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SYLLABUS

Unit | - Microsoft Word 2010

Introducing the Microsoft Office 2010 User interface — Microsoft Office 2010 features.

New features in Word 2010 — Starting Microsoft Word 2010 — Creating a new blank word
document — Applying Basic formatting: - changing the font and font size — applying the Bold,
Italic and Underline styles — changing the text color — Aligning the text — Applying Bulleted
and Numbered lists — Using Cut, Copy and Paste Commands — Using Find, Replace and Go
To Commands — Printing a Word document — Opening an existing word document — Closing
a word document — Exiting Microsoft Word.

Unit Il — Working with Tables

Working with Tables: — Adding a table to a document — Adding Columns and Rows —
Merging the Cells in a table — Adding a table Border — Inserting Headers and Footers —
Inserting Footnotes and Endnotes — Performing Spelling and Grammar check — Marking a
document as Final

Unit 111 — Microsoft Excel 2010

New features in Excel 2010 — Creating a New Blank Excel Workbook — Saving an Excel
Workbook — Adding Data to Cells — Inserting and deleting Cells, Rows, Columns and
Worksheet — Renaming a Worksheet — Opening an existing Excel Workbook — Printing a
Worksheet — Closing an Excel Worksheet — Exiting Microsoft Excel — Working with Chart —
Working with Formula anf Functions.

Unit IV — Microsoft PowerPoint 2010

New features in PowerPoint 2010 — Creating a Blank Presentation — Saving Presentation —
Adding and Removing Slides — Opening an Existing Presentation - Closing Presentation —
Exiting Microsoft PowerPoint.

Unit V — Microsoft Access

Introduction to tables in Microsoft Access 2010:- creating a table — Saving a table — Working
with fields in a table — Entering records in a table —Introducing query types — Creating a
Query — Saving a Query.

Reference Books:
1. Kogent Learning Solutions inc., Office 2010 in Simple Steps, Dreamtech Press,
Edition 2011. (For Unit I to 1V)
2. Kogent Learning Solutions inc., Access 2010 in Simle Steps, Dreamtech Press,
Edition 2011. (For Unit V)
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UNIT I - MICROSOFT WORD 2010

Introducing the Microsoft Office 2010 User interface — Microsoft Office 2010 features.

New features in Word 2010 — Starting Microsoft Word 2010 — Creating a new blank word
document — Applying Basic formatting: - changing the font and font size — applying the Bold,
Italic and Underline styles — changing the text color — Aligning the text — Applying Bulleted
and Numbered lists — Using Cut, Copy and Paste Commands — Using Find, Replace and Go
To Commands — Printing a Word document — Opening an existing word document — Closing
a word document — Exiting Microsoft Word.

Microsoft Word

Microsoft Office suite is a collection of applications, which can be used to create, edit, and
review documents, spreadsheets, and presentations .The most popular applications included
in MS Office suite are Word, Excel, PowerPoint, and Outlook. Using the applications in MS
Office suite, you can easily create documents and compose letters, create spreadsheets and
manipulate the numerical data stored in them; create and deliver presentations; and compose,

send, or receive emails.

Introducting the Microsoft Office 2010 User interface

Word 2010 is a bit different from earlier versions, so even if you've used Word before you
should take some time to familiarize yourself with the interface. The toolbars are similar to
those in Word 2007, and they include the Ribbon and the Quick Access toolbar. Unlike
Word 2007, commands such as Open and Printare housed in Backstage view, which

replaces the Microsoft Office button.

The Ribbon

The new tabbed Ribbon system was introduced in Word 2007 to replace traditional
menus. The Ribbon contains all of the commands you'll need in order to perform common
tasks. It contains multiple tabs, each with several groups of commands, and you can add
your own tabs that contain your favorite commands. Some groups have an arrow in the

bottom-right corner that you can click to see even more commands.
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Word 2010 is a word processor that allows you to create various types of documents such as
letters, papers, flyers, and faxes.

To minimize and maximize the Ribbon:

The Ribbon is designed to be easy to use and responsive to your current task; however, you
can choose to minimize it if it's taking up too much screen space.

1. Click the arrow in the upper-right corner of the Ribbon to minimize it.

&3 Find -
1aBbC AaBbce AAD M

EluReplace
deading 1 Heading 2 Title _| Change
7| Styles ~ [:,‘g Select =
tyles | Editing

Minimize the Ribbon (Ctrl+F1)

Show only the tab names on the
Ribban.

2. To maximize the Ribbon, click the arrow again.
When the Ribbon is minimized, you can make it reappear by clicking on a tab. However, the
Ribbon will disappear again when you're not using it.
To customize the Ribbon:

You can customize the Ribbon by creating your own tabs with the commands you want.

Commands are always housed within a group, and you can create as many groups as you
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want in order to keep your tab organized. If you want, you can even add commands to any of
the default tabs, as long as you create a custom group in the tab.
1. Right-click the Ribbon and select Customize the Ribbon. A dialog box will
appear.

References Mailings Review View

- B8l T L i L YT, | EEEE | A
Aav |8 == [EE 2T 5 asebo

abr . A - Add Group to Quick Access Toolbar f

Customize Quick Access Toolbar..,

PrE— Show Quick Access Toolbar Below the Ribbon m
Cu;ﬁmize the Ribbon...

fdi

ize the Ribbon

Click New Tab. A new tab will be created with a new group inside it.
Make sure the new group is selected.

Select a command from the list on the left, then click Add. You can also drag
commands directly into a group.

5. When you are done adding commands, click OK.
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If you don't see the command you want, click the Choose commands from: drop-
down box, then select All Commands.
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BACKSTAGE VIEW

Backstage view gives you various options for saving, opening, printing, and sharing your
files. It's similar to the Microsoft Office button menu from Word 2007 and the File
menu from earlier versions of Word. However, instead of just a menu it's a full-page view,
which makes it easier to work with.

To get to Backstage view:

1. Click the File tab.

A
Home Insert Page Layout References Mailings Review View Developer
(= save .
Information about Documentl
Save As
5 Open Permissions
i Close x%l Anyone can open, copy, and change any part of this document.
Protect

Info Document =
Recent

Prepare for Sharing
Mew

|'_ :jf}' Before sharing this file, be aware that it contains:
- Document properties and author's name

Print Check for

Issues -
Save & Send
Help Versions

L@ i) There are no previous versions of this file.
2] Options e
B Exit Versions -

2. 'You can choose an option on the left side of the page.

3. To get back to your document, click any tab on the Ribbon.

Click the buttons in the interactive below to learn about the different things you can do in
Backstage view.
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The Quick Access toolbar

The Quick Access toolbar, located above the Ribbon, lets you access common commands no
matter which tab you're on. By default, it shows the Save, Undo, and Repeat commands.
You can add other commands to make it more convenient for you.

To add commands to the Quick Access toolbar:

1. Click the drop-down arrow to the right of the Quick Access toolbar.

2. Select the command you want to add from the drop-down menu. It will appear
in the Quick Access toolbar.
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The Ruler

The Ruler is located at the top and to the left of your document. It makes it easier to adjust
your document with precision. If you want, you can hide the Ruler to free up more screen

space.

N

=]

To hide or view the Ruler:

1. Click the View Ruler icon over the scrollbar to hide the ruler.

2. To show the ruler, click the View Ruler icon again.
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New Features in Word 2010
Word 2010 has introduced several features:
e Image compression and cropping
e Plenty of new text effects
e New Navigation pane
e Mark as Final command
Image compression and cropping:
Compress an image to save disk space and crop the unwanted portions of an image,
respectively.
New text effects:
Word 2010 has introduced several new text effects, such as Shadow, Reflection, and
Glow that allow you to enhance the appreance of the text.
The New Navigation pane:

In a word document, you can use the Navigation pane to navigate from one
heading to another. In addition, you can use the navigation ane to drag and drop or move
headings, along with their contents, to new locations within a document.

The Mark as Final command:

In a word document, you may not want anybody to make any sort of
unintended changes to that document. In such a cases, you can use the Mark as Final
command.

Creating and opening documents
Word files are called documents. When you start a new project in Word, you'll need
to create a new document, which can either be blank or from a template.
To create a new blank document:
1. Click the File tab. This takes you to Backstage view.
2. Select New.
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3. Select Blank document under Available Templates. It will be highlighted by default.

Home Insert Page Layout References Mailings Review View

[ save
Available Templates Blank document
B saveas
& Open 2} Home
s il A
[ Close \
TN =
Info N =) | b i |
Blank document R e
Recent Blan| | Blog post Recent Sample
document | templates templates
New _ i
Print 8 |
. =|
Save & Send My templates  New from
existing
Help Office.com Templates Search Office.com for templ | #
2] Options - \ \ . N
o =l
=) 4 e
Agendas Award Brochures Budgets j
certificates
Create
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4. Click Create. A new blank document appears in the Word window.
To save time, you can create your document from a template, which you can select from
the New Document pane.
To open an existing document:
1. Click the File tab. This takes you to Backstage view.
2. Select Open. The Open dialog box appears.
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3. Select your document, and then click Open.
If you've opened a file recently, you can also access it from the Recent Documents list.

Just click on the File tab and select Recent.
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Applying Basic Formatting

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli.
11



Formatted text can emphasize important information and help organize your
document. In Word, you have several options for adjusting the font of your text,
including size, color, and inserting special symbols. You can also adjust
the alignment of the text to change how it is displayed on the page.
To change the font size:
1. Select the text you want to modify.
2. Click the drop-down arrow next to the Font Size box on the Home tab. A
drop-down menu appears.
3. Select the desired font size from the menu. Alternatively, you can type the

value you want and then press Enteron your keyboard.
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To change the font:
1. Select the text you want to modify.
2. Click the drop-down arrow next to the Font box on the Home tab.
The Font drop-down menu appears.
3. Move the mouse pointer over the various fonts. A live preview of the font will

appear in the document.
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4. Select the font you want to use. The font
To change the font color:

1.

2.

Select the text you want to modify.

Color menu appears.

color will appear in the document.
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will change in the document.

Click the Font Color drop-down arrow on the Home tab. The Font

Move the mouse pointer over the various font colors. A live preview of the
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4. Select the font color you want to use. The font color will change in the

document.
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To highlight text:

1. From the Home tab, click the Text Highlight Color drop-down arrow.
The Highlight Color menu appears.
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2. Select the desired highlight color.
3. Select the text you want to modify. It will then be highlighted.

Jnication and entertainment, rather than a
creasing public demand for Internet access
ironment. WebDen's goal is to provide the
atmosphere for accessing the Internet] ;7

4. To switch back to the normal cursor, click the Text Highlight
Color command.

To use the bold, italic, and underline commands:

1. Select the text you want to modify.

2. Click the Bold, Italic, or Underline command in the Font group on the Home

tab.
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To change text case:
1. Select the text you want to modify.
2. Click the Change Case command in the Font group on the Home tab.
3. Select the desired case option from the list.

Hame Insert Page Layout References Mailings Review
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) . . tOGGLE cASE
. Organization

The business is owned by me, Jane Doe.

The owner will have full authority over all decisions made .
and train a manager and assistant manager that will be re
manager will report directly to the owner, and the assistan

To change text alignment:

1. Select the text you want to modify.

2. Select one of the four alignment options from the Paragraph group on
the Home tab.
o Align Text Left: Aligns all selected text to the left margin
o Center: Aligns text an equal distance from the left and right margins
o Align Text Right: Aligns all selected text to the right margin
o Justify: Aligns text equally on both sides and lines up equally to the right

and left margins; used by many newspapers and magazines

References Mailings Review View
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Align text to the left.
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Using bulleted and numbered lists

Bulleted and numbered lists can be used in your documents to format, arrange,
and emphasize text. In this lesson, you will learn how to modify existing bullets,
insert  new bulleted and numbered  lists, select symbolsas  bullets, and
format multilevel lists.

When you want to organize lists in Word, you can format them as either
bulleted or numbered lists. Word offers a variety of bullet options that allow you to
customize your lists to suit your needs.

To create a list:
1. Select the text you want to format as a list.

2. Click the Bullets or Numbering drop-down arrow on the Home tab.

Bullets and Numbering

commands
References ai 5 Review View
- = = — == | A
VolAar |8 iEldiE e FE AT s [_.a
- - Rec Bullets -
= — L
L] .
o 1 Bullets and Numbering 1
T | Bullet Li

drop-down arrows

Constr
Compu +¢ ®
Comm -
Coffee| 5= change List Leve 3
Insura

Rent: §
Marketing: 33,000
Legal: $1,000

Define New Bullet..,

VY ¥Y¥VYVYYY

3. Select the bullet or numbering style you want to use, and it will appear in the
document.
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4. To remove numbers or bullets from a list, select the list, then click
the Bullets or Numbering commands.

Multilevel lists
Multilevel lists allow you to create an outline with multiple levels. In fact, you can
turn any bulleted or numbered list into a multilevel list by placing the insertion point at
the beginning of a line and pressing the Tab key to change the level for that line. You
can then use the Multilevel List command to choose the types of bullets or numbering
that are used.

#+ Sporting Equipment
# Baseball
= Baseball glove
= Baseballs
= Bats
¥ Basketball
= Basketballs
¥* Golf
=  Golfclubs
=  Golfballs
% Miscellaneous Equipment
» Pool
=  Pool float (small)
=  Pool float (medium])
=  Water volleyball kit
» Other
=  Hula hoops
= Horseshoes
= Sidewalk chalk

To create a multilevel list:
1. Select the text you want to format as a multilevel list.
2. Click the Multilevel List command on the Home tab.

Mailings Review View

AzBCak

T Captio

Paragraph a

| Multilevel List

Start a multilevel list.

Click the arrow to choose different
multilevel list styles.
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3. Click the bullet or numbering style you want to use. It will appear in the
document.

4. Position your cursor at the end of a list item, then press the Enter key to add an
item to the list.

To remove numbers or bullets from a list, select the list, then click

the Bullets or Numbering commands.

To copy and paste text:
1. Select the text you want to copy.
2. Click the Copy command on the Home tab. You can also right-click your

document and select Copy.
_ TTEE——
W d9- 0=

Home Insert Page Layout
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Paste ? B 7 U ~ahe x, x°
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Clipboard ra Font

E' Copy (Ctrl+C)

Copy the selection and put it on

H the Clipboard.
o L |

3. Place your insertion point where you want the text to appear.

4. Click the Paste command on the Home tab. The text will appear.
To cut and paste text:
1. Select the text you want to copy.
2. Click the Cut command on the Home tab. You can also right-click the

document and select Cut.
_TTE—
W9~ 0l

Home Insert Page Layout
_J] @ Calibri [Body) ~ 11 ~ A A7

Paste B 7 U -ahe x x
- & =

Clipboard = Font

@ Cut (Ctrl+X)

Cut the selection and put it on the

H Clipboard.
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3. Place your insertion point where you want the text to appear.

4. Click the Paste command on the Home tab. The text will appear.

You can also cut, copy, and paste by right-clicking the document and choosing the desired
action from the drop-down menu. When you use this method to paste, you can choose from
three options that determine how text will be formatted: Keep Source Formatting, Merge
Formatting, and Keep Text Only. You can move the mouse over each icon to see what it

will look like before clicking it.

4+ Construction/Remodel: 320,000
4 Computers: 525,000

< Communication: 3900

: = maimmient: $12,000

Paste Options:

To drag and drop text:
1. Select the text you want to copy.
2. Click and drag the text to the location where you want it to appear. The cursor will

have a rectangle under it to indicate that you are moving text.

As the popularity of the Internet continues to grow,
affordable access is becoming a necessity. WebDen
provides people with the ability to access the
Internet in a social environment. People of all ages
and backgrounds are welcome to enjoy the quirky,
upscale, and innovative environment that only
WebDen provides. Coffee, entertainment, and the
Internet together form an engaging social scene. i

3. Release the mouse button, and the text will appear.

Finding and replacing text
When you're working with longer documents, it can be difficult and time consuming
to locate a specific word or phrase. Word can automatically search your document using

the Find feature, and it even allows you to change words or phrases using Replace.
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To find text:

1. From the Home tab, click the Find command. The navigation pane will

appear on the left side of the screen.
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NN S 7 Find (Ctrl+F)
Find text or other content in the
document.
E

2. Type the text you want to find in the field at the top of the navigation pane.

3. If the text is found in the document, it will be highlighted in yellow, and a preview will

appear in the navigation pane.

