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Microsoft Office 2010

Microsoft Office 2010 is a comprehensive system of programs, servers, services, and
solutions, including a dozen desktop productivity programs that you can install on your
computer, and four new online program versions. To meet the varying needs of individuals
and organizations, Microsoft offers five different Office 2010 software suites, each
consisting of a different subset of programs. The following table.identifies the programs
available in each of the software suites.
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Figure 1: Microsoft Office Versions

e Microsoft Word 2010 a word-processing program with which you can quickly and
efficiently author and format documents.

e Microsoft Excel 2010 a spreadsheet program with which you can analyze,
communicates, and manages information.

e Microsoft PowerPoint 2010 a program with which you can develop and present
dynamic, professional-looking slide presentations.

e Microsoft OneNote 2010 a digital notebook program with which you can collect,
organizes, and quickly locates many types of electronic information.
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e Microsoft Outlook 2010 a personal information management program with which
you can manage e-mail, contacts, meetings, tasks, and other communications.

e Microsoft Access 2010 a database program with which you can collect information
and output information for reuse in a variety of formats.

e Microsoft Publisher 2010 a desktop publishing program with which you, can lay out
newsletters, cards, calendars, and other publications.

J Microsoft®

_J 2 Office2010

‘b

Working in the Program Environment

The most common way to start any Office 2010 program is from the Start menu, displayed
when you click the Start buttonfat ithe left end of the Windows Taskbar. On the Start menu,
click All Programs, click theMicrosoft Office folder, and then click the program you want to
start. When you start Microseft Word, Excel, or PowerPoint without opening a specific file,
the program window appears, displaying a new blank document, workbook, or presentation.

Start Menu =ssssmp All programs =) Microsoft office 2010

1 2 3

Start the work <essssss—m Choose the application

S 4

Figure 3: How to Open Microsoft Office Programs
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Microsoft Word 2010:

Aside from actually typing the document, there are a number of tasks that you will perform
most during your usage of Word. These tasks include:

Creating new documents

Opening existing documents

Saving documents

Working with text within documents

Formatting documents

Inserting non-text items

Proofing documents

Printing documents

Closing Documents

Quick Access Toolbar Title bar Ribbon
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e The title bar displays the name of the active document. At the left end of the title bar is the
program icon, which you click to display commands to move, size, and close the program
window. Three buttons at the right end of the title bar serve the same functions in all
Windows programs: You can temporarily hide the program window by clicking the
Minimize button, adjust the size of the window by clicking the Restore Down/Maximize
button, and close the active document or exit the program by clicking the Close button.

o T

hanEmare — = T-'_I_': e

e By default, the Quick Access Toolbar appears to the right of the program®icen at the left
end of the title bar. Each program has a default set of Quick Access Toolbar buttons; most
commonly, the default Quick Access Toolbar displays the Save, Unde, and Redo buttons.
You can change the location of the Quick Access Toolbar and customize it to include any
command to which you want to have easy access.

.f "w’\-\‘\- v

e Below the title bar is the ribbon. All the commands “for working with file content are
available from this central location so that you can Work efficiently with the program.
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e File Menu: This menu will give you access to general options related to the Word file
itself.
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Home Ribbon Menu: The “Home” menu contains general options such as font sizes,

[ J
alignment, and copy/paste. The bulk of your time in the menu system will be spent in this
menu.
E!H 7 0 mentl - Microsoft O‘@'
- @
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The font size and style controls are located within this ribbon, as shown b PQ\ You may
adjust these settings by using the relevant dropdown menus. K

s——%
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Insert Ribbon Menu: This menu allows ?ozt\o insert a variety of non-text objects into
your document. You can use it to add 'lees, pictures, links, headers and footers, among

other things. @
“@f'u‘"ﬁm_a@
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Page Layo \bbon Menu: The “Page Layout” menu is where you will do the majority
of your d ent formatting. You can use it to set margins, page orientation, and size, the

numb ext columns, borders, indentation and spacing.

rosoft o @
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e Mailings Ribbon Menu: The “Mailings” ribbon menu contains a number of features
related to documents that will be created for the purpose of being sent/in.the-mail.

You can use these tools to print envelopes and labels, as well,as_personalizing individual
letters in a large mailing to the specific recipient using address anchcontact information.

Note that not all printers support these features, and you ‘must have contacts available in
your Microsoft Outlook application in order to use.th¢ “Select from Outlook Contacts™
feature.
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e Review Ribbon Menu: The “Review” menu allows you to review your document for
spelling and grammatical errors, insert comments, track (and accept) changes made to your
document duringreviewing, and compare or combine two documents.
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e View Ribbon Menu: The “View” menu allows you to change how the document is viewed

within Word.

The “Zoom” and the “Document Views” sections of this document are where you will

spend the majority of the time in this menu.
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e Shortcut Keys in Microsoft Word

F1 key: Get help on a selected command or use the Office assistant.
Shift and F1 Key: Review text formatting.

F2 Key: Move text or image.

Shift + F2 Key: Copy text.

F3 Key: Insert an auto text entry.

Shift + F3 Key: Change the case of the selected text.

F4 Key: Perform last action again.

Shift + F4 Key: Perform a Find or Go To action again.

F5 Key: Displays the Go To dialogue box. You can also get to Find and
Replace from here.

Shift + F5 Key: Move to a previous revision.

F6 Key: Go to the next frame or pane.

Shift + F6 Key: Go to the previous frame or pane.

F7 Key: Launch the Spell Checker.

Shift + F7 Key: Launch the Thesaurus.

F8 Key: Extend the current selection.

Shift + F8 Key: Shrink the current selection.

F9 Key: Refresh.

Shift + F9 Key: Switch between a field code and its result.
F10 Key: Show Key Tips.

Shift + F10 Key: Display a Shortcut Menu (same as right-clicking).

F11 Key: Go to the next field.

SHIFT + F11 Key: Go to the previous field.

F12 Key: Open Save As, equivalent to tools menu.

Shift + F12 Key: Save document, equivalent to tools menu.

Ctrl + A: Selects all in the current document.

Ctrl + B: Bold text.

Ctrl + C: Copies the item or text.

Ctrl + D: Displays the Font dialogue box.

Ctrl + E: Switch a paragraph between center and left alignment.
10
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« Citrl + F: Displays the Find dialog box to search the current document.

. Citrl + G: Displays the Go to dialog box to search for a specific location in
the current document.

« Ctrl + H: Displays the Replace dialogue box.

« Ctrl + I: Italicize text.

« Ctrl + J: Switch a paragraph between justified and left alignment.
« Ctrl + K: Create a hyperlink.

o Ctrl + L: Left align a paragraph.

« Ctrl + M: Indent a paragraph from the left.

« Ctrl + N: Create a new document.

« Ctrl + O: Opens a new document.

« Ctrl + P: Prints a document.

« Ctrl + R: Switch the alignment of a paragraph between left and right.
« Ctrl +S: Saves a document.

« Ctrl + U: Underlines text.

« Ctrl + V: Pastes the copied item or text.

« Ctrl + X: Cuts the selected item or text.

« Ctrl +Y: Redo the last action.

« Ctrl + Z: Undo the last action.

« Ctrl + Enter: Insert a page break.

« Ctrl + F2: Select Print Preview command.

« Ctrl + F4: Closes the active window.

« Ctrl + F6: Opens the next window if multiple is open.

11
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Introduction

Microsoft Word 2010 is a word-processing program, designed to help you create professional-qual
documents such as letters, papers, faxes and more.. With the finest document-formatting tools, Word he
you organize and write your documents more efficiently. Word also includes powerful editing and revisi
tools so that you can collaborate with others easily. You will be introduced to the Ribbon and the n
Backstage view, and you'll learn how to create new documents and open existing ones.

The Quick Access Toolbar = :
The Quick Access toolbar provides you with access to commands you frequently use. By default, Sa

Undo, and Redo appear on the Quick Access toolbar. You use Save to save your file, Undo to rollback
action you have taken, and Redo to reapply an action you have rolled back.

Home | Customize Quick Access Toolbar  ences

To Add Commands to the Quick Access Toolbar: B L o 3
Pafte ¥ B Save A-

Click the drop-down arrow to the right of the Quick Access Toolbar. T
Select the command you wish to add from the drop-down menu.

It will appear in the Quick Access toolbar.

More Comman ds...

Undo Show Below the Ribbon
The Quick Access Toolbar holds a variety of commands right at you finger tips. It is located in the top |

of the document above the File and Home tab.

If you make an error in your document click on the Undo command and it will remove the last thing you di
You can click and drag the vertical and horizontal splitter bars to change the size of your panes.
You use the Minimize button KE=oto remove a window from view. While a window is minimized, its ti

appears on the taskbar. You click the Maximize button =-to cause a window to fill the screen. After y

maximize a window, clicking the Restore button KzMreturns the window to its former smaller size. You cli

a3
The Ribbon Qﬁﬁﬁ

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

Some groups have an arrow in the bottom — right corner that you can click to see even more commands.

the Close button ES#to exit the window and close the progra .

AAAAAAAAAAAALAAALAAAAAAAALALALALLAALALALALALALALAALAALALALAALAALAALALALALALALALAALAALALALAALALALALALALALALALALAALLAALALAALAAAAAAAAALL
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Minimize and Maximize the Ribbon:
The Ribbon is designed to be responsive to your current task and easy to use; however, you can choose to

minimize it if it's taking up too much screen space. — ,@_gﬂ

1. Click the arrow in the upper-right corner of the Ribbon to minimize it. e
- . . . \aBb asebec AaB . A ¢ repisce

2. To maximize the Ribbon, click the arrow again. eodog 1 veadng? e || Crome 7

5| Editing

When the Ribbon is minimized, you can make it reappear by clicking on a
disappear again when you're not using it.

Rulers
Rulers are vertical and horizontal guides. You use them to

determine where you want to place an object. If the rulers
do not display in your Word window:

To Hide or View the Ruler: B =
1. Click the View Ruler icon over the scrollbar to hide the ruler. . s acos

Windows =

2. To show the ruler, click the View Ruler icon again. : Macros

"l o
Zoom Mol it o

Allows you to zoom in and zoom out on the window. Zooming in makes the window larger so you focus in
on an object. Zooming out makes the window smaller so you can see the entire window.

Page:1ofl | Words:0 | <35 English {indiaj ]

Status Bar
is available at the bottom of the document window and displays information about your document, such

as what page you are currently viewing, how many words are in your document and total pages in the

document.

The icons on the right side of the Status Bar provide information about, and allow you to change, how you

are using Word. For example, you can change the viewing mode (Read Mode, Print Layout, and Web

Layout) and the zoom level. If text is highlighted in the document, the number of words in that highlighted

portion ~€ t~xt in Ainnlasnd
| ¥
Page1of2  Bof474words [ B B - /4 - + 100%

Page number # of words Proofing errors -

Creating and Opening Documents

Word files are called documents. Whenever you start a new project in Word, you'll need to create a new
document, which can either be blank or from a template. You'll also need to know how to open an existing
document.
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Create a New, Blank Document:
1. Click the File tab.
2. Select New.
3. Select Blank document under Available Templates.
It will be highlighted by default.
4. Click Create A new, blank document appears in the Word window.
You can create your document from a template, which you can select from the New Document pane.

Open an Existing Document:
1. Click the File tab.
2. Select Open. The Open dialog box appears.
3. Select your document and then click Open. &=

5|l

ol i save & send

If you've opened a file recently, you can also access it from the Recent Documents list. Just click on the File
tab and select Recent.

Save Documents

Whenever you create a new document in Word, you'll need to know how to save it in order to access and
edit it later. Word allows you to save your documents in a number of ways.

Use the Save As Command:
Save As allows you to choose a name and location for your document. It's useful if you've first created a

document or if you want to save a different version of a document while keeping the original.

1. Click the File tab. e
—— Infort e
2. Select Save As. . ; = =
3. The Save As dialog box will appear. = e b=
' Close 2 = -
Select the location where you wish to save the document. R
Enter a name for the document and click Save.
To Use the Save Command:
1. Click the Save command on the Quick Access Toolbar. m"; ; ['CH_S'] —m
2. The document will be saved in its current location with the same file name. 3 gy || oo
Paste B/ U-a

If you are saving for the first time and select Save, the Save As dialog box will appealcsses -

TO Sa.ve AS WOFd 97 - 2003 DOCU ment: “‘j“[’)ml 23 My Data Sources 6/23/201010:25 AM
@) Cityville High Newsletter 77242010 1:57 PM

. . il::u‘;; @ Community Center Supplies OLIPM
1. Click the File tab. B v R T

File name: Sales Team Report3

2. Select Save As.

‘Word 97-2002 Template
“ Hide Folders PDF

Word Macro-Enabled Template {
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3. Inthe Save as type drop-down menu, select Word 97-2003 Document.
4. Select the location you wish to save the document.
5. Enter a name for the document and click Save.

To Save As a PDF:
l. C“Ck the F'Ie tab ﬁjf';’am (2] My Data Sources 6/23/2010 10:25 AM

& Mnu(:(m " @] Cityville High Newsletter 7/2/2010 1:57 PM

@) Community Center Supplies 7/2/2010 1:49 PM
2. Select Save As. © b - ol s
3. In the Save as type drop-down menu, select PDF. o -
4. Select the location you wish to save the document. o
5. Enter a name for the document. = e Foldrs "’
e Single File Web Page

6. Click the Save button.

Introduction

Once you've completed your document, you may want to print it. In previous a version of Word, there
was a Print Preview option that allowed you to see exactly what the document looked like before printing it.
You may have noticed that this feature seems to be gone in Word 2010. It actually hasn't disappeared; it's just

been combined with the Print window to create the Print pane, which is located in backstage view.

To View the Print Pane:

1. Click the File tab to go to Backstage view.

2. Select Print. The Print pane appears, with the print settings on the left and the Preview on the right.
Click the buttons in the interactive below to learn about the Print pane. wm e .

Printer

.7 HP Color LaserJet 2800 Seri... -
= Ready e

Printer Proper

Settings

L Print All Pages
. Print the entire document

Pages:

To Print:

Go to the Print pane.

If you only want to print certain pages, you can type a range of pages. Otherwise, select Print All Pages.
Select the number of copies.

Check the Collate box if you are printing multiple copies of a multi-page document.

Select a printer from the drop-down list.

Click the Print button.

o U s wn e
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Quick Print

There may be times when you want to print something with a single click, using Quick Print. This feature
prints the document using the default settings and the default printer. In Word 2010, you'll need to add it to
the Quick Access Toolbar in order to use it. Quick Print always prints the whole document, so if you only
want to print part of your document you'll have to use the Print pane.

