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Comparing and Contrasting
Personal Computers

Computers were originally created for military, scientific,
government and corporations — organizations with one common
characteristic — large budgets! Fortunately, since the early days of
computing, computers have simultaneously become more user-
friendly and affordable giving rise the era of personal computing.

In 1977 Steve Wozniak and Steve Jobs debuted the Apple-I1I
personal computer. However, it wasn’t until the early 1980’s that
IBM introduced their personal computer (PC), and the personal
computing era really became legitimate.

Personal Computers (PCs) are best described as small, inexpensive
computers designed for individual use. Each of the following are
examples of personal computers:

o Desktop computers —designed to utilize a consistent source
of electric power, these computers fit on or beneath a desk,
and therefore are not intended to be portable. Most desktops
contain several peripheral input and output devices intended
to extend the computing functionality.

e Laptop and Notebook computers — portable computers
that utilize a battery for power, and consist of a separate
display screen and keyboard in a single unit. Laptops have a
hinged lid that closes the screen onto the keyboard for easy
portability. Some screens are touch-activated displays.

o Tablets — thin mobile computers with touchscreen displays.
Typically, larger than smartphones, tablets are ideal for
reading eBooks, surfing the Web, and watching videos.

e Smartphones — pocket-sized mobile phones that combine
voice, text, e-mail and personal computing into a single
device that can access the Internet and run a variety of third-
party software components, known as apps.

Personal Computer Basics | Page | 2
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Modern desktop and laptop computers are generally either PCs,
usually running a Microsoft Windows version operating system, or
Apple Macintoshes, which run Apple’s proprietary operating
system (OS) software. Various versions of the Linux OS also
represent a relevant share of desktop and laptop users on a PC
platform. However, according to Statista, Microsoft’s Windows is
the dominant OS in terms of shares of users, with estimates of more
than 76% of all users in 2022. *

What about a Chromebook? According to ZDNet, a Chromebook is
a portable computer running ChromeQOS, a specialized operating
system designed by Google to rely more heavily on connected and
cloud-based services than traditional operating systems like
Windows or MacOS do. Chromebooks look nearly identical to most
laptops or notebook PCs, but generally include less powerful
hardware due to their reliance on those cloud-based services, instead
of locally installed software that requires more horsepower.

The most popular mobile (tablets and smartphones) operating
systems are Android (developed by Google), and iOS (developed by

Apple).

T https://www.statista.com/statistics/218089/global-market-share-of-
windows-7/#statisticContainer
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Identifying Computer System
Components

Computer systems consist of hardware and software. Hardware is
the tangible, physical components of a computer, while software is
the intangible programs that function on a computer. Basic hardware
components include a hard drive for storing data, a processor for

This Photo by Unknown Author is licensed under CC BY-SA-NC
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performing operations, memory for holding active data, and
a motherboard to tie the parts together. Even gaming consoles are
considered computer hardware.

Software Examples

Applications Operating Systems
Microsoft Office
(Word, Excel, Access, Windows (Microsoft)
PowerPoint, Publisher)
Business (QuickBooks,
Auto Cad, Photoshop) Mac S Fpic)

Browsers (Chrome,
Firefox, Safari, Edge)
Games (Call of Duty,

Madden, Solitaire)

Chrome O/S (Google)

Linux (Open-Source)

Software includes computer programs, libraries and data. Software
can be categorized as application (most programs), system
(operating, utilities and device drivers) and malicious software, or
malware (undesirable programs that results in harm or disruption).

The four main components of a computer system are input devices,
output devices, processing devices and the storage devices used to
store data within the computer system. The flow of data through a
computer system begins with an input device that enters data into
the central processing unit which then sends the data to an output

_MDL“ —-.m ——— | Output

I

Computer system processes
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device as information. Alternatively, data can be retrieved or sent to
a storage device from the processor.

Hardware and software work together to process data. When you
open a software program, the computer reads its data from the hard
drive or input device, runs the software on the computer’s processor
and then displays the results on your output device or saves the data
to a storage device.

Classifying Various Peripheral
Devices

Hardware components that are not an integral part of the central
processing unit are often referred to as peripheral devices. Peripheral
devices connect with a computer through several 1/0O interfaces,
such as communications (COM), Universal Serial Bus (USB),
firewire, and serial ports. Peripherals are usually used for either
input, storage or output.

Input Devices

An input device is any device that provides input to a computer.
There are many input devices, but the two most common ones are
a keyboard and mouse. Every key you press on the keyboard and
every movement or click you make with the mouse sends a specific
input signal to the computer. Examples of commonly used input
devices include:

e Mouse: a small object
that you can roll along
a hard and flat surface
which  serves  as
pointing device to

Personal Computer Basics | Page | 6



enable the user to control the movement of the cursor on a
screen display. Most mice have two or more buttons which
allow the user to scroll and click objects on the screen.

o Keyboard: desktop and laptop computers have external and
built-in keyboards that resemble a traditional typewriter.
Most keyboards are designed to have the QWERTY layout
of keys which make keyboarding easy and consistent across
various devices. Many keyboards have function keys as the
top row that perform special shortcut functions.

e Touchscreen: the primary input device for tablets and
smartphone, this technology combines the functionality of a
mouse and a keyboard by allowing a finger or stylus to make
gestures or select on-screen menus and keys.

e Microphone and Camera: used to record and capture sound
and images, and to communicate with others using audio and
video conferencing software. Most portable computers have
these devices built-in, but external devices are typically a
higher quality.

Many input devices operate without cords. Wireless mice and
keyboards require receivers to collect the electronic signals
transmitted by the input devices. Bluetooth devices use short-range
radio waves to communicate between paired devices and computers.
Other, input devices include scanners, bar code readers, joy sticks,
light pens, trackballs, magnetic ink character recognition (MICR)
and optical character recognition (OCR) software.

Warning! Excessive use of a computer can lead to repetitive motion
injuries such as carpal tunnel syndrome, and other computer-
related health problems, including computer addiction. Take
frequent breaks, stretch properly, and utilize ergonomically
designed input devices to reduce the threat of these injuries. Limit
your time online and connect face-to-face too!

Personal Computer Basics | Page |7



Output Devices

An output device is any hardware peripheral that disseminates
processed data. The processed data, stored in the memory of the
computer is sent to the output device, which then converts it into an
understandable form. Examples of commonly used output devices
include:

Monitors: older monitors typically contain a cathode ray
tube, which result in a heavy display, which is also an
inefficient use of power and your desktop footprint
compared to flat screen monitors. A flat panel display uses
an LCD (Liquid Crystal Display), although some use plasma
technology. Screen size is measured diagonally across the
screen, in inches. The entire screen area may not be usable
for image display. The resolution of the monitor is the
maximum number of pixels it can display horizontally and
vertically (such as 800 x 600, or 1024 x 768, or 1600 x 1200).
Most monitors can display several resolutions below its
maximum setting. Pixels (short for picture elements) are the
small dots that make the image displayed on the screen.
A video card is necessary for generating complex computer
graphics on a monitor.

Multi-function printer

Personal Computer Basics | Page | 8



Printers: want a “hard” copy of a document versus a “soft”
copy of a file? A printed output is referred to as a hard copy
versus an electronic or soft copy of a file. Printers come in
various formats. Popular for home computing is ink
jet printers. These printers form the image on the page by
spraying tiny droplets of ink from the print head. The printer
needs several colors of ink (cyan, yellow, magenta, and
black) to make color images. Some photo-quality ink jet
printers have more colors of ink. Unfortunately, ink
cartridges are expensive to replace, so the cheap initial cost
of ink jet printers is offset by frequent printing usage.
Conversely, laser printers utilize toner to burn tiny plastic
particles of pigment onto paper. While the initial cost of laser
printers can be expensive, they produce a higher quality
output and are less expensive and faster than ink jet printers
in the long run. Other printers include dot-matrix which use
impact and inked ribbon on continuous feed paper. These are
(were) popular for multi-layer forms. Lastly, multi-function
printers are popular for home office/small office computing
because they combine printing, faxing, copying and
scanning in a single device.

Speakers: Audio output requires a sound card and internal
or external speakers or headphones.

Flash Drive

Storage devices: While primary storage is the internal
CPU’s RAM, secondary storage consists of external
hardware such as CDs, DVDs, flash drives and external hard
drives. Obsolete secondary storage examples include floppy

Personal Computer Basics | Page |9



disks, magnetic tape, punch cards and zip drives. A popular
alternative to physical secondary storage is cloud
storage which stores data on remote servers accessed from
the Internet, or “cloud”, which is maintained by a cloud
storage service provider built on virtualization techniques.

Wearable computer device

e Hybrid peripherals: Wearable computer devices, such as
augmented reality goggles, smartwatches and fitness
trackers can all be lumped into this auxiliary device
category.

Creating Screenshots

One of the first steps to securing assistance with computer-related
issues requires sharing the error or screen output with a teacher or
technical support staff. Often, these support resources are not
available to view the screen in-person. Therefore, capturing the
screen output is a vital skill to help resolve computer issues.
Screenshots, also known as screen captures, screen grabs, or print
screens, are the technical terminology assigned to this piece of data.
A screenshot is a digital image of what appears on a computer or
television screen. Producing a screenshot can be a confusing task,
which should be broken down into two parts. The first part is the
capturing of the screen image, while the second part is the process
of pasting the capture into a storable file. There are numerous
methods of capturing a screenshot, and they vary from one computer

Personal Computer Basics | Page | 10



device to another due to operating system versions and keyboard
differences.

¥ Snipping Tool

¢ New [l Mode ~ &7 Delay ~ X

Free-form Saip ve Mode button or click the New

& Rectangular Snip
Window Snip
Full-screen Snap

Shipping Tool

The most consistent method for Windows users to create
screenshots is by utilizing the Windows Snipping Tool. As of late
2018, the new tool is called Snip & Sketch. Most images in this
documentation have been generated with the help of these tools. To
open the Snip & Sketch tool, select the Start button, type “snip” in
the search box on the taskbar, and then select the

Srop & Sketch

Phew v O ° S ¥V 9 ¥ e ¢
-
¢
activating a el annctated Blank workbeck
location spreadsheet 3
L — i
V]
Custominng the Excel Help Excel Options
Status Bar Wedow window Snlp & Sketch

Snip & Sketch app from the list of results. In addition to capturing
a full-screen snip, the Snip & Sketch Tool provides the convenience
of capturing a more specific “snip” of data by using the mouse to
draw a rectangular or free-form block of specific data to be captured.
This allows for more focused data to be collected versus an entire
screen of potentially competing images. Once the drawing is
selected, the screenshot should automatically open in a new
window. You can modify the screenshot by cropping, highlighting
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annotating or drawing on the image. This image can then be pasted
into a new program (similar to how the above image was added to
this document) or saved as a separate file to be stored on a permanent
or cloud storage device. The Snip & Sketch tool also be set to a timer
to take a screenshot in three or ten seconds. To take a screenshot
with Snip & Sketch, just press PrtScn. Screenshots will be quite
useful for providing feedback or asking questions to/from
students/teachers, particularly in distance education environments.

File Management

One of the many attributes of being a successful college student is
evidence of time management, communication, and organization
skills. Managing the files on a computer is essential to excel at all
of these skills. Almost all courses require a computer to access and
communicate information. The inability to locate a file on a
computer or course management system (like Brightspace D2L or
Blackboard) could result in a late or missing assignment, missed
conversations with an instructor or classmate, and/or tremendous
stress. The primary solution to enhanced computer organization
skills is through increased knowledge of Windows’ File Explorer
tool (formerly known as Windows Explorer).

File Explorer displays the hierarchical structure of files, folders,
and drives on your computer. All data, including applications,
program files, etc. is stored on the computer’s disk (also known as
disk drive). The primary internal hard drive is known as the C: drive.
The contents of a disk are organized into individual files within
individual folders. The Document folder is a general storage
location for files created in programs like Microsoft Office, whereas
photos downloaded from the Internet or a camera are typically
stored in the Pictures folder. The Quick Access section displays
frequently used folders and files, whereas the This PC view displays
information regarding the computer’s storage capacity, and attached
storage devices, including optical media.

Personal Computer Basics | Page | 12



To access the computer’s files, click Start > File Explorer or select
the File Explorer icon located in the taskbar. Upon launching File
Explorer in Windows 10, the Quick access window will open.
Previously known as “Favorites” in previous versions of Windows;
this is where users will see their most frequently accessed folders
and files that have been created.

v File Bplorer

- e e | 1]
t o+ Quckaccess
s Duick sccess Frequent folders (8
it "
W Desitop Desktop Downioads Documents
& Downloa ds - ‘ P
D g
= Puctures Business Computers Testbock w3
. — ' { |
o Business Computers Tetbook ~ | | J
. <o o
&l CPTRING
Dropbas polarfest
= Dicpbes - ’ =
o polafest 2 ) QI‘
23 Dropbox 2 %
Recen
o 214Fa
&) 2014 Spring W chap 3 inuide of 2 computer imagd
SFal O 'Acadenet teracyapplicants
‘‘‘‘ Spring g
@ 2017 Business Division M State Agenda January %th
¥ 8yr cycle transition map
0 Approved Calendar 2017-2018
[ Busnes Computen Outcomes
[ Orientation Overview updated 12,1316

File Explorer

The File Explorer window can be broken into the following sections:

1. File Explorer ribbon. This is similar to the ribbon you will
find in most Microsoft Office applications. The ribbon
contains buttons for common tasks to perform on your files
and folders, such as copying, pasting, moving and renaming
files and folders. A recommended feature is the View menu
which allows you to view your files via icons, tiles, a list or
the underappreciated Details view.

2. Navigation Pane. Vertically scroll through this pane to
access commonly used drives and folders. You can also
access your Downloaded files, Documents, and external
storage devices, as well as other libraries, such as pictures
and music.

3. Frequent folders. This displays the folders you’ve worked
with recently to allow for quick access.
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4. Recent files section. Similar to the Frequent folders section,
this area displays the files and documents that you’ve
recently opened.

The Search box is an underappreciated tool to help find files that
can’t be found in their presumed location. Use the asterisk (*)
wildcard character to expand the search results. i.e. Plane* will find
files with the words plane or planet, and more. The File Explorer
contains an array of tools which can help manage files and stay
organized!

Creating a custom hierarchical structure of folders for each semester
and each course is considered a best practice for organizing college
data. For example, create a folder with the name of the current
semester, i.e. 2018 Fall. Within this folder, create subfolders for
each course, i.e. BUS1100. Descriptive folders and file names also
diminish confusion when trying to find files on a computer disk.

» MarcusL » Dropbox » 2018 Fall v Search 2018 Fall

Name Date modified Type Size

5
@ ACCT1124 File folder
& MIS1100 CPTR1104 File folder
] 2018 Fall Schedule BW Microsoft Excel Worksheet 28 KB

s B HonorRollSummary Microsoft Excel Worksheet 14 KB
[V StuffMartSales Microsoft Access Database 768 KB

AR ter

Folder Hierarchy

File Explorer is the primary tool for copying, moving, renaming and
searching for files and folders. The View tab provides display and
sorting options for files and folders. Viewing files using the Details
layout allows for quick sorting by simply clicking a column header
to toggle between ascending and descending order. The sort order in
the above illustration is sorted by Name in ascending order. Clicking
the File name extensions checkbox helps identify the source
program for each file, particularly if the Type column is not
displayed. Perhaps the most useful column is Size, which can be
helpful to determine if a file is too large for distribution via e-mail
or portable storage methods.
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One of the most common operations for users is copying files,
which creates a replica of an original file. To copy a file, select the
file you want to copy and click Copy under the Home tab. Moving
a file necessitates substituting the Copy button with the Cut button.
Moving a file saves hard drive space by not creating a duplicate file.
To add a new folder, right click and choose New > Folder from the
Shortcut menu. Conversely, to delete a file or folder, right-click the
object and choose Delete from the shortcut menu. Warning! —
Deleted files are not permanently removed from the computer. Most
computers send deleted files to the Recycle Bin, which still needs
to be emptied before the file is removed from the computer.
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Compressing & Extracting Files

Even though modern hard drives allow for excessive amounts of
data storage, moving files from one device to another often
necessitates reduced file sizes for efficient transfer of a files via the
internet or between physical devices. Computer users utilize file
compression to reduce the file size of one, or more often, multiple
files. Although there is no exact measurement of the actual reduced
size of the compressed file, file compression often reduces a file's
size by 50 to 90 percent. This makes the process of uploading and
downloading data files for a computer course much more efficient!

There are numerous techniques for compressing files. In fact, there
are numerous synonyms for compressing that are often
interchangeably used, such as compacting and perhaps the most
popular, “zipping”. The process of zipping a file refers to putting it
into an archive format such as "ZIP." One of the reasons "zip" is the
term used is that one of the most popular archive formats has the file
extension "ZIP."

> Drop.. > Business Computers T.. v O O Search Business Computers Textbook
a ~ Mame Date modified Type Size &
The Weather Report Final 6/5/2019 923 PM Microsoft Excel W. 23 KB
J PowerPaint Chap 2 5/10/2019 3:20 PM Microsoft Word D.. 3,060 KB
ner & Word Chap 1 474542019 4:40 PM Microsoft Edge HT.. 68 KB
& Personal Computer Basics 2019 4/5/2019 2:15 PM Microsoft Edge HT. 243 KB
] Personal Computer Basics 2019 445/2019 1115 PM Microsoft Word D.. 6407 KB
QOur Planets 11/28/2018 9:05 PM Microsoft PowerPo. 12,374 KB
a PR1-Medical Office Budget Solution 8/3/2018 4:29 PM Microsoft Excel W. 11KB
Word ™ - | 2:55 PM Microsoft Word D... 1,516 KB
N o M to OneDri
Ackn ove to Onebrive 0:45 AM Microsoft Word D.. 19K8
3 Cove %¥F Send a copy... 0:38 AM Microsoft Word D.. 55 KB
er
Com E; Scan with Microsoft Defender. .01 PM Microsoft Word D... 12KB
aq worg & Share 11 P JPGFile 35KB
3 &4 Begil 17 PR Microsoft Ecige PD.. 68,734 KB
er &3 Relal Give access to > b4 pw Microsoft Edge PD. 3,772 KB
Persd  Sendto > @ Bluetootn File Transfer ko
a File Cut ¢ Compressed (zipped) folder ke
lanni Explg Copy I Desktop (create shortcut) ke
Word 5l Documents I
ourf Create shortcut ) K
rees i Fax recipient
& Our b Delete 4 Mail recipi ks ™
mpu v < Rename il recipient >
15 selected 13.5 MB < DVD RW Drive (E) =]

; o'l' LI Properties [

Personal Computer Basics | Page | 16



Windows makes the compression/extraction process easy. To zip
(compress) files:

1. Locate the file or files in File Manager.

2. Select the files (use the Ctrl key to select multiple files), right-
click and choose Send to, and then choose Compressed (zipped)
folder.

A new zipped folder with the same name is created in the same
location. To rename it, press and hold (or right-click) the folder,
select Rename, and then type the new name.

‘Word Chapter 2 2023 1:3% Compressed (zip 13,770 KB
¥ Tha Wiea | F

L]

]
14 ME

& Powerfo

(o

A compressed or zipped folder

Once the compression process is complete, the next step is to
transfer the file to the recipient (usually via the web or e-mail), and
then the process of decompression begins. Decompression is more
commonly referred to unzipping or extracting. To unzip (extract)
files from a zipped folder:

1. Locate the file in File Manager.

2. Right-click the file and choose Extract All. A new window will
appear asking where the extracted files should be placed. Click
the Browse button to identify an intentional destination for the
files. Then choose the Extract button at the bottom of the
window.

Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder

| ChUsersymarcuyDropboxiBusiness Computers TextboolkiWord Chapter 2 Browse...

Show extracted files when complete
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E-mail Basics

"You should check your e-mails more
often. | fired you over three weeks ago."
This Photo by Unknown Author is licensed under CC BY-SA-NC

For many college faculty, getting students to properly use their
college e-mail is a frustrating experience. It typically has less to do
with understanding how e-mail works, but more about how certain
generations function. While to many, e-mail might seem like an
outdated technology, it is still very commonly utilized, particularly
in larger organizations. Successful college students read and
respond to their e-mail!

The main purpose of e-mail is to send fast messages directly to the
recipient’s inbox whether they’re on the other side of the world or
the other side of the office. E-mails are often used in internal
communication among co-workers, and externally among
customers and suppliers. Some important reasons for utilizing e-
mail versus other forms of messaging:

1. E-mail creates a paper trail for correspondence. Having
something in writing is much more credible than hearsay.

2. E-mail is cheap. E-mail addresses can be acquired from
organization domains or from free Internet providers. No
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special devices, data plans or contracts are required. Sending
and receiving e-mail is much cheaper and faster than
traditional mail delivery.

3. E-mail is accessible. Web-based e-mail, or webmail, can be
accessed from anywhere there is an internet connection.

There are many similarities across different e-mail programs, so
once you learn one, it should be easy to learn others. However, some
common issues that often confuse e-mail novices are e-mail address
syntaxes and e-mail netiquette.

someone@gmail.com

I I B

Username Domain Name

The first part of an e-mail address is the username. The username
is specific to the person you’re sending messages. The “@” symbol
separates the username and the domain name. The last part of the e-
mail address syntax is the domain name. This name points to the
computer or system of computers that manage and host their e-
mails. These are called e-mail servers.

The domain of your college or university will not end with the .com
suffix. Instead, your school e-mail address should have a .edu suffix.
There are other suffixes for the government, the military and non-
profits. What is your school e-mail address?
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The illustration below identifies some common e-mail features
including the Compose pane, the Subject, and the Message pane.

The To: line is the address of
the person who will be receiving
the message. If the person's
email address 15 typed wrong,
your message will be returned to

Attachments are files that you
add to your ematl. You can
attach documents, pictures,
video, and even a game.

you.

3% absent frr m computer class - Co-aposition

The Subject: line tells you
what the message 15 about.

|—| Yariable Width |—| .|—| |—|
Hi Infrs. Parcelll

a5
= [&

This white box is the Message
box. This 1z where you type
your letter. Itcan be aslongas
you like. Eememberto be nice
< on the MNet, or you might be
flamned!

T was absent from school today. Can you tell me wh
Tharls!

This Photo by Unknown Author is licensed under CC BY-NC

Proper use of each of these features will help ensure proper e-mail
netiquette. The Compose pane identifies who should receive the e-
mail. In addition to the To: field, a Cc and Bcc field can be utilized
to express different levels of attention for different recipients.
Multiple recipient addresses can be added to each field. The Subject
field is often overlooked. While not required, a descriptive Subject
line is very valuable for recipients to determine the urgency of
opening the message. Last, but not least, the Message pane is the
main purpose of the e-mail. This where you type your message.
Threaded conversations will often be displayed when recipients
reply to your e-mail. Don’t forget to add a proper e-mail signature!
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Useful Keyboard Shortcuts

e Windows key + E — open a new instance of File Explorer
from anywhere in Windows.

e Alt + P —show or hide the Preview pane.

e Alt + Shift + P —show or hide the Details pane.

o Alt + left arrow key — go back one folder in your history.

e Alt+up arrow key — go up one folder in the folder tree.

e Ctrl + N —open a new File Explorer window.

e Ctrl + E — activate the Search bar.

e Ctrl + Shift + N — create a new folder in the current folder.

e Ctrl + mouse wheel up or down — increase or decrease the
size of icons and thumbnails.

e Ctrl + Alt + Del — starts Windows Security, which lets you
lock the computer, switch to a different user, log off, start
Task Manager, or shut down/reboot the computer. Also
referred to as the Three-finger salute, as users who invoke
this command are often in a frustrated state that requires
some computer maintenance.

LICENSE

@OSO

Business Computers 365 by Marcus Lacher is licensed
under a Creative Commons Attribution-NonCommercial-
ShareAlike 4.0 International License, except where
otherwise noted.
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Microsoft Word Chapter 1:
Developing Documents

o Exploring the Word Window

« Entering and editing text
o 0 Paragraph and line spacing
o 0 Automatic features

e Spelling and grammar checking

o Selecting text

o Cut, copy and paste

e Finding and replacing text

o Creating bulleted and numbered lists

e Inserting symbols

e Inserting and modifying graphics

o Utilizing WordArt and SmartArt

e Inserting and modifying hyperlinks

AIS Cover Letter ~ Word

Joe Candidate

806 Paradise Drive. Detroit Lakes. MN 56501 | 2185553761 | JoeCandidate 1 @yahoscom

Simcerely,

Joe Candidate
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Exploring the Word Window

Get to know the elements of the Microsoft Word window!
Q Quick Access Toolbar | | Title bar | | TenMeneip) |

Mot : A8 2) Tabs
T TR
' ]

Margins I Document window ” Status bar I I View buttons | I Zoom slider |

Microsoft Word illustrated

e The Quick Access toolbar contains one-click buttons for
saving, undoing, redoing, and print previewing a document.
You can easily modify this toolbar to add your most
frequently used commands. Just click the down-arrow on the
right edge to customize this toolbar!

e The title bar displays the name of current document, and the
program. A new document will default with a temporary file
name, such as Documentl until you save the file with a
different name. The Minimize, Maximize and Exit buttons
appear on the right edge of the title bar.

e The Tell Me tool is a new way to get assistance with specific
tasks in Word. When the user starts typing, Word suggests
commands that are related to your keyword(s). The tool is
context sensitive and integrated into your current document
versus opening a separate window. Therefore, if you
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type insert picture into the field, and click the resulting
command, Word will open the Insert Picture dialog window
without explaining the navigation instructions.

The Ribbon interface is a set of toolbars at the top of the
window in Office programs designed to help you quickly
find the commands that you need to complete a task. The
ribbon displays a combination of icons and tabs.
Commands are grouped under multiple tabs. Some
commands are so extensive that they need additional
windows to display their entire functionality. The dialog box
launcher icon will open these windows. Contextual tabs will
appear only when the user needs them, such as when a
picture is selected, or a table is inserted.

The Zoom slider appears in the lower-right corner of the
window. Click and drag the slider left, towards the minus
symbol (-), to shrink the magnification. The magnification
level is the percentage which appears to the right of the zoom
slider. Click and drag the slider to the right, or towards the
plus sign (+), to increase the magnification level.
Alternatively, click the (+) or (-) symbols next to the Zoom
slider to increase or decrease the magnification. Changing
the Zoom percentage only affects the appearance on screen.

Entering and Editing Text

Microsoft Word is a word processor software application used to
create, modify, and share documents. When Word is started, the user
has the option of modifying a pre-developed template or creating a
blank document. Users begin by entering data at the existing
insertion point identified by the I-beam pointer (cursor). As the user
types text into the document, Word will word-wrap the data when
encountering the right margin and continue the text on the following
line. The user only needs to press [Enter] when it is desired to start
a new paragraph or insert a blank line.
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Line spacing is the space between each line in a paragraph. By
default, the line spacing within a paragraph in Word is 1.15 lines,
and the end of a paragraph is followed by a blank line. While the
default spacing may be appropriate for some documents, other
situations might require different .~ -~ — == 4 «

settings. For example, this paragraph -
is using 1.5 line spacing, which can ' ? 2 -

be adjusted by clicking the option
encircled above in the Paragraph

group from the Home tab. Other popular line spacing
options are double and triple-spacing.

Paragrapt

Line Spacing

Line spacing is a popular option to adjust for various documents.
However, paragraph spacing is less well-known. Adjusting the
spacing before and after paragraphs creates necessary white space
to make the document more readable. Go to Page Layout and under
Spacing, click the up or down .. o

arrows to adjust the distance before 5= ex:
or after the paragraph. Spacing is  ==Right
measured in points. You can also Pamgrph E
type a number directly. This document is Paragraph spacing
currently using 8pt of paragraph spacing After each paragraph.

3 Ii Before: |0 pt
:*:After: 8 pt

olo

While entering text, users encounter many automatic features as
they type, which include:

Feature How to Use

AutoComplete A ScreenTip appears you type. Pressing [Enter] inserts the
suggested text. Continue typing to reject the suggestion.

AutoCorrect Commonly misspelled words and capitalization mistakes are
fixed based from Word’s dictionary.

‘Word Count Continually recalculates the total count in the Status bar.

Spelling and Grammar Right-click red- or green-underlined text to reveal a shortcut menu
of correction options. Click an option to accept and fix the text.

Auto Type features
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Spelling and Grammar

In addition to the automatic spelling and grammar functionality, a

user can manually ' R
check their document, pelling and grammer functionality, a user can manually |

and utilize extra % Speling ’ grammar
functionality. To syntax, parsing !
manually check the S
document for spelling ket B shoddies ¢
and grammatical 7 Paste Options 5

grammars
errors, the user can use 1 & AA ’
the commands found _ * 7 ¢ i
under the Review tab, /2 Smetlechs Epan-
The keyboard shortcut 55 Transiate gnore All

to invoke this

command is the [F7] key. In addition to the Srelling & Grammar
Spelling & Grammar check, the user can also

utilize the Thesaurus and Word Count features to improve
readability and accuracy. The thesaurus offers a collection of
synonyms that can replace

words that are used too often. It | rseior (osword) (2 insen 23

is a great tool for solving \—/smws bor
crossword puzzles! The Word Count is also
automatically updated on the status bar.
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Selecting Text

Aside from entering text, selecting
text is probably the most common
Word
However, highlighting text is NOT
the same as selecting text. Alas, one
must select text before one can

task for most

highlight it!

Almost

every task

USers.

This Photo by Uniniiuwin Au

begins by selecting something. Perhaps that’s why there are so many
ways to select text? The following list is not comprehensive.

Feature How to Use
[Cal] + A Selects all text in the document or all files in File Explorer.
A very common, yet easily error-prone way, by holding down the
Click & Drag left mouse key and dragging to select multiple characters, words,
or rows of text.
[Shift] + Arrow Position the cursor, and then click the [Shift] key and use the

arrows to select one character at a time.

[Shift] + [Home] or [End]

Position the cursor, and then click the [Shift] key and the [Home]
key to select everything from the cursor to the left margin.
Conversely, the [End] instead of the [Home] key will select
evervthing from the cursor to the right margin.

Double-click Selects the current word.

Triple-click Selects the entire paragraph.

Margin + click Selects an entire line of text.

Margin + click & drag Selects multiple lines of text.

Margin + double-click Selects an entire paragraph.

Margin + triple-click Selects the entire document.

Selection + [Ctrl]+Selection | Selects two non-contiguous blocks of text. Select the first range of

text, then hold down the [Ctrl] key, and select another range of
text.

Selecting Text
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Cut, Copy & Paste

Editing a document often requires moving and duplicating text from
one location to another. The process of
moving text is commonly referred to
as cut and paste. When data (text, files,
graphics, etc.) is cut, it is removed from
the document and placed into temporary
memory via the Clipboard. The Cut
process can be performed via the scissors
icon on the ribbon, using the right-click
shortcut menu or using the keyboard equivalent [Ctrl] + X. To paste
the recently cut data, position the cursor in the desired location, and
then choose Paste from the ribbon, shortcut menu, Paste Options
screen tip, or the [Ctrl] + V keyboard shortcut.

paste Options The Copy process can be performed
=yl B ™ to create duplicate data via the Copy
= L L] LA

icon on the ribbon, using the right-
click shortcut menu or using the
keyboard equivalent [Ctrl] + C. The
paste process is the same no matter if
the prior process is the Cut or Copy option. The paste process offers
the paste options menu to allow the user to Keep the Source
formatting, Merge the formatting from the source into current
document, Keep the Text Only, or paste a picture of the selected
data, instead of text. Data can be copied or moved within a
document, between multiple documents or between multiple
programs. This is a great example of how Microsoft Office is a suite
of software applications that use common features to integrate data
from one software application to another.

Merge Formatting (M)
Paste Options
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Saving Files

Once a document has been created, it should be saved as a file for
future retrieval. The process of saving a Word document requires
two essential elements: giving the document a filename and defining
the location where the file will be stored. The save process can be
initiated by clicking the Save icon on the Quick Access toolbar,
choosing Save or Save As from the File menu or using the keyboard
equivalents, [Ctrl + S] for Save or [F12] for Save As. The filename
should be a unique, yet identifiable description of the file’s contents.
The filename extension (.docx) is automatically added to filenames
in Word. Once saved, the title bar will update with the new file
name. The location of the file should also be given careful
consideration. The user will likely choose between saving the file to
the hard drive of the computer they are using or using cloud-storage
to make the file more easily accessible from multiple devices. The
Save command < will overwrite the existing file, while the Save As
command will allow the user to change the filename or file location.

This Photo by Unknown Author is licensed under CC BY
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Practice 1. The Solar System — Part 1

1.

Open the data file The Solar System.docx from the course
data files.

Correct the spelling errors by using the Spelling & Grammar
tool from the Review tab. (Word should find four errors that
need fixing)

Select the two paragraphs of text at the top of page 2
starting with The Asteroid Belt and concluding with ice and
metal.

4. Choose the Cut command using the shortcut menu (right-
click).

5. Move the cursor to the blank paragraph before the
paragraph starting with the text: The Outer Planets.

6. Paste the data using the keyboard equivalent. [Ctrl] + V

Use the [F12] keyboard equivalent to save the file with a new name
(add the digit 1 after System) to your computer’s hard drive.

&

C& Save As )<‘D

Organize v

A
u Microsoft Word

v A 3 > Dropbax v O earch Dro X P

New folder ot 0

v 23 Dropbox

o 2014Fa
2014 Spring
2015Fal
2015 Spring
2016 Fail
2016 Spring
2017 Fall

2017 Spring v <

(SR 2R 0 S8 2% -

File name: [ The Solar System!
Save as type: Word Document

horz Marcus Lacher

[J Save Thumbnail

~ Hide Folders

Cancel

O
Save As dialog
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Finding and Replacing Text

A document can be automatically searched for a specific character,
word or phrase. Choosing the Find command on the Home tab will
open the Navigation pane where search text can be entered. Matches
will be displayed in the pane and highlighted in the document.

Similarly, the Find and Replace feature allows users to make mass
edits to a document. For example, a user might want to substitute
the words teacher with trainer throughout a long document. Using
the Replace command found in the Editing group of the Home tab,
a user can choose to find and review or replace each occurrence
individually or replace all occurrences in one step.

The Advanced Find features are similar to the Find and Replace
Search Options. To make the search more specific, Word allows
users to define criteria, such as Match case or Find whole words
only. These options will narrow the scope of returned results. For
example, with the Match case check box selected, the text Mark will
not be found if the word mark is entered as the search criteria.
Conversely, the use of Wildcard characters will increase the search
results. An asterisk character will allow any characters to be
substituted. Therefore, check* will find checks, checked or
checking.

Creating Bulleted and
Numbered Lists

Formatting a list with bullets or numbers can help to organize the
logic of a document. In a bulleted list, each item is a separate
paragraph formatted with a hanging indent, a bullet (), and a tab.
The bullet character can be formatted to represent other symbols,
such as check marks, squares or other symbols from the bullet
library or custom-defined new bullets. Formatting a list with bullets

Word Chap 1 Page | 31



adds emphasis, but not priority. Each bulleted item is considered of
equal importance, such as a grocery list. Conversely, a numbered
list shows a priority or sequence. A typical recipe helps illustrate
this difference:

@mg/ @00&1‘(@ in a, “Ja

Need

* 1 jar Candy Cockie mix large microwavable bowl or scuce pan

* 1 1/2 sticks unsalted butter * wooden spoon

" 1egg * 2 cookie sheets

" 1 teaspoon verila " parchmerBylets & Numbering ribbon
® 000000000 00

1. Preheat oven to 350 degrees F. Line two cookie sheets with parchment poper ond set aside
Melt butter in microwave or stove top. Let cool.

. Add egg and vanila to butter and whisk fo combine

. Pour contents of jar info butter mixture and str with a wooden spoon until combined.

bW

Drop by rounded toblespoonfuls onto prepared cookie sheets, 2 inches apart.

ake for 10 to 12 minutes, or unii fop are cacked

N O

. Remave from oven and move parchment fo wire rack to let cookies cool completely.

> i /
g/ ’y l) . Bullets and Numbered Lists

The ingredients and supplies are listed using bullets, because there
IS no distinction in their priority. However, the instructions utilize a
numbered list, because the sequence is crucial to the process.

Numbering \ Increase/Decrease Indents

Bullets e T =

To create a bulleted or numbered list, first select the paragraphs of
text, and the select the appropriate option from the Home tab on the
ribbon. Click the Increase Indent or Decrease Indent commands
from the Home tab to format the list appropriately. To remove the
bullets or numbering, place your cursor in the list and re-click the
Bullets or Numbering command.
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Inserting Symbols

Unique characters that don’t exist on your computer keyboard can
be inserted into your document by selecting the  Symbol option
from the Insert ribbon. Special characters such as the degree (°) or
trademark (™) symbols can easily be inserted from the Symbol
dialog window. Other popular symbols include graphics, shapes,
and foreign language characters, such as the (é) used in the word
résume, which is a different word than resume.

