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Unit — I Introduction to MS — Word

Structure
1.0 Objective

1.1. Creating and saving documents
1.1.1. Page setup

1.2. Formatting Text

1.3. Header and footer

1.4. Hyperlink and Book marks

1.5. Inserting and editing pictures

1.6. Creating tables
1.6.1. Inserting, deleting and merging rows and column

1.7. Mail merge

1.8. Printing document

1.9.Summary

1.10. SAQ

1.0.Objective

Microsoft word is part of Microsoft’s office suite of software. It is a word
processor, which is world’s leading word processing application. The primary
objective is to enable students to create and edit document, save it to view or
edit later and print document and many more features.

Microsoft Word 2007 has a completely redesigned user interface. The
standard menus along the top have been removed and replaced with a series of
toolbars Microsoft calls “The Ribbon.” The tool bars are changed using tabs at
the top and try to automatically adjust themselves to the content you are
working with. If you select an image it will automatically switch to the
picture tools. The new layout seems to offer easier access to most of the
features of Word allowing for more complex documents to be created quicker.

1.1. Creating and saving document
The first thing most people will need to relearn is where to go to
open a document, create a new one, save your document and print.
Clicking the Office logo at the top left of the screen will provide
most of the items formerly found under the file menu including
those listed above. Beside the logo you also will find a disk icon
to save your document as well as the undo and redo buttons.

To create a new blank document:

1. Click the Microsoft Office button.
2. Select New. The New Document dialog box appears.
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3. Select Blank document under the Blank and recent section. It will be
highlighted by default.

4. Click Create. A new blank document appears in the Word window.
Start a document from a template

To use a template as a starting point, do one of the following:

1. In Microsoft Office Word 2010, 2013 or 2016, click File, and then
click New. In Microsoft Office Word 2007, click the Microsoft Office

Button ' & , and then click New.
2. Under Templates, do one of the following:

e If you are using Microsoft Office Word 2007, click Installed
Templates to select a template that is available on your
computer. If you are using Microsoft Office Word 2010, look
in Available Templates

e In Microsoft Office Word 2007, click one of the links
under Microsoft Office Online. In Microsoft Office Word
2010, click Office.com Templates. In Microsoft Office Word
2013 and 2016, all available installed templates are shown
when you click File, and then click New and additional
templates can be discovered by using the Search for online
templates search box.

3. Double-click the template that you want.

To save a copy of your file, do the following

1. Click the Microsoft Office Button, and then click Save As, or press
CTRLAS. In the File name box, enter a new name for the file.

2. Click Save.

Note: If you don't see the Microsoft Office Button, click Save As on the File
menu.

e Opening a file (CRTL+N)

1. Click the Microsoft Office Button, and then click Open.
2. In the File of type list, click OpenDocument Text.
3. Click the file you want to open, and then click Open.

e Page layout

The Page Layout Tab lets you control the look and feel of your
document in Microsoft Word, a global design to your document by
using one of the available themes and colour schemes. Changing the
document orientation, page size, margins, indentation, line spacing and
paragraph settings can be performed.
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- ° Themes: The themes section provides a
e quick way to format your document. By choosing a theme

: you will have a set colour scheme, font combinations, and

effects. You can choose one of the provided themes,
= modify a provided them or create your own. Be aware that
changing your theme after creating a document may require
you to reformat some items as themes also include some
layout options.

1.1.Page Setup: Page setup provides you with the tools to change margins,
size, orientation, columns, breaks, line numbers and hyphenation in the
document.

Py Orientation = ¥= Breaks ~
L Ij Size * £5] Line Mumbers =

Margins __
- EE Columns = b~ Hyphenation =

)

Page Setup

e Page Background: The page background section allows you to change the
background colour of the document, watermark and draft or confidential
document or add borders to your document.

4] Watermark ~
{fj Page Color =

O]l Page Borders
Page Background

e Paragraph: The paragraph section in the page layout tab allows changes to
a paragraphs spacing and indentation.

Indent Spacing
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£z Right: 0 cm :|H¥= atter 10pt 3
=

Paragraph
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e Arrange: The arrange section is also found in the image toolbar when an
image is selected. Here you can change an images position, how text
moves around the image, the alignment, grouping and rotation or the
image.

|= Align ~

Arrange

1.2.Formatting Text

Formatting text in Microsoft Word involves tasks like bolding the text,
italicising it, and changing the font and size. The commands to perform all of
these formatting tasks are found on the Home tab in the Font group. Select
your text and then click on the required formatting button to see the effects.

1.2.1. Setting font size

1. Selecting Text

The first step in formatting any amount of text or an entire document is
selecting the portion of text that needs formatting. For formatting text, the

following should be known

e Boldface a section
e Add italics

e Underline

e Change the colour
¢ Change the font

e Highlight

e Cut/copy and paste
e Add bullets

To do any of this, you must first select the text that the formatting will be
applied to within the document. Selecting text is easy and done in three easy

steps.
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Move the cursor to the beginning of the text that you want to select.

. Click and hold in the left button on your mouse.

3. Drag it over the text you want to select. It will highlight the selected text
in blue. Simply release the mouse button when you are finished
selecting text.

N —

If you want to select the entire document, simply click on the 'Home' tab
and click 'Select' on the far right. You will then select 'select all'. This will
highlight all your text for formatting. Also note that you can select objects or
text with similar formatting as your selected text when clicking on 'Select.’
Applying a Font

You can apply a font to either an entire document or to certain portions
of a document. The choice is yours.To apply a font, click on
the Home tab. You'll see the toolbars, or groups.

The type of font you're currently using will appear. In the picture
above, the current type of font is Calibri. The notation of (body) after Calibri
lets the user know that it's the font used in the body of text, not in headers,
footnotes, etc. You can click on the arrow in that window to display other
types of font available to use. To change the type of font within a document
or for the entire document, simply select the text to be formatted, then select
your new font. It's really that easy.

Note: You can also do all font formatting by selecting the arrow key beside
the word Font, located directly above the document body. By clicking on this

arrow, you can also alter character spacing.

Changing Font Size

Next to the type of font under the 'Home' tab is a box that states the
size of font currently being used. Using the picture above, the font size is
12. Once again, you can use the down arrow key to either enlarge or reduce
the font size. To change the size of the font, simply select the text that you
want to change, then select the new font size. You can change an entire
document or just a portion. The choice is yours. You can also use the two
uppercase A's beside the font size box to change the size of fonts you're
currently using. Pushing the larger A will increase your font size by one for
each time it's clicked. On the other hand, clicking the smaller A will decrease
the font size by one for each time it's clicked.
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Font Attributes

As we discussed earlier, you may want to select text to either boldface,
italicize, or underline a section of text. The boldface command in MS Word is
represented by an uppercase, boldfaced B. Italics are represented by an
uppercase, italicized 'I', and underline by an uppercase U with a line under
it. These button's are located directly below the font type window. To
add italic, boldfaced or underlining to any portion of a text within a
document, select the desired text, then click the appropriate button (ctrl +B for
boldfaced, ctrl + I for italic, or ctrl + U for underline.)

Next to the commands for boldfaced, italics, and underline, you'll see
an 'abc' with a line through it. (abe) This is for strikethrough. When clicking
on this button, it will put a line through any text you have selected.

Next to the strikethrough command, you'll see 'X,". This simply puts
smaller text below the text line of the normal text. This command was used
when typing X, into this course. X* is just the opposite, putting smaller text
above the text line. This makes creating footnotes easier than it had been with
previous versions of Word.

The uppercase A and lowercase A that are situated side by side allow
you to change the case of selected text. You can change from lowercase
to uppercase or vice versa , toggle tHeCaSe, or select other common
capitalizations.

1.2.2 Font Color

Changing the font color is as simple as changing the font. Look for
the uppercase A with a black bar under it as pictured below. It's just to the
right of the Aa that allows you to capitalize portions of text. Select your text,
then click on the button to choose the colour you want to apply to the selected
text. You can also highlight selected text. To the left of the font colour button,
you'll see a lowercase 'ab' with a marker near it. It is highlighted in
yellow. Simply select the portion of text you want to highlight, click the
button, and select the colour of highlight that you want to apply.

1.2.3. Formatting paragraph

When you format paragraphs within a document, you can change the
look of the entire document. Formatting a paragraph allows you to change
line spacing, indent lines, and alter all of your paragraphs or just a few so that
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they look the way you want them. Many of the tools you can use to format
your paragraphs will be located in the 'Page Layout' tab of the Ribbon in the
'"Paragraph’' group.

i) Aligning text

As with all word processing programs, you can either left, right, center
or justify your text. You can either do one of these things to a portion of text
or to the entire document.

For example the below text which is aligned to the left and center

This is text that is aligned to the right.

This text is centered.

Justified text: it is aligned between the left and right margins, adding space
between letters if necessary. It gives the document a clean look. The buttons
or commands for aligning text are located under the 'Home' tab above
the 'Paragraph’.

The Home tab consists of the left alignment button beside it is the center,
then right, and then justify. To use these, simply select the text you want to
align, and click on the appropriate button.

ii) Aligning line spacing

Line spacing Adjusting line spacing changes the amount of space
between lines of text. Line spacing can be single, 1.5, double; multiple or you
can choose your own size. Adjusting line spacing

e Select the text that you want to adjust the line spacing on. If you want to
change the whole document, choose Select then Select All from the
Editing group

e Click the arrow button to the right of the Paragraph group to open the
Paragraph dialog box

e Select the Indents and Spacing tab

e Click on the down arrow below line spacing. Select a new size
Click OK.
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1.3.Headers and Footers

Header and footer can make your document look professional and
polished by utilizing the header and footer sections. The header is a section of
the document that appears in the top margin, while the footer is a section of
the document that appears in the bottom margin. Headers and footers
generally contain information such as page number, date, and document

name.

To insert a header or footer:
o Select the Insert tab.

e Click either the Header or Footer command. A menu appears
with a list of built-in options you can use.

o Lefi-click one of the built-in options, and it will appear in the
document.

OR
o Lefi-click Blank to select it.
e The Design tab with Header and Footer tools is active.

e Type information into the header or footer.

To insert the date or time into a header or footer:

o With the header or footer section active, click the Date &
Time command.

e Select a date format in the dialog box that appears.

e Click OK. The date and time now appear in the document.

Other header and footer options

There are many other header and footer options you can use to design
these sections of your document. From the Header and Footer Tools
Design tab, you can see all of your design options.

1.3.1. Page numbering

1. On the Insert tab, in the "Header & Footer" group, click Page Number.

2. Click Top of Page, Bottom of Page, or Page Margins, depending on
where you want page numbers to appear in your document.

Directorate of Distance Education, R.S.Vidyapeetha, Tirupati. 8



Computers Prak-Sastri 2" Year

3. Choose a page numbering design from the gallery of designs.

4. On the Design tab, in the "Options" group, choose Different First
Page.

Page numbering in header and footer can be set for alignment similar
to that of a paragraph like center/left/right based on the requirement which is
available in the header and footer options

1.4. Hyperlink and Book Marks
1.4.1. Hyperlink

A hyperlink is a piece of text or an image in an electronic document
that can connect readers to another portion of the document or a different
webpage. In addition, a hyperlink can be used to connect to and open an email
client window.

Have you noticed the active links on webpages that allow you
to jump from one page to another? You just used one to open this lesson.
These are called hyperlinks. You can use these in electronic versions of your
Word documents, just like you do in webpages. In this lesson, you will learn
the basics of working with hyperlinks, including how to insert and remove
them in your Word document.

To insert a hyperlink:
e Select the text or image you want to make a hyperlink.
o Select the Insert tab.

e Click Hyperlink in the Links group. The Insert Hyperlink
dialog box appears. If you selected text, the words will appear
in the Text to display:field at the top.

e Type the address you want to link to in the Address: field.

e Click OK. The text or image you selected will now be a
hyperlink.

To make an email address a hyperlink:
e Type the email address.

o Highlight the text, and select the Insert tab.
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e Click Hyperlink in the Links group, and the Insert Hyperlink
box appears.

e On the left of the box where it says Link to: click Email
Address.

e The Insert Hyperlink box will change to the one shown
above.

e Type the email address you want to connect to in the Email
Address box, then click OK.

To remove a hyperlink:

Select the hyperlink you want to deactivate.

e Select the Insert tab.

e Click Hyperlink in the Links group. The Edit Hyperlink
dialog box appears

¢ Click Remove Link.

1.4.2. Book mark

The bookmarks are the HTML elements that mark some locations in a
document to enable the browsers to visit these locations immediately by
activating so-called links. The bookmarks usually mark the headers of
chapters and sections, the citations, the index entries etc.

A bookmark in Word works like a bookmark you might place in a
book: it marks a place that you want to find again easily. You can enter as
many bookmarks as you want in your document or Outlook message, and you
can give each one a unique name so they’re easy to identify.

To add a bookmark, you first mark the bookmark location in your
document. After that, you can jump to the location or add links to it within
your document or Outlook message. You can also delete bookmarks from a
document or Outlook message.

Bookmark the location
Select text, a picture, or a place in your document where you want to insert a

bookmark.
Click Insert > Bookmark.
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Table Pictures% Online  HyperlinkjBookmark
z | Video

ke Tables | Media Links

Under Bookmark name, type a name and click Add.
Note: Bookmark names need to begin with a letter. They can include both

numbers and letters, but not spaces. If you need to separate words, you can
use an underscore(_). For examplefirst heading

Go to the bookmarked location

After creating your bookmarks, you can add links to them within your
document or jump to them at any time.