4. If the text appears more than once, you can click the arrows on the navigation pane to

step through the results. You can also click the result previews on the navigation pane

to jump to the location of a result in your document.
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year, The
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[Page 2]
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5. When you close the navigation pane, the highlighting will disappear.
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To replace text:

1. From the Home tab, click the Replace command. The Find and
Replace dialog box will appear.
-

34 Find ~

ﬂt;w Replace

AaBbC AaBbCcl AaBbCcD

THeadingl THeading2 THeading3 _ Change
™| Styles~ | ki S4Bt~

Styles a Editing

L5 1 - 6 At 7 Replace (Ctri+H)

Replace text in the document.
I

2. Type the text you want to find in the Find what field.
3. Type the text you want to replace it with in the Replace with field.

4. Click Find Next and then Replace to replace text. You can also click Replace
All to replace all instances within the document.

F ™
Find and Replace m

Replace | GoTo

Find what: |Jur|v.=_- 14

=]

I | Replace with: |June 1w ]

[=]

i Replace ] [ Replace Al ] I Find Mext I L Cancel ]
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UNIT Il - WORKING WITH TABLES

Working with Tables: — Adding a table to a document — Adding Columns and Rows —
Merging the Cells in a table — Adding a table Border — Inserting Headers and Footers —
Inserting Footnotes and Endnotes — Performing Spelling and Grammar check — Marking a
document as Final

Introduction

i |d g8 @ 2
Table Ficture Clip 5hapes Sme
- Art -

| 4x3 Table
N
N
]
]l O [
N [ [
AT I e i

A table is a grid of cells arranged in rows and columns. Tables can be customized
and are useful for various tasks such as presenting text information and numerical
data.
Inserting and modifying tables
In Word, tables are useful for organizing and presenting data. You can create
a blank table, convert text to a table, and apply a variety of styles and formats to
existing tables.
To insert a blank table:
1. Place your insertion point in the document where you want the table to appear.
2. Select the Insert tab.
3. Click the Table command.
4. Hover your mouse over the diagram squares to select the number

of columns and rows in the table.
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Insert Page Layout References

------

S HE P2l e

Table Picture Clip Shapes SmartArt Chart Screenshot
- Art - -

4x3 Table ions

1 o o e e
| | I
[ | I
Il |
I
||| I O
OOO0000000n
OO0O0O0O000000

Insert Table...

Draw Table

Excel Spreadsheet
Quick Tables 3

Bl &l B E

5. Click your mouse, and the table appears in the document.
6. You can now place the insertion point anywhere in the table to add text.
To add a row above an existing row:

1. Place the insertion point in a row below the location where you want to add a

row.
Salesperson Print ™ Web
Jim . 510,252 525,560 513,745
Beth W, 55,550 513,470 527,800
Luiz D. 58,547 §1?,555 58,907
Alice 5. 513,578 56,789 510,239

Insertion point

2. Right-click the mouse. A menu appears.

3. Select Insert = Insert Rows Above.

Calibri (Body) = 11 = A" A7 iE iE
= aby® . - - -
B rEW-A-5-F-
SIS,%70 [SZ7.500
-~ |
& cut
53 Copy
[, Paste Options:
=2
Insert ¥ | Insert Columns to the Left
Delete Cells... ff  Insert Columns to the Right
Select v | Inser‘tEsgbo\re
[ split Cells... B mnsert s Below
0 Borders and Shading... g Insert Cells..,
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4. A new row appears above the insertion point.

Salesperson Print ™ Web
Jim M. 510,252 525,560 513,745
BethW. 55,550 513,470 527,800
Luiz D 58,547 517,555 58,907
Alice 5. 513,578 56,783 510,239

You can also add rows below the insertion point. Follow the same steps, but

select Insert Rows Below from the menu.
To add a column:
1. Place the insertion point in a column

the new column to appear.

adjacent to the location where you want

2. Right-click the mouse. A menu will appear.

Calibri (Body] -~ 11 - A" 47
=abr . A - Sy
B [ E¥ ﬁ £6] =
™ Web [
525,560 513,745 !
512,470 527,800 4
517,555 58,907 |
56,789 510,235 | [ Paste Options:
=
HH Insert Columns to the Left Insert 4
Hi  Insert Columns to the Right Delete Cells..,
ﬁ Insert Rots Above Select 4
é Insert Rows Below fE split Cells...
g= Insert Cells... & Eorders and Shading...

3. Select Insert = Insert Columns to the Left or Insert Columns to the Right.

A new column appears.

Salesperson Print ™ Web
Jim M. 510,252 525,560 513,745
Beth W. 55,550 513,470 527,200
Luiz D 58,547 517,555 58,907
Alice 5. 513,578 56,789 510,239

To delete a row or column:
1. Select the row or column.
2. Right-click your mouse. A menu will appear.
3. Select Delete Cells.
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) - UL

4——1 53| Copy
| | PasteOptions:
T =
Insert k
Delete Cells...
E  split Cells..,

4. Select Delete entire row or Delete entire column, then click OK.

F N
Delete Cells M

() shift cells left
() shift cells up
(7) Delete entire row

%Delete entire column’

I oK I[ Cancel ]

Working with Headers and Footers

Introduction

Home Insert Pa

:
2 B T

Header Footer Page Date
w7 = Mumber= | & Time f

Header & Footer

[1]

[ ] |

You can make your document look professional and polished by utilizing the header

I
|I|| Il

and footer sections. The header is a section of the document that appears in the top
margin, while the footer is a section of the document that appears in the bottom
margin. Headers and footers generally contain information such as the page number,

date, and document name.

In this lesson, you will learn how to insert and edit headers and footers.

Headers and footers
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Headers and footers can help keep longer documents organized and make them easier

to read. Text entered in the header or footer will appear on each page of the document.
To insert a header or footer:

1. Select the Insert tab.

2. Click either the Header or Footer command. A drop-down menu will appear.

3. From the drop-down menu, select Blank to insert a blank header or footer, or
choose one of the built-in options.

% % A ‘%é L&Signature Lin
== = =

S Date & Time
Page Text Quick Wordart Drop .
Mumber ~ Box~ Parts ~ - Cap "$s Object ~

| [

[Ty dwe docsment rite]

1

Transcend Tiles ‘
Title and date inside colored tiles |

Transcend (Odd Page)

T

More Headers from Office.com
Edit Header

Remove Header

Frog

Save Selection to Header Gallery...

4. The Design tab will appear on the Ribbon, and the header or footer will appear
in the document.

5. Type the desired information into the header or footer.

6. When you're finished, click Close Header and Footer in the Design tab, or hit
the Esc key.

After you close the header or footer, it will still be visible, but it will be locked. To

edit it again, just double-click anywhere on the header or footer, and it will become
unlocked.

To insert the date or time into a header or footer:
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1. Double-click anywhere on the header or footer to unlock it. The Design tab
will appear.

2. From the Design tab, click the Date & Time command.

BT Page Layout References !

ElEl =
hal mi | 12
Date | Quick Picture Clip Goto

& Time | Parts = Art Headel
Insert

Insert Date and Time

Insert the current date or time into
the current document,

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

i ™
Date and Time lllg

Available formats: Language:

2/4/2010 + | [Engish u.s.) B

Thursday, February 04, 2010
410 Ly
2010-02-04
4Feb-10

2.4,2010

Feb. 4, 10

4 February 2010
February 10

Feb-10

2/4/2010 9:20 AM
2/4/2010 9:20:54 AM
920 AM

9:20:54 AM

05:20

09:20:54

T | [[] Update automatically

o] o= ]

4. Place a check mark in the Update Automatically box if you would like it to

A

always reflect the current date. Otherwise, it will not change when the
document is opened at a later date.

5. Click OK. The date and time now appears in the document.

Checking spelling and grammar
To make your document appear professional, you'll want to make sure it is free

from spelling and grammar errors. Word has several options for checking your

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli.
27



spelling. You can run a spelling and grammar check, or you can allow Word to check
your spelling automatically as you type.

To run a spelling and grammar check:
1. Go to the Review tab.

2. Click on the Spelling & Grammar command.

“—an;e Insert Page Li
% (4 0 s

Spelling & Research Thesaurus Word

Grammar Count
Proofing

—

Spelling & Grammar (F7) !

Check the spelling and grammar of
text in the document.

=1 b |

3. The Spelling and Grammar dialog box will open. For each error in your
document, Word will try to offer one or more suggestions. You can select a
suggestion and click Change to correct the error.

© Ny
Spelling and Grammar: English (U.5.) m

Mat in Dictionary:

[ enjoyed meeting with youand touring the = [ Ignore Once
facilaty. LM [

J
Ignore All ]
[ Add to Dictionary ]

|
|I Suggestions:

~||  change |
[ chal"n“ze Al |
1 [ AutoCorrect ]

Chedk grammar
Options... Undo [ Cancel ]

4. If no suggestions are given, you can manually type the correct spelling.
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F T
Spelling and Grammar: English (LL5.) m

Mot in Dictionary:
[ enjoyed meeting with youand touring the - [ Undo Edit ]

facility. I

:
\ .| | Add to Dictionz
=

| ) )
i Suggestions: r C .
Fadility L orrections can 1 [ Change ]

simply be typed in.

[ Change All ]

[ AutoCorrect ]

Cheds grammar

Options... | indo | Cancal |

e

Ignoring “errors™

The spelling and grammar check is not always correct. Particularly with grammar,

there are many errors Word will not notice. There are also times when the spelling and

grammar check will say something's an error when it's actually not. This often happens
with people's names, which may not be in the dictionary.

If Word says something is an error, you can choose not to change it. Depending on

whether it's a spelling or grammar error, you can choose from several options:

For spelling “errors”

e Ignore Once: This will skip the word without changing it.

e Ignore All: This will skip the word without changing it, and it will also skip all
other instances of this word in the document.

« Add to Dictionary: This adds the word to the dictionary so it will never come
up as an error. Make sure the word is spelled correctly before choosing this
option.

For grammar "errors"

« Ignore Once: This will skip the "error* without changing it.

e Ignore Rule: This will skip this "error" and all other instances that relate to
this grammar rule.

o Next Sentence: This skips the sentence without changing it and leaves it
marked as an error. This means it will still show up if you do another spelling
and grammar check later on.

Automatic spelling and grammar checking
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By default, Word automatically checks your document for spelling and

grammar errors, so you may not even need to run a separate spelling and grammar
check. These errors are indicated by colored wavy lines.

e The red line indicates a misspelled word.

e The green line indicates a grammatical error.

e The blue line indicates a contextual spelling error. This feature is turned off by

default.
As wetalked about in our meeting, my fourtieen e, both in commissioned
floor sales and in the role of Sales Supervisor, w Spelling error ity Furnishings. [nthat
time, | have learned many techniques that would e customer satisfaction

ratings at Quality Furnishings.

In addition, I wanted to let you ng that [ have recently recieved my certificate from the Superior
Sales Training program at th tional Business Institute. several techniques coveredin the
program are sure to bolster £ales. ion. I look forward to having

lity Furnishings. ‘\

the
Contextual spelling error in filling the Sales Grammatical error freeto
co would like addition forwardto

hearing from you soon.

A contextual spelling error occurs when the wrong word is used but the word is
spelled correctly. For example, if you write Deer Mr. Theodore at the beginning
of a letter, deer is a contextual spelling error because dear should have been
used. Deer is spelled correctly, but it is used incorrectly in this letter.

To use the spelling check feature:
1. Right-click the underlined word. A menu will appear.
2. Click the correct spelling of the word from the listed suggestions.

3. The corrected word will appear in the document.
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ipetence of the staff]

Cambria ~ 11 ~+ A" A" £§ ilo
d supportive atmos

I UE¥-A-F
eting, my fourtteen vears of sales experience, both in
ales Supervisor, we fgurteen tv Furnis

hnigues that would Ighore custome
Ignore All
u know that [ have Add to Dictionary tificate fr
¢ National Business AutoCorrect y [ues cove
ales. Also, increaseq Language , |look forv
1 at Quality Furnish 5 Spelling..
sideration in filling Look Up | » ion. Plea:
lestions or would lil % | cut 1.1 am log
5% Cop
[, Paste Options:
=l 5 (%] [A

Additional Actions *

You can choose to Ignore an underlined word, add it to the dictionary, or go to
the Spelling dialog box for more options.
To use the grammar check feature:
1. Right-click the underlined word or phrase. A menu will appear.
2. Click the correct phrase from the listed suggestions.
3. The corrected phrase will appear in the document.

As wetalked aboy C3mPria 711 - A" 47 £ E 5
floorsalesandin| B £ U E® - A - F -
time, [ have Jlearn many techniques that would ine
ratings at Quality learned

Ig%ore Once

11
i
1

In addition, [ wan lavet
Sales Training pr¢ & Grammar... ness |
program are sure (@ Apout This Sentence  2ased
the chance to imp Look Up B nishi
Thankyouagain{ ¥ cut lling 1
contactme if you By Cop nld lik

hearing from you [, Paste Options:
2l 5[5 [A

Additional Actions 3

Sincerely,
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UNIT Il - MICROSOFT EXCEL 2010

New features in Excel 2010 — Creating a New Blank Excel Workbook — Saving an Excel
Workbook — Adding Data to Cells — Inserting and deleting Cells, Rows, Columns and
Worksheet — Renaming a Worksheet — Opening an existing Excel Workbook — Printing a
Worksheet — Closing an Excel Worksheet — Exiting Microsoft Excel — Working with Chart —

Working with Formula and Functions.

Introduction

™ =
m Home Insert Pa
J ‘*’ Calibri =
Past =T
aste B 7 1~ | i
- 7 =Tl =
Clipboard ' Font
Al -
A B C

Excel is a spreadsheet program that allows you to store, organize, and analyze
information. In this lesson, you will learn your way around the Excel 2010
environment, including the new Backstage view, which replaces the Microsoft Office
button menu from Excel 2007.
We will show you how to use and modify the Ribbon and the Quick Access toolbar,
as well as how to create new workbooks and open existing ones. After this lesson,
you will be ready to get started on your first workbook.

Creating and opening workbooks
Excel files are called workbooks. Each workbook holds one or moreworksheets (also
known as spreadsheets).

To create a new blank workbook:
1. Click the File tab. This takes you to Backstage view.
2. Select New.
3. Select Blank workbook under Available Templates. It will be highlighted by

default.

4. Click Create. A new blank workbook appears in the Excel window.
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rens Y
Home Insert Page Layout Formulas Data Review View
el Save >
Available Templates Blank workbook
B save As
&5 Open {3 Home
i\ -~
. Close
Info s | A l/) |‘!J
Blank workbook f. > L

Recent Blank Recent Sample

workbook templates templates
New
Save & Send My templates  New from

existing =
Help Office.com Templ...  [Search Office:
] Options — N
4=
- | 12022020200

E Exit | ‘ ) B!

Agendas Budgets Calendars j

: Create
y 7 y 4
[ — |

To save time, you can create your document from a template, which you can

select under Available Templates. We'll talk more about this in a later lesson.

To open an existing workbook:

1. Click the File tab. This takes you to Backstage view.

2. Select Open. The Open dialog box appears.

-
[&] Open “
O'\..J ' L. % Local Disk (C:) » Users » lauren » Desktop » Documents » - ¢,| | Search Docume el

Organize +  Mew folder = O
Izl Microsoft Fxcel - Name : Date modified
. Downloads 1/26/20001117 AM |
W Favorites 4= Family T/ /20101115 AM |
B Desktop | Misc 7/26/2010 1117 AM |
& Downlosds |~ | Personal 7/26/201011:15 AM |
%l Recent Places 2010 Coastal Candle Company Sales T/26/2010 10:20 AM | Select a file to preview.
&) Invoice Template T/26/2010 10:03 &AM 1
4 Libraries A Office Contacts 1/26/2010 104 AM |
Music = Personal Budget LO3E oWy 1002 AN
'h _J < Type: Microsoft Excel Worksheet .
| Pictures Authors: Lauren
i Videos Size: 8.16 KB
- d Date modified: 7/26/2010 10:04 &M 3
File name: = | Al Excel Files - |

Tools - I Open |v [

Cancel |
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3. Select your desired workbook, then click Open.
If you have opened the existing workbook recently, it may be easier to

choose Recent from the File tabinstead of Open to search for your workbook.

lﬂ Save
Recent Workbooks Recent
Save As
|‘._—{| j Office Contacts
L5 Open H | Desktop L.\s o
I__f Close |~‘_—|:| Invoice Temp|al ChUsers\lauren\DesktophOffice Contacts.dsx
H | Desktop -
Info (x] Personal Budget
m ) o H
MNew
Print
Save & Send

Introduction to cells and cell content
Cells are the basic building blocks of a worksheet. They can contain a variety of
content such as text, formatting attributes, formulas, and functions. To work with
cells, you'll need to know how to select them, insert content, and delete cells and cell
content.