Symbol ? X

Symbols  Special Characters

Font: | (normal text) v] Subset: | Latin-1 Supplement v
alalalale|c|e B eleli]i]i]ifo]a”
ololola|s|=|elulalalaly|p|y]1|E
elSIS|XIFI -l 77 |-
— 12 1™ o TE LR | # o001 ]| ¥ [7€ |8
Recently used symbols: A A » ,
e|l°(Q¢|e|E[(X|€|£|FIC(®™X|£|<

Unicode name:

h. : f B h v]
Latin Small Letter E With Acute Chacacter code: {0069 roRr| Unicode heg %

AutoCorrect... Shortcut Key...  Shortcut key: Ctri+" E

e

Symbol dialog

In the Symbol dialog window, different sets of symbols will appear
when different Fonts or Subsets are selected from their respective
list arrows. The Webdings or Wingdings fonts offer a variety of
graphics that can be inserted into paragraphs or as bullet shapes.
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Inserting and Modifying
Graphics

It is said that a picture is worth a thousand words. This could be
because graphic images make a document more interesting. You can
insert photos from your computer or the web, edit them, compress
them, resize and re-position them. Word

offers a variety of graphics (from the = 7 ..
Illustrations group of the Insert ribbon) that Il [;-;;.,
can be inserted into documents to add pizzazz L z N
to an otherwise dry document.

Bnsert Fichisme Frimm

A word-processing application differs from a ~ F misksce.

text editor in part due to its ability to perform Bl Bock hmeges.

basic graphic design functionality. As shown B8 Orine Pictures..

in this textbook, the author has inserted

graphic screenshots via the Pictures button on the Insert tab. The
Insert Pictures only differ by where the source files reside. The
This Device option will allow you to insert local pictures that reside
on your local device. The Stock Images option provides Microsoft
365 subscribers access to thousands of royalty-free images, icons,
and more. Conversely, Online Pictures allows the user to insert
images from the Internet using Microsoft’s Bing search engine or
OneDrive, provided you have a OneDrive account set up.

When inserting graphics obtained from the Internet, keep in mind
that using someone else’s work without their permission is not only
wrong but also may be illegal. US Copyright laws control how a
copyrighted work can be used. Consider either using public domain
images, which are free to use, or images distributed under a Creative
Common license, which generally are free, as long as you provide
attribution to the owner. The default search results in the Online
Pictures option are Creative Commons licensed files.
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Common Graphic File Formats

GIF (pronounced either “giff”’
with a hard g or “jiff”)

JPG (pronounced “jay-peg”)
PNG (pronounced “ping”)

Most of the images inserted via the Pictures and Online Pictures
features are likely to be photos. Nonetheless, other common
graphics include clip art, scanned artwork,
icons, and shapes. Clip art differs from
photos when the images consist of simple
illustrations. This results in flexible file
formats and small file sizes, which
explained the appeal to early desktop
publishers. However, increased computing
resources have marginalized the benefits of
Clip art example clip art, and the rich quality of photos have
diminished their demand. The once popular clip
art option is hidden behind the Online Pictures feature. The keyword
that is entered into the search box will, by default, retrieve photos,
clip art, and other images. However, the filter option, Y

Tip

A real useful picture to create is an image of vour
signature. Use a scanner or take a digital photo of
vour autograph and save your signature as an image
file on your computer. Then insert the file below your
typed name in professional correspondence.

which appears once the original results appear, can further restrict
the results by image types, specific sizes. layouts or colors.
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A complete array of built-in shapes can be inserted to complement
existing graphics. Popular shapes include lines, rectangles and flow
chart  symbols. »
Once a shape is e—— [ Rotate
selected, the user ¢ O >
needs to draw it o
on a blank area of | Wrap Text
the  document.

Once inserted, | [ %o
the shape, like .

any othefgraphic =gt AR
object, can be o 0
resized and re-

positioned. To move the image, hover the mouse over the image
until the pointer is the four arrows, then click and drag the image to
your desired position. To resize a graphic, select the image and drag
a corner sizing handle to resize it proportionately. The top/bottom
or side handles allow the wuser to resize the graphic
disproportionately. The rotate icon allows the user to rotate the
object up to + 360°.

Once the graphic is selected, a new contextual tab called the Picture
Tools tab will appear on the ribbon. This tab will allow the user to
make a plethora of corrections and adjustments to the graphic.
Picture styles, effects, layouts, and the image size are common edits
to the defaulting graphic. To resize an image disproportionately,
click the launcher icon_in the bottom right corner of the Size group
to open the Layout dialog~window. Now unmark the Lock Aspect
Ratio checkbox.

Word Chap 1 - Word

Layout  Reerences  Malings R
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l
< LAYOUT OPTIONS X

In Line with Text

A~

With Text Wrapping

r’\ ’:T :é =
Text Wrap

Perhaps the most common feature
used in document layout
considerations is the Wrap
Text feature. By default, when
pictures are inserted into a document,
their layout is set to In Line with Text.
This leaves a lot of unnecessary white
space to the right of the image. To
wrap text around a picture, select the
picture, and then select a wrapping
option (as shown in the image to the
left of this paragraph). Popular
options include Tight or Square.

Utilizing WordArt and SmartArt

Another desktop publishing tool that adds pizzazz to a drab
document is the use of WordArt or SmartArt. WordArt is a drawing
object with special effects that change the appearance of text by

hange
; and
acts to
keting

WordAr styles

formatting special shapes, patterns and
orientations. WordArt can be used to
add color, outlines and 3-D effects to
regular text. Common usage is titles for
papers, posters or other marketing
materials. Click the WordArt button in
the Text group of the Insert tab. After
selecting an initial WordArt style, a
placeholder box will appear and await
your input of text. Once inserted, a
contextual tab offers numerous options
to change the effects of the WordArt

WordArr placeholder textbox
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object. Additional formatting options available include change the
text fill, outline or text effects of the WordArt object. The Text
Effects offer some exciting ways to rotate and transform the text.
The best way to learn about these features is to experiment with
them!

SmartArtare diagrams that illustrate concepts and show
relationships between elements. Think of SmartArt as pre-made
drawing canvases that you can insert into your document and then
customize as you see fit. There are a variety of styles to choose from,
which you can use to illustrate many different types of ideas. Simply
pick an arrangement, such as a list, process, cycle, etc. Insert the
SmartArt via the Illustrations group on the Insert tab, which opens
the SmartArt dialog window.

After choosing a layout, a SmartArt placeholder will appear. In a
SmartArt graphic, elements are represented by shapes. Each shape
can have text applied, be resized and re-positioned. You can even
add, delete, promote and demote shapes via the text pane or the
contextual tab.

Choose 3 SmartAnt Graphic ? X

. PN
- -

]

A o

Hierarchy - = - 7 —

Basic Block List

SEPSEHCT M
O ® v F =
2 4 s &8

|

non-sequential or grouped
oth
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A SmartArt graphic can be formatted and edited using options on
the contextual SmartArt Tools Design and Format tabs. The Design
tab allows the user to pick from numerous layouts, styles and colors.
The Format tab provides choices for shape styles and WordArt
options. SmartArt can be utilized throughout the Microsoft Office
suite of applications. Again, the best way to learn about these
options is to experiment!

The Four Ps of Marketing
illustrated using a
Pyramid SmartArt
diagram with a Brick
Scene and Colorful effect.

SmartArt pyramid

Inserting and Modifying
Hyperlinks

A hyperlink, often referred to simply as a link, is text or a graphic
that, once clicked, “jumps” to a different location in the file or to a
different software program. Software programs include e-mail
applications, web pages or an external file, often created in
Microsoft Office programs like Excel or PowerPoint. There are a
few ways to insert a link into your document. Depending on how
you want the link to appear, you can use Word’s automatic link
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formatting or convert the text or graphic into a link. The fastest way
to create a link in a document is to press ENTER or the SPACEBAR
after you type the address of an existing webpage, such as
www.minnesota.edu. Word automatically converts the address into
a link. The same result occurs if the user were to enter an e-mail
address, such as marcus.lacher@minnesota.edu. Hyperlinks have
two parts: the address (URL) of the web page and the display text.
In the two previous examples, the URL matches the display text,
however it is possible to create a link to any word, combination of
words, or an object, such as a picture or shape.

Insert Hyperlink ? X
Link to: Text to display: Word ScreenTip...
_-.] Look in: b+ Dropbox vl i2 Q.
Existing File |
or Web Page | | ; . OER ~ Bookmark...
| yrren
Folder Outlook =
| Park Board arget Frame...
Piace in This Persistence
Document Browsed
Pages Photos
polarfest
C Program Ideas
reate New Regent :
Document Files , Public
Rotary v
'_]J Address: https://products.office.com/en-us/word v
E-mail
Address
Insert Hyperlink

To create a link on a specific word or object to a web page, start by
selecting the word(s) or object, and then click the Link button in the
Links group of the Insert tab to open the Insert Hyperlink window.
In the illustration below, a link is being defined to go to Microsoft’s
website for the Word program. The text “Word” appears as the Text
to display so that once the link is created, this text will appear with
the hyperlink attributes, which are typically blue and underlined.
The Address field contains the URL to the specific web page
destination that will open in the current device’s default browser
application. The Insert Hyperlink window fields will change
significantly if the Link to: open on the left side is changed from
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Existing File or Web Page to another option. To follow a hyperlink
in Word, hold the Ctrl key and click the linked text or object.

Borders and Shading

Borders add interest and emphasis to your document. Borders make
attractive frames for text, pictures, tables, or entire pages. You can
customize borders to complement your document by experimenting
with Word’s built-in styles. To add a border to text, select the text.
On the Home tab, click the small down arrow next to
the Borders button, and choose an option OR choose the Borders
and Shading option to open the Borders and Shading dialog window.

Borders and Shading ? X
Borders  Page Border Shading
Setting: Style: | Preview
P | Click on diagram below or
=} None use buttons to apply borders
click the linke
' Shadow SRR R
v R
iy Color:
= Automatic v
Width B B
éj_;f Custom % pt
a2 Apply to:
Text v
Options...

Make sure the Apply to box is set to Text, which adds a border
around lines of text, or Paragraph, which creates a border that
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outlines the paragraph. Also make sure that a choice, like Box, is
selected under the Setting option.

Shading is the color or artistic design you use as background for a
paragraph. By shading words or paragraphs in Word, you can create
visual interest in a document. The Highlight command offers a
more limited color selection, which you can use when you review or
edit a document to highlight specific text. The shading fill, style, and
color can be defined from the Shading tab of the Borders and
Shading window. To apply shading to a part of a document, select
the data, then click the arrow next to Shading, and under Theme
Colors, click the color you want to shade your selection.

g = g — ya—

i— -y (= (T R 29 AaBI

2 1=. Ky, 7 Ne

v

111
<

II|
il
Il

Theme Colors

[JH HEEETEN

allliillll

Standard Colors

| [ EEEER
Shaded text No Color

-
voy More Colors.

Paragraph

L

Shading palette

Borders can also be added to pictures. Just select the picture, then
choose a pre-formatted border from the Picture Styles gallery off
the Picture Tools Format tab.
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To remove the paragraph borders and/or shading, choose the None
option in the Borders and Shading window. In the Shading tab
choose the No Color item in the Fill section, then choose the Clear
style in the Patterns section.

Practice 2: The Solar System - Part 2

1. Open the recently edited data file The Solar
System1.docx from your data files.

2. Find and Replace all occurrences of the word “mainly” with
the word “primarily”. (Word should find three results that
need changing)

3. Select the four paragraphs of text starting with Mercury and
concluding with Mars. Create a bulleted list. Repeat these
steps using the paragraphs starting with Jupiter through
Neptune.
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4. In the paragraph following The Sun, replace 9000 degrees
with 9000° using the symbol. (Character code 00B0) Repeat
this step in the Venus paragraph by replacing 465 degrees

with 465°.

5. Insert an Online Picture of the sun in the blank paragraph
above The Inner Planets. Resize the photo to be 1”7 x 2”.
(Don’t forget to unmark the Lock Aspect Ratio checkbox in
the Layout window)

6. Apply the Square Wrap Text format to the picture, and
position the image to the right margin.

7. Apply WordArt to the text “The Solar System” using the
Orange, Accent 2 fill. Apply the Top and Bottom Wrap Text
format to the WordArt.

8. Apply a hyperlink to the text Mars to a web page using the
URL: http://nineplanets.org/mars

9. Use the [F12] keyboard equivalent to save the file with a
new name (add the digit 2 after System) to your computer’s
hard drive.

LICENSE

OSSO

Business Computers 365 by Marcus Lacher is licensed
under a Creative Commons Attribution-NonCommercial-
ShareAlike 4.0 International License, except where
otherwise noted.
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Microsoft Word Chapter 2:
Formatting Documents

« Font and text attributes

o Setting paragraph alignment and hyphenation

e Ultilizing the Format Painter

e Indenting paragraphs

e Setting tabs and tab stops

e Creating and formatting tables

e Inserting headers and footers

o Setting page orientation and margins

o Creating and inserting citations and bibliographies
e Printing and saving files in alternative file formats

% Y - A, el e e = = A
K A Ra- B i=-i=-5 83X 21| T |asocende| asBboedde AsBbeeddl -
elA-Y- A BRE==|1E-| DBl- T Normal | T Address Date 1
] Paragraph = Styles
b0 S | RN R X KRR TR RE TR 6. . . AUNET

Joe Candidate

806 Paradise Drive, Detroit Lakes, MN 56501 | 218-555-3761 | JoeCandidate 1 @yahoo.com

April 1,2018

Becker County Human Resource Department
915 Lake Avenue
Detroit Lakes, MN 56501

Dear Hiring Team:

Please accept this letter and application for an AIS Watercraft Inspector position for
Becker County. While I work FT from mid-August to early May, | do have a lot of free time
during the ths, After recent s working in production, | am interested
in wying something different. and this opportunity appears to be a grear match for my
interests, values and abilities.
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Font and Text Attributes

The way text appears on the screen, or a page is referred to as its
format. Formatting text can enhance the appearance of a document,
create visual impact, and help illustrate a document’s structure.
Font, size, and style define a character’s format. A fontis a
complete set of characters with the same typeface or design. Dozens
of fonts are available in the Font drop down list. Users can easily
format text with fonts colors, styles, and other formats by selecting
< the text and clicking
[ Calibri (Body) ~ 11+ A" " & As-| various commands in the
BT Wi, S;ES Font or Paragraph group
~ on the Home tab. The Mini
toolbar, appears faintly above text when you first select it, and
includes the most commonly used formatting commands. The table
below describes the functions of each button on the mini toolbar.

Here are a couple of best practices when utilizing fonts. First, avoid
using too many fonts in the same document. More than two or three
fonts in the same document becomes distracting. Secondly,
legibility and readability should be primary considerations. This
should factor in the reader’s characteristics, and the purpose of the
document. For example, while the default size for a font is 11pt, a
larger size font (i.e. 14pt) might be more appropriate for an older
aged reader. A pt (or point) is the equal to 1/72 of an inch. Headings
and titles deserve larger font sizes. However, it is also good practice
to limit the quantity of font sizes used in a single document. Lastly,
consider using common fonts for professional and business
documents. Calibri, Arial, Verdana and Times New Roman are
ranked highly by Monster.com as preferable fonts for résumeés,
whereas Comic Sans is not recommended. Note that Calibri is only
available on Windows operating systems, whereas Arial, Verdana
and Times New Roman are some of the cross-platform available
fonts.
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Button How to Use
Calibri (Body) ~ | Change the font of the selected text. The default font is Calibri.

n - Change the font size of selected text. Size is measured in points.

A Increase the size of selected text.

A Decrease the size of selected text.

~ Format Painter. Copies the formatting of selected text to apply to other text.
As Apply a style to selected text.

= e s Many of these

B pply bold to selected text. SR

I Apply italics to selected text. keyboard equivalents to

u Underline selected text. improve productivity!

W . Apply colored highlighting to selected text.

A~ Change the color of selected text.
= Format the selected paragraphs as a bulleted list.

Format the selected paragraphs as a numbered list.
Other Formatting Options from the Font Group not found on the Mini Toolbar

abe Applies a strikethrough line to the selected text. Tells the reader to omit the text.

X, Converts the selected text into subscript font, which lowers the position and
reduces the size of the text.

x: Converts the selected text into superscript font, which raises the position and
reduces the size of the text.

A ~ Text Effects and Topography tool changes the look of text by changing its fill, its
outline, or adding effects, such as shadows, reflections, or glows.

Ay Clears the formatting of the selected text.

Formatting buttons

Setting Paragraph Alignment
and Hyphenation

Paragraph alignment determines how the edges of each paragraph
aligns with the left and right margins. Alignment settings apply to
all text within a paragraph. Remember that a paragraph is created
each time the user presses the Enter key. To display the hidden

characters, including paragraph marks, press the v symbol in the
Paragraph group of the Home tab. Press the button again to hide the
formatting marks.

Word Chap 2 Page | 47



o Left-aligned text is the default paragraph format. The left
edge of the paragraph is flush, and the right edge is jagged.
This option is typical for letters and reports.

e Centered text is equally distant from the left and right
margins. Common uses are titles and headings.

« Right-aligned text is flush with the right edge, and the left
edge is jagged. Typical uses are dates or headers and footers.

o Justified-aligned text spreads the text evenly between the left
and right margins, leaving both edges flush, unless the final
line has limited characters. This option is common for
newspaper columns and textbooks.

¥ OF idate «——mMmMmMmM—
Joe Candidate —————| Center-aligned

806 Paradise Drive, Detroit Lakes, MN 56501 | 218-555-3761 | JoeCandidatel@yahoo.com

April1,2018 o - -
| Right-aligned
Becker County Human Resource Department
915 Lake Avenue
Detroit Lakes, MN 56501
Dear Hiring Team:
Please accept this letter and application for an AIS Watercraft Inspector position for

Becker County. While [ work FT from mid-August to early May, Idohave alot of free time o — Left.a"gned
during the summer months. After recent summers working in production, I am interested
in trying something different, and this opportunity appears to be a great match for my
interests, values and abilities.

T have an outgoing p lity. and 1 have considerable experience using technology. I also

«—| Justify-aligned

list outdoor activities (fishing, waterfowl hunting and camping) among my greatest interests,

I look forward to the opportunity to interview and learn more about this position.
Sincerely,

Joe Candidate

enclozare

Paragraph alignments

Hyphenation can improve the overall readability of certain
documents. Hyphenation is the process of adding hyphens to words
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at the beginning

of lines so the | f U [V H N [=| ‘FaBresks-
hyphenated part | *=* 1 = §1) Line Numbers -
. . Margins Orientation Size Columns
will fit at the . i 3 . bt Hyphenation *
end of the Page Setup None
previous line. v Automatic
The hyphens Manual
are inserted et Ot
between b Hyphaenaton Upuaons...

syllables in a word. Word can automatically hyphenate your
document for you, or you can use the hyphenation tool to manually
hyphenate your document. Users can customize their hyphenation
settings via the Hyphenation Options dialog window. Use caution
when manually inserting hyphens, because the hyphen will always
remain even if editing moves the word to the middle of a line, and
results in the word no longer needing hyphenating.

Utilizing the Format Painter

The Format Painter tool allows the user to copy a format from
selected text and apply the format to other selections. For example,
if you have inserted text in Word, and have it formatted using a
specific font type, color, and font size, you could copy that
formatting to another section of text by using the Format Painter
tool. Select the text or place your cursor in the paragraph that
contains your source formatting, then click the Format Painter

tool ¥ from the Home tab’s Clipboard group. The cursor will

change to include a paintbrush 8] , Which indicates that the user
can now select the destination text that should receive the source
formatting. If multiple areas of text need the same formatting, the
user should double-click the Format Painter tool to be able to apply
the formatting to multiple selections, until the user presses the Esc
key. The Format Painter tool works similarly in Excel and
PowerPoint too.
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Indenting Paragraphs

Indenting a paragraph results in moving the editable insertion point
from the left or right margins. Users can indent the left or right edge
of a paragraph, just the first line, or all lines except the first line.
Paragraphs are indented relative to the page’s margins and indenting
a paragraph doesn’t affect the paragraph’s alignment. The default
indents are 0 inches, meaning that lines of text extend from the left
margin to the right margin. Indenting paragraphs can be performed
by pressing the Decrease Indent or Increase Indent buttons on the
Paragraph tab of the Home tab. Alternatively, to make precise
changes to the Left and/or Right Indents or Paragraph Before/After
Spacing, utilize the Paragraph group of the Layout tab. Indents are
measured in inches and Spacing is measured in point, much like font
sizes.

References Mailings Review View
Jreaks ~ Indent Spacing
ine Numbers~ 2= Left: 0" : 1= Before: 0 pt :, 5
{yphenation~ =& Right: |0" L ¥Z After |6 pt =4 |
[P Paragraph 7
Launcher /

A semi-block letter style requires the first line of each paragraph to
be indented from the left margin, which is known as a first-line
indent. Precise indent definitions can be specified in the Paragraph
dialog window which can be opened by clicking
the Launcher button in the Paragraph group. Alternatively, indents
can also be set by dragging the markers on the ruler:

To s sigisais b 0 1 . 2. ' 3. ' - -8 ' € AT

Indent ruler markers
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A first-line indent requires the user to drag the marker on the ruler
to the position where the first line of the paragraph should begin.
Typically, this is the .5” mark, which can also be accomplished by
pressing the Tab key to indent the first line to the default .5 tab
stop. A hanging indent occurs when the subsequent lines of a
paragraph are indented more than the first. Hanging indents are
often used when manually creating citations in a bibliography. To
create a hanging indent, drag the marker on the ruler to the right.
When citing long quotations in a research paper, users typically use
both a left and right indent to offset the quotation, as shown below.

e e ¥ ! ' 2 ' 3 ' < s ST S

Right Indent

First-line Indent

\ The rescarchers, led by Tom Shakespeare. a professor of disability
studies at the University of East Anglia, were asked to evaluate the
effectiveness of the Sing Your Heart Out program in 1) promoting well-being
for everybody and 2) helping with the recovery of people receiving services
for a mental health problem. To do this, they followed the program’s
participants for six months, conducting interviews and focus groups with
them, as well as with the program’s organizers (who themselves had a history
of mental health problems) and workshop leaders. |

The study found that the program had a profound effect on its participants:

.5" Left & Right
Indents

The combination of singing and social engag produced a feeling of
belonging and wellbeing that ofien lasted for more than a day
weekly engagement, gave ongoin, 71 and contact that keep

[the partici| gher level of functionality and their moods better
they would be without. More spectfically, participants explatned that /

singing was, for instance, a form of communication that was safe, that it
enabled them to express emotions in a supported environment and
communicate in a socially unthreatening way. For many who had a history

reported a significant improvement in soctal skills and confidence.

As Shakespeare notes in a released statement (with British spellings).
“All of the participants we spoke to reported positive effects on their mental

Setting Tabs and Tab Stops

Tabs allow users to align text vertically at a specific location in a
document. Atab stopis a point on the horizontal ruler that
indicates the location at which to align text. A tab stop is a location
where the insertion point will stop when the user presses
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the key. Tab stops can be used to help align text to create
columns of data. Custom defined tab stops are displayed on the ruler
above the document. A set of default tab stops are located every half
inch, but they do not appear on the ruler. When a new tab stop is
defined, Word automatically removes the default tab stops to the
left. Using tabs, users can align text to the left, right, or center of a
tab stop, or text can be aligned at a decimal point. Word stores
paragraph formatting, such as tab stops, in the paragraph marks at
the end of a paragraph. Therefore, when the user pressing the
ENTER key, tab stops are copied to the next paragraph. The same
tab stops can then be used in sequential paragraphs to create columns
of text. Tabs can be set by clicking on the horizontal ruler, or by
using the Tabs dialog window. The following icons represent
different tab stops on the horizontal ruler:

Tab stop icon How to Use
El Lefttab | Text is aligned to the right of this tab stop.
E Center Tab | Centers the text equidistant over the tab stop.

[4] Right Tab | Text is right aligned and extends to the left.

Decimal | Numbers are aligned to the left of the decimal.
Tab

Each type of tab stop is used in the example shown below. Note the
markers on the ruler:

USRS VLS RSP SRR T W CRSEAS -
Name Country Color  Year Type Price

Tahbilk Australia Red 2013 Cabernet Sauvignon $18.99
Ritual Chile Red 2015 Pinot Noir $18.99
Simonnet Febvre  France White  2p15 Chablis $22.99
Borgo Scopeto italy Red 2014 Chianti $15.99
Los Dos Spain Pink 2017 Rosé $7.99
Tokara South Africa  White 2016  Sauvignon Blanc $19.99
Saint M Germany White 2016 Riesling $14.99
Ramspeck USA Red 2013 Merlot $16.99
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The default tab stop is Left, but tab = stops can easily be switched
by multi-clicking the tab selector on the horizontal ruler. Existing
tab stops on the ruler can be dragged to a new position if needed. To
remove a tab stop, drag the tab stop off the ruler and release the
mouse. The text will realign itself to the existing tab stops. Once the
tab stops are in set, newly inserted text will align to the stops when
the tab key is pressed. Alternatively, some users prefer to enter text
with tabs, but
without tab stops, | Tab-
and then apply

the tab stops to Tab stop position: Default tab stops:

the existing text. 3 1> 0.5 &l
1.5°
213" Tab stops to be cleared:

The Tabs dialog | |3
window is useful | 3.75°
for adding new ||*
and editing
:;(olgs)tsl.ngThe T;?)Z e Left. (® Center (O Right
dialog  window O Decmal O Bar

can be opened by | Leader

double-clicking @® 1 None @) O3
an existing tab | O4__
stop or by :
clicking the v
Tabs... button in

the  Paragraph e
Dialog window,

which is opened from the Paragraph Launcher button. The Tabs
window is useful for precise position definitions, and it is the only
option for adding Leaders to tab stops. A tab leader is a character
that is repeated to fill the space spanned by a tab. The dotted leader
is very commonly used on menus to make it easier to associate the
menu description with its correlating price. The Tabs window is
also a convenient way to clear one or all tab stops in a document.

Alignment

Set Clear | | Clearan
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Practice 3: Wine Prices - Part 1

N

8.

9.

Open the data file Wines unformatted.docx from your data files.

Insert two blank paragraphs at the beginning of the document.

Select the text Name in the first paragraph. Apply the Arial font,
size 12, bold and red text color.

Use the Format Painter tool to apply the same formatting from
Name to Country, Color, Year, Type and Price. Hint:
Double-click the Format Painter after placing the cursor in
Name, and then click each the headings. Click the Format
Painter tool again to turn it off.

Select the text starting with Name through $16.99. Click the
Paragraph Launcher button and then click the Tabs... button
to open the Tabs dialog window.

Set the following five tab stops:

1. Center tab stop at the 1.5 position. (Type 1.5 in the Tab stop

position field, then click Center, then click Set.)

Left tab stop at the 2.15” position.

Right tab stop at the 3” position.

Center tab stop at the 3.75” position.

Decimal tab stop at the 6” position. Add a dotted leader

before clicking Set. Then click OK.

slight error may be noticeable. If you enable the

okrwn

>

Show/Hide ﬂ, you should notice that there are two tabs
between Country and Color. Remove one of the tabs. This
should align the data into neat columns.
Select the same block of text as step 5. Remove the 8 pt of
paragraph spacing After each paragraph via the Layout tab.
At the top of the document enter the text: Wine Prices. Center-
align the paragraph, and make the font 36pt and bold.

10. Save the file with a new name: Tab formatted Wine Prices.docx.

Your file should look like this:
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Wine Prices

Name Country Color Year Type Price

Tahbilk Australia Red 2013 Cabernet Sauvignon........cccmmeremecnsassnsenis $18.99
Ritual Chile Red 2015 Pinot Noir $18.99
Simonnet Febvre  France White 2015 Chablis $22.99
Borgo Scopeto Italy Red 2014 Chianti $15.99
Los Dos Spain Pink 2017 Rosé $7.99
Tokara South Africa  White 2016  Sauvignon Blanc..........cceeevricurevericerinans $19.99
Saint M Germany White 2016 Riesling $14.99
Ramspeck USA Red 2013 Merlot $16.99

Creating and Formatting Tables

A table is a great way to organize information within a document.
A table is a grid of cells arranged in rows and columns. Tables can
be used to organize any type of content, whether you’re working
with text, graphics or numerical data. Unlike tabs, table cells can
have headers (in bold), as well as borders or boundaries, which make
the information easier to read. A table typically includes headings
that identify each column or row that contains data. The following
is a 5x3 table, which means it has five columns and three rows.

|Header row in bold | —» | Player AB H R RBI <
Buxton 4 2 2 Q
3 B 2 ="

Rosario 4
T

Sample table

To create an empty table, click Table from the Insert tab, and move
the cursor over the grid to select the number of cells for the table.
Click the grid to create the table andthen type text into the
individual cells. Word automatically adjusts the column widths to
be equal so that the table fills the space between the left and right
margins. To manually adjust the width or height of a cell, drag the
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File Home Insert Design Layout Ref

. , ) ™ poex
5 D L_‘ L@ [_\1/ IC: s .

Pages Table Pictures Online Shapes Add-  Onli
v Pictures ~ @+~ ins~ Vid
6x6 Table Me¢

= I

o100
[ | |
[ | [ |
0000
N

| |Doooodooogere Schec

o |0000000000 8
B Insert Table...

[ Draw Table I .

CE’ Excel Spreadsheet TS .
o ] Quick Tables >

border. Press the Tab key to move from cell to cell. If the insertion
point is in the last cell, pressing the Tab key will automatically add
a new row.

If the number of rows and columns created turns out to be different
than what is needed, you can easily add or delete rows and columns
via the Table Tools Contextual tab. The Layout side of this tab will
also allow the user to change cell size, merge & split cells, sort table
data, change text alignment, and modify the table properties.

13 Select~
[ View Gridlines [} Eraser RS 1 Ins ;— SplitCefts | & = 5% Convert to Text
(e Delete  Isert e st Tt Cell Sort

T3 Properties +  Above [ InsetRight (5 SpitTable = AutoFit~ Bl & [ pirection Margins Jx Formula

Table Draw Rows & Colimns r Merge Cell Size i Alignment Data
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The Table Tools Design tab offers additional functionality to modify
Word tables. Design elements include defining Table Style Options,
like Header and/or Total Rows, selecting from a gallery of Table
Styles, as well as adding shading and borders. You can easily insert
and delete table rows and columns via this tab as well.

Word Chapter 2 - Word

/] Heades Row  [¥] First Column b

Al —: #
R Vgt —— - Bl 6T
I |C Shading  Border Borders Border

- nter

) Total Row  [] Last Column e :
o
Styles + i Pen Color - S i

V] Banded Rows (] Banded Columns

Table Styte Options Table Styles Borders

It is possible to create a table from text that already exists. However,
the data must be consistently separated, field-by-field, using a
delimiter. A delimiter can be tabs,

m paragraphs, commas or some other
B £ —D lf: ) user-defined character which is
Pages | RN | pictures Onfine shapes | Used to separate each field. With
2 J Pictures - @& the cursor residing inside the
sout bl existing source data, select the

Convert Text to Table... option
from the Table tab of the Insert

i

ribbon.
Convert Text to Table ? X
{

Table size
o 1
: i Number of columns: 5 <
. ] Insert Table. Number of rows 3 =
: [ Draw Table AutoFit behavior
3 =% Convest Text to Table... N @) Fixed column width: Auto =
; TQ Excel Spreadsheet (O AutoFit to contents
e B Quick Tables » O AutoFit to window

eparate text at
Clicking an option from a menu § O eargaphs O Commas
that ends with the ellipsis notation | (fabs| O gther:
(...) indicates that a dialog window
will appear. The Convert Text to
Table dialog window allows the user to define the table size, AutoFit
behavior, and the delimiter.

Cancel
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The contents of the rows in a table can be sorted based on a column.
Users can sort in alphabetic (text), numerical (numbers), or
chronological (dates) order using either Ascending (A — Z) or

Sort ? X
Sort by
Column 1 ' v Type:  Number L '0 Ascending
Using: Paragraphs v () Descending
Then by
v!| Type: Text v| @ Ascending
Using: Paragraphs v] () Descending
Then by
Type Text @ Ascending
Using: |Paragraphs Descending
My list has

() Header fow (® No header row

Options... OK Cancel

Descending (Z — A) manner. Clicking the Sort button on the Table
Tools Layout tab will open the Sort dialog window.

The Sort by options will be the column headers, or Column 1,
Column 2, etc. if there is No header row. The first sort selection is
known as the primary sort, followed by the secondary, and tertiary
sort options. The Type drop-down list will offer the choices of Text,
Number or Date, depending on the existing table data. Make sure to
choose either Ascending or Descending for each sort level.

Inserting Headers and Footers

A header is the area at the top of a page, and a footer is the area at
the bottom of a page. Headers and footers consist of one or more
lines of text, page numbers, graphics, and other fields, such as the
file name, document title, current date and/or time, or author’s name.
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To create a header or
footer, click either ' Hesder~ A ) Bl [Z- T Equation -
the Header or Footer = #eitin

drop down list from = Btk

the Insert ribbon.

A gallery of built-in
designs is displayed.
Clicking a built-in
design makes the et P— p—
header or footer the
active area of the
document, while the At
body of the
document fades to
the background. A
header or footer has  ganded ‘
three sections: left,
center, and right. The
user can either type
text into existing
placeholders, or
insert fields from the

Header & Footer '
Tools Design
contextual tab, BB MoreHeaders from Office.com
which only appears [ o Hesde

when the cursor IS [k femove Hesdes

placed in either the Header gallery
header or footer.

Blank (Three Column)

Facet (Even Page)

To return to the body of the document, double-click in the document
body, or click the Close Header and Footer button on the Header &
Footer Tools Design tab. Double-click in the header or footer area
to make it active and allow for editing.
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The header or footer is printed on each page of the document. To
specify a different header and footers for the first page, select the
Different First Page checkbox on the Options group of the Header
& Footer Tools Design tab. Any existing header or footer will

Document 1 - Word Sign in m o

F [ Different First Page
, " 7 - » Next [] Different Odd & Even Pages
Header Footer Page Dete & Document Quick Pictures Online Goto

* Number Time Infor Pars~ Pictures der Footer 4] Show Document Ted

,,,,,,,,

Header & Footer Tools tab

automatically be removed. A different first page is common in long
documents to prevent the cover page from including the headers and
footers contained in the rest of the document. A cover page usually
does not include any header or footer data.

One of the most common purposes of headers and footers is to
include page numbers. Page numbers are helpful in documents that

u & =[] A page. To acd 2 pace

Header Footer Page Text Quick Word# number at the current

v ~  Number~p Box~ Pats~ ~ location in an existing
Header & F B Top oPPage » header or footer, click
Page  Number >

&) Bottom of Page *  Current Position, and

] Page Margins » then choose a style

[8] Current Position y from the gallery of

choices. Scroll

FD Format Page Numbers... through the list of

[% Remove Page Numbers style options in the

gallery to find one you
like. You can select a plain number style, or a Page X of Y style to
get a more defined starting and ending number (Page 1 of 7) format.
Experiment to find the style that best meets your needs.
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An inserted page number can be further formatted as needed.
Number formatting and different starting page numbers can be
defined in the Page Number Format dialog window, which is

a X opened when the
Page Number Format user selects Format
Page Numbers....

Number format: 1,2 3, .. v
= ' from the Page
[ ] include chapter number Number drop down
Chapter starts with style: |Heading 1 list. l\_lumber
formats include
Use separator: - (hyphen) Arabic, alphabet,
Examples: 1-1, 1-A and roman numeral

, formats.
Page numbering

() Continue from previous section The Page
@) Startat: 1 = numbering options

allow a wuser to
Eanee) restarting the page

numbers at a user-
defined number. This can be useful to recognize unnumbered pages
that precede the main part of the document.

In the Position group, you can control the amount of space allotted
to the header and footer. By default, each is 1/2-inch tall. Users can
change these values in the Header from Top and Footer from Bottom
list boxes. Manipulating these selections will affect the printable
area of the document’s margins.

It is a “best practice” to add page numbers before adding other
header and footer fields, because any existing text will be replaced
by adding page numbers using the Insert > Page Number process.
Alternatively, users can add page numbering to existing header and
footer text through the Quick Parts feature, which is not explained
in this text. Other than page numbers, headers and footers often
contain the document’s author, date and/or title. Each of these fields
help identify the document, particularly when the document is
printed and compared with other similar documents.
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Setting Page Orientation and

Margins

The page setup of a document includes settings such as margins,
orientation, and other pagination settings. These settings can be
applied to the entire document, or specific sections, which can be
created by inserting section breaks (not explained in this text). The
Page Setup group found under the Layout tab contains these

selections.

Page orientation refers to how a rectangular page is arranged for
viewing. The orientation of a Word document can be either portrait

m IE

Orientation Size C

v v

D %Portrait

or landscape. Portrait orientation is taller than
it is wide (vertically), and landscape
orientation is wider than it is tall
(horizontally). The default orientation is
portrait.

Choosing a page orientation needs to consider
the paper size selected for the document. The

D Landscape  standard
paper

size in

North America is called Letter,
which has the dimensions of
8.5”x 11”. Legal documents are
14” instead of 11”7, which
means when printed in portrait
orientation, legal documents are
three inches longer (and a pain
to fit in a standard folder!). The
standard paper size in Europe is
known as A4. Its dimensions
are 210mm x 297mm, which is
closer to the Legal size, than the

—

L]
——| %= Breaks~

£ Line Numbers ~

Size Columns

A d

v be Hyphenation ~

D Letter

8.5"x 11"
D Legal

8.5"x 14" h

E Executive

- 7.25" x 10.5"
[ A4

i 8.27" x 11.69"
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Letter size. Many posters and tables are often printed on Tabloid
sized paper, which is 117 x 17”. However, since a lot of home
printers cannot accommodate this size of paper, many users choose
to change their orientation to landscape, which changes the printable
width to 117, and the printable height to 8.5”. If adjusting the
orientation doesn’t solve the layout challenges of the document,
consider adjusting the margins!

