as in the Formula bar. When you press Enter, the text entry will be
complete and the text will be placed in the active cell. Press the Esc key to cancel the
text entry.

You can type upto 255 characters per cell.
Editing Text :

The Windows text editing features can be used to edit the text in the cells. If you
wish to edit an entry in a cell simply activate the cell and edit as you would normally do
with Windows commands.

Replacing Text : In order to replace a text, simply activate a cell then type the
new text and press Enter. The new text will replace the old text in the activated cell.

You can make use of the buttons in the Formatting tool bar to make your text bold,
change the Font, etc. The Format menu can also be used for additional choices of
formatting.

Text Boxes : You can also create text boxes and place them anywhere you
want in the worksheet. To create a text box, click the Text Box button. You make use of
the mouse to drag a box of the desired size. You can type your text in the box. Itis also
possible to rotate text in text boxes.

Comments (Text Notes) : Comments are used to hold notes which you do not
wish to display on your worksheets. These notes are attached to the cells and can be
viewed on screen. To create a comment, select the appropriate cell and then choose
insert Comment or press Shift + F2. A red dot appears in the top right corner of the cell
indicating that a note has been attached to this cell. Type the note and press Enter.
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The note gets attached to the cell. If you wish to display the note select the cell and
press Shift+F2. You can also print comments. For this purpose, open the Page Setup
Dialog box, click on the Sheet tab and select the Comment option box.

Undo and Repeat Commands : The Edit menu contains the Undo and Repeat
commands similar to those of Word. The Undo and Redo buttons are also available on
the Standard toolbar.

Entering and Formatting Numbers :

Numbers are often referred to as values in Excel. In addition to numbers you can
also enter the following symbols when typing numbers :

+-0,.$%Ee

Excel ignores the + sign in numeric entries. If you precede a number with the

-(minus) sign the number is considered to be negative. Excel also accepts numbers in
the scientific notation eg. 1.3E+5. When you enter dollar signs, percentages or commas,
Excel changes the format of the number.

If a number is too big to be properly displayed in its cell, Excel often displays a
series of pound signs (####H#HH) instead of the number. At other times, Excel shifts to
the scientific notation to display the number. Of course you can make the column wider
or use a shorter number format to overcome this situation.

Entering and Formatting Dates and Times:

Some of the common date and time formats are:
13/9/03

13-Sep-03

Sep 13, 2003

3:15 PM

3:15:26 PM

15:15:26

13/9/03 15:15

You can also create your own date formats.

Treating numbers as Text : Sometimes you may want Excel to treat numbers,
time entries or date like entries as text instead of numbers. In such a situation, precede the
entry with a (single quotation mark). This mark is not displayed or printed, but the
number entered after it would be treated as text entries.
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/8.3 Check Your Progress. N
1. Write True or False.
a) To enter text in your worksheet, you should activate the cell where you wish to

insert the text.
b) Comments cannot be printed.
c) It is not possible to treat numbers as text in Excel.
2. Fill in the blanks.

a) As you start typing, the text will appear inthe .............ccccooveeen. cell, as well as
in the ......coooceeiinn,
b) Numbers are referred to as ..........cceeeeeennn. in Excel.
c) If a number is too big to be properly displayed in its cell, Excel often
displays a series of ......cccccccvveeeeennnn. signs.
\ play g /
[ 8.4 FORMULAS T

Formulas are created when you wish to add columns of numbers, divide one
number by another, and such other computations. Usually, you will place the formula
in the cell where you wish to see the result. The formula is typed in the Formula bar.
The formula should start with the = sign. (The & sign can also be used).

8.4.1 To create a formula :

- Activate the cell where you wish to place the formula.

- Type the equal sign or the ampersand (&). This will tell Excel that you wish to
create a formula.

- Then type the formula eg. If you have activated cell C10 and wish to place
contents of C8+C9 into C10 then, type =C8 + C9 and press Enter. If you have
entered values in C8 and C9, then they will be added and the sum will appear
in cell C10.

8.4.2 Formula operators :

Excel operators are divided into four general catagories : arithmetic, comparison,
text and reference. Arithmetic operators are the most commonly used.

The standard arithmetic operators are :

+ Addition - Subtraction
* Multiplication / Division
% Percentage A Exponentiation

You can also make use of parenthesis along with these operators.

Comparison Operators : The comparison operators are :

= Equal <> Not equal to
>> Greater than >>= Greater than or equal to
<< Less than <<= Less than or equal to

8.4.3 Text operator : The only text operator in Excel is the ampersand (&). It
is used to combine text. eg. If you have the text “Good” in cell A10 and the text
“Morning” in cell A1l then, the formula =A10 & A1l would create the text string
“GoodMorning”.

8.4.4 Reference operators : Excel offers reference operators. The most common
reference is to a range of cells. eg. A1:C15 refers to cells Al, C15 and all cells in
between them. We shall study ranges later.
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@.4.1 to 8.4.4 Check Your Progress. \
1. Fill in the blanks.

a) A formula should start with the ...........ccccccceee. sign in Excel.

b) Excel operators are divided into four general categories namely .............. ,
............................ T UUPPPRRRY - | 1[0 BTSRRI

c) The text operator in Excel is the .........cccccevvvrinnnnnnnn.

d) The most common reference in Excel isto a .....ccccevvvvvvvviennnnnn. of cells.

N J

8.4.5 Referencing Cells : In many situations when creating formulas, you
may be required to refer to a single cell only. A single cell reference refers to a
specific cell. At other times you may be required to refer to range of cells eg. (C3
to C7 in the following example to find sum total of English subject.) You can specify
references by clicking or dragging with your mouse. Alternatively you can directly type
references into formulas as C3:C7. References can be absolute, relative or mixed.

s of Students in English and Maths with Total and Percent
English Maths  Total  ‘Percent @
BT
60 i
42
T

Student0

Some times you are required to specify an exact cell not only for the first
formula that you create but also for all others which will be modeled after it. eg. In
the above case, you want to find the sum of the marks obtained in English and
Maths then you include the cell addresses C3 and D3 in your addition. You can copy
the formula to effect the addition of marks of all the five students. (How to do to this
will be discussed later). At the moment, it is important to remember that Excel would
adjust the reference to C3 and D3. The first formula would work, but the others won'’t
since they refer to cells other than C3 and D3. To assure that formulas always refer
to a specific cell it is better to make an absolute reference. Absolute addresses use
the dollar sign ($) before both the row and column address. eg. to create an
absolute reference to cell D4, you should type $D$4. It is also possible to create
mixed references that point to a specific column and a relative row eg. $A4 or a
specific row and relative column eg.A$4.

It is also possible for you to edit the reference you have created. For this
purpose, type directly in a formula. Alternatively execute the following steps:

- Select the cell containing the formula to be changed.
- In the Formula bar, select the reference to be changed.

- Press F4 repeatedly, all the while watching the reference change till you get
the desired effect.

8.4.6 Changing Reference Style :

You know that by default, Excel uses letters for column references and
numbers for row references. It is however, possible for you to change the referencing
style. You can use numbers for both columns and rows as illustrated in the window
below. When you choose this option, the row references in the formulas must be
preceded by the letter R and the column references must be preceded by the letter
C.
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1 :Harl\s of Studenu in EngH:th and Maths with Total and anenl
= English  Maths Total Percent
L3 |StudentD? 45 &3 2] 49
A ]'StudﬂntIJE 46 &7 133 B6.5
5 | Studentl3 1] M 119 59.5
LB SwudontDA 42 43 3 o5
2 |Studertos 54 55 19 sas[—1
8
S Total 247 297

The steps to change the reference style are :

- Choose Tools|Options.

- Click on the General tab to bring it in view.

- Choose R1C1 on the Reference Style area of the dialog box.

- Click OK. Excel will adjust all the formula references automatically.

/8.4.5 & 8.4.6 Check Your Progress. \
1. Write True or False.
a) $D$2is an example of absolute reference.
b) It is also possible for you to edit the reference you have created.
C) The Tools|Options command can be used to change the
reference style.
@ References can be mixed in Excel. j

8.4.7 Copying Entries and Equations :

When you are creating large worksheets, it is very time consuming to type the
same values over and over. But in Excel, it is possible to achieve this with ease. Also
when you create similar formulas in different cells, sometimes the only things that
change in the formula are cell references. eg. As in our illustration we are adding the
marks of studentO1 which are in columns C3 and D3 and storing the result in E3, we
want a similar reference of C4, D4 and E4 for student02, C5, D5 and E5 for student05
and so on. All this can be achieved in Excel with the number of features available in
the program.

AutoFill : AutoFill is one tool which allows you to select cells of interest and
make relative copies of them in adjacent cells. AutoFill can also be used to copy
formulas. Highlight the cells of interest and then drag the fill outline using the square
handle (called the fill handle) at the bottom corner of the active cell outline. The pointer
changes into a large plus sign. As shown below, the student numbers have been filled
using the AutoFill command. You can notice that Excel has automatically incremented
the student number while executing AutoFill. If there are formulas, then Excel alters the
cell references appropriately so the formulas use the appropriate values from the

‘Maths

. English
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appropriate cells. This is possible because of relative referencing. You can see above,
that Excel has automatically used the relative cell referencing and calculated the total
as well as percentages for all marks entered. If however, you do not want the
relative referencing to work, then you should make use of absolute referencing in your
formulas.

Excel can also autofill days, months and years as well as time and
numbers.

@.4.7 Check Your Progress. )

1. Answer the following.
a) What are the uses of AutoFill?

B 8.5 REARRANGING WORKSHEETS |
8.5.1 Moving Cells :

In order to move cells, rows or columns you have to first select them and then
use the drag and drop technique. The steps are :

- Highlight the cells you want to move.
- Drag at their edges with the arrow shaped pointer.
- Release the mouse button to drop the selected items at the outlined position

- drag-and-drop warns you if you are overwriting non blank cells. Click OK
to replace the previous cell contents.

8.5.2 Copying cells :

To copy cells, select them and copy with the Edit|Copy command and then
paste with the Edit|Paste command. You can also copy with Ctrl+C and paste
with Ctrl+V. It is also possible to copy with drag and drop. Go through the following
steps

- Hold down the Ctrl key while dragging. The mouse pointer will have a small
plus sign next to it.

- When you release the mouse, the selected cells will be copied to a
new location.

- Excel will ask you to confirm the copy if it is going to cause over writing
in non blank cells. Click OK to confirm or Cancel to abort.

8.5.3 Sorting Cell data :

Groups of cells can be sorted in the ascending or descending order, using
upto three sort keys at once. The steps to be executed for sorting are:

- Select the rows and columns you wish to sort. You can include headings
in the sorting if you wish

- Choose Data|Sort

- Specify row or column sorting in the Sort Options dialog box. This box
is reached by Data|Sort|Options.
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Sort @

l ‘-’51 Add Level ” )( Delete Level ” 23 Copy Level ] i Dptions. .. [] My data has headers
L

| Column Sort On Order .

Sartby | Column D | |Values | |Smallest to Largest v |

Add level Levelz of zor

| |’ Cancel ]

- If you wish to use headings as sort keys, pick that option in the dialog box.
- Pick the first sorting key. Also specify whether sorting is to be done in the
ascending or descending order.

- If you need to have additional sorts, move to the next key box and repeat the
above process.

- This can be done upto three levels of sorting.
- Click OK.
You will now be able to view the sorted data.

8.5.4 Inserting Rows, Columns and Cells : Inserting Rows :

Select the entire row below the place where you want a new blank row. Then
choose Insert|Rows. A new blank row will be inserted. All the following rows will be
pushed down and renumbered. If you wish to insert multiple rows, select multiple rows
before using the Insert command.

Inserting Columns :

To insert a column point to the label of the column where you want the new
column to appear. Use the Insert|Column command. A new blank column will be
inserted. All the columns that follow will be pushed to the right and renamed. To insert
multiple columns, select multiple columns before using the Insert command.

Inserting Cells :

Highlight the area where you wish to insert new blank cells and then use the
command Insert|Cells. The Insert dialog box appears and asks you whether you want
to shift cells right or down or insert an entire row or column. You can enter your
selection.

8.5.5 Deleting Parts of a worksheet:

To delete unwanted rows, columns or cells use the Edit|Delete command. This
places them on the Clipboard. The space made by the deletion is also closed up.
Remember that deletion of rows, columns or cells can affect formulas.

8.5.6 Clearing parts of a worksheet: Clearing removes the contents but it does not
move the contents of the other cells to fill in the newly emptied space. Highlight the
cells you wish to clear and then press Del or use the Clear command from the Edit
menu.
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(8.5 Check Your Progress. )
1.

Fill in the blanks.
a) To move cells, rows or columns you have to first select them and then use the

............................ technique.
b) Groups of cells can be sorted using Upto ...........ccccevvvnneee sort keys at once.
C) To delete unwanted rows, columns or cells use the ............ccc......... command.
d) You should make use of the ...........cccccvvennennn. command from the Edit menu

to clear parts of a worksheet.

- /

[ 8.6 SUMMARY o

Excel is one of the very advanced programs of Microsoft Office with the help of
which you can perform analysis of complex inter related columnar reports in workspaces
called as worksheet or spreadsheets. Worksheets are made up of cells with array
of rows and columns. Excel rows are generally identified with numbers and the columns
are identified with letters. The address of each cell is its row and column label.

You can open the Excel program from the Start submenu or click on the Excel
shortcut on the desktop (if it is present). The worksheet will open. Before entering or
editing cell contents or before formatting or moving cells, they have to be selected. You
can select cells with the help of keyboard or mouse. Remember you can select a
single cell or a group of cells. Ctrl+Shift+Spacebar will select the entire worksheet.
In order to extend selections in any direction you can hold down the Shift key and
press the appropriate arrow key.

To enter the text in your worksheet, you should activate the cell where you wish
to insert the text. You can activate a cell by pointing to it and clicking it. As you start
typing, the text will appear in the active cell, as well as in the Formula bar. When you
press Enter, the text entry will be complete and the text will be placed in the active
cell. The Windows text editing features can be used to edit the text in the cells. In order

to replace a text, simply activate a cell then type the new text and press Enter. The
new text will replace the old text in the activated cell. You can make use of the buttons
in the Formatting tool bar to make your text bold, change the Font, etc. The Format
menu can also be used for additional choices of formatting. You can also create text
boxes and place them anywhere you want in the worksheet and type your text in the
box. It is also possible to rotate text in text boxes.

Comments are used to hold notes which you do not wish to display on your
worksheets. These notes are attached to the cells and can be viewed on screen. You
can also print comments.

The Edit menu contains the Undo and Repeat commands similar to those of
Word. The Undo and Redo buttons are also available on the Standard toolbar.

Numbers are often referred to as values in Excel. In addition to numbers you
can also enter the following symbols when typing numbers :
+-0,.$%Ee
Excel also accepts numbers in the scientific notation

Sometimes you may want Excel to treat numbers, time entries or date like
entries as text instead of numbers. In such a situation, precede the entry with a *
(single quotation mark). This mark is not displayed or printed, but the number entered
after it would be treated as text entries.

Formulas are created when you wish to add columns of numbers, divide one
number by another, and such other computations. The formula should start with the =
sign. Excel operators are divided into four general catagories : arithmetic, comparison,
text and reference. Arithmetic operators are the most commonly used.

In many situations when creating formulas, you may be required to refer to a
single cell only. A single cell reference refers to a specific cell. At other times you may
be required to refer to range of cells. You can specify references by clicking or dragging
with your mouse. Alternatively you can directly type references into formulas. References
can be absolute, relative or mixed.
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Sometimes you are required to specify an exact cell not only for the first formula
that you create but also for all others which will be modeled after it. To assure that
formulas always refer to a specific cell it is better to make an absolute reference.
Absolute addresses use the dollar sign ($) before both the row and column address.
It is also possible for you to edit the reference you have created.

By default, Excel uses letters for column references and numbers for row
references. It is however, possible for you to change the referencing style. You can use
numbers for both columns and rows.