Home Customize Quick Access Toolbar Er
New

To Access the Quick Print Button:

calil
Open

V| save

E]

eF
1. Click the drop-down arrow on the right side of the Quick Access Toolb...7 "

2. Select Quick Print if it is not already checked.

3. To print, just click the Quick Print command.

R
P—

Home

Show Below the Ribbon
N

| Oiick Print (HP Colar Laserlet 2800 Series PS) l

Closed Document

If you don’t want this document you can close it without leavening the program by using close command.
1- Select File
2- Click Close

Exit Microsoft word

If you want to leave the program use Exit command.
1- Select File
2-Click Exit

How to Open Recently Closed Word Documents

Microsoft Word contains a Recent Documents list that enables you to quickly find and open documents
that were recently closed. This feature saves you the trouble of navigating to the document each time you
want to access the Word file. By default, Word 2010 lists up to 25 recent documents, but you can change that
value to list up to 50 documents. If this option is changed to zero, then the Recent Documents feature is
disabled.

Opening Recent Documents
1. Click the File tab at the top of the Microsoft Word window.

2. Click the Recent tab from the side menu.
3. Click the recently closed document from the Recent Documents list to re-open it. The most recently closed
document appears at the top of the list.
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Recent Documents Settings

1. Click File and select Options.
2. Click the Advanced tab and scroll down to the "Display" section.
3. Enter a number from zero to 50 in the "Show This Number of Recent Documents" field.

4. Click OK.

Working with Text

If you're new to Microsoft Word, you'll need to learn the basics of working with text so that you can type,
reorganize, and edit text. You'll need to know how to insert, delete, and move text, as well as how to find and
replace specific words or phrases.

To Insert Text:

1. Move your mouse to the location you wish text to appear in the documery
2. Click the mouse. The insertion point appears.

3. Type the text you wish to appear.

To Delete Text:

1. Place the insertion point next to the text you wish to delete.
2. Press the Backspace key on your keyboard to delete text to the left of the insertion point.
3. Press the Delete key on your keyboard to delete text to the right of the insertion point.

To Select Text:

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

2. Click the mouse, and while holding it down, drag your mouse over the text to select it.

3. Release the mouse button. You have selected the text. A highlighted box will appear over the selected
text.
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Home Tab

This is the most used tab; it incorporates all text formatting features such as font and paragraph changes.

Word 2010 Tutorial - Microsoft Word

3 Replace
THormal |7MoSpaci. Headingl Heading? Heading3 Title | Chang

#F av
AsBbced: | AsBbccDe AaBbCi AaBb asssca AAB % "
- Change

Styles~ | & Select~
Styles | Editing

To Copy and Paste Text:

(W] 9~ G [ ——

1. Select the text you wish to copy. Home | msert page Layout
2.Click the Copy command on the Home tab. You can also right-click & cawigom -t - A X
your document and select Copy. - Boosuv-mexon
3. Place your insertion point where you wish the text to appear. o e
4. Click the Paste command on the Home tab. The text will appear. y Sl inie ﬁ
[0 Cut and Paste Text: @9 O e
1. Select the text you wish to cut. em n -xe 4 pasteoptions
2. Click the Cut command on the Home tab. e B ru-kxx A T 5% A
You can also right-click your document and select Cut. B oo ™ e 2
3. Place your insertion point where you wish the text to appear. feme ﬁ [ eep source Format

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

You can also cut, copy, and paste by right-clicking your document and choosing the desired action from 1
Irop-down menu. When you use this method to paste, you can choose from three options that determine how 1
ext will be formatted: Keep Source Formatting, Merge Formatting and Keep Text Only. You can hover 1
nouse over each icon to see what it will look like before you click on it.

Formatting Text
To create and design effective documents, you need to know how to format text. In addition to making your
document more appealing, formatted text can draw the reader's attention to specific parts of the document an
help communicate your message.

You will learn to format the font size, style, and color; highlight the text; and use the Bold, Italic, Underlii
and Change Case commands.

o Change the Font Size:
The Font Group allows you to change your text font style, size, color and many other elements.
Select the text you wish to modify.

AAAAAAAAAAAALAAALAALAALAAAALALALALLAALALALALALALALAALAALALALAALAALAALALALALALALALAALAALALALALAALLALALALALALALALALAALLAALALAALAAAAAAAAAALL

AAAAAAAAAAAAAALAAAAALAAAAAAALAAALAALAAAALAALAAALAALAALAAAAAAALAALAALALALALAALAAAAAAAAAAALAAAAAALDL



College of Pharmacy— University of Tikrit computer science / First stage
Home Tab — Lecture (3)
Instructor Instructor Instructor

Lect. Dalal . S Assistant Lecturer: Maha.S Assistant Lecturer Yasser.Kh

1. CIick the drop-down arrow next to the Font Size box on the Home tab. A drop-down menu appears.
2. Move the mouse pointer over the various font sizes. A live preview of the T
font size will appear in the document. B g, (B el ¢ a3

ppppp

*° & || O FELIX TITLING
<<<<<<<<< @ Footlight MT Light

3. Select the font size you wish to use. L o
You can also use the Grow Font and Shrink Font commands to change the I
size. I
Note: While text is highlighted you can also click on the color, bold, italics or underllne commands to modify
the text even more. -

v.s Wuss

Home Insert Page Layout References

Calibri (Body)  + 11 v Aav | B

3 a
: WebDen g B 7 U-aex. X A-W-A-

Font

To Change the Font:

1. Select the text you wish to modify.

2. Click the drop-down arrow next to the Font box on the Home tab. The Font drop-down menu appears.
3. Move the mouse pointer over the various fonts. A live preview of the font will appear in the document.
Select the font you wish to use. The font will change in the document.

Change Text Case
You can change the case of selected text in a document by clicking a single button called Change Case on the
ribbon.
1. Highlight the text for which you want to change the case.
2. On the Home tab, in the Font group, click Change Case.
3. Choose an option from the dropdown list, which includes
Sentence case, lowercase, UPPERCASE, Capitalize Each Word, and tOGGLE case.

To Change the Font Color:

1. Select the text you wish to modify.

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

3. Move the mouse pointer over the various font colors. A live preview of the color will appear in the document.
Select the font color you wish to use. The font color will change in the document.

Your color choices aren't limited to the drop-down menu that appears. Select More Colors at the bottom of the

list to access the Colors dialog box. Choose the color that you want and click OK.

To Highlight Text:
1. From the Home tab, click the Text Highlight Color drop-down arrow. The Highlight Color menu appears.

2. Select the desired highlight color.

3. Select the text you wish to modify. It will then be hlghllghted Switch back to the normal cursor, click the Text
Highlight Color command.

Jnication and entertainment, rather than a
creasing public demand for Internet access
ironment. WebDen's goal is to provide the
atmosphere for accessing the Internet] 47
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To Use the Bold, Italic, and Underline Commands:

1. Select the text you wish to modify.
2. Click the Bold (B), Italic (I), or Underline (U) command in the Font group on the Home tab.

Adding text effects capod <11 <A o | As- | B
1. Select the text that you want to add an effect to. B 7 U~ ahe x, X E]"”' -A-
2. On the Home tab, in the Font group, click Text Effect. Eoet

3. Click the effect that you want.

For more choices, point to Outline, Shadow, Reflection, or Glow, and then click the effect that you

Remove text effects
1. Select the text that you want to remove an effect from.

2. On the Home tab, in the Font group, click Clear Formatting.

Calibri Bodyi ~ 11 ~ A A" | Aa~

A
ol
B L U-aex x [A"¥~A-

Font

NOTE: The Clear Formatting command will not remove highlighting from your text. To clear highlighting,
select the highlighted text, and then click the arrow next to Text Highlight Color and click No Color.

Format Painter

The Format Painter feature allows you to quickly copy a format that you have applied to text already in your
document.
1. Select the text or graphic that has the formatting that you want to copy. i

2. On the Home tab, in the Clipboard group, single click Format Painter. The pointer will changetoa |

paintbrush icon. Paste
3. Bring your cursor to the text or graphic that you want to format and click on the text. Clipboard

4. To stop formatting, press ESC or click on the Format Painter command again.
NOTE: Double-click the Format Painter button if you want to change the format of multiple selections in your

document.

Change the Text Alignment:

1. Select the text you wish to modify.

2. Select one of the four alignment options from the Paragraph group on the Home tab.
o Align Text Left: Aligns all the selected text to the left margin. s res——
0 Center: Aligns text an equal distance from the left and right margins.
0 Align Text Right: Aligns all the selected text to the right margin.
o Justify: Justified text is equal on both sides and lines up equally to the right and left margins. Many
newspapers and magazines use full-justification.

Align text to the left.

You can’t change the default settings for everything in Word, but there are certain tools and features that give you
this option. Popular examples include:
. Font
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Paragraph spacing
. Line spacing

. Margins

Page orientation

To find out if you can customize the default settings for a certain element, look for an arrow in the bottom right
corner of the group. This will open a dialog box where you can access all the basic settings, plus some more
advanced ones that you won’t find on the Ribbon.

ERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

Calibri (Body) - |11 ~| A" A7 Aa~ fo IZ-iE-Yc- E=a= 8|,
Next,|e 1 u-wex. x A-¥-A- ==== 1=- &-=- | utsays Set as Default. All you have to do is click this
button Font Paragraph 1ple, the font or font size that you’ve chosen) as the
NEW 0 .cne vt wre plec i o

Finally, Word will ask whether you want to set this as the default for this document only, or for all documents
based on the Normal template (in other words, all documents in the future). Choose the second option, and
Word will use these settings from now on.

Do you want to set the default font to +Body (Calibri), 11 pt for:
) Thi t only?

(®):All documents based on the Normal template?: I

Personally, I like to remove paragraph spacing from my default settings, so | have more control over the flow of
my text. I’ve also experimented with different fonts. (I like Segoe or Arial instead of Calibri, but those are just my
preferences.)

If you don’t have a lot of experience with Word, you may want to stick with the original default settings—any
changes you make will be permanent, unless you change them back manually. But for more experienced users,
this can be a great way to set up Word exactly the way you want.

Use Indent Commands: Mallngs  Review  View Review  View
If you want to indent all of the lines in a paragraph, =-i=-"=| #E® 2 0 Indent ; ii—mg )
you can use the Indent commands on the Home tab. [E/= == 575 - A E Before: 08t~
1. Select the text you wish to indent. Paragraph = | ==Eaio = After: 0 pt -

;
L R 'Ilncreaselndent

2. Make sure you are on the Home tab.
3. Click the Increase Indent command to increase the indent by increments of 1/4 inch.

4. Click the Decrease Indent command to decrease the indent by increments of 1/2 inch.

If you would prefer to type in your indent amounts, you can use the Indent fields on the Page Layout tab

Introduction
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An Important part of creating effective documents lies in the document design. When designing your
document and making formatting decisions, you will need to know how to modify the spacing, how to modify
the line and paragraph spacing in various ways.

Line Spacing

Adjusting the line spacing will affect how easily your document can be read .You can increase spacing to
improve readability, or reduce it to fit more text on the page. Line spacing can either be measured in lines or
points. For example, when text is double-spaced, the line spacing is two lines high. On the other hand, you
might set 12-point text with something like 15-point spacing, which gives enough height for the text plus a little
extra space. You can reduce the line spacing to fit more lines on the page, or you can increase it to improve
readability .Line spacing is also known as leading (pronounced to rhyme with "wedding").

Format Line Spacing:

1. Select the text you want to format.

2. Click the Line and Paragraph Spacing command in the Paragraph group on the Home tab.

3. Select the desired spacing option from the drop-down menu.

4. From the drop-down menu, you can also select Line Spacing Options to open the Paragraph dialog box. From
here, you can adjust the line spacing with even more precision.

If you select At least or Exactly in the Paragraph dialog box, the line spacing will be measured in points.
Otherwise, it will be measured in lines.

Paragraph Spacing

Just as you can format spacing between lines in your document, you can also choose spacing options between
each paragraph. Typically, extra spaces are added between paragraphs, headings, or subheadings. Extra spacing

between paragraphs helps to make a document easier to read.

Format Paragraph Spacing

1. Click the Line and Paragraph Spacing command on the Home tab.

2. Select Add Space Before Paragraph or Remove Space After Paragraph from the drop-down menu.

3. From the drop-down menu, you can also select Line Spacing Options to open the Paragraph dialog box. From
here, you can control exactly how much space there is before and after the paragraph.

You can use Word's convenient Set as Default feature to save all of the formatting changes you've made and automatically
apply them to new documents
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Introduction

Bulleted and numbered lists can be used in your documents to format, arrange and emphasize text. Hear, you
will learn how to modify existing bullets, insert new bulleted and numbered lists, and select symbols as bullets.
Bulleted and Numbered L.ists

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

To Create a List:
1. Select the text that you want to format as a list.

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

3. Select the bullet or numbering style you would like to use and it will appear in the document.

4. To remove numbers or bullets from a list, select the list and click the Bullets or Numbering commands then
choose None.

When you're editing a list, you can press Enter to start a new line, and the new line will automatically have a
bullet or number. When you've reached the end of your list, press Enter twice to return to "normal** formatting.

Use a Symbol as a Bullet:
1. Select an existing list.

2. Click the Bullets drop-down arrow.
3. Select Define New Bullet from the drop-down menu. The Define New Bullet dialog box appears.

4. Click the Symbol button. The Symbol dialog box appears.

5. Click the Font drop-down box and select a font. The Wingdings and Symbol fonts are good choices as they
have a large number of useful symbols.

6. Select the desired symbol.

7. Click OK. The symbol will now appear in the Preview section of the Define New Bullet dialog box.
8. To apply the symbol to the list in the document. : :
You can use a picture as a bullet. Click the Picture button in the

Define New Bullet dialog box, and then locate the image file on your computer.

Change the Bullet Color:
1. Select an existing list.

2. Click the Bullets drop-down arrow.
3. Select Define New Bullet from the list. The Define New Bullet dialog box appears.
4. Click the Font button. The Font dialog box appears.
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5. Click the Font Color drop-down box. Click on the desired color to select It.
6. Click OK. The bullet color will now appear in the Preview section of the Define New Bullet dialog box.

7. Click OK to apply the bullet color to the list in the document.

Introduction

Styles and themes are powerful tools in Word that can help you easily create professional looking documents.
A style is a predefined combination of font style, color, and size of text that can be applied to selected text. A
theme is a set of formatting choices that can be applied to an entire document and includes theme colors, fonts,
and effects.
Hear you will learn how to apply, modify and create a style, use style sets, apply a document theme, and create

a custom theme. —— o) 2]
AaBbcwc AaBbC Assbee | A i:::;e
7 Mormal | TNo Spaci.. Headingl Heading2 |— ;’;ﬂ‘:sgf i select~
Select a Style: T b i
1. Select the text that you want to format. ey |

2. In the Style group on the tab, hover over each style to see a live preview in the document. Click the More
drop-down arrow to see additional styles.

3. Select the style you desire. Now the selected text appears formatted in the style.

AdWorks, Inc.

Apply a Style Set:
Style Sets include a combination of title, heading, and paragraph styles. Style sets allow you to format all

the elements of your document at once, rather than formatting your title and headings separately.
1. Click the Change Styles command on the Ribbon. A drop-down menu will appear.
2. From the drop-down menu, select Style Set.

