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EXPERIMENT 01
Introduction to Web Development

Objectives

To develop a basic web site.

Equipment /tool Used
« Computer with any version of windows installed

Background

Internet is a ‘Network of Networks’.

On the Internet, a website is represented by a URL (uniform resource locator). World Wide Web
(WWW), also abbreviated as the web, is a system of interlinked hypertext documents that may be
viewed through a web browser. Web can be accessed through web browsers like Internet
Explorer, Google Chrome and Mozilla Firefox etc. To understand how WWW works, it’s
important to first define what hypertext documents are.

Hypertext:

“Hypertext most often refers to text on a computer that will lead the user to other, related
information on demand. Hypertext allows a form of user interface, which overcomes some of the
limitations of written text. Rather than remaining static like traditional text, hypertext makes
possible a dynamic organization of information through links and connections (called
hyperlinks). Hypertext can be designed to perform various tasks; for instance, when a user
"clicks" on it or "hovers" over it, a bubble with a word definition may appear, a web page on a
related subject may load, a video clip may run, or an application may open.” [Wikipedia]

HTML:

HTML is a hypertext markup language that is used to describe the structure of a webpage using
tags. A web browser, an application that understands HTML tags and displays web pages
accordingly, utilizes the HTTP protocol to receive HTML pages from a web server (also called
HTTP server).

It is important to note that the display of an HTML page in a browser is not the same text that we
see if we were to edit the HTML page in a text editor. This is because the HTML file itself
contains many instructions/ tags that are not displayed in the browser. The function of these tags/
information is simply to enable a browser to display the HTML file. This should become clear as we
go through the exercises.

Let’s develop a basic website
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Part I---Creating directory/ index.html and format.css files

= In this part, we will create a directory in which we will save today’s lab work. We will
also learn how to create and save index.html and format.css files.
= On the desktop, create a folder named ITCLab3

[Hint: this can be done by right clicking on the desktop, and then choosing New and then
Folder]

= Create an index.html.

= Open the Notepad application. [Start > Programs > Accessories > Notepad]

= Save the empty file as index.html by clicking on the File menu of the Notepad.

On the file menu, choose “Save As”. The “Save As” window will appear as shown below:

| index.htm! - Notepad

| File Edit Format View Help
5 : 4 | Save As X
File Edit Format View Help
A [ > ThisPC > Desktop > v D Search Desktop P
New Ctel+N
Organize v New folder - v (2]
Open... Ctrl+0 S
3 This PC
Save Ctrl+S 2 Desktop
Save As... “] Documents
& Downloads
N Musi
Page Setup... el
&= Pictures
Print... Ctrl+P B Videos
s Local Disk (C:)
Exit s Tools (D)
¥ Network v &
File name: | indexhtml %
Save astype: | All iles v
A Hide Folders Encoding: | ANS| v Cancel

File Edit Format View Help

In a similar manner, create the format.css file. [We will later see how this file is used]

7] save As

Organize +  New folder

~
3 This PC

[ Desktop

= Documents
4 Downloads s l
D Music

& Pictures

B Videos

i Local Disk (C:)

s Tools (D)

¥ Network

v

A B > ThisPC > Desktop » v ®| | Search Desktop »

File name: | format.css

Save astype: Al Files

A Hide Folders Encoding: | ANSI

Cancel

.

Figure: 3.1 Save As
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Save the empty file as index.html on the Desktop. [We will use the Desktop as HTML
playground, and once the files have been finalized, then they will be transferred to the ITCLab2
folder.] To save the file as index.html, index.html must be written as the file name with the “Save as

type” set to All Files.
* Note: As explained the “Save as type” should be set to A/l Files, if the “Save as type”

field is set to Text Documents (*.txt) then the file would be saved as index.html.txt
and not as index.html.

File name; "tk v Save

Saveastpe | Test Documents (b v | Cacd |
, Text Documents (" tat
Encoding:

Figure: 3.2 Save As-All Files

Part 11--- HTML Basics

1. Writing the HTML basic tags

Open the index.html file on the Desktop and enter the <html> and </html> tags on the file.
Note that in HTML, tags often (but not always) follow the convention that there is an
opening tag and a closing tag. The opening tag in our context is <Atmi> and the closing tag is
</html>. These tags are used to inform the browser that the text between these tags is
formatted according to HTML guidelines. The <htmlI> tags are displayed in the figure below.

J index.html - Motepad
File Edit Format WView Help
<html>

</html>

Figure: 3.3 Index.html

* In the figure above, we do not have any HTML code in between the <Atml> tags. We
will now start to code the HTML page.

2. Inserting the title of the web page
We will, first of all, learn the <head> tag and the <title> tag.
» The head element (text between the /ead tags) contains general information, also
called metainformation, about a document. The title (text between the title tags) is not
part of the text of the document but is a property of the whole document. It may not
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contain anchors, paragraph marks, or highlighting. The title may be used to identify
the node in a history list, to label the window displaying the node, etc.

* We will name the title of our webpage as ITC lab 03. Note how the title text is
enclosed in the head tags and the title tags.

| index - Notepad

File Edit Format View Help
html>
head>
title>|

TC LAB ©3

/title>
/head>
/html>

Figure: 3.4 Head and Title Tag

Open the index.html file on the Desktop (modified as above) with Internet Explorer (this can be
done by simply double clicking on the index.html file). You will find that the Internet Explorer
displays “ITC Lab 03” as the title of the web page as configured in the figure above. The
webpage is still empty as we have not added any text in the main page’s body yet (we will do
that soon).

For now, the index.html page should look like the following.

B «EIlElTCLABO_% > “+ ~

&) Y

Figure: 3.5 Head and Title Tag Display

» Copy the index.html into the ITCLab3 folder on Desktop and rename it as Title.html.
[Hint: a file can be renamed by selecting, right clicking, and choosing the rename
option.]

3. Inserting text in a HTML page
» We will now add text to the main body of the HTML page. This is done using the
<body> and </body> tags. The text contained between the <body> and </body> tags
is displayed by a browser unlike data that is contained between the <head></head>
tags.
* Add the text contained in the following figure in the index.html file on the Desktop.
Save the file when done. The index.html file on Desktop should like the following.
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|index - Notepad

File Edit Format View Help
<html>
<head>
<title>

ITC LAB @3

</title>
</head>

<body>

Enrollemnt:01-222343-001

Student

thartment of Electrical Engineering
Bahria University Islamabad

</body>

</html>

Figure: 3.6 Inserting Text

» After saving the index.html file on Desktop, open the file in a browser (by double
clicking on the file). If the index.html file is properly configured, the browser display
should be as follows. You will notice that all there is no line break, and all the text we
had put between the <body> tags is on one line.

» A browser has to be told by HTML tags where line breaks, new paragraphs, etc.
should occur. Since we have not used those tags yet, all the text is on one line as
shown in the figure below.

 Save the index.html file on the Desktop in the ITCLab3 folder as Allon1line.html.

