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Course Obijective : Course Outcome:
*To give basic information about the computer system. After successful completion of the course, student will be able to:
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mail. 2. Apply skills and concepts for basic use of a computer.
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Value Added Course

Title: Basic Computer Applications & MS Office

Obijectives

1) To give basic information about the computer system

2) To give knowledge about computer hardware and computer software.
3) To familiarize students with the use of MS Windows, Internet and E-mail.

4) To familiarize students with the use of MS Office-MS Word, MS Excel & MS
PowerPoint

Methodology : Teacher — Centered Method

Duration : 30 Hours
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Title:

Vuyyuru-521165, Krishna District, Andhra Pradesh

Value Added Course

Basic Computer Applications & MS Office

Date : From 16-02-2021 to 15-04-2021

Date

Content

Module No.

16-02-2021

Module I:

Introduction to Computer Fundamentals, Windows
0S, Internet and Email Computer, Classification of
computers, Parts of a computer, Operating System,
Internet, Modem, Web browsers, E-mail, Establishing
your e-mail account

6-03-2021

Module II:

Introduction to Microsoft Word Basic components of

a Word window, Preparing a word document, Editing

a prepared document, Adjusting the margin settings,
Additional formatting options, Header and Footer

options, Border and Shading of page, Drawing

options, Inserting images, Mail merge options, Saving

a document, Creating a new document, Inserting
audio and video files

II

1-04-2021

Module lil:
Introduction to Microsoft Excel Enter data in excel
workbook, Formatting toolbar, Shortcut to fill a series,
Mathematical functions, Editing a data sheet, Format
cell, Rename a sheet, Save, Open a workbook,
Arrange data in ascending or descending order, Insert
new cell column or row, Insert picture or clipartin
excel sheet

III

08-04-2021

Module IV:

Introduction to Microsoft PowerPoint How to create a
new slide, How to apply animation to slides, Fill
background with effects, How to apply sound to
slides, How to save a presentation, Opening an

existing presentation, Insert new slides with different

layout, Editing a slide, Inserting picture to a slide,
Inserting media files to PowerPoint slides
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Office Activates & their software requirements & Office Packages —
MS Word

MS Excel

MS Power Point

MS Accesses

MS Outlook

e MS FrontPage
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Word processing:-

Whenever we create a new document file in any application program then whatever text we write
should be in a sequence it should be in a standard form, for such kind of representation we use Word
Processor. In other words we can say that creation of words, creation of sentences, creation of a
paragraph or creation of a page is quite simpler with the use of word processor. When we represent
the text in such a sequence then the process is known as word processing.

Features of word processing:-

1) Word wrap:- While typing any text when a program automatically changes a line i.e. after the
completion of first line it automatically starts second line this process is known as word wrap.

2) Page Formatting:- It includes all the changes and settings performed on a page. For ex. 4
directional margins can be set, we can set header and footer also we can use Endnote by page
formatting.

3) Paragraph formatting: - It includes the changes turn on a paragraph as per our need like as- we
can set the starting point of the paragraph, line spacing of the paragraph, space between two
paragraphs etc.

4) Text formatting:- It includes the changes made on the text as per our requirements we can change
font of the text, we can change size of the text, we can make it bold, Italic or underline letters. We
can also change the color of text.



5) Editing of text: - If any kind of mistake occur by typing then we can change the text to correct it,
like we can change the text, correct the spellings etc, this is known as editing of text. By using word
processor we can also correct the spelling & check the grammar. We can also get the output of the
file as a hard copy or soft copy.

Microsoft word (MS-word) A powerful word processor: - MS word stands for Microsoft word it
is the most powerful and developed word processing package generally it is used for the heavy
formatting in text material.

Process to open Microsoft word-
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To open MS Word very first we will click on start button/menu then take the pointer to All
programs & then select MS Word from the submenu. It can also be selected from MS office
folder, and then MS Word window appears.

Elements of Microsoft word window-
1) _Title Bar- The top most horizontal bar of the Word window is called title bar. Name of the

application window & current file is written on its left side and on its right click there are
three buttons namely minimize, maximize and close these buttons are for operating window.

&l Document1 - Microsoft Word

Minimize Button- This is to minimize the window. When we click on minimize button,
window is stored on Task bar in the form of Icon button.

Maximize Button- This is to maximize the application window.
Close Button- Close button is used to close the Application window.
2) Menu Bar - Menu bar contains the list of Functions and Facilities related to the curent

Application program. Menu bar has following main menus having several sub menus for
different operations-

=y

Documentl- Microsoft Word

¢ File Edit View Inset Format Tools Table Window Help

2



When we select any of these we get a list of all available options related to the particular menu called
submenu.

3. Borders & Corners- With the help of Borders and Corners we can change the size of
Application window.

4. Scroll Bar- Application window contains two types of scrollbars -

= Vertical Scrollbar
=  Horizontal Scrollbar

1) Vertical Scroll Button- By using Vertical Scroll Bar we can move the current page of
Application window from Up to down and down to up.

2) Horizontal scroll Button- By using Horizontal Scroll Button we can move the current
page of Application window from left to right and right to left.

Introduction and comparison of various office suites —

MS Office — MS Office contains following application programs :—Word, Excel, Power Point,
Outlook, Access, Front page.

1] Word — MS Word is the most famous & useful member of Office suite. With the help of
application software by using word processing and Desktop publishing Memo, Resume, Report can
be created. MS Word provides various features which works for the text.
e Already available Templates and Wizards helpful in hard documentation.
e Spelling checker corrects all the Spelling mistakes while typing and thesaurus provides
the meaning and synonyms of the selected word.
e With the help of Mail Merge two different file documents and database for mass
correspondence (\rfgsuara), can be merged.
e Table feature helps to set the data in the form of Table.
e With the help of Column Settings a document can be divided into multiple columns.
e Auto correct feature automatically corrects the mistakes generally occurred in fast typing.

2] Excel - MS Excel is an application which is used to manipulate the data especially arithmetic data.
Features provided by MS Excel makes the task easier.

e Templates —Templates are used for the standardization of data entry files which may contain

typical formulas.

e Chart and mapping tools are available to represent the data graphically.

1  Information List can be Sorted and filtered very quickly and easily.

2  Importing and Exporting Tools are available to move the data in Excel or out of excel for

example in Access or any other Database application.

3] Power Point [Presentation Graphics] — Power Point is the only application used to create
Presentations. Presentations can be created on computer very quickly and easily with Power Point.
Auto content wizard makes the creation of Presentation very easy.

Completely designed templates of text and graphical slide formats are also available.

Clip art library is available to provide various pictures related to various fields.

Multimedia sounds and videos can be inserted in the Presentations.

Various animation effects are available as graphical feature.

With the help of Microsoft organization chart, organization chart be inserted in the
Presentations.




4] Qutlook — Office suite members provide contact management, email client drive and folder
management functionality. Outlook not only helps in time management but helps to manage our
personal and professional contacts by the email management. Accession of regularly used
information is centralized by it. This change can be easily viewed in Word, where we can use the
storage of outlook in our document.

e Capacity to record projects, events.

e Screen dependent views of our daily, weekly, monthly & yearly Schedule.

e Capacity to print our schedule in various formats including famous Planner.

e Capacity to store many names, addresses, phone numbers, birthdates, anniversaries, email

addresses with all hyperlinks of homepage with contact information.
e Ability to permit the rights to access our schedule & mail folder on network

5] MS Access [Database] — Database management can be done easily with the help of Access.
Access is the only Application in Office suite where Database can be created very easily.

Characteristics of MS Access —

e Data base wizard helps us to create complete database including table & report as specified.

e It provides features to create forms, data entry &filter& easy to manage.

e Latest Report wizard — it can be used for professional looking report. Report design screen

helps us to create professional looking report.

e Macro conducts all repetitive tasks like data importing.

e Visual basic can be used for Applications.

e Built in HTML edits our data in World Wide Web.

6] Front Page — Front page is a member of suite used to create a complete website. It has the
features like wizards & Templates which are helpful to create as it . These features are as follows-

e Wizards are helpful to create site by the selection of some Stereo type options. We have to
select one of many choices & then click on next button and click on finish button after the
creation of site.

e WYSIWYG Editor helps us to write the page & to get the output. WYSIWYG means “What
You See Is What You Get”.

Like as-We can write &format a Paragraph on screen and then take a view.

e Published Wizards helps us to get our site on web.

Lotus-Office (Smart Office) —

Lotus office is a suite. Which Adjust myriad application for office automation. It is a lot for a
company who wants simple work group oriented option of Microsoft Suite. Smart office contains
Lotus Approach Millenium Edition, Lotus fast site rlease 2, Lotus free lance Graphics Millenium
Edition, Lotus 1-2-3 Millenium edition, Lotus organizer 5.0 and Lotus word pro Millenium Edition.

Lotus 1-2-3 popular spreadsheet for Windows and OS/2, which is part of the IBM Lotus SmartSuite
package. 1-2-3 was introduced for DOS in 1983 and later ported to many other platforms, including
minis and mainframes.The 1-2-3 name was chosen because it integrated spreadsheet, database and
graphics. It was the first innovative spreadsheet for the PC and was launched with a superior
marketing campaign. Its ability to function like a simple database was unique, and turning data into a
chart with a single keystroke was dazzling for its time.

Star Office -

StarOffice is a software product developed by Sun. A Java-based office suite that runs under Solaris,
Windows and Linux. StarDivision was founded in the 1980s and is the original developers of
StarOffice suite of software; this company was acquired by Sun Microsystems during the summer
of 1999.



StarOffice is a free productivity application suite from Sun Microsystems that includes a word
processor (Writer), spreadsheet (Calc), database (Base), presentation maker (Impress), illustrator
(Draw), schedule managment (Schedule), e-mail (Mail) and newsgroup (Discussion) component.
StarOffice is compatible with Microsoft Office components (for example, you can open and save in
Microsoft's Word, Excel, and PowerPoint file formats) and is available in 11 languages.

Open-Office —OpenOffice is a multi-platform (Win, Mac, and Linux) and multi-lingual office suite
which is compatible with all major office suites (i.e. Microsoft Office). It includes Writer (word
processing), Impress (presentation), Math, Draw, Calc (spreadsheet), and Base applications. IBM
Lotus Symphony and StarOffice are both based on the code from OpenOffice.

MS Word Basics —

Introduction of MS Office —

MS Office contains MS Word, MS Excel, MS Power Point, Ms Access; MS Outlook software’s

which makes the tasks easier.

Introduction to MS Word — MS Word is the most powerful and developed word processor of MS
Office suit. Word making, sentence making, paragraph creation can be done properly in MS Word.
Features & Area of use —

1) Word wrap: - While typing any text when a program automatically changes a line i.e. after the
completion of first line it automatically starts second line this process is known as word wrap.

2) Page Formatting: - It includes all the changes and settings performed on a page. For ex. 4
directional margins can be set, we can set header and footer also we can use Endnote by page
formatting.

3) Paragraph formatting: - It includes the changes turn on a paragraph as per our need like as- we
can set the starting point of the paragraph, line spacing of the paragraph, space between two
paragraphs etc.

4) Text formatting: - It includes the changes made on the text as per our requirements we can
change font of the text, we can change size of the text, we can make it bold, Italic or underline
letters. We can also change the color of text.

5) Text Editing: - If any kind of mistake occur by typing then we can change the text to correct it,
like we can change the text, correct the spellings etc, this is known as editing of text. By using word
processor we can also correct the spelling & check the grammar. We can also get the output of the
file as a hard copy or soft copy.

Working with MS Word-
Menus & Commands —

1) File :- it controls operations related with files mgmt like creating opening saving closing etc
it can be opened by pressing alt +f from the key board.

2) Edit: - it is for editing work alt +E works as its shortcut.

3) View :- it facilitates all the operations regarding different view of documents tool bars or
other elements like headers and footers etc

4) Insert: - it is for inserting different ms word a document like table etc you can activate it by
pressing Alt+ | from the key board.

5) Format :- all commands for the save of formatting your document are available under this
main menu Alt+ O is a shortcut for this

6) Tools :- It provides different powerful tools like spelling & grammar check alt+ T is used as
its shortcut

7) Table :- this main menu includes sub-menus to control operations related with table alt+ T
can be used to use it form key board

8) Window :- it keeps commands to handle window related operations alt+ W is its shortcut

9) Help :- to get assistance by different menu this main menu is used it can be invoked by
pressing alt + H or f1 with the ob key board

5



Toolbars & Buttons —
Standard toolbar:-Standard toolbar contains the options related to file &document in the form of
buttons. Ex: - new, copy, open, paste.

Standard v X

DeEday SR Y B o QHFOE=[H B T 0w -

New- To create a new file.

Open- To open a created file.

Save- To save the file.

E-Mail-To show Current worksheet in E-Mail body.
Search-To search any file, WebPages or any outlook item.
Print- To print the Document.

Print Preview- Shows print preview of File.

Spelling- Checks Spellings in document.

Cut- To cut any text, Graphics.

Copy- To copy any text, Graphics.

Paste- To paste cut or copied portion at right place.
Format Painter- Copies text style.

Undo- Rejects previous work.

Redo-Repeats previous work.

Insert a Hyperlink- Adds Hyperlink.

Tables & Borders-To open Tables & Borders toolbar.
Insert Table-To insert Table in our document.

Insert Worksheet-To insert Worksheet in the document.
Columns- Divides text in Columns.

Drawing- To show or hide Drawing toolbar.

Formatting toolbar: - formatting toolbar contains the options related to the editing of text in
document.
Ex: - Alignment, bold, italic

Formatting r X
4 Mormal - TimesMWewRoman - 12 - B 7 0O _ +;§ +;§ ]~ & - é-
Font-To change the Font style or language.

Font size- To change the font size.

Bold- To make selected matter bold (Dark).

Italics-This command is used to italic selected matter.

Underline-To underline selected matter.

Alignment-To set the alignment of text.

Line Spacing- To set the space between lines.

Numbering- To set numbers on various paragraphs of the document.

Bullets- To set bullets on various paragraphs of the document.

Decrease Indent-To decrease Paragraph Indent.

Increase Indent- To increase Paragraph Indent.

Outside Border- To set the Borders of table.

Highlight- To highlight the text.

Font Color- To set the text color.

il
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File operations in ms word: -File operations include creating a new file, opening an existing
file, saving a file etc.

Creating a new file:- a file can be created in three different ways-
e We can select new option from file menu.
e We can click on new document button from the standard tool bar
e We can use ctrl + N shortcut
By using three ways we get a new blank document on Word window. Text can be typed on
this blank document to create a file

Saving a document: - To save a file after writing any text we can choose anyone of the following
ways-

. . Sawve As E]@
1. We can select save option from file E— ] @ > £ E - Took~
menu 35 -
2. By clicking save button on standard oy s
Wehs
tool bar = o
3. By using ctrl + s shortcut key |
After clicking on save option we =
have to fill three options to save the file-
e Save in: - Save in gives the facility Fﬁ
to select any drive or folder where 22
- - i;i File name; |DEIC3 = | Save
the file is to be saved. wy Htwark [ e ]
Haces Jave as Lype: |Wnrd Diocument: j Carcel |

e File name: - In file name text box
we type the name of the file.

e Save as type: - It allows us to select type of file.