Jump to a bookmark

Type Ctrl+G to open the Go To tab in the Find and Replace box. Under Go
to what, click Bookmark. Enter or select the bookmark name, and then
click Go To.

Find and Replace

Find | Replace | GoTo

Go to what: Enter bookmark name:
Page A | |Contosdl

Section ;
Line

Bookmark |
Comment

Footnote bt

Previous [ Close

Link to a bookmark

You can also add hyperlinks that will take you to a bookmarked location in
the same document.

Select the text or object you want to use as a hyperlink.
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Right-click and then click Hyperlink | 2

Under Link to, click Place in This Document

In the list, select the heading or bookmark that you want to link to.
Click OK..

Delete a bookmark

Click Insert > Bookmark.

Click either Name or Location to sort the list of bookmarks in the document.
Click the name of the bookmark you want to delete, and then click Delete.

If you have inserted a hyperlink to the deleted bookmark, right-click the
linked text and then click Remove Hyperlink.

1.5. Inserting and Editing pictures

Pictures can be added to Word documents and then formatted in various ways.
The picture tools in Word 2007 make it easy to incorporate images into your
documents and modify these images in innovative ways.

Page Layout References Mail

b B2 [ 2 o

Pidure| Clip Shapes SmartArt Chart
% Art <
Hlustrations

Insert Picture from File ‘

Insert a picture from a file.

(@ PressF1 for more help.

Inserting and modifying pictures

To insert a picture:
e Place your insertion point where you want the image to appear.

e Select the Insert tab.

e Click the Picture command in the lllustrations group. The Insert
Picture dialog box appears.
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|_] Blank Page

= Table Picture| Clip Shapes SmartArt Chart

+= Page Break - Art - [l
Pages Tables Ilustrations

1 1| Insert Picture from File o

Insert a picture from a file,

(@ Press F1 for more help.

e Select the image file on your computer.

tockp: [ peskeop ¥ @ 3 XKo@
e
[@oeseo | N g! 7
o 57 cd
Documents =
- bl y Cocumants Wy Computer ) sonaeasnes
QT The picture is located .Thenf"c"fre “I'e im:j
on the Desktop. inserting is selected.
Fils pame: -
Fles of bt (ol tures -

e Click Insert, and it will appear in your document.

To wrap text around an image:
e Select the image.
o Select the Picture Tools Format tab.
e Click the Text Wrapping command in the Arrange group.

Add-Ins ‘ Format

_(PPicture Shape ~ | 'ThBringtoFront - |3~ ;“’
% =l

& Picture Border - 9% Send to Back

Pasition Crop
= Picture Effects = - IEText Wrapping ~| Sk~

= (] In Line with Text

Square

Tight %

erofthevearis Mr John Do EERidiiet

Citywille High o013 vears.In
andedlyres siblefor oy

In Front of Text
Top and Bottom
Through

Mare Layout Options...

1 5 B R R EE E R

e Left-click a menu option to select it. In this example, we
selected Tight.
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e Move the image around to see how the text wraps for each
setting.

o The Position button has predefined text wrapping settings. The
Position button is located to the left of the Text Wrapping
button.

e Click the Position button, and a drop-down list of text
wrapping options will appear. Hover over an option to see
what it does.

To crop an image:

Select the image.

Select the Format tab.

Click the Crop command. The black cropping handles appear.

Addlns | Format @

[ Picture shape - | [F@] Ty Bring to Front - |- *-[Ef 7] 178
[Z Ficture Border ~ By sendto Back - 18- (I

Positi €rop'| = 216"

. 3, roppin
LHess 1 — k.
""gbfi:ﬂd 4 lines an
complete: : comers
lifionally, he &)
outoe 1
cunedq L5

Left-click and move a handle to crop an image.

Click the Crop command to deselect the crop tool.

1.6. Tables

A table is made up of rows and columns. The intersection of a row and
column is called a cell. Tables are often used to organize and present
information, but they have a variety of uses as well. You can use tables to
align numbers and create interesting page layouts.

1.6.1. Creating Table, inserting and deleting rows and columns
Creating tables

Table can be easily made in MS Word. The following is the procedure to
create table.
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Click the New File icon to create a new document if necessary. To Create a
Table:

e (lick the Insert tab on the Ribbon

e (lick the Table button

e Sclect Insert Table

e (lick the arrows to select the desired number of columns

e Click the arrows to select the desired number of rows
e C(Click OK

Formatting a Table: Using Microsoft Word you are able to format a table by
changing table lines and colors, shading tables, adjusting row and column size
as well as alignment.

To Shade the Cells/Table:

e Position your cursor in the table

¢ Click the Layout tab on the Ribbon

e Click the Select button in the Table group
e Choose the item you wish to format

¢ Click the Design tab on the Ribbon

e Click the Shading button

e Select a shading color.

To Adjust the Line Style of a Cell/Table:

e Position your cursor in the table

e Click the Layout tab on the Ribbon

e Click the Select button in the Table group

e Choose the item you wish to format

e Click the Design tab on the Ribbon

e Select the Line Style drop-Down Arrow

e Select a style

e Click your mouse in the table where you want to apply the line style to

e Press ESC key on the keyboard when you are finished applying the
style.
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Inserting, deleting and merging rows and columns
a) To Insert a Row:

e Position the cursor in the table where you would like to insert a row

e Select the Layout tab on the Ribbon

e Click either the Insert Row Above or the Insert Row Below button in
the Rows & Columns group

b) To Insert a Column

e Position the cursor in the table where you would like to insert a
column

e Select the Layout tab on the Ribbon

e Click either the Insert Columns to Left button or the Insert Columns to
Right button in the Rows & Columns group

¢) To Delete a Row

e Position your cursor in the row that you would like to delete
e Select the Layout tab on the Ribbon

e Click the Delete button in the Rows & Column group

e Select Delete Rows

d) To Delete a Column

e Position your cursor in the column that you would like to delete
e Select the Layout tab on the Ribbon

e Click the Delete button in the Rows & Column group

e Select Delete Columns

e) To Merge Cells in a Table

e Select the cells that you would like to merge in the table
e Click on the Layout tab on the ribbon
e Click the Merge Cells button in the Merge group

Deleting table

Keep in mind that deleting the table deletes all its contents as well.
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e C(Click the mouse inside the table. The Table Tools appear.
e Ifthe Layout tab is not displayed, click to display it.

e Choose Delete—Table. This command is located in the Rows &
Columns group on the Layout tab.

1.7 Mail merge

Mail merge is a tool which allows you to create form letters, mailing
labels and envelopes by linking a main document to a set of data or data
source. It is the process of combining a list of data with a template. The mail
merge process involves the following:

The Main Document: Contains the text and graphics that are the same for
each version of the merged document.

Data Source: A file that contains the information to be merged into a
document. For example, the names and addresses of the recipients of a letter.

Mail Merge— Form Letters

e Open Microsoft Word. Type the letter with all needed text and
formatting leaving areas for the data source data blank (ex name,
address...)

e Click the Mailings tab

e Click Start Mail Merge

e Click Step by Step Mail Merge Wizard

The Mail Merge task pane appears on the right of your screen. There
are 6 steps involved in Mail Merge.

Step 1

e Click Letters for the document type
e Click Next: Starting document

Step 2

e Click Use the current document under Select starting document
e Click Next: Select recipients
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Step 3

The recipients can come from either an existing Excel file, or Access
table or you can create a new list.

a) If Using an Existing List:

e Click Use an existing list under Select recipients

e Click Browse

e Select the file

e Click Open Mail Merge Recipients opens showing the names and
addresses from your file

e Click OK

e Click Next: Write your letter

b)To Type a New List:

e Click Type a new list under Select recipients

¢ Click Create

e Click Customize Columns to modify the list of fields

e Delete any unnecessary field names and/or add new ones

e Click OK

e Type records here hitting TAB to advance to the next field and to
continue adding new records

e Click OK

e Click Save

The recipients list will be saved as a separate file as a Microsoft
Access file type. It is saved in the My Data Sources folder. It is
recommended to save the file in this folder.

e Click Next: Write your letter
Step 4

e Click the location in your document where the data from the mail
merge fields need to be inserted

e Click Address block...

e Select the address elements you want included

e Click OK
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The field name will look like this: <> The Address block will insert
the following fields including any necessary punctuation: First Name,
Last Name, Company, Address 1, Address 2, City, State, Postal Code.
If your fields do not match the ones listed above or you have
additional fields, click More items...

¢ Click on the field from the list

e Click Insert

e Click Close The field name will look like this - «First Name»

e Repeat this step until all fields have been inserted. Remember to put
spaces and punctuation where needed.

e Click Next: Preview your letters

Step 5

Here is where you can preview the first page with the fields filled in.
Click Next: Complete the merge

Step 6

e To Complete the Merge:

e Click Print to send directly to the printer

e Click Edit individual letters to create a new file Remember to save
your document as you go. The next time you open your document and
click on Step by Step Mail Merge, the data file will be attached

Mail Merge — Labels

e Open a new blank document

e Click the Mailings tab

e Click Start Mail Merge

e Click Step by Step Mail Merge Wizard

Step 1

e Click Labels for the document type
e Click Next: Starting document
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Step 2

e Click Label options under Change document layout
e Choose the label style you are using

e Click OK

e Click Next: Select recipients 6

Step 3

¢ Click Use an existing list under Select recipients

e Click Browse

e Select the file that contains the names and addresses
e Click OK

e Click Next: Arrange your labels

Step 4

e Click in the first label box and click on either Address block or More
items to insert the data fields

e Click Update all labels to include the fields on all labels

e Click Next: Preview your labels Step 5 Here is where you can preview
the labels. Click Next: Complete the merge Step 6 Click Print to send
directly to the printer OR Click Edit individual labels to create a new
file

1.8. Printing documents

Once document is prepared now its time to print the document. Now let us
see how to it can be done.

Open or create a Microsoft Word document. To do so, click on the blue
app with a white document icon and bold "W," then click on File in the menu
bar at the upper-left of the screen. Click on Open... to open an existing
document or New... to create a new one.

When you are ready to print, open the Print dialog box.

Click on File. It's in the menu bar at the upper-left of the screen or a tab at the
upper-left of the window.

Click on print..... The print dialog box will open.
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Select printing options. Use the selections in the dialog box to select such as
number of copies to print, the size of paper to print on, the number of pagers
to print per sheet, margins etc.

Click on print or ok.

Summary

Microsoft Word is an industry-standard and world’s most used word
processing software. The program is used by educators, students, firstline
workers, businesses, and enterprises.

While it is very common for schools, companies, and offices to have the
program installed on their computers

Microsoft Word is also built and designed for personal use, and aims to help
users view, edit, create, and share beautiful documents

e To create a new blank document:

¢ Click the Microsoft Office button.

e Select New. The New Document dialog box appears.

e Select Blank document under the Blank and recent section.
It will be highlighted by default.

e Click Create. A new blank document appears in
the Word window.

e Start a document from a template

e A hyperlink is a piece of text or an image in an electronic document
that can connect readers to another portion of the document or a
different webpage.

e The bookmarks are the HTML elements that mark some locations in a
document to enable the browsers to visit these locations immediately
by activating so-called links. The bookmarks usually mark the headers
of chapters and sections, the citations, the index entries etc.

e Formatting text in Microsoft Word involves tasks like bolding the text,
italicising it, and changing the font and size. The commands to
perform all of these formatting tasks are found on the Home tab in the
Font group.
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e Header and footer can make your document look professional and
polished by utilizing the header and footer sections. The headeris a
section of the document that appears in the top margin, while
the footer is a section of the document that appears in the bottom
margin

e A table is made up of rows and columns

e Mail Merge— Form Letters :Open Microsoft Word. Type the letter
with all needed text and formatting leaving areas for the data source data
blank (ex name, address...)

1.10. SAQ

What is MS-Word?

List characteristics of MS-Word?
Explain what is Text Wrapping?
Explain what is WYSISYG?
Briefly explain about page set up?

Nk
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Unit — IT MS — Power Point

Structure
2.0.0bjective
2.1. Basics
2.2. Creating Presentation
2.3. Menus and Tool bar
2.4. Opening a presentation
2.4.1. Creating
2.4.2. Inserting, Deleting and Saving Power point
2.4.3. Copying new slide
2.5. Slide numbering
2.6. Animation and Transition
2.7. Summary
2.8. SAQ

2.0. Objective

The main objective of this MS Power Point to make the student
perfect in creating presentation, deleting unnecessary slides, slide numbering,
inserting graph, picture, sound and video organization chart. Even assigning
transition and timing for slide. How to print slide

2.1. Basics

PowerPoint is the presentation program included in the
Microsoft Office suite. With PowerPoint, you can create engaging
presentations that can be presented in person, online, or as self-running
slideshows. Your presentations can include graphics, audio and video clips,
and links to external websites. PowerPoint 2007 has a different interface from

previous versions of the program.
2.1.1. Features of MS Power Point

PowerPoint is a highly innovative and versatile program that
can ensure user a successful communication whether you’re presenting in
front of potential investors, a lecture theatre or simply in front of your
colleagues. Below are five features you should be using. They will improve
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your presentation skills and allow you to communicate your message
successfully.

e Adding smart art
e Inserting shapes

e Inserting an image
e Slide transitions

e Adding animation

2.2. Creating presentation
To create a new presentation with PowerPoint 2007:

1. Launch PowerPoint 2007. The program will open up with a new blank
presentation already created for you.

2. To save the presentation, click on the new Office button and choose Save
(or click on the Save button in the Quick Access Toolbar).