AutoFill is one tool which allows you to select cells of interest and make relative
copies of them in adjacent cells. AutoFill can also be used to copy formulas. Highlight
the cells of interest and then drag the fill outline using the square handle (called the
fill handle) at the bottom corner of the active cell outline. The pointer changes into a
large plus sign. If there are formulas, then Excel alters the cell references appropriately
so the formulas use the appropriate values from the appropriate cells. This is possible
because of relative referencing. Excel can also autofill days, months and years as well
as time and numbers.

In order to move cells, rows or columns you have to first select them and then
use the drag and drop technique.

To copy cells, select them and copy with the Edit|Copy command and then
paste with the Edit|Paste command. You can also copy with Ctrl+C and paste with
Ctrl+V. It is also possible to copy with drag and drop.

Groups of cells can be sorted in the ascending or descending order, using upto
three sort keys at once.

To insert a new row, select the entire row below the place where you want a new
blank row. Then choose Insert|Rows. A new blank row will be inserted. To insert a
column point to the label of the column where you want the new column to appear. Use
the Insert|Column command. A new blank column will be inserted. To insert multiple

columns, select multiple columns before using the Insert command.

To insert new blank cells highlight the area where you wish to insert new blank
cells and then use the command InsertiCells.

To delete unwanted rows, columns or cells use the Edit|Delete command. Clearing
removes the contents but it does not move the contents of the other cells to fill in the
newly emptied space. Highlight the cells you wish to clear and then press Del or use
the Clear command from the Edit menu.

= 8.7 CHECK YOUR PROGRESS - ANSWERS =
8.1 & 82

1

a) address

b) equations

c) row number
d) Citrl+Shift+Spacebar

2.
a) - (iv)
b) - (ii)
c) - (V)
d) - (i)
e) — (iii)
8.3
1. a) True
b) False
c) False
2. a) active cell, Formula bar
b) values

c) pound (#)

Beginning with Excel /205



8.4.1 to 84.4

1. a)-=

b) arithmetic, comparison, text, reference
¢) ampersand (&)

d) range

845 & 846

1. a Trueb) True c) True d) True

8.4.7

1. a) AutoFill is one tool which allows you to select cells of interest and make
relative copies of them in adjacent cells. AutoFill can also be used to copy
formulas.

8.5
a) drag-and-drop
b) three
c) Edit|Delete
d) Clear
i 8.8 QUESTIONS FOR SELF-STUDY |
Q 1. Describe the various components of the Excel Worksheet.
Q 2. Write short notes on :
i) Selecting Cells in Excel
i) Entering and Editing Text
Q 3. Describe what are comments in Excel.

Q 4. What are Formulas in Excel? List the steps to create a Formula. Describe
the Formula operators of Excel.

Q 5. What do you understand by cell referencing? What is meant by absolute
and relative reference? Explain how to change reference style.

Q 6. Describe the following in brief:

i) AutoFill in Excel ii) Moving and copying cells
iif) Sorting Cell Data iv) Inserting Rows, Columns and Cells
V) Deleting parts of a worksheet vi) Clearing parts of a worksheet.
- 8.9 SUGGESTED READINGS i

2007 Microsoft Office System Step by Step by
Joyce Cox, Curtis Frye D., M. Dow Lambert Ill, Steve Lambert, John Pierce

Qaa
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CHAPTER 9

Formatting Features of Excel

9.0 Objectives

9.1 Introduction

9.2---Page Setup

9.3 Changing Column width & Rows Heights
9.3.1 Automatically-adjusting rows & ¢columns
9.3.2 -Dragging- to change row- & column-sizes

9.3.3 Using:submenu:commands
9.4 Styles

9.4.1-Applying stylées
9.4.2 -Creating styles
9.4.3 ‘Modifying styles
9.4.4 Format codes
9.4.5-Format Pointer
9.4.6 -Deleting: Styles
9.5 Using standard & formatting toolbar
9.5.1 A note about: Auto format
9.5.2-changing font size & Attributes
9.5.3 ‘Alignment
9.5.4 Centering Text across.columns
9.5.5-Changing Colors-& Shading
9.5.6 ‘Border Buttons:& Commands
9.6. Page Breaks
9.7 - Hiding rows-&-columns
9.8 -Using Names
9.9 7 Splitting Windows
9.10-Summary
9.11-Check Your Progress-Answers
9.12 Questions for Self = Study
9.13:Suggested Readings

L 9.0 OBJECTIVES .
After studying this chapter you will be able to -

- Describe the formatting features of Excel and apply them to change the appearance
of worksheets.

- State how to create and use styles.

- Discuss how to use of the standard and formatting toolbars.

- State methods for inserting page breaks, hiding rows and columns, splitting
windows, etc.

| 9.1 INTRODUCTION .

This chapter is devoted to the study of the formatting features in Excel. The
formatting features in Excel can be used to enhance the appearance of your worksheets.
Let us learn how to make use of the Standard toolbar ribbon, menus and the as well
as keyboard shortcuts to change the appearance of cells in our worksheets. W e shall
study how to insert and remove manual page breaks, apply existing styles as well as
create new styles, know how to use the Format Painter and many such features.

| 9.2 PAGE SETUP .

Execute the following steps to make your Page setup as per the requirements of
your project. This helps to see on the screen how the document will appear when
printed.
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- Choose Page Layout from menu.. The Page Setup dialog box will appear.

- As per your requirement make changes to the page size, orientation, margins
settings etc.

C 9.3 CHANGING COLUMN WIDTHS AND ROW HEIGHTS |

In this section let us study the number of ways in which we can adjust the
column widths and row heights in our Excel worksheets.

9.3.1 Automatically adjusting rows and columns:

Place the mouse pointer on or near the edge of a column label. The pointer
will change into a thick black bar with arrows pointing left and right. Double click and
the Best Fit feature of Excel will automatically make the left column wider or
narrower as required to accommodate the longest entry in that particular column. If
you select multiple columns before double clicking, then each selected column will
switch to its best fit.

Row heights automatically increase to accommodate the tallest character in a
row. You can also change single or multiple rows at the same time, with the same
technique as that applied for columns. Point to a row(s) label. This will change the
pointer to a thick horizontal bar with up and down pointing arrows. Double click and
a best fit will automatically apply to the selected row/rows. You can also use the
AutoFit choices on the Row and Column submenus of the Format menu.
Remember if you make changes to the cell contents later, then you may be required
to use the AutoFit again, since the column widths will not adjust automatically.

9.3.2 Dragging to change row and column sizes :

To make your own manual column width and row height changes, drag with
the pointers. Place the mouse pointer on or near the right edge of a row label. The
pointer changes into a thick black bar with arrows pointing left and right. When you
drag, a light line will be displayed which shows the column width, which will result
when you release the mouse button. Remember, if you have selected multiple
columns then the dragging technique will make all of them of the same width. Try
using the same technique of dragging to change the row height and study the
results.

9.3.3 Using Submenu commands :

The Row|Height and Column|Width are the choices available in the in the
right click on particular column or row. These enable you to specify row heights and
column widths. Column widths refer to the number of characters that will fit in the
cell, assuming that they are formatted in the Normal style. Row heights are
displayed and entered as points.
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(9.2 & 9.3 Check Your Progress. )
. Fill in the blanks.
a) The ..o, option is used to make changes to the page size,
orientation, margins settings etc.
b) Row heights automatically increase to accommodate the ..........cccccceovvenn..
character in a row.

c¢) The Row|Height and Column|Width are the choices available in the
command of the Format menu. /

| . 9.4 STYLES _ .

Styles are a collection of formatting decisions. These include a number of format,
alignment instructions, border specifications etc. Styles are stored with the worksheets
themselves. You can create new styles, edit existing styles and copy styles from other
worksheets also. Let us see how to do this in this section.

9.4.1 Applying Styles :
To apply an existing style go through the following steps :

- Select the cell or cells you wish to format.
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- Choose the Style option from the Format menu.
- Pick the desired style from the Style name list in the Style dialog box.
- Click on the name and click OK to apply the style.

The Normal style of Excel, displays and prints numbers using the General format which
is 10 point Sans-serif type, no borders and no shading. Remember you can
redefine this style also.

9.4.2 Creating Styles :

To create a style go through the following steps :
- Format the cell as per your liking.
- Keeping the cell active, choose Style from Excel’s Format menu.

- Type a new style name in the Style Name portion of the Style dialog box. Click the
Modify button to set these changes.

- Click OK to save the style. The new style will be added to the drop down list and will
be saved with your document.

9.4.3 Modifying Styles :

Go through the following steps to modify an existing style :
- Modify a cell which contains the style you wish to change.
- Choose Format|Style and open the Style dialog box.

- Click the drop down list button to display the drop down list and choose the old
style name from it. (You can also type the old style name)
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- Excel asks you to confirm whether you wish to modify the style based upon the
changes which you have made. Click Yes to redefine the style.

Remember when you redefine a style, all the cells which have been formatted with
that style will be redefined. With the Style dialog box, you can see which style
elements are used by the style eg. number formats, borders, patterns etc. You can
also change these style elements by selecting the Modify button.

64.1 to 9.4.3 Check Your Progress.

1. Write True or False.
a) Styles are stored with the worksheets themselves.
b) It is not possible to create your own styles in Excel.

C) W hen you redefine a style, all the cells which have been formatted with that style
will be redefined.
\

)

9.4.4 Format Codes :

Styles use format codes to determine how the numbers will appear. You can
however, apply format codes directly to the selected cells without using styles. You can
also alter existing format codes and create your own format codes.

Applying Format codes : A number of format codes are available in Excel, which
are organized by type. These are available from the Format Cells dialog box. These
codes can be used to format percentages, codes for currency etc. To apply a format
code:

- Select the cell or cells to be reformatted
- Choose Format|Cells (Ctrl+1 shortcut can also be used)
- Bring the Number tab forward by clicking on it.

- Click on the category to display the available format.

Format Cells @@

-r'-.l_lrnher ' Aligrireent Fonk Border Fill Prakecticn

Cakegory:

[General R
Mumber

Currency

Accounting General format cells have: no specific number Format.
Dake

Tirne

Percentage

Fraction

Scientific

Teaxt

Special

Qustomn

[ ox ] [ cancel |

- Double click on the format code you wish to apply. You can also click on its
name and then click the OK button.

- You may be required to reformat the columns if there are changes in the
numbers’ width.
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Creating and Modifying format codes :

- If you wish to apply format codes which are not offered by Excel, you can
execute the following steps :

- Select the cell or cells to be formatted.

- Choose the Format|Cells (Ctrl+1 shortcut).

- Bring the Number tab forward by clicking on Number tab.
- Click on Category to display the available format choices.
- You can now type your own text in the Type text box.

- After typing click OK. The new format code will be saved in the list. The
selected cells will be formatted with this new code.

9.4.5 Format Painter :

This is a feature which allows you to quickly copy a cell’s format and spread it
around elsewhere. The steps to use Format Painter are :

- Select the cell containing the desired format.
- Click on the Format Painter button. (It looks like a paintbrush).

- The mouse pointer changes into a cross and a paintbrush. Drag with it to select
the cells which you want to reformat.

- Release the mouse button. The cells will be reformatted. Adjust column widths
if necessary.

9.4.6 Deleting Styles :
To delete unwanted styles go through the following steps :
- Open the Style dialog box.

- If necessary, select the name of the style you want to delete from the drop down
Style Name list in the Style dialog box.

- Click the Delete button.

All cells formatted with the deleted style revert to the Normal style for the worksheet.

/9.4.4 to 9.4.6 Check Your Progress. \

1. Fill in the blanks.
=) use format codes to determine how the numbers will appear.

o) 1 allows you to quickly copy a cell’'s format and spread it

around elsewhere.

C) When you delete styles, all cells formatted with the deleted style revert to the
\ ........................... style for the worksheet. j

B 9.5 USING THE STANDARD AND FORMATTING TOOLBAR 1

Common formatting changes can be made from the Standard toolbar, from the
Formatting toolbar and with the help of the keyboard. You should select the cells you
wish to format before using these buttons and keyboard short cuts.

9.5.1 A note about AutoFormat:

Excel has the AutoFormat feature which uses Table Formats. These are predefined
collections of number formats, fonts, cell alignments, patterns, shading, column widths,
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row heights etc. which will auto format the cells you specify. However using the
AutoFormat feature is not in the scope of this course material. We shall study
manual formatting in the following sections.

9.5.2 Changing Font Sizes and Attributes :

You can use the Formatting toolbar to select the Font name and size. The Bold,
Italic and Underline buttons can be used to add these effects to your data. For more
advanced formatting options use the Font tab in the Format Cells dialog box.

9.5.3 Alignment :

Alignment buttons are available on the Standard and Formatting toolbars. The
Alignment tab in the Format Cells dialog box also offers a number of choices like
flushing the text left, right or center alignment. In this box also you can specify how
text and numbers will be positioned vertically within the selected cells. eg. The wrap
option can be used to wrap words to fit the width of columns. Text can also be
flipped with the orientation button.

9.5.4 Centering Text across columns :

In some situations it may be necessary to float the contents of a particular cell
across more than one column. To do so:

Format Cells

Border Fill Protection

Turmber ‘| Font

Text alignment Crientation
Horizonkal: e .

| Gemeral || Inds -

i

Werkical: o

éButtom v |

Text control +
] wirap tast ::D
[] shrink ko it :

[] Merge celis

¥ |Degrees

Right-to-left
Text direction:

| Cankext v

Ok l ’ Cancel

- Activate the cell which is to be floated.

- Drag to select adjacent cells in the columns you wish the text to float to.
- Click the Center Across Selection button on the Formatting toolbar. You can also
- Choose the Center Across Selection option in the Alignment tab of the Format

Cells dialog box. The text will center itself across the cells.

9.5.5 Changing Colors and Shading :

The Color button and the Text Color Button which are available on the Formatting
toolbar can be used to change the color of the selected text, cell shading etc. The
patterns tab in the Format Cells dialog box can also be used.
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9.5.6 Border Buttons and Commands :

Borders can be used to set apart the related worksheet sections and to emphasize
totals and subtotals. You can also use them to enhance the appearance of the worksheet
or simply for decoration. Borders can be created by using the buttons available on the
Formatting toolbar by going through the following steps :

- Select the cell or cells for which you wish to effect the border changes.

- To outline the selected text with borders on all sides, just click the Border button
arrow on the Formatting tool bar. The keyboard shortcut is Ctrl+Shift+&.

- Pick the desired border setting from the choices shown.

You can also construct custom borders in the Border tab of the Format Cells
dialog box. To do this the steps are:

- Select the cells.

- Open the Style dialog box and click Modify.

- Click the Border tab.

- Click to pick a border element (left, right etc.)

- Select the line type for the border from those available.

- Click OK to affect your selection.

Format Cells

Fil

| Number | Alignment | Font || Protection |

Line Fresets

Shyle:

Hone Cutling s

ol Texk
Calor:

Automatic B |

The selected border style can be applied by clicking the presets, preview diagram or the
buktans ahowe,

=18 l ’ Cancel
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@ Check Your Progress. \

1. List the ways in which you can do the following in Excel.
a) Change Font size and attribDULES :........ccccoiiuiiiiiiiiiiiiiieieeeeieie e e e e e
b) Apply Colors and Shading :..........ceeeeiiiiiiiiiiii e

C) (O =T 11T = 0] (0 = £

T 9.6 PAGE BREAKS 1

Page break decisions are made automatically in Excel. In case you wish to
insert manual page breaks, choose Set Page Break option from the Insert menu. Dark
dashed lines mark the new page breaks.

In order to remove page breaks activate the cell below and to the right of the
break lines and choose the Remove Page Break command on the Insert menu.

[ 9.7 HIDING ROWS AND COLUMNS il

In Excel, it is possible to hide rows and columns without destroying their contents
and then displaying them again whenever you wish to see or edit them. Let us see how
to do this.

To hide/unhide rows or columns using the Format menu :
- Select the row(s) or column(s) which you want to hide.

- Choose the Hide and Unhide command (whichever applicable) on the Format
menu’s Row and Column choices.