Opening a File:- following ways are used to open a file —
e\We can select open option from file menu.
eWe can click on open button from the

Open E]@
standard tool bar. T e — 3 @ X O [ Tock-
oCtrl + O (by shortcut key ) Copowroads
\q&| de I'"!usic
History .ﬁM'r' Pictures
After a choose an open option than %’;‘;‘;’d’s
we have to fill three points /options Mycfé:m p-c

a) Look in:- look in give us facility to .
select any drive or folder where the &
file to be opened

b) File name:- in file name text box we Fi_tl
type the name of the file o

c) Files of type:- it keep a list of nature 8 |

My Netwark,

of the file word document Paces TS Tupe: JA word Counents

open v

Canicel

Lef Ll

Copying a file:- to create a copy of the file the following steps are usually used
e click file and select open or press ctrl+ o together
e in the look in box click the drive or folder that contains the file you want to copy and the
click copy of the shortcut menu
e right click in the folder list and them click paste an the shortcut menu



Renaming a file:- suppose we have created a file and want to change its name we can do id
following the instruction as mentioned below

o either click open button on the standard tool bar or choose open form file

e click on the name of file you want to change in the window

e then click right button of the mouse a shortcut box appears choose rename alternatively you
press 2 key

e type the name as desired

Printing a document: - To print a file we do the following-
e Click on the file menu and select print option.
e Click the print button from the

standard tool bar. Print RIX)
e Press ctrl + P from the key board. printer
Mame: _: Send To OneMote 2007 w
While printing we must select some Options fOr | fre e ro masott retteorver
1Nt 1 1 1 1 ere: end To Microsoft Onehlate Port: [ print to File
printing available in the print dialog box. here: - sendTo Mierosoft Gnetite Port C.
. . Page range Copies
a) All:- It prints all pages of a file together 8&' Humber of copies: |1 g
. I - Current page
b) Current page:- it prints the page where O reges: 11 HH .
the cursor is presently located Type page nuntwbderbs andfor page " ' ' )
- - ranges separates Y COMMas Counting
c) Pages:- it print the select pages Cerion.For vamel, type 1,5, 512
d) No of copies: -If we select no of copies ar plsl, pls2, pls3-pes
we want to print just by scrolling the Print ghat: |Doc.ment g =
- - Prink: All pages in range + | | Pages per sheet: 1 page
box after we set the options as required ot o e s e
click ok. -
oK l [ Cancel

Previewing a document: - you can see your output on the screen before its goes to final preset it
will make you observe layout etc to do this follow the step

e click the file menu and choose print preview or select print preview button from the standard
tool bar

e if you want to print it click icon quite left blow the menu bar
e click on close button to close it

Closing a file: - to close a file does this
e Click the file menu and choose or click close button of the document window before word
close a file its asks you to same changes
e To quite ms word click file and exit

Document formatting:- Any file or document created in ms word gives the facility of document
formatting. Any kind of changes made on the text written in a file are the part of document
formatting document formatting includes text formatting, paragraph formatting, page formatting etc.

Text formatting:-
1. Selection of the text:-To select whole text in a single attempt ctrl + A shortcut key or Select all
options is used. We can also use the key board, for that we use shift key with arrow keys.

e To select the text with the help of mouse we place the cursor or pointer of mouse at the beginning
of selecting text and drag it till the last selecting point.

2. Deletion of text:-Any text in word document can we deleted by the following ways be deleted by
the following ways-




e We can select the deleting text by any selection method and press Del to delete the text.
e For deleting the text from right to left direction we use backspace key.
e For deleting the text in left to right direction or use Del key.

Font formatting:-

Bold: - Bold is used for making the text /word dark. To set font bold click the bold button from
formatting toolbar.

Italic: - Italic is used to change the style of text/word into italic. To italic font click the italic button
from formatting toolbar.

Underline: -This feature is used to underline the text or document. To underline click the underline
button from formatting tool bar

Changing the font of text:- To Change the font of text we select desired font clicking the drop down
list box of font button

Changing the size of font:- To Change the size of font weselect the desired font size by clicking the
drop down list box of size button

Change the color of text:- To select desired color of the font click the font color drop down list box
on the formatting tool bar

Change the border:- Border button is used to change the border of text.To change the borders of
text click the border button from the formatting toolbar.

Moving the text: - To move the text from one place to another we have to do the following-
e Select the desired text
e Click the edit menu and select cut or click the cut button from the standard tool bar or press
ctrl + X from the keyboard.
e Click at the place where the text is to be moved
e Click edit menu and choose paste or click paste button from the standard tool bar or press ctrl
+ V from the key board
Copying the text: - To copy the text we have to do the following-
e Select the text to be copied
e Click on copy from edit menu or select copy button from the standard tool bar or press ctrl + C
from the key board
e Click the place where it has to be copied
e Click the place from edit menu or select paste button from the standard tool bar or press ctrl +
V from the key board

[ Paragraph |i|—5.-v_hj1
Paragraph Formatting: - A paragraph in Indents and Spading | Line and Page Breaks
Word is any text that ends with a hard return. General
You insert a hard return anytime you press Aignment: |ET ~ | Qutine level:  Body text ||
the Enter key. Paragraph formatting lets you
control the appearance if individual Indentation
paragraphs. For example, you can change the Left: 0” : Spedial By:
alignment of text from left to center or the Right: 0* . (one) [ 7] =

spacing between lines form single to double.
You can indent paragraphs, number them, or Spacing

add borders and shading to them. Before: opt
After: Opt

Line spacing: At

Single E

Don't add space between paragraphs of the same style

-
-
&
-

Ll 13

Paragraph formatting is applied to an entire
paragraph. All formatting for a paragraph is
stored in the paragraph mark and carried to Preview
the next paragraph when you press
the Enter key. You can copy paragraph

Samypls Tems Samgle Timt Sample Tems Samgle Tomst Sample Tt Sampls Toms Samgle Tt
Samyplz Tems Samgle Tms Sample Teme Samgle Toms Sample Tons Sampls Tems Semgle Tome
Samgpls Tems Samgle Tnt Sample Tems Sumgle Toms Samgle Tont Sampls Teons Samgle Temt

Tabs... OK l | Cancel




formats from paragraph to paragraph and view formats through task panes.

a. Aligning paragraph :- paragraph is by default aligned left side as we use for writing English or
hindi on our copy if requested we can change if required we can change if easily to right side or
justify between both side to align in different ways the following icon are used

use right align button to align text or graphics in the right side
use Left align button to align text or graphics in the left side
use center align button to align text or graphics in the center
use justify align button to justify text or graphics at both ends

b. Spacing between two paragraphs: - in a paragraph space can be left between two lines
e Single spacing: - leaves no space between two lines

e Double spacing: - leaves one line blank space between to lines

e To leave space between to paragraph does this-

e select paragraph from format menu

e specify spacing in points between paragraphs after and before in the spacing section

c. Paragraph indents: - The text typed in any text document is generally divided in paragraphs after
the margins of the page any space lift in a paragraph from left or right direction is known as indent
Apart from margins blanks space on the page right or left is called indent.
There are two types of indeed —
e First line indent
e Hanging indent
First line indent:- by using first line indent the space for first line is left as indent then we set first
line indent we words available in first line start shifting in next line
Hanging indent: - when we use hanging indent the space for other lines of paragraph is set whether
from the left or right direction

While text with a hanging indent is frequently used for bibliographic,
entries, glossary, items, resumes and bulleted and numerical lists

. Setting text with first line and hanging indent: - to set text with first line and hanging indent
select the paragraph you want to set incantation
click the format menu and select paragraph
in the special full down menu select first line and hanging as required
click ok

e O o o O

Borders and shadings: - we can set any kind of borders on the text paragraph, page or character

as her our requirement to set (. Shading X
the border for the text we sell

have to select border and
shading dialog box named
border and shading we can
choose the border for the
paragraph from the available
design we can also change
the color of border.

.| Page Border j_ghading
Style: Preview

| | - Click on diagram below or use

K | Ir= buttons to apply borders

|| D) o | Am | ]
o

Shadow ]

To change border and

I
o
[=]
=

shading of a paragraph or e ]

page do this- 3D = &

= Select a paragraph or page ﬂ\ Custom i T — Apppl_ym:h -
e aragrapi -

| Dptions. .. |

Show Toolbar | | Horizontal Line... | oK | | Cancel ]




Choose Border and Shading option from format menu.

Click the desired border under setting section
To add shading click shading tab and select the shading as desired
Finally click on ok button.

Finding and Replacing the text:-

I) Finding-Find option is used to search a particular word in text documents created in ms- word.

To search a word does this - »—
e Click edit and select | Findand Replace

T .

find; alternative we = B
can press ctrl+ F on nd | Reglace | GoTo |

the key board.

e Type the text in find
what text box , you
want to search

e Click the find next
continue repeating the
same the text in the

Find what:

[~ Highlight all items found in:

Main Document

More ¥

[=]

Cancel |

whole document

e Click on cancel to
close it.
e To search in a more advance way click on more.

I1) Replacing: - With the help of replace option, the selected word can be replaced with any other

word also it can replace r

Find and Replace
over or more.

|2 [ |

To replace the text, do || [ Fng | Replace | goTo |

this: —
e Click the edit Find what: |
menu and select
replace' Or press Replace with:

ctrl+ H together

on the key
board.

e Typethe word, *

phrase, or format in the Find what: box that you are searching for.
e Type the word, phrase, or format in the Replace With: box that will replace what is

in the Find what: box.
e Click Find Next to conduct your search.
e When Word finds a word of phrase, do one of the following:
e Ignore it.
e Click Replace.

e Click Replace All to replace every occurrence of the selected text with the replacement

text.
e Click Find Next to bypass it and find the next.
e Click Cancel to quit.
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Unit-2

Spelling and Grammar: - we can check spelling and grammar error and correct those according in
the document it is one more how correct English in our document.

To we spelling and grammar check, do this:

e Click tools menu and select spelling and |po———t
P g Theasures — A [ taoreonce |
gram mar Ignore Al
e Select spelling button ABC from standard tools ——
e Add to Dictionary
bar Suggestions:
. Treasgres | Change
e Press f7 together from the keyboard Iessures Chang
Change All-Click change all to change all similar o Adodored
text in the whole document. N :
. Dictionary language: |Eng||sh (L5 j
Ignore-Select ignore button to make no changes % Chack grammar
Ignore All -Select ignore all buttons to bypass on options... | | caneal |

the similar words found in the document.

| Spelling and Grammar: English {U.5.)

Add to Dictionary - Select add to dictionary button to include those very words in ms- word
dictionary like Patna, Matura etc.
Cancel-click cancel button to stop the error search.

Shortcut for spelling and grammar check: Right click the wary underlined word a pop-up menu
box appears like on figure it display a list of words related the very word .

Customizing spelling check:-

Point to tools menu and select option.

Choose spelling and grammar tab after that the spelling and grammar tab appears there are
multiple options available as follow.

e Checking spelling as use type: - identifies the word not found is the dictionary by a red way line.

e Hide spelling errors in the document: - does not highlight the miss felt words with wary lines.

e Always suggest correction.

e Suggest from main dictionary only.

e Ignore word in uppercase.

e Ignore words with numbers.

e Ignore internet and file address

e Select or clear the cheek boxes as desired

e Click ok to close the dialog box

Word Thesaurus: - word thesaurus is a special facility provided by ms- i Research v x

word which is generally used to understand synonyms of any selected word. FERE=RNS
in other words if can be said that with the help of thesaurus we can see the search for:

meaning and synonyms of any selected word we can also insert any word in  education
thesaurus box to get the synonyms of it in is same like a dictionary. [ Thesaurus: English (U.5.) B
0

To use thesaurus do this;

press shift+f7 keys together from the keyboard the box display :::::
several different button. schosling
tutoring
a) Replace: - it replaces the words you have selected of your choice nstruction
b) Look up: - it shows you the meanings of the conserved word cdification
c) Previous: - it takes you back. culture

. =l Thesaurus: English (U.5.) -
a) Select thesaurus whose alternative you want.

. . = hi i
b) Click the tools menu point to language and then select thesaurus or = teaching (n.)

= Can't find it?
12
Try one of these alternatives or
see Help for hints on refining
your search.




e Now, we click the replace button to find synonyms and get it replace.

e when we have not select our desired/needy words that time firstly we have insert a word in insert
option

e whenever we have select our desired/needy words it will be automatically gives the meaning or
synonyms after click the replace button

Document formatting: - Document formatting is the process related with operations in making the
document mice and clear it includes different processes like columns lettings header and footers
numbering and bulleting etc.

Headers and Footers: - header and footer may be text or graphics printed or top and bottom in a
document any text document created in ms word may contain different pages the text written in top
margin of the page is known as header we can decide the header for each pages as we need the text
written is bottom margin area of the page is known as footer.

To insert header and footer do this-

e we will select header & footer option from view menu after this selection to haves of in these
haves we can type the text wheels is to be created as header & footer

The header and footer toolbar contain the options as mentioned

Auto text

Insert page number

Insert number of pages
Insert format page number
Insert date

Insert time

[ ]

[ ]

[ ]

[ ]

[ ]

[ ]

e Page setup

e show/hide document text
e Same as precious

e Switch between headers

e  Show precious

e  Show next

e Close-To end the view o header and footer haves either click twice outside or click the close
button

Deletion of Header and Footer: - for the deletion of header & footer very first we will select header
& footer from the view menu after then we will get the header & footer we will have to remove the
text from the header pain and the footer pain. After complete this process header and footer will
remove from the pages.

Create different headers or footers for odd and even pages:-

On the View menu click Header and Footer.

On the Header and Footer toolbar, click Page Setup and click on the layout tab.
Select the Different odd and even check bax and then click OK.

If necessary, move to the Even Page Header area or even Page Footer box. How?
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e Create the header or footer for each even-numbered page.How?
e To move to the header or tooter for each odd-numbered page, click Show Next on the Header and

Footer toolbar.Then create the header or footer you want.

Bullets and Numbering: - We use bullets and numbering option basically for making a list or

arranging item in a particular order. There are different types of style to use making a list.

e Bulleted
e Numbered
e Outline Numbered

To insert bullets, do this: - To insert bullets in our text document first of select list items then open

bullets and numbering option
from the format menu and
select the bullet style which
you want to apply on the list
item then finally click on the
ok button. You can also format
the  bullets style  using
customize option.

Following Example shows the
uses of bullets-

+ Ujjain
%+ Indore
¢ Dewas
+» Ratlam
+»+ Bhopal

Bullets and Mumbering ﬁ
B_ulletedi Mumbered I Qutline Mumbered I List Styles |
= - =
None 5 + -
b + -
- L]
- - -
- L]
[ Ok J | Cancel

To insert Numbering, do this: - To insert numbering in our text document first of select list items

then open bullets and
numbering option from the
format menu and select the
numbers style which you want
to apply on the list items then
finally click on the ok
button.you can also format the
number style using customize
option.

Following Example shows the
uses of numbering-

Ujjain

Indore
Dewas
Ratlam
Bhopal

agprwnE

Bullets and Mumbering ﬁ
e R
| Bulleted | i Humbered} | Outline Numbered | List Styles |
L= 1) o
None = 2) ..
118 3) M.
a.- aj - 1) L
b. - b) 2) 2.
C.- c) 3) 3.
(@ Restart numbering Continue previous list
[ 0K ] [ Cancel
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Using AutoText: Autocorrect is a function which automatically corrects the command mistake
generally performed by a user is only text document. Autocorrect feature to automatically direct and
correct types misspelled words, grammatical arrows, and incorrect capitalization ex : if we type
creation , then autocorrect replaces what you have typed with 66 certain’> we can also use
autocorrect to quickly in sort text , graphics, or symbols, creating autocorrect entries : to use
autocorrect option very fast we will select autocorrect option from tools menu . It will give use a
dialog box of autocorrect-feature in these dialog box. We will get to text box shape replace and with.
In replace text box that word is typed. Which is to be replacing that is generally type from by the
user and in with text box the replacing word is typed. After the addition of these words we have to
click on ok to add the words in autocorrect or *.click the tools menu and select autocorrect .the
dialog box appear. *. In the replace text box, types the miss spelt word you think do mistake it quite
after.*. In the with text box, type the correct word.