Margins are the white space surrounding the text on a page.
Margins can be specified for the top, bottom, left and right edges of
a document. The default margins are 1" each, but margins can easily

Page Setup ? X

Margins Paper Layout

Margins
Top: 1 3 Bottom: ik 4
Left 5 = Right: 5 5
Gutter: 0 = Gutter position: Left ;j
Orientation

Al || [A)

Portrait  Landscape

be adjusted from the pre-set choices in the Margins drop-down list,
or by manually adjustments in the Page Setup window, which can
be opened by clicking the launcher button in the Page Setup group
in the Layout tab. Narrow margins leave more room for more data,
while wider margins decrease the amount of printable space.
Similarly, larger top and bottom margins decrease the available
space. If adjusting orientation and margins aren’t enough to resolve
page formatting, consider using page breaks.

Pagination is how a document is divided into pages. Word
automatically determines how much text will fit on a page based on
the amount of text and the document formatting. As new data is
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added to a page, Word creates automatic page breaks, also known
as soft page breaks. To force data to a new page, a user can insert a
manual (hard) page break. Inserting a page break moves the text
after the insertion point to the next page. To insert a page break,
press Ctrl + Enter or click Page Break from the Insert tab. To remove
manual page breaks, utilize the Show/Hide button to display
formatting marks, such as the Page Break
................................. Page Breakﬁ[

To remove a hard page break, place the insertion point to the left of
the page break and press the Delete key. Word will re-paginate
itself and move data to the previous page.

Creating and Inserting Citations
& Bibliographies

Many college courses require students to write research papers.
While conducting the appropriate research may be the main
objective of the assignment, collecting the research is often not as
challenging as documenting the sources of the research. Part of the
challenge associated with properly documented sources is
understanding the format of the required style guide assigned by the
instructor. A style guide is a set of standards for creating documents
and citing of sources. A citation, or areference, is a formal
acknowledgement to a published or unpublished source. The
purpose of using citations is to give credit to the author of the
original research and avoid plagiarism. Plagiarism occurs when a
user presents the data of another author as if it were their own. The
major writing style guides include MLA, APA, CSE, and Chicago.
Each style has unique requirements for handling citations.

A typical requirement of a research paper is the production of a

bibliography, a Works Cited or References page. A bibliography is
an alphabetic list of the sources used to produce a scholarly work.
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Each style guide has different requirements for what data is needed
to be listed for each source. The bibliography helps the reader
identify the source of the writer’s research. Manually creating a
bibliography can be a tedious and inexact process and updating a
manually-generated bibliography will likely induce heartburn.
However, by carefully entering sources into Word, a bibliography
can be accurately generated and re-generated with ease.

REFERENCES MAILINGS Before a user can create a

. - bibliography, they must create at
E} 5 Manage Sources least one citation and source in
@ Style (MLA  ~ the document. Whenever a

.Ins‘ert (i p - source is referenced in a
Citation v =0 B1bliography document, the user should create
L[ Add New Source... a citation to give the original

author credit. To add a citation,
place the cursor in the desired
location (follow the style guide),
and click Insert Citation from the References tab, then choose Add
New Source...

E") Add New Placeholder...

Edit Source ? X

UL BTN Document From Web site [

Bibliography Fields for APA
Author |Morgan, David Edit
[[] Corporate Author
Name of Web Page »The True Price of Auto Labor Costs
Name of Web Site CBS Moneywatch

Year |2008

Month | December
pay (19

URL | http://Awww.cbsnews.com/news/the-true-price-of-auto-labor-costs/

[[J Show Al Bibliography Fields

Tag name
Dav08 Cancel

The Create/Edit Source dialog window will appear where the user
can enter as much information regarding the source as possible. The
first field, Type of Source, will dictate which bibliography fields are
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E‘! £ Manage Sources [ [ insent Table of Fig
Edsyte aPA - = DM Update Table
Insert _
Citation ~ &£ Bibliography ~ Caption 4] Cross-reference

Cavusgil, S. Tamer, Knight, Gary, Riesenberger, John R

nternational Business: The New Realities, (2014)

Corl4
¢ Corporate Information > History, (2014

1 Ji-hye, Jun
New party to push for chaebol reform, {2014)

Kim, Rose

Hyundai Motor Reveals Chairman’s Pay for First Time,
2014

Morgan. David

\ The True Price of Auto Labor Costs, (2008)

needed for the source depending on the specific style guide. After
entering the publication details, and clicking OK, the citation will
appear in the document, and the source will be saved.

account for about 10 percent of the entire cost of producing a vehicle. The remaining 90
percent includes R & D, parts, advertising, marketing and management overhead

(Morgan, 2008). T

prefore, any savings on parts can offer a significant competitive

Types of sources can include books, a web site, an article in a
periodical, a sound recording, and many more. Often, a single source
can be cited numerous times in a report.
Users can easily add the citation again by
clicking the Insert Citation drop down | Add

button from the References tab and | Bages: |
selecting the source from the drop-down | syppress

menu. A citation can be edited t0 add | [Jauthor [Jyear []1ttie
page numbers. Open the citation’s inline -
drop-down menu and choose Edit Source. . Cancel

Certain fields can even be suppressed.

Edit Citation ? X
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After completing the paper, adding all the sources for the document,
and completing the summary, adding the bibliography or works
cited is extremely easy! Typically, a bibliography will reside on its
own page. Therefore, create a manual page break, and then on the
References tab, in the Citations & Bibliography group, choose the
Bibliography option and choose from the pre-designed formats to
insert the Bibliography or Works Cited into the document.

REFERENCES MAILINGS REVIEW VIEW
|T__F] [__:: Manage Sources D Insert Table of Figures "'H D

ERstvie IMia -] = [ update Table
Insert 4 Insert Mark
itation EDB‘M“’QWP"Y' Caption E]_] Cross-reference Entry

Citatic Built-In

Bibliography
Bibliography
Chen, Jacky. € dal-madlbjm Ncw Yort (,mimo Press, 2003
Hass, Jomattun. Creating a Formal P Bostonx ¥ L e, 2005,

Kramer, James Daval How to Wrate Biblographies. Chicagn: Mvcrluw Waorks Press, 2006

References

References

Chen, Jacky. Citations and References, Ncw York: Contoso Press, 2003

Hass, Jomittan.  Creating a Formal Pubii Bostorn: ¥ , e, 2005

Krumer, Jumes Daval How to Write Bibliographies. Chicagp: Adwrlm. Waorks Pross, 2006

Works Cited %
Works Cited
Chen, Jacky. Citationy and References. New York: Cortoso Pross, 2003
Haass, Jorathun. Creating a Formal Publication. Bostore P , Inc., 2005

Kramer, James Duvil How to Write Bibliographies. Chicago: Advertire Works Press, 2006

€ Insert Bibliography

The bibliography appears and the sources are formatted to match
the selected style guide. If the user ends up adding more sources to
the document, they can easily update the bibliography by clicking
it and selecting Update Citations and Bibliography.
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Printing and Saving Files in
Alternative File Formats

Before printing a document, it is a good idea to preview the
document and specify which pages should print. The preview might
help the user discover some layout issues that can be addressed
before wasting ink/toner and paper. The Print Preview window can
be accessed in Backstage view by clicking File > Print. It is also a
popular idea to add the Print Preview command to the Quick Access
toolbar if it doesn’t already exist.

Word Chapter 2 - Word Sign in ? =

Copies | 1
=
Print
Printer
HPEBE300 (HP Officelet 465, _
B ey
Brinter Proparties
Settings
™  Print All Pages [CE]) [ome
The whole think
S The Crease/Ediz Souece dalog window Wil appear where the bsec Can esoer 35 Guch
Pages: v siste. The first field, Type
‘Dibtiography fexds are cesded for e source depending on the 1pecific smte puide. Afer
- estenng S publication detads, and chicking OK. e citanon will appear i e document,

224 the sorce it be saved.

Letter Types of sources cas inciude bocks, 3 web ske, 33
anticte in 3 penodical, 2 sousd reconding. 228 |

asy mode. Oftes, 3 siaghe soucce 220 be s Wiy

T Normal Margins 4 sumercus tass ia 2 report. Users cas aasdy adg + 0

Bt Left ght 1 the cianion agais by dicking e Iasen Cinisics decp dows botoa [y

from the Refeceoces ub, 06 selectiag e s0uce from the rop- | ue

1 Page Per Sheet - Sown seas. A citation can be edaed 10 303 page euabers. Opea | ™
the ciztion's ialine deopdown meny 208 hoose EAR SOULCE | [)pm [y e
Page Setup Certain feids can even be sopyvessed. e

Print Preview

Numerous options can be defined in Backstage view, such as which
printer, how many copies, which pages, etc. Once these decisions
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are made, pressing the big Print button in the top left of the window,

will send the data to the selected printer. The back button will
exit Print Preview.

If printing a hard copy is not desired, saving the file is the obvious
alternative. The way that the user saves a document and the format
that they save it in depends on how they plan to use the
document. While choosing Save from the File menu will resave the
file in its existing format, choosing the Save As command (F12)
provides numerous alternatives.

The first option available by using the Save As dialog window, is
the ability to choose an alternative storage destination versus the
existing location. Alternate storage destinations include a different
file folder on the user’s hard drive, a portable file storage location,
such a USB drive device, or a cloud-based storage location.
OneDrive is Microsoft’s cloud-based storage option, but other
cloud-based solutions, such as Dropbox, exist as well. Cloud
computing requires Internet-connectivity to access the current
versions of the files. An alternative file format is another option to
consider from the Save As window. Choosing the drop-down list to
the left of the Save button displays a list of alternative file formats.

Word Chapter 2 - W, N &

Save As

L) Recent ?‘ C: > Users > marcu > Dropbox > Business Computers Textbook
= Viord Chagter 2
Wiord Document (* docx) S B Save
Word :

6 OneDrive
i misec
& AddaPlace
S Jo:d5 AM

228 PM

j&32PM

\ccount

11216pM

G rvareerd 1215 PM
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One of the most common alternative file formats is a PDF (Portable
Document Format) file. PDFs are popular formats to share with non-
Microsoft Office users, commercial printers, and users for whom the
document is not to be edited. The PDF format looks the same on
most computers, has a smaller file size, and preserves most
formatting characteristics of the source document. The only
software that is required to read or print a PDF file is Adobe Reader,
which is available as a free download from Adobe’s web site. While
prevention of editing was a key feature of PDF files, the current
version of Word can actually edit PDF files, however, the edits are
traceable.

The other common file format is saving a file to be viewed on a web
site or simply in a web browser. Saving a file as a Single File Web
Page is the optimal approach to allow users to open the document
using a web browser. The file extension of a single file web page is
.MHT. Other occasionally used file formats include: .XPS, .ODT,
and RTF.

Practice 4: The Solar System - Part 3

1. Open the recently edited data fileThe Solar
System2.docx from your data files.

Name Number of Moons
Mercury 0

Venus 0

Earth 1

Mars 2

Jupiter 63

Saturn 59

Uranus 27

Neptune 13
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Create a 2 x 9 table at the end of page 2.

Add and format data to table as shown to the right.

Add a new column to the table to the left of the Name
column. The header should be Proximity to the Sun. The
data shouldbe 1, 2,3 .... 8.

Sort the table in descending order by Number of Moons.
Apply the Grid Table 4 — Accent 4 table style to the table

ets-consist mostly

2 and dust orbit in large, oval orb

5 Jupiter 63
O Sat
7 Uramus 27
8 ) n
a Mars 2
3 Eartr 1
1 Mercury 0
2 S )
The Solar System3 Page | 2|

Add the file name field to the left side of the footer, and the
Accent Bar 2 page number to the center section of the
footer. Refer to the illustration at right for steps 4-8.
Change the paper size to Legal.

Insert a page break before the paragraph beginning with
The Dwarf Planets.

10. Change the margins to the Office 2003 defaults.
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11. Add a new citation source following the period at the end of
The Sun

The sun is one of millions of stars in Earth’s galaxy. It
is 3 relatively small star but it is still 109 times the
size of the Earth. The sun's diameter is 1392000km
and the temperature on the sun ranges from 4000 to
9000° Celsius. {The Sun, 2018)
the paragraph regarding the Sun on page 1. The source
details should be a web page (The Sun) on a web site (Nine
Planets). Use today’s date for the Year, Month, Day, and the
URL.: nineplanets.org/sol.ntml. Mark the Corporate Author
checkbox.
12. Add a Works Cited at the bottom of page 2.
13. Save the file with a new name. i.e. The Solar System3. Save
another version of the file in PDF format.

Works Cited
The Sun. (2018, 06 17). Retrieved from Nine Planets: nineplanets.org/sol.html

LICENSE

@O

Business Computers 365 by Marcus Lacher is licensed
under a Creative Commons Attribution-NonCommercial-
ShareAlike 4.0 International License, except where
otherwise noted.
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Microsoft Excel Chapter 1:
Spreadsheet Basics

e What is a Spreadsheet?

o Entering, Selecting and Inserting Data

o Manipulating Sheets

e Formatting Worksheets

o Creating Formulas to Perform Calculations

e Copying and Pasting Formulas

e Adding Basic Functions to Formulas

e Inserting Headers and Footers

e Adjusting the Page Layout and Preparing to Print

 you want (0 & & Shace
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» %" §xDelete - (3]~
«; & Conditonal Formatas Cell Sot& Fed&  fFree
. o) Format & -
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What is a Spreadsheet?

A spreadsheet is a collection of data that is organized into rows and
columns. Microsoft® Excel is a spreadsheet application used to
store and analyze quantitative data. An Excel file is called
a workbook, and it is saved with an .xlsx extension. A workbook
file consists of one or more worksheets which consists of many
columns and rows. Columns are the vertical part of a worksheet
grid identified by letters. Rows are the horizontal part of a worksheet
grid identified by numbers. The intersection of a row and column is
called a cell. Each cell can store a single item of data. The data can
contain text, numbers, formulas, and/or functions. Clicking a cell
with the mouse pointer will make the selected cell the active cell.
The active cell’s contents are displayed in the formula bar.

Typical uses for Excel include:

« Accounting reports (Balance Sheets, Income Statements,

etc)
e Budgets
e Calendars

e Checklists and task lists

o Contact/Address lists

e Expense tracking

e Inventory control

e Invoices

o Mortgage and other financial calculations
o Operational statistics

o Sales price lists, forecasts and analysis
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Entering Data

' Type of Data  Purpose

Label Any text. Cannot be used in calculations. Left-aligned.
Value Numbers that can be used in calculations. Right-aligned.

Date/Time Can be used in calculations. Right-aligned.

Formula An expression that starts with an equal sign and

produces a result that may contain numbers, text,
operators and/or functions.

Excel is great tool for generating useful information from data.
However, the data must be entered before it can be analyzed and
manipulated. There are numerous types of data, and numerous ways
to streamline data entry. As data is typed, it appears in the active cell
and in the formula bar. Pressing the Enter key will complete data
entry and make the next cell in the column the active cell. If moving

Cancel Enter Insert Function

J
J

\
|

v
X « | =SUM(B4:E4)*4 |
to the next cell after completing data entry is not the desired
outcome, try clicking the Enter check mark in the formula bar. The
data will be entered, but the active cell remains the current cell.
Pressing the Esc key before completing data entry will cancel data
entry and restore the original cell contents.
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Ctrl+C Copy the cell contents to the clipboard.

Ctrl + X Cut the cell contents and copy to clipboard.

Ctrl +V Paste the contents from the clipboard.

Ctrl+N Open a new workbook.

Ctrl +S Save the current workbook (with same name).

F12 Opens the Save As window (save to a new
location or with a new name).

Ctrl +P Print the file.

Ctrl + F2 Open Print Preview window.

Ctrl +Z Undo last action.

Ctrl+ A Select the entire worksheet.

Streamlining data entry in Excel can be accomplished using several
different features including keyboard shortcuts and Automatic
Completion. Keyboard shortcuts allow rapid navigation in a
worksheet without having to use the mouse. There are hundreds of
keyboard shortcuts available in Excel and many are also available
in other Microsoft Office applications. A few keyboard equivalents
are illustrated at right, but for more examples, use the shortcut F1 to
open the Help pane, and type keyboard shortcuts in the Excel Help
field.

IJordan Howard RB |Eagle§j

|Keenan Allen WR Chargers
|Joe Mixon RB Bengals

- T aavus e - -

When entering data into a sheet that contains a lot of duplicates,
Excel uses the Automatic Completion feature to speed up data entry.
After typing a couple of characters, Excel guesses how to fill the rest
of the cell based on data previously entered in the cells above. To
accept the suggestion (in highlighted text), press Enter, or
alternatively, continue typing to replace the automatic entry.
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Selecting Data

After entering data, a common practice is to begin formatting the
data. However, before a user can format the data, they must first
select the data. Selecting data has multiple techniques based on user
intent. Clicking on a single cell makes that cell the active cell. The
cell reference appears in the Name box to the left of the formula bar.
To select an entire column of data, just click the column letter
heading. To select an entire row, click the row number heading. If a
user wants to select several cells adjacent to each other, this would
be considered selecting contiguous cells. Clicking the middle of the
cell and dragging horizontally or vertically will select
a contiguous range of cells. Another way to select a contiguous
range of sequential cells is to click the first cell, hold down the Shift
key, and click the last cell in the range. For example, clicking cell
A3, and then holding down the Shift key and selecting F7 would
select all of the cells from A3 through F7. The range reference would
be written as A3:F7.

A B (€ D E F G

1 |Little Lizzie's Girl Scout Cookie Sales
2

Chocolate 'Peanut

/Peanut  Carmel Butter
3 |Date  Thin Mints Butter ~ D'Lites  Sandwich Sales $$
4| 1Feb 13 10, 8 3 3136
5| 2Feb m 18| 13 7l 3196
6 [ 3Feb 12 19 8| 4 172
7 4-Feb 13 18 4 4 $156
8 | 5-Feb 15 11 7 3 $144
9 | 6-Feb 8 9 2 5 $96
10 7-Feb 2 3 0 2 $28

Selecting a non-contiguous range of cells requires the use of the Ctrl
key. To select non-contiguous cells, click the first cell, hold down
the Ctrl key, and click each additional cell. This practice is
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sometimes referred to as “cherry-picking” cells. In the example
below, the selected range of cells are A4,A6,A7,F4,F6,F7. This
practice can be used for selecting non-adjacent rows or columns as
well.

A B | ¢ | D | E F
1 |Little Lizzie's Girl Scout Cookie Sales
2

Chocolate Peanut

/[Peanut Carmel Butter
3 |Date ‘Thin Mints Butter D'Lites  Sandwich Sales $$
4| 1-Feb 13 10 8 3 $136
5 2-Feb 11 18 13 7 $196
6 3-Feb 12 19 8 4 $172
7 [ 4-Feb] 13 18 4 4 $156
8 5-Feb 15 11 7 3 $144
9 6-Feb 8 9 2 5 $96

To select the entire worksheet, click the triangle box located to the
left of column A and above row 1, or by pressing the keyboard
shortcut: Ctrl+A.

Inserting Data

It is usually easy to add data to an existing worksheet, because Excel
has seemingly unlimited columns and rows of cells. (There are
limits, but this is not Jeopardy!) Nonetheless, sometimes it is
necessary to insert a column or row into the middle of an existing
range of cells. To insert a new column, select the column heading to

Tim THyc the right of where you want the new column to
== Nl == appear, and click the top-half of the Insert button

Insert Delete from the Home tab. Alternatively, just right-click
- v the column heading to the right of the destination,
Celis  and choose Insert from the Context Menu. Deleting
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columns is very similar. Whichever column(s) that are selected will
be deleted if using the Delete button instead of the Insert button.
Inserting and deleting rows is also very similar. Selecting the row
below the intended new row and either choosing Insert from the
ribbon or from the Context Menu will create a new row above the
selection. For example, right-clicking row 10, and choosing Insert

A

1 | % Cut
2 |[Rowtohide E®y Copy
3 |Row to hide & _P : s

e aste ions:
4 |Row to hide £ — e
S | A
6| Paste Special...
7
3 Insert
9 Delete
10 ‘ Clear Contents
11 | Format Cells...
12
13 : Row Height...
15 Unhide

from the Context Menu will create a new, blank row 10, and all
existing data will move down one row.

Using the right-click method is a little faster than clicking the
worksheet and then clicking the ribbon, as the shortcut menu avoids
the need to move the mouse to the ribbon. The Context Menu, also
known as Shortcut Menu, provides added functionality by offering
actions that can be taken with the selected item. In addition to
inserting and deleting, formatting column widths and row heights,
as well as hiding and unhiding columns and rows are options from
the Context Menu. Adjusting the column width is a common action
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since excessively wide columns
prohibit  efficient ~ worksheet
printing. Therefore, it is often = A +
preferable to widen a column width ‘
by double-clicking the boundary ‘
bar that separates the column
heading letters. This is known

as auto-fitting the column width since the column will resize its
width to be just wide enough to display the longest data contained
in that column. Clicking and dragging the double-arrow pointer to
the left or right allows users to manually adjust the column width.

- . :r
Width: 15.00 (125 pixels)

Manipulating Sheets

An Excel workbook consists of one or more worksheets. Much like
a binder can have multiple sections of sheets divided by colorful

ek jnsen. 0
‘et Ex Delete 8
‘ek Rename 0
‘ek Move or Copy... 4
T 6
ek 5 Protect Sheet... 0
:it' Tab Color > 0
:e_t Hide 11
Select All Sheets -
Sample Data | Sheet1 | )

tabs, an Excel workbook can multiple sheets that can be re-arranged,
colored and renamed to fit individual organization plans. Inserting

Excel Chap1 Page | 81



and deleting worksheets is similar to the inserting of columns and
rows. In addition to using the Insert or Delete buttons from the
ribbon, right-clicking an existing sheet tab will produce a Context
Menu with a plethora of options.

Just as inserting a new column will add the column to the left of the
selected column, the newly inserted worksheet will appear to the left
of the selected sheet tab. Options exist to insert a blank worksheet
or a new sheet based off of an existing template. Clicking and
dragging sheet tabs are easy method to rearrange the order of sheets.
However, the Move or Copy... command offers the opportunity to
move or place a duplicate sheet within an existing, open workbook.
Adding tab colors and the Rename option can help organize sheets
to user-specific criteria. Sheets can also be hidden and unhidden. If
it is necessary to prevent others from unhiding sheets, the workbook
can be protected with a password to be able to modify the sheets.
The tab scrolling buttons to the left of the sheet tabs are enabled
when too many sheets exist to be displayed above the status

bar. To quickly add a new, blank sheet to the workbook, ®
click the plus button to the right of the sheet tabs.

Formatting Worksheets

Formatting data generally makes it easier to comprehend, and more
attractive. The goal of formatting a business spreadsheet should be
to make it look professional, accurate, and understandable. Options
to format worksheet data depends a lot on the type of data.
Formatting text in Excel is very similar to formatting text in Word.
Using the Font and Alignment group icons on the Home tab of the
ribbon, users can manually format all of the data in a cell or in a
range of cells. Changing default formats includes things like
changing the font color, style, size, text alignment in a cell, or apply
formatting effects — all in an effort to make the data appear more
visible.
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Home Insert Page Layout Formulas Data Review = Developer Help

2 ¥ Cut

Arial -0 A A | =% 28 Wrap Text
D ER Copy ~ ) SO _
Paste & Format Paiater I u Hae D A- === | E 3= [&]Merge & Center -
Clipboard (F1 Font F] Alignment ]
Al b fe Little Lizzie's Girl Scout Cookie Sales
A B & D E F
1 Little Lizzie's Girl Scout Cookie Sales
2 =t
Chocolate Peanut

/Peanut Carmel Butter

3 Date Thin Mints Butter D'Lites Sandwich Sales $$

4 1-Feb 13 10 8 3 $136
5 2-Feb 11 18 13 V4 $196

Excel’s tabular layout (organized into labeled columns and
numbered rows) sometimes limits the amount of data that can be
efficiently displayed. Using the Alignment group options can help
format data to make it appear as much like a word-processed report
as possible. In the screenshot above, two Excel-unique formatting
features help make the data more readable. In row 1, the text has
been merged and centered across cells AL:F1. This required the cell
range AL:F1 be selected before clicking the Merge &
Center button from the Alignment group. This is very popular for
worksheet titles. If the wrong cell range was selected and the Merge
& Center is not effective, the user must re-select the Merge & Center
button to unmerge the data, so the correct range can be selected
before again clicking the Merge & Center button.

Another popular Excel text-formatting feature illustrated above is
the Wrap Text tool, which will prevent text from being truncated
by wrapping the text into multiple rows within the same cell. If a
cell has a lot of text, the data will overlap into the next cell to the
right of the active cell. However, if the adjacent cell already has data,
the text will be truncated (cut-off) without applying this feature.
Cells C3:E3 in the above screenshot each have the Wrap Text
feature applied.
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While Excel has some pretty useful text-formatting functionality,
the majority of data entered into Excel is usually numerical data.
Therefore, utilizing Excel’s number formats effectively is crucial to
make the worksheet as professional as possible. Professional
formatting relies a lot on consistent formatting. Therefore, using the
Format Painter tool (introduced in the Word chapters) and
workbook themes are very helpful to maintain that
consistency. Changing the existing theme will dynamically update
the appearance of all worksheets in a workbook by modifying the
fonts, styles, colors and/or effects.

Applying the correct cell format to numerical data is more than just
style — it is substance too, because applying the wrong format can
impact how other, related cell results are interpreted. The following
graphic describes some of the more popular number formats. In
addition to the examples provided, there are also other formats,
including date & time values, which can be accessed by clicking the
Number Format drop-down list.

A B C D E F G H | J

-~ NumberFormats
] Ribbon

2 | FormatName  Example Icon Description

3 |General 7500 Default format; displays the numbers the way they were typed.

4 |Number 7500.00 Displays the number with two decimal places.

5 |Currency $7,500.00 Displays the number with a currency symbol and two decimals.

6 |Accounting $ 7,500.00 $ - Similar to Currency format except the currency symbol left aligns.

7 |Percentage 750000.00% % Displays the number as a percentage and two decimals.

8 |Comma 7,500.00 2 Displays the number with two decimal places.

Changing the number of decimals displayed can be manipulated by
the Increase Decimal and Decrease Decimal buttons in the Number
group. The displayed value could change to a rounded value,
however, the actual value stored in the cell has not changed unless a
ROUND function has been applied. Formatting only affects how the
value is displayed. Applying formats can result in number signs
(######) being displayed in a cell. This is not an error, but an
indication that the cell width is not wide enough to display the
formatted number.
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Excel data can also be formatted as a table. A table is a collection
of related data, organized into a tabular layout of rows and columns,
that can be manipulated via sorting, filtering and formulas. To create
a table, select the data and click Insert > Table from the ribbon to
open the Create Table dialog window.

Create Table ? X

Where is the data for your table?
| =3AS3:5FS1g| 2]

My table has headers

1 | Little Lizzie's Girl Scout Cookie Sales

2 -

3 -] -] - i -]
4 1-Feb 13 10 8 3 $136
5 2-Feb 11 18 13 7 $196
6 = 3-Feb 12 19 8 4" %172
7 | 4Feb 13 18 4 4"  $156
8 | 5-Feb 15 11 7 3" 144
9 | 6-Feb 8 9 2 5" $96
10 7-Feb 2 3 0 27 $28

o A - ~ ~ ~ AV ~n
Table style Blue, Table Style Medium 16 with banded rows, a header
row, and filter buttons.

Applying a table style will format the table with a predefined set of
special table properties that includes options to define a header row
or total row, and to band the row and/or columns to make the data
easier to read. The filter buttons can also be removed. If the table
functionality is no longer desired, click the Convert to Range option
in the Tools group of the Design tab to convert the table to a normal
range.
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There are many additional formatting tools available within Excel,
but it is important to consider that sometimes, less is more! Too
much formatting can be overkill and reduce the readability of a
worksheet. Try to limit the use of multiple colors, fonts, and
background colors/graphics. Format with a design purpose, not to
entertain, and don’t forget to use the Spell Check tool (F7) to proof
your workbook before printing or sharing!

Creating Formulas to Perform
Calculations

Perhaps the biggest benefit of using Excel is its ability to create
formulas that, when written correctly, can dynamically update when
predecessor data is updated. Formulas are mathematical calculations
using data in the existing workbook to calculate new values. All
formulas in Excel must begin with an equal sign (=), and can contain
cell references, ranges of cell references, arithmetic operators, and
constants as part of the formula’s syntax. Calculations in Excel
follow normal math rules as it pertains to the order of operations
rule. There are mnemonics available in various dialects to help
decipher the order. The following graphics illustrate the order of
operations rules and different formula syntax examples:

American British Canadi Uses cell references and the

(P) Parenthesis (B) Brackets (B) Brackets =A4 +B4 plus sign mathematical

(E) Exponentiation | (O) Orders (E) Exponentiation operator.

(M) Multiplication | (D) Division (D) Division Uses cell references,

(D) Division (M) Multiplication | (M) Multiplication = (A2 +Ba)* 4 parenthesis, a plus sign and

(A) Addition (A) Addition (A) Addition multiplication symbol, as well

(S) Subtraction (S) Subtraction (S) Subtraction as a constant value.
=SUM(A4:A11) Uses a function and a cell

range.
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Formulas typically reference values stored in other cells. For
example, in the Accounting equation: Assets = Liabilities + Owner’s
Equity, one could calculate the Owner’s Equity using a formula.
Assume that the value for Total Assets resides in cell D30, and the
value for Total Liabilities resides in D60. The formula for Owner’s
Equity in D65 using cell references would be =D30-D60. Using cell
references is advantageous because if any of the cells that generate
either the Total Assets or Total Liabilities is changed, the formulas
in D30, D60 and D65 will also get updated. Another advantage is
when a cell containing a formula is copied to another location, the
formula will dynamically update to the new location’s reference
information. This is called Relative Cell Referencing. If the
formulas in column D are copied to column E, the new formula for
Owner’s Equity in column E will be =E30-E60. Additionally, if
rows are added or deleted in the range that the Total formulas
reference, the formula will automatically update to the new formula
range.

Grocery Store Produce Inventory

Item Qtwlin Stock ity Soid Retdil Price
Apples 144 &4 Q.7 =PRC
Cranges 92 65 0.7 =PREO
Lernons 120 5 0.3 =PRO
Pecrs 300 230 08 =PRC
Bananas 240 220 0.35 =PRC
Total =5SUMIB4:BS) =SUM[C4.C8) =SUM

AN

Relative Cell
Reference

Entering the syntax for a formula can be accomplished through
typing the formula components, using a pointing technique or a
combination of both. The pointing method can help avoid typing
errors. In the Owner’s Equity example, the user would start by
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typing the equal sign, and then instead of typing D30, just click on
D30. Continue by pressing the minus sign, and then click on cell
D60, and the click the Enter check mark on the formula bar. Using
the point method is even more practical when defining large cell
ranges in formulas. Just make sure not to reference the active cell in
the formula. This will likely create a circular reference error,
which is a formula in a cell that directly or indirectly refers to its
own cell.

Copying and Pasting Formulas

Ly X Cut Data in Excel can be cut, copied and
B Cong pas_ted using S|mlla}r shortcut menu
Paste . options, keyboard equivalents, and ribbon
~ ¥ FormatPainter  jcon commands as seen in Microsoft
Clipboard = Word. Following operating system file

management principles, moving data is
synonymous with using the “Cut” and “Paste” commands, while
duplicating data is the same as using the “Copy” and “Paste”
commands. Other terminology that should be recognized is
“source”, which is the cell or range to be moved or duplicated, and
“destination”, which is the upper-left cell in a worksheet where the
data is to be pasted.

Ctrl+C CtrI+X Ctri+V

for copy for cut for paste

This Photo by Unknown Author is licensed under CC BY
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Copying and pasting formulas contain cell references is a very
powerful feature, and to expedite this process, Excel has a nifty
feature called AutoFill. The AutoFill procedure utilizes the fill
handle, which is the solid, green square in the lower-right corner of
the active cell or cell range. Clicking and dragging the fill handle to
adjacent cells (horizontally or vertically) will copy and paste the
contents and update the destination cells with relative cell references
or sequential data aligned with built-in Custom Lists. This should
save significant time, and likely improve accuracy, and AutoFill has
many uses.

A ! A s
- 0] glian 1 [1/14/2019
g ;g ; ::b 2 |1/21/2019
ar

4 40 4 |Apr 3 1/28/2019 Quarter 1

. 4| 2/82018|  Quarter 2
5 so| 5 [may 20 varter

: peh 5 |2/11/2018] ) arter 3
6 60 6 |Jun 6 2/18/2015 uarter
7 R 2l - Quarter 4

A B c D E F 6 e

1[ 6:00AM 7:00AM 8:00AM 9:00 AM 10:00 AM 11:00 AM 12:00PM 1:00 PM]
2 bl

Not only can AutoFill copy formulas, but it also be used to complete
lists that have a recognizable pattern. It is helpful to select the source
cells that demonstrate a pattern, then hover the mouse pointer over
fill handle. The mouse pointer will change from the default pointer
icon to a thin, black plus sign. The patterns can be numbers, dates,
months, days of the week, etc. If AutoFill incorrectly guesses the
series pattern, the AutoFill Options icon is available to change the
paste actions. In the screenshots below, the fill handle in cell D5 will
by copied to cells D6:D13. The results shown in the second
screenshot will update the formula from D5 with relative cell
references to rows 6:13. What is happening in cells D7:D8?
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D5

OO ~NDE WN =

fe =B5-C5

A B I c D
Peach Sales Profits
Rotary Club
Year Income Expenditures Balance
2012 9,000.00 3,952.96 5,047.04
2013 6,895.00 6,649.45
2014 8,536.00 10,807.94
2015 7.,560.00 10,104.10
2016 9,019.80 9,865.99
2017 12,113.60 9,838.57
2018 14,816.00 10,183.40
67,940.40 61,402.41
v Ff || =B5-C5
A B A C D
Peach Sales Profits
Rotary Club
Year Income Expenditures Balance
2012 9,000.00 3,952.96 5,047.04
2013 6.,895.00 6,649.45 245.55
2014 8,536.00 10,807.94 FHHHELE
2015 7.560.00 10,104.10 #HHHEEE
2016 9,019.80 9,865.99 -846.19
2017 12,113.60 9,838.57 2.,275.03
2018 14,816.00 10,183.40 4,632.60
0.00
67.940.40 61,402.41 6,537.99
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Practice 5: Test Scores

1. Inanew Excel workbook, enter the following data:
A ‘ B C D E
Total
1 AStudent Name¢ Testl Test2 Test3 Points
2 |Amir 98 77 80
3 |Beto 85 90 88
4 |C.C. 100 84 96
5 |Dharma 89 66 94
6 |Evan 69 89 88
7 |Felix 75 80 80
2. Make sure to apply bold formatting to row 1, and text
wrapping to cell E1.
3. Format the data as a table with a header row and banded
rows, but no Filter buttons.
4. Apply the Facet theme.
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5.

6.
7.

Ensure that cell E1 has the text wrapping format applied and
then resize the column width of column E to be 7 points wide
and the height of row 1 to 36 points.

B C

Total

Student Name Test 1| Test 2| Test 3| Points

Amir 98 77 80

Beto 85 90 8 263
el(os 100 84 96 280
Dharma 89 66 94 249
Evan 69 89 88 246
Felix 75 80 80 235

AutoFit columns B, C & D.

In cell E2, enter the following formula: =B2+C2+D2 and
click Enter. Your worksheet should look like the screenshot
at right. Notice that Excel automatically filled in formulas
for the rest of column E cells using relative cell references!
If this action is unwanted, click the lightning icon, and
choose to Undo the Calculated Column.

Press F12 to invoke the Save As command and save the file
as Test Scores.xIsx.
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Adding Basic Functions to
Formulas

Excel contains over 400 built-in functions that can be included in a
formula to perform common calculations. A function performs a

Home Insert Page Layout Formulas Data Review View

A2 R IBEDSE R B |H

Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More
Function > Used ~ v * * Time~ Reference~ Trig~ Functions~

Function Library

The function The first Additional

name. argument. It's arguments,
almost separated by
always commas (,).
required.

1
_SUM(D38:D41, o HS

calculation on data called arguments to compute a
result. Arguments are variables or values the function requires and
are contained within parenthesis, and usually consist of cell
references, but can also contain constants, text, cell ranges, and even
other functions! The syntax of a formula using a function
is: function name(argumentl, argument2, etc.) Functions can be
typed with the help of a ScreenTip, or added from the Insert

Function window, which can be opened by clicking the K symbol
found at the left of the formula bar, or at the left side of the Function
Library found in the Formulas tab of the ribbon.

The most popular functions are also the easiest to comprehend,
which might be correlated! Some of these most popular functions
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are easily accessible from the AutoSum button in the Editing
zAutoSum - Av

> Sum

Average

Count Numbers

Max

Min

More Eunctions. r60p on the Home tab of the ribbon. Look
for the Greek sigma symbol. This feature is invaluable when it
comes to entering functions, especially for common calculations
computed via the SUM, COUNT, AVERAGE, MAX or MIN
functions. There are multiple ways to utilize AutoSum, but the
following procedure is probably the simplest. In the screenshot
below, assume the desire is to total the number of boxes of Thin
Mints cookies were sold the first 15 days of February. Make B19
the active cell (the destination cell), then click the AutoSum button.
The defaulting SUM option will be inserted into the formula bar
with a defaulting cell range (the source cells) inside parenthesis. The
cell range that defaults appears on screen with a scrolling marquee
surrounding the cell range. This range is usually correct, but not
always. If Excel chooses the wrong range, simply type in the cell
range, or use the mouse to re-select the correct range (pointing
method), and then click the Enter check mark.
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A B c D E | F

!