3. Enter a file name for your new presentation and select a save location.

4. Click on Save. PowerPoint 2007 uses a different file format than previous
versions of the program. However, you can save a copy.

PowerPoint 2007 presentation that is backward-compatible with older
versions of the program. To do this, click on the Office button and select Save
As > PowerPoint 97-2003 Presentation. You should save often as your work
on your presentation to avoid losing your changes. A quick way to save
changes as you work is to use the keyboard shortcut Control + S. If you want
to save a copy of your presentation with a different name, click on the Office
button, choose Save As > PowerPoint Presentation and enter a different name
in the File name field at the bottom of the Save As window.

Another way to create a new presentation: By clicking on the Office button
and choosing New. This will open the New Presentation window, where you
will have the following options on the left side:

* Blank and recent: click on Blank Presentation on the right to create a
blank presentation with no formatting applied to it.

* Installed Templates: these are the built-in presentation designs included
with PowerPoint 2007.
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* Installed Themes: similar to templates, but also include formatting such
as colors, fonts and effects to give your presentations a consistent look.

*  Microsoft Office Online: these are templates you can download from the
Microsoft website if you have an internet connection. Once you’ve
chosen a template or theme, click on Create or Download. The formatting
options included in the template or theme will be applied to the new
presentation created by PowerPoint 2007

2.3. Menus and Toolbar

menu’s most common options are Properties, Inspect Document, Mark as
Final and Run Compatibility Checker. The properties option allows you to
setup metadata for the document like Author, Title, keywords, comments and
others. Inspect Document will scan the document for any hidden data like
comments and annotations, and any hidden collaboration data. This is very
useful when making a previously private document public. It will help you
find any comments or changes made previously that should not be made
public. Mark as Final will mark the document as a final copy and make it
read only so changes cannot be made.

The Home Tab

Home Insert Design Animations Slide Show Review View Add-Ins

= 3 = Layout ~ i e[ e | [ = o =
= 4] ) S sl St = =l = \H“ wNOoo J*il
E 5 Reset i AR SR Sl
Pavste y New 3 Delete B I U ae & AV Az \ = = = =\ | e Arreinge Quic

Slide ~
Clipboard ™ Slides Font Paragraph Drawing

The home tab the basic formatting tools found in PowerPoint 2007. You will
find five sections, Clipboard, Slides, Font, Paragraph and Editing. Clicking
the down arrow beside any of the icons here will drop down more options for
that tool. Each section except slides also contains an arrow in the bottom right
corner which will open a window containing the options found in that section.

— | Home Clipboard

#

=, & . The Clipboard allows you to cut, copy, paste and copy

e 2 formatting from one place to another.
aste 1
¥ 4

-

Clipboard T
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= tayout - Slides

= 5 Reset The slides section has tools to add new slides, change the
Swde:'; Jpelete  layout of a slide, also reset or delete a slide. Both the New
slides Slide and Layout sections offer drop down menus with

predefined slide layouts to use.

A e 2| Font
~ The font section of the ribbon provides a
i ol s section to handle the basic text formatting.
Font Items such as bold, underline, strikethrough,

highlight and font type can be changed here. There are also some items like
character spacing and text shadow. Some items from this section and some
items from the paragraph section are also available by highlighting text and
moving your cursor slightly above the highlighted text. This saves having to
move your cursor all the way to the top of the screen for some common
formatting items.

la Paragraph
The paragraph section provides icons for
bullets, lists, justify, line spacing, indents

and text direction. You can also access

Paragraph tools to align the text vertically within a

section and add smartArt graphics.

S e IO - e » Shape Fil Drawing

AN D L - 7 Shape Outline The main part of the

AR BB e drawing section gives
Drawing you a large number of

shapes, lines arrows and
flowchart pictures. The arrange icon is used to bring an item forward or
backwards on the screen or group and ungroup objects. The quick styles icon
gives a drop down with predefined shape style options or you can use the
shape fill, shape outline, or shape effects icons to create your own styles.
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Editing

The Editing section of the toolbar allows you to find, replace
and select items. The select option gives you the ability to
select all, select objects or select text with similar formatting.
This last option gives you the ability to quickly change

everything in your document with one style to another style without having to
manually find all of that text and change each area separately.

Insert Tab

Xy
— Home

g |2

Insert Design Animations slide Show Review View Add-Ins Format

HEDRd QL UED 4300

& <

Table Picture Clip  Photo Shapes SmarthArt Chart || Hyperlink Action Text Header WordArt Date & Shide Symbol Chject | Movie Sound
o Art  Album T o Box & Footer T Time Number T ¥
Tables Tllustrations Links Text Media Clips
The insert tab has five sections for inserting most types of objects. The
sections are tables, illustrations, links, text and media clips.
e Table
The table section only has a drop down menu which offers a grid
Table to create a new table, insert table, draw table, convert text to table
) for selected text, Excel spreadsheet, and some predefined “Quick
dDIes .
Tables” that have formatting already setup for you. When
working on a table you will have two additional tabs along the top of the
ribbon, the design and layout tabs. There are screenshots of both directly
below.
Table Design
—i Home Insert Design Animations slide Show Review View Add-Ins Design Layout @
V| Header Row First Column [ — A & A |/ T = =
Total Row Last Colurnn S==—=llea—s === . & & -l 1pt - j J
ExEssEl EE=EsE =222 Quick Draw  Eraser
| Banded Rows Banded Columns < | styles A 7 || g Pen Color - Table
Table Style Options Table Styles WordArt St... & Draw Borders
Table Layout
= Home Insert Design Animations Slide Show Review View Add-Ins Design Layout

- [Gridlines
Table

Directorate

ﬁ DE‘ 8 insent Below ‘EI il jo.a + | BF pistribute Rows ==

Hlﬁ J &1l Height: (081"

Al Insert Left 57 width: 667"

Delete | Insert ferge  Split || =3 |20~ + |t pistribute Columns ||| =] |  Text Cell
i P, il Insert Right Cells  Cells N Direction * Margins Lock Aspect Ratio
Rows & Columns Merge Cell Size Alignment Table Size
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|l jﬂ 5] LT_}' b= jiiJ Mustrations
Pl Oie: Photo Shopes SinaAT: Chart The Illustrations section allows
At Album T - you to insert pictures, clipart,
SR s photo albums shapes, SmartArt
and charts. After inserting or selecting a picture you are provided with a new

Home Insert Design Animations Slide Show Review View Add-Ins Format

5 fhs

toolbar along the top shown here. This toolbar gives you the ability to change
the brightness, contrast, shape, position, text wrapping and other options for
the picture. Clicking off the picture or on one of the other tabs will take you
back to the standard toolbars. The Shapes option of the Illustrations section
allows you to insert lines, arrows, boxes, basic flowchart shapes and a number
of others. The SmartArt option provides features like org charts, flow charts,
illustrated lists and processes. The Chart option is similar to PowerPoint 2003
but it offers more options for your charts.

@ [ J Links
== " The links section provides options for inserting hyperlinks, or

Hyperlink Action . . . . .
actions. The actions option allows you to link an item to a

bink hyperlink, program, sound or macro.

A 3 4 (58 (5 ©Q &) Text

Ted Header Wordart Date& side symbol obect  Options in the text section include text
Box & Footer 5 Time MNumber

Text box, Header and Footer, WordArt,

date and time, slide numbers, symbols and objects. There are a lot of option

in here to setup on your own or you can use Words predefined options.

5 Media Clips
&[’1 "\iﬂ Sounds or movies can be added through this section. A large
Mevie Sound | pumber file types can be added here including, mp3, midi, wav
Media clips |, Wma, wmyv, avi and many others.

Directorate of Distance Education, R.S.Vidyapeetha, Tirupati. 28

arop =30
s P 369



Computers Prak-Sastri 2" Year

Design Tab

- Home Insert Design Animations Slide Show Review Wiew Add-Ins

—H i = r nCo\ors i

i El A @ Background Styles -

L Aa ‘ Aa A | Aa v— 0o

Page slide mmmE [—— || || m—— L — R ] = Hide Background Graphics

Setup Orientation - — Effer:ts & 5
Page Setup N Themes Background El

The design tab has three sections, Page Setup, Themes and Background.

i LE' Page Setup . . . .

U Page setup provides you with the tools to slide size and

setup orientation - orientation. The slide size option allow for some predefined
o i sizes like letter, legal, overhead, and tv aspect ratios like 4:3

standard resolution and 16:9 widescreen.

Themes
i - Colors ~
Aa Aa Ade—l | Aa Al Aa mm
P o mEEE “ [ T T[] L1} = Ef'fects =

Themes

The themes section gives predefined colour, fonts and effects or you can
choose your own.

Background
The background section lets you choose a background
style or hide the background on the selected slide..

| Background Styles -

Hide Background Graphics

Background E

Animations Tab

il
—// Home Insert Design Animations Slide Show Review View Add-Ins

) e, F—-l - —_— - ~ £ Transition Sound: [No Sound] - | Advance Slide
L - ! \‘ "I E}p# ? = 2 Transition Speed; |Fast - || ¥ on Mouse click
Preview || s . =" g 3
Cl Cston Ao ' ™ 230 Apply To All Automatically After: 0000 &

Preview Animations Transition to This Slide

The animations tab contains three sections, preview, animations and
transitions to this slide.

Preview
The preview section will show you’re the current slides animation to
Preview

allow you to check it is the way you want it.

Preview
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Animations

Here you can create your own animations for use in the
slide.

30 Custom Animation

Animations

Transition to This Slide

= — I < i Transition Sound: | [No Sound] ~ | Advance Slide
i <4 ‘J \,41_ ﬂ 7 “'ﬁ_r% !-; = 2 Transition Speed: Fast - | ¥ On Mouse Click
| - - o 11| = .
: E - ‘ ™ 30 Apply To Al Automatically After: 00:00 3

Transition to This Slide

The remainder of the Animations tab is taken up by the Transition to This
Slide section. Here you can apply different transitions to be used between
slides like fades, slides and many more. You can set options for speed,
sounds, and timing.

Slide Show Tab
-J_/" - : .
— Home Insert Design Animations Slide Show Review View Add-Ins Format
Tk T = il w5 Record Marration (@1 Resolution; Use Current Resolut.. -
ED) -T—"’ = o] (-]
2 EL s : :
= = - (&¥ Rehearse Timings on On
From From Custom SetUp  Hide 7 )
Beginning Current Slide  Slide Show ~ || Slide Show  Slide Use Rehearsed Timings Use Presenter View
Start Slide Show Set Up Maonitors

The Slide Show tab contains three sections, start slide show, set up and
monitors.

Start Slide Show

» & | g
=i 2 5 g The start slide show section is used to start
From From Custom your slide show either from the beginning or
Beginning Current Slide Slide Show ~ X X
TR e T the current slide. You can also use this

section to create a custom slide show. Custom
slide shows can be used to create one thirty minute presentation and one sixty
minute presentation using the same set of slides but omitting some for the
shorter show.

L w=| wb Record Marration Set Up

;o] . -
S T The main features of this section are setup a
slide Show Slide Y. Use Rehearsed Timings

slide show, record narration and rehearse
timings.

Set Up
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(& Resolutian: Use Current Resolut.. - IVIonitors
&/ Show Presentation On This section provides the tools to change
Use Presenter View the resolution of the slide show choose
illbii which monitor to display it on if you
have multiple monitors and use presenter view if you have multiple monitors.

Review Tab
—" Home Insert Design Animations Slide Show Review View Add-Ins

A SRR IR T % 27 I E B o Rl

Spelling Research Thesaurus Translate Language | Show MNew
viarkup  Comment Comment

Proofing Comments

The review tab offers three sections which include proofing, comments, and
protect.

Proofing
The proofing section provides the standard

Y @ 0 B

Spelling Research Thesaurus Translate Language

spelling check, a thesaurus, research tools that
include MSN search and Microsoft Encarta
encyclopedia. You will also find translation tools to help with single words or

Proofing

the whole document. The translation of the entire document is done by an
online service called Wordlingo.

J 1 4 4 ) Comments
New i oeee mes wee The comments section allows you to add
e comments to a document for easier
collaboration. You can cycle through the comments to find out what notes
you left for yourself or others and you can delete a comment that was made

when it is no longer relevant.

_ﬁ@ Protect
Pk The protect section gives you options to add a password and
P protect the document. You can restrict changes to formatting and
editing or the whole document. If you use Windows Live you can

also manage permissions for specific users who also have Windows Live.
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View Tab
= Home Insert Design Animations Slide Show Review View Add-Ins Farmat
ElE = T==3% ] = Ruler © = | |l Color| | 3 Arrange all B
By B O B & B E R [ = =l a=
o Gridlines = Grayscale 3 Cascade

|Normal| Slide Motes Slide Slide Handout Motes ) Zoom  Fitto

New
Sorter Page Show  Master Master Master Sl Window I Pure Black and White Window 58 Move Spiit 'y

indows ~

=
=z
Switch Macros

Presentation Views Show/Hide Zoom Color/Grayscale Window Macros

The view tab offers six sections which include presentation views, show/hide,
zoom, Color/Greyscale, window and macros.