The cell
Each rectangle in a worksheet is called a cell. A cell is the intersection of a row and

a column.
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Home Insert Page Layout Formuas Data Rewie

3 * Calibri
By -

e 4 u -~ | &

W Formula Bar
| Headings

Clipboard 1= Show

Each cell has a name, or a cell address based on which column and row it intersects.
The cell address of a selected cell appears in the name box. Here, you can see
that C5 is selected.

Hame Insert Page Layout

Name box

You can also select multiple cells at the same time. A group of cells is known as a cell
range. Rather than a single cell address, you will refer to a cell range using the cell
addresses of the first and last cells in the cell range, separated by acolon. For example,
a cell range that included cells Al, A2, A3, A4, and A5 would be written as AL:Ab5.
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If the columns in your spreadsheet are labeled with numbers instead of letters,
you'll need to change the default reference style for Excel.

To select a cell:
1. Click a cell to select it. When a cell is selected, you will notice that

the borders of the cell appear bold :!and the column
heading and row heading of the cell are highlighted.
2. Release your mouse. The cell will stay selected until you click another cell in
the worksheet.
You can also navigate your worksheet and select a cell by using the arrow keys on
your keyboard.
To select multiple cells:

1. Click and drag your mouse until all of the adjoining cells you want are

highlighted.
I 3R 3C - 5
A B C D E
1
2
3
a op |
5

2. Release your mouse. The cells will stay selected until you click another cell in

the worksheet.

Cell content

Each cell can contain its own text, formatting, comments, formulas, and functions.

o Text
Cells can contain letters, numbers, and dates.

e Formatting attributes
Cells can contain formatting attributes that change the way letters, numbers, and
dates are displayed. For example, dates can be formatted as MM/DD/YYY'Y or
M/D/YYYY.

e Comments

Cells can contain comments from multiple reviewers.
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« Formulas and functions
Cells can contain formulas and functions that calculate cell values. For
example, SUM(cell 1, cell 2...) is a formula that can add the values in multiple
cells.
To insert content:
1. Click a cell to select it.
2. Enter content into the selected cell using your keyboard. The content appears in
the cell and in the formula bar. You can also enter or edit cell content from

the formula bar.

File Home Insert Page Layout Formulas Data Review Viev
= & Calibri 11 - A A abe E ==
EEJT
Paste ¥ B 7 U~ | - |y A - | Stiikethrough | = = = | =
Clipboard T« | Font x|  Mew Group | Alig
A2 v; X v & | Weekda
A B c | DA | E F G
1 -
2 |WEekda| |
3
= Content appears in
£ cell and formula bar
6
7
B8

To delete content within cells:
1. Select the cells containing content you want to delete.
2. Click the Clear command on the Ribbon. A dialog box will appear.

3. Select Clear Contents.
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@] Fill -

Delete Format Sort & Find &
~ w Filter = Select -

_kells 1S Clear All ol

%3 Clear Formats

M o Clear Co r1tv&ntsm 1 R

Clear Comment

Clear Contents (Del
Clear Hyperlink R

Clear only the contents in the
e selected cells.

The formatting and comments are
not cleared.

You can also use your keyboard's Backspace key to delete content from a single

cell or the Delete key to delete content from multiple cells.
To delete cells:

1. Select the cells you want to delete.

2. Choose the Delete command from the Ribbon.

R

E— ?(I:}LE_—'\ I%ix:lthumv % [ﬁ

Insert |Delete Format Sort & Find &

- - » | ZCear~  Fiter~ Select~
| Cells | Editing [
Delete Cells
Delete cells, rows, or columns from R

the sheet ortable,

There's an important difference between deleting the content of

cell and deleting the cell itself. If you delete the cell, by default the cells

underneath it will shift up and replace the deleted cell.

To copy and paste cell content:
1. Select the cells you want to copy.

2. Click the Copy command. The border of the selected cells will change

appearance.

a
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Home Insert Page Layout Formulas Data R

d Cut [Calibri -l - A A abe

~— 53 Copy ~
| - A - | Strikethrc
|

Paste

- <F Fnrl%at Painter

B I U~ |

Clipboard s Font I Mew Gri
Copy (Ctrl+C)
Copy the selection and put it on | (B]
Office CH the Clipboard.
Employee Attending Mot Attending

Peraza, Brian Ex b

Swensen, Liz

Harris, lane

Lewty, Alice
Olvera, Emily K.

0o |< o o[ fw [

3. Select the cell or cells where you want to paste the content.
4. Click the Paste command. The copied content will be entered into the
highlighted cells.
E o e

Home Page Layout
= 1
& Cut

[Calibri 11 v A& abe
——p 52 Copy -

Paste v | HED - « | Strikethre
- # Format Painter B 7 U-|EH-|[ é

R

Insert Formulas Data

Clipboard I Fant T Mew Gri
Paste (Ctrl+V) Je | X
Paste the contents of the | C | D
Clipboard.
2
| 3 |Employee Attending Mot Attending
[ 4 ]
iPeraza, Brian E_}E _______________ v
iSwensen, Liz kA
iHarris,Jane kA 1
| 8 |Lewty, Alice B, (Ctrl) -
| 9 |Olvera, Emily K.
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To cut and paste cell content:
1. Select the cells you want to cut.
2. Click the Cut command. The border of the selected cells will change

appearance.

Home Insert Page Layout Formulas Da
_3 ?’C”L\‘} [Calibri -l AN
153 Copy ~
iy # Format Painter B 7 U-|@EH-|d A
Clipboard P Font Fa |
Cut (Ctrl+X) X
Cut the selection and put it on the C
1o Clipboard.
2
3 Employee Attending Mot Attending
a4
5 Peraza, Brian X
6 |Swensen, Liz X
7 |Harris, Jane :}{ !
8 Lewty, Alice *
9 Olvera, Emily K. X

10 Wodal, Matthew *
3. Select the cells where you want to paste the content.
4. Click the Paste command. The cut content will be removed from the original

cells and entered into the highlighted cells.
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Home Insert Page Layout Formulas Da
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- | Format Painter

Clipboard P
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Paste (Ctrl+V)

Paste the contents of the L| C
Clipboard.

Employee Attending Mot Attending

Peraza, Brian
Swensen, Liz
Harris, lane
Lewty, Alice
Olvera, Emily K.
10 |wodal, Matthew

& (Ctrl) ~

2
3
4
3
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9

EaE A B B
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'
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To access more paste options:
There are more Paste options you can access from the drop-down menu on
the Paste command. These options may be convenient to advanced users who are
working with cells that contain formulas or formatting.

Home Insert

Calibri
B £ O~
S
% 5 ['
A
Paste Values
123 123, '2_3;
Other Paste Options
%) (= (&
Paste Special...

“
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To access formatting commands by right-clicking:

1. Select the cells you want to format.

2. Right-click the selected cells. A dialog box will appear where you can easily
access many commands on the Ribbon.

E | G H I

Calibri -~ 11 - A" A% Y @
B 7 =M~ A - ii-<0 .00

00 2.0
-

& Copy
4 Paste Options:

-

Insert...
Delete...

Clear Contents
Filter

Sort

Insert Comment

SN

Format Cells...

Pick From Drop-down List...
Define Mame...

?_,) Hyperlink...

To drag and drop cells:
1. Select the cells you want to move.

2. Position your mouse on one of the outside edges of the selected cells. The

+
L
mouse changes from a white cross e to a black cross with 4 arrows L\a

| A | B c D E
1 [$1,799.00
2 szmm
3| o9
4
5
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3. Click and drag the cells to the new location.

4. Release your mouse, and the cells will be dropped there.
1

1
2
| 3 |
a
5

6

To use the fill handle to fill cells:
1. Select the cell or cells containing the content you want to use. You can fill cell
content either vertically or horizontally.
2. Position your mouse over the fill handle so the white cross & becomes

a black cross =+.

I A B | E

1 Office Christmas Party

2

3 Employee Attending Mot Attending
4

5 Peraza, Brian x

6 |Swensen, Liz x

7 Harris, lane X

Lewty, Alice I:-C _

| 8 |

5 Qlvera, Emily K.
10 Wodal, Matthew
11 [McMillan, J.E.
12 Dees, Robert
13 |'Wimblet, Grace
14 Salter, loe Ann

3. Click and drag the fill handle until all of the cells you want to fill
are highlighted.

4. Release the mouse, and your cells will be filled.
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I A B C
Office Christmas Party

Employee Attending Mot Attending

Peraza, Brian X

Swensen, Liz x
Harris, lane X
Lewty, Alice
QOlvera, Emily K.
10 \'Wodal, Matthew
11 [McMillan, J.E.
12 Dees, Robert

13 |'Wimblet, Grace
14 Salter, loe Ann

L= e O L R = R R O R O R

S

@

Modifying Columns, Rows, and Cells

Introduction

Home Insert Page Layout
Cut
. Calibri .
jcclp.-llll T
PFormatpainter | B £ U 7 [
board . Font
Al - | Width: 20.57 (21
A +

MNorth Carolina Bcu;krd of [Jir::_ifctcur

When you open a new blank workbook, the cells are set to a default size. You have
the ability to modify cells, as well as to insert and delete columns, rows, and cells as
needed. In this lesson, you will learn how to change row height and column width,
insert and delete rows and columns, wrap text in a cell, and merge cells.

Working with columns, rows, and cells
By default, every row and column of a new workbook is set to the
sameheight and width. Excel allows you to modify column width and row height in
different ways.

To modify column width:

1. Position your mouse over the column line in the column heading so the white

cross &0 becomes a double arrow "|".
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Al | Width: 8.43 (64 pixels)

Jfx | HPAS Morth Car

A + B C D E
1 [HPAS Nn%h Carolina Board of Directors
2 i
3

2. Click and drag the column to the right to increase column width or to the left

to decrease column width.

Al | Width: 36.14 (258 pixels) |fr HPAS North Car

A + B
1 [HPAS Ncur!h carolina Board of Directors
2
3

3. Release the mouse. The column width will be changed in your spreadsheet.

Al - Jfx | HPAS Morth Car
A | B
1 |HPAS Morth Carolina Board of Directors !
2
3

If you see pound signs (#######) in a cell, it means the column is not wide

enough to display the cell content. Simply increase the column width to show the

cell content.

To set column width with a specific measurement:

1. Select the columns you want to modify.

2. Click the Format command on the Home tab. The format drop-down menu
appears.

3. Select Column Width.
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e - ? ii\ Z AutoSum - % ﬁ
=8 | Fill -

Insert Delete |[Format Sort & Find &
2 Clear™  Filter~ Select~

Cells | cell Size
[ Row Height...
N C AutoFit Row Height

h,"ﬂf Column Width... [
okt Column Wi
Default Width...
Visibility
Hide & Unhide b
Organize Sheets
Eename Sheet
Move or Copy Sheet...
Tab Color L4
Protection
(i}g Protect Sheet...

(21| Lock Cell

' Format Cells...

4. The Column Width dialog box appears. Enter a specific measurement.

F ™
Column Width |0 IS
Column width: -I

[ oK J’ Cancel ]

b

5. Click OK. The width of each selected column will be changed in your

worksheet.
Select AutoFit Column Width from the format drop-down menu, and Excel will
automatically adjust each selected column so all of the text will fit.
To modify row height:
1. Position the cursor over the row line so the white cross & becomes a double

arrow 'I'
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Al - Jx | HPAS Morth Car

A B
_1__ HPAS Morth Carolina Board of Directors

Z

3

4

5
|
2. Click and drag the row downward to increase row height or upward to

decrease height.

Al - Fe | HPAS North Car
| B

1
Height: 45.00 (60 pixels) A

HPAS North Carolina Board of Directors

1
?
3

| 4
3. Release the mouse. The height of each selected row will be changed in your

worksheet.

Al - £ HPAS North Car
A | B

1 |HPAS North Carolina Board of Directors
2
3

To set row height with a specific measurement:
1. Select the rows you want to modify.
2. Click the Format command on the Home tab. The format drop-down menu
appears.
3. Select Row Height.
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4. The Row Height dialog box appears. Enter a specific measurement.

| Fill -

L Rnwﬂeight...l}

= AutoSum ~ % [?a

Sort & Find &
2 Clear = Filter ~ Select~

' 5utum:1w Height

3 Column Width..,

AutoFit Column Width
Default Width...
Visibility
Hide & Unhide
Organize Sheets
Eename Sheet
Move or Copy Sheet...
Tab Color
Protection
(i}g Protect Sheet...

Lock Cell

' Format Cells...

-

Row Height

R=>=)

Row height: (Bl |

| oo

==

b

5. Click OK. The selected rows heights will be changed in your spreadsheet.
Select AutoFit Row Height from the format drop-down menu, and Excel will

automatically adjust each selected row so all of the text will fit.

To insert rows:

1. Select the row below where you want the new row to appear.
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A7 - Jfx | McBride, Rebecca
A | B C

1 Ashberry, Jane 919-882-6561 ashberryj@hpasnc.org

2 |Davis, Garrett 919-576-4562 davisg@hpasnc.org

3 |Eberhardt, Elizabeth 252-985-3558 eberhardte@hpasnc.org

4 |Everett, Carol 919-503-9560 everettci@hpasnc.org

5 |Hepburn, Katie H. 704-882-5559 hepburnki@hpasnc.org

& |Lovelace, Deb 919-735-9656 Iuvelaced@hpaﬁnc.urg
] LMcEride, Rebecca B828-357-0072 mcbrider@hpas.nc.nrg

& Mixon, Daniel 919-821-7425 mixond @hpasnc.org

9 |Stevens, Kevin 919-783-8564 stevenski@hpasnc.org

2. Click the Insert command on the Home tab.

@] Fill ~
/2 Clear~

Sort & Find &
Filter v Select v

Editing |
| Insert Cells I N
Insert cells, rows, or columns into | K 'A
the sheet or table.
g Press F1 for more help.
3. The new row appears in your worksheet.
A7 v Je
| A | B C
1 Ashberry, Jane 919-832-6561 ashberryj@hpasnc.org
2 |Davis, Garrett 919-576-4562 davisg@hpasnc.org
3 |Eberhardt, Elizabeth 252-985-3553 eberhardte @hpasnc.org
4 Everett, Carol 919-503-9560 everettci@hpasnc.org
5 |Hepburn, Katie H. 704-882-5559 hepburnki@hpasnc.org
& Lovelace, Deb 919-785-9656 Invelaced@hpaﬁnc.nrg
7|
& «fBride, Rebecca B28-357-0072 mehbrider@hpasnc.org
9 Mixon, Daniel 919-821-7425 mixond @hpasnc.org
10 |5tevens, Kevin 919-783-8564 stevenski@hpasnc.org

When inserting new rows, columns, or cells, you will see the Insert

Options button 24 by the inserted cells. This button allows you to choose how

Excel formats them. By default, Excel formats inserted rows with the same
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formatting as the cells in the row above them. To access more options, hover your
mouse over the Insert Options button and click the drop-down arrow that appears.

6 Lovelace, Deb

8 |«f r\rde, Rebecca

(=] lA‘glFu:u rmat Same As Above

' Format Same As Below

' Clear Formatting

To insert columns:
1. Select the column to the right of where you want the new column to appear.

For example, if you want to insert a column between A and B, select column

B.
Bl - Jf | 919-882-6561
| 4] A B 4 C
| 1 |Ashberry, Jane 919-832-6561 .aﬁhberw]@hpaﬁnc.org
2 |Davis, Garrett 919-576-4562 davisg@hpasnc.org
3 |Eberhardt, Elizabeth 252-9385-3558 eberhardte @hpasnc.org
4 |Everett, Carol 919-503-9560 everettci@hpasnc.org
| 5 |Hepburn, Katie H. 704-832-5559 hepburnki@hpasnc.org
| 6 Lovelace, Deb 919-785-9656 lovelacedi@hpasnc.org
| 7 |Manning, Christopher L. 919-976-7569 manningc@hpasnc.org
8 McBride, Rebecca B28-357-0072 mchrider@hpasnc.org
| 9 |Mixon, Daniel 919-821-7425 mixond @hpasnc.org
| 10 |Stevens, Kevin 919-783-8564 stevenski@hpasnc.org

2. Click the Insert command on the Home tab.

¥ AutoSum v RT [ﬁ
Z

@] Fill ~
: Sort & Find &
2 Clear ~ Filter v Select v

Editing

“Cells

| Insert Cells 16

Insert cells, rows, or columns into K
the sheet or table.

9 Press F1 for more help.
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3. The new column appears in your worksheet.

By default, Excel formats inserted columns with the same formatting as the

column to the left of them. To access more options, hover your mouse over

Bl -

A
Ashberry, Jane
Davis, Garrett
Eberhardt, Elizabeth
Everett, Carol
Hepburn, Katie H.
Lovelace, Deb

McBride, Rebecca
Mixon, Daniel
10 |Stevens, Kevin

[T - T S U Y

Fx

=

Manning, Christopher L.