3. Select the Style Set you desire and the change will be reflected in the entire document.

MOd va a Style: AaBbCcDdl  AaBbCcDdl ’m\ AsBBC % e

1. Locate the style you wish to change in the Styles group. B 7|
RN RN S R RN 6 Sell® All: (No Data)

2. Right-click the style. A drop-down menu will appear. —

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

3. Click Modify and the Modify Style dialog box appears.
4. Make the desired changes to the formatting. If you want, you can also change the name of the style.
5. Click OK to apply the modifications to the style.



College of Pharmacy— University of Tikrit computer science / First stage
Home Tab — Lecture (3)
Instructor Instructor Instructor

Lect. Dalal . S Assistant Lecturer: Maha.S Assistant Lecturer Yasser.Kh

Create a New Style:

1. Click the arrow in the bottom-right corner of the Styles group. This opens the Styles task pane.
2. Select the New Style button at the bottom. A dialog box will appear.
3. Enter a name for the style, and set the text formatting the way you want.

4. Click OK, and the new style will appear in the task pane.

Editi n ; L ‘Sim‘ai e :Fmd(cm:n =
Editing Last but not least is the Word 2010 Editing section of the home. These features are great for large

documents. If you need to look for a specific word or section of your document click on the find button. This
feature has changed since the 2007 version of Word.

Advanced find and Replace are both options in the Editing section as well as this drop down menu.
Find Text:

1. From the Home tab, click the Find command. The Navigation pane will appear on the left side of the screen.
2. Type the text you wish to find in the field at the top of the Navigation pane.

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

4. If the text appears more than once, you can click the arrows on the Navigation pane to step through the results.
You can also click the result previews on the Navigation pane to jump to the location of a result in your
document.

When you close the Navigation pane, the highlighting will disappear.

Go To

Click the Go To option, this will open the Find and Replace window to the Go To tab. In this tab you can select
what you are looking for from the Go to what option box and the text box to the right will change with the
selection you made. When you have your information entered click Next. This will scan your document and
highlight the text in order using the next and previous buttons. Click Close when you are finished with your
search.

The options in the find section of the drop down menu in the find navigation pane will go through your
document and find only the selected item. For example if you select graphics it will scan your document and find
each graphic in your document.

r = = )
|t
e )
7
Find | Reglace | GoTo
Gg to what: Enter page number:

Line E|| Enter +and - to move relative to the current location. Example: 44 wil
Bookmark move forward four items.
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Replace Text:

1. From the Home tab, click the Replace command. The Find and Replace dialog box will appear.
2. Type the text you wish to find in the Find what field.

3. Type the text you wish to replace it with in the Replace with field.

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

The last option in the Editing section is Select. Select All will highlight your entire document.
Select Objects will select all objects, including tables, graphics, charts, etc.

To use the Select Text with Similar Formatting highlight a section of text. For example if you would like to
change the style of all of your headings and you have them all bold. By highlighting the bold text and selecting
Select text with Similar Formatting Word 2010 will scan your document and select all text that is bold.
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Page Layout tab

Introduction
You may find that the default page layout settings in Word are not sufficient for the document you wish 1
create, in which case you will want to modify those settings. For example, if you are printing on a different
paper size, you'll want to change the document page size to match the paper. In addition, you may want to
change the page formatting depending on the type of document you are creating.

Page Layout and Formatting

Word offers a variety of page layout and formatting options that affect how content appears on the page. Yc
can customize the page orientation, paper size, and page margins depending on how you wish your document
appear.

Themes

The first section of the Page Layout tab is themes. Themes is a great feature if you are typing an elabor:
document and want to use a variety of fonts and colors and then duplicating those fonts and colors on anott
document or throughout a long document. A document theme is a set of formatting choices that include a set
theme colors, a set of theme fonts that you can specify a heading and body text font, and a set of theme affe
you can choose lines and fill effects.

Click the down arrow under themes .You will get a list of pre-designed themes you can apply to yc
document. Each theme will include font colors, font styles, font sizes and effects including lines, fill effec
and colors.

If you already selected a theme for your document and no longer want to use it click on the A—ji R

Reset to Theme from Template option. If you don’t like any of the built-in themes you can A
click More Themes on Microsoft Office Online and there will be many more to choose from. T“{"‘es [

Themes

Format Page Margins: -
1. Select the Page Layout tab.
2. Click the Margins command. A menu of options appears. Normal is selected by default. -
3. Click the predefined margin size you desire.

o Use Custom Margins:

1.From the Page Layout tab, click Margins.

2. Select Custom Margins. This will take you to the Page Setup dialog box.
PYVVVVVVVVVVVVVVVVVVVYVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVX
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3. Adjust the margin sizes for each side of the page and click OK.

Change Page Orientation: o
D B J J
1. Select the Page Layout tab. @ N el
2]~ =
2.Click the Orientation command in the Page Setup group. f R

3. Click either Portrait or Landscape to change the page orientation.
Landscape format means that the page is oriented horizontally, and portrait format is oriented vertically.
Note: In the same document you can make the pages with two types Portrait and Landscape

''''''

Change the Paper Size: —

1. Select the Page Layout tab.

2. Left-click the Size command and a drop-down menu will appear.

3. The current paper size is highlighted.

4. Left-click a size option to select it. The page size of the document changes

Introduction

The useful formatting feature in Word is the columns. Columns are used in many types of documents, but are

most commonly used in newspapers, magazines, academic journals, and newsletters.

Inserting Columns

To Add Columns to a Document:
Select the text you want to format.

1
2. Select the Page Layout tab.

3. Left-click the Columns command.
4

Select the number of columns you would like to insert.

To Insert a Break:
1. Place your insertion point where you want the break to appear.

2. Select the Page Layout tab.
3. Click the Breaks command. A menu appears.
4

Left-click a break option to select it. The break will appear in the document.
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Why would you need to use a break? Each type of break serves a different purpose and will affect the
document in different ways. Page breaks move text to a new page before reaching the end of a page, while
section breaks create a barrier between parts of the document for formatting purposes. Column breaks split text
in columns at a specific point. Practice using the various break styles to see how they affect the document.

Adding Column Breaks

Once you've created columns, the text will automatically flow from one column to the next. Sometimes,
though, you might want to control exactly where each column begins. You can do this by creating column breaks.
To Add Column Breaks:

1. Place the insertion point where you would like to add the break.
2. Click the Page Layout tab.
3. Click the Breaks command in the Page Setup group. A drop-down menu will appear.

4. Select Column from the list of break types.

5. The text will shift to reflect the column break.

The Page Setup Dialog Box

Previously, we showed how to open the Page Setup dialog box from the Margins drop-down menu. As you
become more familiar with Word, you may find that you want to use the Page Setup dialog box more often to
fine-tune the page margins and adjust other settings. To get there more quickly, you may want to use a shortcut
that's conveniently located on the Page Layout tab. = i

To Open the Page Setup Dialog Box:
1. Click the Page Layout tab.

2. Click the small arrow in the bottom-right corner of the Page Setup group. The Page Setup dialog box will
appear.

To Modify the Default Indent Settings:

 Select the Page Layout tab.

+ Select the text you would like to modify.

» Use the arrows or enter text in the fields to modify the Left and Right Indents.

Insert Page Layout References Mailings Rewiew View Add-Ins

'y Orientation = = Breaks - A} watermark = | |indent Epacing
L Size - ¥ Line Mumbers ~ | < Page Color = | | &F Left: 0 :[%; _': Before: O pt
hl'"vwm BE columns = b2 Hyphenation = || _] Page Borders || 3 Right: 0" 2 b After.  Opt
Page Setup 4 | Page Background Paragraph
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How to create watermarks

Watermarking in Microsoft Word 2010 is an incredibly useful feature for &~
communicating the nature and constraints of a document. The most common examples
are to indelibly mark a document as confidential, private or draft. As Word 2010 also
allows you to use pictures as a watermark, you can use a company logo or signature
picture to help readers know the originator and owner of a document. Here's how to
place a watermark on every page in a document.

Once you have opened your document:-

1. Click on the Page Layout tab

2. Inthe ribbon, click on Watermark. A vertical scroll list of six watermarks
will appear (Confidential, Do Not Copy, Draft, Sample, ASAP and Urgent)

3. Select the watermark that you wish to use.

The standard textual watermarks provided by Microsoft Word 2010 are good for
the majority of occasions. However, you may wish to use the watermark for other
purposes such as to brand every page using special text, with an emblem, or company logo picture. Microsoft
Word 2010, enables you to insert customized texts and pictures for watermarks. Here's how:

To create a watermark using a picture or customized text
1. Click on Page Layout tab
2. Inthe ribbon, click on Watermark. A vertical scroll list of six watermarks will appear with a set of menu
options below.
3. From the menu options, select Custom Watermark. The Printed Watermark dialogue box will appear
asking you whether you would like to use a picture or customize the text.

In the Printed Watermark dialogue box, we will use the customized text option.
1. Select the Text drop down to see if the customized text already exists in the library. If not, type your own
text.
2. Experiment with the font, font size, color, layout and transparency to see what looks best for your
document.
This is often used to indicate that a document is to be treated specially such as Confidential or Urgent.

How to Color the Pages of a Word 2010

Word 2010 allows you to apply color to the pages of a document. After you color your Word document’s
pages, you need to tell the printer you want to print that background color.

1. Click the Page Color command button on the Page Layout tab's Page Background group.
A menu full of colors opens, some based on the document theme and some
based on standard colors.

2. Choose a color from the Page Color menu.
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While you move the mouse over the various colors on the Page Color menu, your document’s page color is
updated to reflect that new color (but only in Page Layout view). The text color may change, as well (for example,
from black to white), to remain visible. To remove page coloring, choose the No Color command.

The color you choose is produced by your printer, but you e
must direct the printer to print the page color. [T ——— » b

3. Click the File tab and choose Options. The Word

Options window opens. O the et the et st e dsred <o :
4. Select Display from the left side of the Word Options come s s o e
window. o cnessy et s s s g
e e ok it e e
In the Printing Options area, put a check mark by the <o e — —

item labeled Print Background Colors and Images, and then ...c\.eom
click OK. You can now print the background color.

Page borders:

Word 2010 brings page borders in different shapes and styles, you can fully
customize page borders by changing the color, width, thickness, and insert different arts in it. This post will put a
light on how to insert it into your document. To insert page borders, navigate to Page Layout and click page
Borders.

This will open up Page Borders and Shading dialog. Under Setting, select a border type, from Style & Color, you
can select desired style & color respectively. Click OK to show it in a document.

=ES —_— .
[E)] o | [ —=1.

Bl = |==
[ custom

Horizontal Line... o] [_cancet )

Inserting command
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Cover Page

You can create a cover page for your Word document without having to fuss with removing headers and
footers from that one page

1- Click the Insert tab and, in the Pages group, click the Cover Page button. A fat, fun menu full of various

cover-page layouts appears.

2- Select a cover-page layout that titillates you. That cover page is immediately inserted as the first page in

your document. Then Word displays it onscreen for further editing.

3- Click the bracketed text on the cover page and type the required replacement text.
For example, click [Type the Document Title]. Then type your document’s real title. The text you type replaces
the bracketed text.

4- Repeat Step 4 until the cover page looks the way you like it.
5- To remove a cover page you've inserted, choose the Remove Current ==
Cover Page command from the Cover Page menu. Blank Page Button
6- To replace a cover page you've removed, choose a | it .
new one from the Cover Page et M T o
Ve B = e ks
Blank Page . : : :
Hear we discuss how to insert blank pages and how to 3
delete a blank page from your Microsoft Word document. A
blank page is a page which does not have any text or any
other content over it.
Following are the simple steps to insert blank page in | f..f. = : a3
a word document. Blank iage
Page Layout References Mailings
Step 1 — Bring your insertion point immediately before the text where you want =seaks - D BlO
. S Line Numbers ~ _ =
to insert a blank page. Fhyphenation v | o o] Boaaers
Step 2 — Click the Insert tab, and click the Blank Page button available in the - At bl

Pages group. Word inserts a new blank page and moves all the text after the page break onto a new page.
The following steps will help you delete blank page from a Word document.

Step 1 — Click the Home tab, and click the Show/Hide fparagraph marks button available in the Paragraph
group. This will display all the page breaks.

Step 2 — Bring your cursor immediately before the Page Break mark available on the blank page and press
the Delete Key. This will delete the blank page and again you can click the Show/Hide 9 paragraph marks button

to hide all the paragraph marks.

Home tab Show/Hide § Button

i b 9 - i b4 Document2 - Microsoft Wogd =) i

S Pl ooy e S n
Calibri . e @ =.l=vums R » « 4] -
Calib {Body 1 A AN A EciE-E wmE e AN | assoceocs 2., Replace 5
tac Replac



mhtml:file://D:/application/How To Insert Page Borders In Word 2010.mht!https://www.addictivetips.com/microsoft-office/ho-to-insert-page-borders-in-word-2010/attachment/540d1274872733insertpageborders-png/
mhtml:file://D:/application/How To Insert Page Borders In Word 2010.mht!https://www.addictivetips.com/microsoft-office/ho-to-insert-page-borders-in-word-2010/attachment/540d1274872733insertpageborders-png/
mhtml:file://D:/application/How To Insert Page Borders In Word 2010.mht!https://www.addictivetips.com/microsoft-office/ho-to-insert-page-borders-in-word-2010/attachment/540d1274872733insertpageborders-png/
mhtml:file://D:/application/How To Insert Page Borders In Word 2010.mht!https://www.addictivetips.com/microsoft-office/ho-to-insert-page-borders-in-word-2010/attachment/540d1274872733insertpageborders-png/

College of Pharmacy- University of Tikrit

computer science / First stage

Page Layout tab — Lecture (4)

Instructor Instructor Instructor
Lect. Dalal . S Assistant Lecturer: Maha.S Assistant Lecturer Yasser.Kh
Page Break

Now we discuss how to insert page breaks. Microsoft Word automatically starts a new page when the current
page fills with text but you can insert a page break to force Word to start text on a new page. You can insert a

page break using either the mouse or the keyboard.
The following steps will help you insert page breaks in a Word document.
Step 1 — Bring your insertion point immediately before the text that has to appear on a new page.

Step 2 — Click the Insert tab, and click the Page Break button available in the Pages group.
Start the next at the current position

Page Break Button
Inselrttab
B \l, Document? - Microsot Word & . |
ome Reter Mailings > ©
—~ i £ $m =Y i | A TC Equation *
e . a “ 2 Symbot
it hot =

On the Insert tab, the galleriesinclude items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create pictures, charts, or

diagrams, they also coordinate with your current document look,

'lou can easily change the formatting of selected text in the document text by choosing a
k for the selected text from the Quick Styles gallery on the Home tab. You can also format
lext directly by using the other controls on the Home tab. Most controls offer a choice of
sing the look from the current theme or using a format that you specify directly.