J EE ﬂ J Presentation Views

: : The presentation views section switches you
Print |Full Screen Web  Outline Draft

Layout | Reading layout between normal, slide sorter, notes page,
Daocument Views

slide show, slide master, handout master and
notes master. Normal shows you one slide in the centre with thumbnails of all
slides to the left of the screen. Slide sorter fills the centre with thumbnails of
all slides which you can drag around to sort them. The notes page view shows
the slide on the top section and notes you add in a bottom section. Slide show
will start the slide show from the beginning. The Slide master, handout
master and notes master views allow you to change what the presentations
themes will follow by working with a master setup. Each of these master
views also provide another tab to the ribbon.

o Show/Hide

Gridlines The show/hide section will toggle certain tools on or off the
' E screen including rulers, gridlinesand message bar. The rulers
will show along the top and left side of the screen. Gridlines
will cover your entire document inside the margins. They will be visible on

Show/Hide

screen but don’t print. The message bar can only be displayed when there is a
message to be displayed. One common reason for the message bar to display
is when macros have been enabled or disabled.

| Zoom

——  The zoom section provides tools to zoom into or out of the
Zoom  Fitto
window ~document. You can choose your own zoom factor or use one

_ of the predefined zoom factors.
| & color | Color/Greyscale
= Grayscale This section allows you to switch between color,

w Pure Blackand White | orayscale or pure black and white. This will allow you
Color/Grayscale to see how slides will look when printed on a black and
white printer.
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= | 3 Arrange Al fl Window
: The new window button will open your current

[ =) e
2y cascade
New Switch

Window 7 Move SpIt “windows - document in a new window. The arrange all button
Window . .
= will take your currently open windows and stack
them one on top of the other. This is also where you can easily switch

between windows.

=  Macros
—=  The macros section provides the tools required to work with and

Macros
-

create basic macros. You can view existing macros or record your

Macros

own. Choose record macro from the drop down and then perform the
functions you do often, like change the page layout, and style of the
document. Once you have done those tasks then stop recording. You will be
able to use that macro over again to shorten the steps you need to take every
time you need to perform that set of tasks.

2.4. Opening a presentation

The Open window gives you more options for opening an existing
presentation than the New from Existing window does. You’ll find these
options useful in certain situations, such as when you want to protect an
existing presentation by opening it in read-only mode, read through all the
slides to make sure it’s the one you want, and then save a copy.

To open an existing presentation using the Open window:

e Choose Office button — Open (or press Ctrl+O).

e The Open window appears

e Select the file you want to open, either by clicking the folder icons you
see on the left side of the window, or by clicking the “Look in” drop-
down menu. When the PowerPoint file you’re looking for appears in the

list, click it to select it.
2.4.1. Creating a presentation
To create a new presentation with PowerPoint 2007:

1. Launch PowerPoint 2007. The program will open up with a new blank
presentation already created for you.
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2. To save the presentation, click on the new Office button and choose Save
(or click on the Save button in the Quick Access Toolbar).

3. Enter a file name for your new presentation and select a save location.

4. Click on Save. PowerPoint 2007 uses a different file format than previous
versions of the program. However, you can save a copy.

PowerPoint 2007 presentation that is backward-compatible with older
versions of the program. To do this, click on the Office button and select Save
As > PowerPoint 97-2003 Presentation. You should save often as your work
on your presentation to avoid losing your changes. A quick way to save
changes as you work is to use the keyboard shortcut Control + S. If you want
to save a copy of your presentation with a different name, click on the Office
button, choose Save As > PowerPoint Presentation and enter a different name
in the File name field at the bottom of the Save As window.

Another way to create a new presentation: By clicking on the Office button
and choosing New. This will open the New Presentation window, where you
will have the following options on the left side:

* Blank and recent: click on Blank Presentation on the right to create a
blank presentation with no formatting applied to it.

» Installed Templates: these are the built-in presentation designs included
with PowerPoint 2007.

» Installed Themes: similar to templates, but also include formatting such
as colors, fonts and effects to give your presentations a consistent look.

Microsoft Office Online: these are templates you can download from the
Microsoft website if you have an internet connection. Once you’ve chosen a
template or theme, click on Create or Download. The formatting options
included in the template or theme will be applied to the new presentation
created by PowerPoint 2007.

2.4.2. Inserting and deleting a presentation

Working with slides: To add a slide to your presentation, open the Home tab
in the Ribbon and click on the New Slide button. This will add a new slide
with the same layout as the previous slide. To change the layout of a slide
after you’ve added it to your presentation, click on Layout in the Home tab
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and choose a different layout from the menu. To duplicate an existing slide,
select the slide in the Slide Pane, right-click on it and choose Duplicate Slide.

To move a slide so it appears at a different point in the presentation, use drag
and drop to move the slide’s thumbnail in the Slides Pane (on the left side of
the window) until it is in the desired location. If you have a long presentation
with many slides, the Slide Sorter may provide a better view while you
reorder your slides.

Another way of adding slide to the presentation
How to Add Slides to a Presentation
1. Click the New Slide button on the Formatting toolbar.

2. From the list of Slide Layouts, select the layout you want to apply to the
new slide.

3. You may now begin adding content using the placeholders in the layout.
How to Change the Layout for any Slide

PowerPoint will try to guess what layout you want to use for new slides that
are added to the presentation. If you want a different layout for the slide you
can quickly change the layout for any slide.

1. Display the slide that you want to change in the Slide Pane (work area in
the center of the window).

2. Choose Format > Slide Layout to display the Slide Layout task pane.
3. Click on the layout you want to apply to the slide.

4. PowerPoint will attempt to fit existing content into the new layout, but you
will probably have to make additional changes.

How to Add Slides in the Outline Tab

Create new slides while working in the Outline tab. By default the Outlining
toolbar should display, but if it does not, select View > Toolbars > Outlining.
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1. Display the Outline tab by clicking on Outline in the pane on the left.

2. Place the cursor at the end of the text in the slide you wish the new slide to
follow.

3. Click the New Slide button to insert a new slide.

To delete a slide, press the Delete key on your keyboard with the slide selected
in the Slide Pane. To hide a slide, right-click on it in the Slide Pane and select
Hide Slide.

The hidden slide will be indicated by a square around the slide number in the
Slides Pane. To unhide the slide, right-click and select Hide Slide one more
time.

Adding Content to Slides: The fastest way to add content in PowerPoint is by
selecting a slide layout and entering your content into one of the text
placeholders. For example, if you select the Title Slide layout, you can enter a
title for your slide by clicking on the placeholder text at the top of the Slide

Canvas and entering your own text.

You can also add content to a slide by copying it from another document the
following step should be implemented

e Select the content you wish to copy in the other document and copy it to the
clipboard. In most programs this is done by choosing Edit > Copy (if you are
copying from a Microsoft Office document, click on the Copy button in the

e Clipboard group of the Home tab). Place your cursor inside the text
placeholder where you want to paste the copied content.

e Click on the Paste button in the Clipboard group of the Home tab. Many
slide layouts also includes bulleted lists. To add text to a bulleted list, click the
placeholder text next to the first bullet and begin adding the desired text. A
new item will be added to the list each time you press the Enter key on your
keyboard. To go to the next line without adding another bullet, hold down the
Shift key while pressing Enter.

Many slide layouts also include bulleted lists. To add text to a bulleted list,
click the placeholder text next to the first bullet and begin adding the desired
text. A new item will be added to the list each time you press the Enter key on
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your keyboard. To go to the next line without adding another bullet, hold
down the Shift key while pressing Enter

Saving Power Point

Office button includes a lot of options that used to be found under the file
menu, such as save and print. Once new presentation with Power Point 2007
is launched by open up with a new blank presentation/already created by the
user, the presentation should be saved or save as action should be taken place.
The following are the steps for saving a presentation

1. To save the presentation, click on the new Office button and choose Save
(or click on the Save button in the Quick Access Toolbar).

2. Enter a file name for your new presentation and select a save location.
3. Click on Save.

PowerPoint 2007 uses a different file format than previous versions of the
program. However, you can save a copy of your PowerPoint 2007
presentation that is backward-compatible with older versions of the program.
To do this, click on the Office button and select Save As > PowerPoint 97-
2003 Presentation. You should save often as your work on your presentation
to avoid losing your changes. A quick way to save changes as you work is to
use the keyboard shortcut Control + S. If you want to save a copy of your
presentation with a different name, click on the Office button, choose Save As
> PowerPoint Presentation and enter a different name in the File name field at
the bottom of the Save As window.

2.4.3. Copying a slide

A quick way to use slides from one presentation in another presentation is to
copy the slides that you want to use and paste those slides into the new

presentation.

1. Open both presentations to show them at the same time on the screen.
The original presentation contains the slides you plan to copy, and the
destination presentation is where they will go. The destination presentation

may be an existing presentation or a new presentation.
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2. On the ribbon, go to the View tab.

3. In the Window group, select Arrange All

4. In the Slides paneof the original presentation, right-click
the thumbnail of the slide to be copied.

5. Choose Copy from the shortcut menu.

6. In the destination presentation, right-click a blank area of
the Slides pane where you want to place the copied slide. It can be placed
anywhere in the sequence of slides in the presentation.

7. Choose a Paste option

2.5. Slide numbering

Slide numbers are like page numbers. They show the number of the current
slide. Slide numbers are easy to add, but they can be frustrating, as well. The
following steps are considered for adding slide number.

Step 1: Insert slide number

The simplest way to insert a slide number in PowerPoint is to navigate to the
‘Insert’ tab, and then click the icon to ‘Insert Slide Number’. Clicking this
option opens a pop-up where you check ‘Slide Number’ and then ‘Apply to
all’

Step 2: Add footers in the Slide Master

If step one didn’t work, let’s level up our slide number skills. Navigate to the
View tab, and then open the Slide Master. Once you’re in the Slide Master
you’ll notice that you still have the Insert Slide Number option you did in the
normal PowerPoint view. For some reason of explicit wizardry, this option
doesn’t work.

When you open up the Slide Master it will default onto the page layout for the
page you we’re viewing in the normal view. If you are struggling to get slide
numbers on this page it could be because the ‘Footers’ option isn’t checked.
Checking this should bring up a number of pre-programmed footers on your

slide.
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Step 3: Edit the Master Layout

Step two works if things have been deleted or moved (often by accident) from
a particular template in your master, but sometimes there are page numbers
missing across multiple layouts. So to fix this, we go back and open up the
Slide Master from the View tab and select the main layout.

Right click and select ‘Master Layout’.

This will bring up a number of options, one of which... drum roll please...
will be the option to add a slide number. Make sure this box is checked and it

should bring up your slide numbers in all their collective glory.

2.6. Animation and Transition

Already we have seen that MS PowerPoint, a presentation tool was used to
create effective and eye-catching presentations in a matter of minutes. It gives
you a step-by-step creation of a simple presentation, besides introducing you
to the various features available in PowerPoint. It also details the way in
which you could make your presentation attractive by changing the font (type,
size and colour), adding pictures, diagrams and animation. Here now we study

how animation makes our presentation an eye-catching one.

. Transitions
To add a transition to a slide:

1. Choose the slide in the Slides Pane.

2. Open the Animations tab of the Ribbon.
3. Hover over the transition icons in the Transition to This Slide group to see a
preview of each transition in the Slide Canvas. When you find one you like,
click on the icon for that transition.
4. Use the pulldown menus to the right of the transition icons to add sound
and change the transition speed.

5. Click on “Apply To All” if you wish to apply the currently selected

transition to all slides in your presentation.
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To advance the current slide automatically when you present, check the box
next to “Automatically After” and enter the number of seconds in the field to

the right.

e Animation
To animate any object in the Slide Canvas:
1. Select the object you wish to animate.

2. Select an animation from the Animate pulldown menu in the Animations
tab of the Ribbon. You will see a preview of the animation in the Slide

Canvas.

3. If you wish to create more complex animations, choose Custom Animation
at the bottom of the Animate pulldown menu. This will open the Custom

Animation pane on the right side of the window.

4. Click on Add Effect and choose the type of animation you wish to add
(Entrance, Emphasis, Exit, or the new Motion Path animation). Clicking on
each animation type will open a submenu with the animations available under

that category.

5. Once you’ve added an animation, use the pulldown menus under Modify to
set when the animation will start (On Click, With Previous or After Previous)
and the animation speed. Depending on the animation type you select, you
may see additional pulldown menus for changing the animation direction or

path.

6. Use the arrows under the animations list to change the order in which the
animations will be executed when you play the slide. To remove an animation,

select it from the list and click on the Remove button at the top of the pane.

7. Click on Play to preview your animation in the Slide Canvas.
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Motion paths:

Motion paths allows you to select a path that will apply to the selected object
or text. Various options are available and are detailed further in this unit.
Motion paths is the ability to animate an object so it moves along a path. To

add a motion path animation:

1. Select the object you wish to animate.

2. Choose Custom Animation from the Animate pulldown menu of the
Animations tab. The Custom Animation task pane will open on the right side
of the window.

3. Click on Add Effect and choose Motion Paths.

4. Select a path from the list or select Draw Motion path to draw the path
yourself.

5. Each path will have a start point and an end point.

Selecting the desired effect: By applying one or more of these to see the
effect on the object, item, or text and choose the one that appeals the most.

Effects available under each of the categories are shown below.