To hide/unhide rows or columns with the help of a mouse : To hide rows and
columns:

- Place the mouse pointer beneath the heading of the row(s) you want to hide.
- Point beneath the appropriate number at the left edge of the worksheet.

- The pointer will change its shape to indicate that it is possible to change the row
height.

- Drag upwards till the row(s) are so thin that they will disappear. The line which is
between the visible and invisible rows becomes darker than the rest. The row
numbers are also not consecutive.

Follow the same method to hide columns, and drag to the right on column letters.

To unhide rows and columns : Slowly move the pointer over the dark lines in row or
column labels. At some position, the dark bar between two arrow heads will split
indicating that you can drag the rows or columns back to a useful size. You can also
select the columns or rows to either side of the hidden column or row and then use
the Unhide button in the Column Width and Row Height dialog boxes.
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9.6 & 9.7 Check Your Progress.

1. Write True or False.
a) In Excel, it is possible to insert manual page breaks.
b) You cannot hide rows and columns with the help of a mouse in Excel.

L 9.8 USING NAMES .

In Excel you can name a range of cells, name formulas and so on. The name appears
in the Name box which is on the left side of the Formula bar. Named items are easy
to find with the Edit|Go To command or by using F5. You can define names yourself or
alternatively Excel also creates names for you by using the labels in your worksheets.
Names can be upto 255 characters long with the first character being an alphabet.

9.8.1 Creating Names :
Excel can create names of selected cells based on the row and column headings. For
this purpose :

- Select the cells you wish to name, alongwith their headings. -Choose Name from the
Insert menu.

- Choose Create from the submenu. The Create Names dialog box appears.

- Now choose the label locations which you wish to use as names. Excel will use
these labels to assign names automatically, modifying them if necessary.

9.8.2 Defining names by yourself:

If you wish to give names to selected cells manually, go through the following
steps :

- Select the cells you want to name.

- Choose the Name option from the Insert menu.

- Choose Define from the submenu.

- The Define Name dialog box appears.

- Excel will propose a name if it can. You can click OK to accept this proposed
name or type a name. Then click Add.

9.8.3 Seeing Named items :

In order to see what is included in a named item or range, pick a name from the
Name Box’s drop down list. Excel will select the named item or range in the
worksheet.

9.9 SPLITTING WINDOWS

Excel documents windows can be split into two or four separately scrollable
panes that make it easy to see different parts of your worksheet at the same time.
Let us see how to do this. There are two ways in which this can be achieved.

Using the Split Command :

Use the Split command on the View menu to create four panes in the
neighborhood of the active cell. You can see that each pane will have its own scroll
tools. To remove the split you can use the Remove Split command. This command
appears on Excel's Window menu whenever a window is split.

Splitting Windows with the help of a mouse :

Let us see how the panes can be split with the help of a mouse. In a single pane
worksheet, there are thick black lines just above the top of the vertical scroll arrow
and

Office Automation / 218



1 - m
37
e Homs Insart Page Layout Formulas Cata Raviaw View LhlsBits.com

J ] Ij 3 ¥ Formula Bar (S U Ers| = | [ '—:—J—i 1 Split
- ¥ Gridlines ¥ Headings N L =% — = =i
rmal| Page Page Break | Custom Full Zoom 100% Zcamfo Mew  Amrange Freere
Layoud Evi aw Viewss  Sereen Selection | Window  All  Panes -
Show/Hide Zoom

] E : G H [ J ||

L M . -N

to the right of the right horizontal scroll arrow. These are called as split boxes. You
can drag on either one or both in order to create panes. Double clicking on a split
pane will remove its panes.

.8 & 9.9 Check Your Progress. N

Answer the following.
a) How can you see named items in an Excel document?

[ 9.10 SUMMARY .

The formatting features in Excel can be used to enhance the appearance of your
worksheets. The Page Setup can be used to make changes to the page size, orientation,
margins settings etc.

The column widths and row heights in Excel worksheets can be adjusted
automatically, where row heights automatically increase to accommodate the tallest
character in a row. You can also change single or multiple rows at the same time. You
can also use the AutoFit choices on the Row and Column submenus of the Format
menu. To make your own manual column width and row height changes, drag with the
pointers. The Row|Height and Column|Width are the choices available in the in the
right click on particular column or row.. These enable you to specify row heights
andcolumn widths. Column widths refer to the number of characters that will fit in the
cell, assuming that they are formatted in the Normal style. Row heights are displayed
and entered as points.
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Styles are a collection of formatting decisions. These include a number of format,
alignment instructions, border specifications etc. Styles are stored with the worksheets
themselves. You can create new styles, edit existing styles and copy styles from other
worksheets also. The Normal style of Excel, displays and prints numbers using the
General format which is 10 point Sans-serif type, no borders and no shading. When
you redefine a style, all the cells which have been formatted with that style will be
redefined. With the Style dialog box, you can see which style elements are used by
the style. Styles use format codes to determine how the numbers will appear. You can
however, apply format codes directly to the selected cells without using styles. You can
also alter existing format codes and create your own format codes. Format Painter
is a feature which allows you to quickly copy a cell’'s format and spread it around
elsewhere.

Common formatting changes can be made from the Standard toolbar, from the
Formatting toolbar and with the help of the keyboard. You should select the cells you
wish to format before using these buttons and keyboard short cuts.

Excel has the AutoFormat feature which uses Table Formats. These are predefined
collections of number formats, fonts, cell alignments, patterns, shading, column widths,
row heights etc. which will autoformat the cells you specify.

You can use the Formatting toolbar to select the Font name and size. For more
advanced formatting options use the Font tab in the Format Cells dialog box. Alignment
buttons are available on the Standard and Formatting toolbars. The Alignment tab in the
Format Cells dialog box also offers a number of choices like flushing the text left, right
or center alignment. The wrap option can be used to wrap words to fit the width of
columns. Text can also be flipped with the orientation button. The Color button and the
Text Color Button which are available on the Formatting toolbar can be used to change
the color of the selected text, cell shading etc. The patterns tab in the Format Cells
dialog box can also be used.

Borders can be used to set apart the related worksheet sections and to emphasize
totals and subtotals. You can also use them to enhance the appearance of the worksheet
or simply for decoration. Borders can be created by using the buttons available on the
Formatting toolbar. You can also construct custom borders in the Border tab of the
Format Cells dialog box.

Page break decisions are made automatically in Excel. In case you wish to
insert manual page breaks, choose Set Page Break option from the Insert menu. Dark
dashed lines mark the new page breaks. In order to remove page breaks activate the
cell below and to the right of the break lines and choose the Remove Page Break
command on the Insert menu.

In Excel, it is possible to hide rows and columns without destroying their contents
and then displaying them again whenever you wish to see or edit them. You can hide/
unhide rows and columns using the Format menu, or with the help of a mouse.

In Excel you can name a range of cells, name formulas and so on. The name
appears in the Name box which is on the left side of the Formula bar. Named items
are easy to find with the Edit|Go To command or by using F5. You can define names
yourself or alternatively Excel also creates names for you by using the labels in your
worksheets. Names can be upto 255 characters long with the first character being an
alphabet.

In order to see what is included in a named item or range, pick a name from
the Name Box’s drop down list. Excel will select the name item or range in the
worksheet.

Excel documents windows can be split into two or four separately scrollable
panes that make it easy to see different parts of your worksheet at the same time.
There are two ways in which this can be achieved: Using the Split Command
and Splitting Windows with the help of a mouse.

Office Automation / 220



| 9.11 CHECK YOUR PROGRESS - ANSWERS -
9.2&9.3 1. a) File|Page Setup
b) tallest
¢) Row and Column
94.1 to 94.3 1. a) Trueb) Falsec) True
9.4.4 to 9.4.6 1 a) styles
b) Format Painter ¢) Normal
9.5
1 a) Change Font Sizes and Attributes : You can use the Formatting toolbar

to select the Font name and size. The Bold, Italic and Underline buttons
can be used to add these effects to your data. For more advanced
formatting options use the Font tab in the Format Cells dialog box.
b) Apply Colors and Shading : The Color button and the Text Color
Button which are available on the Formatting toolbar can be used to change
the color of the selected text, cell shading etc. The patterns tab in the Format
Cells dialog box can also be used.
c) To create Borders : Borders can be created by using the buttons
available on the Formatting toolbar You can also construct custom borders in
the Border tab of the Format Cells dialog box.

d) Align Text: Alignment buttons are available on the Standard and Formatting

toolbars. The Alignment tab in the Format Cells dialog box also offers a number of

choices like flushing the text left, right or center alignment.

9.6& 9.7

1

a) True

b) False

9.8 & 9.9 1

a) In order to see Named items or what is included in a named item or range,

pick a name from the Name Box’s drop down list.

b) The use of splitting Excel documents windows is that it makes it easy to see
different parts of your worksheet at the same time. Excel documents can be split
into two or four separately scrollable panes.

9.12 QUESTIONS FOR SELF - STUDY

Q 1. Describe in detail how to adjust row widths and column heights in Excel.
Q 2. What are styles in Excel? Describe how to apply styles, create styles and
modify styles in Excel.
Q 3. Write short notes on :
i) Format Painter in Excel
ii) Format Codes in Excel
iii) Hiding / Unhiding rows and columns in Excel
V) Names in Excel
Q 4. Write detailed note on :
i) Using the Standard and Formatting toolbar in Excel.
Q 5. What do you understand by splitting Windows in Excel? Describe the two ways
in which you can split windows.
[ 8.9 SUGGESTED READINGS i

2007 Microsoft Office System Step by Step by
Joyce Cox, Curtis Frye D., M. Dow Lambert lll, Steve Lambert, John Pierce

L2 & 2
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CHAPTER 10

Introduction to Functions, Charts and
Graphics
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10.2 - Functions-in-Excel
10.2.1 “Introduction
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10.2.4 -Commanly used functions

10.3: Charts in Excel
10.3.1-Chart Terminolagy
10.3.2: Creating: Charts with - Chart Wizard
10:3.3: Resizing & moving.:charis
10.3.4-Adding:chart notes: & arrows
10:3:5 -Editing:Charts
10:3.:6: Printing.Charts
10.3.7--Deleting:Charts
10.3.8 To set Default chart type
10:3.9: Overlying Charts

10.4 Graphics-in Excel
10:4:1 Creating: & PlacingGraphics: Objects
10.4.2: Positioning graphics.in worksheet
10:4.3:-Drawing: Lines & Shapes

10.5 Summary

10.6. Check Your Progress-Answers

10.7--Questions for Self ~:Study

10.8 Suggested Readings

— 10.0 OBJECTIVES -
After studying this chapter you will be able to -

e Describe the categories of functions and a few examples in each.
e Generate charts from our Excel documents.
e Explain chart modifications, resizing etc.
e State how to introduce graphics in Excel documents.
— 10.1 INTRODUCTION =

This chapter is devoted to the introduction of functions, charts and graphics in
Excel. Remember that a detailed study of each of these topics is not included
in this study material. These are advanced features of Excel, which the student
should study and master with continuous usage. A separate section each for
functions, charts and graphs is given, to provide a general idea of how to use
these features of Excel. Study them and use them to improve your expertise of
using Excel.

[l 10.2 FUNCTIONS IN EXCEL .

10.2.1 Introduction :
Functions are powerful tools that help to perform complex computations. The
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functions in Excel facilitate engineering computations, text manipulations etc.
There are two types of functions in Excel viz. worksheet functions and macro
functions . We shall attempt to gain an introduction to worksheet functions
only. Worksheet functions can be used by themselves as stand alone
formulas, or they can be built into more complex formulas which you create.

10.2.2 Parts of a function :

Functions consist of a function name and arguments. eg. SQRT(number); here
SQRT is the function name and number is the positive argument whose
square root would be computed with this function. It may so happen that some
functions do not need arguments. Some functions may have arguments which
are required alongwith optional arguments which may not be absolutely
necessary to execute that function. Multiple arguments should be separated by
commas. Functions can also take other functions as arguments eg. =
ROUND(SQRT(A2), 2). This would compute the square root of the contents of
A2 and then round the answer to two decimal places.

Worksheet functions have been divided into nine catagories viz. Database,
Date and Time, Financial, Information, Logical, Lookup and Reference,
Mathematical and Trignometric, Statistical and Text.

10.2.3 The Function Wizard :

The Function Wizard greatly simplifies the use of the functions. To use the
Function Wizard :
- Activate the cell where you want to paste the function.
- Begin the formula with the equal to (=) sign and place the insertion
point where you want to insert the function.
- Click the insert function button on the formula Menu bar.. The Wizard'’s
first step window appears as shown below:

Insert Function

Search for a Furckion:
5 vpe a brief description of what vou want to do and then click |

Cr select a category: | Most Recently Used |

Select a Function:
| ~
| BYERAGE
|\IF
|HYPERLIMK
| COUNT
| MAY
510 |
SUM{number 1, number2,...}
&dds all the numbers in a range of cells.

Help on this function [ a4 l [ Cancel ]

The functions as per the categories mentioned above are listed by the Wizard.
In addition it also shows the Most Recently Used and All options.

e Pick the category of your interest from this list. The list of functions for
that particular category are listed at the right. Scroll through the list to
select the desired function.
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The function name is displayed in the Name box on the Formula bar
and its name and arguments re shown near the bottom left corner of
the Paste Function dialog box.

Click OK. The second dialog box of the Wizard appears.

Function Argumants

3l

odds al tie nunbers na -ance of cells,

Furiila resul. =

| =lo or this Funckon 8 I Cencel |

Murnberl || [E—j i
Sunberz ._ [‘E';v"} =

Mumberl: nonberl,nurbar?, ... are 1 ko 2355 runbers o sure, Logical values and zaxt
areivired incells, induded 5 Lyped g arguner s,

You can now type directly in the entry boxes provided in this window.
Alternatively you can also make use of the mouse to point to cells
containing the data which you want to use as arguments.

As you are working, the Wizard shows the results of the calculation in
the

Value area at the top right corner of the dialog box.

Click OK once you have completed the formula. The Wizard now
pastes the function into the active cell and displays the results of the
current arguments in the cell. You can see the equation in the Formula
bar.

10.2.4 Commonly used functions :
Let us see some of the commonly used functions in Excel by category.

1.

Date and Time Functions : Some date and time functions are
available which return the current date and/or time. Other functions do
math in addition to just returning just date and time. eg. = NOW() is a
function which will display the current date, followed by the current
time, in the selected cell and then update the contents of the cell every
time the worksheet is recalculated. Different date and time types are
found in the Number tab of the Format Cells dialog box. There are a
number of ways in which Excel can display date and time.

Engineering Functions : These functions are available but they
require the

Analysis Toolbar add in macro to be installed on your system.

Financial Functions : An example of a financial function is PMT(). The
syntax of the function is PMT(rate,nper,pv, fv, type) where rate is the
interest rate per period, nper indicates the total number of payments,
pv is the present value i.e the total amount that the series of payments
is worth now, fv is the future value and type is either

0 or 1. Both these arguments are optional. If time is entered as 0 or
omitted then it indicates that payments will be made at the end of each
period. Entering a value 1 for type indicates that payments will be made
at the beginning of the period.
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Information Functions : An example of this type of function is
ISNONTEXT(). This function will tell your formula whether a cell entry is
not text. Such types of functions inspect the data and return
information.

Logical Functions : IF() is an example of logical function in Excel.

Lookup and Reference functions : They can be used to create
invoices that can look up and insert different unit prices based on the
guantities purchased. These functions can inspect rows, columns or
arrays.

Math and Trig:Function : SQRT () and SUM() are mathematical
functions. Math and Trig functions can refer to cell references, names
or plain numbers. RAND() is a function which produces evenly
distributed random numbers greater than or equal to 0 and less than 1,
each time Functions you recalculate.

Statistical Functions : A number of statistical functions are provided,
eg. AVDEV().

Text Functions : These functions are useful to manipulate or analyze
strings of text in cells, eg. CLEAN () is a function which removes all non
printable characters in a cell. UPPER () is a function which will convert
text to uppercase.