‘
fagei i M1 | Weeds: 185 | 5. Engiish US) | dnsent

123 3 10% (=

Insertion Point

Word inserts a page break and moves all text after the page break onto a new page.
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Following for Deleting a Page Break

Just put the insertion point on the previous page of the page break that needs \
. . . Insert Table .- 9@*‘ e S
to be deleted. Press the Delete key multiple times until both the pages get -
Table size
merged.
Number of columns: 5 =
Number of rows: 2 =

l AutoFit behavior

Inserting and Modifying Tables

@ Fixed column width: | Auto =

. ) AutoFit t tents
Introduction l Bt I

A table is a grid of cells arranged in rows and columns. Tables can be
customized and are useful for various tasks such as presenting text information
and numerical data. Hear you will learn how to convert text to a table, apply
table styles, format tables, and create blank tables

~) AutoFit to window

["] Remember dimensions for new tables

Insert a Blank Table:
« Place your insertion point in the document where you want the table to appear. Table | Pictwre Cip  Shapes m
« Select the Insert tab. 33 Table
« Click the Table command. EEEEEEE
« Drag your mouse over the diagram squares to select the number of columns and rows QQQBBBBBBB

« Left-click your mouse and the table appears in the document.
« Enter text into the table.

To insert table
e Select the Insert tab.

e Click the Table command.
e Choose number of rows and columns.
o Table tools become visible with two commands Design and Layout.
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The next selection is Draw Table. Click on the Draw table option and you will be given a pencil cursor
click and drag the cursor across the page and you can draw each individual cell and place it where you want.
Cells can all be different lengths and widths. When you are finished drawing your table cells either click
inside the cell to type your text or click the draw table option again to complete.

To Apply a Table Style:
o Select the table. A Table Tools Design tab now appears on the Ribbon.

o) i 9 -y s mpanyReport - Microsoft Word Table Tools

« Select the Design tab to access all the Table Styles and Options.

e Click through the various styles in the Table Styles section. o
o Left-click a style to select it. The table style will appear in the document.
You can modify which table styles are displayed.
In the Table Styles Options you can select and deselect various table options. For example,
you can select Banded Rows and only tables with banded rows will appear in the Tables Styles section.
Want to have a little more creative freedom when it comes to formatting your tables?
You can change the table border or shading, change line weight, or erase part of the table.

Table Styles

[ O RRENRERER"

f. $10,252 $25,560 $13,745
W 5,550 $13,470 $37,800
2. 48,547 $17,555 $8,907

s. 513,578 96,789 $10,239

To Add a Row Above or below an Existing Row:
By using commands in Layout tab found in table tools you can adding or deleting row and column, also you can
add or delete column and row by:

« Place the insertion point in a row below the location you wish to add a row.
e Right-click the mouse. A menu appears.

e Select Insert - Insert Rows Above.
A new row appears above the insertion point.
You can also add rows below the insertion point. Follow the same steps, but select Insert Rows Below from the

menu.

To Add a Column:
e Place the insertion point in a column adjacent to the location you wish the new column to appear.

e Right-click the mouse. A menu appears.
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o Select Insert = Insert Columns to the Left or Insert Columns to the Right. A new column appears.
To Delete a Row or Column:

o Select the row or column.

e Right-click your mouse and a menu appears.

o Select Delete Columns or Delete Rows.

Home Insert Page Layout References Mailings Review View Design Layout
L@ E ﬁ'ﬂ ﬂ ‘%' %‘ §_| E IEI 5 j 4] Height: 018" + | HEpistribute Rows 222 % J %l i% j_;:
Select  View Properties Delete | Insert Insert Insert Insert Split  Split | AutoFit | = width:  2.05° * | ™ pistribute Columns Text Cell Sort Convert Formula
- Gridlines - Above Below Left Right Cells  Table - A ~ || @ =l =l = pirection margins to Text
Table Rows & Columns Merge Cell Size Alignment Data
Split cell and table 7 3
P Split Cells [
Used for dividing select cell to more than one cell by select the Number of columns: |2 <
cell then choose split cell menu appear choose number of rows and columns. Number of rows: |1 v
For dividing the table put the insertion point in the row you want to split Merge cells before split
from then choose split table ok || cancel

Marge cells

If we want to combine more than one cell into one cell we used marge cell command on layout tab after we

select the cells we want to merge.
Repeat Header Rows

Used for repeat header rows to every page in document by select the header of the table then click on repeat
header rows the title appear in the first row of the next page and so on.
Convert to Text

If we want to convert table to text select the table then click on convert to text found on the layout tab

Convert Text to Table @@

To Convert Existing Text to a Table: b sz
o Select the text you wish to convert.
() Fixed column width: | Auto &
o Select the Insert tab. O putes contees
() AutoFit to window
o Click the Table command. o
B ) Tabs &) other:
e Select Convert Text to Table from the menu. A dialog box appears.

o Choose one of the options in the Separate text at .This is how Word knows what text to put in each column.

Click OK. The text appears in a table.
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Introduction
You can add a variety of shapes to your document including arrows, callouts, squares, stars, flowchart

shapes and more. Want to set your name and address apart from the rest of your resume? Use a line. Need to
create a diagram showing a timeline or process? Use the flowchart shapes.
Hear you will learn how to insert a shape and format it by changing its fill color, outline color, shape style, and

shadow effects. Additionally, you will learn how to apply 3-D effects to shapes.

To Insert a Shape:

Insert | Pagelayout  References Mailings  Review  View

1. Select the Insert tab. DEED2 # & 2
A EEI\E Picture (Ah: Shavpes SmartArt Chart S(ree:\shnt {5 Cross-referen:

2. Click the Shapes command. 7:3“%?%@“1 sl
5% ™

3. Select a shape from the drop-down menu. L A

4. Click and drag the mouse until the shape is the desired size. E—
e

5. Release the mouse button. HOG~DET RIS~
e

6. Drawing tools becomes visible with some command PEEERTELCPS D

To Change the Order of Shapes:

If one shape overlaps another, you may need to change the ordering so that the correct shape appears in front.

You can bring a shape to the front or send it to the back. If you have multiple images, you can use Bring
Forward or Send Backward to fine-tune the ordering. You can also move a shape in front of or behind text.
1. Right-click the shape you wish to move.

2. In the menu that appears, hover over Bring to Front or Send to Back. Several ordering options will appear.
3. Select the desired ordering option. The shapes will reorder themselves.

In some cases, the ordering option you select will not affect the ordering of the shapes. If that happens, select the
same option again or try a different option.

Introduction

You may want to insert a text box into your document to draw attention to specific text or so that you have the
ability to easily move text around within a document. Hear you will learn how to insert a text box and how to
format it in various ways including resizing and moving it, and changing the text box shape, color, and outline.

2 Quick Parts = | % Signat|
= 10

Al wordart - [5] Date &
Text _
Box s, A= Drop Cap - Mg Object
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To Insert a Text box:
o Select the Insert tab on the Ribbon.

Click the Text Box command in the Text group.

Select a Built-in text box or Draw Text Box from the menu.

. If you select Built-in text box, left-click the text box you wish to use and it will appear in the document.
OR FYe) = Py

o If you select Draw Text Box, a crosshair cursor will appear.

Left-click your mouse and while holding it down, drag your

mouse until the text box is the desired size. '
o Release the mouse button.

AnnualSidebar | Austere Quote

To Change Text Box Style:
o Select the text box. A new Format tab appears with Text Box Tools.

e Select the Format tab.
e Click the More drop-down arrow in the Text Box Style group to display more style options.
e Move your cursor over the styles and Live Preview will preview the style in your document.
o Left-click a style to select it.

To Change Shape Fill:
o Select the text box. A new Format tab appears with Text Box Tools.

Breas™ o

e Click the Shape Fill command to display a drop-down list.

e Select a color from the list, choose No Fill, or choose one of the other options

To Change the Shape Outline:

. BEB == 520
o Select the text box. A new Format tab appears with Text Box Tools. — T g
- . . . All Presenters pleas e area.
« Click the Shape Outline command to display a drop-down list. A”Media;rszm-lli""":a”mmﬁ
o Select a color from the list, choose No Outline, or choose one of the other options. = 1+ weeunc

To Change the Text Box Shape:
o Select the text box. A new Format tab appears with Text Box Tools.

e Click the Change Shape command to display a drop-down list.

e Select a shape from the list.

11
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To Move a Text Box:

o Left-click the text box. Your cursor becomes a cross with arrows on each end.

« While holding the mouse button, drag the text box to the desired location on the page.
« Release the mouse button.

Headers and Footers

Headers and Page Numbers

Headers and footers can help keep longer documents organized and make them easier to read. Text entered in

the header or footer will appear on each page of the document.

Insert a Header or Footer:

1. Select the Insert tab.

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

3. From the drop-down menu, select Blank to insert a blank header or footer,

or choose one of the built-in options. :
4. The Design tab will appear on the Ribbon, and the header or footer will appear in the document.

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

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

After you close the header or footer, it will still be visible, but it will be locked. To edit it again, just double-click

anywhere on the header or footer, and it will become unlocked

art Page Layout References !

i i : , EE
Insert the !Date or Time into a Header or Footer._ ] = nE g
1. Double-click anywhere on the header or footer to unlock it. Date Quick Picture Clip | Goto
& Time Parts = Art Heade
The Design tab will appear. Ses

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

Insert the current date or time into

Insert Date and Time
the current document.

3. Select a date format in the dialog box that appears.
4. Place a checkmark in the Update Automatically box if you would like it to always reflect the current date.
Otherwise, it will not change when the document is opened at a later date.

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

Other Header and Footer Options

12
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There are many other header and footer options that you can use to design these sections of your document.

You can review the Header and Footer Tools Design tab, to view and explore the design options.

Home  Insent Page Layout References  Mallingé Review  View Design (A}

% } 1 J 5 ‘ al 3’:1 I i revious Dddferent First Page EJs Meader trom Top: ~ 0.8° v E
» ~ | ! &1
— = = =0 = ) G -3 Net Deferent Odd & Even Pages [zl Footer from Bottom: 0.5° =
Header Footer  Page Date Quick Picture Clip o Goto Close Meader
v Number= | &Time Parts * At e Footer TS Link Y] Show Document Text o4) Insert Alignment Tab and Footer

Header & Footer Insent Nawgation Options Position Close

Adding Page Numbers

This button will give you a selection of putting your page humbers at the top of page, bottom of page, page
margin, or current position each of these options give you the opportunity to select from a list of default styles and
locations to place you page humbers

There is also a formatting and removal option In the Page number button. Click the Format Page Number
selection. The Page Number Format window will open and give you several options to choose from to make your
page numbers look the way you want. The drop down arrow next to Number format lets you choose from number,
letters, roman numerals, etc. If you would like to include Chapter numbers check the box and the options for your
chapters will no longer be grayed out. Page numbering lets you either continue from a previous section of your
document of start at any page number you would like by selecting the radio button next to Start at: and then either
typing the page number or using the up and down arrows to enter the page number. To remove all page number
simply click the Remove page numbers at the bottom of the Page Number selections.

F | F ™
Page Number Format m Page Mumber Format M

= =
= = = 5
= EE
Header Footer | Page Date Quick Picture Clip Go to Number format: = Number format: |1, 2, 3, ... |Z|
- =~ [Number~|| & Time Parts~ Art Header ~
Header & F 8 Top of Page N [ tndude chap: |_ [ tndude chapter pumber
L~ 1@ gottom of Page v Chapter starH, J Chapter starts with style: |Heading 1
Bl Esoe Margins ' Use separatd I Use separator: - (hyphen)
[#]  Current Position 3 .
Examples: Examples: 1-1, 1-A
,ﬁ' Format Page Numbers...
[ Page numbering Page numbering
Format Page Number (@) Continue from previous section ) i i ion
Change the format of page . - = . [
numbering used in the header or © startat: =7 @ Start at: Iﬁ
footer.
| Header |
ok | [ cancel [ o |[ cancal

Add Page Numbers to an Existing Header or Footer:

1. Select the header or footer. The Design tab will appear.

2. Place the insertion point where you want the page number to be. You can place it anywhere except inside a
Content Control field.

13
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3. From the Design tab, select the Page Number command.
4. Click Current Position and select the desired style. The page number will appear in the document.
If you've already typed information into your header or footer, it's important to place the page number at the

Current Position to avoid losing anything. If you select a page number from Top of Page or Bottom of Page, it
will delete anything that you have already added to the header or footer.

o
;_
-l
» [

REPORT] |1 o]
R
. . Show Document Text B EIH‘ZZH
To Hide the Page Number on the First Page:
In some documents, you may not want the first page to show the page number. | Different First Page
You can hide the first page number without affecting the rest of the pages. forine i page f e docmen.
1. Select the header or footer that contains the page number. © Pre= L tor o ey

2. From the Design tab, place a checkmark next to Different First Page. The header and footer will disappear
from the first page. If you want, you can type something new in the header or footer, and it will only affect the
first page.

If you're unable to select Different First Page, it may be because an object within the header or footer is selected.
Click in an empty area within the header or footer to make sure nothing is selected.

ew olem
) . ® -

Inserting chart =

You can draw chart in Microsoft word by : i I L i
1- Click insert tab —
2- Choose chart

Window of word split to two parts the window of the program (word) and the other is Excel window .Put your

15 i SR 1 R s~ -~ 2 |

data in excel widow then ok. iy a. e a 4v e ma

Insert Symbol

e Click oninsert tab
e Choose Symbol v
e Menu appears select the symbol you want then click insert = mame———

Screenshot -i
-+ 14
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Used for inserting a picture of any program that is not minimized to
the taskbar.by click on screenshot then Screen Clipping to insert picture
of any part of screen.
Various Line Colors:
By default, Word automatically checks your document for spelling and grammar errors. These errors are

indicated by colored wavy lines.

« The red line indicates a misspelled word. HLmi M —
e The green line indicates a grammar error. s,,%& Research Thesatinis Word
Grammar Count
Proofing
To Use the Spelling Check Feature: Spelling & Grammar (F7) i
Check the spelling and grammar of
text in the document.

e Right-click the underlined word. A menu will appear. o
o Select the correct spelling of the word from the listed suggestions.
o Left-click your mouse on the word. It will appear in the document.

You can choose to Ignore an underlined word, add it to the dictionary, or go to the Spelling dialog box.
To Use the Grammar Check Feature:

e Right-click the underlined word. A menu will appear.
o Select the correct word from the listed suggestions.

e Left-click your mouse on the word. It will appear in the document.

You can also choose to ignore an underlined word, go to the Grammar dialog box, or find out more
information about the word and its usage.
You can also wait and run the spelling and grammar check after completing the document. Click the Spelling &

Grammar command on the Review tab.

Run a Spelling & Grammar Check:

1. Go to the Review tab.

2. Click on the Spelling & Grammar command.

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

4. If no suggestions are given, you can manually type in the correct spelling.

15
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e 2 [E) Spelling and Grammar: English (U.S.) [

Not in Dictionary: Not in Dictionary:

I enjoyed meeting with youand touring the = ;]]3”‘" Dnes I enjoyed meeting with youand touring the - Undo Edit

facilaty. [ oy g e g = ur
Facility T o i

Suggestions:

Corrections can T
simply be typed in _
=

o i AutoCorrect

Chedk grammar

Check grammar
cancel " :
L Cancel

For spelling ""errors'":

« Ignore Once: This will skip the word without changing it.
« Ignore All: This will skip the word without changing it, and it will also skip all other instances of this word in
the document.
» Add to Dictionary: This adds the word to the dictionary so that it will never come up as an error. Make sure
that the word is spelled correctly before choosing this option.
Using Templates

Word 2010 allows you to apply built-in templates from a wide selection of popular Word templates, including

resumes, agendas, business cards, and faxes.

