Lab Exercises and Solutions

Microsoft Word 2000

Lab Exercises and Solutions
Ll
1.1 Starting Word

To Start word, follow these steps.

1. Click on the ‘Start” button.

2. Select the option ‘Programs’, as shown in Fig.
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3. Click the ‘Microsoft Word” option, a Document will be opened as shown in

Fig.
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1.2 Creating Documents
For creating a new document do the following steps:
1. Type the following text in the workspace area:

This screen is seen every time Microsoft Word 2000 is started. Now you are

ready to type the document in the workspace available.

Word 2000 is a tool based on the concept of word-processor. It is an integrated part of
Office 2000 that is developed by Microsoft Corporation. Today, it is the world’s most
popular word-processor. The competitors to the Word package are WordPerfect and
Ami Pro (Part of Lotus Smart Suite). Although every word-processor provides almost
the same features, Word 2000 is most flexible to work with.

For saving the file perform the following steps:

2. Select ‘File” option from Main Menu.

3. Click the ‘Save As’ option, screen as shown in Fig.
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4. Type ‘MYDOC’ in the filename textbox after erasing the contents in the
box.

Word automatically gives an extension .doc to the file. Thus the file is saved
with the name mydoc.doc.

For closing the document do the following steps:
Before closing the document see to you that the file is saved first.

5. Select ‘File’ option from Main menu.

6. Click “Close’ option from the menu.
1.3 Opening a Word document
For opening a word document do the following steps:

1. Select ‘File’ option from Main Menu.
2. Click on the ‘Open’ option as shown in Fig.
3. Click on the file from the available list.

4. Click on ‘Open’ button.

The selected file will be opened.
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1.4 Cutting, Copying and Pasting Text
You may require to use the same piece of information at more than one place,
instead of typing it again you can use the feature of cut, copy and paste
provided by word. Follow the steps to do so.

1. Select the text or picture you want to Cut or Copy.

2. Click on the appropriate icon from the toolbar, icons as shown in Fig.
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3. Place the cursor where you want to paste the text or picture.

4. Click on ‘Paste’ icon from the toolbar to paste.
1.5 Modifying Font

Certain text can be displayed in a different format to highlight a particular
point .For doing so perform the following steps:

1. Select the text for which you want to change the Font.
2. Select the Font drop-down list box button as shown in Fig.

3. Click on the font ‘Arial” in the font list box.

4  Centre for Information Technology and Engineering, Manonmaniam Sundaranar University



Lab Exercises and Solutions

4. Select the text for which you want to change the Font size.
5. Select the font size drop-down list box as shown in the Fig .

6. Click “14’ in the font size list box.
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7. Select the text for which you want to change the font to bold style.
8. Click ‘Bold” button. You can undo the effect by clicking on the same
button again.

9. Select the text for which you want to change the font to italic style.
10. Click ‘Ttalic” button.
11. Select the text you want to underline.
12. Click ‘Underline” button. Undo the effect by clicking the same button
again.
Note: Bold, Italic, Underline buttons are toggle buttons.
1.6 Aligning Text

1. Select the text for which you want to align to the center of the line.

2. Click the “Center’” button as shown in Fig.
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Select the text you want to align to the right of the line.
Click on the “Align right’ button as shown in Fig.

Select the text you want to align to the left of the line.

SRS

Click on the “Align left’, button as shown in Fig.

To take care that the text written is always aligned properly with the margins
specified and to get perfect justification of the text on the either side of the
line.

7. Click on the ‘Justify’; button as shown in Fig.

Note : It is recommended that whenever working with a new document
always keep the alignment in the “Justify” mode for proper alignment of
text.

1.7 Indenting Paragraphs and modifying line spacing

1. Select the paragraph for which you want to set the indenting.

2. Click ‘Increase Indent” as shown in Fig.

(Tha)
m
¥
U]

Click ‘Decrease Indent” as shown in Fig used to remove the indenting.
Select the paragraph you want to set the line spacing.

Select the “Format” option from Main Menu.

A

Click ‘Paragraph’ option , a dialogueue box as shown in Fig appears.
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7. Select ‘Line Spacing’ list box from the dialogueue box.
8. Click on ‘Double’ option from the list box.

1.8 Setting and Modifying Tabs

To modify the existing tabs do the following steps:

1. Select ‘Format” option from Main menu.
2. Click ‘Tabs’ option, screen as shown in Fig will be displayed.
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Enter “1” in the text box for “Tab’ stop position.
Click ‘Set” button. The new tab position is set.

To remove any unwanted tab stop select the tab from the list.

o U1

Click ‘Clear’ button. The tab is removed.
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7. Click “Clear All’ button to remove all the tabs set currently by you.

8. Click “OK’ button to reflect the changes made now on to the document.
1.9 Inserting Numbers and bullets in the word document
1. Type the following text in the document currently open.

Ceat Cricket Ratings:
Sachin Tendulkar.
Brain Lara.

Steve Waugh.

Alec Stewart.
Nathan Astle.

Select only the name from the text you have typed.
Select the ‘Format’ option from the Main menu.

Click ‘Bullets and Numbering’ option.

SAE S

Screen as shown in fig will appear.
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6. Click the bordered box.
7. Click ‘OK’ button. Names will be numbered accordingly.

1.10 Inserting Bullets
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1. After giving the number to the players, continue the document with the
following text.

Rules & Regulations:
Batsmen gets 2 points after 50 runs and 3 addition points for a hundred.

Bowler gets 1 point for every 2 wicket and 3 additional point for a haul of 5
wickets.

Fielder gets 1 point for every catch.

Select the text after the ‘Rules & Regulation” line.
Select ‘Format” option from the Main menu.

Click ‘Bullets and Numbering’ option.

SUE S

Click the “Bulleted” tab page, as shown in Fig.
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6. Select the “Arrow Mark’ bullets . Refer the Fig.
7. Click “OK’ button.

The rules are bulleted now.
Lab 2

2.1 Inserting Header and Footer to the document
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While preparing a report, you may want some information to appear on
every page, for example company name, report title or page number. This
information would normally appear either in the top or bottom of the page.
You can insert this using Header and Footer option. To do so follow these

steps.

Select on the “View” option of the Main Menu.

2. Click on the ‘Header and Footer’ option. The screen as shown in Fig will
be displayed.

3. Click on ‘Insert Date” icon on the ‘Header Footer Toolbar’ to insert date on
the header.
Press a “Tab key’ on the key board.
Write ‘Radiant Software Ltd’
This is the header of your document.
After adding a header to the document we move ahead to insert a footer.

6. Click on ‘Switch between header and footer icon” on the toolbar.
Footer screen is displayed.

7. Click on ‘Insert page number” icon on the toolbar.

8. Press ‘Tab key’ twice on the keyboard.

9. Write ‘Annual Report’.

10. Click “‘Close Header and Footer” icon on the header/footer toolbar.

11/1/2001 Radiant Software

1/10 Annual Report
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2.2 Creating Page Breaks
For creating Page Breaks, do the following steps:

1. Select ‘Insert” option from the Main menu.
2. Click ‘Break’ option. Screen as shown in Fig will be displayed.

O =

Insert
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" Mext page " Ever page
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3. Click on the ‘Page Break’ button.
4. Click on the “OK’ button.

2.3 Using AutoCorrect

Word 2000 allows us to check any grammatical error while you are typing any
document . To use this feature do the following steps:

Select “Tools” option from the Main menu.

Click “AutoCorrect” option. Screen as shown in Fig will appear.
Click all the Check Boxes as shown in Fig.

Click on ‘OK’ button.

Ll e

Now type the following text and see the effect of AutoCorrect feature:

tHis is Radiant-MSU Task Team. We are learning Word 2000 . our course
started on october 2000

After the above text is typed it will be automatically displayed in the
following way as the AutoCorrect feature will be used.

This is Radiant-MSU Task Team. We are learning Word 2000. Our course
started on October 2000.
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Next Steps:

Open the “AutoCorrect’ dialogueue.
Place the cursor in ‘Replace’ text box.
Type ‘Radian’

Place the cursor in “With’ text box.

v © N o O

Type ‘Radiant’
10. Click on ‘OK’ button.

Now type the following text and see the feature of Replace/With feature of
Word 2000.

Radian Software Ltd. Ray Of Hope.

The text will automatically turn to:

Radiant Software Ltd. Ray Of Hope.
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2.4 Setting Auto Text

Select ‘Insert” option from the Main Menu.
Click “Auto Text” option.

A cascade menu is displayed.

=L e

Click “Auto Text’ option. Screen as shown in Fig will be displayed.
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5. Enter ‘Radiant Software Ltd" in the text box ‘Enter Auto Text Entries’
6. Click on‘Add’ button, to add the auto text.

The text ‘Radiant Software Ltd” is added to the dictionary.
Type the following text:

We are studying in Radiant Software Ltd .

While you are typing Radiant you will get a bubble help, which shows the
entire ‘Radiant Software Ltd’.
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7. Now instead of writing the entire line just press <Enter>key.

2.6 Spelling Check and Grammar Tool
After the entire document is typed you can check the spelling mistakes and
the grammatical mistakes with the help of ‘Spelling & Grammar check tool’.

Perform the following steps to do so:

1. Type the following line in a doc.

This is a tes for spell checking.

2. Select “Tools’ option from the Main Menu.
3. Click ‘Spelling and Grammar’ option. The screen will look like this.

Spelling and Grammar: Englizh [United States) HE

Mok in Dickionary:

Open the “Spelling and Grarmmar’ dialoguene. ﬂ Ignore I
Ignore All |
= Add |

Suggestions:

Change |

Change all |
AukoCorreck
=l —-l

gl ™ Check arammar Opkions.. ., | nda | Zancel |

This will start the Spell and Grammar check. Spell checker will provide
certain suggestions if there are any errors.

4. If you want the text according to the suggestion then, click on ‘Change’ button.
5. Else click on “Ignore’ button. The right suggestion is as follows.

This is a test for spell checking.

2.7 Changing default settings

You can change the default setting by changing the options. For changing the
options do the following steps:
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1. Open the ‘Spelling and Grammar’ dialogueue.

2. Click on ‘Options’ button . Screen will look like the one.

Spelling

Grammar

Spelling & Grammar
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™ Suggest From main dickionary only
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W Ignore words with numbers

¥ Ignore Internet and file addresses

Custom dickionary;

ICUSTOM.DIC | @ctiunaries...|

¥ Check grammar as you kype

[ Hide grammatical errors in this docurment
W Check grammar with spelling

™ Show readabilicy statistics

Recheck Document

Writing skvle:
IStandard j
Setkings. .. |

(0] 4 I Cancel |

Recheck the document by making some changes in the document and also

some of the options in the above shown screen.

2.8 Thesaurus

Thesaurus is used to find a more precise expression for a given word. To

make use of thesaurus perform the following.

Ll e

Select the word for which you want an expression.

Select the “Tools” option from the Main menu.

Select the ‘Language’ option from the menu.

Click on * Thesaurus’ option. The screen as shown in Fig will be displayed.
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5. If you want to replace the word with the given expression then

Click on “Replace” button. The word will be replaced. Instead of selecting a
word and then activating thesaurus, you can activate thesaurus first and
then enter word for which you require an expression. Step for this way
are as follows.

6. Activate ‘Thesaurus’ as explained earlier. The Screen as shown in Fig will

be displayed.

Theszaurus: English [United States] EHE |

Looked up: Inserk:

| o0

Meanings: ;I
=
I -

Inserk | Look Up | Previous Cancel |

7. Write the word in the “Insert’ text box.
8. Click ‘Look Up’ button.

9. Meanings will be displayed.
10. Select the appropriate meaning and click ‘Insert” button to place the
expression in the document.
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s
3.1 Find Text

To find a particular word throughout the document, we use the feature of

Find. Perform the following steps:

1. Select ‘Edit” option from Main menu.
2. Click on ‘Find’. The screen as shown in Fig appear.

Find and Replace EE

Find |Rep_n|ace| Go To I

Find what: finstitute] =] [__Eind Mext

Cancel

i

More ¥

Type the text you want to find in the ‘Find What’ text box.
Click on ‘Find Next” button.
Cursor will be placed at the first occurrence of the text.

SO LN

Click on ‘Find Next” again button to get the next occurrence.

You can continue till the end-of-document is reached.
3.2 Find and Replace Text

After a specified word is found you may want to replace it with some other
word, which is possible using the replace feature. Perform the following step
to find and replace text:

1. Activate ‘Find’ dialogueue as given above.

Find and Replace EE

Find  Replace | Go To |

Find what: finstitue <] |__Eind Hext
Cancel
Replace with: IEducatiun| j Replace

Replace Al

]

More ¥
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2. Click on ‘Replace’ tab. The screen as shown in Fig will appear.

3. Type the word in the ‘Replace with’ text box.

4. Click on ‘Replace’ button, if you want to replace only the first instance.
Or

Click on ‘Replace All” button if you want to replace all the instances of the
found word.

All your word ‘Institute” will be replaced by “Education’.

3.3 Closing the Document

For closing the document do the following steps.

Before closing the document be sure that the file is saved first.

1. Select ‘File’ option from Main menu.
2. Click “Close’ option from the menu.

3.4 Splitting Window

1. Open any document created earlier as learnt previously.
2. Select “‘Window’ option from the Main menu.
3. Click on ‘Split” option.

A horizontal line appears on the screen, which moves along with the mouse
movement.

4. Click the mouse button where you want the window to split .See the Fig.
JEiIe Edit View Insert Format Tools Table Window Help
DEEaSkY Ead ao-- @
JHeadingl ~ Times MewRoman ~ 12 = ’? Vi | ”EE
BB BRI

O]

For closing the document do the following steps.

Before closing the document see to wou that the file 15 saved first
4 1. Select *File” option from Iain menn.
. Click *Cloge” ontion from the menu.

| &
i |
| &1

&
fif | £

e

-n

2.4 Splitting Window

The Window will be split as shown in the above Fig.
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3.5 Arranging Windows

By splitting a window you can only work with a single document. But
if you want to work with two documents simultaneously then you have

to arrange the windows . Do the following steps to arrange windows.