<F1-882-6561
919-576-4562
252-985-3558
919-503-9560
704-882-5559
919-785-9656
919-976-7569
828-357-0072
919-821-7425
919-783-8564

the Insert Options button and click the drop-down arrow that appears.

C
82-6561 ashberryj
Format Same As Left ]

Format Same As Right

Clear Formatting

D
ashberryj@hpasnc.org

davisg@hpasnc.org

eberhardte@hpasnc.org

everettc@hpasnc.org

hepburnk@hpasnc.org

lovelaced@hpasnc.org

manningc@hpasnc.org

mcbrider@hpasnc.org

mixond@hpasnc.org

stevensk@hpasnc.org

When inserting rows and columns, make sure to select the row or column by

clicking its heading so all of the cells in that row or column are selected. If you

select just a cell in the row or column, only a new cell will be inserted.

To delete rows:

1. Select the rows you want to delete.

Jf= | Eberhardt, Elizabeth

| A B C
1 Ashberry, Jane 919-882-6561 ashberryj@hpasnc.org
2 | Davis, Garrett 919-576-4562 daviﬁg@hpaﬁnc.urg
3 |Eberhardt, Elizabeth 252-985-3558 eberhardte@hpasnc.org
4 |Everett, Carol 919-503-9560 everetic@hpasnc.org
Z=+|Hepburn, Katie H. 704-882-5559 hepl}urnk@hEasnc.mg
.Ianelace, Deb 919-785-9656 lovelaced@hpasnc.org

Manning, Christopher L.

8 McBride, Rebecca
9 Mixon, Daniel
10 | Stevens, Kevin

919-976-7569
828-357-0072
0919-821-7425
913-783-3564

manningc@hpasnc.org

mchbrider@hpasnc.org

mixond@hpasnc.org

stevensk@hpasnc.org
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3 AutoSum ¥ A? [ﬁ

' @] Fill ~
Delete fFormat = Sort & Find &
v v (2 Clear ~ Filter v Select v

Cells Editing
Delete Cells B
F| Delete cells, rows, or columns from | }

the sheet or table.

3. The rows are deleted from your worksheet.

A3 - fx | Lovelace, Deb
| A | B | C

1 Ashberry, Jane 919-882-6561 ashberryj@hpasnc.org
2 | Davis, Garrett 919-576-4562 daviﬁg@hpaﬁnc.urg

3 |Lovelace, Deb 919-785-9656 lovelaced@hpasnc.org
4 |Manning, Christopher L. 919-976-7569 manningc@hpasnc.org
5 |McBride, Rebecca 828-357-0072 mcbrider@hpamc.nrg
6 Mixon, Daniel 919-821-7425 mixond@hpasnc.org
7 |Stevens, Kevin 919-783-8564 stevensk@hpasnc.org
8

9

10

To delete columns:

1. Select the columns you want to delete.

- Jx | Raleigh

A B | cs D E F
1 |Ashberry, Jane Raleigh 27589 [919-382-6561 ashberryi@hpasnc.org
2 |Davis, Garrett Raleigh 27576 [919-576-4562 davise@hpasnc.org
3 |Eberhardt, Elizabeth Louisberg 27079 |[252-985-3558 eberhardte@hpasnc.org
4 |Everett, Carol Chapel Hill 27051 |919-503-9560 everettc@hpasnc.org
5 |Hepburn, Katie H. Cary 27057 |704-332-5559 hepburnk@hpasnc.org
6 |Lovelace, Deb Newbern 24484 |919-785-9656 lovelaced@hpasnc.org
7 |Manning, Christopher L. |Raleigh 27587 [919-976-7569 manningc@hpasnc.org
8 |McBride, Rebecca (Cary 27054 |828-357-0072 mchrider@hpasnc.org
9 [Mixon, Daniel Raleigh 27086 [919-821-7425 mixond@hpasnc.org
10 |Stevens, Kevin Durham 27054 [919-783-3564 stevensk@hpasnc.org
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3 AutoSum ¥ A? "

' @] Fill ~
Delete fFormat = Sort & Find &
v v (2 Clear ~ Filter v Select v

Cells Editing
Delete Cells B
F| Delete cells, rows, or columns from | }

the sheet or table.

3. The columns are deleted from your worksheet.

B1 - Jfr | 919-882-6561
A B | c D E F G

1 |Ashberry, Jane 919-882-6561 ashberryj@hpasnc.org
2 |Davis, Garrett 919-576-4562 davisg@hpasnc.org
3 |Eberhardt, Elizabeth 252-985-3558 eberhardte®@hpasnc.org
4 |Everett, Carol 919-503-9560 everettc@hpasnc.org
5 |Hepburn, Katie H. 704-882-5559 hepburnk@hpasnc.org
6 |Lovelace, Deb 919-785-9656 lovelaced@hpasnc.org
7 |Manning, Christopher L. |918-976-7569 manningc@hpasnc.org
8 McBride, Rebecca 828-357-0072 mcbrider@hpasnc.org
9 |Mixon, Daniel 919-821-7425 mixond@hpasnc.org
10 |Stevens, Kevin 919-733-8564 stevensk@hpasnc.org

Wrapping text and merging cells
If a cell contains more text than can be displayed, you can choose to wrap the text
within the cell or merge the cell with empty adjoining cells. Wrap text to make it
display on multiple lines of the cell. Merge cells to combine adjoining cells into one
larger cell.

To wrap text:
1. Select the cells with text that you want to wrap.
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Bl - § = | 78-A Meadowview Lane Raleigh, NC 27589
A B ! 3 C B]
Ashberry, Jane 78-A Meadowview Lane Haleigh, NC 27589

Davis, Garrett
Eberhardt, Elizabeth
Everett, Carol

Hepburn, Katie H.
Lovelace, Deb
Manning, Christopher L.
McBride, Rebecca
Mixon, Daniel

Stevens, Kevin

29 North Luke Court Raleilizh, NC 27576

63-C Chapel Court Louiskerg, NC 27079

123 Garden Plow Way Chipel Hill, NC 27051
127 South Pejulup Lane Cary, NC 27057

124 Heuristic Way Mewbefn, NC 24484

2380 New Cove Road Raligh, NC 27587

131 W Clinton Street Cang NC 27054

9 Atlantic Boulevard Rale]gh, NC 27086
2520 Hopkins Road Durhaln, MNC 27054

|E|E|E|m|m|u|m|tﬂ B fw pa | =

2. Select the Wrap Text command on the Home tab.

wiew View

- .
= Wrap, Text General v *él
S~ % » | %% Condtio

@ Merge & Center ~ >
Formattin

nt

i|€ Wrap Text |
z /| Make all content visible within a
N 1 Microsoft E: cell by displaying it on multiple
2 lines,
27!
2] Microsoft
N |1 Excel
27 |12
144
2] 9 Press F1 for more help.

3. The text in the selected cells will be wrapped in your worksheet.
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Bl - Jf= | 78-A Meadowview Lane Raleigh, NC 27589
| 4] A B C D E
Ashberry, Jane 78-A Meadowview Lane |
1 Raleigh, NC 27589
Davis, Garrett 29 North Luke Court
2 Raleigh, NC 27576
Eberhardt, Elizabeth 63-C Chapel Court
3 Louisberg, NC 27079
Everett, Carol 123 Garden Plow Way
| 4 Chapel Hill, NC 27051
Hepburn, Katie H. 127 South Pejulup Lane
| 2 | Cary, NC 27057
Lovelace, Deb 124 Heuristic Way
| 6 Mewbern, NC 24434
Manning, Christopher L. 2380 Mew Cove Road
7 Raleigh, NC 27587
McBride, Rebecca 131 W Clinton Street
| B Cary, NC 27054
Mixon, Daniel 9 Atlantic Boulevard
| 9 Raleigh, NC 27086
Stevens, Kevin 2520 Hopkins Road
10 Durham, NC 27054
11
12
If you change your mind, reclick the Wrap Text command to unwrap the text.
To merge cells using the Merge & Center command:
1. Select the cells you want to merge.
1R x 4C - Jfe | HPAS North Carolina Board of Directors
A B C D
HPAS Morth Carolina Board of Directors
op

[

Ashberry, Jane

M2

Davis, Garrett

[2X]

Eberhardt, Elizabeth

=

78-A Meadowview Lane 919-882-6561
Raleigh, NC 27589

29 North Luke Court 919-576-4562
Raleigh, NC 27576
63-C Chapel Court 252-985-3558

Louisherg, NC 27079

ashberryj@hpasnc.org

davisg@hpasnc.org

eberhardte@hpasnc.org
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view View

; Wrap Text lGeneraI Y. i_%

4@ Merge & Center ~ | $ ~ % » | %0 3% Condition
; Formatting
1 t P Number u
9 Merge & Center |
C Joins the selected cells into one
= Excel larger cell and centers the contents
in the new cell.
1 2
t This is often used to create labels
that span multiple columns.
- Excel
- i 2
= 0 Press F1 for more help.
-

3. The selected cells will be merged, and the text will be centered.

Al - J= | HPAS North Carolina Board of Directors
A | B | C | D

HPAS Morth Carolina Board of Directors

=

Ashberry, Jane 78-A Meadowview Lane 919-882-6561  ashberryji@hpasnc.org
Raleigh, MNC 27589

2
Davis, Garrett 29 Morth Luke Court 919-576-4562 davisg@hpasnc.org
Raleigh, NC 27576
3
Eberhardt, Elizabeth 63-C Chapel Court 252-985-3558  eberhardte@hpasnc.org
Louisberg, NC 27079
4

Saving workbooks
When you create a new workbook in Excel, you'll need to know how tosave it to
access and edit it later. Excel allows you to save your documents in several ways.

To use the Save As command:
Save As allows you to choose a name and location for your workbook. Use it if you
are saving a workbook for the first time or if you want to save a different version of a

workbook while keeping the original.

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli.
56



]

:7“
peE =S

1. Click the File tab.
2. Select Save As.

Home Insert FPage Layout

[l save

Informati
| Save As m |
[ Open _
ﬁ Close %
Protect
Workbook =

3. The Save As dialog box will appear. Select the location where you want to
save the workbook.

4. Enter a name for the workbook, then click Save.

i ™
Save As g
——
@u'|@ b Libraries » Documents » - |41- || Search Documents sl |
Organize + Mew folder 3= - (7]
5l Recent Pl = -
b Documents library ,
i Arrange by:  Folder =
Includes: 2 locations
4 Libraries
. iy
| ©[*| Documents = Bane Choose a location, (-ate medified Type
[> d‘b Music \. Budget 8/5/2010 10:29 AM File fold _
I [ Pictures | Calendars 7/28/2010 330 PM  Filefole
> B Videos |, Househald Type a file name. 7/28/2010 335 PM  File folc
. Office b/15/20101:36 PM File folc
4 M Computer N Per;onal/ 5/24/2010 4:44 PM File folc i
Da 05(C) + [ * m | b
File name: -~ v
Save as type: [Excell Workbook Click Save when done.
Authors: Lauren Gould Tag™
[] 5ave Thumbnail
+ ' Hide Folders Toecols - I Save I [ Cancel

If you are using Windows 7, you will most likely want to save files to
your Documents library. For other versions of Windows, you will most likely
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want to save files to the My Documents folder. For more information, check out
our lessons on Windows 7 and Windows XP.

To use the Save command:
1. Click the Save command on the Quick Access toolbar.

Save (Ctrl=S) } s
=
B 5 Calib
] =3 Copy ~
Paste
< J Format Painter
Clipboard

2. The workbook will be saved in its current location with the same file name.

To save as an Excel 97-2003 workbook:
You can share your workbooks with anyone using Excel 2010 or 2007 because they
use the same file format. However, earlier versions of Excel use a different file
format, so if you want to share your workbook with someone using an earlier version
of Excel you will need to save it as an Excel 97-2003 workbook.
1. Click the File tab.
2. Select Save As.
3. Inthe Save as type drop-down menu, select Excel 97-2003 Workbook.
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-
@ Save As

==

@Qv|@ » Libraries » Documents » - |¢9 || Search Documents ol
Organize = Mew folder == @
Deskt :
Bl Desktop Documents library Arangeby: Folder »
& Downloads Includes: 2 locations -
:_‘. Recent Places =
Mame Date modified Type

w4 Libraries 3 . Budget 8/5/2010 1:27 PM  File fol¢| 2
| Documents . Calendars 7/28/2010 530 PM  File folc
@ Music . Household 7/28/2010 335 PM  Filefole
= Pictures . Office 6/15/20101:36 PM  File folc
B videos i Personal 5/24/2010 4:44 PM  Filefolc _

- 4| n [ 3

File name: TravelExpenszelog

-

Save as type: [F_xcell Workbook

v]

Authors: Excel Waorkbook
AUERETE £y cel Macro-Enabled Workbook

Excel Binary Workbook
I
XML Data s

Single File Web Page

“ Hide Folders Web Page
Excel Template

S Fxcel Macro-Enabled Termplate

Furel Q72002 Temnlate

4. Select the location where you want to save the file.

5. Enter a name for the file, then click Save.

To save as a PDF:

Saving your workbook as an Adobe Acrobat Document—which is called a PDF

file—can be especially useful when your recipients do not have Excel. A PDF will

make it possible for recipients to view the content from your workbook, but they will

not be able to edit anything.
Click the File tab.
1. Select Save As.

2. Inthe Save as type drop-down menu, select PDF.
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File nare:  TravelExpenselog -

Save as type: [Excel. Workbook v]

Excel Workbook
Excel Macro-Enabled Workbook
Excel Binary Workbook
Exxcel 97-2003 Workbook
XML Data
Single File Web Page
= Hide Folders Web Page
Excel Template
S Excel Macro-Enabled Template P
Excel 97-2003 Template
Text (Tab delimited)
Unicode Text
AML Spreadsheet 2003
Microsoft Excel 5.0,/95 Workbook
C5V (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)
Text (M5-DO5)
C5V (Macintosh)
C5V (M5-D0OS)
DIF (Data Interchange Format)
SYLE (Symbelic Link)
Excel Add-In
Excel 97-2003 Add-In

_I
KPS Lpcument

OpenDocurnent Spreadshest

Authors:

3. Select the location where you want to save the file.
4. Enter a name for the file, then click Save.
Introduction to worksheets
When you open an Excel workbook, there are three worksheets by default. The
default names on the worksheet tabs are Sheetl, Sheet2, and Sheet3. To organize your
workbook and make it easier to navigate, you can rename and even color code the
worksheet tabs. Additionally, you can insert, delete, move, and copy worksheets.
To rename worksheets:
1. Right-click the worksheet tab you want to rename. The worksheet menu
appears.

2. Select Rename.
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3. T

34
35 Insert...
36 LE Delete
27 R
ename

38 - lb

I Copy...
29 , Move or Copy
a0 3 View Code
a1 {8y Protect Sheet..
42 Tab Color k
43 Hide
44
45

Select All Sheets
M4k M ShE&I.J. 4 MIEELE ¢ STl //{-E,;
Ready |

he text is now highlighted by a black box. Type the name of your worksheet.

43
44

45
M 4 v v | EIWSERNSheet2 Sheet3 ¥

Ready |

4. Click anywhere outside the tab. The worksheet is renamed.

43
44
45

4 4 » M| January . Sheet2 . Sheet3 ¥1

Ready |

To insert new worksheets:

Click the Insert Worksheet icon. A new worksheet will appear.

43
=
45

M 4 » M| January . Sheet? Sheet3 " ¥Jn
Loy’

Ready |

_| Insert Worksheet (Shift+F11) |

You can change the setting for the default number of worksheets that appear in

Exce
click

| workbooks. To access this setting, go into Backstage view and

Options.

To delete worksheets:

Worksheets can be deleted from a workbook, including those containing data.

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli.

61



1. Select the worksheets you want to delete.
2. Right-click one of the selected worksheets. The worksheet menu appears.

3. Select Delete. The selected worksheets will be deleted from your workbook.

Insert...

Delete Ik

Eename

3

Move or Copy...
& View Code
(i) Protect Sheet...
Tab Color L4

Hide

Select All Sheets

December | Sheet13 ¥ T4

To copy a worksheet:
1. Right-click the worksheet you want to copy. The worksheet menu appears.
2. Select Move or Copy.

24

75 Insert...

26 LE Delete

27 Bename

28 Move or Copy... Ik
29 G View Code

30 &)y Protect Sheet..

31 Tab Color L4
32

— Hide

34

35
M 4+ M

Select All Sheets
January )

Ready |

3. The Move or Copy dialog box appears. Check the Create a copy box.
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Move or Copy

Move selected sheets
To book:

MonthlyBudget IZI
Before sheet:

Januarﬁ -

K ][ Cancel ]

4. Click OK. Your worksheet is copied. It will have the same title as your
original worksheet, but the title will include a version number, such
as January (2).