B 4|8 muson 5 ImcLAB 03 X |4 wv
O @

Enrollemnt:01-222343-001 Student Department of Electrical Engineering Bahria University Islamabad

Figure: 3.7 Inserting Text Display
4. Inserting a line-break
*  We will now use the <br> HTML tag to introduce line breaks. This tag does not have

a corresponding close tag and is used for introducing line breaks.
* Open the index.html file on the Desktop and make the changes highlighted in the
following figure.
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|index - Notepad

File Edit Format View Help
<html>
<head>
<title>

ITC LAB @3

</title>
</head>

<body>

Enrollemnt:01-222343-001<br>

Student<br>

Department of Electrical Engineering<br>
Bahria University Islamabad<br>

</body>

</html>

Figure: 3.8 Inserting Line Break

» After making the changes, save the index.html file and open it using a browser. The
browser should display the page with proper line breaks as shown in the figure below.
You will see that all the text is not on the same line any more.

[/ < | 5 1mcLaB o3 X |+ v
O m

Enrollemnt:01-222343-001

Student

Department of Electrical Engineering
Bahria University Islamabad

Figure: 3.9 Inserting Line Break Display
 If you see the browser display as above, save the index.html file on the Desktop to the
folder ITCLab3 as Linebreak.html.
S. Insert a paragraph
 In the figure above, all the text is in a single paragraph (although separated by line

breaks). To start a new paragraph, the HTML tag <p> should be used. The tag <p> is
used to mark the start of a paragraph, and the end of paragraph is marked by </p>.
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» To observe how a paragraph is formatted in HTML, open the index.html file on the
Desktop. Make the changes highlighted in the following figure and then save the file.

|index - Notepad

File Edit Format View Help
<html>
<head>
<title>

ITC LAB @3

</title>
</head>

<body>

<p>
Enrollemnt:01-222343-001<br>
</p>

<p>
Student<br>

Department of Electrical Engineering<br>
Bahria University Islamabad<br>

r/p>

</body>

</html>

Figure: 3.10 Inserting Paragraph
» Open the index.html file on the Desktop (modified with the changes highlighted
above) with a browser. You will see now that the web page is composed of two

paragraphs. The second paragraph also has line breaks within the paragraph. The
browser display should look like the following.

B 4|8 mcLaso3 B3 1mcLaB 03 X [
O m

Enrollemnt:01-222343-001

Student
Department of Electrical Engineering
Bahria University Islamabad

Figure: 3.11 Inserting Paragraph Display
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» If you see the browser display as above, save the index.html page on the Desktop to
the ITCLab3 folder and name it as Paragraph.html.

6. Inserting headings

In the index.html file on the Desktop, currently no text is highlighted as a heading. If certain
text is to be a heading, the HTML tags <h1></h1>, <h2></h2>, <h3></h3>, <h4></h4> (and
so on) may be used. The tag <A/> is used for bigger sized heading with the heading size
decreasing for <h2> <h3> and so on.

Open the index.html file on the Desktop and make the changes highlighted in the following
figure. The first paragraph is highlighted using the <A1> tags.

File Edit Format View Help
<html>
<head>
<title>

ITC LAB @3

</title>
</head>

<body>

<p>

<h1>
Enrollemnt:01-222343-001<br>
</h1l>

</p>

<p>
Student<br>

Department of Electrical Engineering<br>
<h2>

Bahria University Islamabad<br>

</h2>

|

</p>

</body>
</html>

Figure: 3.12 Inserting Headings
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» After making the changes in the index.html file on the Desktop as shown above, save
the file. Open the file now with a browser. The browser display should look like the
following. You will note that the first paragraph now highlighted as a heading with a
large sized font.

e «EIIEITCLABos ><|+ ~

O i ©,
Enrollemnt:01-222343-001
Student

Department of Electrical Engineering

Bahria University Islamabad

Figure: 3.13 Inserting Headings Display

7. Inserting a hyperlink

We will now add a hyperlink on the index.html file. Open the index.html file on the Desktop and
make the change highlighted in the following figure.

| index - Notepad

File Edit Format View Help

<html>

<head>

<title>

ITC LAB ©3

</title>

</head>

<body>

<p>

<h1l>
Enrollemnt:01-222343-001<br>
</h1>

</p>

<p>

Student<br>

Department of Electrical Engineering<br>
<h2>

Bahria University Islamabad<br>
</h2>

</p>

<a href="https://bahria.edu.pk/">

BU Website

</a><br>

<a href:"http://www.bahria.edu.pk/buic/ee/">
BUIC-EE-Webpage

</a><br>

</body>
</html>

Figure: 3.14 Inserting Hyperlink
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» Save the file after making the change highlighted above. Open the file using a
browser. You should see that the browser display is similar to as shown below. You
will observe that a hyperlink to the specified URL is now added. Click on the URL

and note where the target of the hyperlink.

» If the browser display is similar to as shown above, save the index.html file on the

Desktop to the folder ITCLab3 as Hyperlink.html.

«E|EITCLA803 B mc LAB 03 X [+ v
- O @

Enrollemnt:01-222343-001

Student

Department of Electrical Engineering

Bahria University Islamabad

BU Website
BUIC-EE-Webpage

Figure: 3.15 Inserting Hyperlink Display

Bahria University - Offici: X )/ [ BUIC - Department of El- X

C  ® Not secure | www.bahria.edu.pk/buic/ee

&, Department of

s L b ’A‘

D Electrical Engineering

Islamabad Campus

> AKAS T :{ EE-HOME ¥ | ABOUT US ¥ | PROGRAMS ¥ | FACULTY ¥ | RESEARC

Figure: 3.16 Links added
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& Bahria University — Offici. x { [§ BUIC - Department of Elc X

< C' | @ Secure | https://bahria.edu.pk

SCHOLARSHIPS LIBRARIES | JOBS

:e":u:f",*‘ Bahria UniverSity Search

@ Discovering Knowledge

PIPRSERNFgEY HOME v | ABOUT US ¥ | DIRECTORATES ¥ | CAMPUSES ¥ | ACADEMICS ¥ [ ADMISSIONS ¥ | RESEA

Figure: 3.17 Links added

8. Making text italic, underlined, or bold

We will now see how a text can be italicized, underlined, or made bold in HTML. The tags for
these tasks are, respectively, <i></i>, <u></u> and <b></b>.

» Italicizing: To italicize a body of text, it must be enclosed in <i> </i> tags. To
demonstrate this, open the index.html file on the Desktop and make the changes
highlighted in the following figure.

_|index - Notepad

File Edit Format View Help
<html>

<head>

<title>

ITC LAB ©3

</title>

</head>

<body>

<i>Department of Electrical Engineering</i><br>
<h2>

Bahria University Islamabad<br>

</h2>

</p>

<a href="https://bahria.edu.pk/">

BU Website

</a><br>

<a href="http://www.bahria.edu.pk/buic/ee/">
BUIC-EE-Webpage

</a><br>

Figure: 3.18 Inserting text italic, underline or bold
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» After making the changes shown above, save the file and then open in using a
browser. You will observe that the text between the <;> and </i> tags is italicized. If
the browser display is as shown below, save the index.html file in the ITClab2 folder
as ItalicsAndUnderline.html.

