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Welcome Message

Dear Common First Year Students
Peace Be Upon You

We are pleased to present the revised edition of the Computer Skills
CT 101 book. We have tried to implement the recent best practices in
curriculum designing while developing this book, and that comes in harmony
with the KSU principles to pursue development and quality continuously.

You as a Common First Year student, the main target audience of this book,
are responsible for constructing your future, community and the country.
This book can fulfill your requirements and exceed your expectations.

In order to gain the most of benefits of studying this course, you have to
remember that your success depends on your strong will, persistence and
accomplishment of all the activities of the curriculum. It also depends on
your motivation through participation in your classroom, positive interaction
with the Trainers, participating in individual activities and group work. Your
success also depends on your punctuality and following up with all schedules
and activities on the Deanship website. Thus, you are expected to actively
participate in LMS and PCA classroom activities as well as completing the
Self-Learning Project and other course tasks on time.

Dear Students,

While you are studying Computer Skills, please keep in mind that if you
apply these skills in the appropriate way in your university studies and
professional life, you will play an important role in developing your career
and the nation.

Common First Year Deanship
King Saud University

obesso 2WOod|oM
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Introduction INTRODUCTION OF COMPUTER
Session SKILLS COURSE (CT 101)

——

OBJECTIVES

General Objectives

In this Session you will get introduced with the Computer
Skills Course (CT 101).

Specific Objectives

At the end of this session, you will understand:

e Introduction to Computer Skills Course CT 101

e The Course Hours of CT 101

e |Learning Resources for Computer Skills Course
e Assessment

e Grades

e Course Calendar
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INTRODUCTION

Self-development skills department is pleased to issue this brief to students
about computer skills course (CT 101). The introduction session includes
details about the course, assessment and self-learning projects. Hence it is
advised that students refer to this introduction session in case they have any
queries about this course.

1. The Course Hours of CT 101

The table below shows the number of study hours and credit hours of the
course.

Credit fotal Total Number

Course Name Hours CIZSSEC;;)m of Weeks Hours/Week

CT 101 3Hours 60 hours 15 weeks o Hours in 2 Sessions;

2 Hours/Session
Students’ attendance is regularly conducted during the CT 101 sessions. As
per the pledge signed by students in the very beginning of academic year
that the attendance is mandatory for all students. Students are advised to
abide this regulation and not to be late for the session and also to avoid
exceeding the number of absence hours which will debar students to appear
for the final examination.




2. Learning Resources for Computer Skills Course

2.1 The CT 101 Book

The primary resource is CT 101 book which covers the basic concepts
and gives a very lucid and highly illustrated introduction to information
technology. It also covers practical topics like Word Processing, Spreadsheets
& Presentation graphics. Practical skills are demonstrated step by step in the
form of pictures and screenshots with guidelines.

R B E e T L =
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It is one of the interactive learning resources for the Computer Skills Course
(CT 101) which provides computer skills learning in a fun style. It provides the
theoretical content of the course organized into units. As well as it presents

4

the practical content in the form of recorded videos to enhance the students
understanding for the required skills. It also provides questions, activities,
and exercises. The student can visit the Interactive Learning Electronic
Package and benefit from it at any time. It also provides discussion boards
and forums in which the student can participate and ask questions or share
their opinions. The Interactive Learning Electronic Package can be accessed
through the following link:

http://Ims.ksu.edu.sa/
or the link:
http://Ims.ksu.edu.sa/webapps/login

d_o ol
o T E=2 0% Ll B s | |

King Saud University

rodc il 6 jlal rolAay
Learning management system

USERNAME

I

PASSWORD

[
Login |

Fig: The Homepage for the LMS



The following screenshot shows the homepage for the Interactive Learning
Electronic Package displaying the courses in which the student is registered.

Flme

Tool My AnPsundements My Courses

Al DR ETCTOr

Marged CT 107 14 BT i’ o g (1T Shilly] [ummamiisly - anmi 7
ouosliatly Sarsdics A

CT_101 208 4 0N il e [T N}

Prowrdosd Blackboard™s Susdent Apgp Todsy

By Taska

Fig: The Homepage for the LMS showing the Courses Registered

As seen on the following screenshot, the Interactive Learning Electronic
Package for the Computer Skills Course (CT 101) allows the student to see
basic information about the course, course description, course objectives,
study plan, theoretical and practical content of the course, study sessions
as well as downloading them into the student’s computer. It also provides
discussion boards and forums, as well as downloading/uploading assignments,
solving practice exams, and checking results and grades.

CoOoMPUTER
SKiLLS

U AN AN NN d

[l o Al Al Al Al ol ol af ol af Al o A Al Al ol af a) &l ol af Al 2

Fig: The Homepage for the Interactive Learning Electronic Package in the LMS
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3. ASSESSMENT

The overall Assessment includes:

1. Two Online Exams ( Mid-Term = 30 Marks and Final Term = 50 Marks)
2. Practical Continuous Assessment (PCA = 10 Marks)
3. Self Learning Project ( 10 Marks )

The Following table elaborates the complete Assessment parameters.

Module 1 - All About Computers,
Mid-Semester Exam Internet & Microsoft Edge

. 30
(Online Exam) Module 2 - Operating Systems
(Windows 10)
Module 3 - Word Processing
(Word 2016)
Final Exam Module 4 - Spreadsheets o0
(Online Exam) (Excel 2016)

Module 5 - Presentation Graphics
(PowerPoint 2016)

. Practical Continuous Assessment
Classroom Activity (See section 3.2) 10

Self-Learning Project SL Project (See section 3.3) 10

Total 100

Pass Percentage is 60%0 Overall



3.1 Online Examinations

1. The Mid Semester Exam (30 marks) will be based on Module 1 & 2.
2. The Final Exam (50 marks) will be based on Modules 3, 4 & 5.

3.2 Practical Continuous Assessment (PCA)

These assignments are based on the content of the course and are very
simple to complete.

Table below is the distribution of total number of PCA questions for each
module.

Module 1 - All About Computers & Internet 05
Module 2 - Windows 10 10
Module 3 - Word 2016 15
Module 4 - Excel 2016 15
Module 5 - PowerPoint 2016 10

Total 55

3.3 Self-Learning Project

Computer skills curriculum encourages students through self-learning to
develop themselves and acquire additional skills. The trainer plays the role
of a guide, he also urges students to search for the skill, information and
teaches them basic concepts in an interesting way. At the end of this activity
students have to submit a project based on the selected topic along with the
project report document in MS Word format.

Students can work in group or individually based on their choice, they will be
asked to select one of the following SL projects: Web Designing, Database
Management System, Image Editing or another advance topic of student’s
choice.

The student project will be evaluated based on three parts:

e Project’s Report (03 Marks)
e Project’s Content (03 Marks)
e Oral Exam (04 Marks)

uoIPNPOJIUT
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Project Report Evaluation Parameters:

The Project Report (Word 2016) will be evaluated on the basis of below
given rubric;

Project Report — In Word

Cover Page (1 Page)
Auto-Table of Contents (1 Page)
Abstract / Introduction (1 Page)

Procedure and Project Description (At least 3 pages)

N N N N N

Result and References (1 Page)

Important Note: Total marks in the above rubric for project report is shown
10, however it will be scaled down to 3 (i.e.; 30%)

Project Content Evaluation Parameters:

The Project Content will be evaluated based on the rubric given below for
each topic;

Topic 1: Web Designing (Using HTML or Publisher)

Website Development

Web Pages (At least 5 Pages)

Appropriate Website Title

Relevant Web Page Background (Color/Image)
Images (At least 3 Images)

Forward and Backward buttons on each page
Home link on each page

Marquee effect (At least 1)

N B R B 2 2 = N

Tables (At least 1 table with Appropriate content)



Topic 2: DBMS (Using MS Access 2016)

Database Management System

Tables (At least 1 table)

Use of Primary key
Queries (At least 1 Query)
Forms (At least 1 Form)

Report (At least 1 Report)

Topic 3: Image Editing

Image Editing

N N N NN

Submission of Raw/Base image

Final copy of the file xcf format

Use of at least one blending option

Pictures Layers (At least 2 layers)

Adding a text layer (At least 1 layer)

Final processed image in JPEG/PNG Format

Black & white conversion of output image in PNG/JPEG format

Other Topic of Choice

N N B B = N

Based on the recommendation from trainer and approval from dept. the
rubric for other topic of students’ choice will be informed to students.

Important Note: Total marks in the above rubric for project content is

shown as 10, however it will be scaled down to 3 (i.e.; 30%).

uoiPNnpoJjux
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Oral Exam Evaluation Parameters:

The Oral Exam will be conducted based on the following rubric;

To explain their part in documenting the project report 1
To describe their role/part in preparing the project 1
Technical Question 1 (based on topic) 1
Technical Question 2 (based on topic) 1

Time Plan for Project Preparation Phases

Phases of Project N b b
Preparation UmMDbEr of fours

Project Introduction Week 5 2 Hours

Project Submission Week 12 2 Hours

Regulations for accepting late projects

Late Submission Consequences

Deduction of 20% of the project marks,

Sllbmiizzlon o G 12 students get graded from 80%

Deduction of 40% of the project marks,

Submission on Week 14 students get graded from 60%

After Week 14 Projects will not be accepted



4. Grades

Below table shows the grade with relevance to the range of marks scored at

the end of the semester.

Total Marks (Out of 100)

95 to 100
90 to 94
85 to 89
80 to 84
75 to 79
70 to 74
65 to 69
60 to 64

Less than 60

Equivalent Grade

uononpo.Jjul
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GENERAL CONCEPTS ABOUT COMPUTERS & HARDWARE

GENERAL CONCEPTS
ABOUT COMPUTERS & HARDWARE

——

OBJECTIVES

General Objectives

T UoISSas

In this session, you will get introduce to General Concepts
about Computers and Computer Hardware.

Specific Objectives

At the end of this Session, you should be able to understand:

e General Concepts about Computers.
e What is a Computer?
e Special Features of a Computer
e How does a computer work?

e Types of Computers
e Common Uses of Computers in everyday life

e Computer Hardware.
e What is Computer Hardware?
e Input/Output Devices
e The System Unit
e Secondary Storage Devices
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. LEARNING

——

D

GENERAL CONCEPTS ABOUT COMPUTERS

Today, Computers play an increasingly important role
in our daily life. Computers are affecting every sphere
of human activity and bringing about many changes in
industry, government, education, medicine, scientific
research, arts, painting and even entertainment and
gaming.

Therefore, it is beneficial for every person to know
about computer, its uses, benefits and how to utilize it in
personal & professional life.

WHAT IS A COMPUTER ?

A Computer is an electronic device that accepts Input
Processes it, and produces Output as required.

(data and instructions),

Thus a computer is capable to receive user instructions, process the instructions,
and provide the desired results back to the user. The diagram below depicts the

operation of a computer system.

When we enter : 1, + , and 2 as Input. The computer will process the input and

display 3 as output.

SPECIAL FEATURES OF A COMPUTER

The interesting feature of a computer is that it is programmable, i.e., it can be
programmed and used for a variety of tasks that usually require human resource.
Thus a computer can be thought of as a replacement for many of the human
tasks. Further, these tasks are done with following features that make computers

SO special:

e Speed - Computers perform tasks in less than a millionth of a second.

e Accuracy - Computers perform tasks without any mistake.

o Attentiveness - Computers perform tasks and repeat them thousands of
times without getting bored or tired unlike human beings.

e Huge Storage - Computers facilitate storing huge amount of data/

information in highly compact devices.
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HOW DOES A COMPUTER WORK?

Computers are multipurpose, amazingly fast & accurate;
but how do they do that? Computers are built to carry out a
variety of instructions, such as Add, Subtract, Divide (that
even a basic Calculator does), Read/Write a character,
Compare numbers/characters, Logical operations like
AND, OR, NOT, etc. Capability of performing even a 100
such instructions makes a powerful computer.

A computer system has various components that work
together to accomplish a task.

It has two main components:Hardware and Software.

HARDWARE

Hardware consists of all the physical equipments
that are tangible in a computer system.

T UoISsas

These are the actual physical devices that perform the
tasks. Hardware includes Keyboard, Mouse, Screen,
Microprocessor, Memory, Hard disk, etc. Different
Hardware parts will be discussed later in this session.

SOFTWARE

Computers can’t do anything on their own, they need specific step-by-step
instructions or directions to perform any task.

Software is a Set of Instructions (Programs) that
tells the computer what to do. It directs and controls l:l oﬁ:ice
operations of the computer so that the desired task 301

is done. @EE I. .

Whatever you do on a computer, a particular MacUs

(L

Software is required for that purpose. @l .
| | | mm Windows10
For example, if you want to write a letter using
computer, you need a Word Processing Software
like MS Word 2016. Similarly, Windows 10

Software is required to entirely control and manage
the operations of the computer.

Unlike hardware, software is not a physical entity.
It is set of instructions processed by computer hardware.

There are two types of software: System software and Application
software.

A software specially designed to Control and Manage hardware devices is
called System software. In Module 2, it is discussed in detail.

Application software is a program, or group of programs, designed for end

users to perform specific tasks.

In Module 3, it is discussed in detail.
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TYPES OF COMPUTERS

Based on its speed and size, computer systems are usually classified into three
types:

e Super Computers.

¢ Mainframe Computers.

e Microcomputers.

In this section, you will learn about Supercomputer and Mainframe computer,
followed by Microcomputers in detail.

SUPERCOMPUTERS

A Supercomputer is a computer that has complex hardware configuration
with high-level computational capacity. It is useful when a huge amount of
data needs to be processed in a short time.

A Supercomputer is mostly used for scientific and engineering purposes, such
as weather forecasting, bio-medical research and large-scale chemical analysis
in laboratories, etc.

TIP

Supercomputer Shaheen-II - The Pride of Saudi Arabia

Cray XC40 Shaheen-II is the seventh fastest supercomputer in the world according to the TOP500 list in
July 2015. Shaheen-II is the most powerful supercomputer in the Middle East. It's owned and operated by
King Abdullah University of Science and Technology (KAUST). Built in partnership with Cray Inc.Shaheen II
is intended to enable KAUST Faculty and Partners to research both large and small-scale supercomputing
projects, from inception to realization.

MAINFRAME COMPUTERS

A Mainframe computer is a large central computer with
more memory, storage space, and processing power, but is
generally less powerful than a supercomputer.

Mainframes are used by large organizations for large-scale
jobs.For example, insurance companies use mainframes to
process information about millions of policyholders.

A Mainframe computer is capable of supporting hundreds,
or even thousands, of users simultaneously.
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MICROCOMPUTERS

The Microcomputer has a compact Hardware. It is small in size and the most
commonly used type of computer. It is affordable and very useful for almost
every business and individual for a variety of tasks.

Microcomputers are further categorized as below,
based on the size of hardware:

e Desktop Computer or Personal Computer
(PC).
e Laptops or Notebooks.
e Tablets and Smartphones.
TIP

T UoISsas

In 1981, IBM came up with first personal computer known as IBM 5150.projects, from inception to realization.

Desktop Computer or Personal Computer (PC)

A Desktop Computer is designed for use by one
person at a time on a desk. A typical Desktop
Computer system hardware consists of a System
Unit Cabinet and Input/ Output devices attached
to it. It is also called as Personal Computer (PC)
as it can be personalized and used according to
an individual user either at home or in business.
It is used for general purposes, which range
from office tasks to browsing the internet and
playing games.

Laptop Computer or Notebooks
A Microcomputer, small enough to be carried and
used anywhere keeping on laps, is known as a
Laptop. Also commonly known as Notebook, it
has similar hardware components as a desktop
computer, but in a compact form.

Tablets and Smartphone
Tablets are thin mobile computers in the form
of a single hand-held device with a touchscreen
display.

The touchscreen display uses recognition of a
finger or a stylus touch (gestures) to receive user
input, thus replacing the mouse and keyboard,
used in desktops or laptops.

A Smartphone is similar to a tablet PC, but smaller
in size and has the functions of a cellular phone
as well.
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It provides easy Internet browsing, personal organizer, checking emails and
many useful everyday applications. Nowadays, a smartphone has many
features to match the ability of a microcomputer.

Tablets are typically larger than smartphones with a screen size of 7 inches
(18 cm) or larger.

COMMON USES OF COMPUTERS IN DAILY LIFE

Computers have entered into almost all areas of our life and are greatly helpful
in various fields. Following examples brief how computers are changing our lives.

USE OF COMPUTERS IN EDUCATION

Computers have become essential in the field of Education; for Students,
Instructors and Educational Administrators. Computer Based Training (CBT)
is now very common in education. CBT is also being used in business and
other organizations for various purposes, such as training employees on new
products or procedures.

Following are some of the uses of computers in education:

e Teachers use computers for instructing students to achieve easy
understanding of concepts, such as using PowerPoint slides.

e Use of the Learning Management System (LMS) e.g., Blackboard, for
excellent management of Teaching-Learning Processes, such as:

¢ Planning and keeping track of learner progress.
¢ Collecting student’s assignments.
e Enabling students to learn new skills at any time on their own pace.

e By the use of graphics, audio, video, etc., learning contents are more
interesting, interactive and easy to understand.

e Computers are especially transforming the Testing & Evaluation process
from traditional paper-based examinations to the advanced Online
Examinations.

e E-libraries and Computer based Library Management System have
changed the studies, research and teaching approach.
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USE OF COMPUTERS IN GOVERNMENT SERVICES

Government offices use computers to manage different office tasks like
documentation, calculation, analysis, generatereports, onlinecommunications
and various government transactions. Some common examples of
Government transactions using
computers are:

e T T

* Absher System - to facil-
itate online Government
services like Passport services,
MOI Services, etc. Govern-
ment Services Registration
System.

e Government License Managem-
ent Services.

e Electronic Payment of various
government fees.

T UoISsas

The use of computers in government services has made various transactions
with government very easy and perfect.

USE OF COMPUTERS IN AIRLINE SERVICES

The use of computers in Airlines has made the travel easy, quick & economic.
Many Airlines and other Web Services offer easy online Flight Search with
various facilities, like:

e You can compare & choose the best suitable flight.
e Manage your reservation, e.g. seat selection or other services.
¢ Online Web check-in.

USE OF COMPUTERS IN BANKING SERVICES

Computers play a vital role in banks. They are reliably used by bank employees,
eliminating the use of paper files.
They are conveniently used by
bank customers reducing the
need of physically going to the
bank.

Online banking has revolutionized
most banking transactions with
just on-screen clicks.

Following are common uses of computers in Banks:

e Banks use computers to keep track of customers and their account
information.
e Computers help tellers to record all banking transactions, analyze them

and prepare reports.
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USE OF COMPUTERS IN MEDICAL SERVICES

Computers are used in hospitals due to their reliability and accuracy. Several
things in medical field have been simplified with the help of computers such
as Open Heart Surgery.

Examples of the use of computers
in medical services are:

Diagnosis

Prescription & Treatment
Surgeries

Monitoring and Analysis
Hospital Management,
Patient Records & Health
status,etc.

e Billing and Financial System.

COMPUTER HARDWARE

You know that a computer system comprises of Hardware & Software. In this
section, you will explore basic microcomputer hardware parts.

WHAT IS COMPUTER HARDWARE?

As discussed, the Computer Hardware is the actual physical equipment that
performs dedicated tasks. It is important to know about each part of computer

system, how it works and its features.
| wear  Jrovaman]  ourir |
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A typical computer system
hardware includes:

e Input/ Output
devices

e The System Unit

e Storage devices

T

INPUT/OUTPUT DEVICES

How do you give data to a computer? How do you get information from it? How do
computers interact with people? We input text and even speech into a computer,
but never think about the relationship between what we enter and what the
computer processes. We understand languages that consist of letters, numbers, and
punctuation marks. However, computers can understand only the Binary Machine
Language consisting of only 0 and 1.
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INPUT DEVICES

Input devices translate numbers, letters, and actions that we understand
into a form that computers can process.

For example, while writing a letter on a computer, you use the Keyboard to
enter text and the Mouse to give commands.

While there exists a variety of input devices, the following are some of the
basic and commonly used input devices.

Keyboard
A computer keyboard resembles a common
typewriter style device. It is an input device
used to enter alphabets, numbers and special
characters, as well as keys for specific functions.

A keyboard is connected to a computer system
using a cable or a wireless connection.

T UoISsas

Keyboards on Notebook Computers are usually inbuilt. They are smaller in
size and normally do not have a separate numeric keypad as available in the
desktop keyboards.

Mouse
A Computer Mouse is a small hand-held pointing
device which controls movement of a Cursor or
Pointer on a display screen. It allows users to
control and direct computers, select on-screen
options, etc.

A Mouse usually has two buttons, a scroll wheel
and uses laser or a ball, to control the movement
of the pointer. While the mouse is usually connected to a system unit with a
cable, wireless mouse have become common these days.

Scanner
Scanner is used to scan information such as
photographs and documents and translate it
into a digital image.

There are different types of scanners, but the
flatbed scanners, as shown in the picture, are
commonly used.

Microphone
A Microphone is an audio input device that
converts sound signals into a form that can be
processed by a computer.

A mic is commonly used with computers to record
audio or communicate over the Internet.

Further, it can also be used to direct & control computers (to some extent)
using a Voice Recognition System. It also enables us to enter text into
computers by directly speaking into it, which is termed as ‘Speech-to-text.
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OUTPUT DEVICES

Output devices are used by the computer
system to give us the output. They receive
data from a computer and produce output
through monitors, speakers, printers, etc.
For example, a printer produces information
in the form of a hard copy printout. Another
example of an output device is a computer
monitor, which displays an image that is
stored in a computer.

Monitors and printers are two of the
most common output devices used with a
computer.

Monitor

A Monitor is similar to a TV screen. It
converts the information processed by the
computer into visual images and displays it
to the user.

The output of a Monitor is referred to as a
soft copy.

Printer

A printer enables you to take the information
processed by the computer on to paper.
Printer output is called a hard copy.

Speakers/Headphones

Speakers or Headphones are the audio
output devices, that play sound output from
a computer.For example, playing an audio
file, text-to-speech, system notifications, etc.

S
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THE SYSTEM UNIT

The System Unit, also known as System Cabinet, is
a container housing most of the electronic components
that make up a computer system. It has three important
components i.e., A Motherboard, Central Processing
Unit (CPU) and Memory.

MOTHERBOARD

Motherboard, also known as system board, is the
communication medium for the entire computer
system. It is a flat circuit board where every
hardware component, such as CPU, Memory, Hard
disk, etc. are connected.

All hardware devices communicate with one another
through the motherboard.

CENTRAL PROCESSING UNIT (CPU)

The Central Processing Unit (CPU), also known as
Microprocessor of a computer, is an electronic
chip that carries out the instructions of a computer
program. It performs the basic arithmetical, logical,
and input/output operations of a computer system.

T UoISsas
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The CPU is like the brain of the computer. | rarGo

It consists of two parts: Control Unit (CU) and
Arithmetic-Logic Unit (ALU).

Control Unit (CU)
The Control Unit controls the rest of the computer system to carry out specified
instructions. It controls the movement of signals among CPU, memory, and
other devices.

Arithmetic-Logic Unit (ALU)
The Arithmetic-Logic Unit performs arithmetic and logical operations.
Arithmetic operations are the basic mathematical operations like Addition,
Subtraction, Multiplication, and Division. Logical operations of ALU
include logical comparisions such as Greater than (>), Less than (<), Equal to
(=) and also True or False statements - AND, OR, NOT, etc.

CD
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PRIMARY MEMORY

Before instructions can be processed by a CPU,
they are stored along with other data in computer
memory. Computer memory is the storage space
in @ computer where data is processed and stored.
All computers have some amount of memory
consisting of chips. Memory is measured in terms
of bytes.

What are Bytes, KB, MB, GB, TB, PB?

As discussed earlier, computers understand only Machine Language or Binary
Language consisting of only Os and 1s. A'0’ or a ‘1’ is called a Binary digit
or Bit in short. 8 Bits make 1 Byte: similarly 1,024 bytes make 1 KiloByte
(KB). Please refer the table below for all units of memory measurement .

Units of Memory Measurement

Unit Description

Bit (Binary Digit) Oor1l

Byte (B) 1 B = 8 bits
KiloByte (KB) 1 KB =10248B
MegaByte (MB) 1 MB = 1024 KB
GigaByte (GB) 1 GB = 1024 MB
TeraByte (TB) 1TB = 1024 GB
PetaByte (PB) 1 PB=1024TB

TYPES OF PRIMARY MEMORY

There are two well-known types of memories available in computer systems:
Random-Access Memory (RAM) and Read-Only Memory (ROM).

RAM

Random-Access Memory (RAM) holds programs
(instructions) and data currently required by
the CPU to process. RAM is called temporary or
Volatile storage as everything in RAM is lost
when the computer is switched off. When we save
afilein a computer (e.g. a letter) it is copied from
the RAM and stored onto a permanent storage
device, like the hard disk of the computer. Thus,
the RAM functions as a scratch pad memory to
save the information temporarily.

Most computers today are equipped with at least 4 GB of RAM. Extra memory can
be added to a computer by plugging new memory chips inside the system unit.
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ROM
Read-Only Memory (ROM) is a permanent memory '
having built-in programs from the manufacturer. RS
ROM chips contain instructions for booting of the s
computer.

Unlike RAM, ROM is non-volatile i.e., data in
ROM is not lost when the computer is turned
off. The information in ROM can’t be deleted or
modified.

T UOISSaS

Comparison of RAM vs ROM

RAM

It comes with your computer
and is pre-written to hold special
instructions for starting the

Currently running programs
(instructions) and data are kept in
RAM by the CPU

computer.
It requires flow of electricity to It retains data without flow of
retain data. electricity.
It is a volatile memory. It is a non- volatile memory.

SECONDARY STORAGE DEVICES

Every computer should have the ability to store
information for long period of time even after the
computer has been switched off. This is achieved by
the Secondary Storage devices. There is a variety of
such secondary storage devices, like Hard disks, CDs,
Flash Drives, etc.

HARD DISK

The hard disk is the main secondary storage device
in the computer system. It permanently stores
software and data files. There are two types of
Hard Disks:

e Internal Hard Disk (Installed within the
System Unit) and
e External (Portable) Hard disk
Usually, a Hard Disk has a storage capacity of 500
GB or more.
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COMPACT DISC (CD)

Compact Disc (CD) is one of the most widely
used secondary storage media based on optical
format. There are three basic types of CDs: CD-
R, CD-ROM, and CD-RW.

CD-R (Compact Disc - Recordable)
These are CDs, which are recordable only once,
can be read several times, but can’t be erased.
It is used to save data files and programs. Their

storage capacity ranges between 650 MB to 700
MB.

CD-ROM (Compact Disc-Read Only Memory)

CD-ROM has the data imprinted by the
manufacturer. These are used to distribute
large software applications, video games,
user guides, etc.

CD-RW (Compact Disc-Rewritable)
CD-RW allows erasing of previously recorded
information and writing (recording) of new
information on the same physical location.

DIGITAL VERSATILE DISC (DVD)

DVDs are similar to CDs, except that they have
a different format with high storage capacity
ranging from 4.7 GB to 17 GB. Like CDs, DVDs
are also in the form of DVD-R, DVD-ROM &
DVD-RW.

FLASH DRIVE

These are removable and rewritable storage
devices, which allow you to copy, transfer and
erase data several times.

Flash drives are available in different storage
capacities. Generally, its storage capacity ranges
from 1 GB to 2 TB.
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Choose the correct option for the following statements.
1. Another name for a desktop computer is

T UOISSaS

a. Mainframe computer
b. Tablet PC
c. Personal computer
d. Parallel computer
2. Which one of the following is not an input device?
a. Scanner
b. Mouse
c. Keyboard
d. Speaker
3. This part tells the rest of the computer system to carry out specified
instructions.
a. Arithmetic Logical Unit
b. Control Unit
c. Microphones
d. Read Only Memory

4. RAM stands for
a. Random Active Memory
b. Random Access Memory
c. Read Access Memory
d Real Access Memory
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Activity 2
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Fill in the blanks with the appropriate words provided in
the box.

“Sow | ou | on | omw | row

has built-in programs from the manufacturer.

is recorded once but can be read several times.
is often termed as the “brain” of a computer.
. Everything in is deleted when the computer is switched off.

Activity 3

Choose TRUE or FALSE for the following statements.
1. A Microcomputer is used for large-scale chemical analysis in laboratories.
( ) TRUE
( ) FALSE
2. The next unit of data storage after the Petabyte (PB) is the Terabyte (TB).
( ) TRUE

( ) FALSE
3. RAM is called temporary (or volatile) storage because everything in RAM is
lost when the computer is switched off.
( ) TRUE

( ) FALSE
4. Microcomputers are the fastest and the most powerful computers in the
world.
( ) TRUE

( ) FALSE

S




COMPUTER NETWORKS, INTERNET & INFORMATION SECURITY

COMPUTER NETWORKS,
INTERNET & INFORMATION SECURITY

——

OBJECTIVES

General Objectives

In this session, you will be introduced to Networks, the
Internet and Information Security.

Specific Objectives

At the end of this session, you should be able to understand:

Z Uoissas

e Computer Networks
e What is a Computer Network?

¢ Benefits of Networking

e Classification of Networks
e Internet

e Overview of the Internet

e Uses of the Internet
e Information Security

e Passwords

e Malicious Software

e Backup

e Copyrights
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COMPUTER NETWORKS

n this session, you will be presented with information about computer networks, their
benefits and types.

WHAT IS A COMPUTER NETWORK?

A Computer Network is a communication system that
connects two or more computers so that they can
exchange information and share resources. The most
well-known computer network is the Internet.

BENEFITS OF NETWORKING

The two main benefits of computer networks are exchanging information and
sharing of resources.

e Exchanging Information - This is the process of sending and receiving
information in a computer network. For example, sending and receiving
e-mails, business and other documents etc.

e Sharing of Resources - This means sharing of software resources like
applications, files, data and information or sharing of hardware devices such as
printers, storage devices, etc. For example, if there is a printer connected to a
computer network, all the computers in the network can use the same printer.

CLASSIFICATION OF NETWORKS

Computer networks are classified into different types, based on the following:
e According to the network’s Transport Media (Wired and Wireless).
e According to the network’s Geographical Area (PAN, LAN, MAN and WAN).
e According to the network’s Management System (Peer to Peer, Client-Server).

TYPES OF NETWORKS - ACCORDING TO TRANSPORT MEDIA

There are two types of networks based on the medium used to transport the

data: Wired Networks and Wireless Networks.
Wired Networks

These computer networks are connected by

wires or cables to transfer data, information and

files.

For example, fiber optic cable, co-axial cable, etc.
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Wireless Networks e
These computer networks do not use wires or ? ,’ "";‘*'
cables for connection. Instead, these networks use we] = Ve
air as the transport medium to transfer information, g Ll
data and signals. For example, Wi-Fi networks, the T e ) A e
Cellular networks, etc. s . on
Ll o

TYPES OF NETWORKS - ACCORDING TO GEOGRAPHICAL AREA

Networks can cover anything from a handful of devices within a single room to
millions of devices spread across the entire globe. Based on the geographical
area a network is serving, there are four types of networks: PAN (personal
area network), LAN (local area network), MAN (metropolitan area network)

and WAN (wide area network).

Personal Area Network (PAN)
Apersonal areanetwork (PAN) istheinterconnection
of devices within the environment of an individual,
for example, connecting cell phones, PC’s and
printers through Wi-Fi, Bluetooth or infrared
signals.

Local Area Network (LAN)
A local area network (LAN) is a computers network
that interconnects computers within a limited area
such as a residence, school, laboratory, university
campus or office building. LAN can span over a
limited distance up to one mile.

Metropolitan Area Network (MAN)
These networks are considered larger than LAN as
they connect several LANs in the same city and are
usually used to connect organizations, companies,
banks and government agencies. MAN can span
over a distance up to 100 miles.

Wide Area Network (WAN)
Wide area network (WAN) is a countrywide or
worldwide network, which covers distances greater
than 100 miles. It uses microwave relays and
satellites to reach users over long distances. The
widest of all WANs is the Internet, which spans the
entire globe.

Z uoissas
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TYPES OF NETWORKS - ACCORDING TO
THE NETWORK MANAGEMENT SYSTEM
Network management is the process of managing, organizing, controling

and monitoring the network system. Based on network management, there are
commonly two types of networks: client-server networks and peer to peer networks.

Client-Server Network
Client-server network systems use one
computer (server) to coordinate and supply
services to other computers (clients) in
the network. The server provides access to
resources such as web pages, databases,
application software, and hardware.

Peer-to-Peer Network
A peer-to-peer network system doesn’t have
a central computer (server). All nodes have
equal authority and can act both as clients
and servers. For example, when a file passes
through many computers on a network, these
computers act as both server and client.

OVERVIEW OF THE INTERNET

he term “Internet” is derived from the word inter-networking, which means
connecting different networks together.

WHAT IS THE INTERNET?

The Internet can be termed as a network of
networks. The Internet is the global network
system of private, public, academic, business and
government networks.

HISTORY OF THE INTERNET

The origin of the Internet dates back to between 1960 and 1970, when the
United States Department of Defense began a project on computer networks.
This project was named ARPANET (Advanced Research Projects Agency
Network). Gradually, after 1970, universities, government departments and
research centers also began using this network.
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MODERN INTERNET

By 1993, the concept of the Internet had =
changed completely. Instead of having a central e | /
system of limited machines, new independent -G

/
centers were created in different places. This led \©® t Q o
to the birth of the modern Internet. ..a’_-,l‘,} L‘w ( < © L]
ﬂ_
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USES OF THE INTERNET

There are a large number of uses of Internet for various purposes, such as e-mail
(electronic mail), e-commerce and e-banking, instant messaging and many more.
The following are some of the common uses of Internet.

AS A SOURCE OF INFORMATION

Today the Internet has become the main source for information in almost
all areas of life. Information about everything can be accessed through
the Internet. Business, education or any activity in everyday life relies on
internet for information.

Online shopping is one of the fastest-growing Internet applications. Using
the Internet, you can purchase products and services from different websites
and online stores such as Amazon, Souq, E-Bay, etc.

ENTERTAINMENT

Entertainment in different forms is available over the Internet. You can
choose from a variety of entertainment options available on the Internet that
suit your interests, such as playing online games, social networking, etc.

EDUCATION

E-Learning, or education with the Internet, has made it possible for everyone
to learn flexibly from anywhere anytime. Online courses, virtual classrooms,
online discussions and online learning management systems (LMS) are
commonly-used nowadays.

COMMUNICATION

Communication is the most commonly-used application of the Internet.
Electronic communication (e-communication) refers to sending and receiving
information electronically through electronic devices. The information can be
text messages, documents, images, audios, videos, etc.

Some examples of e-communication are e-mail, instant messaging

(or chatting), social media messaging, and image sharing.
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We have information stored in our computers or
on the Internet, but is it safe and private?
There are various information security procedures
to ensure that our information is safe, protected,
private, accurate and available.

The following are some of the information security
procedures that we should understand and practice.

THE PASSWORD

A Password is a set of characters (letters, numbers and special characters) used
to get access to a computer, web page, network resource or data.

TIPS FOR CREATING PASSWORDS

Creating a strong password is the responsibility [ \5."
of the owner. Below are the recommendations for
creating a strong password:

e The password should be difficult to guess.

e The password should not be less than the
length of 8 characters.

e The password should contain a mixture of humbers, letters and special
characters (suchas *,-,/,!, @, #, etc.).

e The password should not contain the user's name.

e The password should not contain the user’s personal information, such
as name, street address, phone number, date of birth etc.

TIPS FOR THE USE OF PASSWORDS

e Do not share your passwords with others.If you are provided with a
new password, change it immediately after you use it for the first time.

e Change your passwords periodically.

¢ Do not use the same password everywhere such as e-mail, bank account, etc.
¢ Do not keep a written record of passwords on a paper or in an e-mail message.
¢ Avoid using the "Remember Password” option everywhere.

MALICIOUS SOFTWARE

Malicious software, also known as Malware, is any
program or file that is harmful to a computer or the
privacy of users. The harm done by malware can vary
from something slight as changing the author’s name
on a document to full access of your machine without
being traced.
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TYPES OF MALICIOUS PROGRAMS

Malware types can be categorized as follows:

Viruses
Worms
Spywares
Trojan Horse

Viruses

A computer virus is a malicious program that
attaches itself to a file or a program, enabling it
to spread and infect different files. Viruses can
be transmitted as attachments to an e-mail or
in a downloaded file. Viruses are attached to
an executable file, which means the virus may
exist on a system but will not be active or able to
spread until a user runs or opens the malicious
host file or program.

Worms
Worms are standalone malicious software and
do not require a host program or human help to
spread. It replicates its functional copies and can
consume system memory and network bandwidth,
which in turn slows down or causes failure of the
computer/network system.

Spywares
Spyware is classified as privacy-invasive software. The most common spyware
function is to steal personal information and address book (identity theft and
keystroke-logging). It hijacks the browser and redirects it to advertising web
pages.

Trojan Horse
ATrojan is another type of malware. It is a harmful
piece of software that looks genuine. Users are
typically tricked into loading and executing it on §
their systems. After it is activated, it can achieve &
any number of attacks on the host, from irritating |
the user (popping up windows or changing
desktops) to damaging the host (deleting files
or activating and spreading other malware).
Trojans are also known to create back doors to

give malicious user access to the system.

Z Uoissas
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HOW MALICIOUS SOFTWARE ENTERS YOUR COMPUTERS

Malicious software usually enters our computers through the following ways:

Removable storage devices.
Email attachments.
Internet downloads.

Other Malicious Activities
Hoaxes

A hoax is a false warning about a computer virus. Typically, the warning arrives
in an e-mail note. These kinds of email notes pretend that they are from IBM,
Microsoft or other genuine companies. A number of hoaxes have warned users
that vital system files are viruses and encourage them to delete those files,
possibly damaging the system.

Phishing

Phishing is an un-authorized attempt to
obtain vital information such as usernames,
passwords, and credit card details by hackers
masked as trustworthy entities in an electronic
communication. Often the attackers use fake
e-mails or websites in an attempt to scam the
user into surrendering private information.

HOW TO PROTECT YOUR COMPUTERS FROM MALICIOUS SOFTWARE

To stay protected from malicious software:

Be aware of common virus symptoms and the ways they attack.

Be aware of suspicious, new process names in the list of running processes.
Avoid using the “auto-run” option in Windows OS for portable drives.
Use anti-spyware software, anti-virus software and scan and update
regularly.

Always be wary of strange e-mails, especially ones with attachments.
While browsing the internet, always confirm what you click, download
and install.
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THE BACKUP

Backup is the activity of storing multiple copies of
important files, databases or software so that the
information is preserved in case of computer failure,
hard disk crash or other disasters.

d™
-

WHERE CAN I BACKUP MY FILES :

Personal computer users can back up important data in two ways: Local
Backup & Internet Backup (cloud storage).

Local Backup ti}
This is backing up data on an external hard disk, "
CD, flash drives, etc.

Internet Backup (Cloud Storage)
This is backing up of data onto several servers on the internet.
Many cloud storage services offer a free limited storage space, which is
commonly enough for most users.

The following are the benefits of backing up data on a cloud storage:

e The ease of sharing files.

e The ease of managing files & data through
hand-held mobile applications.

e Reducing the costs of backups and data
maintenance.

e Examples of cloud storage service providers:

e Drop Box - offers up to 2 GB free space
from DropBox

e Google Drive- offers up to 15 GB free
space from Google

e OneDrive- offers up to 15 GB free space
from Microsoft

Z uoissas
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COPYRIGHT

Copyright is the ownership of an intellectual property within the limits prescribed
by a national or international law. This ownership protection is available for both
published and unpublished works.A copyright law grants ownership rights to the
owner exclusively. These rights include:

To reproduce the work.

To prepare derivative works.
To distribute copies.

To perform the work.

To display the work publicly.

A copyright notice should contain the following three elements:

e The symbol © (theletter Cin a circle), the word “"Copyright” or the abbreviation
“Copr.”

e The year of the copyright.

e The name of the owner of the copyright.

Example: © 2018 King Saud University
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- - ACTIVITIES
1

Choose the correct option for the following statements.

1. A is the interconnection of devices within the environment of
an individual through Wi-Fi, Bluetooth or infrared signals.
a. Personal Area Network (PAN)
b. Local Area Network (LAN)
c. Metropolitan Area Network (MAN)
d. Wide Area Network (WAN)

2. A connects within a limited area such as a residence, school or
office building.
a. Personal Area Network (PAN)
b. Local Area Network (LAN)
c. Metropolitan Area Network (MAN)
d. Wide Area Network (WAN)

3. is classified as privacy-invasive software.
A Virus

A Worm

A Trojan Horse

a 0o T o

Spyware

4. is a harmful piece of software that looks genuine.
Trojan Horse

Spyware

Phishing Scam

a 0o T o

Hoax

Z uoissas
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Fill in the blanks with the appropriate words provided in
the box.

m

is a set of characters used to get access to a computer, web page
or network resource.
2. are known to create back-doors to give malicious users access to
the system.
3. are standalone malicious software and do not require a host
program to spread.

4. A system doesn’t have a central computer.
Activity

Choose TRUE or FALSE for the following statements.
1. Wireless Networks do not use wires for connection.

( ) TRUE

( ) FALSE
2. Malicious software is any program or file that is not harmful to your
computer.

( ) TRUE

( ) FALSE

3. A peer-to-peer network system has a central computer to coordinate and
supply services to other computers in the network.

( ) TRUE

( ) FALSE
4. Internet Backup involves backing up of data onto several servers on the
internet.

( ) TRUE
( ) FALSE

3
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MICROSOFT EDGE AND USING EMAIL

OBJECTIVES

General Objectives

€ UoISSaS

In this session, you will learn about Microsoft Edge and
Using Email.

Specific Objectives

At the end of this Session, you should be able to understand:

e Microsoft Edge
e What is WWW?

e What is a Browser?

e Introduction to Microsoft Edge

e Navigating the web using Edge

e Features of Microsoft Edge

¢ Finding Information on the Web
e Using Email

e What is an E-mail?

e Spam
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. LEARNING

e ———

MICROSOFT EDGE

efore you start working with Microsoft Edge, you should understand some

basic concepts about WWW, URL, browsers, etc.

WHAT IS WWW?

The World Wide Web (WWW) is a network of interlinked pages of information,
spread all over the world and accessible through the Internet.
Information on the Internet is presented as webpages.

A Webpage consists of text, graphics, audio, video, etc.

A Website is a group of webpages related to a subject

and resides full time on the Internet.

A web page has links or hyperlinks to other web

pages of the same or different websites.

A home page is the main page or the opening screen of a website and provides
brief overview of its contents.

UNIFORM RESOURCE LOCATOR (URL)

Each website or a webpage has a distinct and unique address on the internet.
This address or name of the website is known as the Uniform Resource
Locator or URL in short. An example of a URL is

http://www.google.com

Parts of a URL

A URL starts with the name of communication Protocol (http://) followed by

the Sub-domain (www.), then the Domain name (google) and ends with
the Domain code (.com).

Common Domain Codes:

.com
.org
.edu
.gov
.sa

Commercial website
Organization website
Education website
Government website
Saudi Arabia (country)

Sub-domain Damain code

J

http /f'www.google.com

I\_r_l 1 ! ]
Protocol Domain Mame
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WHAT IS A BROWSER?

Generally, users access the Internet and browse
through World Wide Web (WWW) with a Web Browser.
A Browser is a Software that connects to the Internet
and brings information from several parts of the world
to your computer screen.

Commonly used browsers include Microsoft Edge,
Google Chrome, Safari, Mozilla Firefox, etc.

Thus, to open a website on your computer, you
have to provide its name or URL to the Browser. The
Browser takes this URL from its address bar, locates
the website on the Internet and displays the home
page onto your screen.

€ UoISSaS

INTRODUCTION TO MICROSOFT EDGE

Microsoft Edge is the latest web browser released
with Windows 10 by Microsoft. Speed, Security, and
Simplicity are the main features of Microsoft Edge.

Edge is in fact a Universal Application, which means
you can use it on any Windows device; your PC, tablet
or on your smartphone.

It has many interesting and useful features that give
you an enjoyable browsing experience.

Starting Edge
To Start Edge,

Q Simply Click on the Edge tile from
the Start Menu, Or

9 Click on Microsoft Edge from the all
programs list in the Start Menu.

The Edge Start window comes up
on your screen.




Module One: ALL ABOUT COMPUTERS, INTERNET & MIRCROSOFT EDGE

——

Q

)

Wihisre (o next?

EDGE USER INTERFACE

Edge is designed to provide a simple and clean user interface with minimal
distractions. The picture shows the sleek user Interface of Edge. It mainly has:

A Search or Address box
in the middle,

@ Edge Controls Toolbar at
the top, and

Q Top site tiles for handy
access to the widely
used websites.

NAVIGATE THE WEB USING EDGE

24 s

r
b Q Where to non?
g D i e

ERE A

- O §
= ¥

]

This section will guide you to browse and navigate the web pages using Microsoft

Edge.

OPENING A WEBSITE IN EDGE

To open a website, follow the steps given below:

Enter URL of the website

into the Address box, and
e Hit the Enter Key or Click

on the Go button

(B) at the right end of

the box.

T

Q Whare 1o nest?
o i

2
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For example, open the King o
Saud University website by m

entering the URL
- www.ksu.edu.sa

EDGE CONTROLS TOOLBAR

Once a webpage is displayed, the Edge Controls Toolbar becomes Active on
the top. It helps you to navigate through webpages easily.
Edge Controls Toolbar has the following:

€ UoIsSsas

0 Back, Forward Buttons Allows you to navigate back and forth through
the visited pages.

G Refresh Button Allows you to update and display the latest
contents of the webpage.

G Address Box Displays the URL of the current webpage.
You can also click and type to open another
URL from here.

Q Reading View Opens the current webpage in Reading view,
if it supports.

G Add to Favorites Add to favorite icon.

o Favorites Hub Opens the Favorites Hub pane.

G Web Note Allows you to annotate (write notes) on the

current webpage.
0 Share Allows you to share the webpage with others.

o More Actions Opens the More Actions pane.

B King Saud University %

6

ksweduga on

-
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FAVORITES HUB

If you often visit a web page, you can add it to your Edge Favorites for easier
and quicker access.

1 W
Adding a webpage to Edge Favorites = ¥ & -
To add a webpage to Edge Favorites, follow M. R,
the steps given below: p
€ Oren the webpage, Click the Add to
Favorite icon (¥ ) on the Edge toolbar. | L : 3
€ Choose a Name. Save in
€ Choose Save In - Favorites | Favories | .
or Favorites Bar‘ Create new folder
O Click the Add button. P
Opening the Edge Favorites List Add ol
To open Edge Favorites List, follow the steps p SR
given below: = &
Q Click the Hub icon (=) on the Edge ——
toolbar. | * = D I -
o The Favorites Pane appears on the FAVORITES ”
right side, which contains all your e
favorite webpages. s s o
E King.!hud Unbrersity
Delete or Rename an item from the Edge
Favorites List
To Delete (or Rename) an item from the Edge =
Favorites list, follow the steps given below: =40
@ Just Right Click on the item, * 9 ¢ w
e Choose Delete (or Rename.) FAVORITES
Fvorites Bar
B ing Saud Unhversity
@ K5ULMS Logir
Open in new tab
Create new fokder
Sort by name
Rename
2 =
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Pinning a webpage as tile in Start Menu

To Pin a web page as tile in the Start Menu, follow
the steps given below:

o Click on the More Actions Icon ( =+ ) on the
right end of the Edge toolbar

€ Choose the Pin this page to start.

o
Myx| =17 & -

New window 6

New InPrivate window
Zoom —_ 100% =

Cast media to device
Find on page

Print

Pin this page 1o Stant

SETTING A HOME PAGE IN EDGE

F12 Developer Tools

Open with Internet Explorer
Send feedback

Extensions

What's new and tips

Settings

By default, Edge starts with its Start Screen. You
with Previous Pages or a specified page or pages.

To change the homepage in Edge, follow the
steps given below:

Q Click on More Actions icon.

€©) Choose Settings.

e In the Open Microsoft Edge with box,
choose one of the following:

Start page
New tab page
Previous pages
A Specific page or page
O If you choose A Specific page or pages,
Enter a URL in the a text box that appears

and Click on the Save icon (/1]) next to it.
TIP

To open multiple webpages in different tabs, at the startup (Home
page), you can click on " + Add new page" button, which appears after
adding a specific webpage as Homepage.

can change Edge to open

x| =4 o -

New window 6

New InPrivate window
Zoom — 100% +

Cast media to device

Find on page

Print

Pin this page to Start

F12 Developer Tools

Open with Internet Explorer
Send feedback

Extensions

What's new and tips

Settings @

€ UoIsSsas
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o Similarly, you can decide whether to "Open new tabs with” either
Topsites, Suggested contents, or simply A blank page.

= o x Open Microsoft Edge with

m ¥ = :/ o ase { A specific page or pages ﬂ w

SETTINGS £ | Enter a URL |

Choose a theme Open new tabs with 0

[ Top sites and suggested content J

Light ] ‘

Open Microsoft Edge with E

Start page
New tab page

Previous pages

A specilic page or pages

FEATURES OF MICROSOFT EDGE

This section will guide you through some of the new and useful features of Microsoft
Edge.

TABBED BROWSING

Edge provides the Tabbed browsing interface, which is now a common feature
in most of the web browsers. This allows you to open multiple websites in
the same Microsoft Edge window. So you open each website in a tab and can
quickly switch between open websites by simply clicking on the tabs at the top.

Creating a New tab
To create a new tab, follow the step given below:

Q Click the New tab plus sign “+” in the tabs bar at the top of the Edge window.
o The new tab appears with the default contents.
You can enter the URL to open the website.

B Gngieslvhenity % { - O %

£- b, kaerhe i T = ¥

B g Laad Uvwernity B Mew b % (B = o =

0 b =

Where to next?

TIP

Keyboard Shortcut
To create a new tab, Hit - Ctrl + T
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Opening a Link in a New Tab

To open a link in a new tab, from within an open webpage tab, follow the

step given below:

Q Right-Click on the link, and choose Open in new tab.
A new tab will be added in the tabs bar and the link will be opened in it,
while you continue surfing on the same webpage tab.