These functions were just provided as an introduction to the student. There is
a lot more to be studied in this area. This can be pursued by the student.
10.2 Check Your Progress.

(1. Fill in the blanks. )
a) Functions consist of a function name and ................ccccccvvuvnnnns
D) functions require the Analysis ToolPak add in macro
to be installed on your system.
(03 function will convert text to uppercase.
d) functions inspect the data and return information.
e) The Function ............ccccvvvvvvveennennn. greatly simplifies the use of the
functions.
2. Match the following.
Column A Column B
a) SQRT() () Text function
b) AVDEV() (i) Math and Trig function
c) IF() (iii) Information function
d) CLEAN() (iv) Logical function
e) ISNONTEXT() (v) Statistical function
N\ J
— 10.3 CHARTS IN EXCEL =

Excel helps you to create charts in two or three dimensions on the basis of the
data in your worksheet. Before actually starting to create charts let us first
familiarise ourselves with some terms related to charts in Excel.

10.3.1 Chart Terminology :

1. Chart Data Series : A chart data series is a collection of related values

that are plotted on the chart.
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10.3.2

8

Data Markers : Data markers are the bars, pie wedges, dots, pictures
etc. which are used to represent a particular data point i.e. a single
value in a series. When charts have more than one data series the
markers for each series usually took different.

Axes : An axis is a reference line denoting one of the dimensions of a
chart. Excel can plot upto three axes X, Y and Z. Normally the X-axis
runs horizontally from left to right, the Y-axis runs vertically from bottom
to top.

Category Names : These correspond to the worksheet labels for the
data which is being plotted along the X axis.

Chart Data Series Names : These usually correspond to worksheet
labels for the data being plotted on the Y-axis. Data series names are
usually displayed in a box (called a legend) alongside a sample of the
color, shade, or pattern used for each data series.

Tick Marks and Gridlines : Short lines which intersect an axis to
separate parts of a series scale or category are called tick marks. Grid
lines are optional. You can add gridlines using the Format|Select Grid
Lines option.

Chart Text: : The Chart Wizard automatically adds text for things like
charts and data labels. You can add your own text too.

Creating Charts with the Chart Wizard :
Let us now see how to use the Chart Wizard. There is a simple step

process and each step is explained herewith along with the windows that
appear for each step.

Start by creating a worksheet containing the data you wish to chart. Let

us use our sample document which we have already created for the students
and the marks obtained by them as an illustration. Next, select the data you
want to be included in your chart. Do not include any empty rows or columns.
Click on the Chart In insert menu. Then select the chart type as visible in
following figure.
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Your chart will be on the same sheet where you selected the data. Now by
right clicking on that chart you will get select data option which is used to
select another range etc.

§ Select Data Source

Chart data range: [
|—] [Esmtdﬂ Row fColumn I —J !
Legend Entries (Series) Horizontal (Category) Axis Labels
3 Add || % Edit 7< Remove | | @ I =% Edit
Series] 1
2
3
]
5
Hidden and Empty Cels | [ ok ]| camce |

If you want to change the Titles of Y,X-axis then click on the edit button on the
right pane of Select data sources figure. You can also change the chart type
by using following step:-

Right click on chart->select change chart type
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63.1 & 10.3.2 Check Your Progress. \

1. Explain the terms.

Q) Chart DAt SEHES ieuiiieiiiiiiiiiiieiiieee et e
o) I ©= 1 (= To [0 VA \\ =0 1=
C)  AXB S ittt e aaaaa s

2. Answer the following.

a) What does the first window of the Chart Wizard display?

10.3.3 Resizing and Moving charts :

Charts can be easily resized by dragging the little handles which surround the
selected chart. When you click in the chart it will be selected and handles will
appear.

10.3.4 Adding Charts Notes and Arrows :

Many times you may need to explain certain items on the chart. To do this you
can add notes and arrows in the chart.
¢ Adding Notes : For this purpose go through the following steps :

- Click on the Text button. (In the Drawing toolbar)

- Drag to create the outline of the text box of the desired size and
shape.

- Now you can type and edit the text.

- You can also resize or move the box by pointing to it and
clicking on any edge. Once you select it, you will get the familiar
eight handles which you can use for moving or resizing. Also
remember you can format the text to your liking with the text
related menu commands.
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o Drawing and Formatting arrows : To draw an arrow in the chart:
- Click on the Drawing button of the Standard toolbar.

- Click the Arrow button on the toolbar.

- The pointer will change into cross hairs. Point to the position
where you want the arrow to start and then drag to the ending
point.

- When you release the mouse button, the arrow will appear.

Remember you can reposition and/or change the length of the arrow. You can
also define arrow styles, colors, thickness etc. with the help of the Format
Object dialog box. To do this, you have to double click on the arrow.

10.3.5 Editing charts :
Let us see some of the editing options for charts in this section.

Changing the chart type and its formats : After you have created a chart,
you can change its type at any later time. Click on the chart type list of the
Chart toolbar. A palette of chart choices will appear. Select a new chart type of
your liking.

Changing the Data Series Ranges : To change the data series ranges select
a chart and click on the Chart Wizard button. Now in the window that appears
(the first window which appears when you create the chart with the Chart
Wizard) you can specify the new data range. You can go further to Step 2, to
change the appearance of the chart.

Selecting and Editing chart components : It is possible for you to edit only
specific parts of a chart like text, gridlines, shading used for markers etc. by
either single clicking or double clicking on them. To change the appearance of
the chart title, double click on it. The Format Object dialog box wiil open and
you can modify the appearance of the title. To edit the title contents, click to
select the object and then select the text by clicking on it. If you want to select
a data series, click on any marker in the series. You will then see a description
of the data series in your Formula bar. Here you can edit the series definition if
you so desire. You can also select a single data marker by holding down the
CTRL key while pointing. To select a gridline, click exactly on the gridline. You
can also select just the plot area by clicking in any part of the plot area which is
not occupied by things like gridlines or markers. To select an axis, simply click
on it. To select an entire chart, click anywhere outside of the plot area, but not
on items like titles or legends.

Changing Worksheet Values by Dragging Chart Parts : Create a worksheet
and the corresponding chart. Click once on the data marker you wish to resize.
Click again. The data marker you clicked upon will be selected. It will have
some small black selection markers. When you drag on the top center black
marker, you will be able to move that selected part of the chart and
automatically change the numbers in the corresponding worksheet cells.

Office Automation / 230



60.3.3 to 10.3.5 Check Your Progress. \

1. Write True or False.
a) It is possible to add arrows in charts with the help of the drawing
toolbar.
b) It is possible to select a single data marker in a chart.
@ The appearance of a chart title can be changed. J

10.3.6 Printing Charts :

By default, Excel will print all the charts. If you wish to display but not print an
embedded chart, then select the chart, remove the check mark from the Print
Object option which is available in the Properties tab of the Format Object
dialog box.

If a chart is a separate worksheet, it can be printed like any other Excel
worksheet. You can use the Page Setup and Print preview options before
printing. You can add headers, footers etc.

10.3.7 Deleting Charts : The simplest way to delete a chart is to select it and
the press the Del key. Separate chart worksheets can be deleted in the same
way as you would delete any Windows worksheet.

( )

10.3.6 & 10.3.7 Check Your Progress.

1. Answer the following.
a) How will you not print an embedded chart?

b) What are the ways to delete charts from the documents?

10.3.8 To Set the Default Chart type : By default the Chart Wizard command
normally creates new charts using the Column chart type and format 1. This is
also known as the preferred chart style. You can also define a different
preferred style. For this purpose, go through the following steps :

- Select a chart from the current worksheet which you would like
to be the default chart type.

- Right click on that chart.

- Select Chart Type.

- Choose the set Default Chart Type from the bottom button.
10.3.9 Overlaying charts : Sometimes you will want to overlay one kind of
chart on another. One easy method to do this is to choose the Combination
chart type. It creates two layers on the chart. It displays half of the layers as
bars and the other half as lines.
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10.3.8 t0 10.3.10 Check Your Progress.

1. Fillin the blanks.
a) By default the Chart Wizard command normally creates new charts using

the e, chart type.

b) chart type is an easy method to overlay one kind of chart
on another.

(03 I are used to plot the direction of data in a series.

— 10.4 GRAPHICS IN EXCEL -

Worksheets in Excel can include imported graphic images, items which you
draw yourself, text boxes, arrows etc. Graphics are mainly used to enhance
the appearance of your documents and also as an integral part of a
presentation.

(i) b =7 - -
d /
il Home Insert Fag=s Layout Formu
3 = 3 1 i
Jj | | el _Jl'f
PrvotTable Pictures CLlip Shzpes
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10.4.1 Creating and Placing Graphic objects :

Graphics can be placed anywhere in your worksheets. They can also be
moved, resized and restyled. You can import graphics from WordArt, ClipArt
gallery etc. by using the insert command. You can also paste parts of your
Excel worksheet into other types of documents. This means you can export
Excel Graphics.

Once you have inserted graphics in your worksheet the steps to resize it are :

- Select the graphic by pointing to it with your mouse.

- The handle appears which you can use to drag and resize the graphic.

- If you wish to change both the dimensions at the same time, drag the corner
handles.

10.4.2 Positioning Graphics in the Worksheet:

To move an object, simply select it and drag it with your mouse. To move
multiple items, SHIFT- click on each of them. You can then drag them all at
once with the mouse and release when you have placed them at the desired
position. You can also select graphics, copy or cut them to the Clipboard and
paste them elsewhere.
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10.4.3 Drawing Lines and Shapes :

The Drawing button on the Standard toolbar provides a number of tools which
will help you draw lines, squares, circles, etc.
10.4 Check Your Progress.

1. Write True or False.

a) Graphics in Excel can be exported.

b) You can insert pictures from the ClipArt gallery into Excel documents.
c) Multiple items cannot be moved at once in Excel.

— 10.5 SUMMARY —

Functions are powerful tools that help to perform complex computations. The
functions in Excel facilitate engineering computations, text manipulations etc.
There are two types of functions in Excel viz. worksheet functions and macro
functions. Functions consist of a function name and arguments. It may so
happen that some functions do not need arguments. Some functions may have
arguments which are required alongwith optional arguments which may not be
absolutely necessary to execute that function. Multiple arguments should be
separated by commas. Functions can also take other functions as arguments.
Worksheet functions have been divided into nine categories viz. Database,
Date and Time, Financial, Information, Logical, Lookup and Reference,
Mathematical and Trigonometric, Statistical and Text.

The Function Wizard greatly simplifies the use of the functions.

Charts : Excel helps you to create charts in two or three dimensions on the
basis of the data in your worksheet. A chart data series is a collection of
related values that are plotted on the chart. Data markers are the bars, pie
wedges, dots, pictures etc. which are used to represent a particular data point
i.e. a single value in a series. When charts have more than one data series,
the markers for each series usually look different. An axis is a reference line
denoting one of the dimensions of a chart. Excel can plot upto three axes X, Y
and Z. Normally the X-axis runs horizontally from left to right, the Y-axis runs
vertically from bottom to top.

Category Names correspond to the worksheet labels for the data which is
being plotted along the X axis. Chart Data Series Names correspond to
worksheet labels for the data being plotted on the Y-axis. Data series names
are usually displayed in a box (called a legend) alongside a sample of the
color, shade, or pattern used for each data series. Short lines which intersect
an axis to separate parts of a series scale or category are called tick marks.
Grid lines are optional. You can add gridlines using the Format|Select Grid
Lines option. The Chart Wizard automatically adds text for things like charts
and data labels. You can add your own text too.

Creating Charts with the Chart Wizard has some different step process. The
first window of the chart wizard appears and displays the various chart types
which are available and many formats for each of those types. The various
chart types included are column, bar, line, pie, doughnut, radar etc. The
second window shows you the range of the data to be charted i.e your source
data and you can alter the range if you so desire. The third window shows the
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formatting options which will be different for each chart type. You can add
chart titles for the chart itself as well as for its axes. The titles will appear in the
Sample Chart area as you type them. The final window of the wizard asks
where you wish to place your chart. Excel charts can be either an integral part
of your current worksheet or they can be separate chart worksheets in a
workbook which are linked to selected worksheet data. Normally the Chart
Wizard will create charts in your current worksheet only. If you wish to create a
separate chart worksheet select the As a new sheet option.

Charts can be easily resized by dragging the little handles which surround the
selected chart. Many times you may need to explain certain items on the chart.
To do this you can add notes and arrows in the chart. After you have created a
chart, you can change its type at any later time. To change the data series
ranges select a chart and click on the Chart Wizard button. Now in the window
that appears (the first window which appears when you create the chart with
the Chart Wizard) you can specify the new data range. It is possible for you to
edit only specific parts of a chart like text, gridlines, shading used for markers
etc. by either single clicking or double clicking on them.

By default, Excel will print all the charts. If you wish to display but not print an
embedded chart, then select the chart, remove the check mark from the Print
Object option which is available in the Properties tab of the Format Object
dialog box. The simplest way to delete a chart is to select it and the press the
Del key. You can use the Clear command on the Edit menu also. Separate
chart worksheets can be deleted in the same way as you would delete any
Windows worksheet.

By default the Chart Wizard command normally creates new charts using the
Column chart type and format 1. This is also known as the preferred chart
style. You can also define a different preferred style. Sometimes you will want
to overlay one kind of chart on another. One easy method to do this is to
choose the Combination chart type. It creates two layers on the chart. It
displays half of the layers as bars and the other half as lines. Trendlines are
used to plot the direction of data in a series, it is easy to add trendlines to
Excel bar, column, area and scatter chart types.

Worksheets in Excel can include imported graphic images, items which you
draw yourself, text boxes, arrows etc. Graphics are mainly used to enhance
the appearance of your documents and also as an integral part of a
presentation. Graphics can be placed anywhere in your worksheets. They can
also be moved, resized and restyled. You can import graphics from WordArt
ClipArt gallery etc. by using the Insert|Object command. You can also paste
parts of your Excel worksheet into other types of documents. This means you
can export Excel Graphics.

I 10.6 CHECK YOUR PROGRESS - ANSWERS il |

10.2

1. a)arguments
b) Engineering
c) UPPER()
d) Information
e) Wizard
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10.3.1& 10.3.2

10.3.3 to 10.35

10.3.6 & 10.3.7

10.3.8 to 10.3.10
1. a) Column
b) Combination
c) Trendlines

104

a)
b)
c)
d)
e)

1.

b)

- (ii)
- (V)
- (iv)
- (1)

- (i)

a) Chart Data Series : A chart data series is a
collection of related values that are plotted on the
chart.

Category Names : These correspond to the
worksheet labels for the data which is being
plotted along the X axis.

Axes : An axis is a reference line denoting one of
the dimensions of a chart. Excel can plot upto
three axes X, Y and Z. Normally the X-axis run
horizontally from left to right, the Y-axis runs
vertically from bottom to top.

a) The first window of the chart wizard displays the

various chart types which are available and many
formats for each of those types. The various
chart types included are column, bar, line, pie,
doughnut, radar etc.

b) There are two options to place charts : you can

place the chart in a new document or in the
current document. Normally the Chart Wizard will
create charts in your current worksheet only.

1. a) Trueb) Truec) True

a) In order to display but not print an embedded
chart, select the chart, remove the check mark
from the Print Object option which is available
in the Properties tab of the Format Object dialog
box.

b) The ways to delete a chart are : to select it
and the press the Del key. Alternatively using the
Clear command on the Edit menu.