To Insert a Template:

1. Click the File tab to go to Backstage view.

2. Select New. The New Document pane appears.

3. Click Sample templates to choose a built-in template, or select an Office.com template category to download
a template.

4. Select the desired template and click Create. A new document will appear using the template you have

selected.

Entering Information into a Template

Insert Text into a Template: . -

Templates include placeholder text that is surrounded by brackets. To personalize your document, you'll need to
replace the placeholder text with your own text.

16
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Some templates simply use regular text as the placeholder text, rather than the “traditional” placeholder text with
brackets. In those cases, just delete the text and type in your own text.

1. Click on the text you want to replace. The text will appear highlighted and a template tag will appear.
2. Enter some text. It will replace the placeholder text.

Bill Hansen

|:|[Type your address] ]
[Type your phone number]
[Tywpe your e-mail address]
[Ty pe your website address]

17
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Word shortcut keys

The name of the command Keys
Apply a list bullets Ctrl+Shift+L
Auto format Alt+Ctrl+K
Auto text F3
Bold Ctrl+B
Cancel Esc
Clear Dell
Close or terminate Alt+F4
Copy Control + C
Create auto text Alt+F3
Cut Ctrl+X
Double underline Ctrl+Shift+D
Find Ctrl+F
Help F1
Hyperlink Control + K
Indent Ctrl+ M
Slash Control +I
Adjust to Ctrl+J
Merge the field Alt+Shift+F
New document Ctrl+N
Open Ctrl+O
Outline Alt+Ctrl+O
Overtype Insert
Page Alt+Ctrl+P
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Page break Ctrl+ Returns
Paste Ctrl+Vv
Paste format Ctrl+Shift+V
Print Control + P
Print preview Ctrl+F2

Re - Alt+Shift+Rear Distance
Repeat or repeat Ctrl+Y
Save Ctrl+ S
Select all Ctrl+A
Low Ctrl+=
High Ctrl + Shift+=
Part of the tasks Ctrl+F1
Time field Alt+Shift+T
Underline Ctrl+U
Undo Ctrl+z
Update fields F9
List of words Ctrl+Shift+G

Job keys

F1 Get help or visit Microsoft Office Online.

F2 Move text or graphics.

F3 Insert autotext (autotext: a storage location for the text or
graphics you want to use again, such as a standard node

statement or a long distribution list. Enter (after Microsoft
Word displays the entry).

F4 Repeat the last action.

F5 Choose the go to (list editing).

F6 Go to the next part or frame.

F7 Choose the spelling command (tool list).

F8 Expand the selection.

F9 Update selected fields.

F10 Activate the menu bar.
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F11 Go to the next field.
F12 Choose the Save command as a (file list).
SHIFT+ key function
SHIFT+ F1 Start context-sensitive instructions or detect formatting.
SHIFT+ F2 Copy the text.
SHIFT+ F3 Change the status of the letters.
SHIFT+ F4 Repeat a search or go to.
SHIFT+ F5 Go to the last change.
SHIFT+ F6 Go to the previous part or frame.
SHIFT+ F7 Choose the Thesy dictionary command (tool list, sub-
language list).
SHIFT+ F8 Reduce selection.
SHIFT+ F9 Switch between the field icon and the result.
SHIFT + F10 View a shortlist.
SHIFT + F11 Go to the previous field.
SHIFT+ F12 Choose the Save Command (file list).

CTRL+Function Key
CTRL+F2 Choose the "Preview before print™ (file list) command.
CTRL+F3 Cut to Spy (Spy: Auto-enter for multiple deletion storage.
CTRL+F4 Close the window.
CTRL+F5 Restore the size of the document window (for
example, after you enlarge it).

CTRL+F6 Go to the next window.
CTRL+F7 Choose the transfer order (the shortlist for the address bar).
CTRL+F8 Choose the size command (a shortlist for the title bar).
CTRL+F9 Insert an empty field.

CTRL +F10 Zoom in on the document window.

CTRL + F11 Secure a field.

CTRL + F12 Choose the Open Command (file list).

CTRL+SHIFT+function key

CTRL + SHIFT + F3

Insert spike content (Spy: Auto-enter for multiple deletions.

CTRL + SHIFT + F5

Edit a bookmark.

CTRL + SHIFT + F6

Go to the previous window.
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CTRL + SHIFT + F7 Update the associated information in the Microsoft
Word Source document.
CTRL+ SHIFT + F8 Expand the selection or block (then press an arrow key).
CTRL+ SHIFT + F9 Unlink a field.
CTRL + SHIFT + F11 Unlock a field.
CTRL + SHIFT + F12 Choose the Print Command (file list).
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ALT + function key
ALT+F1 Go to the next field.
ALT+F3 Create autotext (autotext: a storage location for the text or graphics
you want to use again, such as a standard node statement or a long
distribution list. Entry.
ALT+F4 End Microsoft Word.
ALT+F5 Restore the size of the program window.
ALT+F6 Go from an open dialog box back to the document to dialog boxes
such as search and replace that support this behavior.
ALT+F7 Look for the following spelling error or grammatical error. You must
select the spelling check box while typing (tool list, dialog options,
Spell and grammar tab).
ALT+F8 Run macro.
ALT+F9 Switch between all field codes and their results.
ALT +F10 Enlarge the program window.
ALT +F11 View the code for Microsoft Visual Basic.

ALT + SHIFT Key + Function

ALT+SHIFT+F1

Go to the previous field.

ALT+SHIFT+F2

Choose the Save Command (file list).

ALT+SHIFT+F9

Run GOTOBUTTON or Macro-Ton from the field that
displays field results.

ALT+SHIFT+F10

View the list or message for a smart tag. If there's more than
one smart tag, switch to the next smart tag and view the smart
tag

A list or message.

ALT+ SHIFT + F11 Microsoft Script editor started

CTRL + ALT + Function Key

CTRL

+ALT + F1 View Microsoft system information.

CTRL+ALT+F2 Open the command (file list).
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1.What is Excel?
Excel is a spreadsheet program, a that helps organize, summarize, and calculate data. Spreadsheets
are an everyday part of many professions, including accounting, statistical analysis, and project
management, you can use Excel for all sorts of tasks involving numbers such as budgeting, sales
analysis, forecasting, charting and graphing, Excel is a tool used to perform calculations with
numbers, so That can perform any calculation operation can be done in the Excel.
To start Microsoft Excel:
1. Click the Windows Start button
2. Click All Programs
3. Click Microsoft Office
4. Click Microsoft Excel 2010

1.1. Workbooks:
When Excel is opened, a workbook appears with three worksheets. Each worksheet contains

columns and rows. There are 1,048,575 rows and 16,384 columns. The combination of a
column coordinate and a row coordinate make up a cell address. For example, the cell located
in the upper left corner of the worksheet is cell A1, meaning column A, row 1. The cell address
is visible in the Name Box.

Place your cursor in the first cell, Al. The formula bar will display the cell address in the
Name Box on the left side of the Formula Bar. Notice that the address changes as you move
around the sheet. You can easily move from cell to cell by pressing tab or using the arrow

A cell can contain any of the following:
« A number (and any associated punctuation, such as decimal points, commas, and currency
symbols).
« Text (including any combination of letters, numbers, and symbols that aren't number-related).
. Aformula, which is a math equation.
« A function, which is a named equation that shortcuts an otherwise complex operation.
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1.2. Microsoft Excel 2010 Layout:

Excel is a spreadsheet program that manipulates, graphs, and analyzes numeric data. Common
uses for Excel are: budgets, grade books, address lists, or simple inventories.

The Quick Access Toolbar is a customizable shortcut menu to

commonly used commands. It’s visible no matter which tab is
selected.

- — The formula bar allows
pd|l Y i -— .
m Home Insert Page Layout Formulas PDF YOU to enter or Edlt
The Name Box tells you the 2n X cut data in the selected
X J Calibri 11 A AT = Wrap Text
name/coordinates of the cell “—! 3 copy - oy cell.
] Paste o Format Painter B I U~|H~|&~ A- EE E EE EEMergeaCenter v
selected. Note how cell Al is i Formulas and functions
Clipboard ¥ Font P Alignment 1
where column A and row 1 _| Al l - I;;f |_ can also be entered.
intersect.
LiJ_°| Bookl
A B (& D E E G H
1
2
; |

A row is the line of cells from the
left to the right of the page. Rows
are numbered.

A column is the vertical line of cells from the top to
the bottom of the page. Columns are alphabetized.
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The Ribbon contains the commands. It has multiple tabs that have their own groups of commands. Some
groups have an arrow at the bottom-right corner that will reveal more options once clicked.
m Home Insert Formulas Review View PDF
=l & cut Calibri == » = . B gu=y
== ahd =)* Wrap Text General g
Past W Copyr = 5 0 .00 ( !.t:_)] I F‘.ﬂt
- = = = | EE 3= - g 2 = v 0 N €0 . n N rm
af S Format Painter B IO = E | FFE EMergeaCenter $ fu il Foorma‘ttlion'ga' as?ablae .
;hgnwn]fnt I » I Number
Click on a Tab to see the .
o ) ) The arrow in the bottom-corner of
: ribbon change wit .
Each tab will dife & g groups will allow you to see more
ifferent commands .
have groups options for that group

1.3. Columns, Rows, Cells, and Ranges:

Columns, rows, and cells are the most fundamental components of a work sheet.
e A column: is a vertical series of adjacent cells from top to bottom.
e A-row: is a horizontal series of cells from left to right.
e A cells: is an individual rectangle anywhere in the grid area of a worksheet.

1.3.1. The Active Cell

Every cell in your spreadsheet has a name or reference that can be formed by a letter-
number combination, e.g. A5, D6.

When you select a cell in an Excel worksheet, it becomes enhanced with a thicker border.
The cell you have chosen is now the active cell, and its name or reference is the cell
column letter followed by the cell row number. In this image, cell G4 is the active cell.

G4 - fie| 300
A 3 B c D E F & H
TE—
2 100 100 100 100
2 The active cell 200
B is G4 300
2

200 2
300 300 3 DD. .
Lt

Page | 4
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The column letter and row number of the active cell are displayed in the Name Box near
the upper left corner of the Excel grid.

If you enter text or numbers into the Formula Bar (shown below), the , page layout, page
layout , page layout or number that you type will also be entered into the active cell.

£ |

1.3.2. Entering Text
Any items that are not to be used in calculations are considered, in Excel’s terminology, labels.
This includes numerical information, such as phone numbers and zip codes. Labels usually include
the title, column and row headings.
To Enter Text/Labels:
1) Click in acell.
2) Type text.
3) Press Enter.

1.3.3. Modifying Columns, Rows, & Cells:
When you first open an excel workbook, the cells, rows, and columns appear to have a set size.

You can easily modify the default sizes, as well as add and delete.
1.3.4. Changing Column Width:

1. Position your mouse over the column border in the top
column heading. Your mouse pointer should change from
a white cross &2 , to a double arrow*.

2. Click and drag the column line to the right to increase the
width.

3. Release the mouse button. The column width will remain
where you release.

Tip! If you see hashtags (#######) in a cell, it means the column is not wide enough to
display the cell’s content. Continue to increase the width to show the cell’s data.

1.3.5. AutoFit Column Width:

== e |FEEY | T AutoSum v A

~Em I
-|| & E) @ Fin- ‘Z? :
Jote _ Insert Delete |[Format N Sort& F
s - - &f Clear ~ Filter~ S

Cells | cell Size

[ Row Height...

u v w X AutoFit Row Height 2

Player NaiGame 1 = o
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4. Select the column(s) you would like to automatically
adjust column width to fit cell data. Select column(s) by
click and dragging across the column heading.

5. Click the Format command on the Home Tab. The
Format drop- down menu appears.

6. Select AutoFit Column Width.

1.3.5. Changing Row Height:

1. Position your mouse on a row border in the first column where the rows are numbered.
The white cross &? will change to a double arrow. +

2. Click and drag the arrow downward/upward to increase the row’s height.

3. Release the mouse and the row height will remain where the mouse

was released.

1.3.6. Insert Rows:

1. Select the row below where you want the new row to appear. Select the entire row
by clicking on the numbered row heading. Zéfa‘r;;;z",;;;;r‘ 10
13 5tone, Melissa

10
14 |Vega, Nelly 10

~l

Ln

Click on the row number to select the entire row

Ln

2. Click the Insert command on the Home tab.

|
== Z AutoSum -
& _I“ JJ

. @] Fill =
Click the Insert command on the Home tab TE Ll A 2 Clear =

Cells Ed

to insert rows, cells, or columns

Insert Cells

T| Insert cells, rows, or columns into
E the sheet or table,

Q Press F1 for more help.
54 T3 RITIEY b

1.3.7. Insert Columns:

1. Select the column to the right of where you want the new column to appear. For

example, ifyou want a new column between C and D, select column D.
2. Click the Insert command on the Home tab (same button used to insert rows).

Page | 6
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Tip: When inserting rows and columns, make sure you select the entire row or column by clicking on
its heading (numbers for rows & letters for columns). If you only select a cell, then only a new cell
will be created

1.4.  Formatting Text, Numbers, and Cells Selecting/Moving Rows or Columns:
-To select an entire row, click on the number of the row in the gray column on the left.
- To select an entire column, click on the letter of the column in the gray row at the top.
-To move the entire row or column select entire row, hold down the shift key, click on row/column
line and drag it to the d

1.5. Wrapping Text and Merging Cells:

When a cell contains more text than can be displayed, you can choose Address 5
to wrap the text within the cell or merge empty cells together. 312 T"GW Lane,
Camden, MJ
51 Charles Street,
Wrapping text makes the information display on multiple lines down, Jennings, Wi )
. . . . - 11001 Vanguar
and merging cells will combine cells creating one big space for text. N Bimn, A
1.5.1. To Wrap Text: 2 Jacob Street, St.
1.Select the cells you would like to wrap text. IClaire, M
2.Select the Wrap Text command on the Home tab. =

Address Sca
312 Willow Lane, Camd

51 Charles Street, Jenni
11001 Vanguard Avenu

2 Jacob Street, 5t. Clairg]

3.The text in the selected cells will be wrapped.

= Wrap Text Ger

i
]

=ad Merge & Center = | § ot

Tip! If you change your mind, click Wrap Text again to undo
Page | 7



College of Pharmacy- University of Tikrit computer science / First stage

Microsoft Excel — Lecture (6)

Instructor Instructor Instructor

Lect. Dalal . S Assistant Lecturer: Maha.S Assistant Lecturer Yasser.Kh

1.6. Copying Formula:

= click on the cell that has the formula you want to copy. go to the bottom right hand corner
and get the black cross symbol.

= click the left mouse button and drag down through the rest of the rows and let go of the
mouse. This will copy the formula down for the rest of the names.