You can click on the newly created tab to view its contents.

Opening a link in a new Edge Window
To open a link in a new Edge Window, from within an open webpage tab,

follow the step given be

low:

© Right-Click on the link,
and choose Open in
new window.

The link will be opened on
a new Edge window
and it becomes your

Klrg, L Lrsansiy +

active Edge window.

Closing a tab
To close a tab, follow the
step given below:

Chpen in new window

S targiid

Ciopy bnk

Hing Saud Univeriry Ausc] (o reding st

i

o Click the Cross sign ™ X ” to the right side of the tab.
The tab will be disappear and you go to the previous tab.

B King Saud University

< =2 O |8

If you have multiple open
tabs and you are closing the
Edge window, it will ask you
for confirmation

“Do you want to close all
tabs?”.

You can disable it by choosing
Always close all tabs.

[ KSU LMS Login ) =

I?b? = 4

s ksuedusa we i)

=

Q

f 3
AOWH  ITCHNTE. EE
Opvummwul

’E

Do you want to close all tabs?

[[] Always close all tabs

Close all

€ UoIsSsas
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IN-PRIVATE BROWSING

Web browsers keep track of the websites you visit, information you enter
and even your credentials, in order to provide a faster browsing experience.
To ensure your information and credentials aren’t available to other people
who use the same computer, Edge provides the InPrivate browsing session.
In other words, you can restrict Edge from tracking your browsing and
credentials information by using an InPrivate browsing session. When using
InPrivate browsing, Edge opens a separate window, which doesn’t track your
browsing info or credentials. Even the sites you visit do not appear in the
history list.

To start an InPrivate browsing session,
follow the steps given below:

€© In the Edge window, click the More
actions icon to open the More New Window

actions menu.
€ Click the New InPrivate window. LW InREEIE WO ‘é
A new InPrivate Browsing window
appears. - 100%

1

TIP

Keyboard Shortcut : To open a new InPrivate Browsing window, Hit - Ctrl + Shift + P

WEB NOTE

An exciting feature of Edge is the Web Note. It allows you to annotate (draw
and write on) a snapshot of the webpage by using the annotate tool. You can
then save or share the annotated webpages.

To create a Web Note, follow the step given below:

@ On the Edge toolbar, click the Make a Web Note button.

S Kirig Saud Liniversity b + = || o

{— 4 O ksu.edusa) s 'ft' :}E @

Edge converts the webpage to a screenshot and displays an annotation
toolbar at the top of the page.

Although the buttons on the Annotation toolbar are self-explanatory, the
following is a short summary of the functions of each button.
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o Pen Allows you to draw on the webpage with desired ink color
and point size.

G Highlighter Allows you to highlight with desired ink color and size.

G Eraser Allows you to erase any ink you have drawn or “Clear all ink”

Q Add a note Allows you to add a typed note on any area in the webpage

G Clip Allows you to take a screen clipping of an area of the 7))
webpage. ﬁ

Q@ save Allows you to save your web note in your Edge favorites g'
hub or any Notes application. w

@ Share Allows you to share your web note

0 Exit Allows you to end your annotation on the page and continue
browsing.

A King Saud University

READING VIEW

Edge has a Reading view that hides the detracting elements and displays the
current webpage as it might appear in an e-book reader so that you can focus
on the contents.

Reading view becomes available only after Edge loads all the webpage content,
including advertisements. Reading view is available only for some webpages.
It isn’t usually available for website homepages, online commerce sites, or
webpages that don’t contain much text.

The reading view icon on the = X
Edge toolbar becomes activated

or deactivated based on whether

the reading view is supported for | | [T]]| ¥ ’ = :/. Q ed
the current webpage.

You can also change the Reading view style or Reading view font size from
the Edge Settings pan.

FINDING INFORMATION ON THE WEB

As you know, there is a vast ocean of information available on the World Wide
Web. Searching for a specific information is often a challenge. Search Services
such as Google or Bing search, help you to quickly locate what you are looking

for on the web.
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| SEARCH SERVICES

A web search can be done either by providing a keyword
(or a phrase) to a Search Service or by browsing through
a directory of topics it provides. However, the keyword
search is the most common, easiest and quickest.

In a keyword Search, you enter a keyword or a phrase that
describes what you are looking for on the web, to a Search Service.

The Search Service has a special | e
program, called Search Engines, which -
accesses the databases of World
Wide Web around the world.

It then matches the websites that
has the information related to the GO gle
keyword you have provided and gives
you a list of such websites.

You can then identify the most
suitable website from the list.

Google Keyword Search provides an — :
option of Advanced Search, which |- ==

allows you to be more specific in search | ¥ = = o=
and get only the appropriate results. In
advanced search, you can provide the S ——

Search Engine with different values in S el
addition to a keyword, such as region e -
or country, language, file type, etc. e

USING THE SEARCH BOX OF EDGE

The Address bar of Edge serves as a “Search Box” as well i.e., you can perform
a web search right from the Edge address bar. This eliminates the need to
open a Search Engine specifically for that and enter the keyword.

When you enter a URL in Edge address bar, Edge opens the website. If you
enter a search keyword (or an incorrect URL) in the address bar, Edge initiates
an online web search by using its default Search Engine and displays the
result of the web search.

L LTS LS S w= Pew lil | = 0o =

Where to next?
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Setting the default Search Engine in Edge
You can change the default search engine of Edge to any Search Service that
uses the OpenSearch technology.

In Microsoft Edge, open the website of the Search Engine you want and
follow the steps given below:

€ Click on the More actions icon.

Q Choose Settings. The Settings pane appears.

€ Scroll down and Click on View advanced settings button.

O Scroll down and Click on the Change search engine to display the list
of search engines.

© Select your search engine from the list and Click on Set as default button.

€ UoISSaS

If the list doesn’t include your Search Engine, make sure that you have opened
the Search engine site in Edge and that it uses OpenSearch technology.

X - 0 x -

= x
% AN

3 7
e = ¥ ( - — g
L O e = 7 O - Chcsse gre
Wow mansoe seTnNGs -
— - & Advanced setting - g delnay

TP W g

This setting isn't available when Cartana is turned off in
Windows.
Reading Zaapl Lepck o

1h22d cx b e ey w1ty e Search in the address bar with i A

] e | Drtost Bing WA b 4 DT

iR flatingiex ot o0 Change search engine ) p
Pz tment Ay ; o

[Tre—— ‘ Show search and site suggestions as | type

N A E Advanced settings ﬂ @ off ey a detaidt

Vi berrind ety
Clear Bing search history o

USING EMAIL

ou know that the Internet is widely used for communication.

Although there are different forms of communications possible '
over the internet, e-mail (Electronic Mail) is, by far, the most '
reliable method. p

It provides a fast and efficient alternative to the traditional mail.

WHAT IS E-MAIL?

E-Mail, short for Electronic Mail, is an electronic form of sending and receiving
letters across the Internet. It is a modern way to communicate with friends,
family, and colleagues.

An email message is like a regular letter, but it's composed electronically and

delivered almost immediately via the Internet.
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BENEFITS OF EMAIL

The following are some of the various benefits of using email for communication.

Accessible Anywhere at Any Time, You can access it from any
computer or mobile device that has an Internet connection.

Privacy Your email is delivered to your own personal and private account
(mailbox) and a password is required to access and view emails.

Easy Mail Management Email service providers have tools that allow
you to file, label, prioritize, find, group, and filter your emails for easy
management. You can even easily control spam, or junk email.

Communication with Multiple People You can send an email to multiple
people at once, which gives you the option to include as many people as
you want in an e-mail conversation.

Productivity Tools Email is usually packaged with a calendar, address
book, instant messaging, and more offer convenience and productivity.

Access to Web Services If you want to sign up for an account like
Facebook or order products from services like Amazon, you will need an
email address so you can be safely identified and contacted.

ACCESSING AND MANAGING E-MAIL

A variety of email service providers are available over the internet. Most of
them provide access to email through Web Mail Service or by Email Client
Application.

Web Mail Service
The most popular is the Web Mail Service, which offers to manage all your
emails online through web based access. The basic email management is
free by almost all email service providers whereas you need to pay for some
advanced email management features. Some of the examples of web mail
services are Gmail, Hotmail, Yahoo Mail, AOL mail, etc.

To use the web e-mail service, you need

to register with the email provider. This
is commonly referred to as the Sign

Up process, which involves choosing a ol
username & password for your email ~ 3
account, entering your general information ’:J

to the email provider, and accepting the
Service Agreement with the email provider.

by :(')(\:iﬂ‘u
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Email Client Application

Another way to access your emails is by
downloading all your emails to your
computer by using a special email
software which provides a variety of email
management features as well. The email
software uses the Post Office Protocol
(POP3) Service provided by the email
provider to access and manage emails.

The email software allows you to work offline on your emails and can connect
to the Internet only to Send and Receive emails.

€ UoISSaS

Examples of such email software are MS Outlook 2016 and Windows Mail
which offer to configure and manage your multiple email accounts at one
place.

E-MAIL ADDRESS

To receive emails, you need an email account and an email address. Also, if
you want to send emails to other people, you will need to obtain their email
addresses.

An email address has a standard format which everyone has to follow. The
format of the Email addresses includes a Username, the @ symbol, and the
Domain name.

The Username is a unique name that you choose to identify yourself with
the email provider.

The Domain name is the website name of
the email provider that hosts your email ksu1957@gmail.com
account.

For example, if gmail is your email
provider and your user name is ksu1957,
your email address will be: User Name Domain Name

BASIC ELEMENTS OF AN E-MAIL MESSAGE

A typical e-mail message has three basic elements: Header, Message and
Signature.

Header
The header of an email message consists of the following elements:

+ Address
This section includes the email addresses of the Sender and the Receivers.
It usually has “To” box where we enter the primary receiver's email
address. You can enter multiple email addresses if you have to send an
email to multiple recipients.

+ Subject
This is a one-line description used to present the topic of the message.

+ Attachment
You can attach files such as documents and pictures to a mail message.
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Message body
This is the actual message for the recipient.

Signature
The signature line at the bottom of the message identifies the sender.

You can set a signature that is automatically inserted at the bottom of every
message you send.

Typically, in official emails, Signature includes the sender’s name, designation
and contact information.

SPAM

Email spam, also known as junk email or unsolicited bulk email (UBE), refers to
the use of electronic messaging systems to send out unrequested or unwanted
messages in bulk. It may be advertising goods or services, or even warning of a
new supposed “virus”. Spam email may also include malware as scripts or other
executable file attachments.

SPAM BLOCKER

Spam Blocker is computer software that is
designed to identify and eliminate spam or junk
mail and prevent those messages from getting
to a user’s inbox. The Mozilla Thunderbird e-mail
program which is available for free download at
“www.mozilla.com” comes with built-in spam
blocking software. Spam blocker is also known
as spam filter.

CAN-SPAM ACT

In the United States of America, the CAN-SPAM
Act has been enacted which requires that every E_-MAIL
marketing-related e-mail provides an opt- ARG o
out option. When the option is selected, the | MIAF K E TING
recipient’s address is to be removed from future LY -
mailing lists.
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N ACTIVITIES

S — T ——

o

Choose the correct option for the following statements.

1. WWW stands for
a. Wide World Web
b. World Wide Web
c. Web Wide World
d. World Wide Website

€ UoIsSsas

2. URL stands for
a. Uniform Resource Locator

b. Universal Resource Locator
c. Universal Receive Location
d. Uniform Rescue Locator

3. Which one of the following is not a web browser?
a. Microsoft Edge
b. Mozilla Firefox
c. Microsoft Word
d. Safari

4. Which of the following is the keyboard shortcut for creating a new tab?
a. Ctrl + T
b. Ctrl + Shift + T
c. Ctrl + Shift + P
d. Ctrl + N
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Activity 2

Fill in the blanks with the appropriate words provided in the
box.
1. A is the main page or the opening screen of a website.
2. is the latest web browser released with windows 10 by Microsoft.
3. feature of Edge lets you annotate a snapshot of the webpage.
4. The __ feature of Edge displays the current webpage as it might

appear in an e-book reader.

Activity 3
S —

Choose TRUE or FALSE for the following statements.
1. You cannot Delete or Rename items from the Edge Favorites list.
( ) TRUE
( ) FALSE

2. While using InPrivate browsing, Edge opens a separate window that
doesn’t track your browsing info or credentials.
( ) TRUE
( ) FALSE

3. Post Office Protocol (POP3) email service can download mails onto your
computer.
( ) TRUE
( ) FALSE

4. Spam Blocker is designed to identify and eliminate spam or junk mail.
( ) TRUE
( ) FALSE
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OVERVIEW OF OPERATING SYSTEM,
GETTING STARTED WITH WINDOWS 10
& EXPLORING WINDOWS 10

—

OBJECTIVES

General Objectives

In this session, you will learn about the Overview of
Operating Systems and Getting Started with Windows 10.

Specific Objectives

At the end of this session, you should be able to understand
and practice:

e The Overview of Operating Systems
e System Software
e Operating System(0S)
e Popular Operating Systems

o Getting started with Windows 10
e Introduction to Windows 10
e New features of Windows 10

e Exploring Windows 10
¢ Signing in to Windows 10
e Exploring the Windows 10 PC Screen
¢ Exploring the Taskbar
e Exploring the New Start Menu
e Exploring the Windows 10 Tablet Screen

t uoissas
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LEARNING
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OVERVIEW OF OPERATING SYSTEMS

In Module 1, you learnt that there are two types of Software; System Software
and Application Software. In this section, you will learn about the System
Software. Application Software will be discussed in detail in Module 3.

SYSTEM SOFTWARE

A software specially designed to Control and Manage hardware devices is called
System Software. It is usually a collection of programs that handle technical
details of computer operations. It mainly works in the background and requires
little or no user interference.

Operating System is the most common System Software, which entirely controls
and manages a computer system, such as PC, Laptop, Tablet, Smartphone, etc.

Another example of System Software is a Device Driver software, which controls
the operations of a particular device, such as Printer Driver software.

OPERATING SYSTEM (0OS)

An Operating System is like a backbone of a computer -
system. It controls and manages the entire operations 1
of a computer. All computers, tablets and smartphones B WmeWS 10

need an Operating System to function properly.
Windows 10, MAC and Android are common examples of
Operating Systems. anJ3oi3

MAIN FUNCTIONS OF OPERATING SYSTEM

Every computer has an Operating System that performs a variety of tasks to
manage and facilitate its operations. Some of the common functions of an
Operating System are as follows:

Manage Resources
An Operating System coordinates all the resource (or devices) of a computer
system such as; Memory, Processor, Storage devices, Monitors, Printers, etc.
It also monitors system performance, scheduled jobs, provides security and
starts up the computer.
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Provide User Interface
While working on computers, mostly you E
interact with the Operating System that
provides a way to control computers.
The way you interact with computers
is termed as the User Interface.
Almost all newer operating systems use
a Graphical User Interface (GUI),
which involves the use of a pointing
device to point and select from the on
screen graphical elements such asicons,
buttons, menus, dialog boxes, windows,
etc. GUI makes it easier to work on a
computer, even for a novice user.

t uoissas

Many older operating systems use
a character based interface called
Command Line Interface (CLI),
which involves typing written commands
to computers.

Run Applications Run x
The Operating System loads and runs
app||cat|0ns (or apps), Such as M|Crosoft - Ty the name of a program, lalder, document, or
EdgeorMSWord. MostOperatingsystems Wifzmet iesolme, anet Wikidcws il opes R i yol
support multitasking, which allows to | gpes | mspam
run multiple apps simultaneously and
switching between them.

POPULAR OPERATING SYSTEMS

There are several Operating Systems developed by various Companies and
Individuals. They are being used widely for Micro and Mainframe computers. Some
of the popular Operating Systems in the world are as follows:

MICROSOFT WINDOWS

Microsoft’s Windows is by far the most
popular operating system for PCs. Most
of the desktop applications are developed
to run under windows as compared to any
other OS. Windows comes in different
versions and was initially designed to run
with Intel or Intel-compatible processors.

Windows 10 is the latest release from
Microsoft, which has a modern user interface and supports the tablet computing

as well.
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APPLE MACINTOSH (MAC)

Apple Macintosh, commonly known as
MAC OS, is actually the first Operating
System to provide the GUI. It is designed
to run with Apple computers. It is not as
widely used as the Windows OS; thus
fewer applications have been developed to
run on MAC OS. It is a powerful, easy-to-
use operating system that is popular with
professional graphic designers, desktop
publishers, and many home users.

oy
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Another famous name in the operating
systems category is Linux. The specialty
of Linux is that it's an Open Source OS,
which means it is freely distributable.
It can be customized and used with
different types of computers, tablets or
smartphones.

Android is one of the Linux based
operating systems developed by Google
and the Open Handset Alliance (OHA),
a coalition of more than 30 hardware,
software and telecom companies. It is
designed primarily for mobile and touch
screen devices such as Smartphones
and Tablets. Android’s User Interface
is mainly based on touch gestures that
correspond to real world actions, such as
swiping, tapping and pinching along with
a Virtual keyboard for text input.
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Android is now the most popular mobile OS providing lots of exciting
features. Its open nature has encouraged a large community of developers
to develop android based applications (or apps). Thus, Google Play Store has

over a billion of android apps.
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GET STARTED WITH WINDOWS 10

y now, you have got a basic understanding of an operating system and
information about the different operating systems available in the market. In
this section, you will study and work with Windows 10 Operating System.

INTRODUCTION TO WINDOWS 10

Windows 10 is the latest version of Microsoft’'s Windows operating system. It
is @ major shift from the previous versions of Windows. It has been essentially
modernized to support the touch devices and pen input. Lots of enhancements
and useful new features have been added to it. The following parts will take you
through the Windows 10 Operating System.

SIGNING IN TO WINDOWS 10

To interact with Windows 10, you need to first pass through a security gate
- the Sign-In screen or Welcome Screen. You need to have a user account,
which can be a local account that exists only on your computer or an online
Microsoft account.

Usually, you have a Lock
screen, when you turn ON
or return back to your PC.
To sign in to Windows,
you need to dismiss the R
Lock Screen by clicking
anywhere or pressing any
key on the keyboard. You ¢ Student CT140-KSU
get the Welcome screen -

with the Username and
Picture of the most recent
user account in the center
along with a Password
entry box. A list of user
accounts on the computer are shown in the lower left corner. You can click on
any of these to choose and bring it to the center.

To Sign In, enter your password in the box below the account name and press
Enter key (or click on the Arrow button to the right of the password box.)

If you have not set a password for your user account, a Sign in button will
appear below your account name.

NEW FEATURES OF WINDOWS 10

Once you Sign in, you are in the all new Windows 10 environment. You should first
go through the new features Microsoft has come up with. Some of the interesting

and exciting new features of Windows 10 are as follows:

t uoissas
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NEW START MENU

Windows 10 has a new Start menu. Microsoft
has changed the Start Menu based on the
experiences and feedbacks from the users.
The Start Menu is now more comprehensive,
efficient and modern.

The new Start Menu has a tile based Start
screen along with the classic features of Start
Menu. The tiles on the Start menu can display
live contents making it an intuitive Start.

You can customize the new Start Menu right on its
place, such as resizing tiles or start menu itself,
and Pin or Unpin applications to Start Menu.

As the world is moving towards the mobile
and touch based computing, Windows 10 has
introduced the Windows Ink feature. It allows
you to use pen input in different apps or RS
annotate on snapshot of your current screen.
If you have a touch screen device, the
Windows Ink icon appears in the Notification
Area of the Taskbar by default. Otherwise,
to activate it, you need to Right-Click on
the Taskbar and choose “Show Windows Ink
workspace button.”

When you click on Windows Ink icon, a side
bar of the Windows Ink workspace appears, [
which usually has the following options:

o Sticky Notes: Allows you to create brief
sticky notes by using pen tools such
as adding a schedule reminder. Windows
uses character recognition (or handwriting s
recognition) to read your sticky notes. ,

G Sketchpad: Enables you to create free e N B 2 ¥f
hand drawings with pen tools and save
it as an image file. Suggested

@ screen Sketch: Allows you to draw or J Ficsh - Photo Sicko
annotate on snapshot of the current screen. i
Get More Pen Apps: You can click on
“Get more pen apps” link to open the

WINDOWS INK WORKSPACE

132 AM

windows store and download desired AR B ooy

pen apps. TIP

If you don't have a touch screen device, you can't create handwritten Sticky
Notes by using mouse.
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VIRTUAL DESKTOPS

Another useful feature Microsoft
has provided with Windows 10 is
the Virtual Desktops. This gives
you the experience of working
with multiple screens; although ;

having just one. ‘:T:.‘,fm?{

So while you work on multiple
apps, you can better organize
them with multiple Virtual
Desktops. You can group your
personal apps together in
one desktop and work apps
in another. You can Add New
Desktops as you want and switch
between them easily.

t uoissas

The Task View button on the taskbar helps you manage your Virtual Desktops.
You can easily move running apps from one desktop to another with just the
Right Click of the mouse.

Interestingly, if you close a Virtual Desktop, the apps that were running on it
won’t be closed, rather they will be shifted to the previous available desktop.

LOCK SCREEN

When you turn on your computer,
the first screen you meet is the
Lock Screen. It is a new style of
Windows 10 to have a pleasant
curtain over the Log In Screen.
When your computer is locked,
instead of just showing the
boring Log In Screen, Windows
10 has made it more attractive
and useful with the new Lock
Screen.

Once you click or hit any key from LOSRAS)

the keyboard, the Lock Screen RIEECEIECRERIERY
goes off and the Log In Screen
appears, where you enter your credentials to get access to the computer.

By default, the Lock Screen displays the system Time and Date.
You can customize the Lock Screen in different ways.
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NOTIFICATION & ACTION CENTER

Windows 10 provides you a new way to manage
all your notifications in one place. The Notification
and Action Center is the place where Windows 10
displays notifications about recent events on your
computer.

ALCTION CENTER

These events can be an incoming email message,
security alerts, updates and more. It collects alerts
from apps and then smartly notifies you.

The Action Center also offers a quick way to toggle
connectivity options and other settings such as
display brightness and contrast.

CORTANA OR SEARCH

Cortana is another enhancement in Windows
10. Cortana is a voice-activated personal digital
assistant, which provides relevant suggestions
and alerts. The more you use Cortana, the more
personalized your experience will be.

For example, you can use Cortana to find files/apps on computers, search the
internet, send emails, help out with navigation, setting reminders, and more.

Cortana is available only in certain countries or regions. Cortana is accessible
from the Search box at the taskbar right next to the Start button. You can
command Cortana by either typing in the search box or by clicking on the
mic button to talk to Cortana. You can also say “Hey, Cortana” to activate mic
input for Cortana.

When Cortana is not available, it's replaced with the Windows Search, helping
you to search for apps, files, folders, and settings on your computer.
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EXPLORING WINDOWS 10

You are now ready to explore Windows 10 more closely. The topics in this
section will help you to explore each user interface element of Windows 10,
such as Desktop, Taskbar, and Start Menu.

EXPLORING THE WINDOWS 10 PC SCREEN

Once you Sign In, you land on the Windows 10 PC Screen. It is the place where
you interact with Windows 10. It hosts the tools you use most often while working
with your PC. Basically, the Windows 10 PC Screen has:

t uoissas

The Desktop: The major part of the Windows 10 interface screen is
the Desktop. As the name suggests, it is like your home or work desk,
where you organize your stuff. Similarly, on Windows 10 Desktop, you
can organize your files, folders or apps in the form of Icons.

You can personalize your Windows 10 desktop to suite your preferences,
as you personalize your home or work desk. Thus, you can auto arrange
Icons on the Desktop, change the Desktop Wallpaper, etc. You will learn
to personalize the Desktop later in Session 5.

Q Icons: The Desktop has several Icons. An Icon is a small graphical
picture that is linked to a file, a folder, or an application. Double clicking
an Icon opens the object it is linked with. If you want to place an Icon
on your Desktop, you can drag it from its location to the Desktop.

By default, the Windows 10 desktop has a Recycle bin icon. The Recycle
Bin is like a system folder on your computer. When you delete a file or
folder on your PC, it is usually shifted to the Recycle bin. You can double
click on the Recycle bin icon to open and manage its contents. The
items you see in the Recycle bin cannot be directly opened or used, but

they can be Restored to their original locations.
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G The Taskbar: At the bottom of the Desktop, a wide horizontal bar, which
has a Windows Start button to the left and time and date to the right is
the Taskbar. The name Taskbar explains itself, it is the place where you
keep track of all your running tasks.

EXPLORING THE TASKBAR

When you start a task in Windows 10, its icon appears on the Taskbar with an
underline. For easy access, you can permanently pin an Icon to the Taskbar by
right clicking on it. The icons without underline on the taskbar are the ones pinned
but are not currently running.

Moving mouse pointer over an underlined Taskbar Icon shows a Snap of the
current contents of the task window.

The contents of the Taskbar from the left are:

o Start Button: It allows you to open the Start Menu.

G Search button: It opens the Search box where you can Search for files,
folders, apps or settings on your computer or interact with Cortana.

G Task View button: It opens the Task View display, which shows all the
running tasks/ apps in small windows. It allows you to easily switch
amongst the running tasks/apps. You can close an app directly in the
task view as well.

The Task View is also the place where you can create and manage your
Virtual Desktops.

Whereas, the right side of the taskbar has the Notification Area, containing:

Q Notifications icon: It notifies you of the system and app events such
as new emails arrived or system updates are installed. Clicking on the
Notification icon opens the Notification and Action Center pane.

G Time & Date display: It shows the current Time and Date. Clicking on
it displays the Calendar pane. To Adjust date/time of your computer,
you can click right on the Time & Date icon. This will open the Date
and Time settings.

o Active Language icon: It shows the currently active language. Clicking
on it allows you to switch between available languages or to configure
Language preferences.

Keyboard Shortcut to switch between available languages: Windows
Key + Spacebar or Alt + Shift.
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@ Sound icon: It allows you to change sound level of your PC. You can click
right on it to access different Sound settings.

@ Network icon: It indicates the status of your network connection.
Clicking it shows more information about your network connection and

the Network settings option.

EXPLORING THE NEW START MENU

In Windows Operating System, the Start Menu is the main point of access to your
Applications and Settings. As discussed, Windows 10 has a renewed start menu,
which is a combination of traditional Start Menu and the tile based Start Screen.

OPENING NEW START MENU

You can open Start menu in multiple ways directly from any screen you are
working on.

€ To open the Start Menu, Click
on the Start button on the
taskbar.

The new Start Menu can be
categorized in to three sections as
given below:

0 Basic Start Menu: The left part
of the Start menu contains
the User Account icon, File
Explorer icon, Settings icon,
and Power button.

O Al Apps List: Besides the
basic Start Menu, there is a
list of all apps available on
your PC.

Tile Based Start Screen: The right side of the new Start Menu has the
whole new colorful tile based Start Screen. Tiles represents the apps you
use frequently. Clicking on a tile opens the respective app or link.

TIPS

Keyboard Shortcut: 7o open Start Menu i Start Menu can be opened by pressing the
press the Ctrl + Esc Keys. } Windows logo key on the keyboard from
| any Screen.

t uoissas
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THE BASIC START MENU

The basic Start Menu has the classic features so that you can have easy access
to the basic operations such as opening the computer settings, lock, sign out,
or shut down the computer.

By default, the basic Start Menu
has: = AE Access 2016

A

Acrobat Reader DC

O User Account Icon
i Adob

Q File Explorer Icon ; ] Adobe

e Settings Icon = Adobe Digital Editions 4.5

Q Power Button h (“3 Alarms B Clock

Ch

User Account Icon  EEEEEEEEEE—————,
The User Account Icon shows which user is currently Signed In. It usually
shows a picture for the User Account, if already set.

Clicking on the User Accounts Icon gives you following options:

© sign Out: This allows you to close
all your work , apps and sign out
from your user account safely. ¥
If you have any unsaved file,
Windows prompt you to save it. [REEIEEECGITESEE G

@ Lock: This allows you to take a [NES" F
break by keeping all your work [
and apps open in the same state [IEEEEE E
and just lock the computer. So
your work is private and safe. To AS  Access 2016
return back and resume work, [
you need to sign in with your J-1 Acrobat Reader DC
password (if you have set.) I

B Adobe

0% Outlook 2016

Get Started

@ Change Account Settings: This _
allows you to open the Account's 35| Adobe Digital Editions 4.5
Settings, where you can Set or
Change Picture for your User &) wiams & Clock
Account, Change Password, etc.

JORNN !

File Explorer Icon . NN - EEEEER S
The File Explorer Icon allows you to open the new Windows 10 File Explorer
Application right from the Start Menu. The File Explorer Application is a modern
file management tool in Windows 10, which allows you to organize all your
files on your computer. Session 6 discusses the File Explorer Application in
detail.
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Windows Settings

o < R

Systen Clevnces feetwork & Inbeme! Perscnalzatan Aoty %
: )]
)]
-
()
=
(i:}-h. l’ﬂl—p £ h
AT S k_/
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Settings Icon
The Settings Icon allows you to open the Windows Settings App. Windows 10
has a new approach to configure various settings of your computer. Windows
Settings App provides an easy way to set your computer according to your
preferences. It has Settings Categories such as Personalization, Accounts, etc.
Personalization Settings are discussed in Session 5 and different Computer
Settings are discussed in Session 6.

Power Button
As the name suggests, the Power Button allows you to Shut Down, Restart or
put your computer to Sleep State.

Clicking the Power Button gives you the following options:

@) Sleep: This allows you to
put your computer to Sleep A
Mode. Sleep Mode keeps a )
your work, files, apps EE= AS Access 2016
active in its state, turns off
the monitor and puts the
computer in a Power Saving e
State. When you wake the
computer up, the monitor e
turns on and Lock Screen
appears. By signing in you
can resume your work from NG £J  Alarms & Clock
the same state.

Q Shut Down: This closes all open apps, files, processes, signs out all the
users in an orderly manner and then turns off the computer.

G Restart: This shuts down the computer and starts it again. Restarting

is sometimes necessary after installing Windows

Sleep A

updates.
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THE APPS LIST

The All Apps List provides access to all of the apps available on your PC. This
include the apps installed as part of Windows 10 and the apps you have installed.

The All Apps List has the following:

Recently added: The apps that are
recently installed are listed here.

G Most used: The apps that you use
most are listed here. The list is
updated based on your usage of
apps.

GAIphabeticaI apps list: This presents
all the apps available on the PC in
alphabetic order allowing you to
quickly locate the apps.

To open an app, scroll the All Apps List
to locate the app and click on it. The
app opens in its window. If an app has
multiple tools or there is an apps suit, a small arrow is shown next to it.

TILE BASED START SCREEN

The Tile Based Start Screen is inspired from the tablet and touch based
computing interface. Tiles can be considered as replacement for Icons in the
tablet or touch based interfaces. Tiles are more attractive and visual than
icons. Thus, Windows 10 has integrated the tile based screen along with the
standard features of the Start menu.

Tiles can display contents from an app it is representing or can show live contents.

By default, the tiles have two groups on the Start screen, Life at a glance
(having tiles of apps, such as Calendar or Weather) and Play and explore
(having the tiles of apps, such as Games or News).

You can drag the tiles in Start screen, Resize
or Turn live tile off. You can Unpin a tile or Pin
more new tiles for your apps.
Pin Tiles to Start Screen
To pin an app to the Start screen, follow the
steps given below:
0 Open the Start menu.
€@ Locate the app in the All Apps list and
Right Click on it.

e Choose Pin to Start in the shortcut

menu that appears.

]
a
o
n
L%
3

]
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Unpin Tiles from Start Screen
To Unpin a tile from the Start screen, follow

the steps given below:

@ In the Start Menu, Right Click on the
tile you want to Unpin.

© Choose Unpin from Start in the shortcut
menu that appears.

t uoissas

Resize Tiles
Tiles can be square or rectangular in shape.
You can resize tiles to be Small, Medium,

Large, or Wide.

To resize a Tile, follow the steps given below:

€@ In the Start Menu, Right-click on the
tile you want to resize.

@ Point to the Resize option in the shortcut
menu that appears.

e Choose the desired size for the tile.

Resize Start Menu
Windows 10 allows you to resize the Start
Menu easily right there. You can adjust the
height and width of the Start menu. Resizing
the Start menu can move the app tiles from
their positions.

To change the width or height of the Start
menu, follow the steps given below:

@ Open the Start Menu, Point to the right

border (or the top border) of the Start Menu.

The mouse pointer changes to a two

-headed arrow, Drag the border to
resize the Start menu as desired.

EXPLORING THE WINDOWS 10 TABLET SCREEN

Microsoft is highly focused in incorporating mobile and touch based features into
Windows, in order to meet and exceed user requirements. The recent versions of
Windows have shown major shifts in this direction. In Windows 10, it has been

given a dual mode interface — Desktop mode and the Tablet mode.
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If you are using Windows 10 on a touch based PC or on a tablet, it will automatically
load into the tablet mode. The Tablet mode is specially designed to navigate
and launch items by using touches and gestures. In tablet mode, most of the
Windows interface components will be more visual and user friendly. You might
find using the new interface difficult at first. However, a little practice makes it
more enjoyable. The Tablet mode screen is briefed here.

@ Tile Based Start Screen: In the
tablet mode, the Tile Based
Start Screen takes the whole
screen and you don’'t see the
desktop as in the desktop mode.
As discussed, it has the tiles of
the apps you use frequently.
Whenever you close an app, you
usually come back to this screen.
Thus, in tablet mode, the Tile
Based Start Screen becomes like
your desktop.

You can pin or unpin tiles as you do in the desktop mode.

@ Basic Start Menu: The Basic Start Menu in the tablet mode remains
almost same as in the desktop mode, except the All Apps icon is added
to it on top. You need to click on it to see your apps. The All Apps list
is also tile based now, instead of a simple list of All Apps as in desktop
mode.

G The Back Key: Another important change in the tablet mode is the Back
Key. Usually you use this key to return to either the previous app or to
the Start Screen.

TOGGLE TABLET MODE ON/OFF

If you have the mouse and keyboard
connected and would like to work in
the classic way, you can switch the
Tablet Mode OFF and return to the

Desktop mode. 8
All sellings
To toggle the Tablet mode ON/OFF, 5

follow the steps given below:

Location Cheel hours VN

© Click the Notifications and Action [
Center icon to open the Action g&ET=
Center.

€ Click on the Tablet mode option.
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. NON ACTIVITIES

S ———

Activity 1

Choose the correct option for the following statements.
1. Which one of the following is not an Operating System?

t uoissas

a. Microsoft Word.
b. Android
c. Windows 10
d. MAC OS
2. is a character-based interface, which involves typing written
commands to computers.
Graphical User Interface
Command Line Interface
Graphical Line Interface

a 0 T o

User Command Interface
3. The displays notifications about recent events on your computer
such as incoming email messages, security alerts, updates, etc.
a. Action Center
b. Task view
c. Windows Ink
d. Virtual Desktops
4, allows you to use pen input in different apps or annotate on
snapshot of your current screen.
a. Action Center
b. Windows Ink
c. Task View
d. Virtual Desktops
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z

Fill in the blanks with the appropriate words provided in the box.

1. An is a small graphical picture on the desktop that is linked to a
file, a folder or an application.

2. The keyboard shortcut to open the Start Menu is

is the screen that appears when you turn on your computer or
when your computer is locked.

D

. In the Tablet Mode, you use the to return to the previous app or
to the Start Screen.

Activity 3

Practice the following tasks on your computer.

1. Pin the Calculator app to the tile based start screen. (Hint: Pin it to the
right side of the Start Menu.)

2. Open the Start Menu and resize the Microsoft edge tile to large size. (Hint:
From the tile based start screen.)

3. Unpin the Mail app tile from the tile based start screen. (Hint: From the tile
based start screen.)

4. Put your computer to sleep mode. (Hint: From the power button of the
start menu.
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PERSONALIZING WINDOWS 10 AND
MANAGING CONTENT & APP WINDOWS

——

OBJECTIVES

General Objectives

G UOISSaS

In this Session, you will learn about Personalizing Windows
10 and Managing Content and App Windows.

Specific Objectives

At the end of this Session, you should be able to understand
and Practice:

e Personalizing Windows 10
* Personalize the Desktop
e Themes
* Personalize the Lock Screen
* Personalize the Start Menu
e Personalize the Taskbar

e Managing Content and App Windows
e A Window and an Active window
e Common Characteristics of windows
e Arranging Multiple windows
e Switching between windows
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». LEARNING

PERSONALIZING WINDOWS 10

H aving explored the Windows 10, you might be excited with the pleasant design
and colors it has by default, or you might want to customize it to your own
preferences.

Windows 10 offers great personalization options for your windows environment.
You can personalize the Desktop, the Start Menu, the Taskbar, and even the
Lock Screen. Now you will go through the Personalization options in windows 10.

PERSONALIZE THE DESKTOP

As discussed, you use the Windows 10 Desktop as your personal desk. Windows
10 Desktop is the place you see often while you work on your PC. Therefore, it's
a good idea to personalize your desktop the way you wish.

You can personalize your desktop in many ways such as Resizing Icons,
Arranging Icons, or Changing the Desktop Background.

RESIZING DESKTOP ICONS

Windows 10 provides three views for the desktop icons; Large icons,
Medium icons and Small icons.

To change the view of the Desktop

Icons, follow the steps given below: e
o Right Click on an empty area of ' § ey
the desktop, the shortcut menu : A e e

AL oS Do il

appearS. Ui Rename: el | o Show desidop fooms
e Point to View option.

€) Choose the desired view option
for the icons from the menu that
appears.

ARRANGING ICONS(SORT BY)

To have a decent desktop, you should arrange the icons on it. This also
makes it easier to access them. You can arrange icons manually by dragging
icons as you want or you can let windows arrange (or Sort) it automatically.

You can also choose to sort icons automatically by their Name, Size, Item
type or Date modified.



PERSONALIZING WINDOWS 10 AND MANAGING CONTENT & APP WINDOWS

To automatically sort the desktop icons,follow the steps given below:
€@ Right Click on an empty area of the
desktop, the shortcut menu appears.
e Point to Sort by option.
e Choose the desired sort option from
the menu that appears.

G UOISSaS

PERSONALIZE THE DESKTOP BACKGROUND

The appearance of desktop background is usually important. As discussed,
you often return back to the desktop while working on a PC. A cheerful

desktop makes you feel excited.

Open Personalization Settings
You can personalize the desktop background from the Windows Personalization

Settings.

To open the Personalization Settings, follow
the steps given below: _
€ Click on Start Button. it

e Click on Settings icon in the Start menu.
This opens up the Windows Settings.

e Click on the Personalization category.

O The Personalization Settings window
appears.

In Windows 10, you can personalize your
desktop background by choosing a Picture, a Solid color, or a Slideshow of

pictures.
ks Sk
[i ] p
= B (8 i 2
AR = N
TIP

| Keyboard Shortcut: You can also open the Personalization Settings by by right-clicking on the

desktop and choosing Personalize.
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Set a Picture as Background
If you prefer to have a picture as the desktop
background, you can choose a picture from
the default pictures provided by Windows 10
or you can browse your computer to locate
the picture.

To set a Picture for your desktop background,
open the Personalization settings and follow
the steps given below:

0 Click the Background option in the
Personalization pane on the left.

€ Click the Background menu in the right
and choose Picture option from the list that appears.

e Choose a picture from the pictures shown under the Choose your picture.

G The preview of the selected picture appears in the Preview area.

If you want to choose a picture from your computer, }

click on Browse button, the file Open dialog box } You can also right-click on the picture file and
appears.Locate and select your picture and click on } select Set as desktop background.

the Choose Picture button. !

Set a Solid Color as Background
If you prefer to have a simple desktop pm
Background, you can choose a Solid color |*
from a variety of available colors.

To set a Solid color for your desktop | <o
Background, open the Personalization ;
settings and follow the steps given below: o 9»_-.--__

€ Click on the Background option in the |==
Personalization pane on the left. &‘"

e Click on the Background menu in the
right and choose Solid color from the list that appears.

Choose a color of your choice from the Background colors grid that
appears below.

Preview of the selected color appears in the Preview area.

Set a Slideshow as Background
If you want the desktop background picture to be changed automatically
after a specific time period, you can choose the Slideshow option for your
desktop background. This is quite an exciting feature, which gives you a
beautiful new desktop background, every morning, for example.
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All you have to do is organize all your favorite -

pictures into a folder and set it as a source
for the Slideshow.

To set a Slideshow for your desktop
Background, open the Personalization

settings and follow the steps given below: ‘e

€ Click on the Background option in the |-«

Personalization pane on the left.
Click on the Background menu in the

right and choose Slideshow from the

list that appears.

e Click on the Browse button to locate the
pictures folder. The Select Folder dialog
box appears.

@ Locate and select the pictures folder and
click on the Choose this folder button.

[RFEL,
e s | e

© Click on Change picture every box and

choose how often you want the pictures should be changed in the

slideshow.
TIP

|You can set the Shuffle option ON to display the pictures in the Slideshow in random order.

THEMES

The Themes option in Personalization settings -
allows you to change the appearance of various
user interface elements of Windows at once. A
Theme is like a personalization package containing
the desktop backgrounds, colors, screen savers,
and even system sounds. Applying a theme
instantly changes the look and feel of the Windows
environment.

To change the Theme, open the Personalization ===

settings and follow the steps given below: -

QCIick Themes option from the Personal
-ization pane in the left.
€©) Click Theme settings link under the

Themes option in the right. This opens
up the Theme settings window.

9 Choose a Theme of your choice from
the available themes.

TIP

|The link "Get more themes online” allows you to download more themes from the Microsoft website.

G UOISSaS



Module Two: Operating Systems (WINDOWS 10)

PERSONALIZE THE LOCK SCREEN

You learned about the new Lock Screen feature of
Windows 10 in session 4. You can also personalize
the Lock Screen with various options.

You can set a Picture or a Slideshow on the Lock |
Screen in the same way you do it for the desktop
backgroundi.e., from the Personalization settings.

Additionally, you can show the status of
different apps right on the Lock Screen. Getting
the status of apps right on the Lock screen
makes it beneficial, so you can decide whether
or not you should unlock and pay immediate
attention. There are two types of app status on the Lock Screen: detailed status
and quick status.

TIP

Windows 10 allows you to show detailed status of any one app and quick status of up to seven apps on
the Lock Screen.

SHOW DETAILED APP STATUS ON LOCK SCREEN

Setting an app to show detailed status
on the Lock Screen gives a bit more
information from the app. For example,
the detailed status of Calendar app shows
the upcoming event details which includes
the event title, location, time, etc.

To set an App to show detailed status on
Lock Screen, open the Personalization
settings and follow the steps given below:

@ Click Lock Screen option from the B 07 =
Personalization pane in the left. =

€) Click on the icon under the Choose *
an app to show detailed status; the | e 2§
list of supported apps appears. ‘ o

€) Choose the app of your choice to <o & -
show the detailed status. >

SHOW QUICK APP STATUS ON LOCK SCREEN

The Choose apps to show quick status option from the Settings app
displays the app icons for the new notifications on the Lock Screen. The
count of the notifications is also displayed on the app icon, which is called
badges of the apps. For example, quick status of email app shows just the
number of new emails arrived.
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To set an App to show quick status on Lock Screen, open the Personalization
settings and follow the steps given below:

€ Click Lock Screen option from the |. .. Q»m_‘ -
Personalization pane in the left. - EEl E - |l
e Click on any of the plus sign icon or e~ R
existing app icon under the Choose |~ " o - B
apps to show quick status. The list <° B -
of supported apps appears.

e Choose the app of your choice to show the quick status.
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PERSONALIZE THE START MENU

In Session 4, you explored the new Start Menu of Windows 10 along with

some quick and handy customizations, such as resizing tiles.There are a lot more
customization options that Windows 10 offers for the Start Menu. You can choose
which folders to appear on the Start; whether to show Most Used apps, Jump
lists, or to show the full screen Start Menu as in the tablet mode.

The Settings app of Windows 10 has made configuring the Start menu quick and
simple, by providing the ON/OFF toggle buttons for most of the options. Moreover,
various Start menu settings can be configured from the same settings page.

To personalize Start menu contents, open the Personalization settings and follow
the steps given below:

Click on the Start option in the -
Personalization pane in the left.

The Start Menu settings appear in the
right.

€©) Show more tiles: Turn this option ON
if you want to make the Start screen
a bit wider to occupy more tiles.

e Show most used apps: Turn this |= «-
option ON to see a list of apps you use
most but are not pinned to the Start
screen, at the top of the All Apps list.

e Show recently added apps: Turn this
option ON to see a list of recently installed apps, at the top of the All
Apps list.

Use Start full Screen: Turn this option ON to see the full screen Start
Menu as in the tablet mode.

G Show recently opened items in Jump Lists on Start or the Taskbar: Turn
this option ON to show the list of recently opened items in an app as a
Jump list so that you can right-click and reopen it directly.

a Choose which folders to appear on start: Clicking this option opens a
list of folders with ON/OFF toggle buttons. You can turn any folder ON

to have it right in the basic start menu for direct access.
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PERSONALIZE THE TASKBAR

You learned about the importance and working of the Windows 10 taskbar
in session 4. You can personalize the taskbar in many ways such as locking,
automatically hiding, or changing its location on screen.

Windows 10 has also simplified the Taskbar personalization by providing it all
together at one place and in the form of ON/OFF toggle buttons for most of the
options.

To personalize the Taskbar, open the Personalization settings and follow the steps
given below:

€@ Click on the Taskbar option in the I
Personalization pane in the left. :

0 The Taskbar settings appear to the
right.

Lock the Taskbar: Turn this option
ON if you want to prevent any | e
accidental relocation or resizing of |«
the Taskbar.

Automatically hide the taskbar in
desktop mode: Turn this option
ON if you don’t want the taskbar
to be always visible. Instead, it will
appear only when you move your
mouse pointer over the taskbar
location

e Use small taskbar buttons: Turn this
option ON if you want the buttons
on the taskbar to be a bit smaller.
This reduces the size of the taskbar
as well.

Show badges: Turn this option ON

if you want to get the count of any
new notifications from a running app directly on its taskbar button.

Taskbar location on screen: Click on this option to change the location
of the taskbar on your screen. Choose the desired location from the list
that appears with the following options:

e You can also open the Taskbar Settings by right-clicking on the Taskbar and choose Settings.
® You can also lock the Taskbar by right-clicking on it and choose Lock the taskbar.

e You can also drag the taskbar to move it to any edge of your screen, if it’s not locked.
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@ Left: To move the taskbar to the [ st oo b burtons
left edge of the screen. @ o

G Top: To move the taskbar to the | i wesion on screen

top edge of the screen. Lelt Ao
@ Right: To move the taskbar to the | ®» ‘G

right edge of the screen. Right AQ

Bottom: To move the taskbar to ‘k‘“““‘e
the bottom edge of the screen.

€ Combine taskbar buttons: Click fi“'"“"“""**""’b““ﬂlo
on this option to choose whether | = A hidelabels
to combine the buttons on the W"mtm”""'we
taskbar for the apps that are | meve
having multiple open windows.
This allows you to occupy more - arhoge s
buttons on the taskbar. Choose
when to combine the taskbar
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.. Select which icons appear on the

buttons from the list that appears taskhar
with the following options: Alvwairs show all icons in the notification are
@ Always, hide labels: To always | & "
combine the taskbar buttons | [« @ o
for the apps. This also hides '
the labels of all the apps on the E Rk i @D o
taskbar buttons. u i e ikt i & 0
@ When taskbar is full: To only
combine the taskbar buttons for nugmq'-c}ggm e @D o
the apps when the taskbar is full BE—
of buttons. B o

0 Never: To not combine the taskbar |  _ .
buttons even if the taskbar is full | & Turn systemicons an or off

of buttons. . q s
3 Lol o
@ Select which notification icons
appear on taskbar: Click on this m ki & o
option to choose which icons you
want to appear in the Notification Network @D o

area of the Taskbar. Particularly,
you can choose icons of the apps n i
running in background such as —
Windows defender. B revaco
o Choose the desired icons from the
list of options that appear in a new settings window.
Q Turn System icons ON/OFF: Click on this option to choose which system
icons you want to appear in the Notification Area of the Taskbar, such
as the Clock, Volume, or Network.

o Choose the desired icons from the list of options that appear in a new

settings window.

@D o
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MANAGING CONTENT AND APP WINDOWS

hile working on your computer, almost all the information you view on your

computer screen is displayed in a Window. As you have seen, the various
personalization settings are displayed in the Settings window. Similarly, user files
open in the respective app windows. Usually, you have multiple windows open
while you work on your PC. This section enables you to handle multiple windows
efficiently.

A WINDOW AND AN ACTIVE WINDOW
A window is a rectangular frame that displays

[ | = | Thig BC - 0o X
apps, files, folders, or other contents. As h \0 ddd X
i & B ¢ This BC »

discussed, multiple windows are usually
open simultaneously while you work. The
window you are currently working in is called s Quick sccess

an Active Window. For example, if you are | a cneome [ e GV
currently browsing a website in Microsoft | . ...
Edge, it is your active window. 3 Documents

r Lbrenes

i Retwork _1 Dowrioads
il Hemegtup ? ki
L

¥

& Memg

COMMON CHARACTERISTICS OF WINDOWS

The contents of every window are usually different but all windows have
some common characteristics. All windows can be opened, closed, minimized,
maximized, and resized. In addition, most of the windows have some basic
parts, as follows:

Q Title Bar: It is the area at the top of a window that displays the title of
an app. It also displays the title of the file, which is open in the window.

You can drag the Title bar to move a window on the screen.

G Minimize button: This button is at the right end of the title bar. It
minimizes a window to the taskbar, i.e. the window disappears from
the screen. You can re-open the same window from the taskbar.

You can Minimize all windows other than the } You can also use the Title bar to

active window by dragging and shaking its Title } Maximize or Restore a window as shown below:
bar, or by using the keyboard shortcut Windows } -To maximize, double click or

Key+ Home. } drag the Title bar to the top of the screen.