1. a) Trueb) Truec) False

10.7 QUESTIONS FOR SELF - STUDY -

Q1. What is a junction in Excel? Describe the parts of a function.
Q 2. Explain how to use the Function Wizard in Excel.
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Q 3. Describe the commonly used functions in Excel.
Q.4. Describe the procedure to create charts using the Chart Wizard.
Q 5. Describe the commonly used terms related to charts in Excel.
Q 6. Write the steps to:
i) Add notes in Charts
ii) Drawing arrows in charts
ii) Setting the default chart type
iv) Creating Trendlines
Q 7. Write short notes on :
i) Selecting and editing chart components
i)  Graphics in Excel
i) Printing and deleting charts in Excel

iv)  Changing chart types and data series ranges

_ 10.8 SUGGESTED READINGS ]

2007 Microsoft Office System Step by Step by
Joyce Cox, Curtis Frye D., M. Dow Lambert Ill, Steve Lambert, John Pierce

L2 & 2
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o 11.0 OBJECTIVES T
After studying this chapter you will be able to -

- Describe the study of the PowerPoint

- State basic terminologies of PowerPoint

- Discuss the various views in PowerPoint

- Create presentations in PowerPoint

- Explain techniques to format text in PowerPoint

11.1 INTRODUCTION

With PowerPoint you can create, update and sort slide based professional looking
presentation materials. PowerPoint is a program which helps you to create :

- black and white or color overhead transparencies

- 35mm slides

- computer screen and video slide shows with special effects
- presentation files and printed meeting handouts

- detailed speaker notes

- printed and onscreen presentation outlines.

Remember that PowerPoint too, has many features and techniques that you have
been using with Word and Excel. When you have made a presentation in PowerPoint, it
is easy for you to practice your presentation at your desk before the actual presentation.

| 11.2 POWERPOINT TERMINOLOGIES I

Let us now familiarize ourselves with some common terms used in PowerPoint before
actually beginning to create slides :
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Slides : You can create and edit individual pages in PowerPoint. These are called
slides.

Speaker’s Notes : Speaker’s notes are usually printed on paper and they can be the
exact text of your speech, reminder notes, backup information etc.

Handouts : Handouts are paper copies of all or some of the slides to be given to the
audience. They can be one per page or be reduced so that three to six fit on a sheet
of paper.

Presentation Files : All of the PowerPoint slides for a particular project are kept in a
single PowerPoint file Called a presentation. The presentation file normally has a
extension .PPTX. A presentation file can have one or many slides. If you have recorded
sounds or added speaker’'s notes then these elements will also be stored in the
presentation file.

Masters : Master slides hold information that will appear on multiple slides in your
presentation. eg. If you want to put your company name, logo etc. on each slide then
you can add it to the master for that presentation.

It is also possible to create separate masters for handouts and speaker’s notes within
each presentation. PowerPoint itself has a variety of preprogrammed masters which you
can use. You can use them as they are, modify them or create your own masters.

Color Schemes : In PowerPoint, you can define your own rules for applying colors or
shades of gray to the various components of your presentation. You can specify the
background colors for a slide. The colors for the headings etc.

Templates : A PowerPoint template consists of a master and color scheme.ln
PowerPoint there are 160 predefined templates. To change the look of a presentation,
you can just apply a different template to an existing presentation. This will completely
change the appearance of the template.

Ribbons : Ribbons are located at the top of the page where Taskbar used to be in earlier
version. The ribbon displays all useful new commands and tools.

The table shown below will help you to learn the different ribbons and its uses.

Ribbons Uses

Home Editing options, Change the font, paragraph and heading style
Insert Inserts Header ,footer, Symbols, tables, links

Design Changes colors, font and effects, Background style & graphics
Animation Sets custom animation and slide transition

Slide show Views presentation , Rehearse timing and settings for slide show
Review Protects document

View Changes window layouts
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11.1 & 11.2 Check Your Progress.

1. Fill in blanks.
a) Individual pages in PowerPoint are called as ........c.ccccoeeeveeeeeeeenn.

o) slides hold information that will appear on multiple slides in
your presentation.

C) e are paper copies of all or some of the slides to be
given to the audience.

A J

[ 11.3 VIEWS .

Before actually beginning to create presentations, it is important to study the various
views offered by PowerPoint for entering, editing and previewing information. You can select
these views from the Standard toolbar. These views include :

- Slide view

- Slide Sorter view
- Notes Page view
- Slide Show view

You can also switch views by using the View menu or the view buttons at the bottom left
of the PowerPoint window.

Let us now obtain a brief information about these views.

Outline view : While in the outline view, you can easily rearrange individual items. You
can also collapse items in this view which can enable you to see just the headings or just
the names of each slide.

Slide View : The slide view shows how your finished slides will look. You can see the
background colors, shades etc. You can edit text and other slide elements while in the
Slide view. Use the PgUp and PgDn keys or the scroll bar to move from slide to slide.

Slide Sorter View : This view lets you see the thumbnails i.e reduced size slide images.
While in this view, you can drag slides and move them. You can also specify the types of
slide transitions in this view.

Notes Page View : This view is used to create and see notes. It shows a miniature slide
image and also provides the text area for presenter’s notes.

To enter a note :

Click in the text area beneath the slide. The box outline will change appearance. Type and
edit in the note box.

Slide Show View : The Slide Show View can be used to rehearse your presentation as
well as for actual video presentation of the slide shows. To leave the Slide Show View
you have to press Esc or choose End Show option from the pop up menu.

4 )

11.3 Check Your Progress.
1. Match the following.
Column A Column B
a) Outline view 0] used to rehearse presentation
b) SlideSorter View (ii) used to create and see notes
c) Notes Page View (iii) lets you see thumbnails of slides
d) Slide View (iv) shows how finished slides will look
e) Slide Show View W) used to rearrange items
- J
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| 11.4 CREATING PRESENTATIONS .

We can start the PowerPoint program in many ways eg. you can use New option
from the office Button. The A New presentation window will appear with Blank presentation
option.

11.4.1 Design Themes :

It is possible for you to manually change the background, type styles and other
design elements on the slides. However, if you wish to change the appearance of all the
slides the best way is to change the appearance of master slides. This will change the
design elements for all the slides in the presentation. You can do this using the design
Ribbon.

- Start with New presentation

- Click on Design menu bar to open design ribbon Design
- Choose appropriate theme .

- A number of design templates are available from which you can select a
template of your choice. Click on a template and you will be able to see a thumbnail of
the resulting look in the preview area. It will give you a general idea of how your
presentation will look with the selected template.

- Once you have selected the template of your choice click Apply.

- PowerPoint will switch back to your presentation and within a moment you will be
able to see one of your slides with the features of the applied template.

a )
11.4.1 Check Your Progress.

1. Write True or False.

a) Predefined templates are available for creating Sales presentations in
PowerPoint.

b) Changing the appearance of master slides will change the appearance of all
slides.

L J

11.4.2 Masters :

Masters make it easy for you to specify common design elements that you wish to
include throughout your presentation. Masters can contain elements like logos,
backgrounds, color schemes, date and time stampings etc. Each presentation has a
master for:

- Slides
- Outlines
- Handouts

- Speaker’s notes

There are a variety of predefined masters available in PowerPoint. They are
stored in templates. You can pick the master of your choice for each presentation. You
can even change to different masters after you have created your presentations. A
typical slide master is as shown below. It contains common elements for all slides or
projects.
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Remember that whatever changes you make to the master will affect all the
slides in your current presentation. You can however overrule master setting for individual
slides or printout pages. A master will typically include: Title text, Body text, Color
schemes, Background shading, Presentation title, Date Stamp, Time Stamp as shown in
the above slide.

Exiting Masters : To change data in a master:
- Open the presentation

- Select View|Master|Slide
- Make the necessary changes to the slide as per your requirement. Remember you

can also move items on the master as well as resize them. To

move an item, click on it to select it and then drag it with the mouse pointer. To resize
the master element, select it and then drag the black handles (which appear after
selecting it) to change the size and shape.

- View all the slides to see the effect of the changes.

11.4.4 Adding Slides :

You can add i.e. insert new slides while in the Outline, Slide or SlideSorter views.
The new slides can be created by inserting an AutoLayout. You can also insert slides
from other presentations. You can also insert elements from other programs like Word,
Excel etc. In this section let us see how to insert slides manually :
New slides are always inserted after the current slide. The steps are :
- Switch to the Slide, Slide Sorter or Outline view.
- Click to select the slide just before the point where you want the new slide.
- Choose Home | New Slide option.

If you are in Outline view, a new slide will be inserted which uses the same
layout as the preceding style. In the Slide view or the Slide Sorter view, you will be

presented with the New Slide Auto Layout dialog box. Select an Auto Layout and click
OK.

The new slide will be inserted and the slides following it will be renumbered.

11.4.2 & 11.4.3 Check Your Progress.

1. Answer the following.
a) What does a master slide typically include?
b) In which views can you add new slides?

11.4.4 Changing the Layout:

A number of slide layouts for common slide making tasks are provided by
Microsoft. There are a number of things which are common to most presentations like the
title slide, bulleted lists, charts etc.

To change the lay out slides
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- Open the presentation.
- click the home menu to display the ribbon

- select the Layout button from slide section
- Select from the Auto Layout choices the one you want and click OK.

(r Iy H -5 - Presentationl - Microsoft PowerPoint
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Twao Content Comparison Title Cnly

Elank Content with Picture with
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- Save your presentation after you have finished working with the new slide.
11.4.5 Deleting Slides :

To delete an unwanted slide, select it in any view and choose Home | Delete slide
option.

4 A

1144 & 11.45 Check Your Progress.

1. Answer the following.
a) What are the two options to automatically lay out new slides?

b) How will you delete an unwanted slide?
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[ 11.5 WORKING WITH TEXT |

11.5.1 Editing and Moving text:

In PowerPoint text is kept in title objects and body objects. These objects are
rectangular areas which are surrounded by nonprinting lines. To work with the text in an
object, first select the object and then the text within that object. You can work in Slide
view, Outline view or Note Pages view.

Inserting text : Point and click within an object. Move the insertion point to the place in
the text where you wish to insert new text and begin typing. Remember to keep text in a
particular slide limited. You can increase number of slides if required. If you insert too
much of text in a slide it may be too smaller making it difficult for the audience to read.

Inserting Bullet ltems : Place the insertion point where you want the new item and
press Enter. PowerPoint will automatically add a new line preceded by a bullet. If your
bulleted line insertion contains a large amount of text you may have to create additional
slides or format your bulleted items appropriately. This is because PowerPoint won't add
new pages to fit your items automatically if they tend to fall outside the body object.

Deleting Text : Select unwanted text and press Del.

Moving Text : If you have to reorganize multiple items it is best to work in the Outline
view. But for minor alternations within the same object you can work in the Slide view. Just
select the text and then drag and drop as you do in Microsoft Word. If you have to move
text to other objects, to other slides or to other presentations :

- Select the text to be moved

- Cut it

- Switch to the destination slide (if you want to place in a different slide).

- Select the title or body object where you want to place the text.

- Click to position the insertion point where you want to place the text and use
Paste.

11.5.2 Working in Outline View :

The Outline view is the best preferred view when you wish to make major
changes to the content of your text. Outline view allows you to see the entire text or just
the selected heading levels. You can change the order of slides by dragging them

from place to place. You can also move text around on its slide or move text from one
slide to another.

You can increase and decrease the amount of information which is displayed in the
Outline view. Click on the buttons on the left edge of the Outline view screen. To reveal
all the text, click on the Show All button. This will bring all the text back into view.

To expand or collapse the details for selected slides (or portions of the slides)
go through the following steps :

Select the slide or slides or the portions of slides as may be necessary.

- To expand i.e. reveal information in the selected area, use the Expand Selection button (+
sign).

PowerPoint will expand the selected area and you can see the additional details.

To collapse i.e. hide details, use the Collapse Selection option. (- sign)

Headings : In PowerPoint titles and headings can have different levels. Thus it
becomes very easy to create multilevel indented lists. At the top level is the slide title
itself. Remember different levels can have their own different appearances like font size,
colors etc.
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To move from one level to another:
- Select an item which you wish to promote or demote.

- Point at the left edge of the item. The mouse pointer changes to a four headed
arrow.
- Drag left to promote and drag right to demote the selected item.

- Avertical line will appear to show you the pending new level of the item being-dragged.
- Release the mouse button. The item will take its new indent level and appearance.

1151 & 11.5.2 Check Your progress.
1. Fill in the blanks.

a) In PowerPoint textis keptin title ............ccccceeeene and body .........cccoeeveeennnnen
b) To reorganize multiple items it is best to work inthe .......................... view.
c) At the top level of heading is the slide ...........ccccccceen.
(o) I o T means to reveal information in the selected area and
K 10 i means to hide details. )

11.5.3 Find and Replace text:

The Edit & Find command allows searching for text and with the Edit &
Replace command you can search for as well as change text.

To Replace Text : To replace all occurrences of a particular text:

- Save the presentation.

- Click the Office Button on the ribbon

- Enter the text which you want to replace in the Find What box.

- Enter the text with which you want to replace the text in the Replace With box.
- Choose the Match Case option to have exact replacement with case matching.
- Click Find Next. PowerPoint searches for a match.

- Click Replace to replace the first match found and then click Find Next to
continue. You can select the Replace All option to replace all occurrences.

Finding Text : In the Find dialog box in PowerPoint, there is also a Replace
button in case if you desire to replace the found text with the new text.

- Choose the Editing |Find option from Home menu

- Specify the text you want to find. You can also specify whether you wish to
match case or not.

- Use the Find Next button to find the matches or Close to quit the search.

- Make use of the Replace button to replace text if you so desire.

11.5.4 Text Formatting :

PowerPoint automatically chooses fonts, colors, character sizes etc. You can
however manually override these. Some of these options are examined in this section.

You can use the formatting toolbar buttons, the keyboard shortcuts, the Font
command options to change the font, font size etc.

Underline Text : To underline text, select the text and use the Formatting toolbar’s
Underline button or Ctrl+U shortcut.
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Font Colors : Use the Text Color button or right click on Text then select Font option and
the color list will appear in the dialog box. You can select the color of your choice.

Changing Case : You can use the Font| All caps command to change case of the
selected text. When you select this option, the dialog box appears which shows you a list
of available choices.

Line and Paragraph Spacing : It is possible to change the amount of space between
lines, space before and after paragraphs, in body objects and in title objects.

- Select the line(s) or the text object(s) you want to reformat

- Press right click button of mouse

- The Line Spacing dialog box will appear. Here you can specify new settings in either
number of lines or points.

- Click OK to make changes.

Copying Text Styles : There are two ways in which you can copy text formatting
: First is, use the Pick Up and Apply command which is available in the Format menu and
in the other use a toolbar button.

By using the Pick Up and Apply command :

- Select the text containing the formatting you wish to copy.
- Choose Pick Up Style from the Format menu.

- Select the text which you want to reformat.

- Choose Apply Text Style from the Format menu. The selected text will now be
reformatted.

By using the Format Painter toolbar button :

- Select the text containing the formatting you wish to copy.

- Click on the Format Painting toolbar button. The mouse pointer changes shape.
- Select the text which you want to reformat.

- The selected text will now be reformatted.

Selecting Bullets for Lists :

It is possible for you to use almost any character from any font as a bullet in the
bulleted lists. You can alter the size and color of bullets as well.

- Select the bulleted item you wish to modify.

- Choose Home Button from paragraph group select Bullets option.
This will open the Bullets dialog box.

- Choose the Font of your choice. You can click on individual symbols to see their
enlarged view.

- Change the color if you so desire.
- Preview the work, by clicking on the Preview button.

You can also set the size using the Size text box. Remember size of bullets is
specified as a percentage of the text size.

You click OK to save changes, cancel otherwise.
Aligning Text:

Text can be aligned either to right, left, and center or justified as you would do in Word.
The Alignment command in the Home Button menu can be used to align selected text.
You can also use the Left and Center toolbar buttons.
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(11.5.3 & 11.54 Check Your Progress. h

1. Write True or False.

a) In PowerPoint, it is not possible to have exact case matching while finding and
replacing text.

b) The Emboss option is available in the Font dialog box.

c) It is possible to use almost any character from any font as a bullet in the bulleted
lists.

d) The Pick Up and Apply command can be used for copying text formatting.

(& J

L L 11.6 SUMMARY .