Inserting page number — Any document created is MS —word may certain one or more pages these

pages can be allotted serial no. with e P [
the help of page no. option. To insert
the page no. in text we will have to | position: Preview
select page no. option from the insert —_—
menu by doing these we will get page P jam—
no. dialog box which gives us two _ﬁi'ght E| =
option position and alignment .we can | — =
select the no. of position with the help | [¥! show number on first page :
of position box i.e. it is to be shown (LEomat) ok ) [comea |
on upper marline or top margin and | —
bottom we can decide the alignment
of page no.
Insertion of column in text: - Any Columns
text page in MS word can be divided | FPresets
into one or more columns the process | = |j==} |22 | | == || ==
to insert columns is follows: = . | 2= ="
» Qne Tﬂo ihree i Left - B_lght
TO divide the page into columns V_el’y Number of columns: 2 = [] Line between
first we will select columns option L -
from the format menu after doing this | width and spacing Preview
we will get a dialog box name Col #:  ‘Width: Spacing: P
columns these dialog box gives us [ & |7 Bos &
various options to set the columns in : 1= T —
the document.
We can decide the | 11
number of columns by using button in Equal column width
presets section of column dialog box — —
or we can enter the number in | Applyto:r |Whole document i

Number of Columns spinner box after
selecting the number then we will click on ok button. The text will be divided in entered number of
columns.

We can also change / set the width of each column as per the requirement or we can select
the width of column equal by selecting equal column width the check box from the column dialog
box.

In the apply to drop down list select where from we want to set the
columns out of there options available there as follows -
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a) This section-the columns will be set in the very section only
b) This point forward- This column will be set ahead of the current insertion point only.
¢) Whole document- the columns will be set in the whole document

Insertion of date & time: -ms-word glves us the facility of insert date & time on each page on the

text document. . . Date and Time [ﬁ
To insert date & time on
the page we will choose date & time .ﬁ.uaﬂable formats:  Language:
option from the insert menu when we do DN . | |English (U.5.) E
so we will get date & time gives us gf'egrﬂgzr EI’EE;E';EF 12, 2015
various formats dialog box from which 12/12/15 Calendar type:
we can select anyone date format to ?E;_Zl'él \Western E
insert the date on the page. _ 17.12.7015
Click the Dec, 12, 1h5
: 12 December 2015
ypdate automatically cheek box to keep AN
it update as per system date. Dec-15
12/12/2015 6:04 PM
12/12/2015 6:04:20 PM
5:04:20 PM
13:04
18:04:20

= | [¥] Update automatically

Default... | ok || cancel |

Tables-Tables are preferred when compared to using spacebar or tab for alignment to give a table
format, but Word has another excellent feature for alignment called "Tables". This feature is used to
create financial reports, catalogues, accounts etc.

Tables consist of rows and columns. The text can be
typed in the cells. The size, shape and appearance of a cell are controllable features.

To create a table using table menu- Choose Insert then table option from Table Menu. You will
Now type the Number of Colum mseriTabe &)
Now type the Number of Columns and rows as [ttty 3

you require and set column width auto. So that | table size

the Column with will be equal to the width of Number of columns: El =

the text. Now click OK. An empty table is —

inserted in the document. Mumber of rows: > |
. . AutoFit behavior

Inserting Rows: Place the cursor in the table, & Fixed column width: auto x|

where row is to be inserted Choose Table and
click on Insert option and select Row Above
option to insert rows above the current position
of cursor and select Row Below option to insert | Table style: Table Grid (autoFormat... |
rows below the current position of cursor in the
table.

) AutoFit to contents
() AutoFit to window

Inserting Column: Place the cursor in the table, | [[] remember dimensions for new tables
where column is to be inserted Choose Table (
and click on Insert option and select Column to =
the Left option to insert column left side of current position of cursor and select Column to the Right
option to insert column Right side of current position of cursor in the table.

OK J [ Cancel ]

Inserting Cells- Place the cursor in the table, where cell is to [ Insert cells |
be inserted Choose Table and click on Insert option and select ) Shift cells right
c Shlﬂce"sdown
16 ) Insert entire row

() Insert entire column

I_ OK ] l Cancel ]




cell option then following dialog box will appear then select appropriate way to insert cell in a table.

Merge Table Cells- A merging cell is the act of selecting more than one separate cell and merging
them so that they become one. Following process to mergeing cells are as follows-

a. Select the table cells that you want to combine.
b. Under Table Menu, click on Merge Cells option.
c. After this process selected cells are merged.

Note- It is not possible to select multiple, noncontiguous cells.

Split Table Cells- Splitting a cell is the act of selecting a specific cell, and dividing it into one or
more rows or columns. Click the table cell that you want to —
split. Following process to mergeing cells are as follows- SPitCale =

MNumber of columns: 2 =

a. Under Table Menu, click Split Cells, and then following
dialog box will appear: e g e 1 cal

Merge cells before split

o Todivide a cell vertically, in the Number of columns box,
enter the number of new columns that you want in the | ok || canc
selected cell.

o To divide a cell horizontally, in the Number of rows box,
enter the number of new rows that you want in the selected cell.

Split Table — Place cursor in desired row from which you want split the table in two parts.
Under Table Menu, click Split Table. After this process table is split in two parts.

Deleting Tables, Cells, Rows and Columns- Once you have created a table, it may be necessary to
delete parts of the table, or the entire table. The following instructions will lead you through deleting
tables, cells, rows or columns.

To delete a table:

1. Place the cursor in a cell of the table you want to delete.
2. In the Windows menu bar, click Table > Delete > Table.
To delete a cell:

1. Place the cursor in the cell you want to delete.

2. In the Windows menu bar, click Table > Delete > Cells.

= Use the Shift cells left option if you are deleting a cell from a column and want the other
rows to move to the left to fill the empty cell.

= Use the Shift cells up option if you are deleting a
ceII_from a row and want the other rows to move up A &J
to fill the empty cell.

_ o © iShift cells feft
= Use the Delete entire row option if you want to () Shift cells up
delete the whole row. (") Delete entire row

) Delete entire column

17

[ 8] ] [ Cancel




= Use the Delete entire column option if you want to delete the whole column.
To delete a row:
1. Place the cursor inside any cell of the row you want to delete.
2. In the Windows menu bar, click Table > Delete > Rows.
To delete a column:
1. Place the cursor inside any cell of the column you want to delete.
2. In the Windows menu bar, click Table > Delete > Column.

For the final step in making our framework table into the sample table, we want to delete the bottom
row of the table. To do this, we place the cursor in any cell of the bottom row. Click Table > Delete
> Rows.

Formula-If you've ever inserted a table of figures into a Word document you might have wished for
the Excel capability of inserting a formula to sum the numbers in a column or row, particularly when
you have to change a number in the table, and then have to change the Totals that you had manually
entered into the table. In fact Microsoft Word provides this facility to enter formulas into a table.

You can
also perform addition, subtraction, multiplication, and division operations on numbers in Ms Word
table cells. Also you can calculate averages, percentages, and minimum as well as maximum values.
To add the formula in the Word table, do the

following: (I l % l

Having identified the cell in the table that you want the =
formula to appear in, choose the Formula... option E:;j;;bmj
from the Tables menu in Word 2003.
. . . L Mumber format:
This will not give you the full capabilities of an Excel ||/ .., [=]
spreadsheet, but will allow a range of basic formulas to . E—
be entered, including SUM, AVERAGE, MIN and [/ Pasts function: st SOOI
MAX. In addition, table cells can be referenced as A1, E
A2, B1, B2, etc., remembering that header rows must iﬁ% ‘o ] [Concl |
be counted. So, in this example we apply sum formula || FErEmmm =
in C6 Cell and find the totals of employee salary: | COUNT —
DEFINED
FALSE
IF
INT i
EmpNo. | Employee Name | Salary
101 Karan 5000
102 Manoj 6000
103 Subhash 8000
104 Rahul 7500
105 Pankaj 9500
Total= 36,000
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Converting Text to a Table: -You can convert text to a table; however, a delimiter such as a
comma, paragraph marker, or tab must separate columns of text. In the exercise that follows, you
will convert comma-delimited text into a table.

a) Type the following as shown (do not bold). Convert Text to Table [&J
RolINo, Student Name, Course Table size
Mumber of columns: E =
101, Karan, MCA
Mumber of rows: 6
102 Manoj, DCA AutoFit behaviar
103, Subhash, PGDCA @) Fixed column width: Auto =
) AutoFit to contents
104,  Rahul, BE ) AutoFit to window
105, Pankaj, M.Com Table style: {none) |5utoFurmat... |
Separate text at
(71 Paragraphs @ Commas
b) First of all select the text. ) Tabs @ Other: |+
c) Choose Table > Convert > Text to Table from
the menu.
d) Type 3 in the Number of Columns field. s J [ cancel |
e) Select fixed Column Width field in the Autofit

behavior option.
f) Select the Commas radio button in the Separate Text At frame.

g) Click OK.

Microsoft Word should have converted your text to a | RollNo | Student Name | Course

La;t;leej and your table should look like the one shown 101 Karan MCA
102 Manoj DCA
103 Subhash PGDCA
104 Rahul BE
105 Pankaj M.Com

19



Table Auto Format:- Table auto format is a special facility provided by ms-word for the creation

of tables auto format contains some
redesigned formats of tables which
can be directly apply that is we need
not to design the table we can apply
any one the available formats and
can entered our data in the same
format.

Process to open a table autocorrect

e click on table menu

e point to table auto format

e after the selecting of table auto
format option one dialog box will
be appear format and click on ok
button or apply button

Table AutoFormat

Category:

E
Table styles:

Table Classic 4 -
Table Colorful 1
Table Colorful 2
Table Colorful 3 ‘
Table Columns 1
Table Columns 2
Table Columns 3
Table Columns 4
Table Columns 5 Modify...
Table Contemparary —

— ant - Default. ..

Delete. ..

[t |

1L

Preview
Jan Feb Mar Total
East 7 7 ) 19
West ) 4 7 17
South 8 7 9 24
Total 21 18 21 60
Apply spedal formats to
Heading rows Last row
First column Last column
[ Apply ] [ Cancel ]

Sort the Table- Sorting elements of your table is useful for organizing your data,

whether consisting of text, numbers, or
dates. You can also perform
subsequent sorts on the data, initially
sorting by one criterion and then
sorting by a second criterion within
that sort.

a. Select the table or column(s) to be
sorted

b. From the Table menu, select Sort...
The Sort dialog box appears.

c. From the Sort by pull-down list,
select the first column by which to
sort
HINT: If your table contains
headings that should be excluded
from the sort, in the My list
has section, select Header row.

d. From the Type pull-down list,
select Text, Number, or Date

Sort

X

Sortby — — e
B e [ v‘ Ascending
fiame) ' l ype: | Text | () Descending

Salary i v
Designation
Thiaddress & o
I- | &) Ascending
| Type: |T | =
— =), R |Text ) Descending
Using: EParagraphs v

Then by

My list has
(%) Header row ) No header row
Options... [ OK ] [ Cancel ]

e. Select Ascending or Descending order

f. Click OK

20




Graphics/ Diagram:-

we can insert any kind of picture image diagram lines shapes etc, in any text document we or
drawing toolbar to insert any image or draw any picture in the text document

To insert any image, graph, picture or to draw any diagram in our document we use drawing toolbar
if the drawing tool bar is not available in word when we use view menu to have it onscreen to open
the drawing toolbar we will select toolbar options from the view menu then from the from the
available list the toolbar we will select drawing option

Basic drawing tools:-

a) line:- we can draw any line with the help of line button available in the help of line drawing
tool bar

b) arrow:- we can draw any arrow with the help of arrow button available in drawing toolbar

c) oval:- we can draw any oval with the help of oval button available in drawing toolbar

d) rectangle :- we can draw any rectangle with the help of rectangle button available in drawing
toolbar (shift+ rectangle = square)

Auto shapes:-
Auto shapes are the collection of sum categories of the basic shapes used in any drawing

To insert any predefined shape in our document we use auto shapes button from the drawing toolbar
when we click o this button it provides is shapes in various categories we can select anyone of the
available and draw it in our document using mouse.

Categories of auto shapes:-
= lines

= connectors

= basic shapes

= block arrow

= flow charts

= store and banners

= callouts

= more auto shapes

Insertion of any image in document: - We can insert various kinds of pictures, images, drawings in
the text document as her the requirement commonly predefined images.

Process to open:-
= Directly select clipart option from diagram tool bar menu.
= |nsert- picture- from file clip art word art etc.

Word Art: - word art is a different kind of tool provided by ms-word to write the text we can write
the text in various style text types in word ST HaRTI. 2R

art in word art lettings in the document
Select a Wordart style:
Process to open a word art:- WordArt WOI"M worda, (WordArf [WordArt H W
Insert- picture- word art :
When we click on wgrd art button f_rom Wordilyt (WordArt [Wordiet [9or42-: |Wordliet | 2 w
the drawing toolbar it gives us various :
style in a window known as word art TR
: wafdlll ordarn |-WordArt [WORdAt | -
gallery. We can select any one of the style AR i e
and click on ok button to insert them when o aal 2 W
e . wWorahve |WardAvt | WaetfBa |y oitii?] | 2
we do so it gives another window to add WordAet Tarhrt | Warddet Winailg [sovurifd] 2
et s I e £
OK I Cancel |




the text in the window we can change the font and font’s size of the text.

Views and layouts: - any text document created in ms-word can be view in various layout and
different views use can also view the pages of the document in these view.

Normal View: - normal view is a by default view provided by ms-word to create any document in
it normal view contain various options to make change in the document it keep the toolbar in
menu bars for the editing and formatting of the text. In other words we can say that formatting
related options can be used easily in this view. If normal view is not and label by default it can be
activated by selecting normal option from the view menu

Web Layout: - web layout is generally used to designer web page this layout contains all the
options and facility required to design a web page so we can do it easily the pages or document
created in this layout can be directly viewed on screen or used as a web page to activate this
layout we use web layout option from the view menu

Print layout: - by using print layout we can design document in printing style related to the
formatting of any page like as we can say page numbering margins header and footer etc.

Print preview: - it shows the preview of designed page before print page. Designed by us in ms-
word it shows the print preview before printing the our desired page file- print- preview

WebPage Preview: - we can view the document or page directly on the web browser with the
help of web page preview. It can also be said that of we page preview .it can also be said that we
can have a vision of the web page in a web site

Full Screen: - with the full screen view we can see our page document in full view of preview
when we see the page in full view we can’t get any ruler or menu or any status bar or any other
which is always shown on full view or computer screen.Ctrl + print screen sys this shortcut is
used for copy window’s picture from one place to another place.

Template and wizard —
Template- It is a special kind of documents available in MSword, by using this template we can

Create new - “
documents on the | Templates o
basis of the |[ - — _ I
particu|ar | General | Legal Pleadings | Letters & Faxes | Mal Merge | Memos | Other Documents | Publications | Reports |
template.

In other words it

can be said that Fax Letter

template are some s e
- 1 ~

predefined  types L_;] Wlﬂ @ @ |

of Select an icon to

templates contain Wizard

all the tool bars @ @E] @E] '—ﬂ

and option related

to the particular Maiing Label Personal Fax  Professional  Professional
Wizard Fax Letter =
template' Create New
@ 1 +~| @ Document (7 Template

Document created

by the user can —
. Templates on Office Online 0K Cancel
also be save in the | | |—|

Contemporary Contemporary  Elegant Fax

m

documents, Elegant Letter  Envelope Fax Wizard Letter Wizard SEE & preview.
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form of templates or we can say that a user can create is own templates .templates are useful for
designing the various kind of documents.

Creation of templates— In ms word user can designed his own templates as we desire to create a
new template in MS word.

Firstly we will select new option from the file menu and then select on my computer option from the
task pane. when we do so we will get a tab —~window on screen from which we have to select the
template radio button and click on ok .then we will get a blank page to design a template where we
can design a template.

Saving a template: —For saving a template or general document open file menu and click on save
option where We click option we get a dialog box or save the document then click on save as type
and choose their document template . After that opened save in template folder. we mention any
name of the document and click on save like this we create our template or transfer our general
document in template.

Modification in template: If we choose any template for work then we can do any changes in it
which we want we use only that form at for work but text will be modify by us .It can make our work
easy.