1. Open any two documents you want to work with at the same time.

2. Select “‘Window” option from the Main Menu.

3. Click “Arrange All’ option. Screen as shown in Fig will appear.

Now you can see both documents opened in two separate windows and you

can modify either of them at the same time.

izl Lab2 - Microsoft Word
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The Window will be spl.it as shown in the abowve Pig.

2.5 Arranging Windows
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After modifying individual documents save the files one by one, both the

windows get their own menu bar.

3.6 Working with Columns

Select ‘Format” option from the Main Menu.

Click on “Columns’ option. Screen as shown in fig will appear.

1
2
3 Click ‘Three’ from the presets group box.
4

Click “Equal Column Width’ check box.
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Columns EHE |
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5 Click “OK’ button . Screen as shown in Fig will appear.

6. Type ‘Radiant Software Ltd’ in the first column.

7. Select ‘Insert” option from the Main Menu.

8. Select ‘Break’ from the options.

9. Click “Column Break’ radio button.

10. Click ‘Ok’ button.

11. Type ‘Ray of Hope’ in the second column.

12. Repeat 7,8,9,10 .

13. Type ‘Content Development” in the third column.

Finally you will get a screen as shown in Fig.
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Radiant Software Ltd Ray of Hope Content Developmen|

Note:

Click on ‘Line between’ check box in ‘Columns’ dialogueue box, it will
display vertical line for the columns. You can also give varying column
widths by not checking the ‘Equal column width” check box. You can have
maximum 12 columns.

3.7 Saving and Protecting the Document

We have already saved the files many time previously, now we will see some
more options with ‘Save” and ‘Save As’.

1. Create a new document.

2. Type the text, which you want in the document.

3. Select ‘File’ option from the Main Menu.
4

Click ‘Save’ option. Screen as shown in Fig will appear.

Save As HE
Savein: ID Office j = | @ b ﬁ - Todls -

71 4Labiz
7L ab 1
71 abz

File namme: o0 j n Save I
Save as bvpe: IWord Document j Cancel |

Even though we are clicking ‘Save’ option Word 2000 opens ‘Save As’
dialogueue box as we are saving the document for the first time.

5. Type the filename in the ‘File Name’ text box.
6. Click on ‘Save’ button.
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The file would be saved by the given name. Next time you click on
save the ‘Save As’ dialogueue box won’t appear as Word 2000 already
know what is the name of the file by which is should save. You get
more flexibility when you are working with ‘Save As’.

You can change the directory where you want to save the file. You can specify
the directory by using the popup list for the directory as displayed in Fig.

3.8 Protecting documents with Password

While saving a document you should also take care that when the document
is protected form illegal access from any source. For such kind of security we
can give password while we are saving the document. For specifying the

password to a file do the following steps.

1. Select ‘File” option from the Main Menu.
2. Click on ‘Save as’ option.
3. Click on ‘Tools” drop down.
4. Click on ‘General Option’ . Screen as shown in Fig will be displayed.
5. Enter the password in the ‘Password to open’ text box.
- 1

Track Changes | User Information | Compatibiity | File Lacations

view | General | Edit | Print Save | Speling & Grammar

Save options
I always create backup copy

M allow fast saves

™ Prompt For document properties

I Prompt ko save Marmal kemplate

I Embed TrueType Forts [T Embed characters in use anly
[ Sawe data only For Forms

I Allow background saves

v Save AutoRecover info every: |1EI E‘ minutes

Save Wiord Files as: IWDrd Document (¥, doc) j

File sharing options For "1waord"
Password Lo open: Password to modify;
I**** I

™ pead-ornly recommended

Ok I Cancel

22  Centre for Information Technology and Engineering, Manonmaniam Sundaranar University




Lab Exercises and Solutions

Asterisk “*” mark will displayed when the password is typed.
6. Click ‘OK’ button.

Confirm Password K Ed |

Reenter password to open:
I****

Cancel |
Zaution: If waou lose or Forgek the password, it cannaot be
recovered, Ik is advisable to keep a list of passwords and

their corresponding document names in a safe place.
{Remember that passwords are case-sensitive, )

Word will ask a confirmation for the password entered. In the above steps we had
given password for just opening the document i.e. when anybody tries to open the file
afterwards, Word 2000 will prompt the user for the password, screen as shown in Fig
will appear.

Password EHE3

Enter password to open file
A OFfice\Docl . doc
I****|

Ok I Cancel |

Do the following steps to find out whether the file is password protected.

7. Close the file for which you have assigned the password.

8. Open the same file. Before the file is opened. Word 2000 prompt for the
password, screen will be displayed .

9. Enter the password you have assigned.

10. Click ‘OK’ button.

If the user enters the proper password then the file will be opened and he
can modify the file.

Now you want that the user should not be able to modify the contents if
he is not knowing the password. For giving the password for not allowing

unauthorized persons to modify the file do the following steps:

11. Perform the step from 1 to 4 given above.
12. Enter the password in ‘Password to modify” text box.
13. Click ‘OK’ button.
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Do the following steps to find out whether the file is password protected.

Close the file for which you have assigned the password.

14. Open the same file.
15. Enter the assigned password to modify the file.
16. Click “OK’ button.

If the user enters the proper password then the file will be opened and he can

modify the file.

17. Click on “Read-Only” button to open the file for reading purpose. If open
in read-only mode the contents of the file cannot be appended or changed.

3.9 Protecting document without password

1. Select “Tools” option from the Main Menu.

2. Click ‘Protect Document’ option. Screen as shown in fig will appear.

Protect Document EE |

Protect document For
¥ Tracked changes

[ Commenks

" Forms: Seckions.. . |

Password (optional);

O I Cancel

3. Click “Track Changes’ option.
4. Click ‘OK’ button.

This will keep a track of all the changes made to the file by any other user. If
you click on “Comments’ option then the user can only insert comments and

cannot modify the contents of the file.

The password is optional while protecting the document this way.
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b
4.1Creating Table

In a document you may want to enter some data, which is in tabular format.
For entering such kind of data you require a table. Following the given steps
to do so:

1. Select ‘Table’” option from Main Menu.
2. Select ‘Insert’ option from the list.
3. Click on ‘Table” option. Screen as shown in Fig will appear.

Inzert Table EHE |

Table size

Mumber of columns: |§ 5 l
MNurnber of rows: |2 E‘

AutoFit behavior

% Fixed column width: I.ﬁ.utcu E‘

9 AukaFik bo contents
™ autoFit to window

Table Forrmat  (none auktoFarmat, ., |

[ Set as default For new tables

Ok I Cancel

4. Click on ‘OK’ button.

A table with 5 columns and 2 rows will be inserted into the document.

You can change the number of columns or the rows by making the
changes in the number of column and number of rows text box

respectively.

The table created above will have column cells of same width, as we have
selected the ‘Fixed column width” radio button. Select “ AutoFit to contents’
option if you want the column width to variable width depending on what

we enter into the cell.

The difference between the two types of behavior is shown in Fig.
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MName boe Mlarks Eank Paper
John 24 24 First Office
Automatio

If you don’t want the table of fixed width as well as AutoFit style , then you

can go for some predefined style. Perform following steps to AutoFormat the

table.

Repeat the steps 1,2,3 as given above.

5. Click on “AutoFormat” button . Fig as shown will appear.

6. Select ‘Classic4’” from the formats list box.
7. Click ‘OK’ button.

Table with a classic4 layout will be inserted.

Click the check box ‘Set as default for new tables’ if you want the same format for all
the new tables created hereafter.

Table AutoFormat K E3 |

Farmats: Preview
List 5 =]
List & Jan Feb  Mar  Total
i East |7 7 5 19
30 effects 1 st |6 4 7 17
30 effects 2 south |8 3 24
3D effects 3 Tatal 21 15 21 G0
Conkernporary J
EIeEant
Formats to apply
v Borders Iv Eont [ AutoFit
V¥ shading v Calar
Apply special formats bo
v Heading rows | Lask row

¥ First: column

[ Last column

[ x|

Zancel

Name
John 24 84

Age Marks

First

Rank Paper

Office Automation

Instead of working with fixed column width and AutoFit width column, now

suppose you want to have the width according to your choice. To do so

follow the given steps:
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8. Insert a table using any of the way discussed above.

9. Select the column for which you want to change the width.
10. Select ‘“Table” option from the Main Menu.

11. Click “Table Properties” option.

12. Click ‘Column Tab’ .

13. Enter ‘4" in the preferred width textbox.

14. Select “‘Measure in” option as ‘Inches’.

15. Click “OK’ button.

The selected column will now have the width as 4”. The properties can be
changed for all the columns by using the ‘Previous column’ and ‘Next

column’ buttons.

Table Properties | 7| I

Table I FLow Colurnn I cell I

Size
Calurnn S

¥ Preferred width |4" 5‘ Measure in: IInches vI

44 Previous Colurin I Mext Calumn k» I

0K I Cancel I

4.2 Adding Columns and Rows to the table

As data keeps on changing, new data is bound to come in. For that we require
to add either columns or rows afterwards. So these are the steps for adding

columns or rows.

Select the table in which you want to insert a column.
Select ‘“Table’ option from Main Menu.

Select ‘Insert” option.

Click “Column to the left” or “Column to the right’

Ll .

A blank column gets inserted either to the left of the existing column.
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5. Toinsert a row repeat the first 3 steps given above.

6. Click either ‘Row above’ or ‘Row below’

A blank row gets inserted either above or below the existing row.
4.3 Deleting columns or rows from the table

To delete the columns or rows from the table do the following steps:

1. Select ‘Table” option from the Main Menu.
Select ‘Delete” option.

3. Click ‘Row’ to delete the entire row or click “Column’ to delete the entire
column or click ‘Cell” to delete the specified cell .

The specified column, row or the cells gets deleted.
4. 1If you want to delete the entire table then click ‘“Table” option.
The entire table gets deleted.

4.4 Splitting and merging cells

After the table is inserted you may want to enter two values in a single cell or
else you want to use the space of two cells to enter a single value for doing so
you have to split or merge the cells respectively. Perform the following steps
to do so:

1. Select the cell, which you want to split.
2. Select “Table” option from Main Menu.

3. Click ‘Split Cell” option. Screen as shown in Fig will appear.

Split Cells EE|

Mumber of columns: IE E“
Mumber of pows: |1 5‘

™ Merge cells before splic

0K I Cancel |

4. Enter ‘2’ in the number of columns text box.
5. Click ‘OK’ button.
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The cell gets split into two parts. For Merging two or more cell do the

following steps:

6. Select the cells you want to merge together.
7. Select ‘Table’” option from Main Menu.
8. Click ‘Merge Cells’” option.

The selected cells get merged together.
4.5 Text alignment within Tables

The text is always left justified and starts from top most corner of the cell. You
can change this alignment with the help of table properties. Perform the
following steps to do so.

Select the cell for which you want to change the alignment.
Increase the cell height.

Select the ‘“Table” option from the Main Menu.

Click on ‘“Table Properties” option.

Click on “Cell’ tab. Screen as shown in fig will appear.
Click ‘Center” from the vertical alignment group box.

Click ‘OK” button.

NSl L=

Table Properties E I

Size
I+ Preferred width: |1.23" E‘ Measure in: IInches vI

verkical alignment

=ENEN =

Top Cenker Bokkam

Table I Rowy I Colurnn

options...

Ok I Cancel I

Now whatever you type it will be displayed in the middle of the cell.
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4.6 Changing text orientation

You can also change the direction of the text displayed in the cell. Usually it is
horizontal and from left to right . Perform the following steps to do so:

1. Select the cell for which you want to change the direction.
2. Select ‘Format’ option from Main Menu.
3. Click on ‘Text Direction” option . Screen as shown in fig will be displayed.

Text Direction - Text Box EE
—orientation————  Preview
Text E N
[T
o =
5 o &
s W,
] [wh
% m 5 E &
K 5 g 3 M
E oo
= 2 5
K I Cancel |

4. Click the vertical style of orientation as shown in Fig.
5. Click ‘OK’ button.

Office

Auto

matio
n

g %
<t <t

'% 9V o0 =

—_ F

The text typed hence will be displayed vertically in the cell.

4.7 Adding Calculations

You may want to show some output by calculating the values from the other
cells. You can do this with the help of formula. Perform the following steps to

do so.

1. Select the cell in which you want to display the output.
2. Select “Table” option from Main Menu.
3. Click on ‘Formula” Option.
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Formula EHE3 |
Formula:
|=sUmiabove)

Mumber Formak:

.0 =

Paste funckion: Paste bookmark:

| =l ~
ITI Cancel |

4. Enter '=Sum(ABOVEY)’ if the values for which you want the sum are above
the cell where you want to display the sum. OR Enter ‘=Sum(LEFT) if the
values are at the cell where you want to display the sum.

5. Click “OK’ button to get the sum.

You can change the format of the output by changing the ‘Number format’
option.

You can also choose the functions with the help of ‘Paste Function” option.

x 20 First
=z = First I

TForal 158 00

b
5.1 Creating Main Document

When you are working with Merge Documents we normally work with two
different documents, firstly the Main Document, which actually contains the
body matter, Which is common for all , and the other document is the merged

document. You will first create a main document follow the steps given
below.

1. Select “Tools” option from Main Menu.

2. Click “Mail Merge’ option, screen as shown in Fig will appear.
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Mail Merge Helper

3. Click ‘Create’ button. A dropdown list box is displayed.

4. Click ‘Form Letter” option, screen as shown in Fig will display.

Microsoft Word

2)

A Wndon )| wewmanocument |

5. Click “Active Window” if you want to create the current window in the
Main Document.
Or
Click ‘New Main Document’ if you want to create a new document as a
main document.

6. Click ‘Close’” button.

7. Write the following text, which you want to be common for all the letters.

To,

Dear
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This is to inform you that you have cleared the written test with grade. You

are required to come for the interview on

Thanking You,

For Macro Soft
Mr. Stone.

8. Save the File.

5.2 Creating Data Source

Once you are through with the main document , you will create data source.

Perform the following steps to do so:

1. Activate the ‘Mail Merger Helper’ window as explained above in Step
1&2.

2. Click ‘Get Data’ button. A dropdown list box is displayed.

3. Click ‘Create data source’ option, screen as shown in Fig will appear.

Create Data Source N/ E E |

& rnail merge daka source is composed of rows of data, The first row is called the
header row. Each of the columns in the header row begins with a field name.