12 Little Lizzie's Girl Scout Cookie Sales

2

3 _ S .
4 |  1Feb 13 10 8 3 $136
5| 2Feb 11 18 13 7 $196
6 | 3Feb 12 19 8 47 $172
7|  4Feb 13 18 4 47 $156
8| 5Feb 15 1 7 3% $144
9 | 6-Feb 8 9 2 57 $96
10  7Feb 2 3 0 27 $28
11|  8Feb 0 0 0 0" $0
12, 9Feb 5 8 3 6" $88
13|  10-Feb 1 0 0 17 $8
14 11-Feb 2 4 7 37 $64
15| 12-Feb 9 6 1 20 §72
16 13-Feb 0 0 0 0" $0
17| 14-Feb 0 0 0 0” $0
18 | 15Feb 6 11 2 27 $84
19] L1l

20

21

27
The formula that defaults should be =SUM(B4:B18). Once this
formula is submitted, the result, 97 will display. The intent of
the SUM function is self-explanatory. The AVERAGE function
takes the SUM function one step further by dividing the sum of the
values by the number of cells in the range.
The MIN and MAX functions are used to find the smallest and
largest values in a range of cells. These can be useful to identify
outlier data that might skew the results. Each of these functions
ignore cells that contain text or are empty. Alternatively,
the COUNT function totals the number of cells that contain values.
If a cell contains the value O (zero), it will be counted. However, if
the cell is blank or contains the text zero, the cell will not be counted.
This function is useful for determining the number of people who
mark a checkbox in an Employee roster. For example, how many
employees identify as a Veteran? Those who don’t, wouldn’t have a
value, and therefore, would not be counted. If the desire if to count
all cells that contain any data — use the COUNTA function.
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Inserting Headers and Footers

In Excel, headers and footers are lines of data that print at the top
(header) and bottom (footer) of each page in a worksheet to help
identify printouts. Headers and footers can contain descriptive text,
graphics, and/or fields, such as titles, dates, or page numbers.
Header and footer information does not display in Normal view, so
to edit a header or footer, click Insert > Header & Footer to open the
sheet in Page Layout view, and activate the Header & Footer Tools
contextual tab on the ribbon. There are left, center and right sections
for both the header and footer areas.

Users have the option to use one or more of the many built-in
headers and footers, or they can click any of the buttons in the
Header & Footer Elements group on the Header & Footer Tools
Design toolbar to create custom fields.

[=] 3 Cookie Sales.xisx - Last saved by user - Excel

Fle  Home Inset Pagelayout Formulas  D: Review  View  Developer  Help esign Q Tell me what you want to do

D D @ E @ = u-k D E ) m [] Different First Page [ Scale with Document

Header Footer ~ Page Number Current Current File  File  Sheet Picture Goto  [] pifferent Odd & Even Pages [ Align with Page Margins
- Number of Pages Date  Time Path Name Name F
Header & Footer Header & Footer Elements Navigation Options

Command buttons in the Header & Footer Elements group include:

= Page Number: Click this button to insert the &[Page] code
that puts in the current page number.

= Number of Pages: Click this button to insert
the &[Pages] code that puts in the total number of pages.

= Current Date: Click this button to insert the &[Date] code
that puts in the current date.

= Current Time: Click this button to insert the &[Time] code
that puts in the current time.

= File Path: Click this button to insert
the &[Path]&[File] codes that put in the directory path along
with the name of the workbook file.
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= File Name: Click this button to insert the &[File] code that
puts in the name of the workbook file.

= Sheet Name: Click this button to insert the &[Tab] code
that puts in the name of the worksheet as shown on the sheet
tab.

= Picture: Click this button to insert the &[Picture] code that
inserts the image that you select from the Insert Picture
dialog box that enables you to select a local image (using the
From File option) or download one from an online source
using a Bing Image Search.

= Format Picture: Click this button to apply the formatting
that you choose from the Format Picture dialog box to
the &[Picture] code that you enter with the Insert Picture
button without adding any code of its own.

- =2

y Page g
sttt : : This tab appears when the
***** o
Fogts header or footer is activated.
Navigatio e

......

£
Click here to add the
current date to the

This Photo by Unknown Author is licensed under CC BY

A s c o 3 3 u L
[ Click here to go to the Footer area ]

The following screenshot illustrates fields in each section of the
header. The Page Number and Number of Pages fields are in the left
section. Manually entered text is in the center section, and finally,
the Current Time and Current Date fields are being inserted into the
right section.
Header ‘
1of 3 Lakes Area Girl Scouts &[Time]

- Troop 293 &[Date]

Little Lizzie’s Girl .Scout Cookie Sales
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To create a custom header or custom footer, click the Launcher icon
in the Page Setup group of the Page Layout ribbon to open the Page
Setup window. Next, click the Header/Footer tab, and then choose
to open either the Custom Header... or Custom Footer... buttons.

Home Insert [ISTAEWSPSM Formulas Data  Review  View  Developer  Help  Q Tell me what you want to do

g::::s- D;u Li}} ]D L:% ,}; g}J L@ % Width: Automatic ~ | Gridlines ~Headings

2 [|Height: Automatic ~ [ View [ View

(@ ftects - Mav’gins Orienfation Size :,’i’;t Bve'aks Background $ri|:(5 B Scate: 0% - Cnane | Civaat
nemes Page Setup o\sme to Fit & SheetOptions Arrang
— » G Launcher
)~ 7 1 } Z B 6
Header ? X

Header: | Header

(none)

To insert a page number, date, time, file path, filename, or tab name: position the

Custom Header... < & Ay i
insertion point in the edit box, then choose the appropriate button.

Footer: To insert picture: press the Insert Picture button. To format your picture, place the
I cursor in the edit box and press the Format Picture button,

) To format text: select the text, then choose the Format Text button.

(none)

Al BB @e &8 &2
Left section: Center section: Right section:
[ Different odd and even pages ‘ ‘

[ Different first page
4 scale with document
[ Align with page margins

ok || Cancel

Four checkboxes appear at the bottom of the “Header/Footer” tab,
and in the Options group of the Design tab of the ribbon. To remove
headers and footers from the first printed page, select the Different
First Page check box. To specify that the headers and footers on
odd-numbered pages should differ from those on even-numbered
pages, select the Different Odd & Even Pages check box. These
options are similar to those in Microsoft Word. The other two
options are unique to Excel. To specify whether the headers and
footers should use the same font size and scaling as the worksheet,
select the Scale with Document check box. To make sure the header
or footer margin is aligned with the left and right margins of the
worksheet, select the Align with Page Margins check box.
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Adjusting the Page Layout and
Preparing to Print

File Home Insert Page Layout Formulas Data Review View Developer Help Q Tell me what you

B Colors - @ rﬁj" ]E [:% @ E’E oy Width: Automatic ~ Gridlines Headings
=5 ] Fonts- =

X : 2 5 2 _ %[l Height: |Automatic ~ [ View View
Themes Margins Orientation  Size  Print Background Print =
. Effects~ -« . Area~ Tites  FRScale  100% | CIprint [ Print

Themes Page Setup (] Scale to Fit (] Sheet Options ]

The size of Excel workbooks tends to grow the more each worksheet
is manipulated, typically by adding more columns and rows, and
sometimes, more sheets. This added complexity makes physical
output of Excel data challenging. Too many columns will result in
the sheet not being able to be printed on one sheet of paper, and too
many rows make it difficult to interpret data on pages beyond the
first page. Fortunately, the Page Layout tab can help fit the data on
fewer sheets of paper and make each page easier to understand.

While themes can help modify the appearance of a spreadsheet’s
colors and fonts, the other groups in the Page Layout tab can impact
the arrangement of data and streamline the readability of the output.
Starting with the Page Setup group, Excel allows tremendous
flexibility with the margins of each worksheet. For example,
Narrow margins allow more data to fit on one page by reducing the
amount of white space on the edges of the sheet. A quick and easy
way to allow more columns to print on one sheet, is to change
the orientation from the default Portrait, to Landscape, which
allows more columns and fewer rows to print on one sheet. The
effects of these Setup decisions can be more easily illustrated by
switching from the default Normal workbook view to the Page

D _ Ruler Formula Bar
Normal Page Break Page * ! Cridlnes Headings
Preview Layout '
Workbook Views Show
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Layout. The View tab also allows users to enable/disable the Ruler,
Formula Bar, and on-screen gridlines and headings.

If changing the margins and/or orientation is not resolving the issue
of getting extra columns to print on the same page, an alternative
could be changing the paper size. The default printer determines the
paper sizes available from the Size drop-down list. To check the
range of paper sizes that a printer can print on, consult the printer
manual, or view the paper sizes that are currently set for the printer
in the Print Setup dialog box. Some users have the option of
printing to Legal (8.5” x 14") or even 11" x 17" (tabloid) printers.

A final, more drastic option to keep data from overlapping into
multiple sheets, is to utilize the scaling feature. Using the Scale to
Fit group from the Layout tab, a printed worksheet can be scaled by
to modify the font size of printed output by either shrinking or
enlarging the output. The options exist to scale the output to fit to 1
page wide (width) by 1 page tall (height). It might make sense to
only modify the width, or by choosing a Scale percentage, which
adjusts the overall sheet height and width proportionately. Keep in
mind the needs of your audience. Too small of font might make the
spreadsheet unreadable, and for certain audiences, the output might
need to be scaled to a larger font than the editing view.

The Sheet Options group of the Layout tab provides two significant
print features for basic Excel printing. These include the options to
have gridlines and/or headings appear in printed output. By default,
the options appear in the Viewing screen, but do not appear when
printed. Without Headings, the output would be very difficult to
explain to others, and gridlines, much like banded rows, make it
easier for the eye to line up the intersections of rows and columns.

More advanced options exist for enhancing page layout and printing
options by clicking the launcher button in each group. Several print
settings can be adjusted in the Print Preview window. The sheet in
the following screenshot is modified to print in landscape
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orientation with Narrow Margins and it is scaled to Fit on One Page.
It also has headings included in the print output.

Print
=

Printer

HPEBE300 (HP Officelet 465... _
SQ  Ready

Settings

] PrintActive Sheets
= Only print the active

Copies: |1

Printer Properties

siliylpilislw]ie

Practice 6: Test Scores - Part 2

=

Open the Test Scores workbook previously saved.

In the Table Tools Design tab, click the Convert to Range
button remove the table functionality from the data. (Click
Yes to the message)

Type the labels: Total Points in cell A8 and Average in cell
A9.

In cell B8, click the AutoSum button to insert the SUM
function. Accept the range that Excel proposes for the
formula by clicking the Enter check mark on the formula
bar. The formula should be: =SUM(B2:B7).

With B8 as the active cell, use the fill handle to copy the
formula to the destination cells C8:D8.
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6. Incell B9, enter a formula using the AVERAGE function
without using the AutoSum functionality. Instead, use the
Insert Function button to select the AVERAGE function,
and enter the range B2:B7 as the arguments. NOTE: B8
should not be included in the range of argument cells. Use
the fill handle to copy the formula to cells C9 and C10.

In cell E2, double-click the fill handle. See what happens!

Change the view to Page Layout.

9. Add a header that includes the Current Date field from the
Header & Footer Tools Design ribbon in the left side of the
header.

10. Ensure the Gridlines and Headings appear in printouts,
scale the sheet to 150%, then view the file in Print Preview.
Your worksheet should resemble the following:

11. Save the file as TestScores2.xIsx.

Print

o ~

Copies

g

&

H

= =
27332832

]

g
|4
L4

LICENSE

QOSSO

Business Computers 365 by Marcus Lacher is licensed
under a Creative Commons Attribution-NonCommercial-
ShareAlike 4.0 International License, except where
otherwise noted.
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Microsoft Excel Chapter 2:
Beyond the Basics

o Absolute versus Static References

e Understanding Complex Formulas
o Date & Time Functions

e Logical Functions
e More Math Functions
e Sorting and Filtering

o Conditional Formatting
e Pie Charts

e Bar & Column Charts

e Line Charts

B

E E

G

S Cruise Date
, 2019 Balconies
, 2019 Balconies
. 2019 Balconies

| July 5,
9 | July 26,
10| July 12,
1] July 19,
12| July 5,
13| July 26,
14 | July 19,
15| July 12,
16| July 5,
17 | July 26,
18| July 19,
19| July 5,
20| July 12,
21| July 26,
22| July 12,
23| July 19,
24| July 5,
25| July 26,
26| July 19,
27| July 12,
28| July5,
29|

Accommodation

Category

2019 Balconies
2019 Inside

2019 Inside

2019 Inside

2019 Inside

2019 Outside Level 1
2019 Outside Level 1
2019 Outside Level 1
2019 Outside Level 1
2019 Outside Level 2
2019 Outside Level 2
2019 Outside Level 2
2019 Outside Level 2
2019 Outside Level 3
2019 Outside Level 3
2019 Outside Level 3
2019 Outside Level 3
2019 Penthouse
2019 Penthouse
2019 Penthouse
2019 Penthouse

Rooms
Available

Rooms
Rented

€1 N AL NN NN NN e

Rate Revenue

6,000 & $ 348,000
6,000 = §$ 270,000
5,600 = § 252,000

5,000 = $ 175,000
3.000 & $ 144,000
2,500 @& $ 125,000
3,000 & $ 96,000
2500 @ $§ 75,000
5,225 @ $ 418,000
5375 & $ 376,250
5025 4 $ 361,800
4500 = $ 270,000
5,000 & $ 445,000
5,000 & $ 410,000
4300 & $ 322500
4,800 A& $ 316,800
4,750 4 $ 437,000
4,450 A § 396,050
4,850 4 $ 378.300
4,000 4 $ 320.000
7500 & $ 22500
8,000 & $ 16,000
7,000 & $ 14,000
6,000 & $ 6,000

Excel Chap 2

Alaskan Insider Cruises

July Revenue by Accommodation Category

Shortfall
12,000
90.000
84.000

125,000
6,000

54.000
50,000

53.750
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Absolute versus Static
References

One of the first things that new Excel users need to realize is that
Excel is so much more powerful than a calculator. Some users insist

D5 v X « f | =B5C5

A B | C l D
) Peach Sales Profits
2 Rotary Club
3
4 | Year Income Expenditures Balance
el 2012 9,000.00 3.952.96 5,047.04
6 2013 6,895.00 6.649.45 245.55
7 oNt1A R K2R NN 1N N7 aA -2 2791 QA

on setting up a worksheet as if it is merely a calculator. These people
fail to realize the power of cell references. Instead, they use static
references to constant values. A static reference is a reference to a
value that does not change. In the example to the right, instead of
using static references (= 9000-3952.96) for the formula in D5, the
user should employ cell references. (= B5-C5). The main benefit of
use cell references is that the user can manipulate the input values
in columns B and C, and the formulas in column D will remain
accurate. If the user changes either input values in columns B or C
with static references, the formulas in column D will need to be
manually updated.

Cell referencing is an extremely useful feature when formulas need
to be copied across ranges in a worksheet. When creating formulas
that contain references to cells or cell ranges, the default cell
reference is a relative cell reference. When formulas with these type
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of cell references are copied to other cells the formulas will
automatically change relative to the cells that they are copied to.
However, there may be instances where it is necessary for Excel to
keep the exact cell referenced in a formula when copying to other
cells. A cell reference that does not change when copied is called
an absolute cell reference (sometimes called a fixed cell reference).
The indicator that a cell reference is absolute is the presence of a
dollar sign symbol in front of both the column letter and row
number, such as $A$3. To create an absolute cell reference, either
type the dollar sign manually, or press the F4 after entering the cell
reference. Repeatedly pressing the F4 key cycles the reference
through the four different combinations of relative, absolute, and
mixed cell references.

Mixed cell references are a combination of relative and absolute:
either the column is relative and the row fixed (absolute), for
example D$2, or the column is fixed and the row relative: $D2.
Mixed cell references are rarely used, but they play a significant role
when it is necessary to keep a single row or column unchanged while
copying the formula. Mixed cell references are commonly used
when creating a table of values, like a multiplication table or a
mortgage rate table.
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B3 — x v I =86*83

A B C D

1 Troop 293 Girl Scout Cookie Sales
2 Berewrwrerwrerersl

. Rate] 7.50% {

4

5 Scout Name Sales Commission
6 [Happy Hannah | 352|-B6'B3 |
7 Fearless Fatima 1440

8 Little Lizzy 1244

9 Silly Sally 96

10 Shy Sheila 52

11 Naughty Nina 0

12 Quiet Quin 72

13 Nervous Nelly 16

14 Chatty Patty 192

15 Clever Cleo 984

16 Timid Tina 40

Whenever possible, utilize relative and/or absolute references
instead of static cell references. In the worksheet at the right, the
formula in C6 is using relative cell references to both the Sales
amount (B6), and the Commission Rate (B3). Unfortunately, if this
formula is copied (perhaps by using the fill handle) to rows 7:16, the
resulting formulas will be wrong. Some cells will display zeros or a
#VALUE! error, while others will display inflated amounts because
the Rate percentage is being replaced by higher sales values.
Therefore, the reference to B3 in the formula should be an absolute
cell reference, i.e. =B6*$B$3. It may be tempting to construct the
formula using a static reference to the constant value of .075 (i.e.
=B6*.075). However, if the rate needs to be changed to 7.25%, the
formulas with the static references would each need to be changed
manually. Conversely, if the formulas in column C are using
absolute cell references to $B$3, a single edit to B3 is all that is
needed to update all of the cells in column C. Knowing the
differences between the various type of cell reference will make the
worksheet more scalable and flexible for future expansion.
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Understanding Complex
Formulas

Formulas can be simple mathematical formulas or complicated
formulas involving multiple mathematical operations, multiple cell
ranges and nested functions. While it is a good idea to remember the
order of operations rules, complex formulas can use parentheses to
identify the arguments of functions and to override the order of
operations. In mathematical operation formulas, operations within
parentheses are performed before those outside of it. For example,
in =A3+B3*C3, B3 is multiplied by C3 before A3 is added to the
result, but in =(A3+B3)*C3, A3 and B3 are added together first, then
the result is multiplied by C3.

Parentheses in operations may be nested inside each other. The
operation in the innermost set of parentheses will be performed
first. Whether nesting parentheses in mathematical operations or in
nested functions, always be sure to have as many closed parentheses
in the formula as there are open parentheses, or you might break
Excel and it will return an error message.

eaklng These Excel

formulas are so

complex that
we better call

This Photo by Unknown Author is licensed under CC BY-NC-ND
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In the illustrated worksheet below, cell D30 contains a complex
formula that calculates the differences between rooms available and
rooms rented to determine the total number of unrented rooms in the
Balcony and Penthouse categories. The formula in D30 is:
=(SUM(C5:C8)-SUM(D5:D8))+(SUM(C25:C28)-
SUM(D25:D28)). Notice the number of open and closed
parenthesis!

D30 i 5 =(SUM(C5:C8)-SUM(D5:D8))+{SUM(C25:C28)-SUM(D25:D28))
B c D E F G H |
1 Alaskan Insider Cruises
2 July Revenue by Accommodation Category
3
Accommodation Rooms Rooms
3 Cruise Date Category Available Rented Rate Revenue Shortfall
5 July 5, 2019 Balconies 60 35/§ 5000| % 175000/ % 125000
6 | July 12, 2019 Balconies 60 45 % 5600 $ 252000 $ 84,000
7 | July 19,2019 Balconies 60 45 % 6,000 $ 270000 § 90,000
8 | July 26,2019 Balconies 60 58 § 6,000 $ 348,000 $ 12,000
9 July 5, 2019 Inside 50 308 2500 § 75000 § 50,000
10 | July 12, 2019 Inside 50 50 % 2500 % 125000 $ =
11| July 19, 2019 Inside 50 32§ 3000 § 96,000 § 54,000
12| July 26,2019 Inside 50 43 § 3000 $ 144000 $ 6,000
13| July 5, 2019 Outside Level 1 80 60§ 4500 $ 270,000 $ 90,000
14 | July 12, 2019 Outside Level 1 80 72% 5025  $ 361800 $§ 40,200
15 | July 19,2019 Outside Level 1 80 7008 5375 $ 376250 $ 53,750
16 | July 26, 2019 Outside Level 1 80 80 § 5225 $ 418000 $ =
17 | July 5, 2019 Outside Level 2 90 758 4300 $ 322500 $ 64,500
18 | July 12,2019 Outside Level 2 90 66 § 4800 $ 316800 $ 115200
19 | July 19, 2019 Outside Level 2 90 82§ 5000 $ 410,000 § 40,000
20 | July 26,2019 Outside Level 2 90 89§ 5000 $ 445000 $ 5,000
21| July5,2019 Outside Level 3 100 80 § 4000 $ 320,000 § 80,000
22 | July 12,2019 Outside Level 3 100 89 % 4450 $ 396,050 $ 48,950
23 | July 19, 2019 Outside Level 3 100 78§ 4850 § 378300 $ 106,700
24 | July 26, 2019 Outside Level 3 100 92 § 4750 $ 437,000 $ 38,000
25| July5,2019 Penthouse 3 1% 6000 $ 6,000 $ 12,000
26 | July 12,2019 Penthouse 3 2% 7000 § 14000 § 7,000
27 | July 19, 2019 Penthouse 3 2% 8000 § 16000 $ 8,000
28 | July 26, 2019 Penthouse 3 3% 7500 § 22500 § -
29
30 |Unrented Balcony & Penthouse rooms: | 61_|
31
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Date & Time Functions

Excel can produce the current date and/or time, based on the
computer’s regional settings. Excel can also add and subtract dates
and times. For example, it may be necessary to keep track of how
many hours an employee worked each week, and calculate their pay
and overtime. There are numerous Date and Time functions in Excel
to help calculate the addition or difference between dates or times.
Excel stores all date and time values as sequential serial numbers.
For example, January 1, 1900 is represented by the serial number 1,
and January 1, 2020 is represented by serial number 43831 because
itis 43,831 days after January 1, 1900. To view the serial number of
an existing date, format the date using the General Number format.
The conversion of dates and times to serial numbers simplifies the
process of using dates and times in calculations. The key to
displaying the results of these calculations is using the appropriate
Number format, which may require diving into the world of creating
custom number formats to display only days, hour and/or minutes.
For example, if only the number of years is desired to be displayed
when calculating the difference between two dates, the Custom
Number format should be yy.

Popula el Date a e 0
Function & Syntax Usage
=TODAY() Returns the current computer system date. No

arguments are necessary inside the
parenthesis.

=NOW() Returns the current computer system date and
time. No arguments are necessary inside the
parenthesis.

=DATE(year,month,day) Returns a date, from a user-supplied year,
month and day. Popular for birthdates, invoice
dates or other static dates.

=DAYS(end date,start date) | Calculates the number of days between two
dates. The arguments can be cell references or
static values entered within quotation marks.
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The TODAY and NOW functions are very similar since both return
the current system date. However, the NOW function also returns
the current system time. Many users format the results of the NOW
function to only display the current system time. One characteristic
of these functions versus the DATE function is that TODAY and
NOW are volatile functions, so if the workbook is opened tomorrow,
these functions will update automatically, whereas the DATE
function will not change. These functions are for use within the grid
of the worksheet, typically to calculate durations. There are separate
Date and Time fields for use in worksheet headers and footers.

Logical Functions

Many employers and educators are placing increasing emphasis on
the value of critical thinking. Critical thinking skills are often
associated with problem solving skills, empathy, and thinking and
acting in purposeful ways by making fact-based decisions. Excel is
a practical tool for collecting and analyzing data critically. Excel’s
logical functions are especially useful for enabling critical thinking.
However, before exploring the utilization of Excel’s logical
functions, it is necessary to review the logical operators that are

o Formula =
Condition Operator Description
Example

The formula returns TRUE if a value in cell A1 is equal to the
Equal to = =A1=B1 myaren Eifayalued AL

values in cell B1; FALSE otherwise.

The formula returns TRUE if a value in cell A1 is not equal to the
Not equal to < =A1<=B1 ity e - e

value in cell B1; FALSE otherwise.
Greater than . _Ai>Bi The fgrmula returns TR»UE .If avalue in cell A1 is greater than a

value in cell B1; otherwise it returns FALSE.

The formula returns TRUE if a value in cell A1 is less than in cell
Less than = =A1<B1 2

B1; FALSE otherwise.
Greater than or = —Af>=B1 The formula returns TRUE if a value in cell A1 is greater than or
equal to equal to the values in cell B1; FALSE otherwise.
Less than or P ~A1<=B1 The formula returns TRUE if a value in cell A1 is less than or
equal to equal to the values in cell B1; FALSE otherwise.
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used to compare data between cells. The operators are often referred
to as comparison operators. The six main logical operators are
explained in the following graphic:

These comparison operators can be used in Excel functions to
compare all types of data, including dates, numbers, Boolean values
(True or False, Yes or No), or text. All arguments must evaluate to
the Boolean values of either True or False, or contain another, nested
logical function.

The IF function is one of the most popular and useful functions in
Excel. It can be used to make a decision based on a comparison. If
the comparison is true, one value is displayed in the cell; if the
comparison is false, a second value is displayed. The syntax of the
IF function is: IF(logical_test, [value_if true], [value_if false]).

= logical_test —a value or logical expression that can be
either TRUE or FALSE. Required.In this argument, you
can specify a text value, date, number, or any
comparison operator.

= value_if _true — the value to return when the logical test
evaluates to TRUE, i.e. if the condition is met.
Optional.

= value_if false — the value to be returned if the logical
test evaluates to FALSE. Optional.

Excel Chap2 Page | 112



Simple IF functions test to see if a cell contains a certain text string
and returns different values
depending on if the logical
test returns a True or False

=IF(E36="Vikings", "Good", "Bad")

logic. A sample formula is | E | F | G
illustrated in the screenshot
atright. That’s some logical Bears Bad

Lions Bad

. L
critical thinking! Packers  |Bad

. Vikings Good
Instead of returning text

strings, the IF formula can

test the specified condition, perform a corresponding math operation
and return a value based on the result. This is done by using
arithmetic operators or other Excel functions in the value_if true
and /or value_if _false arguments. For example, =IF(C4>=D4,
E4*.25, E4*10%). This formula is determining if the value in
column C is greater than or equal to the value in column D. If the
result of the comparison is true, then the value to be displayed should
be the value in column E multiplied by .25 (25%). If the result of the
comparison is false, then the value to be displayed should be the
value in column E multiplied by 10% (.10).
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Other popular Excel Logical functions include the AND, as well as
the OR functions. These functions allow users to create multiple
logical tests within a single IF function. These functions return
either TRUE or FALSE results when their arguments are evaluated.
The AND function only returns TRUE if every condition is met.
However, the OR function returns TRUE if any condition is met.
The syntax of both functions are the same: =AND(logicall, logical2,
etc.) Examples of each function are illustrated in the screenshots
below. The first illustration uses the AND function to determine if
any of the people are eligible for the Inner Circle. They need to have
a Customer Satisfaction Score of at least 4.0, and be a Vikings fan.
The second example uses the OR function. The more lenient
comparison operator yields more eligible people for the Inner Circle.

D2 v fe | =AND(B2>=4,C2="Vikings")
A B | C D =R E G

Customer  Favorite
Satisfaction NFL Inner

1 Name Score Team Circle

2 |Fozzie 45 Bears ~ FALSE

3 |Patrick 26 Saints | FALSE

4 |Leo 42 Lions - FALSE

5 |Thor 33 Vikings | FALSE

6 |Theresa 438 Saints | FALSE

7 |Helga 43 Vikings | TRUE

8 |Simba 39 Lions _ FALSE

9 |Anish 47 Vikings TRUE

10 =

11 '

AND function example
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D2 ; fe | =OR(B2>=4,C2="Vikings")
A ‘ B c D B R G

Customer  Favorite
Satisfaction NFL Inner

1 Name Score Team Circle

2 |Fozzie 45 Bears TRUE

3 |Patrick 26 Saints | FALSE

4 |Leo 42 Lions - TRUE

5 |Thor 33 Vikings | TRUE

6 |Theresa 438 Saints | TRUE

7 |Helga 43 Vikings TRUE

8 |Simba 39 Lions FALSE

9 |Anish 47 Vikings TRUE

10 | =5]

44 P

OR function example

More Math Functions

The most popular Excel function in the Math category is
undoubtedly the SUM function. The Excel Math Functions perform
many of the common mathematical calculations, including basic
arithmetic, conditional sums & products, quotients, and rounding
calculations. There are many more examples, but some of the more
popular Math functions are identified in the table below. There are
many variations of some of these functions to be found in the Insert
Function window.

Excel Chap2 Page | 115



Popular Excel Math Functions

Function & Syntax Usage

PRODUCT Multiplies all of the numbers given as arguments.
=PRODUCT(numberl, number2,....)

QUOTIENT Returns the integer portion of a division.
=QUOTIENT{numerator,denominator)

RAND Returns an evenly distributed random real number
=RAND()*100 greater than or equal to 0 and less than 100.
ROUND Rounds a number to a specified number of digits.
=ROUND(number,num_digits)

SUMIE Adds the cells specified by a given condition or
=SUMIF(range,criteria,sum_range) criteria.

The first two functions from the table above are considered basic
mathematical operations. Instead of multiplying two cells using the
* operator, Excel users can opt to use the PRODUCT function. i.e.
=PRODUCT(B2,B3) versus =B2*B3. The PRODUCT function is
most useful when multiplying a series of cells. Ensure that the cells
referenced contain numbers or dates. If the data referenced includes
text, the PRODUCT function will return the #VALUE! error
result.. The QUOTIENT function is similar tothe PRODUCT

I A B
1| 13 5
2|
3 |Formula Result
4 |=A1/B1 26
5 |=QUOTIENT(13.5) 2
6 |=QUOTIENT(A1,B1) 2
o

function, except instead of multiplying cells, it divides cell(s) by
other cell(s) and returns a result in Integer format. An integer is a
whole number; therefore, it will not display the remainder typically
generated in division calculations. The graphic above illustrates the
differences between using the divide operator and the QUOTIENT
function. The numerator is the dividend and is the value before the
forward slash (/). The denominator is the divisor and is the value
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after the forward slash (/). In this example, Al (or 13) is the
dividend, and B1 (or 5) is the divisor.

An alternative to using the QUOTIENT function is to utilize the
ROUND function or any of its related functions (ROUNDDOWN,
ROUNDUP,MROUND). In the graphic above, a user could rewrite
the formula in A4 as =ROUND(A1/B1,0) by using the ROUND
function to get the similar results as the QUOTIENT functions. The
difference is that the QUOTIENT result does not store any

A B | C
1| 13 6
2 —d
3 |Formula Result Result*5
4 =A1/B1 2.166667 10.83333333
5 |=QUOTIENT(13.6) 2 10
6 |=QUOTIENT(A1.B1) 2 10
7 |=ROUND(A1/B1.0) 2 10
8 |=ROUND(A1/B1.1) 2.2 11
9 |=RouND(A1/B1.2) [ 2.17] 10.85
1n

remainder amounts. As shown in the graphic at the right, using the
ROUND function can yield significantly different results than using
the QUOTIENT function, however, the user can control the level of
detail desired in the calculation. Some users simply opt for the first
scenario without using either function. Instead, they utilize Excel’s
formatting functionality to remove the displaying of decimals.
.00

Using the Decrease Decimal button i from the ribbon on cell B4
can change the display to various results. However, the un-
truncated/un-rounded result is still stored in the cell.
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Practice 7: Expense Report

1. Create a new worksheet with the following data from the

image below:
A B (o D E | :E G
1]
2|
3
4 | Reason for Travel Conference in Minneapolis
5 | Name Helga
6 ]! Mileage Rate 0.51
7
8 |Date Description Meals Mileage Lodging Other Total
9 |
10|

2. Inrow 9 enter the following data:

o

O O O O

o

w

Date: 5/30/2019

Description: Travel to Minneapolis
Meals: 25

Mileage: 205

Lodging: 150

Other:

In cell G9 enter the following complex formula using

relative and absolute cell references:
=C9+(D9*$C$6)+E9+F9 (are the parenthesis necessary?)

4. Format columns C, E, F and G as Currency format with
two decimals.

o

o O O O O

)

~No

Enter the following in row 10:

Date: 5/31/2019
Description: Travel home
Meals: 20

Mileage: 205

Lodging:

Other: 15

Use the fill handle to copy the formula in G9 to G10.
Insert a new row below the Mileage Rate row, and in B6

enter the label: Trip Duration. (bold the label)
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8. In cell C6 enter a formula that subtracts A9 from A10.
Change the format of cell C6 to General.

9. Incell B15 enter the label: Totals: (right-align & bold this
cell).

10. Select cells C15:G15 and click the AutoSum button.
Change the format of D15 to General.

11. Enter the label: Need Receipts? in cell B2. (bold the label)

12. In cell C2, enter the following logical function:
=IF(F15>0,”Yes”,”No”)

13. Save the file as Helga Expenses May2019. Your worksheet
should resemble the following:

c2 v I’ =IF(F15>0,"Yes","No")
A ‘ B c D E E G
1
2 Need Receipts? |Yes _l
3 Reason for Travel Conference in Minneapolis
4 Name Helga
5 Mileage Rate $0.51
6 Trip Duration 1
7
8 Date Description Meals Mileage Lodging Other Total
9 5/30/2019 Travel to Minneapolis $25.00 205 $150.00 $279.55
10 5/31/2019 Travel home $20.00 205 $15.00 $139.55
11
12
13
14
15 Totals:  $45.00 410 $150.00 $15.00 $419.10
16
17|

Sorting and Filtering

Worksheets can have large amounts of data, and it can be
overwhelming if it is not sorted correctly. Arranging data in a
specified order is called sorting. Rows can be sorted in either
ascending (low to high) or descending (high to low) order.
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Ascending order can also be considered alphabetic order if the data
is text or chronological order if the data is dates or times.

Before data can be sorted, Excel needs to know the exact range of
cells that is to be sorted. Excel will select areas of related data as
long as there are no blank rows or columns in the data range. Blank
rows and columns define the outer limits of the data range. To ensure
that the correct data is selected, highlight the range before starting
the sort.

As Excel determines the defined range of data to be sorted, Excel
also determines if field names exist. Users should format the first
row of the data range with unique formatting Often, just making the
labels bold will help Excel identify the field names. Identifying the
field names will prevent Excel from including these fields in the
records to be sorted. The field names become the sort keys needed

B Cc D E F | G
- =
’ Alaskan Insider Cruises
2 July Revenue by Accommodation Category
3 4
Accommodation Rooms Rooms
LM Cruise Date Category Available Rented Rate Revenue Shortfall
5 July 5, 2019 Balconies 35/$ 5000 $ 175000 $ 125000
6 | July 12, 2019 Balconies 60 45 % 5600 $ 252000 $ 84,000
7 | July 19,2019 Balconies 60 45 % 6,000 $ 270,000 $ 90,000
8 | July 26, 2019 Balconies 60 58 § 6,000 $ 348,000 % 12,000
9 | July5, 2019 Inside 50 3008 2500 § 75000 % 50,000
10 | July 12, 2019 Inside 50 50 %8 2500 $ 125000 $ =
11| July 19, 2019 Inside 50 32 % 3,000 $ 96,000 $ 54,000
12 | July 26, 2019 Inside 50 43 § 3,000 $ 144000 § 6,000
13| July 5, 2019 Outside Level 1 80 60§ 4500 $ 270,000 $ 90,000
14 | July 12, 2019 OQutside Level 1 80 728 5025 $ 361800 $ 40,200
15 | July 18, 2019 Outside Level 1 80 700%$ 5375 | % 376250 $ 53,750
16 | July 26, 2019 Outside Level 1 80 80 & 5225 | § 418,000 § =
17 | July 5, 2019 Outside Level 2 90 75/% 4300 $ 322500 % 64,500
18 | July 12, 2019 Outside Level 2 90 66§ 4800 $ 316800 $ 115200
19 | July 19, 2019 Outside Level 2 90 82 % 5000 $ 410,000 $ 40,000
20 | July 26,2019 Outside Level 2 90 89 % 5000 $ 445000 § 5,000
21| July5,2019 Outside Level 3 100 80§ 4000 $ 320,000 % 80,000
22 | July 12,2019 Outside Level 3 100 898 4450 $ 396,050 $ 48,950
23| July 19,2019 Outside Level 3 100 78 4850 $ 378300 $ 106,700
24 | July 26,2019 Outside Level 3 100 92§ 4750 $ 437,000 $ 38,000
25| July5,2019 Penthouse 3 1% 6000 § 6,000 § 12,000
26 | July 12, 2019 Penthouse 3 2% 7000 $ 14000 % 7,000
27 | July 19,2019 Penthouse 3 2% 8000 $ 16000 § 8,000
28 | July 26,2019 Penthouse 3 3% 7500 $ 22500 % -
AN
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for multiple column sorts. In the image below, the possible sort keys
are: Cruise Date, Accommodation Category, Rooms Available,
Rooms Rented, Rate, Revenue and Shortfall.

The data range above is already sorted in ascending order by the
Accommodation Category key field. A single column sort is quite
== easy. Simply click any cell in the
2l Y i column that represents the key
z| Sot Fier e Rea sort. In the above example, any
f Y Advanced cell from B4 to B28 would
Sort & Filter be acceptable. Then, click the the
A-Z option in the Sort & Filter
group of the Data tab. The entire row is sorted because each row is
a record that should stay grouped together. Be careful NOT to select
a single column of data or the records may not be kept together.
Excel will warn the user with a warning message. If the user chooses
to Continue with the current selection, only the data in the column
with change their order, while the data in the other columns remain
unchanged. This will most likely destroy the integrity of the data.