Letter wizard —letter wizard is available in a form of windows which contains four different

information related to the document, these are.

e Letter Format: - In these format the first option is to decide the date style which is to be printed
on the letter we can also decide the printing style of the letter from letters style option and the
format of the letters is choose are from page design option.

e Recipients Information: -this tab contains the options to require the information of the recipients
like reciver’s name, address etc.

e Other Elements:- this option contain reference line ,mailing instruction ,attention ,subject and
salutation for the letters .

e Senders Information: - This tab contains the option for gathering the information related to the
sender of the letter like his name, address with this information we can also select closing lines for
the letter and no. of enclosures in it.

Wizard:-Wizards are some pre-designed templates provided by us MS word which is used to
perform any specific task rapidly and easily.
When we use wizard we have to follow its instructions one by one to perform the task easily .It can
also be said that wizard gives us step by step instruction with the help of which ,we can send the time
as well as the task is perform in smooth manner .

When we completely follow instruction we get a structure where we just need to add the text
related to wizard and to perform any kind of formatting in the design structure some common wizard
available in  MSword are-letter ,wizard, fax wizard, envelopes etc.

Mail Merge:-Mail Merge is a special function provided by using mail merge a user can send any
document to many people at a single time, mail merge generally used to send letters, fax, invitations,
mails, messages etc.

Since by using mail merge a single document can be send to many people at a time so we can
say that it saves users time on a large scales.

In mail merge we merge two different document and files these two documents are main
documents and data sources.

Main documents contains the letter or message which is to be send to many peoples and
database contain the record of all those people like their names, address etc to whom the main
documents is to be send.
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When we merge these two documents by using mail merge it creates a separate main document for
each record available in data source.

To use mail merge we will select letters ands mailing option from the tools menu. Mail merge works
like a wizard which gives us step by step instructions by following these instructions Mail merge can

be used easily.

STEP 1: Selecting the document type-

Your options for document type include the following:

Letters: allows you to tailor one letter to many individuals.
E-mail messages: allows you to personalize a message as you
would form letters and send them via email.

Envelopes: allows you to print envelopes with different
addresses.

Labels: allows you to print labels with different addresses.
Directory: allows you to gather varied but related information
into a list. For example, to create a departmental or

Select document type

What tvpe of document are wou
warking an?

i® Letters

i E-mail messages
i Ervelopes

i Labels

i Direckary

organizational directory, list the names, office locations, and phone numbers.

STEP 2: Establishing the starting document-

Your options for the starting document include the following:
Use the current document: uses the document currently open.
Start from a template: uses a preset Word template.Once you
make this selection, the Select template link appears. Clicking
it takes you to the Select Templatedialog box, where you can
choose the template you want to use.

Start from existing document: uses a previously saved
document. Once you make this selection, you can choose from
a list of recently used files or select another of your files.

STEP 3: Selecting the recipients-

Your options for selecting recipients include the following:

Use an existing list: uses a previously saved list. Once you
make this selection, the Browse link appears. Clicking it takes
you to the Select Data Source dialog box, where you can
choose the file you want to use.

Select from Outlook contacts: uses your Outlook contacts as
recipients. You must use Outlook and have existing Contacts.
Once you make this selection, the Choose Contact Folder link
appears. Clicking it takes you to the Choose Profile dialog box,
where you can select the Contacts list folder you want to use.
Type a new list: allows you to create your own list by typing
each recipient.

STEP 4: Writing your document-

During this step, you will be adding text and variable information to your document. To assist you in

this, Word has a number of pre-formatted entries along with
the fields from your recipient list. Frequently used options
include the following:

Address block: allows you to specify the format of recipient
names, whether to insert the company name and postal address,
and the format of the postal address.
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Select starting document

How do wou wank ko sek up wour
letters?

i Use the current document
i Start From a template
i Skart From existing document

Use the current document

Start from the docurnent shown
here and use the Mail Merge wizard
ko add recipient information,

Select recipients

i Ise an existing list
0 Select From Qutlook contacts

i Type a new list

Use an existing list

IUse names and addresses from a
file or a database,

Browse, .,

Write your letter

If vou have not already done so,
wirite wour letber now,

To add recipient information to
waur letker, click a location in the
docurment, and then click one of
the items below,

FK] Address block. ..

m Greeting line. ..
-=: Electronic poskage, ..
Il Postal bar code. ..

E| Mare items. ..




Greeting Line: allows you to format how the greeting line will appear (e.g., Dear Mr. Randall,) and

choose which format to use for invalid names (e.g., Dear Sir or Madam,).

More items: allows you to insert additional database fields.

STEP 5: Previewing your documents

At this point, you are almost ready to merge. Before you do so,
it is a good idea to preview your documents. You can browse
through the documents by clicking the PREVIOUS or NEXT
button. You can also locate specific recipients.

Based on what you see during this preview, you may decide to
edit your document, edit the recipient list, or exclude one or
more recipients from the merge.

STEP 6: Completing the merge

Once the merge is complete, you can print the merged
documents or, prior to printing, you can edit individual
documents.

. T

Merge to Printer [i"j-'l

Print records

@ Al
“I Current record
71 From: To:
[ K. J [ Cancel

—

e To merge all the documents, click all.

Preview your letters

One of the merged letters is
prevviewed here, To preview
anokher letker, click one of the
Fallawing:

Recipient: 1
B Find a recipient. ..

Make changes

‘ou can also change vour recipient
lisk:

Edit recipient list...

| Exclude this recipient

Complete the merge

Mail Merge is ready ko produce
wour letkers,

To personalize vour letters, click
"Edit Individual Letters." This will
open a new document with wour
merged letters, To make changes
ko all the letters, switch back ko the
ariginal document,

Merge

R Print. ..
& Edit individual letters. ..

e To merge only the document that you see in the document window, click Current record. *

e To merge a range of documents, click From, and then type the record numbers in the From and To

boxes.
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Unit-3 & 4
MS EXCEL

A spreadsheet is essentially a matrix of rows and columns. Consider a sheet of paper on
which horizontal and vertical lines are drawn to yield a rectangular grid. The grid namely a cell is the
result of the intersection of a row with a column. Such a structure is called a
Spreadsheet.

A spreadsheet package contains electronic equivalent of a pen, an eraser and large sheet of
paper with vertical and horizontal lines to give rows and columns. The cursor position uniquely
shown in dark mode indicates where the pen is currently pointing. We can enter text or numbers at
any position on the worksheet. We can enter a formula in a cell where we want to perform a
calculation and results are to be displayed. A powerful recalculation facility jumps into action each
time we update the cell contents with new data.

MS-Excel is the most powerful spreadsheet package brought by Microsoft. The three main
components of this package are

e Electronic spreadsheet
e Database management
e Generation of Charts

Each workbook provides 3 worksheets with facility to increase the number of sheets. Each sheet
provides 256 columns and 65536 rows to work with. Though the spreadsheet packages were
originally designed for accountants, they have become popular with almost everyone working with
figures. Sales executives, book-keepers, officers, students, research scholars, investors bankers etc,
almost any one find some form of application for it.

EXCEL FEATURES There are a number of features that are available in Excel to make your task
easier. Some of the main features are: AutoFormat - lets you to choose many preset table formatting
options.

a) AutoSum - helps you to add the contents of a cluster of adjacent cells.

b) List AutoFill - automatically extends cell formatting when a new item is added to the end of a
list.

c) AutoFill - feature allows you to quickly fill cells with repetitive or sequential data such as
chronological dates or numbers, and repeated text. AutoFill can also be used to copy functions. You
can also alter text and numbers with this feature.

d) AutoShapes toolbar will allow you to draw a number of geometrical shapes, arrows, flowchart
elements, stars and more. With these shapes you can draw your own graphs.

e) Wizard - guides you to work effectively while you work by displaying various helpful tips and
techniques based on what you are doing. Drag and Drop - feature will help you to reposition the data
and text by simply dragging the data with the help of mouse.

f) Charts - features will help you in presenting a graphical representation of your data in the form of
Pie, Bar, Line charts and more.

g) PivotTable - flips and sums data in seconds and allows you to perform data analysis and
generating reports like periodic financial statements, statistical reports, etc. You can also analyse
complex data relationships graphically.

h) Shortcut Menus - commands that are appropriate to the task that you are doing appear by
clicking the right mouse button

Starting Excel 2003-
e Click the Start button to display the Start menu.

e Navigate to All Programs.
e Choose Microsoft Office Excel 2003, to launch a blank worksheet.
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e If needed, maximize the application window for better usability.

MS-Excel Window-

I?J File Edit View Insert Format Tools Data Window Help Type a question for help
NEHRGATE S aB S0 oo 8 s b2 s ;e fl
; Al <10 B ZU|sE==5]S % =i bAl

-

1
| 2 |
3 |

4

5
| 6 |

=
| 8 |
9 |

10
11

12

13
| 14 |

15
|16 |

—
-

EEEEE

(]
L% ]

%‘E @\m\m

4 4 » w[ Sheetl  Sheet? / Sheet3 / ' ' ' |«
! Drawr L | AutoShapes= N\ w [ O = éﬂ {::@[ﬂ|& - o - I&

Ready

Components of the Excel Window-

Title bar-The title bar is located at the top of the window and it identifies the application. On your
screen.you see “Microsoft Excel - Book 17 in the title bar.The title bar also houses the standard
buttons to Minimize, Maximize/Restore and Close.

Menu bar-The menu bar is located directly below the title bar, each one of which opens up a list of
commands. The options available under each Menu seem to be limited at times. This feature is meant
to keep track of your command-usage habits.

‘I]E"_‘IJ File Edit View Insert Format Tools Data  Window Help Type & question for help =l x’ll

Toolbars-When you first launch Excel, two toolbars appear. The upper toolbar is the Standard
toolbar and the lower toolbar is the Formatting toolbar.

mj SEBGRITEI SRR S0 -8z - wEex oo JH

: Ao 210 s B F U|EEEF|S % o 8 HEE| DDA



Name Box-Name box is an indicator to the cell that is selected.
B3

Formula Bar-The formula bar is located immediately below the toolbars.It displays the data and
formula both you type or edit.

A& =SUM{ATA2)

Worksheet Window- The document window, usually called the worksheet window, contains the
sheet you are creating, editing, or using.The worksheet includes a series of vertical columns
identified by lettered column headings and a series of horizontal rows identified by numbered row
headings.

Scroll bars-The vertical scroll bar (far right side of workbook window) and the horizontal scroll bar
(lower right corner of workbook window) let you move quickly around the worksheet.

Status bar-It displays information about what is happening in your workspace.

Ready UM

Sheet tabs-The sheet tabs let you move quickly between sheets by simply clicking the sheet tab. You
can also use the sheet tab scroll buttons to see sheet tabs hidden from view.

|||||i "4 » n[ Sheetl / Sheet? [ Sheet3 / | « m 3l |||

Workbook Management:-

Creating a workbook: - A blank workbook is displayed when Microsoft Excel is opened. You can
type information or design a layout directly in this blank workbook.

= To create an Excel workbook:

= Choose File -
New from the

B3 Microsoft Excel - Book1

menu bar. Eﬂ File Edit ‘ew Insert Format  Tools Data  Window  Help - 3 X
= The New N EFHRAAIGRIVI SRR S 9-8 -4 e
Workbook task i o ===
pane opens on the J:2M - alpBaal Il S == | = 3= i A
right side of the Al v f
screen. 1 A B | C | D & iNewworkbook v x
= Choose Blank — © || A
Workbook under = N
the New categor e
headin gory 4 _1 Blank workboo
g 5 @J From existing workbook
=A blank B g
workbook  opens | Templates
in the Excel 5 Search online for:
window. The New | g5
Workbook task 10 Eﬂ Templates on Office Online
pane is closed. 11 B on my computer. ..
12 ¥ @ Onomy Web sites. ..
M 4 » v Sheetl  Sheetz| < | =
Ready LM
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Saving a Workbook-Every workbook created in Excel must be saved and assigned a name to
distinguish it from other workbooks. The first time you save a workbook, Excel will prompt you to
assign a name through the Save As operation. Once assigned a name, any additional changes made to

the text, numbers, or formulas must be saved using the Save operation.

To save a new

workbook: Save As — o )X
= Choose File - Savein: [@pesktclp > @~ 4| Q X Ly F -~ Tools~
Save As from the = : [ e 2 A
menu bar. LJ [L_yMy Documents
My Recent &

u T_he Save otk ‘_) My Computer
As di a|og box - | Y ‘IMy Network Places

7 |L) AP DIST MAPS
appea_rs. E Baepmaps
- C“Ck the Save Deskkop |_JAptitude Question papers
In: drop-down ' EC-Programs
menu, and locate 7 ggo"" B°§'QSCC°5

. . |-)Degree
where the file will My Documents || =) pistrict wise maps
be Saved- Local . [jempnews
Disk (C :)to save fi)l-g (JEnglishpapers
the file to your || wmy comouter | — o
LT ) JKC -2008 v

computer. e |2 ‘ 5
+ Typeanamefor | &9 o o N
your file in the File My Network == —
Name: box f"?fef | Save as type: Microsoft Office Excel Workbook v“’

= Click the Save button.

To save changes made to

an existing workbook:

= Choose File =+ Save from the menu bar, or Click the = Save button on the Standard toolbar.

= |f you're saving the file for the first time and you do not choose a file name, Microsoft Excel will

assign a file name for you.

Opening a Workbook-You can open any workbook that has previously been saved and

given a name.

To open an existing Excel 2003 workbook:
= Choose File = Open from the menu bar.

= The Opendialog = FX
box opens. Loakin vl @ RQ X LE T
. R in: i | g £ Tedls =
= In the Look inlist, | o - 5 "'k
. . A I3 b detai = | IC1CIBank, Anant,
click the drive, _ folder, Lb | ﬁmsz maep:Is i%jKakati;nMahE[:eZ:iCoI\egeg.3.200
or Internet location that B’IV RBCBT |53 Antitude Question papers ICIReasoning @jNonreported K Studentslist(1)
H H HEUMENS |55y Coprograms ()schedules & prkash
contains the file you 7o |C5300M Biaoks €05 [Tisiisha B shorteut b MO Distails Calleges
want to open. LB [Degres KC [550ft skl B cmr il 1)
= |n the folder |i5t’ Desktap ;i{jDistrict wise maps (Chstilakstmi
|y empriews [CA5RMT Files
Open . the fOI_der that :..':"]Englishpapers [ Timetable
contains the file. Once Grer s
: : : My Documents || -2008 Epooks Detais(1)1)
the flle I_S dlSpIayEd, ii;jLe,aming Resolrces ks CDs Format
click the file you want »aj g el ¥ Bookeg oo detale
to Open. o Eu;ﬂMAPS FINAL @Candidates selected for GENPACT
. CIle iy Compiiter ;i{jMSOFFice @Colleges List Incentives Received Letters(1)
g (s i )
the Open button. « ST 5 -
My Netwatk =
Phaes | Files of type: ‘AII Microsoft Office Excel Fles M Cancel |
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Closing a workbook-To close an existing Excel 2003 workbook:

= Choose File =+ Close from the menu bar. The workbook in the Excel window is closed.
Note-Excel 2003 will prompt you to save information if anything new has been typed between the
last save and the

. B3 Microsoft Excel - Book2 @@@
time you close the B e e e e Tipeaqestnorhds %o B

file. NEEHB SR E SR S0 8 bR W |

i Tines Newfoman < 10 <|B 7 U |E= =[S % o 0 | 5 5 ERCa B
Data iDaw~ s | autoshapes~ N\ W 1O A Al £ 8] & & -~

- - El v o
II\E/IanlpuIatlor[l) A | B ] ¢ | o E F | ¢ | ® | =
ntering a_ta_ 1 Expenditure
SFart EXCE|, Click | 2 | Month Jan Feb Mar
File and then New. | 3 |Rent 200 200 200
An empty | 4 |Electricity 20 22 18
5 |Household 150 145 150

worksheet appears
as shown below |
Type Expenditure
in cell Al then |
press down arrow | o
key to move to cell

A2. Type Month then press the down arrow key to move to cell A3 Continue to type the data. The
resulting worksheet should appear like the following screen.

Save your work by clicking File and then Save As. This dialog box appears.