34

35
4 4 » M| January | January (2) %

Ready |
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UNIT IV - MICROSOFT POWERPOINT 2010

New features in PowerPoint 2010 — Creating a Blank Presentation — Saving Presentation —
Adding and Removing Slides — Opening an Existing Presentation - Closing Presentation —
Exiting Microsoft PowerPoint.

Introduction

Home Insert Design
— ! = Layout ~
* Wl — B peset

Paste New B
- Stide~ Section ~

Slides Outline X

PowerPoint 2010 is a presentation software that allows you to create dynamic slide
presentations that can include animation, narration, images, and videos. In this lesson,
you will learn your way around the PowerPoint 2010 environment, including getting
to know the new Backstage view.
We will also show you how to use and modify the Ribbon and the Quick Access
toolbar, in addition to learning how to create new presentations and open existing
files.

Working with your PowerPoint environment
The Ribbon and Quick Access toolbar are where you will find the commands you
need to perform common tasks in PowerPoint. If you are familiar with PowerPoint
2007, you will find that the main difference in the PowerPoint 2010 Ribbon is that
commands such as Open and Print are now housed in Backstage view.

The Ribbon
The Ribbon contains multiple tabs, each with several groups of commands. Some
tabs, like Drawing Tools or Table Tools, may appear only when you are working
with certain items like images or tables. In addition, you can add your own customized

tabs that contain your favorite commands.
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Clipboard = Slides

Each tab is Click on a tab Some groups will Special tools tabs will
divided into to see more have an arrow that appear when you
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groups. ’ options. items.

Certain programs, such as Adobe Acrobat Reader, may install additional tabs to
the Ribbon. These tabs are called add-ins.

To customize the Ribbon:
You can customize the Ribbon by creating your own tabs that house your desired
commands. Commands are always housed within a group, and you can create as many
groups as you need to keep your tabs organized. You can even add commands to any
of the default tabs, as long as you create a custom group within the tab.

1. Right-click the Ribbon, and select Customize the Ribbon. A dialog box will

appear.
—r—
Transitions Animations 5lide Show Review View

Add Group to Quick Access Toolbar l_l_j_:J I:ll_—l o

= O
Customize Quick Access Toolbar.., Shapes Arrange OQuick
Show Quick &ccess Toolbar Below the Ribbon N " SRR

Crrawing

Customize the Ribbon... b

finimize the Ribbon

2. Click New Tab. A new tab will be created with a new group inside it.
Make sure the new group is selected.

4. Select a command from the list on the left, then click Add. You can also drag
commands directly into a group.

5. When you are done adding commands, click OK.
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Decrease Font Size
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Font |
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Select a command
and then click "Add".

-

Increase Font Size

Layout 3
Macros

Mew

Mew Slide 4
Open

Open Recent File..,
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Main Tabs
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selected group.

Main Tabs

=l [#/] Home
Clip
Slide
Font
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Drawing
Editing

[¥] Mew Tab [Custom)

|

[ Insert
Design
[¥] Transitions

| Animations

m
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/| Grayscale

G

Elack And White
lide Master
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-

O
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=

e

Mew Tab ] lﬂm Gmup] [ Rename... ]

Customizations: Reset * |0
Import/Export * |0

| ok || cancel

If you do not see the command you want, click on the Choose commands drop-

down box and select All Commands.

@ Customize the Ribbon.

Choose commands from: &

Popular Commands -

Popular Commands
Commands Mot in the Ribbon

Macros g

File Tab
All Tabs
kain Tabs
Tool Tabs

Custom Tabs and Groups
& wur El

Customize the Ribbon:

|Main Tabs

Main Tabs

=l [#] Home
Clipboard
Slides
Font
Paragraph
Drawing
Editing

=l [#] Mew Tab [Custom)

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli.

66




To minimize and maximize the Ribbon:
The Ribbon is designed to be easy to use and responsive to your current task; however,
if you find it is taking up too much of your screen space, you can minimize it.
1. Click the arrow in the upper-right corner of the Ribbon to minimize it.

IR . 2
a
g& Sound: [No Sound] v Advance Slide %

-

® Duration: 0050 > | [¥] On Mouse Click

-

131l Apply To All [] After: 00:00.00 2

Timing

Minimize the Ribbon (Ctrl+F1)

Show only the tab names on the
Ribbon.

2. To maximize the Ribbon, click the arrow again.

Creating and opening presentations
PowerPoint files are called presentations. When you start a new project in
PowerPoint, you'll need to create a new presentation. You'll also need to know how
to open an existing presentation.
To create a new blank presentation:
1. Click the File tab. This takes you to Backstage view.
2. Select New.
3. Select Blank presentation under Available Templates and Themes. It will
be highlighted by default.

4. Click Create. A new blank presentation appears in the PowerPoint window.
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Insert Animations Slide Show Review View

Design

Transitions

Available Templates and Themes Blank presentation

Save As
[ Open
Cd Close

+ fa Home

Info

Recent

Print |_Aa
Save & Send Themes My templates  Mew from D
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Help Cffice.com Templ... Search Office.co| | = Create
[:j Options L L
B Exit | | [
=8 L
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Agendas HAward Calendars
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To save time, you can create your presentation from an Office.com template,
which you can also select under Available Templates and Themes.
To open an existing presentation:
1. Click the File tab. This takes you to Backstage view.
2. Select Open. The Open dialog box appears.

Organize » Open « Print Burn MNew folder = - | @
~
< Favorites Mame Date modified Type Size
B Desktop .. Downloads 11/22/2010 3:37 PM  File folder
@ Downloads o Misc 11/22/2010 3:38 PM  File folder
“El Recent Places . Personal 11/22/2010 3:37 PM  File folder

= American History Flash Cards 11/22/20109:43 AM  Microsoft PowerP... 1423 KB
4 Libraries Mengibello Artisan Pasta 11/22/2010 3:.07 PM Microsoft PowerP... 3,798 KB
@ Documents | Shelbyfield Featured Peisr\ 11/18/2010 210 PM  Microsoft PowerP... 1416 KB
. BE
J — Wellness Program Type: Microsoft PowerPoint Presentation rosoft PowerP... 2724 KB
[ Pictures L4 Size: 1.38 MB
B videos Date modified: 11/18/2010 2:10 PM

3. Select your desired presentation, then click Open.
If you have opened the existing presentation recently, it may be easier to

choose Recent from the File tabinstead of Open to search for your presentation.
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Working with slides
To insert a new slide:
1. From the Home tab, click the bottom half of the New Slide command to open

the menu of slide layout options.

Home Insert Design Transitions Animations

= T e AN
-Reset
L av A
5I|de ._‘|5n&‘t:t|u::|r1'r S abe o5 Aa

Clipboard ra | Slides | Font
Slides | Ol new slide (Ctrl+M) L
1 Add a slide to the presentation.

0 Press F1 for more help.

[ |

2. Select the slide you want to insert.
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Clipboard = | | Office Theme

Slides |j

1

B 7 U 8 abe 2V- Aa- | A

Title and Content Section Header

e e | | e e |
e e || RN G E¥S

Two Content Comparison Title Only

Elank Content with Picture with
Caption Caption

=] Duplicate Selected Slides [
0= slides from Outline.. e
‘=] EReuse Slides..,

3. A new slide will be added your presentation.

To instantly add a slide that uses the same layout as the one you have selected,
click the top half of the New Slide command.

s

Mew
Slide =

To copy and paste a slide:
1. On the Slides tab in the left pane, select the slide you want to copy.
2. Click the Copy command on the Home tab. You can also right-click your

selection and choose Copy.
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Insert

Design

3. Inthe left pane, click just below a slide—or between two slides—to choose the

location where you want the copy to appear. A horizontal insertion point will

mark the location.

& cut \:I =] Layout -
53 Copy ~ E Reset

Paste
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Clipboard M | Slides
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4. Click the Paste command on the Home tab. You can also right-click and

choose Paste. The copied slide will appear.

Home Insert Design Transition:
+ o _:I +
= gy v
New .
Format Painter | glige~ ' Section~ s
Clipboard T Slides
Paste (Ctrl+V) x

Paste the contents of the ™
Clipboard.

To select multiple slides, press and hold Ctrl on your keyboard and click the slides
you want to select.

To duplicate a slide:
An alternative to copying and pasting, duplicating slides copies the selected slide
and—in one step—pastes it directly underneath. This feature does not allow you to
choose the location of the copied slide, nor does it offer Paste Options for advanced
users, so it's more convenient for quickly inserting similar slides.
1. Select the slide you want to duplicate.
2. Click the New Slide command.

3. Choose Duplicate Selected Slides from the drop-down menu.
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4. A copy of the selected slide appears underneath the original.
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To delete a slide:
1. Select the slide you want to delete.
2. Press the Delete or Backspace key on your keyboard.
To move a slide:
1. Select the slide you want to move.
2. Click, hold, and drag your mouse to a new location. A horizontal insertion

point will mark the location.
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3. Release the mouse button. The slide will appear in the new location.
Text basics
If you're new to PowerPoint, you'll need to learn the basics of working with text so
you can add and arrange text on your slides. You'll need to know how
to insert, delete, move, and format text, as well as how to use text boxes.
To insert text:
1. Click the placeholder or text box where you want to insert text.

2. The insertion point appears.

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli.
75



-
S 1A

e =

3. Type directly into the placeholder or text box.

o
T. Why did the colonists fight the British?

— because of high taxes (taxation without
representation)

Lo

To delete text:
1. Place the insertion point next to the text you want to delete.
2. Press the Backspace key on your keyboard to delete text to the left of the

insertion point.
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3. Press the Delete key on your keyboard to delete text to the right of the

insertion point.

To select text:

1. Place the insertion point next to the text you want to select.

2. Click the mouse button. While holding it down, drag the mouse over the text.

3. Release the mouse. The text will be selected. A highlighted box will appear

over the selected text.

O————— ~

representation)

(boarding, quartering)

To copy and paste text:

1. Select the text you want to copy.

o O
* Why did the colonists fight the British?

— because of high taxes (taxation without

| |
| |
| |
| |
| |
| |
| |
| —they didn’t have self-government i
o= because the British stayed in their houses |
| |
| |
| |
| |
| |
| |

O-—m O

1

2. Click the Copy command on the Home tab. You can also right-click your

selection and choose Copy.
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Slide Copy (Ctrl+Q)
1 Copy the selection and put it on

the Clipboard.
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Place your insertion point where you want the text to appear.

Click the Paste command on the Home tab. The text will appear.
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To cut and paste text:

1. Select the text you want to cut.

2. Click the Cut command on the Home tab. You can also right-click your

selection and choose Cut.

Home Insert Design Trans

*L\\) i l i o Calibri (Body

EF- T =z Reset

New
Slide v [ Section ~ Bl

u Slides

Clipboard

Slides| oyt (ctri+x0

1 Cut the selection and put it on the ‘
Clipboard.
NS

3. Place your insertion point where you want the text to appear.

4. Click the Paste command on the Home tab. The text will reappear.

Presenting Slide Show

Once your slide show is completed, you will need to learn how to present it to an audience.
PowerPoint offers several tools and features that can help make your presentation smooth,

engaging, and professional.

To present your slide show, you'll need to know how to start it. PowerPoint allows you
to start your slide show from the first slide or from any slide within the slide show.
Once your slide show has started, you'll need to know how to advance through the

slides.
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To start a slide show:
1. Select the Slide Show tab.
2. Click the From Beginning command in the Start Slide Show group to start

the slide show with the first slide.

Home Insert Design Transit

-—T l::’.]
& [ p [ ':]'
From From Broadcast Custom

Beginning Current Slide  Slide Show Slide Show ~
rﬁ Start Slide Show 1

Slide Show From Beginning (F5)

Start the slide show from the first
slide.

You can also start the slide show from the slide you prefer by selecting the slide
and clicking on From Current Slide from the Start Slide Show group. This option
is convenient if you only want to view or present certain slides.

Another option for starting the slide show is to select Slide Show view at the

bottom of the window.

=2 Y k : — _.::|
—

To advance and reverse slides:

1. Hover your mouse over the bottom-left of the screen. A menu will appear.

2. Click the right arrow to advance slides and the left arrow to reverse slides.
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You can also use the arrow keys on your keyboard to advance and reverse slides.
To stop or end a slide show:
To end a slide show, hover and select the menu box options command and click End

Show. You can also press the Esckey at the top left of your keyboard to end the show.

Mext

Previous

- EG o shae ' -
. k
3
Screen 4
Help

: End Show |
Saving presentations
When you create a new presentation in PowerPoint, you'll need to know how to save it
in order to access and edit it later. PowerPoint allows you to save your presentations in
several ways.
To use the Save As command:
Save As allows you to choose a name and location for your presentation. It's useful if
you've first created a presentation or if you want to save a different version of a
presentation while keeping the original.
1. Click the File tab.
2. Select Save As.
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3. The Save As dialog box will appear. Select the location where you want to
save the presentation.

4. Enter a name for the presentation, then click Save.
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To use the Save command:
1. Click the Save command on the Quick Access toolbar.
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2. The presentation will be saved in its current location with the same file name.
If you are saving for the first time and select Save, the Save As dialog box will

appear.
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UNIT V - MICROSOFT ACCESS 2010

Introduction to tables in Microsoft Access 2010:- creating a table — Saving a table — Working

with fields in a table — Entering records in a table —Introducing query types — Creating a

Query — Saving a Query.

Introduction to Databases

Access 2010 is a database creation and management program. To understand Access, you

must first understand databases.
What is a database?

A database is a collection of data that is stored in a computer system. Databases
allow their users to enter, access, and analyze their data quickly and easily. They’re
such a useful tool that you see them all the time. Ever waited while a doctor’s
receptionist entered your personal information into a computer, or watched a store
employee use a computer to see whether an item was in stock? Then you’ve seen a
database in action.

The easiest way to understand a database is to think of it as a collection of lists.
Think about one of the databases we mentioned above: the database of patient
information at a doctor’s office. What lists are contained in a database like this? Well, to
start with, there’s a list of patient names. Then there’s a list of past appointments, a list
with medical history for each patient, a list of contact information, and so on.

This is true of all databases, from the simplest to the most complex. For instance,
if you like to bake you might decide to keep a database containing the types of cookies
you know how to make and the friends you give these cookies to. This is one of the
simplest databases imaginable. It contains two lists: a list of your friends, and a list of

cookies.
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However, if you were a professional baker you would have many more lists to keep
track of: a list of customers, a list of products sold, a list of prices, a list of orders ... it
goes on and on. The more lists you add, the more complex the database will be.

Why use a database?
If a database is essentially a collection of lists stored in tables and you can build tables
in Excel, why do you need a real database in the first place? While Excel is great at
storing and organizing numbers, Access is far stronger at handling non-numerical data,
like names and descriptions. Non-numerical data plays a significant role in almost any
database, and it's important to be able to sort and analyze it.
However, the thing that really sets databases apart from any other way of storing data
is connectivity. We call a database like the ones you’ll work with in Access
a relational database. A relational database is able to understand how lists and the
objects within them relate to one another. To explore this idea, let's go back to the
simple database with two lists: names of your friends, and the types of cookies you
know how to make. You decide to create a third list to keep track of the batches of
cookies you make and who they’re for. Because you're only making cookies you know
the recipe for and you're only going to give them to your friends, this new list will get

all of its information from the lists you made earlier.
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" Dad Choc. Chiy
Aunt Aida

Joakim Shortbread
Dwane Cinnamon
Allegra Lemon Bar

\feogle Cookies
Dad Oatmeal

See how the third list uses words that appeared in the first two lists? A database is
capable of understanding that theDad and Oatmeal cookies in the Batches list are the
same things as the Dad and Oatmeal in the first two lists. This relationship seems
obvious, and a person would understand it right away. However, an Excel workbook
wouldn’t.

Excel would treat all of these things as distinct and unrelated pieces of information. In
Excel, you'd have to enter every single piece of information about a person or type of
cookie each time you mentioned it because that database wouldn't be relational like an
Access database. Simply put, relational databases can recognize what a human can: If
the same words appear in multiple lists, they refer to the same thing.

The fact that relational databases can handle information this way allows you

to enter, search, and analyze data in more than one table at a time. All of these things
would be difficult to do in Excel, but in Access even complicated tasks can be

simplified and made fairly user friendly.
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In Access, lists are a little more complex than the ones you write on paper. Access
stores its lists of data in tables, which allow you to store even more detailed
information. In the table below, the People list in the amateur baker’s database has

been expanded to include other relevant information about the baker’s friends.