Advanced sorting involves multiple key fields from multiple
columns. A multi-level sort can be set up by clicking the Sort button
from Sort & Filter group from the Data tab (or the Sort & Filter
button from the Editing group of the Home tab and choose Custom

Sort ? X
""z*l Add Level x Delete Level E@ Copy Level | A v Options... My data has headers
Column Sort On Order
Sortby | Accommodation Cate[v | | Cell Values [v] |Atoz [v]

Thenby Revenue v | CellValues v [iargestto Smaiiest v
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Sort) to open the Sort dialog window. The first sort criteria, also
known as the primary sort, was previously defined to sort by
Accommodation Category in ascending order. To add a second
level, also known as a secondary sort, click the Add Level button.
After entering additional sort criteria, additional levels can be added.
As shown in the graphic on the previous page, secondary criteria
have been added to sort in descending order by Revenue. The data
in column B will not appear to change, but the records will reorder.
Compare the results below with the previous table.

Accommeodation Rooms Rooms

‘3 Cruise Date Category Available Rented Rate Revenue Shortfall

5 | July 26, 2019 Balconies 60 58/$ 6,000 $ 348000 $ 12,000
6 | July 19, 2019 Balconies 60 45 % 6,000 $ 270,000 $ 90,000
7 | July 12,2019 Balconies 60 45'$ 5600 $ 252,000 % 84,000
8 | July5,2019 Balconies 60 35/ 5000 $ 175000 % 125000
9 | July 26, 2019 Inside 50 43'% 3000 $ 144000 $ 6,000
10 | July 12, 2019 Inside 50 508 2500 $ 125000 $ -
11| July 19, 2019 Inside 50 32§ 3000 $ 96000 § 54,000
12| July 5, 2019 Inside 50 30/$ 2500 $ 75000 % 50,000
13 | July 26, 2019 Outside Level 1 80 80 % 5225 % 418,000 $ =
14 | July 19, 2019 Outside Level 1 80 70|% 5375/ % 376250/ % 53,750
15| July 12, 2019 Outside Level 1 80 72| % 5,025| $ 361,800_| $ 40,200
16 | July 5, 2019 Outside Level 1 80 60§ 4500 $ 270,000 $ 90,000
17 | July 26, 2019 Outside Level 2 90 89 % 5000 $ 445000 $ 5,000
18 | July 19, 2019 Outside Level 2 90 82§ 5000 $ 410,000 $ 40,000
19 | July 5, 2019 Outside Level 2 90 75 % 4300 $ 322500 $ 64,500
20 | July 12,2019 Outside Level 2 90 663 4800 $ 316800 $ 115200
21| July 26, 2019 Outside Level 3 100 92§ 4750 | $ 437,000 $ 38,000
22 | July 12,2019 Outside Level 3 100 89 % 4450 $ 396050 $ 48,950
23 | July 19,2019 Outside Level 3 100 78/ 4850 $ 378300 $ 106,700
24 | July5,2019 Outside Level 3 100 80 § 4000 $ 320000 $ 80,000
25 | July 26, 2019 Penthouse 3 3% 7500 § 22500 % 2
26 | July 19, 2019 Penthouse 3 2$ 8000 $ 16000 $ 8,000
27 | July 12,2019 Penthouse 3 2% 7000 $ 14000 $ 7,000
28| July5,2019 Penthouse 3 1% 6000 § 6,000 § 12,000
29

An Excel filter, also known as an AutoFilter, is used to display only
the data that meet specific criteria. Data that does not meet the
criteria is hidden from view. Excel’s basic filter functionality allows
users to filter rows by value, by format and by criteria. Filters can
reduce a large, complex worksheet of data into meaningful
information. With filtering, you can control not only what you want
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E £l Cruise Da

Pl SortAtoZ 60
60
l SortZto A 80
- 60
Sort by Color » 50
50
50
50
s 80
Text Filters ’ 80
Search jo 80
) . 80
V| (Select All) a0
v Balconies a0
¥l Inside 90
| Outside Level 1 a0
| Outside Level 2 100
| Outside Level 3 100
| Penthouse 100
100
3
3
3
3
Cancel
3

Y 31
to see, but what you want to exclude. Users can filter based on

choices they make from a list, or they can create specific filters to
focus on exactly the data that they want to see. Clicking the filter
button from the Data tab will add drop-down arrows to the column
headers in a range of data. Clicking a drop-down arrow provides
sorting and filtering options, like filter by color or text filters. A
simple AutoFilter will be signified by the clearing of check boxes of
the data that should be hidden. After applying a filter, a user can
copy, edit, chart or print only visible rows without rearranging the
entire list. Like sorting, filters can be applied to multiple columns to
further reduce the results that are displayed.

A column that has been filtered will have its drop-down arrow icon
switch from an upside-down triangle to a filter icon, as shown
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highlighted in yellow below. Only the cruises from the Penthouse
accommodation category will be displayed after clearing all check
boxes except the Penthouse category.

Accommodatlon Room Room

B Cruise Dan Category .‘r Availabl Rent
| July 26, 2019 Penthouse
\ July 19, 2019 Penthouse
'\ July 12, 2019 Penthouse
July 5, 2019 Penthouse

3|8 7500 & 22500 $ S

$ 8000 § 16,000 § 8,000
$ 7000 & 14000 § 7,000
$ 6000 % 6,000 $ 12,000

W www
- NN W

To remove a single filter, click the filter icon in the row header and
choose Clear Filter from.... To clear all filters quickly, choose the
Clear button from the Data tab on the ribbon or to remove filtering
functionality, re-click the Filter icon from the Sort & Filter group.
For more advanced users there are many more ways to utilize filters
in Excel, such as Custom Filters and Advanced Filters. Nonetheless,
a lot can be accomplished with the basic AutoFilter feature.

Conditional Formatting

Using spreadsheet functionality to enhance critical thinking is a
primary reason that Excel is so popular among business
professionals. Decision-making is made easier when users can
quickly spot trends, identify variances, and be alerted when certain
criteria is met. Excel’s conditional formatting feature is a really
powerful tool when it comes to applying different formats to data
that meets certain conditions. Conditional formatting is one of the
most simple yet powerful features in Excel by applying user-specific
formats to a cell/cells when user-specific conditions (rules) are met.
Not only does it make a spreadsheet look awesome, but it also helps
make sense of the data.
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Clicking the Conditional Formatting button on the Home tab of the
ribbon offers several options to define the condition o
criteria (rules), and several formatting options to {’:I

o JZLT_‘a'

_W Highlight Cells Rules > -l Greater Than... =

_;T’ Top/Bottom Rules » " Less Than...

<]
E Data Bars » E Between...
i Color Scales » _ - Equal To...
g lcon Sets 4 Text that Contains...
= -
Bl NewRule.. ‘7 .1 A Date Occurring...
E# ClearRules y | CEEE
5] Manage Rules.. —= Duplicate Values...

More Rules...

display the data in meaningful ways. To choose formats that are
applied to a cell(s) when a condition is met, select a range of cells,
then click the Conditional Formatting button to display a menu of
rules. Clicking a rule will expand an additional menu. For example,
to identify which cruise accommaodation categories provide the most
significant revenue shortfall, utilizing a highlighting rule that
formats cells that are greater than $100,000 would be a very
practical conditional formatting rule that could provide some
strategic information. Selecting the range of G5:G28 and applying
the Greater Than rule, will create eye-catching formatting. The data
in the first field can either be a cell reference or a static value, as
shown below.
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Shortfall

12,000
90,000
84,000 [
125,000 Greater Than
6,000
| Format cells that are GREATER THAN:

50,000 | [100000) "2 | with [Light Red Fill with Dark Red Text |~ |

40,200 OK Cancel

LRI e I = R = I R = e I = e B = B e < B = B = B o A e IR = e IR = A e I = R = IR = I
[{=]
o
o
o
o

Numerous rule types exist beyond the preset comparison operator
menu choices. Rules can identify cells that contain certain text or
before/after a certain date, or even highlight duplicate data.
Top/Bottom Rules can reveal the top or bottom 10 records in a
certain column. The quantity can be modified from the top/bottom
10 to a user-specific number.

Top 10 ltems ? X
Format cells that rank in the TOP:

10 2| with | Light Red Fill with Dark Red Text |« |

Custom rules can be defined by choosing More Rules... from the
Highlight Cells Rules menu, which opens the New Formatting Rule
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window. Choosing alternative Rule Types will modify the
functionality available in this window.

New Formatting Rule ? X

Select a Rule Type:

~ Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

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

= Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:

| Cell Value [~ greater than v __;_]
L _ R Ead = | | W—— )
Preview: No Format Set | Format. |

o

After defining the rule criterion, custom formats can be selected by
clicking the Format button. The Format Cells window opens to
allow custom Number, Font, Border or Fill formatting. To enforce
more complex rules, multiple conditional formatting rules can be
applied to the same data. However too many colors can sometimes
be distracting and should be used sparingly. Therefore, Excel offers
more formatting choices than just color fills. Data bars, color scales
and icon sets can also be used to emphasize data that meets certain
conditions.

The icon sets work great when color is not effective, such as when
printing to black & white laser printers. Icons are even more
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noticeable than colors because of their unique look and sparing
use. Icon sets will help visually represent the data with directional

2] NewRule.,
%8 Clesr Rules

&8 Manage Rules...

Directional
¥ e X
A=W AIANY
AAXY 2IAINVY
AAD VY

Shapes

0® 208
L@ [ Yo I |
@00

Indicators

Q00 viX
ErEp

Ratings

*® % ofll ol ol o
QIO il fl uill il
B

More Rules...

arrows, shapes, indicators, ratings, and other objects. For icons in
sets of three, Excel will assign icons by dividing values into thirds —
the first icon is assigned to the top one third of values, the second
icon is assigned to the second third of values, and the third icon is
assigned to the lowest one third of values. The values are adjusted
for four and five-icon sets. Conditional formatting’s flexibility is
extensive, but perhaps even more impressive is that, like formulas,
conditional formatting rules are volatile. As the data changes, the
conditional formatting dynamically adjusts to evaluate the new data
against the existing conditional rules.
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Pie Charts

With Excel, users can organize data so that it has context and
meaning. The output of Excel manipulation can take the shape of
either a table or chart. When deciding to use a chart or a table to
communicate the data-driven message, it is wise to always ask how
the information will be used, and who is the audience? People
interact very differently with these two types of visuals. Tables,
which display data in a columnar layout, are meant to be read.
Therefore, tables are ideal when the data requires more specific
analysis. Tables offer preciseness, letting users dive deeper to
crunch the numbers and examine exact values, instead of focusing
on approximations or visualizations.

A chartis a visual representation of a range of related worksheet
data. A chart can illustrate a large amount of numerical data quickly
and in an easy-to-understand fashion. Charts are particularly useful
for simplifying complex sets of data to expose the shape of the data
— numerical patterns, trends, and other significant activity. What
charts lack in terms of precision they overcome with broader insight
and quicker comprehension.

According to some psychologists,
people can be classified as either [The right brain-left brain

“left-brained” or “right-brained” Jtheory originated in the

thipkers. A person 'who is “left- work of Roger W. Sperry,
brained” is often said to be more
who was awarded the

logical, analytical, and objective.
Utilizing tables to display |NobelPrize in 1981.
spreadsheet data may be more
effective with “left-brained” people. A person who is “right-
brained” is said to be more creative, thoughtful, and subjective.
Conversely, displaying spreadsheets data using certain Excel charts
may be more suitable for “right-brained” people. Both tables and
charts offer unique advantages, but one is not always better than the
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other. The choice ultimately depends on the data at hand, the
message that is intended to convey, and the audience that will be
consuming the information.

Learning how to work with charts means not only knowing how to
create them but also realizing that different types of chart and
layouts can reveal and emphasize different knowledge. Like a
picture, a chart can be worth a thousand words. It all depends on
how well the chart is designed and developed. A well-constructed
chart will provide context and clarity for data analysis and
storytelling. The first step to creating useful charts it to organize and
precisely select the data that should be charted. This includes the
cells that contain both the data and the label headings.

The terms charts and graphs are often used interchangeably. There
are some subtle differences, however. Graphs are numerical
representations of data that show correlations and trends. Charts are
visual representations of data that tell a story. Ironically, the term
infographic, is better defined as a chart than as a graph.

Each chart type conveys information in different ways. Pie charts,
for example, are best for charting data that is a percentage of a
whole. For example, what percentage of your monthly income is
spent on transportation? Charts contain different objects for each
chart type. Objects in a pie chart include:

e Chart title — describes what is charted. The label heading of
the data series is used by default, but this can be edited.

e Legend —an index of information that corresponds to the
category labels.

o Data labels — identify each value in the data series.

o Plot area — the part of the chart that displays data
graphically.

o Chart area — the entire chart and all its elements.
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10of3 Lakes Area Girl Scouts 10:09 #
i - Troop 293 6/4/20
1| Little Lizzie's Girl Scout Cookie Sales
2 e R = =3 o o]
s e | e e e et Chart Titte
4 1-Feb 13 10 8 3
5 2-Feb 11 18 13 7
6 3-Feb 12 19 8 4
7| 4-Feb 13 18 4 4
8 5Feb 15 noo7 3
9 6-Feb 8 9 2 5
10 7-Feb 2 3 0 2
11 8-Feb 0 zero 0 0
12 9-Feb 5 8 3 6 )
13 10-Feb 1 0 0 1
14 11-Feb 2 4 7 3
15 12-Feb 9 6 1 2 Data point
16 | 13-Feb 0 0 0 0 >
17 14-Feb 0 0 0 0 (Slice) « Skinny Mints
18 15-Feb 6 1 2 2 » Chocolate/ Peanut Butter
19 i a7 17 65 42  Oh! Rios
20 |
21 » Lemon Drops
22, » Oatmeal Crazin
23 0} L]

A pie chart can only include a single series of data, whether it is a
single column or a single row of data. A data series is the sequence
of values that Excel uses to plot in a chart. Each value from the data
series is represented by a slice (or wedge) of the pie. The size of
each slice varies with its percentage of the total of the entire
data series. To create a pie chart, first carefully select the appropriate
data range before selecting the chart type from the Insert tab. In the
above chart, the selected data range is $B$3:$F$3, $B$19:$F$19,
) rivorenare - Since the only data series being charted
|l k- is the total sales (quantity) of each
2-D Pie cookie flavor. Every date (row)
represents an additional data series, but

()| @w® @E since pie charts only plot a single data

o series, these series’ should not be

3-D Pie selected. Pie charts should be avoided
] when there are many categories, or
@ when categories do not total 100%.
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Typically, 2-D charts are easier to read than 3-D charts.

When a chart is created as an object on a worksheet, sizing handles
will appear on the outer borders. The chart, or any object within the
chart, can be moved and/or resized similarly to a picture or other
objects in Microsoft Office. When a pie chart is first created, Excel
will use the default colors and design. Users can customize the chart
look easily by utilizing chart styles. In the Design contextual tab of
the Ribbon, several different styles will be displayed in a row.

Mouse over them to see a preview:

Chart Styles

o
n < | o
Quick Change | d & e
Layout> Colors~
as | 524 d
"isl )1 &S [} &
R & ==
L @@=
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An additional option for quickly changing the look of a chart is to
utilize the Quick Layout menu to select one of several preset to add
elements like percentage labels, value labels, and differently located

legends to the chart. Users can also add and

remove individual elements, such as chart |
I 7 | e

titles, data labels, data tables, and more by
using the Add Chart Element menu. Some

Add Chart Quick Ch
Element~ Layout~ Co

elements are not available for certain chart

types. One of the most useful chart elements
that get added manually
labels are

are data labels. Data

Format Data Labels

Label Options ¥  Text Options

S o= ol

4 |abel Options
Label Contains
|| Value From Cells
| Series Name
| Category Name
| Value
|_| Percentage
\v| Show Leader Lines
| Legend key
Separator
v Reset Label Text
Label Position
| Center
. Inside End

Qutside End
'® Best Fit

dt  Chart Title >
ifl; Datalabels »

a chart

linked to

values on 4 [egend »
the

worksheet, and they update
automatically when changes
are made to these values. Data
labels make a chart easier to
understand because they show
details about a data series or its
individual data points. Users
can add data labels to all data
points or a specific data slice by
ensuring that only the specific
slice is selected. In addition to
the Add Chart Element menu
and quick layout options, users
can add data labels by right-
clicking the chart and choosing
Add Data Labels from the
shortcut menu. Once added, the
data labels can be further
modified by right-clicking the
chart and choosing Format
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Data Labels to open the Format Data Labels task pane. One or more
types of labels can be added and positioned. Adding Category Name
labels make the legend redundant. Be careful not to add so many
labels that the chart becomes too crowded to read!

After adding labels, it may become necessary to resize or move the

4 A N

Boxes of Cookies Sold

Oatmeal
Crazin, 4

chart. After adding a title, data labels, and removing the legend, the
chart looks different, but is still the same size, even though certain
elements have resized.

Which pie chart looks better? Generally, removing the legend
through use of data labels is considered a preferable design strategy.
Alas, there are even more ways to customize a pie chart that is
beyond the scope of this text! Additional functionality includes
creating 3-D pie charts, exploding slices, rotating, sorting, adding
different fill designs, and much more!
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Bar & Column Graphs

Bar graphs are practical for comparing the differences between
values with horizontal bars. The lengths of the bars are proportional
to the size of the data category they represent. A vertical bar graph
is referred to as a column chart, and they are basically the same —
just 90° apart. Unlike a pie chart, a bar graph can include several
series of data. Bar graphs are simple, easy and flexible, and thanks
to the horizontal layout, bar graphs can accommodate longer
category names. Bar (and column) graphs contain the following

objects:

Chart title — describes what is charted.

Chart area — the entire chart and all of its elements.

Plot area — the region within the horizontal and vertical
axes.

Axes titles (horizontal, vertical)- describe the data.
Legend — an index of information that corresponds to the
series names.

Data labels — identify each value in a data series.

Value axis (y-axis) — contains values. Horizontal axis on
bar charts and vertical axis on column charts.

Category axis (x-axis) — contains the category labels.
Horizontal axis on column charts and vertical axis on bar
charts.

Gridlines — mark the intervals on an axis.
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4 A | 8 | ¢ | b
1 /10 Largest Cities in the United States
2 |City Population
3 [NewYork City 8,622,698 chart area
4 |Los Angeles 3,999,759
5 |Chicago 2,716,450
6 |Houston 2,312,717
7 _|Phoenix 1,626,078
8 |Philadelphia 1,580,863 N
9 lSanAnfonio 1,511,946 ek e
10 |San Diego 1,419,516 |
11 |Dallas 1,341,075
12 |San Jose 1,035,317 category axis (x) - i
‘2_ value axis (y) o
14 |* According fo U.S. Census Bureau as of July 1, 2017 -
While the data and chart on the previous page only display one data
series, most bar and column charts tend to display multiple data
series to compare and contrast one set of data against another. The
chart below adds a second data series in column C and changes the
chart type to a column chart. The two different data series are
illustrated with different color data points. Also, note how the axes
change directions! The value axis maximum, major and minor units
were also modified to different numerical values.
4 A I O I = v
1 |10 Largest Cities in the United States
2017 2010
2 [City Population Population tick mark
zNew York City 8,622,698 8,175,133
4 |Los Angeles 3,999,759 3,792,621
5 |Chicago 2,716,450 = 2,695,598
6 |Houston 2312717 2,099.451 plot area
7_ Phoenix 1,626,078 1,445,632
8 |Philadelphia 1,580,863 1,526,006
9 |San Anfonio 1,511,946 1,327,407
10 |San Diego 1,419,516 1,307,402
11 |Dallas 1,341,075 1,197.816
12 |San Jose 1035317 945,942
13|
14 * According to U.S. Census Bureau as of July 1, 2U
15
15y !
IZ Legend
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A histogram is a column chart that shows frequency of data. It is
similar to a bar graph but has important differences. For example,
the bars of data in a histogram are not separated with a gap. Also, in
general, histograms depict ranges instead of categories. Histograms
are often used to show statistics.

To create a histogram in Excel, you provide two types of data — the
data that you want to analyze, and the bin numbers that represent the
intervals by which you want to measure the frequency. You must
organize the data in two columns on the worksheet. These columns
must contain the following data:

= Input data - This is the data that you want to analyze by
using the Histogram tool.

= Bin numbers - These numbers represent the intervals that
you want the Histogram tool to use for measuring the input
data in the data analysis.

The output of the histogram analysis is displayed on a new
worksheet (or in a new workbook) and shows a histogram table and
a column chart that reflects the data in the histogram table.
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Charts can easily get crowded with details. Therefore, keeping the
chart on the same worksheet as the data is not always feasible. Users
can move a chart to any location on a worksheet or to a new or
existing worksheet. By default, a chart is created as an object within
a sheet. The chart can be resized, but sometimes the chart needs to
be as large as possible. To move the chart to a new worksheet, click
the Move Chart button on the Chart Tools Design tab. Next, click
the New sheet radio button, and then in the New sheet box, type a
name for the new worksheet. After clicking OK, the new sheet will
be to the left of the existing sheet. A new, standalone chart will
occupy the entire page to maximize the visibility of the data. The
Move Chart window also provides the option of moving the chart as
an embedded object into an existing sheet.

~1
Chart

Choose where you want the chart to be placed:

l_dT_]’d (O New sheet: :”Chart1
@® Objectin: | Sheetd

(<]

o
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Line Graphs

A line graph displays a series of data points connected by a straight
line. Line graphs are a good way to show change or trends over time.

A | B € plE| F | & | 1

1 | | | |
1 Little Lizzie's Girl Scout Cookie Sales
2 ) e ——
4 | 1-Feb 13 10 8 3 0 $136
5| 2Feb 1 18 13 7 0 $196
6 | 3Feb 12 19 8 4 2 $172
7 | 4-Feb 13 18 4 4 0 $156
8 | 5Feb 15 1 7 3 0 $144
9 | 6-Feb 8 9 2 5 0 $96
10| 7-Feb 2 3 0 2 0 $28
11| 8Feb 0 2 0 0 0 $8
12| 9Feb 5 8 3 6 1 $88
13| 10-Feb 1 0 0 1 0 $8
14| 11-Feb 2 4 7 3 0 $64
15| 12-Feb 9 6 1 2 0 $72
16 | 13-Feb 0 0 0 0 0 $0
17 | 14-Feb 0 0 0 0 1 50
18 | 15Feb 6 1 2 2 0 $84
19 97 119 55 42 4
20 O O ‘o)
g; Lizzie's Cookie Sales
23| 20
24| 18
25" 16
- I —
27 10
285 Q
2911 &
30 4
31| 2 .
32| ©
33 he he} e} X0 e X0 O o} e} ne] Q0 X0 e 0 he
o Nl o R D T \Q;& \\x@ \,Lf& \“;@ \‘;& \%@
35 |
36 w—Slinny Mints Chocolate/ Peanut Butter
27 0 o o)
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Line graphs are simple to create and easy to read. In contrast to
column or bar graphs, line graphs can handle more categories and
more data points without becoming too cluttered. Each line displays
as a different color. Line graphs help people examine why data is
changing and make decisions about how to proceed. The Line graph
is especially effective in displaying data trends. Stock market
investors utilize line charts to track historical stock performances
and help determine if a trend can be forecasted in the future.

In a Line Graph, the vertical axis (Y-axis) always displays numeric
values and the horizontal axis (X-axis) displays time or other
categories. Time intervals can be measured in years, months, days,
or hours.

To create a line graph, start by selecting the data range, then

choosing the Line Graph button - in the Charts group from the
Insert tab.

In the 2-D line graph illustrated on the previous page, two sets of
data series are plotted for fifteen days. The Skinny Mints cookies
are identified by the red line, and the orange line plots the
Chocolate/Peanut Butter cookies. Each date is a data point.
Additional data series can be added by expanding the data source
range. Line graphs provide an easy way to track historical data. In
many cases, the way the data is trending makes it easy to predict the
results of data in future periods.

Excel offers numerous other graphs and charts that might better
help illustrate the story behind the data, however all charts must
address the challenge of sharing or outputting the graphic(s) to
their target audience(s). Here are a few printing issues to consider:

« Printing only the chart. If the active cell is not selecting the
chart, both the chart and worksheet data will print. However,
if the chart is currently selected, only the chart will print by
default (as a chart sheet). If the intent is to print both the chart
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Export

Publish

Feedback

Options

and the data, make sure to move and/or resize the chart to
ensure everything fits appropriately within the sheet
margins. This will embed the chart within the sheet.
Utilizing the Print Preview window to verify what will print
by default will allow the user to make numerous changes,
such as the orientation, margins and scaling. A different
installed printer can also be selected. The graphic below
illustrates from the Print Preview window, an embedded line
chart in landscape orientation with headings enabled for

Print

Copies: |1

o[}

»

rint

Printer T { 7T - e [ e e T
1 Your Company Income Statement

AR1S RDIS MLI A-D M-S JM1 U1 AGS  Sep  OGLIS Nowls  Decs)

s 620 i@ S0 NI 210 2n00 288

E

HPEBE300 (HP Officelet 465...

SO ket

1
Printer Properties 1210 1050 20 382 SAS0 &M 40 %19 S8 4150 S20  1ox0f

Annual Profit Performance

Settings
I Print Active Sheets

Only print the active sheets
Pages: Ilto

Print One Sided

Only print on one side of th...

Collated
123 123 123

Landscape Orientation G

Letter
85" x 11"

Normal Margins
Left: 0.7" Right 07"

] =1 ]

Fit Sheet on One Page
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print. The sheet has also been scaled to fit to one page.

Chart colors that are not compatible with black and white
printers. A lot of office printers are black and white laser
printers due to their low-cost to operate at high volumes. A
color laser printer may be a worthy investment for common
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chart printing. If a black and white printer is all that is
available, it may be necessary to change the colors to
patterns or contrasting shades of grey.

Not enough or too much information. Reads of the chart
must be able to comprehend the message the chart is
attempting to convey. This might require adding context,
such as titles, data labels, and text-box callouts. Conversely,
a chart can have too much information that the chart is
cluttered and unreadable. In this case, summarizing the data
my be prudent, or even re-selecting a different source data
range. A chart can also be unreadable due to poor design
considerations like wrong fonts and font sizes, as well as
distracting colors and object sizes.

Excel charts are volatile and will change as often as the
source data is changed. If a static copy of a chart is needed,
consider saving the chart as a picture. This can be
accomplished through using the copy and paste special

How College Students Seek Information

Everyday Life Research
Boogle (non-Wikipedia) 99+
Wikipedia 927

Friends 85%

Personal Collection 75+ Getting 'he
P ictllre

Sovernment Sites 737 B,'g

For
course

work Course-Related Research

Course-related readings 97

H Boogle (non-Wikipedia) 957

Google is @i s
0 books 307

not N°1 R

When searching,
students value:

Currency Brevity But not

scholarly
Consensus authority

'mnﬁmh—wuwg,nfographic example
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commands. Using Paste Special will allow a chart to pasted
in either PNG, JPEG, GIF or other formats. Alternatively,
Excel files can be saved as PDF files for inserting in other
electronic documents/files.

Practice 8: Weather Report

1.

2.

Al 8 | ¢ | b E|E |G| w0 |3kl
1 The Weather Report
2 | Average Monthly High Temperatures (in Fahrenheit) of Potential New Plant
3
4
él
& Ny
ao@% ‘v‘)o ,‘6@’
s e o S
6 Jan 23 67 19
7 Feb 27 71 26
8 Mar 34 76 37
9 |Apr 4 85 56
10 |May 56 94 69
11 Jun 63 104 78
12 Jul 65 106 82
13 |Aug 64 104 81
14 Sep 55 99 71
15 Oct 40 89 56
164 Nov 28 75 38
17 Dec 25 67 22
18
19
20 | ** U.S. climate data; www.usclimatedata.com

Open the data file The Weather Report.xlsx or create a new
sheet from the illustration at right.

Add conditional formatting to all cells in B6:E17 so that
any cell is at least 90° with red fill cell formatting, or below
32°in light blue fill.

Use the Internet to research average monthly high temps
for Fort Myers, FL. Enter a label and the temps in column
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Print

=,

Print

Printer

=5

Settings

D Print Active Sheets =
Only print the active sheets

Pages:

A E =

HPESE300 (HP Officelet 465... Avrage MonttlyHigh Temperatures i Fahvesheit) o
SQ Reay

Print One Sided

Only print on one side of th...
Collated
123 123 123

Landscape Orientation -

Letter
85" x 11"

Normal Margins

Left: 07" Right: 0.7"

E. The conditional formatting should dynamically format
the cells.

Create a 2-D bar graph of Anchorage and Mesa temps for
all twelve months.

Move the bar graph to its own chart sheet.

Return to the original source data sheet and create an
embedded 2-D line graph with markers for all four cities
for all twelve months. Change the graph title to Average
Month High Temps. Move the chart slightly so the top-left
edge is in cell F6.

Use Print Preview to view the entire sheet (not just the
chart). Change the orientation to landscape. Compare your
results with the screenshot below:

Copies: |1

The Weather Report
[ ok P

otential New Plant

Printer Properties

Ilto

REREFEEEREAE

No Scaling
D910 print sheets at their actual size

Page Setup

«[1 Jof1 » i

8. Save the file as The Weather Report2.xlsx to your drive.
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AutoFill, 117
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chart, 154
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Columns, 103

complex formula, 135
Conditional formatting, 149
contiguous, 106

data labels, 158
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filter, 147
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histogram, 161

icon sets, 152

Keyboard shortcuts, 105
logical operators, 137
margins, 126

Merge & Center, 111
Mixed cell references, 132
non-contiguous, 106
orientation, 126

Print Setup, 127

Quick Layout menu, 158
Relative Cell Referencing, 115
Scale to Fit, 127

sorting, 144

static reference, 131
syntax, 114

table, 113

Tables, 154

theme, 112

workbook, 103
worksheets, 103

Wrap Text, 111
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What is a Database?

A database is a collection of related data that is organized so that it
can be easily access, managed and updated. Databases can store
details about people, products, orders, or anything else. Data can be
defined as facts and statistics about people, objects, events and

ideas. Organizations interpret, process

and analyze data to turn the

data into useful information. This information is used to make

better decision-making.

‘E

Process

Raw Data

j OU’”Ur

B

In the past, many databases were paper
based. Paper records were stored in
files within file cabinets. File cabinets

ol
Q=

still exist today, in large part due to the | e

fears associated with the insecurity of
electronic records being compromised.
The individual documents (records)
are categorized into different folders
(tables) to streamline user access.
However, this process is labor-
intensive, susceptible to errors, and an
office eyesore!

The Interior Decorator’s
Nightmare — a filing cabinet
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Databases are used for two major purposes: for processing
transactions and analytical research. Transactional databases track
daily operations. This data can be extracted into other software
programs for further manipulation, summation and classification.
This allows users to perform analytical research and prepare reports
to help create strategic information.

Computerized databases organize data into rows, columns and
tables, and is indexed to make it easier to find things quickly. Data
gets updated, expanded and deleted as new data is added. Automated
processes quickly manipulate the data, and data accuracy is
enhanced through automated rules. The advancements in database
software technologies have contributed to the Information Age that
currently exists. The growth of the filing cabinet market cannot
compare to the growth of electronic data contained in private and
public networks, and web sites throughout the Internet!

While a spreadsheet can function as a database, with its utilization
of columns and rows, the flat-file structure creates redundancies and
inconsistencies which limit the ability to find and understand the
data. In contrast, a relational database uses a tabular structure so that
data can be easily reorganized and accessed in several different
ways. Relational databases are made up of a set of tables with data
that fits into predefined categories (fields). Each table has at least
one data category (field) in a column, and each row has certain data
for the categories (fields) which are defined in the columns.

Microsoft’s relational database software program is called
Access. Access only functions with Windows operating systems
(not available on a Mac O/S) and is not available in all Office
versions. Access is a tool to organize, store, and manipulate data, in
order to report on the data stored in tables. The power of a database
comes from the ability to link tables together to provide data
processing efficiencies for large sets of data. Access’ integration
with the other Microsoft Office programs makes it a very popular
and economical relational database solution.
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The Four Main Objects in a
Database

While Microsoft Access is made up of seven components, this text
will focus on the main objects: tables, forms, queries and reports.

Al Access Obje... @ «

Tables A

:j Customers
:j Orders

':'j Products

»

Queries
@ ND Customers

@ Solar Charger Orders
ﬁ Solar Chargers Ordered in May

Forms A

@ Customers
@ Orders
E Products

»

Reports
B customers

Navigation Pane

Together, these objects allow users to enter, store, analyze and
compile data in various ways. When an Access database is opened,
the objects are illustrated in the Navigation Pane on the left side of
the window. The standard view in the Navigation Pane displays all
objects in the database organized by object type. The Navigation
Pane is used to run, open, and manage the objects of a database.
Double-clicking an object will open the object in a document
window.

A table is the database object that stores data organized in an
arrangement of columns and rows. Each row is a record and each
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column is a field within each record. A record is all of the data
pertaining to a person, place, thing or event. Each record will have
one or more fields and every database must have at least one table.
A relational database must have more than one table.

The other three objects are typically based off of the tables, so take
the time to set up the tables correctly, the first time! A form object
is typically used for entering new records into a table or
edit/deleting/display existing records in a table. Forms are the
primary interface that most users of a database enter and display
data. A query object retrieves specific data from other database
objects and then displays only the data that the user specifies.
Queries are the equivalent of asking questions about the data.
The report object summarizes the records from a table or query into
an easy-to-read format suitable for printing or exporting to other
software programs.

Access objects have several views. Each view gives users different
perspectives and offer different functionality. The two most
important views are Datasheet view and Design view. Datasheet
view displays a table in a datasheet where fields are in columns and
records are in rows. This view is useful for comparing records and
is often used when sorting or filtering data. This view is also
practical for printing data since many of the records can fit on a
single sheet of paper. Records can be added in datasheet view, but
forms are a more typical object for data entry. Nonetheless, the
asterisk (*) that appears to the left of the row below the last record
indicates where a new record will appear. The grey box to the left of
each record is a record selector. Clicking a record selector will make
the record active. Right clicking the record selector will allow users
to delete the selector record or add a new record to the table. Design
view allows users to setup and edit the fields in an object.

7 Customers \
CustomerlD ~ | FirstName - | LastName -~ Phone - | StreetAddress - City ~ |State/Provir ~ Zip/Postal C - Clickto Add ~
& 1 Devinder Patel 218-555-5641 212 Ash Street Aurora MN 59990

2 Maria Escobar 218-555-5146 212 Birch Street  Lake Cosmos MN 59991
3 Ahmed Rashad 218-555-1658 212 Cedar Street  Park Falls MN 59992

Datasheet view ofa Customer table
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Database Design

A properly designed database will divide data into tables to
eliminate  duplicate  information (also known as data
redundancy). Redundancy occurs when data is repeated several
times in a database. Redundant data is bad, because it wastes space
and increases the likelihood of errors and inconsistencies. A good
database prevents redundant data when, for example, customer data
(ID, Name, Address, etc) is stored in one table and then other tables
store just the customer ID to refer to the customers. Another
important design consideration to maintain is data accuracy. A
common motto when performing data entry is “garbage in, garbage
out”. The correctness and completeness of information is important
if the user wants to rely on their data. If your database contains
incorrect information, any reports that pull information from the
database will also contain incorrect information. As a result, any
decisions you make that are based on those reports will then be
misinformed.

Creating a new database involves determining the database schema,
which is a description of the data and the organization of the data
into tables. Designing a schema consists of the following steps:

1. Determine the purpose of the database and which data to
include in the database. It is a good idea to write down the
purpose of the database on paper — its purpose, how you
expect to use it, and who will use it.

2. Divide information into related groups to create tables and
then give each table a descriptive name. Data should be
grouped to ensure there is little to no redundancy. Each table
must have data related to at least one other table through a
table relationship.

3. Describe the fields and determine the primary key for each
table.
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Creating a Database Table

As previously stated, a database cannot v T
exist without at least one table. Therefore, %%

£[3 Copy

when a new database is created in Access, | View
the first object that opens is a table in o

datasheet view. Switching the view to ’Ej SRR
Design View allows the user to make | &=

many design decisions in a much more l‘/‘ _—

. . ; . % _ Design View
intuitive view. Many users like to use |

Datasheet View to paste data copied from

Excel. However, setting up the fields in Design View makes it easier
to define each field’s properties and data type.

File Home  Create  ExernalData  DatabaseTools  Help [NSERMM O Tell me what you want to do
= €= Insert Rows . = =] -
v & S = A =8
[j ? s [&u E = N =L (<>}

X Delete Rows

View  Primary Test Validation - 8 Property Indexes Create Data Rename/ Relationships Object
Key Rules ~ E£QModify Lookups  gheet Macros~ Delete Macro Dependencies

Views Tools Show/Hide  Field, Record & Table Events Relationships
All Access Obje... @ « [ = roduc\

Tables & | Field Name Data Type Description (Optional)

1% |product ID Short Text Five-character product ID

B customers Product Name Short Text Name of product

B orders Color Short Text Color of product

Z Produds Stock Number Units remaining in stock

Queries P Unit Price| Currency Price per item

= ND Customers |
3 Ssolar Charger Orders

23 Solar Chargers Ordered in May

Forms 2
B8 customers Field Properties
B8 oOrders General Lookup
B Pproduds Format Currency
& 2 Decimal Places
eports & Input Mask
@ customers Caption
Default Value
Validation Rule <1000
Validation Text Must be less than §1,000
Required No
Indexed No
Text Align General

Design View doesn’t display any data. Therefore, there’s more
space available to display other settings. In Design View, you can
see the data type listed next to each field. When a user clicks on a
field (in the top frame), the bottom frame displays the properties for
that field. The user can then change these properties as desired.
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Creating a table in Design View allows the user to define advanced
settings, like data types and properties, for each field in the table.
However, the first step is defining the field names. Here are a few
guidelines when creating field names:

o Names can include numbers, UPPER and lowercase letters,
and any combination. Avoid special characters (exclamation
points, periods, brackets, quotes, etc.)