Type cash in the File Name text box and then clicks save button. Excel automatically adds the
extension .xIs to your file name.

o | | &

Editing data- Click File and then click Open and Click cash.xls and then click Open. Move the
mouse pointer to cell D4, click and release. The cell is highlighted and 18 appear in the formula bar.
Move the mouse pointer to

B Microsoft Excel  Book2

the formula bar and click i e e re e s une oo ) Breagntmicte 3-8 X
- VR k 1 i ey °r - | @ F -4 2] 200% - g S i =
once to the right of 18. Use [HEMSQISARALRALEUS NG pBcladl — ikl i
the Backspace key to delete TP A= EEE G P e P |
8, then type 4 and press . ° 5 Z =
Enter. Cell D4 now contains | o Ez,wl,mus B s [ v & 1w
the value 14. 2 Month Tan Feb NMar
| 3 Rent 200 200 200
4 |Electricity 20 ZZI lSl
(5 | Household 150 145 150
8
9
10
11
12
=
14
Es
Wy wASheett fshestz /cheetd / ¢ 3 Iv

Ready UM

77 start B O O rencez- ooty | 0 P - Moot Ward

Replacing cell data- Make the cell B5 active by clicking on it. Type 200 and press Enter. The cell
B5 will now contain the value 200 replacing old value (150).

Deleting Cell Contents- Move to cell C5 and click to select. Press the Delete key. The cell becomes
blank. Drop down the Edit menu and click Undo to reinsert the 145.

Copying Data- Open the cash spreadsheet. Select the cells D3 to D5 Click Edit menu and then click
Copy. Select the cells F3 to F5. Click Edit menu and then click Paste. Now the cells D3 to D5 are
copied into F3 to F5.
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Moving Data - Open cash.xls spreadsheet. Select the cells from B3 to B5. Click Edit menu and then
click Cut. Select the cells G3 to G5. Click Edit menu and then click Paste.

Fill Numeric Data using Auto Fill option- There is an easy method to fill the data in columns and

rows. The data may be Numeric or dates and text. To fill Serial no by using auto fill-
> Type Serial no for 2 cells i.e. 1, 2 in the cells Al and A2 respectively.
» Select two cells and drag the Fill Handle.

Fill Date Data using Auto Fill option - There is an easy method to fill the date data in columns and

rows. To fill Serial no by using auto fill-
» Type any date for 2 cells i.e. 01/08/2015 and 02/08/2015 in the cells Al and A2 respectively.
» Select two cells and drag the Fill Handle.

Creating Custom List:-We Options
can customize the lists with

- inimize | coor | teermationdl | save | Erorchecking | speling | secury |
?f‘:szégrl]tr]fjea)_(rfc(i/aga:ft\/(\)/gpll(nlmlze [ Miew | Caleulation || Edit General Transition_ig
.Some of the lists are listed Custom fists: __ -Listgnitries:
bel ow: l'-JE'-.-'I.-' LIST ||

|5un, Man, Tue, \Wed, Thu, Fri, <
| Sunday, Monday, Tuesday, We

; JanJ, IFEb' ;\/'kaf' Apf},l May, || Sanar, Febviary, tarch, A
une, July.... like months

= Sunday, Monday, Tuesday,
Wednesday, Thursday...Like

week days

= Adlibbed, Anatapur, || L el |

ChittOI‘, Cuddapah. .. like | Press Enter to separate list entries, |
District names Import list From cells: f 5

= Ravi, Kiran, Praveen,
Rama.... like employees list

[ Ok ] l Cancel ]

To create a customized list
follows the steps given
below:-Click Tools Menu, Click Options then click Custom Lists tab, Then you will find the figure
given below:

= Click NEW LIST and enter the list in the List entries window.

= Click Add button then click OK button then your list will be added to the Custom Lists. That list
you can use as and when required to type.

= Now you can Drag the fill handle (+) to get the list automatically.

Functions-Microsoft Excel has a set of prewritten formulas called functions. Functions
differ from regular formulas in that you supply the value but not the operators, such as
+, -, *, or /. For example, you can use the SUM function to add. When using a
function, remember the following:

= Use an equal sign to begin a formula.

Specify the function name.

= Enclose arguments within parentheses.

= Useacommato separate arguments.

Listing of the most useful Microsoft Excel functions are as follows-
= Mathematical Functions
= Statistical Functions
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= String/ Text Functions
= | ogical Functions
= Date & Time Functions

s Mathematical Functions-The Excel Math Functions perform many of the common mathematical
calculations, including basic arithmetic, conditional sums & products, exponents & logarithms, and
the trigonometric ratios.

a) SUM- the Excel SUM function adds together a supplied set of numbers and returns the sum of
these values.

The syntax of the function is: Sum and Product Function Example

SUM (numberl, [number2], ..)
Where the number arguments are a

set of numbers (or arrays of numbers) A B C D
that you want to find the sum of. 1 |Product Name Price  Quantity  Total Price
Example — Here (Fig-1) we get sum 2 |Keyboard 150 3
of D2:D4 cells are 32950. Because ~ 3 y1ouse 500 5
we write sum function on D5 cell that 4 , 10
is shown below- B Moritor i
= Sum (D2:D4) 5 Net Amount-
Fig-1

b) PRODUCT-The Excel PRODUCT function returns the product (multiplication) of a supplied set
of numerical values.

The syntax of the function is:

PRODUCT (numberl, [number?2], ...)

Where the number arguments are a set of numbers (or arrays of numbers) that you want to calculate
the multiplication.

Example — Here (Fig-1) we get multiplication of B2 and C2 cell is 450, B3 and C3 cell is 25000 and
B4 and C4 cell is 30000 Because we write Product () function on D2, D3 and D4 cells that are
shown below-

=PRODUCT (B2, C2)

=PRODUCT (B3, C3)

=PRODUCT (B4, C4)

c) POWER-The Excel Power function calculates a given number, raised to a supplied power. The
syntax of the function is:

Syntax- POWER (number, power)

Where the number and power arguments are numerical values. These can be supplied to the function
either directly, as values .

returned f?/om other Power, Sqrt, Abs, Fact and Pi

functions, or as references Function Example to cells
containing numbers.

A B C
Example — in fig-2 we | 1 |Task |Number |Result |
gz![gl:(la?jt?]un?k? (:\,:?;] Bg c eﬁf | 2 |Calculate Power Of= 2 32
write Power () function |3 Calculate Square Root Of= 36 6
cell for calculating power- | 4 | Calculate Absolite Value Of= -25 P
=power (b2, 5) | 5 |Calculate Factorial Of= 6 20
| 6 |Display Pi Constant Value=
Fig-2
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d) SQRT-The Excel Sqgrt function calculates the positive square root of a supplied number. The
syntax of the function is:

Syntax- SQRT (number)

Where the number argument is the numeric value that you want to find the square root.

Example — in fig-2 we calculate Square root of entered number in B3 cell. We write Sgrt () function
on C3 cell for calculating Square root-

=Sqrt (b3)

e) PI-The Excel PI function returns the value of the mathematical constant 7 (pi), accurate to 15
digits (14 decimal places).l.e. the function returns the value 3.14159265358979. The Pi function
takes no arguments and therefore has the simple format:

Sysntax- P1 ()

Example — in fig-2 we displayed Power, Sqrt, Abs, Fact and Pi

value of the mathematical Function Example
constant t in C6 cell. We write Pi

() function on C6 cell for finding A | B | C |

mathematical constant 7 - | 1 |Task Number Result

=Pi (C6) | 2 |Calculate Power Of= 2 32
| 3 |Calculate Square Root Of= 36 6
| 4 |Calculate Absolute Value Of= -25 pA
| 5 |Calculate Factorial Of= 6 720
| 6 |Display Pi Constant Value= 3.14159265

Fig-2

f) ABS- the Excel ABS function returns the absolute value of any supplied number.

The syntax of the function is:

Syntax- ABS (number)

Where the number argument is the numeric value that you want the modulus.

Example — in fig-2 we displayed absolute value of the entered number in B4 cell. We write ABS ()
function on C4 cell for finding absolute value -

=ABS (B4)

g) FACT-The Excel FACT function returns the factorial of a supplied number.

The syntax of the function is:

Syntax- FACT (Number)

Where the number argument is the positive integer that you want to calculate the factorial.

Example — in fig-2 we displayed factorial of the entered number in B5 cell. We write Fact ()
function on C5 cell for finding factorial -

=Fact (B5)

h) MOD-The Excel MOD function returns the remainder of a division between two supplied
numbers. The format of the Syntax is:

Syntax-MOD (number, divisor)

Where the arguments are as follows:

Number-The number to be divided.

Divisor-The value that the number argument is divided by.

Example—- =MOD (20, 6) result is 2 because you have 3 times 6 in 20 and the rest is 2.

i) ROUND- The Excel Round function rounds a supplied number up or down, to a specified
number of decimal places. In other word we can say that this function removes decimals rounding up
the last decimal if the next one is 5 or over. The syntax of function is:

Systax- ROUND (number, num_digits)

Where the arguments are as follows:
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Number - The initial number.

num_digits - The number of decimal places to round the supplied number to.

Note that:

e A positive num_digits value specifies the number of digits to the right of the decimal point;

e A num_digits value of 0 specifies rounding to the nearest integer;

e A negative num_digits value specifies the number of digits to the left of the decimal point.
Example- So if you have 4.126 in cell Al and use the formula =ROUND (A1, 2) the result will be
4.13 if the value in Al is 4.123 the result will be 4.12.

+«» Text/string Functions-Excel has many functions to offer when it comes to manipulating text
strings. The Excel String Functions perform many of the common string operations, including
converting lower case to upper case , upper case to lower case and removeing extra (unwanted
spaces) from strings etc.

a) LOWER FUNCTION -The Microsoft Excel LOWER function converts all letters in the
specified string to lowercase. If there are characters in the string that are not letters, they are
unaffected by this function.

Syntax- LOWER (Text)

Where the text argument is a text strings.

Example 1) In fig-1 To convert B1 Cell text to Lower Case we write Lower Function in B5 cell like
this- =Lower (B1)

Example 2) = LOWER (""OMEGA")

Result: omega
Upper, Lower, Proper, Len and Trim Functions Example

| A B
1 |Text-StringIs= This is OMEGA  College.
2]
3 -iTasl-: Result (Operation On B1)
4 |Upper Function= THIS IS OMEGA  COLLEGE.
5 !Lowcr Function= this is  omega college.
6 |Proper Function= This Is Omega College.
7 !Len Function= 41

8 |Trim Function=  This is OMEGA College.
Fig-1

b) UPPER FUNCTION-The Excel Upper function converts all characters in a supplied text string
to upper case.

Syntax-UPPER (text)

Where the text argument is the original text string.

Example 1) In fig-1 To convert B1 Cell text to Upper Case we write Upper Function in B4 cell like
this- =Upper (B1)

Example 2) = LOWER ("'omega'’)

Result: OMEGA

¢) LEN FUNCTION- the Excel LEN function returns the length of supplied text string.
Syntax-LEN (text)
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Where the text argument is the text string.
Example 1) In fig-1
to find Bl Cell text

Upper. Lower, Proper, Len and Trim Functions Example

length we write Len l A . B
Function in B7 cell 1 | Text-String Is= This is OMEGA College.
. . 2
Il_ke this- 32 |Task Result (Operation On B1)
=LEN (B1) 4 |Upper Function= THIS IS OMEGA  COLLEGE.
5 |Lower Function= this is omega college.
6 |Proper Function= This Is Omega College.
7 |Len Function= 41
8 |Trim Function= This is OMEGA College.
Fig-1

Example 2) = Len (*"'omega')

Result: 5

d) PROPER FUNCTION-The Microsoft Excel PROPER function sets the first character in each
word to uppercase and the rest to lowercase.

SYNTAX-PROPER (Text)

Example 1) In fig-1 to show B1 Cell text in proper case we write Proper Function in B6 cell like
this- =Proper (B1)

Example 2) = Proper (*"omega and Helios™)

Result: Omega And Helios

. . e
e) TRIM FUNCTION-The Upper, Lower, Proper, Len and Trim Functions Example
Excel Trim function removes i A _ 8
extra spaces (i.e. all spaces except 1 |Text-String Is=  This is OMEGA College.
for single spaces between words 2 :
or characters) from supplied text -2 Task _ Result (Opceatton On 1)

. 4 |Upper Function= THIS Is OMEGA COLLEGE.
string. = . - . :

5 |Lower Function= this 15 omega college.

SYNTAX- TRIM (Text) . 6 |Proper Function= This Is Omega College.
Where the text argument is the 7 Len Function= 41
text string. 8 |Trim Function=  This is OMEGA College.

Example- In fig-1 Bl Cell
contain text with extra spaces to
displaying with no extra spaces we use Trim Function in B8 cell like this- =Trim (B1)

Fig-1

f) CONCATENATE FUNCTION- The Excel CONCATENATE function joins together a series of
supplied text strings or other values, into one combined text string.

Syntax- Concatenate (textl, [text2], ...)

Where the text arguments are a set of one or more text strings or other values that you
want to join together. Concatenate Function

Example 1)-To concatenate A19 and B19 cell

. || A B C |
text in C19 cell . . . 17 |Text1 Text2 Concatenate Function
We use Concatenate Function like wise- 18 |
=Concatenate (A19,"-", B19) 19 |Omega Helios Omega-Helios

Fig-3

Example 2)-=CONCATENATE ("Tech on the ", "Net")
Result: "Tech on the Net"

g) LEFT FUNCTION -The Excel Left function returns a specified number of characters from the
start (left side) of supplied text string.
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Syntax- LEFT (text, [num_chars])

Where the function arguments are: Leit, Bight and Mid Fonetions Exampie

Text - The original text string. | A B |
[num_chars]- ~ An  optional | Text String Is= EDUCATION '
argument that specifies the number | 11

of characters to  be returned from | 12 | Task Result (Operation On B10)
the start of the suppliedtext. If |13 |Left Function=  EDU

omitted, the [num_chars] 14 |Right Function= TION

argument takes on the default value | 15 |Mid Function= CAT

of 1.

Example-In fig-2 we use Left Fig-2

function in B13 cell like this-
=Left (B10, 3)

h) RIGHT FUNCTION - The Excel Right function returns a specified number of characters from
the end (right side) of supplied text string.
Syntax- RIGHT (Text, [num_chars])

Where the function arguments are: Lett, Faght e Ml Feuetions Exomply

Text - The original text | | A B
string. :(: %Text-String Is= EDUCATION
[num_ch_a_rs] A An optional argument 12 iTask Result (Operation On B10)
that specifies the number of characters to | TR T T—
be returned from the end of the supplied 13 | o= ronehon=
If itted h h 14 |Right Function= TION
text. omitted,  the  [num_chars] [ |Mid Function= | CAT

argument takes on the default value of 1.
Example-In fig-2 we use Right function Fig-2
in B14 Cell like this-

=Right (B10, 4)

i) MID Function-The Excel Mid function returns a specified number of characters from the middle
of supplied text string.

Syntax-MID (Text, start_num, num_chars)

Where the function arguments are:

Text- The original text string.

Start_num- An integer that specifies the position of the first character that you want to be
returned.

Num_chars- An integer that specifies the number of characters (beginning with start_num), to be
returned from the supplied text.

Example-In fig-2 we use Mid function in B15 cell like this-

=Mid (B10, 4, 3)

s Date and Time Functions- Excel has many functions to offer when it comes to
manipulating Date and Time. The Excel Date and Time Functions perform many of the common date
and time operations, including finding current date and time, extract date, year and month in date etc.

a) TODAY Function- The Excel TODAY function returns the current date from the computers
system clock.
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Syntax- =TODAY ()
Example- = Today ()
Result - 12/22/2015

b) Now Function- The Excel NOW function returns the current date and time. The NOW function is
only updated when the spreadsheet is calculated.

Syntax - =NOW ()

Example- = Now ()

Result - 12/22/2015 19:45

¢) DATE Function- The Excel DATE function returns the sequential serial number for the specified
date and formats the result as a date. The DATE function is most useful when the year, month and
day arguments are formulas.