To minimize all windows, the keyboard shortcut } -To restore, double click or drag the

Windows Key+ M can be used. } Title bar away from the top of the screen
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Maximize/Restore button: This is next to the minimize button on the
window title bar. Maximize resizes the window to full screen and Restore
returns the window to its previous size.

Q Close button: Next to the maximize button is the Close button.
It closes the window along with the file, or any other contents.
G Scroll Bar: Scroll bar is used to move vertically or horizontally to change

the position of the content within a window. For example, you use
vertical or horizontal scroll bars to move through a window.

o Window Border: The outer edges of a window, which specifies area
of the window on the screen. The Window borders can be used to
resize a window as well. Take the mouse pointer on any border of the
window, the pointer changes to a two-headed arrow. Drag the border
horizontally or vertically to resize the window as desired.

ARRANGING MULTIPLE WINDOWS

When you have multiple apps running simultaneously, you might wish to arrange
all the app windows at once. Windows 10 allows you to automatically arrange all
running app windows in three ways; cascade, stacked, or side by side.

CASCADE WINDOWS

This arrangement shows multiple open windows overlapped one over the
other.
To cascade Windows,

Right click on empty area of the Taskbar and choose the Cascade
windows option from the menu that appears.

O All open windows are cascaded.

| — -
o Taak Veew bution

Ehow Windows ink Werspace button

Shenw touch beyhaard buotten

Cascade windoran 1

Show the desidop

Task htanazr

Lerik bhe Laikbnar

£ Settings
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SHOW WINDOWS STACKED

This arrangement shows the multiple
windows one above the other.

To show Windows stacked,
@ Right click on empty area of

the Taskbar and choose Show
windows stacked option from
the menu that appears.

G All open windows are stacked.

SHOW WINDOWS SIDE BY SIDE

This shows multiple windows arranged
side by side.

To show Windows side by side,

€ Right click on empty area of
the Taskbar and choose Show
windows side by side from the
menu that appears.

G All open windows are displayed
side by side.

Restore cascaded, stacked or side by side windows
After you have arranged multiple windows on your
screen, you can restore them to their previous status
by choosing the relevant Undo command.

o To Restore the window arrangement, right click
on empty area of Taskbar and click the relevant
Undo command from the menu that appears.

SNAP A WINDOW TO THE LEFT OR RIGHT OF A SCREEN

Windows 10 includes several enhancements to snap, making it easier to
manipulate the layout of an open window on your screen. Snapping a window
to left or right side actually resizes and positions a window to occupy either
left or right portion of the screen or one corner of the screen.
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€ To snap window to left half of
the screen, drag the window
Title bar until the mouse
pointer touches the left or
right edge of the screen (A
circle flashes around mouse
pointer) and Release.

TIP

G UOISSaS

To snap a window to a quarter screen, drag the window title bar until the pointer touches a corner
of the screen and release.

SWITCHING BETWEEN WINDOWS

You can cycle through different windows that are open on your screen or
minimized to Taskbar. To switch between windows, you can use the Task
View button on the taskbar.

y

Using the Task View button
The main function of the Task View button is to provide easy switching
amongst the different open windows.

To switch between windows using
task view button, follow the steps
given below:
Click Task View button on
the taskbar.
@ Wwindows displays thumbnails
for all running programs.
€@ Click the thumbnail of the
program that you want to
switch to.

Using ALT + TAB Keys
You can also switch among the open windows easily with the ALT + TAB keys

as follows:

e Press and hold the ALT key.
e Hit the TAB key once, You will see the thumbnails of the open programs.
¢ Hit the TAB key again to choose the window you want to switch to.

e Release the ALT key to show the selected window.
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o
AW ACTIVITIES

.-

T ——————

Activity 1

Choose the correct option for the following statements.
1. Windows 10 provides views for the desktop icons.

a.
b.
c.
d.

4

= N W

2. To make the Start screen a bit wider to occupy more tiles, turn on

option in the Start menu settings.

a. Show most used apps
b.
C
d

Show more icons

. Show more tiles
. Show recently added apps

3. The button is used to switch between different windows.

a.
b.
c.
d.

Start menu
Action center
Title bar
Task view

4. The keyboard shortcut to minimize all windows including the active window

IS

a 0 T o

ALT + M
Windows key + M
CTRL + M

ALT + T
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Activity 2

Fill in the blanks with the appropriate words provided in the
box.

m Window Borders

. is like a personalization package containing the desktop
background design, colors, sound schemes, etc.,

2. Windows 10 allows you to show detailed status and quick status of apps on

the

3. The window you are currently working in is called an

4, are the outer edges of a window, which specifies its area on the
screen.

Activity 3

Practice the following tasks on your computer.
1. Change the background picture of your desktop. (Hint: Choose the picture
from available windows 10 pictures.)

2. Set a slide show for your desktop background. (Hint: Choose a folder of
your choice that contains pictures)

3. Change the lock screen background picture. (Hint: Choose the picture
from available windows 10 pictures.)

4. Open any three applications on your desktop and arrange all opened

windows to “Show windows side-by-side”. (Hint: Open Microsoft Edge, File
Explorer and Notepad applications.)

G UOISSaS
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MANAGING FOLDERS & FILES AND COMPUTER SETTINGS

MANAGING FILES & FOLDERS AND
COMPUTER SETTINGS

OBJECTIVES

General Objectives

In this Session, you will understand Managing Folders &
Files and Computer Settings.

Specific Objectives

At the end of this Session, you should be able to understand
and Practice:

9 UOoISSas

e Managing Files and Folders
e Understand Files, Folders, and Libraries

e File Explorer of Windows 10
e The Home Tab
e The View Tab

e Managing Computer Settings
e Time & Language Settings
e System Information
e Task Manager
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. LEARNING

—— 8

MANAGING FILES AND FOLDERS

Windows 10 organizes the files in a hierarchical storage system of folders and
subfolders. To organize your files well, Windows 10 provides the File Explorer
app. This section explains working with the File Explorer app of Windows 10.

UNDERSTANDING FILES, FOLDERS, AND LIBRARIES

Files and Folders play a major role in the organization of data in your computer.
Before you work with the File Explorer app, you should understand the basic concept
about Files, Folders and Libraries.

A file is a collection of related data or information stored in a computer;
identified by a name. It can be a document, worksheet, graph, text file,
presentation, audio clip, video clip, etc. You can open, look at and change files
by using one or more apps.

FOLDER

A folder is a container in which you can store files and folders. A folder within a
folder is called a sub-folder. Many apps install the files they need in subfolders
of the Program Files folder.

LIBRARY

Libraries allow you to access and arrange files from different folder locations
quickly without moving them from their original location. The default libraries
in Windows 10 are Documents, Music, Pictures, Videos, Camera Roll and
Saved Pictures.

FILE EXPLORER OF WINDOWS 10

File Explorer is the file management application used by Windows 10 to browse
folders and files. It provides a graphical interface for the users to navigate and
access the files stored in the computer. If you are looking for a specific document in
your computer use the File Explorer to locate it.

To start the File Explorer, click on its icon in the Start Menu.

The File Explorer window opens up and you can browse all folders and files on your
computer.

a
_

To open File Explorer press: Windows key + E.
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THE USER INTERFACE OF FILE EXPLORER

You should first get familiar [ /o A
with the user interface of the =

File Explorer so that it will be b d

easier for you to understand |- " €=
and practice its features. As | == -
you can see, the initial window | ‘= b _

of the File Explorer comprises | = Q\
of the following sections:

@ Ribbon:The File Explorer includes the Ribbon at the top. The Ribbon contains
buttons for the common tasks you perform with your files and folders.

Q Navigation and Search Bar: Just below the Ribbon, it lets you navigate
through the folder structure easily and search files or folders.

O Navigation Pane: The Pane on the left, gives you easy access to storage
structure of your computer consisting of the libraries of documents,
pictures, storage devices and even network devices. It also features the
new Quick access showing the frequently used folders.

Q Contents Pane: It is the main area to the right of the Navigation Pane that
displays the contents of the selected folder or storage location.

THE RIBBON

In Windows 10, the File Explorer incorporates the Ribbon similar to the one
featured in the Microsoft Office applications. The Ribbon contains buttons and
commands for the most common tasks.

9 UOISSaS

The File Explorer Ribbon has the following four tabs, each with different
commands:

o File tab:It actually opens the File menu that has options like managing the
File Explorer window or customize the File Explorer.

Q Home tab: It has most of the tools to organize files and folders.

O Share tab: It has the options like Share, Email, Print, or Compress a file
or folder.

Q View tab: It has the options to configure the layout of the File Explorer
window.

, B = | File Explone

Hams GRAE Wi
ry Open = [ Setect an
X %
- m F ) Enty access = Sehet nane
i oy Deiete Prosditic
| il x i - S rerh 3glegtion
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NAVIGATION AND SEARCH BAR

The Navigation and Search bar below the Ribbon helps you in navigating through
your folder and searching for files. It has four sections as follows:

o @ o 9

7
v 4 @ * ThisPC > Desktop > v | Search Desktop »p

Q Navigation buttons: The Back, Forward and Up buttons on the left allows
you to move through recently opened folder locations easily.

G Address bar: To the right of the navigation buttons, the long Address bar
displays an icon and the full path to the current folder.

@ Refresh button: On the Address bar, the Refresh button refreshes the
display of the contents pane.

Q Search box: In the right side, the Search box gives access to the file or
folder search feature of Windows 10. Entering a term in the Search box
adds a new Search tab in the File Explorer ribbon with various search tools.

NAVIGATION PANE

The vertical pane that opens by default on the

left side of the File Explorer window, displays a ﬂﬂmckacms‘o
hierarchical view of the physical and virtual storage
structures available in the computer. The Navigation

@ OneDrive

. EH This PC
pane allows you to browse folders and files on your
. . Il Desktop
computer or on a network. The Navigation pane ® .
a o = ocuments
displays the following nodes: :
‘- Downloads
b Music

o Quick Access: The Quick Access node contains
links to folders and libraries that you access
frequently. You can also pin any folder location = Local Disk (C2)
here to access it quickly. == Local Disk (D:)

G This PC: This PC node contains links to your — Local Disk (E:)
user account-specific folders, and to the oe Libraries
physical storage locations that are installed in ‘o
or connected to your computer. WP Network

G Network: The Network node displays a
representation of other computers on your local area network.

= | Pictures

Videos

TIP

When you click on This PC node, Network node, or Homegroup node from the Navigation Pane, The Home
tab and Share tab are replaced with the tab of the respective node.
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CONTENT PANE

In File Explorer, the Content Pane displays files and folders stored in the currently
selected folder or storage device. It displays the contents of the selected folder
as a textual or iconic list. The Content Pane in the initial File Explorer interface
has the following two sections, for easy access to recently opened files or folders.

9 UOISSaS
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o Frequent folders section: It lists the folders you’ve worked with recently,
for quick access to them.
G Recent files section: It lists files and documents that you’ve opened

recently.
TIP

When you click on the Quick Access node in the Navigation pane, the Frequent folders section and the
Recent files section appear in the content pane.

THE HOME TAB
Most of the tools you need to organize files & folders on your computer are provided
in the Home tab of the File Explorer.

D a | e e

LY ] T

~

The Home tab consists of the following five groups:
o Clipboard: This group consists of commands to copy or move a file/ folder.
Organize: This group consists of commands to copy, move, rename, or delete a file/

folder.
G New: This group consists of commands to create a file/ folder or other items.

Open: This group consists of commands to open a file/ folder or display its

Properties.
G Select: This group consists of commands to select the files/ folders in the

content pane.
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PIN TO QUICK ACCESS BUTTON

As discussed earlier, the Quick Access node in the Navigation pane gives you
a quick way to open frequently used folders. You can use the Pin to Quick
Access button on the Home tab to easily pin any folders location to the Quick
Access list.

To pin a drive, folder, library, or other location to the Quick Access list, follow
the steps given below:

o In the File Explorer, select the folder that you want to pin to Quick Access.
9 Click the Home tab on the Ribbon.

e In the Clipboard section, click the Pin to Quick Access button.

Q The selected folder is now listed in Quick Access.

v g Quick access h A e PR fokeee
B Decktop ¢ D, X =f
& Downloads o g .
L Documents / i
= Pictures § e R a—
ESD " « __:._:f..,.. b
MY PY Sitva
Session 6 sy
Workflow
. . =
Unpin from Quick access
To remove a pinned location from Quick Access list,
follow the steps given below: .-
o Right-click on it in the Quick Access list. — -
€ Choose Unpin from Quick Access. d - b
CLIPBOARD GROUP
When you cut or copy a folder or file, the item [ © | Fie Explorer
is moved to a storage area called the Clipboard. o N
This facilitates you to paste one or more copies of it _
elsewhere. In addition to copying files and folders to MRS
other locations, you can also make copies of files in -oF!
the original folder.
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Copy, Paste and Cut

You can copy or move a file from one folder to another. In a similar way, you

can also copy or move a complete folder.

To copy (or move) a file or folder to a different folder, follow the steps given

below:

o Select your file or folder in the File Explorer.
9 Click on the Home tab.

9 Click on Copy (or Cut) button in the Clipboard
group; depending on whether you want to
make a copy of the selected item or move it.

o Open the destination folder.

To Copy, press: CTRL + C
To Cut, press: CTRL + X

9 UOISSaS

To Paste, press: CTRL + V

e Click on Paste button from the Clipboard group.

e

ORGANIZE GROUP

The organize group facilitates
you to perform different operations
such as Copy, Move, Rename and
Delete in an efficient way.

IVE Copy Delete Rename
tD-r -
Organize
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Move to and Copy to buttons

This option facilitates you to directly Move/Copy your file/folder to a recently
opened folder or any folder without opening it.

To copy (or move) a file or folder to a different folder, follow the steps given

below:

o In File Explorer, select your file or folder.
€ Click the Ribbon’s Home tab at the top.
e From the Organize group, click the Copy to (or Move to) button.

© A menu drops down, listing some common locations.

e Click Choose Location.

G Search through the drive and folders in the dialog box that opens to
reach the destination folder and select it.

O Click on Copy/Move button on the dlalog boX. | move rems

0’,0
6:,9
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Folder; | Shudent CT160-650

Delete button

[ | Mow | Canel

You can Recycle or Permanently delete files or
folders that you don’t need any more.

To delete a file or folder, follow the steps given below:

o In File Explorer,

7

select your file or h
folder.

© Click the Ribbon’s
Home tab at the
top.

e From the Organize | +-=

group, click on the
Delete button.

)

i rms
ik

oo

o Click on the

drop down arrow of the Delete button to Choose whether you want
to Recycle it (send it to the Recycle bin) or permanently delete it.

TIP

If you want to delete multiple items at once, select them and press DELETE key on your keyboard.




MANAGING FOLDERS & FILES AND COMPUTER SETTINGS

Restore from Recycle Bin
Normally, when you delete a file or folder, Windows 10 moves the object to the
Recycle Bin.

To restore a file or folder from the Recycle Bin, follow the steps given below:

€ Open the Recycle Bin p

by double-clicking the
Recycle Bin icon on the
desktop.

© select the file or folder in '
the Recycle Bin window. S

e On the Manage tab, select
Restore the Selected Items.

The selected file or folder returns to the folder it was in before it was

"
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deleted.
Rename
You can change the name of
any file or folder based on |~ - . ”‘o

changes in its contents at any
time you want. T

To rename a file or folder, | * »

select it in the File Explorer
and follow the steps given |
below: :
€ On the Home tab, in the =
Organize group, click the | .=
Rename button. In the
content area, the current name of the file or folder becomes editable.

@ Type the new name and press the Enter key.
Iﬁname, press: F2 |
The New group facilitates you to create new Folders or T ——
Files as per your requirement. sy | RENCEERS ¢
folder
Creating a New Folder raess

To create a new folder, follow the _

steps given below: . - 3 : “x _ /0
@ Click on the Home tab in File Ex- é’ eyl - Rl

plorer.

€© click on the New Folder button | ==
in the New group. This creates a | .= = = wone [mmw
New folder in the content pane.
e Type the name for the newly | =~
created Folder and press ENTER | ...
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Creating a New Item
You can also create blank files of different types in File Explorer, which can be
opened and edited in the respective application.

To create a new Item, follow the steps given below:

o Click on the Home tab in File =T g\

Explorer. i R XY -
Click the drop down arrow next || — = e .

to the New item button in the

New group. The list of file types | ==
appears. oty < =
:

€) Choose the type of file you want | = dm
to create. This creates a New | =

Item in the content pane.

o Type the name for the newly
created file and press the ENTER key.

SELECT GROUP

The Select group facilitates you to select multiple files or =

e Select all
folders from the content pane. SRR
To select a single file or folder, you can simply click on it. invert selection

Select All

To Select all the items in a folder, s ‘c x ‘0 -~

follow the steps given below:

@ Click on the Home tab in File
Explorer.

e Click Select all option from the -
Select group.

TIP

Press CTRL+A on your keyboard to select all the files and folders.

Selecting Multiple Files
To select multiple consecutive items, follow the steps given below:

o Click on the first item and Press and hold the SHIFT key on the keyboard.
e Click on the last item you want in the selection. Release the SHIFT key.

To select multiple non-consecutive items, follow the steps given below:

e Click on the first item. Press and hold the CTRL key on the keyboard.
o Click on other items you want to select. Release the CTRL key after you

finish your selection.
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THE VIEW TAB
The View tab hosts the commands that you can use to customize the display of
items in the File Explorer window.
The View tab allows you to change the way Windows displays your files and folders.
It consists of the following four groups:
O The Panes group facilitates you to Show/Hide the Navigation Pane. It also
lets you choose between the Preview Pane and the Details Pane.
G The Layout enables you to choose among the different icon sizes and their
Details.
G The Current view group lets you arrange the icons in different orders.
Q The Show/Hide group enables you show or hide different options related
to files and folders.

n = | Tile bupicim
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PANES GROUP

The Panes group facilitates you to apply different —
options to the Navigation Pane available on the left of the WM | TEereviewpane
File Explorer. It further facilitates you to access Details or |msvastion =5 petais pane
Preview panes. g

Fane

Show/Hide Navigation Pane
To Show/Hide the Navigation Pane, follow the steps given below:
€ Click on the View tab in File Explorer.
Q Click on the Navigation Pane button in the Panes group.
e Check/Uncheck the Navigation pane option to show or hide it.

Preview and Details panes
You can either display the Preview =~
pane or the Details pane on the :
right side of the File Explorer ata | - = =
time. Click on the one you wantin | ©
the Panes group.

i

@ When the Preview pane is

active, clicking on a file ="

displays its content in the

pane on the right side. — 0\
@ If the Details pane is active, | *=. =
clicking on a file displays its
detailed information in the
pane on the right side.

LAYOUT GROUP

For each folder in Windows 10, you can set a custom layout, i.e. change how
the contents of a folder are displayed.

The options in the Layout group allows you to choose whether the contents of
a folder are displayed as icons of various sizes such as Extra-Large, Large,
Medium, Small icons or as a List, Details, Tiles or Content view.

To change the folder layout, follow the

steps given below: ew | Manage
o Click on the View tab in File Explorer. | ‘b - :v_.:* s B [m
e Select the desired View option from |[© e b
the Layout group. ,



MANAGING FOLDERS & FILES AND COMPUTER SETTINGS

WORKING WITH LIBRARIES

By default, the Libraries are hidden in ="
Windows File Explorer. If you want to show |~
the Libraries node in the navigation pane, | .-~ . = » _ _ @m
follow the steps given below: T DR Tes TeS aen e

o Click on the View tab in File Explorer.
9 Click on the Navigation Pane button in | =

the panes group. —
€ Click on Show Libraries to make them visible.

9 UOISSaS

Creating a New Library
To create your own custom library, follow the steps given below:

€ Click on the Libraries node fm ™"
in the Navigation pane. -
= i

= BLLEE
© Right click in the Contents | "= _ . 0‘ = -
pane. \c =
€ Point to the New option. |~ e\ S )e

© Choose Library. Type the
name for the new Library
created in the Content pane.
You can open the newly created library and click on Include a Folderbutton
to browse for and add the first folder to the library.

Adding Folders to a Library
To add a folder to an existing library, follow the steps given below:

© Click on the Libraries node =" :

in the Navigation pane, \Q »

to open Libraries. i = D = = #
QCIick on Manage Library ".‘_?'._ St T

button from Manage (e e _
Contextual tab. & i ﬂ g

© Click the Add button. ! =

@ Browse and select the = | =
folder that you want to |- = .
include in the library. " o—

© Click the Include Folder o
button.
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You can also add a folder to a library by right- You can also change views by holding down CTRL
click on it and choose Include in Library in the key on your keyboard and scrolling mouse wheel.
shortcut menu.

Keyboard Shortcuts:

eWindows key + E — Open a new File Explorer window.

esALT + P - Show or hide the Preview pane.

*ALT + Shift + P - Show or hide the Details pane.

sALT + Left arrow key — Move back one folder in your history.

esALT + Up arrow key - Move up one folder in the folder tree.

eCTRL + N - Open a new File Explorer window from within the File Explore.
eCTRL + E - Activate the Search bar.

oCTRL + Shift + N - Create a new folder in the current folder.

*CTRL + Mouse wheel — Increase or decrease the size of icons or thumbnails

MANAGING COMPUTER SETTINGS

n Session 5, you have gone through various personalization settings of Windows

10. Noticeably, the computer settings have migrated from the more complex
Control Panel to the seemingly simple Windows Settings App. The Settings app
organizes computer settings into function specific pages or categories. Here, we
guide you through the settings under the Time & Language category of Windows
settings.

TIME & LANGUAGE SETTINGS

Time and Language option in the Windows
Settings app allows you to set or
change your System Date, Time, Region,
Language and Speech settings. ! L

o
¥

To open Time & Language settings, a\
follow the given step:

€© Open Windows Settings and [~
Click on the Time & Language
category.

The Time & Language settings page
is displayed. It has three main
settings options:

o Date & Time
G Region & Language
G Speech
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DATE AND TIME SETTINGS

The settings here are quite simple. You can set the time to adjust automatically
or change it manually. You can also select your Time Zone according to the
country you live in.

Date & Time lists the following preferences:

@) Set time automatically.
If set to ON, the system

9 UOISSaS

time will be synced <°
from the Internet time

This will become active
only if you disable the
"Set time automatically"

option.

Allows you to change
date and time manually. ‘G
G Time Zone. Pick the
correct time zone that
matches your location.
Q Adjust for daylight saving time automatically. Queries Internet servers to
sync the correct daylight saving time.
G Formats. Displays the following formats: first day of the week, short date,
long date, short time, long time.
o Change date and time formats. Allows you to adjust the formats displayed

on the Date & Time page. Here you can switch between 12-hour and 24-
hour formats for instance (the tt at the end indicates 12 hour formats).

servers.
(@ Change date and time. 0‘

To Change the date and time manually, follow the steps given below:

€ sSelect the Date & Time
option from Time & Language il
settings. . ‘0 ‘9

€ sSwitch OFF the Set time | — -
automatically option.

e Click the Change button.

@ In the Change date and time
window, modify the date and
time, and click on the Change
button to bring the changes
into effect.




REGION & LANGUAGE

The region & language Settings enable you to change the country or region,
and to add or remove languages from the system. Open the Start Menu and
click on Settings > Time and Language > Region and Language.

Country or region

Module Two: Operating Systems (WINDOWS 10)

The first option on the right-hand
pane will allow you to change the
region. This is useful for finding
localized content and apps. You
can set it to any country you
desire. Windows and apps may
or may not use the selected
region to deliver local content.
The setting affects Windows
Store among other things.

O Click on drop down list to
choose your region.

Languages

The Languages option allows you to install new languages. You may add new
languages to the operating system depending on the version of Windows that
is installed on the computer. Click on Add a Language and you’ll be presented
with a list of more than 140 languages to choose from. These languages may

[

P Duoe &

Country or reghan

WErioows rcl {0 T L (0L TIUSSTY AT IR R i

i e

Languiages

f:}' Knghish Miretm] Sate

Redated setting

be set to the default system language.

TIP

The Related Settings, Additional date, Time and regional settings take you to the Control Panel
where you can change the language, region and date and time of your PC in the old classic way, you
used to do in the previous versions of Windows.

Add a Language

To add a new Language, follow the steps given below:

o Open Windows Settings.

e Click Time & language
category.

e Click Region & language.
Under Languages, click
Add a language.

e Choose the language you
want to add, for example

Arabic, and select the specific
variation if applicable.

Q

=
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Changing Windows display language
To change the Windows 10 display language, follow the steps given below:

€ Open the Region &

Language settings |- | o
pane | e

@ In the Languages Ae o
area, clickalanguage |« — SIS

that is not labelled | e
as Windows display Gip It )e
language. et et

© Click Set as default. é’ T S

Sign out of Windows, and then sign back in to completely implement the display
language change.

Remove a system language
To remove a system language, follow the steps given below:

€ Open the Region &
Language settings |~ ™ i A NS

pane.

€© In the Languages AR /o targuages

area, click the . L

language you want o
to remove. @yt race ‘o
‘.3': byl imeal il
e In the expanded B

pane, click Remove.



SYSTEM INFORMATION
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Itis important to know the configuration (technical information) of your computer system,
such as edition or version of Windows, Processor details, Amount of RAM, etc. Windows
10 provides System Information in a modern way.

To display the System Information, open Windows Settings App and follow the

steps given below:

€ Choose the System
category in the
Settings window,

o The System settings
window appears.

o Scroll down the menu
on the left and click on
About option.

GThe System Information
appears on the right
side.

Windows 10 System Information has the following:

@ PC Name: Gives the
name of the computer,
chosen while installing
Windows.

The Name identifies a
computer on a network.
It may be different
than the user name of
the user account.
Q Edition: Displays the

edition of the Windows
installed.

@ Version: Displays the
Version number of the
Windows edition.

G Product ID: Displays the activation status of Windows. Shows the Product

ID if Windows is already activated.

@ Processor: Displays the type and speed of the installed Processor.
0 Installed RAM: Displays the amount of RAM installed.
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TASK MANAGER

You learnt about the Task View to view and switch among the running apps. If you
want to know the resource consumption by each running app, you can use the Task

Manager tool of Windows 10.

The Task Manager displays the status of all the running apps along with the background

processes.

It also displays the amount of system
resources utilized by the app, such
as Memory, CPU, and Disk.

To start the Task Manager, Right click
on empty area of the Taskbar and
choose Task Manager.

You can close any Not Responding
app from the Task Manager by
clicking on the End task button at
the bottom right corner.

You can also monitor the real time
performance of CPU, Memory, Disk,
and Network by clicking on the
Performance Tab at the top.

FHie Optios View
Pioceret Pecioreance  Anp hisiey | Starmap iken Oetails Serdoes
2% S4% A% 0%
Apps (T
L m Microsof Excel {5) L1 1354 g 0.1 MBAa T Mbes
ﬂ" Mficrasal Ouliock ir I ME 0 MBS 0 Mg
u Edicromof Woid {d) % 1255 B 0 MBS 0 Wbgs
J Pae 159 14,7 M8 O MEA. 0o
O sticky Motes (1) s 116 M8 O MEf 0 Mbps
e idk Mamacet DE% 153 R O MiA O Mbss
m 'Winidows Explorey [ oF% BT M 0 MEA 0 Mbgs
Background processes (42)
] Adsbe Acrahat Upsss Sanace % O MR 0 MBjs T
@ Artsmidmier Sevce Exeeutabie % 1.1 M58 ot MO O Mboi
S Agple Push 32 i e PT MR O MEsy 0 Wb £e)
Fewes ditail Eml tagc
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b\ ACTIVITIES

T ————————

Activity 1

Choose the correct option for the following statements.

1. is the file management application of Windows 10 to access, edit
and manage files/ folders.

a. File Explorer
b. Control Panel
c. My Computer
d. My Documents
2. When you cut or copy a file/ folder, it is stored temporarily in the
a. File
b. Clipboard
c. Icon
d. Recycle bin
3. We can restore the deleted files/ folders from the
a. Recycle bin
b. My document
c. File Explorer
d. All of the above
4. The keyboard shortcut to activate the Search bar of File Explorer
a. Ctrl +S
b. Window key + E
c. Ctrl +E
d. Ctrl + N
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Activity 2

Fill in the blanks with the appropriate words provided in the
box.

m Navigation Pane | Contents Pane | System Information m

is a container in which files, folders and apps are stored.

2. A appears by default on the left side of the File Explorer window and
allows you to browse for the folders and files on your computer.

3. The node in the Navigation pane give you a quick way to open
frequently used folders.

4. We can use to view the complete system specifications like Windows
edition, memory configuration, computer name, etc.

Activity 3

Practice the following tasks on your computer.

1. Open the File Explorer and Create a new folder named “Sample” inside the
“Documents” folder. (Hint: Use the “New folder” button in the File Explorer
window.)

2. Pin the “Sample” folder to the Quick access button. (Hint: This folder is
located within the “"Documents” folder)

3. Rename the “Sample” folder as “My Files”. (Hint: “"Sample” folder is available
in the “Documents” folder)

4., Create a new item “Microsoft word document” inside the “*Documents” folder.
(Hint: Use the "New item” button in the File Explorer window.)

9 UOISSaS
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OVERVIEW OF APPLICATION SOFTWARE, WORD PROCESSING,
GETTING STARTED WITH WORD 2016 & THE FILE TAB

_ Overview of Application Software, Word
Session Processing, Getting Started with Word
7 2016 & The File Tab

OBJECTIVES

General Objectives

In this Session, you will learn about Overview of Word
Processing, Getting Started with Word 2016 & The
File Tab.

Specific Objectives

At the end of this Session, you should be able to understand
and Practice:

Z UOISSaS

e Overview of Application Software
e Application Software
e Software Suites

e Overview of Word Processing
e Word Processor

o Getting Started with Word 2016
e Starting Word 2016
e User Interface of Word 2016
e New Features of Word 2016
e Creating a simple document
e Navigating through a document

e The File Tab
e Managing Documents
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LEARNING

OVERVIEW OF APPLICATION SOFTWARE

n the previous module, you have learnt about Windows 10, which is a System
Software. There is another type of software called Application Software. The
following section provides you an outline of it.

APPLICATION SOFTWARE

Application software is a program, or group of
programs, designed for end users to perform specific
tasks. Examples include applications such as database
programs, word processors and spreadsheets.

Application Software can further be classified as General Purpose Applications and
Special Purpose Applications. The General Purpose applications, such as Word,
Excel, PowerPoint, Microsoft Edge, etc. are useful to almost all computer users.
Special Purpose applications are customized software used for specific purpose,
such as Hospital Management System, Air Traffic Control System, etc.

TIP

Application software may simply be referred to as an application.

SOFTWARE SUITES

A software suite is a collection of two or more software
programs that are bundled and sold together. Each
component program generally provides different
but related functionality. A good example of a
software suite is Microsoft Office, which has multiple
software programs like Word (Word Processor),
Excel(Spreadsheet),PowerPoint(Presentation
Program), and Outlook (E-mail client). Other examples
include Adobe Graphics suite, Corel Graphics suite, etc.

MS Office 2016 is the Ilatest release of
the Microsoft Office suite. It is a complete
package or suite from Microsoft Corporation,
which consists of applications such as Word
2016, Excel 2016, PowerPoint 2016, Access
2016, Publisher 2016, and Outlook 2016, etc.
It is the most widely used productivity suite having the general purpose
applications useful for the corporate office environment or to a home user.

Office 2016
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OVERVIEW OF WORD PROCESSING

Word processing is the phrase used to describe "using a computer to create, edit,
and print documents". Of all computer applications, word processing is the most
common. To perform word processing, you need a computer, a special program
called a word processor, and a printer. The major advantage of Word Processing is
that you can make changes without retyping the entire document.

WORD PROCESSOR

The application used for Word Processing is commonly known as a Word Processor.
A word processor enables you to create a document, store it electronically on a disk,
display it on a screen, modify it by entering commands and characters from the
keyboard, and print it on a printer. These documents can be closed and opened again
to continue working on them.

Z UOISSdS

A word processor provides the following common features:

e Spell Checker

e Find & Replace

e Formatting

e Word wrap

e Headers & Footers

POPULAR WORD PROCESSORS

There is a variety of Word Processors available in the market from different
vendors. The Following are some of the popular Word Processors.

¢ Microsoft’s Word 2016
e Apple’s Pages
¢ Corel’'s WordPerfect

Word Perfoot X7

GETTING STARTED WITH WORD 2016

Word 2016 is the most widely used word processor designed by Microsoft. It is a
part of the Microsoft Office suite, but can also be purchased as a stand-alone
product. It is available for Windows and Macintosh operating systems.

Word 2016 allows you to create various types of professional documents such as
Letters, Flyers, Brochures, Manuals, CVs and more.

STARTING WORD 2016
You know that Word 2016 is a word processor. To create a document in Word 2016,

you need to start the application.
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To start MS Word 2016 in Windows 10, follow the
steps given below:

€ Click on Start Button to open the Start menu.
QCIick on Word 2016 from the All Apps list.

The Start Screen of Word 2016 appears with different
options to open a file. You can either choose an
existing file or start with a new one. Pressing the
Esc key will start with a new blank document.

USER INTERFACE OF WORD 2016

The Microsoft Office 2016 user interface is quite uniform across its components.
Word 2016 offers a more refined user interface along with many interesting tools.

The user interface of Word 2016 consists of the following:

OQuick Access Toolbar: It provides the easy access to the commands
that you use frequently. By default, it has the Save, Undo & Repeat
commands. You can add or remove commands to Quick Access Toolbar
by simply clicking on the Customize arrow button on its right.

G Ribbon: Almost all the commands in Word 2016 are compiled together in
the form of a Ribbon, in order to help you work efficiently.

GTabs: At the top of the Ribbon is a set of tabs. Clicking a tab displays an
associated set of commands.

QGroups: Related commands of a Ribbon Tab are organized in Groups.
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G Dialog Box Launcher: Clicking the Dialog box launcher displays the
associated dialog box or pane.

G Ribbon Display Options: It allows you to Show or hide the Ribbon. Click
on it to choose from the menu options Auto-hide ribbon, Show Tabs, or
Show Tabs and Commands.

@® Work Area: The white area in the middle of the Word 2016 user interface
is the Work Area or Workspace. This represents the actual page where

. 0
you type text, edit or format a document. 3
O The Insertion Point (Cursor): The Insertion Point or Cursor is the blinking a
vertical line in the Work Area. It indicates the current active place in the g
document where you can insert text, images, apply editing or formatting N
commands.
o Rulers: It helps you to view and adjust the position of the contents in the
document.

o The Status Bar: It displays the information about the current document
such as the total number of pages, the current page number, total
number of words in the document, current proofing language and
proofing status.

0 View Buttons: Three view buttons Read Mode, Print Layout, and Web
layout on the right side of the Status bar allows you to easily switch
between the document views.

O Zoom Slider and Buttons: These allow you to easily adjust the zoom level
of the document contents as per your convenience.

TIP

When you move your mouse over most commands, a Tooltip is displayed. This provides a brief
description about that command. Equivalent keyboard shortcuts are also displayed, if applicable.

ADDING COMMANDS TO QUICK ACCESS TOOLBAR
The Quick Access Toolbar allows you to add
frequently used commands so that they are Fioess Cuvtouming O Accem Vool

readily available. -
Pacte i L& w 0

o Feemat Painter

To add commands to Quick Access Toolbar, | =~ ... ! s
follow steps given below: .
€ Click on the Customize Quick Access
Toolbar arrow. s ¢ Unda
eChoose the desired command from the |-
displayed list. |
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REMOVING COMMANDS FROM QUICK ACCESS TOOLBAR

To remove a command from the Quick Access
Toolbar, follow the steps given below:

o Click on the Customize Quick Access
Toolbar arrow.

9 Uncheck the desired command from
the displayed list.

Contoamize Quick Adcess Tools

A 2
" A

RIBBON DISPLAY OPTIONS

You can control the display of the ribbon by clicking the commands on the

Ribbon Display Options menu. It is
located on the right side of the title bar,
near the minimize button. It provides you
with three options:

@ Auto-hide Ribbon: This option hides
the ribbon and maximizes the
workspace. You need to click the top
of the screen to view the ribbon.

@ show Tabs: This option show Ribbon
tabs only. You need to click on the tab
to reveal the ribbon's commands for
that tab.

GShow Tabs and Commands: This

= b 4

Auto-hide Ribbon

Hide the Ribbon. Click at the top
of the application to show it,

Show Tabs ‘o

Show Ribbon tabs only. Click a
tab to show the commands,

Show Tabs and Commands

Show Ribbon tabs and
commands all the time.

option always show Ribbon tabs and
commands.

USING ACCESS KEYS

Access keys are a set of keyboard shortcuts used to access the Tabs and
Commands. You need to press the Alt key to activate the Access keys. This
displays the little labels, or badges for all the tabs. After you press a key to
activate a particular tab, the badges for the commands on that tab appear.
Every single command on the Ribbon and the Quick Access Toolbar has an
access key. Press the Alt key once again to hide the Access keys.

W | AagbCoe| AaBoocDr AR RdD sisccer

g W Usdan W - 4~ N
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NEW FEATURES OF WORD 2016

Word 2016 is equipped with several new features to help you work more efficiently.
Out of these, following are the two useful features.

TELL ME BOX

In Word 2016 user interface screen, you
might have noticed a text box on the right
of the ribbon tabs with a bulb sign that says
“Tell me what you want to do...”

o It allows you to do the things quickly
and efficiently, keeping you free
from remembering and locating the =
commands in various tabs & ribbons.

@ All you have to do is to simply enter
a word or a phrase in the Tell Me box

Z UOISSdS

about the command you want. B

QWord 2016 provides you a list of the rimatio; Techtningy -
related commands. You can choose |  cass 5% e
the one YOU are |00klng fOF. A car [also called an auto) is @ & =

wheebs and an internal combustio e .

eYOU can even use the Tell Me box to Fronch “mobile”. This name mear 2 =
get help on a particular command. S o e i e

SMART LOOKUP

Another interesting feature in Word 2016 is the Smart Lookup. It allows you
to get the definitions, Wikipedia articles, and top related searches from the
web about any word or phrase in your document. Thus, bringing the research
directly in to Word 2016.

OSeIect the word and right click
on it.

aChoose the Smart Lookup option.

@) The Insights pane appears with |
the results from the online
sources like Wikipedia, Bing,
and Oxford Dictionaries.

Amazing thing of the Smart Lookup :
is that it gives you the contextual | - . ‘9

results that are relevant for the use

of the selected word or phrase inthe | = j—y
document. For example, if you use

Smart Lookup selecting the word office in the phrases Office Furniture and
Microsoft Office Apps, the results in the Insights pane will be different according

to the phrase.




CREATING A SIMPLE

DOCUMENT
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By now, you have learnt about the interface of Word 2016. You have gone through
the different features available in Word to ease your work. You can now create
a simple document to have a practical hands-on experience. Acquiring the basic
skills of entering text, selecting text and navigating around in the document will
help you to work efficiently with Word 2016.

CREATE A NEW DOCUMENT

As already discussed, when you start Word 2016, you can choose to start with
a new blank document. You can even create a New document from an already
open Word document.

Document2 - Word

To create a New Blank
document, follow the
steps given below:

€ Click on the File
tab.

©cCiick on the
New command.

e Click on the Blank document.

QTempIates: ATemplateis a pre-
designed document that can
be used to create similar new
documents. All the formatting
is complete; just add your own
contents and your document
is ready. A lot of templates
to create brochures, invoices,
letters, CVs, certificates, etc.,
are already pre-installed in
Word 2016. Moreover, you can
browse through thousands of
online templates. You can also
create a Template from your
document in Word 2016.

ENTERING TEXT

Whenever a new document is created, the flashing cursor is always seen at
the beginning of the first line. You can start entering text by pressing the
keys on the keyboard. As you press any alphabet key on the keyboard, that
alphabet is inserted before the cursor or the insertion point and the cursor
moves one position ahead. You can continue typing to complete a word. Press
the Spacebar key to leave a space between each word.
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Word Wrap
Whenever you reach the end of line, the cursor jumps to the next line
automatically. If the last word cannot fit on a line, it will also jump with the
cursor to the next line. This feature is known as Word Wrap. This allows you
to type in continuously without bothering about the end of lines.

Use of Enter Key
Press the Enter key when you want to end the current paragraph and start
with a new one. In fact, whenever you press the Enter key in the document,
Word treats it as a new paragraph. Thus, a paragraph in Word 2016 can be of
multiple lines, a single line, or even a single word.

Z UOISSdS

Use of Tab Key
The Tab key allows you to leave some blank space and enter the text away in
a line instead of pressing the Space key multiple times. Pressing the Tab key
jumps the cursor five spaces ahead, by default. You can also set the Tab stop
positions as required. This is usually helpful in creating structured documents.
Tab key is also helpful while working with Tables in Word.

SELECTING TEXT

To edit or format text, you need to select it first. You can select text by two
ways, either by using mouse or keyboard.

To select using keyboard, press and hold the Shift key along with Navigation
Keys ([d, @, &, BJ).

To select using mouse, click and drag the mouse over the text you want to select.

To select a single word, double click on it.

To select a paragraph, position the mouse pointer in the paragraph and click 3 times.
To select the entire document, use the Keyboard Shortcut CTRL + A.

To deselect text, click anywhere outside the selected area or use the Arrow keys.

DELETING TEXT

In order to delete the characters in a document, you can use the Delete or the
Backspace key. The Delete key is used to delete the english characters to the
right of the cursor. The Backspace key is used to delete the english characters
to the left of the cursor.

If you want to delete a section of text in the document, select the text and
press the Delete or the Backspace key.

To delete a whole word to the right of the cursor, use the Keyboard Shortcut CTRL + Delete.

To delete a whole word to the left of the cursor, use the Keyboard Shortcut CTRL + Backspace.
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UNDO AND REDO OPTIONS

Sometimes after making some changes in a document, you may decide that
they are not necessary. You can reverse your last action by using the Undo
command.

To undo any action, follow the steps given below:

€ Click the Undo button on the Quick Access
toolbar or use the keyboard shortcut CTRL + Z.

QYou can click on the arrow symbol to select Calibri (Body) ~ |22
and Undo multiple commands you performed | p..e
recently or use the keyboard shortcut CTRL + - ¥
Z repeatedly. Clipboard = Fant

B I U~

Redo command is used to perform the actions which has been undone by the
Undo command.

To Redo an action, follow the step given below:

€ Click the Redo command on the Quick Access Toolbar or use the keyboard
shortcut CTRL + Y.

The Redo command can also be used to Repeat your last action for another
selection. To use the Redo command as Repeat, Select the text where you want
to repeat your last command and Click the Redo/Repeat button on the Quick
Access Toolbar or use the keyboard shortcut CTRL + Y.

NAVIGATING THROUGH A DOCUMENT

While working on a document, it is frequently required to locate and select a section
of text from any part of the document. You can move across the whole document
with keyboard or mouse.

NAVIGATING WITH KEYBOARD

Keyboard allows you to navigate through a document using the following key(s).

® To move through left, right, up or down directions, use the four Arrow keys

(1, @, &, &)y on the keyboard.

e To move through word by word in the left or right direction, use the Control
key (CTRL) along with the left or right arrow keys ([, [2)).

e To move through by a paragraph in up or down direction, use the Control
key (CTRL) along with the up or down arrow keys ([tJ, BJ),

e To jump directly to the beginning or the end of the current line, use Home
or End key on the keyboard.

e To jump to the beginning or the end of the document, use the Control Key
(CTRL) key along with the Home or End key.

e To move page by page in up or down directions, use the Page Up or Page
Down key,
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NAVIGATING WITH MOUSE AND SCROLL BARS

Moving to a part of the document can be sometimes quicker with mouse. You
can simply use the mouse wheel or the scroll bars to locate the part of the
document you want. Word 2016 provides you two types of scroll bars:

O Vertical scrollbar:
This allows you to

QSZLgniteenE?;o:gPdg\:\?n ¢y cars owned since 1998 by

directions. Armistice with Germany on 18 &

G Horizontal scrollbar:
This allows you to
navigate through the

document in left-right
directions.

USING THE NAVIGATION PANE

In Word 2016, Microsoft has improved the navigation experience with the
Navigation Pane. The navigation pane allows you to move across a document
by Heading levels, Pages or by Results of a text search. With the help of
navigation Pane, you can search specific text and even browse the pages in the
document.

Z UOISSdS

To open the navigation
pane, follow the steps given
below:

QCIick on the View tab.

€ n the Show group,
check the Navigation | ;
Pane bOX' ":"‘"‘f.“'“f"f_"" The PRolls-Royce FPhantom B a saleon

o The n aVlgath n pa ne automobile made in the United Kingdom by
opens at the left of your document window.

Rolls-Royee

USING GO TO OPTION

Go To option takes you di- ~=m e
rectly to the required page,

section etc., by entering rF“r"‘w"l‘""“ § i

the desired page or sec- | ireommmmmm. |

Seclun

t|on number. ThlS Optlon |S line Erter = and = Lo mone relative 1o the cument lacation, Lsample: =4
. - Baoimark will move Toreand Tou iLems,

available under Find menu | commen o

of Editing group in the | '

Home Tab. Previug Close
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THE FILE TAB

he first tab in Word 2016 is the File Tab. When you click the File tab, the document
window becomes invisible and a menu is displayed on the left with the options
such as Save, Close, and Print a document. It also displays the information about the
current document on the right side. The view of File tab is also called the Backstage view.

MANAGING DOCUMENTS

The File tab provides the options to manage the documents. You can Save, Open,
Close, or Print your documents using the File Tab.

SAVING A DOCUMENT

Saving your work at regular intervals is very important. This will prevent data
loss due to power failure or unforeseen circumstances. By default, a document
in Word 2016 is saved with the file extension .docx.

To Save a document from the File Tab, follow the steps given below:

oCIick on the File tab.
€ Choose the Save option. inset Design

When you save a new file for the first time, the
Backstage View shows the Save As options to A o )
choose the location where you want to save the | &= «~ B I U -ssex x
document. Clipboard & Fant

& © | Calibri (Body) |22 ~| A”

OOneDrive: Allows you to
save the document online
to OneDrive cloud. You need
an active internet connec-
tion and a Microsoft One-
Drive account.

@ This PC: Allows you to
save the document locally
on the computer. You can .
choose from the recent |- @ «
folders shown on the right | =~

side. g_, —
@©Browse: Allows you to | =
choose a folder location | ==
manually on the computer. | ?
After choosing any of the above | * .

box is displayed.
TIP

locations, the Save As dialog ], —

v o [ -

To Save a document, you can also use the Save icon on the Quick Access Toolbar or the Keyboard
Shortcut CTRL + S.
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QEnter the name in the File name box.
OCIick on the Save button.

When you make changes to your document after saving and want to save the
updated file, you can repeat steps 1 and 2.

USING SAVE AS OPTION

The Save As option is used to save a copy of an existing document with a new
name in the same or different location. You can also choose a different format
such as PDF, Web page, Word 97-2003 document, etc.

The steps for using the Save As option are almost same as saving a document
for the first time, as mentioned above, except the following:

e Select the Save As option in the Backstage view.
GChoose the file type in the Save as type option in the Save As dialog box.

CLOSING A DOCUMENT

Word 2016 allows you to close a document without closing the application.
If any open document is unsaved, Word 2016 will prompt you to save your
document before closing.

To close a document without closing the Word 2016 application,
QCIick on Close option in the Backstage view.

TIP

If there is only one open document, clicking on “"X” button at the top right corner of the title bar will
quit Word 2016 by closing the document.

OPENING AN EXISTING DOCUMENT

To open an existing document,
follow the steps given below:

Z UOISSdS

QCIick the File tab and select
the Open command.

€ Choose the desired file from
the Recent files list that
appears in the Backstage i
VieW. B i P ek

eIf the desired file is not |~ .. .. ___
listed, click the Browse [== == . _ =
option to display the file | ;. o ey e
Open dialog box. <

@ Browse and select the file | == b
you want to open. iy

QCIick the Open button. =

Foopoon @
EVEEE
|
|
¢




PINNING A RECENT DOCUMENT

When the list of recent documents is full and you open a new or existing
document, the last document in the recent document list is removed. You may
wish to have certain important documents displayed in this list at all times for
quick access. For this, you may pin them to the Recent Documents list.

Module Three : Word Processing (MS Word 2016)

To pin a document to the recent documents list, follow the steps given below:
€ Point to the document

youwanttoPininthe
recent documents
list. This highlights
the document and
shows a Pin symbol
in the right end.

QCIick on the Pin Sym-

bol to add it to the
Pinned group.

Open

[ G —

i OesDre

L

Ty A

(e

B F
¥

b0 oo o Iy

You can unpin a pinned document by simply clicking on its pin symbol.

PRINTING A DOCUMENT

You can print a document to get a hardcopy on paper.

To print a document,
QChoose the Print

command from the
File Tab. The Back-
stage View shows
the Print interface
and a preview of
the current page.

Keyboard Shortcuts

Create a New Blank Document
Save a Document

Open a Document

Close a Document

Save As a Document

Print a Document

CTRL + N
CTRL + S
CTRL + O
CTRL + W
F12 KEY

CTRL + P
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ke '\ ACTIVITIES
1

Choose the correct option for the following statements.

1. Which of the following is not an application software?

Z UOISSaS

a. Microsoft Word
b. Photoshop

c. Microsoft Edge
d. Windows 10

2. on the right of the ribbon tabs allows you to quickly get to commands
and features you want to use.

a. Status Bar
Smart Lookup
Tell Me box
Toot tip

a o o

3. To erase a character to the right of the cursor, pressthe __ key.
Delete

End

Backspace

Home

O 0 T o

4, is the default file extension for a document in Word 2016.
.dotx

.docx

.decx

txt

o 0 T o
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Activity 2

Fill in the blanks with the appropriate words provided in the
box.

CTRL+P CTRL+Y CTRL+N CTRL+A CTRL+Z

The keyboard shortcut to Undo the changes in a document is

The keyboard shortcut to select entire document is
The keyboard shortcut to Print a document is

e

The keyboard shortcut to create a New blank document is

Activity 3

Practice the following tasks on your computer.

1. Create a new Microsoft Word document. Type the text *Welcome” and
save the file with the name “Practice”. (Hint: You can save this file to the
documents folder.)