<—S|E|TCLABO3 ><|—|— ~

O i) @
Enrollemant:01-222343-001
Student

Departmernt of Electrical Engineering

Bahria University Islamabad

BU Website
BUIC-EE-Webpage

Figure: 3.19 Inserting text italic, underline or bold Display

9. Inserting a table and an image

To create a table, add <table> </table> tags.

Add <tbody> </tbody> tags to create body of a table.
To insert columns, add <td> </td> tags.

To insert rows, add <tr> </tr> tags.

To insert an image in an HTML page, <img> tag is used.

We will now demonstrate how an image is added to an HTML page. Modify the index.html
page on the Desktop to as shown below and save the file.

* The HTML page will include the file taimur.jpg as an image. For this to work,
taimur.jpg should be in the same folder as the index.html file. Download the
taimur.jpg file from the course website and place on the Desktop. With the image file
also on the Desktop, open
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| index - Notepad

File Edit Format View Help

<html>

<head>

<title>

ITC LAB ©3

</title></head><body>

<table border="1">

<tbody>

<tr><td><p><hl><u>

Enrollemnt:01-222343-001
</u><br></hl></p><p><b>

Student

</b><br><i>

Department of Electrical Engineering</i><br>
<h2>

Bahria University Islamabad<br>

</h2></p>

<a href="https://bahria.edu.pk/">

BU Website

</a><br>

<a href="http://www.bahria.edu.pk/buic/ee/">
BUIC-EE-Webpage

</td><td>

<img src="bahria.jpg" height="150" width="150">
</a><br><td><tr></tbody>k/table>

</body>

</html>

Figure: 3.20 Inserting table and image

» The index.html file using a browser. You should be able to see the image as part of the
web page displayed in the browser

= ElElTCLAB03 B3 1TCc LAB 03 > |+ ~
(& Y ©)
Enrollemnt:01-222343-001
s UNIV.
Qg> . R
Student - G RR I IR

| Departmernt of Electrical Engineerirng

Bahria University Islamabad

r = st x
BU Website m

BUIC-EE-Webpage

Figure: 3.21 Inserting table and image Display
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EXPERIMENT 02

Basics of Microsoft Office Word

Objectives

To become familiar with word processing and enable students to use the various tools in MS Word

effectively to perform common word processing tasks quickly.

Equipment /tool Used
» Computer with any version of windows installed

» MS Office (MS Word)
Background

Explore Window

Following is the basic window which you get when you start word application. Let us understand

various important parts of this window.

Quick Access toolbar

= Title bar
File tab i Ruler
Ribbon J Help
! l |
— 1
:w[ = Documentl - Microsoft Word — L= %
Home Insert Page Layout References Mailings Revie ev Add-Ins =S @
—“ £ Calibri (Body) - 11 - = "_ZE_' ‘E' A 24
- B 7 U -abe x, 3’ | %, |HEIE = BE- | (= = -
Paste o — S yles diting
- 7 - W7 - A - Aa-| A A |Pmlwe | - 21| T ~ -
Clipboard - Font Paragra 1
—3 S = = v o
el > i 2 i 5 i 6 i - 9 i -
- i =3 = 3 -
' ‘ o
)|~ | Dialog Box Launcher
& A
- -
- =
o
£ 2
4 >
Page:1 of 1 |paWords:0 | §5 | English (U.S) | | SEE = = 120% (&) B
¥ L | } { e
View buttons Zoom control

Status bar Document area

Figure: 4.1 Overview MS WORD
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Backstage View

The Backstage view has been introduced in Word 2010 and acts as the central place for
managing your documents. The backstage view helps in creating new documents, saving and
opening documents, printing and sharing documents, and so on.

Review Tab

File tab
r ~
g = Documentl - Microsoft Word Igiwi@ﬁ
Home Insert Page Layout References Mailings Review View Add-Ins @
=l Save -
= Recent Documents Recent Places
& saveas
. 7| 42375_Ku... -~ 2 Desktop 2
& Open L‘ﬂ ] Desktop < bl C:\Users\zara
[ Close Iﬁ] I- ‘EraTcker.“ @ = " "IT’?_I;‘;U-EO:‘:‘)S
l CAT-Trac — C:\Users\zara\...
o (w] word tuto... . ™  Assembly
A < C:\Users\Books
My Docu. — C:\Users\Bocks..
@3 Wokom. 5 st .
Desktop 4 C:\Users\Books.. : =
hew (w] Work Ord... o 2 T-Tracker
Desktop CA\T-Tracker
Print
(wh java.odt
Save & Send Desktop
@ chll_Proc...
Help I Desktop\f =
[23 Add-Ins ~ =23
| Quickly access
] Options this number of =
n

Figure: 4.2 Backstage View

The easiest way to correct spelling mistakes is to right click any word that has a red wavy

underline

Dear Sir or Madam,

It has come to my attention that our local ggb,g;}g

libary. While it is true that no new books have bg

recently raised in a local raffle. This i1s nearly en
think that your decicion is a little premature?

Yours truly

Mr Irate

Figure: 4.3 R

B 7

‘has decided to close down our one and only

counsel
council
counsels
Ignore
Ignore All
Add to Dictionary
AutoCorrect
Language
‘? Spelling...
& Llook Up..

=2l

([ Paste

u not

eview Tab
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To check more than one word at a time, you can bring up the Spelling and Grammar dialogue box.
To see it, click on the Review tab at the top of Word. On the Review tab, locate the Proofing
section. Then click Spelling & Grammar:

Heee st Referere sarg on  Aseim @
a4 by T3 Fout thew Man . e e ) hencu
o F BEEmuw 5 i & )
‘ ) Show Matsg ) et
. s v rong Pave - .
mposed text 10 make sure B Bere are oo mistaket The Spebng and Grasunar u placed o Be Rewew tab withn the Proofng prowp wiach B
also 2omes the weed coum, theswunss and research ooz The Spelng and Grammar cption o 5o placed w the Status Bar avhuch i the bar &
e ot bottom of the Micresoll Weed 2010 documners I there 1 atick showmg thes means St hhere 1 00 prooling emrer and your teat 1 Fee
{ ervers W there we somon ersors then there il be ared cross and you cae comrest e emmors by chckng on the red crogs. Also the proof emree
words o sestences woud be underined with ared colowr and you can smply ngle ciek on 2 to comrect
Status Bar — Spelling Checker
/ learningcomputer.com
| .
Page 9 a19 | Wosds 1865 | (D Engae L) @ 300N (- +)

Figure: 4.4 Spelli‘ﬁg and Grammar

Word count provides the statistics that how many pages, lines and paragraphs etc. are in our
document

Word Count . M

Statistics:
Pages 11
Words 1,240
Characters (no spaces) 5,832
Characters (with spaces) 7,156
Paragraphs 73
Lines 187

[¥] Indude textboxes, footnotes and endnotes

.