\Waord provides commonly used Field names in the list below, You can add ar remove
field names to customize the header row,

Field name: Field names in header row:

FirstMarme + |
Add Field Mame = # |

Remove Field Mame |

M3 Query. ., | (] 4 I Zancel |

4. The ‘Field names in header row’ list box shows all the possible field names
you may require. The fields that are not required can be removed by

clicking on “‘Remove Field Name’ button.
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5. Select FirstName, LastName, Address1, Address2, Postalcode from this list
box and remove the rest of the fields.

6. Type ‘Grade’ in the ‘Field Name’ text box and click “Add Field Name’
button to add this additional field . Repeat this step for ‘Date” and “Time’".

7. Click ‘OK’ button after all the fields you want are ready. Now word will
ask you save the data source by prompting you the ‘Save As’ dialogueue
box.

8. Save the file. Once you saved the file screen as shown in Fig will appear.

Microsoft Word Ei |

The data source you just created contains no data records. You can either add new
records ba wour daka source by choaosing the Edit Data Source butkon or lay out your
main document by choosing the Set Up Main Document butkan,

] Set Up Main Document |

9. Click ‘Edit Data Source’ button. Enter the data shown as per Fig.

Data Form HE |
Firstharme: Susmitha ﬂ QK |
LasktMame: SEn acd New |
Address1: 29, Mariman Paink
Address2: Muribai Delete |
PostalZode: 400001 Restore |
Grade: Pass = |
Date: 11432000 [l
Tirne: 1.308m View Source |

=

Becord: M | 4 |1— b | 1] |

10. Click “Add New’ button and enter the following data.
11. Click ‘OK’ after entering all the records.

The data source gets created. The control is transferred to the main
document .You will also notice the toolbar as shown in Fig.
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o

ield = | Insert Word Field = | .

A s e e N

This is a “Mail Merge’ toolbar, which allows you to work with mail merge

documents.

Now you have to insert the merge fields into the main document. Position the

cursor on the next line after ‘“To’ , in the main document.

12. Click ‘Insert merge Field” button. A drop down list is displayed.
13. Select the ‘Firstname’ field.

14. Press <Enter Key>

15. Click ‘Insert merge Field” button.

16. Select “Address1’ field.

17. Repeat the above steps for inserting all the fields in the main document.
After all the fields are inserted, the file should look like the Fig.

Ta,
«FirstMarmes
wlddress1s
wlddresse
#PostalZodes

Dear

This is infioprn wou that you hasee cleared the written text with «Gradesgrade. Wou are
recuired to come for the interview on «Dates at «Tires|
Thanking You,

Vours trulsy,
For Iiacro Soft
Ivly Stone

18. Click “View Merged data’ button to preview the merge data in the main
document.
19. You can scroll through the pages by using the ‘First Record” , ‘Last Record’,
‘Next Record’, “Previous Record’ button«Next Record».
e Once you are satisfied with the output you can actually merge the
documents.
20. Click “Start Mail Merge” button, Fig as shown will appear.
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Merge |
Merge kao: | Merge I
T Setup,..
[UETET——— oo | |
~Records to be merged
& Al O From: | To: | Check Errars. .. |
Cuety Cptions. . |
—When rmerging records

& Don't print blank lines when data Fields are empy,
" Prink blank lines when data fields are empky.

Mo gquery options have been set.,

21. Select ‘New Document’ option from the “Merge to’ list box.

22. Click “All" option from “Record to be merged” group.

23. Click ‘Merge’ button to actually merge the documents.

24. A new document with the name ‘Forms Letterl.doc” will be created.
25. Save the forms letterl.doc.

The merged document can also be directed to the printer. You can also check
for error in the merged documents by clicking ‘Check for error” button.
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Microsoft Excel 2000

Lb.1

1.1 Create a workbook called Lab1?

1.  Click on File option on the Menu bar.
2. Click on New.

3. A Dialogue box will appear.

4. Select the book and Click OK.

5. A new Excel Book will open

6

Open the File menu Click the Save as Option.

New EHE
General I Spreadshest Solutions I
‘ =]
i Preview
wiorkbook
Preview nok available.
OK I Cancel
Save As K E
Save in: ID Personal j - | @ X oY + Tools -
Hello
My Pictures
My Wiehs
Mew Web
Bookl
di
File marne: ILabl j EH save I
Save as type: IMicrosoFt Exxcel Workbook j Cancel |

7. Give the name as Lab1 and click OK.

1.2 Enter the text “Radiant Software” on Cell A1

1. Click on Cell A1.
2. Enter the Text “Radiant Software”
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3. You will see that text appears on the Formula Bar as shown in Fig.

Ed Microsoft Excel - Lab1 M= E
J File Edit Wiew Insert Format Tools Data ‘window Help _|ﬁ||£|
Ded ey | saalo-ax A8l me 2o s 7=
J‘- -’|°|ﬁaFavoritesv|§ov|% bt
Al - =| Radiant Software /
A [ B [ ¢ [ o [ £ [ F [ & [ H ] =
1 |Radiant §;]ftware / I—
2
Ex

4
5 Formula Bar
= A bar near the top of the window that
& | displays the constant value or formula
19—0 used in the active cell. To enter or edit
11| values or formulas, select a cell, type
| 12 the Aata and than nrece ENITFR Vi

13
| 14|
|15 =
14 [« [ M Sheet1 i Sheetz f Sheetd /. <] J_l
JD[akaCoj AgtoShapes'\\Do4|&'£'$'E§E.ev

Reacy | [ Mom

1.3 Similarly enter the text as shown in Fig.

™. Microzoft Excel - Labl
”ﬁ Fil= Edit Wew Insert Format Tools Data Window Help =] =]
hzd Ry |izad|o-o-|a@
A7 ] =|
A | B [ c | D] E [ F | G |3
1 |Radiant Software J
2
3 |Employee Personal Details
4
5 |S No Name Age Sex Blood GriHeight Weight
5
7 1 -
[4[4]» [, Sheet J Sheet2 f Sheetd f |41 | HJ‘I
Rei [ | | | )
1.4 Entering Numbers

1. Click on Cell A7.
2. Type the number “1” in the Cell.
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3.
4.

Now Click on Cell C7 and type number 27.
Complete the worksheet as shown in Fig.
Al B |ec| o | E]F | & | H

TR
[ | e

Radiant Software

Employee Personal Details

5 NoNHame Age Sex Blood Height Weight
1 Kumar 27 Male B+ 511" 55
2 Madhu 27 hale O+ 55" 40
3 Saravanan 26 Male A+ 511" a0
4 Bala 28 hale O+ 57" a7
5 heena 25 Female O+ 59" 52
6| Dyana 25 Female AB+  |59" 55

1.5 Formatting the Text

To change the Font size, Font type, Font Format , follow the steps given

below.

1.

Click on the cell whose text format has to be changed . Here click on the
Heading “Radiant Software ” i.e Cell Al

1.6 Increasing Font size

1. To increase Font size, click on the Font Size tool of the Format Tool bar.

™. Microzoft Excel - Lahl

“.ﬁ.rial vF”?I H|_v&v£v -

Al - g A Radiant Software
Al B | wmwwic [ E [ F | G |3

1 [Rad#ant Software 11

3 " 12

3 |Employee Persun:iz pils

4 15

5 |S NoName ﬂggg bx  Blood Height Weight

E 1 Kumar a4 ple B+ 511" 55

7 2 Madhu 26 v!ale O+  AR" 400 =
4[4[ ¥ ¥ Sheerl i Sheetz Eels J 4] | I
R | [ MU | R

2.

Change the Font size number to 10 as in Fig

1.7 Changing the Font type

T

2.

After selecting the cell whose Font type is to be changed , Click on the Font

name tool to the right .

Select any font type (for example select Arial), from the list of font names
available with Office 2000.
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1.8 Changing the Font Format

To make the text Bold, Italic, Underlined, follow the steps given below:

Ll e

Select the text to which the formatting is to be done.

To make the selected text Bold, click on the Bold icon.

To make the selected text Italic, click on the Italic icon.

To understand the selected text, click on the Underline icon.

A number of cells can be formatted at the same time by dragging the
mouse cursor from the desired cell to the cell till where the formatting is to
be done, by keeping the left mouse button pressed.

Make the Column headings Bold, The Heading, “ Employee Personal Details”
Italic and underlined to the contents of the currently prepared worksheet, using the
above steps. The worksheet will now look like Fig.

™. Microzoft Excel - Labl
[ana -0 -|BZU|i-BA-
82 - =|
Al B |c| Db [E]F] & [F
1 Radiant Software J
2 [
3 |Employee Personal Details
4
5 |S HoName Age Sex Blood Height Weight
B 1 Kumar 27 Male B+ o1 o5
[ |4 [¥ Ml Sheati { Ghests  Shests f SO | mﬂjﬂ
[ [ moml [ [ ¢

1.9 Setting Alignments of text

To align the text contents of a column with left, center or right Alignment,
follow the steps given below.

=

S e

Make the Cells of column S.no and Sex as center aligned. Make cells of
Column Name ,Blood Group and Height as Left aligned. Make the cells
of columns for Age and Weight Right aligned.

Click and select the cell or cells where the alignment is to be made.

To make the selected text left aligned, click on the left align icon.

To make the selected text center aligned, click on the center align icon.

To underline the selected text right aligned, click on the right align icon.

The worksheet will now look like this.
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Al B [Jcl Db [ E[F[ 6 [ H |

1 Radiant Software

2

|3 |Employee Personal Details

4

.5 |5 NHoName Age Sex Blood Height Weight
LB |1 Kumar 27 Male B+ 511" &5
7| 2 Madhu 27 Male O+ 5% 40
L8 | 3 |Saravanan 26 Male A+ 511" g0
89| 4 Bala 28 Male O+ 57" &7
0| 5 |Meena 25 Female O+ 59" 52
11| B Dyana 25 Female AB+ 5%" &5
2] 7 |Ganga 24 Male O+ 511" B0

= Sometimes the text is required to be merged into one within a number of
columns, for example , “Radiant Software” has to appear at the center of
the columns A,B,C,D,E,F,G instead of keeping it left aligned . To perform
merge and center text, Perform the following steps:

N

Click on the cell of the text which is to be Center Merged. Here select the
cells from Cell A1 to Cell G1.

3. Select and Drag the cursor from Cell Al to Cell G, till where the text is to
be center merged.

Al B | €| D | E| F | &6 | H

1 Radiant Software Limited

2

3 |Employee Personal Details

4

5 |S HoName Age Sex Blood Height Weight
E | 1 Kumar 27 Male B+ 511" 55
7 | 2 Madhu 27 Male 0O+ BB 40
8 | 3 |Saravanan 26| Male A+ 511" g0
89 4 Bala 28 Male O+ A7 57
10 5 Meena 25 Female O+ 59" 52
11| & Dyana 25 Female AB+ 59" 55
12| 7 Ganga 24 Male O+ 511" B0

4. Click on the Center Merge icon. The worksheet will now look like Fig.

110  Selecting Multiple Cells

1. Click on the Cell from where the selection is to be made.
Drag the cursor from the Cell ,which is just selected, to the cell where the
selection is to be made.

3. You may Cut, Copy, Paste or Align the text contents as per requirements.
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b
2.1 Writing Simple Formula

.  Add another column “Basic” to the worksheet and enter the data as shown

Radiant Software Limited

Employee Personal Details

S NoName Age Sex Blood Height Weight |Basic
1 Kumar 27 Male B+ a1 55 s000
2 |Madhu 27 Male 0+ BB 40 7000
3 |Saravanan 2 Male A+ a11° g0 5200
4 |Bala 28 Male 0+ A7 57 ga00
5 |Meena 25 Female O+ 59" 52 10000
E Dyana 25| Female AB+ 59" a5 8000
7 [Murali 2 Male B+ a2 B0 12000
8 |Ganga 24 Male 0O+ 511" B0 4000

in Fig.

1. Click on the Cell in which the formula is to be written.
2. Take your cursor to the formula bar and write the formula as per the

requirements.
For example

e C(lick on Cell H14.

e Type the following formula at the Formula Bar:

h6+h7+h8+h9+h10+h11+h12+h13 or type Sum (h6:h13) and click on the equal
to sign

X V| =

1. In the dialogue box which appears, if you find that the answer is right,
Click on OK.

2. You may even sum the contents of the cells using the following steps:

= Select the cells from Cell H6 to H13.
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. Click on the ii

= Note that you use any one of the above procedures. If you are

practicing both, see to it that the result of the earlier one must be

SUM =] =] =HE+H7 +HE-+HI+H10+H11+H12+H13
2
Al B [c D | E] F | 6 | H |
[ 5 |5 NoName lood Height Weight Basic
B | 1 Kumar B+ 511" 55 5000
71 2 Madhy YOlLIb : 0 7000
[ B | 3 |Saravanan ZB] Male A+ 511" g0 5200
[3 | 4 Bala 28 Male O+ AV &7 8500
10 5 |Meena 25 Female O+ &%° 52 10000
11| 6 Dyana 25 Female AB+ 59" 55 8000
12 7 [Murali 26 Male B+ 12" B0 12000
[13| 8 |Ganga 24 Male O+ 511" all] 4000
11 Total |=Hl3+Hi"+I|--|i
deleted. Else it may sometimes get added to the original and get
erroneous answers.
Note -
After clicking aon, if the Formula is wrong click on . If the Formula

and Answer is correct, click on.
2.2 Inserting a Column

Insert a Column before the Column for Basic and enter the Values for Date as
shown in Fig.