1.7. To Clear a Cell Format:
1) Click in the cell that contains formatting

@‘ = R R | = Bookl - Microsoft Excel = = X4
m Home | Insert Pagelayout Formulas Data Review View Acobat & @ = & =
= Calibri ; = General v g T v A7~
e : e & = y
23~ B 7 U-~ EEEGE| $-% 8- 44~
Paste a. : Ca O ey Styles | Cells
b * 4 BT | S — = s B~ .00 3.0 b v
Clipboard y Font ,. Alignment " Number " -
BS - f | =Ba*0.3 £ Clear All
A [ B | C D E F G H f'f'_ﬁ,} ClEEFEDFITIEtS
”74”.Sales 700 900 800 600 3000 Clear Contents
5 |Cost 210! 270 240 180
] A :! Clear Comments
6 Profits 4350 630 560 420
7 Clear Hyperlinks
8
9

2) Click the drop-down arrow next to the Clear button on the Home tab in the Editing group
3) Click Clear Formats

Page | 8
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1.8. Sorting & Filtering:

If you are working with a large amount of data in your worksheet, sort and filter can make
finding information faster. You can customize the order of your data alphabetically,
numerically, by groups, and with multiple layers too.

A
YA

Sort &
Filter ~

18.1. Sort:

Sort allows you to change or customize the order of your data. Do you want your attendance list
to be alphabetized? Or order a column of numbers from smallest to largest? The sort command
allows you to do this and not mess up the rest of your spreadsheet too. Below are some common
sort commands.

1.8.1.1Sort Alphabetically

1. Click in a cell of the column you want to sort alphabetically. You do not have to select your
entire table nor the entire column.

2. Click on Sort & Filter in the Edit group of the Home tab. You could also click on the Data
tab for Sort & Filter options too.

3. A dropdown menu will appear after you click on Sort & Filter in the Home Tab. Select
either Sort A to Z or Sort Z to A, depending on if you want to sort Ascending or
Descending.

4. The data in your spreadsheet will sort. Related information across rows will be kept together
when the sort is applied.

"TET 1
Z

Sort & |Find &
Filter = | §elect =

Edi- it & tn 7

£l conzioa
i Custom Sort...

W= Filter
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1.8.1.2. Sort Numerically

The steps to sort numerically are the same as sorting alphabetically show above. Click on a cell in the
column you want to sort numerically. Click on the Sort & Filter command in the Home tab, and select
either Sort A to Z, which will sort the numbers smallest to largest, or Sort Z to A which will sort
numbers largest to smallest. Again, corresponding data across

rows will be kept together.

1.8.1.3. Sort by Date or Time:

Sort by Date or Time

To sort a spreadsheet by date or time:

do the same steps as sorting alphabetically as shown above. Make sure you select a cell in the column
you want to sort by date/time. This time when you select Sort A to Z, the data will sort oldest to
newest, or Sorting Z to A will make the data sort newest to oldest.

1.8.1.4. Sort in an order of your choosing

There may come a time when the alphabetical or numerical sort doesn’t fit your circumstances. You
can tell Excel the order by which you want the data sorted. In class we will use the example of sorting

by t-shirt size smallest to largest. — .
1.Click a cell in the column you want to sort. o Xosuies | Dagorion = Btk b
2. Click on the Sort & Filter command in the Home tab. - ot

3. Click Custom Sort... from the dropdown menu that appears, ** #= [} == i

4. ldentify the column you want to sort by clicking on s

the drop-down arrow in the column field.

In our example we will choose t-shirt size.

5.Leave Values selected in the Sort on field.

6. Click the drop-down arrow for the Order field.
Click Custom L.ist

7. Select new List, and enter the order you want
the data sorted in the list entries box. After

oK || Cancel
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every entry press Enter on your keyboard.

8. Click Add to save the list. The t-shirt size list will now
be in the Custom Lists field. Click OK.

9. Click OK to close the Sort dialog box and sort the data.

1.8.1.5. Sort with multiple levels

You can sort by more than one column. In our example, we will sort by homeroom number then by

Order fields the same.

last name.
1. Click on the Sort & Filter command, and click Custom Sort.
2. ldentify the first column you want to sort, in our example Homeroom #. Leave the other
fields, Sort On and Order fields, the way they are.
3. Click Add Leuel
4. ldentify the|nekérigenhe/gnrtveant ddosioythbne if keavwathenBdetedrmand
Click OK. | come before the other.
- I ™~
Sort L2 ]
’glﬁdd Level || X Delete Level .3 Copy Level ‘ Options... 7| My data has headers
Column R - Sort On 7 O;'def 7
‘ Sort by Homeroom = | - Values v| Smallest to Largest ‘\lv}
Thenby |astName [+] |values ~| Atz |-
! Homeroom = = o
First Name
Last Name
Payment
T-Shirt Color
T-Shirt Size
|
| [ ok ][ cancel
|
1.9. Filter

Filter is useful when you want to narrow down your data and hide other parts.
You can filter text, dates, and numbers.

T e }
@ o @,E
&

Find &
pelect -

Sort &
.|| Fiiter =

2] sortatoz
i %l sortztoA

Filter (Ctrl+Shift+1

Fnahle filterina ¢
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You can also use more than on filter to further narrow your data.
To use the filter command, you must have a spreadsheet that has a header row.
1. Click the Sort & Filter command in the Home tab.
There is also a Filter command located under the Data tab.
Click on Filter.
Drop-down arrows will appear in every column in the header row.
Click the drop-down arrow in the column that you want to filter.
The filter menu appears.
Uncheck any boxes next to data that you do not want to view. Anything that remains
checked will remain visible.
8. Click OK and your spreadsheet will be filtered. The data not visible is hidden temporarily. It
has not been deleted.

No v s~wDN

1.10. Entering Values

Numerical pieces of information that will be used for calculations are called values. They are entered
the same way as labels. It is important NOT to type values with characters such as “,” or “$”.

To Enter Values:

1)  Navigate to a cell

2)  Typeavalue

3) Press Enter

1.11. Creating Formulas

Operator (Key) | Function

= Begins all Excel functions and formulas
+ Addition

- Subtraction

* Multiplication

/ Division

1.12. To Create a Formula:
1) Click in a cell
2) Press the = key
3) Type the formula
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4) Press Enter

1.13. .Excel Functions:

As we have previously seen, the power of Excel lies in its ability to perform calculations. The real
strength of this is shown in Functions. Functions are more complex formulas that are executed by
using the name of a function and stating whatever parameters the function requires.

Function Defined

=SUM(range of cells) returns the sum of the selected cells
=AVERAGE (range of cells) returns the average of the selected cells
=MAX(range of cells) returns the highest value of the selected cells
=MIN(range of cells) returns the lowest value of the selected cells
=COUNT (range of cells) returns the number of values of the selected cells

1.13.1. To Enter the SUM Function:
1) Click in a cell
2) Click on the AutoSum button in the Editing group
3) Highlight the range of cells that are to be added (The colon means “through”)
4) Press ENTER

1.13.2. To Insert the Average Function into the Worksheet:
1) Click in a cell
2) Click on the drop-down arrow next to the AutoSum button
3) Click on Average
4) Highlight the range of cells be calculated
5) Press ENTER

.13.3. To Insert the MAX Function into the Worksheet:
1) Click in a cell
2) Click on the drop-down arrow next to the AutoSum button
3) Click on Max
4) Highlight the range of cells be calculated
5) Press ENTER

1.13.4 To Insert the MIN Function into the Worksheet:

6



College of Pharmacy- University of Tikrit

Microsoft Excel —

Instructor Instructor

Lect. Dalal . S

Assistant Lecturer: Maha.S

computer science / First stage

Lecture (7)

Instructor

Assistant Lecturer Yasser.Kh

1) Click in a cell

2) Click on the drop-down arrow next to the AutoSum button

3) Click on Min

4) Highlight the range of cells be calculated

5) Press ENTER

1.13.5. To Insert the COUNT NUMBERS Function into the Worksheet:

1) Click in a cell

2) Click on the drop-down arrow next to the AutoSum button

3) Click on Count Numbers

4) Highlight the range of cells be calculated

5) Press ENTER

1.14. Creating a Basic Chart:

1) Highlight the data to be charted

2) Click on the Insert tab

3) Click on a Chart Type in the Charts group.

Home Insert Page Layout Formulas Data Review View Acrobat
== EE= ) N ‘ — ¥
5 H R E Ll ikl w«O = g |- ¢
PivotTable Table Picture Clip Shapes SmartArt Screenshot Column Llne Bar Area Scatter Other
v Art x x Charts -
Tables | Illustratio Charts
Al - Jx | Budget
A B . D E E G H 1 J
1 |Budget
2
3 Qtrl Qtr 2 Qtr 3 Qtr4 Total
4 |sales 700 S00 800 600 3000
5 |Cost 210 270 240 180
6 |Profits 490 630 560 420
=

4) Click on a Chart Style.
1.14.1 To Move your Chart:
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Click and drag the chart to a new location on the worksheet.
When the chart is selected you will notice a new tab “Chart Tools” on the Ribbon. If you do not see
the Chart Tools, click on the chart to select it. Under Chart Tools you will find 3 tabs:

o Design.
o Layout.
e Format.
] bl ~H”_. > S e — Bt S e s S it I o = A | I
| =g, = S = P ol | S ol

1z 2c00

1.15. Creating a New Workbook:
It is easy to create a new workbook! Simply,
e click on File — New
e clicking the 'New' button then click 'Create’.
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1. To change the location of a newly added worksheet, click once on the tab and hold down the
left mouse button and drag the worksheet to its new location.

2. Itis also possible to change the name of each worksheet. Right-click on the Sheet 1 tab and
left-click on Rename. Once you click on Rename, the name of the sheet becomes highlighted
and you can simply type in a new name. Double-clicking on the tab will also enable you to
type in a new name.

1.15.1. Saving a Worksheet
When working in Excel it is necessary to save your files. It is also very important that while working,
your file is saved frequently. When naming a file, you are restricted to 255 characters. Avoid most
punctuation; spaces are acceptable.
To Save the File:

1) Click on the File tab

2) Click Save

3) Type a file name

4) Click Save

1.15.2. Opening a Workbook
To open a workbook, display the File > Backstage menu and either:

9
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- Choose Open or
- Choose a workbook from the Recent Documents list.

!i! Home

= Save

&Y save As

[ Open

4 Close

Info

Recent

You can also use the shortcut keys Ctrl + O.

1.15.3. Closing a Workbook
Closing a workbook is different from saving a workbook. If you have not made any changes to the
workbook, just left click the lower X in the upper right corner of the workbook.

1.15.4. Close workbook

o B R
o @ = @@=z | Closeworkbook

1.16. Closing Excel
To close Excel and all open Excel files, click the top X in the upper right corner of the Excel screen.

= ] 2| Close Excel program
o @ o & R

10
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1.17. . Printing a Worksheet

To Print, Preview and Modify Page Setup
1) Click on the File tab
2) Click on Print

The spreadsheet shows as it will be printed. You can proceed to print the document from here, or you
can change things to make the printed output look different.

X & | Bookl - Microsoft Excel = B R
Home  Insert  Pagelayout  Formulas  Data  Review  View  Acrobat (7]
|l save
Print
B saveAs QJ
= Copies: 1 s
.| Save as Adobe PDF
Print
[L7 Open
[ Close Printer
Info 9,4/ UNSI00HL on msuprint
<, Ready
Recent Printer Properties
Settings
New
Print Active Sheets -
Print Only print the active sheets
=
| Pages: 5| to %
Save & Send
Collated
= =Py . e
Help 123 123 123
2 Options j Portrait Orientation v
e | et )
85"x11
Normal Margins =
i— Left: 0.7" Right: 0.7
_]L] No Scaling -
[10] Print sheets at thfFectaer s
Page Setup
1 oft )=

11
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Keyboard shortcuts in Excel 2010

1-General - Excel Shortcuts:

ACTION EXCEL SHORTCUTS
Open Options Alt, F, T
Open help F1
Undo last action Ctrl + Z
Redo last action Ctrl+Y
Copy selected cells Ctrl + C
Repeat last action F4
Cut selected cells Ctrl + X
Paste content from clipboard Ctrl +V
Paste Special dialog box Ctrl + Alt+V
Find and Replace Ctrl + F
Find and Replace,Replace selected Ctrl + H
Find previous match Ctrl + Shift + F4
Find next match Shift+ F4
Create embedded chart Alt + F1
Create chart in new worksheet F11
2-File - Excel Shortcuts:
ACTION EXCEL SHORTCUTS
Create new Workbook Ctrl + N
Open workbook Ctrl+ O
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Save workbook Ctrl +S
Save as F12
Print file Ctrl + P
Open print preview window Ctrl + F2
Close current workbook Ctrl + F4
Close Excel Alt + F4
3-Ribbon - Excel Shortcuts:
ACTION EXCEL SHORTCUTS
Expand or collapse ribbon Ctrl + F1
Activate access keys Alt
Move to next ribbon control Tab
Activate or open selected control Space
Confirm control change Enter
Get help on selected control F1
4-Tables and Data Forms - Excel Shortcuts:
ACTION EXCEL SHORTCUTS PDF
Insert table Ctrl+ T
Select table row Shift + Space

Select table column

Ctrl + Space

Select table

Ctrl + A

Toggle table total row

Ctrl + Shift+ T




College of Pharmacy- University of Tikrit

computer science / First stage

Keyboard shortcuts in Excel — Lecture (8)

Instructor Instructor Instructor
Lect. Dalal . S Assistant Lecturer: Maha.S Assistant Lecturer Yasser.Kh
Move to the next field which can be edited Tab
Move to the previous field which can be Shift + Tab
edited
Move to the first field in the next record Enter

Move to the first field in the previous record

Shift + Enter

Move to the same field 10 records forward

Page Down

Move to the same field 10 records back

Page Up

Move to a new record

Ctrl + Page Down

Move to a first record Ctrl + Page Up
Move to the beginning of a field Home
Move to the end of a field End
5-Filters - Excel Shortcuts:
ACTION EXCEL SHORTCUTS
Activate filter Alt+1
Toggle Autofilter Ctrl + Shift + L
Clear slicer filter Alt+C
Select the next item in the AutoFilter list )
Select the previous item in the AutoFilter list T
Close the AutoFilter list for the current column Alt+17
Select the first item in the AutoFilter list Home
Select the last item in the AutoFilter list End
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1. PowerPoint 2010
Microsoft PowerPoint 2010 is part of the suite of programs known as Microsoft Office. You can use PowerPoint to create
and share dynamic presentations, or slide shows as they are most commonly called.
PowerPoint presentations consist of a number of individual pages or "slides". The "slide™ analogy is a reference to the slide
projector. Slides may contain text, graphics, sound, movies, and other objects, which may be arranged freely. The
presentation can be printed, displayed live on a compute

1.1. Open PowerPoint:
To start PowerPoint:
1. Click on the Start button
2. Click on All Programs
3. Click on Microsoft Office
4. Click on Microsoft Office PowerPoint 2010
OR
Double-click on the PowerPoint icon on the desktop.