Syntax- =DATE (year, month, day)

Where the function arguments are:

Argument Purpose
Year - The year of the specified date and can be entered using up to four digits
Month- A positive or negative number representing the month of the year from 1
-12. Can be used to add or subtract months to and from a date
Day- A positive or negative number representing the day of the month from 1 -
31
“Examples of the DATE function in use can be found below-
MS-EXCEL SHEET Result
7 A B c Function Result
- o T ‘ =DATE(C2,B2,A2) 20/03/2010
. | il o =DATE(C2,B2,A2-10) | 10/03/2010
4 20 3 2010 =DATE(C2,B2+6,A2) | 20/09/2010

d) DAY Function- The Excel DAY function returns the day corresponding to a date represented by
a number between 1 and 31.

Syntax - =DAY (serial_number)

Where serial_number is the date from which you want to extract the day.

Example- =Day (*'12/22/1991")

Result = 22

e) MONTH Function-The Excel MONTH function returns the month corresponding to a date
represented by a number between 1 and 12

Syntax =MONTH (serial_number)

Where serial_number is the date from which you want to extract the month.

Example- =Month (*'12/22/1991")

Result = 12

f) YEAR Function- The Excel YEAR function returns the year corresponding to a date represented
by a number in the range 1900 to 9999.

Syntax=YEAR (serial_number)

Where serial_number is the date from which you want to extract the year.

Example- = Year (*'12/22/1991")

Result = 1991

g) HOUR Function-The Excel, Hour function returns the hour corresponding to a time represented
by a number in the range 0 to 23.
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Syntax= Hour (serial_number)

Where serial_number is the time value from which you want to extract the Hour.
Example- = HOUR (*'3:35:40 PM"")

Result =3

h)

Minute Function- The Excel, Minute function returns the minute corresponding to a time
represented by a number in the range 0 to 59.

Syntax- =Minute (serial_number)

Where serial_number is the time value from which you want to extract the Minute.
Example- =MINUTE ("'3:35:40 PM"")

Result = 35

i) Second Function-The Excel, Second function returns the second corresponding to a time
represented by a number in the range 0 to 59.

Syntax- =Second (serial_number)

Where serial_number is the time value from which you want to extract the Second.

Example- =SECOND ('*3:35:40 PM")

Result = 40

+«»» Statistical Functions- There are a number of Excel statistical functions which can be used to
analyse the data in your spreadsheet. These include, but are not limited to Count, Average, Min and
Max.

a) LARGE Function-The Excel LARGE function is used to return a largest value dependent upon
its ranking in a range of values. For example, the LARGE function can be used to return the 2nd or
3rd largest number from a range.

Syntax- =LARGE (array, k) Max, Min, Large, Small and Average
Where array and k are arguments they are Functions Examples

define as follows.

Array- The range of cells you want to find A | B | C

the k-th largest value in 1 |Sno. Emplovee Name Salary

K-The position in the range of numbers, from | ,

the largest, that you want to return 3 1 Kamal Patidar

Example- In fig-1 we searched 3 largest 3 Ratul Patid

salary from Cell Range C3 to C7 in C14 Cell |2 < | Sl aticar

using Large function like this- 5 3 Vivek sharma

=Large (C3:C7, 3) 6 4 Vivek Tiwari

Result- 10500 7 5 Pankaj Shelchawat

b) SMALL Function-The Excel SMALL 9

function is used to return a value dependent |2{>mo-  Task Ll

upon its ranking in a range of values. For 10

example, the SMALL function can be used to | 11 1 Maximum Salary= 18000
return the 2nd or 3rd smallest number from a | 12 2 Minimum Salary= 5000
range. 13 3 Average Of Salary= 11300
Syntax- =SMALL (array, k) 14 4 3 Largest Salary= 10500
Wh_ere array and k are arguments they are 15 512 Smallest Salary= 3000
define as follows.

Array- The range of cells you want to find Fig-1
the k-th smallest value in
K- The position in the range of numbers, from the smallest, that you wants to return.
Example- In fig-1 we searched 2 smallest salary from Cell Range C3 to C7 in C15 Cell using Small
function like this-
=Small (C3:C7, 2)
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Result- 8000

¢) MAX Function- The Excel MAX function returns the largest value from a supplied set of
numeric values.

Syntax- =MAX (numberl, [number?2] ...)

Where the number arguments are one or more numeric values (or arrays of numeric values).
Example- In fig-1 we searched maximum salary from Cell Range C3 to C7 in C11 Cell using Max
function like this-

=Max (C3:C7)

Result- 18000

d) MIN Function-The Excel MIN function returns the smallest value from a supplied set of numeric
values.

Syntax- =MIN (numberl, [number2] ...)

Where the number arguments are one or more numeric values (or arrays of numeric values).
Example- In fig-1 we searched minimum salary from Cell Range C3 to C7 in C12 Cell using Min
function like this-

=Min (C3:C7)

Result- 5000

e) AVERAGE Function- The Excel AVERAGE function returns the average (arithmetic mean) of
the numbers provided.

Syntax- = AVERAGE (numberl, [number2] ...)

Where the number arguments are one or more numeric values (or arrays of numeric values).
Example- In fig-1 we calculate average of salaries from Cell Range C3 to C7 in C12 Cell using
Average function like this-

= Average (C3:C7)

Result- 11300

f) COUNT Function- The Excel Count function returns the count of numeric values in a supplied
set of cells or values. This count includes both numbers and dates.

Syntax- =COUNT (valuel, [value2?] ...)
Example- In Fig-2, if we want to count
how many cells C2 to C11 contains

Count, CountA, CountBlank and CountIf
Functions Example

numeric values, use count function like A | B

this- 1 Sno. Employee Name

=Count (C2:C11) 2 1 Kamal Patidar 5000
Result-5 3 2 Rahul Patidar

) COUNTIF Function=The COUNTIF |2 20V S T Not Given
function counts the number of values ina | 2 4 Vivek Tiwari 6500
range that meet specific criteria. Syntax- | 6 5 Pankaj Shekhawat Not Given
=COUNTIF (range, criteria) 7 6 Suresh Prajapat Not Given
Where Range and criteria are arguments | g 7 Manish Sharma 8000
they are define as follows. 9 8 Lalit Verma 7500
Range- The range of cells to evaluate.

Criteria- The condition that defines which |19 9 Jay Lalawat 8500
cells is to be counted. 11 10 Harsha Sharma

Example- In Fig-2, if we want to count Fig-2

how many cells C2 to C11 contains salary greater than 6500, use countif function like this-
=Countif (C2:C11,"">6500")

Result-3
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h) COUNTBLANK Function- The COUNTBLANK function counts the empty cells in a given
range.

Syntax- =COUNTBLANK (range)

Where Range is aruments which represents the range of cells you want to count.

Example- In Fig-2, if we want to count how many cells C2 to C11 are blank, use countblank
function like this-

=CountBlank (C2:C11)

Result-2

i) COUNTA Function- The COUNTA function counts the number of non empty cells in a given
range. COUNTA will count cells containing values, labels (Text) and formulas.

Syntax-=COUNTA (valuel, value2...)

Example- In Fig-2, if we want to count how many cells C2 to C11 are not blank, use counta function
like this-

=CountA (C2:C11)

Result-8

« Logical Function-Logical functions include the Boolean operators and conditional tests, which
will be an essential part of many working spreadsheets. All the logical functions return either the
logical TRUE or logical FALSE when their functions are evaluated.

a) IF Function -The Excel IF function tests a user-defined condition and returns one result if the
condition is true, and another result if the condition is false.

Syntax- IF (logical_test, value_if _true, value_if false)

Where the arguments are as follows:

Logical_test- The user-defined condition that

IS to be tested and evaluated as either TRUE IF Function Example
or FALSE.
Value if true- The result that is to be A | B

returned from the function if the supplied
logical_test evaluates to TRUE.

Value_if false- The result that is to be
returned from the function if the supplied
logical_test evaluates to FALSE.

Example- in Fig-1, we check either age is
valid or not for voteing using If Function-

Age Result
25 Valid for Voteing
17 Not Valid For Voteing

Fig-1

=IF (A2>=18,"Valid for Voteing™,""Not Valid For Voteing"")
Since B2 Cell is specified above condition that's why we get result "Valid for Voteing".
But B3 Cell is not specified above condition that's why we get result “"Not Valid for VVoteing".

b) AND Function- The Excel AND function tests a number of supplied conditions and returns a
result of: TRUE if ALL of the conditions evaluate to TRUE or FALSE otherwise (i.e. if ANY of the
conditions evaluate to FALSE).

Syntax- =AND (logical_test1, [logical test?], ...)

Where the logical_test arguments are one or more conditions that evaluate to either TRUE or
FALSE.

Formula Description (Result)
=AND (TRUE, TRUE) All arguments are true. Result: TRUE
=AND (TRUE, FALSE) One argument is false. Resiilt- FAI SF
And Function Example
Example- in Fig-2, we check age specified given condition or not A B
using And Function- 1
40
35 TRUE
45 FALSE

Fig-2



=AND (A2>=18, A2<40)
Since B2 Cell is specified above both conditions that's why we get result "TRUE".
But B3 Cell is not specified above one condition that's why we get result "FALSE".

¢) OR Function-The Excel OR function tests a number of supplied conditions and returns either:
TRUE if ANY of the conditions evaluate to TRUE or FALSE otherwise (i.e. if ALL of the
conditions evaluate to FALSE).

Syntax-OR (logical_test1, [logical_test?] ...)

Formula Description (Result)

=OR(TRUE, TRUE) All arguments are true. Result: TRUE
=OR (TRUE, FALSE) All arguments are true. Result: TRUE

= OR (FALSE, TRUE) All arguments are true. Result: TRUE
=OR(FALSE,FALSE) Both arguments are False. Result: FALSE

Where the logical_test arguments are one or more conditions that evaluate to either TRUE
Or FALSE.

Example- in Fig-3, we check color is either green or red return OR Function Example
TRUE but color is not either green or red return FALSE using A =
OR Function-

1 |Col Green Or Red
=OR (A2=""Red", A2="Green"") TReﬂdﬂt’ FEE;RL% :
Since B2 Cell is specified above only one condition that's why [~ __ TRUE
we get result "TRUE". | 4 [Bhue FALSE
But B4 Cell is not specified above both conditions that's why [ g4 TRUE
we get result "FALSE". | 6 |Green TRUE

7 |Bhe FALSE

Chart-Excel includes a powerful and versatile charting engine, | 8 | Yellow FALSE

You can choose from a large variety of business and technical | 3 |Pink FALSE

chart types. In addition, you can enhance the appearance of | 10/Red IRLE
your charts with items such as lines, arrows, pictures, and so Fie3
ig-

forth. In Excel, the chart represents one of the most widely
used components for business applications. Essentially, a chart visually presents a table of numbers.
Displaying data in a well thought out chart can make your data more understandable and can help
you quickly get your point across during a presentation.

Because a chart is a visual representation of
your data, it is particularly useful for understanding a relatively long series of numbers and their
relationships. With a chart, you can identify trends and patterns that would be difficult to identify just
in a series of numbers.

Excel allows you to create charts in a variety of types: Bar Charts,
Column Charts, Line Charts, Area Charts, Scatter Charts, Pie Charts, and Stock Charts. You can
define a chart type when creating your chart in Step 1 of the Chart Wizard, or on an existing chart
using the technique descibed below.
Types of Charts-
Area Chart- Anarea chart emphasizes the trend of each

value over time. An area chart also shows the relationship of
parts to a whole.
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Column Chart-A column chart uses vertical bars or columns to display values over different
categories. They are excellent at showing variations in value

over time.
i) One of the most common chart types.
i1) Often used to compare discrete items.

iii) Displays each data point as a vertical column, the height
of which corresponds to the value. {H [mm
iv) The value axis (i.e., continuous axis) is displayed in the |

vertical axis, which is usually on the left side of the chart.

v) Can specify any number of data series, and the
corresponding data points from each series can be stacked on
top of each other.

1) Can depict the differences between items in a series or items across multiple series.
ii) Typically, each data series is depicted in a different color or pattern.

Bar Chart-A bar chart is similar to a column chart, except
these use horizontal instead of vertical bars. Like the column
chart, the bar chart shows variations in value over time.

a. Essentially a column chart that has been rotated 90

degrees clockwise.
b. Advantage: the category labels may be easier to read.

c. Like a column chart, can include any number of data
series, and the bars can be ’stacked’ from left to right.

Line Chart-A line chart shows trends and variations in data
over time. A line chart displays a series of points that are
connected over time.

Often used to plot continuous data and are useful for
identifying trends.

Normally, the category axis displays equal intervals.

Can use any number of data series; the lines are distinguished
using different colors, line styles, or markers.

i

Pie chart-A pie chart displays the contribution of each value to the total. Pie charts are an effective
way to display information when you want to represent different
parts of the whole, or the percentages of a total.

a. Useful when you want to show relative proportions or

contributions to a whole. O

b. Can use only one data series. ' Qﬁ @E
c. Most effective with a small number of data points

d. Usually no more than five or six data points (or slices).

e. Values used must all be positive numbers.

i) Any negative values used will be converted to positive values, which is probably not what you
intended.

Other charts-Other charts that can be created in Excel 2003 include Doughnut; Stock XY (scatter);
Bubble; Radar; Surface; and Cone, Cylinder, and Pyramid charts.
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Creating a Chart —Using Microsoft Excel, you can represent data in a chart. You can choose from a
variety of chart types. And, as you

change your data, your chart will % Al BT S = b | E |
automatically update. You can use 3 0y vales

Microsoft Excel's Chart Wizard to take - :

you through the process step-by-step. 3 Products Region1 Region2 Region 3

After you have created the | % DolS 900 1275 650
spreadsheet, you are ready to create | 2 1UCKS 1325 1370 800

your chart. 6 |Puzzles 1650 1525 1100

7

= Highlight cells A3 to D6. You must highlight all the

- ; ==
cells containing the data you want in your chart. You

-
Chart Wizard - Step 1 of 4 - Chart Type

should also include the data labels. e
= Choose Insert > Chart from the menu. M B
= Click Column to select the type of chart you want to ||| =7 } m |
create. g;ﬂ;{smﬁ Elisen i
* In the Chart Sub-type box, choose the Clustered || |\ga= m‘
Column icon to select the chart sub-type. R ' | ==
= Click Next. > e I @
= To place the product names on the x-axis, select the = |
Columns radio button. o Compres ks aa %
= Click Next.
= Type Toy Sales in the Chart Title field. Toy Sales lrcmandtilio vew songe|
will appear as the title of your chart. Cancel_ ish

= Type Products in the Category (X) Axis field.
Products will appear as your x-axis title.

= Type Units Sold in the Value (Y)
Axis field. Units Sold will appear
as your y-axis title.

= Choose the Data Labels tab.

L2 |mitom

Chart Wizard - Step 3 of 4 - Chart Options

Titles | Axes I Gridines | Legend I Dats Labels Da‘ﬁTabIe]
Chart title:

= Select Value in the Labels Contain

Frame to display the data labels as
values.

Choose the Data Table tab.

Select Show Data Table. The data

Toy Sales
Category (X} axis:

Product Mames
Value {Y) axis:

Toy Sales

1300

Toy Sales

1600

=

400

_3 1200

1000
= 00
= GO0

a Dolls
| Trucks
O Puzzlez

Second category () axis: A0

1

Fegion2 Regiend
Product Hames

table will appear below your chart. 200
. C“Ck NeXt- Second value (Y) axis: : Fegien]
= Choose as Object in Sheetl to
make your chart an embedded ‘
object and part of the worksheet.
= Click Finish
= Your chart will appear on the -
spreadsheet.

Cancel H < Back |[ MNext = ]l Einish |

Data Types-Microsoft Excel recognizes four kinds of information: Logical values (TRUE or FALSE,
also called Boolean values), Numerical values, Text values, and Error types. The four kinds of
information are known, in technical parlance, as Data Types. What is important for you, the user is to
begin to think of your own information in this manner, and consider how the machine is going to use
it.