Name Age Sex Blood Height Date Weight Basic
Kumar 27| Male B+ 211" 10/10/00 a5 5000
b adhu 27| Male O+ 5" 104800 40 7000
Saravanan 25 Male A+ 511" 8701 ad 5200
Bala 28] Male 0O+ 57" 10441 a7 ga00
Meena 25 Female O+ 59" 8/4/01 a2 10000
Dyana 25 Fernale AB+ 59" B/S01 o5 8000
Purali 26| Male B+ 512" 74400 B0 12000
Ganga 24 Male O+ 511" 10451 B0 4000

Total 59700
Hint

To insert a column, Click on any cell of the column to the left of which the
new column is to be inserted. Now Select Insert option on the Main Menu bar
and Click on Columns option . A new column will be inserted.
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Lbs
Writing Complex Formula
e Create Columns for HRA, Bonus ,PF, Total Years and Net Pay as shown
in Fig
Radiant Software Limited

Employee Personal Details

S5 Nc Name Age Sex Bloc Height |Date Weighl Basic HRA Bonu PF  Tot NetPa

1 Kumar 27| Male |B+ |[511" 1041000 55 Gooo| 1800 2R0) BOO) 2 YIEO
2 | Madhu 27| Male |0+ |B'E" 1045000 40 Fooo| 13000 225 BRO| 4 917E
3 | Saravanan 26| Male | &+ 511" oot a0 G200 1250 27¥e| FRO| 1 T4TE
4 Bala 28| Male |0+ |7 1045001 a7 3500|2000 S00) FO0) 3 11700
5 | Meena 25| Female |0+ | 59" ool 52| 10000| AFH0 30010000 2| 13080
E Dyana 26 Female ABE+ |58 EiE{01 55 000 1150 190) BRO) 2 9990
T Murali 26| Male |B+ |[512" T E0| 2000|1000 200011000 3| 14300
& Ganga 24| Male |0« |51 1045001 B0 40000 8OO 180 OO0 1) B1G0

Total | 59700

1. Click on the Cell , where the formula is to be Utilized , Here Cell J6.
Click o1 =|

3. Click on the drop down button of the Function and Select More Functions-
>Logical -> If clause.

4. In the If dialogue box which appears, fill the text boxes with the conditions

| IF | =] ¥ /1 =| =IFil6=4000,16*{4/100),16*{1.5/100})
IF
Logical_test [16:4000 ] = TRUE
Walue_if _true [16*(4/100) ] = 200
value_if_False |16+(1.5/100) =75
= 200

Returns one walue if a condition vou specify evaluates ko TRUE and another walue if it
evaluates ko FALSE,

¥alue_if_Ffalse is the value that is returned if Logical_test is FALSE, IF omitted, FALSE is
returned,

@ Formula result =200 84 I Zancel

as shown in Fig.

e This is to get Bonus =4% of Basic, for a Basic >=4000 and Bonus = 1.5% of
Basic , for basic<4000.
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| IF =] ¥ «/| =| =IF{l6>=4000,1500,800)
IF
Logical_test [16:>=4000 ] = TRUE
Yalue_if_true | 1500 ] = 1500
Yalue_if_False |8|2||2|| jﬂ = 00

= 1500
Returns one value if a condition you specify evaluates to TRUE and another value if it
exvaluates ko FALSE,

Yalue_if_Ffalse is the value that is returned if Logical_test is FALSE. If omitted, FALSE is
returned.

@ Forrnula result = 1500 Ok I Cancel |

e This is to get HRA of Rs 1500 if the Basic is more than or equal to Rs.
4000 or Rs 800, if HRA is less than 4000.

Exercise:

Complete the Worksheet as given in the First Fig. Apply the formula below:
The Formulas are as follows:

o P.F>=(12% of Basic) if Basic >= 4000 else P.F. = 0.
0 Total years =1999 - YEAR(H6)
0 Net Pay = [6+I7+K7-L7

Copying Formulas in the rest of the Cells

To copy the Formula, (which has been defined for a particular cell) to the

other cells under the same column, perform the following steps.

1. After the formula in a certain cell has been defined, for example cell J6 ,
click on the right bottom side of the selected cell on the ‘+ sign’.

2. Keeping the left mouse button clicked, drag the cursor to the cell to which
the formula has to be applied. Here till Cell J13.

3. Leave the left mouse button to fill the cells with the result of the selected

formula.
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The same process can be used to fill the cells under the other columns. You
are required to try for the columns on HRA, Bonus, P.F, Total Years and Net
Pay.

How To Edit Formula?

1. Click on the Cell to which the correction of Formula has to be performed.

2. Click on the icéan the Formula Bar.

3. The Formula Box which was earlier used to create the Formula, will

appear. To this perform the changes if any, to the formula specified.
4. Click OK button of that Formula dialogueue box.
wes
4.1Applying Formatting features to numbers

Suppose you are required to add Rs. to all the amount related cells, follow the
steps.

1. Select the cells to which the special formatting is to be applied .
2. Click on Format option on the Main Menu bar and Select Cells. A dialogue
box appears as shown in Fig.

Format Cells 7 I
Murber I Alignmenkt I Fonk I Border I Patterns I Proteckion I
Cakeqgary: ample

= S Mo |
Decimal places: |2 5‘

Sccounking

Date Symbal:

Time INDne j

Percentage P ki bers:

Fraction Megative numbers:

Scientific

Text 1,234.10

Special (1,234.10)

Cuskom =l (1,234.10)
Currency Formats are used For general monetary values. Use Accounting
Formats ko align decimal poinks in a column.

(o4 I Cancel I

46 Centre for Information Technology and Engineering, Manonmaniam Sundaranar University



Lab Exercises and Solutions

4. Click on Currency option in the category section of the Number tab page.
The Format cell dialogue box will look like the above Fig.Click on
5. Click on OK to select the Currency settings to the selected Cells.

% This will place the ‘$ sign” in the Cells which were selected.

% Perform the same steps for all the columns which are related to amount
i.e Columns I,J,K,L and column N. The Final worksheet should look
like in the Fig.

Radiant Software Limited

Employee Personal Details

5 H Name Age Sex Bloo(Height Date Weight

1 Kumar 27| Male B+ 511" 10/10/00 ] | 5 5,000.00
2 Madhu 27 Male 0O+ AB" 105,00 Rl | § 7 ,000.00
3 Saravanan 26 Male A+ 511" a7 01 =5 5,

4 |Bala 28| Male O+ A&7" 1051 57 k=R

4 Meena 25 Female O+ 59" o401 L

B |Dyana 25 Fernale AB+ 59" 6501 a1 | 5 8 ,000.00
7 [ Murali 26| Male B+ 5127 7400 5] | % 12,000.00
d

Sanga 24 Male O+ 511" 10541 50| 5 4,000.00
Total [ER:FIIN]

To change the ‘$ sign’ to Rs. follow the steps
1. Click the Start Button.
2. Select Settings-> Control panel. The Control Panel window appears.

3. Double click on Regional setting icon. The Regional Property dialogue box

appears.

4. Click on Currency tab page in the Regional Settings Property dialogue
box.

5. Delete the ‘$ sign” in the Currency symbol and type Rs. as shown in Fig.
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Regional Settings Properties B3 I

HegionalSettingsI Mumber  Currency I Time I D ate I

’7Appearance zamplesz

Pozitive: |$‘I 23.45E.730.00 M egative: |[$‘I 23.456,729.00]

& = Universal currency spmbol

Currency symbol:

Poszition of currency symbaol: Is‘:i1 1 j
Megative number farmat: |[!“—i‘l 1 j
Decimal zpmbaol: I j
Mo, of digitz after decimal: |2 j
Diigit grouping =pmbol: I d
Mumber of digits in group: |3 j

(] I Cancel I Apply I

6. Click Apply and then click on OK. The “$’ sign in your worksheet will now be
replaced by ‘Rs’. Now the Worksheet will look as shown in Fig.

Al B c| o [E] F [ & [ H [ 1 |
Radiant Software Limited

Employee Personal Details

5 N Name Age Sex BlooiHeight Date Weight
1 kumar 27 Male B+ 511" 1010400

2 Madhu 27| Male 0O+ 5&B" 104500

3 Saravanan | 26 Male A+ 511" a7

4 Bala 28| Male O+ 57" 105401

5 Meena 25 Fernale O+ 59" 8/401

6 Dyana 25 Fernale AB+ 59" B/5.01

7 [Murali 26| Male B+ &12° 7400

8 Ganga 24 Male O+ 511" 105401

Total

Lbs
5.1 Formatting the Text

1. Click on the File option from the Menu bar.
2. Select New option-> Click OK to the dialogue box which appears.
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3. Enter the values as shown in Fig.

5.2 Changing the Column width

A . B | ¢ | D |
1
2 |Microsoft
3
4 |Sales of Microsoft product during the year 2000
5
6 |Product Name Humber Price Sales
7| Windows 95 1500 00 F50000
8 |Windows 98 1000 7000 700000
9 |Windows MNT avs |00 Fo0000
10 | Windows 2000 150 1000 150000
11 | Office 2000 2000 300 B00000
12
13 I ZEII]I]I]I]I]!

To change the width of the columns according to the text written in the cell,

perform the following steps:

Drag the cursor to the right by keeping the left mouse button pressed to

Similarly arrange all the other columns according to the text in the

1. Click on the Column Heading Bar at column A.
2.
fit the characters in the box.
3. In Column A make sure that “Product Name” should be visible.
4,
corresponding columns
A . B C D
1 |Microsoft
2
3 |Sale of Microsoft products during the year 2000
4
5 |Product Mame Murmber  Price Sales
5]
¥ Windows 95 1500 S000  Fa0000
g "Windows 95 1000 FOO F00000
9 '"Windows NT a7a goo0  F0000o
10 [WWindows 2000 150 1000 150000
11 [Office 2000 2000 300 B/O0000
12
13 2800000
14
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5.3 Changing Row Height

1. Select any cell of the row, the height of which has to be increased. Here

select row 3.

2. Click on Format option from the main menu.

3. Select Row option and then click on Height option. Refer the Fig.

F4 Microsoft Excel - Lab2

J File Edit View Insert | Format Tools Data Window Help

@ = & &

JI] = | S [a " B cels... Chrl+1
v -long i Bl
- Column b AutoFit
Al A j | Shest 3 Hide
hid
1 |Microsoft AutoFormat. . =i
2 Conditional Farmatting. ..
sale of Microsoft pro Spyje,,,
0 ] SE———
5 (Product Marme Mumber | Price Sales
5
7 |Windows 95 16800 00 750000
8 |Windows 93 1000 7000 700000
9 Windows NT ara 800 700000
10 | Windows 2000 160 1000 180000
11 | Office 2000 2000 3000 BOOOOO

4. Enter the value of row height and click on OK. Here the value entered is

24.

Row Height E E

Row hieight: 24
0k I Cancel |

5. It can also be increased by right clicking on row 3 when you get the pop

up menu as shown in Fig.
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& cut
Copy
ﬁ Paste

Paste Special. ..

Inserk
Delete
Clear Contents

Format Cells. ..

Row Height. ..
Hide
nhide

6. Select Row height and increase the value of the row height as done in step

3&4

5.4 Inserting and Deleting Rows

Suppose you wish to enter a new row before the row which contains
Windows NT. To insert a new row for Office 97, perform the following steps.

1. Click on the Windows 98 .i.e. Cell AS.

Click on Insert and Select row.

< A row will be added above Cell A8. The Windows 98 Cell will now
become Cell A9.

3. Enter the Remaining Entries as shown in Fig.
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A B | C D |
1 |Microsoft
2
3 |Sale of Microsoft products during the year 2000
4
5 |Product Mame Murmber  Price Sales
5
7 [WWindows 95 1500 5000 750000
g8 |Office 97 a00 260 125000
9 Windows 98 1000 700 700000
10 |Windows NT a7s go0 700000
11 |Windows 2000 180 1000 150000
12 | Office 2000 2000 300 00000
13
14 3025000

Deleting Rows

Before proceeding for this exercise, insert a row after Office 2000 (i.e. after row
12) by following the steps given above and then enter the values as given
below: MS Access 250 100 25000 Now the worksheet looks as shown in Fig.

1. To delete a row, Click on the row, which is to be deleted. Here click row

13.

A E | ¢ D
1 |Microsoft
2
3 |Sale of Microsoft products during the year 2000
4
5 |Product Mame Murmber  Price Sales
5]
7 [WYindows 95 1500 5000 750000
g8 |Office 97 s00 2800 125000
9 Windows 93 1000 700 700000
10 |Windows WNT ara 800 700000
11 |Windows 2000 150 1000 150000
12 | Office 2000 2000 300 BO0000
13 |MS Access 250 100 25000
14 I 3III5EIEIEIEI_|

2. Select Edit option on the Main menu.
3. Select the Delete Option.
4. Now the Work Sheet will look like this.
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A B | ¢ [ Db ]

_ 1 |Microsoft
2
.3 |Zale of Microsoft products during the year 2000

4
.5 |Product Mame  Mumber Price Sales

5]
L7 [Windows 95 1500 A00 750000
L8 |Office 57 500 2600 125000
19 |Windows 93 1000 F000 700000
0 [Windows MT 875 800 700000
11 Windows 2000 150 10000 150000
12 | Office 2000 2000 300 mEO0a00
:i I SDEEDDD!

5.5 Inserting and deleting Columns

Suppose a new Column is to be inserted for a Manufacturer field before Sales.

Follow the steps given below.

Click On Cell for Sales i.e. Cell D5.
Click on “Insert” option on the Main menu and then select the “Columns”

N

option.

< A new column will be inserted before the column Sales as shown in

Fig.
Exercise:
% Type “Manufacturer” as the heading for this column in Cell D5.

«» Enter some data in the cells for column D under “Manufacturer” as

shown in Fig.
% Insert a column for City after the Manufacturer Column, and give it a
heading called as “City” i.e. in Cell E5 . Enter some city names in the

cells from Cell E7 to E12.

% 1If you want to delete any column, click on any cell on that column.
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% Here we select a cell say Cell E5 of the newly created column E for
City.

% Click on Edit option on the Main Menu->delete-> entire column and

click on OK.
A B [ ¢ [ b [ E

_ 1 |Microsoft
2
|3 |5ale of Microgoft products during the year 2000

4
Eprnduct Mame  Mumber Price Wanufacturer Sales

E
7 |Windows 95 1500 500 Microsoft 750000
L8 |Office 57 500 260 | Microsoft 125000
29 |Windows 98 1000 700 | Microsoft 700000
10 Windows MT 875 800 | Microsoft 700000
1T | Windowes 2000 150 1000 | Micrasoft 150000
12 | Office 2000 2000 300 | Micrasoft EO0000
13 3024000

5.6 Moving and Copying Cell Contents
To copy contents of a cell to some other cell other than the adjacent cells.
Exercise:

Insert a new row for City and type some cities in that column as shown in Fig.