1.2. About the Editing Screen

@« ~€— Quick Access Toolbar : ation v Ribbon o & R
@ Home Insert Design Transitions Animations Slide Show Review View Add-Ins * A @
| =] Layout ~ 5 = v g - 2 et | “7‘: y B4 24 Find
= —l B2 Reset s - - U ) v 2ac Replace ~
Paste New B 7 U S abe AV- An = Shapes Arrange
- Slide~ 5 Section v 2 = v B lg Select v
Clipboard ' S“""E:, rawing Editing
Slides Outline X I N R s S N s S I I R e
1]
| 12
T |- Slide Pane
\:\1
E
Tab, |-
= !
= . .
B | Click to add title
| - H
B b s
|- TextPlaceholders
= ~ . PR B
B Click to add subtitle «—— |
B
| - H
| ;
B
Click to add notes Notes Pane
Slide 1 of 1 | “Office Theme |[mzs mE 2 66% (=) () (F) @
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1.3. Ribbon
The ribbon, which spans across the top of the PowerPoint screen, replaces the old Menu Bar and toolbars used in

Microsoft Office programs up through version 2003.

| Tabs |
E Home Insert Design Transitions Animations Slide Show Review View Add-Ins & @
j L J & Layout ~ . A ® S = I F}. EH 44 Find
B9 Reszt e -4 L 3.c Replace -
Pa'ste s”;:- = Section - B 7 U 8§ abe 2V~ A5 === 9| &5 Sha'pes —'.l'l'a'nge  Select -
Clipboard Slides Font Paragraph Drawing Editing
L G
roups

It organizes related functions into tabs. Those related functions are further organized into groups. The Home

tab, for instance, has a Font group that contains formatting options for adjusting font, font size, bold face,

underline and italics. The Paragraph group contains icons that control margins, spacing and indentation,

among other things.

1.4. Quick Access Toolbar:
| | =

= This is a customizable toolbar that provides access to commonly used functions such as Save or Undo Last
Action.
Clicking on the down arrow gives you access to other common functions that you can add to the toolbar.
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1.5 Slide Pane:

The large white typing area that features
“Click to add...” text prompts.
This is the area where you’ll type your slide text

.1.6. Slides Tab:

Located to the left of the slide pane.
Displays thumbnail versions of slides in your presentation.

Clicking and dragging a thumbnail allows you to rearrange the slides

in your presentation.

You can also click on a thumbnail to advance your presentation to that slide.

1.5.Notes Pane:

Click o add notes

Lets you type speaker notes for each slide.

Located beneath the slide pane.

Click to add title

Click to add subtitle

When printed out, the slide image and notes for that slide appear together on the same page.

1.6.Text Placeholders:

Located inside the slide. (Look for **Click to add..."* prompts

When you click inside the placeholder, a blinking text

Click to add title
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insertion point--or cursor--appears, and you can enter

text.
% The pointer/cursor: e e ——
. - c — b
= It moves on-screen inthe direction you move ? ey ,i
o -

your mouse.
= When pointed at text, the pointer becomes a cursor, assuming the shape of an I-beam.
= When pointed outside of the text area, the pointer becomes an arrow.

%+ The title bar:
Lﬂ > I= PowerPoint Design Tips general [Compatibility Mode] - Microsoft PowerPoint = B R

= Located at the very top of the screen.
= Displays the program title as well as the filename you assign your presentation upon saving it.

% The Task Bar:

E—————— =
Slide 20f3 | “Office Theme”™ | <5 EEEGT e O
PR e '

= Located at the bottom of thescreen.

= The Task bar displays the number of the current slide in the presentation (e.g., Slide 1 of 1, Slide 2 of 2, etc.).

= [t also allows you to zoom in and out of your current slide (note the magnification slider on the right side of
the Status Bar), and to change your slide view from the normal editing screen to multiple slide view (the

Slide Sorter) and Slide Show view.

«+ The vertical and horizontal scroll bars:

= Located to the right of and beneath the slide pane.
= The vertical scroll bar allows you to scroll Verticle scroll bar
through your slides. | ‘
-Dragging the elevator (the button located ,
between the up and down arrows) moves you Presentation Title
Today’s Date Page Up/
Page Down
— Horizontal scroll bar hiltons |

E

I
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quickly through the presentation. A slide indicator
box to the left indicates each slide number as you
pass by it.

= The horizontal scroll bar appears when you
zoomin on part of the slide so that the entire
slide doesn't fit within the viewable area. This
scroll bar lets you see parts of the slide not

currently displayingon-screen

+«+ The page up/page down buttons:

= Located beneath the vertical scroll bar. (Look for the buttons that display double-arrows, one set facing up
[page up] and the other facing down [page down].)

= Moves you slide-by-slide in either direction.

1.7.Create a Title Slide
When you open PowerPoint, the program takes you by default to a Title Slide screen.
= Follow PowerPoint's on-screen prompts to enter text (**Click toadd...").

NOTE: All ""Click to add..."”

prompts are optional. If you don't C| ICk to a d d t|t|e
type a sub-title, for instance, the

Click to add... sub-title prompt o —————— é

won't appear when you present your

slide. l

1.8.Save Your Presentation

0a) |

= Choose Save from the Quick Access toolbar. = ho

= Use the Save in window to locate where you plan to save your file.
= Enter a filename in the Filename window for the presentation and press Save.
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To use the Save As command:
¢Click the File tab.
eSelect Save As. Save As.
The Save As dialog box will appear. Select the location where you want to save the presentation.

eEnter a name for the presentation, then click Save. The Save As dialog box.
NOTE: To save your presentation in
a previous version of PowerPoint:

Fie name: PowerPoint Presentation

PowerPoint Presentation
0

=l

o Click on the down arrow by the Save as type window.

- - - ' - PowerPoink :7-200;9;;;*;90 ]
o Select the version in which you'd like to IEL?;L“?‘&*?‘

save the presentation.
o Click Save.

1.9.Create a New Slide =

» Click on New Slide from the Hometab. ——— =
A list of thumbnails appears, outlining your various - e I
slide content options to choose from. e Tmeenscen ek

= Click once on the appropriate thumbnail to bring oz 22 || == ==

Two Content Comparison Titie Only

up the next slide.

Sians T Content with T Picture with
Caption Caption

NOTE: Selecting Title and Content allows you to

Dupiicate Selected Slides

Shdes from Cutline..

LL:'L“

create the most common slide types such as bullet lists,

Beuse Stides..

tables, and charts.

. nsert Design Animations Slide Show Review
1.10. Create a Bullet List Bl — =
. . " Office Theme ' —

= Click on Title and Content v eIl | ,
|

. 1 I
Title Stide Title and Content | | Section Header “

b Hr
: . < “ “
“TwoConmtent  Comparison  TRie Of Click to add title
= * Clickto add text q—

Content with Picture v
Caption Captig
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[11.11. Create a Chart
= Click on Title and Content from the list of layout options displayed.

= Click on the Chart icon in the center ofthe slide.

nsert Design Animations Slide Show Review
=5 tayout = . - A= elfar) sl
Office Theme y -

3 | I

Title Stide | Title and Content Section Header

« Clicktoadd text

Two Content Comparison Title Only
B e  Se—
& e
! -0
Blank Content with Picture with
Caption Caption L-

= Select a chart type from the list on the

Insert Chart

left side of the Insert Chart dialog R Templates nNart oub-1ype

e | Lm) nA] |22 \oal 0% 98] B0 |}
-, | Lo 08 o U )
w ™ || bu ad] ATl
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= Next, choose a sub-type from the
iconsto the right and click OK.

’ () @90 ) & Presentationl - Microsoft . | Chart Tools — S 'zl M) - ™ - )5 Chartin Microsoft Office PowerPoint - M., - = X ‘
Toa)
Hom¢| lnseﬂ' Deslgl Anim | Slide | Revie l View | Add l‘\Deslgn | Layout l Format | O |Homefl Insert l Page Layonl Formulas [ Data I Review I View ' Add-Ins I. = ¢
TIEEEDCIE == oaoE
© = : IBIUHAAI | @ #-
Change Save As Switch Select Edit Refresh Quick Quick Paste _ T ‘Ahgnment \Number Styles \ Cells 2
Chart Type Template || Row/Column Data Data Data Layout v Styles ~ ‘ £ “& = ‘ P ‘
{ Type Data Chart Layouts | Chart Styles _'l |Clipboard '7' {12 Font = | | | Editing
Eaa - ' 55 ~ Q]
; ‘ A | 8 ] c | o E_| . s N
Lkl Series1 Series2 Series3
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 Category 3 3.5 1.8 3
5 Category4 4.5 2.8 p‘lj
Click to add title 6 ;
8| To resize chart data range drag lower rlght corner of range [
5]
10
(k]
12 1
13
14
15
16
lafzd
18
F19)
20
= Excel
23
24
25

 Slide20f2 | Office Theme™ | <5 | @S&ﬁ@ 395

Click to add notes

W 4 » W] Sheet1 /73 40

i) Ready |

X/
**

7
**

You’ll now see a split screen; PowerPoint is on the left and Microsoft Excel has just launched and

appears to the right, with sample chart data displayed. Data for PowerPoint charts is actually entered in

Excel. As you enter your own data in place of the sample data, PowerPoint automatically updates the

chart displaying on the PowerPoint side of the split screen.

You’ll notice a blue boundary

line at the right and bottom edges
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of the sample data.

A B C D
1 Series 1 Series 2 Series 3 Blue
2 Category 1 4.3 2.4 2 boundary
3 Category 2 25 4.4 2llines
4 Category 3 35 1.8 31
5 Category 4 4.5 2.8 >
6 | | T \D

«» If you have more columns/rows in your chart than are filled in by sample data, simply click on the
lower right corner where the blue lines meet and drag the mouse down/to the right until you see
displayed the correct number of columns and rows. You may only drag in one direction at a time
(either horizontally to expand the number of columns or vertically to expand the number of rows). To
expand both columns and rows, release the mouse after having dragged it in one direction and then
repeat the process in the other direction.

» . Entering data labels (categories):
= Enter the categories you are measuring in the column labeled A. Start entering data in Row 2.
NOTE: As you begin typing data in each cell, the sample data from the next cell disappears automatically.
= Press the down arrow key to move row by row, or click on the next cell down using the mouse.

1] B C D
1 Series 1 Series 2 Series 3
2 ||Marth 4.3 2.4 2
3 ||East 2.5 4.4 2
4 [|South 3.5 1.8 3
5 ||West 4.5 2.8 5
f

> Entering legend headings (series):
= Enter legend headings directly beneath the cells labeled B, C, D and so on. Start entering legend headings
in Column B.
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A B C D

1 2008 2009 2010

2 |North 3 s -

3 |East 2.3 44 2

4 |South 3.3 1.8 3

3 |West 4.5 2.8 )

: r

1.13.Entering values (numeric data):

Before entering values, you can specify the kind of values you are

entering (percentage, dollar amounts, etc.).

Click on the upper left blue cell of the spreadsheet
. (This highlights the info in your spreadsheet.)
Click with the right mouse button on the same cell.

Choose Format Cells... with the left mouse button.

Choose Number from the pop-up menu.

Choose the type of values being represented from the Category
listing at left.

Click OK.

NOTE: If you choose Percentage, you will need to enter your

values in the datasheet using decimal points in front of the

10

woe

e |

(
|
|

Bl
o

HE oo gae s wng W

UA) r\’!"
o c i

&b it

Relete
Clear Coptents
Filter

Sort

- [Inzert Comment

wow N

|drag lower

(%' Eormat Celis...

PE T IO CTUP U eI St

Name a Range.

& Hyperink.,

Format Cells

Alignment Font Border Fill

Cateqgary:

Nurnber
CUrtency

Date
Time:

Fraction
Scientific
Text
Special
Custom

Accounting

Percentage

Sample

iGeneral Format cells hawve no specific number Format,

()
=

Protection
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numbers (e.g. for 23%, enter .23 [not 23]).

1.13.1 When done entering data:

= Click on the x in the upper right corner of the Excel window. artin Microsoft Offce pow.. o, | - =[%]

irmu | Data | Review | View | ﬁ«dd-lrl Design | 'Q) =

T Y RS

- &

iv

F] Editing
fe| 3.5

& D
109 2010 |

[ .

-

A
Alignment| Mumber | Styles || Cells

o
I e

1.14.Returning to the Excel spreadsheet to edit data (if necessary):
o Click once anywhere inside the chart to select it. This launches a Chart Tools contextual
command tab that doesn’t appear on the normal editing screen.
o Make sure the Design tab under Chart Tools is selected and then click on Edit Data from the Data group.

Chart Tools
Animations Slide Show Review View Add-Ins Acrobat Design La)
Bl 1
mf] T3 S : _‘:J -
iy el ST T T A
L ai LAY Cerrre | =y
a| Data Data
itd Chart Layouts Chart Sty

1.15.When done editing data:
= Click on the x in the upper right corner of the Excel window.

11



College of Pharmacy- University of Tikrit computer science / First stage
PowerPoint — Lecture (9)
Instructor Instructor Instructor

Lect. Dalal . S Assistant Lecturer: Maha.S Assistant Lecturer Yasser.Kh

1.16.Change the chart type (to a line chart, area chart, etc.):
=If your chart is not currently selected, click once in the white space above or below the legend to select
it. This launches a Chart Tools contextual tab that doesn’t appear on the normal editing screen. If

the chart is already selected (has a blue bounding box around it), the Chart Tools tab will display.

=Make sure the Design tab under Chart Tools is selected and then click on Change Chart Type from the Type
group.

H9-v s

( Love Cat oIt Chart Tools
32 i
- Home Insert Design Animations Slide Show Review View Add-Ins Acrobat Design Layout Format

3 )
ol W, & B = |2

| i x g =[] N 'l . ¥
Change |Save As ) f.»?:“ Select Edit Refresh lﬂ—l—J M ,_4 = ’Il II L ‘ L ‘ L ‘ %

Chart Type femplate | Row/Column Data Data Data -
Type Data Chart Layouts Chart Styles
Select a new chart type and sub-type and click OK.
(_'\3/ d9-0 s Why [ Love Cats - Microsoft PowerPoint -
- Home  Insért Design Animations Slide Show Réview View Add-Ing Atrobst Désign Fe
1.17.  Relocating or e o T S Y| P T RET R ™
' * Acture S Ted || Chan endl| Oata Data || Axes Gridlines  Plot
& ¢ v Boi Titie abels~ Table* v Arear
deleting the legend: - e ) Bacgrons
deleting the legend: f | k] owicen o |
Clclick once in the white space above or v e iy |
below the legend to select it. ‘ i Sosinin ) add title
This launches a Chart Tools contextual | | iegensaminin |
[JMake sure the Layout tab under Chart Tools is selected ‘ b ik |
and then click on Legend from the Labels group. B L] il o

[JSelect an alternate location i o gena o
H - —_————— I the chart without resizing | |
on the slide for the legend, or select None to delete it. ! l
2
IR K

__J Overlay Legend at Right

Overlay Legend at Left
44| ShowLegend at left of

1 . B -+ the chart without resizing
12 i i g 7 More Legend Options
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1.19. Apply a contrasting color to the chart’s background:

1.18.Resize the chart:

If a light blue selection box doesn't currently
frame your chart, click in the white space
beyond the chart itself to make the box
appear.