2. Open the document “Practice”. (Hint: You can open it from the Recent
option.)

3. Pin the “Practice” document to the recent files list.
4. Create a new document using the template “Welcome to Word”.



THE HOME TAB

SEEE e THE HOME TAB

8
OBJECTIVES

General Objectives

In this Session, you will learn about the Clipboard
group, Font group and Paragraph group of Home Tab.

Specific Objectives

At the end of this Session, you should be able to understand
and Practice:

8 UOoISsas

e The Home Tab
¢ Clipboard Group
e Font Group
e Paragraph Group
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LEARNING

e

THE HOME TAB

ou learnt about the File Tab in the previous session. The next tab after it in Word

2016 is the Home Tab. Home tab is generally used to format the documents.
You can use effects like Bold, Italic, Underline, Size of Text, Alignment of Text,
Quick Styles and Formatting of whole paragraph, etc. You can also use it to find and
replace words or phrases in the document.

T Babbcifn | Aabiblefn SaF aaz .I‘l-"l.aﬁ daBhCel .:_I:::_-_

T

The Home Tab commands are divided into five groups.

o Clipboard: This group contains the main editing commands such as Cut,
Copy and Paste.

QFont: This group commands enable you to modify and enhance the
appearance of your text.

G Paragraph: This group commands enable you to format complete
paragraphs.

Q Styles: This group commands enable you to apply pre-defined formatting
styles.

G Editing: This group commands help you to find and replace text as well
as select text or objects.

CLIPBOARD GROUP

The First group in Home tab is the Clipboard group, which enables you to access and
use contents of the Office Clipboard.

A clipboard is a temporary storage area where text or other data, which has been
cut or copied from a file, is stored.

There are four commands in the Clipboard: Cut, Copy, Paste, Format Painter.

The Copy command stores a copy of _
the selection on the Clipboard so you B s AL e

can paste it somewhere else.
To copy the text, follow the steps P
given below: =
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Q Select the text you want to copy.
QCIick Copy from clipboard group or press CTRL + C. Home

€@ Place the cursor to the position you want to paste and &D E‘f"“‘
click Paste command or press CTRL + V. Paste :‘Q@C”“

e % Format Painter
CUT Clipboard 7]

The Cut command removes the selection

0
and stores it on the Clipboard so you can A e 3
paste it somewhere else. 7}
(e)
To Cut (or Move) the text, follow the steps - P 3
given below: I e e T 0

€ Select the text you want to cut.
€ Click Cut from clipboard group or press CTRL + X.

ePlace the cursor to the position you want to paste and
click Paste command from Clipboard group or press
CTRL + V.

The Paste command is used to add content from the Clipboard to your
document.

Clipboard "]

To paste the contents of the clipboard to the current cursor position, click the
Paste from the Clipboard group or use the shortcut Ctrl + V.

PASTE OPTIONS

The Paste command provides you with different paste
options, such as to paste the text with the source format H
or to match the destination format. To display the Paste Hame

options, click on the arrow below the Paste command. = ¥ cuf

OKeep Source Formatting: Preserves the style of the ,,,E] Sl
original text. q . ¥ Format Painter
. . . Paste Options:
QMerge Formatting: Changes the formatting so that it s o

matches the text that surrounds it. 2 Ls A\o
ial...

@ Keep Text Only: Removes all the original formatting Rttt
from the text.

USING DRAG AND DROP

Moving or Copying text/object using Mouse is called Drag and Drop.
To Move the selected text, click and hold the left mouse button and drag it to
the new place.

Set Default Paste...

To Copy the selected text, click and hold the left mouse button along with

CTRL key and drag it to the new place.
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FORMAT PAINTER

Do you like the look of a particular selection? You can apply that look to other
content in the document. The Format Painter command is used to copy the
formatting applied to a section of text to another section of text.

To apply the formatting style of the selected text,

0 From the Clipboard group, click Format Painter.
Your mouse pointer changes to a paint brush. Now
drag it over the text to which you wish to apply the
formatting.

- ~ Format Painter

Clipboard &

TIP

If you wish to apply the selected formatting at multiple places, double-click the Format Painter
command. You can then drag over multiple areas. Press Escape Key when done.

CLIPBOARD PANE

The Clipboard pane is used to see all the items you have
cut or copied to the Clipboard. m

To open the clipboard pane, follow the steps given below:
@ Click the Home tab e -rrummp.qlf L
€) In the Clipboard group, click the Dialog Box Launcher e
to display the Clipboard pane. Clipboard
e Here you can see all items that you have copied or | , »me lear

Clickl an Mem Lo Pasle

cut. Click any item to insert it individually. P \e
O raste All: This button is used to insert the complete et poid v copies 49

content from the clipboard. BY 1. Click e Heame tal
G Clear All: This button is used to clear all the content Weoup, e th D,
from the clipboard. B Cligbomid Pane 2
gy (- :
FONT GROUP

The next group of Home tab after Clipboard is Font. This group consists of
commands that enable you to modify and enhance the appearance of your text.

A Font is a graphical design (typeface) having particular size, weight, and style
for a set of characters. The Font box is used to change the font of selected
text. It lets you pick a new font for your text.

To change the Font of the selected text, follow the steps given below:
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Click the arrow to the right of the
Font box.

9 Select the desired font from avail-
able fonts.

The new font is applied to the selected e, =
text. S

FONT SIZE

The Font Size box is used to change the size of selected text.

To Change the size of the selected text,
follow the steps given below:

€ Click the arrow to the right of the &

8 UoISssas

Font Size box. g
@) Sclect the desired font size from K S ol ) -3 et
the font size list. e e

INCREASE FONT SIZE AND DECREASE FONT SIZE

Word 2016 also gives you the following two options to change the font size.

OThe Increase Font Size icon is used
to make your text a bit bigger.

. . iy 3t el B = 111~ = e ATl
GThe Decrease Font Size iconisused | "I+, .., o iz st e
to make your text a bit smaller. PO o foamaipaiies | B 1 M v e X X7 T - B

Chipboard 0 ront

FONT COLOR

The Font Color command is used to | ———
change the color of text. Using different ] o

. Calibri (Body) ~ |11 ~ A A Aa- #» =i
colors makes text more attractive. ”

B 7 U ~abex, x| A-W- -S4 =—=——81 1=.
To change the Font color of the selected s [ [
text, follow the steps given below: SIS 1 o 112103 | Theme Colors )
. . H EEESEERER
@ Click on the arrow to the right of
the Font Color command. e> III Tl
eSeIect the desired color. g I
Standard Colors
| J | FEEEER
#y  More Colors...
[A Gradient 3

FONT STYLE: BOLD, ITALIC, UNDERLINE

Word 2016 permits you to apply the following text styles to your document:
OThe Bold command is used to make text appear thicker.
G The Italic command is used to make the selected text slant to the right.




G The Underline command is used to
draw a line below text. On clicking
the small arrow besides underline
icon, more underline options are
available like Double Underline, Thick
Underline, etc.

To apply the bold effect to the selected
text, follow the steps given below:

€@ Select the text to which you want to
apply bold effect.

QCIick on Bold command in the Font group.
In the same way you can change the text to
italic (I) and underline (U).
TIP
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King Saud University

You can also use the shortcuts Ctrl + B to Bold text, Ctrl + I to Italic text and Ctrl + U to Underline text.

Word 2016 allows you to change the capitalization of the selected text to
uppercase, lowercase, etc. The different available options are as follows:

0 Sentence case - Only the first letter of
the sentence is capitalized.

@ lowercase - Changes the selected text
to small letters.

@ UPPERCASE - Changes the selected
text to capital letters.

@ Capitalize Each Word - Makes the first
letter of each word capital.

GtOGGLE cASE - Changes the capital letters to small & small to capital.
To Change Case of the text, follow the steps given below:

QSeIect the text for which you want to change case.

QCIick the Change Case command of font group and select the desired case.

TEXT HIGHLIGHT COLOR

The Text Highlight Color command is
used to make your text pop by highlighting
it with a bright color.

To apply a text highlighter to the selected
text, follow the steps given below:

€ Click the Text Highlight Color command
of font group.

e Select the color you want.

art Diesign Layout References Mailings
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TEXT EFFECTS AND TYPOGRAPHY

The Text Effects and Typography command

is used to apply various effects to selected text. | «wwe v v

You can add some flair to your text by applyinga | " '" =" * =74 |
text effect. Additionally, you can select Outline, | =~ A A & = A
Shadow, Reflection and Glow effects from A AAAIA
the list. You can also change the typography a>

settings to enable a stylistic set. A A A A

To apply the text effect to the selected text,
follow the steps given below:
€ Click on the Text effect command of font
group.
@) Select the desired effect,

CLEAR ALL FORMATTING

Clear All Formatting command removes all 1
formatting from the selection, leaving only the EEEEEETIEENEEREE T S
normal, unformatted text.

I
8 UoISssas

To clear all the formatting from the selected text, x| AV A-

QCIick on Clear All Formatting command of
font group.

STRIKETHROUGH

The Strikethrough command is used to draw a
line through the m|dd|e Of Selected text so that ert Design Layout References M
it indicates the text is stroked/cancelled out.

. Calibri (Body) ~ |11 = A A" Aa- &
To apply the Strikethrough effect to the selected text,
. . B I U -|abelx. x° &-a}?-_ﬂ.-
0C|ICk on the Strikethrough command of 1

Fant Ia

font group.

TIP

You can also apply Double Strikethrough from effect option available in Font dialog box.

SUBSCRIPT AND SUPERSCRIPT

The Subscript command is used to type letters
in very small size, just below the line of text. For | S
example, H,0.

Similarly, the Superscript command is used to

type letters in very small size, just above the | 8 1 U -asdx. x| A- ¥ - 4 -
line of text. For example, (A+B)32. B o -
To apply the Subscript/Superscript to the

selected text,
Q Click X, (Subscript) or X2 (Superscript) command as desired.

Calibri (Body) = |11 = A A Aa~- f#
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FONT DIALOG BOX

The Font dialog box is used to apply a
combination of various formatting effects. You s s
can customize your text using advanced font
and character options to give it the exact look
you want. You can add a variety of styles and | B I U ~&ex x° A- % -4 -

Calibri (Body) ~|11 - A A  Aa- &

colors to your text, as well as visual effects, like Fort 1
strikethrough, superscript and all caps. T %
To open the Font dialog box, follow the steps | =~ -
given below: aas : ;,,_ ':'.' =
€ Click the Dialog Box Launcher in the Font w mimd e
group to display the Font dialog box. e
@ Choose the effects as per your | BZin. Bien
requirements and click the OK button. Dl e
1LP Myl S
The sh he Font Dialog box is Ctrl + D.
e shortcut to open the Font Dialog box is Ctrl + e 9“_@_ =

PARAGRAPH GROUP

In the Font group, you learnt to change the typeface and type settings of your
text. Most of the commands in the Font group deal with the individual characters.
However, in order to work with the complete paragraph, Word 2016 provides you with
the Paragraph group. The commands in this group enable you to format complete
paragraphs.

ALIGNMENT

Alignment refers to the way text is positioned
horizontally in a given paragraph.

There are four types of text Alignments:

OAIign Left (Ctrl + L): This command
aligns your content with the left margin.
It is commonly used for body text and
makes the document easier to read.

0 Centre (Ctrl + E): This command aligns
your content in the center. It gives documents a formal appearance and
is often used for cover pages, quotes, and sometimes headings.

GAIign Right (Ctrl + R): This command aligns your content with the right
margin. It is used for small sections of content, such as text in a header or
footer.

QJustify (Ctrl + J): This command distributes your text evenly between

the margins. It gives your document clean, crisp edges so it looks more

polished.
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INDENTATION

Indentation determines the distance of the
paragraph from either the left margin or the right
margin. Increase Indent moves your paragraph
farther away from the left margin. Decrease
Indent moves your paragraph closer to the left
margin. Paragraph
Q Click on the Increase Indent command to move the paragraph towards right.
QCIick on the Decrease Indent command to move the paragraph back to
its original position.

{F]

8 UoISssas

TIP

You can also use the horizontal Ruler just below the Ribbon for Indentation.

LINE AND PARAGRAPH SPACING

The Line and Paragraph Spacing command enables you to choose how much
space appears between lines of text or between paragraphs.

It provides you with the following two

options: e Bl ot s ML
OAdd Space Before Paragraph R :
GRemove Space After Paragraph | Q ‘e

To change the line spacing in a | - rasmanre

paragraph, follow the steps given below: b 4 ol e Lt st et e o it
€ select the lines or paragraphs ——

to which you want to apply the
line spacing.

Click on the line spacing command in paragraph group and choose the
desired line spacing from the list.

To apply the same spacing to your whole document, use the Paragraph Spacing command on the
Design tab.

BULLETS AND NUMBERING

Bullets and Numbering help you to create a bulleted or
numbered list in your document.
@ Bullets: This command allows you to create a bulleted list.
@ Numbering: This command allows you to create a

numbered list.
To create a Bulleted/Numbered list for the selected text,

follow the steps given below:
€ Click the arrow to the right of the Bullets/Numbering
command.
QSeIect the desired format.
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This command is used to add or remove borders from your selection.

To apply a border to a paragraph, follow the steps given below:
G Select the text for which you want -
to apply border.

QCIick on the Borders command
of paragraph group and choose |
desired border.

@ Borders and Shading: This option phredglossindgralgliogdeg b
allows you to explore additional St i s o G 2
border options, such as line color R e B e N

and line width. : &

Shading command is used to change the color behind the selected text,
paragraph or table cell.

To apply shading to the text, follow the

steps given below: T [T e R S :
© select the text or line to apply shade. | T Sy E maeaaas
€ Click on the arrow to the right | p &i!!_lljllll
of the Shading command of the cans (TIRLEELLL
paragraph group. SR N
© select the desired color from the S T T T
color palette. s 6 sk e Al et i

PARAGRAPH SETTINGS

The Paragraph Settings dialog box is used to apply /e

a combination of various paragraph formatting effects. [~ | il 7
You can fine-tune the layout of the selected paragraph, | =~ =~ — — °
including spacing, indentation, and more. === & | 2as -
. Paragraph
To open the Paragraph Settings dialog box, follow the
steps given below: —
QCIick the Dialog Box Launcher in the Paragraph | .77 "7
group. e
€@ Choose the effects as per your requirements and | ==
click the OK button. olis -
e ed 44 ot = -
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Activity 1

Choose the correct option for the following statements.

1. Which operation you will perform to move the selected text from one place
to another?

8 UOoISsas

Copy and Paste
Cut and Paste
Paste and Delete
d. Paste and Cut

0 T o

2. Characters that are smaller than normal text and typed just above the line of
text is known as

a. Strikethrough

b. Decrease Font Size
C. Superscript
d

. Subscript
3. command is used to make your text look like as if you have
highlighted it with a highlighter pen.
a. Shading
b. Font Color

c. Highlighter pen
d. Text Highlight Color

4, option from the Change Case command, makes the selected text
into capital letters.

a. Lowercase

b. Sentence case

Cc. Uppercase

d. Capitalize each word
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Activity 2

Fill in the blanks with the appropriate words provided in the
box.

m trikethrough

. The keyboard shortcut to Underline the selected text is

2. The command allows you to draw a line through the middle of
selected text.

3. The keyboard shortcut to open font dialog box is .
is the shortcut key to Center Align the selected text.

Activity 3

Practice the following tasks on your computer.

1. Create a new blank document and type the text "Welcome”. Change the size
of text to “14” and apply the font “Verdana”. (Hint: You can save this file on
the desktop.)

2. Type the text “King Saud University” and apply the font styles “Bold and
Underline”, font color “Purple” and highlight the text in “Yellow” color.

3. Copy the formatting styles of the text “King Saud University” to the text
“Welcome”.

4. Insert a random sample paragraph in the document by typing “=rand()”
function and press the Enter key. Change alignment of the paragraph to
“justify” and change the line spacing to “1.5".
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THE HOME TAB & THE INSERT TAB

OBJECTIVES

General Objectives

In this Session, you will learn about the Styles and
Editing groups of the Home tab and the Pages and
Tables groups of the Insert Tab.

Specific Objectives

At the end of this Session, you should be able to understand
and Practice:

6 UOoISsas

e The Home Tab
e Styles Group
e Editing Group

e The Insert Tab
e Pages Group
e Tables Group
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LEARNING

o

THE HOME TAB

here are five groups in the Home Tab. In the previous session, you learnt about

the Clipboard group, the Font group and the Paragraph group. In this session,
you will learn about the remaining two groups of the Home tab i.e. the Styles group
and the Editing group.

STYLES GROUP

The Styles group commands enable you to apply pre-defined formatting styles to
text. These styles provide an enhanced look to topics, subtopics, etc. Using the
styles group, you can preview, manage and customize the text styles in Word 2016.

APPLYING STYLES
A style s pre-defined set of |

formatting characteristics,
such as font name, size,
color, paragraph alignment,
and spacing. Some styles
even include borders and

&“
A s called v puia] i e vihicls weed 1o Sranessant Seasenpers. Carwially hav fowt

wheels and an inlernal combuition eaging Asather asme b automabile fram Greel “mne” and
French “mebie”. This naene means "sell-maving”, i ear s nal meed Rone o other enteinal

shading.

To apply a heading style to the text, follow the steps given below:
Q Select the text.
9 Click on the Heading 1 style (or any other style) from the Styles gallery.

EDITING GROUP

The commands in the Editing group enables you to search, replace, or select text
and objects in your document.

The Find command enables
you to search and locate
the text or phrase in the
whole document. It lets
you open a Navigation
Pane to search through |
the document. =
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To open the navigation pane,
GCIick the Find command in the Editing group.
OThe Navigation pane appears in the left side of the screen. Here, you can
type the word or phrase to search for in the whole document.
G Below the search box, you will get the total number of words available in
the document.

The Replace command enables you to replace the text or a phrase with another
text or phrase in the document. Using this feature, you can search for the text
that you would like to change, and replace it with the desired text.

6 UOoISsas

To replace a word or phrase in your document, follow the steps given below:
€ ClicktheReplace

command in the | it -
Editing group. P S— ;
O This  displays | #= s /96
the Replace tab | i it s st e b sotonguis ] ™=
Of the Find and | s . vhi s vt sy’ vc . oo et wind e xif e
Replace dialog S 0(
box.
QEnter the text you wish to find in the Find what box.
QEnter the desired text in the Replace with box.
OCIick the Replace button.

© You may click the Replace All button to replace all occurrences of the
searched text by the new text.

The Select command in the Editing group is used to select
text or objects in your document. This is particularly
helpful for selecting text with certain formatting or pee wscn
objects that are behind text. =

L
i

i

Keyboard Shortcuts

Find text or phrase in the document CTRL + F
Maximize or restore a selected window CTRL + F10
Switch to the next window ALT + TAB
Replace CTRL + H
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THE INSERT TAB

he Insert Tab has a lot of useful features that enable you to insert different items
in your document. You can insert cover page, table, pictures, shapes, chart,
hyperlink, drop cap, etc. in your document.

The commands in the Insert Tab are divided into several groups. You will learn about
some of these groups in the following section.

m -

- Tl a0~ WSHDE A JE B 4 == 0

O rages
@ Tables

G Illustrations

@ Links

G Header & Footer

G Text

© symbols

PAGES GROUP

The commands in this group lets you insert a Cover Page, a Blank Page or a Page
Break.

COVER PAGE

A cover page is the first page of article, book, or any
word document. Your document will make a great first
impression with a stylish cover page. A good cover
page draws the attention of the reader.

i j
Al

= Wi o

The Cover Page command is used to insert a cover
page at the beginning of the document. On the cover
page, you provide information like Subject, Title, Topic,
Author name, etc.

To insert a cover page, follow the steps given below:
QCIick on the Cover Page command of the Pages
group.
eChoose the desired cover page.
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BLANK PAGE

The Blank Page command is used to add a blank page
anywhere in your document. This is useful when you need
to insert a new page between two existing pages.

To insert a blank page at the current cursor position,

QCIick on the Blank Page command of the Pages group.

PAGE BREAK

The Page Break command is used to end the current page
at the cursor position and move the cursor to the next
page. This is useful when you want to write on the next
page even though there is some blank space below the . =
text at the current page. ﬁ -

Table
Page~ | Page Break v
Pages Tables

6 UOoISsas

Caver k Page  Table
Page~ Page | Break -
Pages Tables

To insert a page break at the current cursor position,
QCIick on the Page Break command of the Pages group.

TABLES GROUP

The Tables group in the Insert tab contains only one command i.e. Table. It is
used to insert a table in your document. A table contains data or information in the
form of rows and columns. In a table, column is the vertical part and row is the
horizontal part. An intersection of a column & a row is called a Cell.

INSERTING TABLE

To insert a table in the document, follow the steps given below:
o Click on the Table command of the Tables group.
€ Click on the Insert Table option from the list. This will open an insert table
dialog box.
e In the Insert Table dialog box, enter the Table size with respect to number
of columns and rows.
@ Click OK to insert the table.

o You can also insert a table by moving the mouse over the squares to
select the number of rows and columns as required.

Insert Table i <
Table size

Mumber of columns: 5

s w &Z s F ot : & 4

(™ famamn wprs e (b wrorecsnd - Whawks Onéa bhgetoh labwed T Cowwerd  uni ey Swr o Cwah Wil .
- 0 s i P, Mumber of rows: 2

"'f"-‘@ ; = e — - : e WYY Vi e AutoFit behavior
] (® Fixed column width: |Auto =

(O AutoFit to contents
(O AutoFit to window

r . 0 |:| Remember dimensions for new tables
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Entering Table Data
To enter data into a table, simply click the cell where you want to enter the
data. Press the Tab key to move to the next cell. Use the arrow keys to move
between the cells.

CONTEXTUAL TABS FOR TABLE (DESIGN AND LAYOUT)

When you click inside a table, two
contextual tabs, namely, Design and | ..~
Layout, appear under the heading Table

Tools. These tabs provide commands
for quickly formatting your table, insert
or delete rows and columns, and set the
alignment for cells in your table.

RE-SIZING AND MOVING A TABLE

You can change the size and position of a table as required. Placing the mouse
pointer at the bottom right corner displays a two headed arrow and placing it
at the top left corner shows a four headed arrow.

To quickly re-size the table, follow the
steps given below:
oDrag the resize handle at the
bottom right corner of the table to
an appropriate size.
OTo change the width of a column
or the height of a row, place the
pointer on a boundary and drag when it appears as a two headed arrow.

eTo move your table, place the pointer at the four-headed arrow on the
top left corner and drag with your mouse to a new location.

INSERTING ADDITIONAL ROWS OR COLUMNS

Word 2016 allows you to insert additional rows or columns in the table using
the contextual Layout tab.

To insert additional rows or columns,
follow the steps given below:

€ Click in the table where you need ..:
additional rows or columns.

eCIick on the contextual Layout Tab.

eIn the Rows & Columns group,
select one of the following:

OInsert Above to insert a row above the current row.
@ insert Below to insert a row below the current row.
OInsert Left to insert a column to the left.

QInsert Right to insert a column to the right.
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MERGING CELLS

Combining two or more cells together into one cell is called merging cells.

To merge cells, follow the steps
given below:
€ sclect the cells to merge.
QCIick on the Merge cells| * — 7))
command from Merge group b 3
of the Layout Tab. - ' 4]
o
3
O

SPLITTING CELLS

Word 2016 allows you to split a cell of a table into multiple new cells.

To split cells of a table, follow the steps given below:
@ select the cell that you want

in the Merge group.

O The Split cells dialog box - e
appears. ' l bl g I
€ Enter the number of columns ' ' e

or rows into which you want
to split the selected cells and click OK.

APPLYING TABLE STYLES

A quick way to format a table automatically is to use the Table Style.

to split. — T TE———
€ Click the Split Cells command - _:& S e e e ?

To apply a Table Style, follow the steps given below:
OSeIect the Table and Click on Contextual Design Tab.
QIn the Table Styles Group, click on the More arrow to display the complete

gallery of styles.
eMove your mouse over the styles to preview how the table will look if you

select that style.
OCIick on a suitable style for your table.
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The Shading command is used to highlight cells in the table. It changes the
color behind the selected text, paragraph, or table cell. This is especially useful
when you want the information to jump off the page.

To apply the shading, follow
the steps given below:
€ select the cells where you

want to apply the shading.
QCIick on the contextual
Design tab.

eln the Table Styles group,
click on the Shading com-
mand.

© Choose the desired color |-

from the color palette to
apply to the selected cells.

Yearly Inspection Records »

| 2015 I 2016
Autamobile 3000 4000 | 4321
Staff 4000 2000 2345
Electronics 3500 3000 3421
Miil‘ltlﬂinﬂ 4500 T 3500 4000

& ik

A Border is the outlining of a table cell(s), row(s), or column(s). The Borders
command in the contextual Design tab is used to add or remove borders to

your selection.
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To apply the border to the se-
lected cells, follow the steps =
given below:
0 Click on the contextual De-
sign tab.
€ Click on the Borders com-
mand in the Borders group.
€ Choose the desired border | |Maintenance | aso0 | 3500
style from the drop down list.

CONVERTING TEXT TO A TABLE

You can create a table from the existing text. The Convert Text to Table
command in the Tables group is used to convert the text separated by separator
characters, such as commas or tabs into a table.

6 UOoISsas

To convert the text to a table, follow the steps given below:
o Insert separator characters—such as commas or tabs—to indicate where

otame, e R
columns. " : -2 :

= . = m, S L o LE i
@) Select all of the text you | & «= oo S el e et Bt (e G
want to convert to a table. | ' O =
€ Click the Convert Text to e ——

Table option in the Table
command. o 2014 2015 2016

OChoose the desired options j_;__;;,h__<emnumnbun 3000 4000 4321
in the Convert Text to Table | i

Stafl 4000 2 45
dialog box and click the OK :
button. Electronics 3500 3000 3421

OThe selected text is con- Maintenance 4500 3500 4000

verted into a table.

cnenenonee 2 x| [ Rt

Tabile e s .'.'_:T F-]"- b L Lt ,.,- - -

Hermibrer of gabenng: i = . .ﬂ
Yearly Inspection Records
Ml bebanar 2010 2011 o
(W) Fioed column widihe S =
() Auto ta cantints Automabile 3000 | 4000 | 4321
() AutoFi to wingow Stafl 2000 TS
Separabe lead al T e s
\_) Paragraghs |} Commas 3500 3000
® Tabs C gther: Maintenance 4500 | 3500 | 4000

QF ox I Cancel I _ ¢ I R
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CONVERTING A TABLE TO TEXT

You can also convert the data contained in a table to regular text. The Convert
to Text command in the contextual Layout tab lets you convert a table to
regular text. You can choose the separator characters to separate the columns.

To convert a table into text, follow the steps given below:

© Click within the table. |y

and on the contex- | & tiwsecse © Sowsmrm D25 Ag gc»_ﬂ fr
tual Layout tab, in I et o
the Data group, click | ' ' ' -
Convert to Text. Yearly Inspection Records
@ click the option for 2014 2015 016
the separator char- Automohile 3000 _ 4000 4321
P Staff 4000 _ 2000 2345
acter t.hat you want | = procironics 3500 3000 3421
to use in place of the Maintenance 4500 _ 3500 4000
column boundaries.
€ Click OK.
QThe selected table is converted into text, separated by the separator
characters.
Convert Table To Text 4 * Dol T e & W 3@
Separate text with n
(::, Paragraph marks Yearly Inspection Records
@EI?EEE*Q 2010 2011 2012
(:]l Commas
Automobile 3000 4000 4321
Og'ther -
Staff 4000 2000 2345
Convert nested tables Elactronlcs 3500 3000 3421
e> oK Cancel Maintenance 4500 3500 4000
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DELETING A TABLE

You can easily delete an
entire table, or a part of it,

in Word 2016. The Delete |-X % )o* B & [ st T i (R 0

command in the Rows & | - o -

Columns group of the |-~ :

Layout tab lets you delete Yeaurly Inspection Records

rows, columns, cells, or . 2014 2015 2016

the entire table. Automobile | 3000 4000 4321
Staff 4000 2000 2345
‘Electronies 3500 3000 3421

To delete an entire table, Maintenance 4500 S0 | 400

follow the steps given

below:

@cClick within the table and on the contextual Lay-

out tab, from the Rows & Columns group, select Delete.

QA menu appears.
@) Click the Delete Table option.

TIP

You can also delete selected rows or columns from the Delete Button Options

6 UOoISsas
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ke '\ ACTIVITIES

= -

T —

Activity 1

Choose the correct option for the following statements.

1. The

feature enables you to change a particular text or phrase with

other text or phrase in the document.

a.

b
c.
d

Swap

. Replace

Find

. Styles

2. If you want to give your document an impressive look, you can insert a

O 0 T o

3. A

4. The

a o o

O 0 T o

at the beginning of the document.
Blank Page
Page Break
Page Color
Cover Page
will move the contents after the cursor to the next page.

Blank Page
Table

Page Break

Page Color

command is used to insert a new page in your document.

. Blank Page

Empty Page
New Page
Page Color
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Activity 2

Fill in the blanks with the appropriate words provided in the
box.

0
is a predefined set of formatting characteristics. g-
2. A allows you to organize your data in the form of rows and columns. :
3. The command allows you to combine two or more cells into one cell in
a table.
4. The command is used to add outlines to the selected table cells.

Activity 3

Practice the following tasks on your computer.

1. Create a new blank document. Type the text “Class schedule”, apply the style
Heading 1 to it and save the document on the desktop.

2. Prepare your weekly class schedule details in a table format and apply the
table style “Grid Table 4”.

3. Insert a new row at the top of the table with the title text “"Weekly class
schedule”. (Hint: You can merge all the cells of the row.)

4. Replace every instance of the text “schedule” with the text “timetable”
throughout the document.



Module Three : Word Processing (MS Word 2016)

iegeeksya X
eksya docs

ooshimmus - wdoox

) B R e Bl R
; MR R

-."'-Pf'- o [ L
bi‘%&w?}
e

L

Microsoft Office |

WORD 2016 |

r




THE INSERT TAB

THE INSERT TAB

OBJECTIVES

General Objectives

OT UOISsas

In this Session, you will learn about the Illustrations

group, the Links group, and the Header & Footer group
of the Insert Tab.

Specific Objectives

At the end of this Session, you should be able to understand
and Practice:

e The Insert Tab
e Illustrations Group
e Links Group
e Header & Footer Group
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THE INSERT TAB
here are ten groups in the Insert Tab. In the previous session, the first two

groups i.e. the Pages group and the Tables group were discussed. In the current
session, you will learn about the Illustrations group, the Links group, and the

Header & Footer group.

ILLUSTRATIONS GROUP

The commands in this group enable you
to insert various types of illustrations

oo ledd BNl e

like Pictures, Shapes, Charts, and Pictures Online Shapes SmartArt Chart Screenshot
Screenshots. Pictures = \
Illustrations
INSERTING A PICTURE
The Pictures command lets you insert

pictures from your computer or from other

computers that you are connected to.

To insert a picture, follow the steps given

below:

Q Click in the document where you want

to insert a picture.

9 Click on the Pictures command
of Illustrations group.

@) The Insert Picture dialog box
appears.

€ Browse and select the desired
picture and click on the Insert
button in the dialog box.

et ~esag® 5

"

- Fewm
bk = o

CONTEXTUAL TAB - FORMAT

When you insert a picture, or select an already inserted picture in a document,
a new contextual Format tab appears. This tab contains various tools, such as
brightness, color, corrections, picture styles and size of picture, etc. These tools
help you to modify the appearance of your picture.

L# Picture Barder : T o
i g mllAaar
¢ K Picturs [Bacts =
mp £

* IR, Pigturs Layout *
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APPLYING ARTISTIC EFFECTS

You can apply various artistic effects to an inserted picture. The Artistic Effects
command add artistic effects to the picture to make it look more like a sketch
or painting.

To apply the artistic effects, =
follow the steps given below:

6 Select the picture.

e On the contextual Format
tab, in the Adjust group,
click the Artistic Effects
command.

O A gallery of different
effects is displayed.

e Choose a suitable effect.

CROPPING A PICTURE

You can crop a picture to remove any unwanted parts.

OT UOISsas

To crop the selected picture, follow the steps
given below:

€ On the contextual Format tab, in the
Size group, click the Crop command.

o Eight cropping handles appear on the
edges of the picture.

€© Drag these handles inwards to remove
unwanted parts of the picture.

You may also crop a picture into a specific shape. For this, click the arrow below the Crop command and
select Crop to Shape. Select a suitable shape from the displayed Shapes gallery.

WRAP TEXT

Wrap Text command makes it easy to
arrange the text around an object, such as
a picture or a shape, in different ways. For
example, you can choose to have the text
continue around the object or cross right
over it. The default wrapping style is In Line
with Text. This places the image in line with
your text.
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To wrap text around a picture, follow the steps given below:
€ Click the image to select it.
On the contextual Format tab, in the Arrange group,

In Line with Text

Square

click the Wrap Text command. g Iightﬂ

e Choose one of the following: B phsiigh <G

O Square: To wrap text around the border of your = r1opand smmAQ
image. = Behind Text

Q Tight: To wrap text closely around an irregularly = inFrontof Tes

shaped picture.
G Through: Text can fill in more of the blank space around the image.
Q Top and Bottom: To place the text above and below the image.
G Behind Text: To display the text over the image.
@ [ Front of Text: To display the image over the text.

CHANGING PICTURE POSITION

The Position command helps §
you to choose where the selected =4
picture appears on the page.
While changing the position of the
picture, the text automatically
wraps around the picture.

To Change the picture position,
follow the steps given below:

o Click the picture to select it.

@ In the contextual Format

tab, from the Arrange group,

click the Position command.

€ Move the mouse pointer

over the displayed options

to preview the picture position and click on the suitable one.

ONLINE PICTURES

The Online Pictures command

helps you find and insert pictures | = <2e2 o D8 a3 K3 222
from a variety of online sources. d

To insert an online picture, follow et Pckire P

the steps given below:

€ Click on the Online Pictureso/

command in the Illustrations
group.
O The Insert Pictures dialog

box appears.
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@ Type the keyword in the Bing
Image Search box and press the
Enter key.

€@ Sclect the picture(s) you want
to insert and click on the Insert
button. The picture is downloaded
and inserted in the document.

OT UOISsas

7 e, cmmend L =

INSERTING SHAPES

The Shapes command is used to insert ready- [ S
made shapes into your document. Available = | PO Dt

shapes include Rectangles, Basic Shapes, T .'.i;;.,,""""‘

Block Arrows, Equation Shapes, Flow chart, |, O e == =
Stars and Banners, Callouts, etc. ) LB NO0DAL Lo G0
To insert Shapes, follow the steps given below: e T
o Click the Shapes command in the ot
Illustrations group to display the Shapes S
gallery. S0 ANL £

€@ Select the Shape you want and drag the b PIR
mouse to create a shape of the size you (1 )

R A
wish. Q, Y e ey e
G VRO W5

o A new contextual Format tab appears
that contains various options to enhance Eouation Shapes
the appearance of the shape. ot Bt

ﬂ n . ;I_::::. : a e ':"_:' E.:--?" -. !_ .5;;;:.,:]."‘“"

ROTATING AND RESIZING SHAPES

Shapes can be adjusted after they are drawn. You can change the orientation
of a shape using the rotation handle at the top. Place the mouse pointer on
it and drag to the left or right to rotate your shape.

To adjust the size of the shape, follow the steps given below:
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© Select the shape you want to [

I‘eSiZE. Text Miewct I"i |"" Dring Forasd - - 1[os2em
©On the contextual Format |“™ ™" peen wos " “"‘;7'"“9.’;-.—_- anem -
3 . . b - ot [ tian Manre =
tab, in the Size group, click RS S 4
the arrows or type new e e e, et S

dimensions in the Height and

Width boxes.

INSERTING A SMARTART

SmartArt graphics are visual representations of information that communicate
your messages or ideas quickly and effectively. The SmartArt command
enables you to insert a SmartArt graphic to visually communicate information.
SmartArt graphics range from graphical lists and process diagrams to more
complex graphics, such as Venn diagrams and organization charts.

To insert SmartArt, follow
the steps given below: =i =

o C|ICk on the SmartArt I'f'b Fichnm Cnbng '.u_u.-- SmanAn £ -mru'r ¢* o - Wimpeds Onbee | Hgpeink losimaik :...'

command in the Illus- =~ S
trations group.

O The SmartArt dialogue
box appears.

e In the left pane, select
the option you want.

eIn the right pane,
select the required
SmartArt.

o Click the OK button.

Two new contextual tabs
named Design and For-
mat are displayed. :

(@ The Design tab helps
you to change the lay-
out, style, or colors
used in your SmartArt
graphic.

@ The Format tab helps
you change the shapes
in your SmartArt
graphic, their style, and
their colors.
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INSERTING CHART

A chart is a visual representation of data and conveys information in an easy
to understand and attractive manner. The chart makes it easy to spot patterns
and trends in your data. Several types of charts like bar chart, column chart,
pie chart, line chart etc. are available in Word 2016.

To insert a Chart, follow the
steps given below:

€ Click on the Chart com- E Q E{’ IS Il .

mand in the Illustrations Table Pictures Online Shapes Smart4rt Chart Screenshot

group. - Pictures -~ ¥
@) The Insert Chart dialogue | mbie llustrations \c

box appears. Lo e N
© In the Insert Chart dialog | wom ‘o p

Design Layout References Mailings

OT UOISsas

box, select the type of | « ..
chart that you want.

€ Click the OK button.
@ The Excel 2016 sheet ap-

pears. - I I I |
@ Edit the data in Excel | « « I “II] I

2016. After you finish ed- | ©

iting your data, close the | &

Excel. -
@ The desired chart is in- | oo

serted in the document.

Ll Cobimn
A - Clustened Columin
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LINKS GROUP

The Links group consists of commands that enable you to create bookmarks, links
and cross references. These commands help you to jump to other places in the same
document or to open another document or a website.

INSERTING BOOKMARK

Suppose you are working on a long
document and need to move to specific
locations in the document. For this, you
can use the Bookmarks. It enables you
to quickly jump to the marked locations
within the document instead of scrolling
through many pages of your document.

To insert a Bookmark, follow the steps
given below: A car [also called an auto) Is a vehicle used
A to transport passengers. Cars usually have

€@ Sclect the location where you
would like to insert the bookmark.

Bookmark 7 >

Bookmark name:

Q Click the Bookmark command from |[rirst_seokmarkl Add
the Links group. e Delete
@ The Bookmark dialog appears. e.

e In the Bookmark name box, type a
name for your bookmark.

© Click the Add button.
Q To reach the bookmark location, |sotby: ® name
open the Bookmark dialog box from L des i

the Insert Tab, select the name of
the bookmark, and then click Go To. Cancel

|:| Hidden bookmarks

TIP

The Bookmark name must start with a letter and cannot contain spaces.

DELETING A BOOKMARK

To delete the bookmark, follow the steps
given below:

Click the Bookmark command from
the Links group.

@) The Bookmark dialog appears.

€©) Select the bookmark that you wish to
delete. Informa King 5

€ Click on the Delete button. CARS o et

A car {also called an auto) is a vehicle used
to transport passengers, Cars usually have

188
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INSERTING HYPERLINK

Hyperlinking is a process to create a link in your document for quick access to
webpages and files. Hyperlinks can also take you to the marked places in your
document, such as headings and bookmarks.

To insert a hyperlink, follow the steps given below:
Select the text to which

. n
alink hastobecreated. | . = : Syl I S i R g
e Click the Hyperlink | .=, .. == oot : mh s 0
command from the | s e i g
Links group. The In- e ) g i
sert Hyperlink dialog G‘Tﬂ: e = R o
box appears. it o || 8 e
O If the link has to be e
created for a web- CARS vc\ \° ] e
page, then click the per . II \ Greek
] H icti car [also called an auto) is a vehicle used name m
f!rSt Optlon (EXIStIn,g to transport passengers. Cars usually have need h
file or Webpage) In four wheels and an internal combustion power t

the Link to pane on

the left. Type the URL of the web page in the Address text box.

If the link has to be created for an existing file, then click the first option

(Existing file or webpage) in Link to list and browse the file in right panel.
G If the link has to be created for any place in the same document, then

click the second option (Place in this document) in Link to list and browse

the bookmark of that specific place in right panel.

The color of hyperlinked text gets changed to blue with underlined. To open
the link, place the mouse pointer over the hyperlinked text, keep the CTRL key
pressed, and then click the mouse.

REMOVING HYPERLINK

You can also remove the hyperlink from the text.

To remove the hyperlink,
follow the steps given below:
€ Sclect the hyperlinked
text. e
9 Click the Hyperlink it B - =i —
command in the Links e e i
group. Information ol | we Gamin="" q
The Edit Hyperlink di- e —— — ==
alog box appears. AR /° e
e Click on the Remove A car {also called an auta) is a vehicle used B T
Llnk bUtton in the dl' to transport passengers. Cars usuvally have need horses
four whesls and an internal combustion power to mow
alog box.
TIP
Right-click on the Hyperlinked text and select Remove Hyperlink.
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HEADER & FOOTER GROUP

The commands in the Header and Footer group enable you to add contents at the top
and bottom of all pages in the document. This group consists of: Header, Footer
and Page Number.

ADDING HEADER OR FOOTER TO A DOCUMENT

The text, symbol, picture, page no., etc.
that appears on top of every page of
the document, is called a Header. For
example, Name of the company, Topic of
the document, etc. is the header for each

e T

i

oolel  Pige

A
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Test  Chuich

= Mumber-  Donr Parts-
........}o
Rlimk

B [ Segnatue L]
4 I Dt & Tirr]

Wiadtat  Deop
¢ o D10kt <

Elank (Theee Eolnlluula

page.

In the same way, the text, symbol, picture,
page no., etc. that appears in the bottom
of every page of a document is called a
Footer.

To add the Header, follow the steps given
below:

€@ Click on the Header command in the
Header & Footer group.

o A list of header styles is displayed.
€©) Choose the suitable header style.
@ The header area becomes active .

© A new contextual Design tab is
displayed with various options for
header and footer.

e Enter the text in the header area.

Danded

Fased {Bwwm Page)

r’

Facet {Odd Page)

Infarmation Technology

CARS

v ¢
smbustion engine Another name ks automokile from Greek "auto
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To insert a Footer, click on the Footer command from the
Header & Footer group in the similar way.

Header & Footer

Close Header & Footer option
After adding a header or footer to the document, you can close the header and
footer option from the contextual Design tab, by clicking on Close Header
and Footer button.

Aeferenim  Mafing Fima
i T ¥ 1 Frevious [Defterem Tit Page = Vesder fram Top 12Tem
# T sl T ] E :
o Plest Uiterer Udd & Luen Mage + Fogter trem Bottom: 1.27em
Header Footer |:'|'|.L|r Date & Diocurmeerd Gk Faotunss - Ondine e in o i Chme Hoailer
- Mg+ Time  lnfae  Pasos Bichmem | Moo Fiodes + 1 S Dorearroerd Teed L] et Ahghimest Tab aricd Foilwi

Hiraidey & Fostry el amgaium Crpleny Faaminn

INSERTING PAGE NUMBER

The Page Number command is used to insert the page number on every page
of your document at a position of your choice.

To add the page number, follow the steps given below:

@ Click on the Page
Number command in

the Header & Footer < :::_."

group. o» =T -
0 A list of Page Number —

Opt|0ns appear. niormation Technology King Saud Univensity L

9 Click on the desired |

Optlon from the IISt' A car {ako called an auto) is @ vehicle used 1o transport m:u:ngr- =
e Cl |Ck on a su |ta ble wheeli and an internal combustion engine Ancther name i automal

French “mobile”, This name means “sell-moving”, a5 cars do 6ot Me e

Style . sources of power to move.
® The page number [
g ets |nse rted . Faord introduced metheds for large-scale manufacturing of cars and ||

an industrial workdonce using elabarately engineered manufactur
maving ssembly lines; by 1914 theis methods were knownarawend = - - = —

Infestrmuaten Technology g Saud Universily -:I
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R ACTIVITIES

T ———

Activity 1

Choose the correct option for the following statements.

1. The contextual contains various tools to modify the appearance of
selected picture.

a.
b.
C.
d.

2. The

Design tab
Format tab
Layout tab
Tools tab

command allows you to insert an image from a variety of

online sources.

a.
b.
c.
d.

3. The

Online Pictures
Store Pictures
Quick Pictures
Picture Sources

command is used to move directly to specific word or location

in a document.

a.
b.
c.
d.

Comment
Bookmark
Cross-references
Outlines

4. The Header is located at the of the document.

a.

b
c.
d

Left

. Right

Bottom

. Top
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Activity 2

Fill in the blanks with the appropriate words provided in the
box.

m Wrap Text Hyperlink | Picture Styles Artistic Effect

. You can apply to make the picture look more like a sketch or
painting.
2. The command allows you to place text behind an image, in front
of an image or around an image.
3. The helps you to visually communicate information using graphics.
4. Adding to text or image can provide access to webpages and files

directly from your document.

Activity 3

Practice the following tasks on your computer.

1. Create a new blank document. Type the text “google search engine” and link
the text to google website.

2. Insert a picture from online pictures. Crop the picture and set the picture
position to “"Middle Center “. (Hint: You can search “car”.)

3. Create your daily routine cycle (Hint: You can use the “Text Cycle” SmartArt.)

4. Insert your name and section number in the Header, and page number at
the bottom left of the document. (Hint: You can align name in the right, and
section number in the left of header.)

OT UOISsas
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THE INSERT, DESIGN & THE LAYOUT TABS

——

OBJECTIVES

General Objectives

In this Session, you will learn about the Text group and
the Symbols group of the Insert Tab, Page Background
group of the Design Tab, and Page Setup group of the
Layout Tab.

TT UOISSOS

Specific Objectives

At the end of this Session, you should be able to understand
and Practice:

e The Insert Tab
* The Text Group And The Symbols Group

e The Design Tab
e Page Background Group

e The Layout Tab
e Page Setup Group
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LEARNING

R

THE INSERT TAB

n the previous sessions, you have learnt about some groups in the Insert Tab.

This tab has a lot of useful commands that enable you to insert tables, pictures,
shapes, SmartArt graphics, charts, etc. In the following section, you will learn about
some more commands available in the Text and Symbols groups.

THE TEXT GROUP AND THE SYMBOLS GROUP

The Text group commands enable
you to present text in different ways
and insert embedded objects. The

Symbols group commands enable A A= [Zsgtiiine - | qT ()

[ ' B2 Date & Ti
you to insert equations and symbols. | et quick Wordar Drop oo™ Equation Symbal
Box- Parts~ - Cap M Object - . .
Text Symbols

INSERTING TEXTBOX

A Text Box enables you to add text anywhere in your document. It is great for
showcasing important text, such as headings or quotes.

To insert a Text Box, follow the steps given below:
€ Click on the Text Box command in the Text

g I
@ A list of various text boxes appears. 16 rirge T ()
€ Choose the required style of text box. .‘:# iy 1f'p-_m-- sy
GThe Text Box is inserted and you can edit - . —

the text. -

Fart Gt

[GRAS YOLR READEK'S ATTENTION WITH A ||
GREAT QUGTE FRDM THE DDCUMENT DR
USE THS SPACE 10 EMIHASZE A KLY PLINT d
T PLACE THIS TEXT BL ANYWIERE ON THE
PRGE, WSTMRAG IT:)
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USING WORDART

The WordArt command is used to insert decorative text
in the document.

To insert WordArt, follow the steps given below:
0 Click on the WordArt command in the Text group.

o The WordArt gallery having various decorative texts | A A «0
appears.

€@ Choose the required WordArt from
the gallery. G\
@ Thisinserts atext box in the document |* L =
with the same decorative format. | - 0 0
Here, you can write the desired text.

APPLYING DROP CAP EFFECT

You might have noticed a bigger letter in the beginning of a paragraph in
Newspapers, Flyers, etc. This is done to create interest and is called a Drop Cap
effect. The Drop Cap command is used to apply the effect.

-

To insert the Drop Cap effect to a paragraph, follow the steps given below:
QCIick anywhere in the paragraph.

€ Click on the Drop [
Cap command from | = -
the Text group. i

O A list appears with

various Drop Cap m/o ,? =
OptlonS 3 car (alzo called an suto] i a vehicke u o trarapart passengers Cars usesly have four wheebs and

Aqn ternal combuitsan engire Ancther nane b stansabde Irom Greek "sute™ and Fiench "rakils”
e Select the deS| red This name means “self-moving”, a3 cars do not need harses or pther externad sources of power to
Drop Cap option

mowe. Ford is the secord-largest .S -based sutamaker and the fifth-aegest in the world based en 2010
from the list.

GThe selected Drop Cap effect is applied to the paragraph.

INSERT DATE & TIME

The Date & Time command is used to quickly add the current date or time to
your document.

To insert the Date & Time, follow the steps given
below:

€ Click in the document where you want to
insert Date & Time.

e Click on the Date & Time command in the
Text group.

O The Date & Time dialog box appears. d'h
€ Choose the desired Date & Time format '
from the list and Click on OK button. e L] o

TT UOISSOS
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TIP

There is an Update automatically checkbox in Date & Time Dialog box. This option automatically

updates the date and time when you re-open the document.

INSERTING SYMBOLS

There are several special symbols such as Mathematical operators, Currency,
and other symbols that you may need to insert in a document. You can insert
these symbols from the Symbol command in the Symbols group. You can also
insert symbols that are not available on the keyboard such as ©, ®, ¥.

To insert a symbol, follow the steps given below:

€ Click in the document where you

want to insert the symbol.  ¥Sorauwreline - AT 0
eCIick on the Symbol command in Drop O Dote & Time Equaton s,mw’e
the Symbols group. zap- [0k =

Text Symk £ £

OA list displaying several symbols

appear. P
€) Click on the desired symbol to insert |<° °>

it into your document. 2
€ More Symbols...

THE DESIGN TAB

he next tab after the Insert tab is the Design tab. This tab consists of commands
that enable you to quickly apply different formatting styles to your document.
You can even set colors and insert pictures in the background of a document.

PAGE BACKGROUND GROUP

The commands in this group enable you to add a Watermark, change the Page Color
or add a Page Border. Watermark and Page Color apply to the entire document, while
you can change Page Borders by section.