1 |Microsoft

2

3 |Sale of Microsoft products during the year 2000

4

5 |Product Name  [City !Numher Price Manufacturer Sales

5

7 [MVindows 95 Mew Delhi 1500 500 Microsoft 750000
8 |Office 97 Mumbay 500 250 Microsoft 125000
9 [WWindows 98 Chennai 1000 700 Microsoft 700000
10 |"Windows NT Calcutta 875 800 Microsoft 700000
11 [Windows 2000 Mewyork 150 1000 Microsoft 150000
12 | Office 2000 WashingdonDC 2000 300 Microsoft G00000
13 3025000

1. Click on the Cell B5 whose contents are to be copied.
2. Click on Edit option on the Main Menu and select Copy option.
3. To copy the contents to the other cell , Click on that particular cell.
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4. Click on Edit option on the Main Menu and Select Paste option.
To copy contents into adjacent cells follow the steps given below.

1. Click on the cell whose contents are to be copied. Here click on cell Bé.
Keep the left mouse button pressed on the right bottom corner of the cell
when you see a bold “plus sign’.

3. While keeping the left mouse button pressed, drag the cell down to cell
B12.

4. Now click outside the selected area to view the copied contents.
5.7 Transferring Data between Worksheets

1. Select the cells Al to A13 whose data is to be copied to another worksheet.

Copy the contents by clicking on Edit->Copy or Right click on the mouse
and select copy.

3. Move to the other workbook by clicking on Sheet 2.

i [4]» [m[, Sheetl % Sheetz / Sheets /

1. Click on the cell from where the contents are to be pasted. Here click on
cell Al.

2. Click on Edit->Paste Special and follow the Fig and click OK.

Pazte Special EE |
Source:  Bitmap Image Object ok |
As: Cancel |
% Paste: Bitmap Image Object
™ Paste link: Picture (Enhanced Metafile)
' Bitmap
= W Display as icon
esulk
Inserts the contents of the Clipboard inko wour @
. . document so that wou can edit it using Bitmap .
m Image. Bitmap Image
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5.8 Transferring Data between Workbooks

1. Open a new workbook.

2. Go to the old workbook. Select all the cells from Cell Al to F13, of the
workbook just created.

3. Copy the contents by Clicking on Edit option->Copy or you may ever
Right Click on the mouse and select copy.

4. Now move to the new workbook and click to Cell Al.

5. Click on Edit->Paste Special. Click OK on the dialogue box opened.

Lab.o
6.1Create a Work Sheet For “Cool Bar “

1. Open a new workbook.

2. Enter the following values as shown in Fig. to the worksheet which is

newly opened.
3. The final worksheet must look as shown in Fig.

1 | CoolBar Products

2

3

4 | OFfice Products Quarter Quarter | Quarter Quarter Total *Total
5 | Madurai | Pepci 4.5 055 126.6 1456
E Coke 150.2 128.5 165.4 18645
T Limk.a 29.5 46,2 9.5 456
8 | Tirunelveli | Pepei 5.5 124 18.2 35
El Coke 270 29 338 B9
0 Limk.a A T4 B.26 4.55
N | Tuticorin | Pepci 28 33 35 45
12 Coke 46.5 1] BE.3 95.2
12 Limka 24.1 19.36 26.5 29.56
14 | Total Fepci

15 Coke

& Limk.a

17 Grand Total

18

19

6.2 Relative References
To calculate formula for a cell, perform the following steps:

1. Click on Cell C14.
2. Type the following formula at the formula bar as shown in Fig.

=C5+C8+Cl11
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IF | =] % | =] =C5+Ca+C11]

o

o ® N 0o

Faormula result =123

Click on the "+ Sign” on the right bottom corner of Cell C14 and select the
cells up to cell C17 by dragging the mouse while keeping the left mouse
button pressed.

Again click on Cell C14.

Click on the “+ sign” and select the Cells to the right up to Cell F14.
Now Click on Cell C15.

Click on the “+ sign” and select the cells to the right up to cell F15.
Now click on Cell C16.

Click on the “+ sign” and select the cells to the right up to cell F16.

10. Now Your Cool Bar Work Sheet will look like this.

a | E | c u] E F |
_ 1 |CoolBar Products
_2 |
_3 |
_ 4 |Office  Products Quarter Quarter Guarter Quarter
8 |Madurai | Pepci 745 105.5 125.6 1456
_E | Coke 160.2 1285 1E6.4 18645
I Limk.a 235 45.2 385 456
_ 8 | Tirunelveli| Pepei 15.5 LX) 8.2 3h
_ 3| Coke 205 29 335 63
o | Limk.a 21 T4 5.25 955
_ M| Tuticorin | Pepci 28 33 35 45
1z | Coke 455 E5.3 EB.3 8.2
e Limk.a 24.1 19.38 285 29.58
M | Tatal Fepei 123 157.4 1738 2258
15 | Coke 2232 2234 266.2 I62EE
_IE | Limk.a B1.7 F1.38 F1.25 4.1
I Grand Total

6.3 For the Column on “Total” , follow the steps given below:

N

Click on Cell G5.
Type the following formula in the Formula bar

=C5+D5+E5+F5

Press Enter.
Click on Cell G5.

Click on the “+sign” at the right bottom of the selected cell and drag the
cursor downward till cell G16.
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a_ | E | & | o || E | F | & |
| 1 |CoolBar Products
|2 |
| = |
| 4 |OFffice Products GQuarter |Quarter GQuarter Guarter Total
| & |Madurai  Pepei 746 1065 1266 MEE 456.2
| & | Coke 150.2 1285 165.4 186.45 £30.55
| 7 Lirmik.a 23.5 45.2 3.5 456 153.8
| & |Tirunelveli Pepei 15.5 18.3 19.2 35 556
| 9 | Coke 275 23 335 &4 154
| 10| Limk.a 21 74 5.25 4.55 0.3
| 1| Tuticorin | Pepei 28 33 35 45 4
| 12 | Coke 45.5 E5.3 BE.2 952 2754
| 13 | Limk.a 241 19.36 26.5 29.56 3352
| 4 |Total Pepei 123 1674 frag 225E E26.8
| 15 | Coke 2232 2234 265.2 35385 10B545
| & | Lirmik.a BT 7138 7125 2.7 28362
| 17 Grand Total

12

6. Now the Fig will look like this.

6.4 To calculate the Grand total follow the steps given below

1. Click on Cell C14 and select the Cells till Cell C17.

=
2. Click on the summation icon =—— on the Format Menu bar. This will

produce the result of the summation in Cell C17.
3. Similarly calculate the summation for cells D17 to G17.

4. Now the Fig will look like this.

a [ 8 [ e [T o [ E [ F [ G |
_1 |CoolBar Products
_2 |
_3 |
_ 4 |OFfice Products Quarter |Quarter Quarter Quarter  Total
_ 8 |Madurai | Pepci 7456 106.5 1266 1456 4562
_ B Coke 1802 128.5 166.4 189645 G30.55
o Limk.a 29.8 45.2 39.5 456 159.8
_ 8 |Tirunelveli| Pepei 15.5 12.9 18.2 35 BH.E
o8 Coke 278 29 335 B9 154
o Limk.a A T4 5.26 455 0.3
_ N | Tuticorin | Pepei 28 33 35 45 Lial
2 Coke 465 B5.9 EE.3 a8.2 27649
N Limk.a 24.1 19.36 26.5 29.56 39.52
M| Tokal Pepci 123 157.4 179.8 226.6 E96.8
5 Coke 2232 2234 Z2ER.2 J53.ER 106545
_IE Limk.a E17 7196 .26 4.1 289.62
I Grand Tota 4079 45276 516.2% 663.96 204087
1
13|

6.5 Absolute references
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To give Absolute reference to a cell, follow the steps given below.

1. Click on Cell H5.
2. Type the formula given below.
=G5/G17
3. Press Enter. The Cell H5 will now have the result of the formula.
4. The Work Sheet will look like this.
[ A E | © | O [ E [ F [ & ] H
1 |CoolBar Products
2
3
4 | OFfice Products Quarter Quarter Quarter Quarter Total *Total
5 |Madursi | Pepei 795 1055 1256 MEE 4862 0223532
E Coke 160.2 1285 165.4 186,45 E30.55
7 Limk.a 295 L 245 456 1549.2
8 | Tirunelveli Pepci 155 12.49 18.2 35 G8E
5 Coke 75 29 315 £9 159
10 Limk.a X 7.4 5.25 555 0.3
1| Tuticorin | Pepei 28 jekc] 35 45 1
12 Coke 455 ERA EE.3 932 27684
12 Limk.a 241 19.36 265 2a56 9352
¥ |Total | Pepei 123 1574 7ag 2256 RESE
15 Coke 223.2 2234 2B8.2 35360 106545
1E Limk.a E17 7196 71.25 24T 28962
7 Grand Tota 4079 45276 51625 G63.96 2040.87
12
6.6 Creating a Range

To create a range for a definite number of cells follow the steps given below.

Using Define name Dialogue Box

1. Select Cell C5 to C8.

2. Click on Insert option on the Menu Bar.
3. Select the option Name->Define.
4

In the Define Name dialogue box, type “cat” in the Names in workbook
text box as shown in Fig.

5. Click on OK. So you can now access the cells Cell C6 to C8 by the name

£“”

cat”
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Define Mame EHE |
Mames in workbook:
cat] I
il Close |
Add |
Delete |
[
Refers ko:
| 57

% These naming of cells play an important role when you go for Bigger
Calculations.

6.7 Creating Names from a row or column

Click on Cell C4.
Select cells till Cell F7.
Click on Insert->Name->Create

Ll .

Select Top Row and Left Row in the Create Names Dialogue Box as shown
in Fig.
Click OK.

Select Insert->Name->Define...

o o

7. Select Quarter 1 as shown in Fig.

Create HNames EHE |

Creake names in
V¥ Top row

[ Eotkarn row
[ Right colurmn

(04 I Cancel |

% This means that the top row and left column provide names for the range.
Thus Five named ranges are created. Thus 5 named ranges are created (3
row labels and 2 column labels).
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Ly
7.1 Using Excel Financial Function

1. Open a new Worksheet and enter the values as shown in Fig.

A B | ¢ | D
1
| 2 |Schedule for calculating Future value of savings
3
.4 |Maonthly Deposit 1000
L& |Interest 10.50%
LB |Term[Years] 3
_ 7 |Payable every maonth in Advance
_8 |Future value 1
g
2. Click on Cell BS.
3. Click on the equal to icon (X V(=
4. In the Formula Box, Select More Options.....->Financials->FV.
5. Insert the formula as shown in Fig FV dialogue box which appears.
| Fy | =] X [ =] =Fv(B5/12,B6*12,-B4,0,1)
FY
Rate [B5/12 %] = 0.00875
Nper [B5*12 ) =36
Pmt |-B4 3] = -1000

P [0 Zl=0
| 5|
Type|1| =1

= 42469,31475
Returns the Future walue of an investment based on petiodic, constant pavments and a
constant interest rate.
Type is a value representing the timing of pavment: pavment at the beqginning
of the period = 1; payment at the end of the period = 0 or omitked.

@l Formula result =42469,31478 Ik I Cancel
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Exercise:

Using the methods shown above calculate the monthly installment for the
loan taken i.e. $50,000 for a specific amount of time i.e. 5 years and at the

given Rate of interest which is 12%.

Hint : Use PMT Function which is a subset of Financial Functions.
7.2 Goal Seek:

In the above example you will yield a future value of $42,469.31 if you save a

value of $1000 per month. Suppose you wish to obtain a round sum of $40000
in the period of 3 years. To know the monthly deposit to seek this round sum
you require to use the Goal Seek option in the Tool menu bar.

1. Click on Cell BS.
2. Select Tools->Goal Seek.

3. Enter the values in the text boxes as given in Fig.

Goal Seek EHE

Set cell: IBB :"J

To value: |4IZI,IZIIZIIII

Ey changing cell: |$|3$4 Y
(o] 4 I Cancel |

Goal Seek Status E |

Goal Seeking with Cell BS
found a solution,

Cancel
Targek value: 40000

Current value:  Rs.<0,000.00 Step

Pause

_Cencal|
[ o= |
_pase |

4. You may even select the Cells for the textbox “Set Cell” and for “By
changing cell”. This can be done by click on the Collapse dialogue box

icon E

5. Then click on Cell B8, Again Click on the collapse dialogue box icon to
come back to the Goal Seek dialogue box.
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6. After the entry is complete , Click on OK.

When you Click OK, you will get the monthly deposit to yield the

value of $40,000 in 3 years which comes to $ 941.85.

Ea | =| =F'(B5/12 BE*12 -B40 1)
A _ B [ Cc |
1
_ 2 |Schedule for calculating Future value of savings
3
_ 4 |Manthly Deposit 941.8564955
L5 |Interest 10.50%
LB |Term[Years] 3
_ ¢ |Payable every manth in Advance
_8 |Future value IH5.4D 000.00 _l
9

7.3 Using Common Statistical Function

Let us take the detailed report of Survey conducted to Sell a certain Product.

—_
)
Iy
)
5]
-+
)
o
<]
3
g=2
)
o
=
—
%)
=
(0%
)
-+
)
»
w
=
o
g
=}
5
2
aQ

Customer No Customer Name Survey Report
858841 Gregory Geroge 2345
88342 Martin Rock 4567
88543 Gilbert Dias 879065
88344 Lilly Collins 5673
88545 Sheil Adarms 3456
858846 Micky Francis 2345
88547 Jirmmy Hawk 7823
858845 Moody Hams oh783
88549 Andrew Shultz 453
858350 Bernard Grey 23456
88551 Marin Ruthers 8765
88352 Billy Moore 23145

2. To make the Customer no. center aligned, Select the Cells from Cell A6 to

Cell A17 and click on the align center button on the Format menu bar.

You are now required to find the survey conducted on how many persons,

the average amount Quoted by the persons, to find what is the best price that

can be paid for the product, to find the mean of the total amount quoted.

Follow the steps given below:
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1. Click on Cell A19 and type “Number of Persons Surveyed”. Similarly type
“Mean Average”, “Median” , “Mode” in Cells A20,A21,A22.