Figure: 4.5 Word Count

Another way To know the current word count of a document, open the document and right click
on the status bar at the bottom of the Word window. The context menu which comes up will
have an entry named “Word Count” which will tell you the current word count.
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Word Count 527
[‘{_ Spelling and Grammar Check Errors
| _\L Language
I i Signatures Off
ii Information Management Policy Off
!7 Permissions Off
Track Changes on
Caps Lock off
Overtype Insert
Selection Mode
Macro Recording Mot Recording
! i View Shortcuts
[ L/_ Zoom 100%
i_\/‘ Zoom Slider

Figure: 4.6 Alternate for Word Count

Using “Language” tab one can change the language.

To insert a comment first select the text then go to “New Comment” on “Comments” group in
“Review” tab. Click on “New Comment” and a new comment will be inserted. You can also
move to next or previous comments and can also delete the comments using this “comments”

group.

To insert a comment in a document, highlight the area of text where you want to comment on.
Click the Review tab on the Ribbon then click New Comment

'&%&s Q;ﬂ;%’:‘;j | [N}

Spelling & .. | Language New Tracking  Accept Compare Protect Linked
Grammar {23 M Comment 24 = - P = = Notes
Proofing Comments Changes Compare OneNote

H9-0o&0 =

-all look of your document.

i, footers, lists, cover pages, and otherdocument

Jictures} _C_l’)@[‘t_s_,_ (_)_T_q [ex_g_rva_rns_,_g_r_\g/y'e_xl_s_q coo [c_i |_r] ?§g _________ - [ Comment [m1]: Typosand grammar errors that
ange the formatting of selected textin the document needhxedbelon the desdling

1e Quick Styles gallery on the Home tab. You can also

ne Home tab. Most controls offera choice of using

hat you specify directly. To change the overall look

1the Page Layouttab. To change the looks available

uick Style Set command. Both the Themes gallery] . z —[Comnent [m2]: Show the Themasin the ]
is so that you can always restore the look of your Powethomtbisehmtorn a well

template. On the Inserttab, the galleries include

-all look of your document. You can use these

2r pages, and other document building blocks.

r also coordinate with fyour current document look:] __—{Comment [m3]: Chanze the wordine = bit
<t in the document text by choosing a look for the

Figure: 4.7 Comment
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Tracking Group:

With this feature of tracking, you can track and view all changes that are made to the document.
1. While in the document, On the Review tab, under the Tracking group, click Track
Changes.

YJu 1npune gre. " VVEDITISLET VWUTIU A t‘.' AIdIyLICs oet

Documentl (Autosaved) - Microsoft Word (Trial)

ayout References Mailings View
i . |

New - A
ymment #| Reviewing Pane ~

Comments WEE (frack Changes ) ke [T
scument Recove Change Tracking Options...

ford has recovere Change User Name...

1€ ONES YOU WiSh cerveepn

wailable filec ‘
Figure: 4.8 Track changes

1. On the Review tab, in the Changes section, click the Next button to move to the next change.

2. Click the Accept or Reject button to accept the change or reject the change and move to the
next change.

3. Keep going until you’ve responded to all the changes.

In “Compare” group there is an option to compare two different documents. This option is
usually used to find out the similarity between two different documents

Original document Revised document
: =] & =] &
Label changes with Label changes with
e |
Comparison settings
Insertions and deletions [ Tables :
[¥] Moves [T] Headers and footers
[¥] comments [ Footnotes and endnotes
[T Formatting [¥] Textboxes
|| case changes [¥] Fields
[¥] white space
Show changes
Show changes at: Show changes in:
() Character level () Original document
@ Word level (") Revised document
© New document l

Figure: 4.9 Compare Documents
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After browsing the paths for original and revised documents click” ok”. A new document will be
opened that will highlight the changes present in the both documents.

View Tab

View tab is used to change the document views. Go through each view and observe the changes
that each view brings.

Quick Access Toolbar:

With MS Word 2010 there is also Quick Access Toolbar which has a save, undo Repeat Typing
button and Customize Quick Access drop down list. Within the list there are New, Open, Save,
E-mail, Quick Print, Print Preview and Print, Spelling & Grammar, Undo, and Redo, Draw
Table, Open Recent File icons. You can also choose to show the Quick Access Toolbar below
the Ribbon by choosing Show below the Ribbon selection and you can also customize further
with the More Commands button and make Microsoft Word 2010 suitable to your preferences
and needs. In such a manner Quick Access Toolbar of MS Word lets you performance routine
tasks much faster. The Microsoft Word 2010 Quick Access toolbar and its functionality are
shown below

W 9 = Microsoft Office 2010 - Microsoft
Home | Customize Quick AccessToolbar 0 Mailings Review View Add-Ins
e New
1 BoA" | Axr | & =~ = EsE (4L 0 -
=) Open | Vlss = il AaBbCcD¢
5 Add to Quick Access Toolbar - T,
Paste < ¥ . A IEsE Az Dy ¥ "
o Format ac EE=E b= <. REEE Normal
A E-mail
Quick Print

' [~z 1004001964 10 6 4,0 v F b 1 Bw 16 ge 108 1 4 | 412 161351 »14
| Print Preview and Print = = = = = = = _ _

Spelling & Grammar
12010 Ribbon, which 15 the place where the toolbar contents are
equently used icons of Microsoft Word 2010, There are the File,
ibs in the Ribbon. Each tab also has several groups to organize ar
bard, Font, Paragraph, Styles and Editing groups. Insert tab has I
: Page Layout Tab homes the Themes, Page Setup, Page Backgro
inces tab which consists of Table of Contents, Footnotes, Citatior
% tab is absolutely perfect for those who are working on a research
z Review, Mailings and View are also other three handy tabs of Microsoft Word that h
- actually avallable with the Microsoft Word 2010 to help you complete your composut

v | Undo

v | Redo
Draw Table
Open Recent File

More Commands

Show Below the Ribbon

With Microsoft word 2010 there are also Quick Access Toolbar which has a save, un
down list. Within the list there are New, Open, Save, E-mail, Quick Print, Print Prewi
Table, Open Recent File icons. You can also choose to show the Quick Access Toolt
selection and you can also custornize further with the More Commands button and m

needs. learningcomputer.com

Figure: 4.10 View Tab

Tasks:

Formatting Text

A computer is a device that accepts information (in the form of digitalized data) and manipulates it
for some result based on a program or sequence of instructions on how the data is to be

processed. Complex computers also include the means for storing data (including the program,
which is also a form of data) for some necessary duration. A program may be invariable and built
into the computer (and called logic circuitry as it is on microprocessors) or different programs may
be provided to the computer (loaded into its storage and then started by an administrator or user).
Today's computers have both kinds of programming.
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EXPERIMENT 03

References and Mailing tabs of MS Office Word

Objectives

To become familiar with word processing and enable students to use the various tools in MS
Word effectively to perform common word processing tasks quickly.