ADDING WATERMARK

The Watermark command enables you to add see-through text, such as
“Confidential” or“Urgent” behind the content on the page. The faint watermark
is a great way to show that the document requires special treatment without
distracting from the content.

To insert a Watermark, follow the steps given below:
OCIick on the Watermark command in the Page Background group.
OA list appears containing many samples along with Custom Watermark
option.
QCIick the Custom Watermark option.



THE INSERT TAB & THE LAYOUT TABS

QA dialog box appears that helps to insert
picture watermark or text watermark with
several options.

eSeIect the Text Watermark and type the
desired text in the box.

OCIick Apply followed by the OK button.

Printed Watermark ? *
() No watermark

O Picture watermark

TT UOISSOS

Sel et PIchiTe.

Washout

rki [ NP

_ English (india) [o 1T
Text |KING SAUD UNIVERSITY <e =]

Font: |calibri v

Size: _.Auto ;;.,

Color: « | [+ semitransparent T DA T DAATE AL
layout:  (®) Diagonal (O Horizontal b Wit Pty e 8 £

. Apply ll Cancel .
REMOVING WATERMARK

To remove watermark, follow the steps given
below:

QCIick on the Watermark command in the Page
Background group.

€) Click on the Remove Watermark option in the
drop-down list.

i <o
APPLYING PAGE COLOR

The Page Color command adds a splash of color to your document by changing
the background color of the page. You can select the desired color from the

color palette and apply it to all the pages of your document.
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To apply a page color, follow the steps given below:

OCIick on the Page Color command in the Page Background group.
QA color palette containing various colors appears.

eSeIect the desired page color.
GThe page color is changed.

GThe Page Color palette also has an option Fill Effects, which opens a
dialog box having four tabs as Gradient, Texture, Pattern and Picture.
Using these tabs, you can change the background of your document to

the selected fill effect.

i

LIIhsrnmy

[Lr—y—

PAGE BORDERS

Fll Fffwcni

Gaadiers | Testure | Padlemn  PeEure

Tertate:

Candel

A border draws focus and adds a
stylish touch to your document.
The Page Borders command
applies borders to selected or all
pages of the document.

I i A | u* Parageaph Spacing =
L= 5] pfects -

. Celon Fontd

W e
S Eet i Defat " Sl

Page Barkgraund

To apply the Page Border, follow
the steps given below:

€ Click on the Page Borders

Boudhery

Borders and Shading

Jetting

command in the Page D il

Background group. B e
O A dialog box containing op- = .

tions such as style, width,

color, etc., appears. Bl =
eSeIect the desired border | curen

style, width, color, etc.
€) Click on OK button.

Puge Bordes

T

ity

0
i e

Im Click on diagram Delow or
ke Battons to spply borden

Aol bo:
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THE LAYOUT TAB

he Layout tab allows you to customize the way your document’s page is set up. It

helps you to change the document orientation, page size, margins, indentation,
line spacing, and paragraph settings. It is better to adjust the Page settings before
you start creating a document.

PAGE SETUP GROUP

The Page Setup group contains the commands like margins, page size, orientation,
line numbers, etc., that enable you to modify the structure of your document.

Margins are the blank areas of space around the edge of your document. The
Margins command is used to set the margin sizes for the entire document or
to a section. There are four margins: left, right, top, and bottom. Gutter is
a special margin used for binding purpose.

To set the page Margins, follow the steps given below:
QCIick on the Margins command in the Page Setup group.
QA list appears containing pre-defined margins and custom margin options.
QCIick the Custom Margins to set the margins manually.
GA dialog box appears where you can set the margins.
eChange the values for each margin as desired.
OCIick on OK button.

Page Sewp T X
S ——— p
Hargm

Tap: T = Bebtans 1
Left | % Dagnt 1

Gk o & Gylter peiriam Lefl -

Crwtrdation

1[I -

Besipm. | i . . Poitisd  Landyraps
Fant Information Technology

=

Bagel

: E\"l_u o EARS Eluftiplt peges Pl

Prewiew

bl A car (also called an auto) is a
] & etz vehicle used to  transport
passengers, Cars usually have four
wheels and an internal combustion
engine Anather name is

: Cisstum Margn £ automaobile from Greek "auto” and Appty 1o 4
" ila?
— French "mabile”. e ] e

T $000 Drdaahy
Tmp Bemp |

R
)
g
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ORIENTATION

Orientation is the direction of a page in the document. The Orientation
command is used to give your pages a Portrait or a Landscape layout. By
default, Word 2016 provides Portrait orientation.

File Home Insert
To set the Orientation of a page, follow the steps given P.,-,,_, —
below: inil

€) Click on the Orientation command from the Page | Mg Qrientation ﬁ ey
Setup group.

@ sclect the desired orientation for your document. o’ B Pty

D Landscape
The Size command is used to choose a paper size for
your document. The paper sizes may be A4, A3, A5, m
Letter, Legal, etc. ¢

'H Breaks ~
5 [ Line Numbers
Size  Col

= be Hyphenation =

4

]

To change the paper size, follow the steps given below:
OCIick on the Size command from the Page Setup

group. m st g
o A list appears displaying the available paper sizes. D Tbloid
Q Choose the desired paper size. eI
I:I Legal
85" x 14"

Statement
5.5" x8.5"

& Executive

7.25" x10.5"

A3

11,69" x 16.53"

I A4
B2T" x11.69"
A5
5.83"x 827"

O N 1 O

B4 (JIS)
10.12" x 14.33"

B5 (JIS)
716" % 10,12"

Maore Paper Sizes...

You can divide the text in your document into columns. You can also choose
the width and spacing of the columns, or use one of the pre-set formats. The
Columns command is used to split your text into two or more columns.

To split your text into columns, follow the steps given below:
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€ sclect the text that
you want to convert
into columns.

€ Click on the Columns
command from the
Page Setup group.

€ Choose the desired
number of columns for
your text.

LINE NUMBERS

A car [also called an auto) Is 3 vehicle used to transport passengers.
Cars usually have four wheels and an internal combustion angine
Ancther name is aulomobile from Greek “auta” and French “mokbyle®.
This name means “saif-moving”, 25 cars do not need horses or other
external sources of power to move.

Word 2016 automatically
counts the lines in a docu-
ment and can display the

appropriate number beside L

each line of text. Viewing the
line numbers is sometimes
very useful when you want
to refer to a specific line in a
document. You can choose to
display the line numbers in
all or part of the document.

CARS

A car [also called an auto) is a vehicle used to transport
passengers. Cars usually have four wheels and an
Internal combustion engine Another name is automaobile
from Greek "aubto”™ and French “maobile”. This name
means “self-moving”, &s cars do not need horses or other
extermal sources of power to move.

To insert the Line Numbers, follow the steps given below:
QCIick on the Line numbers command in the Page Setup group.
QChoose the desired option from the list.

HYPHENATION

The Hyphenation feature is
used to split long words at
the end of a line. A hyphen
is a symbol like “-", which
is inserted when a word
appears at the end of a line
and it does not fit in the end.
Just like you see in books
or magazines, hyphenating
helps you to create more
uniform spacing, and saves
space in your document. The

Rarwin pree oy g

J-';- eru ..£ : _“I-I-r .._ : :.:":..-

e

I e CARS
A car (also called an auto) is a vehicle used to transport
passengers. Cars usually have four wheels and an
internal combustion engine Another name is automobile
from Greek “auto” and French “mobile”. This name

means "self-mowving”, as cars do not need horses or other
external sources of power to move.

Hyphenation command in the Page Setup group inserts hyphens to eliminate
gaps in justified text or to maintain even line lengths in narrow columns.

To enable the hyphenation feature, follow the steps given below:

€ Select the paragraph.

QCIick on the Hyphenation command in the Page Setup group.
€ Choose the desired option from the list.

TT UOISSOS
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ke '\ ACTIVITIES

= -

T —

Activity 1

Choose the correct option for the following statements.

1. The

command enables you to add a block of text with different

styles anywhere in your document.

a.

b
c.
d

2. A

Drop Cap

. Symbol

Workbox

. Textbox

is a large capital letter at the beginning of a paragraph that has

the size of two or more lines of regular text.

a.
b. Word Art
C.
d

Increase Font Size

Drop Cap

. Superscript

is a see-through text or picture that appears behind the contents

in your document.

O 0 T o

O 0 T o

Word Art
Drop Cap
Textbox
Watermark

is a special margin used to add extra space for book binding.
Header and Footer
Gutter
Orientation
Custom margin
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Activity 2

Fill in the blanks with the appropriate words provided in the
box.

Symbol Page Color m Hyphenation Drop Cap

command is used to add decorative text in the document.

2. The command enables you to insert signs or special characters in
your document.

3. The command is used to add color or fill effect to the background of
your document.

4. The command is used to split long words at the end of a line to
eliminate gaps in the justified text.

Activity 3

Practice the following tasks on your computer.

1. Create a blank document. Insert the “Facet Quote” textbox and type the text
“King Saud University”.

2. Insert random sample text in the document by using “=rand()"” function.
Change the orientation of the document to “Landscape” and apply a page
border with 6pt width.

3. Set the Top and Bottom margins to 2 inches, Left margin to 1.5 inches, and
Right margin to 1 inch.

4. Add the Watermark with the text “King Saud University” and set the Page
color to the texture effect “"Denim” in the document.

TT UOISSOS
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THE REFERENCES TAB & THE REVIEW TAB

OBJECTIVES

General Objectives

ZT UoIssas

Inthis Session, you will learn about the Table of Contents
and Footnotes groups of References Tab and Proofing
and Comments groups of Review Tab.

Specific Objectives

At the end of this Session, you should be able to understand
and Practice:

e The References Tab
e Table of Contents Group
e Footnotes Group

e The Review Tab
¢ Proofing Group
e Comments Group
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THE REFERENCES TAB

he References Tab commands help researchers & professionals in creating
references in the document. In this section, you will learn about the following
groups of the References tab.

File Home Insert Design Layout References
% ) Add Text - .ﬂu.Bl M) Insert Endnote @
(! Update Table A, Next Footnote ~
Table of Insert — Insert
Contents - Footnote = Show Notes Citation
Table of Contents Footnotes " Citati

[ =)

o Table of Contents Group
G Footnotes Group

TABLE OF CONTENTS GROUP

This group enables you to create table of contents in your documents. It has
commands such as Table of Contents, Add Text, Update Table.

INSERTING TABLE OF CONTENTS

A Table of Contents displays the topics of the entire document in a list format and
facilitates easy location of topics. This provides a structured and a hierarchical
view of contents.

To Insert a Table of Contents, follow the steps given below:

oSeIect the Titles in the document and apply the appropriate Heading
Styles from Styles group of Home tab.

€ Place the cursor in the document where you want to insert the Table of
Contents and Click on the Table of Contents command.

€ Choose the Automatic Tablel from the drop down list.
O A Table of Contents for the whole document is inserted in the specified
page.

CombriaHas = |1 =W Aax | B9 IZ-f=+"0e EE W 3T arene aamncone AaBbLi| AaBbCe AaBbCcl

Pz oI U-=xxx i -ﬁ'-ﬂ- Es==. '=. b. - Thormal ThcSpac. | Headng 1 | Hasdngl Heading 3

. &
3 N Foural Painke o e
Dpboans 1 Forl i P pgraph W Thiksi
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Tiibbe oF Contents Contents
R S O S BT e IR MY -t o o e e s

ZT UoIssas

UPDATING TABLE OF CONTENTS

While working on a document, the number of pages and its contents keep
on changing and accordingly you need to update your Table of Contents. The
Update Table command, available in the Table of Contents group, helps you
to update the table if there are any changes in the titles or page numbers.

To Update the Table of Contents, follow the steps given below:
QCIick on the Update Table command from the Table of Contents group.
oSeIect the Update entire table option from the dialog box.
€ Click OK button
() The Table of Contents is updated.

Wie e upasting e Libie of comterti Sl ane |
o B { plbmriing aphiani |

T 5 = [ gt i o apo =
[ 2 iy | ”

Contents o] Comen ||
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DELETING TABLE OF CONTENTS

A Table of Contents can be deleted from the document, when you don’t need
it or want to create a manual table of contents instead of an automatic table.

To Remove Table of Contents, follow the steps given below:
QCIick on the arrow of Table of Contents command.
QChoose the Remove Table of Contents option from the drop down list.

Conienis
Fimading 1. e = e

tadng 1. A |

e DT S

Table of Contonis Cﬂnten tS

T B CAR MOGBIS... v eoeceireierimsessssssssssmsssssesmessasessosensassarens
T acting 1 o

Fable of Contents LAY T ———

Tyipe chpler it feanl 1) PP 1
i i i HOMDA. i i

R ST, LUXUTY CATS .oerreesiesveennss
"2 Benov Taba o Cormre £

FOOTNOTES GROUP

The Footnotes group helps you to insert additional notes about words/phrases either

at the end of each page or at the end of the document.

INSERTING AND DELETING FOOTNOTES

Footnote is a way of citing source of references
within the text in a document and it appears at
the bottom of a page. It helps to present the
information in context with its sources, allowing the
reader to judge the precision of the information.

To Insert a Footnote, follow the steps given
below:

o Select the Text on which you want to insert
the footnote.

@ Click the Insert Footnote command from
the Footnotes group.

QA superscripted number appears on the

text, and you're instantly taken to the

bottom of the page.

tow Commpany ba the world's largest automaker by prafit

UNDA
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needs and markets worldwide, Honda's feeup wvanes
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THE REVIEW TAB

he Review tab has some significant commands to make your document free
of errors. For instance, you can use it for proofing your document, adding or
removing comments, etc.

This tab helps you to check Spelling & Grammar mistakes, Count Words, Translate,
and change Language in documents.

PROOFING GROUP

The Proofing group allows you to make your document look perfect and professional.
It has commands such as, Spelling & Grammar, Thesaurus, Word Count.

SPELLING AND GRAMMAR

The Spelling & Grammar command is used to check and remove spelling
and grammar errors from a document. Word 2016 flags spelling and grammar
errors as below:

Q Blue Wavy Underline: This is flagged to show grammar errors, formatting
inconsistencies or contextual errors.
G Red Wavy Underline: This is flagged to show the spelling errors.

To check the Spelling & Grammar of your document, follow the steps given below:
QCIick on the Spelling & Grammar command from the Proofing group.
@ Word 2016 selects the first error in the document.
QThe Spelling Pane appears on the right side of the document.
QSelect the suitable word from the suggestion list.

€ Click on the Change button to replace the text with the selected text from
the suggestion list.

GUse the Change All button to replace all the occurrences in the whole
document.

o Click on the Ignore button to keep the word as it is in the document.
G Use the Ignore All button to keep it, as it is in the whole document if any.
6 Click on the Add button to add the selected word to the default dictionary,

so that Word 2016 stops flagging it as misspelt.

ZT UoIssas
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Repeat the above steps to correct the spelling or grammar errors in the entire
document.

Word displays a dialog box when it finishes checking for spelling and grammar
mistakes, finally click the OK button.
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TIP

Right-Click over a flagged spelling or grammar error to view the list of suggestions to fix the spelling

or grammar mistakes.

COMMENTS GROUP

The commands in this group enable you to insert, delete and view comments. Word
2016 displays the comments in the Reviewing pane or in a balloon at the right
margin of the document.

INSERTING COMMENTS

A comment is an additional note or an annotation for some text or phrase in
the document that can be added by an author or a reviewer.

To insert a Comment, follow the steps given below:
@ Select the text on which you want to insert a Comment.
eCIick on the New Comment command from the Comments group.
e Write the comment in the balloon that appears on the right side of the

document.
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DELETING COMMENTS

The Delete comments command is used to delete the comments that are no
longer required in the document.

To delete a comment, follow the steps given below:

o Select the comment that you want to delete. %
e Click on the Delete command from the Comments group. o
°)
Sy it el i 1 #= :
D A = . 7 anbuin \ £ b [
= 3 v W . v " 4 o > " /|
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COMMENT NAVIGATION

You can use the Previous and Next commands available in the Comments
group to navigate through the comments in the whole document.

To navigate through the comments, follow the steps given below:

QCIick on the Previous com-

ous comment.

€ Click on the Next command ‘E;:] LV:] LVJ LV:] .

to jump to the next Com-

New Delete Previous Next
ment.

Comment v Cornments
Comments
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ke '\ ACTIVITIES
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Activity 1

Choose the correct option for the following statements.

1. You can create a to display the headings of the document in a list
format.

a.

b
c.
d

Table of Contents

. Footnotes

New comment

. Smart Lookup

provide references or additional information for a particular text at

the bottom of the page.

a.
b.

C.

d.

3. The

a o o

O 0 T o

Comments
Footnotes

Table of Contents
Cover Page

command is used to check and remove errors from the document.
Cross-reference
Spelling & Grammar
Check & Review
None of the above

appears as a balloon on the right side of the document.
Comment
Footnote
Table of Contents
Spelling & Grammar
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Activity 2

Fill in the blanks with the appropriate words provided in the
box.

Red Wavy | Heading tyles

. You need appropriate to insert a Table of Contents.

2. The Spelling & Grammar command is located in the group of the
Review tab.

3. A is marked as a superscripted number to the referenced text.

4. To represent spelling error, a line appears under the word.

Activity 3

Practice the following tasks on your computer.

1. Create a blank document. Insert random paragraphs by using “=rand()"”
function. Enter the text “"Sampule cantant” before the second paragraph and
apply Heading 1 style.

2. Add the footnote “Spelling mistake” to the text “Sampule cantant”.
3. Check and correct the spelling and grammar mistakes in the document.

4. Remove the footnote from the document.

ZT UoIssas
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THE VIEW TAB & OTHER FEATURES OF WORD 2016

THE VIEW TAB & OTHER FEATURES OF
WORD 2016

OBJECTIVES

General Objectives

In this Session, you will learn about the View Tab and
Other Features of Word 2016.

Specific Objectives

At the end of this Session, you should be able to understand
and Practice:

e The View Tab
* Views Group
e Show Group

e Other Features of Word 2016
e Using PDF Format
* Creating a Template

€T UOoISSaS
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LEARNING

THE VIEW TAB

he View tab contain commands that help you to change the view of your document,
adjust zoom level, show or hide user interface elements, and to arrange or work
with multiple document windows. It has the following groups:

O views Group
© show Group
@ zoom Group
© Window Group
© Macros Group

Dt - Wioad

Rederenoes Mailirags Review

!
W
-

Fila Hama T D At g
- [= | | Ohitine: " e Q ._’ One Fage
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™ [1View Side by Side - = e
Dirafy Grillines Multipie Pages L 47
Head Pﬁl‘lt Web " Jooem 100 New  Amange Spht : ) Swnlch Macios
Mode Lilpot Liyonit ATTON e ¥ Page Width Wirdew Al Winciows *
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VIEWS GROUP

The commands in the Views group allow you to view your
document in different ways. Word 2016 provides five views
for your document: Read Mode, Print Layout, Web B Home  Insert D

™

Layout, Outline, and Draft. [_‘] D [lOutlme
. . S . "H"ElDraf‘t

Each view is optimized for a particular task and content | no.y pimt web

type. You can quickly switch from one view to another. Mode Layout Layout

Views

READ MODE

If you want to read or review a document instead of writing, the Read Mode
view is best suitable.

To switch to the Read Mode view,
OCIick on the Read Mode command in the Views
group. 7
oThis view shows the document in a book style i Home Insert D
using columns, hiding the Ribbon and other | —
EEE

[E] Outline

screen elements. A Next and a Previous arrow =] Dratt

button appears on both sides to move between | Read Web
pages. It also provides some tools specially | "°d 2 \}ayo“t

. 1BWS
designed to read a document.
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To exit from the Read Mode view, choose Edit Document from the View menu
or just hit the Esc key on the keyboard.

€T UOISSaS

PRINT LAYOUT

The Print Layout view is the default view when you create a new document.

This view is often used to work with standard documents, such as letters,
brochures, reports, etc.

To switch to the Print Layout view,

€ Click on the Print Layout command in the Views

= ¥
group.

File Home Insert Dy

OThis View displays the document as it will appear
on the printed pages. It follows the WYSIWYG | [ =] | | 4 /2"
(What You See Is What You Get) approach. This | read erint D’aﬂ
means the display of margins, headers and footers, | Vode kayeit L_ay
breaking of paragraphs on pages, etc. matches to Mo
the printed output.
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WEB LAYOUT

You can use the Web Layout view to create and edit pages that you intend to
publish online. It simply provides an approximation of how content will appear
when published online.

This layout is also great if you have wide tables in B

your document.
File Home Insert D

To switch to the Web Layout view,
Q Click on the Web Layout command in the Views

group. Read | Print Web
Mode (L L

OThe Web Layout view displays the document as oee ayomwjism

a webpage.
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The Outline view allows you to create an outline of a document and shows the
content as a bulleted list.

In the Outline view, a contextual tab Outlining appears with various outline
tools. By using the Outline tools, you can move your text up and down, expand
and collapse levels, change heading levels, or show only one kind of heading
level. o -

To switch to the Outline view, File Home  Insert D
OCIick on the Outline command in the Views group. D D w =] Outline

OIt shows the document as collapsible levels of : = [=] Draft
Read @ Print  Web

headings, providing a glance of the structure of | yoge Layout Layout
the document. Views
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To exit from Ouline view, click on Close Outline View command from Close
group in Outlining tab.
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DRAFT

The Draft view is designed to edit and format text quickly. This view is useful
when you have to focus on the content, rather than the printed output.

To switch to the Draft view,
oCIick on the Draft command in the Views group. =

QThe Draft view enables you to type and edit
quickly by simplifying the layout of the page.

Em 1 [=] Outline
Some page elements such as, the boundaries between u D EEL =l Draft
pages, headers and footers, backgrounds, etc. do not | /%7 i W
. . yout Layout
appear in the Draft view.

Views

File Home Insert
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SHOW GROUP

The Show group on the View tab allows you to turn On/
Off features like Ruler, Gridlines and the Navigation Pane.
Importance of some of these options are discussed in the | [/ ryler
following section.

esign Layout Re

Gridlines

Mavigation Pane

Show

SHOW/HIDE RULERS

The Rulers help you to align text, graphics, tables, and other elements in your
document, horizontally or vertically.

To Show or Hide the Rulers,
OCIick on the check box of Rulers in the Show group.

QThe Horizontal Ruler appears at the top of the document workspace. The
horizontal ruler is visible in most document views.

GThe Vertical Ruler appears along the left edge.

e wr Ergr Liewd baamas = T s - ]

SHOW/HIDE GRIDLINES

The Gridlines give visual indications when you are formatting your document.
It helps you to properly align shapes and other objects in your document.
Gridlines are for visual reference only and cannot be printed.

To show the Gridlines,
@ Click on the check box of Gridlines in the Show group.

To hide the Gridlines, simply uncheck the Gridlines box.
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OTHER FEATURES OF WORD 2016

part from the editing and formatting features, Word 2016 enables you to convert or
save your documents in different file formats. The following section demonstrates
how to convert a Word 2016 document as a PDF file or a Word Template.

USING PDF FORMAT

Portable Document Format (PDF) is a platform-independent file format. It enables
easy sharing and printing of documents. PDF is a widely accepted file format by
many agencies and organizations.

You can use PDF format when you want a file that:
e Looks the same on most computers.
e Has a smaller file size.
e Complies with an industry format.

CONVERTING A DOCUMENT TO A PDF

Word 2016 provides direct conversion of a document into a .pdf file.
To convert an already opened Word 2016 document to a PDF file, follow the
steps given below:

QCIick on the Export option in the File tab Backstage view.
€ Click on the Create PDF/XPS button.

OThe Publish as PDF or XPS dialog box appears.

€@ Enter the name for the PDF file in the File name box.

@ Click on Publish button.
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CREATING A TEMPLATE

A Template is a specialized pre-formatted document, which can be used to create a
similar type of document. It allows quick creation of standard documents and saves
time.

If you frequently work with a certain type of documents, such as a monthly report,
a sales forecast, or a document with a company logo, you can save it as a Template.
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SAVING A DOCUMENT AS TEMPLATE

By using the Templates feature of Word 2016, you can focus on the contents
of the document and leave the formatting to the Template. A Template in Word
2016 is identified with the file extension .dotx.

To Create a Template from your open document, follow the steps given below:
OCIick on the Save As option in the File tab Backstage view.
OCIick on the Browse option.
QThe Save As dialogue box appears.
€) Click on the Save as type drop down list.
OChoose the Word Template option.
eEnter the name for the Template in the File name box.
GCIick on the Save button.

€T UOISSaS

To start a new document based on your template,
QCIick New option in the File tab Backstage view.
QCIick on the Personal category.

OCIick your Template.

Qutput - Cars_New - Word

Save As

ﬁ OneDrive

EI:__I This PC
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ke '\ ACTIVITIES

e

Activity 1
]
Choose the correct option for the following statements. §
1. is the default view of a new word document. gl
a. Read Mode G

b. Web Layout

c. Print Layout

d. Outline Mode

2. The are beneficial to properly align an object in the document.
a. Underlines

Gridlines

Tables

Templates

a o o

3. To show headers and footers, you must switch to view.
Read Mode

Print Layout

Web Layout

Draft Mode

O 0 T o

4, is the file extension for a Template in Word 2016
.dotx

.docx

.decx

xt

O 0 T o
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Activity 2

Fill in the blanks with the appropriate words provided in the
box.

Print Layout “ Read Mode | Web Layout Template

view displays the document as it will appear on the printed pages.
2. In view, the Ribbon is hidden to maximize your reading area.
3. is a platform-independent and widely accepted file format.
is a pre-formatted document used to create documents with similar

4. A
style.

Activity 3

Practice the following tasks on your computer.

1. Create a blank document. Insert random paragraphs by using “=rand()"”
function. Change the view of the document to Read Mode.

2. Change the View of the document to Print Layout and hide the Ruler.

3. Display the Gridlines in the document.
4. Save the document with the file name “Practice” and file type as “PDF".
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Session OVERVIEW OF SPREADSHEETS, GETTING
14 STARTED WITH EXCEL 2016 & THE HOME TAB

OBJECTIVES

General Objectives

In this Session you will understand Overview of Spread-
sheets, Getting Started with Excel 2016 and The Home
Tab.

Specific Objectives

At the end of this Session, you should be able to understand
and practice:

e Overview of Spreadsheets
e Spreadsheet Programs

e Getting Started with Excel 2016
e Starting Excel 2016

e User Interface of Excel 2016
e New Features of Excel 2016
¢ Create a simple Workbook

e Managing Worksheets

e The Home Tab
e Font Group

T uoissas
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OVERVIEW OF SPREADSHEETS

n the previous module, you learnt to create well-designed documents using Word

2016 Application. You will now learn about Spreadsheet Application, which helps
you to arrange and analyze large amount of data. Large and small companies use
it for budgeting and other purposes. This module guides you through the basic
knowledge and skills of Microsoft Excel 2016, which is the most widely used
Spreadsheet Application.

SPREADSHEET PROGRAMS

A Spreadsheetis an application program used to organize and store data in a tabular form.
It consists of rows and columns; used to manipulate data and perform calculations
using mathematical formulas and functions. The Spreadsheet program is used
to generate sales figures, sales taxes, commissions, corporate budgeting, etc.

FEATURES OF SPREADSHEET PROGRAMS

Spreadsheet programs are primarily used to organize and analyze information.
They are popular because of their useful features, such as:

e Fast and effective data comparisons

Automated calculations and AutoFill

Functions and Formulas

Charts

Sort and Filter

POPULAR SPREADSHEET PROGRAMS

A number of spreadsheet programs are out there with lots of capabilities and
functionalities. Given below are some of the popular spreadsheet programs.

e Microsoft Excel
e Apple iWork Numbers

e Corel Quattro Pro
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GETTING STARTED WITH EXCEL 2016

xcel 2016 is a component of the Microsoft Office 2016 suite and is available

for both Windows and Macintosh operating systems. Excel 2016 gives you a
handy place to work with both textual and numerical data. You can create formulas,
summarize information, show information in charts and do a lot more. The common
scenarios to use Excel 2016 is for creating Schedules, Inventory, Reports, Bud-
geting, Accounting, Planning and much more.

STARTING EXCEL 2016

Excel 2016 is widely used spreadsheet program. To create workbooks, you need
to open the Excel 2016 application.

To start Excel 2016 in Windows 10,
follow the steps given below:

€) Click on the Start Button to
open Start menu.

© Locate and click on the Excel
2016 from All Apps list.

The Start Screen of Excel 2016
appears with a list of recently used files
and available templates. You can either
open an existing file, choose a template,
or start with a new blank workbook. You
can also press the Esc key to start with
a new blank workbook.

¥ T uoissas

USER INTERFACE OF EXCEL 2016

It is better to understand the user interface of Excel 2016 before you work with
it. Excel’s user interface is organized in tabs containing groups and commands.
These commands enable you to work with the data contained in cells, rows,
columns and worksheets. Different user interface elements of Excel 2016 are
briefly mentioned below:

@ Ribbon: Ribbon consists of a set of commands placed under different
tabs. Each tab is divided into groups, having logically related commands.

G Tell Me Box: This box, located to the right of the ribbon tabs, allows quick
access to Excel commands and features you want to use.

G Ribbon Display Options: You can show or hide a ribbon to maximize or
minimize your workspace. You can choose from the options: Auto-hide
the ribbon, Show Tabs only or Show Tabs and Commands.

@ Worksheet: A Worksheet Sheet consists of cells organized into rows
and columns. Worksheets are used to store and manage information in

tabular form.
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G Cell and Active cell: The intersection of a row and a column in a worksheet
is called a Cell. An Active cell is the currently selected cell; which is
recognized by its green outline.

@ Columns: Columns are the vertical divisions of a worksheet. The column
headings are sequential letters at the top of each column to identify it
e.g. A, B, C, and so on.

@ Rows: Rows are the horizontal divisions of a worksheet. A row number
identifies a specific worksheet row and appears along the left side of the
worksheet e.g. 1, 2, 3, and so on.

Q Name Box: To the left of the formula bar is the Name box, which identifies
the selected cell, chart or other objects on the worksheet. Each cell has
cell address identified by column letter and the row number (E.g. Al).

Q Formula Bar: It displays the contents of the active cell and is mainly used
to enter a formula to calculate cell data.

O Sheet Tab: The sheet tabs, at the bottom of the worksheet, displays the
name of the sheets. Each sheet tab represents a separate worksheet in
the workbook. Sheet tabs help you to manage different worksheets in a
workbook.

G Status Bar: The horizontal bar at the bottom of the worksheet, below
the sheet tabs, is the status bar. The status bar shows quick summaries
of selected cells (count, sum, average, minimum or maximum values).
You can change its status by right clicking on it and choosing which
summaries to show. By default, status bar contains View Buttons,
Zoom Slider and Zoom Button.

Book1 - Dxcel
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NEW FEATURES OF EXCEL 2016

Microsoft has added some new exciting features and enhancements in Excel 2016
such as Tell Me box, Smart Lookup, New Chart types, Quick Analysis tool,
etc. Tell me box and Smart Lookup features work similar as discussed in module
3. One of the new features of Excel 2016 is Quick Analysis Tool, which is briefly

mentioned below.

QUICK ANALYSIS TOOL

Quick Analysis Tool is the real time-saver, which helps you to instantly
create charts, apply conditional formatting, table styles and quickly calculate

data.

To use the Quick Analysis
feature, follow the steps given
below:

O Select the range of cells

containing data you want |: oo |name  wigTern) tac | stproject | Finnl Tarm
435100407 [Khakd 18 ‘B 9 AR
to analyze. i -yjsim:rlq.'g_]:_bduu-u 5 [ ] a5
5 A . 8 v} | Bamnitar
€© Click the Quick Analysis  [i fosionios veuss == =
Button that appears to  [foscslon S en o ﬂ
the bottom right of your |« |asmmar s B | 9 10 "

selected data (or press
CRTL + Q).

@ 1t opens Quick Analysis
gallery.

@ In the Quick Analysis
gallery, select a tab For
example, choose Form-
atting Tab to highlight
data with colors.

0 Select an option, or just
point to each one to see a

A B

-----

1 M
§ aseean
(]

W i |

LS

I L]
| Py

T

& lapspeany

3 [ 3o
LRE PG

¥ oo
(BE P TTT

,;'4=|a]t:u

| Fan Pt |
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preview.

@ The selected data is highl-
ighted with colors.

fIEE
i;

LY d o
i
 a

dEIE2

1
The options in the Quick

Analysis Gallery change based

on the type of data you have selected in your workbook.

CREATE A SIMPLE WORKBOOK

A workbook is simply an Excel file that contains one or more worksheets. You
can create a workbook from a template or start with a blank workbook. Tem-
plates are predesigned workbooks that help you to create new workbooks with

special formatting already available.
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CREATING A NEW WORKBOOK

To create a new workbook, click on File Tab and follow the steps given below:

Click on New option from New
Backstage view.
e Click on Blank workbook to i M Pat g (op i Lo
create a new workbook. | My Calendar Stack Analysis
0 Choose a template if you : e N
want to use a template. : ax =
TIPS [— PP r— [P —————
Excel workbook is saved with the extension ”
".xlsx”. Excel template is saved with the extension E > ..
" xltx”, ) ' Takf:_' a
You can browse for online templates in the Search : : tour
for online templates box . )

ENTERING DATA INTO CELLS

You can enter data into any cell of the Worksheet. The data you enter in a cell
can be text, numbers, dates and formulas.

e To enter data in a cell, select the cell and type the data you want to enter.
e Press ENTER KEY or TAB KEY.
e The data appears in the cell and also in the Formula Bar.

EDITING CELL DATA

After entering data, you may like to make some changes.
¢ To edit the contents of a cell, double click on it and make the required changes.
e To delete the contents of cells entirely, select them and press the Delete key.
e To overwrite the contents of a cell, Select it and type new contents.

ADJUSTING COLUMN WIDTH

Sometimes all the data in a cell is not visible. You need to adjust the column
width to display the entire cell contents.

To adjust the column width, follow the step given below:

Place the Mouse Pointer over : .
the boundary between B e N (ke b
column headers and drag R i e % =il £
the column boundary to its  |* » :
0 L] e 1] [ F i [l
right. | 1Mo [Mame| WedTerm | TAC |1 Project | Final Temm
1 435100001 [Khalid] 28 [ } 5 | = |
You can also double click on the |\ ikl o s L s Lo
boundary between column headers to | SXEi S0
H H 3 T 435100106 (Saleh | 24 & | ] | &'
automatically resize the column to fit || 02— 3
the cell contents. -
2]
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SELECTING MULTIPLE CELLS

In a worksheet, you may frequently need to select multiple cells to edit data,
apply some formatting options, perform mathematical operations, etc.

To select sequential cells, follow the steps given below:

€ Click on a cell and drag the
mouse over a group of cells
you want to select.

0 Excel highlights the selected
cells in gray color.

@ Use the Select All Button if &

you want to select all the cells
in the worksheet.
TIP

Fomn

e
Al T

oF Dl S -

-

-

i

T 415100103 |Fahad

435100006 [Saleh
B A3S100L0T |Hhtsam

= o= (il e

=|Z|B|Bl=|=
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-
o

]
i
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To select non-sequential cells, select the cell(s), hold down the CTRL key, and select additional cell(s).

USING NAME BOX

You can also use the Name Box
to quickly locate and select specific
cells or range of cells in a worksheet.

Page Layout

Formul

s

) . Pish__1 B I U - D A-BRE=EE -
To select sequential cells using | = °
Chpbaard Fonk F Alsgnment F
Name Box, ; :
f £ | -
@ Enter the cell addresses of the | “*™ —
- L] -1 C [+] E F G
first and last cells separated | "5 o T Name Tadremm] Tac [sipromalrmatem]
by a colon (:) 2 [azswowijenalid | 2 | s ) 7 ”
in the Name Box and press e e e T
Enter key e.g. A2:F6. * | 435100104 [¥ousuf 0 8 | 10 0
. i & |435100105 |Fahad 13 | 10 3B
@ Excel highlights the selected |7 assioicelower [ 3 | 6 | s [ s
a 1 [FIET T
cells in gray color. 3 =

To select non- sequential
cells using name box,

€ Enter the cell addresses
separated by commas in the
Name Box and press Enter
key e.g. C3, D5, E8, F4.

Clipboasd -

Fonk

Page Lopout

3, b5, Ea, 74| fa
G Excel highlights the selected s A ¢ ¢ B £ : G
i 1. Mo Mame | MidTerm| TAC |5 |Final Term
cells in gray color. I, L a =
3 |435100102 | Abdul lsh 15 g a5
: : 4 4351001038 | Aander 5 10 10 &5
To select cells sequentially, click on any cell, hold down . PR G & o £
the "Shift” key, and click on the last cell you want to £ |43510010% | Fahad 4% g Pl 12
T 435100106 jyﬂl Facl -] (] 9
select. 8 | 435100107 |Hussam 23 5 10 [
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TIP

To resize name box, point to the right edge of the name box and drag the border to the right.

NAVIGATING A WORKSHEET

Since Excel worksheet contains data in cells, you need to move between cells
or to different locations in the worksheet. There are different ways to navigate
your worksheet.

Keyboard Navigation
You can use keyboard shortcuts for navigation, primarily to save the time while
working with worksheets. Following are the keyboard shortcuts to navigate
through a worksheet.

o Use the four Arrow keys (<, 1, —, |) to move one cell left, right, up or
down directions.

e UseTABKeytomovetheactive cellonecolumntotherightinthe worksheet.
J Use CTRL + Home to move the active cell to cell Al in the worksheet.

. Use CTRL + End to move the active cell to the last cell in the worksheet
that contains data.

o Use CTRL + Down Arrow key to move the active cell to the last row in
excel sheet that contains data.

J Use CTRL + Right Arrow key to move the active cell to the last column in
excel sheet that contains data.

Navigation using Scroll Bars
Similar to Word 2016, you can use scroll bars for easy navigation in Excel
worksheets. You can quickly move to any part of the worksheet using Horizontal
or Vertical Scroll Bars.

MANAGING WORKSHEETS

Excel 2016 allows you to work with multiple worksheets in a workbook. You need to
manage multiple worksheets as each worksheet can contain a different set of data.
For example, one worksheet can contain sales data, a second can contain inventory
and third can contain your expenses. The following topics guide you to manage and
classify multiple worksheets.

INSERTING A WORKSHEET

In Excel 2016, a workbook contains only one worksheet by default. You can
insert more worksheets to your workbook.

To insert an additional worksheet, follow the steps given below:
@© Right click on sheet tab.
€ Click Insert option from the popup menu.
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o It will open Insert dialog e
box.

e Click on Worksheet option.

QCIick on OK button to
insert worksheet. ! e

G You can also click on New

e | | et =ewu e
Sheet button to insert a jma 5 1 & & 0
new worksheet. e T - O ﬁ
Q o°° :
Press Shift+F11 to insert a new Worksheet. it [t L - ol :

DELETING A WORKSHEET

You can delete a worksheet that you no longer need in your workbook.
A worksheet can only be deleted if the workbook contains more than one
worksheet.

To delete a worksheet, follow the steps given below:

Q Right click on the sheet J=
tab you want to delete. "

9 Click Delete option from
the popup menu. - £ | smeme

@) Excel prompts you with a box

ool 0 0 o an

. . . o0y (e Deiss an

to confirm the deletion if the o .. W W e
excel sheet contains data.  fewe - 7 it w
g N S YN T S
© Click on Delete button to i - T =

delete the worksheet.

RENAMING A WORKSHEET

Excel 2016 assigns a default name to each
worksheet in a workbook like Sheet1, Sheet2.
You can give specific names to worksheets to
help you identify their content.

To rename a worksheet, follow the steps

. [ -] = (=] E F [+ L
given below: BOOLOEIKNE s 2 4
- - ILMLW "b' L; E!ll'lt 'g' _"'i
Q Right click on the sheet tab you want to 5 | g o
rename. soasoslrel "L
) . LOUL0GEal []
© Click Rename option from the popup i @ 18

menu and type a new name for the

TIP worksheet.

Double click on the worksheet tab to rename it.

Sheet1 | Shesl2
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MOVE OR COPY A WORKSHEET

Moving a worksheet within the same workbook or to a different workbook is
helpful to keep worksheets in order. Copying a worksheet helps you to use the
same worksheet in the same or different workbook.

To Move or copy a worksheet, follow the steps given below:
Q Right click on the sheet tab you want to Move or Copy.
o Select Move or Copy option § -

from popup menu. It opens [ ... i A e e | Bvetes
Move or Copy dialog box. ol ESE R = W |~ TSEaar 7 il  T——
o You can move selected sheet to | Alrgrmerd
another workbook. = £ | aasipoam
QYou can move selected sheetin = % S 7 -+ | &= | °® 4
the same workbook. ioinz | It 5 | Move or Copy ¥R
100103 | L Reiece O | biove setected therts
e Select Create copy checkbox to oot .. p:n 1o Beck: ”
copy the worksheet. i A 1 e p
o C“Ck on OK bUtton' e j' ;f::'<c| Sheet i ;":;.:‘Iulm
O Worksheet is copied. e\
e £ Create m copy |
- e\ | o Canced
ﬂﬁhﬂdm;.lhr;u Sheet? | Sludent Marks {2) [#)

CHANGING TAB COLOR

A tab color applied to worksheet tabs, help you to identify different worksheets
in @ workbook.

Page Layout Formulas Data Review

To apply a tab color, follow the steps % .. Tz & Bl==|®- | Swae
given below: TR SH== == EMey
@ Right click on the sheet tab and |, . = - nie

point to Tab Color option from . % |.asei
popup menu. A | B | ¢ | b E F G
© Choose a color from the foor =" == = & | 9 =
displayed color palette. 100103 | ER Delete 10 10 9
O The tab color of the worksheet o~ ™ - =
changes instantly. bl VMM;W Th;mecih: EEEEN

al
ﬁl:‘ Protect Sheet...
Tab Color 3 I I I I
Hide I I I I I

tandard Colors

L EEEEN
Select All Sheets

Student Marks | Sh

~Tolor |
Red
Vo More Colors...

TIP

You can also Insert, Delete, Rename, Move or copy sheet and change Tab color from cells group of the Home Tab.
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OTHER SHEET OPTIONS

While working with a workbook, you may need to select m==
all worksheets or secure your worksheet from other
users.

b
W O

When you right click on a sheet tab, it also displays the
following options:

QEJ

0 Select All Sheets: Selects all worksheets so that a
formatting option can be applied at once, like Tab color.
Hide: Makes a worksheet invisible from sheet tabs.
Protect Sheet: Allows you to prevent unwanted

changes from users by limiting their ability to edit
the worksheet.

TEFFREF

THE HOME TAB

he Home Tab provides a collection of commonly used commands for easy access.
Following are different groups in the home tab.

o r .o . - = 3 B bt - I . A" p
- —— . R P, o B e B e Test Fevere P' “J ‘.‘ - & :

= —| B Carter = A Condtens Formetm el = 1 !um B Fed B

” Famung= Tebes Syime £ Fimers Selarts

_:&i. ;E) | ‘;Ei ‘:, éab 1Ei ‘é’

o Clipboard: This group contains main editing commands such as cut, copy
and paste.

Q Font: This group contains commands used to apply range of formatting options.

G Alignment: This group contains commands used to position cell data and
merge cells.

Q Number: This group contains commands used to apply different number
formats to data.

G Styles: This group contains commands used to apply various styles.

o Cells: This group contains commands used to add, delete and format
cells, rows, columns and worksheets.

@ Editing: This group contains commands used to sort, filter and calculate data.

T uoissas
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THE FONT GROUP

The basic formatting commands of Word
2016 are also available in Excel 2016. Calibri <111 a o w
The commands of the Font group enable | “2'PM A
you to modify and enhance the appearance |,

of your data. B I U~ #H+ &o A -

Font e

APPLYING FONT AND FONT SIZE

Font is a particular size, weight and style of a typeface. It is a graphic design
applied to numerals, symbols, and text in a worksheet. The proper choice of
font size makes your data easily readable.

To apply Font to the selected cells:

Q Click on Font Box in Font [T, M __Ke - £« S=u & S0 a !' §
o St | B
Group and choose a i 0 01 e ol | Pt 5
suitable font. A ' <|r-
. : Wil O by B i i
To apply Font Size to the | s 0 susesias a | [ 28 a
) . [AsDEL O <1 = »
selected cells: B © s | | el Bl
. . . s VOB, LF &0 larws a0 Aareie \a
e Click on Font Size Box in b [FABAD. ) Arlal Rounded MT Satd T e i ;
Font Group and choose a ZE“:I Dbl OMTcs a (=T
suitable font size. f S a—— o 29 A
: € Barin San FE | [ 23 s
. . ¥ L} Baslim tans BB Daml & g
To increase or decrease font size || 0 Do AT {aadesstd =
for the selected cells: : B " —

e Click on Increase Font
Size or Decrease Font Size accordingly.

APPLYING FONT STYLES

Font styles are used to make specific data appear visually different from
other data in a worksheet. For example, Bold can make the headings appear
thicker. Similarly, to draw attention to important data, you can underline it.

To apply Font Styles to the selected

cells, choose the desired option: o .

O Bold: To make data appear as | “2libri (11 A A
thick.

G Italic: To change data to slant

B I
position. 66
e Underline: To insert single or Font I

double line under the selected
data.
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Fill color is the cell background color used to highlight the cells. The
organization of data in worksheets can be made more specific by applying

a set of fill colors. Font color makes your data appear more attractive and

visible.

To apply a Fill Color, Select a cell
or range of cells and follow the
steps given below:

Q Click on dropdown arrow
of Fill Color command in
the Font group.

€© choose a color from the
color palette.

o Fill color is applied.

In the same way, you can use the
Font Color command to change
the font color of the selected data.

APPLYING BORDER

ok 1 il FIA A B - = 7

anadl, o : = % [2% Fuarrsest i Tt
e BT WL a5 ” B cat i

T i v Fheme Lok T M ot

H EER L |
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2 IDHNo, Mame I IIII Iﬁuiﬂ't Fimal Term
34 01 |khalid Fhtndant ntery 9 [
4 435300108 |bdullh | M WEEEERT, a5
5 435100103 |Bandar e 10 48
6 435100008 |vousuf | = Mereeee 10 50

7 435100105 |Fahad 23 8 10 18
8 435100106 |Sal=h 9 & 8 [T
9 435100107 |Hussam 23 9 10 [
10
1

o A

Studont Mk | Theet2 *

While organizing your data, you can apply borders to clearly separate data
from surrounding cells. It simplifies the analysis of information. You can use
the Border command to apply Borders to the selected range of cells.

To apply Border, select a cell or range of cells and follow the steps given

below:

€ Click on the dropdown
arrow of Border
command in the Font
group.

@ select an appropriate
border from the list; e.g.
All Borders.

o All Borders are applied.

TIP
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Fa:'rr o B I y-
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You can choose No Borders to remove the borders
from selected range of cells.

o
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THE FORMAT CELLS DIALOG BOX

The Format Cells dialog box is used to apply a combination of various
formatting options to the selected cells such as font, font size or font
color. You can also apply additional formatting such as strikethrough

using this dialog box.

To Open and Use Format Cells
dialog box, follow the steps
given below:

Q Select a cell or range of cells.
9 Click on the Dialog Box

Launcher at the bottom
right in the Font group.

o This opens the Format Cells
dialog box.

e Choose various formatting
options you want to apply.

O Click on OK button to apply
the changes.

PR, Ererm

[ ]
L] e } Aabblc¥yli
[ =]
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hw )\ ACTIVITIES
- -
1

Choose the correct option for the following statements.

1. Which of the following is not a spreadsheet program?
a. Microsoft Excel

T uoissas

Corel Quattro Pro
Apple iWork Numbers
Microsoft Word

a 0o o

2. An Excel 2016 workbook is a collection of
a. Documents
b. Worksheets
c. Templates
d. Pictures

3. By default, how many sheets are there when you create a new blank Workbook
in Excel 20167

3

a 0o T o

1
2
4

4. The keyboard shortcut to insert a new Worksheet is
a. Shift + F1
b. Ctrl + N
c. Shift + F11
d. Shift + F6
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Activity 2

Fill in the blanks with the appropriate words provided in the
box.

1. tool allows you to instantly create charts, apply conditional
formatting and quickly calculate data.

2. The command is used to change the background color of cells.

3. displays the contents of the active cell and is used to enter a
formula.

4. You can use option to make a worksheet invisible from workbook.

Activity 3

Practice the following tasks on your computer.

1. Create a blank Workbook. Type the text “Welcome” in the cell A1, apply the
font style as “Bold” and font color as “Purple”. (Hint: You can save this file
with the name “Practice” on the desktop.)

s

Select the cell range from Al to A6 using the Name box.
3. Apply “All Borders” to the cell range from Al to A6.

4. Insert a new worksheet and Rename it as “Student Marks”. Change the Tab
Color to “"Blue” and move this sheet before the “Sheet 1”.
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ALIGNMENT, NUMBER AND STYLES GROUPS OF
THE HOME TAB

OBJECTIVES

General Objectives

In this Session, you will learn about the Alignment Group,
Number Group and Styles Group of the Home Tab.

Specific Objectives

At the end of this Session, you should be able to understand
and practice:

e The Home Tab
¢ Alignment Group

e Number Group
e Styles Group

GT UOISSaS



LEARNING

e —————

THE HOME TAB

In the previous session, you learnt about the Font group of the Home Tab. This
session will guide you to explore the Alignment group, Number group and Styles
group of the Home Tab.

THE ALIGNMENT GROUP

Excel aligns text to the left position and numbers to the right position of the cell, by
default. The Alignment group helps you to change horizontal and vertical alignment
of cell data. The commands of this group also enable you to display the data around
different positions in a cell, combine a range of cells and adjust the cell data if it
does not fit a cell.

ADJUST HORIZONTAL CELL ALIGNMENT

Horizontal alignment determines the position of the data within a cell relative
to the left and right borders of the cell.

The horizontal alignment allows following options.

O rlign Left: Select this
option to align cell content
to the left edge of a cell.

@ Center: Select this option to
center align your content.

@ Align Right: Select this
option to align cell content to the right edge of a cell.