« No leading spaces. Spaces between words is acceptable, but
not common practice, because:

e Make the names as short as possible without excessive
abbreviation. Formatting column widths for displaying in
printouts can be challenging with excessively long field
names. For example, Order # or Order Number are better
than Customer Order Number.

e Ensure the names are unique per table. If a table has fields
for Customer ID and Product ID, neither field should be
named simply ID. Likewise with the word Name. It is too
generic and needs a prefix identifier.

o Break data into multiple fields. For example, instead of one
field for Customer Name, create fields for First Name and
Last Name. This will allow sorting and filtering on single
fields. Another example would be separating an address into
multiple fields for Street Address, City, State/Province and
Zip/Postal Code.
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Every field has a data type. A field’s data type indicates the kind of
data that the field stores, such as large amounts of text or attached
files. A field’s data type determines what other properties the field
has including its size and formatting options. Field data types are
defined in the table design grid, whereas field properties are defined
in the Field Properties pane in the bottom of the Table Design View
window. Data types include:

Data type Description Size
Use for text or combinations of
Short Text text and numbers (i.e. Phone =
characters
Numbers).
Use for larger amounts of
alphanumeric data, including
sentences and
U paragraphs. Note: You cannot SELEE
sort a memo field. However,
they are searchable.
Number Numeric values. 4 bytes

Numeric values. Stores a non-
monetary, numeric value and is
compatible with the

Large Number SQL_BIGINT data type in 8 bytes
ODBC. Use this data type to
efficiently calculate large
numbers.

Use for monetary data. Holds
up to 15 digits of whole
dollars, plus 4 decimal
places. Tip: You can choose

Currency 8 bytes
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AutoNumber

Date/Time

Yes/No

Ole Object

Hyperlink

Attachment

Calculated

which country’s currency to
use.

Unique value generated by
Access for each new record,
usually starting at 1.

Use for dates and times.

A logical field can be
displayed as Yes/No,
True/False, or On/Off. In code,
use the constants True and
False (equivalent to -1 and

0). Note: Null values are not
allowed in Yes/No fields.

Can store pictures, audio,
video, or other BLOBs (Binary
Large Objects).

Contain links to documents or
other files, e-mail addresses, or
web pages.

Attach pictures, documents,
etc. Can contain an unlimited
number of characters per
record. Access will compress
the file.

Use to create an expression
that uses data from one or
more fields. You can designate
different result data types from
the expression.

4 bytes

8 bytes

1 byte

Upto2GB

Upto8
bytes

Upto 2 GB

Dependent
on the data
type of the
result type

property
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A wizard starts to help define
either a simple or complex
lookup field. A simple lookup

field uses the contents of Dependent
Lookup another table or a value listto  on the data
Wizard... validate the contents of a type of the

single value per row. A lookup field

complex lookup field allows
you to store multiple values of
the same data type in each row.

After creating a field and setting its data type, users can set
additional field properties. The field’s data type determines which
other properties that can be set. The field size is the number of
characters or the type of number it can store. For Number and
Currency fields, the Field Size property is especially important,
because it determines the range of field values. For example, a one-
bit Number field can store only integers ranging from 0 to 255. In
the Field Properties pane, on the General tab, enter the new field
size. Users can choose from the following values:

o Byte — For integers that range from 0 to 255. Storage
requirement is a single byte.

e Integer — For integers that range from -32,768 to +32,767.
Storage requirement is two bytes.

e Long Integer— For integers that range from -
2,147,483,648 to +2,147,483,647. Storage requirement is
four bytes.

e Single — For numeric floating-point values that range from
-3.4 x 1038 to +3.4 x 1038 and up to seven significant digits.
Storage requirement is four bytes.

e Double — For numeric floating-point values that range from
-1.797 x 10308 to +1.797 x 10308 and up to 15 significant
digits. Storage requirement is eight bytes.
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Replication ID — For storing a GUID that is required for
replication. Storage requirement is 16 bytes.

Decimal — For numeric values that range from -9.999... x
1027 to +9.999... x 1027. Storage requirement is 12 bytes.

Numeric and date/time fields can have a specified format to define
how the data is displayed. Short text, long text, and hyperlink fields
usually have no format. Predefined numeric field formats include:

General Number — (Default) Display the number as
entered.

Currency — Use the thousand separator; follow the settings
specified in the regional settings of Windows for negative
amounts, decimal and currency symbols, and decimal
places.

Euro — Use the euro symbol ( €), regardless of the
currency symbol specified in the regional settings of
Windows.

Fixed — Display at least one digit; follow the settings
specified in the regional settings of Windows for negative
amounts, decimal and currency symbols, and decimal
places.

Standard — Use the thousand separator; follow the settings
specified in the regional settings of Windows for negative
amounts, decimal symbols, and decimal places.

Percent — Multiply the value by 100 and append a percent
sign (%); follow the settings specified in the regional
settings of Windows for negative amounts, decimal
symbols, and decimal places.

Scientific — Use standard scientific notation.

When it comes to date/time fields, Access automatically displays
the date and time in the General Date and Long-Time formats. The
dates appear as, mm/dd/yyyy in the U.S. and as, dd/mm/yyyy
outside the U.S. where mm is the month, dd is the day, and yyyy is
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the year. The time is displayed as, hh:mm:ss AM/PM, where hh is
the hour, mm is minutes, and ss is seconds. Here are some other
predefined formats for date/time fields:

Long Date — Displays only date values, as specified by the
Long Date format in your Windows regional settings. i.e.
Monday, May 13, 2018.

Medium Date — Displays the date as dd/mmm/yy but uses
the date separator specified in your Windows regional
settings. i.e. 13-May-2018.

Short Date — Displays date values, as specified by the
Short Date format in your Windows regional settings. i.e.
5/13/2018.

Medium Time — Displays hours and minutes followed by
AM or PM. Access uses the separator specified in the Time
setting in your Windows regional settings. i.e. 9:23 AM.
Short Time — Displays only hours and minutes. Access
uses the separator specified in the Time setting in your
Windows regional settings. i.e. 9:23.

Other popular (not all inclusive) field properties that appear based
on certain data types include:

Decimal Places — Specifies the number of decimal places to
use when displaying numbers.

Caption — The label text that is displayed for this field by
default in forms, reports, and queries. If this property is
empty, the name of the field is used. Any text string is
allowed.

Default Value — Automatically assigns the specified value
to this field when a new record is added. Popular with State
or Country fields for data entry in regional uses.

Access Chap1 Page | 158



r

-

P

Input Mask — Controls how data is entered and is useful
when text or date entries should follow a certain format.
Access has several predefined masks. To open the Input
Mask Wizard, click the ellipses (...) at the end of the Input
Mask field. Popular existing input masks include the Phone
Number and Zip Code masks. Typically, clicking Next to
accept the default options throughout the wizard will create
the most common input masks. Custom masks can be created
by clicking the Edit List button. Mask characters include the
digits 0 and 9. A 0 placeholder means that a digit is required,
whereas a 9 means that a digit is optional. For example, the
last four characters of a Zip Code are often optional, so the
mask would display as 00000-9999.

Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box.

To change the Input Mask list, dlick the Edit List button.

Input Mask: Data Look:
‘Phone Number || (06YBE51DID 0 0 o o000
Social Security Number 831-86-7180
Zip Code 98052-6399
Extension 63215
Password FETTEEY
Long Time 1:12:00 PM i
Try It:
Edit List Cancel Back ‘ Finish
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Validation Rule — Helps ensure accurate data through
creation of an expression criterion that must be true
whenever the value is added or changed in the field.
Validation rules are popular for numeric and date entries and
are formed with one or more relational operators and/or
logical operators. A typical rule in an Order Entry table/form
might require the Quantity be at least one. The rule in the
Quantity field could be >=1.

Relational Operators

< less than

> greater than

<= less than or equal

>= greater than or equal
<> not equal to

Logical Operators

And  requires an entry to match both criteria
Or requires an entry to match one criteria
Not requires an entry not match the criteria

Validation Text — If an entry breaks the rule, it is cleared
from the entry box and the Validation Text is displayed in a
dialog box. Highly recommended to be used in conjunction
with the Validation Rule so the data entry person knows why
their entry is not acceptable.

Required — Specifies if data must be entered or not. Choice
is Yes or No. Default is No.

Indexed — Specifies whether the field has an index. There
are three available values: Yes (No duplicates) — Creates a
unique index; Yes (Duplicates OK) — Creates a non-unique
index; No — Removes any index on the field. If users often
search a table in Access or sort its records by a particular
field, users can speed up these operations by creating an
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index for the field. Access uses indexes in a table as people
use an index in a book: to find data, Access looks up the
location of the data in the index. In some instances, such as
for a primary key, Access automatically creates an index. At
other times, it may be necessary to create an index manually.

Primary and Foreign Keys

Fields that are part of a table relationship are called keys. A key
usually consists of one field but may consist of more than one
field. There are two kinds of keys:

Primary key — To ensure that no two records in a table are
identical, one field in each table is designated the primary
key. A primary key consists of one or more fields that
uniquely identify each record that you store in the table.
Often, there is a unique identifier, such as an ID number
(Employee 1D, Customer ID, etc), a serial number, or a
social security number that serves as the primary key.
Always choose a primary key whose value will not change.
A key icon appears next to the name of the primary key field.
AutoNumber data type fields make good primary keys.

=€ Insert Rows == F
=7 7

-
=% Delete Rows

Property Indexes | Create Dat

=7 Test Validation Rules @ Modify Lookups Sheet Macros
Tools Show/Hide Field, Recor
cess
Data Type
AutoNumber

keys. A foreign key contains values that correspond to values
in the primary key of another table. For example, you might
have an Orders table in which each order has a customer ID
number that corresponds to a record in a Customers table.
The customer ID field is a foreign key of the Orders table.
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Table Relationships

Access is a relational database management system. In a relational
database, users divide information into separate, subject-based
tables. Keeping data separated in related tables produces the
following benefits:

o Consistency — Because each item of data is recorded only
once, in one table, there is less opportunity for ambiguity or
inconsistency. For example, storing a customer’s name only
once in a table about customers versus storing it repeatedly
(and potentially inconsistently) in a table that contains order
data.

« Efficiency — Recording data in only one place results in less
disk space used. Additionally, smaller tables tend to provide
data more quickly than larger tables. Finally, not using
separate tables for separate subjects will introduce null
values (the absence of data) and redundancy into the tables,
both of which can waste space and impede performance

e Comprehensibility — The design of a database is easier to
understand if the subjects are properly separated into tables.

In relational database terms, a relationship is a situation where
multiple tables can contain related data that is linked by a common
field. A relationship consists of a parent table and a child table. The
child table references the parent table by having a field that matches
a field in the parent table. The child’s field is the foreign key,
whereas the parent’s field is the primary key. In a relationship, any
data entered into the child’s foreign key field must match a value
from the parent’s primary key field. By ensuring that the foreign
key’s data matches data in the primary key, Access ensures that all
records in the child table will have an associated record in the parent
table. There are three types of relationships:
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e One-to-One — A row in table A can have only one matching
row in table B, and vice versa. i.e. A baseball player can
have only one Jersey Number.

e One-to-Many — A row in table A can have many matching
rows in table B, but a row in table B can have only one
matching row in table A. i.e. A baseball player can have
many games played.

e Many-to-Many — A row in table A can have many matching
rows in table B, and vice versa. This is achieved using a third
table (commonly called a junction table) that contains
lookup data for both tables. Multiple players can play
multiple games.

Determining the relationships between tables helps ensure that the
right tables and columns exist. When a one-to-one or one-to-many
relationship exists, the tables involved need to share a common
column or columns. When a many-to-many relationship exists, a
third table is needed to represent the relationship.

Entering and Editing Records

Entering records directly into Datasheet View is probably the most
intuitive way to enter data into a database. In Access, this is common
because many Access databases are considered single-user
databases. With multi-users databases, data integrity policies would
discourage most users from having editing rights directly to the
tables. Therefore, in these databases, the more common method for
entering and editing records in a database would be via a form.
Nonetheless, entering records directly into Datasheet View has
some advantages, including:

o Users can look at their data in columns and rows in a
datasheet without using any special formatting.
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e When a user opens a table in Datasheet View it resembles a
Microsoft Excel worksheet, and the user can paste or add
data in one or multiple fields. Data can be copy and pasted
from a Word table or Excel worksheet into Access.

e Printing a table’s datasheet in Portrait or Landscape
orientation. Use Print Preview to change the orientation and
margins before printing. Output can also be sent to a PDF
file.

e Users don’t need to explicitly save their data. Access
commits user’s changes in the table when they move their
cursor in the same row towards a new field, or if they move
their cursor towards another row.

e Sorting and filtering data is very similar to Microsoft Excel.

Table Tools

ernal Data Database Tools Help Fields Table Q

Y 71 Ascending Y Selection ~ =] New
|+

) 2l Descending YLj Advanced ~ o Save
Filter . S Refresh
Remove So All~ XDeIete b
Sort & Filter Records

Access allows users to sort data in Datasheet View one iteration at
a time in either Ascending or Descending order. Ascending order is
also referred to as alphabetical order when the sort is based on a text
field, chronological order when the field is a date/time data type
or numerical order when the data type of the field is Number.
Sorting a datasheet does not affect the order that the records are
displayed in a form.

Displaying records based on specified criteria is called filtering.
When a filter is applied, records that do not meet the specified
criteria are hidden from view until the filter is removed. To filter
records based on the data in a field, click in the field to base the filter
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on and then click on the Filter button on the ribbon or click the drop-
down triangle to display a menu similar to the graphic below.

Ij States

Statehood - State Abbrev -

1 DE
2PA
3NJ
4 GA
5CI
6 MA
7 MD
8SC
9 NH
10 VA
11 NY
12NC
13RI
14VT
18 XY

State
Delaware
Pennsylvonia
New Jersey
Georgia
Connecticut
Massachusetts
Maryland
South Carolina
New Hampshire
Virginia
New York
North Carolina
Rhode Islond
Vemont

Canthiwru

1787

1787
1787
1788
1788
1788
1788
1788
1788
1788
1788
1789
1790
1791
1762

Copital - Clickto Add -

I

U erankinan

To remove a filter, clear the check boxes, and click OK or click the

Filter Y

and choose Clear All Filters.

button again or click the Advanced button on the ribbon

Most databases contain hundreds, if not thousands, of records.
Therefore, when a table becomes so large that the records and data
do not fit in the datasheet window without scrolling, the Find feature
becomes very practical.

Find and Replace

Find  Replace

Find What: | 1

v | [ Findnext |

Replace With: I 7 I ‘ 4
Look In: Current field v/ =

I ' R
Search: Al . ‘ Replace All_|

[(OMatch Case  [] Search Fields As Formatted
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In Datasheet view, use the Find command, from the Home tab, to
quickly locate specific records using all or part of a field value
entered in the Find What: field. If in the States table above, if the
user entered the value North in the Find What field, Access would
find two records for North Carolina and North Dakota, but only if
the Match: value was changed from Whole Field to Any Part of
Field or Start of Field. Using wildcard characters can be extremely
helpful if the user does not know the exact spelling of the value they
are looking for. A wildcard character can replace a single character
or multiple characters, which can be both text and numbers. Clicking
the Replace tab will allow the user to replace the data in the Find
What: field with the data entered in the Replace With: field. This
could be very useful when updating name changes, such as when
Kentucky Fried Chicken changed their name to KFC in 1991.

Used to match any single
character; to search for a
2 three-letter word that
starts with “d” and ends
with “g”, use d?g.

Used to match any

2 number of characters; to
search for a word that
ends in “son”, use *son.

Used to match any single
numeric character; to

# search for a three-digit
number that starts with
“3”, use 3##.
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Creating Forms

A form is a database object that offers an alternative interface to a
table beyond the Datasheet view of the table. Forms can improve
data entry proficiency by rearranging the order and tab sequence of
fields within a table. Forms can also be designed to hide certain
fields from appearing. For example, a credit limit or credit card
number field might only be accessible from the table Datasheet view
to limit the access to sensitive data from users who do not have rights
to view or edit tables. In Access, users have the option of creating a
blank form from scratch, using the Form Wizard, or having Access
automatically create a form from a table or query.

A basic form can be easily created by using the Form tool. Simply
select the table (or query) in the Navigation Pane that the form
should be based off, and then click Create > Form (from the Forms
group). all the fields from the underlying data source are placed on
the form. If Access finds a single table that has a one-to-many
relationship with the table or query that you used to create the form,
Access adds a datasheet to the form that is based on the related table
or query.

Create External Data Database Tools Help Q Tell me what you want to do

D g D [ﬁ\ &j [E::; | NG D [ Form Wizard j @ j glReportWizard

(s [&] Navigation ~
e Report Report Blank (5] | apels

Application  Table Table SharePoint Query Query Form Form Blank
Parts - Design  Lists ~ Wizard Design Design Form [= More Forms - Design Report

Templates Tables - Queries Forms Reports
All Access Obje... @ «
Tables 3
ER customers

B3 orders

B Products

T states

Queries N
ﬁ.‘ ND Customers

@ Solar Charger Orders

B Solar Chargers Ordered in May
Forms E
E Customers
E Orders
B Produds
Reports

»

@ customers
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A split form can be created by clicking More Forms from Create tab,
and then choosing Split Form. A split form displays two views of
the data simultaneously — a Form view and a Datasheet view.
Working with split forms provides the benefits of both kinds of
forms in a single form. For example, a user can use the datasheet
portion of the form to quickly locate a record, and then use the form
portion to view or edit the record.

E Customers X
| Customers
' [
Customer|D 1 Street Address | 212 Ash Strest
First Name Devinder City Aurcra
Last Name Patel State/Province | MN
Phone 218-555-5641 ZipfPostal Code | 59990
Customer|D = First Name = Last Name = FPhone ~ | Street Addre: = City = State/Provine = Zip/Postal Cc -
1 Devinder Patel 218-555-5641 212 Ash Street Aurora MN 59990
2 Maria Escobar 218-555-5146 212 Birch Street Lake Cosmos  MN 59991
3 Ahmed Rashad 218-555-1658 212 Cedar Stree Park Falls MN 59992
# | (New)
Split Form

To be more selective about what fields appear on your form, use the
Form Wizard. This multi-step process allows the user to define how
the data is grouped and sorted, and in some instances, fields from
multiple tables/queries can be added to the same form. Once a form
is created, use the different views to modify the forms design or
populate the forms with data. Forms have three views:
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e Form view — shows the data in the form. This is the view to
use to enter or change data. Record controls at the bottom of
the form are used to display specific records and add a new
record (the right arrow with the yellow star). The form’s
design properties cannot be changed in this view.

Home Create External Data Database Tools Help Tell me what you want to do

s L X Cut Y 2] Ascending 'V Selection~ l/ 1= New > Totals
! Eg Copy ; il Descending 'lj Advanced ~ < Save v Spelling
View = Past 7 Filter Refresh s
= ¥ Format Painter 7o RemoveSort Y Tc ggle Filter All~ X Delete ~ [ More
Views Clipboard ] Sort & Filter Records
All Access Obje... © « || T states | 5 Customers'\
Tables A e
=
B3 customers - == Customers
B3 orders »
& produds Customer ID: Ec001] '
B3 states r . .
—_— »” Customer Name: !Essllnger Electronics '
ueries S
3 ND Customers Address: %507 5th Ave NW l
B3 Solar Charger Orders City: iWest Fargo |
@ Solar Chargers Ordered in May State/Province: iND I
Forms E -
B customers ZIP/Postal Code: L58078 J
B orders Contact First Name: |Annmarle ’
BB Produds Contact Last Name: ;Essllnger |
Reports X i
B oo Contact E-mail: iae@esslmgerelec .com |
Telephone Number: |701-555-7777 \
Fax Number: |701-555—8888 |
Order ID - OrderDate - ProductiD - | Quantlty v
11 6/6/2015 $20-3 20
} * (New)
Record: 4 4 30f5 » M ¥ | T o Filter | Search

Form View
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e Layout view — shows the form and the data in a visual
layout. This is the view that opens when a form is initially
created. Some of the form design properties, such as field
fonts and column widths, can be changed in this view.
However, the data cannot be changed in this view. Notice
the Form Layout Tools contextual tabs!

H &
File Home Create External Data Database Tools Help
D n Colors ~ Ay
4 %-mmﬁx

View  Themes Fonts~ |1
- - |

Views Themes

All Access Obje...
Tables I
B3 customers
B3 orders
E Products

B3 states

Queries 3

@ ND Customers

® «

@ Solar Charger Orders

@ Solar Chargers Ordered in May
Forms S
F_=E| Customers
E Orders
E Products
Reports

ﬁ Customers

»

7z Statesx‘i E| Customers\'\\

= Customers

v

Form Layout Tools

Design Arrange Format
Controls

i Customer ID:

i Customer Name:

Contact E-mail:
i Telephone Number:

Fax Number:

ieeom

lEsinnger Electronics

Address: }507 Sth Ave NW
City: iWest Fargo
State/Province: ]ND

zIP/Postal Code: (58078

Contact First Name: ‘

Contact Last Name: iEsslinger

“ae@esslingerelec.com

701-555-7777
L

|
|
|
|
|
[Annmarie I
|
|
|
|

{701-555-8888

OrderID -~ OrderDate - ProductID ~ Quantity -

11 6/6/2015 S20-3 20
* (New)
Record: 4 43 0f 5 > MM % Mo Filter | Search

Iavant Viswar

Layout View
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o Design view — shows the form design, but not the data. Any
aspect of the form’s design can be changed in this view, but
the data cannot be changed. The Design, Arrange and
Format contextual tabs appear for this view too.
The Design tab allows the user to modify the color, fonts or
theme of the form. A logo, title and/or date/time field can
also be added to the form. Form controls (buttons, text
boxes, combo boxes, etc) can also be added.
The Arrange tab is used for modifying the order and position
of the fields on the form. The Format tab allows the user to
modify the style of the form including the fonts and a
background image can be added.

File Home  Create  ExternalData  DatabaseTools  Help  Design  Arange [ O Teil me what you want to do
1 =t ™ St pe

1 Form - & | |Formatting D
Zf} Select Al B I U|A ) = $ % » | %8 g5 Background A
Image ~ g
Selection Font Number Background Control Formatting
- ® States | =] Customers \
All Access Obje... @ « | = setes 5
Tables P LA R 1o 20 3o 4 [ AT . 6 -
Bl customers
EH orders
B Products
B produ ¥ Detail
EH states
Queries 2

B3 ND Customers {Customer ID

B3 Solar Charger Orders

:
{Customer Name

B3 Solar Chargers Ordered in May

Forms A

@ Customers

B orders iState/Province
:

B Products 2IP/Postal Code

Reports 2

@ customers

Contact Last Name

Contact E-mail

Telephone Number

——
Fax Number

Design View
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A user can switch between views as often as desired while
customizing the form. Switching views can be done by using the
View button on the Ribbon, or the three icons at the bottom right of

the Access window.
N

NOTE: If a field in a table has been modified after the form is
created, the existing form does not automatically update. The form
can be modified, but sometimes it is easier to delete the existing
form and recreate it based off the new table settings.
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Practice 9 — Auto Sales — Part 1

1. Open the data file AutoSalesData.accdb.

2. Inthe Customers table, apply an input mask to the Phone
field. (Hint: The Salespersons table has an input mask on its
Phone field.)

3. Inthe Sales table add a Validation Rule to the SalesPrice field
to ensure no auto is sold for less than $500. Add Validation
Text that instructs the data entry person to add a valid price if
less than $500 is entered for a record.

(Hint: validation rules should use comparison operators). Say
Yes to Data Integrity rules alert messages.

4. Add the following two records to the Customers table.
(Accept the default CustomerlIDs)

Arnold; Hammer; 218-555-8811; 212 Elm Street; Aurora;
MN; 59990

Susan; Wong; 218-555-0182; 212 Fir Street; Aurora; MN;
59990

5. Add the following two records to the Salespersons table.
MTO001; Ming; Tran; 218-555-4470; 5.00%
SS001; Sandy; Swensen; 218-555-7788; 4.50%

6. Add the following two records to the Autos table.
N331155007; Honda; Pilot; 2017; White; 13600; $31,499
N991155007; Toyota; Camry; 2016; Red; 26500; $21,499

7. Add the following two records to the Sales table. (Accept the
default InvoiceNums)
Arnold; N331155007; Ming; 9/1/2018; $29,500
Susan; N991155007; Sandy; 10/1/2018; $18,000
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8. Inthe Autos table, make the Serial Number field the primary
key field by clicking the Primary Key icon on the Design
ribbon. Say Yes to save the table.

9. Create a form based off the Autos table named Autos_F.

10. Add a new field to the Autos table named Certified. The Data
Type s/b Yes/No. Close and Save and verify the new field
appears in the Datasheet view, but not in the recently created
form.

11. Delete the existing form, and then re-create a new form based
off the new Autos table. Verify that the new form now
includes the Certified field.

12. Close all open objects and then close the database. Notice that
the database is always saving edits. If you want to save the
database with a new name, use the File > Save As > Save
Database As command. The Save As button appears at the
bottom of the window.

LICENSE

@OSO

Business Computers 365 by Marcus Lacher is licensed
under a Creative Commons Attribution-NonCommercial-
ShareAlike 4.0 International License, except where
otherwise noted.

Access Chap1 Page | 174


https://mlpp.pressbooks.pub/businesscomputers2019
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://creativecommons.org/licenses/by-nc-sa/4.0/

Access Chapter 2: Retrieving
Information from a Database

e Query Basics

e Types of Queries
e Sorting Queries
o Access Reports

ﬂ Solar Charger Orders

Products
Customers Orders =~
States [=] 2 ? Product ID

7 ¥ customer ID % orderip Product Name
 statehood Ranking 1 Customer Name Order Date Color

State Abbrev A.ddvess Customer ID Stock

State City ) ] Fmduft D Unit Price

Year of Statehood State/Province Quantity

Capital ZIP/Postal Code

Contact First Name | v
[« ]

. I ! f f I t
Field: | Customer Name | State q Product Name | Quantity | | |
Table: | Customers | states |Products | Orders | | |

Sort: |Ascending | | | | I |
Show: ] | 1] | %] | ] | | | O I O

Criteria: “Solar Charger”

or:

R St I

This Photo by Unknown Author is licensed under CC BY-SA-NC
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Query Basics

Queries are far more powerful than the simple searches or filters that
might be used to find data within a table. This is because queries can
draw their information from multiple tables. The real power of a
relational database, like Access, lies in its ability to quickly and
easily retrieve and analyze data by running a query. Access queries
allow users to pull information from one or more tables based on a
set of search conditions the user defines. A common synonym for
the word query is: question or inquiry. Queries essentially ask
questions of databases. Queries do not store data. Therefore, a major
benefit of queries is the ability to save a query to be re-ran at a later
time after table data has been updated. This eliminates the need
spend time recreating all the fields and criteria desired to answer a
popular question, such as a customer calling frequently to check on
their latest account balance.

Queries can be something simple, like list all names in a table, or
something a little more complex, like list all products that are priced
over certain amount. A query can be very simple or very complex,
depending on the user’s requirements. As tables grow in size they
can have hundreds of thousands of records, which makes it
impossible for the user to pick out specific records from that table
without a query. The tricky part about queries is that one must
understand how to construct one before one can actually use them.

Create External Data Database Tools Help Q Tell me what you want to do
\ e = - ] —
BE N REES DT | E & [] Rwmm
[ [} ESl T 2

e . [E] Navigation ~
Application ~ Table Table SharePoint Query Query Form Form Blank Report Report Blank Labels

Parts ~ Design  Lists~ Wizard Design Design Form [ More Forms - Design Report
Templates Tables - Queries Forms Reports

When a query is run, the results are presented in a table, but when a
query is designed, a different view is used. This is called Query
Design View, and it lets users see how the query is put together.
While the Simply Query Design Wizard can be used to display fields
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from one or more tables or queries with the option to choose a
detailed or summary report, the wizard is limited by its inability to
select data criteria. This is why most Access queries are created in
Query Design View, as this allows for far more complexity to be
added to create complex simple to complex queries.

After clicking the Query Design button on the Create tab, the Query
Design View opens and by default the Show Table dialog window
appears with a list of available tables and queries that can be added
to build the query. Select one or more tables that contain the data
desired to produce the answers to the potential questions. However,
only add tables that contain fields that you intend to add to the query
design. Tables added to the query design that do not have fields in
the query grid can skew the query results. The exception to this rule
is if the table is needed to join two or more other tables that are part
of the query design. After the Show Table window is closed, it can
be re-opened by clicking the Show Table button in the Design
contextual tab.

File Home  Create  ExternalData  DatabaseTools  Help [EEDISEUMM O Tell me what you want to do

. i : 2 utu
sqL D—J -i +! : /! i !X @D Union E &= Insert Rows ) Insert Columns z r‘r[?
. @ Pass-Through X Delete Columns 2
View Select Make Append Update Crosstab Delete

, ow i Totals Parameters
Table B2 Data Definition | Tapje = i Builder 81 Return: | All %

Results Query Type Query Setup Show
£ ® Queryt

All Access Obje... ®@ « il
Tables " Show Table 7 X
B3 customers
EH orders -
B Produds Orders
Products
3 states States
Queries 2
£ ND Customers

Tables Queries Both

B Solar Charger Orders

B Solar Chargers Ordered in May
Forms S
E& customers

& orders

B Produds

Reports a ||
@ customers

Field: ]
Table:
Sort:
Show: (] O
Criteria:
or
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The next step to creating a query is to add the fields from the
tables/queries into the query design grid (at the bottom of the
window). Fields can be added by double-clicking the fields from the
tables in the Object Relationship pane. A user can also drag a field
from the table to the grid. A field can also be selected from the Field
drop-down list in each column of the query design grid. If the fields
are added in the wrong order, the column can be deleted or moved
by clicking the top of the column and dragging the field to the
appropriate location.

Types of Queries

Numerous queries from simple to complex can be created. A few
of the more popular queries include:

Single-Table Select query
Multiple-Table Select query
Range query

Complex query

Totals query

Action query

Parameter query

Crosstab query

The simplest query is a Single-Table select query. A single-table
query is based on only one table. It is essentially the same as an
advanced filter applied to a table. To create a query in Design View
follow these steps:

1. Add the data source(s). This can include table(s) and/or

queries from the Show Table dialog window. For a single-
table query, only one table will be selected.
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2. Join related data sources: Access does not automatically
create joins between queries and tables that are not related.
If Access does not create joins when data sources are added,
joins should be created manually. Data sources that are not
joined to any other data source can cause problems with the
query results. To add a join, drag a field from one data source
to a corresponding field on another data source. Access
displays a line between the two fields to show that a join has
been created. Note: the graphic below is NOT an example of
a Single-Table query. A Single-Table query would only have
one table, so a join would not be applicable.

= Solar Charger Orders \,

Products
Customers Orders =—

biates ' = 2 ? Product ID
- # customerID 9 OrderID oo e NaiE
@ Statehood Ranking | == Customer Name —\_ Order Date ot
State Abbrev Address Customer ID Stock
City Product ID Unit Price

State . ;
Year of Statehood State/Province Quantity
ZIP/Postal Code

Capital
Contact First Name |~

Query By Example Grid
g
Field: | Customer Name State v | Product Name Quantity
Table: | Customers States Products Orders
Sort: | Ascending
show: | | |

Criteria: “Solar Charger”
or:

Query Design View

3. Add output fields — Double-click or add a field from a data
source in the upper pane of the query design window down
to the Field row of the QBE grid, in the bottom pane of the
query design window. To quickly add all fields down to the
Field row of the query-by-example (QBE) grid, double-
click the table or query name from the upper pane to
highlight all the fields in that source and then drag them all
down to the QBE grid at the same time. Alternatively,
double-click the asterisk in the table.

4. Specify criteria— (Optional) Use the Criteria: and/or Or:
rows in the grid to limit the records that the query returns
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based on whether data from the fields meet the specific
criteria. Non-Select queries utilize this row extensively.

5. Execute (Run) the query — To see the results of the query,
click the Run button on the Query Tools Design tab. Access
will display the query results in Datasheet view. To make
additional changes to the query, click the View button to
return the Query Design View to make necessary edits
before re-running the query. If the query is complete, click
the Save command in the Quick Access toolbar. When
prompted to name it, type a descriptive name and click OK.
The new query should now appear in the Navigation Pane in
the Queries object group.

As previously stated, a relational database must have multiple
tables. Therefore, Multiple-Table Select queries are far more
common than Single-Table queries. The key to these queries is
adding tables or queries that are related through joins via a common
field. This may require a little planning before composing at the
computer. Determine what information is needed for output, and
then pinpoint which tables contain the fields needed to produce the
information. Further analysis may reveal that criteria might be
needed to streamline the results. The query in the previous graphic
uses fields from four related tables.

A select query with criteria that matches a range of values is called
a range query. This type of query relies on relational operators to
restrict the query results. When a range query compares text,
alphabetical order is used to determine which data matches the
criteria. For example, to return all used vehicles less than $10,000
from a database of used vehicles, the criteria would be < 10000.
Note the lack of a dollar symbol or comma delimiter? Adding a $ in
front a number would change the datatype from a Number to a Text
data type. Another example using the States table that tries to return
results that do not include North Dakota results would use a criterion
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such as <> “ND”. Using the quotation marks indicates that the
criteria is of the Text data type.

Relational Operators

< less than

> greater than

<= less than or equal

>= greater than or equal
<> not equal to

Logical Operators
And requires an entry to match both criteria
Or requires an entry to match one criteria

Not requires an entry not match the criteria

A complex query is any query that uses criteria in multiple fields.
Criteria can include relational operators as well as logical operators.
If multiple criteria exist in the same row, the And operator is
implied. The Or operator can be used in the Criteria row or using the
Or: row below the Criteria: row. Complex queries often utilize

Field: | Artist Title Genre
Table: | Music | Music Music
Sort: _ Descending
Show: ¥
Criteria: “classic rock”
or: |Like "*Brooks*" “country”

Complex Query

wildcard characters to add additional complexity. Complex queries
sometimes include the same field twice to accommodate additional
criteria. In these situations, the Show checkbox is often cleared to
prevent the field from displaying twice in the query results. The
graphic above illustrates a query that includes AND as well as OR
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criteria, and wildcard characters too! The results should produce a
list of music CDs that include any Classic Rock CDs and any
Country CDs from Artists that include the name “Brooks” in any
combination. This would include any Garth Brooks CDs as well as
any Brooks and Dunn CDs.

There are times when setting simple criteria won’t generate the
desired results, especially when working with numerical values. The
objective may be to see the query results grouped or counted in some
way. A Totals query uses a type of function called an aggregate
function to sum the data in a query result set. Aggregate functions
perform a calculation on a column of data and return a single value.
Access provides a variety of aggregate functions,
including Sum, Count, Avg, Min and Max.

To sum data, add the Sum function to the query, to count data use
the Count function, and so on. The following example will illustrate
how many of various bakery menu items have been ordered. The

Product Typ: ~ Product Name ~ | Quantity
Black Forest 1
_'Cakes Black Forest 1
| Cakes Black Forest 1
| Cakes Black Forest 5
| Cakes Black Walnut 1
| Cakes Black Walnut 1
| Cakes Black Walnut 3
| Cakes Buche de Noel (Christmas Cake)- Winter 1
| Cakes Buche de Noel (Christmas Cake)- Winter 1
| Cakes Buche de Noel (Christmas Cake)- Winter 1
| Cakes Buche de Noel (Christmas Cake)- Winter 1
| Cakes Buche de Noel (Christmas Cake)- Winter 1
| Cakes Buche de Noel (Christmas Cake)- Winter 1
| Cakes Buche de Noel (Christmas Cake)- Winter 1
| Cakes Buche de Noel (Christmas Cake)- Winter 1
| Cakes Buche de Noel (Christmas Cake)- Winter 2
| Cakes Buche de Noel (Christmas Cake)- Winter 1
Cakes Buche de Noel (Christmas Cake)- Winter 1
.(‘Al(nc Carrnt Cake 2
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query datasheet results below display the quantity of various cakes
ordered on separate order transactions.

Creating a Total query will group all identical menu items from
separate orders, and then by using the Sum function, Access will add
values in the Quantity field to calculate the total number
ordered for each menu item. To create the Total query, the first
step is to click the Totals button from the Show/Hide group

Totals

Field: | Product Types 'Product Name | Quantity
Table: | Categories | Products Table | Order Items
Total: | Group By | Group By | Sum
Sort: | Ascending | Ascending
Show: % ¥
Criteria: |“Cakes” Or "Pies”
or:

of the Query Tools Design tab. This will add a Total: row to the
query design grid. The default values in the row are set to Group By.
Clicking the drop-down arrow in the Quantity column of the Total:
row, and selecting Sum will accumulate (add) the quantities of
products ordered. Executing the query by clicking the Run button
will display the results in the query’s datasheet view as shown

Product Typs ~ Product Name » | SumOfQuantity ~
Cakes Black Forest 8
| Cakes Black Walnut 5
Cakes Buche de Noel (Christmas Cake)- Winter 12
Cakes Carrot Cake 9
Cakes Cheesecake 18

ralkac Tarannt 2

below. Note the Quantity field name changes to SumOfQuantity.