Equipment /tool Used
» Computer with any version of windows installed
* MS Office (MS Word)

Background
Reference Tab

This tab provides the quick way to create table of contents, update it, enter citations or

references, choose any writing styles and footnotes etc. For generating the table of contents first
selects the text from the document to appear in it. After selecting the text, make it a heading from
“Styles” group in home tab. After making different headings, go to “Table of Contents” option in
“Table of Contents” group of “Reference” tab and select any one format.

Home Insert Page Layout References Mailir

[S Add Text ~ ,[}‘]Insen Endnote j
= |[2? update Table AB) Next Footnote ~ =/
Table of Insert Insert
Contents ~ Footnote Citation v

Built-In
Automatic Table 1

Contents

Hending N st R S S LRy
17 = ST s SN i S oA A SN e DRSS M S OB B KL
Heading 3 ... i 1

Automatic Table 2

Table of Contents
LV TLTS P— LA i i s ey
L o e T e S o e Lo P A LR S L |
Heading 3 1

Manual Table

Table of Contents
Type chapter title (level 1)...........
Type chapter title (level 2)

A w o N o

Type chapter title {level 3)........

£ More Table of Contents from Office.com
E] InsertTable of Contents...

=)

E% Remove Table of Contents

Figure: 5.1 Table of Contents
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In “Footnotes™ group there is an option to add footnotes and endnotes. Footnotes and endnotes
are an easy way to add or provide the reader with supplementary information and that
information will appear at the end of the page.

To insert a footnote or endnote, navigate to Footnotes section. To insert a footnote, click the
menu option with text as AB1Insert (Placeholderl) Footnote

Page Layout References

[}y Insert Endnote

ﬁg Mext Footnote =
Insert
Footnote C

Footnotes

Figure: 5.2 Footnotes
Similarly, to insert an endnote, click the Insert Endnote menu option.

Page Layout References

4__[';'] Insert Endnote
A§ Next Footnote ~
=| Show Notes

Footnotes
Figure: 5.3 Endnotes

The keyboard shortcuts for inserting a Footnote are Alt + Ctrl + F for inserting an Endnote is
Alt+ Ctrl + D
Similarly, citations and bibliography can be inserted from “Citations and Bibliography” group.

The writing styles can also be changes from here as citations depend upon it. In technical writing
we have many different styles of writing that can be select from this group of “Reference” tab.
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t Page Layout References Mailings Review View Format

1 ,,1.;] Insert Endnote j 9 Manage Sources i A et IanIEof FipuRes — L :

AB Next Footnote ~ =/ (@ Style: APA Fiftt ~
Insert Insert R Insert Mark
Footnote Shc e Citation ~ @ Bibliography ~ Caption [ Cross-reference Entry
Footnotes . Citations & Bibliography Captions

Create Source -2

Type of Source [EEE0 B
Bibliography Fields for APA Fifth Edition

Author

[ corporate Author

Title

Year

City

Publisher

[T7] show Al Bibliography Fields
Tag name
Placeholder 1 OK | [ Cancel

Figure: 5.4 Create Source

In “Captions” group, one can give captions to the figures and hence can create the table of
figures in the same manner as table of content were created.

] g Manage Sources “"'j iz Insert Table of Figures j =] Insert Index <
> == — | ’
v U, Style: APA Fiftt ~ I¥ Update Tabie ¥ Update - .
B Insert Mark r
on - BBj Bibliography ~ Caption U] Cross-reference Entry Ci
tations & Bibliography Captions Index Table
Table of Figures [
Index I TJable of Contents | | Table of Figures : | Table of Authorities
Print Preview Web Preview
Figure 1: TeXto e iiiceeccceeaes a1 - Figure 1: Text -
L8 (|
BRSSP RO, oo oo a e o e e e A S A A 3 Figure 2: Text
Figure3:Text:srarmnnaas s Figure 3: Text
Ficure 4: Text z -~ Figure 4: Text -
[#] sShow page numbers [#] Use hyperlinks instead of page numbers

[¥7] Right align page numbers

Tab leader: | ....... [Z]

General
Formats: From template E]
Caption label: Figure E]
|+ | Indude label and number
[ Options... ] [ Modify... I
| OK | [ Cancel ]

Figure: 5.5 Table of Figures

Mailing Tab

We can create, and print envelops and labels using this tab. “Start mail merge” are used to create
a form letter which one uses for printing and sending purpose. We can select the recipient also.
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Home Insert Page Layout References Mailings Review View

. = 5 ==
=i _J =1 Lg®
Envelopes Labels | Start Mail Select
Merge ~ Recipients ~

Create Start Mail Merge Write & Insert Fields ‘ Preview Results Finish
Figure: 5.6 Mailing Tab
Insert Tab
Click the Insert tab and click Table button. This will display a simple grid shown below. When

you move your mouse over the grid cells, it makes a table in the table which appears in the
document. You can make your table having desired number of rows and columns

Insert Page Layout Refer

Tabie Picture Clip Shapes Sma

- Art .

4x7 Table

L N O |

1 I | [ | [
N O

[ N O |

1] | | O [ O [

o N | O
N O |

N I

= Insert Table...

__‘/ Draw Table

_{g] Excel Spreadsheet

=1 Quick Tables >

Figure: 5.7 Insert Tab

Click the square representing the lower-right corner of your table, which will create actual table in
your document and word goes in table design mode giving lots of options to work with table as
shown below.

Home Insert Page Layout References Mailings Review View Design Layout

[¥] Header Row

V| First Column

) Shading

: T | e == == sadng Ml Bl
[7] Total Row [[] Last Column Sl s e ———_- ZZ--C |v|[#Borders|y| | %pt - B
e (= EEEEE| o i e e el o Draw Eraser
[¥] Banded Rows [C]] Banded Columns 2 &Z Pen Color ~ Table
Table Style Options Draw Borders
Document Recovery (] { ! 2 B[+ 3 v o [EE vt SE 1 6 AT

Word has recovered the following files. Save
the ones you wish to keep.

Available files

i B K ErT

e

>

Figure: 5.8 Designs

Following are the simple steps to “delete” an existing table from a word document.
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Delete Table option

b

Delete Table

Layout tab
Delete Table Button |
|
r - . o) B
Wld 90 = Document] - Microsoft Word =l G
m Home Inse Page Layout References Mailings Review View Add-Ins Design Layout (A 0
W] Select ~ %] ot 2% é Insert Below { :‘ | 048 em ji - o
e Cdmes] mmd S JPlinsert Lett dsomcens Sisreem o T s
#F Delete Cells Insert X i Alignment Data
Above o Insert Right =53 Spiit Table o AutoFit ~ v .
i Deicte Columns ks : oll Size
{
i —_— s S — — SR i Be——
=8 Delete Rows T4 51§ 7Tl ] 12+ 1 13 1 - 34 + HES IS

- S |/ { E S S |
|k >
¢ 2
< O :
¥
‘. 4 » |
| Page:1of1 | Words 3 G English (UX) | Insert | HEE 3 m 100% (- +

Figure: 5.9 Layout

Step (1): Click anywhere in the table you want to delete.