ADJUST VERTICAL CELL ALIGNMENT

Vertical alignment determines the position of the data within a cell relative to
the top and bottom borders of the cell.
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The vertical alignment allows following options

OTop Align: Select this _
option to align cell content | T = — &~ 1 - =% Wrap Text

to the top of the cell. éé_ o iy
@ Viddle Align: Select this 3= EMerged Center -

option to align cell contents
centered between top and
bottom of a cell.

G Bottom Align: Select this option to align cell contents to the bottom of

the cell.

Alignment u
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TEXT ORIENTATION

The Orientation command is used to rotate cell contents diagonally or
vertically. You can use this feature when a column is not wide enough to
display its contents.

To Rotate Cell data, follow the steps given

be|OW: A A T = Bt T - BPWoap Text p
L #* Angle Countrrciocouise 0
@seclect the cell containing data and & _ : o
. R ) S Angle Clockwiie 0
click on dropdown arrow of Orientation ) i 7
command in the Alignment group. fo | Welcometof1g oo g
€ Choose an orientation option from the | o Bl 1% Rotate Text Down H I,
dl’Op dOWI"I |ISt. £ Format Cei Alignment m

OThe orientation is applied to the cell or Py
range of cells you selected. Q .@‘9‘5’

WRAP TEXT

When the data in a cell is extra-long, it occupies more than one cell if the cell
next to it is empty. You can use Wrap text command to display long text into
multiple lines so that you can see all of it.

To apply wrap text, follow the
steps given below:

0 Select the cell containing
data.

€ Click on Wrap Text comm-
and in the Alignment group

¢ Wrap Text # - EFWrap Text

£= 3= Merge & Center ~ €= 3= & Merge & Center -

Alignment P} Alignment [}

of Home Tab.

) The data appears on multi-
ple lines.

G H | |

Welcome to Exl_el 2016

Welcome to
Excel 2016

MERGE AND CENTER

The Merge and Center command combines selected cells into one larger cell
and centers the contents. When you merge two or more adjacent horizontal
or vertical cells into one cell, the cell is displayed across multiple columns or

rows. You can use this feature to create labels that spans multiple columns or
rows.

To merge and center, follow the steps given below:
GSeIect a range of cells you want to merge.
QCIick on Merge and Center command in the Alignment group.
() The contents of the selected cells are merged and centered.
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NUMBER GROUP

Excel 2016 provides you with options to display
numbers as percentage, currency, date, fraction etc. | General -
The Number group is used to apply different nhumber
formats to numerical data in a worksheet. This group G - a5 9 €0 .00
contains the commands such as Number Format, :
Increase Decimal, Decrease Decimal etc.

APPLYING A NUMBER FORMAT

The Number Format box allows you to choose a format for the data such
as Currency, Accounting, Date, Percentage etc. You can choose different
number formats to change the appearance of a humber without changing
the number itself. A column containing prices of different items is better
displayed by applying a Currency symbol such as $, SAR etc. A column
containing Percentage of different numbers is better displayed by applying a
Percentage (%) symbol.

MNumber ]

To apply Currency format to selected
cells, follow the steps given below:

€ Click on the arrow of Number Format
box.

o Click on the Currency option.
o Default Currency format ($) is applied
to selected cells.
To apply Date format to the selected
cells:

€ Click on the Short Date option from
the Number Format box.

GThe Date format is applied to 1

selected cells.
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To apply Percentage (%) format to the -m

selected cells:
r“‘. 5o L -;-5;_' ..:.I__kr
© Click on the Percentage option from the | i
Number Format box. -
G The Percentage format (%) is applied | —- S wﬂm—Q =
to selected cells 1. Hom Havet wrchase Date
' 2 |Laptop 51,000,00 30.00% 3/3/2017
3 COPayer | S30000 1000%  3/8/2017 0
TIP 4 Tablet 60000 2000%|  4/4/2017 g
The default Currency format is $ symbol. You can apply different gaswecghone | 0000 000W WA 0,
& |Desktep $70000 2000%  5/5/2017 o)
currency symbols such as SAR, from format cells dialog box of 7 Dighal Camera|  $600.00] 30.00%]  5/15/2007 =
Number Group. & ot [
" u1

More Number Formats
The following table provides a summary of some other number formats that
are available in the Number group of Home Tab in Excel 2016.

Format ‘ Example ‘ Use

The default number format that Excel applies when you type a nhumber. The

! </ numbers you type are right aligned in the cell.

Number 4567.00 Used to display numbers with decimal point and decimal places.

Used for monetary values like Currency format but aligns the Currency symbol at

ool $4,567.00 the left edge of the cell. This format is mostly used for accounting purposes.

Time 12:00:00 PM Displays number as Time values.

Fraction 55.75 > 553/4 Displays a number after decimal point as a fraction.

Displays a number in exponential notation, replacing part of the number with E+n,
Scientific 4570 > 4.57E+03 | where E stands for Exponent and n represents the number, which is the nth power
of the Exponent.

Treats the content of a cell as text and displays the content exactly as you type it,

Text KSU 18 even when you type numbers.

Special 000-00-4567 Displays a number as a postal code, phone number, or Social Security Number.

INCREASE / DECREASE DECIMAL

Increase Decimal and Decrease Decimal commands allow you to change
the number of decimal places after the decimal point to better display your
numerical data. You can show more or fewer number of digits after the
decimal point of a number. The number of decimal places to be increased or
decreased depend on whether you want to show your data more precise or
less precise.
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To increase or decrease decimal places for selected numbers, follow the steps
given below:

Q Click on the Increase Decimal command in the Number group to increase
the decimal places.

O The Decimal places are increased.

Q Click on Decrease Decimal command in the Number group to decrease
the decimal places.

G The Decimal places are decreased.

1| 35300 | 34000 | seoo0 | 100000 | 353 340 %60 | 1000
P| 65000 | 76000 | 104000 | 52,000 | i 65.0 76.0 104.0 52.0
1| 34000 | 89.800 | 56000 | 56840 | (| 340 | 898 56.0 56.8
4| 78000 | 67000 | 67000 | 89000 | k| 780 7.0 67.0 89.0
5| 23000 | 56000 | 24230 | 56000 | (5| 230 56.0 242 56.0
6| 2354 45 58 24 [|p 2354 45 68 2.4
54 23 %0 s7 |lp s | 1 | 0 57
i Saewined Mlaret 4 A Pt by

TIP

After you apply a number formatting e.g. Long Date or you increase decimal places, Excel 2016 displays # # # ##
in the cell, indicating that the cell is not wide enough to display the data. You need to increase the column width to
see the cell contents.

SPECIFYING DECIMAL PLACES

By default, Excel 2016 displays two (2) decimal places for Currency, Percentage
and Number format. You can specify the number of decimal places to be displayed
after the decimal point of a number.

To specify decimal places for Number |- - PL S S '
format, follow the steps given below: e — o"’
€ Click on Dialog Box Launcher arrow [ - = .
in the Number group. e
o Format Cells Dialog Box appears.

€ sSelect Number option from the
category list.

€ Specify the number of decimal places |
in the box next to Decimal places. :
© Click on the OK button. : s
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STYLES GROUP

A style is a set of formatting characteristics that is applied to cell(s) at once. You
can use several formatting styles to create professional-looking worksheets that
display your data effectively. The commands of the Styles Group enable you to
apply pre-defined formatting styles to quickly format cells. This group contains the
following commands:

@) Conditional Formatting: This command is 2
used to apply different formatting styles to a i -
range of cells that meet specified conditions. | - .o 0

Format as Table: This command is used to | Formatting~ Tablew Styles+
quickly format a range of cells and convert it to
a table, by choosing a pre-defined table style.

G Cell Styles: This command is used to apply a cell style to a range of cells,
by choosing a pre-defined cell style.

APPLYING CONDITIONAL FORMATTING

Conditional formatting is used to apply colors, data bars or icon sets to the cells
containing values that meet specific criteria or condition. For example, you
can apply various colors or formatting options to visually highlight different
values in the cells based on a criteria such as Less Than, Greater Than,
Between, Equal To, etc. By applying conditional formatting to your data, you
can quickly identify variations in a range of values with a quick glance.

To apply Conditional Formatting to selected data, follow the steps given below:

Q Click on Conditional Formatting command in the Cell Styles group.

9 Point to Highlight Cell Rules option and click on the Greater Than option.

) The Greater Than dialog box appears.

e Enter the number (greater than condition) in the Greater Than dialog box.

e Choose a required formatting option.

© Click on the OK button.

QThe cells that are greater than the entered number are highlighted with
the selected formatting style and the other cells remain unchanged.
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TIP

Click the Quick Analysis button in the bottom right corner of the selection to quickly apply Conditional
Formatting.

FORMAT AS TABLE

You can apply a table style to a group of related data in a worksheet. This
helps you to easily manage and analyze the data. You can quickly sort or filter
data and resize the table using the Sizing Handle.

To apply a Table Style, follow the steps given below:

@ select the cell range.
e Click on Format as Table command in the Styles group.
e Select a Table Style from the gallery that appears.

o The Format As Table dialog box appears showing the selected cell range
and an option to select whether it has table headers.

© Click on the OK button.
9 Table Style is applied to selected cell range.
G You can use the Filter Control in the Header row to sort and filter table data.

Q A Sizing Handle in the lower-right corner of the table allows you to resize
the table.

o L | oo ’a -
d ] < o E ¥ o
1| IDMo, || Mama.| B&dTerw-| TAC.| SLProjec.| Finsd .

damomoriheld | 28 [ 8 | 9 | a8

1 435100107 | mbdullal 25 a 9 4%

4 4310003 landar | 30 w [ 1w [T

5 435100104 \'m_:_bgf 30 10 1 £

¢ Amiooics ratad | 23 | 8 | 10 | 38 p
7 A35100106 Sakeh i ] B 4%

& 43510000 | ussam FE] g | 1 "

L

A1t Waaben

TIP

Click the Quick Analysis button in the bottom right corner of the selection to quickly apply Table Style.
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APPLYING CELL STYLES

To make your important data standout in a worksheet, you can apply a colorful
cell style. A cell style is a set of formatting characteristics, such as a font,
font size, cell border and cell shading. Cell Styles allow you to apply several
formatting styles in one step and ensures that cells have consistent formatting.

To apply a Cell Style to the selected cells, follow the steps given below:

Q Click on the Cell Styles command in the Styles group.

Q Select a desired style from the gallery that appears.

o The cell style is applied to the selected cells.
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s\ ACTIVITIES

e

Activity 1

Choose the correct option for the following statements.

1. You can use the command to display long text into multiple lines
within a cell.
a. Text Orientation
b. Middle Align
c. Wrap Text
d. Merge and Center
2. is the default number format for a cell.
a. General
b. Text
c. Fraction
d. Number
3. The command enables you to apply a pre-defined table style to a
range of cells.
a. Border
b. Format as Table
c. Table
d. Create Table
4, is used to highlight a range of cells that meets some specific
criteria.
a. Number Formatting
b. Format as Table
c. Conditional Formatting
d. Cell Format
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Activity
==

Fill in the blanks with the appropriate words provided in the
box.

2

1. The command allows you to rotate cell contents in several
directions.

2. By default, Excel aligns to the left position in a cell.

3. The format shows numeric data in cells as monetary values.

4. The command allow you to apply several formatting effects to a cell
in one step.

Activity 3
==

Practice the following tasks on your computer.

1. Create a new workbook. Type the text "3-Mar” in the cell A1 and apply the
number format “Short Date”.

2. Select the cell range from Al to A6. Merge the selected cells and “Middle
Align” the cell content.

3. Select the cell A1 and rotate the cell content to “"Angle Clockwise”.

4. Type “100” in cell B8. Apply the Number format “Currency” to cell B8, change
the currency symbol to "SAR"” and increase the decimal places to “3".

GT UOISSaS
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CELLS GROUP AND EDITING GROUP OF THE HOME TAB

CELLS GROUP AND EDITING GROUP OF THE
HOME TAB

OBJECTIVES

General Objectives

9T UOISSdS

In this Session you will learn about Cells Group and Editing
Group of the Home Tab of Excel 2016.

Specific Objectives

At the end of this Session, you should be able to understand
and practice:

e The Home Tab
e Cells Group

¢ Editing Group
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THE HOME TAB

In the previous session, you learnt to apply different styles to the worksheet cells
using the Styles group of the Home tab. In this session, you will learn about the
Cells group and Editing group of the Home tab.

CELLS GROUP
The commands of the Cells group enable you to insert, delete and format cells, rows,
columns or worksheets. This group contains the following commands:

o Insert: This command is used to add new cells, rows,
columns and worksheets to your workbook.

@ Delete: This command is used to remove cells, rows,
columns and worksheets from your workbook.

@rormat: This command is used to resize rows and
columns as well as organize and protect your worksheets.

INSERTING ROWS

You can insert single or multiple rows wherever you want in a worksheet. The
new row is inserted above the selected row in the worksheet.

£

To Insert a new row, follow

the steps given below: e e s e S R
@ seclect the row or| =~ . - exﬁ.'..'..;..
a cell of the row A u L L* : T L

. ] STUDENT MARKS
above which you :L L17Y Pame |Mid Term| TAC 5L Projec| final |
g 435100103 B | L] Al
want to insert the | Gimo fesim | = [ s s &
new row. R e i
€) Click on the arrow of [ fiseies fsn—| 3 | s | 3 1 4
the Insert command [ “steer [esam | a1 [ 3 r .=
in the Cells group. : -
eCIick on Insert [\, -~ £ =N . B PR
o P o Wi = [P §im it b L =l
Sheet Rows option | iy L o ST
from the list. '
A s & L] i [i] ] [ L] i ]
OA new blank row is EL T 7”
o 10k N, Hams W1 T TAC 5L Ai
inserted above the J e ._"_"‘ﬂ'l. .._.__.I_._'!‘_‘:}!‘_* _hnel R ______ _____
2 FE120101  [ehatd T ] ] a1
S s Wi fn | 35 [ ¢ | 0 | as
: & ey 3 ) 10 10 an
@ Insert Options B e -w,m w [ w  w | =
button appears to  |r s |shed QP 15 | s g g
5 415100106 [Salsh I 1 40
format the newly  possiow fosm o 4 | 7 | =
inserted row same 1

as above or below row.
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To insert multiple rows at a time, you need to select equal number of rows from the
worksheet. For example, to insert three new rows, you need to select three rows
from the worksheet before using the Insert command.

TIP

To insert non-adjacent rows, hold down Ctrl key and select the desired non-adjacent rows. Click the Insert

command to insert new rows.

INSERTING COLUMNS

You can insert single or multiple columns wherever you want in a worksheet.
The new column is inserted to the left of the selected column.

To Insert a new column,

follow the steps given
below:
€ select the column |
or a cell of the B TCENTMARE.
column before ot _louw | & |
which you want to § |235100109 Bandae | 20 | 10
insert the new " :::::iz: ::::: 1 ﬂ .1;!.
B [£35100108  [Saleh i) ]
column. B e e T4
@) Click on the arrow [© e
of the Insert = : _
Command |n the - Caie : £ .-l-_. B e Bowmtm e g " h_.i = ".-'
= FTE T AT Eimbte I - % iond, Rl e T8 < IR St s
Cells group. 2o = : BISCE -
€ Click on Insert ﬁ A IQ'* TR
Sheet Columns N Mu'fub!m::‘“sququ ==
option from the | iluswc wuw | a5 | s a
list i [435100102 Abdulah | 25 | @ s | a5
" % (235100103 Bandar x5 10 n a5
OA new blank | towd e B 2
¥ (235100105 Faksg 15 5 L 30
column is inserted |[jaswows swen | 2 | s | s 4
@ f3ES1L00107  Hussam 7 [ 7 28

selected column.

To insert multiple columns at a time, you need to select an equal number of
columns from the worksheet before using the Insert command.

TIP

command to insert new columns.

To insert non-adjacent columns, hold down Ctrl key and select the desired non-adjacent columns. Click the Insert

INSERTING AND SHIFTING CELLS

You can also insert single or multiple cells in a worksheet. For inserting multiple
cells at a time, you need to select equal humber of cells in the worksheet. The
new cells are inserted to the left or above selected cells.

9T UOISSdS
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To insert cells, follow the steps given below:

Select a cell or
range of cells where | : ALt e ey :
you want to insert -~ : et o e

new cells. - & 0 | ¢ ' nqli | Mperowgy
€ Click on the arrow of : -

s ihe Wi Torm

Ti 5L Project | Final -
Insert command o e = = Toaimon
1 5 435100000  Bwndar il 13 an % iy
in the Cells group. * e e T N itz
Click on Insert | i e e e
Cells option from |s ssiwowr usan | 37 | s i | =
the list. —

Ot cpens the - |
Dialog BoxX 10 SeleCt P e e ~ L1 et ot = T
an option to Shift |« wru Sk sliE SR Orlgn W bl
cells right, Shift |=* T — guce =T
Cells down, insert | . n‘:! 8 € b : . & " ]

H i 1 STUDENT MARKS
Entire Row or Entire |5 — 5N [uti voom!7ac Jacorsiea] ol
Column. 1 [a3s100101 8 3 az
. 4 (435100102 9 g a5
@ Click on the OK |5 ssiooios fwaid | 2 30 | 10 |
button. s el E 5 0 |8
. B 435100005 Yausuf ag [} a 43
@ Excel inserts new |3 S5E0 %105 [
i [ Saleh 2%
cells in place of 1 — 2
selected cells. x

Fredarnd Waciy
S e L

TIP

To quickly insert, right click on selected cells, rows or columns and select insert option.

DELETING CELLS, ROWS OR COLUMNS

You can delete single or multiple cells, rows and columns that you no longer
need in your worksheet. You need to select the cells, rows or columns before
using the Delete command.

To delete a row, follow the steps given below:

€ Select the row you : el e Tz
want to delete. . .y P, 7
OCIick on the arrow | L= : — ér "_‘?.'""'.T

of Delete command

) | Nama |Mid Term| TAC 5L Project| final
in the Cells group. ﬁ‘u load | 3 [ & | u
ENL0:  Abdwitsh | 28 | 8 | s |
€) Click on Delete | o S it &
5
L]
]

W e R

Sheet Rows option, |} {Bices fued 1

8 Snsiomob  Sweh | 38
§ (438100107

=

s L
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To delete a column:

OSelect the column and click on Delete Sheet Columns option from the
Delete command.

To delete a cell:
© Select the cell and click on Delete Cells option from the Delete command.

When you delete a cell or a range of cells, you can Shift cells left, Shift cells up,
delete Entire row, or delete Entire column.

FORMAT ROWS AND COLUMNS

The Format command in the Cells group allows you to adjust the height and
width of rows and columns in your worksheet. You can specify row height from
0 to 409 points and column width from 0 to 255 characters. The height of
multiple rows or width of multiple columns can also be changed at the same
time.

9T UOISSdS

To change row height, follow the steps given below:
€ select the row

you want to L A gl o
resize. . : o . : Sl
OC“Ck on the 1 . ' :.rl.n:.mm:: . '_ .|” . - I R
arrow of Format | e Tt ol 1A J il ot Q =

. + Poavonns s a8 g ! 3 R
command in the |+ e KEEGRTIST T awTwT  Wciem
5 SESI0OITE  Bandar FT] it 10 5 ~ - it
Cells group. 4 ABIOINE  fewsdd | 30 w | w | % mep ey -
7 AFSLOOIOS  Fshad | 13 s | 8 | » o ..
i 4 Axsioonns  alen Ty 8 2 Fr = e
0 Click on Row |3 433100107 [Mussam 1) a | 7 |
Height option. T e :

OIt opens Row Height dialog box to enter the new row height.
°C|IC|( on the OK button.

To change the column width:

eSeIect the column and click on Column Width option from the Format
command. Specify the new column width and click on the OK button.
TIPS

To quickly set the row height or column width, i If the row height is zero (0), the row is
right-click the selected rows or columns and | hidden. Similarly, if the column width is
choose the row height or Column Width option, } zero (0), the column is hidden.

type the value and then click the OK button. }

EDITING GROUP

Excel 2016 helps you to perform calculations or analyze the data in the worksheet.
The commands of Editing Group enable you to quickly calculate your data, generate
series of numbers and text automatically, sort your data in an order or search for
particular data. In this section you will learn to use the following commands:
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OAutoSum: This Command is used to quickly

calculate sum of data in contiguous cells. zﬁ‘_”tusum [ %‘Y p
@ Fill: This Command is used to fill the selected ks Sart 8 Eind &
cells with the contents of adjacent cells. & Cle F i

@ sort and Filter: This Command is used to Editing b
organize your data in an order or filter out
data to display only the specific data you want.

AUTOSUM

AutoSum is a built-in feature of Excel 2016 that allows you to quickly calculate
sum of values without manually entering a formula. You can also calculate
average, minimum or maximum values using dropdown menu of AutoSum
command. To use AutoSum command, you need to select the blank cell next to
the numbers in a row or a column. AutoSum will automatically sense the range
to be calculated and builds the formula for you.

To use AutoSum, follow

the steps given below: i -
€ Select the cell where e
you want to display 2 S 2 P
QC“Ck on the Auto B00103  Bandar | BT
Sum command i Eie | i TP s s
the Editing group.  EGGTems T 7 T+ T 7 =
€)Excel selects range ===
of cells and displays [
the formula in the o RS it s T e . D ) o i L A
selected cell. i b
Press the Enter Key. 0 s c D £ [ g i i i £
STUDEMT MARES
OSum is d|sp|ayed Mba. | Heme |MidTerm TAC |5 Project] Finsl | Totad Marks
B5160L01  [Fhadid | B ] A8 33
in selected cell. o e | = 2 P2 — ‘
BSLONLOL  [Veruted 30 T} w | s |
15 5 3 | wm |
= 6 i | |
i & 7 28

15105005 |Fahed
100106 [Salen
10007 |Hmaam |

AUTOFILL FOR FASTER DATA CALCULATION

Excel’s AutoFill feature is used to copy the contents or formula of a cell to the
adjacent cells. While using AutoFill feature, you can use the Fill handle, which
is @ small square in the lower-right corner of the selected cells.

To use AutoFill feature, follow the steps given below:

OSeIect the cell containing the formula you want to AutofFill.
O Move the mouse pointer to the bottom right corner of the cell.

When mouse pointer changes to (+) sign, drag the Fill handle downwards
to the last cell you want to fill.

@) The Formula is copied and the results are shown in the cells.
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OTHER USES OF AUTOFILL

Instead of entering data manually, the AutoFill feature also allows you to
automatically fill a range of cells with data that follows a pattern, for example
a series of numbers, dates, weekdays, months or years. To AutoFill a series of
numbers, you need to enter numbers in at least two cells and select both cells.
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To AutoFill cells with Weekdays, follow the step given below:

Enter a weekday in a cell

CREATING A FORMULA

and drag the Fill handle M ' G :
downwards asfarasyou | m. sru. A4 == B 81u- K4 ==
want to fill the cells. ¥ L. hepA. T ¥ v-4- &E
@ \Weekdays are filled T T
automatically. = '
i A B C o] A
unds 1 {Sunda
To use AutoFill for generating u?—l' | g iy

2

a series of numbers, follow the 2
step given below: 5
Enter the first two |-
numbers of the series. :

Select both cells and drag the |
Fill handle downwards as far as |'%

Thursday

=
Saturday

W ad g e B

eI

ETUDEMT

Sheet]

you want to fill the cells.
GNumber series is filled automatically.

Excel 2016 allows you to manually create formulas for calculations. A formula
is an expression that performs calculations on data in the cells. A formula
uses arithmetic operators like +, -, *, /, %, to perform addition, subtraction,
multiplication, division and percentage respectively. In Excel 2016, a formula

begins with an equal to (=) sign.



To create a formula to
multiply two numbers, follow
the steps given below:

€ Select a cell where
you want to display
the result.

eType the formula
starting with equal
sign (=) followed by
the Cell addresses
you want to calculate
with the (*) sign in
between.

The formula will appear
in the cell and in the
formula bar. Press the
Enter Key at the end.

@ The result is displayed
in the cell you selected.

TIP
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= > W fa =B2*C2
| A B C D
1 | ITEM NAME | ITEM PRICE | QUANTITY|  Total
2 |Keyboard 250 5 | =B2*C2
3 Mouse 150 o
4 |Flash 50 10 “
5 [HDD 350 4
6 |CD 20 3
T 4
D2 = j 2 =B2*C2
A B C D
1 I ITEM NAME | ITEM PRICE [ QUANTITY Total
2 [Keyboard 250 5 1250
3 Mouse 150 5
4 Flash 50 10 ré
5 HDD 350 4
6 CD 20 3
7

a cell and press ENTER key, Excel calculates the result and displays 22 in that cell.

You can also manually create formulas to calculate the numbers directly. For example, when you type =12+10 in

USING FILL COMMAND

You can use the Fill command to fill the selected cells with the contents of an
adjacent cell or range of cells.

To use the Fill command, follow the steps given below:

OSeIect the Cell or Cell range where you want to copy the contents of

adjacent cell or cell range.
QCIick on the arrow of Fill command in the Editing group.
eSeIect Down, Right, Up or Left option to fill the selected cells.
OThe selected cells are filled with the contents of adjacent cells.

e s e ]
.
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i A ] € ] :
1 STUDENT MARKS

2  IDNe. Name | Mid Term| TAC i_l{@]tdﬂ Total Marks
1 1435100001 [khalld 28 8 [ e | 34

4 435100102 |Abdullah s ] | 45 79
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i E‘.".35,1‘.’.9¥”? Fahac =0 ] 29 30

I 435100105 [Saleh 5 & 45 8
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r M ] £ o | G " 1 1 K
7  STUDENTMARKS . .
2 ID Mo Mame | Mid Term  TAC | 5LProject Taotal Marks
| (435100100 [halid | 28 8 B ] 48 52
tla3si00102 labdumeh | 35 | o |TTaT a5 | e =
“ [e3sio0103 Jsansar | 38 | 0 || s | s a
A (435100104  |vowsaf 30 10 10 50 100 [7)
7 |435100105 |Fahad 15 5 5 30 55 —
B (435200106  [saleh F2 & [ ag 80 g
4 (435100107  |Mussam 17 4 a4 28 53
g St i =
b Cpiah - Weeeioni st TERFTAI Gt ] s mna 7 Mt Bt nmw (W E ' (¢)]

TIP

You can also use the Fill command to fill a formula into adjacent range of cells. Select simultaneously, the cell with
the formula and the adjacent cells you want to fill. Click the Fill command and choose Down, Right, Up, or Left

option.

SORTING DATA

Sorting data is an integral part of data analysis. It allows you to arrange the
data in an order to quickly visualize and understand it better. You can sort a
list of names in an alphabetical order i.e. (A to Z or Z to A). Similarly, you can
sort a list of numbers in Ascending order (Smallest to Largest) or Descending
order (Largest to Smallest).

To sort a list of numbers in ascending order, follow the steps given below:
€@ Select the first cell of the column you want to sort.
aCIick on the arrow of Sort & Filter command in the Editing group.
eSeIect Sort Smallest to Largest option.

The data is sorted according to your selection and the accuracy with the
other data is maintained.

A ; iy I SR L e '..E:Ll.—uimnﬂfu"um"q' B irven - E - g.. 2 )
Ry - ok ke - — E 5. ] DA Tt ma Tadsbe = ..!:“Dr'du +{ [H}+ i .
S L - - L Lol g - Elrmmm s - [y -

e Far e [ro—— Tipirs ol 11 o St b Lavgest
3 I wLIM{ CRAR) _‘ T ————
F A 8 c D E F G H b
. - ... STUDENTMARKS x
2 IDNo. | Wame |MidTerm| TAC [SLProject] Final |Torsl Marks ” :
31435100101 IKhalid | 28 | 8 A a8 82
4 435100102 |Abdullah | 25 | 9 | 9 | 45 | 88 |
5 435100103 |Bandar 29 10 10 49 ag
6 435100104  |Yousul 320 10 10 50 100
7 435100105 |Fahad 15 5 5 30 55
8 435100106 |Saleh 29 2] 49 a0
9 435100107 |Hussam 17 a4 a 18 53
u -

Student Marks | (2)
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4 435100105 |Fahad 15 5 5 30 55

5 435100102 |Abdullah 25 a9 9 45 BB

6 435100106  |Saleh 28 & & 458 a0

71435100101  [Khalid 28 & g 43 a2

8 (435100103  |Banmdar 29 10 10 49 98

9 435100104 Yousuf 30 10 10 a0 100

5 e Maro

FILTERING DATA

Filter command allows you to view specific rows in a worksheet, while hiding

the other rows that do not meet the specified filtering criteria. When you apply
Filter command, Filter Controls appear to the header cell of the columns. You
can use the Filter Controls on a column to specify the criteria for filtering the

data in the column.

To use the Filter command, follow the steps given below:

€ Click on the header cell of the column that you want to filter.
QCIick on the arrow of Sort & Filter command in the Editing group.
€) Select the Filter option.

OIt will add Filter Control with a dropdown arrow to each column heading.

OCIick on the arrow of Filter control of the column you want to sort.
QCIick the check boxes according to the filtering criteria you want.
@ Click on the OK button.

GThe data is filtered and you see only the information according to the

filtering criteria.
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s\ ACTIVITIES

Activity 1

Choose the correct option for the following statements.

1. A new row is inserted the selected row in the worksheet.

a.
b.
c.
d.

2. The

a.
b.
c.
d.

3. The

Below
Right
Above
Left

command is used to change the row height or column width.
Insert

Format

Change

Font Size

command is used to fill the selected cells with the contents of

adjacent cells.

a.

b
c.
d

Format

. AutoSum

Fill

. Sort

feature allows you to arrange the data in an order, according to the

contents of a column.

a
b.
C
d

. Sort

AutoFill
Filter

. Format
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Activity 2
R ——

Fill in the blanks with the appropriate words provided in the
box.

-

group enables you to insert, delete and format the rows or columns
of worksheet.

2. The command is used to quickly add a range of numbers in a column
or a row.

3. feature is used to generate a series of numbers, weekdays, months,
etc.

o

option temporarily hides unwanted data to show only the data you
need.

Activity 3
T —

Practice the following tasks on your computer.

1. Create a blank Workbook. Select the column range from A to E and increase
the column width to 30.

s

Enter the data of 5 students under the column headings “ID Number”,
“Name”, "Midterm marks”, and “Final marks”. Enter the column heading
“Total marks” and calculate total marks for each student. (Hint: You can use
AutoSum command.)

3. Generate name of the months starting from “January” to “"December” in the
cell range B10 to B21. (Hint: You can use AutoFill feature.)

4. Display only the details of the students who have a “Total mark” less than
50.

9T UOISSdS
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THE INSERT TAB AND THE PAGE LAYOUT TAB

Session THE INSERT TAB AND THE PAGE LAYOUT TAB
17

OBJECTIVES

General Objectives

In this Session you will learn about Charts Group of the
Insert Tab and Themes, Page Setup, and Sheet Options
groups of the Page Layout Tab of Excel 2016.

Specific Objectives

At the end of this Session, you should be able to understand
and practice:

e The Insert Tab
e Charts Group

e The Page Layout Tab
e Themes Group

e Page Setup Group
e Sheet Options Group

LT UOISS3aS
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INSERT TAB

he Insert Tab enables you to insert Charts, Pictures, 3D Maps, Links, etc. in your
worksheet. In the following section, you will learn to create and format Charts in
Excel 2016 that help you to visualize worksheet data graphically.

CHARTS GROUP

Charts feature is one of the most powerful and = - u- -
easy-to-use feature of Excel 2016. The different 1?7 ' - .,: |
chart types that are available in Charts group | PR S | 'R I R

. . . ecommended PrvotChart
include: Column Chart, Line Chart, Pie Chart, Charte W~ 2~ B~ b
Bar Chart, Waterfall Chart, etc.

WHAT IS A CHART?

A Chart is a graphical representation of data, used to communicate information
in an easy to understand and attractive manner. Charts are especially helpful
to illustrate the workbook data graphically, which makes it easy to visualize
comparisons. In an Excel 2016 chart, the data series is represented by data
points, such as columns in a column chart, bars in a bar chart or lines in a line
chart.

ELEMENTS OF A CHART

A chart is comprised of various chart elements. The chart elements can be
edited or formatted to make the chart descriptive, meaningful and appealing.
Some of the chart elements are displayed by default; others can be added as
needed.

@O cChart Area: It is the
entire area of the chart,
which encompasses all
the chart elements.

@riot Area: The actual
chart area where the
data is graphically
plotted in the chart.

@ cChart Title: It is the
title that gives an idea
about the contents of
the chart.

QData Points: They represent the data series that are plotted in the
chart.

G Primary Vertical Axis Title: It is the title of vertical (value) axis.

Charts I
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GPrimary Horizontal Axis Title: It is the title of horizontal (category) axis.
GLegend: It shows which color represents what data in the chart.

QData Labels: Help you to identify the details of the data on the chart
itself.

INSERTING A CHART

You can create a chart for the

data you have arranged in rows = . :

or columns in a worksheet. As |©= © ®* 1% ':'D';';h'":r: .. e
mentioned, there are several % " 5 Reemmede

chart types available in Excel mﬂl Bﬂ
2016, you have to choose the | o, —
one that best suits to your data. " o/ ¢

For example, Column chart is
used to compare values across
a few categories. It displays
categories along the horizontal
axis and values along the
vertical axis.

e gt  {im s 08

A35I00107 | kbaglist| 5
laslmm; Bandn -+ I

1L T 2.DBar

Chart T Ele
| -
o R -

1-D Bar
L -: ) -~ =

Iid More Column Charts

d

To insert a column chart, follow
the steps given below: ]
@ select the columns or P—— mm ®
rows containing data that 5 "
you want to plot in the EEEEEENES
Chart- 11 Asid Chart [heenard -
€ Click on the Insert Column
or Bar Chart command in

the Charts group. e T ?
€ select a suitable column e };:."{"""I“;'T P
chart from the displayed := @

list of charts. | | | |

0 Selected Chart type is inse-
Student Matks. gg @

I:i#ﬂ:dﬂ:tﬂu----...u

i ik Lot + MHHHEE i -
el | e [T I||||I| --'=._wns~~=r

Tl Lapeadf)

rted.
GChart buttons appear.
@ Chart tools appear.

HROEIISA AR AT e m e wm

TIP

If you are not sure which type of chart to use, the Recommended Charts command in the Charts group will
suggest several charts based on your selected data.

LT UOISS3aS
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CONTEXTUAL TABS- DESIGN & FORMAT

When you insert a chart, two new contextual tabs, Design tab and the Format
tab, appear on the ribbon with the title Chart Tools.

QThe Contextual Design Tab: This tab enables you to add chart elements,
change chart styles, colors and change chart data. It also enables you to
Move a Chart or change Chart Types.

GThe Contextual Format Tab: This tab enables you to format different
elements of a chart by applying shape styles, shape effects, or fill colors.
It also enables you to draw different shapes on the chart and apply
different WordArt Styles to chart titles.

W Format

-- . Lnsdart - leoe
Fib Hame neert  Fagelmpout  Fomule
Cinart fuma - B 5 th;,qu A‘-
BN Format Sebection (i [ i @ b Wi | - | B e O A A _.'E".I ¥
1 Rumet b st Sl L1 o o il 1 T

Curtirtl Sustibain e Lt Thige Wy WA Syl - Lstangn bl

CHART BUTTONS

Chart Buttons enable you to quickly format the inserted chart. They appear
to the upper right corner of the chart. When you select the chart, Excel 2016
provides you with the following Chart buttons.

@) Chart Elements

Button: Chart Title & <4

This button is used
to add, remove and
change chart eleme-

nts such as Title, Axis
Legend,Gridlines

Button: This button p I | | I I | |

etc

@ Chart Styles
is used to set a style Khald Abdulsh Bandsr Yousu!  Fahad Hussam
or color scheme for
the chart.

@ Chart Filters Button: This button is used to select the data points to be
visible on your chart.

EBEgEsEEEE




THE INSERT TAB AND THE PAGE LAYOUT TAB

MOVING A CHART

When you insert a new chart, it is placed on the same worksheet that contains
its source data. The Move Chart command enables you to move the chart to
a new sheet or as an object to any existing worksheet. It helps you to keep
your workbook organized.

To move a chart, select it and follow the steps given below:

0
€ In the contextual Design - o
tab from the Location HEEEEEECECIEE Aol 7]
group, click on the Move [ZZZZ™ &= byl 11| el , e o
Chart command. o | o e S :
Ot displays Move Chart |owe: - - N
dialog box. ==kl T L e
€©1n the dialog box, select p =
New sheet option to move |} e e - r  x
the chart in @ chart SNeet |« | cneeie wes youmart e ot 10 e pracea:
and type the chart sheet | |, | s o
name. y d
QUse the Object in box if |5 [IRgOmwear |soenwans )
you want to move the % e*III Cancn
chart to an existing work- |~ s ESmESS :
sheet.

eCIick on the OK button.

CHART STYLES

Excel 2016 provides a variety of useful predefined chart styles and colors to
customize the visual style of the chart.

To apply a Chart Style, select

the chart and follow the steps [7 .~ - . '
given below: S o WSS 22
@ In the contextual Design n = .
tab from the Chart Styles | Il | Il | I | ‘ ‘ Hilll "IIIII
group, click on the More il

Drop Down Arrow.

@ seiect a suanie crare | SRR |[[[11) {11l N1l
style. 1L
() selected style is applied
to the chart.
TIP o ETETTRETNERE .

You can also change the background color and shape style for the chart from Shape Styles group of the contextual

Format Tab.
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CHART TITLE

To make a chart easier to understand, you can add a chart title. The Add Chart
Element command helps you to add, remove or change chart elements such as
Chart Title, Axes, Data Labels, etc.

To insert a Chart Title, select the

................................... Tz

chart and follow the steps given 1 8 : .
below ST TTTTNIIIY (RS
OIn the Chart Layouts
group of contextual
Design tab, click on
the Add Chart Element
command.
QPoint to Chart Title option.
€ Select Above Chart
option.
OType the Chart Title.

TIP

You can add, show or hide chart elements using the check boxes that appear when you click on the Chart Elements
button.

AXIS TITLES

Axis Titles help you to clarify the information in your chart. Charts usually have
two axes that are used to measure and categorize the data. A Column Chart
typically displays the categories along the Horizontal (category) Axis and the
values along the Vertical (value) Axis.

To add Axis Titles, select the
chart and follow the steps
given below:

€ 1n the Chart Layouts group
of contextual Design tab,
Click on the Add Chart
Element command. o

©roint to the Axis Titles |
option.

@) Select the desired Axis
(Primary Horizontal or
Primary Vertical)

OType the suitable axis
titles.

Dt [ Sw—

— —
-

1 [ RRirse

Ciburrsn  Dita

'_ﬂ:
=
=
<
z
<

'STUDENT NAME,

RETEII oot | saert | sneet: |

You cannot add Axis Titles to charts that do not have Axis (Pie or Doughnut charts).
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DATA LABELS

Data Labels make a chart easier to understand by showing the actual data
values on its individual data points. Data Labels help you to quickly identify
variations in a data series of the chart. By default, the data labels are linked to
values in the worksheet, and gets updated automatically when the values are
changed.

To show Data Labels on a chart, select the chart and follow the steps given
below:
©1n the contextual
Design Tab from the
Chart Layouts group,
click on the Add Chart
Element command. Chant
€@ Point to Data Labels revcvommedl) IS N ESSEANAS
options. . N 76 = 78 8O 78
€ select a suitable |
Data Label position
from the list that
appears.
QData Labels are disp-
layed on the chart.

CHANGING CHART DATA

After you create a chart, you may need to add, change or remove its source
data in the worksheet. The Select Data command enables you to change the
source data (data range) to be included in the chart.

LT UOISS3aS

To change the Chart Data, select the chart and follow the steps given below:

€@ Click on the Select Data command in the Data group of the
contextual Design tab.
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OThe Select Data Source dialog box appears.
Q Worksheet containing source data appears.

Select the new data range from the worksheet that you want to include
in the chart.

QCIick on the OK button.
@ The Chart is updated with the new source data.

CHANGING CHART TYPE

If your data is not well suited to a
certain Chart Type, you can switch |
to a different Chart Type. Change
Chart Type command enables you
to change your existing chart to a
different Chart Type. For example,
you can change a Column Chart to
a Bar Chart.

To change the Chart Type, select
the chart and follow the steps given
below:

Q Click on the Change Chart Type
command in the Type group of [0
contextual Design tab.

@) Change Chart Type dialog box
appears.

€@ In the All Charts tab of the
dialog box, select a suitable
Chart Type in the left pane.

€ In the right pane of the dialog
box, select the chart Sub-type.

© Click on the OK button.
@ The Chart is changed to

selected Chart Type.

STUDENT NAME
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PRINT A CHART

You may print the chart along with the data on the worksheet in the normal
way. You can also quickly print a chart without the worksheet data.

To Print a selected chart, follow the steps given below:

@ Click on the Print option Print ﬂ

in the File Tab Backstage

view. = ‘e

OThe Print Selected Chart
option is selected in the
Settings dropdown menu.

@Orrint preview of the
chart appears.

QCIick on the Print button.

LT UOISS3aS

PAGE LAYOUT TAB

he Page Layout tab allows you to customize the way your worksheets are set up
into different pages. It helps you to change the Theme, Page Size, Margins, Print
Area, and more.

THEMES GROUP
The Themes group commands enable you to format the F\. uColors"
EI|

entire workbook to give it a professional and modern look

by applying a theme, theme colors, theme fonts and theme | === Fonts ~
effects. Themes

- Effects v
APPLYING THEMES Themes

A theme is a unique set of formatting characteristics that includes colors, fonts
and effects. Themes command is used to apply a theme from several predefined
Excel 2016 themes to give your workbook a style instantly. The selected theme is
applied to all the worksheets in the workbook.

To apply a Theme, follow the steps given below:

€Click on the Themes
command in the &
Themes group.

@) select a suitable Theme |«
from the themes gallery. | =® =" == =

) Selected theme is o | :f‘.’...w Lo e e ke
applied and the entire P g i jseann
look of the workbook is | l':__=_[_
changed instantly. e B

L
i
-:j;:,:?
#[3f|g|=|n
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PAGE SETUP GROUP

The Page Setup group has some common page setup commands such as Page
Margins, Orientation, and Size. It also has some special commands such as Print
Area, Background, and Print Titles that you will learn in the following section.

T I o o S I = S5
5 Des & A
Margins Orientation Size Print Breaks Background Print

L d ¥ hd Area~ - Titles

Page Setup M

SET PRINT AREA

A print area is a range of cells that you select to print when you do not want to
print the entire data of the worksheet. The Print Area command enables you to
select only the area of the worksheet you need to print.

You can also remove the selected print area using the Clear Print Area option
of the Print Area command.

To set Print Area, fOHOW Home Page Layout Formulas Data Reveea
the steps given below: L _f iy ” ] r = B ES
© sclect the area that | == [Hrows- = L L ;ﬁ e
you want to set as | . [0lfffectss . . . .
print area. Themes Pag [r\ﬁ Set Print Area
o Click on the Print Area | print_area - £ Clear Print Ares
command in the Page .
B C D E E G H

P

Setup group. 1 STUDENT MARKS
eSeIect the Set Print |2| iDNo. | Mame |MidTerm| TAC [SLProject| Final | Total
Area option. 3 |435100101 |khalid 28 8 9 48 93
4 435100102 |Akdullah 25 9 9 45 83
. 5 435100102 |Bandar 29 10 10 43 93
To Clear Print Area, 6 435100104 |vousuf 30 10 10 50 100 |
QSeIect the Clear Print |7 435100105 |Fahad 23 g 10 38 79
. 8 (435100106 |Saleh 29 6 8 45 92
Ar_ea option of the 9 435100107 |Hussam 23 3 10 ad 26
Print Areacommand. o
Student Marks | Sheet2 | Sheet3 *

TIP

You can select multiple print areas by holding down Ctrl key before using the Set Print Area command. Each Print

Area will print as a separate page.

WORKSHEET BACKGROUND

The Background command enables you to insert a picture as worksheet
background. You can browse your computer for the background picture or
search for online pictures using Microsoft Bing Search box. The worksheet
background picture is used for display purpose only and is not printed.
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To insert a picture as worksheet background, follow the steps given below:

€ Click on the Background

command in the Page Setup “{ .'.'E"' o Ty _&; "

group. R o 12 et 2 |
@) The Insert Pictures dialog | s

box appears. 43 - fo | azstonm

s} E ¥

€ In the dialog box, click on

B C

men PRI | B

E Mot Ao

4| S

Id]&lﬂﬂlul Khald Fi] -] 9 48

Browse to select the picture

93

[ |

1
on your Computer ; 435100102 ﬂhdL!".lh'l i 9 ] 4% q2E
. 4 435100103 |l e nrt Pictures <°

@ Use the Bing Image Search |s 435100108 ﬂ

box if you want to search @004 ks

for online pictures. 2 435100107 S p
€) Browse and select the picture * ] g imaoe Search iy

in the Sheet Background

dialog box.

© Click on the Insert button.,
G Selected picture is inserted as worksheet background.

PRINT TITLES

You can use Print Titles command to specify the
rows to be printed at the top or columns to be
printed at the left of each page. For example, you
can print the header row on all pages when you
have a large worksheet to print, so the readers |
don’t have to go back to the first printed page to
see the headers.

To set Print Titles, follow the steps given below:

OCIick on the Print Titles command in the Page |i:
Setup group.

OPage Setup dialog box appears.

Click in the Rows to repeat at top box under [z
Sheet tab of the dialog box.

LT UOISS3aS
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6)

e Select the Row that you want to print on every page.

o Similarly, click in the Column to repeat at left box and select the column
that you want to print on every page.

QCIick on the OK button
TIP

want to print on every page.

You can also click on Collapse Dialog button }J at the right end of the Rows to repeat at top and
Columns to repeat at left boxes, to minimize the dialog box and then select the title rows or columns that you

SHEET OPTIONS GROUP

The commands of Sheet Options group
allow you to change the Sheet Direction,
show/hide/print the Gridlines and Headings
of columns and rows.

SHEET RIGHT-TO-LEFT

Gridlines
v | View

| Print

Ri

Sheet Right-
to-Left

Sheet Options

Headings
| View

Print

If the column & row
headings start from top

1 B [ [Py osmtations = Goaks - e Widthe  Aasomatic - | 15 ndhnes Hesding
left of the worksheet |~ 5. % i ~ T NG r—— (L] PR
fhemes . Mlarging e - - A Shest Righa-
and you want to change ("= Si:inctRnstim: Bhmms |Hiee o - SEE.-Iae Lk
the sheet direction from == d :
. 1] - 3
right to left, you can : > z 3 = - = z r
use the Sheet nght- 2 ID Mo, Narme |Mid Term| TAC | SL Project | Final Total
to-Left command. |3 235100101 |Khalid 28 B 9 a8 93
4 4351001032 | Abdullah 25 9 8 45 BB
5 435100103 |Bandar 29 10 10 49 ag
To change the sheet 6 435100104 |Yousul | 30 | 10 10 50 | 100
direction, 7 435100106 [Fahad 23 8 10 38 79
a IﬂiSlDDiDE Sabeh 9 6 8 49 92
oC”Ck on the Sheet |? 435100107 [Hussam | 23 9 10 a4 86
il1]

Right-to-Left
command in the

Sheet OpthﬂS Agl L T Py Dvpraanan v £ Binain pop Mol BUERE i .- LIL T U T T
= [i]- i3 tw » ] PRSI TR e— I E =
group' 1."-“: . [htnrs Gres- [ Prt Tl 0 i s - w P e e
Fmr Pagr Lt denie 1m fil thesi Cptar y
@) Sheet direction is |« . 4
changed from right ! [ H. | & F E D | K 8 A
t | ft Totsl | Final | 5L Project | TAC |Mid Term Nema | IDNe. 2
O lert. 93 S8 9 B 28 Khalid  [435300101 | 3
83 45 i) ) 5 Abcuilah | 435100102 | 4
a8 &9 10 10 20 |Bandar 435100103 5
100 50 10 10 30 Yousuf [£35100104 | &
3 38 10 i 23 Fahad  |43510010% | 7
a2 <9 a ] X9 Saleh 235 Iﬂ]‘lﬂﬁl B
L] 44 0 ] 23 |Hussam |435100107 | #

Fage Layeat

. e TR

10
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HIDE GRIDLINES AND HEADINGS OF COLUMNS & ROWS

Gridlines are the faded lines that appear around the cells to distinguish them on
the worksheet. By default, Gridlines appear in the entire workbook. Similarly,
the column headings (A, B, C, etc.) or row headings (1, 2, 3, etc.) are also
displayed, by default. You can hide these Gridlines and Headings of rows and
columns, if you want.

To hide Gridlines, %
)
oUncheck the View check g-
box under Gridlines in the |[a] 8- [[] Dowsen: S-S s 3
R ] &= == (e B Batkgemund [ Hegte susernane < Ve Vem
Sheet Options group. i L g e T fu L ] s [
Trar= Han ety " b % Iherl Opbe % - ﬂ
OGridIines are disappeared. | . - % | oW p .
. . 10 No. Mame MidTerm TAC SLProject  Final Total -
To hide Headings of columns [#sio0101 khasd ® 8 9 8 o3
4 102 Abdullah 25 9 9 45 B8
and FOWS, 4 03 Bandar Fi) 10 10 449 L]
H 104 Yousul 30 10 10 50 100
eUnCheCk the VIeVY CheCk 435100105 Fahad 23 8 10 38 73
box under Headings in |ssic0106 salen w6 B 45 g2
the Sheet Options group. [®0il: fmm & 3 o w
GCqumn headings are | chem | Studeet Marks | e
hidden.

@ Row headings are hidden.

PRINT GRIDLINES AND HEADINGS

By default, Excel 2016 does not print the Gridlines and the Headings of columns
and rows that you see on screen. You can specify to print the Gridlines or
Headings from Sheet Options group.

To print Gridlines,

@ Check the Print check box under Gridlines Gridlines  Headings
in the Sheet Options group.

To print Headings, L_| View [_ View

€ Check the Print check box under Headings | /| Print v Print
in the Sheet Options group. : '

Sheet Options p
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ks \ ACTIVITIES
L S -
1

—

Choose the correct option for the following statements.