Note that Excel will do the very best it can to figure out which of these types it THINKS you
intend, once you complete typing into a cell and hit the enter key. For example, if you type a series
of numerals, it assumes you intend a number type.
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Different types of Datatype-

e Logical Data Type- Logical values are either TRUE or FALSE.In most cases, logical values will be
present as the result of the evaluation of an expression or function. For example: The statement "1 is
less than 2" is recognizable as a true statement. Another way to put that is:

1< 2 =TRUE.

e Number: cells that contain only numerals, commas, and decimal points that can be used in

numerical calculations.

e Dates and Times- cells that contain only date or time that can be used in date calculations.
e Text- cells that contain only date or time that can be used in date calculations.

Database Creation-

If your data is not in an Excel Table, follow these steps to prepare it-

= Add headings: In the row directly
above the data, enter a heading for

each column. In the example shown
here, the data starts in row 2 of the
worksheet, and the headings are in
row 1.

= No blank rows or columns: You
can leave blank cells in a row or
column but make sure that there are
no completely blank rows or columns
within the database.

= Separate: The ideal setup is to
store your database on a worksheet
where there is no other data. If that's
not possible, keep the database
separated from other data on the
worksheet, with at least one blank

StudentDatabase
A B | C | D | E
| 1 [RollNo Student Name | City Course Fees
| 2 | 101 Amit UJJAIN DCA 5000
| 3 | 102 Arjun INDORE PGDCA 10000
| 4 | 103 Rakesh DEWAS DCA 15000
| 5 | 104 Manish BHOPAL BCA 8000
| 6 | 105 Subhash UJJAIN PGDCA 4000
| 7 | 106 Lokesh INDORE DCA 5000
| B | 107 Varun DEWAS BCA 9000
| 9 | 108 Harsh BHOPAL BCA 7000
|10 | 109 Jay BHOPAL DCA 6000
| 11| 110 Tarun UJJAIN PGDCA 8500
| 12| 111 darshan DEWAS DCA 7800
| 13| 112 Diksha UJJAIN PGDCA 9600
| 14 | 113 Elesh BHOPAL PGDCA 5200
| 15| 114 eakesh UJJAIN DCA 6300
16 115 Vaibhaiv BHOPAL PGDCA 4500
Fig-1

row at the end of the database, and a blank column at the right. If the database doesn't start in cell
AL, ensure that there is a blank row above, and a blank column to the left.
= After complete this process we can create a database in ms-excel here we create a studentdatabase

shown in fig-1.

Query!/ Filtering a Database-

AutoFilter - AutoFilter is an easy way to

turn the values in Excel column into |

based on the cell

other

specific filters
contents. In

The AutoFilter feature makes filtering, or |
temporarily hiding, data in a spreadsheet |
easy. This allows you to focus on specific |

spreadsheet entries.

For example-1, if we would like to only |

view data of the Ujjain City from
(Student Database in Fig-2), follow this
process to filtering data-

= First of select City column in the
StudentDatabse.

= Go to Data—>Filter-> AutoFilter.

words

StudentDatabase
T A B T E
1 |RollNo Student Name -{'ify.' F;Cnursé Fees
2 101 Amit Sort Ascendng DCA 5000
; >0t Descanding

3 102 Arjun PGDCA 10000

4| 103 Rakesh  [{T} DCA 15000

5 104 Mamsh (Custom...) BCA EO0D
16| 105 Subhash | grume PGDCA 4000

7 106 Lokesh “"EDEE DCA 5000
E 107 Varun ; : BCA 9000
l9| 108 Harsh BHOPAL  BCA 7000
110, 109 Jay BHOPAL DCA 6000
[ 11] 110 Tarun UNJAIN PGDCA E500

12| 111 darshan DEWAS DCA 7800
13| 112 Diksha UIJAIN  PGDCA 9600

14 113 Elesh BHOPAL PGDCA 5200
115 114 eakesh UJIAIN DCA 6300

16 115 Vaibhaiv BHOPAL PGDCA 4500

Fig-2



= Once you’ve enabled this feature, your columns display with a drop-down arrow to the right. If
you click the arrow control, you’ll see all the distinct values for that particular column. To turn off
the feature, you deselect Autofilter from the same submenu.

= In the example above, | can see all the entries that show in the City column.

= Just select any one city from the drop-down list only that city data will display.

= Here we select Ujjain city from drop-downlist and only that student record will show who belongs
to Ujjain city.

You will immediately notice that the categories have drop-down buttons.Using these buttons,
you can set your filter options.

= Sort Ascending: Sort data in ascending order based on the data in that column; numbers are
sorted 1, 2, 3, 4, 5, etc. and words are sorted alphabetically starting with a, b, c, d, e, etc.

= Sort Descending: Sort data in descending order based on the data in that column; numbers are
sorted in reverse order 5, 4, 3, 2, 1, etc. and words are sorted in reverse alphabetical order, e, d, c, b,
a, etc.

= Top 10: The first 10 rows of data in your spreadsheet (when initial setting is “All”) or the first 10
rows of data from the filtered selection

= Various data points: You may sort the data based on all other data points in that column. Excel
combines data points that are the same. For example, students that live in the same city can be sorted
using only one data point.

Custom: As handy as these filters are, there are times when you need to filter based on specific
criteria within a cell. We can use a custom filter to find these items. There are different types of
comparisions operator available in custom filter are as follows-

= equals

= does not equal

= s greater than

= s greater than or equal to

= s less than

= s less than or equal to

= begins with

= does not begin with

= ends with

= does not end with

= contains

= does not contain

For example-2, if we would like to view data of only that students who belong INDORE and
DEWAS City in Student Database in Fig-2, follow this process to filtering data-
= First of select City column in the

StudentDatabse. [ Custom AutoFilter @

= Go to Data=>Filter-> AutoFilter. '
. Show rows where:

From the drop down list ity

select (Custom...) The Custom P ﬂ S E00E B

AutoFilter dialog opens. Your column
name should show above the first list box.

= |n Fig-3 we select equals operator from - =

the first dropdown list, and in the text box, || equas v S - |
type a value Indore.

= We choose Or operator for combines
conditions.

= We select equals operator from the [ ok ][ coe
second dropdown list, and in the text box, .
type a value Dewas. Fig-3

Use ? to represent any single character
Use * to represent any series of characters
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= Finally click on ok button

we get desired output shown in FilterStudentDatabase

Fig-4.
I 8 [ ¢ [ o [ €
~1_‘§Roi]}\'0 Student Name City [+]Course Fees
3| 102 Arjun INDORE PGDCA 10000
L 103 Rakesh DEWAS DCA 15000
il 106 Lokesh INDORE DCA 5000
8| 107 Varun DEWAS BCA 9000
12] 111 darshan DEWAS DCA 7800

Fig-4

Adding Worksheets, Rows, and Columns-

= Worksheets - Add a worksheet to a workbook by selecting Insert—Worksheet from the menu
bar.

* Row - To add a row to a worksheet, select Insert—Rows from the menu bar, or highlight the row
by clicking on the row label, right-click with the mouse, and choose Insert.

= Column - Add a column by selecting Insert—Columns from the menu bar, or highlight the
column by click on the column label, right-click with the mouse, and choose Insert.

Resizing Rows and Columns-

There are two ways to resize rows and columns-

a) Resize a row by dragging the line below the label of the row you would like to resize.

Resize a column in a similar manner by dragging the line to the right of the label corresponding to
the column you want to resize.

b) Click the row or column label and select Format—Row—Height or Format—Column—Width
from the menu bar to enter a numerical value for the height of the row or width of the column.

Freeze Panes-It is sometimes difficult to read and understand very large spreadsheets. When you
scroll too far to the right or down, you lose the headings that are located at the top and down the left
side of the worksheet. Without the headings, it's hard to keep track of which column orrow of data
you are looking at. To avoid this problem use the freeze panes feature in Microsoft Excel. It allows
you to "freeze" certain areas or panes of the spreadsheet so that they remain visible at all times when
scrolling to the right or down. Keeping headings on the screen makes it easier to read your data
throughout the entire spreadsheet. There are two types of Freezing-

= Column Freezing- The Freeze Panes option freezes all the columns to the left of the active
cell.To freeze only those columns you want to stay on screen, click on the cell to the right of the
columns that you want to remain on screen.

= Row Freezing-The Freeze Panes option freezes all the rows above the active cell. To freeze only
those rows you want to stay on screen, click on the cell below the rows that you want to remain on
screen.

Example of freezing panes using the active cell-

To keep rows 1, 2, and 3 on the screen and columns A and B:

e Click in cell C4 with the mouse to make it the active cell.

e Click on the Window Menu—->Freeze Panes option from menubar.

e Click on the Freeze Panes option in the list to freeze both columns and rows.

e A black border should appear to the right of column B in the worksheet and below row 3
indicating that the areas above and to the right of the lines have been "frozen".

e Scroll to the right in the worksheet. If you scroll far enough, the columns to the right of column B
will begin disappearing while columns A and B will stay on the screen.
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e Scroll down through the worksheet. If you scroll far enough, the rows below row 3 will begin
disappearing while rows 1, 2, and 3 will stay on the screen.
e Click on the Window Menu->Freeze Panes option from menubar to unfreeze Column and Rows.

Split Panes-A very handy feature of Excel is its ability to allow you view more than one copy of
your worksheet, and for you to be able to scroll through each pane of your worksheet independently.
You can do this by using a feature called Split Panes, which will allow you to split your worksheet
both horizontally and vertically.

When you split panes. The panes of your worksheet work simultaneously. If you make a change in
one, it will simultaneously appear in the other. If you wish to move the split, just place your mouse
over it, hold down your left mouse button and drag to where you want it. To get rid of the split, just
double click it, or go to Window>Remove Split.

= Horizontal Split-To create a horizontal split in your worksheet, highlight the row where you wish
the split to be placed, go to Window>Split.

= Vertical Split-To create a vertical split, highlight the column where you wish the split to be
placed, go to Window>Split.

= To create both Horizontal and Vertical Split-Click in a single cell of your worksheet and go
to Window>Split. This will break your worksheet into four panes with a vertical and horizontal
line.

Hiding Rows, Columns, Worksheet and WorkBook-

= Rows: - Choose Format—>Row, and then either Hide or Unhide.

= Columns: - Choose Format->Column, and then either Hide or Unhide.
= Worksheet: - Choose Format—> Sheet, and then either Hide or Unhide.
= Workbook: - Choose Window then either Hide or Unhide.
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Unit-V
MS-PowerPoint

Introduction: - PowerPoint is a special program provided by MS-office. PowerPoint is used to
create various Presentation slide, Photo prints etc. The Presentation created in PowerPoint is used for
seminars, conferences, various education programs etc.

PowerPoint provides us various tools and features to create a presentation we can make our
presentation more attractive and easier using this tools.
Process to open a MS Power Point

= Click /point on start button.
= Point to all program PowerPoint.
= After then we will select ms-office option.
= Select ms-PowerPoint from ms-office option.
Or
Start->all programs > ms office 2003 ->Ms Power Point

Presentation: - It a way of presenting skills or showing or expressing skills. For the attracting or
effective task we will use PowerPoint presentation.

Through presentation use have express of views,
feeling, opinion, presentation is generally used in business, conference, education system, seminars
etc. In presentation there are three main elements.

a. Slide
b. Notes Page
c. Handouts

Slides- Slides are a kind of pages used to create presentation the main page of a power point program
is known as slide. any presentation created in powerpoint with the help of two or more slides .it can
also be said that every page used in a presentation is a slide.we can inclucle that , graph,cliparts,titles
text, images, sounds, video etc...in a slide.

Notes Page- Notes page is a kind of helping tool which contain any remark lesson or notes which is
useful for the viwers of the presentation, these notes can also be used by the presentator at the time of
presentation we can create separate notes for each slide used in the presentation.

Handouts - Handouts are a kind of printout which contains the slides .Which print the slides used in
a presentation in small size.A handouts can contain 1, 2, 3, 4, 6 or 9 slides on a single page. These
handouts can be distributed in the viewers or audience who helps to understand the presentation.

Creation of Presentation — We can create our presentation through three main ways:
a) Blank Presentation.

b) Design template.

c) Auto content wigard.

Blank Presentation- With the help of blank presentation we can design the slide as per our
requirement it gives us some predefined layouts of slides which can be used to create a blank
presentation. To design the slide by using blank presentation option, we will select new option from
the file menu and then select blank presentation option from the task pane .when we select blank
presentation it gives a default slide.If we don’t want to us the default slide then we can select any
slide layout.After the compleition of one slide to create a new slide click on new slide button from
the standardtoolbar.
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By using design Templates- Design templates provide us some predesigned formats of presentation
we can select any one of them and create the presentation. It can also be said that design formats are
directly used to create the presentation.

+«+ To begin a new presentation with a design template: -

a) Open PowerPoint.

b) In the task pane under New, click From Design Template.

c) Another way to select demplate design option is Format->Slide

Design.

d) A list of templates appears.

e) Move your mouse pointer through the different designs, or use the

scroll bar.

f) Click the down-pointing arrow in the gray box next to the template

you like.

g) Choose Apply to All Slides.

«» Applying a design template to selected slides: -

As you're working on your presentation, you can choose Apply to

Selected Slides if you want one or more slides to have a different look.

Slide Design »
18] a

| &y Design Templates

_ss4 Color Schemes

=% Animation Schemes

Apply a design template:

Autocontent wizard: - The autocontent wizards give some instruction to the user by following these
instructions, a new presentation can be created this is the easiest way to create a presentation.To use

the autocontent
wizard we will select
new option from the
file menu and then
select from  this
selection we will get

the window
autocontent  wizard
which  gives us

following steps.

= Start: - The
creation of
presentation start
with this step.

.
AutcContent Wizard - [Training]

==

Start

 Presentation type

Presentation style
Presentation options

Finish

Select the type of presentation you're going to give

[ &

[ General

Geneﬂc
Fecommending a Strategy

] Cnmmunicaﬁnﬁ Bad MNews
Al il

Corporate |
Projects
Sales [ Marketing

Brainstorming Session
Certificate

| | Remowve I

Einish |




= Presentation type: - The option provided by this step. Gives the type of presentation. We can
select anyone of them as a presentation

= Presentation style:- presentation style five different style we can selected any of them as the
presentation

= Presentation option: - by using presentation option we can include title, footer and slide number
in our presentation.

= Finish: - it is the last option of autocontent wizard which end of steps.

Working with presentation:-

= Opening a presentation: - To open an already created presentation we will select open option
from the file menu then choose the drive or folder in which the presentation is saved from the
looking box. We will get a list of all the saved item the presentation and click on open button to
open the presentation we can also double click the presentation to open it.

= Saving a presentation: - To save a presentation we will select save dialog box from the file
menu. We will type a name of presentation in into file name box and then click on save button to
save the presentation.

= Saving the presentation in another format: - To save a presentation in another format we will
select that format from the list of save as type box available in save as dialog box and then click
on save.

= Copy the presentation: - To make a copy of presentation we will select open option from the file
menu and then select the presentation and select open as copy option from the shortcut menu
appeared by click on the open button.

Slides and its different views: - slides are the pages used in the presentation. It can also be said that
each page of a presentation is known as slide it can include any text, graphics, titles, shapes, designs
etc.

PowerPoint provide us various views to view the slides on we can use three different buttons.
Normal view, Slide Sorter view and Slide Show view respectively these three buttons are available
on button left of the PowerPoint window.

+» Normal View: - Normal view is a general view of h slide in general when we create a all design a
slide then it appears it normal view.Normal view provides us three different paints to view the slides
these panes are available at the left of the slide

a. Outline Pane: - Outline pane provides the feature in view the text written in the slide by using
this pane we can also edit the text of slides.

b. Slide Pane: - Slide pane provides the feature to view all the slides used in the presentstion in
small sizes we can have the actual view of slides that is the slide including text, graphics diagrams
etc.

c. Notes Pane: -We can inclucle notes pages or view the notes in the slides by using notes pane.