With PowerPoint you can create, update and sort slide based professional looking
presentation materials. PowerPoint is a program which helps you to create black and
white overhead transparencies, color overhead transparencies, 35mm slides, computer
screen and video slide shows with special effects, presentation files and printed
meeting handouts, detailed speaker notes, printed and onscreen presentation outlines.

You can create and edit individual pages in PowerPoint. These are called slides.
Speaker’s notes are usually printed on paper and they can be the exact text of your
speech, reminder notes, backup information etc. Handouts are paper copies of all or

some of the slides to be given to the audience. All of the PowerPoint slides for a
particular project are kept in a single PowerPoint file called a presentation. The
presentation file normally has a extension .PPT. A presentation file can have one or
many slides. If you have recorded sounds or added speaker’s notes then these elements will
also be stored in the presentation file.

Master slides hold information that will appear on multiple slides in your
presentation.

Various views are offered by PowerPoint for entering, editing and previewing
information. Outline view : While in the outline view, you can easily rearrange individual
items.

Slide View : The slide view shows how your finished slides will look. You can see
the background colors, shades etc.

Slide Sorter View : This view lets you see the thumbnails i.e reduced size slide
images.

Notes Page View : This view is used to create and see notes. It shows a
miniature slide image and also provides the text area for presenter's notes. Slide

Show View : The Slide Show View can be used to rehearse your presentation as well as
for actual video presentation of the slide shows.

L 11.7 CHECK YOUR PROGRESS - ANSWERS -

111 & 112 1. a) slides

b) master

c) Handouts
11.3 1. a) -(v)

b) - (iii)

c) (i

d -

e) -
114.1&11.4.2 1. a) True

b) True
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11.4.3 & 1144 1. a) Master slides typically contain elements like logos,
backgrounds, color schemes, date and time stampings
etc.

b) You can add i.e. insert new slides in the Outline view,
Slide view or SlideSorter view.

1145&11.45 1. a) To automatically lay out slides there are two
options : If you insert a new slide in the Slide and
Slide Sorter views, the New Slide dialog box will
automatically appear. In the second method, you
can call for the Slide Layout dialog box from the
Format|Slide Layout option while in the Slide view.

b) To delete an unwanted slide, select it in any view
and choose Edit|Delete slide option.

1151& 1152 1. a) Objects, objects
b) Outline
C) title

d) expand, collapse

1153 & 1154 1. a) Falseb) Truec) Trued) True

[ 11.8 QUESTIONS FOR SELF — STUDY i

Q 1. What are the uses of PowerPoint?
Q 2. Describe the various terms used in powerPoint.
Q 3. Write notes on :
i) Views in PowerPoint
if) Design Templates in PowerPoint
iii) Masters in PowerPoint
iv) AutoLayout feature of PowerPoint
Q 4. Describe how to create presentations in PowerPoint.

Q 5. What are the various ways to add slides in PowerPoint? List the steps to insert
slides.

Q 6. How will you copy text formatting in PowerPoint?
Q 7. List the steps to :

i) Adjust line and paragraph spacing

i) Replace fonts

iif) Replace text

[ 11.9 SUGGESTED READINGS |

2007 Microsoft Office System Step by Step by
Joyce Cox, Curtis Frye D., M. Dow Lambert lll, Steve Lambert, John Pierce

L2 2 4
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CHAPTER 12

Graphics and Multimedia in PowerPoint

12.0----Objectives
12.1Introduction
12.2---Impofrting-Images

12.3 - -Inserting Sounds

124 ..Inserting Videos
12.5:-:Inserting Photos

12.6 -.--Drawing-in-PowerPaint

12.7::...8lideshow
12.7.1 Manually advancing slides

12.8 Transition
12.8.1 Transition
12:8:2 "Automatically ‘advancing:slides
12.8.3 Running a presentation
12.8.4 Changing slide timings
12.9- - -Summary
12:10 - Checkiyour progress -Answers

12:11-Questions: forself study
12.12 --Suggested-Readings

[ 12.0 OBJECTIVES .

After studying chapter you will be able to -

- Discuss graphic and multimedia in PowerPoint.

- Import images and draw images.

- Insert photos in presentations.

- State how to insert video and sound in presentations.
- A desktop slide show.

- Describe what transitions are.

- Explain how to change sequence of showing slides.

- State how to print the presentation elements.

[ 12.1 INTRODUCTION .

In PowerPoint you can include graphic created with other programs like AutoCAD, Clip art
from the Clip Art Gallery, CorelDraw, scanned Images, Excel charts, .jpg images, TIF
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images etc. You can also create your own drawings and insert them in your
presentations. A number of drawing tools are available for this purpose in PowerPoint. You
can insert scanned photos, videos i.e moving pictures and sound. This enables you to
make your presentations more attractive. Let us get a general idea of how to
incorporate graphics and multimedia in PowerPoint in this chapter. Remember that a
detailed study of these features is left to the student as an exercise. This is an area
of unlimited experimentation to improve your presentations.

After having studied how to create individual slides for your presentations, you are
now fully prepared to begin your slide show. This chapter will show you the tips and
tricks to make your slide show attractive and appealing. You can see how to control
the way your slides enter and leave now your screen. You shall learn how to change
the onscreen timings for your slides, how to show slides out of sequence as well as
deletion of unwanted slides. You will also obtain a brief overview of how to print your
presentation elements.

It is important to know that the sequence of information in a presentation is as
important as the presentation itself. With PowerPoint it is easy for you to try different
sequences for your presentations. So let's get started with the slide show.

[ 12.2 IMPORTING IMAGES .

Inserting saved Images

You will often acquire images from the web or other sources to include in Your
powerpoint presentation. To insert an image from your hard drive or network drive
onto a slide.

e In the slide pane of the powerpoint window, select the slide onto which
you wish
to insert the image.

e From the Insert ribbon, click once on Picture.

ba B BE P ™ 5

Pidure  Clip Photo Shapes Smartat Chart

D§ At Album - i
: Diustrations

e From the Insert Picture window that appears, navigate to the folder or
drive in which your image file is saved.

e Click on your image file to select it.

e Click on the button labeled Insert.

e The image will then be inserted onto your slide. It will automatically
appear in its own box at the center of the slide.
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Inserting Clip Art

Included with PowerPoint 2007 is a gallery of clip art images that can be
included in your presentation. These images are not always of the highest
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quality, but when used selectively they can be a useful part of an effective
presentation. To insert a clip art image:

. In the slide pane of the PowerPoint window, select the slide onto
which you wish to insert the clip art.
. On the Insert ribbon, choose Clip Art from the lllustrations section.

. A Clip Art search box will appear along the right side of the screen. In
the “Search for.” space, type a general keyword describing the type of
image you are looking for, then press “Go.”

. A window may appear asking whether you would like to include
images available on the Microsoft Office website. Clicking “yes” is
advisable, as it simply means that a more extensive selection of images
will be available for your choosing. This message will only pop up
once.

. All of the images that match your keyword will appear underneath the
search box.

. You may select a desired Clip Art image by simply clicking on it once.
The image will appear in an active window in the center of your slide.

This image could also be moved, resized, rotated, or deleted in the
same way as an image inserted from a file.
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[ 12.3 INSERTING SOUNDS .

In addition to images, you may also add sounds, movies, or other types of
media to your presentation. While you may develop your own sounds and
movies, other sound and movie files can be found on the web and utilized
(with permission) in your presentations. To insert saved sound files:

e In the slide pane of the PowerPoint window, select the slide onto
which you wish to insert the sound file.

e On the Insert ribbon, choose Sound from the Media Clips section.

e From the Insert Sound window that appears, navigate to the folder
that contains your saved sound file.

e Click on the sound file you wish to insert.

e Click on the button labeled OK.

A window will appear with the question How do you want the sound
to start in the slide show?
o Click on Automatically to play the sound automatically when
this slide is displayed.
o Click on When Clicked to initiate the sound manually.

o PowerPoint will insert yo ur sound, represented by a tiny loudspeaker
icon that you can move anywhere on your slide.
e To play your sound, double click on the speaker icon. 4
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[ 12.4 INSERTING VIDEOS .

PowerPoint 2007 can play several types of media files, including
QuickTime and AVI movies. You can insert movies using a technique
similar to the one you use when inserting sounds.
In the slide pane of the PowerPoint window, select the slide onto
which you wish to insert the sound file.
On the Insert ribbon, choose Sound from the Media Clips section.
From the Insert Movie window that appears, navigate to the folder
that contains your saved sound file.

Click on the movie file you wish to insert.

Click on the button labeled OK.
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e A window will appear with the question How do you want the movie
to start in the slide show?
o Click on Automatically to play the sound automatically when
this slide is displayed.
o Click on When Clicked to initiate the sound manually.
PowerPoint will now insert your movie.
You may resize or move your movie to another location on your slide.
To play your movie, double-click on the movie.

( 12.3 to 12.4 Check Your Progress. \
1. Fill in the blanks.

a) It takes a long time to print slides containing............ccccccuvvveeee...

b)  To insert video you have to switch to the............................ view.

E— 12.5 INSERTING PHOTOS .

You can also insert scanned photos into PowerPoint slides. Remember however, that
photos take up a lot of space on the disk and they also slow down the loading of
slides. Switching from one slide to another may take time. It also takes a long time to
print slides containing photos.
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[ 12.6 DRAWING IN POWERPOINT i

A number of drawing tools are available in PowerPoint. This will turn on the Drawing
toolbar. After having worked in Word and Excel you are now familiar with most of the
drawing tools and concepts. To manually draw shapes and lines:-

- Select the slide in which you wish to insert a drawing or you can insert a new
slide. If you use the Insert New Slide command, choose an AutoLayout which
has an object area and double click in it.

- The dialog box will open. Select the object type of your choice and click OK.

- The corresponding drawing utility will be available to you. You can now draw
your desired picture.

- Click on the Close button and close the drawing window. The drawing you just
created will be inserted into the slide. You can resize and move your drawing.

To edit the drawing, double click on it.

AutoShape : PowerPoint has a AutoShape drawing feature. It is simpler than Draw.
It combines a small collection of Clip Art with some text tools. To use this feature:

- Switch to the desired slide or create a new slide.

- Choose View|Toolbars to display the AutoShapes toolbar.
- Pick the desired shape from the AutoShapes toolbar.

- Drag with your mouse to define the desired size of the chosen graphic.
- Position the graphic by selecting it and then dragging it.

- You can use the text tools of the toolbar, to add text. You can also use the
Formatting toolbar to format the text to suit your requirements.

- Resize the drawing and the text if necessary.
- Group the text and graphic. This will enable you to move them simultaneously.
- You can drag the drawn object or the text to move it.

4 N

12.6 Check Your Progress

1. Write True or False.
a) A ClipArt can be added to a slide.
b) The Autoshape drawing feature of PowerPoint is simpler than Draw.

- J

— 12.7 SLIDESHOW .
12.7.1 Desktop Slide Show :
For a desktop slide show:

- In the Slide Sorter view, click on the first slide.
- In the Outline view, click on the first slide’s Icon,
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- In the Slide view drag the scroll box at the right of your screen
all the way to the top. Watch the slide numbers appear while
you drag. You can begin the slide show by selecting the
Slide Show option from the View menu. You can also
click on the Slide Show button to begin the slide show.

TILAK MAHARASHTRA
VIDYAPEETH
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Now all the menus and other tools will disappear. At the Bottom left corner of the
slide show screen you will see a button which is used to access a pop up menu. YOU
have a piece of electronic pen with which you can scribble temporarily on the
screen during your presentation. To enable the pen, either click on the button or right
click and choose Pen from the menu. You can use only the mouse to draw. If you wish
to erase all that you have drawn with the pen, just press E.

12.7.2 Manually advancing slides

e To advance to the next slide press the SpaceBar, left click on the mouse,
press N.
Right Arrow or press Down Arrow or PgDn.
To go back one slide, press Backspace, click right mouse button,
press P,
Left Arrow or Up Arrow or PgUp.
To go to a specific slide, type the slide number and press Enter.
To go to the first slide of your presentation, simultaneously press and
hold both the mouse buttons for at least two seconds and then release
them both.

e To quit a slide show and return to the previous view, press Esc or
Ctrl+Break or the (minus) key.

[ — 12.8 TRANSITION —

12.8.1 Transitions:
Transition effects determine how one slide leaves the screen and how the next slide
arrives on the screen.
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Add Transition:

. Select the slide you want to transition from, (you pick the first slide if you want to
transition into your presentation)

. Pick a transition effect from the drop down list available

. Watch the selected slide in the Slide Sorter view . It will demonstrate the
transition effect
You can select the next slide and apply a different transition effect to it.
Go through the entire slide show to see the transition effects. You may need
to modify some transitions. Go through the steps again and experiment till you
are satisfied with the result.

Remove transitions:
Select the appropriate slide and choose No Transition from the transition list.
Change the speed of transitions:

. use the Transition button to reveal the Transition dialog box.
. The preview box will show you how the transition will look. You can pick from
Slow, Medium, or Fast from the Speed section.

You can also choose a sound from the numerous sounds available in the Sound list.

12.8.2 Automatically advancing Slides:
Open your presentation in the Slide Sorter view.
Click or Shift+ click to select the slide or slides for which you want to have a
specific on screen time.
Click on the Transition button to reveal the Transition dialog box.
Click in the box next to the word ‘Seconds’. Here you can enter the onscreen
slide time for the slide.
. Pick a transition effect if you have not already done so.
Click OK
Run the slide show to see the effect of the timing you have set.

12.8.3 Running a presentation:

To run a presentation continuously:

. Open the presentation. Ensure that transition times have been assigned to all
your slides.

. Choose the Set Up option from Slide Show. The following dialog box will appear:
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% Presented by a speaker (Full screen)

" Browsed by an individual (window)
™ | showscrollbar

 Browsed at a kiosk (Full screen)
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Advance slides
" Manually
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—Multiple monitors
Display slide show an:
IPrlmary Manibor j

I Show Presenter Wi

i~ Performance

[~ Use hardware graphics acceleration

Tips |

Slide show resolution: I[Use Current Resolution] LI

o]

Cancel |

Select the range of slides (use the All
default option for selecting all the slides)

Select the Use Slide Timings in the Advance section of the Slide Show

dialog
box.

Click the Show button. The slide show will run continuously. Press

Esc to break.

12.8.4 Changing Slide Timing:
To change the slide timing

e Choose View|Slide Show.

e Select Rehearse New Timings option from the Advance

options

e Click the Show button. A little clock appears in the lower

left corner of the screen.

e When you are satisfied with the onscreen time of the current

slide, click the

e clock to advance to the next slide.

e Continue this process with all the slides till the end of the

show.

e At the end of the show, PowerPoint will show you the total
running time. It will ask if you want to save the new timings.
Click the Yes button if you wish to save these new timings.
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12.8 Check Your Progress.
1. Answer the following.
a) Which views can you use for the desktop slide show?

d) How will you change the speed of transitions?

e 12.9 PRINTING PRESENTATIONS |

Let us get a brief understanding of printing PowerPoint presentations in this
section.

To access the Print dialog box, choose File|Print, type Ctrl+P or use the Print
toolbar button. Some of the options available to you are :

You can specify a range of slides to be printed by typing the numbers in the

range or by selecting the slides in the Sorter or Outline view and then specifying
printing of the selected items.

While printing handouts of slides, you can obtain reduced size copies from the

Print What list. The Handouts print six slides per page. Also when printing handouts
or overhead masters from presentations designed for 35 mm slides settings, select the
Scale to Fit Paper option.
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Change the orientation and margins of slide, outline and note printouts using the
Slide Setup option from the File menu.
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12.9 Check Your Progress.
1. Fill in the blanks.

I 12.10 SUMMARY

In PowerPoint you can include graphic created with other programs like AutoCAD,
Clip art from the Clip Art Gallery, CorelDraw, scanned Images, Excel charts, .jpg
images, TIF images etc. You can also create your own drawings and insert them in
your presentations. A number of drawing tools are available for this purpose in PowerPoint.

You can insert scanned photos, videos i.e moving pictures and sound.