1. The is used to visualize workbook data graphically.
a. Row
b. Cell
c. Chart
d. Table

2. The is used to identify the chart name and usually displayed above
the chart.

a. Legend

b. Chart Title
c. Chart label
d. Data Points

3. A is a unique set of formatting characteristics that changes the look
of your workbook.

Print Area
Background
Chart
Theme

o 0 T o

4. A is a ranges of cells that you select to print when you don’t want
to print the entire worksheet.

Margins
Orientation
Print Area
Print Titles

o 0o T o
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Activity 2
R ———

Fill in the blanks with the appropriate words provided in the
box.

-

are used to show actual data values of the data series in a chart.

.

is a part of chart that describes the meaning of colors and patterns
used in the chart.

3. The command enables you to insert a picture behind the contents
of a worksheet.

feature is used to print the header row at the top of each page.

4,
Activity 3
==

Practice the following tasks on your computer.

1. Create a blank Workbook. Enter the data of 5 students under the column
headings “ID Number”, “Name”, “*Marks” in the cell range Al to C6. Apply
the theme “Main Event”.

2. Insert a Column Chart for the data of "Name” and “Marks” fields. Move the
chart to new sheet and name it as “Students Marks”.

3. Change the chart type to “"Bar Chart” and show the data labels at “Outside
End”.

4. Set the print area from the cell range Al to C6.

LT UOISS3aS
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THE FORMULAS TAB

Session THE FORMULAS TAB

18
OBJECTIVES

General Objectives

In this Session, you will learn about Function Library group
of the Formulas Tab of Excel 2016.

8T UOISSaS

Specific Objectives

At the end of this Session, you should be able to understand
and practice:

e The Formulas Tab
e Function Library group



T ———

FORMULAS TAB

he Formulas Tab allows you to calculate data using a variety of functions available
in Excel 2016. In this session, you will learn about the Function Library group that
contains built-in functions, which simplify various complex calculations.

FUNCTION LIBRARY GROUP

Excel 2016 provides a number of built-in functions to perform mathematical,
statistical, logical or other operations easily. Function Library group contains various
functions grouped in different categories such as Financial, Logical, Text, Date &
Time and Math & Trig, to help you find the suitable function. You will learn some basic
functions of Excel 2016 from the following categories.

File Home Insert Page Layout Formulas Data Review View

o2 EIEEDE R B |2

Insert  AutoSum Recently Financial Logical Text Date& Lookup & Math&  More

Function x Used ~ x * * \JLime ~ Reference~ Trig~ Functions~
Fundction Lrhlar',b d d

Q Logical: Logical Functions are used to test for a condition to evaluate it as true
or false. It includes functions such as AND, FALSE, IF, NOT, OR, TRUE, etc.

Text: Text functions are used to manipulate text strings. It includes functions
such as CHAR, LEN, LOWER, PROPER, TEXT, UPPER, etc.

G Math and Trig: These functions perform arithmetic operations, conditional
sum, exponents & logarithms, and the trigonometric calculations.

It includes the functions such as SUM, SUMIF, LOG, COS, SIN, etc.

Q More Functions: It includes Statistical and Engineering functions such as
AVERAGE, COUNT, MAX, MIN, CONVERT, DELTA, etc.

TIP

To access all available functions, you can also use the Insert Function command of Function Library group or you can
use the Insert Function button (fx) available to the left of the formula bar.
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WHAT IS A FUNCTION?

A Function in Excel 2016 is a preset or inbuilt formula that performs calculations
automatically. Each function has a specific syntax, i.e. a set of rules associated
with it. In order to use a function correctly, you need to understand its syntax.
The general syntax of a function is as follows:

=Function Name(argument list)
Example: = SUM(numberl, [number2], ...)

A Function has an Equal Sign (=), Function name and Argument list, which
is enclosed within parentheses. Arguments are the values (e.g., 10, abc) or
cell references (e.g., D5, B2:B8) supplied to the function. Some arguments
are mandatory (required), whereas some are optional.

THE SUM FUNCTION

The SUM function calculates the sum of values contained in a range of cells.
Syntax:
=SUM(numberl, [number2],....)

8T UOISSaS

To use the SUM function, select the cell to display the result, and follow the
steps given below:

0 Click on the Math & Trig

Formulas Review

i Hame nsert [ Wi
. . : 1
category in the Function A2 S 3 ER N
) Insert  AutoSum Fecenthy Financisl Logical Text Date & Lookup & Math 8  More
L|bra ry group_ Fumction = Used = = = Tirne = e~ dmg = Functions =
. Furiction Libirasy SORT
e Select the SUM function - : 2 | ooz | sarre
from_the displayed list of N , P — AT
functions. 1 IDNo. | Name |MidTerm| Tac [SLProject] Final | Total | | Sipa
. 2 [435100101 [Khalid 8 8 9 48 | 93
o FynCtlon Arguments 3 435100002 | Abdullah 5 9 9 45 s b
dialog box appears. 4 435100103 |Bandar = 0| 1w | 49 SUMIFS
5 435100004 [Yousuf 30 10 10 50 SUMPRODUCT
e In the Number 1 boX, | as100105]rahed B | 8| w | . .
enter the cell range you |" d&oepsleh | 5 L6 | & |9 I
t to sum or select : 435100107 |Hussam 2 9 10 a4 SUMIMY2
wan i

the cell range from the

worksheet. Crp— P —
@ Click on the OK button. ey (2] R
Haimbaa -k -

The Sum value is displayed
in the selected cell.

G The SUM function appears ca
in the Formula bar. Al o Thee moamsbieer in & sarepe of (afs.

Mumberd: number mumbe, . aee 1 s 255 numSery bn wum. {sginel vy an "]

AW W ENANTE i OFIN, INEILAEA O BpREd AL AN .
Fioamagha itjglt = ¥
Hium, #0185 hanian o8 Camapl
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THE AVERAGE FUNCTION

The AVERAGE function is used to calculate the average of the values contained
in a range of cells. It calculates the sum of the specified values and then divides
the sum by the count of those values.

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

To use the AVERAGE function, select the cell to display the result, and follow
the steps given below:

Q Click on the More Functions category in the Function Library group.

e Point to the Statistical option and select the AVERAGE function from the
displayed list of functions.

In the Number 1 box, enter the cell range for which you want to calculate
average, or select the cell range from the worksheet.

8 Click on the OK button.
Average value is displayed in the selected cell.
The Average Function appears in the Formula bar.

™ Ha 1 i Ly PE |

2 e Dt hams = #2= Tunce Precey
faIlJlE.l‘ll BB | e
el Audolern Recenily Finesoul eal  Test r‘d- A& loshup & Liah & hrn ,'_'
i . ._..,,d. = - Rebmeran = Tng- P LT Create froen Selertan 2% Remnass An)

1t T AVEDEY
[ Lngmes .

68 . £ \sAVERAGEGEGE| i J MTRUN 0
g i B i (1 ¥ il B

0 Eeimstes 0 AVERECER
g - e
— 9 |as| s |M i '

=

e oG5 elE s
e
o
£
-

10 Na. Nama i Tarm
435100101 |Khabd | 28
us:.nn:n: Abdullab) 25

]

2

1

4 435100103 |Bandar | 29
4 435100104 [Yousu! | 30
T
| |
%

LLE
T
i
g

435100105 |Fahad 23
235100106 |Saleh 29

BB

a8

100

]

&) & | =2

435100107 |Hussam | 23 | 10 [#a] ®6
Ji Average Total Marks m‘o

Function Arguiments ? =

AVERAGE b
Numberl | G 2:G8| Tl = (33.08:58,100,7T35206)
Humber2 SR T

||

= S0UB5T14256
Returns the average [ardhmetic mean| of its arguments, whith can be numbers or names, Mrays, of referendes
that contain number.

Numberl: mumberl numberd. are 1 to 255 numeric arguments for which you wang
the average.

Formuts result = 085714285 P

Help an thes funition oL Cancel




THE FORMULAS TAB

THE COUNT & COUNTA FUNCTIONS

The COUNT function counts the number of cells in a range that contain numbers
only.

Syntax:
=COUNT(Valuel, [Value2], ...... )

The COUNTA function counts the number of cells in a range that are not empty %

i.e. it counts cells with text and numbers but does not count empty cells. o

Syntax: g

=COUNTA(Valuel, [Value2?], ......) -
[e)

To use the COUNT function,

select the cell to display | A = B & @ © & B @ s el

the result, and follow the |swm “==tasEss Bl = s - SR e ettt Ty

steps given below: ~r— p | v S gy - : '_ .

© Click on the More | ER L " o /e

Functions category |. sisieim
in the Function Libr- |* 435100102
* 435100103
ary group. 435100104
7 435100105

Q Point to the Statistical | a3s100106
option and select |  “¥®100107
the COUNT function
from the displayed
list of functions.

e In the Value 1 box,

435100101 |Khalid EII‘O

435100102 18t ELar

| 435100103 |Bandar A

100| (435100104 _|Yousuf

| [435100105 .
435100106 _|Saleh _ :

AIS1001I0T [Hussam

e Py

enter or select the |Freenfmument Al
cell range you want | @ =
to count from the o] 2B S = FASAMRTAS
Vadued Be| = sumbe
worksheet. '

o Click onthe OK button.

0 The cells containing

NUMbers are COUNt- |cousts e rumser of celis in 5 rmnge that eantan nussers,

ed. Similarly, to use iy ot TGt oyt o s T OO Mot e o

the COUNTA function,
© Choose the COUNTA |[fomsmresn~ 7 ’ﬁ
function from the [freeiindes Cancel

displayed list of
Statistical functions.

e Follow the steps 3 & 4 mentioned above
G The non-empty cells are counted.

= T




Module Four : Spreadsheets (MS Excel 2016)

THE MAX AND MIN FUNCTIONS

The MAX function is used to calculate the largest or maximum value in the
selected range of cells.

Syntax:
=MAX(numberl, [number2], ...)

The MIN function is used to calculate the smallest or minimum value in the
selected range of cells.

Syntax:
=MIN(numberl, [number2], ...

To use the MAX function, select the cell to display the result, and follow the
steps given below:

€ Click on the More

Functlons_category n e s 0@\ B R e ki Mo
the Function lerary et dusbtifin Recertly Frrancial Logicel Ted Dute B bockep & Matk || ek : ;
_miten - L = * . 5 i+ Relarered = Trig~ Pamchont= e [ Camaity froam Srimzton
group. Fariian Lo B Suided ,! LOGRORN ST
€© Point to the Statistical *° ‘ A B oy 1LLOSNORMNY |
option and select the | s £ ) B e RN
o fanction Ceror |
0 Hemnet o ebiam
the displayed list of |? BNe  |Name Joial B Gy | sani
f . 3 435100101 |Khalid a3 y ﬁ
unctions. 4 435100102 |Abdullah 88 R e G
© In the Number 1 box, |s 435100103 [Bandar a8 "Of:--’-"-"--
BACKDE. SMGL
enter or select the |° 435100104 ousuf 100 i
I from the [EHESM00105 |Fshad o . S
cell range 4 435100106 |Saleh a2 NORM.DIST
worksheet. 9 435100107 |Hussam B6 HORMLINY
@ Click on the OK button. |? [Maximum Total Marks | 100 D nemas e
Maximum value is 11 Minimum Total Marks 79
13
displayed in the sel- [ o JEESIET s | st |
ected cell.
Similarly, to use the MIN [fndenfguments T X
function, Max
© choose the MIN func - e — et
tion from the displayed
list of Statistical func -
tions.
= 100
e Follow the StepS Rﬂumlmuruntum:m-mnrrm:u.lunurnlnumulunm;nu.
3 & 4 as mentioned Wimtrt: nmberifumbac. v |15 255 urmbirs ey e o ghca e o
above.
G Minimum value is dis- [emuumn= 1
played |n the selected bigip on bhig Fynchion oK Cancel
cell.
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THE LOWER & UPPER FUNCTIONS

The LOWER function is used to convert the text to lowercase i.e. small letters.

Syntax:
=LOWER(Text)

The UPPER function is used to convert the text to uppercase, i.e. capital letters. %
7]

Syntax: g.

=UPPER(Text) 3
=
0

To use the LOWER function, select the cell to display the result and follow the
steps given below:

° C“Ck on the Text Category File Home Insert Page Layout Formulas Data Review

in the Function Library | £ ¥ =] ] B

group. Insert AutoSum Recently Financial Logical | Text & Lookup & Math &
9 Select the LOWER function |Function - Used~ - - [s/Time~ Reference~ Trig~
from the displayed list of Functief  FIXED [+]
Text functions. AS - ] e P
. LEM
9 In the Text box of Function A B i :

Arguments dialog box, | ,
enter the cell address | =
containing the text string | 3
you want to convert or | 4
select the cell from the | ¢
6
-
[+
9

LOWER Function MID |

NUMEBERVALUE
KING SAUD UNIVER NN m
l ; REPLACE
king saud university REPT
RIGHT

UPPER Function R
SUBSTITUTE

T

worksheet.
@ Click on the OK button.
O The text is converted to

lower case. king saud university
Similarly, to use the UPPER | 10 | = Im
function, 11 KING SAUD UNIVERSITY i
e Choose the UPPER function | 12 unicope (S
from the displayed list of 13
Text functions. 14 VALUE -
e Follow the steps 3 &4 as | 1° fr Insctfunction.. | |

mentioned above.

G The text is converted to
upper case.

Test A3 Ta = WING SAUD UNVERSITT

= Hing sl wniverity
Comyerts o8 letees i o bext 1hang 10 loweicie.

Text e el pou wast 10 Conwer 18 lowereiss, Chacscbert in Test (hal are
mot letfers are nol champed.

Feamuta ipiglt = bang laud unimeriy q

g am thi fundtien I ok Cancel
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THE LEN & PROPER FUNCTIONS

The LEN function is used to calculate the number of characters in a text
string including spaces.

Syntax:
=LEN(Text)

The PROPER function capitalizes the first letter of each word of a text string
and changes all other letters to lowercase.

Syntax:
=PROPER(Text)

To use the LEN function, select the cell to display the result and follow the
steps given below:

0 C||C|( on the -I-eXt funCtlon T Home Insent Page Loyous Farmulas Ointa
category in the Function | r 2 [ |E |d =2 @
Library group. ot S e e e R e e s

© select the LEN function fundiel  FIXED
from the displayed list of | as - o0 i ———

Text functions. n 5 o g

€© In the Text box of Function |1 MID

Ar%uments Idi?clotgh boxl,I 3 [KING SAUD UNIVERSITY :-1.4.15?:-.;-..-;
enter or select the ce [Froren ]
containing the text string | * | } R ‘e
from the worksheet. s | 20 o
© Click on the OK button. | © seaRcH
@) The length of the text I - e
string is displayed. 0 |king saud university '.D
Similarly, to use the PROPER |10 | p TRIM
function, 11 King Saud University/ UMILHAR
© cChoose the PROPER 12 i
function from the 13 e
displayed list of Text 14 | e hapcEuete
functions. i TN e
e Follow the steps 3 & 4
as mentioned above. :::’”""""“’“"" -
G The Proper case is applied tet A3 /e TG] = g ined unersty
to the text string. e -

Test i the fexk whate kength rou vweed 1o fmd. Spaces count 83 chazsaters

Formads resull s 30
Hrie eniha fundios o Cancal




THE FORMULAS TAB

THE IF FUNCTIO

The IF function allows you to evaluate a situation which has two possible results
and calculate a different value for each result. The IF function returns one value if
a specified condition evaluates to TRUE, or another value if it evaluates to FALSE.

Syntax:

=IF(logical_test, value_if_true, [value_if false]) %
Logical test: Any value or expression that is evaluated to TRUE or FALSE. a
Value if true: The value that is returned, if the logical test argument evaluates to TRUE. g
Value if false: The value that is returned, if the logical test argument evaluates -
to FALSE. o]
To use the IF function, select I e
the cell to display the result | . 5 |3 = | | E b
and follow the steps given (et [ e Keconty Fncit BRRRRONID citn . Lo 2 Mr:u.;_.ﬁlwmm_ r.::;:
below: anD '_/a_|
[} * FALZE IIFIEJ:ID\,'IHI'.'IIIL"I
Click on the Logical i A 4 = I 76
category in the Function |} _1DNe. | Name jwa) | Finat | Total [ Result
. 2 |435100101 |Khalid i | a8 | 93 | pass
Library group. 3 ass100102 [abubaH 4 Cas s | 6
Select the IF function s I EHEE)
from displayed list of 6 435100105 Fahad | 1 'O (30 | s
logical functions. | T ey I e rl R
Fl.JnCtion Arguments 2 _ - hhu“
dialog box appears. — —
e In the dialog box, enter |, ﬁ
the arguments such as: Logica pea [G2>60 ] - e
. Walt_if_trus m | = cPasy
e Logical_test: G2>60 Vakoo i tobie [PEAIL" | &) -
. Value—lf—true: PASS Ehﬁ.l.:-rﬁrh\ﬂllmmﬂ.lllﬂ.wiﬂmnlnmwmiﬂLﬂ.h:d.l:umimﬂmrI‘FiLlL
° Va|ue_if_false: FAIL Mk .l i i it b et I Lol L EASE: I quutte i 56
e Click on the OK button. - 4
O Result is displayed in the | ... ... [ o ]| conen
selected cell.

NESTED IF STATEMEN

Sometimes you need to work with situations where there are more than two
possible results. That is where nested IF statement is generally used. For
example, Nested IF statement can be used while calculating the grades of
students with the following conditions or criteria:

e If the Project Marks > 30, Grade = A
e If the Project Marks > 20, Grade = B
e If the Project Marks < 20, Grade = FAIL
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To use Nested IF statement, select a cell to display the result and follow the

steps given below:
Q Click on the Logical

category in the Function f* :_T_IEVI_E ia e “_’ﬂ 'm f,’
Library group, [ e : S T T
© select the IF function e g p . :
from the displayed list || (B lleme T s i
of Logical functions. e T—r 5

Function Arguments
dialog box appears.
In the dialog box,enter i
the arguments, such as: |«

e Logical_test: G2>30 |

8o

(T
1 awiong

farrmadan

| S —

Sopnalies | (330
ke i | AN

et 1 gt |

ﬁ -
& WUt
w

ot Bt & el i el e mik w1 st wivd ot mkem o 8811

Al ot

Ve o twbe 11 g wakeR Bt i petsaread o L ogatnl bt i AL AL F petied Bl
frpare—

o Value_if_true: A

0 Click in the Value_if b * | Q
false box and click in the et
Name box. . D e
- w f. ={F{CE=30, A" T2, "B, FAILY|
e Function Arguments - A E c ] E] ¥
. 1 | ID M. |Hams  Project Marks Grade
d|alog box appears ¢ [assaooion [ Kl [ AF{CER M, A AN G220, B A
. 1 AFsin0iog Abduliah H
again for the next P T — R
&g
IF statement. In the = —— /e .
" a I",, =

dialog box, enter the :

arguments, such as: .:
¢ Logical_test: C2>20 [3
e Value_if_true: B ;:

¢ Value_if_False: FAIL

Viahie 2 e | TR

vakan o ratis  FAIL

Chachs whvther & condiion i wsf, $nd ribemt and waksd § TRUL Snd srothey swlss @ FALSE
Wliin i Eubar o S welisn that 10 dwtsamad o Logecsd feet in FALSE I mantted FALSE

6
[ o ] cumen

G Click on the OK button.

() Grades are displayed
according to the specified

i

=

Review

IEl

Farmalas

2

Ingar

> |2

Cl"lterla. YOU can drag the FLI‘::_T:“ Autalum F!I:::![y rII'Ii-I'I{nIl Lng_l:al- Test $:I::f RL::::-,FL:‘- PAath & Fu::l:in
fil handle to calculate e .
grade for other students. | * A || ICERAricozs, ALY |
i 1 1] C o
9 The Nested IF statement |, 5 ne. Name Project Marks| Grade
appears in the Formula |* |33s100101 Khalid 32 a
i |435100102 Abdullah B8 La]
Bar. 4 |435100108 Bandar az A
* |435100104 Yousuf 15 FAIL
© |43s100105 Fahad 24 L
71438100106 |Saleh 19 FAIL
© 435100107 [Hussam 26 B -
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THE SUMIF FUNCTION

The SUMIF function is used to add the values in a range that meets specified
criteria. For example, you have purchased items of different categories
and you want to calculate the total cost of each category. For this type of
calculation, you can use the SUMIF function.

Syntax:
=SUMIF(range, criteria, [sum range])

To use SUMIF function, select the cell to display the result and follow the
steps given below:
Q Click on the Math & Trig category in the Function Library group.
e Select the SUMIF function from the displayed list of functions.
Function Arguments dialog box appears.

In the Range box, enter or select the cell range that contain different
categories, from the worksheet.

O Enter the Criteria in the Criteria box.

e Inthe Sum_range box, enter or select the cell range that is to be calculated,
from the worksheet.

G Click on the OK button.
Q The sum is calculated only for items of the selected category.
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s Horme lrribrl l'll_l' Layorut Forrmli Oatla Ervire Vitw
H X B IE B [Tl | 6

It Autaium Heo !nlh.- 'Flnln: al lﬂ-q cal Test Date & Lookup & Math: L]
Function = Uised s Teme = Reference = 'I'hg Framchimig =
Furitian Lk SiMH
1 - fa =HURNIF|B2: 69, “Elechromic”, £2:09) SQRT
§ A B g D | gni 5
1 item Category Price SUBTOTAL
2  Laptop Electronics 2300 | SuMA ﬂ
3 [Chair Furniture S00 ;SUHIF
4 Shoes Sporls B0 SUNIES
5 | Keyboard Electronics 400
| SUMMPRODUCT
& Table Furniture 2200 3
7 B-ag 'Sﬂﬂm 400 SUMSD
8  Printer Electronics 1500 SUMMIPY2
9 Cap Sporis 300 SLMNZPY2
11 [_Total cost of Electronics 4200 [ Suwoave
il

| TaN

Function Amguments ? x

Range BIEW p = [Rleckromecy”; Fumiture™; " Sporti’; L.
Criterka | “flectronsc” “Electronics”

Sum_range | C208 = 123000500 B0 00 220002 00; V500 300)

ELL

Adds the cells speafied by & given condition or critena.

Range 1 the renge of ceill you wWant svahusted.

Formula resut = 4200 ﬁ

Fielp o ihis Tungdsan I DK Caneel
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THE COUNTIF FUNCTIO

The COUNTIF function counts the number of cells within a range that meets
specified criteria. For example, if you want to calculate the number of students
present or absent on a particular date, COUNTIF function is helpful.

Syntax:
=COUNTIF(range, criteria)

To use the COUNTIF function, select the cell to
the steps given below:

Q Click on the More Functions category in the Function Library group.
he COUNTIF function from

o Point to the Statistical option and select t
displayed list of functions.

Function Arguments dialog box appears.

e In the Range box, enter or select the cell
the worksheet.

e Enter the criteria in the Criteria box.
e Click on the OK button.

display the result, and follow

range you want to count, from

o The number of cells are counted based on the criteria.

Ll v Prae Ll Tomaw e i

1 Towss Daprreir

Criterla 7]

= g
Counts the number of celiy within a range that meet the geren tonadion.

WRICT Cel will be CouRted

Foermuls requft = 5

LT T Tosss * Belwarain© Tigd' [REEIRMLT Wissges = Dimsh Pt Lidnitias W Ear m Bormad
- B sbenial iE
ra faEia W bprusarg ey
- - [ 2 wsit
; o] NamE r—-hrl-l,— F ot ﬁ
g (AFI00100  [Abdullat " B COLRITT
¢ 434100101 _[Sami .
\ A34100102 _[Fakan A
434100103 _| Mohammad ’
L I[Pl !
o AI00105. fhiEsham : L
pAHIN0T05 ALk ah A
m AMN00107  fHmE L
u_ 434100108 [Fahad : L
i 4300105 Fotherisn i L fo
» 434100110 [Hytharn A
e d3A100811  fAbchoielay L :
wl TOTAL PRESENT| | e
-
| crer BTSN cen | i |
Function drguments T b

COURTE ﬂ
Range C2:C15 Wi = (FUFIATFRTRIN IR RIRCN
T

Cribevia b e conidilion @ The Toim of & niesbed, sepeeishaii oo Ted Phal delines
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e 8 ACTIVITIES
-
1

S —

Choose the correct option for the following statements.

1. The__ function is used to count the number of characters in a text string.
a. COUNT
b. COUNTA
c. COUNTALL
d. LEN

8T UOISSaS

2. The_____ function is used to evaluate a condition as true or false.
a. MAX
b. IF
c. SUM
d. AVERAGE

3. The____ function counts the number of cells in a range that are not empty.
a. COUNTA
b. COUNT
c. COUNTALL
d. COUNTIF

4. The function capitalizes the first letter of each word and changes all
other letters to lowercase.

a. UPPER
b. PROPER
c. TOGGLE
LOWER

o
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z

Fill in the blanks with the appropriate words provided in the

box.

1. A is a preset formula, that is useful to perform various mathematical,
statistical, or logical operations.

2. The function is used to find the smallest value in the selected range
of cells.

3. The function adds numbers in a range of cells based on the specific
criteria.

4. The function counts the number of cells within a range that meets the

specified criteria.

Activity 3

Practice the following tasks on your computer.

1.

Create a blank Workbook. Enter the data of 5 students under the column
headings “ID Number”, "Name”, “*Midterm marks”, and “Final marks” in cell
range from Al to D6.

. Enter the column heading “Total marks” in cell E1 and calculate total marks

for each student in cell range from E2 to E6.

. Calculate the average “Total marks” of all students in cell E8. (Hint: You can

type the text “"Average marks:” in the cell D8.)

Calculate the Maximum “Total marks” in cell E10 and the Minimum “Total
marks” in cell E11.

. Count the total number of students in cell A10. (Hint: You can use “ID

Number” column to count.)
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THE FORMULAS TAB, CELL REFERENCING, THE
VIEW TAB & WORKBOOK SECURITY

OBJECTIVES

General Objectives

In this Session, you will learn about the Formula Auditing
Group of the Formulas Tab, Cell Referencing, Window group
of the View Tab, and the Workbook Security in Excel 2016.

Specific Objectives

At the end of this Session, you should be able to understand
and practice:

e The Formulas Tab
e Formula Auditing group
e Cell Referencing

e The View Tab
e Window group

e Workbook Security
e Workbook Password
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THE FORMULAS TAB

n the previous session, you learnt about the Function Library group of the
Formulas tab. In the following section, you will learn about the Formula Auditing
group of the Formulas tab.

FORMULA AUDITING GROUP

When Excel 2016 cannot properly evaluate a formula or a function, it displays an
Error. The Formula Auditing group [
enables you to check the worksheet for | #:= Trace Precedents @ Show Formulas
errors and accuracy. It also enables you
to display the actual formula in the cells
instead of the formula result. 2. Remove Arrows ~ (%) Evaluate Formula

SHOW FORMULAS Formula Auditing

Formula results are shown in the worksheet cells, while the formulas are
visible in the formula bar. The Show Formulas command is used to display
the actual formula or function applied to a cell instead of the resulting value.
Showing formulas in the cells makes it easy to find the cells that contain
formulas or to check for errors.

“:E Trace Dependents “4 Error Checking ~

To Show Formulas in the cells,
o Click on the Show Formulas command in the Formula Auditing group.

Q Formulas are displayed in the cells instead of the results.

Tile du .
fT E'Mt-'w' . Elugu:' Elww&‘dmml' 22| Defwe Pime = I:;'Trl:!
.1.:,_..1 00 ity e+ [ Test = 100 s B Trig = : ' < Tene

h:rm‘mEF'M' nl'-du&'lm* I.IWvFuw.m'

sx s Errar Checkng =

Warager £ Cremin beaem Delprios :‘; Bamiove e = (! Evabeb Formudy
Functign libzasy fietmed hasry Tpremul dositing

KE - 4

di A ] C o E F G H
i 1D No. Hame Term|TAC  |SLProject  |Final Total ‘o
2 435100101 |Khalid |28 8 9 48 =SUM[C2:F2) -

3 435100102 Abdullah |25 9 9 45 =SUM|C3:F3)

4 435100103 |Bandar |29 10 10 a0 =SUM{C4:F4)

5 435100104 Yousuf an 10 10 50 =SUM|C5:F5]

8 435100105 Fahad 10 8 2 30 =5UM[CE:FB)

7 435100106  |Saleh |29 & 2 49 =SUM(CT:F7)

B | 435100107 Hussam |23 9 10 44 =SUM|CB:FB]

i

- i —=

TIP

You can use the keyboard shortcut Ctrl + ~ (grave accent key-above the Tab key) to quickly
switch between formulas view and their results.
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ERROR CHECKING

The Formulas and Functions can sometimes result in error values. It is a
good practice to perform an error check once your worksheet is ready with
calculations. The Error Checking command helps you to check for common
errors that occur when using formulas or functions. This command shows you
the cells containing the error, the type of error and other error information.
Then you have the access to a number of options to check and correct these

errors.

To check the worksheet for
errors, follow the steps given
below:

0 Click on the Error Checking
command in the Formula
Auditing group.

@ Excel jumps to the first cell
containing the error.

G The Error Checking dialog
box appears which displays
error information.

9 To edit the formula, click
on the Edit in Formula Bar
button in the dialog box.

€ Edit the formula with
valid syntax, reference or
arguments and press the
Enter Key.

@ The formula is recalculated
and the correct result is
displayed in the cell.

@ Click on the Resume
button in the dialog box
to continue error checking
for other cells.

a0 93 |WREFI| MREFI o o
- = = 150 87.5
WAMET o
LR - _o
T Lt W EMUMI o
Ty B empty pye = L lyremy | =m
Rl o P e
| S [
- IR
[ [——— . L - Pty [ [T —— : = -
I ket i T o - Pt
I b B s N PESE T R A el b
L o=GRfa
; ® ¥ .
[khatid [ &s : oL — £ LE S \ 83
| Atsduliaty 76 &9 74 ad 341 B5.25
|Bandar a5 92 | #o MG VALUEL o
[ Fowsuf 7R b2 A? ENULLY o o
Fahasd BS 70 | 97 a3 145 0625
| ' o O ¥ LT
(sakeh S0 [ REFI|  ®REF] o o
- L__3sa_ | B7.5
Wibwd = el HE O al HNAME? L
. e o o
ey wg ovm Fromt " amUnA o
Vot e Bt himriee Han s mig by 1
yoes e mery b
it e [

The options displayed in the Error Checking dialog box are:
e Help on this error: Displays information specific to the error type.
e Show Calculation Steps: Demonstrates all steps leading to the error.
e Ignore Error: Allows you to accept the formula as entered.
e Edit in Formula Bar: Allows you to edit the formula in the Formula Bar.

TIP

The cell containing the error is marked with a small green triangle in the upper-left corner.Select the cell to get error
information. Also the Error Checking button appears on the left side of the cell.
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COMMON ERROR TYPES IN EXCEL

While working with a worksheet, it becomes essential to identify and fix errors.

Following are some of the common Error Types in Excel 2016.

Error/
Solution

#DIV/0!

Solution

#NULL!

Solution

Solution

#NAME?

Solution

Solution

#VALUE!

Solution

Description Example
When a number is divided either by zero (0) or by a cell that A5/0
contains zero (0) value or no value. -
Change the cell reference or value of denominator. =A5/3

When you incorrectly specify cell ranges. The areas C2:C3 and E4:E6
do not intersect.

=SUM(C2:C3 E4:E6)

Make sure cell ranges are correctly separated. Adding a comma

=SUM(C2:C3,E4:E6)
between the C and E ranges will correct it.
When a formula or function contains invalid numeric values. =SQRT(-4)
Check and update the formula with valid numbers. =SQRT (4)

The Formula is unrecognized i.e. a syntax error.

=SSUM(E10:E15)

Use the Function Wizard or type the correct formula.

=SUM(E10:E15)

Cell reference is not valid. Cells may have been deleted like C2 that

=SUM(B2,#REF!,D2)
was referred to by formula.
Adjust the formula so that it uses a reference that exists. Either use
Undo (Ctrl+2Z) to undo the deletion, rebuild the formula, or use a
. ] =SUM(B2,C2,D2)
continuous range reference like:
= SUM(B2:D2)
Formula or operator is wrong. Also one or more cells that are
=D10, D34
included in an arithmetic formula contain text.
Type the correct operand and make sure the appropriate data is
=D10+ D34

referenced.
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CELL REFERENCING

You know that each cell is identified by its reference i.e. the column letter and row
number (e.g., D5). Excel 2016 refers to a cell or a range of cells on a worksheet
to locate the values that are calculated by formulas or functions. For example,
=C2 refers to Cell C2 and returns the value of Cell C2. Similarly, =Sheet2! B2
refers to cell B2 of Sheet2 and returns the value of Cell B2 of Sheet2. These
references allow formulas or functions to dynamically update their results.

TYPES OF CELL REFERENCES

There are three types of Cell References in Excel 2016 i.e., Relative, Absolute
and Mixed cell references. The type of cell reference being used is important, as
each cell reference behaves differently when a formula or function is copied or
filled to another cell.

RELATIVE CELL REFERENCING

In the Relative cell reference, the cell reference automatically changes when
the formula is copied across a column or a row. It is especially convenient
when you need to repeat

6T UOISSOS

the same calculation across |e3 - s+ [=€33D3]

multiple rows or columns. A 5 - P P
For example, after vyou -

calculate the total marks of | IDNo. |Name |Mid Term|Final| Total
first student using the Sum |2 435100101 Khalid 28 48 =C2+DED
formula, you copy or autofill |3 [435100102|Abdullah|25 45 |=C3+D3
the same formulato calculate ' 4 435100103|Bandar |29 49 |=Ca+Da
the total marks for other |5 735150104 vousuf |30 50 [=Cc5+D5
students. You can observe

that the Cell References in | © 435100105|Fahad |23 38 |=Ce+D6
the formula of each next cell 7 435100106|Saleh 29 49 |=C7+D7
gets updated relative to the & 435100107|Hussam |23 44 |=C8+D8
rows and columns. )

ABSOLUTE CELL REFERENCING

An Absolute cell reference is fixed i.e. the cell reference does not change when
you copy a formula from one cell to another cell. An absolute reference is
designated in a formula by the addition of a dollar sign ($) preceding both the
column and the row. For example, $A%$2 means that the column and the row
do not change when a formula is copied.

For example, cell E10 contains some bonus marks to be added to the total marks
of each student. To add the cell reference (E10) to the Sum formula, type a $ sign
before column letter and row number of the cell i.e. $E$10. Copy or autofill the
SUM formula for other students. Observe that the cell reference $E$10 remains
constant in every formula and does not change as in Relative cell referencing.
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£2 ki E3 - p

A B C D E A B C D E
1 IDMo. |Name |Mid Term|Final | Total 1 IDNo. |Name |MidTermlFinall  Total
2 435100101 |Khalid 28 48 81 2 435100101 |Khalid |28 48 |=C2+D2+5ES1
3 435100102 |Abdullahy 25 45 3 (435100102 |Abdullah|25 45 |=C34D3+5ES1
4 435100103 |Bandar 29 49 4 435100103 |Bandar |29 49 |=C44D4+5E510
5 435100104 |Yousuf 30 50 5 (435100104 |Yousuf (30 50 |=CS5+D5+5ES10
& 435100105 |Fahad 23 38 6 435100105 |Fahad 23 38 |=Chr+D6+5ES10
7 435100106 |Saleh 29 49 7 (435100106 |Saleh |29 49 |=C7+D7+SE$10
g 435100107 |Hussam 23 44 E 435100107 |Hussam |23 44 |=CB+D8+5ES10
10 Bonus Marks for Each Studemt| 5 | || Bonus Marks for Each Student|5 |
1 11

MIXED CELL REFERENCING

A Mixed cell reference has either an absolute column and a relative row, or an
absolute row and a relative column. For example, $A1 is an absolute reference
to column A and a relative reference to row 1. When the mixed reference is
copied from one cell to another cell, the absolute reference stays the same
but the relative reference changes. You can use this reference to generate a
multiplication table.

[m]
L

A DB o~ B A e e R

=

]

e

- fo | =C52%%A3 €3 v £
A B = [+] A B C (1]

Multiplication Table 1] Multiplication Table

2 3 2 2 3
1 2 3 3 |2 =BS$2*$A3  |=C52%5A3 -
2 4 6 4|2 =B52*5A4 =C52*5A4 .)
3 6 9 5 |3 =B52*5A5 =C52*5A5
4 8 12 6 |4 =B$2*5A6 =C52*5A6
5 10 15 7|5 =BS$2*SA7 =C$2*5A7
[ 12 18 s |6 =B$2*5A8 =C$2*5A8
7 14 21 9 |7 =B52*5A9 -
8 16 24 10 |8 =§§z-§mu m
9 18 27 19 =B52*5A11 =C52*5A11
10 20 30 12|10 =B$2*$A12  [=C$2%*5A12
13

MULTIPLE SHEET REFERENCING

In Excel 2016, you can create formulas to calculate data from multiple sheets.
This is called Multiple sheet reference. For example, Sheet2 contains the marks
scored by the students in the Mid Term exam and Sheet3 contains the marks
scored in the Final Term exam. Now in Sheet1, you can calculate the Total Marks.

To Use Multiple Sheet Referencing, select the cell of Sheetl where you
want to display the total marks of first student, type the Equal to Sign = and
follow the steps given below:




0 Select Sheet 2 from
the Sheet Tab and in
Sheet 2 select the cell
that contains Mid Term
Marks of first student.
Type the + operator.

€@ Select Sheet 3 from the
Sheet Tab and in Sheet
3 select the cell that
contains the Final Term
Marks of first student.
Press the Enter Key.

THE FORMULAS TAB, CELL REFERENCING,THE VIEW TAB & WORKBOOK SECURITY

c2

A
1 |II'.‘I Mo.

B
Mame

fo |="Sheet 2'1C24

> |43s100101
435100102

Khalid
Abdullah

Mid ‘I‘arm Marks ,o

28

25

435100103

Bandar

29

Yousuf

a0

435100105

Fahad

23

(435100106

F
3
4
5 435100104
6
7
8 435100107

Saleh
Hussam

Covect 1 RPN

29
23

®

o The total marks are calculated, you can autofill the formula for other

cells.

)

i

1 1D No,

i
MName

Lo |="Sheet 2'1C2+ "Sheat3"1C2

&
d

[=
Final Term Marks

: [435200102

Khalid

A

3 435100102
435100103

Abdullah
Bandar

435100104
435100105

Yousuf
Fahad

435100106
435100107

Saleh
Hussam

48
45
49
50
38
a9
dd

B s W R R =

e e = B

[t ] shee > SSRGS

10 Ma.

i

="Sheet 2 1CH+ " Shest 31C2

435100101
435100102
435100103
435100104
435100105
435100106
435100107

EEEN <2 |

Khalid
Abdullah
Bandar
Yousuf
Fahad
Saleh
Huszsrm

<
Tatal Marks °

A=

®

THE VIEW TAB

he View Tab contains many useful groups such as Workbook Views, Show,
Zoom, Window and Macros. In the following section, you will learn about the
Window group of the View Tab.

WINDOW GROUP

The commands of the Window group enable you to lock particular rows or columns
and divide a worksheet into separate panes. It helps you to compare worksheet
data easily.

The Freeze Panes command enables you to lock specific rows or columns in
place to keep them visible while you are scrolling rest of the worksheet. Using
this feature, you can freeze header rows or columns to keep them visible at all
times.

You can choose to freeze just the top row, the first column or multiple rows
and multiple columns. You need to select a row below the row(s) that you want
to freeze or select a column to the right of column(s) that you want to freeze.

To Freeze both row(s) & column(s), follow the steps given below:
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0 Select the cell to freeze all the rows above it and all the columns to the

left of it.

Click on the Freeze | Q [3 @ 02 0 EIED Srmswwse =
m e -
Panes command. Headings | Zoom 180K Zaomin | Hew Amange B/ S
Sefechon  Whindos A Panms Wit
Choose the Freeze | et et A B
Panes option. ; e s
) To freeze the top row, | ione. Hoset i i s -
use the Freeze Top p22ixaici s o vy
. 435100102 - i i
Row option from the [iz100103 10 49 | o8
Freeze Panes 435100104 10 s0 | 100
A3%100105 5 5 30 55
command. 435100106 6 43 | 92
G To freeze the first 28100307 fussam |__17. |4} T | 28 | 56
EEEN s veis S o
column, use the

Freeze First Column option from the Freeze
Panes command.

TIP

After applying Freeze Panes, the dropdown menu of the Freeze Panes command will show the Unfreeze Panes option,
which you can choose to Unfreeze the panes.

SPLIT WORKSHEET WINDOW

The Split command enables you to split the worksheet window into separate
panes. Splitting a worksheet helps you to compare data from different parts
of the worksheet at the same time by scrolling each part independently. You
can split a worksheet horizontally or vertically.

To Split the worksheet Horizontally, follow the steps given below:

Q Select the row where you want to split the worksheet.
Q Click on the Split command in the Window group.

Q The worksheet is divided into separate Horizontal panes.
@ Vertical Scroll Bars

— Diatn Vies

appear for each pane. 5 =i b~ yrmre— .
= = = Arrange All ™ Hidla =
. Zoom 100% Foom to = Al T Twwitch
To Split the worksheet | badadrmhizat i Windowes -
Vertically, follow the steps ' +
iven below: " o . o W=
g 1 m_i Mid Terr I 1.:.;'. L Project Firml Totsl
¥ [Ehaslid 28 | & a9 A8 93
1_|Abcullah 5 Q @ a 45 88
4 |Ba 1 29 10 10 an k]
S e 5 8 | aw | |
-] 15 5 5 30 55 =
11 Mid Tarm TAC 5L Praject Firal Totsl =
2 |Ehalkd I8 B % iR a3
i |Abduliah 25 9 9 45 6
3 [Bandar 29 10 10 T
& (Vouwsul 25 & B A0
i I'Ih.-rl. : ti 5 5 30 55 L=
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Wiew

Q Select the column

Q | EN [(jl FE New Window [ Splkt ;
where you want to Zoam 1:-:?'3. Zoom te _: Lot ke : Fiieles Saante by
. Selaction | L Freere Panes - Uintiade 1 Windanas =
split the worksheet. zoam Winuowe
€ Click on the Split o z x _A 7 z
command in the 1| Mame | MidTerm TAC | Mame | mudTerm |  TAc |
R 3| Khalid Fi g ] WChalid o] ]
Window group. 3 [Abdullan 2 5 Abdulian 2 5
4 [Bandar |8 |10 |Bandar | 28 | w0 |
© The worksheet is e z i~ 2 : 0
divided into separate [ [ssien n Saieh = ‘ &
- 8 |Hussam 1 Hussam 1
Vertical panes. o= » 5 Jfayan m 7 g.
A el
@ Horizontal Scroll Bars  |[Gifmes |31 | ¢ | awma 9 TS T 5
appear for each pane. g "*" . © S T = ’ B

To remove the split, click on the Split command.

TIP

To split a worksheet both horizontally & vertically at the same time, select the cell which intersects both row and
column where you want to split the worksheet and then click on the Split command.

WORKBOOK SECURITY

our workbooks can contain sensitive information like Credit Card Numbers,

Identification Numbers, Employee Information etc. Excel 2016 enables you to
secure your work to prevent unauthorized access to your workbook. The following
section will guide you through Excel's password protection feature.

WORKBOOK PASSWORDS

You can protect your Excel workbook with a password to prevent the unauthorized
users from accessing it. Once you encrypt an Excel workbook with a password, no
one else will be able to open it.

CREATING A PASSWORD

Password is the most common and recommended technique to lock an Excel
workbook.

To create a Workbook Password, click on the File Tab and follow the steps
given below:

In the Backstage view, from the Info option, click on the Protect Workbook
command.

9 Click on the Encrypt with Password option from the displayed list.
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e Type the password in the Encrypt Document dialog box and click on the
OK button.

O Re-enter the password in the Confirm Password dialog box.

e Click on the OK button and save the workbook to apply the password.

o When you open the workbook, Excel 2016 prompts you to enter the
password for the workbook.

Info

X

ot W .
t Wiorkihao B W s TEAd o3 BEAQET 1N Ead e
g o L e L e A e
P — i o A=
sy 8 e mieE
[ T T
.

o Eansnl

[T N —
st ;
P o

T T AT
Pah el

. Erusestaiia i proteden

Passwnea ||

o

REMOVING A PASSWORD

You can also remove the password from the protected workbook.

To Remove the Password, click on the File Tab and follow the steps given below:
Q In the Backstage view, from the Info option click on the Protect
Workbook Command.
e Click on the Encrypt with Password option from the displayed list.
e In the Encrypt Document dialog box, select the password and press
the Delete key.
© Click on the OK button and save the workbook.
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THE FORMULAS TAB, CELL REFERENCING,THE VIEW TAB & WORKBOOK SECURITY

L

hw )\ ACTIVITIES

T ——R

Activity 1

6

Choose the correct option for the following statements.

1. The___ command is used to display formulas in the cells instead of result
values.
a. Display Formulas
b. Remove Values
c. Show Formulas
d. Auto Sum
2. The__ command helps you to check for errors that occur in a worksheet.
a. Name Box
b. Auto Sum
c. Remove Error
d. Error Checking
3. An absolute cell reference in a formula is recognized by the _ sign
preceding both the column and the row headings.
a. &
b. $
c. %
d @
4. The ___ command is used to divide the worksheet window into separate
panes.
a. Divide
b. Split
c. Freeze
d. Hide

6T UOISSOS



Module Four : Spreadsheets (MS Excel 2016)

Activity 2

Fill in the blanks with the appropriate words provided in the
box.

1. The error is displayed when one or more cells that are included in an
arithmetic formula contain text.

2. The error indicates that formula contains invalid numeric values.

3. The command enables you to lock specific rows or columns while you
scroll the worksheet.

4. You can protect your Excel workbook with a to prevent others from
accessing it.

s

Practice the following tasks on your computer.

1. Create a blank Workbook. Create the column headings “ID Number”,
“Name”, “Total Marks” in the cell range from Al to C1. Enter the data for 5
students in the range from A2 to C6. Freeze the “Top Row” of the sheet.

2. Create the column heading “Final marks” in cell D1. Enter the bonus marks
"10” in the cell E2. Add the bonus marks to the Total Marks of each student
and display the sum in the “Final marks” column. (Hint: You can use
Absolute Cell Reference.)

3. Split your worksheet horizontally.

4. Protect your workbook with a password.
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OVERVIEW OF PRESENTATION GRAPHICS & GETTING STARTED WITH POWERPOINT 2016

Session OVERVIEW OF PRESENTATION GRAPHICS &

20 GETTING STARTED WITH POWERPOINT 2016
(@ OBJECTIVES
e

General Objectives

In this session, you will learn about Overview of Presentation
Graphics and Getting Started with PowerPoint 2016.

Specific Objectives

At the end of this session, you should be able to understand
and Practice:

e Overview of Presentation Graphics
¢ Presentation Graphics Applications

e Getting Started with PowerPoint 2016
e Starting PowerPoint 2016
e User Interface
e Creating a Presentation
e Saving and Printing a Presentation

0ZC UoISsas
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OVERVIEW OF PRESENTATION GRAPHICS

For working with text documents you have used Word 2016 and Excel 2016 for
numeric data analysis. However, Presentation Graphics applications such as
PowerPoint 2016, allow you to present your information in an attractive manner.

PRESENTATION GRAPHICS APPLICATIONS

Presentation graphics application is designed to create and present information
graphically in the form of slides. This application integrates text, images, audio,
video, animations and sound effects that makes up a presentation. The information
is arranged in slides, which can be set to appear as frames with a mouse click or
automatically after specified time.

FEATURES OF PRESENTATION GRAPHICS APPLICATIONS

A Presentation Graphics application has the following key features:

e Slide: Aslide is a single page of a presentation, created with the Presentation
Graphics application.

e Placeholders: These are dotted boxes in a slide, which are used to add Text,
Pictures, Charts, Tables and other objects.

e Objects: These are elements of a slide such as Text boxes, Pictures, Tables,
Charts, SmartArts, etc.

e Animations: These are a set of visual effects that can be applied to objects,
so that it will animate during the Slide Show.

e Transitions: These are visual effects applied to the slides, when moving from
one slide to another.

POPULAR PRESENTATION GRAPHICS APPLICATIONS

There are a varieties of Presentation Graphics applications available in the
market that have different features. Following are some of the popular
applications:

e Microsoft PowerPoint 2016
e Apple Keynote
e Corel Presentations
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GETTING STARTED WITH POWERPOINT 2016

PowerPoint 2016 is one of the most widely used Presentation Graphics application. It
enables you to create professional presentations containing animations, narrations,
images, videos, audios, etc., in your presentation.

STARTING POWERPOINT 2016
To start PowerPoint 2016 in Windows 10, follow the steps given below:

€ Click Start button to open the
start Menu.

QCIick on PowerPoint 2016 from
the All Apps list.

0ZC UoISsas

The Start Screen of PowerPoint 2016
appears with a list of recently used files
and available templates. You can either
open an existing presentation, start with
a new blank presentation, or choose a
template. You can also press the Esc key PS
to start with a new blank presentation.

THE USER INTERFACE

Exploring and understanding the User Interface of PowerPoint 2016 will help you
work efficiently in the later sessions. The User Interface of the PowerPoint 2016
consists of the following elements.

O Slide Thumbnails Pane: It appears on the left side of the PowerPoint 2016
window. In the Slide Thumbnails pane, you can rearrange, delete, hide,
duplicate and add new slides in the presentation.

GSIide Area: It is the actual slide where you can add objects such as Text,
Pictures, Tables, Charts, Videos, etc.

Q Notes Pane: It is located below the Slide Area, which enables you to add
notes for each slide. These notes are also known as Speaker Notes that
the presenter can refer to while delivering the presentation.

QStatus Bar: It is a strip at the bottom that displays active slide number
and contains the zoom buttons and the View buttons.