Step (2): Click the Layout tab and click Delete Table option under the Delete Table Button to

delete complete table from the document along with its content.

Following are the simple steps to “add formula” in a table cell available in word document.
Step (1): Consider the following table where we will have total of the rows. Click in a cell that

should contain the sum of rows.
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Formula Button

Layout tab
¢ 3 '
W od - B Documentl - Microsoft Word ——
¢ Selea By o et Be iJomion T R MM A A | Repem
| Ve Covgme Lo ] ort Left Wl S Co 3o -0 memw — A 1 .
3 > = ; e A0 s ' 3 = ; : y
- o g e Bagra - ~tofn oo = et Marg o
- !
|
| Empiloyee [ Jan Salary | Feb Salary I Total
} + + +
Hennery | 20000 22000
John | 19000 20000
Arul | 17000 18000
= A
2
.
. »
Pagelofl | Wownls | 0  Engtanh Rk nie P L16% .
. »

Column to have sum

Figure: 5.10 Formula Button

Following are the simple steps to “add an existing picture” in your word document. It is
assumed that you already have a picture available on your PC before you add this picture in your
word document.

Step (1): Click in your document where you want to add a picture.

Step (2): Click the Insert tab and then click Picture option available in illustrations group,
which will display Insert Picture dialog box.
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Picture Option

I Insert tab

Insert Picture Dialog Box

w ] Documentl - Mpcrosoft Word
|| 658 B @ Y I Qutcc it = W= | | gy
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Page: S 3 Words: 63¢ J | :
l = =21

Location to Insert the Picture

Insert Picture Button

Figure: 5.11 Insert Picture Dialogue Box

Similarly, you can insert Clip Art, Shapes, and Charts etc.

Task

1. Create the following structure in MS Word

Title First Last Department Mail Box  Training Date

Ms. Sally Nelson Personnel Box 7 Friday, August22, 2003

Dr. Miguel Puentes Payroll Box 1 Thursday, September 4, 2003
Mr. Robert Seiman Purchasing Box 11 Tuesday. September 3, 2003
Ms Nikole Roth Bookkeeping Box 3 Thursday, September 4, 2003
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EXPERIMENT 04
Fundamentals of MS Office PowerPoint

Objectives

» To become familiar with the basics of making presentations using MS PowerPoint
» To become familiar with the basics of good presentation design

Equipment /tool Used
» Computer with any version of windows installed
» MS Office (MS Power Point)

Background
Microsoft Power Point

Microsoft PowerPoint is a software product used to perform computer-based presentations.
There are various circumstances in which a presentation is made: teaching a class, introducing a
product to sell, explaining an organizational structure, etc.

Home Tab

To begin Microsoft PowerPoint, go to Start Menu > All Programs > Microsoft Office >
Microsoft PowerPoint 2010. Select PowerPoint Presentation from the Project Gallery if a blank
document does not open.

The Design Ribbon toolbar contains several categories for formatting the design and elements of
your presentation. These include: Home, Insert, Design, Transitions, Animations, Slide Show,
Review and View. The brief introduction of these tabs is;

» The Home bar: This has features that allow you to edit Slides, Fonts, Paragraph, Drawing

and Editing.

* The Insert bar: This has features that allow you to add Tables, Images, Illustrations,

Links, WordArt, and Media Clips.

» The Design bar: This allows you to edit how your presentation will look. It includes

features such as Page Setup, Themes, and Background Styles.

» The Transitions bar: This allows you to edit Slide Transitions, Effects, and Transition
Timing. The Animations bar: This allows you to add custom animations to your
presentation. You can select from Preview, Animations, Advance Animation, and
Animation timing.

The Slide Show bar: This has features that allow you to select how your presentation will
be displayed. From here, you can start your Slide Show, Set Up your Slide Show, and
Adjust Monitor Settings.

» The Review bar: This allows you to Proofread, Translate Languages, Comment Slides,

and Compare your Presentation.
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» The View bar: This has features that allow you to set the View of your Presentation,
Create Master Views, Show/Hide Features, Zoom, Switch from Color to Grayscale,
Adjust Windows, and Add Macros.

Creating a new slide

1. To create a new slide where you can add content, click the Home tab and select New Slide.

2. Clicking the bottom half of New Slide will give you different new slide options.

[ ‘_:I Layout ~ = | A
=) A A
55| Reset
New B 7 U S abe &Y
Slide v | - Section -

Office Theme

Section Header

Two Content Comparison Title Only

o

Blank Content with Picture with
Caption Caption
Duplicate Selected Slides

Slides from Outline...

b [

Reuse Slides...

Figure: 6.1 New Slide

Slide types or layouts include -
* title slides
« title and content slides
« comparison slides
 two content
* picture with caption slides
* and more

These layouts of slides will define the appearance of the slide and the way one can put data into
the slides. The layout of the slides can also be change after they are inserted. In Slides group,
there is a drop-down menu named as “Layout”. By clicking on layout tab and selecting a layout
style, the style of current slide can be changed.
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Title Slide Title and Content Section Header
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Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

Figure: 6.2 Layout

In this tab there is option to cut copy and paste the text. These options are available in
“clipboard” group of Home Tab. Shortcut keys for copy, cut and paste commands are Ctrl+c,
Ctrl+x and Ctrl+v respectively.

Font group allows you to change the font of the text, size, and case etc. of the text. Select the text

first then perform any operation.

Calibri (Body) ~ 32 ~ A A | &

Bfgsmﬂvﬂav A~

ot

Figure: 6.3 Fonts

In order to change the case of text, select the text you want to change then go to Font group of
Home Tab and choose an option from drop down list.

AaT The simplest way to change the way your text looks is to use Bold, Italics, Underline
button on the formatting tool bar. To apply these, just click the button you want your text to be
formatted into. Formatting text involves Underline, Bold, Italic, and Text in different Fonts, Text in
different font sizes, and text in different colors.

Similarly, you can change the text color, outline and appearance etc.

You can make the lists by using bullets, numbering and multilevel list in the “Paragraph Group”.
1. Select the paragraphs you want to format

2. Click the Home tab on the Ribbon and click the Bullets or Numbering button in the
paragraph group

Click the list arrow on each button to apply a different style of bullets or numbering
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| Numbering Library

1 1
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» Define New Number Format
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Figure: 6.4 Bullets

Multileveled lists apply different bullets or numbering to the different levels of a list.
1. Select the paragraphs you want to format

2. Click the Home tab on the Ribbon and click the list arrow on the Multilevel List button in the
paragraph group

=

Current List
1

a
Il

List Library
1) 1
None o "
U] 1114
L4 Article | 1
> Section 1.01 11
(®) 111 a2
| Chapter 1+
A MHe
1
List Styles
a) a)

0 )]

Ine New Multilevel List

Define New List Style

Figure: 6.5 Styles of Bullets

1. Select the style you want to use

2. Change the level of the items in the list by using the Tab key to increase the indent, and by
pressing Shift + Tab keys to decrease the indent
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Similarly, text indentation is also done using this “Paragraph” group.