PowerPoint will insert a full size copy of the chosen image in your file. You can
resize and reposition your graphic if needed. You can also edit the image by double

clicking on it. You can also add a ClipArt to the slide.

A number of drawing tools are available in PowerPoint.

PowerPoint also has a AutoShape drawing feature. It is simpler than Draw. It
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combines a small collection of Clip Art with some text tools.

You can also insert scanned photos into PowerPoint slides. Remember however,
that photos take up a lot of space on the disk and they also slow down the loading
of slides. Switching from one slide to another may take time. It also takes a long time
to print slides containing photos.

In the same way you use to insert movies, you can insert sound.

You can begin the slide show by selecting the Slide Show option from the Slide
show ribbon. You can also click on the Slide Show button to begin the slide show.
Now all the menus and other tools will disappear. At the bottom left comer of the
slide show screen you will see a button which is used to access a pop up menu. You
have a piece of electronic pen with which you can scribble temporarily on the
screen during your presentation.

You can manually move from one slide to the other during your presentation.

Transition effects determine how one slide leaves the screen and how the next
slide arrives on the screen. To remove transitions, select the appropriate slide and
choose No Transition from the transition list.

It is possible to change the speed of transitions. You can also run a presentation
continuously in PowerPoint. To change the slide timing Select Rehearse New Timings
option from the Advance options.

PowerPoint presents you with an array of animation effects. You can make the
text drive by, drop in, pinwheel in etc. You can apply such animation effects to your
presentations with the help of the Animation Effects button which is there on the
Standard toolbar.

| . 12.11 CHECK YOUR PROGRESS - ANSWERS Bl |

126 1. a) True
b) True

123to 124 1. a) photos
b) Slide view

12.2 & 12.3 @) You can use the Slide Sorter view, the Outline view, or

the Slide view or the desktop slide show.

b) Transition is an effect that determines how one slide leaves the screen and how the
next slide arrives on the screen.

¢) To remove a transition you have to select the appropriate slide and choose No
Transition from the transition list.

d) To change the speed of transition you have to use the Transition button to reveal the
Transition dialog box.

The preview box shows you how the transition will look. The options in the Speed
section are Stow, Medium, or Fast.

12.9 a) File|Print
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L= 12.12 QUESTIONS FOR SELF — STUDY

Q 1. List the steps to import images in PowerPoint.

Q 2. List the steps to:
i) manually draw shapes and lines in PowerPoint
ii) use the Autoshape drawing feature

i) insert moving pictures in PowerPoint

T 12.13 SUGGESTED READINGS

2007 Microsoft Office System Step by Step by
Joyce Cox, Curtis Frye D., M. Dow Lambert lll, Steve Lambert, John Pierce

L 2 & 4
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Beginning with Microsoft Access
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13.5.2. Memo Fields
13.5.3 ‘Numbers Fields
13.5.4 Date/Time Fields
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13.6. Modifying Fields
13.6.1 -Adding-Fields
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13:6.4 Deleting Fields in a Table
13.6.5 Resizing Fields
13.6.6. Changing Column width in Table
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13.7. Changing Appearance of Text
13.8 - Primary-Key Fields
13.9 Indexing Fields
13.10:Summary
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13.12 Questions for Self = Study.
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— 13.0 OBJECTIVES =

After studying this chapter you will be able to -

- Describe the terminologies like fields, records, database, primary
key etc.

- Create databases.

- State how to modify data in databases as well as change
appearance of data.

- Explain what are primary keys fields.

- Describe Indexing fields.

— 13.1 INTRODUCTION —=m

Access is a fully featured database management system. It enables you to
collect, organize, find, display, and print information. Many applications like
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contacts list, payment tracking systems, resource scheduling, time and billing,
student and class records, memberships, inventory, ledgers and many more
can be efficiently managed with Access. In this chapter, we shall begin our
study of Access by first familiarizing ourselves with the common terminologies
and concepts in Access and then learning how to create databases. We also
learn what are the various data types and their properties. We study What is a
primary key field and also indexing. This will enable us to start creating simple
databases in Access. In the next chapter, we shall learn how to use this
information in our databases and how to generate reports.

-— 13.2 BASIC TERMINOLOGIES —=

Let us familiarize ourselves with some common terminologies associated with
Access in this section.

Database: A database is simply a collection of useful data. Access databases
could include objects like tables, queries, forms etc.

Tables: Tables are collections of similar data. eg. A table may contain
information about student, like his name, address, email etc. You can have
multiple tables for student information. eg. One table may contain information
like his name, address and email address, while another table may contain
information like his roll number, the marks he obtains, etc. All these tables can
be kept in the same database file since they may often be used together to
create reports, fill forms etc.

Relational database: A relational database is one which allows data that has
been stored in different places to be linked. Access is a relational database.
Relational database helps you to reduce redundancy, facilitate information
sharing and keep the data accurate.

Records: A record is all the information contained in one row of the Access
table. eg. the information of student with roll no. 1 is one record, that of student
with roll no 2 is the other record and so on.

Fields: A field is a place in a table, where you store indivisual information. eg.
roll number of the student is a field.

Controls and Objects: Controls are Access objects will help you to display,
print and use your data eg. field labels. They can also be pictures, titles for
reports etc.

Queries: Query is a request to Access for information, eg. You can ask a
guery to find out which students have failed in subject 1. Access will respond
to this query by providing the list of students failing in subject 1.

Dynaset: A dynaset is a dynamic set of data meeting the criteria of a query.
eg. if you have a query as above i.e. the list of students failing in subject 1,
then Access will respond to this query and this constitutes the dyanset.

Forms : Forms are onscreen arrangements which make it easy for you to
enter and read data. Forms can also be printed.
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There are other important concepts related with Access like primary key,
reports etc which we shall study as we proceed through our study of Access.

/13.2

~

Check Your Progress.

1. Fill in the blanks.

a) A is all the information contained in one row of the
Access table.

b) A s is a request for information.

C) e are onscreen arrangements which make it easy for
you to enter and read data.

2. Write True or False.

a) Access is a relational database.

b) There is no difference between a Query and a Dynaset.

c) A database is a table in Access.

N J
E 13.3 GETTING STARTED WITH ACCESS R

With Windows already running, you can start Access by clicking on the Office
shortcut bar, or from the start menu you can choose Programs and Access
from the Programs menu. Double clicking on the Access icon in Windows
Explorer can also be used to start Access. If you double click on an Access
database file in Windows Explorer the Access program can be started.
Remember to use the Exit command on the Access File menu to quit Access.

The Access Window : The Access window contains the menu, toolbars and
other windows which are used to create and use data.

The Database window enables you to create as well as see database
elements i.e tables, queries, forms etc. The status area at the bottom of the
Access window, tells you what is going on, what the tool to which you are
pointing will do, etc.

Views : There are three views in Access : the Datasheet view, Design view
and
Form view.

63.3 Check Your Progress. \
1. Answer the following.

a) What is the use of the database window?

b) List the three views in Access.
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13.4 CREATING A DATABASE

Run the Access program. The following window will appear. Choose the
Create New database option, double click on Blank Database.

LE“ I‘ﬂxq.(u. =

Customer ; Database (Access 2007) - Microsoft 2

|| Template Categories
Featuring

Local Templates

From Microsoft Offica Online
Business

Persunal

Sample

Education

Getting Started with Microsoft Office Access

Mew Rlank Natahase

Cieale a Miviusull Office Access
database that does not contamn
any existing data or objeds.

il i
fegets Contacts IccLies Marketing projects

Tasks Faculty Students

The File New Database dialog box will open. Type the filename for the

database. The .ACCDB

extension is automatically added by Access. Let us

call this database as student. Remember that it will store this database in the
subfolder My Documents. Change the folder if desired.

Creating table:

Click on the Create menu button then click on the Table in Ribbon and you will
get window open in right pane in which column name should be entered

(0 Vil ) Datal
ey —
La; Home | Create l External Dakz Database Toal:
=== — i J— e === F= i3 PivotChart ==
I BE D & |EEa = =
e j Bank Form =
chl || Tabie Tab'e SnarePoint Taole Farm Split Multiple Form
Templates=  Lists =  Design | Farm Temns EINO'E Forms ~ pesign !|
=ti Tables Formrs.
E Tab'e

Crzzte a new blank tzble. You car
define the Fields cirectly in tae new
tablzs, or openthe table in Desigr
view,

@ Press F1 for mcre help.

After defining the entire column name we have to give a name to table by
saving it.
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Table Toals
Create External Data Database Toals Datasheet

=] 'j = 3 Insert Data Type: |Mema - Urigue
Is Require

ratic Data Type & Formattirg

_ M 2 Tables | « || 23 rabies’{
~ || Table1 = || 1D - Fieldl - |Add vew Field
= Tabel:Table | 2a
| 4 INew)

Table Mame:
Tablz1

Prior to entering data to the database you have to define the fields which store
the data. Thus these fields will become the columns in the database tables.

Once you have finalised your table list, click on the Floppy Icon button. You will
be asked to name your table. You can give a suitable name to your table.
Table names can be upto 64 characters and can include spaces. Access
tables always require a primary key. (We shall study primary keys later). For
the moment, let the create its own primary key. Click on the Next button. Now
you are ready to start entering data in your table. You can also have the
Wizard create a form for data entry. Select the Enter data into the table using a
form. option and then click on the Finish button.

You will see the form that has been created on the screen. Save the form by
clicking on it. eg. If you select the Addresses tables from the personal
category, as shown above, then the list of fields is displayed in the middle
column. You can select the fields with the technique described above. You will
then give a name to the table and when you select the option of entering data
into the table using a form, and click

on the Finish button, the form as shown on the next page will be displayed and
you can start entering data in the form.

)= = Table Taols Databasel : Database (Access 2007) - Microsoft £
Hame Craate Exterrial Data Databaze Toaols Datasheet
b J " ik . o [N N [
L’-\:/{ ¥ i “ha === @ = Mew ¥ Totals
— 153 Copy , = Save 47 Spelling
View Faste | | -| - -||E2 -~ Refresh -
o o o B 7 U||A-|S-||H- All - X Delete ~ B More -

Views Clipboard (F] Font Records
All Tables v | l ] Table1

| Tablel x || D - Fieldl - |Add New Field

| = Table1: Table | Ba

3 hi

Creating Database using designsS:
While creating your own databases, make sure you have all the details for your
data like the fields, the reports you want to generate, the screen you want etc.
Then execute the following steps :
- Open the database where you wish to add a new table.
Alternatively create a new database.
- Click the Table button on the Create menu.
- Click on Design View in the New Table box. Click OK
- An empty table window will appear. Here you type your field names
and select the field types. To create a table in this manner, type a
field name, pick up the data
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type from the list, specify any properties which are necessary. Complete this
procedure for all the fields of your table. Save your work. Remember a field
name can be 64 characters long and can include spaces and numbers.

[13.4 Check Your Progress. \
1. Write True or False.
a) Before entering data to the database you have to define the fields to
store data.
b) You can create a database without the Wizard in the Design View.
- 13.5 DATA TYPES AND PROPERTIES .

There are eight data types available for fields in Access alongwith a number of
options called properties. In this section let us see the various data types, and
their properties.

13.5.1 Text Fields :

The default data type is text. The Text data type is most useful when you are
required to store words like names, and fields which may contain partly text
and partly numbers like addresses etc. A text field can contain upto 255
characters. The properties of the Text field are :

Field size : This indicates the number of characters in the field and can be
from
1 to 255. You can make the setting appropriate to your requirements.

Format : The format property forces the entries to appear as per the
characteristics you specify. eg. to force all the text to be uppercase, you can
place a > sigh in the space next to Format. A < sign will force all the text to
lowercase.

Input Mask : This property provides facility like parenthesis around area codes
in telephone numbers, time and date formats etc. Experiment with the Input
Mask Wizard to see the effect of various masks. To launch the Wizard, click on
the small button to the right edge of the Input Mask property box and you are
free to experiment.

Office Automation / 270



Caption : The caption property lets you specify replacement text for the name
of the field as it appears on screen. eg. if you given the name FName to a field,
you can have an onscreen caption as First Name for this field. This will appear
on screen. Thus caption has the same effect as that of a label.

Default value : A default value is a value which will be automatically entered
into the field whenever you create a new record. eg. if you want the default
value Master/ Miss to appear in the field type this text in the Default value. This
value will then appear automatically whenever creating new records.

Validation rule : This property lets you specify error checks, eg. if an entry
must be 10 character long at least, then you can create an expression to check
every entry.

Validation Text : The error message can be specified in this property. eg. for
the above validation rule you can have a text like “Sorry! Your text needs to be
at least

10 characters in length!” Whenever an entry violates the validation rule, the
error message will be displayed on the screen.

Required : This is the Yes/No field. You can specify here whether an entry is
required in this field.

Allow Zero Length : Sometimes while entering data, the users may leave a
field blank, since they may not be knowing the information for that field or there
may be no data for that particular field in the current record. If you set the
Allow Zero Length option to Yes. then you have to instruct the user to enter a
blank space when the value for the field is none, null, not known, not
applicable etc.

Indexed : This is also a Yes/No field. You can tell Access here whether you
wish to index the field. We shall learning about indexing later.

13.5.2 Memo Fields :

A Memo data type can hold upto 64,000 characters. You use this for data
which may not fit in the 255 character text field. Remember you cannot index
memo fields. It has all the other properties of the Text fields except the Input
Mask property.

13.5.3 Number fields :

The number data type is used when you are collecting data to be used in
computations, whenever you want to enter only numbers, whenever you want
to format entries with decimal places, currency symbols etc.

The properties of the number field are :
Field Size : The field size choices are as follows :

Beginning with Microsoft Access /271



Field Size Description

Double stores numbers with 15 digits of precision in 8 bytes Single stores
numbers with 7 digits of precision in 4 bytes Byte uses 1 byte to store whole
numbers

Integeruses 2 bytes to store integers numbers

Long integer uses 4 bytes to store whole numbers

Replication ID used to generate unique numbers automatically to identify
records

Field Format : This property lets you choose the onscreen and printed
appearance of numbers. Remember this does not change the internal
precision of the numbers. You can pick the desired format from the drop down
list. This list includes formats which include commas, currency symbols etc.

Decimal Place : This property indicates how to display information. It displays
the number of digits after the decimal place according to the value given in the
property. eg. if you set the decimal place option to 2, only two digits after the
decimal number will displayed.

Input Mask : Though this property appears in the Number field, it only applies
to Text and Date/Time fields.

The other properties of number fields viz. Caption, Default Value, Validation
Text, Validation Rule, Required and Indexed are identical to those of the Text
Fields.

13.5.4 Date/Time Fields :

This data type allows you to enter dates and times in a variety of formats. You
can experiment with the various formats. The properties for this field include
Format, Input Mask, Caption, Default Value, Validation Rule, Validation Text,
Required, Index identical to those of the Text Fields.

13.5.5 Currency Fields :

If you wish to store information about money, you make use of the currency
field. The options are based on the International settings found in the Windows
control panel. The properties similar to Text apply to currency fields too.

13.5.6 AutoNumber Fields :

If you want Access to automatically number each record as you add it, then
use the AutoNumber data type. Access automatically uses this field as the
Primary key. AutoNumber field properties include Format, Caption and
Indexed. Normally you are not required to use these properties.

13.5.7 Yes/No Fields :

This data type can be used when you want to give the user only two choices
Yes or No, True or False, Male or Female, Paid or Unpaid etc. You can specify
a default answer too. You can specify a caption for the field and validation
rules can also be applied.

13.5.8 OLE Object Field :

If you define a field as an OLE obiject, then it will make possible the use of OLE
objects like graphs, video clips, audio clips etc.
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3.5 Check Your Progress.
1. Match the following.
Column A Column B
a) Yes/No field (i) is a property
b) AutoNumber field (i) default data type
c) Memo field (i) for storing information about money
d) Text field (iv) useful for giving user only two choices
e) Format (v) to automatically number each record
f) Currency field (vi) can hold upto 64,000 characters
\_ J
| 13.6 MODIFYING FIELDS R .