GView Buttons: These are used to switch between the views of the
presentation i.e., Normal, Slide Sorter, Reading and Slide Show view.
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o ‘ )o Presentation Graphics
i i ..J..'..-,.. [ PowerPoint Introduction,
._._..:': The User Interface, Working with a Presentation,
b r | The File Tab
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G Next Slide: This button enables you to move to the next slide in the presentation.
@Previous Slide: This button enables you to move to the previous slide in

the presentation.

@it Slide to Current Window: This button enables you to fit the current

slide to the Slide Area.

RESIZING PANES

There are two Panes in the PowerPoint 2016 user interface, namely the

Thumbnails Pane and the Notes Pane. The
Notes Pane can be increased if there are
more notes to be mentioned in that area. |
The size of the Slide Thumbnails Pane
can be customized for the desired visual
appearance of the miniature slides.

To Resize the Panes, follow the steps given
below:

Q Move the Mouse pointer over the edge of
the Thumbnails Pane, the cursor becomes
a two headed arrow. Click and drag to
increase or decrease the pane area.

e Move the Mouse pointer over the edge
of the Notes Pane, the cursor becomes
a two headed arrow. Click and drag to
increase or decrease the pane area.

licrosoft PowerPoi
D graphics, audio

owerPoint is comn
-1 :nting their suk
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MOVING AND RESIZING THE PLACEHOLDERS

Placeholders are used to identify different objects in a slide such as Pictures,
Charts, Tables or even Text.

£y TR SR | L malmil= o Shase Fil +
To Move a Placeholder, S = e ALND00 M L B e o
. fa- A~ FF T E- N o W |-_1-.ﬂ"'_'“':“;k__"‘.q_wm““.
@ Move the mouse pointer ) i

over the placeholder | & == ;_,_ﬂ:-"

border, it gets converted to — S— :

a four-headed arrow. Drag Introduction _

to move the Placeholder as "+ Microsoft PowerPoint is a program that comprises of text, |

desired. images, 3-D graphics, audio clips, sound effects and Mashy
animations.

: * PowerPoint is commonly used by presenters as a digital aid
To Resize a Placeholder, i et Lty

@) Select the Placeholder and =,

place the mouse pointer E -
over a sizing handle, it gets < -
converted to a two-headed P E q a e
arrow. Drag to resize the =

Placeholder as desired. e 0

CREATING A SIMPLE PRESENTATION

You can now start creating a new Presentation in PowerPoint 2016. The following
section guides you through creating a new presentation, adding, moving, duplicating,
and deleting slides.

CREATING A NEW PRESENTATION

You can create a new Blank Presentation when you start the PowerPoint
2016 application or from an open PowerPoint 2016 window.

To create a blank Presentation
from an open PowerPoint 2016

B e

window, follow the steps given New
below: e »
@open the File tab =
Backstage view and click Takea (& — —
on the New option. vaur

@cClick on the Blank
Presentation in the
Backstage view.

TIP

You can also choose from the various Predesigned templates present in the Backstage view to create a new

presentation.

0ZC UoISsas



Module Five : Presentation Graphics (MS POWERPOINT 2016)

MANAGING SLIDES FROM SLIDE THUMBNAILS PANE
The Slide Thumbnails pane allows you to quickly m

organize, add or delete slides of your presentation.

To add a new slide, follow the steps given below:
QRight click on a Slide in the Thumbnails pane.

QCIick on the New Slide option from the
shortcuts menu.

To duplicate a slide,

eChoose the Duplicate Slide option from the
shortcuts menu.

To delete a slide, TIPS
OChoose the Delete | keyboard Shortcuts:

Slide option from the
shortcuts menu.

New slide - CTRL + M
Duplicate Slide - CTRL + D

SELECTING MULTIPLE SLIDES

= =

I | Ll =

] l"-nlr "Mﬂ

it gee |I1|"

ety Thde
A &dd Section

[ Loyoat v

Teoel Tade

B Format Background

Hidke Slede

‘-“l— -

Procedures to select multiple slides is quite similar to selecting multiple objects
in other Office applications i.e., with CTRL and SHIFT Keys.

e To select consecutive slides, click the first slide, hold down the SHIFT

key and then click the |ast slide in sequence.

e To select non-consecutive slides, hold down the CTRL key and select the

required slides.

MOVING SLIDES USING DRAG & DROP

In the Slide Thumbnails Pane, you can move
the slides or rearrange the slides as required by
drag and drop with mouse.

To move a slide using the Slide Thumbnails Pane,

QSeIect the slide(s) and Drag & Drop it to the
desired place.
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SAVING AND PRINTING A PRESENTATION

After creating a new Presentation, you need to know how to save it in order to
access or edit. PowerPoint 2016 allows you to save your presentation in several ways
and formats. You can also print it to view and share your presentation on hardcopies.

SAVING A PRESENTATION

Saving a presentation in PowerPoint 2016 is similar to saving a file in other Office
applications.

To save a new presentation from the File Tab, follow the steps given below:

€ Click on the Save

command from the _
Save As

File tab Backstage ¥ P g— Srogyer— p
view.

€©) Click on the Browse
option.

@) select the = =

from the Save As b ‘Tf':?&mP

T el Eagpane = S b - @
| Ebshy = e t
L e | 3 B [
& Pamsiaid G
e hoaarace ¥ e uaed ta
- . i i

destination folder

dialog box. ”'ff";'..'.'"""""" P

QEnter the name in — - T
the File name box.

@ Click the Save button.
By default the presentation is saved with .pptx extension.

SAVE AS OPTION

By using the Save As
command from the File
tab, the Presentation
can be saved in different
formats like PowerPoint
Template, PowerPoint
Show, MPEG-4 video
format, JPEG format
and other formats.

To use Save Ascommand,
follow the steps given
below:
€ Clickonthe Save As
command from the
File tab Backstage
view.

0ZC UoISsas
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€ Choose the desired file location by using the Browse button.

eCIick on Save as type drop down button.

O Select the desired file type and click on the Save button.

PRINTING A PRESENTATION

It is easy to preview and print the slides, speaker notes, slide outline or handouts

of the presentation.

The Handout is used by the audience to follow along the slide show or keep for
future reference. You can print handouts of your presentation, with one, two,

three, four, six, or nine miniature slides on a single page.

To print the handouts of your presentation,
follow the steps given below:

QCIick the Print command from the
File tab Backstage view.

€ Click on the arrow button of the
Full Page Slides option under the
Settings.

QSeIect the desired Handouts option.

© Click on the Print button.

0

Printer

% Fiwmners P ackard PP Lsee
Faat

Proten Propest

Settings

«  Priel AN S

Shaden
[ PP
e e
Primt Loyt
.
il Fage T,
[LF-n L
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Activity 1

g

Choose the correct option for the following statements. g.
1. _ is a dotted box which is used to add objects in a slide. :,
a. Slide S

b. Placeholder
c. Speaker Note
d. Note Pane
2. The keyboard shortcut to insert a new slide is
a. Ctrl + M
b. Ctrl + N
c. Ctrl+ S
d. Ctrl + D
3. A PowerPoint presentation is saved with the extension
a. .potx
b. .pptm
C. .ppsx
d. .pptx
4. The keyboard shortcut to duplicate the selected slide is
a. Ctrl + M
b. Ctrl + C
c. Ctrl+ D
d. Ctrl + K
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Activity 2
R —

Fill in the blanks with the appropriate words provided in the
box.

1. The is a strip at the bottom of PowerPoint interface that displays the
active slide number.

2. The is the actual place where you add and edit objects.

option is used to insert a new slide with the contents as well as the
design of an existing slide.

4. The pane appears on the left side of the PowerPoint window.

Activity 3

Practice the following tasks on your computer.

1. Create a new blank presentation and add 4 slides. Type the text “King Saud
University” in slide 3 and save the presentation with the name “Practice”.
(Hint: You can save this presentation to the "Documents" folder on your
computer.)

2. Move the slide 3 to above the slide 2.

w

Delete the slides 4 and 5 from the presentation.

e

Create a new presentation using the template “"Welcome to PowerPoint” and
duplicate the slide 4.




THE HOME TAB

THE HOME TAB

a ——

(@ OBJECTIVES

e

General Objectives

In this session, you will learn about the Slides, Font,
Paragraph, Drawing and Editing groups of the Home tab.

Specific Objectives

At the end of this session, you should be able to understand
and Practice:

TZ UOISSaS

e The Home Tab
¢ Slides Group
e Font Group
e Paragraph Group
e Drawing Group
e Editing Group
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LEARNING

e

THE HOME TAB

he Home tab contains the most commonly used commands for editing and
formatting slides. These commands are divided into six groups which are as
follows:

Chens e 1 i" 17 St i | S e
P L T " > = e % Wi 1o o s ¥ ™ b St =

@ Clipboard Group
@ slides Group

O Font Group
QParagraph Group
GDrawing Group
@ Editing Group

SLIDES GROUP

The commands in this group enable you to add new slides, change the slide layout,
reset slides, and to add new sections in the Presentation.

INSERTING A NEW SLIDE

When you insert a new slide from the slide
thumbnails pane, the new slide is inserted with
the default slide layout. Using the arrow of New
Slide command, you can insert a new slide with
the desired layout after the active slide.

To insert a new slide, follow the steps given below:

€ Click on the arrow of the New Slide
command from the Slides group.

9 Choose the desired Slide layout for the new
slide.




THE HOME TAB

CHANGING SLIDE LAYOUT

A slide layout contains pre-
formatted placeholders for text,
pictures, charts,videos, and
more.

The layout of an existing slide
can be changed by using the
Layout command of the Slides
group.

To change the layout of a slide,
follow the steps given below:

€ Click the slide for which
you want to change the
Layout.

QCIick on the Layout
command from the Slides
group.

€@ Choose the desired slide
layout from the layout
gallery.

RESET SLIDE

e b Cu
| Fcopy =
 Format Painter Shcka =

Cliphasra

4 inkre

Tikle Shde

Section Hesder

===
| t —
| o

| Tws Cartrnt

Camparaan

=

‘ “r

|

Trtle Dinby

Cerntent with
Captnm

2 Titde and
Content

Prlunewith
Crplmm

The Reset command is used to reset the position, size and formatting of the
placeholders in a slide to its default settings. This enables you to restore a
slide to its default layout after you have made changes to it.

To Reset a slide, follow the step given below:

KING SAUD .
UNIVERSITY

o Click on the Reset command from the Slides group.

o The moved and resized placeholder before the Reset command.

G The placeholder has reverted to its default settings.

TZ UOISSaS
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ORGANIZING SLIDES INTO SECTIONS

You can group several slides and create meaningful sections in a presentation.
The Section command allows you to create, rename, or merge all sections in

a presentation.

ey,

To create a section, follow the steps given below:

€ Click on the slide where you want to create a section.
9 Click on the Section command in the Slides group.
€ Select Add Section option from the drop down list.

To rename the section, follow the steps given below:

© Click on the section name Untitled Section.
e Click on the Rename Section option from the drop-down list of the Section

command.

@ Enter the suitable section name in the Rename Section dialog box that

appears.

@ Click on the Rename button.

File Home Insert

Design

__| = Layout ~
= Reset
MNew =

B

Transitio

5

File Home Insert Design Transitiond
T [=] Layout -

D Eg - ¥ Reset
Paste B I U § a

=Y e [HiSedion -
Clipboard l‘.ﬁ g 4 ? | Ft
=] Rename Section

4 Untitled Section
/|

Remove Section

Remove All Sections

Collapse All

Expand All
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To remove all sections, follow the

. File Home Insert Design Transitions Animi
steps given below:
q . = C L -
@© Click on the Section command | [ gﬁ i [ =liment
from the Slides group. R S New ) eset 8 rys

. ¥ Format Painter | glide~ ﬁ‘.s'ecﬁnn ¥
Clipboard [ 3

9 Select the Remove All Sections
options from the drop down
list. 4 Introduction

=[] Rename Section
=% Remove Section
B Collapse Al
4= Expand Al

-

FONT GROUP

The commands in the Font group of the Home tab enable you to modify and enhance
the appearance of text. You can change the Font, Font Color, Font Size, Font Effects

and more from this group.

Design Transitions Animations S

i (] Layout - Calibri (Headin =156« A" A %

h - 5 ) Reset
ew AV . . -
Side~ [Section- WM T UEgex- M- A

& Slides Font

APPLYING FONT, FONT SIZE, FONT COLOR

The procedures to change font, font size, and font color is same as what you
have learned in Word 2016 or Excel 2016.

To change the Font of the selected text,

€ Click on the arrow of the Font o I —
command and choose the | = e R T
desired Font.

To change the Font size of the
selected text, i
© Click on the arrow of the Font
Size command and select the
desired Font Size.

T Brakds Typeraling

i Adral
To change the Font color of the * Arial Black
T Anal Karmow
selected text,  Arlal Rounded MT Bold
e Click on the arrow of the Font g J 't Baskersille O1d Face
Color command and select the == ¥ Rees N
o T Bl T
required color from the color — * Barlin Sand £8
palette. 't Badin fons FB Deami
——— v Bemnard MT Condensed

TZ UOISSOS
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citions Armmations
Coomares (b - | I.l.'
EiRya e Constantia (B~ |26 ~| A A
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Font
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Theme Colars
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Standard Colors
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1 %y More Colors..,

2 Eyedropper

‘ FEBRAEEESE N EEEE

INCREASE OR DECREASE FONT SIZE

Font size can also be increased or decreased quickly by using the Increase
Font Size and Decrease Font Size commands in the Font group.

o Use the Increase Font Size
command to increase the font size.

e Use the Decrease Font Size
command to decrease the font size.

You can use the Bold, Italic, Underline or Strikethrough commands to emphasize
the text.

o Use the [ B ] button to make the text
thicker.

G Use the [ I ] button to make the text
slant to the right.

@ Use the [ U ] button to Underline the
text.

Q Use the [ abe ] button to apply the
text effect Strikethrough.

isitions Animation:
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SHADOW EFFECT AND CHARACTER SPACING
The Shadow command is used to add a
shadow behind the selected text to emphasize LUILEITGE Slide Show R

it. Whereas the Character Spacing command

allows you to adjust the spacing between the . Jat 7 s B
characters of the selected text. 8 (Bo - |24+ A A ®

0
ak m Aa ~ v = 0]
To apply the shadow effect to the selected text, | 3 L 'A' = a
€ Click on the [ S ] button from the Font é Eoni Very Tight e
group. - N
. Tight Hr
To change the character spacing of the
selected text, v Normal
9 Click on the Character Spacing command
and choose the desired character spacing LOOSE‘Q
option Very Loose
More Spacing...

CHANGE CASE AND CLEAR FORMATTING

The Change Case command enables you to change the text to upper, lower and
other capitalizations. While the Clear All Formatting command enables you to
remove all applied formatting from the text.

To use the Change Case command for the

selected text, follow the steps given below: Slide Show Resieur
€ Click on the Change Case command from
the Font group. sl N
€ Choose the desired case from the drop ? v | —
down list. B — —
V-lAav A - ===
To clear all formatting from the selected text, .
€) Click on the Clear All Formatting command & ' p
from the Font group. lowercase

UPPERCASE
Capitalize Each Word

tOGGLE cASE
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PARAGRAPH GROUP

The Paragraph group of the Home tab contains the commands to set the alignment,
text direction, and line spacing of the paragraphs. It also has the commands for
creating a bulleted or numbered list.

HORIZONTAL TEXT ALIGNMENT

The Left, Right, Center and Justify commands allow you to align text horizontally
relative to the left and right margins of a text box.

@ ~lign Left: This command is used
to align the text to the left of the
text box.

Q Tell me what y
= “ﬁ Text Direction ~
=T

[5] Align Text +

}a Convert to SmartArt ~

@ Center: This command is used to
align the text to the center of the =E=E=E =~
text box.

e Align Right: This command is
used to align the text to the right of the text box.

Paragraph M

Q Justify: This command is used to distribute the text evenly between the
margins of the text box.

VERTICAL TEXT ALIGNMENT

The Align Text command is used to align the text vertically relative to the top
and bottom margins of the text box. You can align the text vertically at the top,
middle or at the bottom of the text box.

Drrawin

To align the text vertically in the selected text box, Add-Ins Eostt
follow the steps given below: =
© cClick on the Align Text command from the “‘_*Tmn'mtmr:e
Paragraph group. L5 ] Align Text ~
e Choose the desired alignment option from the
dropdown list.

EEE

Top

0

Middle

Bottom

EEE

[:] More Options...
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CREATING A BULLETED OR NUMBERED LIST

While creating a presentation, it is recommended to use
key points of the information instead of using lengthy
paragraphs. The key points can be emphasized by creating |
bulleted or numbered lists.

To create a bulleted list for the selected text, follow the |

steps given below: g :
. 3 &
o Click on the arrow of the Bullets command from the |
Paragraph group. >
© select the desired Bullet style from the drop down list. R —

To create a numbered list for the selected text, follow the
steps given below:

o Click on the arrow of the Numbering command from
the Paragraph group.

9 Select the desired Numbering style from the drop
down list. .

INCREASE/DECREASE LIST LEVEL

You can create multilevel bulleted or numbered lists
using the Increase List Level or Decrease List Level
commands of the Paragraph group.

To increase list level of the selected text,

Q Click on the Increase List Level command from

—

Paragraph

the Paragraph group.
To decrease list level of the selected text,

9 Click on the Decrease List Level command from the Paragraph group.

TEXT DIRECTION

The Text direction in a text box can be set in different ways,
such as rotate 90°, rotate 270°, or stacked.

To change the text direction of the selected text, follow the
steps given below:

€ Click on the Text Direction command from the Paragraph
group.
eChoose the desired text direction from the drop down list.

I.ll'ﬂ.-!v-..-;m! =

7]
m Pztabe o fewt 270"
- 3

alrikwnd

:_:‘: Ehare Diptant
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DRAWING GROUP

The commands in the Drawing group of the Home tab enable you to draw shapes,
insert images, and enhance objects in the slide. In this section, you will learn about
the Shapes Gallery, Quick Styles, and Shapes formatting.

ENNOOO[ [la [y Lshaperi-

:&—L—L;ED'G’IEI ¥ A q"; EShEpEDUt“HE'
-&% AN "‘i“i= o St}:;v L¥ Shape Effects -

-

Drawing la

INSERTING SHAPES

The Shapes gallery in the Drawing group enables you to insert a variety of
shapes in your presentation.

To insert a Shape, follow the steps given below:

Recently Used Shapes

© click More arrow of the Shapes gallery from g:}k‘??mﬁllﬁ‘@

the Drawing group. T

Select the desired shape. The mouse pointer |~ -~ LbLZouNB4

n = 5 Rectangles

changes to a plus ( + ) sign. Click on the slide |~~~ o

to insert the shape with the default size. Basic Shapes
@ Top (or Bottom) handle: It is used to increase 88%%?&938

or decrease the height of the shape. O000AOEOUXS C D
G Left (or Right) handle: It is used to increase [gﬁfmis{ :

or decrease the width of the shape. DEGCTLOTCELE RS
@ rotating handle: It is used to rotate the shape. g%g““$$DD@@ﬂﬂ

Equation Shapes

F=8 =4

Flowchart
O0<sOola=cay

OCOALL® 990100 X ¢ AVAD
NN I
NNSTL 2T [T OO0

Callouts
(A GO 30 A0 (O A A A AT
G AOAD GO

Action Buttons

(][] [ [e] [ (] (o8] (o] (5] ] (=

TIP

When you insert a shape, a new contextual Format tab appears. You may use the various options available to
enhance the appearance of the shape.




THE HOME TAB

USING QUICK STYLES

The Quick Styles command enables you to apply theme styles to shapes,
placeholders and text boxes, whereas the Shape Fill command allows you to
change the background of the shape.

To apply the Quick Styles, follow the steps given below:

Q Select the shape and click on the Quick Styles command from the Drawing
group.
9 Select the desired style from styles gallery.

TZ UOISSOS

To change the background of the selected shape, follow the steps given below:

e Click on the Shape Fill command from the Drawing group.
@ Choose the Texture option from the drop down list.
e Select the desired texture style from the list.
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APPLYING SHAPE OUTLINE AND SHAPE EFFECTS

The Shape Outline command allows you to add an outline to a shape with
different line weight and colors. The Shape Effect command allows you to apply
visual effects to a shape such as shadow, reflection, 3D rotation.

To apply the Shape Outline to the selected shape, follow the steps given below:

Q Click on the Shape Outline command from the Drawing group.
o Select the desired outline color for the shape from the palette.
e Point to the Weight option and choose the desired weight point from the list.



To apply the Shape Effects to the selected shape, follow the steps given below:

0 Click on the Shape Effects command from the Drawing group.
e Point to a Shape Effect option and choose the desired Effect from the list.

gL

EDITING GROUP

The commands in the Editing group of the Home tab help you to find and replace text.
It further allows you to hide or show objects in the presentation.

Insert Design Transitions Animations ie Farmat

v - S B | — e :
o — = Constantia (Boi = |18 =~ | A° & | ## | i= -i= - &=3= 1=~ & l__\'>) DD P & - P Find
B M & [I]' <k A Q'k ré * E},’c Replace -
il = B I U S§ aef-Aa~ s == ==- g =~ apes Arrange Quic
F | shige= = 52 - & . - Styjese @ | Y Select-

P Slides Font [ Paragraph [P Drrawing [ Editing

FIND AND REPLACE TEXT

The Replace command helps you to replace a particular text or phrase with
another text or phrase.

To find and replace the text throughout the presentation, follow the steps
given below:

€ Click on the Replace |
command from the |
Editing group.

o The Replace dialog box

appears. Intr o P
@ Enter the text in the C— e d
Find what: box. o -

9 Enter the text in the Replace with: box with what you want to replace the
searched text with.

© Click on the Find Next button to search and locate the text.
© Click on the Replace All button.
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SELECTING OBJECTS

The Select command is especially useful to select ]
objects that are behind text or other objects in the |4 Find

slide.You can selectall or particularobjectsinaslide. zp

_ _ _ <ac Replace
To select all objects in a slide, follow the steps /0
given below: [s Select~

€@ Click anywhere in the Slide Area and click on
the Select command from the Editing group.

€ Click on the Select All option from the list.

.....

Sy Select All
[¥  Select Objects

TZ UOISSOS

E[;, Selection Pane...

TIP

To select multiple objects, keep the Ctrl key pressed and click on objects from the selection pane.

USING THE SELECTION PANE

PowerPoint 2016 allows you to temporarily hide certain objects in a slide,
enabling you to work on other overlapping objects. You can even select

objects using the selection pane.

To hide the objects, follow the steps given below:

Signin A Share

€ Clickon the Select command | 2 find
from the Editing group. 95“*“‘9)0

i Select~
€ Click on the Selection Pane | & seiectan -
option from the list. kI [y Select Objects £ E Selection v X
bl Selection Pane.. | Show Al || Hide All | [a][+]

€© Click on the hide/show
button. Picture 10
Picture 9 &
Picture 7
Picture 6
Picture 4
Rectangle 2

Picture 1
Picture 8

99 Al 9ie gy
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1

Choose the correct option for the following statements.

1. You can change the layout of an existing slide by using the command.

a.

a o o

New slide

. Layout

Reset

. New Layout

command is used to change the spaces between the characters.

. Text Spacing
. Text Shadow

Clear Spacing

. Character Spacing

command is used to align the text vertically in a textbox.

. Text Direction
. Justify

Align Text

. Align Left

4. The
. Slide

pane is used to temporarily hide the objects in a slide.

Thumbnails
Selection
Hide



THE HOME TAB

Activity 2

Fill in the blanks with the appropriate words provided in the
box.

1. The command is used to insert a slide after the active slide.

2. The command is used to organize the slides into meaningful
groups.

3. You can use the Clear All Formatting command to remove all from
the text.

4. The command is used to apply various styles to selected shapes,

placeholders and text boxes.

Activity 3

Practice the following tasks on your computer.

1. Create a presentation with 5 slides. Change the layout of slide 3 to “Title
Only” and add the title “King Saud University”.

2. Enter the text "Welcome” as the title to the slide 1 and apply the text effect
“Text Shadow” and character spacing “Loose”.

3. Enter the random sample paragraph as a subtitle by typing the “=rand()”
function in slide 2. Change the alignment of the paragraph to “justify”.

4. Insert the shape “sun” in the center position of the slide 4 and Change the
Shape Fill color to “orange”.

TZ UOISSOS
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THE INSERT TAB AND THE DESIGN TAB

E THE INSERT TAB AND THE DESIGN TAB

(@ OBJECTIVES

e

General Objectives

In this session, you will learn about Tables, Links, Text,
Media groups of the Insert Tab and Themes, Customize
groups of the Design Tab.

Specific Objectives

At the end of this session, you should be able to understand
and Practice:

ZZ UoISsas

e The Insert Tab
e Tables Group
e Links Group
e Text Group
e Media Group

e The Design Tab
e Themes Group
e Customize Group
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THE INSERT TAB

he Insert tab contains the commands that enable you to insert hyperlinks, tables,

pictures, shapes, audio, and video, etc. It also enables you to add the screen
recording to your presentation. In this section, you will learn about the following
groups:

e e =g = 5 = = —
o e m. o J Il e =L = 4q LRI <y | P B B B ¢ S
[ 1-.- i r»..l._ - -'lm uap Gt R e - sy I Cavesns  Tam il nsibn Rasf’ Shis Dy r,....... . Wdea - isslbn G
wlen hin & Focim Teew Harnim Friu

i L N T e e st e I

66 & o 6

QTabIes Group
@ Images Group
@ Links Group
@ Text Group
© Media Group

TABLES GROUP

The Tables group has only the Table command which you can use to insert a table
in your slides.

INSERTING A TABLE

The Table command enables you to insert a table either
by specifying or selecting the number of rows and columns
in a slide.

To insert a Table, follow the steps given below: \ga e W ol |
- Pictures -
QCIick on the Table command from the Tables | 2> =t 0

group. 0o
QSeIect the number of rows and columns by moving EE
the mouse pointer over the table grid. 00

O The Insert Table option enables you to manually FOOCCCOCO0

specify the number of rows and columns in the o

I
table- FA Insert Table...
E Draw Table
E'?H Excel Spreadsheet
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LINKS GROUP

The commands in the Links group of the Insert tab enable you to =
create links and assign actions to the objects or text in a slide. Q)

%]

Hyperlink Action

INSERTING HYPERLINK nks "
Sometimes the presentations include URLs of websites that provide additional q‘R
information related to the topic. The Hyperlink command allows you to create g-
links to the websites, other files, or other slides in the same presentation. When 3
you run a slide show, the links can be directly accessed from the presentation. N

- N
To insert a hyperlink to a text, follow
the steps given below:
€ Select the text to which you _ --'.k
want to insert a Hyperlink. '
QCIick on the Hyperlink command | . ql ntrOd UCtlon
from the Links group.. _ . o 'Int e a Prog
eIn the Insert Hyperlink dialog n that compnses of slides , which
box, enter the URL in the | [~ == —a; coria- 2! e, ]
Address box. e N T |
O Click the OK button. e e e —|

ASSIGNING ACTIONS - —

The Action command is used to add action to an object, when you click on it
or mouse over it. The action could be jump to another slide, playing a sound,
or opening another program while running the slide show.

To assign an action to a selected object, follow the
steps given below: 1Y
QCIick on the Action command from the Links | o
group.
o Click on the Mouse Click tab from the Action
Settings dialog box.
€ select the Hyperlink to: option. i =
@ sSelect the desired hyperlink method from the :
drop down list.
0 Enable the play sound option. :
© Click on the OK button. P ﬁ~
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TEXT GROUP

The commands in the Text group of the Insert tab enable ' = 4 B G &
you to insert Text Box, Header & Footer, etc. to the slides. |, . . ons s oo

INSERTING TEXT BOX

In PowerPoint 2016, you need text placeholder or text box to enter text in
slides. The Text Box command enables you to add text box anywhere in a slide.

To add a Text Box to a slide, follow
the steps given below:

€ Click on the Text Box
command from the Text

group.
box of desired size in the o
slide. .

INSERTING HEADER & FOOTER

Header or Footer are standard text that might include the company name,
copyright symbol, date and time, etc. Normally, only Footer is inserted to the
slides. However, both Headers and Footers can be added to your Handouts
and Notes Page slides.

To Insert Footer to a slide, follow the steps given below:
QCIick on the Header & Footer command from the Text group.
QCIick the Footer check box.

€ Enter the desired text in
the Footer box.

oThe Date & Time check box
inserts date and time in
the footer.

GThe Update automatically | s F___
option updates the date & '““"G\ O
time when you open the 1 3n st P
presentatlon. j_ [y |

GThe Slide number check y " i
box inserts slide numbers ,. v | B
in the Footer. —

The Don't show on title slide check box allows you to skip the Footer
on the title slide.

QCIick on Apply to All button if footer is required on all the slides.
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MEDIA GROUP

The commands in the Media group of the Insert tab enable you
to insert video and audio files in the presentation. Adding videos
and audios in a presentation help you to deliver the information

easily and efficiently.

INSERTING VIDEO

Viden Aude Teeeen
= *  Hecouding
Lheita

Inserting a video to the presentation enables the presenter to show relevant
and important information in a movie format. The Video command enables you
to insert online videos or videos stored on your PC to the presentation.

To insert a Video from your PC, ' ™

follow the steps given below:

€ Click on the Video command
from the Media group.

e Click on Video on My PC option
from the drop down list.

€ In the Insert Video dialog box,
browse and select the video
you want to insert to the
presentation.

Q Click on the Insert button.

TRIMMING VIDEO

i Chaack setom

B cioach Powsomt

B Dezop
e Omalitv
4 ve
Bl Tha B

m Listare

Fili e | wadenit

You can use the Trim Video command to remove the unwanted parts of a video
clip. The Trim Video command helps you to reduce the duration of the inserted
video by specifying the start and the end time.

To trim a video inserted in the presentation, follow the steps given below:
OIn the contextual Playback tab, click on the Trim Video command from

the Editing group. Trim Video
dialog box appears.

9 Click and drag the green slider |-

present at the beginning of the
bar to set the new start point of
the video.

€) Click and drag the red slider
present at the end of the bar
to set the new end point of the
video.

© Click on OK button.

HEE JRER

.........

ZZ UoIsSsas
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INSERTING AUDIO

Inserting an Audio file in a presentation enhances the delivery of presentation.
Unlike video files, audio files are smaller in size and makes the sharing of
presentation faster. The Audio command allows you to insert an audio file
available on your PC or to record a new audio.

To Insert an Audio file from your PC, follow the steps given below:

QCIickon the Audio command
from the Media group.

€ Choose the Audioon My PC |, = *~ e d‘ iy
option from the drop down @ s x
”St. T =1 e Oweloat = Mhas v B ek I o

eIn the Insert Audio dialog | === M=t
box, browse and select the | ===
audio file you want to insert

@ Mermh Power®

into the presentation. ek & et b
OCIick on the Insert button. 30
& Tha L e 4 I

SCREEN RECORDING

Screen Recording command enables you to record the activities on the screen
along with the Audio. The screen recording can be inserted as a video to any
slide and can be viewed during the slide show.

To insert a screen recording in the slide, follow the steps given below:
QCIick on the Screen Recording command from the Media group.

e In the Screen Recording Toolbar, click on the Select Area button to set the
screen area for recording.

o By default, the Audio option is enabled for the recording.
G By default, Record pointer option is also enabled for the recording.
eCIick on the Record button to start screen recording.

To stop recording, press Windows + Shift + Q keys.

Select Record

\‘ ) Area \‘ Al j Pointer

Record
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THE DESIGN TAB

The Design Tab commands allow you to control the look and the appearance of your
presentation. You can apply a theme from the available themes and can also change
the color schemes.

7 lm--‘“ 3= [ L__ LB

haw- Embgors

OThemes group b b b

@ Variants group
@ Customize group

THEMES GROUP

Themes are used to simplify the process of creating professional presentations.
Applying a new theme changes the look of your presentation such as the colors,
font styles, effects, layouts and background of your slides. If you want to customize
your presentation further, you can change the theme colors, theme fonts, or
theme effects.

APPLYING THEMES

The Themes gallery contains a variety of themes having built in font colors,
font effects, layouts and backgrounds.

To apply a Theme to the slides, follow the
steps given below: Xy Aa =

Q Click on the More Themes down arrow |l—r=—= :
button of the Themes gallery. thear d

©select the desired Theme from the | /i
drop down themes gallery. ha

[Hlles

Aa

An

KR Boowne Tox Thegmes

B Seve Cusrent Thiene
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APPLYING THEME VARIANTS

Variants gallery enables you to change the color combination, fonts styles,
effects and background styles of the theme that you have selected.

To apply a Theme Variant to the slides, follow the steps given below:

0 Click on the More Variants down arrow button of the Variants gallery.
e Point to the Colors option from the drop down list.

e Select the desired color combination from the displayed list.

Transitions Animatians Slide Show Review

Variants

4l

Fonts v I R Office
@ Effects i Office 2007 - 2010
13

G I
ﬁ Background Styles rayscale
Blue Warm

Blue
Bluell
Blue Green

Customize Colors..,

CUSTOMIZE GROUP

The Customize group of the Design tab contains the commands to change the slide
size and formatting the slide background.

CHANGING THE SLIDE SIZE

Changing the slide size is important depending on the way the presentation
is viewed. The slide size can be set to Standard (4:3), Widescreen (16:9), A4
Paper, Overhead, Banner, etc.

To Change the Slide Size, follow the steps given below:
0 Click on the Slide Size command from the Customize group.
Q Click on the Customize Slide Size option from the dropdown list.
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© sSelect the suitable [ . TR
slide size from the
Slides sized for drop [Slides sized for Orientation
down list. Widescreen | e Slides

@ Select the Orientation
for the slide from the
options.

@ Select the Orientation
for notes, handouts &
outline view slides.

Letter Paper (8.5x11 in)
Ledger Paper (11x17 in)
A3 Paper (297420 mm)
A4 Paper (210:297 mm)
B4 (I50] Paper (250x333 mm)
B3 (I50] Paper (176230 mm)

() Portrait /o

@ Landscape

Motes, Handouts & Outline

n ® Portrait

D Landscape

O Click the OK to apply

|| Cancel |
the changes.

[ ok

ZZ UoIsSsas

35mim Slides
Overhead b
On-screen Show (16:9)

On-screen Show (16:107)

Banner
Widescreen

Custom

FORMATTING SLIDE BACKGROUND

The Format Background command enables you to fill the slide background with
a Color, Picture, Texture or Pattern.

To change the slide background, follow the steps given below:

GCIick on the Format
Background command
from the Customize
group. The Format
Background pane
appears in the right.

@ click on the Solid fill
option.

€ Click on the Fill Color
button to choose the
desired color.

OChoose the Gradient
fill option to select the
gradient color and design.

© Choose the Picture or texture fill option to insert a Picture as the slide
background.

GCIick on Pattern fill option to insert different pattern styles as the slide
background.

Imtroduction

| AEEEEN
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Activity 1

Choose the correct option for the following statements.

1.

The command is used to jump to another slide, or opening another
program during a slideshow.
a. Comment
b. Table
c. Action
d. SmartArt
The command is used to remove the unwanted parts of a video clip.
a. Video Effects
b. Corrections
c. Trim Video
d. Hide Video
. Keyboard shortcut to stop the recording of screen activitiesis _
a. Ctrl + Shift + Q
b. Windows + Shift + Q
c. Windows + Shift + R
d. Windows + Ctrl + Q
The command enables you to apply a different background color
to slides.
a. Slide Color
b. Format Slide
c. Format Background
d. Slide Fill
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Activity 2

Fill in the blanks with the appropriate words provided in the

box.
0
0
1. The option enables you to manually specify the number of rows and a
columns in the table. g
2. The command is used to access websites directly from the N
presentation. N
3. The command changes the look of your presentation such as the
colors, font styles, effects, layouts and background.
4. You can use the command to record your computer screen along

with the related audio.

G

Practice the following tasks on your computer.

1. Create a new blank presentation with 5 slides. Type the text “Class
schedule” in slide 1 and hyperlink this text to slide 3.

2. Enter your weekly class schedule details using the Table command in slide 3
and apply the table style “Themed style 1-Accent 5”.

3. Change the presentation theme to “Facet”.

4. Enter the text “"King Saud University” as footer and apply it to all the slides
in the presentation.
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THE TRANSITIONS TAB, THE ANIMATIONS TAB,
THE SLIDE SHOW TAB AND THE VIEW TAB

(@ OBJECTIVES

e

General Objectives

In this session, you will learn about the Transitions,
Animations, Slide Show and View Tabs of PowerPoint
2016.

Specific Objectives

At the end of this session, you should be able to understand
and Practice:

e The Transitions Tab
¢ Transition to This Slide Group
e Timing Group
e The Animations Tab
e Animation Group
e Advanced Animation Group
e Timing Group
e The Slide Show Tab
e Start Slide Show Group
e Set Up Group

e The View Tab
¢ Presentation Views Group
e Master Views Group

€2 UoISsas
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THE TRANSITIONS TAB

lide transitions are a classic element in PowerPoint that goes way back to its

earliest versions. Slide transitions are the animation-like effects that occur when
you move from one slide to the next during a presentation. You can control the
speed, add sound, and customize the properties of transition effects.

-‘_] s N el < Bened S
T Pariu PP T Y T, T
IS gy T i s WO 2

TRANSITION TO THIS SLIDE GROUP

This group consisits of a Transition gallery that contains built-in transition effects.
Each transition has different options to make the transition more flashy and eye
catching.

APPLYING TRANSITIONS

Transition enhance the moving between the slides during a presentation. You
can easily apply the same transition to all the slides including its effect options.

To apply the Transition, follow the steps given below:
ﬂ Click on the More arrow of Transition gallery.
Q Select the desired transition from the displayed gallery.

To preview the applied transition,

€ Click on the
preview command |
from the Preview |m m m = A e m o A F
group. e T T e i

4 o

| & s n e e m s e
> ¥ W 8 M D E X E®
= s C OO0 x®
= B EDONX
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EFFECT OPTIONS

The Effect Options command enables you to change the properties of the
applied transition. You can change the way the transition occurs - for example,
the entrance direction of the slide.

To change the Effect Option for

the selected transition, follow MUESSSEE -
the steps given below: CHERE N 1 N O |
|8 W Feves Esccdom Ban =
@ Click on the Effect Options | . "' - = _
command. : ' = [ vetat 0
@ Choose the desired effect |+~ Microsoft PowerPoint is o [t
from the list that appears. that comprises of slides, w
contain lext, images, ] P
-%— Yartical s

TIMING GROUP

Timing group of the Tranistion tab contains the commands that enable you to specify
the duration of the transition and transition sounds and to control the slide entrance.

DURATION AND SOUND EFFECTS

You can set the time duration to specify how fast the transition should occur.
For example, to make the transition go slower, you can set a higher time
duration.

To set the time duration of the applied transition,

€ Increase or decrease the time duration using the buttons of the Duration
box from the Timing group.

To apply a Sound effect to the applied transition,

QSeIect a suitable sound effect by clicking on the Sound box from the
Timing group.

QThe Apply to All button applies the transition settings to all the slides in
the presentation.

'mz,Suund: [Mo Sound] ~] S&vance Slide

= 1
(B' Duration: 01.50 - 20 Mouse Click
[C3 Apply To Al || After: |00:0000

b Timing

€Z UoISsas
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ADVANCE SLIDE

You can specify whether to move to the next slide on mouse click or automatically
after a specified time.

To change the Advance Slide settings, follow the steps given below:

0 Select the On Mouse Click check box to move —
to the next slide on mouse click. Tell me.. Signin S ¢

e Select the After check box and specify the slide Advance Shide

advance time using the buttons. p
lv| On Mouse Clit:h:?

.

|| After. 00:00.00 >

THE ANIMATIONS TAB

Animation refers to the special visual or sound effects that are applied to the
objects of the slides. It is a great way to focus on important points, to control
the flow of information, and to increase viewer interest in your presentation. An
Animations tab is almost the mirror image of the Transitions tab. However, it
contains the effects for objects instead of slides.

ANIMATION GROUP

The Animation group contains four categories of animation effects such as
Entrance, Emphasis, Exit, and Motion Paths. Each category contains different
animation effects that can be applied to the objects on the slides.

H ©-0 .@ > Presentation - PowerPoint Drawing Tools
File Home Insert Design Transitions Animatians Slide Show Review View Farmat @ Tell me W
5%-" | o Ls | -
R Xk r W W X x w R
Preview None Appear Fade Fly In Float In Split Wipe Shape =| Effect
= 3 = ~— Options

Preview Animatian
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APPLYING ANIMATION EFFECTS

The Animation gallery provides you a lot of exciting animation effects for the
text, pictures, shapes, and other objects in your presentation. You can also set an
animation effect of the bullet points so that they appear one by one or at once.

To apply an Animation to the selected object, follow the steps given below:
0 Click on the More arrow of the Animation gallery.
9 Select the desired Animation effect from the displayed gallery.

To change the Effect option of the selected object, follow the steps given below:
e Click on the Effect Options command.
o Select the desired option from the drop down list.

€Z UoISsas

To preview the applied animation effect,
e Click on the Preview command from the Preview group.

E ©-0 LB = Presentation - PowerPoint Drawing Tools
File Home Insert Design Transitions Animations Slide Show Review View Format w Tell me
ﬁy oY Vs
Al B x W K " w -
Preview None Appear Fade Fly In Float In Split Wipe Shape |__. ¢
x Options
Preview Animation

== Sy iyl Peseiaion - PowerPcin

e :
tem o p Design Transitions Animations Slide Shon
* * * * * x * *x *x H 9¥_ SAE 5 ﬁ *
.. .. ..- g = i - B = =] * A £ .
* ‘_*., .". v & Turn Zoom 2 Effect Add
[ Options = Animation -
kW $ F e N R XK Animation Vanishing Point
* % 'S & & & ® & - {
P g e oy e Q * Object Center
k # * *x + ¥ * * * o
> X & Microsoft Power Slide Center
et : . Cthat comprises o
- _contain fext, ima 9"
= - —
*— | As One Object
el Pk -

ADVANCED ANIMATION GROUP

The Advanced Animation group has the commands Presentation - PowerPoint
that allows you to add more animations to an
object and to show the Animation pane where you

can view or edit the animations. % & 4 Animation Pane
Trigger

Animations Shide Show Review

Effect Add

5 i e S
Options = | Animation Animation Painter

Advanced Animatio_n
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ADDING MORE ANIMATIONS

You can add multiple animations to an object which occurs as per the desired
order. The Add Animation command in the Advanced Animation group enables
you to add a new animation after an existing one. (... -

To add more animations to the selected object,

follow the steps given below: A X X X @
© Click on the Add Animation command from | % % x g
the Advanced Animation group. e
o Choose the desired Animation from the . -
displayed gallery. " * N
Presentation - PowerPoint " \' ___'i", A R
L n L A

Animations Shde Show Rewiew

* 'l* A Animation Pane
: LA SRR I .

Trigger - .
Eﬂ:ECt iy Rbrey [eoranca [He
Options = Anm“«. % Animation Painter s e
& Advanced Animation i

ANIMATION PANE

Animation Pane helps you to view and edit the applied animations of the objects.
You can re-order or remove the applied animations using the Animation Pane.

To show the Animation Pane,
o Click on the Animation Pane command from the Advanced Animation group.
o Animation Pane appears to the right of the screen.

To remove an Animation, follow the steps given below:

QCIick on the arrow
button of a Content
Placeholder in the
Animation pane.

€ Click on the Remove

option from the drop
down list.
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TIMING GROUP

The commands of the Timing group allow you to choose the order, delay and
duration of the applied animations.

Presentation - PowerPoint

Animations Shide Show Review View @ Tell me. Sign in }:_"_ Share
qﬁ * 3)1 Animation Pane b Start: Reorder Animation 7))
4 Trigger (X) Duration: & Maove Earlier (‘B
Effect Add : { 7}
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START AND REORDER ANIMATION

The Start command in the Animation group enables you to choose whether to
start an animation After Previous animation, On Click, or With Previous

animation.

To set the Start of an Animation of the selected object, follow the steps given
below:
OCIick on the box of the Start command from the Timing group.
eChoose the desired option from the drop down list.

To reorder an Animation,
eCIick on Move Earlier or Move Later command from the Timing group.
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TIP

Animations can also be reordered using the mouse, by dragging the selected animation in the Animation Pane to
the desired location.

THE SLIDE SHOW TAB

The Slide Show tab commands help you to control the way your presentation is

displayed to the audience. This tab offers several commands and features to
make your slide show smooth, engaging, and professional. Slide show tab is divided
into three groups: Start Slide Show, Set Up and Monitors.
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START SLIDE SHOW GROUP

The commands of this group allow you to start the slide show either from the first
or the current slide. It also enables you to setup customized slide shows.

STARTING A SLIDE SHOW

Slide Show displays a single screen of information showing text, images or other
objects along with associated transitions and animations during a presentation.
The Start Slide Show group contains the following commands:

OFrom Beginning: This command allows you to start the slide show from
the first slide of the presentation.

@ rrom Current Slide: This command allows you to start the slide show
from the current slide of the presentation.

Treart Design Transitions Animations Slide Show

'I_-! . C . ak [] Play Narrations
EQ) : ) E D A O
L7 2 - = () .
o & (32 .Er Er e e | Use Timings
From Fram Present Custom Slide Set Up Hide Rehearse Record Slide - )
Beginning CurrentSlide Online=  Show= | SlideShow Slide  Timings  Show~ ! Show Media Controls
start Slide Show | By Custom Shows... Set Up
Keyboard Shortcuts:

Slide show from beginning — F5 key
Slide Show from current slide — Shift + F5

NAVIGATION IN THE SLIDE SHOW

You can use the Mouse or the Keyboard to navigate between the slides during
the slideshow.

To Navigate during the slide show, Introduction

o Click on the Left arrow button to move to » Presentation Graphics S
the previous slide. -

9 Click on the Right arrow button to move to
the next slide.

1 2

LCustom Show

TIP

Use the Left or Up arrow keys to move to the previous slide and Right or Down arrow keys to move to the next slide

during the slide show.
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SETTING A CUSTOM SLIDESHOW

Custom Slide Show command allows you to create a customized slide show by
choosing only the required slides of the presentation. This is a great way to
shorten your presentation or alter it for different audiences.

To set a customized slide show, follow the steps given below:
€ Click on the Custom Slide Show command from the Start Slide Show
group.
QCIick on the Custom Shows option that appears.
eCIick on the New button from the Custom Shows dialog box.
© Choose the required slides from the Define Custom Show dialog box.

eCIick on the Add button to add only those slides that are required in the
presentation.

GCIick on the OK button.
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TIP

The Hide Slide command from the Set Up group is used to hide slides that you don’t want to display during the slide

show.
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IEW TAB

You can view your PowerPoint slides in a variety of ways depending on the tasks in
hand. For example, the Normal view is suitable to create or design your presentation
whereas the Slide Sorter View lets you view the thumbnails of all the slides in your
presentation.
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PRESENTATION VIEWS GROUP

By default, PowerPoint 2016 starts in the Normal View. You can change the view
either from the Presentation Views group of the View tab or from the Status bar.

Following are the presentation views available in PowerPoint 2016:

o Normal View: This view is the main editing
view where you can create and design your
presentations.

@ outline View: This view is used to
create an outline or story board for your
presentation. It displays only the text on
your slides, hiding the pictures or other
graphical objects.

G Slide Sorter View: This view allows you to
see your slides in thumbnail form, enabling you to sort and organize the
sequence of your slides.

Q Notes Page View: This view enables you to type notes related to the
current slide in the notes pane, located below the slide.

G Reading View: This view enables you to play a slide show in the PowerPoint
window to see the animations and transitions without switching to full
screen slide show.

FEN[E B [E] EA

Mormal Outline Slide MNotes Reading
View Sorter Page View

TIP

You can use the different view buttons available on the status bar to switch to the desired view or to Show the

presentation.

MASTER VIEWS GROUP

The Slide Master view allows you to set the look of your entire presentation, which
includes fonts, colors, backgrounds and effects. A Slide Master is designed to help
you create visually appealing presentations with less efforts and time. You can set
particular fonts or images (such as logos) to all your slides using the Slide Master.
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CREATING A SLIDE MASTER

Slide Master command enables you to make changes to the slide master of
your presentation. It is the top most slide in the thumbnails pane on the left
side of the screen.

To insert an image in the Slide Master, follow the steps given below:

€ Click on the Slide Master
command from the Master

Animatians Slide Show Review

T g
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Views group. . 8 o [ Gridlines . @ Q E 2.
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and the contextual Slide
Master tab appears.

e In the thumbnails pane, scroll up and select the first slide.
Click on the Insert tab, insert any picture on the first slide and move or
resize as desired.

@ Inserted Picture is moved and resized to the desired location

Q When you're finished, click on the Slide Master tab.

e Click on the Close Master View command.

Click to edi

* Click to edit Mast

B Click to edit Master title style

— * Click to edit Master text styles
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—

1

Choose the correct option for the following statements.

1.
next

a.
b.
C.
d.

are the effects that occur when slides move from one slide to the
during the slideshow.

Design
Transitions
Preview
Slide Master

2. Keyboard shortcut to start slideshow from the first slide is

a.

a o o

0 T o

d.
4. You

Shift + F5
Ctrl + F5
Alt + F5
F5

is the main editing view, used to create and design your presentations.
Outline View
Reading View
Normal View
Outline View

can set particular fonts or image to all your slides using the

command.

a
b.
o
d

Animations
Transitions
Preview

. Slide Master
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S

Fill in the blanks with the appropriate words provided in the
box.

1. option is used to increase or decrease the time length of a transition.

2. are the special visual or sound effects that are applied to the objects
of the slides.

3. view is used to display only the text on your slides.

4., helps you to view and edit the applied animations of the objects.

Activity 3

Practice the following tasks on your computer.

1. Create a new blank presentation with 3 slides. Add the transition effect
“Push” to all slides in the presentation.

2. Insert the shape “sun” to the slide 2 and apply a "Wheel” entrance animation
to it. Apply duration of 4 seconds and set effect option “2 Spokes”.

3. Add an additional animation “Grow/Shrink” to the shape “sun”.

4. Hide the slide 3 from the presentation and run the presentation in slide show
view.
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