ID - Mame -~ CellPhone - Birthday - Mut Allergy?
1 Dad 555-0404 June 3 Yes
2 Aunt Aida 555-9890 July 8 Mo
3 Joakim 555-0462 September 19 Mo
4 Dwane a55-9975 January 5 No
5 Allegra 555-0099 January 14 Yes

If you are familiar with other programs in the Microsoft Office suite, this might remind
you a lot of Excel, which allows you to organize data in a similar way. In fact, you
could build a similar table in Excel.
Databases in Access 2010 are composed of four objects: tables, queries, forms, and reports.
Together, these objects allow you to enter, store, analyze, and compile your data however you
want.
The Access objects
Tables, queries, forms, and reports are the framework for any database you create in
Access. Understanding how each of these objects works will help you create a

database that will be useful and help you retrieve the information you need.
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Tables

By this point, you should already understand that a database is a collection of data

organized into many connected lists. In Access, all data is stored in tables, which put

tables at the heart of any database.

You might already know that tables are organized into vertical columns and

horizontal rows.

D

~1 First Na

20 Barbara
29 Bob

30 Juanita
31 Sara

32 Larry

33 Samantha

34 Jamie
35 Patti
36 Greg
37 Carol
38 foey
39 Danny
40 Vig

41 Jeffery
42 William
43 Megan
44 Dick
A5 Marjan
AR Colin

Column

Jlones
Williams
Thomas
Binder
Ferguson
Stone
Cheng
Newton
Allenson
Altman
Haverford
Aurelio
Bergman
Bittiman
Draper
Whitman
Jameson

Honkins

—

Street Address - City
29 North Luke Ct. Raleigh
63-C Chapel Ct. Durham
123 Garden Plow Way Raleigh
127 South Pejulup Ln. Raleigh

124 Heuristic Way Raleigh
2380 New Cove Rd.  Garner
131 W Clinton 5t. Raleigh
9 Atlantic Blvd Raleigh
2520 Hopkins Rd. Raleigh

3201 Glenwood Ave. L Raleigh
817 Hillsborough 5t. A Raleigh

Raleigh
Raleigh

202 Cedar Ln.

53 Pine 5t.

1245 Ross Park Dr.
1122 Glenwood Ave.

311 Cook 5t.

105 David 5t.

202 C 5t. Unit A Raleig!
3?1 F. Fdenton St Raleich

In Access, rows and columns are referred to as records and fields. A field is more

than just a column; it’s a way of organizing information by the type of data it is. Every

piece of information within a field is of the same type. For example, every entry in a

field called First Name would be a name, and every entry in field called Street

Address would be an address.
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‘Last Name |-

- Street Address ||+

Zach
Trentorp L

08 Frances

B9 Latavia

7ONSi Field Names
71 Lashaunda

72 Lieselotte

73 Sula Smart

74 Jude Smith

75 Katharine Kellerman
76 Ruiari O'Brien
77 Tyra Kirby

78 Michiko Akiwana
79 Betty Potter

20 Elizabeth Loges

Lee 5t

Kenan Rd.

clver Ct.

Cobb Rd.

Hinton 5t.

pencer Ave. |
56 Dey Rd.

929 Greenlaw Dr. I
76 Murphy Ave. [
100 Aycock St. I
8700 Stacey Rd.

901 Glenwood Ave. |
80 Greene 5t.

44 Steven Rd. I

Likewise, a record is more than just a row; it’s a unit of information. Every cell in a

given row is part of that row’s record.

E Custnmﬂs\{\ﬁ Order ]tems\‘Ik@ Employee Database Mavigation\'I\E Menu]tems\{\ﬁ PmductsTabIe\

ID -1\ First Name - | LastMame -  Street Address - City -t | State - | Zij

84 Magda Sremski 98 Tyler 5t. Raleigh NC 27¢
85 Peggy Moss 1130 Jackson 5t. Raleigh NC 27¢
95| Florent Marais 53 Ada St Raleigh NC 275
-kl S0 Erwan Haussman 315 Lonesome Dove Rk Raleigh NC 2re
97 Rodrigue Sterling 49 Mockinghird Way Raleigh NC 27¢
102 Theodore Achi 120 Baker 5t. Raleigh NC 27¢

Notice how each record spans several fields. Even though the information in each

record is organized into fields, it belongs with the other information in that record. See

the number at the left of each row? That’s the ID number that identifies each record.

The ID number for a record refers to every piece of information contained in that row.

Br it ‘%_) Remove Sort W Toggle Filteg e lelete E Mare ~ rind by Select - B
P Sort & Filter 5 Find
[E Custunms\{\ﬁ Qrder Item;\I,J:_E Rneucn?brill'g tiun\{\E Menu]tems\'[kﬁ PmductsTabI.e\
ID = | First Nam Street Address - City «f
a4 l‘v‘lagda 98 Tyler St. Raleigh
85 Pegoy Moss 1130 Jackson St. Raleigh
94 Wade 532 Chronicle Way  Raleigh
95| FIIorent Marais 53 Ada 5t. Raleigh
96 [Erwan Haussman 918 Lonesome Dove R Raleigh
97 Rodrigue Sterling 49 Mockingbird Way Raleigh
102 [Theodore Achi 120 Baker 5t. Raleigh
J_Dﬁjgwyane James 4221 Basil Ct. Cary
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Tables are good for storing closely related information. Let's say you own a bakery
and have a database that includes a table with your customers' names and
information—their phone numbers, home addresses, and email addresses. Because
these pieces of information are all details about your customers, you’d include them in
the same table. Each customer would be represented by a unique record, and each
type of information about customers would be stored in its own field. If you decided to
add any more information—say, a customer's birthday—you would simply create a
new field within the same table.

Forms, queries, and reports
Although tables store all of your data, the other three objects—forms, queries,
and reports—offer you ways to work with it. Each of these objects interacts with
the records stored in your database's tables.

Forms
Forms are used for entering, modifying, and viewing records. You probably have had
to fill out forms on many occasions, like when visiting a doctor's office, applying for a
job, or registering for school. The reason forms are used so often is that they're an easy
way to guide people into entering data correctly. When you enter information into a
form in Access, the data goes exactly where the database designer wants it to go: into

one or more related tables.

E| Customers
O
Search |E| Add Record
First Name 4| Last Name Leigh
Street Address (12 Florida St.
City Raleigh State (NC Zip Code 27609
Ema kellenleigh@email.com Phone (919)-555-0687
==
3

Fecord: M 4 121 of 195 | + H F | Search
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Forms make entering data easier. Working with extensive tables can be confusing, and
when you have connected tables you might need to work with more than one at a time
to enter a set of data. However, with forms it's possible to enter data into multiple
tables at once, all in one place. Database designers can even set restrictions on
individual form components to ensure all of the needed data is entered in the correct
format. All in all, forms help keep data consistent and organized, which is essential for
an accurate and powerful database.

Queries
Queries are a way of searching for and compiling data from one or more tables.
Running a query is like asking a detailed question of your database. When you build a
query in Access, you are defining specific search conditions to find exactly the data
you want.
Queries are far more powerful than the simple searches you might carry out within a
table. While a search would be able to help you find the name of one customer at your
business, you could run a query to find the name and phone number of every customer
who's made a purchase within the past week. A well-designed query can give
information you might not be able to find out just by looking through the data in your
tables.

| “31 Customers that Ordered X
i 5] e
Crders Table =
® Y
; . ¥ 1D
Customers Customer ID
. N Paid =
% 1D Pre Crder
First Mame = Motes
Last Name Pickup Date g
Street Address
State
Zip Code 4
-
4 L1} }
Field: | First Name [+ | Last Hame Pickup Date -
Table: | Customers Customers Orders Table =
Total: | Group By Group By Count
Sort:
Show:
Criteria: h.
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Reports
Reports offer you the ability to present your data in print. If you've ever received a
computer printout of a class schedule or a printed invoice of a purchase, you've seen a
database report. Reports are useful because they allow you to present components of
your database in an easy-to-read format. You can even customize a report's appearance
to make it visually appealing. Access offers you the ability to create a report from
any table or query.

Eﬂ Menu Items Ordered

SONgBirD Cakes and Pies Ordered
B‘dl*’l(l‘-['g 12/19-12/26

Product Type Product Name Quantity
Cakes Cheesecake 17
Cakes Buche de Moel (Christmas Cake)- Winter 12
Pies Pecan 10
Pies Pumpkin g
Pies French Silk 5
Pies Chocolate Chess 5
Pies Apple 5

Getting Started in Access
Whenever you're learning a new program, it's important to familiarize yourself with
the program window and the tools within it. Working with Access is no different.
Knowing your way around the Access environment will make learning and using
Access much easier.
In this lesson, you will familiarize yourself with the Access environment, including
theRibbon, Backstage view, Navigation pane, Document Tabs bar, and Record
Navigation bar. You will also learn how to navigate with a navigation form, if your

database includes one.
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Getting to know Access 2010
If you are familiar with Access 2007, you'll notice that there are not too many changes
to the 2010 interface other than the addition ofBackstage view.
However, if you are new to Access, you will first need to take some time to familiarize
yourself with the Access environment.
Click the buttons in the interactive below to learn how to navigate the Access
window.

Working with your Access environment
The Ribbon and Quick Access toolbar are where you will find the commands you
will use to perform common tasks in Access. If you are familiar with Access 2007, you
will find that the main difference in the Access 2010 Ribbon is that commands such
as Open and Print are now housed in Backstage view.

The Ribbon
The Ribbon contains multiple tabs, each with several groups of commands. Some
tabs, like Form Layout Tools andTable Tools, may appear only when you are
working with certain objects like forms and tables. These tabs are calledcontextual

tabs, and they are highlighted in a contrasting color to distinguish them from normal

tabs.

Fields Table

External Data Database Tools

an

4| Ascending Wz~ Franklin Gothic Book (C ~

=

= |

%l Descending V- & 8 Y | B r u|iE
Filter ~ ~ = Refrcsh - ;

| Sort & Filter Text Formatting
: Contextual tools Some groups will

Click a tab Each tab is areep
5 2 tabs appear when have an arrow that

to see more divided into .
certain items or you can click for

commands groups .

) views are selected more options

To minimize and maximize the Ribbon:
The Ribbon is designed to be easy to use and responsive to your current task; however,
if you feel that it's taking up too much of your screen space you can minimize it.
1. Click the arrow in the upper-right corner of the Ribbon to minimize it.
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U | E=EE | = Minimize the Ribbon (Ctrl+F1)
S
2T

Text Formatting

Show only the tab names on the
Ribbon.

Iress - City -~/ State
. Raleigh NC

MNan: AT =

2. To maximize the Ribbon, click the arrow again.
When the Ribbon is minimized, you can make it reappear by clicking a tab.
However, the Ribbon will disappear again when you are not using it.
The Quick Access toolbar
The Quick Access toolbar is located above the Ribbon, and it lets you access common
commands no matter which tab you are on. By default, it shows the Save, Undo,
and Repeat commands. If you'd like, you can customize it byadding additional

commandes.

Create External Data Fields

M AB 2 4 Date & Time —| % Name & Cap

Database Tools

== [ Yes/No E Default Valu
Wiew Text Mumber Currency _ ] Delete B
- Ey More Fields ~ i Field Size
Views Add & Delete
All Access Objects ® « || 4 | =] Menultems | =3 orc
—
Learchi. p ID - PdeL
Tables & * 1
I EH categories F|E 2
r
==| Tnetnmears 3

Note that the Save command only saves the current open object. In addition,
the Undo command will not undo certain actions, like adding a record. Pay close
attention to your information when using the Undocommand to make sure it has
the desired effect.
Backstage view
Backstage view gives you various options for opening, saving, printing, and viewing

more information about your database. It is similar to the Office Button Menu from
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Access 2007 and the File Menu from earlier versions of Access. However, unlike
these menus, it is a full-page view, which makes it easier to work with.

To get to Backstage view:
1. Click the File tab.

Bakery Database : Database (Access 2.

Home Craate External Data Database Tools Frelds Table

i Ssave

5 Information about Our Bakery Database L e
BSL save Object As

C:A\Users\ Desktop\Our Bakery Database.acedb
(@] save Database As

i o Compact & Repair . 2
[ Close Database lit{"o Help prevent and correct database file

> problems by using Compact and Repair. Yiew and edit database properties
@] our Bakery Databa... Compact &

Repair Database
@) Projects Web Datab...
@] Marketing Projects....

@) Contacts Web Data... Encrypt with Password

U"‘ * Use a password to restrict access to your
) database. Files that uce the 2007 Microsoft
Encrypt with Access file format or later are encrypted.
Password
Recent
New
Print
Save & Publish
Help
1] Options
k3 Eat

2. You can choose an option on the left side of the page.
3. To get back to your database objects, click any tab on the Ribbon.
Click the buttons in the interactive below to learn about the different things you

can do in Backstage view.
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Home Create External Data Database Tools Fields ; Table

| save - . .
— Information about Our Bakery Database \ i

2 Save Object As |

. C:\Users\Desktop\Our Bakery Database.accdb [ -

() save Database As i*

25 Open [
& or * Compact & Repair ]
(4 Close Database L% Help prevent and correct database file

problems by using Compact and Repair. View and edit database properties
(2] Our Bakery Databa... Compact &
g Repair Database
(@] Projects Web Datab... R —
(@) Marketing Projects....
() Contacts Web Data... e Encrypt with Passwgrd
el Use a password to restrict access to your
- database. Files that use the 2007 Microsoft
Encrypt with Access file format or later are encrypted.
Password

Recent
New
Print

Save & Publish

Help
1] Options

E3 Eat
e

The Navigation pane
The Navigation pane is a list containing every object in your database. For easier
viewing, the objects are organized into groups by type. You can open, rename,

and delete objects using the Navigation pane.
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Home Create External Data Database Tool

% z # Cut Y %] Ascending "zt

3 copy Z | Descending .
View Paste Filter
- # Format Fainter % Remove Sort -
Views Clipboard Sort & Filter

All Access Objects

Categories
Customers
* (Ne
Menu Items
Order Items
Crders
Products

Sales Unit

»

ries

@ Menu Items Query
@ Order Items Query
@ Products Query
Forms

@ Customers

g O e

b

@ Menu Items
@ Orders

@ Products
Reports

Menu

Order Items Query

r

Record: H 1of3

Datasheet View

To minimize and Maximize the Navigation pane:

The Navigation pane is designed to help you manage all of your objects, but if you feel

that it takes up too much of your screen space you can minimize it.