2. The Complete Worksheet must now look as shown in Fig.

2
_4 |Customer No  Customer Nam Survey Report
5
_B 28841 Gregory Geroge 2345
T 58842 Martin Rock 4567
_8 58843 Gilbert Diaz S7A0ES
_a 52844 Lilly Collins BETS
o 58845 Sheil Adams 3456
_n 55846 Mlicky Francis 2345
2 22847 Jimmy Hawk Te2l
N 23848 Moody Hams BETEI
4 52843 Andrew Shultz 453
15 58850 Bernard Grey 23456
_IE 22251 Martin Futhers aTER
_Ir 58852 Billy Moare 23145
N
_ 13 |Number of Persons Surveyed
_ 20 |Mean Average
_21 |Median
22 |Mode | _|

Now to apply the Formula to these, perform the steps shown below.

1. Click on Cell C17.
2. Click on the “=sign” or the edit-formula on the Formula Bar, the function

button is displayed.

Paste Function EHE |
Function category: Function narme:

Most Recently Used | |AvERAGEA o]
Al BETADIST _I
Financial BETAIMY

Date & Time EIMNCOMDIST

Math & Tri CHIDIST

CHITMY

Lookup & Reference CHITEST

Database COMFIDENCE

Texk COREEL

Logical

Information = [coinTa =]
COUNT(valuel,valuez,..)

Indefined

@l (0] 4 I Cancel |

3. Click on More Functions.
4. In the Function Category , Select Statistical ->Count (in Function name).

5. Click OK.
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6. In the Dialogue box, which appears , type “C6:C15” in the first text box.

7. Click OK to get the number of Surveys conducted. And the Fig will look

| count | ~|¥ /| =| =COUNT{C:C18)

CLNT

¥aluel I
ValueZ I

%] = 12345;4567;579065,

Caounks the number of cells that contain numbers and numbers within the lisk of arguments.

¥aluel: valuel,valuez,. .. are 1 ko 30 arguments that can contain or refer ko a
variety of different bypes of data, but only numbers are counted.

@l Faormula resulk =12

o ]

Zancel

like this.

) E [ [ I
8|
_4 |Customer No  Customer Nam Survey Report

5

_B 28841 Gregory Geroge 2345
i 58542 | Martin Fock 4567
= 82843 Gilbert Dias STA0ER
- 25244 | Lilly Callins GETE
o 583545 | Sheil Adams 458
o 58846 Micky Francis 2345
2 28547 | Jimmy Hawk raa
B 23848 Moody Hams BETES
o 58843 Andrew Shultz 453
B 58850 Bernard Grey 23456
B 55851 Martin Ruthers 5TED
G 22852 | Billy Moare ZIUE
B
19 |Number of Persons Surveyed I 12.|
_20 |Mean Average
_21 |Median
22 |Mode
Tip

After completing this, try entering “B6:B15” in the text box for Value 1 where

you entered “C6:C15” , just now.

Did you get the answer? What was it, Zero! But you had 10 entries for the

survey conducted. So the answer is wrong. This is because the Function

COUNT only recognizes numerical entries. To correct the mistake, use the
function COUNTA instead of the function COUNT. You can access COUNTA
in the same way More Functions->Statistical->COUNTA.
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Exercise:

You are required to fill in the remaining cells for Mean Average, Median,

Mode using the steps shown above. The changes that you will have to bring

are in the selection of the items inside Statistical Function. For “Mean

Average”, select the Average Function.

For “Median”

select Median function and for “Mode”, select the Mode

function.
The final Work sheet should now look like Fig.
| 4 |Customer No  Customer Nam Survey Report
5
| & | 23841 Gregory Geroge 2345
- 58542 Martin Fock 4567
| & | 58843 Gilbert Dias STA0ES
|4 | 58544 Lilly Collins SETS
| 1o 22048 Sheil Adams J4EE
| 1 83846 Micky Francis 2345
| 12 ] 58547 Jimmy Hawk 23
| 13 58543 MoodyHams SETE3
| 14 | 80343 Andrew Shultz 453
| 15 | 838560 Bernard Grey 2345E
| 16 | 58851 Martin Ruthers S7EG
|17 58852 Billy Moare 23145
|1
| 19 | Number of Persons Surveyed 12
| 20 |Mean Average 482341667
| 21 | Median ETE0.5
| 22 |Mode 2345

Labs

8.1.Create a worksheet to display the marks obtained by the students John, Dick,

Julian, Rebecca in the subjects Math and Physics as shown in Fig.

A | B | ¢ | Db | E |
1

L2 | Kumar  Suresh Guna Gautham
3 Maths 8 87 54 .

_4 [Physics | o 78 50 .
&
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8.2 Creating Charts

Creating Column Charts
1. Select the cells from Cell A2 to Cell E4.
2. Click on Insert->Chart...
Chart Wizard - Step 1 of 4 - Chart Type EE

Standard Tvpes | Custam Tvpes I

Chart tvpe: Chart sub-kype:
Colurn [ |7 H E E

QB Fie

. BY (SCatker)

e

i@ Doughruk I

i Radar

|8 surface b @

@ EBubhble

| Stock |
Clustered Caolumn, Compares values across
categaties,

Press and hold to wiew sample |

El Zancel | < Back | Mext = I Finish |

3. Select the Column Chart as shown in Fig. and then click on Finish. A

120 ~
100 ~
80 ~

60 -

40 ~

20 ~

o _

O Maths

m Physics

Kumar  Suresh Guna Gautham

graph will appear as shown in Fig.
Column Charts
4. Delete the chart just created by clicking on the chart and then pressing

Delete button.
1. Again perform steps 1 & 2.
2. Select the different chart types and view the different charts obtained

as shown in Fig.

Centre for Information Technology and Engineering, Manonmaniam Sundaranar University 67



Computer Fundamentals and Office Automation

Gautham h
Guna W Physics
Suresh __‘ @Maths
Kumar h
[
0 50 100 150
Bar Chart
120 -
100 + Wl
80 -
—e— Maths
60 - —m— Physics
40
20 +
0 ‘
Kumar Suresh Guna Gautham
Line Chart
Maths
O Kumar
W Suresh
O Guna
O Gautham
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100+

80

60

@ Maths

40+ W Physics

NN\

20+

Kumar Suresh Guna Gautham

Pie Chart
Cylinder Chart

8.3 Using Stock Charts

These charts are used for presenting Scientific, Statistical and Financial data.
Stock Charts

These charts need a minimum of three values.

1. Select Sheet2, You are now in a new worksheet.
2. Create a database as shown in Fig.
A B | ¢ | b ]

1

2

3 |Share Name High Low Close

4 | Godrej 150 1256 140

5 |Hindustan Lever 235 210 225

E |Radiant 257 240 245

7

8
3. Select the cells from Cell A3 to Cell Dé6.
4. Click on the chart icon g on the Tool Menu Bar. The Chart Wizard

appears.
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5. Select the Stock Chart option and click on the first chart option as shown
in Fig.

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types I Cuskom Types |

Chark type:
[l =olumn =

B Bar

|4 Line

B Pic

0 WY (Scatker)

(bl Area

@ Doughnut

vl Radar

| Surface b

®: Bubble

Chart sub-tvpe:

igh-Low-Close. Requires three series of
alues in this order,

Press and hold to view sample I

@ I Cancel I = Back I Mexk = I Einish I

6. Click on Next.

7. In the dialogue box which appears as shown in Fig. Select Next.

Chart Wizard - Step 2 of 4 - Chart Source D ata nm
Daka Range I Series I

=00
z50
00

Gedre

150 Hindustan Lewer

- Fadiant
100
S0
o

High Law Close

Daka range:

Series in: i+ Rows

" Columns

@ I Zancel I = Back I Mlext = I Finish I

8. In the Chart option Dialogue box which appears give the Chart title and
the X-axis and the Y-axis titles as shown in Fig.
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Chart Wizard - Step 3 of 4 - Chart Options

Share Markst Repart Share Market Report
Share Status

Godrej
Hindustan Lever
= Radiant

High Low
Share Status

9. Select the sheet where you wish the chart to be created. Here we select -As
new sheet

10. Click on Finish in the Step 4 of 4 Chart Wizard dialogue box.

Chart Wizard - Step 4 of 4 - Chart Location

11. The Final Chart will look like the chart as shown in Fig.
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Share Market Report

300
o 200 ( ‘- ( Godrej
o )
= Hindustan Lever
o 100 .
= Radiant
0+ 1 1 1

High Low Close
Share Status

Labe
Preparing Excel Data for Web Publication

Save the original worksheet or item on the worksheet before it is published or
saved as a web page. If an entire workbook is saved, it can be opened later in
Excel without losing any features. When it is then published or saved, the .xls
file remains on the hard disk, and Excel creates a new HTML-format (-htm)
file in the location specified. The data can be placed on the web with or
without interactive functionality.

Before data with interactive functionality is placed on the web, make sure that
the correct data appears in Excel and it is complete and accurate. Because
some formatting does not appear the same way in Excel as it does on the web,
it is better to format the data using FrontPage 2000 or data access page Design
view in Access 2000 after it is published or saved . If the actual data must be
changed , use Excel.

Publishing Excel Data on the Web

Note that changes to external data ranges will not be reflected on the web
page when the data is published without interactive functionality enabled.
Interactivity must be added with PivotTable functionality to put a refreshable
external data range on a web page.

Preview the data(File/Web Page Preview) in the browser before saving or
publishing it. To preview the page in interactive form, select the Open
published web page in browser check box before clicking the Publish button.
If the data does not appear as desired, open the original workbook (.xls),
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modify the data, and preview the web page again. Remember that some
formatting and features appear differently in web pages than they do in Excel
due to the native language capabilities , or limitations, of the web
programming language HTML. Preview the web page with every browser
that may be available to the users.

The workbook (.xls) can be saved directly to an Internet address. If all of the
potential users of the workbook have Excel installed on their computers, or if
the data is wanted in Excel format rather than HTML format, keep the data as

an .xIs file.

In this activity you view a previously saved file as a web page and

save/publish it as an interactive web page.

1. Open Labl.xls : Click on File | Open , and select the particular File.

mployee Personal Details

[74]
=
.| -
&
=
@

Age Sex

27 Male

1] 00 M = La B —

2. After the file opens, click on File| Web Page Preview . Verify your view
with the following illustration. Yes, you opened the file in the particular
Folder but the browser shows another directory. This is normal as the

<} Radiant Software Limited - Microzoft Internet E xplorer
J File Edit Wiew Go Favortes Help |
| Address|  CTEMPA\ExcelLab.him -]
Radiant Software Limited -
Employes Personal Details
S Mo Mame Age  Sex B-Group Height Date
1 Kumar 27 Male B+ 511" 10/10,/00
2 Madhu 27 Male O+ 55" 10/5/00
3 Saravanan 26 Male A+ 511" 87/
4 Bala 28 Male O+ 57" 10/5/01
J T
I_ I_I_ | B My Computer 4
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browser copies the file to the temp directory . This table looks okay in the
web preview view.
3. Close the browser.

4. Now we will save the file as a web page before looking at it in the

browser. In Excel, click on File |Save As . In the Save as type box, select
(*htm; *html) Web Page. Notice the dialogue changes and a Publish
button appears on the lower right side of the dialogue.

1 Personal

Close Alt+F4

Personal

File name:

IRadiant.htmIl j B save I
3ave as bype: IMicrosoft Excel Workbook j Caneel |

5. Click on Publish icon J—@
6. Enable Add interactivity with by clicking on the check box and selecting

Spreadsheet functionality in the drop-down box. If you do not want web
users to change the data, do not enable Add interactivity with. Click on the
Open published web page in browser check box.

Publizsh as Wehbh Page EE3
Item to publish
Choose: IPrevioust published items ;I
All conkents
Sheetl Range $IFS: 1514 T —— I
I -
Wigwing options
I+ Add inkeractiviky with: ISpreadsheet Functionality LI
Enter and calculate data in Microsofe
Inkternet Explorer 4.01 or greaker.
Fublish as
Title: Change. .. I
File name: IC:'l,WINNT'l,Pr0Fi|es'l,.ﬂ.dministrator'l,Personal'l,Page.htm Browse. ..
EI v iSpen published web page in browser ' Publish I Cancel I
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7. Click on Publish. Now the Excel sheet is published as an interactive web
page and can be viewed in the browser. Start your web browser and open

Page.htm in the particular directory.

|JAereS$ I@ C:8wINM T SProfilesédministratorPersonalPage. htm j @ Go |
Blolsd2R = 2% 5 R
A B ¢ | o [ E [ F =

Radiant Software

A

2|

_ 3 |Empioyee Personal Details

F

5| Sno Name Age Sex  Blood Grp Height [
B | 1 hathu 27 Male o+ 5'B"
7 2 Saravanan 26| Male A+ 511"
8 5] Dyana 25| Female AB+ 810"

9 4

Jannet | 24| Female n+ A _ILI
4

e e o

-

8. Page.htm was published interactively. Move the cursor to a cell, type in some
value, then move the cursor to another location. Did the original location’s

value change? If so, we succeeded.
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MicrosofT PowerPoint 2000

b1

1.1 Starting PowerPoint
To Start PowerPoint, follow these steps:

1. Click on the “Start’ button.
2. Select the ‘Programs’ option.
3. Click the option ‘Microsoft PowerPoint” screen as shown in Fig.

PowerPoint EHE |

—Create a new presentation using

@ . Open an existing presentation

More Files, .. -
V\Devlop3 DEYLOPSCint le2E

1 \Devlop3\DEYLOP3SCink 27

YViDevlop3 DEYLOPICink 225

ViDevlop3DEMLOPSCint le26 LI

[ Don't show this dislog box again

(0] 4 I Zancel |

1.2 Creating Presentation using blank Presentation

1. Select ‘Blank Presentation’, screen as shown in Fig.
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MNew Slide |

Choose an Autolayout:

‘EI o == =

S T =) T

Title Slide

e

I Dor't showe this dialog box again

2. Click on the first layout from the new slide dialogue box.

3. Click “OK’ button.

4. Click ‘Add to title’ to add the title, enter ‘Radiant Software’ as title .See the
Fig.

5. Click “to add Subtitle” to add the subtitle enter “‘Ray of Hope’'.

RADIANT

RAaY OF HOPE

1.3 Create the Second slide

Select ‘Insert” option from Main Menu.
Click ‘New Slide’ option screen.