- —
G— ¥ =— ¥

. —

= A=, “ﬁ Text Direction ~
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(=] Align Text ~

£ Convert to SmartArt ~
Paragraph

Figure: 6.6 Paragraph

Line and Paragraph Spacing

1. On the home tab of the ribbon, look for the paragraph group. Then click on the Line Spacing
button, as shown in the image below.

s—_ |Ii} Text Direction ~
=T,
=] Align Text ~

v

I2) Convert to SmartArt ~
Paragraph

Figure: 6.7 Line and Paragraph Spacing

Select your desired line spacing. From this menu you can select to have your line spacing set to 1,
1.15,15,2,250r3.
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4
w
[
4
na
("l
nvi
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=sl=== =V 10
1.5
Fan
20
2.5
3.0

Line Spacing Options...

Figure: 6.8 Line and Paragraph Spacing

Text direction can also be changed.

+ Select the test whose direction is to be changed
» Go to Home tab then in Paragraph group

 Select Text Direction and choose one option from the listed options
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Figure: 6.9 Text Direction

After selecting from Text Direction, the text’s direction will be changed on slide
To change the alignment of text within the text box, follow the following steps;

* Select the text. Go to Home tab then in “Paragraph” group.

* Click on “Align Text” option. Select any one option.

b= “ﬁ Text Direction ~
=

B
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"

=] Align Text v

K

Paragrapl| Top

Viddle

‘ il ’ Il
|3

= Bottom

_:_I More Options...
Figure: 6.10 Align Text

Simple plain text can be converted into SmartArt.

Select the text. Go to “Home” tab.

Go to “Paragraph” group and select the “convert to SmartArt” option.
PowerPoint will list different types of SmartArt graphics.

SmartArt shape and selecting Convert to Text.

you made to the text on the slide when you convert the text to a SmartArt graphic.

You can convert your SmartArt graphic back to text by right-clicking the graphic or

You will lose some text customizations, such as changes to the text color or font size that
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 After you select a layout for a SmartArt graphic, the text in your slides is automatically
put in shapes and arranged based on the layout that you chose. You can then customize
the SmartArt graphic by changing its color or by adding a SmartArt style to it.

You can change the colors applied to the shapes in your SmartArt graphic. The different color
combinations are all derived from the theme colors of your presentation.
1. Click the SmartArt graphic.

2. Under SmartArt Tools, on the Design tab, in the SmartArt Styles group, click Change
Colors.

[ SmartArtd ools '
= 2
ew | Design Format

v _
C |l ..
.

Change i

C-:;!ors%
SmartArt Styles

o Figure: 6.11 Smart Art Styles o

If you don't see the SmartArt Tools or Design tabs, make sure that you've selected a SmartArt
graphic. You may have to double-click the SmartArt graphic to select it and open the Design tab.

3. Click the color variation that you want.

The figure shown below states the conversion of the text into SmartArt. It shows how the plain
bulleted text is converted into a professional design.

Today’s Agenda

* Current Status

- Successes

~ Areas forimprovement
* Opportunities

- What's the competition doing?

~ How can we improve market share?
* Proposal

-~ Process andtimetable

= Desired results

Today’s Agenda

Figure: 6.12 Smart Art Designs
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“Drawing” Group of home tab is used to create different type of shapes like square etc.

BEN\\NEeG - Ha

ALLDE G-

d.{‘ ~ L J._ :} '\ﬁ{ = ;‘-.rravnge
Drawing

Figure: 6.13 Drawing

Shape outline, color and effects can be changed using the same group in Home Tab.
Find Replace option in editing group:

1. On the “Home” tab of the Ribbon, go to the “Editing” group, and select “Find” ... or use the
shortcut key CTRL+F.

2. Type the word you want to find, and then press enter.

If you want to make a change to a specific word, you want to use the replace functionality. To
replace a word/s in PowerPoint:

1. Go to the “Editing” group, and select “Replace”, or use the shortcut key CTRL+H
2. In the “Find what” text box, type the word you want to find
3. In the “Replace with” text box, type the word that you want to replace the original word with

4. To replace words one at a time, click “Replace”, if you want to replace every occurrence of the
word in the document, click “Replace All”

% &4 Find ~

2c Replace
Change
St},‘lesv pﬁ Select

Editing
Figure: 6.14 Editing

Insert Tab

First group in insert tab is “Tables”. On selecting the “table”, different option will appear from
where rows and columns can be selected.

* Click on the arrow underneath Table. This will open up a new box with several options
for creating a table.

« If you select the Insert Table option, a dialog box will appear where you can enter more
exact specifications for the table.
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Figure: 6.15 Insert Table

Next group is “Images” group. Any picture placed in any directory of the computer can be
accessed using “Picture” option of this group and can be inserted in slides. Similarly Clipart can

also be inserted using this group.

| Home Insert Design

bd B8 o
Picture Clip Screenshot Photo
Art = Album -

Images
Figure: 6.16 Insert Images

It has an option of getting Screenshots. PowerPoint will automatically take the screenshots of
already opened windows and gives the option to select the screenshot and insert in slide.

To create a photo album
* Go to “Images” group of “Insert” tab.

Click on the. It will give an option to create a new album or edit the existing one.
» On clicking the new photo album, the dialogue box is opened
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Picture Options: selection
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Figure: 6.17 Photo Album

On selecting multiple files for aloum, a new presentation will be generated having all those
selected pictures.

Shapes, SmartArt and charts can be inserted using the “Illustrations” group of the “Insert” tab.
Adding Audio / Video to PowerPoint presentation:

1. Click on the Insert tab of the ribbon.

2. Click on the Movie or sound button in the media clip group to insert video or audio in
Presentation.

3. There are different options available for inserting audio or video to PowerPoint slides.

4. If you want to hide the audio file during slide show, select “Automatically” from Play sound
drop down menu and check the Hide during show option in the sound options group

Q)

Zquation S Video | Audio

Sy als < g
Symbols L| & video from File...

Video from Web Site...

Clip Art Video...

Figure: 6.18 Video from file
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Adding Hyperlink:

Select the text or image to link to insert a hyperlink. From right-click menu, click Hyperlink
option

Copy
Paste Options:

Change Picture...

3, Bringto Front | »
23  Send to Back | »

. Hyperlink...

1 & =2 | V& WY y 11 M=

Save as Picture...

Figure: 6.19 Hyperlink

This will bring up Insert Hyperlink dialog, from left side bar, select place in This Document, from
center pane, select a slide to create link with and click OK.