In Access, queries can do a lot more than just displaying data.
Through the use of assorted Action queries, Access can perform
various actions on the database data. Microsoft Access provides
four different types of Action Queries:
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+
e Append — 4eend Retrieves data from one or more tables and
adds the data to another table.
71
e Update — Urdste modifies or updates records. Criteria can be
specified to limit which records are updated, but if no criteria
is specified, all records will be updated.
b
o Delete — petete yseful for quickly deleting a set of data on a
regular basis.
=
Make i
e Make-table — Tble retrieves data from one or more tables,

and then loads the result set into a new table. That new table
can reside in the database currently open, or a new database
can be created.

Action queries change data based on some set of criteria. Action
queries can delete records, update data, append data from one or
more tables to another table, and make a new table. Users must be
cautious because once the query is executed, the data is changed and
cannot be undone. Experts advise to make a backup of the database
before proceeding with significant action queries.

A parameter query retrieves information in an interactive manner
by prompting the end user to supply criteria before the query is run.
If a particular query is used often but modified slightly, a parameter
query may be more efficient. When the query is run, the user is first
prompted to enter a parameter (or multiple parameters). Once the
parameter has been supplied, the query can return the results, based
on the parameter provided. The key to creating parameter criteria is
to enter the parameter prompt inside square brackets, such as:
[What’s your favorite color?]. The square brackets will cause a
parameter dialog box to open when the user runs the query. The text
inside the square brackets will be displayed to the user, and an input
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field will be displayed for their input. If the user enters purple in the
prompt, all records in table that store the data: purple will be

Field: | Artist | Title Genre
Table: | Music Music Music
Sort: '
Show: ' '
Criteria: [Which Genre?]
or:

returned as the query results.

In the example above, parameter criteria are entered in the Genre
field’s Criteria cell. When the query is executed, Access will display
the following prompt: If the user were to enter the data: Pop in the
prompt, the following results would be displayed the query
datasheet view. (The data entered into the prompt is not case-
sensitive)

A crosstab query is a special type of query that calculates a sum,
average, or other aggregate function, and then groups the results by

Classic Rock CDs
- Artist
Title
Genre
Field: | Artist ‘Genre Title
Table: | Classic Rock CDs | Classic Rock CDs | Classic Rock CDs
Total: | Group By | Group By | Count
Crosstab: '~ | Column Heading | Value
Sort:
Criteria:

or
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two sets of values — one down the left side (row headings) of the
datasheet and the other across the top (column headings)- much like
an Excel spreadsheet. When building a crosstab query in Design
view, use the Total and Crosstab rows in the design grid to specify
which field’s values will become column headings, which fields’
values will become row headings, and which field’s values to sum,
average, count, or otherwise calculate.

In the above example, the Music database will calculate a Count on
the number of CDs are possessed by Artist — using the Row
Headings and by Genre — using the Column Headings. The Title
field will serve as Value field. The data source is an existing query
named Classic Rock CDs, which provides the fields necessary to
create the crosstab query. After executing the query, the datasheet
results appear simillar to:

Arfist v Classic Rock ~| Couniry -~
AC/DC
Aerosmith
Billy Joel
Blondie
Bon Jovi

— | e O [0 [

Boston
‘Brooks & Dunn 4
Bryan Adams 1

A crosstab query does not always populate all the fields in the result
set because the tables used in the query do not always contain values
for every possible data point. It is possible to enter an expression in
the Criteria row to limit the results for the column heading field.
However, using a criteria expression with the column heading field
does not limit the number of columns returned by the crosstab query.
Instead, it limits which columns contain data. For example, suppose
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you have a column heading field that has three possible values: red,
yellow, and blue. If you apply the criterion =’blue’ to the column
heading field, the crosstab still displays a column for red and a
column for yellow, but only the column for blue contains data.

Sorting Queries

Sorting in Access is the process of rearranging records in a specific
order. Sorting data can create a significant
impact on the usability of Access queries and
reports. Sorting can occur before or after &l Descending T
executing a query. In the datasheet view, a : :

query can be sorted after running the query by Son&F"ter
using the Sort Ascending and Sort Descending —
buttons in the Sort & Filter group of the Home tab. To create more

?l Ascending Y
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complex sorting criteria, use the Query Design window to create
multi-field sorts.

Data Types Sorting Options

Chronologically sorts in
Ascending (oldest to
newest) or Descending
(newest to oldest) order.
Numerically sorts in
Number, Currency or | Ascending (lowest to
AutoNumber highest) or Descending
(highest to lowest) order.
Alphabetically sorts in

Date/Time

:::trt fextartong Ascending (A to Z) or
Descending (Z to A) order.
Ascending (yes values, then |
Yes/No no values) or Descending
(no values, then yes values)
order.
Memo, OLE or Cannot sort by these data
Attachment types.

Multi-field sorting requires the use of primary, secondary and
potentially, tertiary sorting fields. Using Access’ Query Design
View, fields can be arranged in any order in the QBE grid to
accommaodate the desired order. It is important to comply with the
sorting rules inherent with the various data types of each field (see
table above). If you sort by multiple fields in Access, the order of
the sorting is applied by field, from left to right, when viewing the
result set. When sorting this way, you include the sorting criteria in
the query’s SQL code. This then sorts the query result set the same
way each time you run the query. However, this can be manipulated
by adding duplicate fields to the grid, specifically for sorting
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purposes. The key to this strategy is to utilize the Show checkbox
for these sort-only fields. Clearing the Show checkbox will prevent
these fields from displaying the Datasheet results, but their sorting
mission will still be accomplished! Using Query Design also affords
the ability to sort one field in Ascending order and another in
Descending order in the same sort process.

In the example below, the goal is to sort the records primarily by
Last Name. However, some records might share the same Last
Name. Therefore, if there are duplicates, the First Name field will
serve as the secondary sort criteria. Furthermore, it is desired that
the results set display the records with the First Name field to the
left of the Last Name field. This necessitates the use of a duplicate
First Name field that will only be used for sorting purposes. Also
notice that the Show checkbox is cleared for this duplicate field, so
as not to confuse the layout of the results set. Hiding a field, by
clearing the Show checkbox. can also be used for applying Criteria
restrictions on a field that is not desired to be displayed in the results
set but is needed to narrow the results. This is popular with the
sensitive data, like Salary or Credit Limits.

Field: | Contact First Name | Contact Last Name | Contact First Name | City State/Province Telephone Number
Table: | Customers Customers Customers Customers Customers Customers
Sort: Ascending Descending

Show: O M
Criteria: “ND”
or

Access Reports

Utilizing Access to analyze data results in lots of information. This
Information needs to be shared — often will people who do not, or
should not, have rights to utilize the Access database.
Access reports organize and present data in a reader-friendly,
visually appealing format by using data from any queries or tables
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in the database. The tables or queries that provide the underlying
data are also known as the report’s record source. A report is a
database object that comes in handy when you want to present the
information in your database for any of the following uses:

o Display or distribute a summary of data.
e Archive historical information.

e Provide details about individual records.
o Create labels.

There are four different report views in Access. Two are essentially
print views and the other two are report building views. As with all
other Access objects, you can toggle the view using the buttons at
the bottom right of the screen, or by using the View button on the
Ribbon. The four views include:

e Report view — shows how a report would appear with
dummy data using a continuous page layout.

e Print Preview — allows users to see what the report will look
like when printed. This view can be used to change the page
layout, including the report orientation.

e Layout view — allows users to edit the report design while it
contains live data. Considered the most intuitive view to use
for report modification, this view can be used for nearly all
potential changes to a report in Access.

o Design view — allows users to view and change any aspect
of the report structure, but not the data. This view displays
any expressions that are used to generate content and
displays the header and footer bands for the report, page, and
groups. This is the preferred view for adding controls to the
report, such as labels, images, lines and rectangles.

The design of a report is divided into sections that can be modified
in the Design view. Reports created by using the Report button are
plain and simple, and have several sections, as detailed in the table
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to the right. More complex reports created using the Report Wizard
can also have multiple group header and group footer sections to
print grouping details and summary information.

Report Section Purpose

Report Header Appears at the top of the
first page and displays the
report title. Displays only
once in a report.

Page Header Appears at the top of every
page and displays the
headings (field labels) for
each column.

Detail Section Appears between the page
header and page footer and
displays the records from
the table or query. Can run
across many pages
dependent on the amount
of data,|

Page Footer Appears at the bottom of
every page and displays the
page humber and total
number of pages.

Report Footer This section is optional.
Appears on the last page of
the report and displays
summary information such
as grand totals. Displays
only once in a report.

Reports can be designed and formatted in a similar way to forms.
When you create a report, four new tabs appear in the Report Layout
Tools section of the Ribbon specifically for working with reports.
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o Design: Group and sort elements in the report, add text and
links, insert page numbers, and modify the sheet’s
properties.

e Arrange: Adjust the table to be stacked, tabular, etc.; move
rows and columns up an down or left and right; merge and
split columns and rows; control the margins and bring
elements to the “front” or “back” in a layering format.

e Format: Includes regular word processor formatting tools
like bold, italic, underline, text and background color,
number and date formatting, conditional formatting, etc.

o Page Setup: Allows adjusting of the page’s overall size and
toggling between landscape and portrait.

Another popular approach to creating reports is to use the Access
Report Wizard. The Report Wizard provides more flexibility than
by simply using the Report button. The Report Wizard guides users
through a series of questions and then generates a report based on
these answers. Users can choose the tables and fields, group the data,
sort the data, summarize the data, choose a layout and orientation,
apply a style, and title the report. Grouping data puts all the values
in a field into a group based on the field’s value. By using the Report
Wizard, users can create up to four sort levels. If the data has been
grouped, the option exists to summarize the data by displaying the
sum, average, and minimum or maximum value for each numeric
field. Choose to have the report display just the summary data or
each detail line and the summary data. Note: Users can also add
grouping, sorting, or totals by using the Group, Sort, and Total pane
while the report is open in Layout view or Design view.

To print a report, right-click the report in the Navigation Pane and
choose Print Preview from the shortcut menu. Print Preview
command options include:

e Print the report
e Adjust page size, margins or orientation
e Zoom in or out, or view multiple pages at a time
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o Refresh the data on the report
o Export the report to another file format.

To save paper, or to send a print job to a professional printer, or send
the report via e-mail, you can create a .pdf or xps format of your
report: On the Print Preview tab, in the Data group, click PDF or
XPS. Reports can be saved as an object in the Navigation Pane, and
at later date, updated and re-printed. Unlike Access queries, the page
settings are maintained in Access reports when saved.
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Practice 10 — Auto Sales - Part 2

13.

Open the data file AutoSalesDataChap2.accdb.

14. Add the following records to the Sales table. (Accept the

15.

16.

17.

18.

19.

default InvoiceNum)

Ahmed; N840084247; Sandy; 10/1/2018; $450 (You should
receive an error message that the minimum price must be
$500). Change the price to $950.

While many employees at the auto = Queryt

dealership cannot add or delete new R
records, most can run queries to . -
“read” the data. You decide to create a v ;”r:tt;::'en
simple query (via Query Design) of Last Name

the Customers table that displays all g
details. (Hint: double-click the

asterisk (*) in the Customers table.)

Run the query, close and save the Jrelc: | SIGPIEES
query as All Customers. _ o
Create a select query that displays Criteria:

an

First Name, Last Name, Phone, and

City of only the customers from Aurora. Save the query as
Aurora Customers.

Create a complex query that displays all autos that are Hondas
sorted by most expensive to least expensive. Display the
Make, Model, Year, Color and Price. Save and name the
query Honda Autos.

Edit the Honda Autos query to sort by Year (newest models to
oldest) and if there are duplicate Year models, sort by Price as
the secondary sort.

Create a new query similar to the Honda Autos query. Modify
the new query to restrict the results to display all autos with a
price of at least $10,000, sorted by Make and secondarily by
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most expensive to least expensive. (You should get 22 results)
Save and name the query as $10K Autos.

20. Create a parameter query named Which Color?, that displays
the Make, Model, Year, Mileage and Price of all autos. The
query should prompt the user for the color, but the color
should not display in the results. Run the query and enter
Black as the color. (You should get 6 results)

21. Close all objects and save the database.

Access Index

Action Queries, 208
Caption, 183
complex query, 206
crosstab query, 211
Data, 172

data type, 179
database, 172
Datasheet view, 175
date/time fields, 182
Decimal Places, 183
Default Value, 183
Design view, 175, 196
field, 174

Field Properties, 181
field size, 181
filtering, 189
Foreign key, 186
form, 175

Form view, 194
group footer, 215
group header, 215

Indexed, 185

information, 172

Input Mask, 184

Layout view, 195

Multiple-Table Select queries,
205

Navigation Pane, 174

numeric field formats, 182

parameter query, 209

Primary key, 186

query, 175, 201

query design grid, 204

Query Design View, 201

range query, 205

record, 174

record source, 214

Redundancy, 176

relationship, 187

report, 175

Report Wizard, 217

reports, 214
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Required, 185

schema, 176

Single-Table select query, 203
sort, 189

Sorting, 212

table, 174
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Validation Text, 185
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Microsoft PowerPoint Chapter 1:
Creating Presentations

Planning a presentation

Adding and deleting slides

Adding slide text versus slide notes
Creating bulleted and numbered lists
Comparing presentation views
Utilizing tables and charts
Inserting and modifying graphics
Creating a photo album

Inserting and modifying shapes
Utilizing WordArt

Inserting SmartArt

Inserting slide and handout footers
Apply design themes

Formatting the slide background
Replacing text and fonts

Printing a presentation
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Microsoft PowerPoint is a presentation software program used to
organize and present information to others. PowerPoint is a popular
presentation aid that utilizes visual and stimulating elements to
accompany a presenter’s communication through slides and
multimedia tools. Planning a presentation necessitates defining the
purpose of the presentation, identifying the target audience for the
presentation, and deciding the type of output for the information.

The purpose of the presentation can generally be categorized into
either of two general areas. The most common purpose for a
presentation is to inform an audience by providing facts and figures.
Informational presentations often include slides with tables, charts,
graphics and text. Classroom lectures that utilize PowerPoint are
typically information-type presentations. A secondary purpose of
presentations is to persuade or sell the audience on an idea. Sales
and political speeches fall into this category of persuasive
presentations. Style is almost as significant as content for persuasive
presentations.  Therefore, design themes are important
considerations for this type of presentation.
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Another important consideration when planning a presentation is to
determine the audience, including the venue in which the
presentation will occur. The characteristics of the audience will help
distinguish the type of vocabulary, font size, and design themes that
would be appropriate. An audience of colleagues will allow more
flexibility versus a group of customers, in terms of language and
content. Understanding who the audience is, and why they are there
can really influence the design and content of a presentation. The
venue also influences the design of a presentation. A large room will
require larger fonts and louder audio for the presentation to be
understood by the audience. Conversely, a smaller room make
necessitate a softer design. The presenter should also take time to
ensure that the venue has ample and compatible audio-visual
equipment (projector, cables, screen, speakers, etc.) to successfully
run the presentation.

Get to know the elements of the Microsoft PowerPoint window!
Note the similarities to Word and Excel!

|

Quick Access Toolbar | Tabs | | Tell Me (help) |

ransitions
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d
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¥
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The Quick Access toolbar contains one-click buttons for
saving, undoing, redoing, and print previewing a
presentation. You can easily modify this toolbar to add your
most frequently used commands. Just click the down-arrow
on the right edge to customize this toolbar!

The title bar displays the name of current presentation, and
the program. A new presentation will default with a
temporary file name, such as Presentationl until you save
the file with a different name. The Minimize, Maximize and
Exit buttons appear on the right edge of the title bar.

The Tell Me tool is a new way to get assistance with specific
tasks in PowerPoint. When the user starts typing,
PowerPoint suggests commands that are related to your
keyword(s). The tool is context sensitive and integrated into
your current presentation versus opening a separate window.
Therefore, if you type insert picture into the field, and click
the resulting command, PowerPoint will open the Insert
Picture dialog window without explaining the navigation
instructions.

The Ribbon interface is a set of toolbars at the top of the
window in Office programs designed to help you quickly
find the commands that you need to complete a task. The
ribbon displays a combination of icons and tabs.
Commands are grouped under multiple tabs. Some
commands are so extensive that they need additional
windows to display their entire functionality. The dialog box
launcher icon will open these windows. Contextual tabs will
appear only when the user needs them, such as when a
picture is selected, or a table is inserted.
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Adding and Deleting Slides
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New slides can easily be added to a presentation by clicking the
bottom half of the New Slide button in the Slides group of the
Home tab. If the top half of the New Slide button is clicked, the
default slide layout (Title and Content) will be inserted into the
presentation. By clicking the bottom half of the button, a gallery of
several different slide layouts will appear.
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The type of content the user intends to add will dictate which slide
layout is selected. Most slide layouts include one or more
placeholder to guide the user where to add content. Placeholders
can contain different types of content, including text, graphics,
tables, charts, and videos. Placeholders can be resized, reformatted
or deleted. The most common slide layout (Title and Content) has
two placeholders. The user simply needs to place the cursor inside
the placeholder and begin typing to add text or click an icon to add
an object. PowerPoint automatically sizes the text as it is typed to fit
within the placeholder.

Click to add title

* Click to add text

The AutoFit icon “*-' is displayed next to a placeholder when more
text than can fit is typed.

The alignment, font, size, and other formats can be applied to the
selected text in a placeholder by using the Mini toolbar or the Home
tab. A layout can be changed by clicking the Layout button to the
right of the New Slide button and choose a different layout. To
delete a slide, right-click the slide in the thumbnail pane, and choose
Delete Slide from the shortcut menu.
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How many slides is appropriate?

When planning a presentation, the
number of slides is an important
consideration. The attention span of the
audience typically emphasizes the adage
that “less is more”. The 10-20-30 Rule of
PowerPoint, commonly attributed to
entrepreneur Guy Kawasaki
(guykawasaki.com/the_102030_rule),
urges that presentations be limited to 10
slides, last less than 20 minutes in
duration, and the font size of the text
should be at least 30pt.

Adding Slide Text vs Slide Notes

While text can be added to slides via placeholders in various slide
layouts, text can be added directly to the Notes pane to create
speaker notes for the presenter of the slide show. Maintaining a
minimal number of slides requires that each slide only contain

PROBLEM STATEMENT

Does YHGP have a sustainable market?
» Are there enough customers in Norwalk’s
target market to be successful?
» Does Norwalk have the experience needed?

Not only is Norwalk’s target market small, but his experience running a business, managing
employees, vendors, and maintaining operations are all cause for concern.

jlidedof 10 02 Notes button | __,, =notes ) [Bl B8 B T -—14 +

summary text, not details. The details need to be added orally
through the presentation speaker. The data in the Notes pane does
not appear in Slide Show view. The Notes pane can be opened or
closed by clicking the Notes button on the status bar.
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Creating Bulleted and
Numbered Lists

B i . = 1=. HxAl Text Direction ~
[5] Align Text ~
= IT) Convert to SmartArt »
Paragraph M

The Title and Content slide layout is both the default and the
overwhelming most popular slide layout for most slides in a
presentation. This is the root cause of why so many PowerPoint
presentations bore their audiences with mundane amounts of text.
The worst offense is when users simply write sentence upon
sentence of text, which often gets read to the audience by the
presenter. This is a known symptom of the notorious, “Death by
PowerPoint” condition. A better approach is to create presentations
which utilize bulleted and numbered lists to help organize text or
show sequential processes. Too many slides of the same format can

This Photo by Unknown Author is licensed under CC BY-SA-NC
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exhaust the audience, so use lists in moderation. However, when
used with animation (discussed in the next chapter), lists can really
help manage the flow of information by synchronizing the visual
elements of the slide show with the verbal accompaniment of the
speaker.

As defined in the Word chapters, bulleted lists differentiate from
numbered lists in that numbered lists demonstrate sequencing,
whereas bulleted lists simply imply that each item is part of a non-
ordered group. Bullets and numbers can be formatted using custom
symbols and number formats to synchronize with the presentation
design. Bullets and numbers can also be indented to create sub lists.
The Paragraph group contains the commands to increase and
decrease the indentation of bullets and numbers.

» There were so many things the | leamed
in Excel!

» Some formulas and functions were hard!
» My Top 3 favorite features:

1. Auto Fil

2. AutoSum

3. Conditional Formatting

s B2t oy Unknown Author s feansad undar G SV

A slide with bullets and a numbered list
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Comparing Presentation Views

=l ElE Slide Sorter
(=] Notes Page

Normal Outline __
View (] Reading View

Presentation Views

PowerPoint can display its slides in several different presentation
views, which can be accessed from the View tab, the Status bar, or
the Slide Show tab. Each view has its own unique purpose as

; ; = oo [E =
described in the table below, = ot DB oc B &

View How to Use

The default view. Used most commonly for editing slide content.
Displays the slide pane and the thumbnails pane simultaneously.

2o Clicking the Notes button on the Status bar adds/removes a third pane,
which can be used to add and view speaker notes.
Similar to Normal view, except that the thumbnails pane is replaced by
. . an outline pane which displays the text from each slide. Graphics do not
Outline View

display in the Outline pane. Text is editable in the Outline pane. Not
accessible via the Status bar.

Displays only thumbnails of each slide in horizontally sequential order.
Slide Sorter Slides can be dragged and dropped to be rearranged, and any slide
transition timings can be viewed.

Only accessible from the View tab, this view displays a smaller image of
the current slide above a large text box placeholder which can be edited
to insert speaker notes. Increase the Zoom percentage to make the text
box more user-friendly.

Used to display the slide presentation to an audience. Displays a full-
sized screen and hides the PowerPoint window. All inserted multimedia
is functional is in this view. Navigation can be controlled by a mouse or
the keyboard (arrow keys are the easiest). Can be launched from the
Status bar, pressing the F5 key, or the Slide Show tab (recommended).
Click the Esc key to exit this view.

Similar to the full-screen Slide Show view without the overhead of
presenter view controls. The title and status bars remain on screen, and
navigation is simpler than Slide Show view. The Windows task bar is also
accessible.

Accessible by clicking the a icon during Slide Show view, and then
choosing Show Presenter View. Allows the presenter to view speaker
notes on one display (monitor) while the audience views only the slide
show on another display (projector).

Presentation Views

Notes Page

Slide Show View

Reading View

Presenter View
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PowerPoint offers a variety of views to display content depending
on the situation. Some views help create a presentation, while others
help deliver a presentation. Choose wisely!

Utilizing Tables and Charts

The organization of a PowerPoint presentation necessitates that the
presentation be concise and meaningful. Tables and charts represent
an opportunity to present a lot of data in an organized, structured
graphic. Tables can be created and inserted into a slide in a similar
process as Word tables. Tables can be inserted from the Insert tab,

or by clicking the Table icon from a Content layout
placeholder. Two contextual tabs are available for formatting the
table, similar to Word. Adding table styles that match the theme of
the presentation is desirable. Creating tables through this process is
ideal for tables full of text, such as the table in the illustration below.
Tables can also be created in Word, and then copy and pasted into
PowerPoint. Either way, tables are a great way to consolidate a lot
of information into a single slide.

File Home Insert Design Transitions Animations SlideShow Review View [ESEIGH] Layout Q Tellme 5

[ Header Row [ First Column il e r—— _"2 - A.‘ A - I_ﬁ\ —\g]
[ Total Row [ Last Column =smas | s | Smm e e Q".k A - 1pt = 2 d :
_______________ s uic = raw Eraser
[] Banded Rows [] Banded Columns Q- Styles~ A~ r—"’e" Color~  Taple
Table Style Options Table Styles WordArt Styles & Draw Borders

-

Product-Market Opportunity Matrix

= T T
Present Products
P Hire own set of -Expand to commercial segments
7 renovation, hire subs when needed.  -Become a home builder to build
e e <ustom homes
Q -Get in business of selling real (o]
‘estate, bundling home purchase
with renovation.
8 New Market Ralocate to Chicago o Indianapolis  None

O

O

If the table contains a lot of numerical data, it might make more
sense to create the table in Excel and paste it into PowerPoint. Data
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can be edited in PowerPoint using Excel formatting tools. Data can
even be linked so that when the Excel file is updated, the
PowerPoint slide is also updated. If the data is not linked, it is an
embedded object. Embedded objects become part of the
PowerPoint file and, after they are inserted, they are no longer part
of the source (Excel) file.

Charts are used to illustrate numerical data, which can help the
audience visualize patterns, relationships, or trends in data. The
decisions about linking or embedding a table are very similar to the
decisions regarding inserting charts. Charts can be created in
PowerPoint or Excel, but most are typically already created in Excel
and simply need to be pasted into PowerPoint. Then comes the
decision about embedding or linking the chart. When a chart is
selected on a slide, options on the Chart Tools Design and Format
contextual tabs can be used to modify the look of the chart.

Inserting and Modifying
Graphics

Graphics can be utilized to make a presentation more interesting and
informative. If the PowerPoint developer is trying to keep the length
of a presentation to ten or fewer slides, keep in mind that many
believe that a picture is worth a thousand words! Sometimes
graphics can be more informative than words and enhance a
presentation by evoking emotion in the audience. PowerPoint
graphics typically refer to pictures, and pictures can take the form of
digital photographs, clip art, or computer-generated imagery
(CGI). Digital photographs are realistic images captured with a
digital camera or scanned to a file by a scanner. Clip art images are
line-based drawings that are intentionally non-realistic. An example
of a computer-generated image is a logo, typically produced in a
software program such as Adobe Illustrator, or a 3-D graphic, such
as an avatar.
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e Insert Design T

r'@ Online Pictures
-

— = @4 Screenshot v
Pictures
= Photo Album ~

Images
. This Photo by Unknown Author is licensed
Local Onhne under CC BY
plctures plCtures An example of Computer-Generated Imagery (CGl)

Inserting graphics into PowerPoint is very similar to Word.
However, in addition to using the Images group options on the Insert
tab, users can also insert a graphic via an icon in a content
placeholder. Graphics can either be inserted from the user’s own
device, or from online sources.

Each type of graphic has its pros and cons. Clip art can be popular
because their simplicity results in a compact file size, which can be
increased or decreased without distortion. Additionally, the
unrealistic nature of these images makes them appropriate for
representing sensitive topics that require anonymity. Digital photos
are very realistic, which inspire authentic reactions. However, these
images result in large files that can be difficult to transfer among
devices. Additionally, resizing a digital photo can create undesirable
pixilation.

Caution should be used to ensure that graphics are used
appropriately by only including images that are relevant to the
message being advanced. Graphics usage should also obey
applicable copyright laws, especially when downloading images
from Internet sources. According to the U.S. Copyright Office,
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acopyrightis a form of protection for “original works of
authorship”, and is usually identified by the © symbol. Photos and
high-quality artwork that has been self-produced are not at odds to
copyright infringement, but images downloaded from online
sources should be credited, purchased or defined as royalty-free or
be accessed through a Creative Commons (CC) license. By
default, Microsoft’s Bing Image search engine will only return
images licensed under Creative Commons when utilizing the Online
Pictures command in PowerPoint.

(€) Search Results

® @
[ Bing v  computer L0

Sizev Type~ Color~ Layout~ Creative Commonsonly + Clear filters

These results are tagged with Creative Commons licenses. Review the licenses to
ensure you comply.

Show All Results X

You are responsible for respecting others' rights, including copyright. Learn more here. Cancel

The robust photo-editing functionality within PowerPoint makes it
easy to manipulate the size, location, and look of inserted graphics.
After selecting the graphic, sizing handles will appear around the
graphic, and the Picture Tools contextual tab will appear to offer a
plethora of image formatting features.
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Some of the most commonly used picture formatting tools include:

Q : O
Format Picture

Shape Options  Text Options

O O E (s

(o}

| Lock aspect ratio
Relative to original picture size
Best scale for slide show
Resolution
Original size
Height: 8.61" Width: 11.94"

i Reset

‘e

N

4 Size
Height 5.2°
Width 64°
Rotation  0=
?  Scale Height fW
Scale Width [100% 3

)

Sizing
Handles

N

O

1. Resizing and cropping. The easiest way to resize a graphic

is to drag the sizing handles. The corner handles will
increase or decrease the image’s size proportionally,
whereas the middle or top/bottom handles can distort the
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image’s size. Specific height and width measurements can
be defined in the Size group. Click the launcher to open the
Format Picture pane. Clearing the Lock Aspect Ratio
checkbox will allow the user to define specific sizes for the
height or width without proportionally resizing the other
dimension. Cropping an image result in a part of the image
being removed. This is useful when an image has a lot of
unwanted content that can distract from focusing on a certain
aspect of an image. An image can even be cropped to fit into
a specific shape. To reduce the file size of the presentation,
use the Compress Pictures feature, in the Adjust group, to
permanently delete the cropped portion of the image.
Clicking Reset in the Format Picture pane or Reset Picture
in the Adjust group will return the image to its original size.

2. Corrections and Color adjustments. If an inserted picture
is too dark, the Corrections feature allows the user to edit the
picture’s brightness and contrast. The picture can be
softened or sharpened as well to make the picture blurry or
distinct. Color adjustments can also be applied to change the
saturation (how vivid the colors are) and tone (the
temperature — cool or warm) of a picture. Colored filters can
also be overlaid to recolor a picture to fit the presentation’s
theme.

Presentation1 - PowerPoint PICTURE TOOLS
TONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS FORMAT |

E’_‘ Picture Border ~

e - | eant 4‘_‘ = P L Picture Effects -
E—-::, Picture Layout -
—_— e P &
g o o
- | 22 —a (= f;m S
YN ey | (el e B e
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3. Picture styles. Applying a picture style or effect from the
numerous preset gallery options can visually enhance the
way a picture appears. Picture styles make the picture look
more stylish by applying a combination of borders, 3-D
rotations, shadow effects or frame shapes. After selecting the
picture, hover the cursor over any of the gallery choices, and
PowerPoint will display a live preview of the style applied
to the image. Clicking a selection will apply the picture style
settings.

Picture Tools

p Format je

Preset

No Shadow
e}
! Reflection * k
Outer
(_SIOW v B! —— ' —
ol o

—~

=

r——

r—

]

r~—

—

r—

a= Softfdges
e

Sea ol A L

G W S S S S S SV S S

4. Picture effects. Users can enhance a picture by adding
effects, such as Shadows, Reflections, Glows, Soft Edges,
Bevels or 3-D Rotations. To fine-tune the effect, click
Options at the bottom of any effect menu. Multiple effects
can be applied to the same picture, such as an outer shadow,
an angle bevel and a contrasting right, perspective 3-D
rotation.

PowerPoint Chap1 Page | 213



Practice 11: The Continents

1.

N

ok~

Plan your presentation. Your goal is to create a slide show to
accompany your presentation regarding the planet Earth.
The content will include slides with text, a table and some
photos of various continents. The design will be basic. The
audience is your fellow classmates.

Open the data file Continents.pptx from your data files.
View the presentation in Slide Sorter view, and then revert
back to Normal view.

In the title slide, add your name to the subtitle placeholder.
Insert a new Title and Content slide after the title slide (slide
1). Add the title: Earth’s Continents, and then add seven
bullets to the Content placeholder with the text: North
America, South America, Europe, Africa, Asia, Australia,
Antarctica. Make the title font 54pt.

In slide 3 (North America), add an online picture of North
America to the content placeholder using the Online Pictures
icon.

In slide 4 (South America), change the size of the graphic to
have a height of 4.5”. Let PowerPoint adjust the width
proportionately.

Oceania / Australia

* Australia is the continent

* Oceania is a geographic region
consisting of:
* Australasia (Australia & New
Zealand)
* Melanesia
* Micronesia
* Polynesia

Talk with an Aussie accent!
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8. Inslide 7 (Africa), apply a Brightness +20%, Contrast -20%
correction adjustment.

9. In slide 8 (Oceania/Australia), apply a Metal Oval picture
style, and a Glow 18pt, blue picture effect, as well as a
Perspective: Turned Left, Tilted Up 3-D Rotation picture
effect.

10. Add the following speaker note to the Oceania/Australia
slide: Talk with an Aussie accent!

11. Change the layout of the Oceania/Australia slide to a Title
and Two Content layout. In the new content placeholder, add
the following text bullets by referring to the illustration to
the right:

12. Save the presentation with the file name My Continents.pptx
to your default local folder.

Creating a Photo Album

If your presentation’s purpose is more slanted towards entertaining
versus educating, then a photo album is a popular feature that might
facilitate that entertainment. PowerPoint’s photo album allows
users to load a bunch of digital photos into a single file, one photo
per slide, formatted consistently, with a variety of formatting
options. Photo album is a great tool for creating self-running
presentations that display photos from an event or a family memory
(graduation, wedding anniversary, funeral, etc.) PowerPoint creates
a new presentation file when a user chooses to create a photo album.

To start, take note of where the photos you want for the album are
located (preferably on a local device). Then go to the Insert tab and
click the Photo Album button. Once the Photo Album window
opens, the next step is to insert the pictures from your device by
clicking the File/Disk... button. The Insert New Pictures dialog
window will appear. The user should then navigate to where the
photo files reside on their device, then select multiple picture files
(remember to use the Ctrl button to select multiple non-consecutive
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files) and choose Insert. The selected files will appear in the Pictures
in Album scrolling window in the Photo Album window. The order
of the slides can be rearranged in this window or in the main
PowerPoint window.

Photo Album ? X
Album Content
Insert picture from: Pictures in album: Preview:
File/Disk... [J1 tacot2018 &
Insert text: 2 ShelterBoxDonation2018

3 IMG_20180516_160135

[(J4 2017-18 Adult Literacy Award
5 IMG_20180409_202136_1

6 foodshelfdonation18

7  Freshman Interviews 2018

8 DG Warner and Shirley

q

New Text Box

Picture Options:
Captions below ALL pictures
. O
[] ALL pictures black and white 0
O
M

IMG_20180123 073159 1 M
7 < Remoyve | A | () (
Album Layout
Picture layout: |Fit to slide ~]
Frame shape: |Rectangle _v
Theme: Browse...

[

The more important decisions that should be determined before
clicking the Create button pertain to the Aloum Layout and Picture
Options. Notice how the Captions below ALL pictures option is
disabled? This is due to the Picture layout currently being set to the
Fit to Slide option. Choosing any other Picture layout will enable
this option. Captions are a great way to add accompanying text to
each slide in the album and provide explanation for the photos when
no presenter is present. If this feature is skipped and needs reversing,
choose the Insert tab, click the Photo Album drop down arrow, and
select Edit Photo Album. The picture layout, frame shape, theme
and picture options can all be redefined, and pictures can be added
or deleted as well. The Insert Text Box is an alternative way to add
manually add text to a separate slide versus the captions, which
defaults with the operating system’s file name as the slide caption.
This data can be edited for each slide via the normal PowerPoint
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view. Photo albums can become even more entertaining when
additional (yet to be explained) functionality is added. However,
these features, which demand a lot of creative attention, can become
very time-consuming! The Photo Album feature was designed to
work with the Windows operating system. Therefore, this feature is
not available for Mac users.

Inserting and Modifying Shapes

Many different types of shapes can be inserted into a PowerPoint
slide to help illustrate concepts and draw attention. Want to
emphasize a certain focal point on a slide? Draw an arrow and add
a custom format! The basic shapes are found in the Drawing group

N\ NOo ol O £ Shape Fill ~

ALLoOS G- L ! L# Shape Outline ~

2N ) &jF Arra'nge gll C? Shape Effects ~
Drawing Fa

of the Home tab, but more extensive selections exist from .
the Shapes drop-down list from the Insert tab. Shape [ 1)
categories include lines, geometric figures, arrows, stars,
callouts, and banners. Once a shape is selected from the
gallery, a crosshair pointer allows the user to draw the
shape on a slide. Shapes can be filled, stacked, aligned, grouped and
merged using advanced formatting.

Shapes

-

Many aspects of each shape can be further modified, including its
line gradient, line color, fill color, weight, outline, shadow and other
3-D effects. Similar to other graphics, like clip art or a photo, a shape
can be resized, relocated and reset to complement the design of the
presentation. Text can be added to further annotate a shape and
explain a concept.
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Utilizing WordArt

Keeping the audience’s attention requires using non-standard text in
order to maintain interest in the presentation. Strong visual elements
help hold the audience’s attention. As discussed in the Word
chapters, WordArt is a feature that applies decorative text styles

REVIEW VIEW FORMAT
\ A, Text Fill ~
A A A & Text Outline ~
&. Text Effects ~
WordArt Styles o
REVIEW VIEW FORMAT

> = >
> > >
>

AAAAA

Ap Clear WordArt
and text effects to any text object in order to attract the audience’s
attention. Features such as shadows, outlines, colors, glows, bevels,
gradients, and 3-D effects can convert ordinary text into something
extraordinary! The easiest way to utilize WordArt is to select an
existing text object, then from the Drawing Tools contextual Format
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tab, click a predefined WordArt style from the gallery of choices.
Clicking the More drop-down arrow will expand the gallery. After
selecting a style, the text will appear in the selected style, and can
be further customized by choosing text fill, outline or effect options.

WordArt is a great replacement for title text. Notice the difference
between the two titles with normal text versus WordArt with text fill
color, and a transform 3-D text effect.