Click ‘Bulleted Slid” box.

Click “OK’ button.

Enter the title.

Enter ‘Education” , ‘Research & Development’ , ‘Content Development’

A L
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Radiant Software

:’/- Education
* Regearch & Development
= Content Development
= Owversea’s Projects

1.4 Create a Third Slide

Double click on table picture to prepare the table, as shown in Fig, Insert

1. Create third slide and choose “Table’ style.
Enter the Company’s name in the title box.
3.
Table dialogue box appears.
4. Enter number of columns as 2 and number of rows as 4.
5. A table gets inserted in the slide.
6. Enter the data as shown in Fig.
1 O Radiant Software LI

2z [Z) radiant Software

3 [#] Radiant Software

Ray of Hope

» Education

+ Research & Development
« Content Development

« Oversea’s Projects

|:|:||1|2|3||

Inzert Table EE

Murnber of columns:
E =

Mumber of rows:

Zancel |

Radiant Software

Diouble click to add tahle

-

f
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Radiant Software
Division Grozz Income
Crores

Fducation 400 =
I
g E&D 200 g

Conient Developmwent 100

Cherzea’s Projec S0

1.5 Create Fourth Slide

1. Create a new slide and choose ‘Organization Chart’ style.
2. Enter the title in the title bar.
3. Double click the icon to modify the organization chart. See the Fig .

IT Al Ql Subordinate: 5 | D—:Eu-wurkerl I:::u-wu:urker:—lzll I anager: &2 |.-’-".ssistant:|:|-||

4. After the entire organization chart is ready, close the window.

5. A dialogue box prompts you whether to put the chart on the slide or not.
6. Click “Yes” button.

1.6 Create a Fifth Slide

1. Create a new slide.

2. Select ‘Text & Clip art’ style

3. Enter the title as shown in Fig.
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4. Enter the text as shown in Fig.

5. Double click to add the clip art at the end. The slide should look as shown
in Fig.

Eadiant Software

* Ray OFf Hope

Now as the entire presentation is ready we are ready to view the presentation
. The presentation can be seen using slide show. Perform the following steps
to view the slide show.

Select the first slide in the presentation.
Select ‘Slide Show” from Main Menu.

Click “View Show’ form Main Menu.

Ll

The slide show will begin, to view the next slide click the mouse button.
Lb2
2.1 Creating a Presentation using AutoContent Wizard

1. Select ‘File’ option from Main menu.

2. Click ‘New’ option, as shown.
3. Click “AutoContent Wizard” option.
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PowerPoint EE3 |

—iCreate a new presentation using——— K

Cancel |

Tip fior at
™ Blank presentation =Y @

users

The AutoConkent

wizard is the quickest
% ' Open an existing presentation way to create a

presentation,

4. Select “AutoContent Wizard” option.

AutoContent Wizard Ed |

AuboConkent

The AutoContent Wizard gets wou started
by providing ideas and an organization For
wour presentation,

Finish

@ Cancel = Back:

Einish |

5. Click ‘OK’ button .

6. Click ‘Next’ button.
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AutoContent Wizard E |

Seleck the bype af presentation you're qoing ko give

all Company Meeting
] Financial Overview
ntation bype Company Meeting (Online).p
Cukpuk options | Corporake
Projects I

Qperations | HR:

Sales [ Marketing I

Personal =

| Carnegie Coach &dd... | Remowve |

Finish |

2] Cancel | < Back

7. Click ‘Next” button ,screen as shown in Fig.
8. Click “‘Corporate” button.

9. Select ‘Company Meeting’ from the list.

10. Click ‘Next” button.

AutoContent Wizard B2 |

= Skart
| \hat byvpe of output will you user?

Presentation bype {*' on-screen presentation

Output options " Black and white overheads

" Color overheads

Presentation style " 35mm slides

Presentation options

will wou print handouks?
Finish -
inish * yes

™ Mo

@ Zancel | < Back

Finish |

11. Click “On-Screen Presentation” option.
12. Click ‘Next” button.
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AutoContent Wizard Ed |

Enter information For vour kitle slide.
Presentation title:

IRF'.DIF'.NT SOFTWARE LIMITED
CQutput options Your name:

[P. KUMAR

nkakion type

Presentation style
Additional information:

Presentation options

Zentre for Information Technology
Manonmaniarm Sundaranar University
Finish Thirunekeli - 627 012

@ Cancel < Back Mext = Finish

13. Give the title to the presentation and footer if required.
14. Click ‘Next” button.

AutoContent Wizard Ei |

Start

Presentation type

Cutput options

AutoContent YWizard

Presentatiol

Those are all the answers the Wizard
needs to create vour presentation!
“honse Finish ko view the document.

O

Presentation opkions

Finish

Cancel < Back | MExE = |

15. Click ‘Finish’ button.
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[€] Microzoft PowerPoint - [Presentation2] HEE
J File Edit Yiew Insert Format Tools Slide Show ‘Window Help =
JD@E|§"& 393\@|“‘“'|%Dﬂ@|1§%_47‘29% - @.
JTimesNewRoman 4 B I U3 HEEE = = = |A A'| 9w |;€§ Comman Tasks »
1 ) Radiant Software= [[_| f 43 0201 0 1z o3 0 40 |

Ray of Hope :
2 () agenda
3 Review of Key —

Objectives

& Critical Success
Factors

« What makes coi Radiant Software

unigque
« Yhat makes col
successful

Ray of Hope

+ Shared vision

+ Review key
undertakings of
year

e [_)id we [_)D? = |Click to add notes =
e o Clcin it

BEODO=T A I ol =
JD[aW'IKCoj Autoshapes - . w1 O [E] 4l @|gv.§.A E=EERE.
[ slide 1 of 13 [ Azure [

=] Slaltl untitled - Paint | F‘F‘Lab - Microsaoft Word |Micmsofl PowerPaoint... |<EJ$ 541 PM

3z 1000 1z 3]

The presentation format is ready for you, which has to be modified to prepare the
presentation the way you please.

16. Close the Presentation.
2.4 Using Design Templates
To work with the design template do the following steps:

Select ‘File” option from Main menu.

Click “‘New’ option, screen as shown in Fig.
Select ‘Design template” tab.

Click ‘Radar” template.

Click “OK’ button.

A e
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Mew Presentation EHE

Gengral Design Templates |Presentatiens |

Expedition Network Elitz

Factory Netebeek

Firebal Pest Modern IR

Gesture Pulse

albal ar

High valtage o | Lore o Ipeum
Japanese Waves Ricepaper i g
La\i'erne Remanesque e ey
Leck and Key Sakura

Marble Sandstene

Mauntain Searing

Mature Straight Edge

Neen Frame Strategic
| l

ok, I Cancel |

Now rest of the steps remains the same as working with blank presentation

slides.

2.5 Different views of Slides

When you start working with any presentation in PowerPoint you are
working with a normal mode. But you can view the slides in different modes .
For changing the mode you have to work with the icon given on the status

bar. The icon are shown in Fig.

Slide Sorter

Outline Slide Show

BEOET [ |
J Draw -~ IE C‘J | AutosShapes = ™.

Normal

—>

1. To view the presentation in outline mode click the outline view icon.

2. To view one slide at a time click the slide view icon. Refer Fig.
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1|:| frd 3ozl 01 203 4
25 '

<)l
43
52

Radiant Softswrare

Ray of Hope

R

The slide sorter view is shown in Fig.

Microzoft PowerPoint - [Radiant Software]

J Fle Edit Yiew Insert Format Tools Slide Show Window Help =] =]
JD@H|§"§7‘¥:ﬁ®|nvm-%|:|g?{?_f||§@7‘ss% <&@ .

J:}'j | Mo Transition = Mo Effect - W | E.‘ Common Tasks =
-
Radiand Software Radiant Scfiware
+ Bdueacien D Gon Erom Income
Radiani Sofiware + Facearch A Tewhpmenc erores
+ Conunc Teskprasnc =1 3
Fapel Bope LR LU Farv o
[y —— —
Ere=yr— )
1 2 3
Radiand Scfiware
[Le——
= - Ry of Hope

==l

E=E0EFH
| Slide Sorter | Default Design

i Start | B)PPLab - Microsalt .| [[E]Microsoft Pow. . [#funiiled -Paint | B Document2 -Mict..| [ 508 PH

3. Close the presentation by selecting ‘File’ option from Main menu and click
‘Close” option.

4. Exit PowerPoint by selecting ‘File” option from Main menu and click “Exit’
option.

2.6 Viewing Slide Master
To view the Slide Master, do the following steps.

1. Select the ‘File’ option from Main Menu.

2. Click ‘Open’ option.
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Select the presentation saved in the last lab session.
Click ‘OK” button.
Select the “View’ option from Main Menu.

Select “‘Master” option.

NS 0o W

Select ‘Slide Master” option, screen as shown in Fig.

Click to edit Master test styles
— Second level
= Thrd leval
— Fonnth lewel
3 Fifth larel

2.7 Customizing background of Slide Master

1. Click the Master title text to change the background.

2. Right click and select “‘Format Placeholder” option screen as shown in Fig
will be displayed.

3. Select any color in “Fill Color” list box.
4. Click “Semi transparent’ check box.

5. Click ‘OK’ button.
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Format AutoShape

The Background of the slide master gets changed thus changing the
background of all the slides.

2.8 Modify text

1. Select second level of the bulleted text from the slide master.
2. Right click on the text.
3. Click ‘Font’ option, screen as shown in Fig.

T Tempus Sans ITC Regular
T Thimbassk Bold
T Tiffany Hy BT Tkalic

B Times Bold Ikalic
Times Mew Roman

4. Select’Arial” font and size as 34.
5. Click ‘OK’ button.
6. Close the slide master to reflect the changes elsewhere.
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2.9 Adding footer to Slide

1. Select “View’ option from Main menu.

2. Click ‘Header & Footer” option screen as shown in Fig.

Header and Footer K E |

Slide | Maotes and Handouts |

—Include on slide pr—
pply ko I
¥ Date and time
Apply
™ Update automatically —l
11/z9i01 H Cancel |

% Fixed

I Presiew
[ slide number

v Eooker

I N

[ Don't show an title slide

3. Click ‘Date and Time’ check box.
4. Click “Apply to all” button.

The footer is inserted in the slide master reflecting the effect on all the other

slides.

Lab-3

3.1 Making Handouts
For creating and viewing handouts do the following steps.
1. Select ‘View’ option from Main Menu.

2. Select “‘Master” option.
3. Click “‘Handout Master” option, screen as shown in Fig.
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» Handout Master E2

For inserting date, header, footer and the page number do the following steps.

4. Select “View’ option from Main Menu.
5. Click ‘Header and Footer’.

6. Select ‘Notes and Handout’ tab, as shown in Fig.

3.2 Making Notes
For creating and viewing notes perform the following steps.

Select “View” option from Main Menu.

Select ‘Master” option.

Click ‘Notes Master” option, screen as shown in Fig.

Click ‘Update automatically” option.

Enter text in ‘Header” textbox.

Enter text in “Footer” textbox.

Click ‘Page number’ check box to display page number on the handouts.
Click “Apply to All" button.

® N S Gk N
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Header and Footer HE

slide  Mokes and Handouts |

~Include on page Apply to Al

¥ Date and time
Cancel

i

¥ Update automatically

| 11400 |

[ammuames: imalendar Bype:
IEninsh (.5 j I'-.-'-.-'estern j 5
" Fixed

¢

I —Presiew
¥ Header

IF‘resentatiu:un in Brief

V¥ Page number
W Fooker

IRay of Hope|

3.3 Making Notes
For creating and viewing notes perform the following steps:

Select ‘View” option from Main Menu.
Select ‘Master” option.

Click “Notes Master” option.

Ll

The top slide from the above figure is the slide master and the bottom
slide is the notes body area where you can write the notes for the slides.
You can create drawing objects, pictures, and headers and footers on the
notes sides.

Entering header, footer, date and page number remains same as we did for
the handout master.

3.4 Setting the Slide Timings

For setting time gab between every slide you have to set the slide timings.

Perform the following steps to do so:

1. Select ‘Slide Show” option from Main Menu.
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2. Click ‘Rehearse Timing’ option.
3. The slide with the Rehearse toolbar will be displayed as shown in Fig.

Rehearsal [X]

L | | |EI:1ZIIII:22 o |EI:[I]:22

4. The clock shows the time for every slide to be displayed.

5. Click ‘Next’ button from the Rehearse Toolbar to set the time for the next
slide.

6. After the last slides time is set, a dialogue box as shown in Fig is prompted
which show the total time for the entire presentation.

Microzoft PowerPoint E2

The total time For the slide show was ;04 seconds, Do you wank to
record the new slide timings and use them when wou view the slide
show?

7. Click on Yes button.
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3.5 Drawing on Slides

You can also draw on the slides when you are viewing the slide show as you
can highlights the important points when the presentation is on. Perform the

following steps to do so.

1. Start the Slide Show.
2. Right click anywhere on the slide.
3. Select ‘Pointer Options’” from the popup menu.

4. Click ‘Pen’ option.

You will see that the pointer changes from an arrow to a pen. You can use this
pen pointer to highlight any important points, during the slide show. You will
also notice that the slide show will not proceed ahead according to the
rehearse time. It will only continue when you again set the pointer to

automatic.
3.6 Customizing a Presentation
To customize a presentation do the following steps:

1. Select ‘Slide Show” option from Main Menu.

2. Click ‘Custom Shows’ option, screen in Fig.

Custom Shows E |

Cuskom shows:

Edit.. |
EEmaye |
L |

Close | S |

3. Click ‘New’ button, to create a new custom show.

4. When you click on new button, a dialogue box as shown in Fig will

appear.
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Define Custom Show EHE

Slide show name: | SNEpR=gls

Slides in presentation: Slides in cuskom show:

Gld = | LI
REmuve | LI

1. Radiant Software

of | Cancel I

5. PowerPoint will give the name as Custom Show1.

6. Slides in presentation will display all the slides in the current presentation.
7. Select the Slide you want to put in the custom show.