Entrance
(1) Blinds
(2) Box

(3) Checkerboard
(4) Diamond

(5) Flyln
Emphasis
(1) Change Font
(2) Change Font Size
(3) Change Font Style
(4) Grow/Shrink
(5) Spin
Exit
(1) Blinds
(2) Box

(3) Checkered box
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(4) Diamond

(5) Flyln
Motion Paths
(I) Diagonal Down Right
(2) Diagonal Up Right
(3) Down
(4) Left
(5) Right
(6) Up
2.7. Summary

In this unit, you have studied that a PowerPoint presentation consists
of individual slides arranged in a sequential manner. New slides can be
inserted, existing slides can be deleted and slides can be re-ordered
within a presentation. Presentations can then be saved in the default
directory (which can be changed, if required) with a .ppt extension.

You can also customize your presentation and control the appearance
by adding pictures, objects and animation to it thereby giving it an

attractive look.

2.8 SAQ

1. Write short notes on commonly used slides in Power Point?

2. Write short notes on how to implement animation in Power Point?

3. How to insert graphs in Power Point?

4. Discuss the steps involved in inserting sound and video in Power
Point?

5. Discuss how to create presentation?

IO
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Unit — III Introduction to MS Excel

Structure

3.0. Objective

3.1. Basics
3.1.1. Creating, inserting and deleting a worksheet
3.1.2. Menus

3.2. Formatting

3.3. Renaming and Labeling a worksheet
3.4. Finding and Replacing the data

3.5. Summary

3.6. S.AQ

3.0. Objective

Students should be able to
e Identify the MS Excel screen layout and its components, and

¢ Identify various menus and their functions.
e know the MS Excel Standard Toolbar and the Formatting Toolbar and
its components, and

e [earn various functions and formulas of MS Excel.

3.1. Basics

MS Excel is a powerful spreadsheet program through which you
can create tables of any kind. These tables may contain numeric values, text
data or formulas. You can use Excel to automate simple tasks like giving
lists or to create sophisticated analysis tables for calculating the future trends
in the stock market.

e Excel features

Conditional Formatting: You can format cells/data according to condition
and can get glimpse of entire data within seconds.

VBA, Macros & automation: This would make computer work for you. You
can automate mundane job for you.
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Pivot Tables: Worried about how you’ll interpret data. Let excel do it for
you. This is to must know feature of excel.

Lookup Formulas: This formula is deadly. Combination of it with match,
index can help in doing wonders.

Power Pivot: It helps in querying the huge data effectively. Has been
introduced in recent version.

Add Header and Footer
MS Excel allows us to keep header and footer in out spreadsheet document.
Find and Replace Command

MS Excel allows us to find the needed data (text and number) in the
workbook and also replace the existing data with a new one.

Password protection

It allows user to protect their workbooks by using password from
unauthorized access to their information.

Data filtering

Filtering is a quick and easy way to find and work with a subset of data in a
range. A filtered range displays only the rows that meet the criteria you
specify for a column. MS Excel provides two commands for filtering ranges:

e Auto filter: which includes filter by selection, for simple criteria
e Advanced filter: for more complex criteria
Data sorting

Data sorting is the process of arranging data in some logical order. MS Excel
allows us to sort data either in ascending or descending order.

Built in formulae

MS Excel has got many built — in formulae for sum, average, minimum, etc.
We can use those formulae as per our needs.

Automatically edits the result

MS Excel automatically edits the result if any changes are made in any of the
cell.
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3.1.1. Creating, inserting and deleting a worksheet

A Work sheet, in the word's original meaning, is a sheet of paper on which
one performs work. Microsoft Excel, a popular spreadsheet program, refers to
a single spreadsheetas a worksheet, and it refers to a collection
of worksheets as a workbook.

a) Creating new worksheet: To create new worksheet following steps should

be implemented

e Click the file tab.

e C(Click new

e Under templates, click New from existing.

e In the New from Existing Workbook dialog box.
e Click the workbook, and then click Create New.

b) Inserting and deleting worksheet

Inserting and deleting worksheets in Excel is a critical skill to possess when
working within a workbook in Excel.

To insert a single new worksheet at the end of the current listing of
worksheets, click the “New Sheet” button at the right end of the spreadsheet
name tabs. Alternatively, you can also click the “Home” tab in the Ribbon.
Then click the “Insert” drop-down button within the “Cells” button group.
Then select the “Insert Sheet” command from the drop-down menu.
Alternatively, you could press the keyboard shortcut of “Shift”+“F11” on your
keyboard to automatically insert a new worksheet. If using these last two
methods, however, note that the new worksheets will always be inserted to the
left of the worksheet name that appears in bold when the sheet is inserted.

Deleting old worksheets that you no longer use can reduce worksheet
clutter in workbooks. You can easily delete worksheets in Excel. Simply
select the worksheet name tabs of the sheet or the sheets that you want to
delete. Then click the “Delete” button in the “Cells” group on the “Home” tab
in the Ribbon. Then click the “Delete Sheet” choice in the button’s drop-down
menu to delete the selected worksheets.

The following are the instructions for inserting and deleting worksheets in

Excel
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To insert a single new worksheet at the end of the current listing of
worksheets, click the “New Sheet” button at the right end of the
spreadsheet name tabs.

Alternatively, click the “Home” tab in the Ribbon.

Then click the “Insert” drop-down button within the “Cells” button
group.

Then select the “Insert Sheet” command from the drop-down menu.
Alternatively, you could also press the keyboard shortcut of
“Shift”+“F11” on your keyboard to automatically insert a new
worksheet.

If using these last two methods, however, note that the new worksheets
will always be inserted to the left of the worksheet name that appears
in bold when the new sheet is inserted.

To delete worksheets in Excel, select the worksheet name tabs of the
sheet or the sheets you want to delete.

Click the “Delete” button in the “Cells” group on the “Home” tab in
the Ribbon and choose the “Delete Sheet” choice from the button’s

drop-down menu.

¢) saving worksheet in Excel

Save As

To save your work often or you risk losing your Excel data if the computer

crashes or the power goes out. When you save a workbook for the first time,

you see the Save As dialog box. The appearance and functionality of the Save

As dialog box varies depending on whether you are running Excel 2007, 2010

and so on. Follow these steps to save your workbook when running Excel

2007.
1.

Click the Office button and choose Save. The Save As dialog box
appears.
Click the Browse Folders button (with the triangle pointing

downward) to expand the Save As dialog box if necessary.
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3. When you expand the Save As dialog box, the dialog box displays the

Navigation Pane, where you can select folders listed in the Favorite

Links or Folders sections.

4. In the Navigation Pane, select the folder in which you want to save the

file. Type a descriptive name for the file in the File Name box.

5. Click the Save button to save the file in the selected folder.

Save :Follow these steps to save your workbook when running Excel

2007 on Windows XP:
6. Click the Save In drop-down list button and select the folder in which

you want to save the file.

7. Type a descriptive name for the file in the File name box.

8. Click the Save button to save the file in the selected folder.

3.1.2. Menus

The office button is at the top left-hand corner of the Ribbon.
It replaces the File Menu of earlier versions of Office and Excel.
It is used to Open, Save, Print and Close files.

Cla H ¥
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Office Button ta Review View
= Click here to cpen, save, or print, | . =
E ﬂ-‘;/_ and to see everything else you can | ¥ =t Wrap T
g _— do with your document. it -
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- =
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i
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The  commands

are  organized by
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The Ribbon
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Eventually we want to get to commands that we use. From the Ribbon the

sequence is

1. Tabs:
- The seven tabs are Home, Insert, Page Layout, Formulas, Data,
Review, View.
- The above example uses the Home tab.

2. Groups:
- These show related items together.
- For example, there is the Font group (within the Home tab).

3. Commands
- A command is a button, a box to enter information, or a menu.
- For example, there is the B button (in the Font group in the Home
tab) to make text bold.
- The Dialog Box launcher is a small arrow that gives additional

commands (e.g. at bottom right of the Font group).

THE RIBBON FOR EACH OF THE SEVEN TABS

1. Home Tab - Use to read in data and save data in various formats.
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5. Data Tab - Use the Data Analysis add-in for histograms, descriptive
statstics, regression, ....
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3.2. Formatting

Excel makes available numerous formatting options to give your
worksheet a polished look. You can change the size, colour and angle of fonts,
add colour to the borders and backgrounds of cells, and have the format of a
cell change, based on its value. You will see that some of the formatting
features in MS Excel are same as you have used in MS Word.

USING FORMATTING TOOLBAR
Formatting helps to make our work more presentable. It also helps the

viewer/reader to understand the worksheet more easily with respect to its

Directorate of Distance Education, R.S.Vidyapeetha, Tirupati. 50



Computers Prak-Sastri 2" Year

purpose. There are three locations where the Excel 2007 formatting tools are

available.

1. Inthe home tab
2. In the mini toolbar that appears when you right click a range or a
cell

3. In the format cells dialog box.

Home Tab and the Formatting Tools: Home tab provides the quick access
to the most commonly used options with respect to the formatting
requirements. You can select a cell or a range and then use the tool as per the
need like Font, Alignment or Number groups. To understand the proper and
best use of such tools, only way is to use them and experience their effect.
Some of the controls are further expandable like drop-down lists etc. If you
see some small arrow along with a button. The button will expand to display

the available choices.

In the Mini Toolbar: shortcut menu appears when you right click a cell or a
range selection. A mini toolbar also appears above the shortcut menu. The
Mini toolbar contains controls for common formatting:

e Font type

e Font Size

e Decrease Font

e Increase Font

e Accounting Number Format

e Comma Style

e Font Color

e Format Painter

e Bold
e [talic
e Center

Directorate of Distance Education, R.S.Vidyapeetha, Tirupati. 51



Computers Prak-Sastri 2" Year

Percent Style
Borders

Merge And Center
Increase Decimal
Decrease Decimal

Fill Color

Using the Format Cells dialog box:

Although most of the formatting related requirements gets fulfilled by the

controls available on the Home tab of the Ribbon, some special types of

formatting are fulfilled by using Format cells dialog box.

This dialog box allows to apply more or less any type of formatting style and

number formatting. The formats selected from Format Cells Dialog box will

be effective to the cells which are selected at the time.

To use Format Cells dialog box, select the cell or a range to apply formatting.

Now choose any of the following methods

Press the combination of Ctrl+1, i.e., Control key and numeric 1 key.
Click the dialog box launcher in Home — Font, Home — Alignment,
or Home — Number. A small down word pointing arrow icon will be
displayed to the right. In the Excel Ribbon, these arrow marks are
known as dialog box launcher.
Choose Format Cells from the shortcut menu after you Right-click the
selected cell or range.

Click the More command in some of the drop-down controls in the
Ribbon. For example, the Home — Number— General — More
Number Formats... drop-down includes an item named More Number

Formats.

5.5.1 Cell FORMATTING

There are six tabs in Format Cells dialog box: Number, Alignment, Font,

Border, Patterns and Protection.
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Number tab: The data type can be selected from the options on this tab.
Select the range you would like to format and click on one of the category

number. And apply that style to your numbers.

Alignment tab: These options allow you to change the position and alignment
of the data with the cell. The Format Cells dialog box offers you more options
than the alignment buttons on the Formatting toolbar. For example, you can

change the orientation of the text.

Font tab: All of the font attributes are displayed in this tab including font
face, size, style, and effects. Using Formatting toolbar you can bold, italicize,
and underline your cell entries. For even more formatting options you can use

the Format Cells dialog box.
Border and Pattern tabs:

You can use the Formatting toolbar for adding borders, cell shading, and font
colour. These buttons are actually tear-off palettes. When you click on the
picture portion of the button, the format of the picture displayed will be
applied to the contents of the cell(s) you have selected in the worksheet. You
can change the picture displayed on the button by clicking on the button’s

small drop-down arrow to access the palette of samples from which to choose.

Follow these steps to apply a border and colour to a selection using the

options in the Format Cells dialog box.

1. Select Format—Cells to display the Format Cells dialog box.

2. Select the Border tab.

3. In the Presets area, choose None, Outline, or Inside to specify the
location for the border.

4. Choose any of the following options for the border:
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e In the Border area, click on any of the buttons to toggle its
border.

e Choose the border’s line style in the Style area.

e If necessary, select a colour for the border in the Color

Palette.

5. Select the Patterns tab, and then choose any of the following

options:

e Select a colour for the background of the selection in the
Color palette.
e If necessary, select a pattern for the background of the

selection in the Pattern palette.
6. Choose OK to apply the border and colour.
Dates and Times

If you enter the date “January 1, 2001” into a cell on the worksheet, Excel will
automatically recognize the text as a date and change the format to “l-Jan-
01”. To change the date format, select the Number tab from the Format Cells
window. Select “Date” from the Category box and choose the format for the
date from the Type box. If the field is a time, select “Time” from the Category
box and select the type in the right box. Date and time combinations are also

listed. Press OK when finished.
Formatting Columns and Rows:

Sometimes the contents of the columns do not fit in its width. So, to adjust

them within the width of the column, we can use AutoFit feature.

Steps to AutoFit Columns:
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Click on Column Header/or any other cell in the column to change its
width.

Click Home tab.

Select format from the cells group on the ribbon.

Click on AutoFit Column Width.

Similarly you can apply AutoFit for row also.

Click on Row Header/or any other cell in the Row to change its
Height.
Click Home tab.

Select format from the cells group on the ribbon.

Another way of automatically adjusting columns and rows is by way of best

fit. Follow the below steps:

Place your pointer on or near the right edge of a column header of the
column you wish to adjust. Notice that in this area your pointer
changes to a double-headed arrow.

Double click your pointer, and the column to the left of it will
automatically adjust to fit the data entries within it. Similarly, pointing
to a row header changes pointer to a double headed arrow. Double

clicking results in a best fit (taller or shorter rows).