+ Slide Sorter View: - We can view all the slides used in the presentation on a single page at a time
in small sizes we can add new slides, delete the slides, change the sequence of the slides and also
apply the same animation on various slides at the time.

+ Slides Show View: - We can view the slides in full screen mode induding all its effects by using
this view we can also discides the time to view the slides. One by one automatically when we
descide the time next slide automatically appear after the time frame.lf we don’t descide the time
then we can use either mouse click or page down key to view the next slide.

Inserting, Deleting and Copying of slides-
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= |nsertion of slide- To insert a new slide in the presentation we will click on new slide option
from the insert menu or we will right click on the slide pane and then select new slide option from
the shortcut menu and also we can press clrt + m to insert a new slide in presentation.Using we above
three approaches we can get a new slide on screen.

= Deletion of slides- To delete a slide in the presentation we will click on delete slide option from
the edit menu or we will right click on the slide pane and then select delete slide option from the
shortcut menu and also we can press del key to delete a in presentation.Using we above three
approaches we can delete slide from the presentation.

= Copying of slides- For copying of one slide from one place to another we will firstly select that
particular slide then after we will select copy options after selecting of copy option we have go to our
destination place where we want to be copied and click on paste option for copy of our slide.

Notes Page- When you give your presentation, you may need to refer to notes to elaborate on a
slide's material, or to remind you to
mention some detail. For this purpose
we can create a notes for slides used
in the presentation this note is
available below the slides. We can
type any notes, remark or any help
message.

Creation of Notes Pages— To create
a note page we will click on notes
pages option from the view menu.
When we do so we will get a text box
below the slide in this text box we
can type any note as per the ;
requirement after clicking on notes Helios College affiliated to  Vikram
page view to create the note. - University. And Omega College affiliated to
This note can also be type in the text Makhanlal Chaturvedi University |

box available below the slide in
normal view.

[ AN
[E AN e

Viewing notes during the slide show presentation- To view the notes releted to the particular slide
we click on -

control r ) O

button — L
available on = Side: 2

3 ’ Helios Cdllege afﬁiiated to Vikram University and Omega
the bottom . - . | | College affiliated to Makhanlal Chaturvedi University.

left of slide
show view |
screen then
select

Screen-> 2@
Speaker’s
notes option
from the available list by doing so. We will get the note on screen.

51



Printing Notes Page- We can also print the notes pages with slide used in the slides of the

presentatlon_ to get the prints of e = 5
notes very first we will select the
particular slide and then click on st
print option from file menu to get Hame: g% Send To OneNote 2007 (=] [ Properties |

1 1 Status: Idle e
the prlnt d|a|0g bOX Then we Type: Send To Microsoft OneMote Driver Fing Printer.. |
will select notes option from the Where:  Send To Microsoft Onelote Port: o
print what list and click on ok Comment: (| Print to file
button to get the print out of the TR Copies
notes @ Al ) Current slide Selection Murmber of copies: l

Custom Shows

1 =
(7 Slides:
Enter slide numbers andjor slide ranges. For example,

1,3;5-12 5
|¥] Callate [

Print what: Handouts
Color fgrayscale: (@) Horizontal Yertical %
Color El

[Tl scale to fit paper Print hidden slides

[ Frame slides

Print comments and ink markup

| Preview [ QK J l Cancel |

Handouts — Handout is a printed form of any presentation we can print all the slides used in the
presentation is small sizes -
on a single page. We can | Print A=

print 1, 2, 3, 4, 6 or 9 -

. rinter

slides on a page. We can

distribute these handouts fame: g Send To OneNote 2007 [+] | _Properties

among the viewer during Status:  Ide @

presentation. Type: Send To Microsoft OneMNote Driver =
Where: Send To Microsoft OneMote Port:

o : 1| Print o fi
Printing handouts- To |[| ©ommen® e
print the handouts very Print range Copies .
first we will open the @ All (71 Current slide Selection Mumber of copies:
particular ~ presentation Custom Show: 1 :
then select print option e

. ) Slides:
from the file menu or ; ;

Enter slide numbers andjor slide ranges. For example,

press control + p from the 1,3,5-12
keyboard to open the || Collate
print dialog box. We will || print yhat: Fendoits
select handouts option || e =] Az

] . . lid s |6 |
from the print what listin || __ o TN D_ G
the print dialog box u:u_u:urfgravscae. Order: @ Horigontal (7 Vertical =

. Color

When we do so we will =]
get all  the printing [] scale to fit paper Print hidden slide=
options of handouts. After P e S
that we Se|eCt the number Print comments and MK Markup
of slides to be printed on ||| Preview | o || canea |

each page from the slide |
per page option and also
we can decide the position of slide that is the horigontal or vertical then we click on ok button to get
the handout prints.
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Slide Layouts: Slide layouts define containers, positioning, and
formatting for all of the content that appears on a slide. Placeholders
are the containers in layouts that hold such content as text (including
body text, bulleted lists, and titles), tables, charts, SmartArt graphics,
movies, sounds, pictures, and clip art.An arrangement of one or more
of these placeholders is a Slide Layout.PowerPoint provides a variety
of different slide layouts grouped into four categories.

e Text Layouts: contain text placeholders only.

e Content Layouts: contain the blank slide layout and layouts with
placeholders for media such as pictures, diagrams, charts and video
clips.

e Text and Content Layouts: contain text and media placeholders.
e Other Layouts: contain miscellaneous slide layouts with text,
media and object only placeholders.

To change the slide layout:-

e Display the Slide Layout task pane if it is not already displayed.
Click Format > Slide Layout.The Slide Layout task pane is displayed.
e Display the slide you wish to format. You can select several slides
by holding the Ctrl key whilst selecting them.

e Click on the slide layout in the task pane that you want.The layout
is applied to the selected slides.

Slide Transition: - Once you've completed all of your slides, create a

! Slide Layout
Apply slide layout:
Text Layouts

i |

Content Layouts

H g

211 R
B & =R
b <. oL
A EENIEE | EE
SEENIEE | X
FEINEED

cohesive presentation by

adding a transition. You can move from slide to slide with interesting transitions that affect the

timing, entrance, and exit of your slides. A transition is an effect that .. " . .
is applied to some or all of the slides in a presentation. (e ®|n]
Apply to selected slides:
To make transitions from slide to slide: -
Blinds Horizontal
o Click Slide ShowsSlide Transition. s vertea i
e In the Slide Transition pane, choose the effect you want from | Bexout
the drop-down menu, such as Blinds Horizontal, Blinds Vertical, z::z:z::gjf:s
Box In, Box Out, Cover Down, Cover Left, Cover Right, and Cover | comb Horizontal
U p Comb Vertical
Cover Down
e Automatically preview each transition by clicking on it. | covertert
(AutoPreview must be selected). Cover Right
Cover Up
e Click Apply to All when you have chosen an effect. Cover Left-Down -
e You can change the speed of the transition by using the | Modify transition
corresponding drop-down under Modify transition. The Slow, | == ™ [=]
Medium, and Fast options refer to the speed of the transition. Again, | ™ [“f S°“”d]ﬁ| _— =]
you'll see a preview of what they do when you select each M.,.-,msr.dep
option.Sound can be added to the transition by selecting from the | iconmouse dicc
corresponding drop-down. [ Automatically after
53
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« The other option is Advance. The default is to have each slide transition after the mouse
has been clicked. You can also tick the box next to Automatically after. This lets you set
how many seconds/minutes to wait before the next slide appears.

e To see how your transition works, preview the slide show. Some transitions work well
with effects that have been added to text and graphics. Others do not. Preview a variety of
transitions before finalizing your slide presentation.

% Custom animation: - animation is a process to activate any text or object by using custom
animation you can alive (live) any dead object. It can also be said that animation are used to make
the presentation active by using custom animation we can make the moving object used in different
slides like text, graphic, picture, images. This object can also be effected or animated with various
sound by using the presentation can be make very effecting and attractive.

The following steps will show you how to animate an object while | Slide Shaw | Window  Help
working in Slide View. :
= Select the object (Text, Image, chart etc.) which you want to &
animate. Set Up Shaw...
* From the Slide Show menu, select Custom Animation. The |z =
Custom Animation task pane will appear. 3 _Custom Arimation. .

From the Custom Animation task pane, we can see different types of i Slide Transition. ..
animation options they are as follows: -Entrance, Emphasis, Exit and
Motion Path.

Wigt Shiow F5

Cuskam Shows, .,

« Entrance: -Entrance effects are animations that control how the shape becomes visible on the
slide. For example, this could involve having the shape appear to move onto the slide from outside
the slide boundaries, such as flying in from the right edge of the slide; or having the shape become
visible in place in a particular manner, such as dissolving into visibility.If the first effect assigned to
a shape in the main sequence is an entrance effect, that shape is not initially visible when the slide is
loaded. The shape becomes visible when PowerPoint performs the entrance effect assigned to it. You
do not have to assign an entrance effect to a shape in order to assign other effects to it.

«» Emphasis: - Emphasis effects refer to effects that do not move the shape on the slide. You can
use emphasis effects to call attention to shapes already displayed on the slide. Using emphasis
effects, you can make shapes rotate, grow or shrink, change color, and other effects.

% Motion path: - A motion path is an invisible track you lay on your slide for a shape to run along.
For example, you can move text from one place on your slide to another; create a hand-drawn
entrance or exit for a piece of art; or lay a path that an arrow could follow at crucial points in your
narrative, to show a process. Unlike with an entrance or exit effect, you can use a path simply to
move something on the slide from one position to another.

«» Exit: - Exit effects are animations that control how the shape becomes invisible on the slide. You
can use exit effects to appear to remove shapes from the slide, to make room for other shapes on the
slide, or to focus attention on the remaining shapes on the slide.

Animate any object (Text, Chart, Images): -To animate any object or text use in the slide or
presentation very first use we will open the
particular presentation then select animation *  Custom Animation -
scheme option from the slide show menu or we can
also select custom animation option from the slide
show menu. Then we have to click on add effect 5y AddEffect | 7

button available in the custom animation and select =% Enrance  » |3k 1. Binds
any animation from the different categories v
provided by custom animation options. By doing |*" —p f% 2 Box
this the selected animation can be apply on the [ Ext » | Z 3. Checkerboard
selected object in the slide. To view the animation |« Mation Paths » | Sk 4. Diamond
effect we will click on Play button available in the - [# sy
task pane or we can also select auto preview check =
More Effects.., 2,
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box to get automatic preview of the effect or animation apply on various object.

Adding sounds to the slides: various kinds of sound can also be applied on different slides at the
time of creating presentation to apply the sound on slide very first we will select the slide & then
click on slide transition option from the slide show menu. Slide transaction box will appear in task
pane. It also contains the option for adding the sound with transaction.

We can select any sound from the list available in sound option presented in Modify Transition & it
will be applied to the selected slide, to apply the same on each slide click on Apply to all slides
button.

Inserting a chart-
= Click on insert menu and select chart

option. 90
= A chart appears with adata 801
sheet and sample data. 70
» Replace the sample datain the data 60
sheet with actual data you want to present.
o Y prese 30 O East
The Y axis is for values or numbers, like
40 B West
the number of hours worked or amount of 20
money earned. The X axis is the label for @ North
the information. It now reads East, West, 20
and North. 10
. L 0-
= You can delete some information in
_ _ 1st Qtr 2nd Qtr 3rd Qtr 4th Qtr
columns or rows of the sheet. Right-click
the row or column and choose Cut, Delete,
or Clear Contents. Presentation? - Datasheet @
A B C 0 E=
= Notice as you enter new data and titles istQtr  ndQtr  3rdQtr  dthotr
that the chart on the slide changes to show ' L o %
. i . 306 386 346 316
this new information. 459 469 a5 439

Il | »

Insert video or sound clips into
slide-

Attention: Always put the movie, sound and video in the same folder as your PowerPoint
presentation. If you later move the PowerPoint presentation to another computer, copy the movie too.
Keeping your movie in the same folder as your presentation ensures the link will still work.
However, you should always test the movie on a new machine just to be certain. Re-insert the movie,
if necessary.

On the Insert menu, point to Movies and Sounds, and then click Movie from File.

Click the video you want to use and then click OK.

After you click OK, you’re prompted with a message asking how you want the movie to start in the
slide show.

Recommend choosing automatically even if you want the movie to play when clicked — I’ll talk
about how to set this part too. (If you choose When Clicked you have to click the black box to start
the movie. Because I don’t like to show the black box on the slide, I do this a little differently.
Right-click the movie objects (the small rectangle) and on the shortcut menu, clicks Edit Movie
Object.

The Movie Options dialog box appears. Select what you want, and then click OK.

For example: Play the movie full Screen
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Test this now to see how it works by starting the slide show. (On the Slide Show menu, click View
Show.) Advance to the slide with the movie, (best if you have the title of the movie on it). Within a
couple of seconds, the movie starts to play full screen. When the movie finishes, you return to the
same slide (but no unsightly box appears). Click to advance to your next slide.
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A.G. & S.G. Siddhartha Degree College of Arts & Science

Vuyyuru-521165, Krishna District, Andhra Pradesh

Value Added Course
Title: Basic Computer Applications & MS Office

Each Question carries 2 Marks Max Marks: 20

Test Exercise:

1.

To create a new paragraph in MS Word document, which of the following

keyboard keys can be used?

. Which of the following is not a version of MS Office?

. What is the name of the file created on MS Excel to manage data in

tabular form by managing them into various cells?

. Which of these is the file extension for Microsoft PowerPoint

presentation?

. Which of the given type of software is similar to that of an Accountant’s

worksheet?
Which keyboard keys can be used to align the text to the left side of the

document in MS Word?

. The block in an MS Excel spreadsheet where a column and row

intersects each other is called . What shall come in place of the

blank?

. Which of the given combinations of keyboard keys can be used as a

shortcut to paste the text without removing its formatting?

. Which of the given combinations of File type and its extension is

incorrect?

10.The cell reference for a range of cells that starts in cell D2 and goes over

to column F and down to row 12 is?




A.G. & S.G. Siddhartha Degree College of Arts & Science
Vuyyuru-521165, Krishna District, Andhra Pradesh

Value Added Course
Title: Basic Computer Applications & MS Office

Key:
1. Enter
. Microsoft Office 2009
. Spreadsheet
ppt
. Spreadsheet
. Ctrl+L
. Cell
. Shift+Ctrl+V

. MS Outlook — .out
0. D2:F12
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A.G. & S.G. Siddhartha Degree College of Arts & Science

Vuyyuru-521165, Krishna District, Andhra Pradesh

Department of COMPUTER SCIENCE

Certificate Course

Title: Basic Computer Applications & MS Office

Feed Back Form

1. Is the programme interested to you

2. Have you attended all the session

3. Is the content of the program is adequate

4. Have the teacher covered the entire syllabus?
5. Is the number of hours adequate?

6. Do you have any suggestions for enhancing or reducing the
number of weeks designed for the program?

7. On the whole, is the program useful in terms of enriching
your knowledge? '

8. Do you have any suggestions on the program?

( - es/No)
N

(Yes/No)

(Yé;/ No)
e

(Yes{Noj

(Yés/No)
(Yes/rm

(Ye/s/No)
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| BIDDHARTHA DEGREE COLLEGE OF ARTS & BOINOE 7 »
Vuyyuru-521 165, Krishna District, Andhra Pradesh i
An Autonomous College in the Jurisdiction of Krishna University

Accredited by NAAC with “A” Grade

DEPARTMENT OF COMPUTER SCIENCE

VALUE ADDED COURSE:
BASIC COMPUTER APPLICATIONSE& MS OFFICE
VAC CODE:BCAM101
CERTIFICATE
This is to Certify that Son /Daughter of shri/Emt

has Successfully completed value added course in BAS|C COMPUTER APPLICATIONS& MS OFFICE
Canducted by the Department of COMPUTER SCIENCE from 16-02-2021 t0 15-04-2021 We wish him /her bright future

Co-ordinator Head of Department AG & SG Qidihar[‘ r“ Cobin o
S.' Praéham%' Aﬂ‘&sw-—(*ummyyum
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