8. Click “Add’ button to add the slide to custom show.

9. Repeat the 7th and 8t steps for all the slides you want to have in the

custom show.

10. If you want to remove any slide from the selected custom show slides then

click on ‘Remove’ button.

You can also change the sequence of the slides in the custom show by clicking

the “Up” and “‘Down’ buttons on define custom show dialogue box.

8. Click “OK’ button.
9. The Custom Show Dialogue Box will be displayed.

10. Click ‘Show’ button to view the custom slide show.

3.7 Working with Graphs
1. Create a new slide.
2. Select any slide having chart in it.
3. Double click on the chart icon.
4. Modify the table as shown in Fig. by going to individual cells and

changing the values.
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5. Click outside the chart to see the graph.

----- U]

A B C & e |
1stOtr_ [2nd Otr_ |3rd Ot |4th Onr J
1 ad 204 274 90 204
Z il 30.6 38.6 34.6 31.6
el b AE 0 AC 0 iE AT 0 l
1| | A
et
o ! EWest | B
H O Nexily
“ -lﬂQir il 3rd Qirddh Quir
B Qi
o .

Laba
4.1 Insert Objects and graphics
You can add any graphics objects to the slide with the help of drawing
toolbar. We can insert a WordArt text to improve the visual impact of the

slide. Perform the following steps to do so.

1. Insert a new slide.

2. Click the “WordArt” icon from drawing toolbar, as shown in Fig.

WordArt Gallery _________________EK]|
Select a Wordhrt skvle:
b o T WA
Wordart | yordA" [woraar, Wordar Woraart| 2
Waralilzd [Word Art [WordArt [0 r42.+ |Wiordier | = ¥
W wordare ||-Word Art -'*L'":{Ja*ti}‘iré
) . gl 5|
WordArs [WordAre |WardAe | Wingilsg (ool 2 *
Ik I Cancel I

3. Click your favorite style and click “OK” button.
4. Enter ‘Radiant Software” as the text.
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5. Click ‘OK’ button.
6. Place the image properly on the slide.

e

4.2 Adding Transition to the Slide

1. Select the ‘Slide Show’ option from Main Menu.
2. Click ‘Slide Transition” option, as shown in Fig.

Shide Tranzition K E3 |

—Effect

apply bo All

Apply

Cancel

il

) Sow O ediom %] East

—hAdvance ——— [~ Sound

V¥ on mouse dick

I[ND Sound] j

[T Automatically after I Loop untl mext sound

I seconds

3. Select the effect you want from the effect list box.
4. Click ‘Slow’ radio button.

5. Click “Apply’ to apply the change to the current slide.
Or

Click “‘Apply to all’ if you want the same transition for all the slides.

6. View your presentation using slide show to see the effect.
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4.3 Adding Slide Animation

1. Select the bulleted slide from the ‘Radiant Software” presentation.
2. Select ‘Slide Show” option from Main Menu.

3. Click ‘Custom Animation’ option, a dialogue box as shown in Fig will
display.

Custom Animation

Check to animate slide objects:

v
[ Text 2

0]9

Zancel

Preview

e

Order & Timing | Effects | Charkt Effects | Multimedia Settings |

Animation arder: —Sktart animation

' On mouse click

+ | £+ aukomatically,
Mave [oo:00 5
& | seconds after previous

event

4. Click the ‘Title 1" object you want to set the animation.

5. Click the ‘Order & Timing’ tab.

6. Click “Automatically” option.

7. Click ‘Preview’ option to view the effect.

8. Click the “Effect’ tab. A dialogue box as shown in Fig will appear.
9. Select ‘Fly” option from “‘Entry Animation’ list.

10. Select “From-bottom-right” option.

11. Click ‘Preview” button.

12. Click “OK’ button.

4.4 Modify Slide Background Color and Fill Pattern
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To change the background color and fill pattern of individual slides do the
following steps:

1. Right click on the slide for which you want to change the color.

Background EHE |
—Background Fill &pply ko all |
Title of Slide Sooly
. Bullet kext Cancel |
Preview |

™ oOmit background graphics from master

2. Select ‘Background’ option, a dialogue box as shown in Fig will appear.

3. Select the background color from the dropdown list.

4. Click “Apply” button. To change the fill pattern when you select the background
color, there is an option for fill effects.
5. Click “Fill Effects’, a dialogue box will appear as shown in Fig.

Fill Effects | X] |
Gradient | Texture I Pattern I Picture I
colore
Color 1; Cancel |
Siemeds [—
% Two colors |
Calar 2:
" Preset I — J
—Shading stvles———— Mariants
" Harizontal
" Yertical .
" Diagonal up
™ Diagonal down Sample:
™ From corner
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6. Click ‘Preset’ color option.
7. Click ‘Diagonal up’ option from shading styles.
8. Click “OK’ button.

4.5 Saving Presentation
To save the presentation, do the following steps.
1. Select ‘File” option from Main Menu.

2. Click ‘Save’ option.
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Microsoft Outlook 2000
Wi
1. How do you Set Appointments in Out Look?

To schedule an appointment, perform the following steps.

1. In Day view , select the day on which you want to schedule the
appointment by clicking it.

2. Select the appointment time. You might have to click the time planner’s
scroll bar or use your up- and down- arrow keys to see the time you want.

3. Double-click the appointment time to display the Appointment dialog
box, as shown in Fig.

B Untitled - Appointment [_ [Of =]

Jnﬁaveandclose|§ 1]} |{}Recgrrence... | t 3 |>‘: | *» - ¥ '| @ =

JEiIe Edit View Insert Format Tools Actions Help

Appainktment ] Atkendees fvailability I

|& This appoinktment occurs in the past.

Subject; I
Location: I ;I [T This is an online meeting using: IMicrosoFt =lde
Start timey  [Mon 10/30/00 =| [s:ooam =] I allday event

End kime: [ran 10730000 | Ja:30am d

o
-:&:- [ Reminder: |15 rinutes ;I @El Show time as: IBusy vI

4. Enter the appointment’s subject and location. Outlook 2000 keeps track of
your locations as you add them, so you don’t have to retype them for
subsequent appointments. (You need only to select them from the drop-
down list.)

5. Set the start and stop times (use Tools, Options and click the Calendar
options button to change the default of 30-minute appointments if you
often have different appointment lengths) or clicks the All Day Event
option if you want to schedule an all-day appointment.
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6. Set your reminder time if you want a reminder. Outlook 2000 audibly and

visibly reminds you of the appointment at the time you request.

7. Click the Recurrence toolbar button if the appointment occurs regularly.

Outlook 2000 displays the Appointment Recurrence dialog box as shown

in Fig. Set the recurrence options to enable Outlook 2000 to schedule your

recurring appointment.

You could select Actions, New Recurring Appointment to
go directly to the Appointment Recurrence dialog box
when you set up recurring appointments.

8. Click OK to close the Appointment Recurrence dialog box.

9. Click the Save and Close button. Outlook 2000 displays your appointment

in the time planner.

Appointment Recurrence H |

—Appointment Eime

[

End: IS:SEI A j Durakion: ISEI mninukes j

—R.ecurrence pakttern

Recur every |1 weekis) on:

¥ Monday
[ Friday

[ Tuesday
[ saturday

" Daily

& weekly ™ sunday
" Monthly ™ Thursday
 Yearly

[ wWednesday

—Range of recurrence

Stark:  [Mon 10/30/00

j % Mo end date

" End after: IID OCCUPFENCES

{Mon 1j1/01

=

" End by:

o]

Cancel | Renmaye Reclrrence |

Note:

An appointment is an activity for which you reserve time but which

does not require other people or resources.
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Exercise

1. Create an Appointment of your own for a period of a month and if there is
any Recurrence, make use of Appointment Recurrence dialog box in
Outlook. Try to remove and add some Appointments to the above task.

2. Enter a series of appointments based on the following list. Use the current

calendar year. Begin by starting Outlook and selecting the Calendar

application.
Time Date Description Location Reminder Recurring
9:00a.m.- 11/10/2k Production Conf. Room B 15 min. Weekly
10:00 a.m Meeting
1:00p.m- 11/11/2k Hunting Udumalai No No
5:00p.m Hill Station
5:00p.m.- 11/12/2k Dinner with Joe’s Barbecue- | 15 min No
7:00p.m Madona Alvin
9:00p.m- 11/13/2k Presentation John’s College No No
11:00p.m
4:00p.m- 11/14/2k Dental Dr. Guna Sekar 15 min 6 months
4:50p.m Appointment

If you need to change a set appointment, double-click the appointment to
display the Appointment dialog box, in which you can change the
appointment details. Drag the appointment’s top or bottom edges from the
time planner to increase or decrease the appointment’s duration. Drag the
appointment’s side edges to change the appointment’s start time.

You can remove an appointment at any time by right-clicking over the

appointment to display a pop-up menu and then selecting Delete.

Instead of using the Appointment dialog box to schedule an appointment,
you can enter an appointment quickly by clicking the appointment time once
to highlight it and entering the text for the appointment directly on the daily
planner. When you press Enter, Outlook 2000 adds the appointment to the
daily planner.

Outlook 2000 reminds you of the appointment with an audible alarm 15
minutes before the appointment . If you want to adjust the alarm lead time or
make the alarm recurring , double-click the appointment entry to display the
Appointment dialog box.
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Laba

How do you Schedule a Meeting in Outlook?

e In Outlook 2000 terminology, a meeting differs somewhat from an
appointment.

e Appointment is for you; it does not involve other resources (such as

people and equipment) A meeting, however, requires that you schedule

more people than yourself, and perhaps requires that you reserve other

resources (such as audio-visual equipment and a room in which to hold

the meeting ). If you work in a networked environment, Outlook 2000 can

scan other people’s computer schedules to help you plan meetings that

others can attend.

Note:

A meeting is an appointment that involves other people and resources

Follow these steps to schedule a meeting:

1. Create an appointment for the meeting’s day and time.

2. Click the Attendee Availability tab in the Appointment dialog box

Bl Untitled - Meeting

J% ( | e, | + % Recurrence. ..

*

x| @,

JEiIe Edit Yiew Insert Format Tools Actions Help

Appointrment ] Attendee Availability I

%' Show attendee availabilicy

™ Show attendee status

Monday, October 30, 2000

all Attendees

=l

Susmitha Sen

300 4:00

900 10:00 11:00 12:00 1:00 2:00

g Iyveswaria Fai

Click here to add attendse

N
Il

< 1
Invite Others... | Cptions vl [ Tentative [ Busy B Outof Office K> Mo T
<< | AutoPick w | »= | Mesting start time: [Mon 10/30/00 | [tro0an
Meeting end time: |Mon 10/30/00 j {11:30

3. Click the Invite Others button and type( or select from the name list) the

names of those attending. The list might include people or resources, such
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Exercise
Create a Scheduled Meeting and invite all your friends through Mail.
(Outlook)
b

How do you Scheduling Events in Outlook?

An event is an activity not specifically tied to a time frame, such as a holiday

or birthday.

1. Select Actions, New All Day Event. The Event dialog box appears (looking
very much like the Appointment dialog box) with the tabbed
Appointment page displayed.

2. Schedule the event as you do an appointment, but click the All Day Event
check box to show that the event lasts the entire day (otherwise, the event
automatically turns into an appointment).

3. Select the Show Time As option if you want your Calendar to show the
time as Busy or Out of Office time.

4. Select an appropriate reminder time from the Reminder list, such as 2
days, to receive an audible alarm and note reminding you of the event so
that you can purchase gifts or prepare for the event in some other way.

5. Click the Save and Close button to return to Calender.

as podiums. Outlook 2000 gets the names from your Contacts folder, but
you can enter new names as needed.

Use the scrollbars to view the free and busy times for the people you
invite. You must also select the meeting time. Outlook 2000 shows you the
attendees available free time when you click AutoPick , or you can use
your mouse to schedule the attendees even if their free times all conflict.
(Outlook 2000 adjusts for time zones if you invite someone from another
time zone.)

Click the Appointment tab to complete the dialog box. When you click
Send, all recipients (if networked or available by email) get invited to your
meeting by being sent the notes you entered on the Attendee Availability

page.

Exercise
Make an Event about your friend’s Birth day.
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Laba

How do you manage a Task List?

A task is any job that you need to track, perform, and monitor to completion.

Outlook 2000 tasks (like appointments and meetings) might be recurring, or

they might happen only once. You can manage your Outlook 2000 task list

either from the Tasks folder in the Folder list or from the Calendar folder.

Unlike appointments, meetings , and events, tasks don’t belong to any
specific date or time . Tasks are jobs you need to finish but are not

To create a one-time task, perform these steps.

1. Click the New Task toolbar button or select File, New, Task. You can

create a task even faster by clicking the task list’s entry labeled Click Here
to Add a Task.

Enter a task description.

Type the due date(the date you must complete the task, but not necessarily
the day you perform the task.) If you click the Due Date drop-down list,
you can select from a calendar that Outlook 2000 converts your format to a
supported date format.

Further refine your task (if you need to) by double -clicking the task to
display the Task dialog box, as shown in Fig . You can specify recurring
tasks and assign priority. Click the Details tab to update the status of the
task as you work on it. The Details page even tracks such task-related

information as mileage, time involved and billing information.
P Lab Excercize For Uthce - Tas _|O)=

Jngaveandclnse| & =0 |GRecgrrence... E‘ | * |4- - v‘ @ =

JEiIe Edit Wiew Insert Faormat Tools Actions Help

Task I Details ]

|ﬂ Due bormorraw,

Subject: |Lab Excetrise For Office2000

Due date: |Fri 1110700 j Stakus; |1n Progress

Start date: INone j Pricrity: Im % Camplet
(1 W Reminder: [Fri11/10/00 =l [eooam = | owner: [Adminis

Conkacks, ., | I Categories...l I

Qs
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After you complete a task, click the task’s check box to cross the task from the
list. Delete a task by selecting it and clicking the toolbar’s Delete button.

If you want to remind yourself of a task’s deadline, make an appointment for the

deadline on the task’s due date. Set the alarm for 24-hours or 2 days. When the deadline

draws near, you then are reminded that the task is wrapping up fast.

% Best of Luck ®
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