Hide Selected Column(s) or Row(s)

Hide - Hides the selected column(s) or row(s), though the data is still there.

Hiding column(s) or row(s) will help you to prevent unwanted changes. To

hide a column, follow these steps:

Select the column you want to hide by clicking on the column header.

Right Click on the Column to hide and click on the Hide option.
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Unhide Selected Column(s) or Row(s)

To unhide the column follow these steps:

e Select the visible range of columns that includes the hidden column(s).
e Now Right Click on the selected Columns. Select Unhide from the

pop-up menu.

FORMATTING WORKSHEETS USING CELL STYLES AND
APPLYING STYLES:

Excel 2007 provides cell styles to quickly format a cell by choosing from
predefined styles. Styles help to give a professional look to your worksheets.
In Excel, all styles are cell styles. However, a defined style can be applied to
an entire worksheet. Cell styles can include any of the formatting that can be
applied to a cell using the options available. We can also define our own cell

styles.

e Select the cells to apply a style on.
e Choose Home tab. From Styles group, Click on Cell Styles.

A few of the effects are discussed below

e Comma - Adds commas to the number and two digits beyond a
decimal point.

e Comma [0] - Comma style that rounds to a whole number.

e Currency - Formats the number as currency with a dollar sign,
commas, and two digits beyond the decimal point.

e Currency [0] - Currency style that rounds to a whole number.

e Normal - Reverts any changes to general number format.

e Percent - Changes the number to a percent and adds a percent sign.

Deleting Styles:
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e Right click on the style (say if you want to remove Bad Style)

e Choose delete.

3.3. Renaming and labeling a worksheet

Naming worksheets

When you open an Excel workbook, there are three sheets by default, and
the default name on the tabs are Sheetl, Sheet2, and Sheet3. These are not
very informative names. Excel 2007 allows you to create a meaningful name

for each worksheet in a workbook so you can quickly locate information.

To name a worksheet:
o Right-click the sheet tab to select it.

e Choose Rename from the menu that appears. The text is
highlighted by a black box.

38 kie Do
Insert...

39 icolor
Delet

40 =EEE olate

41 gname ars

42 Move or pr... 5

a3 G| View Code nie

44 2y Protect Sheet... ries

45 Tab Color » NS

as[ ] Hide

a7y

48
Select All Sheets

|| Sheet___— o L

e Type a new name for the worksheet.
46 Toppings Muts
47 Toppings  Oreo

48 Toppings Total
I Sheet? . Sheet3 . ¥
e Click off of the tab. The worksheet now assumes the

descriptive name defined.
OR

¢ Click the Format command in the Cells group on the Home
tab.
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e Select Rename Sheet. The text is highlighted by a black box.
e Type a new name for the worksheet.

e Click off of the tab. The worksheet now assumes the
descriptive name defined.

Inserting worksheets

You can change the default number of sheets that appears by clicking
the Microsoft Office button and choosing Excel Options. You also have the

ability to insert new worksheets if needed while you are working.

To insert a new worksheet:

e Left-click the Insert Worksheet icon. A new sheet will appear.
It will be named Sheet4, Sheet5, or whatever the next
sequential sheet number may be in the workbook.

46 !Tcuppin gs  Muts 5

47 Toppings  Oreo 5
48 Toppings Total
M| 2008 - Sheet2 . Sheetd . ¥y

Wm'?grt Worksheet (Shift+F11] |

OR

o Press the Shift and the F11 keys on your keyboard.

Deleting worksheets

Any worksheet can be deleted from a workbook, including those that have

data in it. Remember, a workbook must contain at least one worksheet.

To delete one or more worksheets:

e Click on the sheet(s) you want to delete.
e Right-click the sheet(s), and a menu appears.

e Select Delete.
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17

Insert...
L8 Delete
19

Eename %
20
21 ; Maove or Copy...
22 G Wiew Code
23 &)y Protect Sheet..
24 Tab Color 3
25 Hide
26
2 Select All Sheets
M 4+ M| January . February .~ March | April 7

OR

o Select the sheet you want to remove.

e Click the drop-down arrow next to Delete in the Cells group
on the Home tab.

o From the menu that appears, select Delete Sheet
3.4. Finding and Replacing the data
Excel 2007°s Find and Replace feature can be a powerful tool. Use Find and
Replace to locate and optionally replace text or values in a worksheet. You

can narrow the search results by specifying formatting to look for as well as

other search options, including Match Case.
Finding data

Follow these steps to locate data in a worksheet:

Choose Find & Select in the Editing group on the Home tab, and then select
Find (or press Ctrl+F).

The Find and Replace dialog box appears, with the Find tab on top.

In the Find What box, enter the data you want to locate.

(Optional) Click the Options button to expand the dialog box and specify any

desired options.

o  Within: Search just the current worksheet or the entire workbook.
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o Search: Select whether to search first across the rows or down the

columns.

o Look In: Select whether you want to search through the values or
formula results, through the actual formulas, or if you want to look in

the comments.

o Match Case: Check this box if you want your search to be case-

specific.

o Match Entire Cell Contents: Check this box if you want your search

results to list only the items that exactly match your search criteria.

i~ T
Find and Replace e
Find Replace
Find what: | CASTLE (s| [ moFormat set | [ Format... -]
Within: | Sheet [s] Cdmatch case
= — [ Match entire cell contents
Search: |By Rows [iv]
Loak, in: fFu:urmuIas v
| Fndal || Endwext | | close |

Specify search options on the Find tab in the Find and Replace dialog

box.

4. Click Find Next.

Excel jumps to the first occurrence of the match. If this isn’t the entry you’re
looking for, click Find Next again. Excel advises you if it doesn’t find the data

you’re searching for.
5. Click Close when you’ve located the entry you want.

Note: use wildcards to search for data in your worksheets. Use the ? (question
mark) to indicate a single unknown character, or the *(asterisk) to indicate

multiple unknown characters.
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Replacing data

To find and replace data in a worksheet, follow these steps:

Choose Find & Select in the Editing group on the Home tab, and then select
Replace (or press Ctrl+H).

The Find and Replace dialog box appears with the Replace tab on top.

. In the Find What box, enter the data you want to locate.

. In the Replace With box, enter the data with which you want to replace the
found data.

“Eind and Replace @-\
Find | Replace
Find what: | CICAGD v
Replace with: | CHICAGO [~]
Replace Al ] [ Replace ] [ Find Al ] [ Find Next_l [ Close ]

Use the Find and Replace feature to exchange data in Excel 2007.

(Optional) Click the Options button and specify any desired options.

Click Find Next to locate the first occurrence or click Find All to display a list

of all occurrences.

You can sort the results of a Find All search by clicking a column heading.
. If you want to use the replacement data, click Replace.

Excel performs the replacement and locates the next occurrence.

. If you want to replace all occurrences at the same time, click Replace All.

Excel displays an information box indicating the number of replacements

made.

Click OK in the alert box and then click Close.
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3.5. Summary

e MS Excel is a powerful spreadsheet program through which you can
create tables of any kind.

e Excel features: You can format cells/data according to condition and
can get glimpse of entire data within seconds. Pivot tables, lookup
formulas, power pivot, add header and footer, find and replace, pass
word protection, data filtering, built in formulae and many more.

e Formatting Columns and Rows:

e Sometimes the contents of the columns do not fit in its width. So, to
adjust them within the width of the column, we can use AutoFit
feature.

3.6. SAQ
1. What is Excel? List features of Excel?

2. Explain how to create, insert and save a worksheet?
3. What is formatting a cell? Explain?

O3 O
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[ Unit IV MS Excel }

Structure

0.4. Objective

4.1. Sorting

4.2. Functions

4.3. Creating and Editing charts and Graphs
4.4. Printing Worksheets

4.5. Steps involved in problem solving

4.6. Algorithm

4.7. Flowchart

4.8. Summary

4.9. SAQ

4.0. Objective

Already we have studied the basic concepts of MS Excel such as formatting
toolbar, its components, menus etc. Let us leam about sorting the data in
ascending or descending order, functions and formulas of MS Excel, how to
print worksheets, flowcharts and graphs. Finally we learn about algorithms

which help in designing the problem solving operations in programming.

4.1. Sorting

Data sorting is the process of arranging data in some logical order. MS Excel
allows us to sort data either in ascending or descending order. If your Excel
2007 worksheet has become quite large, using the Sort dialog box to sort on
multiple columns can make it easier to find the data you need. The Sort dialog
box lets you tell Excel what column to sort on next if two cells in the main
sort column contain the same value or data. The following are the steps

involved in sort the data.
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1. Select or click in the list of data you want to sort.
You can select only a single column of data if you want to sort that column
independently of the rest of the data. However, in most cases, you likely want

to sort the entire list.

= g

| v e

2. Click the Sort button in the Sort & Filter group on the Data tab.
The Sort dialog box appears. If your data includes column headings, make
sure the My Data Has Headers option is checked. Excel can usually detect the

correct setting automatically.

= g

| v e

3. From the Sort By drop-down list, select the column by which you
want to sort.
This drop-down list includes the column headings for each column in the list.
4. From the Sort On drop-down list, choose Values.
Notice that you also can perform the sort on Cell Color, Font Color, or Cell
Icon. Typically, you will perform a sort based on values rather than
formatting.
5. From the Order drop-down list, select how you want to sort the
data.
The options that appear in this list change based on the contents of the sort
column. Choose A to ZorZ to Ato sort text values, Smallest to
Largest or Largest to Smallestto sort numeric data, orOldest to
Newest or Newest to Oldest to sort by dates.
6. Click the Add Level button.

Additional drop-down list boxes appear for the secondary sort column.
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7. From the Then By list, select the secondary column you want to
sort on.
This is the column Excel will sort by if two or more items are identical in the
first Sort By option.
8. Select how you want to sort the second data criteria.
After you specify the options for the secondary sort column, you can add more
sort columns as needed. Use the Move Up and Move Down buttons if you

decide to change the order of the sort columns.

9. Click OK.

The dialog box closes and Excel performs the sort process.

4.2. Functions

A function is a predefined formula that performs calculations using specific
values in a particular order. Excel includes many common functions that can
be wused to quickly find the sum, average, count, maximum value,
and minimum value for a range of cells. In order to use functions correctly,
you'll need to understand the different parts of a function and how to

create arguments to calculate values and cell references.

5.7.1 Function: In order to work correctly, a function must be written a
specific way, which is called the syntax. The basic syntax for a function is

the equals sign (=), the function name (SUM, for example), and one or
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more arguments. Arguments contain the information you want to calculate.
The function in the example below would add the values of the cell range

A1:A20.

=SUM(A1:A20)
SUMIATALU

Function name Argument

Working with arguments: Arguments can refer to both individual
cells and cell ranges and must be enclosed within parentheses. You can
include one argument or multiple arguments, depending on the syntax

required for the function.

For example, the function =AVERAGE(B1:B9) would calculate
the average of the values in the cell range B1:B9. This function contains only
one argument.

NETWORK... ™ x [P =AVERAGE(B1:B9)

A B C D E

VAR T RS
L R - - R

©

=)

=AVERAGE(B1:82)

Multiple arguments must be separated by a comma. For example, the
function =SUM(A1:A3, C1:C2, E1) will add the values of all of the cells in
the three arguments.

A5 & x v fe =SUM(A1:A3,C1:C2,E1)

12]

=SUM(A1:A3,C1:C2,E1)

@ W =
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Creating a function: There are a variety of functions available in Excel. Here
are some of the most common functions.

e SUM: This function adds all of the values of the cells in the
argument.

e AVERAGE: This function determines the average of the
values included in the argument. It calculates the sum of the
cells and then divides that value by the number of cells in the
argument.

e COUNT: This function counts the number of cells with
numerical data in the argument. This function is useful for
quickly counting items in a cell range.

e MAX: This function  determines  the highest cell
value included in the argument.

e MIN: This function determines the lowest cell value included

in the argument.

To create a function using the AutoSum command:

The AutoSum command allows you to automatically insert the most common
functions into your formula, including SUM, AVERAGE, COUNT, MIN, and
MAX. In the example below, we'll use the SUM function to calculate the total
cost for a list of recently ordered items.

1. Select the cell that will contain the function. In our example,

we'll select cell D13.

D13 = S

A B & D

2

3 | Tomatoes (case of 12} 3 $17.44 $52.32
4 |Black Beans (case of 10) 5 $20.14 $100.70
s |All Purpose Flour (50 Ib.) 5 $14.05 S70.25
6 |(Corn Meal/Maza (25 Ib.) 5 $18.69 $93.45
7 |Brown Rice (25 Ib.) 5 $10.99 $54.95
8 |Lime lJuice (1 gallon) 5 $11.99 $59.95
o |Tomato Juice (case of 10) 3 $19.49 $58.47
10 Hot Sauce (1 gallon) 8 S$7.35 $58.80
11 |Salsa, Medium (1 gallon) 12 $8.47 S101.64
12 | Olive Oil (2.5 gallon) 4 $528.69 5114.76
13 o

S
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2. In the Editing group on the Home tab, click the arrow next to

the AutoSum command.

Next,

choose the desired

function from the drop-down menu. In our example, we'll

select Sum.
|

= S
Insert Delete Format E 2
X - - - Average
Cells Count Numbers
IMax
Min
0 p

More Functions...