For the purpose of illustration in this section, let us create a Sample table
named Stud_1 for the student records as follows with the fields
Student_Name, Roll_Number, Marks1, Marks2 and Email_id as shown:

All Tables - | < Ifl Table2 |j Tablel '

Tablel A | - ID - fieldl - | Add New Eield
1 Tablel: Table | 2E

Table2 z || 3 hi

= Table2:Table * (New)

With the help of this illustration we shall study how to add, remove, move fields
and also how to change field names and captions of the fields.

13.6.1 Adding fields: The steps for adding fields in a table are :

- Open the required database by clicking on the Office button (Top
left corner).

- Open the table in which you wish to add a field.

- Click on the Design View button in the ribbon. The table will no
longer be visible and the field list will appear.

- To add a field, scroll through the field list and you will see an empty
Field Name row. Type your new field name here.

- Go to the Data Type area and click the arrow button. This will
display the field type list. Make the appropriate data type selection
for your field and any required changes to the field type. In this case
we have added the percentage field, which is numeric with the
percent format and with two decimal places.

- To add more fields, follow the same procedure.

- Click on the Datasheet View button and save the changes.
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13.6.2 Renaming Fields :

Whenever you change a field name, you actually change the way Access
internally refers to that particular field. Whenever you change a caption
however, you only change the onscreen and report labels for that field.

Remember if you have created expressions which refer to the fields you are
renaming, changes to the field names will require corresponding changes to be
done in the expressions. As far as possible, avoid renaming field names. You
can change the field captions if you so desire.

Changing Captions: Open the table and switch to the Design View. Change
the entry in the caption area of the Field Properties list. Thus the steps are :

- Open the database by clicking on the Office button (Top left
corner)..

- Open the table you wish to alter.

- Click on the Design View button at the left edge of the toolbar. The
table will disappear and the field list will appear in its place.

- Select the field whose caption you want to change. When you click
on the field name, you will see a black triangle at the left edge of
the selected field.

- Click in the Caption area of the Field Properties section of the
dialog box.

- Type a nhew caption.

- You can change captions for additional fields if you so desire.

- Click on the Datasheet View button after you have finished.

- Save the changes.

Changing Field Names: To change the field names :

- Open the database by clicking on the Office button (Top left
corner).

- Open the table whose field name(s) you want to change.

- Click on the Design View button at the left edge of the toolbar.

- The table will disappear and the field list will appear in its place.

- Click on the field name whose name you want to change. A black
triangle will be visible at the left edge of the selected field.

- Select all or a portion of the field name in order to edit or delete it.

- You can also make any other changes you need in the field’s
properties.
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Repeat the process for changing names of other fields if you so
desire.

Click on the Datasheet View button after you have finished.

Save changes.

13.6.3 Moving Fields :
In order to rearrange the order of fields in tables, select the field you want to
move in the appropriate table and then drag it to the desired location. The

steps are:

Open the appropriate database by clicking on the Office button
(Top left corner).

Open the required table.

Click on the Design View button. The table will disappear and the
field list will appear in its place.

Select the field you want to move. Click to the left of that field name.
A small black triangle will appear at the left edge of the selected
field.

Click once again on the left edge and hold down the mouse button.

Drag the field to a new location in the field list and release the
mouse button.

Click on the Datasheet View button after you have finished moving.

Save changes if you desire.

13.6.4 Deleting Fields in a Table :

Remember whenever you delete a field in a table, you also delete all of the
information of that field from each record in your table. Also the field you are
deleting may be related to other tables or may be used in expressions. So you
should be careful when deleting fields. The steps to delete a field are :

Open the required database by clicking on the Office button (Top
left corner).

Open the table from which you want to delete field.

Click on the Design View button at the left edge of the toolbar. The
table will disappear and the field list will appear in its place.

Scroll in the field list if required till you see the field you wish to
delete. Click to the left of the field name. You will see a white
triangle at the left edge of the selected field.

Press Del. Access will ask you to confirm whether you want to in
fact delete.

After you have finished click on the Datasheet View button. You will
be asked to save changes.

13.6.5 Resizing fields :

The field size may be changed by altering the Size property of the field.

Open the database by clicking on the Office button (Top left
corner).

Open the table you wish to alter

Click on the Design View button. The table will disappear and the
field list will appear in its place.
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- Scroll in the field list if required till you see the field you wish to
alter.

- Click in the white area next to the Field Size property in the dialog
box.

- Enter a new field size.

- Click on the Datasheet view button after you have made the desired
change. You will be asked whether you want to save the changes.
Confirm whether you wish to keep the changes or discard them.

13.6.6 Changing Column Widths in a Table:

Without actually changing the field properties of a table you can change the
display of column widths in your tables also. The steps are :

- Open the required database by clicking on the Office button (Top
left corner).

- Open the table you wish to alter.

- Scroll in the table window if required till you see the field which you
wish to resize.

- Point to the right edge of the field and the pointer will change to a
two headed arrow.

- Drag the arrow to change the column width to the desired size.

- Remember that even though you may make a column smaller in
width, the data will still be there, it will just be hidden.

13.6.7 Using Auto fit:

In the Datasheet view, place the pointer at the right edge of the field to be
resized. The pointer shape changes to a double headed arrow. Double click on
the line between the two columns. The field will expand or contract just enough
to display the longest entry or just enough to show the full field name (if it is
longer than the entries). This is Auto fit. You may be required to do Auto fit
again if you add or remove long entries sometime later. The table in our
illustration will appear as shown below after using Auto fit for all the fields.
Note that the Email addresses are now fully visible.

" Student0 8t 13 studdi@yahoo.com
_2iStudentD2 2 ... 56 studD2@yahoo.com |

3 StudentD3 | 4 25:stud03@yahoo.com |
4 Student04 75 studdd@yahoo,com |
H 0.‘
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/13.6 Check Your Progress. \

1. Write True or False.

a) You can add a field, only where you see an empty Field Name row.

b) You can change the display of column widths in a table, without
actually changing the field properties of a table.

c) A field will expand or contract just enough to display the longest entry
in Autofit.

d) Whenever you delete a field in a table, you also delete all of the
information of that field from each record in your table.

N J

[ 13.7 CHANGING THE APPEARANCE OF TEXT .

13.7.1 Changing Font:

With the Format in the ribbon command you can change the font used for all
the columns. Try this as an exercise. Access will adjust the row heights to
accommodate new fonts and sizes. You may however be required to adjust
the column widths.

13.7.2 Freezing Columns:

Sometimes it is useful to freeze columns to keep them in view even when you
scroll through the rest of the table. Select the Format|Freeze Columns
command after selecting the required columns. The selected columns will now
be freezed.
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'_u-\_::;f j ' Bauhaus 93 Hue -[E=F| (== S Mok 2 Hotal, ?l
b v i = gBsae $Fspeiing | %l
"’;ifw Paf‘.e S T fgency FB oot E =[[= Re.;fﬁefh % Deete - EE More +
e dmes o | T ALGERIAN ‘| P | R LA bt
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| Table2 2 || Arial Rounded MT Bold
= Table2 Table B Arial Unicode MS
T Baskerville Old Face
| Bavhaus 93
T Bell MT
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| 13.8 PRIMARY KEY FIELDS -

An unique way is required to identify each record in your table. The Primary
key is used for this purpose. The primary key can be created either by you or
by Access. There can be only one primary key in a table. However, a primary
key can use multiple fields. If you want Access to automatically create the
primary key, then Access will automatically add an AutoNumber field which will
assign a unigue number to each new record you create. You can see that we
have allowed Access to create a primary key by adding an AutoNumber field in
our example above. This key is created whenever you have not specified any
primary key for your table at the time of creating the table.
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Defining your own Primary key:

Let us now define our own primary key for our above table of student records.
We shall create the student roll number field as the primary key since it will be
unique i.e. each student will have a unique roll number, there will be no two
students with the same roll number.

- Open the appropriate database by clicking on the Office button
(Top left corner).

- Open the table you want to alter.

- Click on the Design view button at the left edge of the toolbar. The
table will disappear and the field list will appear in its place.

- Select the field you want to define as the primary key. In our case it
will be the Roll_Number field.

- Click to the left of that field name. You will see a white triangle at
the left edge

- Of the selected field.

- Click on the Set Primary Key button on the toolbar.

Cin H o = Table Tools Databasel : Datanaze (Access 2007 - Microsoft Access
-‘/I Home Crzate Externa’ Data Cratabase Tocls Dreslgn
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Wiews Tools show/Hide
[ All Tebles - | 4 |55 sabie2 | = Tablet
| Tablel B .!_ Field Name Dala Type
| 55 Taklel: Table e AutoNumoer
| Tablez % || |Fieldl Text

B Tokle2: Table Il
- Alittle key icon will appear next to the new field. This indicates that
it is now a primary key.
- When closing the table, you will be asked whether you want to save
the changes to the table. You can now save your table with the new
primary key.

Creating Multiple Field Primary keys :

In some situations you may want more than one field to be used while creating
the primary key eg. You may want the roll number as well as the email id to be
the primary keys for the above example. To do this :

- Select the multiple fields by holding down the Ctrl key while clicking on them.
- Click on the Set Primary Key button from the toolbar or choose Edit|Primary
key.

- Note that the key icon appears next to all the fields you selected.
- Save or cancel the changes as per your requirement.
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. 13.9 INDEXING FIELDS |

If you index fields, you can speed up searches. Indexing is a procedure by
which Access orders field entries in some way that makes it easier to search.
Indexing sometimes slowers the procedure of data entry. Access always
indexes the primary key field. You can however specify other fields for
indexing. In order to index :

- Open the appropriate database

- Open the table containing the field(s) you want to index.

- Click on the Design View button at the left edge of the toolbar. The table will
disappear and the field list will appear.

- Select the field of your interest by clicking to the left of that field name. A
black triangle will be visible at the left edge of the selected field.

- Click in the Indexed option of the Field properties list. There is a list of
choices for this property which will be shown.

- Select from the indexing options available.

- Click on the Datasheet View button, after you have finished.

- You will be asked to confirm whether to save changes.

A )

13.7 to 13.9 Check Your Progress.

1. Fill in the blanks.

a) Withthe .....ccooooeeiiiiinnnn. command you can change the font used for all
the columns in: a table.
b) Selectthe ...cccocvvvvvvvvennnen... command to freeze columns.

c) A unique way to identify each record in your table is the .........................

d) A primary key can be created either by the userorby .........................

€) e is a procedure by which Access orders field entries in
some way that makes it easier to search.

2. Write True or False.

a) Multiple fields can be used as Primary key.

b) A table can have more than one Primary key.

c) Indexing sometimes slower the procedure of data entry.

d) Access always indexes the primary key field.

S /

Note : To see a detailed description of your tables as well as their field
properties i.e. for viewing a list of Database properties the steps are :
- Open the database required

- Choose File/Properties. The Properties dialog box will appear.

- Click on the Other tabs also to see additional information.

L 13.10 SUMMARY |

Access is a fully featured database management system. It enables you to
collect, organize, find, display, and print information. Many applications like
contacts list, payment tracking systems, resource scheduling, time and billing,
student and class records, memberships, inventory, ledgers and many more
can be efficiently managed with Access.

Database is simply a collection of useful data. Tables are collections of similar
data. A relational database is one which allows data that has been stored in
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different places to be linked. Access is a relational database. Relational
database helps you to reduce redundancy, facilitate information sharing and
keep the data accurate. A record is all the information contained in one row of
the Access table. Field is a place in a table, where you store individual
information.

Controls and Objects help you to display, print and use your data. A Query is
a request to Access for information. A dynaset is a dynamic set of data
meeting the criteria of a query. Forms are onscreen arrangements which
make it easy for you to enter and read data.

With Windows already running, you can start Access by clicking on the Office
shortcut bar, or from the start menu you can choose Programs and Access
from the Programs menu. Double clicking on the Access icon in Windows
Explorer can also be used to start Access. If you double click on an Access
database file in Windows Explorer the Access program can be started. The
Access window contains the menu, toolbars and other windows which are
used to create and use data.

The Database window enables you to create as well as see database
elements i.e tables, queries, forms etc. The status area at the bottom of the
Access window, tells you what is going on, what the tool to which you are
pointing will do, etc. There are three views in Access: the Datasheet view,
Design view and Form view.

You can use the Table Wizard to create a database. Prior to entering data to
the database you have to define the fields which store the data. Thus these
fields will become the columns in the database tables. In the Table Wizard the
sample tables have been divided into Business and Personal categories.
Access tables always require a primary key. You can also create your own
databases. While creating your own databases, make sure you have all the
details for your data like the fields, the reports you want to generate, the
screen you want etc.

There are eight data types available for fields in Access along with a number of
options called properties. These are Text Field which is the default data type.
Memo Field can hold upto 64,000 characters. Number fields which are used
when you are collecting data to be used in computations, whenever you want
to enter only numbers, whenever you want to format entries with decimal
places, currency symbols etc. Date/ Time Fields which allow you to enter
dates and times in a variety of formats. Currency Fields which you can use if
you wish to store information about money, AutoNumber Fields which you
can use if you want Access to automatically number each record as you add it,
Yes/No Fields which can be used when you want to give the user only two
choices Yes or No, True or False, Male or Female, Paid or Unpaid etc. and
OLE Object Field which makes possible the use of OLE objects like graphs,
video clips, audio clips etc.

You can add fields, rename fields, change captions, change field names, move
fields, as well as delete fields from tables.
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Remember whenever you delete a field in a table, you also delete all of the
information of that field from each record in your table. Also the field you are
deleting may be related to other tables or may be used in expressions. So you
should be careful when deleting fields.

The field size may be changed by altering the Size property of the field.
Without actually changing the field properties of a table you can change the
display of column widths in your tables also.

In the Datasheet view, place the pointer at the right edge of the field to be
resized. The pointer shape changes to a double headed arrow. Double click on
the line between the two columns. The field will expand or contract just enough
to display the longest entry or just enough to show the full field name (if it is
longer than the entries). This is Auto fit.

With the Font on the ribbon command you can change the font used for all the
columns. Access will adjust the row heights to accommodate new fonts and
sizes.

A unique way is required to identify each record in your table. The Primary key
is used for this purpose. The primary key can be created either by you or by
Access. There can be only one primary key in a table. However, a primary key
can use multiple fields. If you index fields, you can speed up searches.
Indexing is a procedure by which Access orders field entries in some way that
makes it easier to search. Indexing sometimes slowers the procedure of data
entry. Access always indexes the primary key field. You can however specify
other fields for indexing.

L 13.11 CHECK YOUR PROGRESS - ANSWERS .
13.2 1. a)record b) Query c) Forms
2. a) True
b) False
c) False

13.3 1. a) The Database window enables you to create as well as see
database elements i.e tables, queries, forms etc.
b) The three views in Access are: the Datasheet view, Design view
and Form view.

13.41. a) True
b) True

135 1. a) -(iv)b) -(v)c) -(viyd) -(i)e) -() f) - (iii)
13.6 1. a) Trueb) True c) Trued) True
13.7 t013.9 1. a) Format|Font

b) Format|Freeze Columns

c) Primary key

d) Accesse) Indexing
2. a) Trueb) Falsec) True d) True

Beginning with Microsoft Access /281



Q1.
Q2.

Q3.
Q4.

Q5.
Q6.

13.12 QUESTIONS FOR SELF - STUDY .

Describe the various terminologies associated with Access.
Describe how to create a Database in Access :
i) Using the Table Wizard i) without the Table Wizard

Describe the various data types and their properties in Access.
List the steps to :

i) add fields

i) change captions

iif) change field names

iv) move fields

V) delete fields

vi) resize fields

vii) change column widths in a table in Access.

Describe in brief : Freezing columns in Access.
Write short notes on :

i) Primary Key Fields ii) Indexing Fields

13.13 SUGGESTED READINGS i

2007 Microsoft Office System Step by Step by
Joyce Cox, Curtis Frye D., M. Dow Lambert lll, Steve Lambert, John Pierce

L2 & 2
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