1. Click the double arrow < in the upper-right corner of the Navigation pane to

minimize it.
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F
- 7 '

Views Clipboard Sort & Filter

All Access Objects 1] «\\ =] Customers | =3| Customer Foi
Searci. el — = First
Shutter Bar Open/Close Buttu:un|
Tables # : TTovd
B categories £ 2 Lucinda
& customers * 3 Jerrod
. * 4 Brett

2. To make the Navigation pane visible again, click the double arrow * to
maximize it.
If you would like to make the Navigation pane smaller without fully minimizing it,
you can resize it. Simplyclick and drag the right border of the Navigation pane.
When it is the desired size, release your mouse.
Working with Tables
While there are four types of database objects in Access 2010, tables are arguably
the most important. Even when you're using forms, queries, and reports, you're still
working with tables because that's where your data is stored. Tables are at the
heart of any database, so it's important to understand how to use them.
Table basics
If you're new to Microsoft Access, you'll need to learn the basics of working with
tables so you can open, navigate, add information, and edit them.
To open an existing table:
1. Open your database, and locate the Navigation pane.
2. Inthe Navigation pane, locate the table you want to open. Tables are marked
with the = icon.
3. Double-click the name of the table. It will open and appear as a tab in

the Document Tabs bar.
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The table will open and
appear as a new tab on

To open atable,
double-click its name

the Document Tabs bar. & [colion <z -i= =
@+ B 7 O fEiE| - B
_ - A-%-2- E® =
Vigwes Cligboard Records Find Text Farmatting i
All Access Objects B « || X
[Search. |2 D First Name - Last Name - Street Address . City | -
Tables 2 ||_|® 1 Floyd Beckham 7 East Walker Dr. Raleigh =
EH categories i 2 Lucinda George 789 Brewer St. Cary
i:] 3 lerrod Smith 211 5t. George Ave. Raleigh
S en i:] 4 Brett MNewkirk 47 Hillsborough 5t. Raleigh
£ 5 Chloe lones 23 Solo Ln. Raleigh
B orgernems @ & Quinton Boyd 4 Cypress Cr. Durham
BB ovaders Table £ 7 Alex Hinton 1011 Hodge Ln, Cary
B rFroducs Tabile i 2 Nisha Hall 123 Huntington 5t. Raleigh
EH saies unt E 9 Hillary Clayton 2516 Newman Raleigh
g 5 ; ﬁ Elara Williams 9014 Miller Ln. Durham
= = | aty Jones 456 Denver Rd. Cary
R * |® 12 Beatrix Joslin 85 North West St. Raleigh
|® 13 Mariah Allen 12 Jupe Raleigh
|E 14 Jennifer _Hill 2100 Field Ave. Raleigh -
Recordk M ¢ 10f195 | b M b2 Mo Filter | Search |4 m

»
Datasheet View | Hum Lock || &5 & & J

Understanding tables

All tables are composed of horizontal rows and vertical columns, with small
rectangles called cells in the places where rows and columns intersect. In Access, rows

and columns are referred to as records and fields.

alibri - 12
I 0

. ﬁ., S

Text Formatting

? ‘%lAscending \g,’Selection' I@ =i Mew = Totals

El Descending EAd\ranced = =5 Save ? Spelling
Refresh
{@Remo\re Sort W Toggle Filter Al * }( Delete EMore*

Sort & Filter Records

£ iE

¥

ilter

=

First Name Last Name - City =

32 Larry Binder 124 Heuristic Way Raleigh
33 Samantha Ferguson 2380 New Cove Rd. Garner

H H

gi Cheng 9 Atlantic Blvd Raleigh
Newton 2520 Hopkins Rd. Raleigh
| Allenson 3201 Glenwood Ave. Unit A Raleigh
Altman 817 Hillsborough 5t. Apt E1l Raleigh
39 Danny Haverford 202 Cedar Ln. i
L 40 Vig Aurelio 53 Pine 5t.
L 41 Jeffery Bergman 1245 Ross Park Dr.
L 42 William Bittiman 1122 Glenwood Ave.
L 43 Megan Draper 311 Cook St.
L 44 Dick Whitman 105 David 5t
[ |H 45 Marjan Jameson 202 C 5t. Unit A Raleigh
L 46 Colin Hopkins 321 E. Edenton 5t. Raleigh
L 47 Hakim Auden 921 Dawson St. Raleigh
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A field is a way of organizing information by type. Think of the field name as a

question, and every cell within that field as a response to that question.

o 1

Last Name | -

Street Address |-

67 loy Zach Lee St.

68 Frances Trento ﬂ Kenan Rd.

69 Latavia clver Ct.

70 Kurtis Field Names Cobb Rd.

71 Lashaunda Hinton St.

72 Lieselotte pencer Ave. |
73 Sula Smart 56 Dey Rd.

74 Jude Smith 929 Greenlaw Dr.
75 Katharine Kellerman 76 Murphy Ave.

76 Ruiari O"Brien 100 Aycock St.

77 Tyra Kirby 8700 Stacey Rd.

78 Michiko Akiwana 901 Glenwood Ave.
79 Betty Potter 80 Greene 5t.

80 Elizabeth Loges 44 Steven Rd.

A record is one unit of information. Every cell on a given row is part of that row's

record. Each record has its own ID number. Within a table, each ID number is unique

to its record and refers to all of the information within that record. The ID number for

a record cannot be changed.

B it ‘i}RemnuE Sort W Toggle Filie HT{LE-E” X Delete - EMUFE w Find g Select - A
u Sort & Filter 5 Find
=3 cmslkj Crder ]tgm;‘"l_::_g Rneucnfli;:ll'g ti.on.."'l_xj Menu]tems.."'l‘j PmductsTabI.e.."'-\
ID =1 | First Nam Street Address - City il
a4 l‘u‘lagda 98 Tyler 5t. Raleigh
85 Pegoy # Moss 1130 Jackson St. Raleigh
94 Wade 532 Chronicle Way Raleigh
95| Florent Marais 53 Ada 5t. Raleigh
96 [Erwan Haussman 918 Lonesome Dove R Raleigh
97 Rodrigue Sterling 49 Mockingbird Way Raleigh
102 [Theodore Achi 120 Baker 5t. Raleigh
J_Dﬁjgwyane James 4221 Basil Ct. Cary

Each cell of data in your table is part of both a field and a record. For instance, if you

had a table of names and contact information, each person would be represented by a

record, and each piece of information about each person—name, phone number,

address, and so on—would be contained within a distinct field on that record's row.

Click the buttons in the interactive below to learn how to navigate a table.
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A

Home

»

]

v

>
M s

Create External Data Database Tools Fields Table
z 2 ¥ cut Y iélmd}na W7 Selection ~ ) & New ¥ Totals lﬁ 3, Replace  Calibri v 12 viiz =
- 42 Copy Z] Descending VAdvanced = = gBSave ¥ Speling HGoTor B I U EE »m 54 .
View Paste < < Filter . Refresh d
= J Format Painter %) Remove Sort 7 Toggle Filter Allv X Delete » ERMore ~ lg Select ~ A - B Q - EEE @—
Views Clipboard . Sort & Filter Records Find Text Formatting
All Access Objects (i s
Sacn. P|| 1D« FirstNeme - lastName -  SteetAddress - City i  State -
Tables A€ LfFloyd Beckham_ |7 East Walker Dr. Raleigh ___NC I
Z Categories ‘#1 2 Lucinda George 789 Brewer St. Cary 'NC |
I Gt ‘ || 3 Jerrod |Smith j;_211 St. George Ave. |Raleigh NC
T RrTe— _|®) 4 Brett | Newkirk |47 Hillsborough St. |Raleigh NC
| &) 5 Chloe |Jones 123 Solo Ln. 'Raleigh 'NC
= orderitems & 6 Quinton |Boyd |4 Cypress Cr. | Durham NC
T Orders Tavle & 7 Alex |Hinton [1011 Hodge Ln. |Cary |NC
3 Produds Table #  8Nisha [Hall /123 Huntington St. [Raleigh  NC
2 sales unt /®| 9 Hillary |Clayton |2516 Newman |Raleigh |NC
G {8 10 Kiara | Williams {9014 Miller Ln. | Durham 'NC
S;::‘ ; || 11 Katy |Jones |456 Denver Rd. Cary NC
Reports = || 12 Beatrix |Joslin |85 North West St. |Raleigh NC
\®] 13 Mariah |Allen (12 Jupe Raleigh NC
& 14| Jennifer [Hill_ 12100 Field Ave. |Raleigh NC
{ =] 15 Jaleel | Smith | 123 Hill Top Drive |Garner NC
{3 16 Cody |Hayes |65 North St. |Raleigh INC
® 17 Amaya_ | Gibson |5 West st. |Raleigh  |NC
& 18/ Cynthia | Love 17825 Venice Ct. |Raleigh NC
=) 19 Cindy | Freeman | 78-A Meadowview Ln. 'Raleigh NC
|2 20 Barbara |Jameson 129 North Luke Ct. |Raleigh NC
®|  29Bob_ Jones |63-C Chapel Ct. \Durham  NC
i 30 Juanita | Williams |123 Garden Plow Way | Raleigh. NC
|® 31 Sara Thomas |127 South Pejulup Ln. Raleigh NC
Record: M 4 201195 » M » | { No Filter | Seareh {41 i
Datasheet View | Num Lock | £33 &

S

Navigating within tables

To navigate records in a table, you can use the up and down arrow keys, scroll up

and down, or use the arrows in the record navigation bar located at the bottom of

your table. You can also find any record in the currently open table by searching for it

using the record search box. Simply place your cursor in the search box, type any

word that appears in the record you want to find, and press Enter. To view additional

records that match your search, press Enter again.
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Sl

K=
ge= =
t &5ort & Filter Records Find
1 2 @ Employee Database Navigatiun\'{kﬁ Cattgmies-.\{ﬁ Customers
:|;J 1D =1 First Name - Last Name - Stree
2 | 7 Alex Hinton 1011 Hodg
8 Nisha Hall 123 Huntir
9 Hillary Clayton 2516 New
10 Kiara Williams 9014 Mille
11 Katy Jones 456 Denve
12 Beatrix Joslin 85 North ¥V
| 13 Mariah Allen| 12 Jupe Dr
—
Record: M 4 1307196 b M b | i No Filter | Search |I1: I

Click the arrows . Use the search box
to navigate Click here to to search for any

create a new record within the
record

through the
records open object

To navigate between fields, you can use the left and right arrow keys or scroll left
and right.

Adding records and entering data
Entering data into tables in Access is similar to entering data in Excel. To work with
records, you'll have to enter data into cells.

To add a new record:
There are three ways to add a new record to a table:
e Inthe Records group on the Home tab, click the New command.

e —

ata Database Tools Fields Table

%l Ascending| 07 Selection ~ HU“ = New 2 Totals fac R
%] Descending V=] Advanced ~ ¥ =8 Savk & Spelling = C
A % Refresh Find |
777 Remove Sort ¥ Toggle Filter All~ X Delete ~ gMore ' W S
Sort & Filter ‘ Records Find
® « ||Z3 Produds Table | 3 New (Ctrl++)
[P i | ID | Firs| Create a new item.
S = Acia.A s s

« On the Record Navigation bar at the bottom of the window, click the New

Record button.

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli.
101



= 33 mamantna FEFZUSON £
34 Jamie Stone 3
35 Patti Cheng 9.
36 Greg Newton 2t
|| Record: M 1ofl194 F Mk P % Mo Filter | Search 4
g |

Mew (blank) record

« Simply begin typing in the row below your last added record.

= = 195 Kris Ackerman 1311 Loretta SCott way Kalelgh
196 Jordan Weller 8 Parks St. Raleigh
197 Regina Olivera 60 Glenwood Ave Apt A121 Durham
198 Alex Yuen 8 Marcus Ln. Cary
199 Lia Richards 890 Garvey 5t. Durham
200 Karla Nichols 981 DuBois Ct. Durham
201 Tyrese Hanlon 31 Crispus Ct. Apt B Cary
202 Juan Flores 122 Luna St. Durham

* (New) | ]
* | Record: 4 4 1950f195 * M B & Mo Filter | Search 1 T

Occasionally when you enter information into a record, a window will pop up to
tell you the information you've entered is invalid. This means the field you're
working with has a validation rule, which is a rule about the type of data that can
appear in that field. Click OK, then follow the instructions in the pop-up window

tore-enter your data.

ello 198 Jackson 5t. Raleigh NC
] TEO— — S—
onald Microsoft Access - M
man
r J lf Must be a US State. Enter the 2-etter postal code only.
‘a
Lok ] [ reb
rds Was this information helpful?
IS _— e
j 31 Crispus Ct. Apt B Cary NC
; 122 Luna St. Durham NC
| 34 Peace St. Raleigh MNorth Carolina

To save a record:
1. Select the Home tab, and locate the Records group.
2. Click the Save command.
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Table Ta

Home Create External Data Database Tools Fields
b} 5| Ascending @ = New =
— B3 %] pescending V- ¥ (Hsave T
Paste 2 Filter A Refresh
% Remove Sort 7 Allx X Dellae ~ 5~
_lipboard = Sort & Filter Records
55 Objects & « ] 5] Employee Database[ Save (Shift+Enter)

Editing records
To quickly edit any record within a table, simply click it and type your changes.
However, Access also offers you the ability to find and replace a word within
multiple records, as well as to delete records entirely.

To replace a word within a record:
You can edit multiple occurrences of the same word by using Find and Replace,
which searches for a term and replaces it with another term.
1. Select the Home tab, and locate the Find group.

2. Select the Replace command. The Find and Replace dialog box will appear.

Z Totals 33: Replace

?’Spelling _ E}Gn%' B I U

== More = [y select~ | A - 3
s Find

Replace [Ctrl=Hj)

3. Click the Find What: box, and type the word you want to find.

F . -- r— ]
Find and Replace - ["@'g
Replace
Find What: | |vanilla[] E|'| | Findnext |
Replace With: (]
Look In: Current document |E|
-

Match: Any Part of Field |E|

Search: All Iz'

[] Match Case Search Fields As Formatted

=

4. Click the Replace With: box, and type the word you want to replace the

——

original word.
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- Rt )

Find and Replace

Replace
Find What:  |vanila [v] | FindMext
Replace With: ||french vanila(] IE' [W]
Look In: Current document E‘
-

Match: Any Part of Field [ |

. Replace All
Search: Al IE' ]

[ match Caze Search Fields As Formatted

=

5. Click the Look In: drop-down arrow to select the area you want to search.
o Select Current Field to limit your search to the currently selected field.

o Select Current Document to search the entire table.

L . -- - ]
Find and Replace - ["@'g
Replace
Find What: |vanilla [*] | FindNext
Replace With: |french vanilla IE‘
Look In: | Current document |E|I
Match: Current field I
' Current document

Search: [] - Replace Al

[] Match case Search Fields As Formatted

b

6. Click the Match: drop-down arrow to select how closely you'd like results to

——]

match your search.

o Select Any Part of Field to search for your search term in any part of a
cell.

o Select Whole Field to search only for cells that match your search term
exactly.

o Select Beginning of Field to search only for cells that start with your
search term.
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- !
Find and Replace NN TR = ‘*@ui

Replace

Find What: |'u'ar1illa

[+ [_Fndnext |

Replace With: |ﬁ'en::h vanilla

= [Cooms ]

I Look In: |Currer1t document |E|
Match: ' Any Part of Field |E| '
I Search: Whole Field
Start of Field ach Fields As Formatted

7. Click Find Next to find the next occurrence of your search term.

Find and Replace :=:

Replace

Find What: |'u'anilla

Feplace With: |Frv.=_-nd"| vanilla

Look In: | Current document IE“
Match: |Any Part of Field IE“
Search: All |E|

Match Cage [/]Search Fields As Formatted

ind

1ack sized version of our Key Lime pie.
seny-tiny Raspberry Chocolate
Terms that match your

search will appear
highlighted in black

1p of our delicate chocolate

8. Click Replace to replace the original word with the new one.

enj
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F e —
Find and Replace — —— M

Replace

Find What: |'u'ar1illa

ind.

Replace With: |ﬁ'en::h vanilla

l Look In: |Currer1t docurment IE“
Match: |Any Part of Field IE“ is.
I Search: All E

Match Case [/ Search Fields As Formatted enjoy this

aeny-tiny Raspberry Chocolate eat more than one, too.

up of our delicate chocolate m french vanilla.

The original word has
been replaced

While you can use Replace All to replace every instance of a term, replacing them
one at a time allows you to be absolutely certain you edit only the data you want.
Replacing data unintentionally can have a negative impact on your database.

- _ S
Find and Replace e ' h @u Mc

Find | Replace ou

Lik

Find What: vanila [«] | Findnext | Sul

Replace With: |Frer1::h vanilla IZ“ -—W Sir

Loaok In: | Current document |E|| Mz
Replace

Match Case [/]Search Fields As Formatted

Match: |.ﬁm' Part of Field |z|| I Spi
Search: All |E| ‘ m ML
I

To delete a record:
1. Select the entire record by clicking the gray border at the left side of the
record.
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TalEEA

E et a e B

s —
2| Descending 75 Advanced ~ L[] =8 Save  Spelling I..I W o coto-

e ‘E‘QRemmre Sort ¥ Toggle Filter Ri-ﬁefh X Delete = E More = Find [} Select = B 7 U & -
Sort & Filter Records Find Te
) 7. Froducts Tanl.e\{E am\
| D -1 First Name - | last Name -~ Street Address - City
i 32 Larry Binder 124 Heuristic Way Raleigh
33 Samantha Ferguson 2380 New Cove Rd. Garner
| = 34 Jamie Stone 131 W Clinton St. Raleigh
35 Patti Cheng 9 Atlantic Bhvd Raleigh
36 Greg Newton 2520 Hopkins Rd. Raleigh

2. Select the Home tab, and locate the Records group.

3. Click the Delete command. The record will be permanently deleted.

Home Create External.bata : |5atabase Tools Fields Table

=0 X 4| Ascending | oy =i New ;X Lﬁ a.  calil
F'3‘.‘-7?.E\ a Filter %l sl YJ' R;f:sh . o v Find ” | B
i 4 %7 Remove Sort 7 All~ X Delete ~ B4~ k- A
Jlipboard = Sort & Filter Record Find
;s Objects @ «,,I 2] Employee Database| Delete (Del) ]
1;.3} | First Name Delete this item, D

The ID numbers assigned to records stay the same even after you delete a record.
For example, if you delete the 34th record in a table, the sequence of record 1D
numbers will read ...32, 33, 35, 36... rather than ...32, 33,34, 35, 36...