@)
[sda
Sum (Alt+=)
Autematically add it up, Your total
3 will appear after the selected cells.
6
5
5
=SUM(J2:J)

3. Excel will place the function in the cell and automatically

select acell range for the argument. In our example,

cells D3:D12 were selected automatically; their values will

be added to calculate the total cost. If Excel selects the wrong

cell range, you can manually enter the desired cells into the

argument.

NETWORK... ™ x v & =SUM(D3:D12)

A E

2 |

3
4
5
]
T
8
]
10
11
12

13

14

iTomatoes (case of 12)
EBIack Beans (case of 10)
QAH Purpose Flour (50 1b.}
ECom Meal/Maza (25 Ib.)
iBrown Rice (25 Ib.)

[Lime Juice (1 gallon)
fTomato Juice (case of 10)
|Hot Sauce (1 gallon)
ESaIsa, Medium (1 gallon)
|olive 0il (2.5 gallon)

O W LowoLnowoL W

[
P~ RS

8] D
$17.44 $52.32
$20.14 $100.70
$14.05 $70.25
$18.69 $93.45
$10.99 $54.95
$11.99 $59.95
$19.49 $58.47
$7.35 $58.80
$8.47 $101.64
$28.69) $114.76

SUM{number1, [number2], ...)

4. Press Enteron your keyboard. The function will

be calculated, and the result will appear in the cell. In our

example, the sum of D3:D12 is $765.29.
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D13 - F || =sum(p3:p12)

L A B C D
S|
3 iTomatoes (case of 12) 3 $17.44 $52.32
4 |Black Beans (case of 10) 5 $20.14 $100.70
5 !AH Purpose Flour (50 Ib.) 5 $14.05 $70.25
& Corn Meal/Maza (25 Ib.) 5 $18.69 $93.45
7 Brown Rice (25 1b.) 5 $10.99 $54.95
s Lime Juice (1 gallon) 5 $11.99 $59.95
) jTomato Juice (case of 10) 3 $19.49 $58.47
10 Hot Sauce (1 gallon) 8 $7.35 $58.80
1 fSaIsaJ Medium (1 gallon) 12 5$8.47 $101.64
12| Olive 0il (2.5 gallon) 4

$28.69 $114.76

13

hi‘

The AutoSum command can also be accessed from the Formulas tab on

the Ribbon.

Home Insert Page Layout W?
I E = [

o Define Name
B NE —#
Insert  AutoSum Recently Financial Logical Text Date& Llookup& Math&  More Name T
Function - Used~ - - - Time- Reference~ Trig~ Funciions~ | Manager ES Create fram ¢
3 sum Function Library Defined Hames
D13 Average £ | =sUuM(D3:D12)
Count Mumbers
B C D
— Max
|
2 | Min
3 lTom More Functions... 3 31744 55232
| E
4 |Black Beans (case of 10) 5 $20.14 $100.70

You can also use the Alt+=keyboard shortcut instead of the AutoSum
command. To use this shortcut, hold down the Altkey and then press

the equals sign.

To enter a function manually:

If you already know the function name, you can easily type it yourself. In the
example below (a tally of cookie sales), we'll use the AVERAGE function to
calculate the average number of units sold by each troop.

1. Select the cell that will contain the function. In our example,

we'll select cell C10.
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2.
c10 - F
A B C
M Frontier Kids Cookie Sales
o Troop Name Troop ID Units Sold
3 |North Bend #3506 1004
4 |Silver Lake #2745 938
55 Mountain Top #1038 745
6 |Rocky Trail #3759 729
7 Forest Path #4157 862
8 |Green Valley #1932 890
g |River View #4233 Tr5
o Average Units | 5} |
1

3. Type the equals sign (=),and enter the desired function
name. You can also select the desired function from the list
of suggested functions that appears below the cell as you type.
In our example, we'll type =AVERAGE.

NETWORK... ™ > " I =AVERAGE

A B L=
B e o coocesaies—
2 Troop Name Troop 1D Units Sold
s |North Bend #3506 1004
4 | Silver Lake #2745 938
s |Mountain Top #1038 745
& |Rocky Trail #3759 729
- |Forest Path #4157 862
s |Green Valley #1932 890
o |River View #4233 775
io Average Units |=AVERAGE

— - Returns the aver

11 o) AVERAGE contsin number
12 |
13|
14

4. Enter the cell range for the argument inside parentheses. In
our example, we'll type (C3:C9). This formula will add the
values of cells C3:C9, then divide that value by the total

number of values in the range.
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c10 - X « /& | =AVERAGE(C3:C9)

A EB

C

: Frontier Kids Cookie Sales

» |Troop Name Troop ID Units Sold

3 | North Bend #3506 1004

4 |Silver Lake #2745 938

5 Mountain Top #1038 745

5 |Rocky Trail #3759 729

7 Forest Path #4157 862

8 Green Valley #1932 890

g |River View #4233 7r5

i Average Units =AVERAGE(C3.C9)
1

5. Press Enter on your keyboard. The function will be calculated,

and the result will appear in the cell. In our example, the

average number of units sold by each troop is 849.

c10 - £ | =AVERAGE(C3:C9)

A B

C

) Frontier Kids Cookie Sales

4 Troop Name Troop ID Units Sold
3 |North Bend #3506 1004
4 Silver Lake #2745 938
53 Mountain Top #1038 745
6 |Rocky Trail #3759 729
7 Forest Path #4157 862
8 Green Valley #1932 890
g |River View #4233 775
0 Average Units 849
11

The Function Library

While there are hundreds of functions in Excel, the ones you'll use the most

will depend on the type of data your workbooks contain. There's no need to

learn every single function, but exploring some of the different types of

functions will help you as you create new projects. You can even use

the Function Library on the Formulas tab to browse functions by category,

such as Financial, Logical, Text, and Date & Time. To access the Function

Library, select the Formulas tab on the Ribbon.
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To insert a function from the Function Library:

In the example below, we'll use the COUNTA function to count the total
number of items in the Items column. Unlike COUNT, COUNTA can be
used to tally cells that contain data of any kind, not just numerical data.

1. Select the cell that will contain the function. In our example,

we'll select cell B17.
B17 B Fe
A ; £ D

2 $

3 |Tomatoes (case of 12) 3 $17.44 $52.32
4 |Black Beans (case of 10) 5 $20.14 $100.70
5 |All Purpose Flour (50 Ib.) 5 $14.05 $70.25
& |(Corn Meal/Maza (25 Ib.) 5 $18.69 $93.45
7 |Brown Rice (25 Ib.) 5 $10.99 $54.95
8 |Lime Juice (1 gallon) 5 $11.99 $59.95
9 | Tomato Juice (case of 10) 3 $19.49 $58.47
10 |Hot Sauce (1 gallon) 8 5785 $58.80
11 |Salsa, Medium (1 gallon) 12 $8.47 $101.64
12| Olive Qil (2.5 gallon) 4 528.69 $114.76

17| Total items ordered | oo

18| Most expensive item
19 | Average days in transit

20

2. Click the Formulas tab on the Ribbon to access the Function
Library.

3. From the Function Library group, select the desired function
category. In our example, we'll choose More Functions, then

however the mouse over Statistical.
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Page Layout Farmulas Data Review View @ Tell me what you wan O
= Define Name - E:” Trace Prece
2 ,m’
=: —
A Use in Formula “:E Trace Depe
Financial Logical Text Date& Lookup 8 Math & More Name .
b - ~  Time~ Reference~ Trig ~ HFunctions ~'| Manager {5 Create from Selection | [%. Remove Ar
Function Library I Statistical . ¢ AVEDEV [«]
B} Engineering™ AVERAGE
B Cube ’ AVERAGEA

£ © Information  + AVERAGEIF :

[P} Compatibility + AVERAGEIFS ._.§

of 12) 3 SI| web v BETA.DIST ]
2 of 10) 5 $20.14 $10 BETAINY 1
r (50 Ib.) 5 $14.05 s7 BINOM.DIST 1
(25 b)) 5 $18.69 Q|  BINOMDISTRANGE ;
b.) 5 $10.99 gl RMeRY 1

CHISQ.DIST

lon) 5 $11.99 D ‘
ise of 10) 2 $19.49 = - 1
lon) 8 $7.35 S5 CHISQINV.RT 7
1 gallon) 12 $8.47 $10 CHISQ.TEST z
lon) A $28.69 §11  CONFIDENCENORM -

CORREL
4. Select the desired function from the drop-down menu. In our

example, we'll select the COUNTA function, which will count

the number of cells in the Items column that are not empty.

Page Layout Formulas Rewview

E E E ! ‘;\?ﬁ =] Define Mame ~ E':“Trace Prece
= = 2 =8 & ..%.., =

2 : N “ft Use in Formula “CE Trace Depe
Financial Logical Text Date & Lookup & Math & Name .
- - - Time ~ Reference~ Trig~ Functions= Manager ES Create from Selection | J5. Remove Ar
Function Library [P statistical > CONFIDENCE.NORM =
I Engineering » COMFIDENCE. T
I, Cube > CORREL
£ © Information 4 COUNT o
I Compatibility » COUNTA l} ‘ ‘%
1 1
of 12) 2 >l we 4 COUNTA(valuel, value2.)
= of 10} > $20-14 slo Counts the number of cells in a
r {50 |b_} 5 514_05 S? range that are not empty.
| {25 Ib.} 5 518.69 S9 e Tell me more
COVARIAMNCE.S
b. 5 10.99 5 1
) = > DEVSQ R
lon) 5 $11.99 S5 ConbisT :
ise of 10) 3 $19.49 $5 E.DIST 1
lon) 8 57.35 55 F.DIST.RT 5
1 gallon) 12 $8.47 510 EIhn z
lon) 4 $28.69 511 RINVRT Z

.o
5. The Function Arguments dialog box will appear. Select

the Valuel field, then enter or select the desired cells. In our

example, we'll enter the cell range A3:A12. You may continue
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to add arguments in the Value2 field, but in this case we only
want to count the number of cells in the cell range A3:A12.

6. When you're satisfied, click OK.

Function Arguments ? *

COUNTA

Valuet |A3:A12

Value2

Counts the number of cells in a range that are not empty.

Value1: wvaluelvalue2,.. are 1to 255 arguments representing the values and cells
you want to count. Values can be any type of information,

Formula result = 10

Help on this function [ o L}J | canaal |

7. The function will be calculated, and the result will appear in

the cell. In our example, the result shows that a total of 10

items were ordered.

B17 | fe =COUNTA(A3:A12)

4

Pl ITEN QUANTITY UNITPRICE  LINE TOTAL
3 | Tomatoes (case of 12) 3 $17.44 $52.32
4 |Black Beans (case of 10) | 5 $20.14 $100.70
s |All Purpose Flour (50 Ib.) 5 $14.05 $70.25
6 |Corn Meal/Maza (25 Ib.) 5 $18.69 $93.45
7 |Brown Rice (25 Ib.) 5 $10.99 $54.95
8 |Lime Juice (1 gallon) 5 $11.99 $59.95
9 |Tomato Juice (case of 10) 3 $19.49 $58.47
10 |Hot Sauce (1 gallon) | 8 $7.35 $58.80
11 |Salsa, Medium (1 gallon) 12 $8.47 5101.64
12| Olive Oil (2.5 gallon) 4 528.69 $114.76
13 TOTAL $765.29
14|

15

il PURCHASE ORDER SUMMARY
17| Total items ordered

18 Most expensive item
19| Average days in transit

20
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4.3. Creating, editing Charts and graphs
In Microsoft Excel, a chart is often called a graph. It is a visual representation
of data from a worksheet that can bring more understanding to the data than
just looking at the numbers.
A chart is a powerful tool that allows you to visually display data in a variety
of different chart formats such as Bar, Column, Pie, Line, Area, Doughnut,
Scatter, Surface, or Radar charts. With Excel, it is easy to create a chart.

The following are some of the types of charts that you can create in Excel.

Bar Chart

Product Life (in Days)

mShelflife  mRestock Time

Column Chart

Sales and Expenses
$140,000
§120,000
$100,000
80,000

560,000
540,000
520,000 I I
o [ | | |
Jlan Feb Mar Apr May June

mSales W Expenses

Pie Chart

Sales

W orth
Wsouth
W East

WWest
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Line Chart

Product Trends by Month

To create a chart follow the steps given below:

Prak-Sastri 2 Year

Select the worksheet you want to work with. In this example,

we use the Summary worksheet.

Select the cells you want to chart, including the column

titles and row labels.

Click the Insert tab.

Hover over each Chart option in the Charts group to learn

more about it.

Select one of the Chart options. In this example, we'll use the

Columns command.

Select atype of chart from the list that appears. For this

example, we'll use a 2-D Clustered Column. The chart appears

in the worksheet.

Insert Page Layout Formulas Data Review View Add

o B8 [ B2l @@ S g |
Picture CA‘:-‘tJ Shavpes SmartArt Cultlmn L”.-IE Ple Bfr Arvea Sca.
Olustrations 2-D Column
- I ‘ Salesper
> =y )] A2
person Janu |
Jane S Jﬂm E@ Eﬁ W
ria, Luiz § (o (a3
s, Zach s |l |aA| 03] 3)

C S o S S S |
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Identifying the parts of a chart

Charts are a visual representation of data in a worksheet. Charts make it easy

to see comparisons, patterns, and trends in the data.