Click on any of the four corners of the
selection box (position the pointer tip directly
on the 3 dots; the pointer will change from a
4-sided to a double- sided arrow).

Drag the mouse button diagonally to

stretchor shrink the chart area.

If a light blue selection box doesn't currently
frame your chart, click in the white space
beyond the chart itself to make the box appear.
Position the mouse pointer tip in a blank area of
the chart until the Chart Area indicator
appearsbeneath the arrow.

Click once with the RIGHT mouse button. A
pop-up menu should appear.

SelectFill, if it isn’t already,
and then choosing Solid fill.

Click on the down arrow by the paint bucket

13

]

| ESeriesl
m Series?

| Series 3

Category 1 Category 2

ory3 Category 4

Border Cdlor | | O po il

Bordar Styles | |@ Sod @

= radent &
Shadow O graden

30 Format ,
A O Aytomatic

Category 3

,—* Cut

43 Copy

Paste

[ &9 Resetto Match Style

A  Font.,
Change Chart Type...
Edit Data...

| 3 Bringto Fromt

45, Sendto Back

Save as Picture..,

Category 4

E

)

Eormat Chart Area...

l Format Chart Area rl_
il

O picture or texture fi

|§oo«: 2~
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next to where it reads: Color.
= Choose a color for your background that
contrasts with your other chart elements.
= Click Close when done.

1.120. Change the color of the line in a line chart:

= [Ifalight blue selection box doesn't currently frame your chart, click in the white space beyond the chart

itself to make the box appear.
= Position the mouse pointer tip directly over the line (anywhere except

where it intersects a gridline) and click once to selectit.

= Choose Format beneath the Chart Tools tab and click on Shape Outline,

= Choose a color for your chart line that contrasts adequately with the
chart’s background color.

NOTE: You may also change the width

of the line by choosing Line Style and then adjusting the default weight.

= Click Close when done.

1.21. Add Shapes to Your Slide

= Click on the Insert tab and choose Shapesfrom the Illustrations group.

= Click on the desired shape.

The mouse pointer changes shape to that of a crosshair.
= Position the crosshair where you want to begin drawing the shape.
= Click and hold down the mouse button as you drag to create the shape.

= Let go of the mouse whendone.

1.22. Relocate/resize/recolor the shape as you wish.
To relocate:
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= Click and hold down the mouse button anywhere inside the shape.

= Drag it to a different location and let go of the mouse button.

1.23. To resize:

= Position the mouse pointer tip directly over any of the corner handles (the tip changes to a double-headed

arrow).

= Click and hold down the mouse.

= Drag the mouse in a diagonal direction to shrink or expand the shape, and let go of the mouse button.

NOTE: Holding down the Shift key while dragging the mouse preserves the shape’s proportions as you resize.

1.24. To recolor:

= Click anywhere inside the shape.
= Click on the Home tab.
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ﬁ Shape Fill ~
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Acrobat

A A

WardArt Styles

A contextual tab called Drawing Tools (Format) appears.
= Change the color and/or outline of the shape by selecting Shape Fill and/or Shape Outline.

= You may also click on the Home tab and select Quick Styles from the Drawing group to select from

some preset designs offered by PowerPoint.
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1.25. Add text to the shapes
= Right-mouse click inside the shape.
= Select Edit Text (with the left mouse button).

= Enter your text.
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1.26. Recolor/resize the text as you wish.

Presentationl - Microsoft PowerPoint

Paragraph
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= Highlight the text using the mouse.
= Click on the Home tab.

= Use the tools in the Font group to make changes to the text.

Home Insert Design Animations slide show Revi
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=3 EReset
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g e peete [[B £ U sbe 8 - Aar||A |
ard Slides Font =

1.27. Add Additional Text to Your Slide

You may want to insert additional text on your slide besides that which goes in the text placeholders.

= Click on the Insert tab and select Text Box

from the Textgroup.

i) © Vhy I Love Cats - Microsoft PowerPoint Drawing Tools
Design Animations Shide Show Review View Add-Ing Format
1al N 1 2 —
b (7D ¥ @ A 8 4 553 S
4153 ~ L ,J - = ) e« =] X ‘. = >
Clip  Photo Shapes Smartart Chant Hyperiink Action Text JHeader WordArt Date  Shide Sym
Art  Album -~ Box g Footer v & Time Number
Mustrations Links Text

The mouse pointer changes shape to a cursor.

= Position the cursor where you want to insert the text box.

= Hold down the left mouse button (the pointer changes to a crosshair shape) and drag the crosshair to create a text

box.
= Type text inside the box.

1.28.1 Recolor/resize the text as you wish.
= Highlight the text using the mouse.

= Click on the Home tab.

= Use the tools in the Font group to

make changes to the text.

1. 29. Add Clip-Art to a Slide
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Click on the Insert tab and choose Clip Art from the Illustrations group.

1.30. A Clip Art
task pane appears on the right side of the screen.

=Enter word or phrase that describes the image you are looking for in the Search for:

window and click on Go.
=Scroll through the list of images that match your

= description and click once on the thumbnail of the image you wish to insert.
The image will appear on your slide with "handles™ around it.
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1.31. Relocate/resize/recolor the image as you wish.

1.31.1To relocate:

= Click and hold down the mouse button anywhere inside the image.
= Drag it to a different location and let go of the mouse button.

1.31.2. To resize:

= Position the mouse pointer tip directly over any of the corner handles (the tip
changes to a double-headed arrow).

= Click and hold down the mouse.

= Drag the mouse in a diagonal direction to shrink or expand the image, and let

goof the mouse button.

1.32. Import an Image from the World-Wide Web

If you find an image on the Web that you want to include in your PowerPoint presentation,

At the website:

= Position the mouse on the image and click on it with the right mouse button.

= Choose Save Image as... from the pop-up menu. (Use your left mouse button this time!)

= Choose where on your computer you wish to save the image from the Save In window.

= If you wish, you can overwrite the given filename listed in the File name window, or you can stick with the
given file name already assigned to the image.

Click on Save.

1.32.1. To relocate:

= Click and hold down the mouse button anywhere inside the image.

= Drag it to a different location and let go of the mouse button.

1.32.2 To resize:

= Position the mouse pointer tip directly over any of the corner handles (the tip
changesto a double-headed arrow).

= Click and hold down the mouse.

= Drag the mouse in a diagonal direction to shrink or expand the image, and let

goof the mouse button.

18
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1.33. Adjust Images Using Picture Tools

= The Picture Tools (Format) tab appears when an image is selected (has handles around it). Click once

Cin tl‘ Lzl Why I Love Cats - Micrasoft PowerPoint Picture Toals =

3

,/ Home Insert Design Animations Slide Show Review View Add-Ins | Format

P o

> Brightness v 1 Compress Pictures (¥ Picture Shape ~ & B to Front =R | e =
% Brig e P = — — —_— — - S 2 )| 'L. ’—:’[:," ;’J 5.25° z
(D Contrast ~ J?ld Change Picture | d X 2 Picture Border v eh S o Ba 325

; ’ il | el il ol el - e ===
% Recolor ~ “Bg Reset Picture T | Picture Effects ~ || iy Selection Pane S~ b X

I

Adjust Picture Styles F] Arrange Size

= inside the image if no handles appear.

The Picture Tools tab allows you to crop your image, add a frame, and adjust image contrast, brightness, etc.
= Place the mouse pointer tip over the various icons (without clicking) and a description box appears,

identifying what each one does. (Most are self-explanatory.)

1.34. To crop the image:

[
= Click on the Crop icon on the Picture Tools tab. —H

Crop
= The handles surrounding your image change shape.

= Position the mouse pointer tip over any of the handles. The mouse pointer changes to the shape !
of a crop tool as it nears a handle, and then assumes the same shape as the handle when
positioned directly overit.

= Hold down the mouse and drag it. An outline of your image changes as you slide the mouse, so that

you can see what portion is being cropped.

= Release the mouse button when finished cropping
= . To turn off the Crop tool, click again on the Crop icon.

NOTE: If you overcrop your image, you can “uncrop” by clicking on the same handle and dragging it
outward. Cropped portions of your image will return to view.
1.35. Re-arrange Slides in Your Presentation Using the Slide Sorter

= Click on the View tab and choose Slide Sorter from the Presentation Views group.
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The Slide Sorter displays the slides of your presentation side-by-side in miniature. Depending on the
number of slides in your presentation, some or many of the slides may be out of view. (If so, you’ll notice

the vertical scroll bar on the right, which you can use to navigate through the presentation.)
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= Position the mouse pointer over the slide you wish to relocate, and then click and hold down the mouse.
As you drag the mouse around the screen, a thin vertical line follows, moving between the slides.
= When the thin line is in the location you wish to move the slide to, let go of the mouse button.

To restore single slide view:
= Double-click on a slide to restore single slide view.
The slide you double-click on will appear in single slide view.
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1.36. Create Slide Transitions

= Click on the Animations tab.

= Glide your mouse over each of the transition effects located in the Transition to This Slide group to
preview them on your slide.
Note the vertical scroll bar to the right; there are more effects to preview than are currently in view.

VVITY 1L LUVE Lald ~ IVIHILIUDUIL FUWELI UL —

Animations Slide Show Review View Add-Ins @

sty Transition Sound: [No Sound] > | Advance Slide
21 Transition Speed:  Fast ~ | ¥ On Mouse Click

130 Apply Ta All Scroll Bar Automatically After 00:00 5
Transition to This Slide

Transition effects

= Click once on an effect to select it.
= To apply the transition to the entire presentation, click on Apply To All.

1.37. View Your Presentation

Oa)\H9-0 )7

.
— Home Insert Design Animations Slide Show
== = - . WO Record Nz
—») Q’ == o] [} i
el == = e (5% Rehearse’
From From Custom Set Up Hide

Beginning |Current Slide |! Slide Show ~ || Slide Show Slide V| Use Rehe:

Start Shide Show Set Up

= Click on the Slide Show tab.
= Click on From Beginning to view the entire presentation or From Current Slide to view from the
current slide onward.
= Click on the left mouse button to advance from slide to slide.
=|f you have animated your bullet list, clicking on the mouse brings up each successive bullet.
= At the end of your presentation, a black screen appears, with the message: End of slide show, click to exit.
= Click once more to return to the editingscreen.

NOTE: To move backwards in your presentation, simply press the Backspace key.

NOTE: You can press Escape on the keyboard at any time to exit the presentation. The slide currently being
displayed in

Slide Show view will appear on the editing screen.
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1.38. Print Your Presentation

@ufro

= Click on the Microsoft Office button and choose Print. N 1y | Previewand pnt the document .
. . — (A, Print l
= Select your printer, the number of copies, etc. E onen VB saiectaprter aumber ot cope sos |
- - - 4% Quick Print |
= If you are using a black and white printer, select the Grayscale = | ] s« | spomepeeonaeayone ||
1 efault printer without making changes.
option in the lower left corner of the print menu. B ssess > | [Q mieyonsme et pogesstr
printing.
»  Click OK. =R
_—;)9 Prgpare >
Print @@ —
Printer é Sengd ¥
Hame: o Microsoft XS Document Writer v Publish »
S x Ide
s g
Where:  XPSPort: | Close
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« ffice button and choose Close.

NOTE: If your most recent changes to the presentation have

H92-0 ° Why I Love Cats - Microsoft |

not been saved, you'll first be asked if you want to resave.

Recent Documents
tiew

1 Whyllove Cats

=)
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= Click on the Microsoft Office button and choose Open. N Gl
l' Save As »
= Click on the down arrow by the Look in window. ™
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= Scroll until you find the location of your file and click on it.

= Click on the file in the windowbelow.
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PowerPoint Keyboard Shortcuts 2010

ACTION EXCEL SHORTCUTS
Save a presentation CTRL+S
Print a presentation CTRL+P
Open a presentation CTRL+O
Create a new presentation CTRL+N
New slide CTRL+M
Duplicate CTRL+D
Cut CTRL+X
Copy CTRL+C
Paste CTRL+V
Undo (last action) CTRL+Z
Redo (last action) CTRL+Y or F4
Select all CTRL+A
Close active presentation CTRL+W or CTRL+F4
Close PowerPoint CTRL+Q or ALT+F4 *
Moving In a Presentation
ACTION EXCEL SHORTCUTS
First slide CTRL+HOME
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Last slide CTRL+END
Next slide (depending on Zoom) PAGE DOWN
Previous slide (depending on Zoom) PAGE UP
Move from pane to pane F6
Moving Around In Text
ACTION EXCEL SHORTCUTS
One character to the left €«
One character to the right >
One line up A
One line down 7
One word to the left CTRL+€
One word to the right CTRL+=>
To the end of a line END
To the beginning of a line HOME
Up one paragraph CTRL+
Down one paragraph CTRL+W¥
To the end of a text box CTRL+END
To the beginning of a text box CTRL+HOME
To the next title or body text CTRL+ENTER
placeholder
Find CTRL+F or F4




College of Pharmacy- University of Tikrit

computer science / First stage

PowerPoint Keyboard Shortcuts— Lecture (10)

Instructor Instructor

Lect. Dalal . S Assistant Lecturer: Maha.S

Instructor

Assistant Lecturer Yasser.Kh

To repeat the last Find action

SHIFT+F4

Formatting In a Presentation

ACTION EXCEL SHORTCUTS
Align left CTRL+L
Align right CTRL+R
Center CTRL+E
Bold text CTRL+B
Insert hyperlink CTRL+K

Selecting Text and Objects

ACTION EXCEL SHORTCUTS
One character to the right SHIFT+=>
One character to the left SHIFT+ €
To the end of a word CTRL+SHIFT+=>
To the beginning of a word CTRL+SHIFT+ €
One line up SHIFT+A
One line down SHIFT+W

An object

TAB or SHIFT+TAB until the object you
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want is

selected

All objects (slide view) CTRL+A
All slides (slide sorter view) CTRL+A
All text (outline view) CTRL+A
Show/Hide grid lines SHIFT+F9
Show/Hide guide lines ALT+F9 *

Deleting and Copying Text and Objects

ACTION EXCEL SHORTCUTS
Delete one character to the left BACKSPACE
Delete one word to the left CTRL+BACKSPACE
Delete one character to the right DELETE
Delete one word to the right CTRL+DELETE
Cut selected object CTRL+X
Copy selected object CTRL+C
Paste cut or copied object CTRL+V
Undo the last action CTRL+Z

Working In an Outline

ACTION

EXCEL SHORTCUTS
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Switch between Outline and CTRL+SHIFT+TAB
Slides pane in Normal View
Promote a paragraph SHIFT+TAB
Demote a paragraph TAB
Move selected paragraphs up ALT+SHIFT+A\ *
Move selected paragraphs down ALT+SHIFT+W *
Show heading level 1 ALT+SHIFT+1 *