Insert Hyperlink [ E S
Link to: Text to display: Selectic Document ' SaeenTiR... .
|9) Select a plage in this document: Shide preview:
Existing Fie or Next Skde -

- Side Titles

%] 1. Siide 1 P
Place in This . What’s New In Office 20| _ 2
Document . New Features in PowerP|=
— W3 A

2

3

4. New Features in Outiook

5. New Features in Access .
Create New 6. New Features in Word 21 O

Document

8 Vtsual Summary -

« 1] ! »

E-mail Address

[ ok | [ cance

Figure: 6.20 Insert Hyperlink

This will insert a hyperlink in a specified slide.
Using “Text” group of “Insert” tab we can insert different text boxes, slide number and word art
etc.

A 4dEEHaeE T

Text Header WordArt Date Slide Object Equation
Box & Footer v & Time Number b

Text
Figure: 6.21 Insert Tab
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EXPERIMENT 05

Introduction to MS Office Excel

Objectives

MS Excel is spreadsheet software in the Microsoft Office Suite. Excel allows you to store
manipulate and analyze data in organized workbooks for home and business tasks

Equipment /tool Used

» Computer with any version of windows installed

* MS Office (MS Excel)
Background
Microsoft Excel is a spreadsheet developed by Microsoft for Windows, macOS, Android and iOS.
It features calculation, graphing tools, pivot tables, and a macro programming language called
Visual Basic for Applications. It has been a very widely applied spreadsheet for these platforms,
especially since version 5 in 1993, and it has replaced Lotus 1-2-3 as the industry standard for
spreadsheets. Excel forms part of Microsoft Office.

Bookl - Excel Taimur Hassan
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Figure: 7.1 Overview

To begin, open Excel 2016

Creating New Blank Workbook
a. At the top-left of your screen, you will see a File Button. Click on that Button and select new
b. Select ‘Blank Workbook’ from the window that appears, and click create
c. A new Excel workbook opens
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Opening an Existing Workbook
a. Go to the File Button menu and click on ‘Open’

b. A window appears with some path set (typically ‘My Documents’). The left-hand side of
the window shows some links that allow you to browse through different folders and
change the path

c. Go to the folder where the workbook you want to open is located, select the workbook
and click open

A. Inside Home tab

a. In the Home tab you will see different sections ‘Clipboard’, ‘Font’, ‘Alignment’,
‘Number’, ‘Styles’, ‘Cells’ and ‘Editing’.

b. Each section has different buttons. When you place mouse pointer over a button for two

seconds, a description of the button appears. Try placing the pointer over different
buttons and read the description of each button.

I. Exploring the Fonts Section

a. Make the text bold by selecting some text and clicking on ‘B’.

b. Italicize the text by selecting some text and clicking on ‘I’

c. Similarly, you can underline by clicking ‘U’, add border to cell. Change the font -type or
the font-size. You can change the color of the text or highlight the text.

d. Inside the Font section, click on the little arrow in the bottom right to explore more
options.

I1. Exploring Alignment section

a. Text Alignment
= You can left align text
= You can right align text
= You can center align you text
= You can top align text
= You can middle align text
= You can bottom align you text
b. You can change text orientation, wrap text and merge & center multiple cells as well

III.  Exploring Alignment section

Explore the use of
‘Increase indent’ button.
‘Decrease indent’ button

IV.  Creating New Sheet

You can create multiple sheets within a single workbook
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B. Page Layout Section
 This tab is majorly used to set the margins, orientation and background of the

spread sheet.
* There is an option “Print Area” in page setup group. By using this option we can

select the area for printing purpose

C. Formula Section
» We can apply different formulas using this tab. Function library group is one of the

mostly used groups

ﬁ\‘ z .v | IE lg v‘ ;‘ “E]DefinerName -

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &  More Name ]
~  Time~ Reference~ Trig~ Functions~ Manager E5 Create from Selection

Function v Used ~ v v
Function Library Defined Names

#:0 Trace Precedents (%4 Show Formulas e [
& s v ulas L’T; 1;;3 [ Calculate Now
ol* Trace Dependents “} Error Checking ~ 2 o
3 S Watch  Calculation EE] Calculate Sheet
1% Remove Arrows ~ aluate F ' Window Options~

Formula Auditing Calculation ~

Figure: 7.3 Toolbox

Use of Basic Statistics
You can use most common statistical metrics.
« Mean — Average ()
+ Sum of points / no. of points
» E.g. you have points, 4, 5, 6 then mean = (4+5+6)/3 =5
« =Average ()
*  Min/Max — minimum or maximum
* Max (4,5,6) =6
* Min (4,5,6) =4
 Standard Deviation — How wide-spread the data is.
» Bigger the spread, higher the standard deviation.
+ Size of dataset also effects value of standard deviation.
If we only have a few numbers ranging between 1 and 10 for example, the standard deviation
will likely be higher than if we have thousands of numbers ranging between 1 and 10. For
example,
Both these sets A and B have an average of 5. But A has a standard deviation of 0.7 while B has
a standard deviation of 4.1. Excel has a simple function to calculate the standard deviation of a

set of points:
=stdev ()
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Insert a linked Excel chart in PowerPoint

You can insert and link a chart from an Excel workbook into your PowerPoint presentation.
When you edit the data in the spreadsheet, the chart on the PowerPoint slide can be easily

updated.
1. To chart your data in a worksheet
a) Make this table in Excel worksheet

Projected
Actual

LRI L

B C

QTR1 QTR2

735 B
84 93

Figure: 7.4 Excel worksheet

b) Select the data that yoy want to chart

A B C
1 QTR1 QTR2
Projected 75 85
Actual 84 99_

Figure: 7.5 Excel worksheet

c) On the Insert tab, in the Charts group, click the chart type that you want to use, and then

click a chart subtype.

Projected

CHART TITLE

m Actual

Figure: 7.6 Chart

To insert a linked Excel chart in PowerPoint

a) Open the Excel workbook that has the chart that you want.

Notes:

* The workbook must be saved before the chart data can be linked in the PowerPoint

file.

* If you move the Excel file to another folder, the link between the chart in the

PowerPoint presentation and the data in the Excel spreadsheet breaks.
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b) Select the chart.
c) On the Home tab, in the Clipboard group, click Copy
d) Open the PowerPoint presentation that you want and select the slide that you want to
insert the chart into.
e) On the Home tab, in the Clipboard group, click the arrow below Paste, and then do one of
the following:
a. If you want the chart to keep its look and appearance from the Excel file,
select Keep Source Formatting & Link Data
b. If you want the chart to use the look and appearance of the PowerPoint
presentation, select Use Destination Theme & Link Data
f) You can edit chart data in PowerPoint or in Excel by pressing Right Click->Edit Data

CHART TITLE

QTR1 QTR2

B Projected M Actual

Figure: 7.7 Charts in PowerPoint

Copying chart as a picture from Excel sheet
» Use the option of Special Paste.

CHART TITLE

W Projected m Actual

<))
(<)}
N
3 ©
o
M

QTR1 QTR2

Figure: 7.8 Charts in PowerPoint Special Paste

Tasks:

1) Sinusoidal Curves: Generate and plot a 101 sampled sine and a cosine wave of 5 Hz
frequency as shown below
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Sinusoidal Curves
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Figure: 7.9
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