In this example,

the *f axis is the 1st Quarter Sales_Tiﬂe

“alue »’-\Ixis. ¥ Axis
E 3,500.00 I
g 3,000.00
2 e
& e
3 ssuogoo - M January
‘@ ) i
A &XA;s@ PN H February
PN AP A @ 7Y
QCF'. é\'b' & B B @ < O M h
B u Marc
E X
In this example, the ¥ Axis is
Salespeople the Category Axis.
Source data

The range of cells that make up a chart. The chart is updated automatically
whenever the information in these cells changes.

o Title:The title of the chart.
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e Legend: The chart key, which identifies what each colour on the chart
represents.

e Axis: The vertical and horizontal parts of a chart. The vertical axis is
often referred to as the Y axis, and the horizontal axis is referred to as
the X axis.

e Data series: The actual charted values, which are usually rows or
columns of the source data.

e Value axis: The axis that represents the values or units of the source
data.

e Category axis: The axis identifying each data series.

e Chart tools: Once you insert a chart, a new set of Chart Tools,
arranged into three tabs, will appear above the Ribbon. These are only

visible when the chart is selected.

Chart Tools
Add-Ins Design Layout Format
Chart Styles

To change the chart type:
e Select the Design tab.
e Click the Change Chart Type command. A dialog box
appears.

zﬂn\ 9~ PSR e
337
—F'/l Home Insert Page Layout

il W &

Change | Save As Switch Select
Chart Type | Template || Row/Column Data
Type Data

o Select another chart type.
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e Click OK.

The chart in the example compares each salesperson's monthly sales to his or
her other months' sales; however, you can change what is being compared.
Just click the Switch Row/Column Data command, which will rotate the data
displayed on the x and y axes. To return to the original view, click the Switch

Row/Column command again.

To change chart layout:
e Select the Design tab.
e Locate the Chart Layouts group.

e Click the More arrow to view all of your layout options.

07 _companysales_lessonls - Microsoft Excel Chart Tools

Formulas Data Review View Add-Ins Design

More

i

B Change the overall layout of the
chart.

o Left-click a layout to select it.

If your new layout includes chart titles, axes, or legend labels, just insert your

cursor into the text and begin typing to add your own text.

To change chart style:
e Select the Design tab.
e Locate the Chart Style group.
e Click the More arrow to view all of your style options.

e Left-click a style to select it.
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-rosoft Excel Chart Tools v x

View Add-Ins Design Layout Format W -9 Xx

g (el [ od o (a2

- = Moaove
[% Chart
Chart Styles Location

More

Change the overall visual style of
the chart.

To move the chart to a different worksheet:
e Select the Design tab.
e Click the Move Chart command. A dialog box appears. The
current location of the chart is selected.
o Select the desired location for the chart (i.e., choose an existing

worksheet, or select New Sheet and name it).

Mowve Chart

Choose where you want the chart to be placed:

\JJTH (O Mew shest: |Chart1 |
() Object in: Surrurrpar':.-' v|

04 l[ Cancel ]

4.4.Printing worksheets

Before printing a spreadsheet or pivot table, it is used to previewing and
adjusting it for better readability. This can be done in different methods. The
following are the two methods to page set up and print worksheet in MS Excel
2007.

Page Setup
To modify the page setup

(1) Choose Page Setup from the File menu. Page Setup allows you to
set page options like Margins, Paper Settings, Page Layout and
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Document Grid. Options for the same are provided through four
tabbed sub-menus.

1. Page :You can set your page settings here.
2. Margins: You can set the margins here.

3. Header/Footer :You can define the header and footer of the page
here.

4. Sheet :You can define your sheet formatting here.
(A) Page Settings
(a) Click here to define the paper orientation;
(b) Click here to define the printer settings;
(c) Click here to see the print preview;
(d) Click here to define the print options;
(e) Click here to define the page scaling;
(f) Click here to define the paper size here;
4. Click here to define the print quality; and
o Click here to define the first page number.
(B) Margin Settings
e Click here to define the Top margin setting;
e Click here to define the Header margin setting;
(c) Click here to define the Left margin setting;
(d) Click here to define the Right margin setting;
(e) Click here to define the Bottom margin setting;
(f) Click here to define the Footer margin setting; and

(g) Click here to define the Center alignment of the page.
(C) Header/Footer
(a) Click here to customize your header; and

(b) Click here to customize your footer.

(D) Sheet
(a) Click here to define the print area;
(b) Click here to define thecolumn and rows title;

(c) Click here to print the gridlines, draft quality, row and
column heading, cell errors or to print the worksheet in
black and white; and
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(d) Click here to define the page order in.

Print
To print the document or the template.

1.  Choose Print from the File menu to print your worksheet or a
selection of your worksheet.

2. Select the Printer name here.

1.  Click here to change the printing options for the selected
printer.

2. Click here to find the network printer based on the printer
name, model etc.

3. Click here to print your document in a file instead of a
printer.
3. Click here to select the page or the page range you want to print.

(D) Click here to define the number of copies you want to print.

4.  Choose the worksheet or the entire workbook that you want to
print.

(E) Click here to see preview of the workbook or the worksheet
you have selected to print.

5. Click on OK Once you have defined your print settings.
Print Preview
Displays the full page as it will be displayed on the paper.

(1) Choose Print Preview from the File menu to see, how your
worksheet or a selection of your worksheet will look like on paper.

(A) This will, howyourworksheet or a selection of your
worksheet, will look like on paper.

4.5. Steps involved in problem solving

A computer is a very powerful and versatile machine capable of
performing a multitude of different tasks, yet it has no intelligence or
thinking power. The intelligence Quotient (1.Q) of a computer is zero. A
computer performs many tasks exactly in the same manner as it is told to
do. This places responsibility on the user to instruct the computer in a
correct and precise manner, so that the machine is able to perform the
required job in a proper way. A wrong or ambiguous instruction may

sometimes prove disastrous. In order to instruct a computer correctly, the
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user must have clear understanding of the problem to be solved. A part
from this he should be able to develop a method, in the form of series of
sequential steps, to solve it. Once the problem is well-defined and a
method of solving it is developed, then instructing the computer to solve
the problem becomes relatively easier task. Thus, before attempt to write a
computer program to solve a given problem. It is necessary to formulate or
define the problem in a precise manner. Once the problem is defined, the

steps required to solve it, must be stated clearly in the required order.

A computer cannot solve a problem on its own. One has to provide step by
step solutions of the problem to the computer. In fact, the task of problem
solving is not that of the computer. It is the programmer who has to write
down the solution to the problem in terms of simple operations which the

computer can understand and execute.

The following are the steps involved in problem solving
1. Understanding the problem

2. Analyzing the problem

3. Developing the solution

4. Coding and implementation.

1. Understanding the problem: Here we try to understand the problem to be
solved in totally. Before with the next stage or step, we should be absolutely

sure about the objectives of the given problem.

2. Analyzing the problem: After understanding thoroughly the problem to be
solved, we look different ways of solving the problem and evaluate each of
these methods. The idea here is to search an appropriate solution to the
problem under consideration. The end result of this stage is a broad overview
of the sequence of operations that are to be carries out to solve the given

problem.
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3. Developing the solution: Here the overview of the sequence of operations
that was the result of analysis stage is expanded to form a detailed step by step

solution to the problem under consideration.

4. Coding and implementation: The last stage of the problem solving is the
conversion of the detailed sequence of operations in to a language that the
computer can understand. Here each step is converted to its equivalent
instruction or instructions in the computer language that has been chosen for

the implantation.

4.6. Algorithms

A set of sequential steps usually written in Ordinary Language to solve a

given problem is called Algorithm.

It may be possible to solve to problem in more than one ways, resulting in
more than one algorithm. The choice of various algorithms depends on the
factors like reliability, accuracy and easy to modify. The most important
factor in the choice of algorithm is the time requirement to execute it, after
writing code in High-level language with the help of a computer. The

algorithm which will need the least time when executed is considered the best.

Steps involved in algorithm development An algorithm can be defined as “a
complete, unambiguous, finite number of logical steps for solving a specific

problem*.

Step1: Identification of input: For an algorithm, there are quantities to be
supplied called input and these are fed externally. The input is to be
indentified first for any specified problem.

Step2: Identification of output: From an algorithm, at least one quantity is

produced, called for any specified problem.
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Step3 : Identification the processing operations : All the calculations to be
performed in order to lead to output from the input are to be identified in an

orderly manner.

Step4 : Processing Definiteness : The instructions composing the algorithm

must be clear and there should not be any ambiguity in them.

Step5 : Processing Finiteness : If we go through the algorithm, then for all

cases, the algorithm should terminate after a finite number of steps.

Step6 : Possessing Effectiveness : The instructions in the algorithm must be

sufficiently basic and in practice they can be carries out easily.
An algorithm must possess the following properties
1. Finiteness: An algorithm must terminate in a finite number of steps

2. Definiteness: Each step of the algorithm must be precisely and

unambiguously stated

3. Effectiveness: Each step must be effective, in the sense that it should be
primitive easily convert able into program statement) can be performed

exactly in a finite amount of time.

4. Generality: The algorithm must be complete in itself so that it can be used

to solve problems of a specific type for any input data.

5. Input/output: Each algorithm must take zero, one or more quantities as
input data produce one or more output values. An algorithm can be written in
English like sentences or in any standard representation sometimes, algorithm

written in English like languages are called Pseudo Code.

Example 1. Suppose we want to find the average of three numbers?

The algorithm is as follows
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Step 1 Read the numbers a, b, ¢

Step 2 Compute the sum ofa, b and ¢
Step 3 Divide the sum by 3

Step 4 Store the result in variable d
Step 5 Print the value of d

Step 6 End of the program

4.7. Flowchart

A flow chart is a step by step diagrammatic representation of the logic paths to
solve a given problem. Or a flowchart is visual or graphical representation of
an algorithm. The flowcharts are pictorial representation of the methods to b
used to solve a given problem and help a great deal to analyze the problem
and plan its solution in a systematic and orderly manner. A flowchart when

translated in to a proper computer language, results in a complete program.
Advantages of Flowcharts

1. The flowchart shows the logic of a problem displayed in pictorial fashion

which felicitates easier checking of an algorithm.

2. The Flowchart is good means of communication to other users. It is also a

compact means of recording an algorithm solution to a problem.

3. The flowchart allows the problem solver to break the problem into parts.

These parts can be connected to make master chart.

4. The flowchart is a permanent record of the solution which can be consulted

at a later time.

Differences between Algorithm and Flowchart
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Algorithms

1. A method of representing the step-
by-step logical procedure for solving a

problem

2.1t contains step-by-step English
descriptions, each step representing a
particular operation leading to solution

of problem

3. These are particularly useful for small
problems 4. For complex programs,

algorithms prove to be Inadequate

4.7.1. Symbols used in flowcharts

Prak-Sastri 2 Year

Flowchart

1. Flowchart is diagrammatic
representation of an algorithm. It is
constructed using different types of

boxes and symbols.

2. The flowchart employs a series of
blocks and arrows, each of which
represents a particular step in an

algorithm

3. These are useful for detailed

representations of complicated programs

4. For complex programs, Flowcharts

prove to be adequate

The symbols that we make use while drawing flowcharts as given below are

as per conventions followed by International Standard Organization (ISO).

a. Oval: Rectangle with rounded sides is used to indicate either START/

STOP of the program. ..

b. Input and output indicators: Parallelograms are used to represent input

and output operations. Statements like INPUT, READ and PRINT are

represented in these Parallelograms.
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c. Process Indicators: Rectangle is used to indicate any set of processing

operation such as for storing arithmetic operations.

d. Decision Makers: The diamond is used for indicating the step of decision
making and therefore known as decision box. Decision boxes are used to test
the conditions or ask questions and depending upon the answers, the

appropriate actions are taken by the computer. The decision box symbol is

e. Flow Lines: Flow lines indicate the direction being followed in the
flowchart. In a Flowchart, every line must have an arrow on it to indicate the

direction. The arrows may be in any direction

——

<—

f. On- Page connectors: Circles are used to join the different parts of a
flowchart and these circles are called on-page connectors. The uses of these
connectors give a neat shape to the flowcharts. Ina complicated problems, a
flowchart may run in to several pages. The parts of the flowchart on different
pages are to be joined with each other. The parts to be joined are indicated by

the circle.
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O~ =0 ¢

g. Off-page connectors: This connector represents a break in the path of

flowchart which is too large to fit on a single page. It is similar to on-page

connector. The connector symbol marks where the algorithm ends on the first

page and where it continues on the second.

Simple problem using flow chart

" Input Numberl, /
y /
/ Number2 Iy

I

‘ Sum = Number]l + Number2 ‘

'

Print Sum

I

The above flowchart explains about sum of two numbers.
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4.8. Summary

Steps to AutoFit Columns:

¢ Click on Column Header/or any other cell in the column to change

its width.

e Click Home tab.

e Select format from the cells group on the ribbon.

o Click on AutoFit Column Width.
In Microsoft Excel, a chart is often called a graph. It is a visual
representation of data from a worksheet that can bring more
understanding to the data than just looking at the numbers.

A set of sequential steps usually written in Ordinary Language to solve
a given problem is called Algorithm

The flowcharts are pictorial representation of the methods to b used to
solve a given problem and help a great deal to analyze the problem and
plan its solution in a systematic and orderly manner.

4.9. SAQ

1. Write a short note on functions in Excel?

2. Define Algorithm

3. What is Flowchart?

4. What are the symbols of Flowchart ?

5. Write an Algorithm for perimeter of Triangle ?

6. What are the basic steps involved In problem solving?
7. Differentiate between Algorithm and Flowchart.

8. Write an algorithm to find greatest of given three numbers.

O3 O
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