=

Inserting SmartArt

Like WordArt, SmartArt is a cross-application feature that adds
appeal, design and intrigue to an Office file. A SmartArt graphic is
a professional-quality diagram that visually illustrates text using a
variety of shapes. Like WordArt, a SmartArt graphic can be created
from scratch or text can be converted with a few simple
r clicks. Converting a bulleted list to a SmartArt list is
D very easy! To create a SmartArt diagram from scratch,
SmartArt cI!ck the icon on the Insert tab. A gallery of graphics
will appear.
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Users can choose from among many different layouts to effectively
communicate a complex concept. Categories range from process
and cycle diagrams to list and relationship graphics. Choosing the
appropriate graphic is key, because some of these diagrams are
complex, and therefore, can be more confusing than informative.
Other considerations when choosing to use a SmartArt graphic
include the amount of text that will be included with the shapes
versus the amount of legible space available on a slide. Too many
shapes can easily overcrowd a slide to the point that it is illegible.
Users can quickly and easily switch layouts, so try different layouts
(across types) until you find the one that best illustrates your
message.
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After selecting a SmartArt graphic, the diagram will replace the
content placeholder of the slide. New [Text] placeholders will
appear to allow the user to customize the diagram. Alternatively, a
Text pane should appear to the left of the graphic to ease the
insertion of text. If the pane does not automatically appear, click the
arrow control on the left size of the SmartArt graphic.

Type your text here
ﬁ i * Roses from Rotary
- * Poles 'n Holes Derby

Vertical Picture List...

I\

After adding text, and possibly photos, additional formatting is
available from the SmartArt Tools contextual Design and Format
tabs. The Change Colors and SmartArt Styles options offer radical
format changes. A SmartArt style is a preset combination of
numerous effects, such as line style, bevel, or 3-D, which can be
applied to a SmartArt graphic to create a unique and professional
design.

S

* Peach Sale

To create a SmartArt graphic from
existing text on a slide, place the cursor
inside the text, click the Convert button
from the SmartArt Tools Design tab, and
then choose the Convert to Text option.
- This is a great way to liven up basic
9 Convert to Text  pulleted lists to eye-popping
information!
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Inserting Slide and Handout
Footers

Slide footers represent another way to further customize the look of
the presentation. Slide footers are typically displayed at the bottom
of the slide, depending on the presentation’s theme. Several fields
are available to be added to each slide, including the date, a slide
_ number or a customizable text field. A combination of
| these fields can be included or excluded. From the Insert
Header tab, choose the Header & Footer option from the Text
&Footer  group to open the Header and Footer window.

Header and Footer ? X

Slide  Notes and Handouts

Include on slide Preview

[ Date and time lo pommmma]

SSSssasass

Update automatically

6/25/2018 |

Language Calendar type
English {United States) ; Gregorian ?
Fixed
6/24/2018
[ slide number
M Footer

Rotary Year in Review - 2018

[ Don't show on title slide

Apply Apply to All Cancel

Two options that often get overlooked are the Don’t show on title
slide checkbox, and the Apply versus Apply to All buttons. The Don’t
show on title slide option is usually selected to prevent the footer
from appearing on the title slide. To assign the footer options to the
current slide, choose the Apply button. Alternatively, the Apply to
All button assigns the footer options to all slides, except the title (if
the Don’t show on title slide checkbox is marked).
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Header and Footer

Slide MNotes and Handouts

Include on page

[ Date and time

|6/25/2018
Language:
|English {United St

Update automatically

]
21 Gregorian

Calendar type:

ates)

Preview

Fixed

672572018
[ Page number
[ Header

[ Footer
|M State - 2018

Apply to All ‘

Cancel

Slide footers are different than handout footers. Both can exist in the
same presentation, but each has their own uses. While the slide
footers appear on screen during slide shows, the Notes and Handout
footer is designed for hard copy printouts.

=

Preview

K Date and time

Similar fields are available as the Slide Footer, although the Header
text box represents a new option, and only the Apply to All button
exists, since the header and/or footer will appear on all pages of the
handouts/notes pages. The Header and Footer fields often contain
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data like company or author names, copyright notices, and keywords
like Confidential, Sample, Draft, etc.

To delete any header and footer information from the
Notes and Handouts printouts, open the Header & Footer |
window, click the Notes and Handouts icon, and clear all ates
fields and checkboxes before clicking the Apply to All g rooter
button.

Apply Design Themes

The most significant way to add visual impact to a PowerPoint
presentation is to apply a design theme. A design theme is a named
combination of formats that comprise of colors, fonts, backgrounds,
and other effects. Themes exist throughout Microsoft Office so that
files created in one application tie together with files created in other
Office applications. While the default Office theme is plain and
boring, users can choose from a gallery of other themes to give the
presentation a new look and feel. To change the theme, select a
theme from the Themes group on the Design tab. More themes are
available by clicking the More button.

File Home Insert Design Transitions Animations Slide Show Review

Aa  |[Aa  |[As E A | :
““'- S — S — NN L T— - -

Hover over a theme thumbnail to see the theme name. It’s also easy
to quickly change the look and feel of a theme by using variants in
PowerPoint. Each theme has its own Variants that apply some
predefined color and effect variations. Variants appear to the right
of the themes in the Design tab. Variants can be further customized
by clicking the More button to modify the theme colors, fonts,
effects or background styles. To further customize a design theme,
it is easy to apply a new variant while everything else about the
theme remains the same.
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Variants of the Facet theme More button

/

- -]

4|

Variants
B co '
A| Fon 4
O] Effect »
?;‘ ;'73-;'13.'\. nd Styles ’

Many organizations have a standard, recognizable theme that should
be consistently used to follow the organization’s branding standards.
While a theme can be applied to individual slides, it is advisable to
apply one theme to an entire presentation, which creates a uniform,
professional look.

Formatting the Slide
Background

While each design theme has its own background colors, patterns or
images, every slide in a PowerPoint presentation can modify a
background by changing colors, gradient fills, or adding/subtracting
graphics. The background is the area behind the text and graphics
on aslide.
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Slide  Format Design
Size~ Background  Ideas

Customize Designer
Format Background ~
OO
4 Fa

Solid fill
Gradient fill
o Picture or texture fill

Pattern fill
Hide background graphics

Insert picture from

File... Clipboard Onling...
Texture &~
Transparency | 0% =

Tile picture a5 texture

Offset Jeft 0% &
Offset right T1% o
Offset top 7%

Offset bottom -20% 2

Rotate with shaoe

Apply to All Reset Background

To customize the presentation’s background, click the Format
Background button in the Customize group of the Design tab. The
Format Background pane will appear to the right of the slide pane.
When choosing a different color or gradient fill for the slide
background, consider ensuring that a proper contrast between the
font colors and the background make the presentation easy to read
for your projected audience. A dark background might be
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appropriate with good lighting, but a dark room might necessitate
using a light background color. The Transparency slide bar can mute
the color by increasing the transparency percentage. A graphic can
be inserted and strategically located to the side of the content
placeholder by adjusting the Offset percentages.

After defining all background settings, click the Apply to All button
to update all slides with the new background. The slide illustrated
below has the Facet theme with a custom background and a graphic
offset to appear to the left of the content placeholder.

Replacing Text and Fonts

Popular presentations that get used over extended periods of time
often need updatingdue to product,

personnel or company name changes. This J© Find I
is particularly the case in technology =
companies. Instead of relying on manual % Replace

editing to find specific words that need to  #8% Replace...

be changed, the Find or the Find & Replace

AL Replace Fonts
&a Replace Fonts...
features can be much more accurate to s
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accomplish the same goal. In the Editing group of the Home tab,
click the Replace drop-down list, and choose Replace ... to open the
Replace window. Use the Find what: and Replace with: fields to
update the presentation by replacing certain text with new text.
Exact case settings can be required to ensure words like Mark versus
mark are not replaced inadvertently.

Replace ? X
Find what: Find Next
Peach v ] =

Replace with: s
Strawberry ‘_y_l | Replace
[] match case ["Replace Al
[] Find whole words only :

Sometimes a new design requires that a font be changed throughout
the entire presentation. Changing fonts throughout a presentation is
very similar to changing certain text throughout a document or
throughout a presentation. In the Editing group of the Home tab,
click the Replace drop-down list, and choose Replace Fonts... to
open the Replace Font window. In the Replace: drop-down list,
choose the existing font that needs to be replaced, and then in the
With: drop-down list, select the new font that should appear instead.

Replace Font ? X

Replace: o Replace
Century Gothic |10
With:

Verdana :vj

Close
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Printing a Presentation

g Print Preview and Print (Ctri+P)

A hard copy of a presentation may be printed for a variety of
reasons. A copy might be printed to provide an editor to review and
edit. A second reason might be to generate speaker notes for the
presenter. A third reason might be to produce handouts for audience
members. Whichever reason is chosen, previewing the printout in
Print Preview can resolve a lot of unforeseen issues before wasting
a lot of time, paper and ink/toner. It is recommended to add the Print
Preview icon to the Quick Access Toolbar to make it easy to review
the presentation’s accuracy and organization.

Print

Print

Printer

HPESE300 (HP Officelet 465

% Ready

Printer Peoperties

Settings

s  Print All Slides
el Print entue présentation

Slides:

o, Collated

6 Slides Vertical £
Handouts (6 slides per page)

Print One Sided

1 Only print on one side of th

23 ’)3 123
W&a 63 L&aS

Portrait Onentation -

5
- Color -

Ednt Header & Footer
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The most common reason to print a PowerPoint file is to produce
handouts, but this objective demands further consideration. How
will the audience use the handouts? Will they use them as a
reference, or will they be used to take notes? The answer to this
decision will affect the first option under the Slides setting. The
default is Full Page Slides, which is rarely the preferred selection
since each slide is printed on its own sheet. Notes Pages should be
the option if the intent is to generate speaker notes. The Outline
option will print the presentation in outline format which prints text,
but no graphics, tables or photos. This option is popular if saving
paper is a goal. The nine different Handouts options offer various
numbers of thumbnail versions of each slide per sheet of paper.
Three slides is appropriate if it is desired to give the audience room
to take notes, whereas six slides is suitable if the goal is simply to
provide reference materials. Once the print options have been
selected, click Print or the Print icon to print the presentation.

PIUY’ PIZZR T18
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Practice 12: The Planets

N

ok~

7.

8.

Download the Planets.zip file from the Course Data Files.
Extract the files to a location on your device where you
save files for this course.

Open a new, blank presentation in PowerPoint.

Insert a new photo album using the eight photos unzipped
from step 1. Choose the 1 picture, Picture layout. Include
captions below all pictures.

Apply the Celestial theme, along with the blue variant.
Change the title text to Our Planets, then change the text to
WordArt with the Lime, Accent color 1 Pattern fill.

Insert a slide footer with M State — 2023 on all slides
except the title slide. Include a handout footer with your
name.

Capture a screenshot of Print Preview displaying handouts,
2 Slides per page in full color.

Compare your results with the screenshot below. Cancel
the printing and save the file as Our Planets.pptx.

Print

i

z

Prin

)

Settings

Slides:

/2812018

int

tar Celestial

HPEBE300 (HP Officelet 465... . theme;
Ready blue

operti -
Printer Properties variant

Print Al Slides
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PowerPoint Chap 1 Index

background, 225 linked, 208
bulleted and numbered lists, 204 Lock Aspect Ratio, 212
Captions, 216 New Slide button, 201
Clip art images, 208 Notes pane, 203
Compress Pictures, 212 photo album, 215
computer-generated image, 208 Placeholders, 202
copyright, 209 presentation views, 206
Creative Commons (CC) sizing handles, 211
license, 210 slide layout, 202
Cropping, 212 SmartArt, 219
design theme, 224 SmartArt style, 221
Digital photographs, 208 Variants, 224
embedded object, 208 WordArt, 218

hard copy, 229

LICENSE

QOSSO

Business Computers 365 by Marcus Lacher is licensed
under a Creative Commons Attribution-NonCommercial-
ShareAlike 4.0 International License, except where
otherwise noted.
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PowerPoint Chapter 2:
Enhancing Presentations

o Adding slide transitions

e Apply animations to slide content

o Scalable Vector Graphics and Icons

e Adding and modifying audio

e Adding and modifying video

e Inserting and modifying hyperlinks

o Utilizing templates and slide masters
e Zoom, Zoom, Zoom!

o Employing proofing tools

e Saving files in alternative file formats
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Adding Slide Transitions

No one wants to watch a PowerPoint presentation that is neither
interesting or entertaining. Without certain design elements, many
audience members will consider PowerPoint to be boring. In fact,
some audiences sarcastically suffer “Death by PowerPoint” when
the presenter and presentation are not stimulating. Don’t be like
Dwight Schrute of “The Office” and start a fake fire to get your co-
workers’ attention, because you don’t know how to create a great
PowerPoint presentation! One way to add appeal to your
presentation is to use multimedia elements.

Motion and multimedia can evoke emotion in the audience and can
be applied in a variety of ways. Slide transitions are the visual and
audio effects that occur when the presentation moves from one slide
to the next while in slide show view. By default, no transitions exist
in a newly created presentation. However, applying transitions can
be easy and effective.

Users can control the speed, add sound, and customize the properties
of transition effects. When used effectively, transitions can add a
professional feel to a presentation. However, inconsistent and
inappropriate transitions can distract from the purpose of the
presentation, so careful consideration should be taken to ensure that
a transition effect complements the goals of the presentation. While
transitions can be applied to individual slides, consistency across all
slides is considered a “best practice”.

Applying a transition can be accomplished by clicking a slide
thumbnail in the left pane, and then clicking the Transitions tab on
the ribbon. This is the slide that will appear after
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the transition. The user can click on any of the transition icons to see
a preview of how the visual and audio effects will display during

Gallery Cube

5 M L 0 O K X

Pan Ferns Wheel Conveyor Fotare Window Orbe Fly Theough

slide show view. Clicking the More button will display a gallery of
transition choices. There are three categories of transition types:
Subtle, Exciting, and Dynamic Content. While simplistic, Subtle
transitions are popular because they are effective. Their
effectiveness is partly due to their lack of dlstractlon Exciting
transitions and Dynamic Content,

which use more complex animations, ERl | 4 sound: o Sounc)
can be overkill if not used in g 0uwtes o2
moderation. Any slide transition usage Gz T AeEy T o
needs to remember the purpose of the dm From ottom
presentation, and not distract from that A
objective.

; .’l From Right
To customize the look of a transition, -

i ‘ from 1og

users can utilize the Effect Options
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command to change the direction of a specific transition. These
options will vary depending on the selected transition. To remove a
transition, apply the None option to a slide.

After a transition is selected, enter a time in seconds in
the Duration field. This controls how fast the transition occurs; a
larger number makes it go slower. From the Sound drop-down
menu, a sound effect can be added. Caution! — sound effects can
quickly become annoying if not used sparingly, and many of these
affects are a little cheesy! Under the Advance Slide label, choose
either or both of the On Mouse Click or After checkboxes to
determine how to trigger the transition effects. The On Mouse
Click option is popular for presentations with a live speaker in
control of the presentation’s pace. The After combo field is
necessary for self-running presentations, and presentations that need
to be conducted in a specific timeframe. Precise duration’s of time
(usually in second equivalents) can be specified for each slide using
the After-combo field.

r—; &=l 4 Sound: [NoSound] * Advance Shde

L= - €3 _] = -

g = Lot ' z L.i; 2 (5 Duration 0340 7 £2 OnMouse Click

review Nore Morph Fade Push Wipe Spint ect - — .
- s . P = Optioms - T3 Apply To All 2] Atter: 000600 *

To apply the same transition and settings to every slide, click Apply
to All to maintain consistency. Otherwise, select different slides and
repeat this process to apply a different transition to each. The
specific timings for each slide are best displayed in Slide Sorter
view. Note: clicking the Apply to All option will override any
existing transition settings already defined on other slides.
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Apply Animations to Slide
Content

Animations refer to the movement of objects and text on a slide
during slide show view. Animations can help make a PowerPoint
presentation more dynamic, more memorable, and more interesting.
Animations affect the individual objects on a slide, including
bullets, text, and graphics. Each effect can be timed to appear on a
slide, in a specific sequence, using either Entrance, Emphasis and/or
Exit effects. Entrance animation effects occur as the object
initially appears on a slide, whereas exit animation effects transpire
as the object leaves the slide. Entrance animation is very popular for
introducing bulleted text one bullet at a time, which prevents
viewers from advancing their attention beyond the current
topic. Emphasis animation occurs after the object has displayed on
the slide. It can be useful to draw attention to a specific object on a
busy slide by adding motion or highlights.

To apply an animation, select an object on a slide, and then choose
an animation icon from the Animations tab. In the photo below, a
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callout shape was added, formatted and filled with text, before a
Float In entrance animation effect was applied.

File Home insent Design Transitions Animations Slide Show Review  View Q Tell me what you want to do §
* T ,r +. 2 Animation Pane P Start: On Click ~| Reorder Animation
» * * . < ﬁ 119 . Trigges = D Duration: 0100 | & Move Earlie
Preview None Appest Fade Fiy In Flostln  , Effect Add | P THIE :

= Options »  Animation » X (& Delay: . C
Preview Animation ) Advanced Animation

Additional animations can be added to text or objects by clicking
the Add Animation button in the Advanced Animation group. If an
attempt is made to add an animation without first clicking “Add
Animation” it will replace the existing animation instead of adding
to it. This step can be repeated multiple times to add as many
animations to an object as desired.

Clicking the Animation Pane, located in the Advanced Animation
group of the Animations pane, is a useful tool for organizing
multiple animations on the same slide. The Animation Pane lists the
objects on a slide that have animation applied. It can be used to
reorder the animation sequence and choose options for the
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animations. Effect Options can be applied to change the direction of
the animation. To adjust the order of the animated objects, select an
option in the Sequence category in the Effect Options gallery. The
By Paragraph Sequence is very popular with bulleted text
paragraphs. Notice that numbers are assigned to each element to
help identify the order each occurs on the slide.

Transitions and animations have many settings, with opportunities
to apply multiple actions to a single slide. To maintain a professional
design, it is important to maintain consistency with transitions,
animations, and other multimedia, including audio and visual
effects.

Scalable Vector Graphics and
Icons

S S

Raster Vector

GIF, JPEG, PMNG SWVG

This Photo by Unknown Author is licensed under CC BY-
SA

Newer versions of Microsoft 365, including PowerPoint, support
inserting and editing scalable vector graphic (.svg) files. An SVG
file uses an XML-based text format to describe how the image
should appear. An SVG file can be scaled to different sizes without
losing quality—the format is resolution-independent. Therefore,
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website and print graphics are often created in the SVG format,
permitting them to be resized to fit different designs in the future.
SVG files are often created and modified using Adobe software
programs, like Illustrator, InDesign and Photoshop.

The library of icons in Office apps consists of SVG images that
users can insert in an Office file and then customize. These icons are
free to use and there's no royalty or copyright to worry about.

1. Select Insert > Icons.

2. Browse or search with keywords for an image. Then select
it and choose Insert.

Stock Images © e

Images  leons  Cutout People  Stickers  Videos lllustrations Cartoon People

L Search "Nature

& 5 E @ B & O
~ - ~~+ + 8 B
B & & & H % s

‘ Cancel ‘

Users can insert and edit scalable vector graphic (SVG) images in
presentations to create sharp, well-designed content. Since a
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Scalable Vector Graphics file is really a text file in its details, users
can view the text version of the file in any text editor. Vector-based
graphic files are very customizable. The easiest method to open an
SVG file for viewing (not editing) is via a web browser. Most
modern browsers will render the SVG format without having to
download the file first.

After an SVG image is placed in your presentation, its appearance
can be modified including:

= Resize the image without any loss of image quality
= Change the fill color
= Add or change the outline

= Apply a preset style that includes both a fill color and an
outline

= Apply special effects, such as a shadow, reflection, or glow

All the above options are available on
the Graphics Format tab of the ribbon when an
image is selected on the canvas:

An icon in SVG format

File Home Insert Design Transitions Animations Slide Show Record  Review  View
Help  Graphics Format = ® Record 2 Shan
D - - (9 B
2 N T =R JZ[ 1 NI
g O D & EHEA | T meeh
Alt Bring Send  Selection Align Group Rotate Crop Flwidihe 1" -
Text Forward ~ Backward ¥ Pane i ® o v e A e
Accessibil... Arrange Size (5}
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Adding and Modifying Audio

H o- TR - Rotary M State Powerpointml - PowerPaint

File Home Insert Design Transitions Animations Slide Show Review View Format Playback

o -y [ < s
’ ¥ ‘)) Fade Duration ‘\\I = Start: On Click (] Hide During Show ‘ 4:
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Bookmark Bookmark  Audio MaFadeOut 0000 | . [ Loop until Stopped wncerTyIng - [Style Background

review Bookmarks Editing Audio Options Audio Styles

An audio file can be added to a slide and played during a slide show.
Audio files can be music, voice narration,
or sound bites. To record and hear any
audio, the computer must be equipped with
a sound card, microphone, and speakers.
Typical audio file formats include .mp4,
.mp3, .wav, and .wma files. To insert a
multimedia file (audio, video or
Video Audio Screen  Screenshot), click the Media button on the

= v Recording |nsert tab. When a sound file is inserted, a
Media

sound icon 0 is added to the slide and the
Audio Tools contextual tab appears to provide options to format
how the audio plays on a slide.

O W 48 Yhote O o

M|State

Play/Pause || Audio Timeline | Mute/Unmute
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After the audio file is inserted, and a sound icon appears on a slide,
several formatting decisions should be addressed regarding how the
audio sounds during playback. The sound can be previewed by
clicking the Play/Pause button in the Audio Control Bar. The Audio
Timeline can be dragged to the left or right to advance the audio to
the desired start location. If hiding the icon from displaying on
screen during Slide Show View is desired, clear the Hide During
Show checkbox in the Audio Options group. If the audio file is
hidden during playback, the Start drop-down list selection should be
set to Automatically, since the On Click option is only available if
the icon is visible so it can be clicked. The Play Across Slides option
is great is the file is long enough to play as background music for
many slides. This is a popular choice to complement photo albums.

Record audio

1. Select Insert > Audio.
2. Select Record Audio.

3. Type in a name for your audio file, select Record, and then
speak. Important: Your device must have a microphone
enabled in order to record audio.

4. To review your recording, select Stop and then select Play.

5. Select Record to re-record your clip or select OK if you’re
satisfied.

6. To move your clip, select and drag the audio icon to where
you want it on the slide. Note: If you re using more than
one audio file per slide, it’s advisable to put the audio icon
in the same spot on a slide to find it easily.

7. Select Play.
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Adding and Modifying Video

Video is even more engaging than video because it adds visual
appeal in addition to audio sensory stimulation. An appropriate
video can provide a lasting memory for the audience, and provide
compelling evidence to influence and educate. Videos offer a lot of
upside, but they require also require a lot of resources and careful
consideration. The overall length of the presentation needs to be
considered when deciding to utilize videos with a slide presentation.
Videos tend to be lengthy and the presentation should stay focused
and on time. Additionally, video file sizes are enormous. Therefore,
storage and portability are often major issues to consider if
embedding videos into a presentation.

B ‘)) =304
Video | Audio  Screen
x v Recording
Media

L& Online Video...
[ Videoon MyPC... =

There are a couple of ways to add video to a PowerPoint
presentation. You can add a video from your hard drive, embed one
from YouTube, or simply linking an image to the video’s location.
Inserting a video is very a similar process to inserting an audio file.
When clicking the Video drop-down list, decide between inserting
a Video on My PC... or Online Video... Either option will open a
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dialog window to allow the user to navigate to the location of the
video file. Like audio files, many media files are available to
download royalty-free from online sites like freemusicarchive.org
or videvo.net.

Insert Video

4
[] YouTube Search YouTube

From a Video Embed Code
Q Paste the embed code to insert a video from a web Paste embed code here =
site

To inserta link to a YouTube site, or embed a YouTube video code,
choose the Online Video... option. The link to YouTube option will
require a strong Internet connection during playback, however this
will control the size of the PowerPoint file.

Once inserted, ensure that the video is moved and resized to be
legible for the audience during playback. With the video object
selected, a new contextual Video Tools tab will appear with
Formatting and Playback options. The Playback tab offers many
ways to customize the impact of the video.

Rotary M State Powerpointmi - PowerPoint

Transitions Animations Slide Show Review View Format Playback

— —p > » 3 s +I
} L-.‘. = Ficft Duration Y [ Start: Automatically [ Loop until Stopped :..-.:j
ol Add :m (A Fadeln: 0000 * % I.I (] Play Full Screen :
3y Remove nm ~ olume _ ) . M Insert
Bookmark Bookmark | Video B FadeOut: 0000 *| . [ Hide While Not Playing L_Rewndafer Fisyiog | S

Preview Bookmarks Editing Video Options Caption Options

The first, and most important decision, is to decide whether the
video should play Automatically once the slide appears or until a
mouse click triggers the playback. A lot of time can be taken to trim
and adjust the fade of a video, which can be useful to ensure a
snippet of a video plays instead of the entire video file, which can
often be too lengthy. There is no denying the impact of videos in
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today’s multimedia rich world. Nonetheless, careful planning and
design is necessary to ensure that the investment of time and
resources are worthwhile for use in a PowerPoint presentation.
Some common video and audio file formats are listed below.

Extension  Supported Video File Formats Extension  Supported Audio File Formats

i | Windows Video file i
-ask -axd -itid Midi file

.mp4, midi
-4y, MP4 Video file .mp3 MP3 Audio file

~Jmov

.mpg .
Movie file .mp4 -
.mpeg i MPEG-4 Audio file
-suf dabeElasl Media wav Windows Audio file
wmy ‘Windows Media Video file wma ‘Windows Media Audio file

Inserting and Modifying
Hyperlinks

Hyperlinks make a presentation dynamic by allowing connections
to other slides, documents and/or web pages. A hyperlink is an
object which when clicked, jumps to another location in the current
file or opens another file, or address on the web. Hyperlinks have
two parts: the address (of the web page, e-mail address or file
location), and the display text (or graphic image). For example, the
text: M State, could be linked to the web site www.minnesota.edu.

Likewise, the logo > can also be linked to www.minnesota.edu.
To insert a hyperlink, right-click the selected text and
choose Link... from the shortcut menu, or select the text (-_-)( )

and click the Link button on the Insert tab. i
in

e
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Insert Hyperlink s X

Link to: Text to display: M State ' ScreenTip...
| Lookin: | Local Disk (C:) ~ =& @]
Existing File e =
orWeb Page AMD A Bookmark...
Current A
Folder
PerfLogs

Place in This Program Files

Document Bi ed 3
‘:;‘g:s Program Files (x86)

- System.sav
Create New T Transcend USB Drive
Document Files Users

Windows s
{5] Address: Http:/fWWw.minnesota.edu| vj
E-mail i
Address r
conc

Select a type of link from the Link to sidebar, and then type a label
in the Text to display field. A link could open a file on from the
Current Folder, a recently Browsed Page from the Internet or a
Recent File that was opened on your computer. NOTE: If you link
to a file on your computer, and move your PowerPoint presentation
to another computer, you'll also need to move any linked files.

For web pages, type a URL in the Address: box, or for an E-mail
Address, type the e-mail syntax into the E-mail address field.
Choose the Place in This Document option to redirect PowerPoint
to a designated slide when the link is clicked. For all options, use
the ScreenTip... button to add text that displays on-screen when the
cursor hovers over the hyperlink. Make sure to test the inserted links
by using Slide Show view and clicking each link.
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Utilizing Templates & Slide
Masters

Consistency is an important quality to maintain a marketing brand.
Corporate presentations should maintain consistency when utilizing
certain PowerPoint functionality, particularly features like
transitions, themes, fonts, etc. Two ways to maintain consistency in
a PowerPoint presentation is to use templates or slide masters. A
PowerPoint template is a replica of a slide that is saved as a .potx
file. A template usually contains consistent layouts, fonts, colors,
designs and even related content. Templates are a popular starting
point for creating new presentations, in part because they save time,
and maintain consistency. However, don’t be afraid to change
designs add additional slides to these templates to make the
presentation your own. Many organizations create an organization
template that maintains the branding of the organization when
employees create corporate presentations. Microsoft has hundreds
of free downloadable PowerPoint and other Office templates
available on Office.com. Existing and custom-created personal
template files are typically found on your hard drive at:
C:\User\<UserName>\AppData\Roaming\Microsoft\Templates.

Asslide master is the template that applies to all slides in a
presentation. When all slides need to contain the same fonts, font
sizes, and images (such as logos); a user can make those universal
changes in one place—the Slide Master, and they’1l be applied to all
the slides. To open Slide Master view, on the View tab, select Slide
Master.

‘ Home Insert Design Transitions Animations Slide Show Review
CE e J &) 7] 1 Ruter © (= |#color|
¥ =1 - :::.J_’ —J \ .jt—}.

| Gridlines i Grayscaie
|Normal: Slide Notes Reading § Slide Handout Notes o Zoom Fitto S a2
Sorter Page View N Masterf Master Master | L Guides Window  mm Black and White

Presentation Views master Views Show " Zoom Color/Grayscale
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The left pane will display thumbnails of the slide master and of all
the slide master layouts. Hovering the pointer over a slide layout
displays the layout name and indicates which slide in the
presentation utilize that layout. The top icon in the left pane will
display the slide master.

CLICKTO EDIT MASTER
TITLESTYLE

LAYOULS «

Any modifications (formatting or added logos) to the slide master
will apply to all slides in the presentation. Formatting applied to a
slide layout master only affects slides that use that specific layout.
To return to the normal slide view, click the Close Master View
button on the Slide Master tab.
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Zoom, Zoom, Zoom!

Make your presentations more dynamic and exciting by using the
zoom for PowerPoint feature (circa 2019). When you create a zoom
in PowerPoint, you can jump to and from specific slides, sections,
and portions of your presentation in an order you decide while you're
presenting. PowerPoint create visual links between sections of your
presentation. It makes the presentation interactive by adding a
clickable thumbnail of a slide or a section in your presentation and
allowing you to easily navigate within your presentation with cool
visual effects!

> :
To add a zoom, go to Insert > Zoom
To sum marize the entire presentation on one slide, Zoom Hyperlink Acti

choose Summary Zoom = Summary Zoom

i : Bo SectionZ
To show selected slides only, choose Slide Zoom s oeeenesom

ex= Slide Zoom

To show a single section only, choose Section Zoom

There are three zoom options. A summary zoom is a landing page
where users can see the pieces of their presentation summarized into
one slide. Think of this zoom feature as a visual table of contents.
When presenting, use the zoom to go from one place in your
presentation to another in any order you like. During the
presentation, you can click on any slide on the summary to proceed
according to the need of the audience rather than the preset slide
progression. Get creative, skip ahead, or revisit pieces of your slide
show without interrupting the flow of your presentation!
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A section zoom is a link to a section already in your presentation.
You can use them to go back to sections you want to really
emphasize, or to highlight how certain pieces of your presentation
connect. (PowerPoint sections are not discussed in this text.)

A slide zoom allows users to navigate freely between slides in any
order without interrupting the flow of the presentation. They're a
good option for shorter presentations without lots of sections but
slide zooms can be used for lots of different presentation scenarios.
Slide zooms help users drill down into multiple pieces of
information while feeling as though they’re staying on the same
canvas. From this viewpoint, users can move freely between slides,
emphasize the important slides, and even cut the presentation short
without seeming so to the audience.
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Employing Proofing Tools

. Everydayy’
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This Photo by Unknown Author is licensed under CCBY-SA

In today’s social media/texting communication environment,
punctuation, spelling and grammar have begun to lose its luster.
While this cavalier attitude might be acceptable for personal
communications, professional communication still demands proper
attention to details. Why is it such a big deal to proofread a
PowerPoint presentation? Well, if you make an error in a Word
document, one or perhaps a couple of people will notice. However,
a presentation is usually given to a large audience, so any spelling,
grammar or punctuation error will be magnified by multiples.

Home Insert Design Transitions Animations Shide Show Review
ABC (e = T ——
Vb | ] ;D a% "A"?' L.r,-] 1 _E!
Spelling Thesaurus  Smart  Translate Language New  Delete Previous Next Show Ce
Lookup v v Comment Comments ~
Prooting Insights Language Comments
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PowerPoint provides users with several proofing features —
including the Spelling and Grammar tool — that can help create
professional, error-free presentations. From the Review tab,
clicking the Spelling button will open the Spelling pane to the right
of the slide pane. For each error in the presentation, PowerPoint will
offer one or more suggestions, which can be ignored or selected by
clicking the Change button. The Spell Checker only recognizes
misspelled and unknown words, not misused words, so proofreading
a presentation is still important. The Thesaurus is a fun tool for
suggesting synonyms for over-used words. Reusing the same words
too often reduces the readability and professionalism of a
presentation, so try out the Thesaurus! It is also a great resource for
solving crossword puzzles! Anyone got another word for thesaurus?

Thesaurus v X

: - X
Spelling B— o
boared
~ Highest {adj.)
Ignore Once Ignore All Highest
Add Best
Ultimate
Superlative
boarded Utmost
board Absolute
bared Extreme
bored Top
Great
boated
Change | = Change All
board %
» panel
« food
= plank
English {United States) v
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Saving Files in Alternative File
Formats

The default file extension for a PowerPoint file is .pptx. Various
alternative formats exist depending on how the file needs to be
saved. The biggest factor will be the audience’s needs. In special

FULEEY TV JMALE FUWSTRONIITH = FUWETFUII
N r a PDF/XPS Document
[ Create POAPS D Create a PDF/XPS Document
= ® Preserves layout, formatting, fonts, and mages
®  Content can't be easily changed
j'!;.:. Create a Video ¥ Free viewers ace available on the web

(75 Package Presentation for CD s

PDENPS

EX  Create Handouts

& Change File Type

Change File Type

Presentation File Types

;- Presentation L PowerPoint 97-2003 Presentation
Uses the PowerPoint Presentation format Uses the PowerPoint 97-2003 Presentation
format
« | OpenDocument Presentation u Template
| B

n"; Uses the OpenDocument Presentation )| Starting point for new presentations

format
[£]% PowerPoint Show [77=] PowerPoint Picture Presentation
b -
4 __| Automatically opens as a slide show =] Presentation where each slide is a picture
Image File Types
;'--,' PNG Portable Network Graphics we~ JPEG File Interchange Format

*! Print quality image files of each slide = Web quality image files of each slide

Other File Types
P‘ Save as Another File Type
x4
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circumstances, when it is necessary to share sensitive or legal
information with others, it may be prudent to save the presentation
file ina fixed layout format that locks the file from being edited. The
PDF and XPS formats are two popular fixed layout formats. From
the File tab on the ribbon, click Export and choose the Create
PDF/XPS Document button to open the Publish as PDF or XPS
dialog window. Publishing a file in a fixed layout format requires
appropriate viewer software, such as Adobe Reader, which opens
PDF files. Adobe Reader is a free program downloadable from
Adobe’s web site.

If the audience does not have access to a computer with PowerPoint
installed, saving the file as a video or PDF format could be an easy
solution. Other file formats are available from the Export window
by clicking the Change File Type option. Alternative formats
include a PowerPoint Show, or an Image File type which can be
optimized for hard-copy printouts or web sites.

To save a PowerPoint presentation as a video to share with others:
1. Select File > Export > Create a video.
2. Select the quality of the video:

= Ultra HD (4K) - Largest file size and ultra-high
quality (3840 x 2160).

= Full HD (1080p) - Large file size and full high
quality (1920 x 1080).

=  HD (720p) - Medium file size and moderate quality
(1280 x 720).

= Standard (480p) - Smallest file size and lowest
quality (852 x 480).

Note: Full HD (1080p) is recommended for most uses.
3. Decide if you want to:
= Use Recorded Timings and Narrations
= Don't Use Recorded Timings and Narrations
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4. In the Seconds spent on each slide box, select the default
time you want to spend on each slide.

Select Create Video.

Enter a file name and then browse to the location you want
to save your video.

7. Inthe Save As type box, select if you want to save the video
as a MPEG-4 Video or Windows Media Video.

Tip: The MPEG-4 Video format is recommended for the best
compatibility with video players.

8. Select Save.

9. It will take some time to generate the video. Check the

progress bar at the bottom of the window to see when it's
complete.

What to do with your video after creating it?

After you create a video, you can share it with others by using the
following methods:

1. Email your presentation to others (due to the large file size
of the video, this is not a recommended option)

2. Upload to your organization’s network/web page/portal.

3. Save to an external file share or other location. i.e. YouTube.
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Practice 13: The Planets - Part 2

=

10.

11.

12.

Open the file Our Planets.pptx.
Press the F12 key and save the file as Our Planets —
FINAL.pptx.
Via the slide sorter view, rearrange the slides in order closest
to furthest from the sun.
Apply the Vortex slide transition to all slides in the
presentation.
Add the From Bottom Effect Option and a 5:00 (second)
duration to Apply to All slides.
At the end of the presentation, add a new Title and Content
slide with the following text:

o Title: The Dwarf Planets

o Content: (each as its own paragraph)

= Pluto
= Ceres
=  Eris

Change the font size of the title text to 44pt and the three
paragraphs to 32pt.

Apply the Zoom animation scheme (By Paragraph) to the
three paragraphs.

Change the slide layout to Two Content and in the new
placeholder, click the Insert Video icon, and add the
SolarSystemVid file from the Course Data Files. Ensure that
the video starts automatically.

On the first slide, insert the audio file The Cavern from the
Course Data Files. Ensure the audio starts automatically, and
does not appear during playback, but does play across all
slides.

Add a hyperlink to the Pluto text on the last slide to the web
site: theplanets.org/pluto/.

Save the file, then save a copy in PDF format.
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