- - . | A . r] e

F}t[ il Descending T._TlAdxranced b Rllfilh == Save "'3’ Spelling i = G
ilter efres in

%:? Remove Sort "W Toggle Filter Al

Sort & Filter

Record 34 has
been deleted

FEH Pmnuctsrame\{E Customers
1D

First Name

&3]

338 Ferguson 50 New Cov
35|Patti Cheng 9 Atlantic Blvc
36 Greg Newton 2520 Hopkins
37 Carol Allenson 3201 Glenwoo
38 Zoey Altman 817 Hillsborou

Designing a Query
What are queries?
Queries are a way of searching for and compiling data from one or more tables.
Running a query is like asking a detailed question of your database. When you build a
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query in Access, you are defining specific search conditions to find exactly the data
you want.

How are queries used?
Queries are far more powerful than the simple searches or filters you might use to find
data within a table. This is because queries can draw their information
from multiple tables. For example, while you could use a search in the customers
table to find the name of one customer at your business or a filter on the orders table
to view only orders placed within the past week, neither would let you view both
customers and orders at once. However, you could easily run a query to find the name
and phone number of every customer who's made a purchase within the past week. A
well-designed query can give information you might not be able to find out simply by
examining the data in your tables.
When you run a query, the results are presented to you in a table, but when you design
one you use a different view. This is called Query Design view, and it lets you see
how your query is put together.
Click the buttons in the interactive below to learn how to navigate the Query
Design view.

One-table queries
Let's familiarize ourselves with the query-building process by building
the simplest query possible: a one-table query.
We'll run a query on the Customers table of our bakery database. Let's say our bakery
is having a special event, and we want to invite our customers who live nearby because
they are the most likely to come. This means we need to see a list of all of the
customers who live close by — and only those customers.
If you think this sounds a little like applying a filter, you're right. A one-table query is
actually just an advanced filterapplied to a table.

To apply a simple one-table query:
1. Select the Create tab on the Ribbon, and locate the Queries group.

2. Select the Query Design command.
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e
Home Create External Data Database Tools Fields Table
=k B (== @Fnrr
8 Be I RKegE BEOS
[T [T [ |:|NE'U'
Application | Table Table 5harePoint | Query | Query Form Form EBlank
Parts ~ Design  Lists = Wizard Design Design  Form %Mnr
Templates Tables Cueries & Forms
All Access Objects (%) <« || /Z2] Employee Bi Query Desian
|Ffar-:h... |P ID Create a new, blank query in z
Tables = P Design view. ;
B categories The Show Table dialog box is
displayed, from which you can
B customers choose tables or queries to add to
the query design. £
E fMenu ltems
9 Press F1 for more hel k
EH oOrdertems = h

3. Access will switch to Query Design view. In the Show Table dialog box that

appears, select the table you want to run a query on. Click Add, then

click Close. We are running a query about our customers, so we'll add the

Customers table.

’
Show Table

Tables | Queries | Both

| Categories

Order Items
Orders Table
Products Table
Sales Unit
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4. The selected table will appear as a small window in the Object Relationship
pane. In the table window, double-click the field names you want to include in
your query. They will be added to the design grid in the bottom part of the
screen.

In our example, we want to mail invitations to customers who live in a certain
area, so we'll include the First Name, Last Name, Street

Address, City, State, and Zip Code fields. We aren't planning on calling or
emailing our customers, so we don't have to include the Phone

Number or Email fields.

. Home Create External Data Database Tools Design m
] E@ =14 Q" A Update (D Union l_ia Zea Insert Rows z 5
- oy ® I Crosstab @ Pass-Through B De F e “olumr
Run Select | Make Append Show . — Totals
| Table M Delete 7, Data Definition | Tapje o Builds 3 Return: All v B
ults Query Type Query Setup Show/Hide
| =) Employee Database Navigation | 7] Cust | P Queryl
A Double-click a field name
Customers &
to add it to the Query
') Building Pane below
First Name
Last Name
Street Address
State
Phone Number
City
v
4 »
Field: |First Name Last Name Street Address City State p Code -
Table: | Customers Customers Customers Customers Customers Customers =
Sort:
Show: 2 2 2 ¥ v v
Criteria:
or:
w
41 »

5. Set the search criteria by clicking the cell in the Criteria: row of
each field you want to filter. Typing criteria into more than one field in the
Criteria: row will set your query to include only results that meet all of the
criteria. If you want to set multiple criteria but don't need the records shown in
your results to meet them all, type the first criteria in the Criteria: row and
additional criteria in the Or: row and the rows beneath it.
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For this one-table query, we'll use very simple search criteria.

o We want to find our customers who live in a city called Raleigh, so in

our City field, we'll type ""Raleigh™. Typing "Raleigh" in quotation

marks will retrieve all records with an exact match for Raleigh in the City

field.

o Some customers who live in the suburbs live fairly close, and we'd like to

invite them as well. We'll add their zip code, 27513, as another criteria.

Because we want to find customers who either live in Raleigh or in the
27513 zip code, we'll type "27513" in the or: row of the Zip Code field.

Field: | City
Table: | Customers
Sort:
Show:
Criteria:
orn

State
Customers

“Raleigh”

Zip Code
Customers

6. After you have set your criteria, run the query by clicking the Run command

on the Query Tools Design tab.

Create

Table

External Data

Query Tools I

Design

Database Tools

@ D! "-'Ii'! ./! E }(! (10 Union

Select | Make Append Update Crosstab Delete

@ Pass-Through
i, Data Definition
Query Type

Performs the actions specified in a
query.

Custumers\j. @ Queryl

Customers

7

First Mame

7. The query results will be displayed in the query's Datasheet view, which looks

like a table. If you want, save your query by clicking the Save command in the
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Quick Access toolbar. When prompted to name it, type the desired name, then

click OK.
P Sort & Filter Records Find
lavigation jjﬁl @mﬂ\
= | Last Name - Street Address - City - State
Beckham 7 East Walker Dr. Raleigh NC
Newkirk 47 Hillsborough 5t. Raleigh NC
Jones : ciah NC
Hall | Save As NC
Clavtun Query Mame: NC
Joslin Mearby Customers NC
Allen NC
Hill NC
Hayes NC
Gibson West St. Raleig NC
Love 7825 Venice Ct. Raleigh NC
Freeman 78-A Meadowview Ln. Raleigh NC
Jameson 29 North Luke Ct. Raleigh NC
Williams 123 Garden Plow Way Raleigh NC
Thomas 127 South Pejulup Ln. Raleigh NC
Rindar 174 Haurictier Wan Ralainh N

Creating a multi-table query
Now that we've planned our query, we're ready to design and run it. If you have
created written plans for your query, be sure to reference them often throughout the
query design process.

To create a multi-table query:

1. Select the Query Design Command from the Create tab on the Ribbon.

|
Home Create External Data Database Tools Fields Table

% igg :_I E@@ ; i@j';ﬁrr

Application | Table Table 5harePoint | Query | Query Form Form EBlank

Parts ~ Design  Lists = Wizard Design Design  Form %Mnr
Templates Tables Cueries & Forms
All Access Objects (%) <« || /Z2] Employee Bi Query Desian
|Ffar-:h... |P ID Create a new, blank query in B

Design view.

[+

Tables A |-
E Categories

[+

The Show Table dialog box is
displayed, from which you can

[+

B customers choose tables or queries to add to

the query design. e
E fMenu ltems

0 Press F1 for more hel Dk
B3 Order Items p- h
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2. Inthe Show Table dialog box that appears, select each table you want to
include in your query, then click Add. After you've added all of the tables you
want, click Close. When we planned our query, we decided we needed
information from the Customers and Orders table, so we'll add them.

F bl
B Tabic |- P

Tables | Queries | Both

Cateqgories
Customers
Menu Items
Order Items
Crders Table
Products Table
Sales Unit

| [ Adi\\ ] Close

| |
' 4

3. The tables will appear in the Object Relationship pane, which is linked by

a join line. Double-click the thin section of the join line between two tables to

edit its join direction.

:abase Navigatinn."'i AR le-ﬂ\

Customers Orders Table

i N &

? D - 7 D
First Mame _\M Customer ID
Last Name Paid
Street Address Pre Order
State Motes
Zip Code Pickup Date
Email
Phone Mumber
City

4. The Join Properties dialog box will appear. Select an option to choose the

direction of your join.
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o Choose option 2: for a left-to-right join. In our query, the left table is
the Customers table, so choosing this would mean all of the customers
who met our location criteria—whether or not they had placed an order—
would be included in our results. We don't want to choose this option for
our query.

o Choose option 3: for a right-to-left query. Because our right table is
our Orders table, selecting this option will let us work with records
for all of the orders and only the customers who've placed orders. We'll

choose this option for our query because this is exactly the data we want to

See.
/ \\ Join Properties  — @lﬁ
Select option 2 for a Left Table Name Right Table Name
Left to Right join Customers IE' COrders Table IE'
Left Column Mame Right Column Mame
ID [+] customer D [=]

(1 1:  Only indude rows where the joined fields from both tables are equal,

Indude ALL records from 'Customers' and only those records from 'Orders
Table' where the joined fields are equal.

Indude ALL records from 'Orders Table' and only those records from
'Customers' where the joined fields are equal.

‘ [ Ok l [ Cancel ] [ New

¥ J

£ M

Select option 3 for a
Right to Left join

8 J

5. In the table windows, double-click the field names you want to include in your

query. They will be added to the design grid in the bottom part of the screen.

In our example, we'll include most of the fields from

the Customers table: First Name, Last Name,

Address, City, State, Zip Code, and Phone Number. We'll also
include the 1D number from the Orders table.
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Employee Database Mavigation 1 =_3,-_| Qﬂ}‘l\

Customers Crders Table
* &
: 1
o] 1\\‘
First Mame CuStomer ID
Last Mame Paid
Street Address Pre Order
State Motes
Zip Code Pickup Date
Email
Phone Mumber
City
11T
Field: |First Mame Last Mame | Street Address | City State Zip Code Fhone Mumber | 8
Table: | Customers Customers Customers Customers | Customers | Customers Customers Orders Table
Sort:
Show:
Criteria:
or
4|

6. Set field criteria by entering the desired criteria in the criteria row of each
field. We want to set two criteria:
o First, to find customers who do not live in Raleigh, we'll type Not In
(""Raleigh™) in the City field.
o Second, to find customers who have a phone number beginning with the
area code 919, we'll type Like (**919*"") in the Phone Number field.

Field: | First Mame Last Mame

Street Address | City State Zip Code | Phone Mumber IO
Table: | Customers Customers Custamers Customers Customers | Customers  Customers h
Sort:
Show: [¥] i
[ Mot In [Raleigh) Like (o197 |
or:
4 0m

7. After you have set your criteria, run the query by clicking the Run command
on the Query Tools Design tab.
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L)

E et a e B

External Data Database Tool

2 HAE A

elect | Make Append Update Crosstab Delete
Table

Home Create

Query Type

<o QN

Run

Performs the actions specified in a
query.

Customers

&
Pl
First Mame

Last Mame
Ctraat AdArace

The query results will be displayed in the query's Datasheet view, which looks

like a table. If you want, save your query by clicking the Save command on the

Quick Access toolbar. When prompted to name it, type the desired name, then

click OK.
Sort & Filter Records Find Text Formattin
oyee Database Navigatiun\{ =" quyf\
tMame - Last Name  ~ Street Address - City ~ | State ~ | ZipCode ~| Phonel
Sigrudsdatter 55 Cameron Ct. Cary NC 27513 919-555-
Yuen r NC 27513 919-555-
¢ MacDonald ) Sl - NC 27514 919-555-
Slobodowski ] Query Name: NC 27513 919-555-
Oglesby |Custcmers Who've Ordered From Nearby Towns | MC 27714 919-555-
irine Kellerman ] MC 27513 919-555-
ia Olivera | cancel |} nc 27714 919-555-
n Storey ! NC 27714 919-555-
lotte Tempie 12 Spencer Ave. Chapel Hill MC 27514 919-555-
Emory 99 Hillsborough St. Garner NC 27529 919-555-
W Parthasarathy 1009 Raleigh Street Hillsborough  MNC 27278 919-555-
Williams 9014 Miller Ln. Durham MNC 2714 919-555-
e Daugherty 105 Aycock St. Chapel Hill MNC 27514 919-555-
reth Olsen 4325 W. King 5t. Garner MC 27529 919-555-

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli.
116



All Access Objects = «
Search. L
Tables -3

'j Categories

Customers
Menu Items
Order Items
Orders
Products

Sales Unit

'ﬁj Menu Items Query
'ﬁj Crder Items Query
'ﬁj Products Query

Forms
% Customers

g

% Menu Items
% Products
Reports

i Menu

ﬂ Order Items Query

o

Datasheet View

To sort objects in the Navigation pane:
By default, your objects are sorted by type, with the tables in one group, the forms in
another, and so on. However, if you want you can sort the objects in the Navigation
pane into groups of your choosing.
1. Click the drop-down arrow to the right of the words All Access Objects.

Views Clipboard ) Sort & Filter

All Access Objects < || 2 customers |
Search. : ID

ar {All Access Objects

Tables = *

= Categories ik

'j Customers *

===| Ednwmes Thamn - +

2. In the drop-down menu, select the desired sort.
o Select Custom to create a custom group for sorting the objects. After
applying the sort, drag the desired objects to the new group.

o Select Object Type to group the objects by type. This is the default setting.
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o Select Tables and Related Views to group forms, queries, and reports
together with the tables they refer to.

o Select Created Date or Modified Date to sort the objects from most to
least recently created or modified.

All Access Objects = «
Mavigate To Category P
Custom 3

v | Object Type
Tables and Related Views
Created Dat[e}
Modified Date

Filter By Group
Tables

Queries

3

Forms
Reports
« Al Access Objects

(EF Frouatiy JucTy

r

Forms
% Customers

% tenu tems
% Products

Reports
Eﬂ Menu

Eﬂ Order Items Query

el

Datasheet View

3. The objects in the Navigation pane will now be sorted to reflect your choice.
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All Tables = «
Search. 0

Customers
j Customers : Table

b

% Customers

3

Categories
Categories : Table
Menu Items Query
Order Items Query

Products Query

Order Items Query subform
Order Summary
Menu

=::
=
=
=
=] Menu Items Query
=
=
i
i

Order Items Query

Products
Products : Table

i

=
'ﬁj Menu tems Guery

'ﬁj Crder Items Query

'ﬁj Products Cuery
% Menu tems Guery

Datasheet View

To further customize the appearance of the Navigation pane, you can minimize
groups of objects you don't want to see. Simply click the upward double arrow #
next to the name of the group. To restore the group to its full size, click the

downward double arrow * .
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All Access Objects |
Search. Lo
Tables

Queries

b

Forms
% Customers

% tenu tems
% Crrders

% Products
Reports

4

Databases with navigation forms

Some databases include a navigation form that opens automatically when the
database is opened. Navigation forms are designed to be a user-friendly replacement
for the Navigation pane. They contain tabs that allow you to view and work with
common forms, queries, and reports. Having your frequently used objects available to
you in one place lets you access them quickly and easily.

To open an object from a navigation form, simply click its tab. The object will be

displayed within the navigation form. Once an object is open, you can work with it as
you normally would.
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_ Home | Creste  EdemaData  Database Tools
Ze % cut 0| Aszeoans We Sotortinn ¥ total P £ Replace chis i
H o & & & | EE e

7Sa¢|lmq “ GoTo~ = =
o Find / ®.4 E BH
== Move " it Seleat - B Z U A » | EE W B

Find

Text Formatting

To view an object,
click its tab

Selecting certain
tabs may cause
sub-tabs to appear

¢ Orders
&
g a New Order
Customer WHI!Q B Order
Pickup Date | 12/4/2010 Miereorder  Wirald
Notes
CHAdd item
Order ltems Category ~ Product - Quantity - "Unit" - Price + Sul
Cookies  Chocolate Chip 2 Single $1.50
Cookies Fudge Brownie 1 Single $2.00
| Cookies  Ginger Shortbread 1 Half-Dozen $10.50 The_curr_end.y opened
| |Pastries  Brownies 1 OneDozen  $19.00 object is displayed
b within the form
Total
Refo:t " nu oM 7(\, No Filtet s',"‘"A
-
Records 4« 1ofd6 » M » €4 No Fiiter | Search

Generally, navigation forms include only the objects a typical user will need to work
with fairly regularly, which is why your navigation form may not include every single
form, query, or report. This makes it easier to navigate the database. By hiding tables
and rarely used forms, queries, and reports, it also reduces the chance of the database
being damaged by users accidentally editing or deleting necessary data.

For this reason, it's important to ask your database designer or administrator before
you work with objects that are not available in your navigation form. Once you have

the go-ahead, you can simply maximize the Navigation pane and open the objects
from there.

Prepared by
Dr. M. Sivajothi
Associate Professor of Computer Science

Sri Parasakthi College for Women, Courttalam.
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